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Research Title: Effect of Top-level Structure on Students Reading Comprehension of

Business English Students in RajabhatMahasarakham University

Researcher TeeraTunboontor
Organization Business English Curriculum, The Humanities and Social
Sciences,

RajabhatMahaSarakham University

ABSTRACT

The current study aimed to investigate the effectiveness of top-level structure
in developing RajabhatMahaSarakham University reading ability. The participants were
32 students taking the Business Reading course in second semester, 2011 academic
vears selected by purposive sampling method. The students took pretest before
learning with the top-level structure method in the class. The posttest was taken after
the learning finished. The result of the study shows that the method of top-level
structure is effective in improving student reading ability. The pre and post test scores
of the students are different with the statistical significance of 0.5. in conclusion, the
method of top-level structure is effective and should be advised to be applied in the

EFL reading classrooms.
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CHAPTER |

INTRODUCTION
1. Background and Rationale

English has been widely accepted as a center of communication in
international level. According to Weber (1997), the language has been used in 115
countries worldwide. Therefore, the knowledge of English becomes a useful skill for
personal life, education, and business. Especially, the merchandise world, the
language is considered as the medium of business contact. According to St. John
(1996), international companies have to use English as the language for document
conducting, oral business contacting, personnel training and so on. Therefore, it
cannot be denied that English is one of the most important skills that business
persons need. However, the skill is not completely earned by the learners of the

language.

Due to the importance of the language in business world, courses both in first
and second language provide English as one of the main subject in the business
schools (Morris & Markley, 2014). The name of Business English courses has risen in the
curriculums around the world. Therefore, all skills of English have been taught in the
purpose of doing business contacts. Nevertheless, the problems in teaching and
learning English in the business contact exist in all level of education (Egwurube,
2011). In detail, the Business English students have commit errors in oral
presentations, writing business English letters, and listening to English conversation
dialogues. However, the skills that should not be overlooked is reading as it is one of
the main problems in learning Business English especially in Thai EFL students whom
found the level of reading comprehension level as low to medium (Anusornorakarn,
2002: Chinwonno, 2001:). This may lead to the difficulty in using the skill in real life

situations and should be solved.

As mentioned before the problems in reading comprehension occurs in Thai

EFL context. The causes of problems could be considered below.

Lack of reading resource



Lack of experience in reading could be considered as one of the main reasons
of leamning failure in reading comprehension. Khamkhien (2010) suggests that the
grammar focusing leaming environment of Thai high school education does not
provide much opportunity for students to read. They are trained to write sentence
grammatically correctly which is consume large amount of time in English classes.
Therefore, the situation leads to lack of reading practices and ends up with the

incompetency in reading in further level as University level.
Lack of reading culture

Reading culture is the term that Thai society cannot reach. According to
national report of Office of the Non-Formal and Informal Education Ministry of
Education (2006), Thais reads approximately 8 lines a year. This is the illustration of
how reading and Thai people are different. Therefore, the culture that does not

support people to leave could be an effect to learning.
Teaching Process

Because students’ performances are affected both directly and indirectly by
teachers, (Nyle, Konstantopoulos& Hedges, 2004) problems in reading comprehension
could be considered teachers’ responsibilities. In fact, a number of researchers have
criticized the Thai Education system by saying that Thai EFL teachers were not
effective enough in term of quality and teaching methods (e.g. Yunibandhu, 2004;
Khamkhien, 2010; Foley, 2005). In the other words, Thai EFL students experience
problems in learning English since they enter primary schools. Therefore, it might be
investigated from the beginning of students’ English learning to find reasons explaining

the causes of Thai students’ problems in reading comprehension.

In summary, the problems in Thai EFL reading context might be caused by the
inexperience in reading practice, the cultural aspect that does not support reading
society, and the process of teaching and learning reading skill in Thai EFL context. In
order to solve these problems, alternative techniques and innovationsshould be
invented to the class to develop writing skills in EFL context including Thai EFL

context in business field.



As mentioned before, techniques and approaches should be invented in the
process of learning and teaching reading in Thai EFL context. The review of
approaches to teach English reading effectively found the Top-level structure as an
alternative to be invented in the class. In addition, the process of top-level structure
is related to holistic approach which has been accepted in the improving students’
skills development. According to Turner (1992), the technique is effective to use their
knowledge to find the main idea and details of reading material effectively. In
addition, the method has been proved to be effective to Thai EFL students. Luklek
(1995) invent the top-level structure in The EFL reading class. The result of the
comparative study shows that students who learned with the top-level structure had
better score than those who did not taught by the method. Similarly, the study of
Siriratana (2000) points out that the method helps in the development of the
experimental group of partidpan‘gs, and the experimental group showed more

improvement in reading skill than the controlled group did.

In conclusion, main problems mentioned in the current study were the majority
of students have low level of reading comprehension. Top-level structure was chosen
here as an alternative to solve the problem as the method helps learners to use their
background knowledge to reach the reading materials systematically and has been
proved to be effective in the Thai EFL context. Therefore, the method was invented in
the Business Reading course, the faculty of Humanities and Social Sciences,

RajabhatMahaSarakham University.

2. The Purpose of the study
1. To investigate the effectiveness of top-level structure in developing of
business English students in RajabhatMahaSarakham University.
3. Research Question
1. Is top-level structure effective in developing of business English
students in RajabhatMahaSarakhamUniversity?
4. Expected outcome
1. The business English students in RajabhatMahaSarakham University
improve their reading comprehension skill

5. Significance of the study



The results of this study would help students to learn with clear goal to be

more effective readers and would be an alternative to be applied in the

EFL reading classes

Definition of terms

1.

Top-level structure refers to the process of letting students to review
the learning material and categorize in to the components of each
material. In detail, main idea is the most important thing to be listed
while the details are listed later to lead to the relation to the main
idea

Teaching reading by top-level structure refers to the teaching
process that applies top-level structure. In detail, the instructors focus
on teaching students to analyzing reading materials, illustrating the
components of the materials, and identify type of the reading
materials.

Reading comprehension refers to ability to read of students which
means learners can summarize, translate, imply, give detail, and

compile reading materials.

Research Assumption

After being intervened by the process of top-level structure, students in

the class of 340703 the Business English Reading showed higher level of

English reading comprehension.



Chapter Il

REVIEW OF LITERATURES

The following chapter focuses on review of literature related to reading
comprehension, theory of reading comprehension, and studied related to top- level

structure method. The detail of this chapter is showing below.
1. Review of Literature Related to Reading Comprehension
1.1 Definition of Reading

Reading is the language skill that allows readers to interact and reach the
information given in the reading material. Conley (1995)stated that readers could use
their own knowledge to be a tool to reach the idea of the text in the written in the
reading material. Moreover, Callahan and Clark (1982) pointed out that several
processes are included in reading skill. In depth, learners of language have to analyze,
criticize, and synthesize the data in order to reach the meaning of what they read. In
addition, Crawley (1995) gave definition of reading which related to the complicated
process of lexicon collection in order to understand the text. Similarly, Goodman
(1960) revealed that reading happens in brain process of readers. Clues and context
analysis are important factors of reaching goal of reading. In conclusion, what could be
summarized to be the definition of reading is that the complicated skill that needs
various process to reach goal — the understanding of text, including analysis of
context, lexical collection, brain process, clue analysis. Moreover, the background

knowledge is very important in the process.
1.2 Reading comprehension

Reading comnprehension is the crucial goal of reading. Basically, what should be
expected to happen is that readers reach the meaning of writers. The failure of what
has just mentioned leads to failure in reading. Therefore, the goal of reading teaching
and learning should focus on reading comprehension (Lison& Cooper, 2000).

Moreover, Gunning (1992) claimed that reading comprehension is the ability to



understand that meaning of the reading text which is the main goal of reading.
Similarly, Rubin (1993) also stated that reading comprehension is the main goal of
education. If there is not comprehension in reading, the reading classes could be

considered a failure.
1.3 Component of Reading Comprehension

Researchers have presented the components of reading comprehension as

follow.

Harris and Smith, 1986 presented the component of reading comprehension

into internal components and external components.

Internal components refer to background knowledge of the readers which are

language proficiency, attitude to the reading material, and purpose of the read.
External components refer to types of reading text.

Moreover, the author also mentioned special knowledge and interest of the
readers. If readers are people in the field, they could understand text easier. In the
other words, experience in reading make learners get familiar with the text and

understand the meaning.

Furthermore, William (1994) mentioned the effective factor to reach the goal

of reading which include

1) Knowledge of writing system: Readers should know the process of writing
in that language.

2) Knowledge of language: Readers need to have knowledge of grammar in
the language used in the reading material.

3) Ability to interpret: To understand the text, understanding all sentences is
not enough. Readers have to interpret the sentences to understand the
context of reading materials.

4) Knowledge of the world: Readers with the knowledge of the world could

use the knowledge to connect with what writers try to express in their



written texts. Therefore, the knowledge plays important role in reading
comprehension.

5) Reason for reading and reading style: The reason for reading is relate to
seriousness of reading. In some case, if readers do not want to know all the
detail of the reading texts. They would use skimming skill to skip the
content that they do not want to know. Therefore, this could lead to the

level of comprehension when readers read.

In addition, Thai researchers also present the components of reading

comprehension as it is different to another EFL context. The detail is showing below.

Senchonich (1997) presented six factors affecting reading comprehension which

include

1) Remembrance of the main idea of the content and using of it when
necessary.
2) Classification of main idea, detail, sub-detail, and conclusion.

3) Ability to interpret sentences into the main idea in context.

=y

Ability to summarize the texts reliably and reasonably.

n

)
) Ability to consider detail in the context.
)

6) Capability to link own experience to the context.

Similarly, Achawaaumrung (1998) presented the process to develop English

reading as follow.

1) Learners have the knowledge of signs and punctuations used in English.

2) The learners have the ability to use their own knowledge of English to go
in detail of the text.

3) Learners practices to have automatic knowledge in using their knowledge

to read effectively.
2. Theory Related Schema of Reading Comprehension

2.1 Definition of Schema



Schema has been considered a core up learning. Kane (1987) believed that
people learn by using the background knowledge in their brain to learn new things.
Rumethart (1981) defined schema as network of knowledge collected by experience
people face. Carrell and Esiterhold (1983) similarly stated that knowledge of people is
corrected levelly in the brain. This background knowledge can be framework of

learning.
2.2 Schema and Reading

Rumethart (1981) connected schema and reading in the explanation of
linguistics. People, when read, would use the schema which was their background
knowledge about the context of their reading material and the knowledge of
linguistics of the target language. For example, if a man is reading a English football
magazine, what he is doing in the same time is thinking of what he know about

football and the structure of English language in order to understand the text.
3. Research Study Related to Top-level Structure Method
3.1 Definition of Top-level Structure

In general, there are some differences in level of importance in one text
(Mayer, 1979). The level of importance in text components can be divided into 3

types which are

1) Top level refers to the text that tells situations problems, sequence of
events, actions of characters, or conclusion of the texts.

2) Middle level refers to details to support top level mentioned earlier which
is sentences that tell background of the main parts in the texts.

3) Bottom level refers to the extensive parts that are not related to top level

part.

Moreover, Bartlete (1979), defined top level structure as a method to
emphasize the most important part of material and give less focus on the detail. In

the case of reading, main idea and supporting detail would be considered a main part



of the context. Identification of these components would let to the understanding of

text.

In this study, the top level structure would be applied to let students identify

the main idea and important detail in the business letters. This would be assumed to

be effective as a method to develop reading comprehension of the students in

Business reading class.

3.2 Type of Business Letters

Wickford (2013) categorized business letter into 10 types according to the main

purpose of writing. The detail of each category is showing below.

1)

Sale letter refers to a letter written to provide information of product such
as price, type and contact number.

Order letter refers to letters written to confirm use of products and
services.

Complaint letter refers to a letter written to complain about problems
happen while using products or services.

Adjustment letter refers to letters written to response the complaining
given by the customers

Inquiry letters refer to letters written to acquire information from product
and services providers.

Follow-up letters refer to letters written to show thankfulness to customer
after giving an official order.

Letter of recommendation refer to letter written to recommend a person
to a job position. This type of letter is normally written by school adviser,
ex-employer, and senior co-workers.

Acknowledgment Letter refers to a typical letter written when business
would like to express that they receive contact already. By the way,
actions have not taken yet.

Cover letter refers to the front page of a letter. It is normally tells what is

enclose with the letters.
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10) Letter of resignation refers to letters given to let the company know the

départing of personnel.

The study aims to develop students to know the type of this business letter,
purpose of the letter, and important detail include in the letter. The top-level

structure method was employed to increase reading comprehension of the students.
3.3 Related Studies of Top level structure method.

The method has been used widely and proved to be effective in both

domestic and foreign level. The examples of studies are showing below
- Domestic study

Thai researchers have made studies of top level structure method in reading
class. For an example, Chaya (1987) applied top level structure in the reading
comprehension class in high school level students. The comparative study found that
the experimental group who learnt with the top level structure method has a better
score the students in the controlled group with the statistical significant. It can be
included that top level structure method help students to read more

comprehensively.

Similarly, Rattanawit (1987) applied top level structure in the comparative
study which included participants selected by multistage random method. The study
of 100 participants — 50 in controlled and 50 in experimental group showed that 1)
the students in experimental group had better reading performance with statistical
significance, 2) the experimental group had better writing performance without

statistical significance, 3) experimental group showed better attitude toward English.

Moreover, Nerathanun (1989) did a pre-posttest study on high school students
to prove effectiveness of top-level structure. The result of the study showed that 1)
students could improve their reading comprehension in a statistical significance, 2) the
method also helped in developing their writing ability, and 3) the participants showed
good attitude toward the method.
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Pratajariya (1997) studied the comparison of top level method and traditional
teaching style written in the official teacher handbook. The study showed that
students in the experimental group could read more comprehensively than the
controlled group who learnt with the traditional style. Moreover, students in the
experimental group seem to be more preferable with the method of top level

structure.
- EFL classrooms in foreign context

Several studies have also been created to prove effectiveness of top-level
structure in the international level. For instance, Zhengfang (2006) studied the
effectiveness of top-level structure model in the Chinese EFL classroomn. The result of
the study showed that the method was able to guide readers to build up the
knowledge of text organization, and it is beneficial in helping students reading

learning.

Moreover, Bodycott (1997) similarly stated the benefit of the top-level
structure in the alternative to improve EFL writing comprehension. Top-level structure
allows teachers to develop method to let students understand the structure of the
reading materials they are reading, This notion leads to the understanding and

improving of reading skill.

In addition, Turner (1992) argued that allow students to share knowledge of
their teachers, discuss the components of text, and justify the style of reading

material. The mentioned processes enable language learners to reach goal of the skill.

In conclusion, integrating teaching of the method of top-level structure could
be an alternative method to improve students’ reading comprehension as it helps
students to identify the whole picture of reading material structure. The method
would be employed in this study to develop business letter reading skill of
RajabhatMahaSarakham University students. The experiment would be created with
the assumption that top-level structure would enable students to identify type of

business letters, main idea of each letter, and important details of each letter. The
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procedure of proving the effectiveness of the method would be discussed in the next

chapt



13

Chapter I

Research Methodology

This chapter discusses the methodology of the current study. In detail,
population of the study, research approach, research design, data analysis, and
procedure would be discussed to examine how the method of top-level structure

would be proved.
1. Population of The Study

Population of the study was 254 students enrolling in the Business Reading
course. The participants were 32 students of Business English major of the Faculty of
Humnanities and Social Sciences who took the course in the second semester of 2011
academic year. The purposive sampling method was selected to choose anonymously

threaten participants.
2. Research approach

The study applied both quantitative and qualitative into the process. The
quantitative approach was employed to investigate numerical data which is students’
score in pre and pros test. On the other hand, qualitative approach was used to

discuss the process of learning in detail.
3. Research Design

The current study was designed in the pre-pros test design. The Pre-test was taken
to examine students’ reading comprehension on business letters before learning in
the top-level structure reading environment. After learning, the pros test was taken to
measure improvement of students’ reading comprehension on business letters. The

design of the study leads to the details below.

3.1 Research Instruments

Pre-prost Test

The tests were designed according to the course description explained in the

Thailand qualification framework for higher education 3 (TQF 3). In detail, the aim of
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the course is to let students practice reading in the various kinds of business letter
(See appendix 1). Therefore, the test was designed as a reading comprehension test
with the question focusing on assessment on the knowledge of identification of type
of the letter, identification of main idea of the letter, and listing of the important
detail such as due date, contact number, consultant and so on. Moreover, the test
was tested and found difficulty index (p) at 0.46 and discriminant index (r) at 0.2. The
detail of the test can be seen in the Appendix B.

Top-level Classroom Environment

As mention earlier, Bodycott (1997) similarly described the benefit of the top-
level structure in the alternative to improve EFL writing comprehension. Top-level
structure allows teachers to develop method to let students understand the structure
of the reading materials they are reading. This notion leads to the understanding and
improving of reading skill. In addition, Turner (1992) argued that allow students to
share knowledge of their teachers, discuss the components of text, and justify the
style of reading material. The mentioned processes enable language learners to reach
goal of the skill. Therefore, the teaching method is focus on the letting students to
read the business letters and let them draw a mapping including type of the text,
main idea of the text, and important detail. The detail of stud;nts reading practice

with the top-level structure design can be seen in the Appendix C.
4. Data analysis

As mentioned before, quantitative approach was employed in the study to
investicate numerical data in the study. Therefore, statistics were used. In detail, the
score of the students would be transcribed into mean score (x) to show average
score of the participants. Moreover, the average score of pre and pros test would be
analyzed to find statistical significance of development of students’ skill. In detail, t

test score was used to described the mentioned developrent.



5. Procedure

Table 3.1 Procedure of the study

15

Stage Activities Data collection

1 Students took the pre-test in order to | Pre-test was used to
evaluate their skill before taking the | collect data.
freatment.

2 Students learnt reading business | Top-level structure
letter during the semester. learning environment

was employed.

3 Students took pros-test in order to | Pros-test was used to
investigate effectiveness of top-level | collect data.
structure leaning method.

4 Data collected in the experiment
were analyzed to find the result of
the study.
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The Result of the Study
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The current chapter discusses the result of the pre and posttest on the

effectiveness of top-level structure on students’ performances of reading business

letters. The result of the study shows below.

4.1 The result of pre and pros test

Table 4.1 the score of the students in the pre and pros test exams

Students Pre-test score Post test score
1 45 49
2 25 34
3 23 28
4 16 26
5 19 29
6 2l 28
7 22 24
8 26 35
9 45 50
10 24 28
11 24 26
12 14 23
13 15 25
14 18 26
15 23 27
16 12 26
17 26 34
18 25 33
19 27 35

20 32 42
21 37 47
22 32 39
23 42 48
24 26 35
25 37 40
26 32 45
27 28 42
28 29 40
29 30 32
30 24 37
31 18 26
32 19 22




g

26.125

33.78

8.45

8.33

According to the table 4.1, the mean score @& of the pre-test was 26.125 (SD =
8.45). After being taken the treatment of top-level structure and taking the post test,
the students’ average score changed to 33.78 (S.D = 8.33). The changing in score of

pre and posttest would be discussed in the next chapter.
4.2 Level of Development

Table 4.2 Level of Development of students after taking the top level structure

method

Level of development

Number of the students

Transcription

2-5 10 Low development
6-9 12 Intermediate development
10-14 10 High development

According to the table 4.2, the level of the development of score from pre to
post test of students shows the trend of development. There are 10 students who
develop their score from 2-5 points (N=10), the intermediate development was found
at 12 students (N=12). In the high development, 10 students are manage to develop
their score from 10-14. The discussion of the result would be shown in the next

chapter.



4.3 Statistical Significant of the study
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Table 4.3 Statistical significant of the pretest and posttest score

Reading N t Sig. (2 tailed)
comprehension
Participants 32 -12.351 .00

P=0.5

According to the table 4.3, students had better performance in the post test.

The pre and posttest scores were analyzed to find significant difference. The result

shows that the t test score is in minus (t=-12.351). Therefore, it can be implied that

the score of pre and posttest are different with the statistical significance at 0.5.

In conclusion, the chapter presents numerical data gained after finishing the

process of the experiment. The mean score of the students’ is raised from pretest to

posttest. In addition, students’ development level is in the rage of intermediate level,

and lastly the score of pre and posttest could be analyzed to find statistical

significance. The result of the study could be discussed to determine effect of the

top-level structure model in process of learning to read business material in the

business reading classes.
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Chapter V
Conclusion, Discussion, Limitations, and Recommendations

The following chapter focuses on the conclusion, discussion, limitations, and the
recommendations of the study.After the results of the experiment show some
significant statistic in the previous chapter, the gained data could be used to draw the

conclusion as follow.
1. Conclusion of The Study

AS mentioned earlier the mean score (B) of the pre-test was 26.125 (S.D =
8.45). After being taken the treatment of top-level structure and taking the post test,
the students’ average score changed to 33.78 (S.D = 8.33). It can be implied from this
statistical value that the students can develop their reading comprehension after
learning with the method of top-level structure. Thus, the method is effective in

students’ skill development.

Moreover, the level of the development of score from pre to post test of
students shows the trend of development. There are 10 students who develop their
score from 2-5 points (N=10), the intermediate development was found at 12 students
(N=12). In the high development, 10 students are manage o develop their score from
10-14. It seems that the students’ level of development is not different in significant

amount. In conclusion, students could develop their skills in the same level.

Lastly, students had better performance in the post test. The pre and posttest
scores were analyzed to find significant difference. The result shows that the t test
score is in minus (t=-12.351). Therefore, it can be implied that the score of pre and
posttest are different with the statistical significance at 0.5. Therefore, the difference
of pre and posttest scored can be considered reliable, and the development of the

students’ could be considered statistically significant.

2. Discussion of the Results

2.1 The Effectiveness of the top-level Structure Method
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As the study is drawn to the conclusion that prove the effectiveness of the
top-level structure method as an alternative method to be applied in the EFL
classrooms. In detail, the students manage to read more comprehensively after being
taught by the method of top-level structure. It can be implied that after the students
know how to classify the components of reading material, they can reach the goal of
reading which are understanding of the main purpose of the text and identification of
important detail. This ability could reach to the benefits in their further courses and
careers since reading English texts is important to EFL learner’s lives. Therefore, the
finding supports notion of the benefit of top-level structure in the reading classroom
(Turner; 1992; Bodyscott, 1997; Zhengfang, 2006). Moreover, the method of top level
structure is proved once again in Thai EFL context along with the mentioned studies
(Chaya, 1987; Rattanawit, 1987;Nerathanun, 1989; Pratajariya, 1997). Therefore, the

method should be recommended to be applied in the EFL reading classrooms.
3. Limitations of the Study

The study finishes with the successful result as the method is proved to be

effective in the students’ class. However, there are some limitations left.

1. The methods might not help in increasing vocabulary size of the students.

2. The methods might not be suite the students with poor English skills.

3. The process needs group discussion in class. If the students group themselves
with those who are in the same level, the understanding of texts might be
difficutt.

4. Recommendations
1. In the class hours, teachers should ask students to list the vocabularies

they learn while reading the business letter.
2. Teachers should use an exam to group students by their ability.
3. A group of discussion should be included of students in several English

level.
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1

Course orientation &

pretest

&

- Study the course description
- Qverview the textbook
- Students introduce

themselves in the class.

2-3

Order letters

- Students learn about reading

technique. (Scanning)

- Students can scan key words.

- Students use scanning
techniqueto find the answers
from the different kinds of
information.

- Students do the exercises.

4-5

Complaining letter

Reference words

Context clues

- Students can identify
different types of reference
words.

- Students can refer the
reference words in the
paragraph correctly.

- Students can identify the
type of context clues in the
paragraph.

- Students can guess the
meaning of the difficult
words by using context clues
techniques.

- Students can choose the
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correct words by using
context clues to fill the
sentences.

- Pair work activity

6-7 Adjustment letters

- Finding the topic

- Finding topic
sentence

- Finding main idea

- Students can both find and
locate the topic and topic
sentence of a paragraph.

- Students can identify the
main idea of a paragraph

- Group work discussion

- Assignment

8 Inquiry letters

- Students can infer from the
authors’ implications.

- Students can infer from the
statements and the riddles
given.

- Assignment

9 Midterm Test

1 and
a half

hour

Midterm Test
This test will cover contents from
Reading Partl- Part 4

10 Letter of

recommendation

- Students can write the basic
sentences.

- Students can use the suitable
adjectives to complete the
sentences.

- Students can use the
appropriated adverbs to put
in the sentences.

- Students can rewrite the
sentences in correct order.

- Pair work activity

11 Filling form

- Students can fill in the
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different kinds of form; credit
application forms, job
application forms and
guarantee registration card.

Assignment

12-13

Card and postcard
writing

Students can write different
types of seasonal cards
Students can choose the
appropriated cards for the
situations that give.

Students can write postcards
in the correct order of frame
to foreigners.

Assign students to send cards
in various situations to

foreigners.

14

General letters
- Asking permission
- Thanking letters

- Invitation letters

Students can write the formal
letters that suitable for the
occasions given such as
asking permission, thanking
and invitation.

Pair work activities

Assignments

15

Writing advertisements

Students can write the
advertisements by using
figures and qualities.
Pair work activities

Assignments

16

Final

ExaminationExamination

date: As the university’s
schedule

1 and
a half
hour

Written Examination

The final examination will cover

Reading and Writing Sections

The exam will take 1.30 hours.
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Reading comprehension test

54 Green Avenue
Newyork, USA
January 5, 2010
Ms. K. Hutchinson
Beller Company, Inc.
424 Park Avenue
New York, New York 10021

Dear Ms. Hutchinson :

Thank you for sending your catalog so promptly. It arrived within a few days of
my request. Please send me the following items by parcel post :

1 copy Emmet and Mullen,

High School Algebra @ $7.50 $ 7.50

25 copies Pinehurst,

Plane Geometry @ $8.75 § 218.75

Total $ 226.25

| am enclosing a money order for 226.25. If there are additional charges,
please let me know.

Please mail the books to the address given above.

Very truly yours,

Brandon Michael



1. What is the type of the letter?

............................................. (5 points)

4. How much money is required to spend the order?.......e.

point)

5. How much money is transferred by the order?........n

points)

36
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That Awful Company
Somewhere Awful
UR BAD

June 15, 2008

Dear Sir/Madam,

| am writing today to complain of the poor service | received from your
company on June 12, 2008. | was visited by a representative of That Awful
Company, Mr. Madman, at my home on that day.

Mr. Madman was one hour late for his appointment and offered nothing
by way of apology when he arrived at noon. Your representative did not
remove his muddy shoes upon entering my house, and consequently left
a trail of dirt in the hallway. Mr. Madman then proceeded to present a
range of products to me that | had specifically told his assistant by
telephone | was not interested in. | repeatedly tried to ask your
representative about the products that were of interest to me, but he
refused to deal with my questions, We ended our meeting after 25
minutes without either of us having accomplished anything.

| am most annoyed that | wasted a morning (and half a day's vacation)
waiting for Mr. Madman to show up. My impression of That Awful
Company has been tarnished, and | am now concerned about how my
existing business is being managed by your firm. Furthermore, Mr.
Madman's inability to remove his muddy shoes has meant that | have had
to engage the services, and incur the expense, of a professional carpet

cleaner.

| trust this is not the way That Awful Company wishes to conduct business
with valued customers—I have been with you since the company was
founded and have never encountered such treatment before. | would

welcome the opportunity to discuss matters further and to leam of how
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you propose to prevent a similar situation from recurring. | look forward to

hearing from you.

Yours faithfully,
Saul Goodmans
6. What is the type of the letter?
e 2. pOINE)
7. What is the main idea of the letter?
.............................................................................................................. (1 point)
8. What are complained in the letter?

............................................. (5 points)
9. What are the suggestions from the writer?
.................................................................................................................... (2 points)
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IT Delivery

285 street, Talad,
MahaSarakahm, Thailand
44000

16 January 2007

Jason Brooks
40 street, Cholburi, Thailand

Dear Personnel Manager

Perhaps you are seeking an addition to your marketing team. A new
person can provide innovative approaches to the challenges of marketing.
| am an innovator of new ideas, an excellent communicator with buyers,

and have a demonstrated history of marketing success.

Presently, | am marketing computer products for a major supplier using
television, radio and news advertising. | have a reputation for putting forth

the effort required to make a project succeed.

Enclosed is my resume for your review and consideration. EFTG Industries
has a reputation for excellence. | would like to use my talents to market
your quality line of technical products. | will call you to further discuss my
talents and how | can benefit your company. If you prefer, you may reach
me in the evenings at (555) 555-5555.

Thank you for your time. | look forward to meeting you.

Sincerely,

Jason Brooks
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10. What is the type of the letter?

e (3 pOINS)
13. What did the writer explain his qualification?
sl pontE)



a1

White Sand Furniture, Inc.
Columbus, Ohio 45453
(315) 565-6777

October 16,2010

Mr.James Wilson
‘Royalty Furniture, Inc.
P.0.Box 3132
Austin, TX 78703

Dear Mr. Wilson:
Subject: October 14 |etter about Late Order

We have just received your October 14 letter about your order which did not
arrive on time. We are extremely sorry that we have not been able to deliver
your order as scheduled. We really regret to inform you that the delay was
caused by the late arrival of some of the raw materials.

However, we managedto deliverthe furniture you ordered a few days ago. We
believe itwill reachyou intwo days. Wehope it will be ready for the season.

Once again, Please allowus to express oursincere apology forthe delay and the
inconvenience it has caused you. It was really dueto the fact that is beyond
our control.

we will struggle to prevent this incident fromhappening again in future
and hope we can continue our business as usual. Should you need to contact us,
please use this number (315) 1234567.

Yours sincerely,

Dicky Williams

CustomnerRelation Manager




14.

15.

16.

17.

18.

19.

20.

21,
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What is the type of the letter?

................................................................................................................. (2 point)
What is the main idea of the letter?
.............................................................................................................. (1 point)
What is the product mentioned in the letter?
.......................................................................................................... (1 point)

What is the reason of the late order?

... (2 points)
When was the order letter received?

... (1 point)
When was the product send?
... (1 point)
When will the product support to be arrived?

.. {1 point)
How can the customer contact the business owner?

... (1 point)
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Ms. Jiltian Shepperd
Director of Admissions

Admissions and Recruifment Office
MacDonald University

1449 Dorchester Ave. W, Rm 451

Montreal, QC. H3A1T4

Dear Ms. Shepperd:
T am very pleased to write this recommendtion on behalf of Layla Bell.

L:lylzhasigxma sh;_dent in ﬁ;;]:cmrmta& liberal arts program at Holymiount I—Izgh for her entire five
years of high school Duting that period I luve observed her grow into 2 poised and accomplished young
woman Sheis an mceptzmzlsmﬁ with excellent grades resulting from diligent work habits.

Layhhassupmormtezpetsonzishﬂ&an&m iy well independently or in a group setfing, She
also displays good leadership skills when involved in gr}a;up projects. She is very well liked and respected
B‘j’hath‘hmrpemsmihamhﬂ ichers: o ' ) ) ' '

Among her many service activities at the school, Layla was a coach of the junior track team for the past
twoyears and she was a member of the senicr cross-couafry feam She alss took part in the Mentoning
Program and helped a mumber of juniors navigate ther way through ther first year of high school. In
addition. Layla was involved in crganizing a ymmber of fund-raising projects at the schoal. inchuding a
team marathon cvent that raised over $5,000 for cancer rescarch. SE

Layla has shown an ongoing interest in world affaies and interpational development. Tt 1s oy
nnderstanding that she ntends to pursue an Honors degree in Political Science or Scciology. She has
mraveled extensively and has written outstanding reports with obscrvations onconditions she has
witnessed throughomt the world.

I beliave that Layla Bell has tremendons potential as a student and T feel quite confident that she woeuld be
an asset to both student life and academics at MacDaonald University.

Yours mruly,

Allan S. Fenton
Vice-Principal
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22. What is the type of the letter?
.2 point)
23. What is the main idea of the letter?

... (1 point)
24. What arelayla’s personalities?

o3 POINES)
25. What are Layla’ activities in school?



Appendix 3
Student’s Work in Learning with the Method
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27 Tute Avenue,

Lusaka,
ZAMBIA.
August 6, 2009

The Manager,

Five Hedrts Restaurant,

P.O. Box 002233,

Lusaka,

ZAMBIA. "

Dﬂl" Sir,

Owing to the very poor service that I received on the Ist of Aligust at
. umm,f"mwfs,.r wish 1o ojr my complaints. T was wﬂ\qmwifh‘_’::n
staff's aftitude and also the quality of food.

Firstly, the staff portrayed a large afount of incompetence chid @ bad attitiide
towards customers, No one attended fo me for about ten minutes, and when
the waiter finally showed Up, he showed a severe lack of interest. He had to
take my order three times, but even so, he still brought me the

Secondly, the service was very slow. It fook nearly an ho food to be

fully prepared. What made matters warse was that of ter waiting for so fong,
the waiter brought the wreng food and he had fo take it back.

Thirdly, the food itself wos of very poor quality. It was quite cold and tasteless,
?nmedh;:;y I reached hoine, sz'm from very m}gﬁ'ﬁfﬁdjﬁhﬁa"
or two days,

All these things considered; I feel T need to be compensated. In addition, T’

demand that you hug:m the service of Five Hearts restaurant or shut it {
down as the service being affered is hazardous fo the health of your
wsfu;nem Tf you do not do either of these, Twill report it to the autharities )

Please contact me af the address above or the following email gddress:
. dude@zedmail.zm T wauld fove to hear from you o soon as possible.

Yours Faithufliy, .

Hedibd
Dude Mude



