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 The purposes of the present case study were to develop a model of an English 

training workshop called an Integrated English Writing Course for Business Purposes 

(EBP) for adult learners working for a multinational company and to evaluate its 

effectiveness in helping these learners become more confident and efficient in using 

English at work. The participants were 14 junior employees working in a 

multinational company volunteering to participate in the workshop conducted as a one 

group pre-test-post-test- quasi-experimentation. Prior to the development of this 

learning model, a survey concerning English writing needs in the workplace was 

conducted with 20 business managers. Its result revealed the immediate need for 

business e-mail and business presentation writing. Thus, the focus of this study aimed 

at these two genres. 

Developing this learning model, the researcher took the following four 

fundamental steps: 1) Conducting the needs analysis to diagnose the specific 

employees’ needs. 2)  Developing the instructional materials. 3) Conducting the pilot 

study of the research instruments. 4) Implementing the EBP model. The writing 

workshop was conducted at weekends for 8 sessions of approximately 3 hours each.  



  

Collecting data was performed through the pre-test and  the post-test and the 

participants’ written texts, comprising e-mail and presentation writing as well as self-

reflection and course evaluation. A t-test was used to find the relationship between the 

scores of the pre-test and post-test. Discourse analysis was used for business e-mails 

and presentation materials and written self-reflection and summative evaluation.  

The findings were as follows: 1) The scores of the pre-test and post-test for 

both business e-mail and business presentation writing were significantly different at 

the level of .05, indicating the participants’ writing improvement. 2) The analysis of 

the business e-mail and business presentation writing yielded improvement in terms 

of generic features, organization, rhetorical functions, and politeness. 3) The analysis 

of the self-reflection revealed that all the participants believed that the EBP workshop 

enhanced their writing skills and increased their self-confidence in writing business e-

mails and business presentation in English. Thus, these findings confirmed the 

effectiveness of the EBP model for adult learners at work. It also provided a better 

understanding of how business writing should be taught to this specific group of 

learners. 
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CHAPTER 1 

INTRODUCTION 

 

1.1 Background and Rationale of the Study 

1.1.1  The Business English Movements 

In the last decade, there has been an observable increasing number of 

researches in the business English language (BE) area. These researches represent the 

growing interest in the business language, as well as demonstrate the importance of 

the business language as the world is becoming ‘smaller’ in the globalized era. The 

trend of growing interests in the business language is confirmed by numerous actions 

initiated by various economic and trading communities such as the NAFTA, AFTA, 

APEC, etc. In the Asia region, in particular, various business segments are driven by 

multinational firms. The name of cross-nation companies has become a popular name 

outside of their domestic trading market, for example, General Electric (GE), Toshiba, 

Unilever, Procter & Gamble, IBM, LG Electrics, etc. Gradually, these companies 

have had great dominance to the Asian economy as well as to their labor markets. 

Considering the language used in the business society, the research in the field 

of business English (BE) has been heavily studied in the United States where English 

is viewed from an L1 perspective. Not until recently that researches of business 

English in the L2 context have emerged. Examples of the locations where these 

studies took place are in Finland (Louhiala-Salminen, 1996), China (Zou, 1998), 

Japan (Someya, 1999), Korea (Finch, 2000), Brazil (Gimenez, 2000), etc. The areas 



where most of these researches focus were either the holistic communicative 

needs of business English or the written form of business English. It is interesting to 

explore the reasons why previous researchers have paid more attention to the writing 

skill among the four language skills. One of the interesting factors which had also 

emphasized in these previous studies was the popularity of the computer usage in the 

business context, which replaces the traditional telephone and fax communication in 

the 1980s and 1990s era. Beside the popularity of computers, the technology 

supporting the interpersonal business communication has rapidly advanced. As a 

consequence, such technology advancement has changed the process of sending and 

receiving business messages accordingly. During the 1980s, the world was dominated 

by the fax revolution started in the United States during the later half of the decade, 

which later on had been maximized to cover both business and personal usage as 

people started to use the fax machine as part of their daily activities. Similarly, 

Louhiala-Salminen (1996) presented in her study that at the beginning of the 1990s 

the electronic mail or e-mail has also gained its popularity as the main communication 

channel, both in the business world and for household use. 

As electronic mails is found to be used widely for both intra-company and 

inter-company purposes, this fact leads to an implication that an electronic network 

serving business communication should be particularly important for multinational-

based companies where one company is located in various locations around the world. 

The cost and time saving, for example, are the two crucial benefits that can be clearly 

obtained from using electronic mailing system, compared to the traditional telephone 

and mailing methods. 
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With regards to the language skills requirement emerging from the technology 

advancement, writing skills has therefore becoming critical for business 

communications in the globalize context. When employees in multinational 

companies were studied further about the language requirements in the work context, 

Someya (1999) has confirmed that the majority of the Japanese business professionals 

under her study perceive that English is necessary for their success. These business 

professionals were asked further about the language skills. Though the writing skill 

was not ranked as most needed, compared to the reading comprehension, the Japanese 

professionals however perceived it as the most important skill for their work. This 

finding is consistent with the movement of the English for Specific Purposes (ESP) 

during the 1980s where West (1992) observed that the research during the time was 

almost exclusively focused on the reading and writing skills. It is, therefore, likely to 

be concluded that the reading and writing skills should be the main focus for business 

English studies. 

It is rather rare to find work done in the past stating why the reading and 

writing skills are perceived to be more important than the other two language skills 

(speaking and listening) among the business professionals apart from the fact that they 

are frequently used in the general business setting. Writing skills, however, is used 

widely for formal records of communications purposes. English language proficiency 

is therefore easier to be noticed from an individual written text rather than from 

spoken language which is rather spontaneous. Mhlhaus (1998) quotes a German 

research finding (cited Braunert, 1993) that business language learners’ motivation to 

participate in any Language for Specific Purposes (LSP) course is the needs to 

improve their language proficiency. Braunert (1993) explained that language 
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proficiency is directly linked to high performance, which will lead to a success in 

one’s professional career respectively. However, these business professionals also 

perceived that having language proficiency is not necessary based on linguistic 

competency but on the other hand based on strong subject competences. Therefore, it 

is implied that a language course for business professionals should aim to help the 

learners improve their communication proficiency to communicate in order to better 

deliver their subject knowledge in an effective manner. 

1.1.2  Business English in Thailand 

 In Thailand, a large number of Thai university graduates enter a 

business workforce every year with attempt to be employed by multinational firms. 

These graduates prefer to work for non-Thai firms due to several reasons. Based on 

extensive job interviews, Thai job seekers, in general, believed that working 

multinational companies will allow them to gain higher salary, to demonstrate the 

capabilities in a non-hierarchical environment, to learn from international work 

standards, to gain wider perspective of the business from the global context, etc.  

To focus purely on Thai graduates to finally become successful in 

entering multinational workforce, these individuals have at least studied English for 

12 years in the compulsory education. They are, therefore, expected by their 

employers to be able to perform tasks efficiently without a language barrier, using 

English as the main communicative mean. This force the graduates to suddenly shift 

the gear from obtaining the English skills only to pass the school test, to perform their 

job as well as a basis for their wage increases. The ability to communicate in English 

has, therefore, changed its importance from a ‘nice to have’ skill to a ‘must have’ skill 

with a direct impact to their career advancement. 
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In Japan, Someya (1999) confirmed in his study that 98% of Japanese 

business professionals believed that English is necessary for their work. However, 

regardless of the acceptance of English language importance, the sudden change in 

the proficiency requirement is not easy to cope as these graduates are new to the 

professional setting Parts, Maguire, 1999). A very rare number of employees can 

immediately improve their language skills in a short period of time in order to deal 

with highly demanding tasks and expectations from their boss. In fact, many of them 

find that they are still incompetent even after been working for several years. 

Based on the above findings, the present study aim to investigate how 

junior employees of multinational companies in Thailand can improve their English 

proficiency to cope with English tasks in their workplace, particularly for the writing 

skill. The company where the study was carried out represents an international firm 

(an American-based company with branches in all regions of the world), located in 

Pakchong, Nakhonratchasima.  

This company has found to consist of several general characteristics of 

multinational companies in Thailand where English is a dominant business language, 

with details as follows: 

1.) The company is consisted of all major business functions namely 

Marketing, Sales, Finance & Accounting, Human Resources, 

Research & Development, Engineering, Manufacturing, 

Purchasing, Logistics, and Information Technology. 

2.) The company is consisted of both Thai employees and expatriate 

employees at a reasonable portion. 
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3.) The company uses English language in all formal communication 

means, for example, in business e-mails, presentations, reports, 

operating procedures, etc. Thai language is used only for informal 

communication among Thai employees and in government related 

documentations only. 

4.) The employees in this company uses English language to 

communicate routinely both within the local office and cross-

countries to deliver work assignments. 

The writing skill was chosen to be the single focus in the study based on the 

previous study, confirmed by the preliminary survey conducted with business 

managers in the real setting. It is strongly indicated that English writing is the most 

needed skill among the four due to its importance to accomplish the daily business 

tasks. Examples of the tasks using English writing skills are listed below: 

• To request and provide information such as to conduct trading activities, 

to share knowledge within the business groups across countries, etc. 

• To make presentation to various groups of audiences in sharing 

information, updating work progress, facilitating a meeting or seminar, 

etc. 

• To exchange information on a two-ways basis through company e-mail 

system 

• To report on business progress, etc. 

From the previous studies and observations, it can be concluded that 

employees of a multinational company generally use English regularly in their daily 

activities. Written English is perceived to be highly important, as well as frequently 
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performed in the real setting. E-mail writing is referred to as the single most important 

channel for exchanging information in the modern business era. This conclusion has 

become the foundation of this research study, aiming to enhance the multinational 

employees’ to write more efficiently in performing their job. 

 

1.2 Purpose of the Study 

Written communication, particularly in the L2 contexts, has been traditionally 

perceived as a skill that can be learned from copying from others, performing a 

translation exercise (from L1 to L2 context), and pre-set phrases usage. Very minimal 

effort was spent in focusing on improving the individual’s writing process (Louhiala-

Salminen, 1996). These traditional learning methods could be the reasons why adult 

learners take a long time to improve their writing proficiency, to better communicate 

what they want in a clear and precise manner. Adult learners have limited time to 

compose a written work, due to numerous deadlines and tight job commitments. 

These learners may require a tailor-made learning approach(s) which is different from 

the traditional writing skills pedagogy employed in the past. 

This situation has triggered a need to study and to understand how written 

English can be effectively learned in a short period of time to enable these adult 

learners to learn in a workplace setting.  

An overall research study is inclusive of the following sub-areas; 

1.) the input analysis (needs analysis) 

2.) the business written sample analysis and materials development 

3.) the workshop employing a learning model of combined language learning 

theories considered suitable for adult learners 
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4.) the assessment of the learners’ writing skill improvement and their 

perception towards the learning activities 

There are also several observable factors which are worth mentioning at this 

point. First of all, Thai employees in multinational companies have learned English as 

part of their compulsory education. However, they are still struggling in performing 

writing tasks at work. Therefore, the traditional teaching/learning methods used in 

school may not be applicable for the several days course duration requirement. 

Secondly, the appropriate selection of words and terminology in the business context 

is important to demonstrate their professionalism and proficiency. However, in many 

cases, the suitable selection of words and extensive vocabulary storage is a direct 

consequence of work experience. Newly joined employees should rather be taught to 

organize their thoughts in order to deliver ‘appropriate’ content, regardless of 

advanced terminologies or vocabularies which they will gradually learn over time. 

In conclusion, the purposes of this study were mainly: (1) To understand the 

needs of business English from both the employees’ and employers’ (managers’) 

point of view, (2) To develop an integrated model for business writing course, using 

appropriate strategies for adult learners, focusing on business e-mail and business 

presentation composition and (3) to obtain a result from implementing the integrated 

learning model in helping the learner to write more effectively. 

This business writing workshop is outcome-based and linked directly to the 

participant job requirements. Participants in this course attended the program on the 

voluntary basis rather than being forced. This voluntary approach for sample selection 

is considered crucial for adult learners (Dudley-Evans & St John, 1998) as it leads to 
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course commitment and the determination to improve their English proficiency 

respectively. 

 

1.3  Research Question 

In order to achieve the above purposes, the study focuses on the following 

questions: 

1. What are the needs of the multinational employees in Thailand concerning the 

English communication in the workplace? 

2. How can a practical learning model be developed to help adult learners 

working for multinational companies in Thailand learn to write? 

3. Was the business writing model called “Integrated English for Business 

Purposes (EBP) effective for improving the participants’ writing in the 

selected genres? 

• Sub-question 1: Did the participants in the Integrated English for 

Business Purposes (EBP) course improve their writing for business e-

mail? 

• Sub-question 2: Did the participants in the Integrated English for 

Business Purposes (EBP) course improve their writing for business 

presentation? 

• Sub-question 3: What perceptions towards the English for Business 

Purposes (EBP) course did the participants have? 

 

1.4  The Significance of the Study 
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Based on the result of the preliminary survey conducted previously, the 

proficiency level of employees in a multinational does have a strong link to the ability 

to communicate well and the potential to perform well in the multinational work 

setting. The perceptions above have led to a belief, as appeared in the preliminary 

study, that an individual with better English communication skills in the multinational 

workplace should also have a better opportunity for career advancement compare to 

those with lower communication abilities. 

The proficiency of English writing in a multinational workplace, as obtained 

from the business managers’ study, can be defined in six criteria as follows: 

1.) The quality of the message, whether or not it contains;  

• Concise (being specific) 

• Easy to understand (logical arrangement of the content) 

• Grammatically correct 

2.) The selection of appropriate vocabularies, whether or not the words used 

were simple and suitable for the business context 

3.) The organization of the content that should be properly sequenced 

4.) The clear communication of the key messages, in other words the 

audience should know immediately what the author wants to achieve 

from the communication message 

5.) The appropriate tone of the message suitable for the target audience 

6.) The appropriate action is taken after the communication takes place 

These 6 criteria are generally used by business managers to evaluate the 

proficiency of a written business genre. It is worth to note that the grammatical 

correctness is only mentioned as part of the quality criteria while two out of six 
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criteria focuses on the appropriateness of the context, other criteria focuses on the 

organization of the content and the outcome from the communication. The EBP 

course should, therefore, focus on delivering the same writing ability(proficiency) as 

defined above rather than focuses on improving the individual English language 

writing proficiency as generally accepted in the academic context which will require a 

sufficient length of time to learn. 

 

1.5  Scope and Limitations of the Study 

Since this study was conducted in one American-based multinational 

company, the business context may not be 100% applicable to other foreign-based 

company where English is not used as the primary language for communication. 

However, the course model (consisted of needs analysis, multi-theories based learning 

model designed for adult learners, and non-traditional learning environment setting) is 

designed specifically for adult learners in the business context. It is highly believed 

that the learning model is relevant to adult learners in other multi-national 

workplaces. 

  

1.6  Operational Definitions of the Key Terms Used in the Study 

For clarification, the key terms used in this study are defined as follows. 

 

Writing Proficiency – Writing proficiency refers to a good standard of ability and skill 

to perform written work with content that has clarity, explicitness, good organization, 

good word choice, spelling accuracy and appropriate punctuation used. The grammar 

advancement is not the primary purpose of this study. 
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An Integrated English for Business Purposes (EBP) Course – The course is newly 

constructed based on a learning model designed to adult learners in the business 

context. The course focuses on improving the writing skills according to the business 

managers’ accepted quality as explained in the previous section. The model is heavily 

based on the genre-analysis method (Swales, 1990), the specific instructional methods 

of adult education (Dudley-Evans & St John, 1998), task-based approach (Willis, 

1996) and workplace contextual writing. 

 

Junior Employees – Junior employees referred to individuals currently working in an 

entry level or a junior supervisory level, with less than two years in the role.  

 

Job Specific Writing Skills – Job specific writing skills refers to the skill required to 

compose business e-mails and business presentation based on the knowledge of the 

individual’s job, the business context understanding, and certain writing skills. 

 

Business E-mail – A business e-mail refers to an electronic message sent from one 

employee to another or to a group of individuals either within the same company or to 

other company(s), with specific purpose(s). These e-mails are job related. 

 

Business Presentation – A business presentation refers to a set of presentation slides, 

generally prepared by using a Microsoft Powerpoint program, to support a business 

communication. These business communication sessions, for example explaining an 
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idea, proposing a project, summarizing work progress, etc., are concerning business-

related topics. 

 

Writing Scoring Rubric – The writing scoring rubric refers to the criteria used to 

judge the quality of the business e-mail and presentation in the five aspects namely 

content, organization, vocabulary, language usage, and mechanic. The scoring rubric 

use in this study was modified from Jacobs et al.’s (1981) work. 

 

1.7 Summary 

This study aims to investigate the related factors and appropriate approach to 

facilitate the improvement of English writing proficiency of junior employees of 

multinational workforce in Thailand. The study focuses on two written genres namely 

the business e-mail and business presentation. In achieving these objectives, four 

main phases of the study was applied. Phase one concerning the input or needs 

analysis related to needs of business English and perceptions towards the writing 

proficiency from the business managers’ perspectives. In phase two, the collection of 

written business samples were collected and analyzed, using Swales’ (1990) genre 

analysis theory. In phase three, the learning model and the business writing course 

was developed and tested. This learning model is based on a combination of several 

language learning theories, all of which will be discussed in Chapter 2. Finally, in the 

last phase, the experiment of the learning model was carried out in the real classroom 

setting, with extensive data collection both quantitatively and qualitatively to yield the 

findings to support the hypothesis that adult learners in the workplace can be taught to 
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improve their work related writing skills regardless of experience and course duration 

limitations. 

The findings of this study is meant to be useful pedagogically to at least two 

immediate groups, the employees of a multinational company using English as the 

main communicative language in the workplace and the ESP teachers focusing on 

business English. 



CHAPTER 2 

REVIEW  OF RELATED LITERATURE 

 

This chapter discusses the related literature from various resources: textbooks, 

published journals, articles, theses, and other relevant published information. The content 

from which the conceptual framework has derived will be inclusive of the following sub-

topics: language learners and their educators, modern business English at work, genre 

analysis, needs analysis, genre analysis and business genre, task-based approach, the 

implementation a of training program and special features of an integrative model for 

effective English for Business Purposes (EBP) writing program. 

 

2.1 Language Learners and their Educators 

2.1.1  Language Learners: Adults at Work 

 The learning environment of English for Business Purposes (EBP), as 

also defined by an adult learning environment, can be defined based on the adult 

learning types (Rogers, 1996) as well as its relation to English for Specific Purposes 

(ESP) characteristics. In the area of ‘non-formal education’, Rogers (1996) defined 

this type of education as all out-of-school education incorporating any group of age 

and characterized by ‘more life-related’ than the traditional school curriculum. In ESP 

terms, this would involve practical teaching situations such as one-to-one tuition 

(Wilberg, 1987) which is particularly relevant for business English learning. 



Business English learning are also related to the adult learners’ characteristics 

which can be considered as one of the key elements of ESP curriculum design. This 

area focuses on ESP learners who are treated as ‘student participant’ with emphasis 

on his/her awareness of the learning role, and the importance of the establishment of 

the ‘learning contract’ where a special relationship between the ESP participants, the 

ESP subject and the ESP tutor are explicitly appreciated (Sifakis, 2003). 

Sifakis (2003) also suggests that the business English learners, or adult 

learners, should be voluntarily involved, consciously participate in the learning 

process, as a necessary step towards their personal fulfilment. The ESP/EBP learners 

should be accepted as adults. Therefore, it is necessary to encourage these learners to 

reflect critically on their past experience, their views and opinions concerning 

language learning. Only from such learner’s reflection, the ESP/EBP course design 

can achieve full potential in delivering subjects that are satisfactory to these adult 

learners. Moreover, the content of the course should also be tailor-made to fit with the 

adult learning preferences, as well as inputs from all stakeholders such as business 

managers’ and peers. 

In summary, EBP courses, as an adult learning process should be: 

• constructed with a proper co-operation between the EBP 'teacher' and 

EBP 'student/participant', as the syllabus is considered negotiable and as a mean to 

increase the adult learners' motivation levels; 

• provided in a complete cycle (teachers constantly seek for student’s 

reflection as a basis for course improvements), learners are left with a feeling of 

fulfilment and satisfaction that they have learned something worthwhile; 
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• consisted of sequential and cumulative knowledge, built on adult 

learners' existing knowledge and expectations; 

• incorporated with learners voluntary enrolment and purposeful 

course objectives - the EBP learners have to be made fully aware of the 

methodological principles and the learning objectives underlying the actual teaching 

process as active involvement of the student participant in the planning process 

enhances motivation and commitment (Herzberg, 1972) 

 

2.1.2 Educators of English for Business Purposes  

Two roles that are essential for adult ESP educators are: the role of teacher and 

of counsellor. Successful combination of these roles is important for the planning of 

ESP classes that enhance adults' function as learner/participants.  

The ESP teacher is responsible, primarily, for promoting, whenever possible, 

methodology-specific communicative strategies that enhance the learners' adulthood-

oriented considerations. This would involve the integration of self-directed learning 

techniques (Dickinson & Wenden, 1995; Hammond & Collins, 1991) with task-based 

activities that enhance the learners' problem-solving skills and ability to reflect on 

previous experience. 

On the other hand, ESP teachers are also expected to act as advisors or 

counsellors to their adult learners. Their counsellor function is to find ways to both 

appreciate and enhance learners' learning and studying needs (Underhill, 1998) as 

well as increasing the scope of adult learners' exploratory behaviour by offering 

psychological assistance where necessary (Ellis & Johnson, 1994). This counsel may 

include various different situations, ranging from helping learners adjust to the new 



 16

learning situation to boosting their self-confidence in micro-skill-oriented issues to 

helping them with unexpected personal crises (Sifakis, 2003). 

Teachers/counsellors of ESP learning must establish themselves with the 

student as being attractive, trustworthy as well as demonstrating expert knowledge in 

the feel of teaching. Wheeler (2000) also suggested that the teacher’s personal 

attributes for example warmth, encouragement, non-judgmental perception, and open 

mindedness are considered important. The above characteristics, sometimes known as 

a therapist's characteristic, and the interpersonal style are also essential aspects of ESP 

teachers. Other qualifications of ESP teachers are acceptance, emotional stability, 

commitment, genuineness, flexibility, people interests, confidence, sensitivity and 

fairness (Pope, 1996, cited in Sifakis, 2003). Finally, the teacher of adult ESP should 

acquire the ability to communicate, to encourage non-competitiveness, to teach in an 

uncomplicated manner, to be a good listener and to openly reflective on his/her own 

practice (Wilberg, 1987). 

Dudley-Evans & St John (1998) have concluded that personality, knowledge, 

and experience are important to a business English teacher. Most likely, EBP courses 

are conducted in either a one-to-one or a small group setting. Personal contact is a key 

factor for teacher and student’s correspondence. Teachers need to be outgoing, tactful, 

and genuinely interested in business issues (Ellis and Johnson, 1994).  

Unlike in the English for academic purposes (EAP) situation, most teachers in 

the EBP area have never worked in the business context. As fewer teachers have 

experienced or actually worked within the students’ work environment, it requires a 

lot of further knowledge acquisition through extensive reading, talking with the target 

audiences, as well as attending relevant courses and conference to obtain relevant 



 17

understand of business English. Therefore, it is recommended that further 

development of ESP practitioners should be extensively explored to support the 

nature of ESP which is both stimulus and full of challenging demand (Dudley-Evans 

& St John, 1998). 

Nowadays in the business environment, an effective business communicator 

must be both proficient in verbal language as well as proficient in the personal and 

interpersonal skills accompanying the language communication. ESP practitioners are 

also, increasingly, expected to deliver both language and skills as a consequence. 

Pilbeam (1992) mentioned in the study that trend for ESP courses are becoming 

shorter, highly job-specific and emphasizing on skills. 

There are areas where those involved with business language training should 

acquire knowledge and context understanding to ensure effective responses are 

provided to corporate EBP needs. These areas are suggested by Dudley-Evans & St 

John (1998) as follows: 

1. a knowledge of the communicative functional of English in business 

contexts; 

2. an understanding of the business people’s expectations and learning 

strategies; 

3. an understanding of the psychology of personal and interpersonal 

interactions in cross-cultural settings; 

4. some knowledge of management theories and practice; 

5. first-class training skills. 

For the present study, it is considered fortunate that the teacher (researcher) is 

both an English teacher and a business manager using English daily in the workplace. 
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The EBP program can, therefore, be constructed based on first-hand business 

experience, an understanding and an awareness of the business requirements as well 

as knowledge of English language teaching (ELT).  

Sifakis (2003) suggests that adult learners' greater sense of perspective and 

ability to make judgments based on accumulated experience can be fruitfully inherited 

in the ESP teaching/learning situation. These aspects, combined with their inherent 

autonomy and need for establishing clear goals, can be achieved by making the ESP 

learner an active participant not only in the actual learning process but also in the 

syllabus and lesson planning stage. The integrative EBP model used in this study, 

therefore, will analyse the adult learners' needs (input) and combined them with the 

knowledge of the ESP teacher, where the teacher will assume two roles namely 

teacher and counsellor at the same time. 

 

2.2  Modern Business English at Work  

2.2.1   The Characteristic of Modern Business English  

The related literature concerning business English in the modern era 

suggests that the writing skill is referred to as one of the most important skills for 

business professionals in the globalized context. Various research conducted in the 

late 1990s to early 2000s concluded that English used in the business discourse 

nowadays has been changed (Sumeya, 1999; Gimenez, 2000). Business English is 

now less formal, concise, and rather close to verbal language than in the past. Reasons 

for the stated characteristics could be a result of time pressure in the fiercely 

competitive business environment, which leads the pressure for the communicator in 

becoming more effective in what they write.  
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There is a strong consensus in other studies that there is a significant shift 

from the traditional time-consuming airmail media used in sending English business 

messages, to the quick and easy approaches such as fax and e-mail.  

From the linguistic point of view, both Someya (1999) and Gimenez (2000) 

who studied the characteristics of the Business language in the two different contexts 

(Japanese and Brazilian) suggest that English is used in today’s business messages are 

less formal, more concise, and more speech-like compared to how it was used in the 

past. The written business language today occurs, not only in a time-constraint 

manner, but also constraints by the increasing amount of tasks demand within limited 

time. Sumeya (1999) confirmed in his study that the Japanese business people 

mentioned that the number of messages they write and receive on the job has 

substantially increased as a result of the wide-spread use of fax and e-mail. All of the 

above phenomena has led to higher pressures for the communicator to be precise and 

highly efficient in order to save both the writer and the readers’ time.  

The nature of business communication is changing rather rapidly in many 

aspects that keeping up with the current practices is difficult for those who are 

involved with the teaching of Business English. It is clear that a new paradigm is 

needed to appropriately prepare the business professional to cope with the changing 

characteristics of the language as well as the increasingly demanding tasks.  

Based on the above findings, it is interesting to further explore in the same area 

of focus, in order to confirm whether such claim stands true, particularly for the 

modern business setting in Thailand. Moreover, the previous studies have also lead to 

a curiosity concerning the solution(s) to effectively help these business people to 

write. 



 20

 

2.2.2  Business Genres 

Swales (1990) argues that “a discourse community’s nomenclature for  

genres is an important source of insight”. In the academic community, terms such as 

‘academic article’, ‘review article’, or ‘essay’ have clearly distinctive and defined 

with common understanding among academic practitioners. In the business 

community, on the other hand, Barbara et al. (1996) pointed out after conducting a 

preliminary needs analysis among Brazilian businesses that there was a ‘clear 

mismatch between what researchers meant by labels such as ‘project’, ‘report’, 

‘memo’, ‘presentation’, and ‘meeting. It also became apparent that the terminology 

mismatch was not only between research and organization, but also between 

organizations’. 

The recent studies on written business communication has called 

attention to the need for further investigation into the effect(s) that new technological 

developments such as the fax and electronic mail (e-mail) can have on written 

interpersonal communication (Basturkmen., 1999; Charles, 1996; Louhiala-Salminen, 

1996). In his study, Gimenez (2001) pointed out that little, if anything, on the topic is 

mentioned in either course books or specialized journals for L2 learners. The business 

course designers as well as teachers of written communication may need to take into 

consideration that business communication genre, e-mails in particular, seems to be 

growing more dependently upon features such flexibility, informality, and efficiency. 

This, in turn, reflects a challenge to the long-established tradition of teaching 

“formulae writing” to business students (Le Vasan, 1995).  
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Gimenez (2000) claims that some evidence emerges that spoken nature of e-

mails has started to affect the discursive practices in the context of interpersonal 

communication, making it more informal and personalized in many respects. 

Efficiency, of the features of e-mail messages frequently mentioned by e-mail users, 

seems to equate with informal and flexibility of style, a fact that is supported by the 

absence of manuals that establish the norms for the composition of messages. 

However, it should be noted that the level of informality and flexibility of style is 

greater in personal than in commercial e-mails and dependent on the relationship 

already established between sender and recipient of the message. 

Therefore, it is important to carry out a genre analysis of the selected type of 

communication to ensure that a clear definition for the selected genres is well defined 

for further references. This analysis would enhance significant differences and 

specific communicative purposes of each organization prior to further course design. 

The genre analysis will also be the base for the syllabus design to ensure the learning 

model is delivered with relative validity and relevancy to business communicative 

purposes. 

 

2.3 Genre Analysis  

Genres are defined as communicative events and vehicles for achievement of 

purposes that are recognized by the members of a discourse community (Swales, 

1990). From a language teaching perspective, Swales (1981, 1990) considers a genre 

as consisting of a series of moves. A move is a part of a text which can be both 

written and spoken. The move achieves a particular purpose within a text such as to 

persuade tourists to visit a site (Henry and Roseberry, 1998). Swales (1990) also 
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argues that a convention of certain genre used in specific discourse  community is 

important. According to Swales’ definition, e-mail and presentation can be classified 

as two distinctive genres. In the last few years, genre analysis has been studied by 

linguists, namely sales letter and job applications (Bhatia, 1993) and grant proposals 

(Connor, 2000; Connor and Mauranen, 1999). There is also genre analysis work done 

in the academic domain (e.g. Gledhill, 2000; Thompson, 1994; Swales, 19996), as 

well as in ESP contexts (e.g. Bhatia, 1993; Henry & Roseberry, 1996; 1997; 1998). 

Bhatia (1993) states that the general aim of a genre analysis is to identify the 

moves of a genre, the order of the moves, and the key linguistic features. Then, the 

next important step is to explain why the writers choose these features to achieve their 

communicative purposes (Bhatia, 1993). The term “rhetorical function” as used in 

genre analysis refers to the logical relationships that combine parts of the text 

together. According to Bhatia (1993), a particular move is designed to realize a 

particular intention or purpose. In the meantime, it also contributes to the overall 

communicative purpose of the text. For example, the move “location” in the brief 

tourist information gives the location of a tourist site (Henry and Roseberry, 1996). 

The move boundary is where the author changes his/her communicative intention 

(Bhatia, 1993). 

Research on genre analysis shows that genres do not exist in isolation but they 

are parts of a structured system. To understand more about these actions, novice 

writers can learn how texts interact and how they shape meanings in relation to the 

social systems. 

Indeed, genre analysis that identifies moves or functional component has a great 

deal to offer for the study of e-mails and presentation since a linguistic/rhetorical 



 23

system of genre specific moves can be developed (Connor and Mauranen,1999). In 

this study, the researcher used the rhetorical moves analysis developed by Swales 

(1990), followed some guideline of boundary as used in Bhatia’s work (1993). 

 

2.4 Needs Analysis 

Needs analysis, according to Brown (1995), is “the systematic collection and 

analysis of all subjective and objective information necessary to define and validate 

defensible curriculum purposes that satisfy the language learning requirements of 

students within the context of particular institutions that influence the learning and 

teaching situation”. 

As Business English is known to be tailored to the individual learning needs, 

the needs analysis is a very crucial initial step to the course design. Pilbeam (1979) 

suggests that needs analysis should be concerned with establishing both: 

• a target profile of language skills which sets down the actual activities that the 

learners have to carry out (target situation analysis), and  

• a profile of personal ability in which the learners’ proficiency in these  

activities is evaluated (present situation analysis) 

Such a language audit is particularly relevant to in-company work and helps to 

decide how many hours of language tuition are needed to bridge the gap, or what 

should be prioritized where time is limited. 

Brieger (1997) suggests that needs analysis for Business English will facilitate 

the identification of the range of general and special language knowledge required, 

together with general and professional communication skills. 
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The importance of needs analysis has, therefore, been cited and summarized in 

the recent research by Brown et al (1999) with regards to the various perspectives of 

language course such as learner-centered curriculum, task-based curriculum, 

performance assessment, proficiency-oriented curriculum, and motivation: 

1. In a learner-centered curriculum, teachers’ reconciliation in content 

selection through extensive consultation with students about their learning needs and 

interests is critical (Brindley, 1989); needs analysis helps teachers create in-class 

activities in which the students can utilize learned skills and knowledge as tools to 

meet their real-life needs in meaningful ways (Nunan, 1988). 

2. Needs analysis helps teachers understand “local needs” of students or the 

needs of a particular group of students and make practical decisions in pedagogy and 

assessment for improvement (Tarone & Yule, 1989) 

3. Needs analysis should be a central component of performance assessments, 

whose purposes are to test students’ ability to perform tasks in real-world situations 

(Norris, Brown, Hudson, and Yoshioka, 1998). 

4. Needs analysis is an integral component of task-based syllabi; real-life 

target tasks should be identified by a needs analysis (Long & Crookes, 1992, 1993). 

5. In proficiency-oriented instruction/curricula, needs analysis helps teachers 

understand the potential differences in learning expectations between themselves and 

their students (Birchbichler & Coral, 1993) 

6. Obtaining input from the students about a planned or existing program 

through a needs analysis is fundamental to the design, implementation, evaluation, 

and revision of the program (Richards, 1990; Savignon, 1997). 
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7. A program that attempts to meet students’ perceived needs will be more 

motivating and successful (Crookes & Schmidt, 1991). 

Holden (1993) recommends a three stage analysis to conduct the language 

audit to obtain the needs analysis: the first stage tabulates information through which 

target language needs are identified; the perceptions of communication within their 

corporate culture; and the final stage is a questionnaire to establish preferred learning 

styles.  

For short intensive courses, less time and fewer resources will be available; 

but, the EBP teachers usually obtain some pre-course information: learners may be 

willing to complete a short form and supply examples of commonly used documents 

(Dudley-Evans & St John, 1998). These information means that the EBP teacher can 

design the framework of the course before the learners arrive and determine specific 

needs when the learners are on-site. In a one-to-one situation, this can be achieved 

through quite extensive interviewing and discussion, as the learner is fully involved in 

using the language during the learning process. In small group situations, learners can 

interview each other about their job, their use of English and then report back 

individually or summarize similarities and differences. 

In this research project, the focus was designing the framework and delivering 

the course to the intermediate learners in the same business context (same company) 

in small groups activities at the beginning, and then encourage for self-

directed/autonomous learning as the learners go back into their work context.  

An example of the written tasks for the learners and structured interviewing of 

both learners and their managers were conducted prior to the designing stage in order 

to obtain both the present situation and target situation information. As the project 
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was on the written skill, examples of the learners written work was also collected for 

analysis. 

  

2.5 Genre Analysis and Business Genre 

There is hardly any published research that examines either the genre of 

business e-mail or presentation.  This study then may have been the pioneer in 

conducting these two genres in the framework of genre analysis.  Connor and 

Mauranen (1999: 48) defined “Genre analysis” as “the study of texts as social 

phenomena where recurrent patterns of structure and behavior help organize structure 

into comprehensible and effective forms.”  This definition, they stated, derives from 

Swales’ principles from research on academic texts (1990) and the theories of social 

construction. 

The unit of genre analysis is a rhetorical move or move.  Describing the move 

in order to analyze the grant proposals, Connor and Mauranen (1999: 51), following 

Swales (1990) notion of move in a text, defined it as  “ . . . a functional unit, used for 

some rhetorical purpose.  Moves can vary in size, but normally contain at least one 

proposition.  In addition, they , along with many others including Hyland (1998)   

Paltridge (1995), typically exhibit some internal coherence.”   They also stated that 

identifying the moves in texts is based on both function indicators realizing by 

linguistic clues as words (e.g. the aim of this projects, the first phase, etc.), and/ or 

phrases (e.g. the finding will contribute to our understanding of . . .) and boundary 

indicators (i.e. connectors, section boundaries, paragraph division, etc.).  

Applying the notion of moves in analyzing e-mail and presentation of this 

study will reveal certain moves regularly occur in these two genres. In addition, the 
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method of identification of moves indicating the organization of content in the texts 

will prove useful and efficient for the employees in choosing the content and 

organizing it when composing these two genres. 

 

2.6 Task-based Approach 

2.6.1  Rationale for Task-based Approach in Second Language Learning  

It is generally accepted that learning processes of each individual are  

different and their progress at individual speed.  In the case of learning a language, 

especially the foreign one, Skehan (1996) states teaching cannot determine the way 

the learner’s language develop.  This implies that the elements of the target language 

may not simply be put in slots in a predictable order.  One crucial question a language 

teacher has to ask him/herself is how to help his/her students learn the target 

language. Among a number of teaching methods, task-based learning (TBL) seems to 

be the most appropriate.  In TBL, the learner should first be exposed to as much of the 

foreign language as possible in order to merely observe the foreign language, then 

hypothesize over it, and finally experiment with it.  This sequence seems to resemble 

the way a child acquires the mother tongue in the early childhood.  This way of 

learning cannot be predicted and controlled. It depends on the individual child. 

In TBL, the whole process of learning focuses on the learners.  Any tasks the 

teacher produces and supplies to the learners aim at giving them the opportunity to 

experiment spontaneously, individually with the foreign language.  One of the 

important responsibilities of the teacher, when using TBL, is to activate consciousness 

raising process in the students.  This consciousness raising part is crucial for success 

of the TBL.  Here the teacher must help learners to recognize differences and 
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similarities, help them correct, clarify and deepen their perceptions of the foreign 

language.  In sum, we can conclude TBL by quoting Skehan (1996:20) as “a task-

based approach sees the learning process as of learning through doing.”   

 

2.6.2 The Brief History of Task-based Approach 

Phabhu (1987) may have been the first one who used tasks in his 

“Communicational Teaching Project (CTP).  He saw a task as an activity which 

requires a learner to an outcome.  With the given information, the learner had to think 

through and arrive at the outcome.   In addition, he classified four types of classroom 

activities: "ruled focused", "form focused", "meaningful" and "meaning-focused".  He 

preferred the learner's deduction of grammar rules from sufficient input rather than 

explicit grammar teaching. 

Long and Crookes (1992) considered closely at Phabhu's tasks and came up 

with some important points.  Some of which are that the tasks were chosen without 

any needs analysis; that no clear guideline for sequencing tasks,  and use arbitrary 

method of grading difficulty of successive tasks.  They also defineed a task as a piece 

of work or an activity with a specified objective.  This task is undertaken as a part of 

an educational course, or at work.  They differentiate the two types of tasks: the 

pedagogical and the real world tasks also state the importance of a needs analysis in 

deciding which tasks to select.  This idea of needs analysis links with the current idea 

of student-centred class.  Still, practical problems  can be foreseen if classroom 

teachers attain to sufficient needs analysis, but lack sufficient materials. 

Willis (1996) provides a guide for classroom teachers to use a task-based 

learning (TBL) approach.  She describes how to teach a task-based lesson.  Her view, 
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similar to Long and Crookes' (1993), advocates a focus on form in her TBL approach.  

The format of TBL class is quite rigid.  It starts with the pre-task, where the learner 

discusses the topic. The next step is task cycle that includes the task, the planning and 

the report. The idea behind this step is that the learner can work from fluency in the 

task and gain more and more accuracy through planning and finally a report.  There is 

also a section on language focus and practice.  At this stage, the learner can have a 

chance to work on the items that he/she has found difficulties with while working on 

the task.  The materials Willis suggests using in the classroom are the materials on the 

BBC world service, the Internet, TV programs, etc. 

 Willis (1996) further gives various types of tasks and the outcome as follows: 

1. listing (e.g. brainstorming, fact finding) and its outcome is a 

completed list or a mind map being drafted, 

2. ordering and sorting (e.g. sequencing, ranking, categorizing) and its 

outcome is a set of information ordered and sorted according to specified criteria, 

3. comparing (e.g. matching, finding similarities, finding differences) 

and its outcome can be items appropriately matched or assembled, or the 

identification of similarities or differences, 

4. problem-solving (e.g. analyzing real situations, hypothetical 

situations, reasoning, decision making) and its outcome can be solutions to the 

problems, 

5. sharing personal experiences (e.g. narrating, describing, exploring 

and explaining attitudes, opinions, and reaction).  The outcome is largely social. 

Students, Willis proposes, should go through several tasks and then report 

them publicly. 
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In the present study, it is appropriate to apply Willis’ definition and types of 

tasks. That is the research can aim at tasks as activities which learners use the target 

language for a communicative purpose (goal) to achieve an outcome.  The tasks that 

are appropriate for the employees are the ones that they frequently do in the company.  

In addition, the consideration was on tasks with an outcome and related to their needs 

in performing their routine jobs. 

 

2.6.3  The Cycle of Task-based Learning Approach  

To keep balance between the fluency and accuracy when the 

participants write their e-mail and presentation materials, the researcher can plan the 

lessons using Willis' TBL three stages framework as follows:  In the pre-task stage, 

the situation will be presented to the participants.  In the task stage, the participants 

complete the task in pairs or small groups.  The researcher acts as the facilitator.  The 

participants have chances to compare their work with the models.  In the assessment 

criteria, the participant will be able to perform the expected jobs, that is, the e-mails, 

and the presentation materials.  In addition, they can present their work publicly. The 

following framework of TBL cycle was used as a guide: 
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Figure 2.1 A TBL Framework for an Integrated English Writing Course for 

Business Purposes (EBP) Workshop 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pre Task 
•  Introduction to topic and task 
•  Thorough introduction to topic 
•   Use of demonstration 

Task Cycle 
• Several sets of short tasks 

• Followed by small groups go through of tasks 
• Gradual increase in the importance of planning, report or 

presentation. 

Language Focus 
• Select, identify and classify words, 

phrases , and sentences found difficulties 
• Explore and practice using them. 
• Build personal files of language use. 

Pre Task 
•  Introduction to topic and task 
•  Thorough introduction to topic 
•   Use of demonstration 

Task Cycle 
• Several sets of short tasks 
• Followed by small groups go through of tasks 
• Gradual increase in the importance of planning, report or 

presentation. 

The main goal of the EBP Writing workshop: 

The employees should be able to compose business e-mails and presentation 

materials in English related to their own job responsibilities fluently and 

accurately. 
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However, in applying TBL in designing a language course, a designer has to 

go through the normal procedure of instructional systems design, that is to allow input 

analysis which includes the needs analysis of the students, to implement effective 

methods and techniques of language learning which includes the form-focused 

instruction, and to allow an evaluation based on the task-based criterion respectively. 

 

2.7 The Implementation of a Training Program  

In order to deliver the English for Business Purposes (EBP) program that 

serves the needs as stated above, this research project aimed at designing an 

integrative learning framework, based on the corporate business context, ideally with 

relevance to each individual’s job requirements, following the task-based approach. 

This learning model was also  designed in the most practical and simple ways as to 

ensure it was not too complicated or time consuming which could lead to a less 

motivated from the learners to spare time of their busy work schedule. 

There are at least four interrelated steps for conducting a training program 

(Grognet, 1996). 

1. Conducting a needs analysis which leads to the development of 

objectives of the program. 

2. Developing a curriculum, based on the objectives, that identifies 

tasks and skills for the training and prioritizes them. 

3. Planning instructional strategies that include a variety of activities 

that focus on the objectives, keep the class learner-centred, and include pair and group 

work. 

4. Evaluating the program on both a formative and a summative basis. 
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The needs analysis is perhaps the most crucial of the steps since the remaining 

steps depend on it.  The needs analysis can be conducted in various ways: observing 

participants at work, interviewing all stakeholders, and collecting all relevant 

materials (Philippi, 1991).  Having participatory assessment process from participants 

so that they can identify they wish to explore in class is another method of needs 

assessment used  at work (Wallerstein, 1987). This is normally called participatory 

learner-generated needs assessment recommended for the workplace setting. Taggart 

(1996) also mentions the needs assessment done as part of the on-going assessment 

during the training. 

In the workplace, the needs analysis should be done on the job with different 

people involved such as supervisors, managers, native and non-native employers.  The 

same kind of questions should be asked so that the information from all sources can 

be compared (Alamprese, 1994; Lynch, 1990 cited in Grognet, 1996) 

The next important step after gathering information form all of the involved 

people is the reconciliation.  The researcher puts together the information from 

different sources with personal observation, lists and prioritizes the language needed 

on the job.  This leads to forming the course objectives (Grognet, 1996) 

Then, developing the curriculum including tasks and activities is followed.  

Once the objectives of the course are identified, the researcher can plan the lessons.  

Lesson planning includes gather text materials, necessary educational tools and 

equipment.  The next step is to design tasks and activities for the learners so that they 

can reach the goals.  These tasks and activities can be related to either on the job or in 

the wider communities.  However, the researcher can revise the educational materials  
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to resolve the participants’ problems on the job ( Westerfield and Burt, 1996 as cited 

in Grognet, 1996) 

Grognet (1996) also recommends that all workplace adult ESL in general 

should be learner-centered for the training to be successful.  Its requirement starts 

with the investigation of the learners’ needs  so that they can form the core of the 

curriculum and the instruction.  Others recommend having supportive environment 

where learners can initiate their own preferences of learning what and how 

( Auerbach, Nash, Cason, Rhum, McGrail and Gomez-Sanford, 1992). The major 

characteristics of the learner-centered class would include problem-solving activities 

with team-based and group negotiation (Taggart, 1996).  The classroom atmosphere is 

collaborative; the teacher becomes facilitator, group leader, or coach.  The learners 

experiment with language, negotiate meaning, make mistakes, monitor and evaluate 

their own language learning progress (Grognet, 1996).  Taggart ( 1996 emphasizes 

paired and group work since the learners can interact with each others on meaningful 

tasks and activities related to the workplace job.  Holt (1995 as cited in Grognet, 

1996)) and Payton and Crandall (1995 as cited in Grognet, 1996) state that example 

types of exercises used in a learner-centered environment include question and 

answer, matching, identification, interview, creating role-plays and simulation, etc. 

 The last important step is designing the assessment process including the 

formative and summative basis.  Testing is seen as part of learning.  It means that any 

performance made in and outside of class can indicate what and how much the 

learners have reached the goals.  It also points out what needs to be done in order to 

remedy the educational barriers if the progress has not gone as expected.  Two types 

of assessment, formative and summative, have always been used (Spolsky, 1992, 
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Alamprese, 1994; Lynch, 1990).  The difference between these two types is that the 

formative assessment is the one that performs while a learning program is in operation 

whereas the summative one is conducted at the end. 

A number of assessment instruments can be used:   

1. Checklists.  This instrument is used when the objectives are clearly 

identified and as the lesson goes along, both the teacher and the learner(s) can check 

the progress and keep checking how far he/she has reached the objectives. 

2.  Learner-generated learning logs.  In a notebook, a learner can write 

down what he/she has learned, the problems encountered and the success gained. 

3.  Portfolios including written class work, learner-self analysis, tests.  

In an individual folder, a learner keeps samples of works which can be the pre-test 

and the post test, the self analysis and assessment instruments.  This portfolio should 

reveal to the learner how much he/she has grown in their language fluency and 

accuracy. (Grognet, 1996) 

For this research, the researcher followed the following steps: 

1.  Needs analysis including the input from both business managers and 

the needs of the participants 

2.  The selection of the genres sample and the development of the 

learning materials, as well as the formation of the course goals and objectives 

3.    The Implementation of the course 

4.    The course assessment of both formative and summative criteria 
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2.8 Special Features of the Integrative Model for Effective EBP Writing 

Program 

Even though the expectations of learners in a workplace can be varied, the 

language course designed for them should primarily be based on the learning context. 

Besides, since time is a valuable commodity, its use has to be maximized to cope with 

various learners’ needs and strategies. Thus, the following specific features of the 

EBP course should be taken into consideration. Firstly, it should be rather short and 

intensive. Secondly, each session should be well paced, with continuous momentum 

and clear objectives (Dudley-Evans & St John, 1998). Thirdly, when the course are 

funded by the company, the high standards of quality to optimize the value for money, 

as well as the business relevancy are highly crucial. Lastly, the learning strategies will 

need to be adapted to meet the groups’ and/or the individual’s needs. 

As earlier discussed, prior to the curriculum design, a thorough analysis of the 

two selected business genres namely business e-mail and business presentation 

materials must be analyzed to set forward a framework for theoretical pedagogy 

guideline. An in-depth understand of the learners' needs and their managers' 

expectations shall be explored and analyzed in order to obtain participants' 

involvement, commitment, as well as to raise their motivation level to learn and take 

further steps to improve their business writing proficiency in their real life situations. 

In terms of the program content design, for business professionals, a task-

based, problem-solving, deep-end approach is often appropriate as it mirrors their 

work style and they learn experientially through involvement (Dudley-Evans & St 

John, 1998).  To create the learners' involvement, specific techniques such as 

facilitated group discussion and empowerment education are required. 
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2.8.1 Facilitated group discussion: Special Technique used in EBP 

Program 

One technique commonly used with adult participants to fulfill  

required tasks and to initiate learner-centeredness in a  training program is “facilitated 

group discussion” (Abusabha, Peacock, Achterberg, 1999) or “empowerment group 

education” ( Adolfsson, et al, 2004).  Abusabha, Peacock and Achterberg (1999) 

define that the facilitated group discussion is an innovative a client-centered 

interactive technique which learners generate the specific topics to be addressed and 

share them with the group members through discussion. In a different term-

empowerment group education, Adolfsson et al (2004) define it as a patient-centered 

approach used in medical science that individual group members identify their 

problems or needs, strength and barriers and set their goals as well as plans for 

reaching the goals to solve their own problems through discussion and ,of course, 

with the help of the providers. 

The steps used in implementing facilitated group discussion and 

empowerment group education are quite similar. Abusabha, Peacock and Achterberg 

(1999)  describe 12 steps which can be summarized as getting to know each others, 

setting ground rules to work together as a group, identifying problems or needs, 

clarify misunderstanding or misconception if any, clarify the solution to the 

problems..  Similarly, Adolfsson et al (2004) describe the following steps comprising 

of stimulating the diabetes regimen using the focus group interviews prior the 

workshop, at the beginning of the workshop, receiving theoretical knowledge about 

the empowerment approach, and during the three day workshop, practicing using it by 

problem-solving, feasible changes, strength and barriers to make the changes, setting 
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short and long term goals and making a plan to reach the goals.  Even if the above 

techniques have been used in medical science, they can be applicable to ESP. 

  

2.9 Summary 

In this chapter, three main topics pertinent to this current study have been 

reviewed. That is, 1) what the Integrated English for Business Purposes Course is, 2) 

how employees at work such as those working in a multinational company situated in 

Thailand can have benefits from this kind of English training as regards to their job 

responsibilities, and 3) the development of EBP theoretical framework from the three 

perspectives of genre analysis, writing process, and task-based approach.  The next is 

genre-based EFL writing instructions with the emphasis on electronic mails and 

presentation materials or aids. Needs, interests and learners’ areas of interests in 

relation to English writing at work are in the focus for foreign/second language 

learning. The review ends with foreign/second language learning and the 

Network/Internet applications, their motivation, research on writing performance, and 

writing analysis. 

From the literature review, there is a growing number of studies on ESP 

writing and foreign/second language learning Dudley-Evans & St John (1998), few 

focus on how employees in a workplace develop their writing proficiency in writing 

specific genres related to their job.  The researcher has demonstrated possibilities of 

benefiting from learners’ writing development by means of workshop participation on 

weekends. Current published research has not examined learners’ development and 

their perceptions of their writing behaviors and performance while they are at work. 

The study has, therefore, attempted to fill the gap in the literature as mentioned above.  



CHAPTER 3 

RESEARCH METHODOLOGY 

 

The previous chapter discussed the theories relating to a task-based approach, 

the genre analysis method and previous research about business English. These 

theories and research were used as the basis for developing the Integrated English 

Writing Course (EBP) for adult learners working in multinational companies in 

Thailand. The major purposes of the study were to investigate the needs of business 

English and to develop a learning model to train adult learners to write proficiently 

the two selected business genres: namely, business e-mail and business presentation. 

To prove the efficiency of the EBP model, an English writing course was 

implemented as a quasi-experimental study. 

This chapter reports the methodology of how this study was conducted.  The 

procedures, samples, methods of analysis, and data descriptions are identified. Doing so 

ultimately reveals results that provide conclusions and suggestions for practices 

regarding the efficiency of teaching business English writing, especially business e-

mails and presentations via the Integrated English for Business Purposes Model. 

 

3.1 The Experimental Procedure 

The study was based on the case study method, defined as the study of a single 

case leading to understanding its unique and complex activities (Stake, 1995). 

Similarly, Wallace (1998) defines a case study as a kind of systematic investigation of



a single case. Creswell (1998) describes how to explore a case study by 

presenting the problem, context, issues and by using multiple sources of data 

collection and detailed description of context. The case study is advantageous when 

the subject of the study is a contemporary issue and its design can allow the treatment 

of data both qualitatively and quantitatively. In order to ensure the validity and the 

generalization of the findings obtained from any case study, multiple sources of data 

collection should be used. Multiple sites or single site are possible for the study.  But 

the multi-sites provide more credibility in generalizing the findings than the single 

one (Yin, 1995). 

In order to thoroughly understand the complexity of the context believed to be 

the underlying context for the majority of the English-based multinational companies 

in Thailand, a single case study was employed for this present study. To obtain more 

confidence in the findings, the same experiments should be implemented in other 

companies with similar characteristics as described in the previous chapter. However, 

due to the limitation of time and the difficulty in carrying out an experiment in a 

private firm (unless there is already a successful research finding to support the 

experiment), an in-depth study employing both qualitative and quantitative design as 

used in this study would be considered appropriate to compensate for the multi-sites 

method. 

In this study, a triangulated means of data collection was emphasized.  For the 

quantitative perspective, the researcher gathered the data to answer the research 

question of this study by using the test scores from the participants’ pretest and the 

post test. To serve the qualitative perspective of this study, the researcher used two 

techniques of data collection: one was the rhetorical analysis of the participants’ 
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business e-mail and presentation written tasks (the pretest and the posttest). Another 

was the individual participants’ self –reflection and the overall course evaluation 

towards their writing improvement and EBP workshop activities.  

The rhetorical analysis yielded comprehensive information concerning both 

quantity and quality of the participants’ writing in terms of descriptive content and 

social functions of language use (Halliday, 1985).  The self-reflection and the overall 

course evaluation reflected on what the participants had done. At the same time they 

could get insight of how to improve themselves.  This self-reflection technique 

provided the researcher with rich information concerning weak and strong points of 

individual participants regarding their composing and their English language learning.  

While thinking back to what and how he/she had written their texts, each participant 

realized the parts they had done well; and others that they needed to improve. This 

kind of data elicitation was naturalistic which cannot be done by other means, except 

the case method (Johnson, 1992). 

A conceptual framework of the quasi-experimental design is shown in Figure 

3.1. 

 

Figure 3.1  
The Quasi-experimental Design 
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3.2 Participants  

A general rule for research sampling is based on the assumption that the 

samples are genuinely representative of the population. A sample, as defined by 

Roscoe (1975), is a smaller group of objects, events, or individuals selected from the 

population for actual participation in the research. Therefore, randomized methods are 

normally applied for a research project to yield statistical inference or generalization 

from sample findings to population findings. 

This present study, however, was based on the assumption that one of 

the successful factors of an adult learners’ language course includes the voluntary 

involvement of a participant in order to create a conscious participation in the learning 

process (Dudley-Evans & St John, 1998). Therefore, the participants of the present 

study were selected on a purposive method with a systematic selection procedure to 

ensure that individuals representing each cluster of population equally had a chance 

for the course participation. 

Post- 
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Pre- 
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Treatment 
(EBP E-mail Course) 

Pre- 
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(EBP Presentation 

Course) 

E-mail 

Presentation 

3 raters 3 raters 

3 raters 3 raters 

M1 M2 

M1 M2 

n= 42  
(14x3) 

n= 14 

Matched-pair 
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3.2.1  The Selection of Participants  

This study focused on adult learners in a multinational business setting. 

The participants in this research came from all functions of a manufacturing and 

supply facility of a globalized American-based company located in Thailand.  

To provide an overall perspective of the employment population of this 

particular company, Table 3.1 representing the distribution of employees by function 

is as follows. 
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Table 3.1  

Distribution of Employees by Function of the Company 

Business Function Total 
Office and 
above Technician 

1. Manufacturing 258 28 230 
1.1 Engineering 18 11 7 
1.2 IE 3 3 0 
1.3 Dry Manufacturing 148 7 141 
1.4 Pouch Manufacturing 89 7 82 
2. Supply Chain 26 26 0 
2.1 Affiliate Sales 4 4 0 
2.2 Commercial 10 10 0 
2.3 Logistics 12 12 0 
3. Research & 
Development 41 41 0 
3.1 Development 21 21 0 
3.2 Quality Assurance 13 13 0 
3.3 Lab 5 5 0 
3.4 R&D Others 2 2 0 
4. Support Functions 33 33 0 
4.1 Personnel 12 12 0 
4.2 IT 5 5 0 
4.3 Finance 13 13 0 
5. Others 3 3 0 
Total 358 128 230 

 

To consider only the office-base employees, the distribution of this group is 

provided in the following diagram. 

 

Figure 3.2 

Distribution of the Office-base Employees (Total 128 persons) 
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The process of participant selection started from an open invitation to all 

employees in the entry level and junior supervisory level in the company. Any 

employees who are interested in the course were welcome to apply. The researcher 

then tried to manage the distribution to synchronize with the population as much as 

possible. 

The sample distribution is shown in Figure 3.3 with details provided in Table 

3.2. 

 

Figure 3.3  

Distribution of the Sample (Total 14 persons) 

 

 

 

 

 

 

 

 

Table 3.2  

EBP Workshop Participants’ Demographical Data 

Business Function Department Number of 

Participants 

Position Level 

Development  3 Entry: 1 

Junior Supervisory: 2 

Quality Assurance 6 Entry: 2 

Junior Supervisory: 2 

Research & 

Development 

(64%) 

Lab 3 Entry: 3 

Finance/Costing 1 Junior Supervisory Support (14%) 

Accounting 1 Junior Supervisory 

Sample

Supply 
Chain, 2, 

14%

Support, 
2, 14%

R&D, 9, 
64%

Factory, 1, 
7%
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Supply Chain (14%) Logistics 2 Entry: 1 

Junior Supervisory: 1 

Manufacturing (7%) Dry Manufacturing 1 Junior Supervisory 

Remarks: Distribution percentage is based on the actual number of people per course (14 persons), not 

the overall application (17 persons). 

 

There were 17 persons enrolled to participate in the whole EBP writing course 

consisting of two sections: Business e-mail and business presentation. Eleven persons 

attended both business e-mail and business presentation sections. Three persons 

attended only business e-mail section, while the other three persons attended only the 

business presentation section.  

Details of the participants and their attendance to the individual sections are 

shown in Table 3.3. 

 

Table 3.3  

Details of the Participants  

Name Business Function Department Position Level 

1. Utaen (E) R&D Development Entry Level 

2. Supapen (E,P) R&D Development Jr. Supervisory Level 

3. Chanikan  (P) R&D Development Jr. Supervisory Level 

4. Wipawee (E) R&D Quality Assurance Entry Level 

5. Wannaporn (E,P) R&D Quality Assurance Entry Level 

6. Linda (E,P) R&D Quality Assurance Jr. Supervisory Level 

7. Samitra (E, P) R&D Quality Assurance Jr. Supervisory Level 

8. Gunlayanee (P) R&D Quality Assurance Entry Level 

9. Numporn (E) R&D Quality Assurance Entry Level  

10. Somsaluay (E,P) R&D Lab Entry Level 

11. Thirajit (E,P) R&D Lab Entry Level 

12. Kasamaporn (P) R&D Lab Entry Level 

13.  Supawadee (E,P) Support Finance/Costing Jr. Supervisory Level 

14. Thitima (E,P) Support Finance/Accounting Jr. Supervisory Level 

15. Onjira (E,P) Supply Chain Logistics Entry Level 

16. Krongthong (E,P) Supply Chain Logistics Jr. Supervisory Level 

17. Sirinan (E,P) Manufacturing Dry Manufacturing Jr. Supervisory Level 
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Remarks: E = Participant of business e-mail section, P = Participant of presentation section 

 

In order to prepare the participants for the work during the course, the 

researcher requested each participant to fill-in a self-assessment form as a pre-work 

for the course.  This self-assessment was later referred to as the learning expectations 

(or the participants’ needs assessment). 

 

 

3.2.2 The Participants’ Course Attendance 

The EBP Writing Workshop was divided into two distinctive sections. 

The first one was the business e-mail section conducted in 4 sessions from June 25th, 

2005 to July 16th, 2005 (Saturday mornings from 9:00-12:00 hours). Eight (8) persons 

out of 17 (47%) never missed a class. Another 8 persons (47%) missed 1 class 

(equivalent to 75% course attendance). And, 1 person missed 2 classes (equivalent to 

50% course attendance or disqualified). Unfortunately, two learners who missed only 

1 class appeared to be those who missed the final class which the posttest took place. 

Therefore, only 14 learners were able to fully complete the business e-mail program 

requirements which included taking the pretest on the first class, attending at least 

80% of the course, and taking the posttest in the final class. 

The latter was the business presentation course conducted also in four (4) 

consecutive classes but was wrapped into only 3 days during the period of 2 weeks 

from July 30th, 2005 to August 7th, 2005 due to National holidays. The first 3 sessions 

were conducted in a 3-hours class duration. The final class, which was the actual 

delivery of the prepared presentation, was conducted in a 5-hours class (from 9:00 

hours to 15:00 hours). It is worth noting that since the course length was shorter than 
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the business e-mail course, more participants were able to commit their attendance even 

though the course was provided in their personal time (weekends). Thirteen (13) out of 

14 participants never missed a class, which was equivalent to 93% of the total class 

participants. One person missed 1 class (7%), and there were no disqualified persons 

(who missed more than 2 classes or equivalent to 50% course attendance) for the 

business presentation section. 

 
3.3 Setting 

 The workshop was conducted on a veranda of a private home, set up 

specifically for this EBP workshop.  The area contains a wall whiteboard, three small 

group whiteboards, three big working tables accommodating 4-6 persons, and a vast 

area for small group discussion and group work.  The setting was flexible enough to 

be arranged to fit any required writing tasks. The diagram of the EBP workshop 

setting is shown in Figure 3.4. 

 

Figure 3.4  

Workshop Setting  
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3.4  The EBP Writing Workshop Preparation and Implementation 

There were four steps in organizing the EBP Workshop as follows: 

1. The needs analysis 

2. The materials development 

3. The pilot study, the course adjustment, and the course implementation 

4. The assessment  

3.4.1 The Needs Analysis 

Trainer Trainee 

Big board 

Group board 

 Table 

Door 
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3.4.1.1 The Managers’ Needs Analysis. The managers’ needs and 

participants’ needs analysis were conducted in preparation for the workshop by means 

of a survey research prior to the materials development stage. 

The survey was carried out with business managers and the target 

participants separately.  Its main objective was to obtain as much as possible the 

insightful understanding of business written genres as viewed by the EBP users. The 

manager’s survey was done back in January 2004, under a topic “Needs of 

Communicative English in a Multinational Workplace”. This survey aimed at 

understanding the managers’ views towards English requirements in the workplace, as 

well as their expectations towards the English proficiency of their subordinates 

working in a multinational business setting.  

From the managers’ survey, 60% of the respondents believed that 

writing was the most crucial skill needed to be learned and mastered by multinational 

employees. The managers also reported that the business genres most frequently used 

in the workplace were business e-mail (100%), formal reporting documents subject to 

the concerns of each job function (66%), and the business presentation (40%). Finally, 

the managers’ expectations towards a business written genre could be summarized as 

conciseness and clarity of the message (easy to understand), the proper content 

organization, the appropriateness of the wording, mood, tone, and grammar. In 

addition, an appropriate action had to be taken after the communication was done. 

The details of the manager’s survey can be found in Appendix A. 

The consequence of the managers’ needs survey was, therefore, the 

related literature review focusing on the writing skill improvement for adult learners, 

the task-based approach and genre analysis theories. The two genres: namely, 
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business e-mail and business presentation, were also selected based on the findings 

obtained from the managers’ needs analysis. Upon rich library research on the above 

topics, a research design was done and proposed to the committee for approval in 

December 2004. Finally, the EBP course was designed with specific learning 

objectives, activities and materials developed to serve the specific needs as obtained 

in such preliminary research. 

3.4.1.2 The Learners’ Needs Analysis. Apart from the managers’ 

survey, the needs analysis of the target learners known as the learners’ survey was 

also carried out 1 month prior to the workshop schedule. There were 2 parts of this 

learners’ survey: the needs for business e-mail writing and the needs for business 

presentation writing respectively. The objectives of the survey were two-fold: to 

obtain a better understanding of the learners’ needs towards the upcoming EBP course 

(their problems), and to allow the learners to pre-evaluate themselves in order to 

identify their specific needs for improvement. Individual participants were asked to 

identify the problems or challenges that they would like to focus on during the course 

in order to improve their writing skills at work. The outcome of the needs analysis 

was used to prepare for the course activities and the materials development described 

in the following section.  

From the learners or participants’ needs survey, it was concluded that 

the learners’ problems were related to the content organization, the basic grammar 

points which they thought they were unsure of and their uncertainty of using 

appropriate vocabulary. Moreover, the learners also stated that they did not feel 

confident in using English for communication at work.  Thus, they demonstrated high 

motivation to improve their writing proficiency so that they could gain confidence in 
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performing their work-related writing tasks in English. The details of the learners’ 

output can be found in Appendix B. 

The learners’ needs analysis then led to a modification of the course 

objectives, the course content and the learning tasks to ensure that the learners’ 

expectations from the course were well incorporated. The learning schedule was 

created to meet the refined elements. Gradually, all components of the EBP course 

were finalized in preparation for the trial course to be followed in the next phase. 

 

3.4.2  Materials Development   

Materials development for the EBP Workshop was conducted in three 

key steps as follows:  

Step 1: The selection of writing samples.  Selecting the samples 

of the target genres, the researcher performed the following tasks: 

• collected the samples from the real business setting (90 

threads of business e-mails and 53 pieces of business presentations were selected by a 

randomized method from a real business setting, where the research was expected to 

be carried out, during 2002-2004), 

• categorized them into groups based on the writing 

purposes, 

• collected the samples of business e-mails and 

presentation from the workshop participants to reconfirm whether or not the category 

most frequently used was also reflected in the participants’ daily tasks, 
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• once it was confirmed that the categories chosen were 

most frequently used in the real setting, the top three categories for both business e-

mail and presentation were chosen,  

• selected the best five samples for each category in terms 

of grammar, vocabulary and the writing objectives,  

• in total, there were five (5) samples for each category, 

three (3) categories were selected for each genre, two (2) genres were targeted: 

namely, business   e-mail and business presentation 

Table 3.4 and Table 3.5 show the details of the writing samples of business e-

mail and presentation respectively. 

 
Table 3.4  
Business e-mail Samples Categorization 
 
Category Code Sets of e-mail Percentage Ranking 
Action Request AR 33 37% 1 
Information Request & Response IRR 32 36% 2 
Status Update SU 16 18% 3 
Discussion D 5 6% 4 
Scheduling Request & Response SRR 2 2% 5 
Reminder R 2 2% 5 
  90 100%  
 

Table 3.5  
Presentation Samples Categorization 
 
Category Code Sets of 

Presentation 
Materials 

Percentage Ranking 

Informing Presentation IP 36 68% 1 
Persuading Presentation PP 11 21% 2 
Instructing Presentation ISP 6 11% 3 
  53 100%  

 

Step 2: The screening process by the expert readers. After the total amount of 

thirty (30) samples, or fifteen (15) samples for each genre, were selected, the 
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researcher had invited the expert readers to screen these samples. The objectives of 

the screening process were to confirm whether or not these samples followed the 

definition of their matching categories (definitions of each categories were provided), 

and to ask the experts to provide any additional comments as they saw appropriate. 

The three expert readers were two university lecturers who were experts in 

English writing and one business manager with a doctorate degree earned from a 

recognized university in the United States of America. This manager was considered 

as an expert in the content and business setting but not necessary keen in the English 

writing skills from an academic point of view. 

Step 3: The result of the samples screening process. Most samples were 

accepted as meeting the definition provided by the researcher. The two university 

lecturers had considered the content of the samples acceptable when compared to the 

definition provided. Their comments were, therefore, on the accuracy of the language 

used which the researcher has therefore used to edit the selected samples as 

appropriate. 

The business manager, on the other hand, focused on the content of the written 

works. Comments were made that some samples contains multiple objectives which 

might cause confusion to the learners since the samples would be used as their writing 

models. The business manager also suggested that the three categories and their 

definitions were not clearly distinctive. This might create confusions for the learners 

in the future. For example, the original classifications of e-mails were Action Request 

(Type 1), Information Request & Response (Type 2), and Status Update (Type 3). 

However, in some e-mails, the writer requested for both action and information at the 

same time. This may create confusion as the e-mail cannot be clearly assigned to a 
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certain category. Therefore, the researcher had to modify the category names and the 

definitions after the screening process as appeared in Table 3.6 and Table 3.7. 

 

Table 3.6  
The Business e-mail Category Before the Screening Process 
 
E-mail Type 1  
Category Name: Action Request 
(AR) 

Definition: 
This type of business e-mail is used when the writer aims 
to request for actions related to tasks or project 
management or delegation of tasks to an individual or a 
group of individuals with specific responsibilities 
assigned. 
 
The output of this type of the business e-mail in the 
Action Request category is to get a task done according 
to specific advice provided. 
 

E-mail Type 2 
Category Name: Information 
Request & Response (IRR) 

Definition: 
This type of business e-mail is used when the writer aims 
to exchange information or request for an individual or a 
group of individuals to provide information on specific 
subjects assigned. In this category of business e-mail, the 
writer either asks questions, requests for information, or 
to replies to requests  
 
The output of this type of the business e-mail in the 
Information Request & Response is to get a reply on the 
specific question(s) or to provide an answer to the 
question(s) being asked on the specific subjects. 
 

E-mail Type 3 
Category Name: Status Update 
(SU) 

Definition: 
This type of business e-mail is used when the writer aims 
to provide information related to an interest of an 
individual or a group of individuals with specific 
subjects assigned. 
 
The output of this type of the business e-mail in the 
Status Update category is to share certain information for 
the reader's reference or to update information for the 
reader's knowledge. 
 

 
 
Table 3.7  
The Business e-mail Category After the Screening Process 
 
E-mail Type 1  
Category Name: 

Definition: 
This type of business e-mail is used when the writer aims 
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Action/Information Request 
(AIR) 

to request for actions/information related to tasks or 
project management or delegation of tasks to an 
individual or a group of individuals with specific 
responsibilities assigned. 
 
The output of this type of the business e-mail in the 
Action/Information Request category is to get a task 
done according to specific advice provided. 
 

E-mail Type 2 
Category Name: Information 
Response & Sharing (IRS) 

Definition: 
This type of business e-mail is used when the writer aims 
to exchange information or share the information to an 
individual or a group of individuals concerning specific 
topic(s). In this category of business e-mail, the write 
will provide information or replying on requests.  
 
The output of this type of the business e-mail in the 
Information Response & Sharing is respond on the 
specific question(s) or to provide information related to 
specific topic(s). 
 

E-mail Type 3 
Category Name: Status Update 
(SU) 

Definition: 
This type of business e-mail is used when the writer aims 
to provide information related to an interest of an 
individual or a group of individuals with specific 
subjects assigned. 
 
The output of this type of the business e-mail in the 
Status Update category is to share certain information for 
the reader's reference or to update information for the 
reader's knowledge. 
 

 
 

Once the categories and definitions had been modified, the list of samples to 

be used as the learning materials was revised and adjusted as shown in Table 3.8 (for 

business e-mail) and Table 3.9 (for business presentation) respectively. 

 

Table 3.8  
Genre: Business E-mail 
 

 
Category 

5 samples 
selected before 
the screening 
process 

3 samples 
selected after 
the screening 
process 

Additional comments 

Action/Inform- AR-1 AR-1 2 samples (SU-11-5 and SU-9-4) were 
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action Request 
(AIR) 

AR-3 
AR-11 
AR-15 
AR-17 

SU-11-5 
SU-9-4 

found to represent good characteristics 
of an Action/Information Request type 
rather than a Status Update type based 
on the revised definitions. 

Information 
Response & 
Sharing (IRS) 

IRR-13-3 
IRR-23-5 
IRR-16-7 
IRR-26-10 
IRR-27-11 

IRR-13-3 
IRR-23-5 
IRR-27-11 

None  

Status Update 
(SU) 

SU-1-1 
SU-3-2 
SU-9-4 
SU-11-5 
SU-12-6 

SU-3-2 
New 
document 
New 
document 

Only 1 sample is found to be a good 
representative and suitable to be used 
as an example for the learners. The 
researcher, therefore, has created 2 
new examples for this business e-mail 
type.  

 
Table 3.9  
Genre: Business Presentation 
 

 
Category 

5 samples selected 
before the 
screening process 

3 samples 
selected after 
the screening 
process 

Additional comments 

Informing 1. CHRIS  
2. PDP 
3. WHS 
4. V Day 
5. GW Survey 

Summary 

1. CHRIS 
2. WHS 
3. GW Survey   
    Summary 

None  

Persuading 1. Perf Mgmt 2002 
2. Induction 
3. EB 
4. Small Biz 
5. Cat Ex Project 

1. Induction 
2. Small Biz 
3. Cat Ex Project 

None  

Instructing 1. Pkg Strat 
2. MEC 
3. Leading Org 

Change 
4. The global 2003 

launch 
5. Mktg setting the 

stage 

1. The global 
2003 launch 

2. Basic food 
safety training 
(new) 

o 1 sample was newly created 
to best represent the type of 
presentation as appeared in 
the real business setting (for 
training purpose) 

o only 2 samples were selected 
for this presentation type 
because of the length of the 
presentation by nature and 
because the researcher 
believed these were enough 
to represent the written work 
in this category 
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3.4.3 The Pilot Study of the EBP Model  

The aim of the pilot study was two-fold.  First, the researcher wanted to 

examine the research procedure of conducting the workshop.  Secondly, the 

researcher wanted to try out the learning materials and adapted them to be ready for 

use in the workshop.  In the pilot study, the researcher followed the planned research 

procedure and used the same learning materials intended to be used in the workshop.  

The description of the pilot course is as follows:  

3.4.3.1 The Pilot Course. The researcher conducted a pilot course for 

both the business e-mail and business presentation program prior to the actual launch 

of the workshop in order to find the appropriateness of  the course schedule, the 

program content, as well as the effectiveness of all materials and tools prepared for 

the workshop, which was scheduled to be carried out in July 2005. 

3.4.3.2 Details of the Pilot Course. The pilot sessions were conducted 

for a full day on Sunday June 5th, 2005 for the business e-mail section and a full day 

on Sunday June 12th, 2005 for the business presentation section. The flow of the trial 

program was very similar to the actual course but it was shortened to suit the shorter 

timeline. During this pilot course, the primary objective was to test the tools to be 

used in the workshop and learning materials to be handed out. Therefore, the pretest 

and the posttest conducted for this pilot course were used as the course exercise rather 

than the actual tests for statistical results.  The details of the pilot course schedule can 

be found in Appendix C. 

3.4.3.3 Participants of the Pilot Course.  Five participants were 

selected to attend this pilot program on a voluntary basis. The participants of this pilot 

course came from a support function: namely, the Personnel division and Finance 
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division respectively. Two participants were from an entry level employment group, 

while three other participants were from a supervisory level. 

3.4.3.4 Learners’ Reflection of the Pilot Course.  All learners 

provided the feedback that even though the course duration was short, they had 

learned several key concepts that would later help them when they needed to compose 

business e-mails and presentations at work. The learners explained that they had a 

better understanding of several grammar points related to the business e-mail and 

business presentation compositions, key vocabularies, guidelines for content 

organization and effective formats for business e-mail and presentation compositions.  

The learners responded that they were very satisfied with the learning 

activities during the pilot course even if the time was unfortunately too short. 

However, they believed that the materials provided and the knowledge obtained 

during the pilot program was very useful. 

The activities of the pilot course for business e-mail and business 

presentation are shown in Table 3.10 and 3.11 respectively. 

 
Table 3.10  
Learning Schedule: Business E-mail Trial (Sunday: June 5th , 2005) 

 
Date/ 

Time 

Topic Learners' Activities Output 

Sunday: 

5/6/05 

10:00 

- 

12:00 

a.m. 

 

 

• Introduction to the Business 

e-mail course & distribute 

learner's folder and go 

through the materials (20 

minutes) 

• Explain the differences 

between each business e-

 

 

 

 

 

 

 

• Write business e-mail 

 

 

 

 

 

 

 

• Pretest: individual 
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12:00 

- 1:00 

p.m. 

1:00 - 

3:00 

noon 

mail type (20 minutes)  

• Pretest of selected business 

e-mail type either 2 or 3: 

individuals (30 minutes) 

• Break into groups (x3), 

group discussion (15 

minutes) 

• Review of common 

problems (35 minutes) 

• Lunch break 1 hour 

• Select Business e-mail Type 

1, analysis demonstration 

(20 minutes) 

• Group analysis (30 minutes) 

 

• Group discussion (15 

minutes) 

• Individual exercise: practice 

writing Business e-mail for 

the Type 1 individually (20 

minutes) 

• Posttest of selected business 

e-mail type either 2 or 3: 

individual (30 minutes) 

• Individual reflection of Day 

3 (5 minutes) 

according to the provided 

task instruction 

• Discuss & brainstorm 

about problems with 

business e-mail at work 

overall 

 

 

• Practice on Business e-

mail Type 1 analysis 

(group) 

• Discuss & brainstorm 

about problems with 

Business e-mail Type 1 at 

work 

• Practice writing Business 

e-mail Type 1 according to 

provided instructions 

(individual) 

• Write Business E-mail for 

the Type 2 or 3 related to 

work function (individual) 

• Write self reflection from 

Day 2 learning experience 

on provided sheets 

written tasks before 

taking a course (for 1 

type of business e-

mail) 

• Summary of current 

problems with 

business e-mail at 

work (flipchart) 

 

 

 

• Summary of 

problems with 

Business e-mail 

Type 1 at work 

• Individual written 

task  (E-mail Type 

1) 

• Posttest: individual 

written tasks after 

taking a course 

• Learners' reflection 

for Business E-mail 

 
 
Table 3.11  
Learning Schedule: Business Presentation Trial (Sunday: June 12th , 2005) 
 
 

Date/ 

Time 

Topic Learners'Activities Output 

Sunday: 

12/6/05 

10:00 - 

• Introduction to Presentation 

course & distribute learner's 

folder, go through the 
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12:00 

a.m. 

 

 

 

 

 

 

 

 

 

 

 

 

 

12:00 - 

1:00 

p.m. 

1:00 - 

3:00 

noon 

materials, explain the 

differences in presentation type 

(20 minutes) 

• Explain the differences 

between each presentation 

types (20 min) 

• Pretest of selected presentation 

type either 2 or 3 individuals 

(30 min) 

• Break into groups (x3), group 

discussion (15 minutes) 

• Review of common problems 

(35 minutes) 

• Lunch break 1 hour 

• Select presentation Type 1, 

analysis demonstration (20 

min.) 

• Group analysis (30 minutes) 

• Group discussion (15 

minutes) 

• Individual exercise: practice 

writing presentation for the 

Type 1 individually (20 

minutes) 

• Posttest of selected 

presentation type either 2 or 

3: individuals (30 minutes) 

• Individual reflection of day 

(5 minutes) 

 

 

 

 

• Write business presentation 

according to the provided 

task instruction 

• Discuss & brainstorm about 

problems with presentation 

at work overall 

 

 

• Practice on Presentation 

Type 1 analysis  

• Discuss & brainstorm 

about problems with 

Presentation Type 1 at 

work 

• Practice writing 

presentation Type 1 

according to provided 

instructions  

• Write Business 

Presentation for the Type 2 

or 3 related to work 

function  

• Write self reflection from 

learning experience on 

provided sheets 

 

 

 

 

• Pretest: individual 

written tasks before 

taking a course (for 

1 type of 

presentation) 

• Summary of current 

problems with 

presentation at work 

(flipchart) 

• Summary of 

problems with 

Presentation Type 

1 at work 

• Individual 

written task  

(Presentation 

Type 1) 

• Posttest: 

individual written 

tasks after taking a 

course 

• Learners' 

reflection for 

Business 

Presentation 

 
 

The outcome of the pilot course led to the revision of the learning schedule, 

the discussion topics, the tasks, the scoring rubric and the adjustment of the pre- and 

posttest to ensure the content validity and the feasibility of the tools. 

3.4.5  Implementing an Integrated EBP Writing W orkshop  
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After the details of the course were adjusted upon the results obtained 

from the pilot course, a workshop focusing on the development of the business 

English writing proficiency was organized to allow the participants to have ample and 

hands-on opportunities to practice business writing skills.  

The workshop was scheduled on Saturdays for a continuous period of 

seven weeks, as the participants were required to work full time on weekdays and this 

project was not expected to interfere with the individual work commitments and 

calendars. Over this 7-week period, the researcher had developed a 21-hour writing 

curriculum to serve the mentioned course objectives.  

3.4.5.1 An Empowerment Method in the Writing Workshop. Prior 

to conducting the first workshop, using the empowerment method, the employees 

were requested to participate in a 1-hour discussion and brainstorming session 

concerning the current difficulties and expectations towards their learning 

achievements. The learning activities were geared to achieve both the expected results 

as discussed above, as well as meeting the overall learning objectives of the workshop 

as described in Table 3.12 
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Table 3.12  
Learning Objectives for the Employees' Integrated EBP Writing Workshop 
 

(a) Learning Objectives: Writing Business E-mail  
 

Learning Objectives Specific Learning Tasks 

1. To analyse specific genre of 

business e-mail and its functions 

from models 

 

� Indicate specific sections of business e-mail 

� Clarify its individual specific functions 

� Describe how ideas in each section are organised 

2. To practice writing business e-

mail according to its specific 

sections and functions 

� Write one's own business e-mail similar to the ones 

at work 

� Analyse its sections and its individual functions of 

the sections 

� Give feedback to others regarding to ideas in each 

sections 

3. To practice writing business e-

mail with grammatical accuracy 

� Identify one's improvement areas in writing 

business e-mail in terms of grammar accuracy 

� Analyse the difficulties of language use in specific 

sections of business e-mail 

� Seek help in writing certain grammar points 

(simple sentences and embedded sentence 

structures - noun clause, relative clause, and 

adverbial clause including its transformations) 

� Co-operate in helping others to organise ideas in 

each section of business e-mail 

� Co-operate in helping others regarding certain 

grammar points, specifically the ones mentioned 

above 
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(b) Learning Objectives: Preparing for a Business Presentation  

 

Learning Objectives Specific Learning Tasks 

1. To analyse specific genre of 

a presentation and its 

functions from models 

� Indicate specific sections of a presentation 

� Clarify its individual specific functions 

� Describe its organization 

2.  To practice planning a 

presentation according to its 

specific sections and 

functions. 

� Plan a presentation similar to ones at work 

� Analyse it sections and its individual functions of the 

individual sections 

� Give feedback to others regarding to ideas in each 

section. 

� Write the plan of presentation using the PowerPoint 

software 

3. To practice writing the 

presentation with 

grammatical accuracy. 

� Identify one's improvement areas in writing the 

presentation terms of grammar accuracy 

� Analyse the difficulties of language use in specific 

sections of the presentation 

� Clarify certain grammar points (simple sentences and 

how embedded sentence structures - noun clause, 

relative clause, and adverbial clause, are formed 

including its transformations.) 

� Co-operate in helping others in organising ideas in 

each sections of the presentation, in the PowerPoint 

program 

� Co-operate in helping others regarding certain 

grammar points specifically the ones mentioned 

above 

4.  To practice and demonstrate the 

acquired knowledge, as to 

conduct a presentation in a 

simulated situation. 

� Individually present one's work 

� Offer peer comments 

� Reflect on one's performance of the content and the actions 

by describing planning, presenting, and evaluating  
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3.4.5.2 The EBP Workshop Schedule. The participants required 

sufficient time to clarify profession-specific language and to agree on content priorities 

within the time frame of 21 hours across the seven Saturdays, as outlined in the course 

schedule (see Table 3.14).  Meetings or classes were scheduled on Saturdays, for seven 

weeks but in eight sessions, to ensure sufficient opportunity to hear each other's language, 

interests, goals, content priorities, and learning environment preferences.  

 
Table 3.13  
The Integrated EBP Writing Curriculum 
 

The Integrated English for Business Purposes (EBP) Writing Workshop 

Skills: Business E-mail and Presentation Writing 

Date: June 25th – August 7th, 2005 

Date Time Hour 1 Hour 2 Hour 3 

June 25th, 2005 

(business e-

mail) 

9-12:00 

hours 

• Setting expectations  

• Content: Writing concept 

• Pretest 

• Group discussion 

(Problems with Business 

e-mail at Work)  

• Content: Grammar in 

business e-mail writing 

(Obj.3) 

• Content: Grammar in 

business e-mail writing 

(Obj.3) 

• Reflection  

July 2nd, 2005 

(business e-

mail) 

9-12:00 

hours 

Content: Business e-mail in 

the workplace 

• Content: Business e-mail 

Genre (Obj.1)   

• Exercise: Business e-mail 

analysis (Obj.1,2) 

• Practice: Write business  

e-mail in pairs (Obj.2,3) 

• Exercise: Comments & 

Feedback (Obj.3) 

• Reflection  

• Grammar homework 

assignment 

July 9th, 2005 

(business e-

mail) 

9-12:00 

hours 

• Exercise: Homework 

review (Obj.3) 

• Exercise: Review of 

last week class exercise 

(Obj.2,3)   

• Group discussion 

• Exercise: Business e-mail 

analysis (Obj.1,2) 

 

• Practice: Write business  

e-mail in pairs (Obj.2,3) 

• Exercise: Comments & 

Feedback (Obj.3) 

• Reflection  

July 16th,2005 

(business e-

mail) 

9-12:00 

hours 

• Exercise: Feedback on 

last weeks’ tasks (peer 

response and teacher 

feedback)  

• Exercise: Business e-mail 

analysis (Obj.1,2) 

• Practice: Write business   

e-mail in pairs (Obj.2,3) 

• Group discussion (How to 

Deal with Business e-mail 

Problems at Work) 

• Posttest 
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  • Reflection  

July 30th,2005 

(presentation) 

9-12:00 

hours 

• Setting expectations  

• Content: Importance of 

Presentations, 

Differences of Business 

e-mails and 

Presentations 

• Pretest 

• Group discussion 

(Problems with 

Presentation at Work)  

• Exercise: Presentation 

analysis (Obj.1,2) 

• Practice: Write business    

e-mail in pairs (Obj.2,3) 

• Exercise: Comments & 

Feedback (Obj.3) 

• Reflection  

 

Aug. 6th,2005 

(presentation) 

9-12:00 

hours 

• Exercise: Review of 

last week class exercise 

(Obj.2,3) + peer 

responses   

 

• Exercise: Presentation 

analysis (Obj.1,2) 

 

• Practice: Write a 

presentation in pairs 

(Obj.2,3) 

• Exercise: Comments & 

Feedback (Obj.3) 

• Reflection  

Aug. 6th, 2005 

(presentation) 

13-

16:00 

hours 

• Group discussion (How 

to deal with Presentation 

Problems at Work) 

• Practice: Write a 

presentation in pair 

(Obj.2,3) 

• Practice: Make a 

Presentation (Obj.4) 

 

• Practice: Make a 

Presentation (Obj.4) 

• Reflection  

Aug. 7th, 2005 

(presentation) 

9-

15:00 

hours 

• Individual Presentation (Obj 4), Teacher Feedback, Peer Response 

• Overall Evaluation 

 

A brief summary of the workshop was circulated to the potential participants a 

few weeks earlier to ensure all participants were well informed and could prepare to 

attend the workshop with full commitment. 

Table 3.14 provides the details of the course elements and their proportions. 

Table 3.14  
Course Elements 
 
Element Details Proportion 

1. Learning 

expectations 

The teacher invites the learners to set the learning expectations 

together at the beginning of the course. 

2% 

2. Lecture Lecture topics include writing concepts, differences between 

writing in school and writing at work, importance of business e-

10% 
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mail and presentation at work, related grammar points, etc. 

3. Group 

discussions 

The teacher asks the learners to form a group to discuss problems 

with business e-mail and presentation at work, and potential ways 

to solve these problems. 

8% 

4. Analysis of 

the selected 

genres 

Genres analysis concepts were explained with extensive examples 

provided for each genre type. 

10% 

5. Task-based 

activities 

Throughout the course, learners were assigned with specific task 

objectives related to genre composition. Tasks are to be done in 

individual-, pair- and group-work based on the knowledge 

obtained in the lecture and genre analysis topics. 

50% 

6. Peer 

response 

and teacher 

response 

Learners’ work is reviewed regularly to help the learner evaluate 

their written tasks supported by both peer and teacher’s 

comments. This activity aims to help the learners obtain critical 

views of the genre composition both as the originator and the 

receiver of the message. 

10% 

7. Review and 

revise the 

written tasks 

The learners get a second chance to review and revise the tasks 

after they learn how good composition should be consisted of. 

This activity helps the learners to identify their mistakes in order 

to make corrections and avoid them from happening again in the 

future. 

10% 

 

3.4.5.3 The Preparation for the Workshop. The workshop activities 

were conducted in an informal, round-table atmosphere that simulated the real group 

discussion or the meeting environment at work. As the workshop was conducted 

outside of the work environment, on the weekends, the researcher could prepare the 

workshop venue with specific areas assigned for both group activities as well as a 

more private space for breakout sessions or smaller group discussion.  

Prior to the workshop, the participants were provided with a manual 

containing the following information: 
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1. the training project,  

2. participants' information,  

3. models of business e-mail and business presentation, 

4. writing tasks, and 

5. grammar references. 

Pre-tasks were included to give the employees some common 

background, as well as to set the individual agreement and expectations for specific 

improvement during the workshop sessions.  

3.5 Assessment 

The assessment of the writing proficiency improvement was comprised of 

three kinds: 1) the comparison of the rating scores from the pretest and posttest, 2) the 

quality of the writing obtained from the rhetorical analysis of the pretest and posttest 

for both business e-mails and presentation, 3) the individual formative evaluation and 

the summative evaluation obtained from the individual participants’ reflection at the 

end of each class and the overall evaluation survey respectively. The first and the 

second assessments were quantitative in nature, while the third one was qualitative. 

Figure 3.5 demonstrates the concept of the quantitative assessment used in this study. 

 

Figure 3.5  
A Summary of Quantitative Assessments 
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As shown in Figure 3.5, the researcher hypothesized that the employees 

participated in the Integrated EBP Writing workshop would result in (1) their gains in 

knowledge of business e-mail and business presentation genres, and (2) an enhanced 

professional writing skills in both of them. Therefore, the assessment methods in 

evaluating the effectiveness of the curriculum to be obtained directly from the 

participants were:  

1. the quantitative assessment of the pretest and the posttest of business e-

mail and business presentation as shown in the participant's demonstration of writing 

tasks collected before and during the workshop, and  

2. an open-ended questionnaire, prepared for self-reflection and an overall 

evaluation of the course aiming at evaluating the learning process and the learning 

content across the timeline of seven weeks  

 

3.5.1  The Pretest and Posttest.   

 
1st count 

Manifest content 
Latent content 

 
1st count 

Manifest content 
Latent content 

Reliability tests 
1.percent agreement 
2.Cohen’s Kappa 

   Index 

Reliability tests 
1.percent agreement 
2.Cohen’s Kappa 

   Index 

Pretest Posttest 

Mean of  
holistic score 
(3 raters) 

Mean of  
holistic score 
(3 raters) 

t -test for two related samples 
(significant difference between the means of rating scores) 

2nd count 
Manifest content 
Latent content 

2nd count 
Manifest content 
Latent content 
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To systematically evaluate the learning outcome, the pretest was 

administered at the beginning of the first workshop session, while the posttest was 

carried out at the conclusion of the seventh session. A measure of the above tests was 

piloted with five junior employees to determine the feasibility and content validity of 

the test. The test asked the learners to compose three (3) business e-mails and one (1) 

business presentation. The learners were assigned with specific objective(s) for each 

type of business e-mail and the presentation. To perform the tasks, the learners were 

given 45 minutes for each genre (45 minutes for 3 business e-mails and 45 minutes 

for 1 presentation).  

 

3.5.2  The Learners’ Self-reflection and Overall Evaluation   

3.5.2.1 A Learner’s Self-reflection. The learners were requested to 

complete a self-reflection sheet at the end of each learning session. The self-reflection 

was designed to collect a formative evaluation of the learning experience reflected by 

each learner towards their satisfaction at the end of each session. The self-reflection 

sheet consisted of four (4) open-ended questions asking the learners to reflect on what 

they learned, to evaluate what they believed to be their strength(s) and weakness(s) 

after completing each session, to evaluate their satisfaction towards each learning 

session, and to give feedback on the materials being sufficient for their learning needs. 

3.5.2.2 An Overall Evaluation. In addition to the self reflection, the 

learners were also requested to complete an overall evaluation survey at the end of the     

8-sessions course.  The overall evaluation was designed to obtain formative feedback 

regarding the methodology (tasks and course activities), content, materials, as well as 
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the learner’s satisfaction and suggestions for improvement. This evaluation form, 

consisted of seven (7) parts, each part focused on a different perspective of the course. 

To obtain the above information, a Likert-scale questionnaire was used in 

combination with open-ended questions. Learners were asked to reflect on their 

satisfaction towards each component of the program. The questionnaire took about 15 

minutes to complete and was administered to the workshop participants at the end of 

the course.  

 

3.6  Data Collection Procedures 

The main research question of this study was whether or not the participants of 

a multinational company in Thailand improved their writing business e-mails and 

presentation after attending the Integrated EBP workshop. To find the answer to this 

question, the data obtained from the pretest and the posttest were treated to 

quantitative analysis using descriptive statistical procedures-percentages, means and 

standard deviations.  The business e-mails and presentations written as the pretest and 

as the posttest were scored independently by three raters using the rubric adapted 

from Jacobs et al. (1981) (see Appendix D). Two raters were university lecturers, one 

of whom was a native speaker of English teaching at a local university.  The third 

rater was a section manager of the same company where the research was carried out. 

The inter-rater reliability was measured using the Cronbach Alpha index .  

Percentages, means, and standard deviations were computed for each of the individual 

pairs of the pretest and the post test.  Finally, the data from the three sets of business 

e-mails and one set of the presentation in the pretest and in the posttest were 

compared using statistical analysis (t-test) to calculate for the significant level of 
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difference between them.  It should be noted that this study has extremely limited 

generalization due to the limited number of population samples.  The results could be 

generalized to employees in multinational companies similar to those selected in this 

study.   

 

3.7 The Instrumentation 

3.7.1 Data Collection 

Three major types of data were decided to be used in order to answer the 

research questions of this study. 

The first data were sets of scores from the pretest (administered at the 

beginning of the first workshop session) and from the immediate posttest 

(administered at the end of the last session).  The difference between them was used 

to infer the participants’ writing improvement. 

The second data were 84 business e-mails written for the pretest and for 

the posttest, 42 each, and 26 sets of presentation, 13 each. The rhetorical analyses of 

these data made it possible to obtain an insight into the writing quality that the 

participants possessed before and after participating in the EBP workshop. 

The third data were 7 sets of the employees’ self-reflection involving the 

process, content and format as well as their benefits and suggestions for improvement. 

These data were used as the formative feedback at the end of each session during the 

implementation of the EBP workshop.  Analyzing these data could provide a better 

insight into the participants’ thinking about their writing improvement they had 

achieved from the EBP workshop and their opinions towards the teaching and 

learning methods that were employed.  
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Apart from the 3 sets of the data previously described, there were also learning 

materials comprised of:  

1. instructional documents including lesson plans on three types of 

business e-mail and three types of presentation materials and the learner’s manual, 

2. worksheets,  and 

3. the grading rubric modified from Jacobs et al. (1981), one of the 

classics in the ESL composition field, for evaluating the written-business e-mails and 

the business presentation.  

 

3.8 Data Analyses   

In this research project, there were both quantitative and qualitative data 

analyses. A total response of the quantitative approach was performed using SPSS 

software, while the qualitative counterpart was provided in a descriptive summary.  

 

3.8.1 The Participants’ Pretest and Posttest:  Quantitative Data Analysis 

To find out whether or not the participants improved their writing 

proficiency for business e-mails and business presentation after attending the EBP 

workshop, the participants were required to write three types of business e-mail 

messages (Information/Action Request, Information Response/Sharing, and Status 

Update) and one type of the presentation material (Informing) that they were trained 

to write.  To analyze the pretest and the posttest, the following procedures were 

performed. 
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3.8.1.1 Holistic Assessment of Participant’s Pretest and Post test.  To 

determine the writing quality, the participants’ pretest and posttest e-mails were 

scored holistically by three raters: two university English instructors, one of whom a 

native speaker of English and the other a Thai lecturer teaching English.  The third 

rater was a business manager familiar with these types of e-mail and presentation 

writing of this study.  The first rater had been teaching English in various places, both 

in Thailand and other countries.  He had been teaching writing to different groups of 

people, both academic and business alike.  This rater earned his master degree in ESL 

and had been teaching in Thailand for over ten years.  This rater had experience with 

holistic scoring of writing.  The second rater was also a university lecturer teaching 

various courses both at undergraduate and graduate levels and being well familiarized 

in various types of grading including the holistic one.  Besides, this rater was an 

expert in discourse analysis.  The third rater is a Thai R&D manager with a Ph.D. in 

Food Science from an ivy league university in U.S.A.. She had been using the three 

types of e-mail messages and presentations in her work as well as observing and 

monitoring others to use them.  In her work place, she always evaluated others’ work 

holistically.   

3.8.1.2 The Rating Procedures of the Pretest and Posttest Business 

e-mail and Presentations. To minimize the subjectivity of the holistic scoring and to 

maintain the consistency of the rating, the scoring rubric with the samples of business 

e-mail messages and business presentation writings (representing these scales) were 

provided for the raters as the reference. The rubric consisted of 1- 4 ranking scales,           

1 means “Poor” while 4 means “Excellent”. There were five scoring aspects: namely, 

content, organization, vocabulary, language use, and mechanics. The minimum total 
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possible score for an individual was equal to five (5), while the maximum possible 

score was equal to twenty (20). After the researcher had explained how to do the 

rating, the raters rated the business e-mails and the presentation independently.  It was 

recommended that the rater finished rating each type of business e-mail one at a time 

before continuing rating the second and third type.  

To avoid the raters’ bias towards the participants’ handwriting, the business e-

mails and the presentations were typed up and identified by numbers (from 1-14). 

Once the raters finished their rating, the researcher collected all of the e-mails and the 

presentations. The Cronbach Alpha coefficient was performed to find their internal 

reliability of 0.863 which was considered acceptable. The rating scores of each 

participant’s piece of writing from the three raters were then averaged to obtain the 

single holistic score. 

For the pretest and the posttest, student t-tests were conducted with a match 

paired approach, to compare each participant's pre- and posttest scores. All 

information was summarized and presented in a descriptive statistics table as well as 

graphic reports.  

Besides this holistic scoring, the e-mails and the presentations were 

qualitatively analyzed based on Swales’ analysis (1990).  The details of this 

qualitative analysis are presented in the following section. 

 

3.8.2 Data Coding of Business E-mails 

3.8.2.1 Unit of Analysis.  To analyze the discourse data, it is essential to 

divide the discourse into units of analysis based on the purpose of individual studies. 

There are, however, many ways to divide up the discourse as discussed in Chapter 2. 
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In this study, from a language teaching perspective, each type of business e-mail, as a 

genre, is considered as consisting of a series of moves indicating a particular purpose 

within a text (Swales, 1981; 1990). The move (s) or “elements” of texts can be either 

obligatory and some optional (Hasan, 1989).  

3.8.2.2  Move analysis. The corpus of 84 business e-mails and 26 

presentation writings (in Microsoft PowerPoint) was analyzed to identify the 

rhetorical moves used in these two genres.  The reliability of the move analyses was 

assessed through intra-coder reliability (with one month apart) using a combination of 

percent agreement index and Cohen’ s Kappa index (van der Meij and Boersma, 

2002). For perfect agreement of data coding, the researcher had close consultation 

with an expert in discourse analysis.  

3.8.2.3 Move identification. According to Swales, (1990) a text can be 

analyzed based on a rhetorical move, a unit of analysis.  To identify the rhetorical 

moves in this study, the researcher used three signs: its function (e.g. to offer 

information, to express gratitude), meta-discourse markers (e.g. however, therefore), 

and contextual meaning as related to others in the same text. 

3.8.2.4 Coding Scheme. The coding scheme was developed specifically 

for this research purpose so that variations of coding and reliability assessment could 

be controlled. To develop the form, the researcher drew from Swales (1990) for 

content analysis, and Shea, (2004) for the formal features of the business e-mail 

messages and netiquette. With this coding scheme, the rhetorical moves in all 

business e-mail messages were classified into 5 major moves: 1) providing 

background or reference, 2) expressing a communicative purpose, 3) expressing 

concerns, 4) expressing gratitude, 5) offering extra information. 
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The coding scheme was considered essential in that it could provide 

consistent coding.  Thus, before this coding scheme was implemented, it was 

validated by piloting a number of times until it was stable.  That is, it was tested with 

10 pretest and posttest business e-mail messages and 3 presentation materials (or 

approximately 10% of the full sample of each genre) using the technique of coder 

stability or intra-coding reliability meaning that one coder agrees with her/himself 

over time (De Wever et al., 2005).  This size of the sample was considered adequate 

for piloting the instrument to achieve the reliability level (Lombard et al., 2002).  

After that their percent agreement was calculated achieving 84 %.   After the coding 

scheme was refined, it was ready to be used in coding the business e-mails and the 

presentation materials in this study. 

 This coding scheme had been used in various phases. At first, the researcher 

used it to diagnose types of business e-mails and presentation writings in the 

preparation for the materials used in the EBP workshop. Next, during the workshop 

training, the coding scheme was adapted in order for the trainees to analyze the 

sample business e-mails and presentation materials so that they could use them as the 

guides in composing their own business e-mails and presentation materials. Finally, 

the coding scheme was used to analyze the business e-mails and presentation 

materials written as the pretest and the post test so that the comparison of the 

participant’s writing improvement both quantitatively and qualitatively could be 

conducted.  

3.8.2.5 Coding Training. To establish a coding scheme for move 

analysis used in this research, the researcher was first trained for three hours to 

analyze moves in authentic corporate business e-mails and presentation materials in 
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Microsoft PowerPoint gathered from various sections of a real business setting.  This 

training was conducted by an expert in genre analysis who had done previous work 

based on Swales’ move as the unit of analysis.  It was meant to differentiate types of 

existing business e-mails and PowerPoint presentation being used commonly 

everyday at work. The results of that coding training came three types of business e-

mails and one of presentation.  These materials then were validated by the three 

university lecturers mentioned earlier.  After some changes were made according to 

their advice, these materials were later used as the appropriate ones for the EBP 

writing workshop. The complete coding scheme used in the analysis is illustrated with 

examples in Appendix E. 

3.8.2.6 Intra-coder reliability. Conducting move analysis is always 

questioned for being subjective because of its being fuzzy (Bachman and Palmer, 

1996; McNamara, 1996). To lessen this criticism, the researcher performed intra-

coder reliability procedures by 1) having a reliable coding scheme, 2) coding training, 

3) independent coding over time, and 4)  the assessment of intra-coding agreement.  

Since, in this study, the researcher had to perform the coding, the procedure used was 

coding stability of the same materials one month apart.  This procedure is considered 

efficient if the reliability is around or greater than 8 (Lombard et al., 2002).   

To handle coding disagreement, the researcher consulted the genre 

analysis expert for discussion, negotiation and clarification repeatedly in order to 

come to the perfect agreement for all of the moves in this study. This consultation was 

a necessary part of the coding practice because the perfect agreement was essential. 
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3.8.2.7 The Coding Action. In coding business e-mail messages of the 

pretest and the posttest, the following steps were taken.  The similar procedure was 

also used to code the moves in the presentation materials.   

The preparation for coding: 

1. The business e-mails written as the pretest and posttest were 

separated. 

2. The written business e-mails were categorized according to 

Type 1, Type 2, and Type3. 

3. Each learner’s business e-mails for each Type were typed and 

filed in one folder with specific label (e.g. PreT1Wan = pretest of Type 1 e-mail and 

the pseudo-name of the participant.)  

4. Each business e-mail was listed according to their name list in 

the coding scheme. 

5. The number of words per message of each business e-mail was 

computerized counted and recorded in the coding scheme.  

First Coding 

1. One by one, the researcher read each business e-mail in each 

file at least twice before deciding on the rhetorical moves. 

2. The researcher decided on each move and its function (e.g. 

providing background information, giving reference, etc.) of each business e-mail in 

each file using different colours for different moves.   

3. Once the researcher had finished assigning the moves of one 

type of business e-mail in the pretest, the researcher continued with the same type in 

the posttest repeating the same procedure of assigning moves.  
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4. The researcher recorded moves of each individual business e-

mail in the coding scheme (see Appendix F). 

5. The researcher placed all coding schemes of one set of business 

e-mail together (e.g. PreT1E-mail, meaning Pretest of Type 1 E-mail, PostT2E-mail, 

meaning posttest of Type 2 E-mail). 

6. Finally, the researcher counted the same moves of all the 

business e-mails of each type and recorded them in the summative coding scheme. 

Second Coding. The same steps were repeated after one month from the first 

coding. This technique is used in conducting content analysis (Lombard et al. 2002). 

In this study, two means of reliability were used to assess the coding moves of the  

business e-mails and the presentation materials.  One was the percent agreement and 

the other was Cohen’s Kappa index. These two indices of intra-coding reliability are 

recommended (De Wever, 2005) so that the values obtained can be cross-checked.  

Besides, both techniques can be calculated manually. Most importantly, they provide 

good estimation on the inter-rater reliability. The percent agreement takes values 

of .00 (no agreement) to 1.00 (perfect agreement). The percent agreement for the 

pretest and the posttest e-mails was calculated by summing all agreements in coding 

between the 1st coding and the second coding multiplied by 100 and divided by the 

number of units coded.   

Cohen’s Kappa index is a variation on the percent agreement index. It takes 

into account the number of categories as well as the distribution of values across them.  

The example data illustration of Cohen’s Kappa taken from Lombard et al. (2002) is 

shown in Table 3.15. 
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Table 3.15  

Example Data Illustrating Cohen’s Kappa Index 

 

Coder 1 Coder 2   

 Yes No Total 

Yes 81 9 90 

No 9 1 10 

Total 90 10 100 

 

The index in Table 3.15 would be 1.00 meaning that both raters have perfect 

agreement.  It is commonly accepted that Cohen’s Kappa index between 0.41-0-60 

and below is low; the index between 0.61-0.80 and beyond is high (Lombard et al, 

2002) 

3.8.2.8 Results of Intra-Coding Reliability. The degree of agreement 

of coding moves was essential to the reliability of this research since it revealed a 

well-defined constructs with operation definitions of the rhetorical moves used in the 

business e-mail and in the presentation materials.  The correlations between the first 

coding and the second coding of the rhetorical moves in business e-mail messages, the 

body of business e-mails, are presented in Table 3.16 and Table 3.17 respectively.   

 

Table 3.16  

Summary Table of Intra-coding Reliability of Moves in All Business E-mail 

Messages in the Pretest 

Pretest Business e-mail  Coded units Agreement Disagreement Percent Kappa 

Type 1 14 11 3 78.5 .628 

Type 2 14 13 1 92.8 .596 

Type 3 14 12 2 85.7 .696 

Total 42 36 6 85.7 .643 

 

Table 3.17  
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Summary Table of Intra-Coding Reliability of Moves in All Business e-mail 

Messages in the Posttest 

 

Posttest Business e-mail  Coded units Agreement Disagreement Percent Kappa 

Type 1 14 12 2 85.71 .788 

Type 2 14 9 5 64.28 NA 

Type 3 14 11 3 78.57 .611 

Total 42 32 10 76.19 NA 

 

It is worth noting that any concrete parts called “manifest content” such as 

subject in subject line, closing salutation, etc. in business e-mails and concrete parts in 

the presentation materials such as the number of slides, the title of a slide, etc. can be 

manually counted with great care to get perfect results. Unlike the latent content 

denoting functions as in functional moves in the body of business e-mails which 

needs to be certified by the inter-coding or the intra-coding reliability (Potter and 

Levine-Donnerstein, 1999).  

These findings indicated that, in terms of reliability, identifying moves twice 

one month apart was acceptable because its intra-coder reliability was quite high (the 

range was from .596 to .788).  Its validity, however, could not be ensured unless 

triangulated data were performed (Shohamy et al., 1992).  

 

3.8.3 The Analysis of the Participants’ Self Reflection and Overall 

Evaluation 

In this study, three means of assessing the participants’ writing 

improvement were used.  The first one was the comparison of the pretest and the 

posttest scores of business e-mails and presentations. The second one was the move 

analysis of business e-mails and the presentations written as the pretest and the 
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posttest to examine specifically the numbers of moves, the logical thinking as 

appeared in the organizational patterns of text, appropriateness and politeness. The 

third one was the analysis of the participant’s self-reflection during the workshop 

sessions.  These triangulated data were necessary to ensure the validity of the 

Integrated EBP writing model constructed for this research.  

In the previous section, the move analysis and its procedure were described.  

The next section presents the analysis of the participants’ self-reflection and overall 

evaluation towards their writing improvements and the workshop activities. 

 

3.8.4 The Analysis of the Participants’ Self Reflection and Overall 

Evaluation: Qualitative Analysis 

To find out the participants’ perception towards their learning 

improvement and the satisfaction towards the course activities, the participants were 

required to complete the open-ended questions as a form of self-reflection at the end 

of each session. The participants were asked to respond on the following four topics: 

1. What have you learned in today’s session? 

2. What are your strengths and weaknesses? 

3. Are you satisfied with today’s learning outcome? 

4. Are you satisfied with the material provided in today’s session? If 

not, what else do you need? 

Each week, the trainer read this evaluation sheet and responded to the missing 

needs as identified by the learners to ensure that appropriate actions were taken up in 

the following session. At the end of the program, the reflection comments were 

summarized as a formative evaluation of the course. 



 84 

Apart from the learners’ self-reflection evaluation, the participants were also 

required to complete an overall evaluation at the end of the course. This overall 

evaluation or the summative evaluation aimed at accumulating the learners’ overall 

perception towards the EBP course. The evaluation form consisted of both open-

ended questions and ranking-scale topics.  It was organized under six parts as 

described in Table 3.18. 

Table 3.18  
Content of the Summative Evaluation of the EBP Course 
 

Part Topic Type of data collection procedure 
A Satisfaction towards the 

course content  
Part A-1:  
Evaluation of the General 
Concept and Business E-mail 
Sections 
Part A-2:  
Evaluation of the Business 
Presentation Section 

• Data collection procedure: rating scale 
1-5 (1 = Least Satisfied, 5 = Most 
Satisfied) 

• 5 sub-topics; 1) Lecture with real life 
examples and class room discussions,  
2) Students group activities and class 
room discussions, 3) Lecture topics,     
4) Class exercise and homework,         
5) Teacher and/or peer responses 

• Data analysis: descriptive statistics 
(percentage) 

B Satisfaction towards the 
course activities 

• Data collection procedure: ranking by 
order with open-ended description 

•  Data analysis: qualitative, descriptive 
text 

C Satisfaction towards the 
practicality of the course 

• Data collection procedure: ranking by 
order (from most appreciated to least 
appreciated), close-ended  

• Data analysis: ranking order 
D Satisfaction towards the 

learning materials 
• Data collection procedure: ranking by 

order with open-ended description 
• Data analysis: qualitative, descriptive 

text  
E Comments about usefulness of 

the EBP course towards adult 
learners 

• Data collection procedure: open-ended 
description 

• Data analysis: qualitative, descriptive 
text 

F Suggestions to further improve 
the course to serve adult 
learners’ needs 

• Data collection procedure: open-ended 
description 

• Data analysis: qualitative, descriptive 
text 
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 Each participant was required to complete the overall evaluation as a 

summation of their learning experience. Extensive qualitative analysis of the 

evaluation input was then conducted and summarized in the next Chapter. The details 

of the formative and summative evaluation as described above are also provided in 

Appendix M and L respectively. 

 

 

3.9 Summary 

While testing the effectiveness of the Integrated English Writing Course for 

Business Purposes (EBP) employing the case study research method in training 

employees in a multinational company situated in Thailand,  the researcher had used 

the following specific research methods. For the subject selection, the researcher used 

various criteria such as their functional areas of work, working position level, 

educational background, educational level, number of working years, and willingness 

to participate in EBP training, For developing the EBP workshop, the researcher 

employed three phases: The first phase comprised of needs assessment, materials 

preparation, pilot study of the EBP model, and the outcome of the pilot study.  The 

second phase was the implementation of the EBP model employing the integrated 

methods of writing process, genre analysis and task-based approach.  The third phase 

was the assessment comprising of the formative and summative.  To find the 

improvement in the participants’ writing, the researcher used three types of 

assessment: The quantitative comparison of the rating scores from the pretest and the 

posttest, the rhetorical analysis of the business e-mails and the presentation materials 
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written as the pretest and the posttest, and the thematic analysis of the participants’ 

self-reflection. 

The data collection procedures and the data analyses are summarized as 

follows:  

1. The scores from the participants writing three types of business e-mail 

and one type of presentation as the pretest and the posttest were analyzed using t-tests. 

2. Rhetorical analyzing of 84 business e-mails and 26 presentations was 

performed using Swales’ move, as the unit of analysis, depicting generic features, 

rhetorical functions, appropriateness and politeness. For reliability, three means were 

used: a coding scheme, coding training, and a combination of percent agreement and 

Cohen’s Kappa index. 

For validity, three types of measurement were performed: 1) word counts with 

statistical validation, 2) move counts with statistical validation, and qualitative 

description of functional moves, organizational patterns of discourse, appropriateness 

and politeness. 

3. Analyzing seven sets of the participants’ self-reflections towards their 

writing improvement and workshop activities was performed using thematic analysis 

and qualitative description.  
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CHAPTER 4 

RESULTS AND DISCUSSION 

 

This chapter summarizes the results for the research questions. The main 

objective of the study is whether or not the business writing model called “Integrated 

English for Business Purposes (EBP), encompassing the two genres of writing skills: 

namely, e-mail and presentation writing, was effective in assisting the employees to 

improve their business writing to perform their jobs with more proficiency.  To 

achieve this objective, three research questions and three sub-questions were derived. 

The three main research questions were: 1) What were the needs of the employees 

working for a multinational company in Thailand concerning English communication 

in the workplace? 2) How could a practical learning model be developed to help adult 

learners working for a multinational company in Thailand learn to write in English? 

3) Was the business writing model called “Integrated English for Business Purposes 

(EBP) effective for improving the participants’ writing in the selected genres? Under 

this third question, there were three sub-questions: 3.1) Did the participants in the 

Integrated English for Business Purposes (EBP) course improve their business e-mail 

writing? 3.2) Did the participants in the Integrated English for Business Purposes 

(EBP) course improve their business presentation writing? 3.3) What perceptions 

towards the English for Business Purposes (EBP) course did the participants have? 

Results of all of these questions are reported through the following text, tables, 

and figures. 
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4.1 Results of Research Question 1  

Research Question 1: What were the needs of the employees working for a 

multinational company in Thailand concerning English communication in the 

workplace?  

From the preliminary survey conducted with the managers of the sample 

company using an open-ended questionnaire as a data collection tool, it was found 

that the most needed English language skill for the employees in the company was the 

writing skill. This finding supported the findings obtained from the previous research 

done in the area of business English in other non-English speaking countries such as 

in Japan and in Brazil (Someya, 1999; Gimenez, 2000). The top three reasons why 

these managers believed that English writing skill was needed were 1) writing was 

needed for all internal communication via electronic mails; 2) writing was needed for 

general reporting and documenting purposes since English (not Thai) was the 

operational communicative language in this multinational company; and 3) writing 

was needed for external communication with suppliers, customers, and all overseas 

counterparts around the world. The managers also stated that the learning method 

most frequently used and the most preferred way to learn English in the workplace 

was learning by doing (100% of responses).  

These findings led to the next step which was a practical English learning 

model which was developed focusing on two written business genres: namely, 

business e-mail and business presentation. The model aimed at delivering a practical 

learning method as preferred by the target learners (based on the findings obtained 

from the managers’ needs survey) and as suggested by the researchers carrying out 

the previous studies in the area of adult learners as described in Chapter 2. 



 85 

4.2 Results of Research Question 2  

Research Question 2: How could a practical learning model be developed to 

help adult learners working for a multinational company in Thailand learn to write in 

English? 

 From the findings of the needs analysis described in the previous section, the 

learning model was then derived. The creation of this learning model involved the 

following elements: 

1. the learning methods, 

2. the learning environment, 

3. the instruction materials, 

4. the techniques used to stimulate the learning activities and learners’ 

involvement. 

In order to obtain successful learning results in teaching adult learners to write 

business genres in English to meet the requirements at work, a thoughtful 

combination of the above factors was embraced for the course.  

Firstly, the course activities were based on real life tasks. In these task-based 

activities, learners learned how to actually cope with writing problems that they 

encountered at work through examples, and systematically practiced writing utilizing 

the writing process of three cyclical steps (pre-writing, writing and revision/editing). 

The genre analysis was the foundation of the writing concept as it was used in 

analyzing the real business genres to come up with the model texts demonstrating 

how acceptable genres should be composed.  

Secondly, an informal learning environment in which the learners and the 

teacher could openly exchange knowledge and comments was established and 
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maintained throughout the course. This kind of learning environment created high 

involvement throughout the learning process.  As a consequence, it helped to create 

successful learning  

outcomes for the adult learners. This is a major difference from a typical classroom 

setting where the teacher is the sender and the learners are the receiver of the 

communication message (or knowledge). 

Thirdly, the materials provided in class included as follows: 

• Overview of Business Communication (Writing) – concept 

• Useful Grammar Notes for Business Writing 

• Concepts of E-mail in the Workplace 

• Guideline/Tips about Composing Effective E-mails 

• Additional Useful E-mail Elements (useful phrases, modern e-mail 

abbreviations, differentiation of good e-mails and poor e-mails) 

• Concepts of Presentation in the Workplace 

• Guideline/Tips about Composing Effective Presentations 

• Additional Useful Presentation Elements (differentiation of good 

presentations and poor presentations, tips for delivering your 

presentation) 

• Types of e-mail, analysis of e-mail structure and text (based on genre 

analysis theory) and e-mail examples 

• Types of presentation, analysis of presentation structure and text 

(based on genre analysis theory) and presentation examples 

Some examples of the learning materials are provided in the Appendix N. 
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 Lastly, the teacher and peer response technique was employed consistently 

throughout the learning process to stimulate the learners’ involvement which led to 

high active learning and learning satisfaction respectively. 

 

 

 

4.3 Results of Research Question 3  

The main research question was whether or not the business writing model 

called “Integrated English for Business Purposes (EBP) was effective for improving 

the participants’ writing in the selected genres. There were three sub-questions under 

this question. 

4.3.1 Sub-question 1: Did the participants in the Integrated English for 

Business Purposes (EBP) course improve their business e-mail writing? 

Two main sources of data were used to find the answer to this question:  

1) the scores of the three types of e-mail that the participants wrote as the pretest and 

the posttest , 2) the rhetorical analysis of 84 e-mail messages, 42 each from the pretest 

and the posttest.  

The three types of e-mail were: E-mail Type 1-Action/Information 

Request, E-mail Type 2-Information Response/Sharing, and E-mail Type 3-Status 

Update. 

4.3.1.1 Holistic Comparison of Pretest and the Posttest Scores. The 

scores of the pretest and the posttest were tested for a significant difference between 
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them using the t-test. Before the t-test was calculated, the mean score of each e-mail 

type between the three raters were collected as shown in Table 4.1. 
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Table 4.1  
Pretest and Posttest Mean Score Comparison 
 
Student E-mail Type 1 E-mail Type 2 E-mail Type 3 
  Pretest Posttest Variance Pretest Posttest Variance Pretest Posttest Variance 
1 Wi 3 3.2 0.2 2.5 3.3 0.8 2.6 3.2 0.6 
2  Su 2.4 3.4 1 2.7 3.3 0.6 2.8 3 0.2 
3 Th 2.5 2.8 0.3 3 2.7 -0.3 2.8 2.9 0.1 
4 Som 3.2 2.9 -0.3 3 3.3 0.3 2.9 3.4 0.5 
5 Wan 3 2.9 -0.1 2.5 2.8 0.3 2.8 3.4 0.6 
6 Num 2.6 2.8 0.2 2.7 2.9 0.2 3 3.1 0.1 
7 Krong 2.4 3 0.6 2.6 2.8 0.2 2.5 3 0.5 
8 Lin 2.6 3.3 0.7 3.1 3.3 0.2 3.1 2.9 -0.2 
9 On 2.5 3.2 0.7 2.1 3.1 1 2.7 3.2 0.5 
10 Thi 1.8 3.3 1.5 2.4 3.1 0.7 2.5 3.1 0.6 
11 Siri 2.6 3 0.4 2.9 3 0.1 3.1 3.2 0.1 
12 Sami 2.6 3.3 0.7 3 2.9 -0.1 2.9 3.1 0.2 
13 U 2.9 3 0.1 2.65 3 0.35 2.9 3 0.1 
14 Supa 2.4 3.1 0.7 2.2 3.1 0.9 3 3 0 
Total 36.5 43.2 6.7 37.35 42.6 5.25 39.6 43.5 3.9 

 

Then the relationship between the scores of these two tests for overall e-mail 

messages was calculated as shown in Table 4.2. 

 

Table 4.2   
Data Analysis Showing Significant Improvement in All E-mail Writing from Pretest 
to Posttest after Attending EBP Course 
 
 N ỹ S đ Sd t Df P 

Pretest 14 116.86  9.494 21.79 11.088 7.351 13 .000 

Posttest 14 138.64 5.839      

 

As demonstrated in Table 4.2, the overall result of writing three types of e-

mail shows significant difference (t =7.351, p = .000).  The mean difference is 

significant at the .05 level. It is apparent that the participants attending the EBP 

workshop had improved their writing of all three types of e-mail.  
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We can observe the relationship between the scores of the pretest and the 

posttest of each type of e-mail in Table 4.3. 

 

Table 4.3  
Data Analysis Showing Significant Improvement in Writing the Individual Types of 
E-mail from Pretest to Posttest after Attending EBP Course  
 

 T df MEAN 

DIFFERENCE 

E-mail Type 1 4.853 13 8.71 

E-mail Type 2 5.443 13 6.93 

E-mail Type 3 7.704 13 6.14 

P < .05 

 

As shown in Table 4.3, a summary of result of the t-tests to analyze the 

differences between the pretest and posttest scores on writing three individual types of 

e-mail, E-mail Type 1-Action/Information Request, E-mail Type 2-Information 

Response/Sharing, and E-mail Type 3-Status Update, the results reveal that there is a 

significant difference between the pretest and the posttest scores of Type 1, Type2, 

and Type 3 e-mail, t = 4.853, 5.443 and 7.704 respectively , p = .000. In other words, 

the tests show that after attending the EBP workshop, the participants gained 

improvement in writing these three types of business e-mail.  

4.3.1.2 Rhetorical Analysis of E-mail: Quantitative Analysis. To 

supplement the answer to the first sub-question, whether or not the participants 

improved their e-mail writing after attending the Integrated EBP workshop, 84 e-mail 

messages were further analyzed based on the rhetorical functions (Swales, 1990).  The 

results were in both quantitative and qualitative terms.  The results from this analysis 

would help to broaden our understanding on the participants’ e-mail writing 
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improvement in at least three important ways: 1) the participants’ English language 

fluency via the number of words per message, 2) the appropriateness of e-mail usage, 

and 3) the politeness expressed in the e-mail.  All of these qualities can be seen 

clearly only from the results from the rhetorical analysis.  Each of these findings is 

presented accordingly.  

a) Number of Words. The quantitative analysis of all three types of e-

mail yielded the number of words. The average scores of all words per message 

(wpm)of all e-mail messages in the pretest and the ones in the posttest were compared 

in order to find the difference.  The results obtained from this comparison are 

presented in Table 4.4  

 

Table 4.4  

Numbers of Words in the Participants’ Three Types of E-mail in the Pretest and the 

Posttests 

 

Participant Pretest  Posttest  

 wpm  wpm  

 Type 1 Type 2 Type 3 total Type 1 Type 2 Type 3 total 

1. Wi 69 48 30 147 163 162 77 402 

2. Su 65 77 61 203 80 97 74 251 

3. Thi 67 38 51 156 76 86 93 255 

4. Som 79 71 55 205 75 64 93 232 

5. Wan 75 39 33 147 81 89 63 233 

6 Num 79 71 69 219 93 100 85 278 

7. Krong 57 74 48 179 72 74 82 228 

8. Lin 60 65 48 173 106 98 92 296 

9. On 40 30 48 118 70 88 87 245 

10. Thira 37 44 40 121 98 83 82 263 

11.  Siri 57 46 43 146 83 80 106 269 

12 Sami 78 91 51 220 174 61 58 293 

13.  U 61 43 44 148 68 33 50 151 
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14  Supa 60 104 87 251 99 93 102 294 

Total 884 841 708 2433 1338 1208 1144 3690 

Average 63.14 60.07 50.57 173.78 95.57 86.29 81.71 263.57 

 

As shown in Table 4.4, the average number of words in the e-mail messages in 

the posttest (263.57 wpm) was higher than the one in the pretest (173.78 wpm).   

b)  Types and Frequency of E-mail Generic Features. As another 

supplement for the answer to the first sub-question besides the average of words per 

message showing fluency and to further provide a more vivid description of the 

participants’ e-mail writing improvement, the researcher analyzed all 84 e-mail 

messages written as the pretest and the posttest at two levels: macro and micro level.  

At the macro-level, all e-mail messages were analyzed in terms of generic features 

(see coding on Appendix E).  These features are commonly required for 

appropriateness of e-mail usage.   

The generic features of an e-mail are composed of the header consisting of 

four sub-headings (that is, From, Date, To, and Subject), opening salutations, body or 

content, closing salutation and signature (Shea, 2004).  The generic features of 84 e-

mail messages were identified and quantified as presented in Table 4.5. 

 

Table 4.5  

Type and Frequency of E-mail Generic Features of E-mail Written as the Pretest and 

the Posttest  

 

E-mail Feature Frequency of occurrence 

 Pretest (n=42) Posttest (n=42) 
Header 
From  None 17 
Date None  26 
To 38 39 
Subject 32 39 
Opening Salutation 
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Recipient’s name and title 33 41 
Dear  27 41 
hi (hello) 1 None  
Punctuation  19 32 
Body 
Move 1 Providing Background 
or reference 

27 32 

Move 2  Expressing a purpose 41 41 
Move 3  expressing concerns 20 30 
Move 4  expressing gratitude 9 11 
Move 5  offering extra 
information 

15 22 

Closing salutation 
Complimentary Close  29 34 
Signature 17 33 
Total 308 438 
 41.28% 58.71% 

 

As shown in Table 4.5, in the overall perspective, the generic features in the e-

mail which demonstrated the clarity of the move functions was more complete in the 

posttest (58.71%) than in the pretest (41.28%).   

The result of the analysis using Cronbach Alpha, performed to measure the 

difference between the number of generic features of e-mail in the pretest and the 

posttest, showed that the participants included a greater number of generic features of 

e-mail in the posttest than in the pretest significantly, at the level of .05. This result is 

shown in Table 4.6.  

 

Table 4.6  

Data Analysis Showing Improvement in the Use of Generic Features of Business      

E-mail After Attending EBP Workshop 

 

 n ỹ S đ Sd t df P 

Pretest 14 20.53 13.54 8.67 7.69 4.361 13 .001 

Posttest 14 29.20 11.76      
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At the micro-level, 84 e-mail messages were analyzed in terms of 

communicative purposes using moves as the unit of analysis (see coding on Appendix 

I). The results from this micro-level will highlight the appropriateness of e-mail usage 

and politeness expressed in e-mail.  These qualities cannot be comprehensively 

detected by other means, except by the rhetorical analysis. It should be also noted that 

accuracy of language use has been exempted since it has been evaluated by the raters 

using the rating criteria or rubric (see Appendix J). 

The coding of these moves was systematically performed twice approximately 

one month apart. To determine the intra-rater reliability, the researcher used the 

combination of two measures appropriate for content analyses to cross check one 

another: the percent of agreement and Cohen’s Kappa index (Rourke, et al.,2001; 

Lombard, et al., 2002). The result of the percent agreement revealed that there were 

four sets in the pretest and six sets in the posttest of all the e-mail messages which did 

not receive 100 percent agreement or perfect agreement. All of these sets were then 

brought to discuss with the expert and made the consensus.  The results from Cohen’s 

Kappa calculating the repeated rating for all types of e-mails both in the pretest and 

the posttest was in the range of 0.59-0.78.  This range is considered as having rather 

high agreement.  Thus, it is clear from the results of these two measures that some of 

the moves in some    e-mails which were not in perfect agreement needed further 

discussion to reach perfect agreement before other analyses could proceed. 

All three types of e-mail messages were analyzed resulting in a total of 248 

moves comprising of five major categories: 1) providing background information or 

references, 2) stating the writing purpose, 3) expressing concerns, 4) expressing 
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gratitude, and 5) offering extra information.  The summary of the analysis is shown in 

Table 4.7 (the definitions and their corresponding examples are shown in Appendix 

F). 

 

Table 4.7  

Type and Frequency of Rhetorical Moves of All Types of E-mail Messages in the 

Pretest and in the Posttest  

 

Type of move/ Frequency of Occurrence 

 Pretest (N=42)  Posttest (N=42) 

Body 
Move 1 Providing Background or references 10.88% (27) 12.90 % (32) 
Move 2  Expressing a purpose 16.53 % (41) 16.53 % (41) 
Move 3  expressing concerns 8.06 % (20) 12.09 % (30) 
Move 4  expressing gratitude 3.62% (9) 4.43 % (11) 
Move 5  offering extra information 6.04% (15) 52.4 % (22) 
Total 45.16% (112 ) 54.84 % (136) 
Grand total  100%(248) 

 

To examine any possible differences in rhetorical moves in relation to the type 

of    e-mail that the participants wrote in the pretest and in the posttest, the categories 

for specific moves used in the individual type of e-mail were examined independently.  

Results are shown in Table 4.8. 

 

Table 4.8  

Type and Frequency of Rhetorical Moves of Individual Types of E-mail Messages in 

the Pretest and in the Posttest  

 

Type/ 
 

Pretest Posttest 

 Frequency of Occurrence  Frequency of Occurrence 
 

 
 

T1 % T2 % T3 % T1 % T2 % T3 % 

Move 1: Providing 
Background info. or Ref. 

10 71.4 11 78.6 6 42.9 13 92.9 12 85.7 7 50 
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Move 2: Stating 
communicative purpose 

14 100 13 92.9 14 100 14 100 13 92.9 14 100 

Move 3 : Expressing 
concerns 

6 
 

42.9 7 50 7 50 7 50 11 78.6 12 85.7 

Move 4: Expressing 
gratitude 

8 
 

57.1 0 0 1 7.1 9 64.3 1 7.1 1 7.1 

Move 5: Offering extra 
information 
 

7 50 4 28.6 4 28.6 5 35.7 9 64.3 8 57.1 

 

As shown in Table 4.8, the participants used a similar number of Move 2 

(expressing the communicative purpose) in all types of e-mail. Also, the same number 

of this move was used in the pretest and in the posttest e-mails. Since this move was 

used to state the purpose of the e-mail, it is clearly seen that all participants were 

successful in stating the purpose of their e-mail writing.  

In e-mail Type 1, Action/Information Request, the typical moves were Move 2 

(Stating the communicative purpose), Move 1 (Providing Background info. or 

References) and Move 4 (Expressing gratitude). The frequency of occurrence of these 

typical moves in the e-mail Type 1 was higher in the posttest (64.3%) than the pretest 

(57.1%). 

In e-mail Type 2, Information Response/Sharing, the typical moves were 

Move 2 (Stating the communicative purpose), Move 1 (Providing Background info. or 

References) and Move 3 (Expressing concerns). The frequency of occurrence of these 

typical moves in the e-mail Type 2 was higher in the posttest (78.6%) than in the 

pretest (50%). It should also be noticed that Move 4 was least used in e-mail Type 2. 

Finally, in e-mail Type 3, Status Update, the typical moves were Move 2 

(Stating the communicative purpose), Move 3 (Expressing concerns) and Move 5 

(Offering extra information). Similarly, the posttest yielded more frequency (85.7%) 

than in the pretest (50%). 
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The examples of these major moves were as follows: 

 

To provide further exemplification of the e-mail quality showing the 

participants’ writing improvement, the researcher examined specific parts of the e-

mails in terms of appropriateness and politeness as demonstrated in the next section. 

4.3.1.3 E-mail Appropriateness: Qualitative Analysis. Business e-mail 

and presentation have their own conventions including certain levels of 

appropriateness and politeness known by corporate users. In e-mail, in general, there 

are certain rules or “netiquette” that users have to abide by (Shea, 2004).  People in 

business also have to follow these rules.  However, since business e-mail has more 

specific purposes as exemplified in the three types of e-mail being studied, the generic 

features and specific purposes have to be made very precisely in the message. Thus, it 

is necessary to see how these participants improve their writing by putting the 

appropriateness into practice. 

The appropriateness in an e-mail can be determined by 1) the inclusion of 

required specific features, 2) the specific subject line stating explicit purpose, 3) 

appropriate use of specific moves in individual types of e-mail 4) appropriate use of 

opening salutation, and 5) closing salutation. 

a) Generic Features of E-mail. The types and frequency of generic 

features of e-mail written as the pretest and posttest analyzed manifestly.  The results 

are shown in Table 4.9. 

 

Table 4.9  

Type and Frequency of E-mail Generic Features of all Three Types of E-mail 

(T1,T2,T3)  in the Pretest and the Posttest  
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E-mail Feature Frequency of occurrence 

 Pretest (n=42) Posttest (n=42) 
 T1 

% 
T2 
% 

T3 % Total 
% 

T1 
% 

T2 
% 

T3 % Total % 

Header 
From      2.3%(

1) 
19.4%
(8) 

19.4%
(8) 

40.4%
(17) 

Date     21.4%
(9) 

19.4%
(8) 

21.4%
(9) 

61.9(2
6) 

To 28.5% 
(12) 

30.9%
(13) 

30.9%
(13) 

90.4%
38 

33.3%
(14) 

30.9%
(13) 

28.5% 
(12) 

92.8%
(39) 

Subject 23.8%
(10) 

26.1%
(11) 

26.1%
(11) 

76.1%
(32) 

30.9%
(13) 

30.9%
(13) 

30.9%
(13) 

92.8%
(39) 

Opening Salutation 
Recipient’s name 
and title 

21.4%
(9) 

28.5%
(12) 

28.5% 
(12) 

78.5 
(33) 

30.9%
(13) 

33.3%
(14) 

33.3%
(14) 

97.6%
(41) 

Dear  16.6%
(7) 

21.4%
(9) 

26.1%
(11) 

64.2%
(27) 

30.9%
(13) 

33.3%
(14) 

33.3%
(14) 

97.6%
(41) 

hi (hello) 2.3% 
(1) 

- - 2.3% 
(1) 

- - - - 

Punctuation  11.9%
(5) 

19.4%
(8) 

14.2%
(6) 

45.2%
(19) 

21.4%
(9) 

28.5% 
(12) 

26.1%
(11) 

76.1%
(32) 

Body 
Move 1 Providing  
Background or 
reference 

23.8%
(10) 

26.1%
(11) 

14.2% 
(6) 

64.2%
(27) 

30.9%
(13) 

28.5% 
(12) 

16.6%
(7) 

76.1 
(32) 

Move 2  Expressing  
a purpose 

33.3%
(14) 

30.9%
(13) 

33.3%
(14) 

97.6%
(41) 

33.3%
(14) 

30.9%
(13) 

33.3%
(14) 

97.6%
(41) 

Move 3  expressing  
concerns 

14.2% 
(6) 

16.6%
(7) 

16.6%
(7) 

47.6%
(20) 

16.6%
(7) 

26.1%
(11) 

28.5% 
(12) 

71.4%
(30) 

Move 4  expressing  
gratitude 

19.4%
(8) 

 2.3%(
1) 

21.4%
(9) 

21.4%
(9) 

2.3%(
1) 

2.3%(
1) 

26.1%
(11) 

Move 5  offering  
extra information 

16.6%
(7) 

9.5% 
(4) 

9.5% 
(4) 

35.7%
(15) 

11.9%
(5) 

21.4%
(9) 

19.4%
(8) 

52.3%
(22) 

Closing salutation 
Complimentary 
Close  

21.4%
(9) 

23.8%
(10) 

23.8%
(10) 

69.0%
(29) 

19.4%
(8) 

33.3%
(14) 

28.5% 
(12) 

80.9%
(34) 

Signature 9.5%(
4) 

16.6%
(7) 

14.2% 
(6) 

40.7(1
7) 

16.6%
(7) 

33.3%
(14) 

28.5% 
(12) 

78.5%
(33) 

Total 102 105 101 308 135 156 147 438 
    308    438 
    41.28%    58.71% 

 

As shown in Table 4.9, the participants included a greater number of features 

in the posttest than in the pretest. In the e-mail header section, the majority of the 

participants included all four sub-sections in the posttest whereas only two-To and 

Subject, were included in the pretest. Besides, the frequency of usage of these two 
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sub-sections was higher in the posttest than in the pretest.  In the Opening Salutation 

section, even if all sub-sections were included; the frequencies of usage in the posttest 

were higher than the ones in the pretest.  In the body section yielding the e-mail 

content, categorized using moves, not only were all sub-sections included in both the 

pretest and in the posttest, but also the  frequencies of usage were the same or higher 

in the posttest than in the pretest.  In the last section of e-mail, closing salutation, 

again the frequency of its usage in the posttest was higher than in the pretest. As a 

whole, the participants included a greater number of these e-mail generic features in 

the posttest (58.71%) than in the pretest (41.28%).  These generic features are 

required for appropriateness of e-mail.  

b) The Appropriate Subject in the Subject Line. One particular 

manifestation of a netiquette e-mail is the use of appropriate subject in the subject line 

in the e-mail header section.  It is worth noticing that the subject is the only part that 

appears when a receiver receives an e-mail, besides the name of the sender.  Thus, it 

is important for the sender not only to include it in the e-mail but also it has to be 

written as clearly as possible to achieve the communicative purpose.  

The subject in the e-mail header summarizes the first rhetorical purpose of the 

e-mail in one phrase which is , in this research, requesting (E-mail Type1), responding 

or sharing information (E-mail Type 2) , or updating about one’s related work (E-mail 

Type 3).  Thus, the phrase used as the subject has to be written to make such a 

particular purpose.   

To analyze the appropriateness of the subject, the researcher categorized all 

subjects into four groups: 1) no subject (no), 2 not clear (NC), 3) less appropriate 
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(LA) and 4) appropriate (A).  The operational definitions and examples can be seen in 

Appendix L. 

The results of the analysis of the subjects that the participants wrote in the 

pretest and the posttest revealed a difference in terms of appropriateness of the 

subjects as seen in Table 4.10. 

 

Table 4.10  
Number of Subjects and Their Levels of Appropriateness in the Subject Line of All 
Three Types of E-mail 
 

 Pretest Posttest 

 No 
subject 

Not 
clear 

Less 
appropriate  

Appropriate  No 
subject 

Not 
clear 

Less 
appropriate  

Appropriate 

Type 1 3 3 2 6 1 - 2 11 
Type2 3 3 1 7 1 - 2 11 
Type3 4 2 3 5 1 - 2 11 
Total 10 8 6 18 3 - 6 33 
Percentage 23.8% 19 % 14.3% 42.8% 7.1% - 14.3% 78.6% 

 

From Table 4.10, 78.6% of all subjects in all three types of e-mail in the post- 

test were appropriate, whereas in the pretest, it was42.8%. The same number of the 

less appropriate subject (14.3 %) was in the pretest and the posttest.  The difference 

for the not clear one, which was 19% in the pretest was none in the posttest. 

Furthermore, there was only 7.1 % of no subject for the subject in the posttest, 

whereas it was 23.8% in the pretest. 

c) Appropriate Use of Moves.  The term “appropriateness” as related 

to language education can be varied. For example, it can be used to refer to texts, to 

literary forms chosen by a language educator for a language proficiency level, to 

communicate objectives or purposes such as the use of author’s evidence to support 

claims and assertions as in critique, and so on (California Department of Education, 
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1999). In this study, the term appropriateness was used to refer to appropriateness in 

relation to the objective or purpose of a text shown through expressions. An example 

of the appropriateness in relation to the objective or purpose of a text is that in 

requesting something from someone (the purpose), a sign of appropriateness is shown 

through an expression of gratitude such as “thank you”, “I appreciate it.”, etc. 

E-mail messages in this study were divided into three types based on 

their specific purposes.  Type 1, Action/Information Request had its main function as 

a sender made a request from a recipient for either some action or for certain 

information. Type 2, Information Responses/Sharing had its main purpose for a 

sender to provide a response that had been asked for or to share some information 

with the recipient.  Type 3, Status Update had its main function of reporting what one 

had done or what was being done, and possibly what was planning to be done in the 

future.  To find whether the participants had differentiated these different specific 

purposes in these three types of e-mail and if they did, how they arranged them, the 

researcher analyzed all 84 e-mail messages.  The results are presented in Table 4.11. 

 

Table 4.11  
Types and Frequency of Moves Used in Individual Types of E-mail in the Pretest and 
the Posttest 
 

 Frequency of Occurrence  % 
 

Type of move 
 

T1Pre 
N=14 

T1Post 
N=14 

T2Pre 
N=14 

T2Post 
N=14 

T3Pre 
N=14 

T3Post 
N=14 

Move 1: Providing Background info.or Ref. 71.4 92.9 78.6 85.7 42.9 50 
Move 2: Stating communicative purpose 100 100 92.9 92.9 100 100 
Move 3: Expressing concerns 42.9 50 50 78.6 50 85.7 
Move 4: Expressing gratitude 57.1 64.3 0 7.1 7.1 7.1 
Move 5: Offering extra information 
 

50 35.7 28.6 64.3 28.6 57.1 
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As illustrated in Table 4.11, from an overall perspective, Move 2 was used 

most frequently in all types of e-mail both in the pretest and the posttest. This was the 

only move that was almost 100% used. This move indicated that the participants 

informed the e-mail’s recipient the purpose of their writing. The other moves, 

however, were used differently in terms of frequency of occurrence in the pretest and 

in the posttest. To elaborate, a higher number of these five corresponding moves was 

used in the posttest than in the pretest. Such a difference revealed that the majority of 

the participants included more moves in their e-mails after attending the course. The 

inclusion of the typical moves in a specific type of e-mail is the sign of 

appropriateness demonstration (Ford, 2002). 

In conclusion, there are two main points described in this section. 

Firstly, there were typical moves used uniquely in each type of e-mail, and secondly, 

there were a greater higher number of these typical moves used in the posttest than in 

the pretest. The first point referred to the appropriateness of the use of e-mail. The 

second point, on the other hand, indicated that the posttest e-mails were more 

appropriately used than the pretest of the same type. 

d) Appropriate Use of Opening and Closing Salutation. The opening 

salutation in an e-mail refers to the way the e-mail sender addresses the recipient.  

From the manifest rhetorical analysis of the opening salutation, the researcher found 

that the participants had used a wide range of the opening salutation as shown in 

Table 4.12.  

The appropriate opening salutation for people in the same rank 

commonly used should be “dear + recipient name”.  The results of the analysis of the 
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varieties of opening salutation used in all 84 e-mail messages can be seen in Table 

4.12. 
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Table 4.12  
Varieties and Ranking of Opening Salutation in 3 Types of E-mail 
 

 Pretest Posttest 
Type of Opening Salutation in E-
mail  

T1 
N=14 

T2 
N=14 

T3 
N=14 

Total 
N= 42 

T1 
N=14 

T2 
N=14 

T3 
N=14 

Total 
N= 42 

1.Dear + Recipient’s name,      7 3 2 28.4% (12) 6 4 6 38% (16) 
2.Dear + Generic name(e.g. all, team),      1 2 7 23.8 % (10) 0 6 5 26.1 % (11) 
3. To + Recipient’s title,            1 7 2 23.8 % (10) 0 3 3 14.2% (6) 
4. Dear + Recipient’s title,       2 0 0 4.7% (2) 2 0 0 4.7% (2) 
5. To + Generic name,                 0 0 1 2..3% (1) 5 0 0 11.9 %(5) 
6. To + Recipient’s name,         1 0 0 2.3% (1) 0 1 0 2.3% (1)1 
7. Hi + recipient’s name       1 0 0 2.3% (1) 1 0 0 2.3% (1) 
8. Recipient’s title,                    0 1 0 2.3% (1) 0 0 0 0 
9. None 1 1 1 7.5 %(3) 0 0 0 0 

 

As shown in Table 4.12, ranking the opening salutation from the most to the 

least popular of all eight ways of using the opening salutation, we can see that the first 

four most popular ones used in both the pretest and the posttest were as follows: 

1.  “Dear + Recipient’s name”, 28.4% in the pretest and 38% in the posttest. 

2.  “Dear + generic name (e.g. all, team)”, 23.6% in the pretest and 26.1% in 

the posttest.   

3.  “To + Recipient’s title,” 23.8 % in the pretest and 14.2% in the posttest. 

4.  “Dear + Recipient’s title (e.g. Manager, Outbound Team), 4.7 % in both 

tests.   

 Table 4.12 also shows that the frequencies of use in the post test were higher 

than the ones in the pretest. 

 
4.3.1.4 Politeness in E-mail: Qualitative 

Politeness encompasses more than the mannered etiquette of an 

e-mail. It is relative to the central role of self-image or the notion of face (Brown and 

Levinson, 1987 cited in Felix-Brasdefer, 2005) in interaction since we are social 

“actors”. In everyday life, when we perform our duty, we always want to present our 



 105 

positive relationship with others at work and in the meantime we seek to create certain 

impressions in others to appear competent in our own responsibilities and our 

performances.  In addition, we want to be perceived to be helpful and supportive of 

others’ performances. 

In writing business e-mail, the politeness can be seen clearly from the opening 

salutation and in the closing salutation. In the opening salutation, politeness can be 

seen in the inclusion of the word, “dear”  followed by the name or title of the 

recipient.  And in the closing salutation, politeness can be seen in the inclusion of 

such word as “regards”, “best regards”. Analyzing individual types of e-mail , E-

mail Type 1, Action/Information Request, E-mail Type 2, Information 

Response/Sharing, and E-mail Type 3, Status Update, the researcher found that the 

participants expressed their politeness by including such words and/or the phrases in 

their opening salutation and their closing salutation as shown in Table 4.13, and 4.14 

respectively. 

 

Table 4.13 
Number and Types of Politeness Features Illustrated in Opening Salutation of 
Individual Type of E-mail in Pretest and Posttest 
 

 Pretest Posttest 
Type of Opening Salutation in E-mail  T1 

N=14 
T2 
N=14 

T3 
N= 14 

Total 
N= 42 

T1 
N= 14 

T2 
N= 14 

T3 
N= 14 

Total 
N= 42 

Dear + Recipient’s name,      7 3 2 28.4% (12) 6 4 6 38% (16) 
Dear + Generic name(e.g. all, 
team),       

1 2 7 23.8 % (10) 0 6 5 26.1 % (11) 

Dear + Recipient’s title,       2 0 0 4.7% (2) 2 0 0 4.7% (2) 
to + Recipient’s title,            1 7 2 23.8 % (10) 0 3 3 14.2% (6) 
To + Generic name,                 0 0 1 2..3% (1) 5 0 0 11.9 %(5) 
To + Recipient’s name,         1 0 0 2.3% (1) 0 1 0 2.3% (1)1 
Hi + recipient’s name       1 0 0 2.3% (1) 1 0 0 2.3% (1) 
Recipient’s title,                    0 1 0 2.3% (1) 0 0 0 0 
None 1 1 1 7.5 %(3) 0 0 0 0 
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Table 4.13 shows the participants expressed their politeness through the 

opening salutation in their e-mail writing both in the pretest and in the posttest.  

However, the number of their use in these tests was not the same. The majority number 

of features of politeness was “Dear + Recipient’s name”.  It was 28.4 % in the pretest 

and 38 % in the posttest.  The second most was “Dear + generic name (such as all, 

team)”.  It was 23.8% in the pres-test and 26.1 % in the posttest.  And the last one was 

“Dear + recipient’s title or position (e.g. Operation team, Shift S&T)”.  It was 4.7% in 

both tests. 

 The politeness feature expressed in the closing salutation is shown in Table 

4.14. 

 

Table 4.14 
 
Number and Types of Politeness Features Illustrated in Closing Salutation of 
Individual Type of E-mail 
 

 Pretest Posttest 

Subject/ 

Type of Opening- Closing 

Salutation 

T1 

N= 14 

T2 

N=  14 

T3 

N=  14 

Total 

N= 42 

T1 

N=  14 

T2 

N=  14 

T3 

N=  14 

Total 

N= 42 

Best Regard (s), 8 7 9 57.1% (24) 8 12 12 76.1% (32) 

Regards, 1 1 1 7.1% (3) 4 2 0 14.2% (6) 

Warm regard-  0 1 1 4.7% (2) 0 0 0 0 

None 5 6 3 33.3% (14) 2 0 2 9.5% (4)  

 

As shown in Table 4.14, in business e-mail, the most commonly used phrase 

showing politeness in the closing salutation is “best regards”. However, the number of      

e-mails that included this phrase in the pretest (57.19%) was less than in the posttest 

(76.1%). Table 4.14 also shows that 33.3% of the e-mails in the pretest did not include 
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any closing salutation, whereas in the posttest only 9.5% was found. The information 

indicates that the participants wrote their e-mail more appropriately after attending the 

course. 

 

4.3.2 Sub-question 2: Did the participants in the Integrated English for 

Business Purposes (EBP) course improve their business presentation writing? 

Before the participants started the first presentation session, they did the 

pretest by writing a set of presentation slides explaining a work-related context, as if 

they were using a Microsoft PowerPoint. This presentation with a specific purpose of 

“informing someone of something” was chosen based on the participants’ preference 

as the most frequently performed in their current job responsibilities. 

The first main source of data to respond to this second sub-question was 

the comparison between the scores from the pretest and the post test rated by three 

raters.  The reliability among them was calculated using Cronbach Alpha. The mean 

difference was significant at the .05 level. The reliability index was .6940 indicating 

acceptable consistency of rating. T-test was then used to analyze the relationship 

between the pretest and posttest. The obtained result is shown in Table 4.15.  

 

Table 4.15 

Data Analysis Showing Significant Improvement in Presentation Writing from the 
Pretest and the Post test 
 

 N ỹ S đ Sd t df p 

Pretest 14 34.00  4.082 8.62 3.969 7.826 13 .000 

Posttest 14 42.60 3.070      
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As shown in Table 4.15, there was a significant difference (t =7.826, p = .000) 

between the pretest and the post test of the presentation writing. It is apparent that the 

participants attending the EBP workshop had improved in their presentation writing 

significantly at the statistical level of .05.  

4.3.2.1 Rhetorical Analysis of the Presentation Slides. To 

supplement the answer to the second sub-question, whether or not the participants had 

improved in their presentation writing after attending the EBP workshop, the data 

from the participants’ presentation slides written as the pretest and the post -test were 

further analyzed based on the rhetorical functions (Swales, 1990).  The results were in 

quantitative and qualitative terms.  The data from this analysis would help to broaden 

our understanding of the participants’ presentation writing improvement in at least 

four distinctive ways.  First, the data would reveal how fluent the participants could 

write their presentation via the numbers of slides per presentation within the 

designated time. Secondly, they would reflect how the participants exercised their 

logical thinking as appearing in the organization of their presentation.  Furthermore, 

they would exemplify appropriateness of language use shown in the title of the slides. 

Finally, they would show their politeness expressed at the ending of the slides. 

a) Number of the Presentation Slides: Quantitative Analysis. The 

quantitative analysis of the presentation slides revealed the number of slides written as 

the pretest and the posttest.  

A total of 169 slides resulted from the manual counts of all the 

participants’ presentation slides. This count was easy because of the concreteness of 

the slides resembling Microsoft PowerPoint ones.  This count yielded the number of 



 109 

the slides per presentation as shown in Table 4.16.  There were 13 participants who 

were able to do both the pretest and the post test. 

Table 4.16  

Number of the Presentation Slides Written as the Pretest and the Posttest   

# of slide/ 
name 

1 
wan 

2 
th 

3 
thi  

4 
su 

5 
Si 

6 
sam

7 
sup 

8 
on 

9 
lin 

10
kr 

11 
gus 

12 
gal 

13
ch 

total % Mode 
 

 
Pretest 5 6 5 6 6 11 4 4 4 5 4 6 4 70 41.4 4 5.38 
Posttest 8 10 8 5 6 8 8 7 7 9 6 10 7 99 58.6 8 7.76 
              169    

 

Table 4.16 shows different numbers of the presentation slides in the pretest 

and in the posttest. This difference in number of the presentation slides revealed their 

different format. The total number of the slides was 169.  The number of the slides in 

the post- test (58.6%) was higher than the one in the pretest (41.4%).  The mode of the 

presentation slides in the pretest was 4 (meaning that the majority of the participants 

included only 4 slides), whereas the ones in the posttest were 8.  The range of the 

presentation slides in the pretest (from 4-11) was wider than in the post test (5-10). 

And, the average number of the presentation slides in the posttest (7.76) was higher 

than the ones in the pretest (5.38%).  The results showing the different numbers of the 

presentation slides that the participants wrote in the pretest and the posttest indicated 

the improvement in their presentation writing.  

b) The Appropriateness and Politeness in Presentation: Qualitative 

Analysis. The appropriateness of the presentation materials can be shown in at least 

three main features: 1) The title of the presentation, 2) the organization of the 
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presentation slides showing the introduction, the body and the conclusion, and 3) the 

appropriate information in the individual parts of the presentation. 

• Appropriateness of the Title of the Presentation. In the 

participants’ presentation slides written as the pretest and the posttest, there were 

different levels of appropriateness shown in the titles of their presentations as shown 

in Table 4.17. 

 

Table 4.17  

Number of the Level of Appropriateness Shown in the Title of the Presentation Slides 
in the Pretest and in the Posttest 
 

Pretest Level of appropriateness Posttest Level of appropriateness 
 Not 

Clear 
Less 
Appro-
priate 

Appro-
priate 

 Not 
Clear 

Less 
Appro-
priate 

Appro-
priate 

1. Wan  /  1. Wan   / 
2. Th  /  2. Th   / 
3. Thi  /  3. Thi   / 
4. Su   / 4. Su   / 
5. Siri   / 5. Siri   / 
6. Som   / 6. Som   / 
7. Supa /   7. Supa   / 
8. On  /  8. On   / 
9. Lin  /  9. Lin   / 
10. Kr  /  10. Kr  /  
11.Gus   / 11.Gus  /  
12.Gal   / 12.Gal   / 
13.Cha   / 13.Cha   / 
Total 7.6 (1) 46. 1% 

(6) 
46. 1% 
(6) 

Total 0 15.3% 
(2) 

84.6% 
(11) 

 
 

As seen in Table 4.17, more appropriate titles (84.6% or 11 counts) were in 

the posttest presentations than the ones in the pretest (46.1% or 6 counts). Indeed, in 

the pretest, there were almost the same number of the appropriate and the less 

appropriate titles. In the posttest, however, there were only 2 or 15.3% of the less 

appropriate ones. This less appropriate title referred to the ones that needed a slight 
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change in order to become appropriate ones.  Besides, in the pretest presentations, 

there were almost half of the less appropriate ones, and a “not clear” one.  The latter 

was the one that needed a major revision in order to become appropriate.    

Some examples of the titles with different levels of appropriateness are shown 

as follows: 

Unclear title:    WORD PET           (pre7Supa) 

  

Less appropriate titles:   Supply Meeting P8W4         (pre10Kr)   
   Update Database Project         (Pre1Wan)  
   Purchasing process          (Pre2Th)  
   Supply Performance P7         (Post10Kr)  

 
Appropriate titles:  Mycotoxin Testing Update          (Post1Wan)
   

   Intercompary Billing Process          (Post2Th)    
Summary Dry Plant Performance Quarter 2  (Post6Som) 

   
Laboratory Safety Audit August, 2005         (Post3Thi)   

 

• Appropriateness in the Organization of the Presentation 

Slides. The specific information in each slide of the presentation reveals the formal 

structure of the presentation.  Analyzing the presentation slides written as the pretest 

and the post test of these participants yielded at least three interesting points: 1) the 

information in individual slides,  2) the organization of the presentation and 3) the 

appropriateness of the presentation structure inclusive of introduction, body and the 

conclusion.  The findings are demonstrated in the following section. 

Table 4.18  

Information in Individual Presentation Slides of the Pretest  
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# of 
slide/ 
name 

1st 
 

2nd 
 

3rd 
 

4th 
 

5th 
 

6th 
 

7th 
 

8th 
 

9th 
 

10th 
 

11th 
 

total 

1. Wan title C1 C2 C3 C4       5 
2. Th title C1 C2 C3 C4 C5      6 
3. Thi title C1 C2 C3 C4       5 
4. Su title What about? 

=agenda 
C1 C2 C3 Q      6 

5. Siri title agenda C C C concl      6 
6. Som title C1 C1.2 C2 C2.2 C2.3 C3 C4 C5 Next 

step 
Support 
needed 

11 

7. Supa title C1 C2 C3        4 
8. On title C1 C2 C3        4 
9. Lin title C1 C2 sum        4 
10. Kr title agenda C1 C2 C3       5 
11.Gus title C1 C2 sum        4 
12.Gal title C1 C2 C3 C4 QA      6 
13.Cha title C1 C2 C3        4 
TOTAL 13 13 13 13 8 5 1 1 1 1 1  

 
From Table 4.18, all of the participants included the title of the presentation in 

the first slide.  In the second slide, only three of the participants included “agenda”, 

even though one used a different term, “What we are talking about”.  The rest of 

them (61.53 % (8)) did not include the agenda or outline of the presentation.   

It should be noticed that none of them included the purpose or the objective of 

the presentation.  In the rest of the slides, there was all the content of the presentation.  

Also, almost half of the presentation ended with no ending slides. Only six 

presentations had the ending slide(s).  The information in these ending slides included 

question and answer session (Pre4Su, Pre12Gal), conclusion (Pre5Siri), summary 

(Pre9Lin, Pre11Gus), and next step and support (Pre6Sam) referring to the future 

work plan and support needed. 

However, the information from the presentation slides in the post test showed 

different results from the ones in the pretest, as illustrated in Table 4.19 

 

Table 4.19  
 
Information in Individual Presentation Slides of the Posttest 
 

# of slide/ 1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th Total 
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name           
1. Wan title agenda C1 C2 C3 update QA thank   8 
2. Th title C1 C2 C3 C3.1 C3.2 C3.3 C4 concl thank 10 
3. Thi title agenda C1 C2 C3 C4 C5 timeline   8 
4. Su title agenda C1 C2 sum      5 
5. Siri title agenda C1 C2 C3 C4 Concl. Next 

step 
  8 

6. Som title agenda C1 C2 C3 Concl.     6 
7. Supa title agenda C1 C2 C3 C4 C5 QA/ 

thank 
  8 

8. On title C1 C2 C3 C4 C5 Sum/ 
thank 

   7 

9. Lin title agenda C1 C2 C3 action Next 
step 

   7 

10. Kr title agenda C1 C2 C3 C4 C5 C6 Sum/ 
action 
steps 

 9 

11.Gus title agenda C1 C2 C3 Status 
update 

    6 

12.Gal title agenda C1 C2 C3 C4 C5 C6 action Info/ 
thank 

10 

13.Cha title agenda C1 C1.1 C2 C2.2 C3    7 
 

In Table 4.19, the first slide of all of the presentation (100%) was the title. 

84.61% of the second slide was the agenda.  The rest of the middle slides then 

became the content or the body of the presentation described below.  As for the 

ending slide, only one of the presentations did not include it. The rest of them 

contained the ending slide(s) of some kinds as listing from the most popularity to the 

least: future action ( Post3Thira, Post5Siri, Post9Lin, Post10Kr, Post12Gal), summary 

(Post4Su, Post8On, Post10Hr) or conclusion (Post2Th), question and answer session 

(Post1Wan, Post7Supa), and status update ( Post1Wan, Post12Gal).  In addition, the 

majority of the participants showed politeness by adding thanking at the end of the 

presentation ( Post1Wan, Post2Th, Post7Supa, Post8On, Post12Gal). 

 Comparing the organization of slides in the participants’ pretest and post test, 

it is clear that the organization of the presentations was not the same. In the pretest, 

the introductory part usually included only the title and went straight to the main 

content and ended without having any ending slide(s).  In contrast, the presentation 

slides in the posttest were quite complete in having the appropriate number of slides.  
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For example, in the introduction, the majority of them had the title, and the agenda.  

As for the content, almost all of them had at least three main points.  And all of them 

ended with some kind of ending.  It is quite clear that the presentation slides in the 

posttest were better organized than the pretest counterpart. Thus, all these features in 

the presentation slides showed that the participants had improved their presentation 

writing.  

• Politeness Shown in the Ending Section of the Presentation 

Slides. Apart from the appropriateness described above, another feature worth 

mentioning which can be either considered as part of the appropriateness or as the 

politeness can be seen in the “thanking” slide in the ending part. Presenters commonly 

thank the audience for their attentiveness in the presentation. Interestingly, none of the 

pretest included this slide in the ending part, whereas almost half of them did in the 

posttest as shown in Table 4.19.  

4.3.3 Sub-question 3: What perceptions towards the English for Business 

Purposes (EBP) course did the participants have? 

The third and the final part of the findings of this study deals with the 

participants’ self reflection towards the EBP course.  In particular, this qualitative 

component fleshed out the participants’ experience in richer detail, thereby helping us 

to understand the course experiences that increased their capacity in business writing.   

The data from the participants’ self-reflection, both qualitative and 

quantitative ones, were collected and analyzed concurrently throughout the study as 

referred by Creswell (1994) as “simultaneous triangulation” (p.182). During the four 

sessions, three hours each of business e-mail and three sessions of business 

presentation, again with three hours each, the participants were requested to complete 
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a self-reflection sheet at the end of each session.  They were asked to provide 

feedback/input regarding the knowledge they had obtained during each class, what 

they believed to be their strengths and weaknesses, whether or not they were satisfied 

with the class including reasons, and whether or not they believed the materials 

provided were sufficient to their needs. This reflection sheet was designed not only to 

help the participants digest what they had learned and reminded themselves what else 

they needed to learn in order to achieve their learning objectives, it was also meant to 

provide formative feedback very fruitful for the researcher as it was an important tool 

to reflect whether or not the tasks carried out during the classes, and the materials 

provided were effective to the participant’s expectations.  

The researcher gained enormously from the participants’ self-reflection 

for the EBP course improvement. Baring in mind that providing the participants with 

the chance to express ‘feedback’ and ‘ask’ for what was insufficient, the researcher 

examined the participants’ self-reflection sheets very carefully at the end of each 

session, and determined what needed to be done in order to fulfill the expectations of 

the participants.  Besides, if there were any points unclear, she clarified them with the 

participants any time she had the opportunity to do so.  Inquiries and concerns which 

the participants expressed through the self-reflection sheets provide the researcher 

with a better understanding of what had been unsatisfied or what could be done better.  

Thus, the careful analysis of the self-reflection sheets gave the researcher a second 

chance to improve in the following class. For example, when the researcher found out 

that the participants would like more chance to practice and learn from peers as well 

as to have more examples of real e-mails, the following class began with a review of 

last week’s class exercise with explanations from the trainer where the participants 
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went wrong and how to make corrections. The individual participants received a copy 

of all the classmates’ work with correction notes from the trainer so that  they can 

keep for their own personal references as additional examples, as well as the examples 

of good e-mails provided in the original course materials. Thus the self-reflection, 

indeed, gave the researcher better ideas for revising the lesson plan so that the 

participants felt very satisfied with the workshop activities and felt encouraged to 

participate in doing them attentively. 

4.3.3.1 The Participants’ Satisfaction towards the Overall EBP Course. At 

this point, it is worth noting that all the participants had replied that they were fully 

satisfied with their learning outcomes. Each participant described the reason for their 

satisfaction at the end of the course differently. Some participants had actually 

described that they believed now they could write better than they used to. Some 

participants reflected that they had many good examples of writing that they could use 

for future references. 

4.3.3.2 The Participants' Evaluation of Writing Concept and 

Business  

E-mail Session. This section describes how the participants reflected on the business       

e-mail part of the course.  These reflections were divided into six parts: 1) the course 

evaluation comprising of five topics, 2) the participant’s most favorite class activities,     

3) the application of knowledge learned in class to the participants’ responsibilities at 

work, 4) the most useful class materials, 5) the appropriateness of the course for adult 

learners at work, and 6) the participants’ suggestions for the course improvement. 

These responses were received from all fourteen participants. .The results from the 
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thematic analysis of the participants’ reflection on the business e-mail section are 

shown as follows: 

 

Topic 1: Lecture followed by real life examples and class room discussions 
 
Topics 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

1.1 Writing in school vs writing at 
work concepts, and writing steps 
guideline. 

  2 
(14%) 

10 
(72%) 

2 
(14%) 

1.2 Concept of e-mail in the 
workplace (purposes of e-mail, 
composing an effective e-mail) 
with implication to real life 
situations and examples. 

   5 
(36%) 

9 
(64%) 

 
 

The participants commented that attending the EBP workshop made them 

finally understand the differences between the two writing styles: writing in school 

and writing at work.  They understood more about the business genres which took 

place at work and believed that they could write more effectively and confidently.  

 
Topic 2: Participants group activities & class discussions 

 
Activities 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

2.  Beginning with a discussion and 
brainstorming session about 
problems with your e-mail at 
work on the first class, and 
concluding with a discussion and 
brainstorming session about the 
solutions to those problems on 
the previous class. 

   8 
(57%) 

6 
(43%) 
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The activities conducted in class and the discussion sessions helped the 

participant to be aware of the e-mail problems that they were facing in the workplace 

and allowed them chances to provide input on how they believed the problems could 

be solved. This also gave them an opportunity to learn from others, be more involved 

and be more convinced how others have used certain techniques previously in dealing 

with their writing problems. Thus, they ascertained that what they had learned would 

eventually help them to become more confident in managing their writing difficulties 

in the future. The details of participants’ comments can be found in the Appendix L. 

 
Topic 3: Lecture topics 

 
Topics 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

n/a 

3.1 Grammar lessons related to 
business communications 
in general (for example 
verb chart, active vs 
passive voice, phrasal 
verb, verbs with auxiliary, 
sentence structures, etc.) 

   10 
(72%) 

4 
(28%) 

 

3.2 Types of business e-mail 
with analysis on e-mail 
structures and moves (e-
mail type 1-2-3), examples 
for each type are provided. 

   7 
(50%) 

6 
(43%) 

1 
(7%) 

 

The participants liked the way that grammar points were transformed into 

charts that were easy to understand and remember. The verb chart, in particular, was 

highly appreciated because it was applicable to all kinds of writing tasks. It also 

helped them see the overall picture of how grammar works. When the genre analysis 

was applied to teach participants to write business e-mails, a number of samples were 
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selected to demonstrate how e-mails should be composed in appropriate ways. These 

e-mail samples were highly appreciated by the participants as they not only helped 

them better understand the e-mail genre (the structures, purposes, moves, etc.) but it 

also provided clarity of how each category of e-mail differed from each other. This 

was helpful to the participants because they could see the benefits of the gained 

knowledge in their real work situations.  

 

Topic 4: Class Exercises and Homework 

Activities 1 

least 

satisfied 

2 

some-what 

satisfied 

3 

moderately  

satisfied 

4 

very 

satisfied 

5 

most        

satisfied 

n/a 

4.1  Homework about grammar 
and class exercises about 
sentences & fragments 
analysis 

  3 
(21%) 

8 
(58%) 

3 
(21%) 

 

4.2  Doing short exercises in 
pairs on “clarify the 
purpose of e-mail” and 
“writing with your 
audience in mind”. 

  1 
(7%) 

6 
(43%) 

7 
(50%) 

 

4.3  In pairs or groups of three,  
       practice writing one own     

e-mails for each type. 

   7 
(50%) 

6 
(43%) 

1 
(7%) 

 

The class exercises and homework helped the participants review what they 

had learned in class and helped them practice using the skills they had learned in the 

real context. The participants appreciated these exercises because they helped them 

understand how to write better, including diagnosing their mistakes from ‘learning by 

doing’ activities. 

Topic 5: Trainer and/or Peer Responses 

 
Activities 1 2 3 4 5 n/a 
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least 
satisfied 

somewhat 
satisfied 

moderately 
satisfied 

very 
satisfied 

most 
satisfied 

5.1 In a following class, a 
trainer      provided a 
follow-up session to 
explain and make 
corrections to the tasks 
performed in the previous 
class exercises and 
assignments. Each 
participant      received a 
revised version of 
everyone’s work as a set 
of examples. Corrections 
are highlighted for 
participants to learn what 
and how they went wrong. 
Participants are allowed to 
ask questions to clarify 
where they do not fully 
understand. 

   8 
(57%) 

5 
(40%) 

1 
(7%) 

5.2  Throughout the whole 
course, a trainer provided 
an opportunity for the 
participants to ask 
questions, clarify 
concerns, etc. while the 
trainer help by providing 
answers  or emphasize on 
related key points. Topics 
of discussions are, for 
example, differences 
between each type of e-
mails, grammar, 
appropriateness of words 
and phrases, reapplication 
of the knowledge into real 
work situations. 

   6 
(43%) 

7 
(50%) 

1 
(7%) 

 

The discussion sessions were appreciated because it provided the trainer and 

participants with chances to clarify particular concerns in an interactive and informal 

style during question and answer sessions. The clear explanations with examples 
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helped clarify the majority of queries of the participants. They stated that they 

understood the explanations well. 

In summary, the participants were fully satisfied with the course activities 

particularly the group activities and class discussions, the lecture topics and the trainer 

and/or peer responses where learners have rated these activities as either very satisfied 

or most satisfied. 

 
4.3.3.3 The Participants’ Evaluation of the Business Presentation Session. 

This section describes how the participants reflected on the business presentation 

section, which was the second part of the course. Similar to the business e-mail 

section, the reflections involving the business presentation were divided into six parts 

as follows: the course evaluation comprising of five topics, the participant’s most 

favorite class activities, the application of knowledge learned in class to the 

participant’s responsibilities at work, the most useful class materials, the 

appropriateness of the course for adult learners at work, and the participant’s 

suggestions for the course improvement. All fourteen participants responded to the 

evaluation of the business presentation session.  The results from the thematic 

analysis of the participants’ reflection on the business presentation section are shown 

as follows: 

 
Topic 1 - Lecture Followed by Real Life Examples and Class Discussions 

 
Topics 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

1.1 Concept of presentation in the 
workplace (importance of 
presentation at work, composing 

   6 
(43%) 

8 
(57%) 
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an effective presentation) with 
implications to real life situations 
and examples 

 

The participants stated that they believed that the lecture session on business 

presentation helped them understand the concept of doing the presentation better. 

They also became more insightful about various purposes of doing presentation. They 

also added that these concepts and understanding could be applied to their work so 

that they could do their job more effectively.  

Topic 2 – Participants’ Group Activities and Class Discussions 

 
Topics 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

2.1 Discussing and brainstorming 
about writing problems 
encountered at work (for the 
selected genre) on the first class, 
and discussing and 
brainstorming on solutions to the 
problems on the last class. 

   7 
(50%) 

7 
(50%) 

 

The participants liked the discussion and brainstorming sessions as they 

helped them become aware of the problems, and equipped them with knowledge to 

solve linguistic problems which they might encounter in the future. 

 
Topic 3: Lecture Topics 

 
Topics 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

3.1 Going through types of business 
presentation with analysis of 
their structure and moves (Type 
1-2-3) with examples. 

   8 
(57%) 

6 
(43%) 
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The genre analysis of the presentation was appreciated as the participants 

could use them as guidelines for their own preparation. They could also refer to them 

frequently as examples of effective presentations in the future. 
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Topic 4: Class Exercises and Homework 

 
Activities 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

4.1 Individually, participants were  
      requested to practice preparing  
      their presentations before they  
      learn about presentation structures  
      and moves, and revise them  
      afterward. 

  3 
(20%) 

7 
(50%) 

4 
(30%) 
 

4.2 In pairs or groups of three,  
      participants were requested to  
       practice writing/preparing each    

type of presentation. 

   5 
(35%) 

9 
(65%) 

 

In general, participants liked the fact that they could compare their 

performance before and after they learned how to write because they got a chance to 

really understand their weaknesses and see how they could be resolved. They also 

preferred working collaboratively in small groups. However, for some participants, 

they felt that they needed more help from the trainer to write effectively. Above all, 

the majority of the participants highly appreciated the writing practice during the 

course because they thought they could apply what they had learned to do 

presentations more efficiently. 

 
Topic 5: Trainer and/or Peer Responses 

 
Activities 1 

least 
satisfied 

2 
some-
what 
satisfied 

3 
moderately 
satisfied 

4 
very 
satisfied 

5 
most 
satisfied 

5.1 Throughout the whole course, the 
      trainer provided opportunities for  
      the participants to ask questions,  
      clarify concerns, etc. and at the   

same time they received help 
from the trainer by providing 

  1 
(7%) 

5 
(36%) 

8 
(57%) 
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answers or emphasizing on 
related key points.  

 

The consistent explanations from the trainer helped the participants obtain 

clarity in any aspects where they were in doubt. The interaction approach allowed the 

participants to raise any points they were unsure of.  They felt satisfied with the 

explanations provided by the trainer as well as from their peers. 

4.3.3.4 The participants’ Preferences of the EBP Activities. Participants 

were asked which activity(s) they liked the most during the course. The ranking of 

class activities was openly chosen.  The result obtained was illustrated as follows: 

Class Exercises & Homework, and Trainer & Peer Responses 11 comments 
Lecture Topics with examples 3 comments 
Participants Group Activities & Class Discussions 3 comments 

 
The above result demonstrates that the learners appreciated the task-based 

assignments performed both during classes as class exercises and after classes as 

homework. The enjoyed it particularly when combined with the technique which the 

trainer and peer response provided. 

4.3.3.5 The Participants’ Evaluation of the Usefulness of the EBP 

Activities. Participants were asked to rank the activity(s) in term of its usefulness to 

their real life situations in the workplace. The results obtained are illustrated as 

follows: 

1.   e. Practice writing your own e-mails and presentations (average rank of 2.64) 
2.   a. Concept of writing e-mail and presentation (average rank of 2.93) 
3. c. Types of e-mail and presentation with an analysis of its    

    structure and move 
(average rank of 3) 

4.   d. Examples of e-mail in different types (average rank of 3.21) 
5.   b. Related grammar points (average rank of 4.21) 
6.   f. Brainstorming session on problems & solutions with  
         e-mail and presentation at work 

(average rank of 5) 
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Again, the task-based activities in which learners were asked to practice 

writing their own e-mails and presentations were most appreciated. 

4.3.3.6 The Participants’ Assessment of the Usefulness of the EBP 

Materials. Participants were asked to rank the top three most useful supported 

materials as provided during the course. The ranking was listed as follows: 

E-mail examples 10 comments 
Presentation examples  9 comments 
Useful grammar notes for business writing 5 comments 
All other support documents 4 comments 
Types of e-mail 4 comments 
Types of presentation 4 comments 
Class exercises with answer key 2 comments 
How to compose an effective e-mail and effective presentation 
lecture note 

1 comment 

 
Similar to the above results, the examples of the analyzed genres, both e-

mails and presentations were most appreciated by the learners when they were asked 

to openly choose their favorite material(s). 

4.3.3.7 The participant’s Judgment of the Practicality of the EBP 

Workshop for Adult Learners at Work. Participants were asked whether or not 

they believed the course was useful for adult learners learning English in the 

workplace. All participants replied that the course was highly beneficial for them as 

employees. The course allowed them to learn from the real life examples, and 

therefore they could apply the skills and knowledge obtained from the course to the 

work setting with specific actions they knew would work well in certain 

circumstances. 

4.3.3.8 The Participant’s Suggestions for the EBP Improvement. 

Participants were asked for suggestions to improve the course in order to make it fit 

with the requirements of the English in the workplace. Most of the participants 
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suggested that the course duration should have been extended because they had just 

started to really improve their writing skills.  They further commented that receiving 

feedback and comments from both the trainer (expert writer) and their friends (peers) 

help them learn. Therefore, this portion should be encouraged. The details of the 

summative evaluation done by the participants are provided in the Appendix L. 

 
4.4  Summary 

 

In conclusion, the data analyzed in this study is representative in that they are 

the work of the participants’ done as the pretest and as the posttest comprising 84 

pieces of e-mail, 48 pieces from the pretest and 48 from the post test, and 26 sets of 

presentation slides, 13 sets from the pretest and another 13 sets from the posttest.  The 

analyses provide different perspectives in writing effective and appropriate e-mails 

and presentations.  

The knowledge gained from this study contributes to the understanding of how 

employees in a business company can improve their writing related to their job 

responsibilities while they are still at work and with the integrated methods of 

teaching as proposed by this study.  

 To conclude, before the EBP workshop, the participants were pretested in 

writing three types of e-mail and one type of presentation, Status Update since it was 

considered the most frequently used. After the 21- hour EBP workshop in E-mail and 

presentation writing, they took the posttest. The results of the participant’s tests 

indicated some significant differences between the pretest and the posttest.  Therefore, 

it was concluded that the participants attending EBP workshop had gained 

improvement in e-mail and presentation writing.   
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However, to supplement this finding, the rhetorical analyses of the 

participants’ e-mails and the presentations written as the pretest and posttest were 

conducted.  The results confirmed that the participants had improved their writing in 

terms of their writing fluency from the number of words per message and the 

organizational patterns of texts as shown in the placing of moves in e-mail and the 

organization of slides in the presentation. The results also showed their improvement 

in the appropriateness of e-mail and presentation writing as clearly seen from the e-

mail features and the organization of the presentation slides.  Finally, from the 

rhetorical analysis, the participants showed their improvement in using politeness 

strategies revealed from certain opening and closing salutation and certain moves in e-

mail and the opening and closing slides of the presentation.   

In addition to the pre- and posttests, the rhetorical analysis of the e-mails and 

the presentation slides, the researcher conducted thematic analysis on the participant’s 

seven sets of self-reflection written at the end of every session of the EBP course. The 

results revealed support for the above two types of assessment of their writing 

improvement. The participants were very satisfied with the course in various ways 

including their own writing improvement, the methods of teaching, the materials used, 

as well as their motivation to further their own English language learning. Thus, the 

EBP course demonstrated its significant value and importance in improving business 

e-mail and presentation writing.  Because of its practicality, this EBP course holds 

great potential for improving writing, especially for those learners who are at work.  

 

 

 



CHAPTER 5 

SUMMARY, DISCUSSION, AND IMPLICATIONS 

  

This chapter presents the overall summary, discussion of significant findings, and 

implications of the study based on the analysis and interpretation of data gathered from 

14 junior employees in a multi-national company situated in Pakchong, Nakhon 

Rachasima, Thailand. This chapter is divided into 7 parts: 1) the overview including the 

statement of the problem, the purpose of the study, and the research methodology, 2) the 

summary of the major findings of the study based on the research questions, 3) the 

discussion, 4) the implications for pedagogical practices, 5) the limitation, 6) the 

recommendations for future research, and 7) the conclusion.   

 

5.1 Overview of the Study 

 5.1.1 Statement of the problem 

The purposes of this research were mainly a) to develop an integrated 

business writing course, using various methods and strategies, to assist junior employees 

to enhance their writing skills, specifically in writing business e-mails and business 

presentations so as to increase their work performance satisfaction; and b) to obtain a 

result from the implementation of this integrated instructional model in order to prove its 



effectiveness.  This business writing workshop was outcome-based and aimed at directly 

supporting the individual job expectations.  

5.1.2  Research Questions 

1. What were the needs of the employees working for a multi-national 

company in Thailand concerning English communication in the 

workplace? 

2. How could a practical learning model be developed to help adult 

learners working for a multi-national company in Thailand learn to 

write in English? 

3. Was the business writing model called “Integrated English for 

Business Purposes (EBP) effective in improving the participants’ 

writing in the selected genres? 

• Sub-question 1: Did the participants attending the Integrated 

English for Business Purposes (EBP) course improve their 

business e-mail writing? 

• Sub-question 2: Did the participants attending the Integrated 

English for Business Purposes (EBP) course improve their 

business presentation writing? 

• Sub-question 3: What perceptions towards the Integrated 

English for Business Purposes (EBP) course did the 

participants have? 

  



 

5.1.3 Research Design and Methodology 

5.1.3.1 The sample. The participants of the study were 14 junior 

employees working in a multi-national company in Thailand. They were adult learners 

with needs to improve their business English writing skills, who enrolled to participate in 

the course on a voluntary basis. However, the researcher tried to reflect the distribution of 

the participants’ work function, in comparison to the population, as much as possible as 

shown in Table 3.3, and Diagram 3.1.  

5.1.3.2  Instrumentation. Two main legitimate sources of information 

indicating the effectiveness of this EBP course were the tests and the participants’ self-

reflections at the end of each session and at the end of the course. 

5.1.3.3  Data Collection and Data Analysis.. The pretest and the posttest 

were given to the participants before and after each session of the individual types of e-

mail and the presentation.  The three types of e-mail were Type 1, Action/Information 

Request, Type 2, Information Response/Sharing, and Type 3, Status Update.  The type of 

presentation was Status Update. 

These tests were evaluated by three raters using the rubric applied 

from Jacobs et al. (1981). The reliability was performed using Cronbach Alpha index. 

Also, the relationship between the two tests was analyzed using the t-test. 

2. Altogether, the participants wrote 84 e-mail messages, 28 each 

for both the pretest and the posttest, and 26 sets of presentation slides for both the pretest 

and the posttest. Rhetorical analyses (Swales, 1990) were conducted on both the e-mail 

messages and the presentation slides.  The specific coding scheme for the rhetorical 



 

analyses of the e-mails was developed because of its latent nature. The combination of 

Percent Agreement index and Cohen’s Kappa index was also performed for the intra-

rating reliability.  

3. A thematic analysis was used for the analysis of the 

participants’ self- reflection. 

 

5.2 Summary of Findings 

5.2.1  Significant Findings Related to Business E-mail Writing 

  5.2.1.1 Quantitative Analysis. Data analysis shows gains in the scores in 

the posttest after the participants’ attendance at the EBP workshop. Utilizing a t-test to 

measure the difference between the scores of the pretest and the post test of all three 

types of e-mail: Type 1, Action/Information Request, Type 2, Information 

Response/Sharing, and Type 3, Status Response, it was found that the scores from the 

posttest were significantly higher than the ones from the pretest at the level of 05. In 

addition, it was found that the average number of words that the participants wrote in the 

posttest was higher than the ones in the pretest.  This result showed that the participants 

had gained fluency in their writing so that they could include more information in their 

business e-mails.  

5.2.1.2 Qualitative Analysis. The results from the qualitative analysis 

fully confirmed the results from the quantitative one in a number of ways. 



 

1. After attending the EBP workshop, the participants included 

more acceptable generic features of a business e-mail as required by e-mail netiquettes 

(Shea, 2004).    

2. The participants showed their improvement in writing clearer 

and more appropriate subjects in the subject line.  This is an important point for the 

senders to do since the subject is the only information that the recipient sees and upon 

which the recipient decides whether to open or delete the e-mail. The subject of an e-mail 

has to be clear enough for the reader to immediately take action on it.  Besides, it has to 

be written appropriately for the purpose to be clearly conveyed.   

3. The participants had a better understanding of how to use 

appropriate moves in the business e-mail messages to indicate the main purpose of the e-

mail as illustrated in the posttest.  For example, if the main purpose of the e-mail was to 

make a request, they used the move expressing purpose clearly.  At the same time, they 

added the “thank” move to show their gratitude.  Similarly, in the other two types of 

business e-mail that they learned in the EBP workshop, they also used the moves such as 

the ones showing concerns and offering further information.  These two moves were 

appropriate for the business e-mail that provides responses to others, and the e-mail that 

reports what one has done.   

4. The participants showed more consistency in using an 

appropriate opening and closing salutation after attending the EBP workshop. This can be 

seen from the posttest that there were a greater number of such appropriate opening 

salutation as “Dear + recipient’s name” in their e-mails.  For the closing salutation, the 



 

participants used “Best regards” more commonly too.  The use of these forms also 

implied politeness since appropriateness and politeness are usually tied together. 

5.2.2 Significant Findings Related to Presentation Writing  

 Similarly, the findings from the quantitative and qualitative data analyses 

of the presentation writing supported each other.  The indicators illustrating that the 

participants attending the EBP workshop improved their presentation writing are 

summarized as follows: 

 5.2.2.1 Quantitative Analysis.  

1. The result from the quantitative analysis of the pretest and the 

posttest scores showed that the participants significantly gained higher scores in the 

posttest at the level of .05.  This is one of the proofs ensuring that the participants 

improved their presentation writing. 

2. The participants wrote more slides in the posttest than in the 

pretest.  

3. What was worth mentioning from the number of the 

presentation slides was the range of slides written in the pretest and in the posttest. The 

range of the pretest (from 4-11) was wider than the posttest counterpart (from 5-10).  

5.2.2.2 Qualitative Analysis. 

1. The participants learned how to make their writing clear and 

direct as shown in their posttest writing. They were able to double the number of the 

appropriate titles in the posttest. 



 

2. The participants improved in the organization of their 

presentation slides.  They included appropriate introductory slides, an appropriate amount 

of information presented in the body, and appropriate ending slides. This organization 

was shown clearly in their posttest. In the introductory slides, after the title, they showed 

the agenda informing the audience what the presentation would cover.  In the body 

section, they covered approximately three points which made it suitable for the given 

time.  In the closing section of the slides, they included the summary or conclusion and 

ended with the “thanking” slide. This last slide, not only showed appropriateness, but also 

politeness.  

  

5.2.3 Significant Findings Related the Participants’ Self-reflection  

 The results from the thematic analysis of the participants’ formative and 

summative evaluation can be summarized as follows:  

5.2.3.1 The Participants’ Perception towards the EBP Course. As a 

whole, the participants were fully satisfied with the EBP course because of its being 

practical, having the course materials which were simple to understand, having sufficient 

examples for their needs, providing opportunities to practice writing, and having a 

friendly and knowledgeable trainer.  

5.2.3.2 The Participants’ Perception towards Business e-mail Writing.  

Regarding business e-mail writing, the participants expressed their perception as follows: 



 

1. The majority of them could differentiate between writing at 

work and writing in school; and they felt more confident in writing since they could 

differentiate the types of business e-mail. 

2. The participants realized more of their problems from the group 

discussions and felt quite positive in solving them. 

3. The participants were satisfied with the ways the grammar 

points were taught to them.  They gained a better understanding of English grammar and 

again felt more positive in learning how to use it with confidence. 

4. The participants expressed their appreciation towards the genre 

analysis method employed in teaching them how to analyze the business e-mail models.  

They indicated that they could apply this method not only to the business e-mails they 

were writing, but also they could use them with other genres. 

5. The participants perceived that the exercises helped to reinforce 

what they had learned in class. 

6. They perceived the class discussions to be worthwhile since they 

gave them the opportunities to learn from each others and in the meantime learned how to 

help each other to learn too. 

  5.2.3.3  The Participant’s Perception towards Presentation Writing. As 

for the presentation writing, the reflection from the participants is summarized as follows:  

1. The participants perceived the lecture on the presentation 

concepts as helpful since it clarified their understanding. 



 

2. The participants appreciated the group discussions and 

brainstorming sessions as these helped them to understand their writing problems better. 

3. The participants were satisfied with the method of genre analysis 

since they could apply it to other types of writing at work. 

4. The participants appreciated the exercises in that they could 

compare their first and revised drafts.  Besides, they found comments about their 

mistakes from the trainer helpful. 

5. The participants fully appreciated the trainer’s understanding the 

writing problems at work which were appropriately translated into the pedagogical 

content and learners’ consultations during the EBP workshop. 

 

5.3 The Discussion 

 The results of this study confirmed that the success of the implementation of the 

EBP course was dependent on a number of related factors.  The most important ones 

were the characteristics of the learners, and the components of the Integrated English 

Writing Course. The details are discussed as follows: 

5.3.1 The Characteristics of the Learners 

The first important one was the characteristics of the learners. Since the  

participants attended the EBP workshop on a voluntary basis, they contributed greatly to 

the success of this EBP course. As Warschauer (1996) finds, learning efficacy cannot be 

achieved without learners’ motivation to encourage them and to make them engage in 

learning. In this EBP writing course, it was found that the participants were highly 



 

motivated to learn so that they quickly improved both kinds of writing: business e-mails 

and business presentation. Moreover, because the content was highly relevant to the daily 

language use in their workplace, the participants proficiently made use of their English, 

the knowledge in their specific fields of work and their frequent exposure to English with 

regards to these two specific genres. 

5.3.2 The Components of the Integrated English Writing Course 

The components of the Integrated English Writing Course for Business 

Purposes (EBP) course made this workshop successful. The components were:  

5.3.2.1 The Integrated methods employed in this EBP workshop were 

comprised three major ones: the writing process composed of three cyclical steps of pre-

writing, writing, and revising including editing; the task-based approach focusing on only 

one specific task at a time; and the genre analysis emphasizing the analysis of model texts 

as well as their own writing.  

The writing process considered the ideal for this study was designed based 

on the task-based approach, which is well known for its specific task assigned for 

learners to do.  Having a manageable task, one at a time, created high motivation and a 

sense of achievement for the participants. To illustrate how the methods were used in the 

EBP workshop, the researcher classified the activities into the pre-task, task, and post-

task stages. 

In the pre-task stage, the participants learned how to write three types of 

business e-mail and the business presentations, the participants had ample time to think 



 

and plan before they started to write the first draft.  Peer conferencing or trainer - 

participant conferencing were useful.  

During the writing stage, or when the task was performed, the participants 

wrote as assigned. The trainer could intervene in the participants’ writing process by 

clarifying certain difficult points that the participants were struggling with. In addition, 

the trainer took time to encourage them, provide them with some possible probe, give 

them suggestions, and ask them questions. With the process of writing, the participants 

had the opportunity to develop expression, revision strategies and skills in writing.  

In the post-task stage, the participants did their revision for a better idea and 

organization of content.  Before they submitted their writing, they also had time to 

review, discuss some grammar points, or sometimes clarify whether or not they had 

delivered the task as instructed.   

Once the participants had been taught using the method of genre analysis in 

writing their business e-mails, they were very delighted because they could apply this 

method in examining the business e-mail models, and their own business e-mails. 

Besides, they saw the benefits of using the genre analysis in other texts that they were 

required to read and write.  In fact, the certain method of genre analysis has been used 

widely and successfully for academic purposes (Swales, 1990; Bazeman, 1998; Dudley-

Evan, 1998; Johns, 2001; Paltridge, 1996, 1997, 2001).  Thus, this method, which was 

used to teach the participants to write the business e-mails in this EBP workshop, proved 

to be quite successful.  



 

5.3.2.2 The Informal Setting. A friendly relationship between the trainer 

and the participants added another factor for the EBP course to become successful. 

Unlike a formal traditional class with a teacher lecturing in front of the classroom and the 

students sitting rather solemnly in rows, the environment set up for the EBP workshop on 

a veranda of a private house surrounded with shaded trees made the participants feel at 

ease and relaxed.  During a lecture, the class was relatively formal since the participants 

concentrated on the lecture. In contrast, during questioning, planning, and non-instruction 

time, it was very informal and mutual.  While the trainer was imparting important 

content, instruction was often direct so that the participants could be attentive, engaged in 

listening, taking notes and asking questions.  At other times, the trainer could also turn 

into a friendly peer, having an informal interactive relationship.  Having questioning 

sessions and non-threatening instructions is considered appropriate as to mutuality 

(Heath, 1997).  In addition, questioning that first starts as formal and then progresses 

towards conversations with comments is considered to be ideal for creating a high 

cognitive level type of question. A number of educators support the concept of an 

effective teacher as one who reveals personal information to individual students in 

informal classroom discussions (Carper, 2002; Heath, 1997, Silverman, 1995).  This 

mutuality was the main characteristic of the interchange in the EBP workshop. 

5.3.2.3 The Instruction Materials. The authentic instructional materials 

consisting of business e-mail and business presentation were the most appropriate since 

they were the ones required for the participants’ job responsibilities. These three types of 

business e-mail (Type1, Information/action Request, Type 2, Information 



 

Response/sharing, and Type 3, Status Update), and this type of presentation (Status 

Update) were the ones the participants found most commonly used in their own job 

responsibilities.  In the workplace, they recognized that there were different types of 

business e-mail with different purposes.  What they had never figured out precisely was 

the individual uniqueness that each type of business e-mail had. For example, they had 

never realized that moves in a text could be separated based on their individual linguistic 

functions as defining, giving an example, offering help, and so on.   

5.3.2.4 The Trainer and Peers’ Responses. Having immediate feedback 

on their homework and group discussion about their work as parts of the instruction 

created the student-centered atmosphere.  The participants in this EBP workshop brought 

up their own problems.  In addition, they pointed out fuzzy grammar, and ambiguous 

meanings that they all had in common. Many of these concerns were addressed in the 

groups discussions held every session.  Some of them could be immediately clarified; 

however, those that were not made clear on that day became the homework for everyone, 

including the trainer. The participants themselves were quite willing to find out so that 

they could share with others in the following class.  

 

5.4 Implications for Pedagogical Practices 

 This study provides several significant implications for English writing in the 

environment in the EFL context focusing on English for employees in the workplace. 



 

1. Instructional materials should be authentic as they represent the types of 

materials the participants are using at work. They should also be appropriate for the 

employees’ level of English language proficiency. 

2. The workshop environment should be used since it can create both formal 

lecture and intensive practice and in the meantime a friendly and relaxed atmosphere for 

group discussion and collaboration in group working.  

3. The trainer should be a person who is familiar with the types of work the 

participants are doing and is knowledgeable in the integrated methods: writing process, 

task-based approach and genre analysis such as the ones used in this study. 

4. The participants still need to review certain grammar points periodically.  

They then should be included as mini lessons throughout the workshop whenever the 

needs arise. 

 

5.5  The Limitation of the Study 

 One main limitation of the study is its generalization. Since the main focus of this 

research was to understand the employees’ writing improvement for pedagogical 

purposes, it was then restricted to small groups of subjects and used their work products 

as part of the course evaluation.  For example, in analyzing their work products in terms 

of their writing quality, 84 pieces of e-mail and 26 sets of slides were analyzed in great 

detail. Thus, in order to make it feasible for this research, a small group was appropriate.  

However, if many other small groups similar to this one were involved, the problem of 

generalization would be solved. 



 

 

5.6 Recommendations for Future Research 

In addition to the focus of this study, there are several other interesting points 

that might be considered for future research. 

1. Continue implementing the EBP course with employees in other multi-

national companies in Thailand.  It is recommended that the same format in terms of 

setting and time should be repeated since the employees in other company might have 

similar restrictions as the ones in this workshop. Also, a similar EBP course should be 

utilized in order to obtain its effectiveness. 

2. Continue data analyses to determine what makes e-mail messages and 

presentation slides more acceptable and see if there are certain formal and content 

pragmatic features that make e-mail messages and presentation slides more acceptable, 

especially if the future study is going to deal with those lower levels of English language 

proficiency.   

 

5.7 Conclusion 

 To conclude, this chapter addresses three main critical points of research: the 

summary of the findings described in detail in the previous chapter, the analytical 

discussions regarding the factors embedded in the studies which had resulted in the 

success of the course and lastly the implications for pedagogical practices since this study 

focuses on teaching business English, specifically e-mail and presentation to employees 



 

in the work place. There are implications for future research because, as in any other 

research, this study is limited in certain ways.   

 It is hoped that this case study will serve as an important source of information for 

developing and implementing other business genre for employees in multi-national 

companies similar to the one being studied.  The EBP framework would be helpful as the 

starting point for other course developers and trainers to implement in their own settings. 

Finally, the researcher hopes that the results of this case study should contribute to the 

body of research regarding business genre teaching and learning in multi-national 

companies. 
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Appendix A 

 
Preliminary Survey (Manager’s Opinion Survey) Summary 

November 3-7, 2003 
Effem Foods (Thailand) Co.,Ltd. 

Pakchong, Nakhon Ratchasima, Thailand 
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Survey Results Summary 
 
 
1. The respondents were asked to rate the important of English writing skills, 

by comparing with the other language skills namely reading, speaking, and 
listening. 

Topic Survey Results 

Ranking number 1 

� English writing skill is most needed & has 
the highest priority for development 

7 from 12 people agree with this 
statement. (60%) 

Ranking number 2 
� English writing skill is needed, but there is 

more important skills needed for 
development. 

4 from 12 people agree with this 
statement. (33%) 
The more important skills 
indicated are; 
� Speaking (2 people) 
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� Reading (1 person) 
� Listening (1 person) 

Ranking number 3 
� English writing skill is less needed, there are 

two other skills more important than writing. 

1 from 12 people agrees with this 
statement. (7%) 
The more important skills 
indicated are; 
1.) Listening,  
2.) Speaking 

Ranking number 4 
� English writing skill is least important, no 

need for development focus. 

No one agrees with this statement. 

 
2. The respondents were asked for reasons why they believe that the written 

competency in English language is important for employees working in the 
respective company. 

 

Reasons provided, ranking by number of frequency; 

 

1.) To communicate with others on a regular basis by the internal e-mail system 
(Lotus Notes) 

2.) English language is used as the basic, operational, universal language for daily 
communication within the company 

3.) To understand the business documents (text, manual, etc.) as most of these are 
in English 

4.) To use the internal database/document systems effectively 
5.) To make presentation, for reporting purpose 
6.) Employee normally contact each other in the global context 
7.) To communicate with global suppliers and customers 
8.) To communicate/report to boss, management level, and company shareholder 

who needs all reporting forms to be in English 
9.) The tool provided for internal communication (internal e-mail) is in English 
10.) We are US based company 
11.) To record the information and summarize the report as a reference for future use 
12.) Writing skills is believed to imply the professionalism of that person. 
13.) The writing form of communication is needed for a formal agreement, where 

verbal communication is not acceptable. 
14.) To communicate with expatriate working in the company 
 

3. The respondents were asked to list the written tasks most frequently 
performed and considered most important for job accomplishment in the 
company. 

 

A. Tasks most frequently performed on a daily basis, ranking by frequency; 

1.) Internal & external e-mail for various purposes (12 of 12 people) 
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2.) Formal documentation    (8 of 12 people) 

(letter, fax, benchmarking summary, project summary, memorandum) 

3.) Presentation     (5 of 12 people) 

4.) Job specific Report    (3 of 12 people) 

(product specification, scientific report, contract, procedures, policy) 

 

B. Tasks most frequently performed on a monthly/quarterly/yearly basis; 

 

1.) General Report (Monthly/Quarterly Report) (10 of 12 people) 

2.) Business update (report, presentation)  (6 of 12 people) 

3.) Meeting Minutes     (2 of 12 people) 

4.) Job specific documentation   (2 of 12 people) 

5.) Performance Management documents  (2 of 12 people) 

6.) Formal business report (i.e. Operating Plan) (1 of 12 people)  

  

 

4. Respondents were asked how they normally evaluate one’s performance on 
their written ability. 

Criteria listing by frequency; 

 

1.) Conciseness, clarity, easy to understand, be specific (9 of 12 people) 

2.) Grammatically correct (any error)    (8 of 12 people) 

3.) Use of proper vocabulary, simple words   (8 of 12 people) 

4.) Well structure of the whole content, proper sequence (6 of 12 people) 

5.) Key message is clearly communicated   (4 of 12 people) 

6.) Appropriate message for specific audience, proper tone (3 of 12 people) 

7.) Appropriate time of the communicated message 

8.) Appropriate action taken after the communication 

 

5. Respondents were asked about the learning methods most frequently take at 
present. 

 

1. Most frequent learning method used: Learning by doing (12 of 12) 

� Watch TV programs in English 
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� Reading English newspaper 
� Ask others to make correction, and ask for information  
� Watching movies, listening to English radio station 
� Attend meeting that conducted in English 
� Learn from communicating with others 

 

2. Second most frequent learning methods used (5-6 of 12): 

2.1 Take general English courses at an external institute 

� Direct English 
� Inlingua 

2.2 Take specific English course at an external institute 

� Thammasat University (Writing Skills for Business) 
� SASIN 
� Direct English (Business Writing) 
� Chulalongkorn University (IELT) 
� British-American, AUA, British Council 

2.3 Learn from books, CD-ROM, VDO, cassette tape, etc. 

� English for You 
� Read books including comic & novel 
� Learn from CD-ROM, VDO 
� Read any English materials 

2.4 Copying from a role model 

� Observe from others, copy from others 
� Copying from boss, e-mail from others 
� Copying from senior managers, boss 

 

3. Less frequent learning methods used (less than 2 of 12): 

3.1 Hire English teacher to teach at the company 

3.2 Learn from program on-line, by internet, electronic program, etc. 

 
6. Respondents were asked what learning methods they would prefer in the 

ideal situation. 
 
List of preferred learning methods by frequency; 
I. Most preferred methods; 
Learning by doing (12 of 12 people) 

• Practice/use a lot 
• Get feedback from peer 
• Read a lot of English books/materials, English newspaper, listen to English 

radio, watch movies 
• Used English as the key communication language at work in all skills 
• Speak with the foreigner 
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II. Second most preferred methods; 
• Forced to be in a situation where English is needed for a certain period of time 

(4 of 12 people) 
• Specific English course to meet the specific needs of the individual i.e. use 

real tasks from work, group people by similar jobs and train them, etc. (3 of 
12) 

• Have clear measurement & expectations to achieve it (3 of 12) 
• Take specific course on a frequent basis ie. daily (2 of 12) 
• Practical sessions in English course at work (2 of 12) 
• Regular feedback by boss in specific improvement areas (2 of 12) 
• Have on-line materials to teach grammar, techniques, frequent mistakes (2 of 

12) 
 
III. Less chosen, but still preferred methods; 

• One-to-one interactive course 
• Have an English consultant to consult when having trouble 
• Teach basic grammar 
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Appendix B 
 

Learners’ Input 
 
 
Topic:  Preparing for a Business Presentation (A) 
  What is your problem or challenge in making a business presentation? 
 
Objective: Each participant is to identify the problem or challenge that he/she 

would like to address. In other words, this is what he/she would like to 
focus to improve one’s presentation skills at work. 

 
1. what problem do you think you have when you need to do a presentation at 
work? 
S1 
S2 
 
S3 
 
S4 
 
S5 
 
S6 
S7 
 
 
 
 
S8 
 
S9 
S10 
 
 
 
S11 
 
S12 
 
 
S13 
 
 
S14 
 
S15 

I have a problem in putting my presentation together, spelling, and grammar. 
I have problems communicating what I want my audience to understand, as 
well as be precise, easy to understand, and interesting. 
I always have a problem with my grammar, and don’t have good focus in 
preparing my presentation materials. 
I have problems choosing the vocabularies and how to use to function of the 
powerpoint program. 
I don’t know how to get started, how to make it precise, easy to explain and 
easy to understand, what kind of verbs and sentences should I use. 
I have problems with the language and how to make my presentation attractive. 
Whenever I have to prepare a presentation, I always have problems because my 
grammar is not good and I could make my presentation delivers wrong 
messages. I don’t know how to scope out my content (should be more or less), 
whether I should only highlight topics or should give more details. Then I can 
deliver the message when it’s time to present because I would afraid that I will 
do it wrong. 
How can I choose appropriate and precise language that is easy to understand. 
I have problems using English language. 
I have a problem finding the right words to use in my presentation, the kind of 
words that are easy to understand and grammatically correct. I want to use 
appropriate vocabulary, have good emphasis, and able to organize the content to 
make my presentation interesting. 
I have problem choosing topic or content to make my presentation interesting, 
using the language, and to present in English. 
I have problems with the English language, it makes me feel lack of confidence 
when I need to use it to prepare my presentation. I afraid that when I speak or 
explain, I cannot make it clear. 
What information should I put into my presentation so it’s not too much or too 
few? How to arrange my content so it’s precise, easy to understand, and 
interesting. 
I don’t have the skills to do the presentation, and know how to choose the right 
kind of sentences to deliver my message. 
I have problems with choosing sentences and the content for my presentation in 
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S16 
 
S17 
 
 
 
S18 
 
 
S19 

English. I don’t know about the format of presentations. 
I’m not sure whether my content is too detailed or too broad. I afraid that my 
presentation will not be interesting for my audience. 
I want to be able to use English correctly and clearly, able to make my 
presentation easy to understand (precisely address what I want to 
communicate), able to make my presentation interesting, and clearly 
communicate to my audience. 
I have problems with choosing the word that is not appropriate, so it makes 
people misunderstood, and with too much content so my audience loose interest 
in my presentation. 
I’m not sure whether the content I put into my presentation is suitable for others 
to understand or not, and I take a long time to prepare my presentation. 

2. How do you know that is your problem? 
S1 
 
S2 
 
 
S3 
 
S4 
S5 
 
 
S6 
S7 
S8 
 
S9 
 
 
 
S10 
 
S11 
 
 
S12 
S13 
 
S14 
 
 
S15 
 
S16 
S17 
S18 

When I send my presentation material to someone, he/she usually calls me back 
for more details? 
I take a long time to prepare my presentation materials, lack of confidence 
when I have to actually present it, and the audience would comment about my 
presentation. 
I always failed grammar tests in school so I don’t have confidence in my 
writing skills. 
My boss tells me, and sometimes if I’m not sure I will ask my boss. 
I have been working for so many years and not good at it yet. Every time I 
prepare my presentation, I’m not sure whether I have covered everything I 
should or not or whether it will be too much or not. 
I take a long time to prepare my presentation. 
I can’t think what to write especially in English, then I can’t speak in English. 
I take long time to think, find examples to use as a model, and cannot come up 
with my own content immediately. 
When I have to prepare a presentation in English, I don’t know how to start, 
how to write in order to deliver the message I want my audience to understand. 
I feel a good presentation is understandable by itself, no need to be supported 
by presenters. 
My audience can’t understand, don’t know the key points, and difficult to 
follow. 
I always feel really stressed when I have to prepare a presentation and always 
make a lot of corrections because I think it’s not good enough, and some times I 
have others comments about my presentation as well. 
I always feel lack of confidence to share my opinion or to speak up. 
I take a long time to prepare for one, and feel lack of confidence when I have to 
present my topics. 
I don’t know how to select the right words so that it’s to the point. I don’t know 
about the format to use, how to arrange the orders so that the audience can 
understand. 
My sentences are too long, I put in too much content because I cannot find the 
word/phrase that is meaningful to describe what I want better that this. 
I always think of these problems when I have to prepare a presentation. 
I face these problems whenever I make presentation. 
There are always misunderstanding for example I wanted to explain what went 
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S19 

wrong so others can make appropriate correction but people thought that I was 
making them loose faces. People always take note from my presentation and not 
really listen to what I have to say. 
The audience has no response to my presentation so I don’t really understand 
whether they understand or not. 

3. How do you feel about the problem you have? 
S1 
S2 
S3 
S4 
 
S5 
S6 
 
S7 
 
 
 
S8 
S9 
 
S10 
 
S11 
 
S12 
S13 
 
S14 
 
S15 
S16 
 
S17 
 
S18 
 
S19 

I feel bad/guilty about myself. 
I feel worried and lack of confidence. 
Sometimes I don’t want to do a presentation due to lacking of confidence. 
I feel lack of confidence when having to make a presentation or when I have to 
report something in English language. 
I feel frustrated, not confidence when I have to make a presentation. 
I feel that I should find the right methods to improve my skills in order to solve 
my problems. 
I’m stressed for why I still can’t do it, and feel pressured if there is a timeline 
assigned. I feel tired when I want to finish it but I can’t, sometimes I want to 
quit it. I feel pressured when I have to present in public in English especially 
when my audience are good in English. 
I feel stressed and get bored every time I have to prepare a presentation. 
I want to find a solution for myself because I waste a lot of time preparing my 
presentation. 
I want to quickly improve my problems in using correct words so my 
presentation will look good, to the point, and use minimal time to do it. 
I feel stressed and want to make it better so I don’t have to re-do again and 
again. 
I want to improve and fix these problems. 
It’s one of my work difficulties, waste my time which makes me less effective 
in my work. 
I’m not confidence in making the presentation, and afraid that the audience will 
not understand what I want to present. 
I feel pressured, lack of confidence in making presentation. 
I just need to do my best and get feedback from a lot of people for my own 
confidence. 
I afraid that it will not turn out successfully so I don’t dare to go too much into 
details. 
I feel lack of confidence to do any presentation, sometimes I feel that my 
audience do not get anything much out of my presentation. 
I feel that it will lead to an ineffective presentation. 

4. Why does the problem exist? 
S1 
S2 
S3 
S4 
 
 
 
S5 
 

I don’t have enough understanding of English language in general. 
I don’t understand how to present and how to prepare my information. 
Lack of practice. 
I’m not sure whether the language concept that I know and I am using is right 
or wrong because there is no clear rule. For example sometimes it is used 
differently but both are correct but sometimes not, so I don’t know how to use it 
properly. 
I don’t really know how to do it, and my previous work experience does not 
allow me to do much presentation. 
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S6 
 
S7 
 
 
S8 
 
S9 
S10 
 
S11 
 
S12 
S13 
S14 
 
S15 
S16 
S17 
 
S18 
 
 
S19 

Maybe I don’t have enough experience to do a presentation, or I don’t have 
chance to see others’ examples. 
I don’t have good fundamentals, so I can’t write and can’t speak. I don’t know 
how to organize my content e.g. how to arrange topics and then followed by 
details. 
I have very limited English knowledge and I only have basic skills of 
powerpoint program. I also have limited chance to prepare a presentation. 
I have very poor English skills. 
I am not experienced in using English grammar, vocabulary, find key points in 
order to precisely identify what I would like to present. 
I don’t have the skills, both for powerpoint program and English language (I 
can use it but not skillful). 
I cannot use English good enough, always feel excited and discourage. 
I don’t have a concept/guideline in making a presentation. 
I don’t have much chance to do presentation in my work, and I don’t have the 
confidence to present to the public. 
I don’t have the chance to practice on my presentation skills. 
From my experience, plus from comments I got from others. 
I have limitations on English vocabulary and grammar, don’t know what to say 
and how to say it. 
I believe the cause of my problem should come from inappropriate and 
incorrect use of English, cannot summarize the content so that it is appropriate 
for each presentation. 
There are limited time for preparation and the objectives & content is not clear. 

5. What are the consequences of the problem? 
S1 
S2 
S3 
S4 
 
S5 
 
S6 
 
S7 
 
 
S8 
 
S9 
 
S10 
 
S11 
 
S12 
S13 
 

I usually have to re-do my presentation materials over again. 
I don’t want to make presentation. 
I don’t do presentation as much as I should. 
I don’t have confidence in choosing words when I need to prepare my 
presentation. 
I don’t want to present and when I have to present I’m never satisfied with its 
result. 
Sometimes I make my audience misunderstand or achieve only some of my 
objectives but not all. 
I take a long time to prepare my presentation, the quality of my presentation is 
not as good as it should, sometimes deliver wrong messages or not covered 
suitable content so it makes my audience confuse. 
I feel tired of having to do a presentation, I don’t want to do it, and feel like it is 
an additional work for me apart from my routine. 
I don’t have the confidence, I afraid that what I write or speak will come out 
wrong and do not dare to speak. 
I am not confidence in doing presentation, and take a long time to prepare for 
one. 
It wastes my time to prepare it, I’m told my presentation is not good enough, 
and I feel stressed. 
I do not express myself very well, both to share my thoughts and take actions. 
The result of the presentation is not satisfying. I cannot communicate as 
effective as I wanted to. 
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S14 
 
 
S15 
S16 
 
S17 
 
 
S18 
S19 

I do not present, or may try to use other ways to deliver the message rather than 
using presentation. Preparing for a presentation takes too long, longer than it 
should be. 
My work is not effective as it should be, and I have to re-do it many times. 
I don’t have confidence in doing my work, always feel that my job is never 
finished and always have to go back and re-do it. 
My audience does not understand. I work slowly even though there are only a 
few pages. My work seems lack of details because I don’t know how to 
describe it. 
My audience does not understand what I would like to communicate to them. 
A waste of time to redo it over. 

6. How would you like to change? 
S1 
S2 
 
S3 
 
S4 
 
S5 
S6 
 
S7 
 
 
S8 
 
S9 
 
 
 
 
 
S10 
 
 
S11 
 
S12 
 
S13 
S14 
 
S15 
 
S16 
 
S17 

I need to have better English language skills. 
I want to have more confidence, have positive outcome when making 
presentation, and everyone understand what I want to tell them. 
I want to practice making presentation using appropriate language and have 
good logical arrangement for smooth presentation. 
I want to have good fundamentals, guidelines that are not misleading and easy 
to follow so when I have to write I know immediately how to do it. 
I want to have a positive experience in doing presentation. 
I’d like to be able to spend a reasonable time preparing my presentation and 
able to make others understand the objective of my presentations. 
I want to be able to present fluently, having good skills in delivering my 
presentation and do it properly. I want to be able to write correctly, know how 
to send the right messages for the audience to understand same messages as me. 
I want to be able to prepare good presentation in minimal time, and when I need 
to do one I can come up with something quickly. 
I want to be fluent in English and able to use it to prepare my presentations. I 
want to be able to prepare an interesting presentation. I don’t mind the format 
but give more priority to the content because I believe an interesting 
presentation will come from good content. I want to learn relevant techniques 
and how can I improve my English skills because I have been learning English 
since Pratom 5 until now it’s 17 years already but I’m still not good at it. 
I want to improve my knowledge in doing presentation suitable for various 
topics, being skilled in presenting what I want, and minimize my errors (or not 
have it at all).  
I would like to make a better presentation, an interesting presentation, and 
won’t create problems for me when it’s time to really present it. 
I want to improve my courage in doing presentations, I want to be able to use 
better English in doing presentation. 
I don’t have the ability to make a presentation that is precise and interesting. 
I would like to be more confident in presenting my information, and able to 
present my information that is easier to understand. 
I want to be able to prepare my presentation more precisely and easy to 
understand. 
I want to be able to do a presentation that is interesting, and cover all topics 
needed. 
I want to be able to work better and faster. 
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S18 
 
S19 

I want to know polite vocabularies, and able to summarize my content 
appropriately. 
I want to be able to use the smallest amount of time to prepare a complete and 
accurate content.  

7. What do you need to learn in order to better understand the identified 
problem or to solve the problem you have? 
S1 
S2 
S3 
 
S4 
 
S5 
 
 
S6 
 
 
S7 
 
S8 
 
S9 
 
S10 
 
 
S11 
S12 
 
S13 
 
S14 
 
 
S15 
S16 
 
S17 
S18 
S19 

I need to learn more for example do more self study. 
I need to be trained and have to practice a lot. 
I need to know how to do it, how to select a good topic, and how to write 
precisely. 
I want to have a good and correct understanding of English language in all 
skills. 
I want to know the steps in preparing a presentation material, how to emphasize 
key messages, how to select appropriate language, and how to make it 
interesting. 
I want to learn the guideline or a way to prepare a presentation that can be used 
to communicate with others (to variety of audiences) and make them understand 
the same message. 
I want to learn the writing skills to prepare my presentation that is 
grammatically correct and easy to understand. 
I need to learn vocabulary, grammar, writing techniques, speaking techniques, 
and about the powerpoint program. 
I want the concept in preparing a presentation, the English language skills 
required, and relevant techniques. 
I need to learn how to use English grammar, the format, and concept of 
presentation so that I really understand. This includes building up my courage 
to do it. 
I need to learn more about English language, and the powerpoint program. 
I want learn how to make presentation using English language, and can deal 
with upcoming problems during the presentation. 
I want to have the correct ways in preparing a presentation, and know how to 
use correct English in the presentation. 
I need to learn about appropriate conversation skills to communicate so others 
can understand, how to arrange my words/sentences which is suitable for a 
presentation so it covers the content and not too wordy. 
I want to learn about the type of sentences, phrases, and tenses. 
I want to understand the concept of making presentation to support my work, 
and how to use English to do my presentation. 
I want to know more vocabulary and how to properly use it, and grammar. 
Vocabulary and content summarization. 
I want to have examples of a good and reliable presentation (accurate ones). 

8. What resources do you already have that could help you deal with the 
problem? 
S1 
S2 
S3 
S4 
S5 

Use a dictionary, ask others with expertise. 
I use examples from others as a model for my presentation. 
I observe others, and use others as an example. 
I use my background knowledge as well as consult my boss and my peer. 
none 
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S6 
S7 
 
 
S8 
 
S9 
 
S10 
 
S11 
S12 
 
 
S13 
S14 
 
S15 
S16 
S17 
S18 
S19 

I ask others, my boss to comment what I should improve or make correction. 
When I have to speak, I try by myself, but don’t know whether its right or 
wrong. When I have to write, I tried to find examples from the previous work 
but there is not many. 
Attend an English training course (at Direct English), and learn from the 
internet. 
I take examples from others (peers and those with more experience) in my 
department and learn how they do it, and what words they use. 
I have books about how to write in formal English languages, and ask those 
with more experiences. 
I consult my boss, and read from books. 
I try to prepare myself well in term of content to reduce my excitement, to 
practice on some questions & answers, and try to ask from others who’s better 
with regards to using the English language.  
I look at examples from the previous presentations that I have been provided. 
I read from books, look at others’ presentations, and use the dictionary to check 
the vocabulary that I don’t understand. 
Searching from the dictionary, textbooks, or ask those with more experiences. 
I ask my boss for feedback and corrections, and ask comments from my peers. 
I use talking-dictionary, ask my peers, and ask my boss. 
I’m already taking further writing classes. 
I ask from my peers and my boss. 

9. What other resources or sources of information you might need? 
S1 
S2 
 
S3 
 
S4 
 
S5 
 
S6 
 
 
S7 
 
S8 
 
S9 
S10 
 
S11 
S12 
S13 
S14 
 
S15 

attending a presentation training course 
I would like to understand a concept of presentation and how to use appropriate 
language that is easy to understand for others. 
I normally feel uncertain whether my presentation will come out right or not, so 
I want someone to help me review and comment my presentation. 
I want to have good materials to read, an exercise so I can have a good practice, 
and practice how to deliver my messages in English language. 
I want to know how to write precisely and interestingly, and how to select 
appropriate language. 
Probably I need to use many different types of dictionary such as thesaurus, 
English-English dictionary (usually have examples), and phrase dictionary to 
help me prepare a presentation. 
I want to have better English skills so I can do my job better or speak better in 
public. 
I want to understand the fundamentals of preparing a presentation and how to 
present it. 
I want someone to guide me, and to recommend how I can improve. 
I want to learn from those who really knows and various examples. I want to be 
trained in a systematic structure. 
I want to have some role models, and learn from taking a course.  
I want to practice more, and want to improve my English language skills. 
I want to know techniques in making my presentation interesting. 
I want an advice about how to write a presentation correctly, and precisely. I 
want to know how to present the information in a logical order. 
I want recommendations about how to do it, have some guideline materials so I 
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S16 
 
S17 
 
S18 
S19 

can use as an example when I have to do my job. 
I want training on how to deliver my presentation and English training for 
making my presentation. 
I want to learn more about the language (how to use it correctly) and how to 
deliver it. 
I would like more practices/exercises or real examples. 
none 

10. What questions do you have regarding the presentation skills? 
S1 
S2 
S3 
 
S4 
 
S5 
 
S6 
 
S7 
 
S8 
S9 
S10 
 
S11 
S12 
S13 
S14 
 
 
S15 
 
S16 
 
 
 
S17 
 
S18 
S19 

none 
presentation concept and the language use 
What is a good presentation material looks like? And what should it be 
consisted of? 
What is the appropriate language for presentation? How should the 
presentation’s detail look like? 
The steps in preparing a presentation material, how to emphasize key messages, 
how to select appropriate language, and how to make it interesting. 
I don’t know how to get a new format to do presentation, I want some tools that 
help me prepare an attractive presentation format. 
How to define the presentation scope that is easy for the audience to 
understand. 
I barely understand how to do it. 
I want to have good concept, and the steps to make my presentation interesting. 
I want to understand about the format, how to deliver key messages, and how to 
use the language. 
I want to know more tricks. 
How can I make my presentation interesting, and not to bore my audience? 
None 
How should the animations (sound effects, other effects) be used in the 
presentation? How to compose precise sentences? How to use idiom or 
additional phrases in the sentences? 
I want to know different techniques in the presentation formats, how to use 
animations in my presentation. 
I want to understand the difference opinion towards presentation from the 
management and general employees; how it is different, what is expected. So I 
can understand how to make my presentation that is suitable for the different 
audience. 
I want to be able to make an interesting presentation and easy for my audience 
to understand. 
None 
What are the consequences in preparing the presentation, and how can I use the 
language right. 

11. What other related questions do you think you need to know? Why? 
S1 
S2 
S3 
 
S4 
S5 

Have some more technical knowledge about making presentations 
How can I increase my self confidence? 
Can someone write good English without having to be a grammar expert? (I am 
sick of trying to improve my grammar) 
none 
All of the described above because if I really understand how to do it or at least 
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S6 
 
S7 
 
S8 
 
S9 
 
S10 
 
S11 
 
S12 
 
S13 
S14 
 
 
S15 
S16 
 
S17 
S18 
S19 

have a better understanding I will have more confidence in making my 
presentation interesting. 
I want to know more about the using pictures or know tricks to prepare my 
presentation well. 
I want to be able to use the kind of vocabulary that is professional but simple to 
understand. 
I want to understand all of its elements, everything that is important as 
fundamentals or concept of doing a presentation. 
I want to understand how to present different contents e.g. using tables, graphs, 
etc. 
How to prepare for a presentation, and how to answer questions during 
presentations. 
Everything that is relevant both about English language and the powerpoint 
program that will have an impact on my work. 
I want to know about the presentation format, and how to prepare a 
presentation. 
What are the Dos and Don’ts in doing presentation? 
How to communicate from the presentation materials to spoken language? I 
want to be able to know when my content is grammatically wrong and able to 
correct it. 
I want to know various formats in doing presentations so there is some variety. 
How can I make my presentation interesting because it will increase the impact 
of my presentation? 
How can I deliver my presentation so it is interesting for my audience? 
None 
None  

12. What English language skills do you think you need to do presentations? 
S1 
S2 
S3 
 
S4 
S5 
 
S6 
 
 
S7 
S8 
 
S9 
S10 
S11 
 
S12 
 
S13 
 

I think English language skills in general are very important. 
I need to have skills in selecting simple and precise language. 
I need writing skills, and how to choose appropriate vocabularies for the context 
and for the audience. 
How can I arrange my wording, and how to compose a sentence? 
Choosing appropriate language, make it interesting and know how to emphasize 
key messages. 
I think English writing skill is important for me to do a presentation. For 
example, how to use right words. This will affect the understanding of my 
audience. 
I want to have good grammar and speaking skills. 
I need to have good vocabularies, know English grammar, and know how to 
compose a sentence or paragraph. 
English grammar. 
English grammar, vocabulary, presentation format, and logical orders. 
I need writing skills for making a presentation, and listening/speaking skills 
when I need to present it. 
I want to have the skills to explain in English and able to interact in a questions 
& answers session. 
I want to be able to use English language appropriately, know how to choose 
the wordings that are attractive and suitable for the content I want to present. 
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S14 
 
 
S15 
 
S16 
S17 
S18 
S19 

I want the skills to deliver my message and communicate in a way that precise 
and easy to understand, and able to use precise and grammatically correct 
sentences.  
I want to have writing skills, ability to summarize key points, and how to write 
a good sentence. 
General business writing skills in English. 
Writing and speaking skills. 
More vocabulary and better reading skills. 
I want to be able to use the language accurately, and my presentation is not too 
difficult or too easy to understand. 
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Topic:  Writing Business E-mail at Work (B) 
  What is your problem or challenge in writing a business e-mail? 
 
Objective: Each participant is to identify the problem or challenge that he/she 

would like to address. In other words, this is what he/she would like to 
focus to improve one’s communication skills via e-mail at work. 

1. what problem do you think you have when you need to write a business e-mail? 
S1 
 
S2 
 
S3 
S4 
 
S5 
S6 
 
S7 
 
 
 
 
S8 
 
S9 
S10 
S11 
 
S12 
 
S13 
 
 
S14 
 
 
S15 
 
 
S16 
S17 
 
S18 
 
S19 

I have been writing business e-mails for a long time but I still have a lot of 
mistakes. 
How to choose the word or to organize my language. I don’t know what to 
write, and I afraid my audience will not understand what I want to tell them. 
Sometimes I don’t know how to write. 
Sometimes I need to send same e-mail to many people, so I don’t know how to 
start, finish, and link my sentences within an e-mail.  
How to write formal language? 
The biggest problem for me is to find the right words that can represent what I 
want to communicate to others. 
I don't know how to get started. Sometimes I wanted to explain about the 
problems occurred but afraid that I cannot communicate properly and make my 
audience misunderstand. I don't know proper vocabularies, and I afraid that my 
e-mail is not grammatically correct and therefore my audience will not 
understand. 
I don't know how to start, how to actually write, and how to convey my 
message in English language. 
I have the problem with the language. 
How to use formal language in e-mails, and how to emphasize my messages. 
I have a problem with English usage (vocabulary, grammar, and the proper 
manner when using English). 
I don't know how to use English grammar properly, my e-mail is difficult to 
understand, and don't know how to get started. 
I can't organize my content to make it precise and direct to the point. Sometimes 
I don't know how to get started, as well as what word to use (both general 
vocabularies and conjunctions). 
I have problem with clear communication. I don't know how to ask for help or 
cooperation with politeness. Sometimes I wrong with incorrect grammar which 
can lead to unclear messages and misunderstanding. 
It takes me a long time to write just 1 e-mail. I don't know what word or kind of 
sentence to use. I always have to start from writing my e-mail in Thai first, and 
then translate back into English. 
I afraid that I will write something ridiculous (grammatically wrong).  
My problems are the vocabularies and how to use it, how to write formal 
language, and the English grammar. 
I want to know how to write e-mail that is appropriate and polite. I write very 
slowly, I don't know how to start. 
I can fully understand the e-mails sent to me, but I can't write back fully for 
what I wanted to communicate. Sometimes I can't provide 100% of the 
message/information, and I'm not sure whether some words or questions is 
appropriate to use or not. 
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2. How do you know that is your problem? 
S1 
S2 
 
S3 
 
S4 
S5 
S6 
 
S7 
 
S8 
 
S9 
S10 
 
S11 
 
S12 
S13 
S14 
 
 
 
S15 
 
S16 
S17 
S18 
S19 

A lot of mistake. 
It takes a long time to write, and always have returned mail to ask for more 
clarification. 
My e-mail sometimes communicates different messages from the original 
purposes. 
I can’t finish my sentences. 
I can't think of the right words when I need to use it or wanted to use it. 
Some words I used do not have the proper meaning, so I make my recipient 
confused. 
I face the problems above almost every time when I have to write something in 
addition to the attachment file. 
I take a long time to think what to write, need to discuss with my peers, and feel 
stressful every time I have to write something. 
It takes me a long time to write each e-mail. 
Sometimes I feel my e-mail is confusing, not to the point, can't draw 
conclusion, and I don't know whether the word I used is correct or not. 
I feel stressed when I need to write an e-mail and always feel that my e-mail is 
not grammatically correct. 
I take a long time to write one e-mail in English, and my mail is still confusing. 
It takes me a long time to write an e-mail. 
I spend too much time for a short message. I always use the same sentences 
over and over to make sure I don't make mistake, without being able to adapt 
with situation change. I get confused with different words have same meaning, 
and I don't know how to use it. 
I know from the time I spend in writing an e-mail, as well as always use the 
same old words and sentences in my e-mails. 
I always feel lack of confidence when I have to write something. 
I face these problems everyday. 
It takes me a long time to write an e-mail. 
I'm not sure whether it is a problem or not. 

3. How do you feel about the problem you have? 
S1 
S2 
S3 
S4 
S5 
 
S6 
S7 
 
S8 
S9 
S10 
S11 
S12 
S13 
S14 

I feel bad about myself/downhearted. 
I don’t want to send mails in English, and I feel worried. 
I think I have to try more and practice more. 
I’m frustrated and loose confidence related to my ability. 
I feel frustrated, lack of confidence because I can't make my sentences deliver 
the message I wanted. 
I think I can deal with my problems by learn more about writing. 
I feel that I use too much time to write, and after I finish it I'm not sure whether 
my audience will understand what I want to communicate or not. 
I feel bored. I don't want to do it. 
I want to improve my skills. 
I avoid responding to an e-mail in long messages (but I want to improve). 
I feel pressured. 
I want to fix these problems. 
It makes my work inefficient. 
I'm not confidence in writing business e-mails. I tried to solve my problems by 
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S15 
 
S16 
S17 
 
S18 
S19 

using dictionary more to find the functions of the words, but sometimes I just 
give up. 
I'm not confidence in writing e-mail, I don't know whether my reader will 
understand what I wanted to communicate or not. 
I try my best, if it's still not good enough then I will try again next time. 
I want to write better, so I tried but it still takes a long time and not much 
improvement. 
It wastes my time. 
I feel lack of confidence and I don't want to do it. 

4. Why does the problem exist? 
S1 
S2 
S3 
S4 
S5 
 
S6 
S7 
S8 
S9 
S10 
 
S11 
S12 
S13 
 
 
S14 
 
S15 
 
S16 
S17 
 
S18 
S19 

I can’t find the right word. 
I don’t really understand the writing concept in English. 
I don’t really have good understanding of English since when I was younger. 
I’m not confident about my own knowledge. 
I'm not used to the formal language because I normally use simple words and I 
read too much of leisure books. 
I have little experience in writing business e-mails. 
My English background is not good enough, lack of knowledge for grammar. 
I have difficulty with English language. 
I not sure how to write. 
I don't have much chance to communicate by e-mail, so I don't know what word 
to use and I afraid that I can't use the language properly. 
From using "English" language. 
I don't have good knowledge of English language. 
I don't have much change to write so I'm not very skillful, and I also lack of the 
writing concept or else don't know good vocabularies that is suitable for the e-
mail formats. 
I don't have much chance to practice. When I have the problem, I don't know 
how to solve it so continue to create problem for me. 
Sometimes I need to write e-mails about something that I'm not familiar with, 
therefore I can't think of the right words or sentences that I need to use. 
I don't really pay attention to English grammar when I was younger. 
I don't have the language skills, don't know what is right or wrong, and 
therefore I feel lack of confidence. 
I can't use English fluently. 
I'm not confident in the writing language. 

5. What are the consequences of the problem? 
S1 
S2 
S3 
S4 
S5 
 
S6 
S7 
 
 
S8 

I waste a lot of time. 
I feel lack of confidence. 
When I need to use English in real life, I can’t really use it effectively. 
I became a burden for my boss and my peer. 
I think I'm loosing the knowledge from the past when I can use formal language 
better than this. 
I make my recipient misunderstand what I want. 
I afraid to write, so I ended up not sharing the information that I have in written. 
I always have to use telephone to communicate and therefore no record of what 
has been communicated. 
I don't want to write business e-mails. 
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S9 
 
S10 
 
S11 
 
S12 
S13 
 
S14 
 
S15 
 
S16 
S17 
 
 
S18 
 
S19 

I'm not confident when I need to send e-mail, so I use other tools ie. telephone 
instead to avoid writing e-mail and I continue to be lack of writing skills. 
I feel lack of confidence in e-mail correspondent, and takes a long time to 
respond because I need a lot of time to think. 
If my e-mail is not grammatically correct, it may impact the interpretation of 
the message. 
I feel lack of confidence in writing e-mails in English. 
Sometimes my e-mail does not contain all the information required, or I might 
send out wrong message from what I originally wanted. 
I can't clearly communication and make people misunderstand, and it takes me 
a long time to write. 
My audience doesn’t understand what I want to communicate. Sometimes I 
have to rewrite again so everyone understands the same thing. 
I can't write properly. 
It takes me too much time, and my work is not efficient. I don't want to 
correspond to e-mails. Sometimes I can make mistake in my work because of 
misunderstanding. 
Apart from wasting the time, sometimes it could make the reader misunderstand 
and feel negatives towards the writer. 
Sometimes there are no response to my e-mail, or people had to write back and 
ask for more clarification. 

6. How would you like to change? 
S1 
S2 
 
S3 
S4 
 
S5 
 
S6 
 
S7 
 
S8 
S9 
S10 
 
S11 
S12 
 
S13 
S14 
 
S15 
S16 
S17 
 

I want to be able to write business e-mail quickly. 
I want to be able to respond quickly with business e-mails, and communicate 
thoroughly in my mail. 
I want to learn and practice more. 
I would like to gain back my self-confidence, and able to do my work without 
fear that I will do it wrong. 
I wanted to change my writing style from speaking-language to proper writing-
language. 
I'd like to be able to write business e-mails with effectiveness, all my readers 
understand the same messages. 
I want to be able to write better e-mail, can use language that is easy to 
understand and grammatically correct. 
I want to be able to write e-mails immediately when I needed to. 
I want to be able to write e-mail with proper language. 
I want to improve the skills in using e-mail for my work, so that I can work 
faster and simpler. 
I want to know all about e-mail writing. 
I want to improve my writing skills, so my e-mails are easier to understand and 
follow the correct grammar. 
I want to be able to write e-mail quickly with precise content. 
I want to attend a writing course that can improve my skills, and do more 
practice by writing to my friends. 
I want to be able to write e-mails correctly, easy to understand with preciseness. 
I want to be able to write correctly. 
I want to have the sufficient knowledge to correspond with business e-mails, 
and make my readers understand what I want to communicate. 
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S18 
S19 

I want to write properly, precisely, and take small amount of time. 
I want to write efficiently, able to correspond and achieve the objectives that I 
want. 

7. What do you need to learn in order to better understand the identified problem 
or to solve the problem you have? 
S1 
S2 
S3 
 
S4 
S5 
S6 
 
S7 
 
 
S8 
 
S9 
S10 
 
S11 
S12 
S13 
 
S14 
 
S15 
 
S16 
S17 
S18 
S19 

I need to improve my grammar. 
How to use English properly and practice writing e-mails a lot. 
Learn and practice to translate from Thai to English writing, sometimes I run 
out of words even though the easy ones. 
I would like to understand the language concept. 
I would like to know more about formal language. 
How to write business e-mails, writing skills, and vocabulary/phrases that are 
often used for business e-mails. 
I need to know more vocabularies related to business e-mails, how to use 
grammar correctly, and how to make my content precise and easy to 
understand. 
English writing, how to write e-mail, how to write when need to inform about 
something. 
I want to learn more about English language. 
I need to have better English skills, to learn about different situations of e-mails, 
and practice my writing skills. 
Writing skills. 
I need to learn more about English language. 
I want to learn more about the writing pattern that is frequently used for 
business e-mails, i.e. to negotiate, to initiate, to reject, etc. 
I need to learn more about grammar and writing model, functions of words, and 
know more vocabularies and idiom. 
I need to learn how to write in English without having to translate from Thai to 
English, and more understanding about tenses. 
I want the basic of English grammar. 
Vocabulary, English grammar, and English writing concept 
English grammar, and polite phrases for business e-mail 
The steps of writing i.e. how to start and finish, introduction and ending, etc. 

8. What resources do you already have that could help you deal with the problem? 
S1 
S2 
S3 
S4 
 
S5 
S6 
S7 
 
S8 
S9 
 
S10 
S11 

Dictionary and use others’ expertise. 
I already have some examples (how to write) ie. How to start, how to end. 
Sometimes I practice translating Thai-English just to increase the fluency. 
My colleague, example e-mails in the workplace, and example for previous 
reports. 
I take examples from others and modified, and I read from books. 
Ask my manager/others to take a look or give suggestions on what I wrote. 
I take examples from others and modified. I ask from other colleagues who 
could help me. 
I take an English course (Direct English), and read from the internet. 
I read from other people's e-mail and learn how they write in different 
situations, then applied to my work. 
I ask from those who has good English skills, or look up from textbooks. 
I ask my manager and look up from a dictionary. 
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S12 
S13 
S14 
 
 
S15 
S16 
S17 
S18 
S19 

I tried to read English books. 
I take examples from others. 
I currently use a dictionary to find the meaning of words and their functions. 
But I can't remember because one word can sometimes be a noun, verb, or 
adjective. 
I look up words from a dictionary, textbooks, and ask from my colleague. 
I ask my manager to help me brush up my English, as well as my colleagues. 
I use a dictionary, sometimes I look at others' examples. 
None  
None  

9. What other resources or sources of information you might need? 
S1 
S2 
 
S3 
 
S4 
S5 
 
S6 
S7 
 
S8 
S9 
S10 
 
S11 
S12 
S13 
 
S14 
 
S15 
 
S16 
S17 
S18 
S19 

Some grammar training courses. 
I want to know the right format, the concept of writing e-mails that I can really 
use in real life and the kind of language use in writing e-mails. 
I want some guideline in Thai-English translation (I don’t have problem when 
translate English-Thai). 
More practice. 
I want some advice, and I want to know about precise formal words with 
interchangeable meanings as well as an appropriate sentence style. 
Many different types of dictionaries. 
I want to be more knowledgeable in business e-mails in English and in the 
writing concept. 
None  
I want example of different types of e-mail. 
Different formats of e-mail correspondents, grammar, and someone to help me 
when I can think of what to write. 
Taking an English course, examples, and exercises. 
I want to know how to write e-mail that is precise and easy to understand. 
What is the correct concept of writing business e-mail, and the relevant 
techniques including dos and don'ts. 
I need someone to advise how to improve my English, and have examples for 
polite sentences for communication. 
I want to have examples for various business e-mail types, as well as courses 
that can help me improve business e-mails or improve writing skills. 
I need to learn from those who really know. 
I want to learn about writing and English grammar. 
Good examples of business e-mails 
Examples of good and bad business e-mail 

10. What questions do you have regarding writing the business e-mail? 
S1 
S2 
S3 
S4 
 
S5 
S6 
 
S7 

None  
The format and language. 
I sometimes I still use mixed up level of language in one e-mail. 
What is the ground rule for writing, so that is not too short (people wouldn't 
understand) nor too long (so it makes people confusing). 
I know what message I want to send out but I don't know what words to use. 
If I have the repeated or similar situations frequently, how to write business e-
mail in the various different ways? 
How to write e-mails politely especially when to turn down some requests from 
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S8 
S9 
S10 
 
S11 
S12 
S13 
S14 
 
S15 
S16 
 
S17 
S18 
S19 

internal colleagues, or when I need to contact external parties? What is the 
concept of a good business e-mail? 
The fundamental or concept of business e-mail. 
A guideline about how to write. 
How to construct an e-mail, how to use language that is different from spoken 
language in an e-mail. 
Vocabularies that are appropriate for different group of people. 
I don't really understand about English e-mails. 
What are the right patterns of business e-mails? 
I still want to know about writing grammar, model, and sentences. How to use 
idiom and tenses appropriately. 
What are the levels of English writing? 
Sometimes I still write long and complicated e-mail, not as precise as it should 
be. 
How can I write in a way that makes people understand? 
None 
Correct grammar guideline  

11. What other related questions do you think you need to know? Why? 
S1 
S2 
S3 
S4 
S5 
 
S6 
 
S7 
S8 
S9 
S10 
S11 
S12 
 
S13 
S14 
 
S15 
 
S16 
S17 
 
S18 
S19 

I want to understand the specific patterns and words for business e-mails. 
None  
Why can’t I communicate what I wanted in e-mail? 
The language of concept, both writing and speaking. 
I want to know appropriate language usage, steps of sending messages, and I 
want my audience to understand what I want to tell them. 
I want to understand the format of writing, so I can apply to my e-mail in 
different situations. 
I want to be able to 100% understand the e-mails sent to me. 
How to write reports, abstracts, and article. 
I want some techniques on how I can be better with English language. 
Vocabulary and formal ending statement. 
I want to have better English language skills. 
I wanted to be able to write business e-mails because right now it started to 
create problems for my work. 
How to write effectively? What is the thought process for effective writing? 
Passive & active voice (because normally I have to inform about what had 
happened in the past) 
I want to learn about how to write business letter or other types of business 
writing (not only e-mail) in order to improve my writing skills. 
How to write effective e-mails? 
How to correspond, to explain, to make my e-mail polite, as well as what 
should not do because it will make me looks aggressive? 
None  
None  

12. What English language skills do you think you need to write business e-mails? 
S1 
S2 
S3 
S4 

Grammar and writing skills in English language. 
How can I use the language that is accurate and easy to understand. 
I would like to write English sentences that are precise and accurate. 
Grammar and how to compose sentences. 
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S5 
S6 
 
S7 
S8 
 
S9 
S10 
 
S11 
S12 
 
S13 
 
S14 
 
S15 
S16 
S17 
S18 
S19 

I would like to know appropriate vocabularies and types of sentences. 
Vocabulary/phrase that is relevant to my work and how to use them in various 
situations. 
Business vocabulary, grammar, content organization 
English grammar and vocabulary, and the concept of writing formal business e-
mail. 
English grammar. 
Concept in term of grammar, formal language, vocabulary, and different types 
of e-mail. 
English writing and grammar. 
I want to write the language that is easy to understand, use phrases and words 
that are grammatically correct, and doesn't take a long time to prepare. 
I want to have writing skills that can make me write precisely in short period of 
time. 
How to write simple, complex, and compound sentences? How to write present 
perfect and passive sentences? How to write polite business e-mails? 
I want to improve my English conversation as well as English writing skills. 
English writing techniques 
English writing, grammar, and vocabulary 
English grammar 
How to write properly, easy to understand, and precisely? 
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Appendix C 
 

Details of Pilot Course Schedule (Lesson Plan) 
June 5th, 2005 and June 12th, 2005 
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Learning Schedule: Business E-mail Trial (Sunday: June 5, 2005) 
 

Date/Time Topic Learners'Activities Output 

Sunday: 5/6/05 

10:00 - 12:00 

a.m. 

 

 

 

 

 

 

 

 

 

12:00 - 1:00 

p.m. 

1:00 - 3:00 

noon 

 

• Introduction to the Business E-mail course & 

distribute learner's folder and go through the 

materials (20 minutes) 

• Explain the differences between each e-mail types 

(20 minutes)  

• Pre-test of selected e-mail type either 2 or 3: 

individual (30 minutes) 

 

• Break into groups (x3), group discussion (15 

minutes) 

 

• Review of common problems (35 minutes) 

• Lunch break 1 hour 

• Select E-mail Type 1, analysis demonstration (20 

minutes) 

• Group analysis (30 minutes) 

 

 

 

 

 

• Write business e-mail according 

to the provided task instruction 

 

• Discuss & brainstorm about 

problems with e-mail at work 

overall 

 

 

 

• Practice on E-mail Type 1 

analysis (group) 

• Discuss & brainstorm about 

 

 

 

 

 

• Pre-test: individual 

written tasks before 

taking a course (for 1 

type of business e-mail) 

• Summary of current 

problems with e-mail at 

work (flipchart) 
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• Group discussion (15 minutes) 

 

• Individual exercise: practice writing E-mail for the 

Type 1 individually (20 minutes) 

• Post-test of selected e-mail type either 2 or 3: 

individual (30 minutes) 

• Individual reflection of Day 3 (5 minutes) 

problems with E-mail Type 1 at 

work 

• Practice writing E-mail Type 1 

according to provided 

instructions (individual) 

• Write Business E-mail for the 

Type 2 or 3 related to work 

function (individual) 

• Write self reflection from Day 2 

learning experience into provided 

sheets 

• Summary of problems 

with E-mail Type 1 at 

work 

• Individual written task  

(E-mail Type 1) 

• Post-test: individual 

written tasks after taking 

a course 

• Learners' reflection for 

Business E-mail 
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Learning Schedule: Business Presentation Trial (Sunday: June 12, 2005) 
 

Date/Time Topic Learners'Activities Output 

Sunday: 

12/6/05 

10:00 - 12:00 

a.m. 

 

 

 

 

 

 

 

 

 

12:00 - 1:00 

p.m. 

1:00 - 3:00 

noon 

 

• Introduction to the Business Presentation course & 

distribute learner's folder and go through the 

materials, explain the differences in presentation 

types (20 minutes) 

• Explain the differences between each presentation 

types (20 minutes) 

• Pre-test of selected presentation type either 2 or 3: 

individual (30 minutes) 

 

• Break into groups (x3), group discussion (15 

minutes) 

 

• Review of common problems (35 minutes) 

• Lunch break 1 hour 

• Select presentation Type 1, analysis demonstration 

(20 min.) 

 

 

 

 

 

 

• Write business presentation 

according to the provided task 

instruction 

 

• Discuss & brainstorm about 

problems with presentation at 

work overall 

 

 

 

• Practice on Presentation Type 1 

 

 

 

 

 

 

• Pre-test: individual 

written tasks before 

taking a course (for 1 

type of presentation) 

• Summary of current 

problems with 

presentation at work 

(flipchart) 
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• Group analysis (30 minutes) 

• Group discussion (15 minutes) 

 

• Individual exercise: practice writing presentation 

for the Type 1 individually (20 minutes) 

• Post-test of selected presentation type either 2 or 

3: individual (30 minutes) 

• Individual reflection of day (5 minutes) 

analysis  

• Discuss & brainstorm about 

problems with Presentation Type 

1 at work 

• Practice writing presentation 

Type 1 according to provided 

instructions  

• Write Business Presentation for 

the Type 2 or 3 related to work 

function  

• Write self reflection from 

learning experience into provided 

sheets 

• Summary of problems 

with Presentation Type 1 

at work 

• Individual written task  

(Presentation Type 1) 

• Post-test: individual 

written tasks after taking 

a course 

• Learners' reflection for 

Business Presentation 
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Appendix D 
 

Writing Scores Rubric 
 (adapted from Jacobs et al.’s, 1981) 

Scoring 
Aspect 

Excellent  
(4) 

Good  
(3) 

Fair  
(2) 

Poor  
(1) 

A. Content • Knowledgeable 
• Substantive 
• Thorough 

development of 
ideas 

• Relevant to 
assigned topic 

• Some knowledge of 
subject 

• Adequate range 
• Limited development 

of ideas 
• Mostly relevant to 

topic, but lacks detail 

• Limited knowledge 
of subject 

• Little substance 
• Inadequate 

development of 
topic 

• Does not show 
knowledge of 
subject 

• Non-substantive 
• Not relevant 
• OR not enough to 

evaluate 
B. Organization • Fluent expression 

• Ideas clearly 
stated/supported 

• To-the-point 
• Well-organized 
• Logical 

sequencing 

• Somewhat choppy 
• Loosely organized 

but main ideas stand 
out 

• Limited support 
• Logical but 

incomplete 
sequencing 

• Non-fluent 
• Ideas confused or 

disconnected 
• Lacks logical 

sequencing and 
development 

• Does not 
communicate 

• No organization 
• OR not enough to 

evaluate 

C. Vocabulary • Sophisticated 
range 

• Effective word/ 
idiom choice and 
usage 

• Word form 
mastery 

• Appropriate 
register 

• Adequate range 
• Occasional errors of 

word/idiom form, 
choice, usage but 
meaning not 
obscured 

• Limited range 
• Frequent errors of 

word/idiom form, 
choice, usage 

• Meaning confused 
or obscured 

• Essentially 
translation 

• Little knowledge of 
English vocabulary, 
idioms, word form 

• OR not enough to 
evaluate 

D. Language 
usage 

• Effective 
complex 
constructions 

• Few errors of 
agreement, tense, 
number, word 
order/function, 
articles, 
pronouns, 
preposition 

• Effective but simple 
constructions 

• Minor problems in 
complex 
constructions 

• Several errors of 
agreement, tense, 
number, word 
orders/function, 
articles, pronouns, 
preposition but 
meaning seldom 
obscured 

• Major problems in 
simple/complex 
constructions 

• Frequent errors of 
negation, 
agreement, tense, 
number, word 
order/function, 
articles, pronouns, 
preposition and/or 
fragments, run-ons, 
deletions 

• Meaning confused 
or obscured 

• Virtually no 
mastery of sentence 
construction rules 

• Dominated by 
errors 

• Does not 
communicate 

• OR not enough to 
evaluate 

E. Mechanic • Demonstrates 
mastery of 
conventions 

• Few errors of 
spelling, 
punctuation, 
capitalization, 
paragraphing 

• Occasional errors of 
spelling, punctuation, 
capitalization, 
paragraphing but 
meaning not 
obscured 

• Frequent errors of 
spelling, 
punctuation, 
capitalization, 
paragraphing 

• Poor written text 
• Meaning confused 

or obscured 

• No mastery of 
conventions 

• Dominated by 
errors of spelling, 
punctuation, 
capitalization, 
paragraphing 

• text illegible 
• OR not enough to 

evaluate 
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Appendix E 
 

The Coding Scheme of E-mails 
 

Pre-test E-mail Type 1 - Information Request 
e-mail generic features of form 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Subject heading 

From                
To / /  / / / / / / / / / /  12 

Date                

Subject  /  / / / / /  / / / /  10 

Opening salutation 

Recipient’s name or title /  /  / / / / /   / /  9 

Dear /  /  /   / /   / /  7 

Hi … (Hello)              / 1 

Punctuation  /    / /   /   /   5 

Body                

Closing Salutation 

Complimentary closing (e.g. 
best regards,) 

/ / /  / /     / / / / 9 

signature /     /                                                                          / /   4 

 6 3 3 2 6 6 3 4 4 2 3 7 5 2  

Post test E-mail Type 1 - Information Request 
e-mail generic features of form 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Subject heading 

from /              1 

to / / / / / / / / / / / / / / 14 

date /   /   / / / / / /  / 9 

subject / /  / / / / / / / / / / / 13 

Opening salutation 
Recipient’s name or title  / / / / / / / / / / / / / 13 

Dear  / / / / / / / / / / / / / 13 

Hi … (Hello)                

Punctuation   /  / /  /   / / / / / 9 

Body                

Closing Salutation 
Complimentary closing (e.g. 
best regards,) 

  /   / / / / /  /  / 8 

signature      / / / / /   / / 7 
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Pre-test E-mail Type2- Information Response/Sharing 
e-mail generic features of form 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Subject heading                

from                
to / / / / / / / / / / / / /  13 

date                

subject  /  / / / / /  / / / / / 11 

Opening salutation                

Recipient’s name or title / / / / / / /  /  / / / / 12 

Dear /  / / /    /  / / / / 9 

Hi … (Hello)                

Punctuation  /   / /  /  /  / /  / 8 

Body                

Closing Salutation                

Complimentary closing (e.g. 
best regards,) 

/ / /   / /  /  / / / / 10 

signature /     /   /  / / / / 7 

Post test E-mail Type2 - Information Response/Sharing 
e-mail generic features of form 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Subject heading                

from /   /   / / / / /  /  8 
to / /  / / / / / / / / / / / 13 
date /   /   / / / / /   / 8 
subject / /  / / / / / / / / / / / 13 
Opening salutation                
Recipient’s name or title / / / / / / / / / / / / / / 14 
Dear / / / / / / / / / / / / / / 14 
Hi … (Hello)                
Punctuation  / /  / / / / / / / / /  / 12 
Body                
Closing Salutation                
Complimentary closing (e.g. 
best regards,) 

/ / / / / / / / / / / / / / 14 

signature / / / / / / / / / / / / / / 14 
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Pre-test E-mail Type 3 - Status Update 
e-mail generic features of form 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Subject heading                

from                
to / / / / / / / / / / / / /  13 

date                

subject  /  / / / / /  / / / / / 11 

Opening salutation                

Recipient’s name or title / / / / /  / / /  / / / / 12 

Dear / / / / /   / /  / / / / 11 

Hi … (Hello)                

Punctuation     /   /  /  / /  / 6 

Body                

Closing Salutation                

Complimentary closing (e.g. 
best regards,) 

/ /  /  / / / /  / /  / 10 

signature /     /   /  / /  / 6 

Post test E-mail Type 3 – Status Update 
e-mail generic features of form 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Subject heading                

from /   /   / / / / /  /  8 

to / /  / / / / / / / /  / / 12 

date /   /   / / / / / /  / 9 

subject / /  / / / / / / / / / / / 13 

Opening salutation                

Recipient’s name or title / / / / / / / / / / / / / / 14 

Dear / / / / / / / / / / / / / / 14 

Hi … (Hello)                

Punctuation  / /  / / / / / / / / /   11 

Body                

Closing Salutation                

Complimentary closing (e.g. 
best regards,) 

/ /  / / / / / / / / /  / 12 

signature / /  / / / / / / / / /  / 12 
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Appendix F 
 

The Coding Scheme of Moves 
 

Pre-test E-mail Type1 - Information Request 
Move/participant 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Body                
Move 1 Providing Background or 
reference 

/  / / /  / / /  / / /  10 

Move 2  Expressing a purpose / / / / / / / / / / / / / / 14 
Move 3  expressing concerns  /  /    / / /  /   6 
Move 4  expressing gratitude /  / / / /  /  /    / 8 
Move 5  giving extra 
information 

/ /    / /    / /  / 7 

2nd 4 3 3 4 3 3 3 4 3 3 3 4 2 3 45 
1st 4 4 3 4 4 4 3 4 3 3 3 4 2 3  
                
April 8 
 
Post-test E-mail Type1 - Information Request 
Move/participant 1

W
i 

2 
S
u 

3 
T
hi 

4 
S
o
m 

5
W
a
n 

6 
N
u
m 

7 
K
ro 

8 
Li
n 

9 
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Body  
Move 1 Providing Background or 
reference 

/ / / / / / / /  / / / / / 13 

Move 2  Expressing purpose / / / / / / / / / / / / / / 14 
Move 3  expressing concerns / /   /   /  /  /  / 7 
Move 4  expressing gratitude  /  / / / / / /    / / 9 
Move 5  giving extra 
information 

/     /     / /  / 5 

2nd 4 4 2 3 4 4 3 4 2 3 3 4 3 5 48 
1st 4 4 2 3 4 5 3 4 3 3 3 4 3 5  
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Redo Pre-test E-mail Type2 – Information Response/Sharing 
Move/participant 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Body                
Move 1 Providing Background or 
reference 

/ /  / / / /  / / / /  / 11 

Move 2  Expressing a purpose / 
 

 / / / 
 

/ 
 

/ / / / / 
 

/ / 
 

/ 13 

Move 3  expressing concerns  / / /    /   / /  / 7 
Move 4  expressing gratitude                
Move 5  giving extra 
information 

 /      /     / / 4 

2nd 2 3 2 3 2 2 2 3 2 2 3 3 2 4 35 
1st 2 3 2 3 2 2 2 2 2 2 2 4 2 4  
 
 
Post test E-mail Type2 – Information Response/Sharing 
Move/participant 1

W
i 

2 
S
u 

3
T
hi 

4 
S
o
m 

5
W
a
n 

6 
N
u
m 

7 
K
ro 

8 
Li
n 

9 
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Body                
Move 1 Providing Background or 
reference 

/ / /  / / / / / / / /  / 12 

Move 2  Expressing a purpose / /  / / / / / / / / / / / 13 
Move 3  expressing concerns / / / /  / / / / / /   / 11 
Move 4  expressing gratitude            /   1 
Move 5  giving extra 
information 

/ /   / /   / / /  / / 9 

2nd 4 4 2 2 3 4 3 3 4 4 4 3 2 4 46 
1st 4 4 2 3 3 4 3 3 4 3 3 3 1 3  
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Pre-test E-mail Type3 – Status Update 
Move/participant 1

W
i 

2
S
u 

3
T
hi 

4
S
o
m 

5
W
a
n 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

1
0
T
hi
ra 

1
1 
Si
ri 

1
2 
S
a
m
i  

1
3
U 

1
4
S
u
p
a 

 

Body                
Move 1 Providing Background or 
reference 

 / / /   /  /   /   6 

Move 2  Expressing a purpose / / / / / 
/ 

/ / / 
/ 

/ / 
/ 

/ 
/ 

/ 
/ 

/ / 
/ 

14 

Move 3  expressing concerns / /  /  /   /   /  / 7 
Move 4  expressing gratitude   /            1 
Move 5  giving extra 
information 

   /  /    /   /  4 

2nd 2 3 3 4 1 3 2 1 3 2 1 3 2 2 32 
1st 2 3 3 4 1 4 2 2 3 2 1 2 2 2  
 
 
Post test E-mail Type3 – Status Update 
Move/participant 1

W
i 

2S
u 

3
T
hi 

4S
o
m 

5
W
an 

6
N
u
m 

7
K
ro 

8
Li
n 

9
O
n 

10
T
hi
ra 

11 
Si
ri 

12 
Sa
mi  

13
U 

14
Su
pa 

 

Body                
Move 1 Providing 
Background or reference 

   / / / /  / / /    7 

Move 2  Expressing a 
purpose 

/ / 
/ 

/ / / / / 
/ 

/ 
/ 

/ / / / 
/ 

/ / 14 

Move 3  expressing 
concerns 

/ / / /  / / /      / 8 

Move 4  expressing 
gratitude 

/ / / / / / / / /  / /  / 12 

Move 5  giving extra 
information 

            /  1 

2nd 3 3 3 4 3 4 4 3 3 2 3 3 2 3 32 
1st 3 3 4 3 3 4 4 3 3 2 3 3 2 4  
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Appendix G 
 

The Coding Record of Moves in Individual Types of E-mail 
 

 
Type and Frequency of Rhetorical Moves of All Types of E-mail Messages in the 
Pre-test and in the Post Test  
 
Type/Frequency of 
Occurrence 

Pre-test Post test 

 T1 % T2 % T3 % T1 % T2 % T
3 

% 

Move 1: Providing 
Background info. or Ref. 

10 71.4 11 78.6 6 42.9 13 92.9 12 85.7 7 50 

Move 2: Expressing 
communicative purpose 

14 100 13 92.9 14 100 14 100 13 92.9 14 100 

Move 3 : Expressing 
concerns 

6 42.9 7 50 7 50 7 50 11 78.6 12 85.7 

Move 4: Expressing 
gratitude 

8 57.1 0 0 1 7.1 9 64.3 1 7.1 1 7.1 

Move 5: Giving extra 
information 

7 50 4 28.6 4 28.6 5 35.7 9 64.3 8 57.1 
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Appendix H 
 

Type and Frequency of E-mail Generic Features 
 
 
Feature Pre-test Post test 

Header T1 % T2 % T3 total T1 % T2 % T3 total 

From        1  8  8 17 

Date       9  8  9 26 

To 12  13  13 38 14  13  12 39 

Subject 10  11  11 32 13  13  13 39 

Opening Salutation             

Recipient’s name and 
title 

9  12  12 33 13  14  14 41 

Dear  7  9  11 27 13  14  14 41 

hi (hello) 1     1       

Punctuation  5  8  6 19 9  12  11 32 

Body             
Move 1 Providing 
Background or 
reference 

10  11  6 27 13  12  7 32 

Move 2  Expressing a 
purpose 

14  13  14 41 14  13  14 41 

Move 3  expressing 
concerns 

6  7  7 20 7  11  8 26 

Move 4  expressing 
gratitude 

8  0  1 9 9  1  12 22 

Move 5  giving extra 
information 

7  4  4 15 5  9  1 15 

Closing salutation             
Complimentary Close  9  10  10 29 8  14  12 34 

Signature 4  7  6 17 7  14  12 33 

total 102  105  101 308 135  156  147 438 
 



 198 

Appendix I 
 

The Coding Record of Appropriateness in E-mails 
 
 Pre-test Post-test 
subject 
Type of Opening- Closing Salutation 

T1 
N=  
14 

T2 
N=  
14 

T3 
N=  
14 

Total 
N= 42 

T1 
N
=  
14 

T2 
N=  
14 

T3 
N=  
14 

Total 
N= 42 

--------                                   --- -- 1 1 1 7.1% 
(3 ) 

0 0 0 0 

--------                                   best regards 0 0 1 2..3% 
(1) 

0 0 0 0=0 

    9.4%    0 
Dear Recipient’s name,        ----- 0 1 0 2.3% 

(1) 
0 0 0 0 

Dear + Recipient’s name,     Regards, 0 1 0 2.3% 
(1) 

4 0 0 9.5% 
(4) 

Dear + Recipient’s name,     Best Regard (s), 7 1 2 23.8 % 
(10) 

2 4 6 28.5% 
(12) 

    28.4%    38% 
To + Recipient’s name,        Regards 1 0 0 2.3% 

(1) 
0 1 0 2.3% 

(1) 
Hi + recipient’s name           Best regard, 1 0 0 2.3% 

(1) 
1 0 0 2.3% 

(1) 
to + Recipient’s title,           --- 1 2 0 7.1% 

(3) 
0 0 0 0 

Recipient’s title,                   --- 0 1 0 2.3% 
(1) 

0 0 0 0 

Dear + Recipient’s title,      --- 2 0 0 4.7% 
(2) 

2 0 0 4.7% 
(2) 

    14.1%    4.7% 
To Recipient’s title,             Best Regards, 0 5 2 16.6% 

(7  ) 
0 3 3 14.2% 

(6) 
         
Dear + Generic name(e.g.all, team),             
---- 

1 0 2 7.1% 
(3) 

0 0 2 4.7% 
(2) 

         
Dear + Generic name ,          regards 0 0 1 2.3% 

(1) 
0 1 0 2.3% 

(1) 
Dear + Generic name ,          Warm regard-  0 1 1 4.7% 

(2) 
0 0 0 0 

Dear + Generic name             Best regards 0 1 3 9.5% 
(4) 

0 5 3 19.0% 
 (8) 

To + Generic name,                best regards,    0 0 1 2.3% 
(1) 

5 0 0 11.9 
%(5) 

    19.0%    38.0% 
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Appendix J 
 
 

Definitions and Examples of Appropriateness of Subject  
in E-mail Subject line 

 
 

Terms Definitions 

Not Clear The participants did not include the 

subject in the subject line of the e-mail. 

Less Appropriate The subject is understandable; however, 

it can be rewritten appropriately.  

Appropriate The subject is the exemplar and most 

acceptable 
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Appendix K 

 
E-mail Examples 

 
Action/Information Request E-mail: Example 1 

 
Sender, place Charn Songsak (charn.songsak@gtbgoods.com) 
Date & Time July 29, 2004  10:14 
The recipient(s) - To Udom Meesap, Victor Barnett, Somchai Tippreecha,  

Pete Jones 
Carbon copy to - Cc Pakawat Napadon 
Subject Planned cross-charges for GTB Goods.Com in 2004 - 

RESPONSE REQUIRED 
Form of address / 
Salutation 

Dear all, 
 

Context + problem or 
Reference  

Please be informed that the annual cross-charge for GTB 
Goods.Com 2004 allocation will be processed by the end of 
this month.  
 
For reference, the table attached gives you some idea of the 
regional split for this year. Please find below the share by 
each Asia countries, based on the unit NSV for the main 
GTB Goods.Com website. 
 

Proposed 
solution/action 

NEED YOUR RESPONSE 

Action request Upon reviewing your unit's allocated amount, can you please 
let me know the following; 
a.) whether the person in charge (budget holder) name is 

correct 
b.) whether you are ok with the cross-charge amount 
 
Please provide your unit's account and cost center which to 
absorb this cost accordingly. 

Further information  
Deadline I do apologize for the short notice, and would appreciate your 

confirmation asap (possibly by this Friday). 
 

Fixed phrase Should you have any question, kindly let me know. 
Complimentary Best Regards, 
Closing  Charn S. 

Project Manager - GTB Goods.Com 
 
 
Reference: EM-AR 1 
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Action/Information Request E-mail: Example 2 
 
Sender, place Shunji Tsukamoto (shunji.tsukamoto@gtbgoods.com) 
Date & Time September 7, 2004  16:05 
The recipient(s) - To Jane Wei, Orawan Watana 
Carbon copy to - Cc  
Subject New household launch strategy 
Form of address / 
Salutation 

Hi Jane, 
 

Context + problem or 
Reference  

Thank you for the materials you sent me. I have just updated 
the launch strategy consolidation chart, which had been 
created a couple of months ago, reflecting the planned launch 
for China.  
 

Proposed 
solution/action 

Could you take a moment to double check it and see if the 
chart summarizes what you are planning to do?  

Action request Feel free to modify it if necessary. 
Deadline I would appreciate if you can get back by next Monday 

September 12, 2004. 
 

Further information  
Another recipient* Hi Orawan, 
Additional reference I assume you have not made any major change to your 

launch plan for this year, but I'm aware that you plan to start 
using the internet for the on-line advertisement beginning of 
this year. Is this right? 

Action request If you have anything to add or change, pls let me know. 
Deadline  
Further information As I briefly mentioned in the recent VC, we are planning to 

renew our launch strategy in the near future. I will share it 
with you, hopefully soon. 
 

Fixed phrase  
Complimentary Thanks, 
Closing  Shunji T. 

Marketing Dept., GTB Goods Inc. Japan 
Phone: +81-44-712-1123, Fax: +81-44-712-1442 
E-mail: shunji.tsukamoto@gtbgoods.com 

 
 
 
Reference: EM SU-11-5 
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Action/Information Request E-mail: Example 3 
 
Sender, place Annette Burke (annette.burke@gtbgoods.com) 
Date & Time July 19, 2004  12:10 
The recipient(s) - To Richard Weibel, Becky Lord, Neil Stina, Joel Smith 
Carbon copy to - Cc  
Subject Global Metrics - where we are & input requirement 
Form of address / 
Salutation 

Hello everybody, 
 

Context + problem or 
Reference  

I am sure that Mike informed you about a current piece of 
work on the global metrics and measurements known as the 
Project H. This piece of work is closely linked with work on 
the application of the Talent Management Model (see 
attached below) of which you will hear much more in the 
near future. 
 
The work on Project H Metrics (together with the R&D 
Effectiveness) is serving two purposes: 
1. to gather information on the state of our talent pool in 

MFE (by dept & country), measure the effect of current 
activities, and adjust our plan accordingly 

2. to measure our process (via the use of the application of 
Talent Management Model) in order to improve the 
quality and the efficiency of the resources we have 

 
Proposed 
solution/action 

Since you will be (partly) involved and responsible for some 
of this information, including being the key users of the 
outcome of this analysis, I am asking for your input/feedback 
on the work we have done so far. 
 

Action request & 
deadline 

Please respond to me with any ideas, concerns, etc. before 
July 28th. 
 

Further information Obviously, this is not the only information that is needed to 
make a successful comparison between the demand & supply 
of our resources. We will inform you about the work which 
is planned to create a compatible framework, and ask for you 
input on this in the near future. So please stay-tuned! 

Fixed phrase  
Complimentary Thanks & Regards, 
Closing  Annette 

 
Annette Burke 
Mobile: +45 2337 6586 
Annette.burke@gtbgoods.com 

 
 
Reference: EM SU-9-4 
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Information Response/Sharing E-mail: Example 1 
 
Sender, place Linda Johnson (linda.johnson@puresimple.com) 
Date & Time September 20, 2004  16:05 
The recipient(s) - To Charoen Ngamdee 
Carbon copy to - Cc  
Subject Official launch strategy & strategic innovation 
Form of address / 
Salutation 

Dear value client, 
 

Introduction I would like to invite you to the official launch of the strategy 
& strategic innovation - Pure & Simple campaign. 
 

Details This campaign is under the name "How to Develop Your 
Own Strategy to Achieve Sustainable Competitive 
Advantage", which will be held on October 29, 2004 from 2-
5 p.m. at Ballroom 1, Sheraton Grande Sukhumvit Hotel. 
 
HR, Marketing, MDs, CEOs, or other individuals responsible 
for various organization strategies will benefit greatly from 
this program. 
 

Fixed phrase For more information, please do not hesitate to contact me 
through the details below. We hope to see you there! 
 

Complimentary Regards, 
Closing  Linda Johnson 

Marketing Manager 
 
Pure & Simple (Thailand) Ltd. 
Tel.: 0-2728-2000 ext. 255, Fax: 0-2728-3210 
E-mail: lindajohnson@puresimple.com 
Website: http://www.puresimple.com  

 
 
 
Reference: EM IRR-13-3 
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Information Response/Sharing E-mail: Example 2 
 
Sender, place Sirima Tripet (sirima.tripet@gtbgoods.com) 
Date & Time January 11, 2005  9:15 
The recipient(s) - To Pete Jones 
Carbon copy to - Cc Robert Cook, Witaya Ekniyom 
Subject Position for the metal detector 
Form of address / 
Salutation 

Dear Pete, 
 

Introduction Refer to your question regarding the risk analysis of the 
metal detector project, let me try to provide some further info 
for your consideration. 
 

Details In the past, we found the metal contamination to the shampoo 
product from rack when we started to implement the rack to 
transfer the product in bulk. We identified that the metal 
contamination came from the rack itself due to the fact that 
we did not prepare the rack well enough to ensure no metal 
dust before using. Therefore, I agree that there is high risk 
from the metal contamination issue if we are to remain the 
current procedure. 
 
However, the new product line relocation will change the 
procedure by combining the making and packing area. This 
means the risk concerning the contamination will be much 
lower. Regarding the metal dust contamination directly from 
the rack, this problem has stopped by now. When we did the 
test run last month, we were able to ensure that there is no 
risk if we are to proceed with the metal detector remove plan. 
 
You can see the testing methods in the attachment. 
(attachment) 
 

Fixed phrase Please let me know your thought. 
 

Complimentary Best Regards, 
Closing  Sirima T. 

QA Manager 
GTB Goods Inc. 

 
 
 
Reference: EM IRR-23-5 
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Information Response/Sharing E-mail: Example 3 
 
Sender, place Araya Lertip (araya.lertip@gtbgoods.com) 
Date & Time May 16, 2003  11:30 
The recipient(s) - To Wisit Pipatwong 
Carbon copy to - Cc  
Subject Report - market visit Khon Kaen 
Form of address / 
Salutation 

Dear Khun Wisit, 
 

Introduction Please find a report of the Khon Kaen market visit with 
details as following: 
 

Details Summary: 
10 stores were visited. Generally, the store and shelf 
condition are clean and kept in a good condition. Most of the 
opportunities for improvement were drawn to the products in 
the warehouse. Makro was concerned about the product 
quality since the rodent problem was obviously noticeable. 
 
Key concerns: 
1. Condensation - repacked products that were placed in 

front of the stores has direct contact to sunlight in the 
afternoon. Condensation was visible on product bags. 
This situation can lead to mould growth in our product. 

2. Infestation; 
a.) Rodents - the products in the customer warehouse were 

damaged by rodents. Most of the stores repacked those 
damaged products and sold as portion sales. 

b.) Insects - even level of insect infestation was not high in 
all stores visited, only some were found mostly due to the 
product damage. 

 
Fixed phrase Please feel free to look into the attached file for more 

information, which includes details about the product defect 
that we found in the trade. Any questions or comments, 
please let me know. 
 

Complimentary Regards, 
Closing  Araya L. 

 
 
 
 
Reference: EM IRR-23-5 
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Status Update: Example 1 
 
Sender, place John Hughes (johnhughes@theenglishschool.com) 
Date & Time July 4, 2003  15:49 
The recipient(s) - To Atinuch Maneewan 
Carbon copy to - Cc  
Subject Final Report - Business Presentation Course (Group C) 
Form of address / 
Salutation 

Dear Khun Atinuch, 
 

Introduction / Reason 
for writing 

Please find attached the final report for the participants of the 
Business Presentation Skills course held at the Four Wings 
Hotel recently. 
 

Details of an update The report contains a detailed analysis of each participants' 
capability as far as presenting is concerned. The report also 
contains the criteria for the analysis of the participants, and 
the participants feedback on the course and the instructor. A 
hard copy of the report and videos for each of the students 
will be sent to you shortly. 
 

Fixed phrase Please acknowledge receipt, and let me know if you need 
anything else from us. 
 

Complimentary Best Regards, 
Closing  John Hughes 

Corporate Accounts Manager 
The English School Acadamy 
 

 
 
Reference: EM SU-3-2 
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Status Update: Example 2 
 
Sender, place Laddawan Suksri (laddawan.suksri @gtbgoods.com) 
Date & Time August 14, 2003  15:03 
The recipient(s) - To Peter Chan, Songsak Somboon, Vincent Lee, Justin Dan, 

Wisit Pipatwong 
Carbon copy to - Cc Wanida Lertloy 
Subject Summary of SNN trail & next step 
Form of address / 
Salutation 

Dear all, 
 

Introduction / Reason 
for writing 

Please be informed about the SNN trail, conducted on Mon. 
August 9, from 2 - 6 p.m. with details as following; 
 

Details of an update 1. Finished product 
• The appearance of the new SNN product is not 

significantly different from the current one 
• Low bulk density of between ~0.34-0.35 kg/L 
• Moisture is between 6.5% to 7.5% 
2. The products 
• The bulk is quite thick therefore it create some problem 

at the filling area. The team has already adjusted the 
formula, and adjusted the thickness accordingly. 

3. Microbial test result 
• The lab result is within spec (duration of 36 hrs) 
• The microbial test was done for both raw materials and 

finished goods 
 
In summary, the trial was completed quite smoothly, with 
product quality according to our expectations. Therefore, we 
believe that we can meet the target project timeline as 
committed.  
 
Please be informed that the next project timeline review is 
scheduled on Thur. August 20, 10 a.m. -12 noon at meeting 
room C. 
 

Fixed phrase Kindly let me know if you have any question or concern. 
 

Complimentary Thanks & Regards, 
Closing  Laddawan S. 

 
 
 
Reference: n/a 
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Status Update: Example 3 
 
Sender, place Wisit Pipatpong (wisit.pipatpong@gtbgoods.com) 
Date & Time March 7, 2004  11:32 
The recipient(s) - To Wanida Lertloy, Charn Songsak, Laddawan Meesap 
Carbon copy to - Cc Watsana Karaked 
Subject Direction for HouseClean brand 
Form of address / 
Salutation 

Dear Team, 

Introduction / Reason 
for writing 

Referring the agreement for the HouseClean brand from last 
month S&OP meeting, we have agreed to study the 
packaging write-off cost comparison with the premium pay 
(in case no minimum order is needed) between the 2 timing, 
end-May and end-August. 
 

Details of an update After checking with the Commercial and Logistics team, it is 
confirmed that we have to pay both high premium cost, and 
the minimum order requirement. Therefore, I have 
summarize the direction for each of the HouseClean SKUs as 
following; 
 
• All HouseClean 500cc, 3 SKUs - we will sell until the 

current packaging runs out (no need to order anymore) 
• HouseClean 1.5 litre Floral scent - we will sell until the 

current packaging runs out (no need to order anymore) 
• HouseClean 1.5 litre Fresh scent - we will need to order 

more packaging equal to the minimum order which will 
cover until end-August (with potential of 10,000 THB 
write-off cost according to Logistics) 

• HouseClean 3.5 Litre Floral scent - we will continue to 
sell this SKU until end-Aug with high stock coverage at 
the moment 

 
In order to align with the FDA concern, we will do the 
stickering process for the products from now until end of 
August. 
 

Fixed phrase Should you have any question, please let me know. 
 

Complimentary Regards, 
Closing  Wisit P. 

 
 
 
Reference: n/a 
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Appendix L 
 

Participants’ Summative Evaluation 
 

 
Summary of an Overall Evaluation: Business English Writing Course 

Number of respondent: 14 people 
 
Part A-1. General Concept & Business E-mail Course  
��
	��)	
13
��
�0�'$��E .$�#���(��)	#����	
/������*F +���
��E�������*2��0	/��/'
0/���+�	%���*�# 
 
Category 1 - Lecture followed by real life examples and class room discussions 

Topics 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

1.1 Writing in school vs writing at 
work concepts, and writing steps 
guideline. 

  2 
(14%) 

10 
(72%) 

2 
(14%) 

Reasons: 
• 
	����(���.�����(��$!�
	����(������	���	�3��� '
0����
����

	�
�'#��+�	%��	'���0	���� (��31�	) 
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�0	� (
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• 
��������	
-�
�0	�/�#�3� (�1�31���) 
• 
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�$�%.(/�� �)	����	
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(
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• '#���	� concept ���-�
�0	�
���%��0	� school & work (�
1��	) 
 
Category 1 - Lecture followed by real life examples and class room discussions 

Topics 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

1.2 Concept of e-mail in the 
workplace (purposes of e-mail, 
composing an effective e-mail) 
with implication to real life 
situations and examples. 

   5 
(36%) 

9 
(64%) 

Reasons: 
• /���+�	%�)	����	
	��3�����

	����(� mail '#�#��=E� (��31�	) 
• �)	���
���	
���	�3/�1#-�%���

	����(� e-mail -���0	�I
	
�=E� �)	���
�-���	���
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mail 
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	���) 
• ���3*#$�%����-�0/�#���
	����(� e-mail (
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• �)	��������	+.#(��
'#�/�#�3� (���F+�) 
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 �)	������	�3
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��	
���	�3��������� (�1�31���) 
• �	
	���1# logical ��
	����(� e-mail 
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	���)	'$�/��	�'#�3�1� -�%
�$�%.(/��
	
 (�*�	�+�>) 
• �)	���
���1��
	����(� mail 
	
�=E� (�1�1�����) 
• ��	��3��	
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�0	���
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�
	

�0	
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����
	����2���0	���	���A��)	�1�������������A��+�(�-�0 update ���
����0	��E� (G1�1
	) 
• 
�
	�-3
-3�$�%������ e-mail ����/��(0	�/�#�3� (�*�	�#�) 
• ���	�3 type ��� e-mail 
	
�=E� ����0��$�%
���)	���
����3��
	����(� (�
1��	) 

 
Category 2 - Students group activities & class room discussions 

Activities 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

2.  To begin with a discussion and 
brainstorming session about 
problems with your e-mail at 
work on the first class, and 
conclude with a discussion and 
brainstorming session about the 

   8 
(57%) 

6 
(43%) 
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solutions to those problems on the 
last class. 

 
Reasons: 

�)	���'#���	
�1#������	(
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	) 
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Category 3: Lecture topics 

Topics 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

3.1 Grammar lessons related to 
business communications in 
general (for example verb 
chart, active vs passive 
voice, phrasal verb, verbs 
with auxiliary, sentence 
structures, etc.) 

   10 
(72%) 

4 
(28%) 

 

 
Reasons: 

• /��
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• ���(� grammar '#���
����
	
�=E�-�%
� logical flow (�*��F) 
• '#�������1�������(���(�
	�	�-��� �)	������	�3
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• �+1�����(� grammar ��

������E�0% -�%�)	�����	����
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Category 3: Lecture topics 

Topics 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

3.2 Types of business e-mail 
with analysis on e-mail 
structures and moves (e-
mail type 1-2-3), examples 
for each type are provided. 

   7 
(50%) 

6 
(43%) 

1 
(7%) 

 
Reasons: 

• /0�(���
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Category 4: Class exercise and homework 
Activities 1 

least 
satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

4.1 Homework about grammar and  
      class exercise about sentences &  
      fragments analysis 

  3 
(21%) 

8 
(58%) 

3 
(21%) 

 

 
Reasons: 
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Category 4: Class exercise and homework 

Activities 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

4.2 Doing short exercises in pairs on  
      “clarify the purpose of e-mail” 
and  
      “writing with your audience in   
      mind”. 

  1 
(7%) 

6 
(43%) 

7 
(50%) 
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• �)	������(� e-mail '#�����*�$"	�
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	� (�*��F) 
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	(�����	����
	�'#� H=��
0�����	��E'
0�0�(�)	�=��=� ��((���)	'#�'
0#� 

(�1�1�����) 
• '#��)	 exercise ��� relate 
���	������	�)	�(�0 (
������) 
• ���	�3'#�#��=E� (
�
	+�) 
• '#�KL
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Category 4: Class exercise and homework 

Activities 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

4.3 In pairs or groups of three,  
      practice writing one own e-mails   
      for each type. 

   7 
(50%) 

6 
(43%) 

1 
(7%) 

 
Reasons: 


	��)	-��KL
��#���(1��/0�(������	�3���

	�
	
�=E�
�0	�#1
 (��31�	) 
�)	������	�3 pattern ���-�0�%/�1#
	
�=E� (/�1
	���) 
�)	�����	��0	��	�	
	���)	��AE��	������(�
	�/�'#�-�%��
������A�'
0 (���F+�) 
#�
	
 ����0	3%���(�'#��(0	�'� '#�KL
���(� ������21#+�	# (�1�31���) 
'#�KL
���(� e-mail $�%����0	�I '#�+�3*#�0��-�%3*#-����������� (�*��F) 
'#��#���3�1� -�%��	�����
+�0����������� (�*�	�+�>) 
'#�KL
K�
	����(� e-mail (�1�1�����) 
'#�KL
K�3�1� �)	�����	���3*#�0����������� -�%�	
	��+�M�	 -
�'�3*#�0����E�'#� (
������) 
/�� '#�$���$�*������� (
�
	+�) 
��	����1������$!��0���)	��>��� e-mail -�0�%$�%��� ��
A���$!�����*$�%�������3%�A��'$����(	(��	


��
	����(���AE���	
�������	
����*$�%�������$�%�����E�I (G1�1
	) 
����#������(� e-mail -���0	�I����
��(�
���	��������� �)	���2�����(��	
	�����	�3'#�/�#�3�
	
�=E�

�
��(�
�� type ��� e-mail (�*�	�#�) 
'#����(��+A���#����1��������(�
	�0	$�%(*
���/�'#�
	
-�0'�� (�
1��	) 
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Category 5: Teacher and/or peer responses 
Activities 1 

least 
satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

5.1 In a following class, a teacher  
      provided a follow-up session to   
      explain and make corrections to  
      the tasks performed in the  
      previous class exercise and  
      homework assigned. Each student  
      received a revised version of the  
      writing work of everyone in class  
      as a set of examples. Corrections  
      are highlighted for students to  
      learn where they did wrong.  
     Students are allowed to ask   
     questions to clarify where they do  
     not fully understand. 

   8 
(57%) 

5 
(40%) 

1 
(7%) 

 
Reasons: 

/0�(����)	�	�'#�#��=E� 
���/0�(�1# (��31�	) 
�)	���'#�����0	-��KL
��#����)	'$ ��
���(�
���	
���	�3��
����
	
-�0'�� (/�1
	���) 

	��G1�	(-��KL
��#�)	�������0	�%'��A��1�����21#-�%
��1G�-
�'��(0	�'� (���F+�) 
#�
	
 ������#�������(����������
	����(� e-mail (�1�31���) 
'#���	�����
+�0�������	��
	����(� e-mail (�*��F) 
�G1�	(���*2�'#�/�#�3� �	
	��/�E-3�'#��=����
	���'$ (�*�	�+�>) 
'#���	�����
+�0�������	��
	����(� mail (�1�1�����) 
�)	���'#�����0	�1�������	'#����(�'$-�����
 21# ��A�'
0��
	%�
���'����	� ���3%����$���$�*����0��'��

��	� (
������) 
��	�����1���
	����(��+A��
	��/��	������
	%�
 �*�	+ -�%
�%/�����'#��3��	
 (G1�1
	) 
#�
	
�0% 
�
	��)	 e-mail ������(�'$
	-
�'����0������
+�0�� �$��(����(��%��0	�����
0	
�����-
�'� H=��

3%�)	���2�����(��	
	������=�3*#�
+�0���������� -�%�)	'$$���$�*��0�'$ (�*�	�#�) 
�)	���������1��������(�
	
0�����3%��1�
���	��0�����(���
0�)	����0������(�'#��0	(�=E� (�
1��	) 
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Category 5: Teacher and/or peer responses 
Activities 1 

least 
satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

n/a 

5.2 Throughout the whole course, a  
      teacher provide an opportunity for  
      the students to ask questions,  
      clarify concerns, etc. while the  
      teacher help by providing answers  
      or emphasize on related key  
      points. Topics of discussions are,  
      for example, differences between  
      each type of e-mails, grammar,  
      appropriateness of words and  
      phrases, reapplication of the  
      knowledge into real work  
      situations. 

   6 
(43%) 

7 
(50%) 

1 
(7%) 

 
Reasons: 

• /0�(�����	�)	
	����(� e-mail #��=E� 
��	
-��� /0�(��
���#�-���( ���
��-�%
�� (��31�	) 
• �$!�
	�+�#����(E)	 key point ���
	����(�����A����0	�I �)	�����	����0	�1��'�������	������ (/�1
	���) 
• 2������	
	��-�%�)	�1G�
	�-
�'������
������
	%�
���2�����(�'#�#�
	
 (���F+�) 
• +��1G�
	�-
�'�$J>�	 /0�('#�
	
�=E� -�0�������'$&=
�	#��(����� -�%KL
K��+1�
��1
 (�1�31���) 
• ��	(�������(��
	����(� e-mail ��-���0	�I (�*��F) 
• 
�
	��$��(����(��������'#�/�# �	
	��������H�
�	
'#�/�#�3��)	������	�3�0	( (�*�	�+�>) 
• '#� clear �������(��
	����(� mail �0	�I (�1�1�����) 
• �)	����	
	��-�
�$���(���	
�1#�����%��0	�2�����(�'#� (
������) 
• /�� ����=���	
-�
�0	���� e-mail -�0�%/�1# (
�
	+�) 
• 
�������	+��
-�%/�#�3�
	
(1���=E����
	����(��� e-mail -�0�%$�%��� 3��$�%�#����

3*#�
+�0����A����#��(
	$���$�*� ��A�
�-���	����3%-
�'�'#�#�(1���=E� (G1�1
	) 
• 
�
	��$N#.�
	����H�
�	
 -�
�$���(���	
�1#����H=��
��-�%
�� #�
	
�0% (�*�	�#�) 
• ����(E)	3*#����������'#�#� �$N#.�
	�����	
3��	(����(�
A��'
0���	�3 (�
1��	) 
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Part A-2. Evaluation of the Business Presentation Course 
 
Category 1 - Lecture followed by real life examples and class room discussions 

Topics 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

1.1 Concept of presentation in the 
workplace (importance of 
presentation at work, composing 
an effective presentation) with 
implications to real life situations 
and examples 

   6 
(43%) 

8 
(57%) 

 
Reasons: 

• �0�(������ concept �0	�I �/0� ���*
	�F�3�1� (��31�	) 
• �)	������	�3��	
�)	��>���
	� presentation -�%���

	����
	��)	 presentation ���#� (/�1


	���) 
• �	
	���)	���2�����(�
���	
�����	
���	�3
	��)	 presentation ���
�$�%�1�G1�	+
	
�=E� (���F+�) 
• #� ��	��=���	
�)	��>���
	��/� presentation (�1�31���) 
• '#���	�-���	���
	��)	 present �����
���� H=���	
	���)	'$�/���
	��)	�	� 
���
�	�$�%
�� (�*

��F) 
• ����(0	� ��
�	�$�%
�� /�#�3� ���	�3�0	( (�*�	�+�>) 
• '#���	�-���	�
	��)	 present �����
���� -�%
	��)	'$�/�3�1���/��1�$�%3)	��� (�1�1�����) 
• ��	�3*#$�%����/�#�3���
	��)	 present �	
	��$�%(*
���/�'#�3�1���
	��)	�	� (
������) 
• ���	�3���

	��)	 presentation �	
����*$�%�����������
	��)	���� -�%��	��=�$�%������
	��)	 

presentation ���
��(�03�1� �+A��3%'#����	�3���

	����(�-�0�%$�%��� (G1�1
	) 
• 
�
	���*$ concept ���
	��)	 presentation -�%�G1�	(�$!� step �)	���2�����(����	�3'#�#��=E� 

(�*�	�#�) 
 

Category 2 - Students group activities & class room discussions 
Topics 1 

least 
satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

2.1 Discuss and brainstorm about 
problems with the writing at work 
(for the selected genre) on the first 
class, and discuss and brainstorm 
on solutions to those problems on 
the last class. 

   7 
(50%) 

7 
(50%) 
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Reasons: 
• /0�(���
�
	��1 /
�	������	�+�	%�����(��	3'
0�������*
3*# (��31�	) 
• '#��+1�
��	
�1#�����	
��	(3	
�+A���I (/�1
	���) 
• �)	�����	��0	��	
�$J>�	-����E ���-
�(��'� (���F+�) 
• #�
	
 
������$J>�	���+���
	��)	 presentation �(0	�������� (�1�31���) 
• ���$J>�	-�%�1G�
	�-
�'���
	��)	 present (�*��F) 
• �)	�����	�$J>�	/�#�3�-�%+���	�-���	�-
�$J>�	 (�*�	�+�>) 
• ���$J>�	-�%�1G�-
�$J>�	����$!��	+��
'#� (�1�1�����) 
• �$!�
	��$N#.�
	�-�%'#������	�$J>�	�0	�I����
1#�=E� -�%'#����-���	�
	�-
�'������	
��	(

��
'$ (
������) 
• �	
	��3)	-�
$�%������$J>�	���
��(�0��
�$!�
�*0
I-�%
�-���	����#�-�%��
	%�
�)	����
	�

-
�'�$J>�	���
�'#��(0	�#�-�%��
���� ��������(0	�/�#�3� (G1�1
	) 
• 
�
	�-�
�$���(���	
�1# �%#
�
���
��(�
��$J>�	����
1#�=E�H=��3%�)	�������$J>�	��	(I#�	� -�%

��*$�1G�
	�-
�'�$J>�	�$!����I 2�����(�'#������	+-�%���	�3
	
�=E� (�*�	�#�) 
• ��*
#� '#�-�#���	
�1#���� (�
1��	) 

 
Category 3: Lecture topics 

Topics 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderat

ely 
satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

3.1 Go through types of business 
presentation with analysis of its 
structure and moves (Type 1-2-3) 
with examples of each type. 

   8 
(57%) 

6 
(43%) 

 
Reasons: 

• /0�(KL
��	
/)	�	>��
	��)	�	�3�1� (��31�	) 
• �)	������	�3/�1#���
	� presentation -�%��	
��
	%�
�0�
	��/� (/�1
	���) 
• ���0�������AE��	-�%����(0	�$�%
��#� -�0�	����E���
	�-(
$�%������
	� present �
�����(�


��
	
�)	�������(0	�����/�$�%
���
�����(�
�� H=��3%(���)	�������=
'
0-�0�3�0	��	�)	
	�/�3%�)	��

��A�'
0 (���F+�) 

• �)	������/�1#��� presentation �	
	���)	'$$���
	��/��	�3�1�'#� (�1�31���) 
• ��	���$-�����#� 
�����(0	���������(0	�/�#�3� (�*��F) 
• �	
	���)	'$�/�'#�3�1�I 
�����(0	����#����#� (�1�1�����) 
• ��	���$-�����#� -�%
�����(0	��������'#�/�#�3� (�*�	�+�>) 
• ��	�-���0	�I���
	� presentation �	
	����A�
�/�'#������	�����	�����)	 slide ��/��1�3�1� 

(
������) 
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• ��	�����*$�%����-�%��$-�����-�
�0	�
��'$�	
$�%������ presentation -�%�1�����3)	�$!�������
3%
��	
$�%��������$-����� presentation (G1�1
	) 

• �G1�	(�=�$�%������ presentation �0	-�0�%$�%����/�����	�
	�F��# -�%
�����(0	����#3�
�G1�	(����(0	��0	�I�(0	��%���(# 2�����(�
�������	+
	
�=E� (�*�	�#�) 

• #��0% '#�KL
K������ (�
1��	) 
 
Category 4: Class exercise and homework 

Activities 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

4.1 Individually, learners were  
      requested to practice preparing  
      their presentations before they  
      learn about presentation structures  
      and moves, and re-do it again  
      afterward. 

  3 
(20%) 

7 
(50%) 

4 
(30%) 

 

 
Reasons: 

• #� �)	�������0	
0�����(���	�(�0���%#���# -���+�M�	�=E�'�
 (��31�	) 
• �$!�-��KL
��#���#� -�0�0	3%
�
	��@�(�0	
0�����(�3*#�������$���$�*��A��%'� -�%�������(���
0#��=E� 

��A�(������$���$�*��(�0 (���F+�) 
• �$!�
13
��
���#� -�0+��0	�����
�(���)	'#�'
0#���
A���#1
 (�1�31���) 
• '#���
A��)	3�1�I '#���	�����
+�0���������� (�*��F) 
• �
A���)	21#-��� ����1G���A�3*#�����	����-
�'���
	��)	�	� �)	 present �������
+�0���������� 

(�1�1�����) 
• '#��#���3�1� -�%'#���	�����
+�0���������� (�*�	�+�>) 
• '#�����=�+�M�	
	���������
0��-�������(� (
������) 
• �)	����������
+�0��-�%$���$�*����
�$�%�1�G1�	+�=E� (
�
	+�) 
• �	
	�����	�3���

	����
	��)	�������
���	� powerpoint H=��-�
�0	�3	
#�	��A��I -�%���3%
�

���
�(0	�'���
	����(��+A�����2������	��	
	�����	�33	

	��0	� slide (G1�1
	) 
• �$!�
	����(��+A��#�+�M�	
	�����3	
���(� �)	���2�����(���	��=�3*#�0���������� (
������) 
• '#�������	
-�
�0	��(0	�/�#�3� #��0% (�
1��	) 
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Category 4: Class exercise and homework 
Activities 1 

least 
satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

4.2 In pairs or groups of three,  
      learners were requested to  
      practice writing/preparing their  
      own presentation for each type. 

   5 
(35%) 

9 
(65%) 

 
Reasons: 

• /0�(
���)	�	� 
���	
�1#������	
��	(
�0	�#1
 '
0 bias �0�2��	������� (��31�	) 
• '#� discuss -�
�$���(�-���1#�0	�I 3	
�+A���I  ��
��E�'#��/A��
��	
��
+��G�#��( (/�1
	���) 
• �)	������	�3
	
�=E��0	�F%����)	
	� present ����)	�(0	�'�3=�3%��
	%�
-�%
�����1��%'���	� 

(���F+�) 
• #�
	
 '#�KL
���(� type �0	�I 
0���)	'$�/�3�1� '#��������-�
�0	����-�0�% type �(0	�-��3�1� (�1

�31���) 
• '#���
A��)	3�1�I ������#� ������(��������� (�*��F) 
• '#�KL

	��)	 presentation (�1�1�����) 
• '#�KL
K��������
	��)	 present -���0	�I ���
���	
/)	�	>
	
�=E� (
������) 
• ����1G�
	����3%�)	�������
�����
��(�0-�%�
��(�����
��
	��)	�	�.#(���
	�)	�������2���A��'#�
	
(1���=E� 

(G1�1
	) 
• '#�KL

	����(�/�)	 presentation -�%
�
	�-�

��#� -�%��� comment �)	�������=�3*#�0��������

$���$�*� (�*�	�#�) 
• #��0% '#�KL
K������ (�
1��	) 

 
Category 5: Teacher and/or peer responses 

Activities 1 
least 

satisfied 

2 
some-
what 

satisfied 

3 
moderately 

satisfied 

4 
very 

satisfied 

5 
most 

satisfied 

5.1 Throughout the whole course, a  
      teacher provide an opportunity for  
      the students to ask questions,  
      clarify concerns, etc. while the  
      teacher help by providing answers  
      or emphasize on related key  
      points.  

  1 
(7%) 

5 
(36%) 

8 
(57%) 

 
Reasons: 

• 
�
	���� comment �*
 class ������(� -�%$���$�*��	
 feedback �/0� 
	��������(0	�
	
�=E� (��31
�	) 

• ������	
-�
�0	��(0	�/�#�3�
	
(1���=E���-�0
*
�0	�I�	
.3�(� (/�1
	���) 
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• 2������	
	��������H�
�	
 ��
��E�����-�%-���	��0	�I'#�/�#�3� (���F+�) 
• #� -�0����=
�0	�	��(0	����'#����	����O� -�0�	�$P1���13�1�(��'
0������*
 (�1�31���) 
• ���	�3��	
-�
�0	����-�0�%-��'#�/�#�3�(1���=E� (�*�	�+�>) 
• '#� comment -�%���-�%�)	��
	��)	 presentation ����$!�$�%.(/��
	
 (�1�1�����) 
• �)	���
���	
���	�3
	
�=E���
	��)	 presentation (
������) 
• '#���*$�����	+��
 �1������$!�����$�%
������)	��>���
	��)	 presentation ����)	��>-�%$���

�)	'$�/�
��
	��)	�	�3�1�'#� (G1�1
	) 
• 
�
	� clarify key points �0	�I -�%�G1�	(������	�3/�#�3� (�*�	�#�) 
• ����(E)	�0���)	��>-�%��*#�0�( �)	���/0�(�%������	�)	�	�3�1� (�
1��	) 

 
Part B.  
 
���%��0	�
	����(�
	������E� 8 ���E� �*F/����E����
	�����# ��A�
	����(�
	����-���#
	
����*# 
�+�	%���*�# 
 
Class Exercises & Homework, and Teacher & Peer Responses 11 comments 

• /��
	��)	�	�-��KL
��#�$!���0 -�%
�
	��@�(�$��(����(����#� ������( -�%
	�����-�% (��31�	) 
• /�����E��*#��	(���
�
	� presentation ����+A��� -�%
� comment 3	
�	3	�(�-�%�+A���I H=���$!�

$�%.(/���(0	�
	
 �+�	%�)	�������3*##��(�������%
�#�%��� -�%�)	'$$���$�*�-
�'���	(I-�0
*
 
(/�1
	���) 

• /�����	���'#����
	���	����'$�)	-����)	
���
	�@�(.#(�	3	�(�2����� �)	�����	����21#+�	#-�%3%
3)	'#����# -�0����=
�0	3%#�
	
�=E���	'
0���(��$!�
�*0
 �+�	%�0	����0	���	
�1# �	����E�3=�(��'
0'#�
���(���	
�1#�������� (�1�31���) 

• /����
	��)	 presentation 
	
����*# ��/0��-�
(���)	'#�'
0#���0	������ �
A��'#���	��=�
����*$�%�������
	����(� �)	������	�3'#�
	
�=E� ��
��E�'#���� comment ���#�3	
�+A���I (�*��F) 

• 
	�KL
������(� e-mail 3�1� presentation 3�1� �+�	%�)	���
������������/�#�3��0	
��
+�0��
���'�� ���	�3
	
���(-�0'�� -�%�)	'$�/��	�'#���A�'
0 (�*�	�+�>) 

• /��/0���)	 presentation 
	
����*# ��	(I���E���	(���)	'#�'
0#� ����3	
���(�'$-���
����3�0	�����)	
'#�#��=E�-�0��� -�%3	

	� feedback �)	�����	���3*#�
+�0��/3*#�������$���$�*������	#��( 
	�
���(� e-mail 
�/�� �+�	%�������(�-���
���	

����3��
	����(� -�%���(�'#�#��=E� (�1�1�����) 

• /���������)	 case 3�1� -�������+A��� comment �+�	%'#�����)	-�%�)	�����	
��	( ��A���3	

�+A���I
��$!�2���������	�3	
��	 3=��	
	�� comment '#����3*#��	(�(0	� (
������) 

• 
	����(� e-mail 
0��-�%����
	����(� 
	��)	 presentation 
0��-�%�������(� �)	������	�3-�%���
�1��������$���$�*� (
�
	+�) 

• /�����������(� e-mail -���
�
	��@�(.#(
	��$��(����(�����
0	
��-�����-
�'���
0 H=���)	���2�����(�
�����=���	
-�
�0	� ���#3�3*#�0�����2�����(� H=���)	���2�����(����	�3-�%�����	+'#�#� (�*�	�#�) 
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• /��
	��)	�	�����$!��	��0�����-�����	
	 present /0���	�1�(��*#��	( �+�	%�)	���'#�KL
K� '#� 
comment ���/0�(�)	���$���$�*� (�
1��	) 

• 
	�-�
�$���(� 
	�����-�%�%��0	���0 
�*0
 �)	�������
*

�����-�
�0	� (�1�#	) 
 
Lecture Topics with examples 3 comments 

• /��
	� demonstration e-mail type ��E� 3 type �+�	%�)	������	�3��$-��
	����(� e-mail 

	
�=E� 
����

	���
	����(����(�
0�����(� �)	������3�
�����
��	
�1#�����$!� step (��31�	) 

• /��-�� lecture �+�	%'#���	
�����
0I �	
	���)	'$�/�'#� (
��(	F�) 
• &=
�	3	
����(0	����#��+A���/��$!�-���(0	� (�1�#	) 

 
Students Group Activities & Class Room Discussions 3 comments 

• /����E����
	��)	 exercise ����)	�$!�
�*0
��A����-�0�%�� -���
�
	��G1�	(�0	���#� ������( (�1�����
����$���$�*�) -�%�1G�
	��0	�I�����
	%�
���/0�($���$�*�-
�'����#��=E� (���F+�) 

• 
	� brainstorm ��
	��1���	%��$J>�	
	����(� e-mail -�%
	��)	 presentation (
�
	+�) 
• 
	�-�0�
�*0
�	
$�%�������	�����)	 -��������#���(� e-mail -���
�
	���
���1�����21#��A����

$���$�*� H=���
��(�
��
	��/��	�3�1�I �	
	���)	'$�/�'#�3�1� ��
�=�
�����(0	�
	����(����#�-�%�*�	+ 
�+A����A�
�/��	
��	�
	�F������
	%�
 (G1�1
	) 

 
Part C. 
 
3	
��AE��	������ .$�#���(��)	#���1������*F�	#�0	�	
	���)	'$�/�'#�3�1��)	����
	����(�������)	�	� 

 
1.   e. Practice writing your own e-mails and presentations (average rank of 2.64) 
2.   a. Concept of writing e-mail and presentation (average rank of 2.93) 
3. c. Types of e-mail and presentation with an analysis of 

its     
    structure and move 

(average rank of 3) 

4.   d. Examples of e-mail in different types (average rank of 3.21) 
5.   b. Related grammar points (average rank of 4.21) 
6.   f. Brainstorming session on problems & solutions with  
         e-mail and presentation at work 

(average rank of 5) 

 
 
Part D. 
 
3	
��
�	����-3
����%��0	����(� �*F+��3��
�	��#
	
����*# (3 �)	#��-�
) �+�	%���*�# 
 
E-mail examples 10 comments 

• ����(0	� e-mail ��E� 3 /�1# �+�	%/0�(�	�.������	� mail -�%����*$�%������
	����(����-�
�0	�

�� (��31�	) 

• ����(0	�
	�-
� e-mail ����)	�0���-�0�%���E� �+�	%3%'#�������21#+�	#������������)	'$ (
��(	F�) 
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• ����(0	� e-mail �+�	%
�����(0	��)	���
�������	+
	
�=E� -�0'
0
�������
���	(�	������� (�1�31���) 
• ����(0	���� e-mail ���#�-���0	�I �+�	%�)	'$�/�'#�3�1� (�*�	�+�>) 
• ����(0	� e-mail (�1�1�����) 
• ����(0	� e-mail �*
$�%��� �+�	%�)	'$�$!�����(0	���
	����(� e-mail '#� ���	�3 �����	+ (
�
	

+�) 
• ����(0	�$�%
�� �+�	%'#�������$-��3�1�����/�
�� (
������) 
• ����(0	�
	����(� e-mail ����*�	+ �+�	%�	
	���)	'$�/��	�'#�3�1� -�%
�
	�$���$�*�
	����(����#�

�=E��	
$�%������
	����(� e-mail ���
��(�0 (G1�1
	) 
• ����(0	� e-mail ��E� 3 -�� �+�	%�����	+/�#�3� +���
��E��	3	�(�
�
	��G1�	(��������	+/�#�3�

(1���=E� (�*�	�#�) 
• ����(0	� e-mail ��E� 3 type �+�	%������	
-�
�0	������E� 3 type -�%-���	�
	��)	'$�/� (�1�

#	) 
 

Presentation examples  9 comments 
• ����(0	� presentation ��E��
# �+�	%/0�(������	�3�0	(�=E� ������$-�� presentation 3�1�I���

��
���� (��31�	) 
• ��
�	�����
��(�
��$�%������
	��)	 presentation -�%����(0	� �+�	%�)	������	�3 format ��� 

presentation 
	
�=E� ��A���3	

�����(0	��$!�����$�%
�� (���F+�) 
• ����(0	� presentation �+�	%
�����(0	��)	���
�������	+
	
�=E� -�0'
0
�������
���	(�	������� (�1

�31���) 
• ����(0	� presentation ���#�-���0	�I �+�	%�)	'$�/�'#��+A���$!�-���(0	� (�*�	�+�>) 
• ����(0	� presentation .#(�@+	% informing presentation (�1�1�����) 
• ����(0	� presentation �+�	%�)	'$�$!�����(0	���
	��)	 (
�
	+�) 
• ����(0	�$�%
�� �+�	%'#�������$-��3�1�����/�
�� (
������) 
• ����(0	� slide ��E� 3 -�� �+�	%�����	+/�#�3� +���
��E��	3	�(�
�
	��G1�	(��������	+/�#�3�(1���=E� 

(�*�	�#�) 
• ����(0	� presentation ��E� 3 type �+�	%������	
-�
�0	������E� 3 type -�%-���	�
	��)	'$�/� 

(�1�#	) 
 
Useful grammar notes for business writing 5 comments 

• Phrasal verb �+�	%�)	���
��)	&�+�������A�
�/�
��
	����(� e-mail 
	
�=E� -�%
�����(0	�#��( �)	
�����	��0	����/�����	�
	�F��# (���F+�) 

• Useful grammar note for business writing �+�	%�/���
	��)	�	�'#�3�1� -�%
�����
+�0��
�����E+�#� (�*�	�+�>) 

• Grammar ����/��$!�$�%3)	 �+�	%3%'#�
���$-�� grammar '���/����(� mail ��
	��)	�	� (
���
���) 



 224 

• Useful grammar for business writing �+�	%�	
	���)	���

	�3#3)	��� grammar ���
��
����'$�/���
	����(��*
$�%��� (G1�1
	) 

• Verb chart �+�	%�$!�
	���*$
	��/� verb ���	�3�0	(#� 
�$�%.(/��
	
I (�*�	�#�) 
 

All other support documents 4 comments 
• Additional hand-out (e-mail) �+�	%�$!�����(0	�
	����(� �)	�0	�I����)	'$/0�(��
	����(� e-

mail '#�3�1� (/�1
	���) 
• ��
�	�$�%
��
	����(�-�%�*$
�F��0	�I �+�	%�$!�������3%��������1������	����E���	�	33%���-��� 

-�0'
0'#����3���3%3)	 ��A��A
'$ (
��(	F�) 
• ��
�	���AE��	-�%��
�	����1
 �/0� grammar, 
	��/��)	�� e-mail/presentation �+�	%���

��	
����+1�
��1
�)	'$�/�'#�3�1� (�1�31���) 
• ��
�	����-3
��E��
# �+�	%�	
	���)	
	&=
�	�+1�
��1
'#� (
�
	+�) 
 

Class exercises with answer key 2 comments 
• ��
�	��@�(-��KL
��# grammar �+�	%�)	�����	��0	���3%$���$�*����21#+�	#�0	�I��
	����(� 

e-mail '#��(0	�'� (���F+�) 
• ��
�	��@�(-��KL
��#�������)	 �+�	%�������#�������(/�#�3� �)	'$�/�'#�3�1� (�1�31���) 
 

Types of e-mail 4 comments 
• Type of business e-mail and structure �+�	%������$-�����-�0�%$�%���/�#�3� ��
��E�
�


�����
	����(� 
�-���	���
	����(����/�#�3� (/�1
	���) 
• ����(0	���� e-mail ��-�0�% type �+�	%3%'#���	'$�$!�-���(0	� (
��(	F�) 
• Types of e-mail �+�	%��	���$-���0	�I��� e-mail (
������) 
• $�%������
	����(� e-mail �+�	%�)	������������-�%����*$�%�������
	����(�-�0�%$�%��� 3%

'#������������A�
)	��#��AE���	
-�%��	
(	������
	%�
 (G1�1
	) 
Types of presentation 4 comments 

• Presentation /�1#�0	�I+���
��E�����(0	�-�% structure ������$-�����
	� presentation ��
-�0�%-�� -�%.�
	���
	%�
��
	��/� (/�1
	���) 

• Types of presentation �+�	%��	���$-���0	�I��� presentation (
������) 
• $�%������
	����(� presentation �+�	%�)	������������-�%����*$�%�������
	����(�-�0�%

$�%��� 3%'#������������A�
)	��#��AE���	
-�%��	
(	������
	%�
 (G1�1
	) 
• .������	� presentation ���-�
�0	�
�� �+�	%�	
	����A�
��$-��'$�/�'#��(0	���
	%�
 (�1�#	) 
 

How to compose an effective e-mail and effective presentation lecture 
note 

1 comment 

• �+�	%/0�(���
����

	����(���E������$-��
	
�=E� �	
	��$�%�
1����#��(��������'#��+A��
	�
$���$�*��0�'$ (��31�	) 
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Part E. 
 

	�
	���(��	�	���
�������E���E �*F�1#�0	
�$�%.(/���)	����������)	�	�-�����A�'
0 �+�	%���*�# 
 

• 
�$�%.(/��
	
 �+�	%�*
�0��������(��
��(�����
��
	��)	�	�3�1� �������+���E���$J33*���-�%��	�� ��	
�����$!�������	 
�
	� present 
	
�=E� �0��
	����(� e-mail �$!��	�$
�1�(�0-��� 3=��)	��>
	
 (��
31�	) 

• 
� �+�	%
�
	�3�#��AE��	
	����(�
	���������
	%
���1����������/���
	��)	�	� �)	����)	��	�1��������(�'$
�/������	���
	��	�'#�3�1� (/�1
	���) 

• 
�$�%.(/��
	
I �+�	%�)	�	�'$H�
�%(%-���3%���-���	���
	��)	'$�/�'#� (
��(	F�) 
• 
�$�%.(/���)	����������)	�	��+�	%�)	����(0	�-�%
	��)	-��KL
��#
	3	
��	�
	�F�3�1� �)	���

�	
	�����3%�)	
	�/���
	��)	�	�'#� (���F+�) 
• 
�$�%.(/���(0	�
	
 �)	
	�/����	�'#��(0	�
�$�%�1�G1�	+
	
�=E� �/�$���$�*�
	��)	�	�'#� (�1�31���) 
• 
�$�%.(/��
	
 �+�	%��E�����������/���/��1�
	��)	�	����#���	 -�%�)	'$�/�'#�3�1�I (�*�	�+�>) 
• 
�$�%.(/��
	
 �+�	%��E�����(0	���E�/�������)	�	����# -�%(���$!�
	� represent ��	
�$!������	

#��( (�1�1�����) 
• 
� ��A���3	

�$J>�	��
	��0� mail -�%��
	��)	 presentation ���	� (
�
	+�) 
• 
�$�%.(/�� �+�	%�/�-��KL
��#����/���
	��)	�	�3�1�I ����(0	� 
	��)	-��KL
��#
��$!���	�
	�F����

�
1#�=E�3�1�����)	�	� (
������) 
• 
�$�%.(/���(0	�
	
 �*
I���=�-
��0	3%
���	
���
	��	�-��� -�0
	�
	���(��+1�
��1
�	
	��+�M�	

��	
������
��(�0���#�(1���=E� -�%(���	
	���������1���A�����#����0	�I
	+�M�	���#�(1��I�=E�#��( $�%
��

��
�����(0	�
	����(�����*�	+-�%��
	%�

��
	����(����	�G*�
13����
��(�����
���	(�	�.#(���#��( 
(G1�1
	) 

• 
�$�%.(/��
	
 �+�	%���)	�	�-���3%
������$J>�	��
	��)	�	� +�
	���(�-���3%
�������	+���
/�#�3� �	
	���)	��	
������'#����(� �/0� $�%������ e-mail/presentation '$$�%(*
��
��
	�
�)	�	�'#� �+�	%�	����	33%���(��
0� +�#�
0� -�0'
0������

	��/� #����E� +����(�-�����	3%'#� 
concept �0	�I '$$���$�*�
	����(� 
	� present (�*�	�#�) 

• 
�$�%.(/��
	
 �+�	%��	���(����-�%-
�$J>�	3	
�1�����+�����3	
�	�3�1�I �)	���-
�$J>�	'#���
3*#
3�1�I (�
1��	) 

• 
� �+�	%'#�
�
	����(����-�%��(�)	
	
0�� �)	���'#�3#3)	'#�
���1��������(������
0 ��
��E�
�*0
������(����
�
��	
���	�3����AE��	����$!���A����	� -�%��	�
	�F�������	(��=�
�� (�1�#	) 
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Part F. 
 
�	
����
	����
	����(�
	��������
�F%��E�	
	�����������	
����
	�������)	�	�'#�#�(1���=E�
�0	��E �*F
�1#�0	���$���$�*���#�	��# 
 

• �+1�
���	
	����
	
�=E� �+A��3%'#�
����	�����-�%����)	
	
�=E� ��
��E�
�-��KL
��#
	

�0	��E (��
31�	) 

• 
	����������	��
	����(�
	
�=E� ��A���3	
��	�/����	����
�
3%
���	
21#+�	#'#��$!�$
�1�(�0-��� 
(
��(	F�) 

• �0	3%
�
	��)	 workshop ����	(I��	�
	�F��+1�
�=E� �+A�����3%�)	���2�����(�
�
	��)	��	
������	
	�/� 
-�%+�M�	��
�%�0	�I���#��=E� (���F+�) 

• �+1�
��AE��	-�%�%(%���	��
	����(�
	
�=E� �+1�
���0����� grammar -�%��AE��	����/�3�1����'#�
	

�=E� �+1�

	������ part writing 
	
�=E� (�1�31���) 

• KL
���(�-�%��� comment 
	
�=E� �+A��3%'#�����0	-�0�%��
����#� ���#��(����$���$�*�#�	�'�� (�*�	
�+�>) 

• �(	
�+1�
���	��
 ��A����
� course �A��I
	��
�0% (�1�1�����) 
• �+1�
/���.
�
	���� �+A��3%'#��+1�
��
�% ��	
/)	�	>
	
�=E� (
������) 
• �(	(���	���
�
	�KL
���(�-�%���(�
	
(1���=E� �+A�����H=
H��-�%'#�KL
���(� $�%
��
��
�2���/��(�/	>


	��(-�%-���	����1��������$���$�*��+A��+�M�	���#��=E� (G1�1
	) 
• ������(� e-mail ����$!�-��KL
��# ���3%�)	�$!��	(�*��� '
0�����$!�
�*0
 �+�	%-�0�%��
���
�F%


	����(��0	�I
�� ���	�	3	�(� comment 2�����(�3%'#���	��=�3*#�
+�0�������3�1�I -�0�	����E�

	����(��$!�
�*0
�	33%�)	���
��'
0�����	+�����������-��3�1� -�0�%��3%'#���	�3*#�
+�0�����
-��3�1��������� (�*�	�#�) 

• ���
�
	��$N#����$!� training course ��.���	��+A�����A��3%'#����(����-�%�)	'$�/��	�'#� (�
1�
�	) 
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Appendix M 
 

Learners’ Reflection 
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Course: Business E-mail 
 
Student Week What have you learned? Your Strengths & 

Weaknesses 
Satisfaction towards today’s 
learning outcome 

Are the learning 
materials 
enough? 

1 • Concept of e-mail 
composition, understand 
about verb and its usage 

S – none 
W – poor grammar 
knowledge, can’t think of 
appropriate vocabulary 

Satisfied because it’s easy to 
follow and understand 

Yes 

2 • E-mail structures, different 
types of e-mail 

• I can use the knowledge 
obtained to apply with 
many work situations as 
appropriate 

S – none 
W – sometimes I do not give 
enough details in my e-mail, 
and sometimes my sentences 
are not complete 

Satisfied because I can really 
use the knowledge back at 
work 

Yes 

3 • How to write e-mails 
according to its type 

S – I know what I want to 
communicate very clearly 
W – my grammar basic is not 
very strong 

Satisfied because I believe I 
write better e-mails 

Yes 

Sirinan 

4 • The 3 different e-mail 
types and how to write in a 
time pressured situation 

S – none 
W – I still need to review and 
practice writing e-mails on a 
regular basis 

Very satisfied because now I 
can write better e-mails 

Yes 
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1 • Grammar concepts related 

to writing e-mails at work 
S – none 
W – I need to go back and 
review all the materials after I 
learned the concepts in class 
today to really understand it 

Very satisfied Yes (the materials 
are very well 
organized) 

2 • How to write e-mails, 
structures, purposes and 
categories of e-mails, how 
to make requests 

I don’t know how to organize 
my content but after I learned 
in class I feel that I have 
better understanding of e-mail 
structures 

Very satisfied I would like more 
examples of e-
mails 

3 • I learned from mistakes 
when the teacher went 
through last week’s 
homework 

• Understand how to write 
information 
responses/sharing e-mails 

• I understand differences 
between fragments and 
sentences 

W – grammar Very satisfied because I now 
have many useful examples 
that I can use back at work 

- 

Supawadee 

4 • I learned about status 
update e-mails, reviews of 
last week exercise which 
help me better understand 
how to write appropriately 

• I learned from the 
activities where we 
summarize different kinds 
of problems with e-mails 
at work and potential ways 
to deal with them 

I need more grammar 
practices 

Very satisfied No comment 
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1 • I have better concept about 
sentences and verbs which 
I can apply with e-mail and 
presentation compositions 

S – I can write long sentences 
(regardless of grammatical 
correctness)  
W – I don’t really have solid 
understanding of the tenses 
which leads to my 
grammatical errors when I 
write 

Very satisfied because the 
teacher explains from her 
experiences and 
understanding not from just 
theories. 

I’d like to have 
the a complete 
verb chart. 

2 • I understand e-mail 
structures which makes me 
feel more confident when I 
write e-mails 

S – I know the key points of 
what I write 
W – my grammar 

Very satisfied because I can 
reapply to my work 

I want more 
grammar lessons 

3 • I see examples of different 
e-mail types 

• I got a chance to see how I 
can make corrections to 
what I wrote earlier (which 
I thought it was correct) 

S – none 
W – Grammar, content 
organization, cannot finish 
the message 

Very satisfied because I 
gained more knowledge and 
obtained better 
understanding. 

Enough  

Samitra 

4 • I understand how to write 
correct e-mails that be 
applied to my job 

S – none 
W – grammar 

Very satisfied because I can 
really improved my e-mail 
writing skills 

Enough 

1 • I learned about English 
grammar 

S – I understand sentence 
structures 
W – I don’t know how to 
apply what I learn from class 
into real life situations 

I’m quite satisfied because I 
get to learn only some 
grammar points but not all 

No, I want more 
examples because 
I still have 
unsolved  
problems 

Thirajit 

2 • I learned about e-mail 
formats and how to write 
an e-mail from heading to 
closing 

W – I have a problem with 
the body of the e-mail. I feel I 
cannot organize it properly, 
and I don’t know how to 
solve this problem. 

Satisfied. I have gained more 
knowledge and had fun 
during the course. 

I want to have 
every types of e-
mail, and so I can 
have good 
examples for 
future references. 
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3 • I learned and practiced 
how to make information 
responses e-mails which I 
can definitely use back at 
work (when I need to 
inform my lab results to 
other departments). 

W – How can I use 
appropriate words and make 
my e-mails polite. 

Very satisfied because I have 
hope that I can really improve 
my writing skills. 

Very satisfied, 
and I want more 
examples. 

 

4 • I learned about status 
update e-mails and about 
ways to solve problems 
with e-mails at work. 

W – I still don’t know how to 
make my e-mail smooth and 
how to write e-mails with lots 
of information. 

Satisfied because now I can 
write more and I have 
concepts about e-mail 
formats. 

I still want more 
examples. 

1 • I see an overall picture of 
grammar points which I 
believe I can use when I 
write simple sentences 

• I started to feel that a verb 
chart and passive voice is 
not as complicated as I 
used to feel 

S – I have a rather good 
knowledge of the verbs which 
I frequently use in my work 
W – I don’t have confidence 
in using English grammar 

Satisfied Very good 

2 • I understand about 
purposes of e-mail and 
structures of e-mail 

• I saw examples of good e-
mails 

• I learned how to write 
effective action request e-
mails 

W – I need to improve 
writing e-mails according to 
suitable structure and use 
commas correctly 

Yes No comment 

3 • I realized that more 
sentences in the e-mail I 
wrote are actually 
fragments 

W – I saw my own problems 
when we compared correct 
and incorrect sentences, I 
learned how to write politely 

Satisfied but I think we 
should spend more time with 
Type II 

Good 

Linda 

4 • I really see the differences W – grammar and context for Satisfied Enough 
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 between e-mail Type II 
and III, which I believe I 
can bring back to use back 
at work 

• I get solutions to problems 
I have with e-mails 

e-mail Type III 

1 • Correct grammar, and 
techniques to memorize 
the verb chart 

W – I need to memorize how 
to use to verb correctly and 
need to understand the key 
concept of my sentences 

Very satisfied because I 
learned short cuts to really 
understand and improve my 
skills 

Very good 

2 • I see examples of good e-
mails from real life and 
understand concept and 
ways to write e-mails 

W – my logic is not strong 
enough and I still need to 
improve when I write e-mail 
topics 

Satisfied, there are many 
good examples that I can 
really refer to 

Enough 

3 • I understand that writing to 
inform is different from 
making requests 

• I can start my sentences 
correctly and write my 
sentences more smoothly 

W – my grammar and logical 
arrangement of my content 

Very satisfied because I can 
really use with my work  

Enough 

Thitima 

4 • I learned about techniques 
that I can really use 

• My problems I used to 
have got solved, and I 
really corrected the 
mistakes I made and make 
my e-mails more polite 

W – when I’m not in a good 
mood my e-mails appear to 
be impolite, I need to refer to 
the good examples so I can 
write more appropriately and 
politely 

Satisfied because I practiced 
on my real life cases. 

Enough, it helped 
me understand the 
concept better and 
easier. 
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1 • Useful verbs, how to write 

correctly, grammar points 
S – I like English language 
W – I’m a poor student 

Satisfied, there is a complete 
set of materials and 
explanation. 

Enough 

2 • I know how to write e-
mails correctly e.g. why 
we write, write what, to 
whom, and how to write 
appropriately 

S – I’m creative 
W – my vocabulary and 
grammar 

Very satisfied More than enough 

3 • I can write correctly W – lack of confidence Satisfied Ok 

Utaen 

4 • I learned to write with 
confidence (dare to think, 
dare to write) 

S – I can come up with what 
to write quickly 
W – I write slowly 

Satisfied More than enough 

1 • Concepts of e-mails so I 
can use next time, 
grammar points relevant to 
e-mails 

W – Grammar Satisfied because it is easy to 
understand and there are 
examples constantly. 

Enough, but it 
would be better if 
provide examples 
related to the 
grammar points 

2 • Structures of 
Action/Information 
Response e-mails 

W – I can’t think of the words 
to use 

Satisfied because the teacher 
makes the topic easy to 
follow and use examples 
from the real life. 

Enough materials 
but would like 
more e-mail 
examples 

3 • Sentences, fragments, and 
verb phrases 

W – how to organize my 
sentences 

Satisfied, good content and 
appropriate examples are 
provided. 

Enough 

Krongthong 

4 • All types of e-mails which 
I can use to improve my 
writing skills in the future. 

W – I have bad memories Satisfied because I got to 
really practice 

Enough 
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1 • I understand concept of e-

mails 
S – I have some 
understanding of English 
sentences 
W – I don’t know how to use 
words appropriately 

I’m satisfied with the course 
because the teacher really 
understands the needs of the 
students and can suggest 
ways of improvement. 

Enough  

2 • I understand more and 
know how to make my e-
mails appropriate for each 
situation 

S – I understand the content 
W – I’m not sure whether I 
can use it correctly or not 

Satisfied For last week 
exercise should 
provide copies for 
other students too 
rather than give 
only one’s copy. 

Wannaporn 

4 • I understand that e-mails 
have 3 key formats, and so 
when I write I can choose 
the format most 
appropriate to my 
objective which will make 
the readers really 
understand why I write. 

S – I understand better about 
how to write good e-mails, 
can use good pattern for 
writing e-mails. 
W – I still lack of confidence 
and sometimes confuse about 
context organization whether 
it is correct or not. 

Satisfied because the teacher 
reviewed last week exercise 
and so I understand my own 
errors and know how to make 
corrections. 

Enough 

1 • I know the concept of e-
mail, how to write 
correctly, and grammar 
overview 

W – my basic grammar is not 
good enough so sometimes 
it’s difficult to understand 

Satisfied because I get to 
learn something I didn’t 
know before 

Enough, the 
materials are very 
well prepared. 

3 • I know how to write e-
mails with pattern, which I 
can really use back at 
work. 

S – when I’m clear about my 
objective, I can present it out. 
W – my opening is still not 
smooth and sometimes my 
content organization is still 
struggling. 

Very satisfied because we 
learned from real life 
problems 

Enough 

Somsaluay 

4 • I understand that all the 3 
types of e-mail are the 

W – because my grammar is 
not strong, so it took me a 

Satisfied because I can really 
use the knowledge back at 

Enough 
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 ways that people at work 
exchange information, and 
because I got a chance to 
practice, I can really 
reapply to my work. 

long time to write. work. 

1 • I can write my sentences 
better because I understand 
about sentences. 

S – I understand sentence 
structures and helping verbs 

Very satisfied because I get to 
understand about types of 
sentence structures. 

Enough 

2 • I learn how to write 
correctly and politely 

- Very satisfied but still want 
more examples 

Enough 

Wipawee 

4 • I can really use the 3 types 
of e-mail in real life 

• I understand about writing 
concept better 

- Satisfied Enough 

2 • I learned that e-mails have 
many parts, I have to use 
vocabularies and organize 
my content properly, and 
know the key points of my 
e-mails 

• I can bring back what I 
learned to use and be 
successful with my e-mails 
(the readers understand 
what I try to communicate) 

W – I don’t know advanced 
vocabularies and my 
grammar is not so strong 

Very satisfied, it’s very easy 
to understand and the 
knowledge provided is very 
practical 

I want lots of 
examples 

3 • I learn many things that I 
can use in my job 

W – grammar and vocabulary Satisfied Enough 

Supapen 

4 • I learned good examples of 
the 3 types of e-mails 

• I need to learn more and 
really improve my writing 
skills 

W – grammar, vocabulary, 
and confidence problems 

Satisfied, I learn how to write 
politely and get the kind of 
results I want 

Enough, I want a 
lot of examples of 
good e-mails and 
polite language 
usage 
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1 • I learned about grammar 
and concepts about verb 
that is easy to understand 

W – how to use appropriate 
verbs for different type of 
sentences, and grammar in 
general 

I’m very satisfied with the 
overview and the summary 
writing key concepts. The 
teacher help emphasized the 
key points which I can use to 
plan how to write in the 
future. 

Very good 
materials. It 
would be better if 
I can get more 
examples. 

2 • I learned about Action 
Request which I can use 
regularly in my work. 

W – I still have problems 
organizing my content. 

Very satisfied, I got a chance 
to actually practice writing 
many types of e-mail. 

Good materials 
but I want more 
examples. 

Onjira 

4 • I learned how to write 3 
types of e-mail, to serve 
different communication 
purposes which are useful 
for my work. 

W – sometimes I’m not very 
clear about the purpose of my 
mail. 

It’s good. I had fun and got a 
chance to practice all the 3 
types of e-mail. 

I want more 
examples of e-
mails, sentences, 
and polite usage 
of language. 

1 • I learned about action verb 
and passive verb. 

W – how can I use my 
knowledge properly. 

I’m satisfied about 80% of 
today’s class. I know how to 
get start, how to practice, 
understand fundamentals, and 
know the direction to 
improve in the future. 

Enough for today. 

3 • I learned to finish 
sentences in my e-mail and 
learned about information 
e-mails. 

W – sentence organization 
and how to write topics that 
represents what I want to 
communicate 

Satisfied because I 
understand the writing 
concept, informing sentences, 
and how to address an 
objective in a sentence. 

Enough 

Numporn 

4 • I learned how to write e-
mails to update status of 
my projects. 

S – I understand the 
differences between all the 3 
types of e-mail. 
W – I still lack of confidence. 
I need to practice more. 

Satisfied. I now understand 
more about e-mails. 

Enough  
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 Course: Business Presentation 
 
Student Class What have you learned? Your Strengths & 

Weaknesses 
Satisfaction towards 
today’s learning outcome 

Are the learning 
materials 
enough? 

1 I learned about making 
presentation, so I can use it 
back in my work when I have 
to communicate. 

Strength - I know how I 
should present. I can 
summarize key points. 
Weakness - I don't really 
understand about content 
organization for 
presentations. 

Satisfied. I have a chance to 
actually work on real tasks 
and learn about different 
structures of presentation. 

Enough. 
Examples are 
provided, but I 
still want many 
more variety of 
examples. 

Onjira 

2 & 3 I learned about all the 3 types 
of presentation that I can 
really use in my work. 

I still feel confuse about the 
logic in arranging my 
content. 

Very satisfied. I have a 
chance to actually put 
together several presentation 
materials. 

Good. Complete 
sets of examples 
are provided. 

1 I learned about Informing 
Presentations that I can use in 
my future work. 

Weakness - I don't have 
much chance to do 
presentation in my real work 
so I don't really have 
experience in doing it. 

Satisfied. It's easy to 
understand, precise and to the 
point. 

Enough. Krongthong 

2 & 3 I learned about 2 types of 
presentations that I can use in 
my future work. 

Weakness - I still have 
problems with the logic how 
I organize my content. 

Satisfied because I have a 
chance to practice on both 
presentation types. 

Enough. 

1 I learned about how to write a 
presentation, types of 
presentation, and how to 
make my presentations 
effective and interesting. 

Weakness - I don't know how 
to organize my thoughts and 
content. 

Very satisfied. None Supawadee 

2 & 3 I learned about the other 2 
types of business presentation 
(Persuading and Instructing) 

Weakness - I still have a 
problem putting together my 
thought and content. 

Very satisfied. None 
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 that I can apply to my real 
work. I also learned about 
various techniques in making 
presentations. 

1 I learned about how to put 
together a presentation, types 
of presentation, and the 
process to put my thoughts 
together. 

Weakness - I don't have good 
planning process. 

Satisfied. I now know how to 
plan, prepare myself, and can 
apply the learning with my 
work. 

Enough but I 
would like to 
have examples of 
all types of 
presentations. 

Supapen 

2 & 3 I learned about how effective 
ways to prepare a 
presentation and how to solve 
my problems when putting 
together a presentation. 

Weakness - I need to properly 
select the types of 
presentation suitable with my 
content, organize my content 
so it's complete and meet my 
presentation objectives. 

Very satisfied. I learned 
about many good techniques 
to do presentations especially 
how to write the subject. 

Enough. 

1 I learned how to write and 
structure of presentation. 

Strength - I have a lot of 
information and strong 
intention to do well. 
Weakness - I still cannot 
organize my content well 
enough. 

Satisfied. I believe I will be 
able to put together a better 
presentation since now I 
understand its concept. 

Enough  Sirinan 

2 & 3 I learned about structures of 
presentation, how to 
differentiate good 
presentations from bad ones, 
and how to put together 
information/details in a 
presentation. 

Weakness - Sometimes I still 
cannot see my own mistakes. 

Very satisfied because in the 
past I have not done it 
correctly but now I can do it 
correctly. 

Enough 
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Gunlayanee 1 I learned how to write 

different types of presentation 
and how they are different 
from each other, though 
process step by step, watch-
out points and logic of 
putting together a 
presentation, and importance 
of presentation writing. 

Strength - I am confident in 
making presentation. 
Weakness - I have no clear 
logic in putting together my 
thought and turn it into a 
presentation. 

Satisfied Enough 

 2 & 3 I learned about the 
differences of each type of 
presentation, preparation for 
different audience level, 
differences of good and bad 
presentations, and how 
should I prepare myself. 

Strength - I am confident. 
Weakness - I know my 
content. 

Satisfied Enough 

1 I learned how to write 
effective presentations and 
believe that I will be able to 
improve my presentation at 
work. 

Weakness - My presentations 
are normally boring and too 
long. 

Satisfied Enough Kasamaporn 

2 & 3 I learned about Persuading 
and Instructing presentations 
as well as important things 
about putting together 
presentations which I think I 
can improve myself with. 

Weakness - I still lack of 
knowledge. 

Satisfied because I can really 
improve my work 

Enough 
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1 I learned about differences 

between e-mail and 
presentation writing, structure 
of presentation and how they 
are different. 

Strength - I have a lot of 
information from my work 
which I can use as examples. 
Weakness - I still don't know 
how to use the structure 
effectively for my content. 

Satisfied Excellent Linda 

2 & 3 I learned about presentation 
type 2 and 3 (Persuading and 
Instructing), and how type 3 
is different from type 1 
(Informing). 

Strength - I can use graphic 
correctly and appropriately. 
Weakness - I need to be able 
to select the words/phrases to 
match what I would like to 
communicate. 

Satisfied Excellent 

1 I learned how to make 
effective presentations, 
watch-out points, and good 
presentation patterns for 
different purposes. 

Weakness - I cannot organize 
my content appropriately 

Very satisfied Enough Chanikan 

2 & 3 I learned how to do 
presentation to persuade and 
instruct, techniques to make 
each type of presentation 
effective, and how to select 
wording for presentations. 

Weakness - I keep using the 
same type of presentation 

Very satisfied because I 
learned about different 
techniques that I can use 
when doing presentation 

Enough 

1 I learned concepts of 
presentation which I can use 
back at work. 

Strength - I have basic 
understanding of Microsoft 
Powerpoint program. 
Weakness - I still cannot 
organize my content well. 

Satisfied because I 
understand more about 
writing presentations. 

Enough Wannaporn 

2 & 3 I learned how to put together 
presentations, how to deliver, 
and how to write 

Strength - I can better 
organize my content. 
Weakness - I need to develop 

Satisfied because I really 
understand how to effectively 
write and deliver my 

Enough 
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 appropriately. my skills to present in front 
of mass groups. 

presentations. 

Thirajit 1 I learned about structures of 
presentation, types of 
presentations, and how to 
deal with problems when 
doing presentations. 

Weakness - I don't know how 
to organize my content and 
how to use my language 
appropriately. 

Very satisfied I would like more 
examples of other 
types of 
presentations so I 
can see the 
differences. 

 2 & 3 I learned how to make 
persuading and instructing 
presentations which I can 
really use when I have to 
propose new equipment in 
my work (lab) and to train 
others about lab equipment. 

Weakness - how to write and 
to choose the right words. 

Very satisfied because I can 
really understand better. 

Enough and very 
appropriate. 

1 I understand correct concept 
of presentation writing, types 
of presentations, how to 
organize the content, as well 
as good conclusions of the 
topics so I can really 
understand them. 

Weakness - I can’t organize 
my slides (what comes first, 
etc.) and no introduction/ 
summary points. 

Very satisfied because I 
know what points I should 
improve 

Very good, there 
are examples I 
can really use. 

Thitima 

2 & 3 I learn about choosing types 
of presentation suitable for 
my topics, the good and bad 
qualifications of presentation 
slides that can lead to 
miscommunication, and how 
to write my presentation 
correctly and precisely. 

Weakness – I still need 
guidance when I actually 
prepare my presentations, I 
still lack of confidence when 
making presentation, and still 
need to practice more. 

Very satisfied More than 
enough, full of 
supporting 
documents and 
examples. 
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1 - - - - Utaen 
2 & 3 I learned how to write 

presentations accurately. 
Strength - I understand how 
to write in Powerpoint. 
Weakness - I don't have 
many chances to do 
presentation oftenly. 

Very satisfied More than enough 

Samitra 1 I learned about different 
formats of presentations so 
my audience can really 
understand and not getting 
confused. 

Strength - I understand the 
steps and can organize my 
thoughts before start making 
presentations. 

Very satisfied because it will 
help me write/do 
presentations easier. 

Enough  

 2 & 3 I learned the concept to make 
my presentation correctly and 
interestingly, as well as 
choosing different types of 
presentations suitable for my 
work. 

Strength - eye contact and 
speaking (in Thai) 
Weakness - my logic 

Very satisfied because I can 
improve my work to be more 
effective. 

Enough  

 
 

 






