
ก��ก�����  
��
�
�

�������ก��	
����
	������ก�
ก���������ก��	
����
	������ก�
ก��

ENGLISH  FOR  THE  WORKPLACEENGLISH  FOR  THE  WORKPLACE

30003000--12261226

ก��ก�����  
��
�
�

���ก
������ก��������������������
�����ก
������ก��������������������
��

���
��ก������
��ก���    25462546

���$%������&�����
��ก������$%������&�����
��ก���

ก��ก�����  
��
�
�

'��(�)
��'��(�)
��

ก��ก�����ก��ก�����    
��
�
�
��
�
�

��������$�'��'������'���*��
���������$�'��'������'���*��
�

ก��ก�����  
��
�
�

UNIT  4  TOOLS  AND  EQUIPMENTUNIT  4  TOOLS  AND  EQUIPMENT

$'�89���8�:�����ก�;�$'�89���8�:�����ก�;�

�����9�����9    4.34.3 Office  EquipmentOffice  Equipment

���ก�;�
H���ก������ก�;�
H���ก���



ก��ก�����  
��
�
�

��I���
�'�$����J��ก�����I���
�'�$����J��ก���    

((BehaviouralBehavioural ObjectivesObjectives))
1.1. 
����XI�Y�)
H����
����XI�Y�)
H����  I  am  sorry. I donI  am  sorry. I don\\t  t  
know.know. _I) �̀ก�)��_I) �̀ก�)��

2.  2.  �&��:��:��'�������$�89���&��:��:��'�������$�89��    Office  Office  
EquipmentEquipment _I) �̀ก�)��_I) �̀ก�)��
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3.3. $*������X�'XI�Y�)$*������X�'XI�Y�)    Relative  PronounsRelative  Pronouns
_I) �̀ก�)��_I) �̀ก�)��

4.4. �H�'�����)��ก$�89���H�'�����)��ก$�89��    Office  EquipmentOffice  Equipment
_�Y�)Y�
`��ก��;�����_I)_�Y�)Y�
`��ก��;�����_I)
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�����9�����9      4.3  Office  Equipment4.3  Office  Equipment
���ก�;�
H���ก������ก�;�
H���ก���

4.3.1 Dialogue : I  am  sorry.  I  don4.3.1 Dialogue : I  am  sorry.  I  don\\t  t  
know.know.
4.3.2  Office  Equipment4.3.2  Office  Equipment
4.3.3  Language  Focus4.3.3  Language  Focus

Relative  PronounsRelative  Pronouns
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4.3.1 Dialogue : I  am  sorry.  I  don4.3.1 Dialogue : I  am  sorry.  I  don\\t  know.t  know.
��
������
����    :: e��$
��Y�e��$
��Y�    e��_�&����e��_�&����

Practice  the  dialogues.Practice  the  dialogues. fgก��
����fgก��
����

1)1) A  :  How  do  you  start  the  scanner?A  :  How  do  you  start  the  scanner?
B  :  I  am  sorry.  I  donB  :  I  am  sorry.  I  don\\t  know.t  know.

2)2) A  :  How  do  you  operate  the  computer?A  :  How  do  you  operate  the  computer?
B  :  IB  :  I\\ m  sorry.  I  donm  sorry.  I  don\\t  know.t  know.
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Notes  :Notes  :

I  am  sorry.  I  donI  am  sorry.  I  don\\t  know.t  know.
e��$
��Y�e��$
��Y�    ((*�X�j*�X�j)) e��_�&����e��_�&����  

(($�k�
H����'H������9
�%��$�k�
H����'H������9
�%��    $�89��)��ก��$�89��)��ก��
����&�����&�  ll_�&����_�&����mm))
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Exercise  4.3.1Exercise  4.3.1

A.  Complete  this  dialogueA.  Complete  this  dialogue

$*�����
�������Y�)
����;�$*�����
�������Y�)
����;�

B.  Complete  this  dialogueB.  Complete  this  dialogue

$*�����
�������Y�)
����;�$*�����
�������Y�)
����;�
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C.  Make  a  dialogue  by  using  C.  Make  a  dialogue  by  using  

ll I  am  sorry.  I  donI  am  sorry.  I  don\\t  know. t  know. mm


�)����
����
�)����
����  XI�Y�)
H����XI�Y�)
H����      

llI am sorry.   I donI am sorry.   I don\\t know.t know.mm
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4.3.2  Office  Equipment4.3.2  Office  Equipment
Nowadays  office  equipment  is  used  Nowadays  office  equipment  is  used  

in  modern  offices  to  increase  work  in  modern  offices  to  increase  work  
efficiency. The  one  which  is  widely  used  efficiency. The  one  which  is  widely  used  
everywhere  today  is  a  computer.everywhere  today  is  a  computer.
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A  computer  is  a  machine  that  can  A  computer  is  a  machine  that  can  
remember  and learn.  It  has  special  remember  and learn.  It  has  special  
materials  in  it  called semiconductors  materials  in  it  called semiconductors  
that  help  it  decide  what  to  do.that  help  it  decide  what  to  do.
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A  computer  printer  works  like  a  A  computer  printer  works  like  a  
typewriter.  It  can print  both  letters  and  typewriter.  It  can print  both  letters  and  
pictures.pictures.
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A  calculator  is  used  to  add,  subtract,  A  calculator  is  used  to  add,  subtract,  
multiply  and divide  numbers.  It  can  also  multiply  and divide  numbers.  It  can  also  
figure  out  more  difficult  mathematics  figure  out  more  difficult  mathematics  
problems.problems.
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Some  office  equipment  that  is  available.Some  office  equipment  that  is  available.

$'�89�� &̀��$�ก
��$'�89�� &̀��$�ก
��

$'�89��
:ก�%��$'�89��
:ก�%��

$'�89�������$����$'�89�������$����

a  copiera  copier

a  scannera  scanner

a  printera  printer
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$'�89����I
H�$��$�ก
��$'�89����I
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$'�89������sก$���
I$'�89������sก$���
I

a  facsimile  machinea  facsimile  machine

a  duplicatora  duplicator

a  cash  registera  cash  register

ก��ก�����  
��
�
�

$'�89�������I�I$'�89�������I�I

$'�89�������I�I_qqt�$'�89�������I�I_qqt�

$'�89�����X�������$'�89�����X�������  

a  typewritera  typewriter

an  electric  an  electric  
typewritertypewriter

a  telephonea  telephone receiverreceiver
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Some  office  supplies.Some  office  supplies.
��9$�u�ก��I�j��9$�u�ก��I�j

��I$�u�ก��I�j��I$�u�ก��I�j

��9:ก���I$�u�ก��I�j��9:ก���I$�u�ก��I�j

a  staplera  stapler

staplesstaples

a  staple  removera  staple  remover
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���IกIก��I�j���IกIก��I�j  

((��ก��I����ก��I��))

'�������ก��I�j'�������ก��I�j

thumb  tacks  thumb  tacks  

(drawing(drawing--pin)pin)

paper  clipspaper  clips
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a  clipa  clip
a  numbering  machinea  numbering  machine
a  datera  dater
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a  rubber  stampa  rubber  stamp

a  stamp  pada  stamp  pad

a  stamp  racka  stamp  rack

a  pencil  sharpenera  pencil  sharpener
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Exercise  4.3.2Exercise  4.3.2
A.  Give  the  meanings  of  these  A.  Give  the  meanings  of  these  
items  in  Thai.items  in  Thai.
Y�)'�������*��*)�$��&����$�k�%�j�_��Y�)'�������*��*)�$��&����$�k�%�j�_��

B.  Give  the  meanings  of  these  B.  Give  the  meanings  of  these  
items  in English.items  in English.
Y�)'�������*��*)�$��&����$�k�%�j����กJjY�)'�������*��*)�$��&����$�k�%�j����กJj

ก��ก�����  
��
�
�

C.  Find  5  office  equipment  in  the  C.  Find  5  office  equipment  in  the  
workplace  and  describe  them  as  the  workplace  and  describe  them  as  the  
example.example.

�����ก�;�
H���ก��������ก�;�
H���ก���  5 5 ��&����&��  Y�
`��Y�
`��
���ก��ก�����ก��ก��  :��$*���������I�������&��:��$*���������I�������&��
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Just  a  minute,  please.Just  a  minute,  please.
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4.3.3  Language  Focus4.3.3  Language  Focus

Relative  pronounRelative  pronoun '8�'8�    
��������9�H�
��������9�H�

��)���9:��'H������9��*)����)���)���9:��'H������9��*)����)�        _I):ก&_I):ก&    
which,  that,  who,  whom,  whosewhich,  that,  who,  whom,  whose
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which     =which     = ��9��9   rs9�rs9�  ������    Y�):��'H������9$�k�Y�):��'H������9$�k�    

����
����    
�9�*��
�9�*��

that        =that        = ��9��9   rs9�rs9�  ������    Y�):��'H������9$�k�Y�):��'H������9$�k�  
'�'�    
����
����    
�9�*��
�9�*��

who       =who       = '�rs9�'�rs9�    (�)rs9�(�)rs9�    '���9'���9     (�)��9(�)��9     Y�):��Y�):��
'H������9$�k�'�'H������9$�k�'�
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Whom    =Whom    = '�rs9�'�rs9�    (�)rs9�(�)rs9�    '���9'���9     (�)��9(�)��9     Y�):��Y�):��
'H������9$�k�'�'H������9$�k�'�  �H���)���9$�k�ก����H���)���9$�k�ก���

whosewhose == (�)��9$�k�$�)�*��(�)��9$�k�$�)�*��    (�)rs9�$�k�$�)�*��(�)rs9�$�k�$�)�*��  
Y�):��Y�):��  'H������9$�k�'�$�89�:
I�'���$�k�'H������9$�k�'�$�89�:
I�'���$�k�

$�)�*��$�)�*��
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Example  :Example  :

The  one The  one whichwhich is  widely  used  is  widely  used  
everywhere  today  is  a  computer.everywhere  today  is  a  computer.


�9���9Y�)ก����&��:��&������ก����ก:�&�Y�
�9���9Y�)ก����&��:��&������ก����ก:�&�Y�
�z������'8�'�����$�����z������'8�'�����$����
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A  computer  is  a  machine  A  computer  is  a  machine  thatthat can  can  
remember  and  learn.remember  and  learn.

'�����$����'�����$����  '8�$'�89����ก���9
����`�H�'8�$'�89����ก���9
����`�H�  
:��:��    $������)_I)$������)_I)
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A  radio  ham  is  a  person  A  radio  ham  is  a  person  whowho sends  and  sends  and  
receives  radio  messages  as  a  hobby.receives  radio  messages  as  a  hobby.

��ก�����
��'�$�&���ก�����
��'�$�&�  '8���''�(�)rs9�'8���''�(�)rs9�    
&�:�����
&�:�����
*&��
����������*&��
����������  $�k�����I�$�ก$�k�����I�$�ก

The  lady  The  lady  whosewhose computer  is  out  of  computer  is  out  of  
order  is  my  secretary.order  is  my  secretary.
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���    (�)rs9�$�k�$�)�*��'�����$������9$
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Exercise  4.3.3Exercise  4.3.3
A.  Fill  in  the  blanks  with  relative  pronouns.A.  Fill  in  the  blanks  with  relative  pronouns.

$���'H�Y��&���&��I)��$���'H�Y��&���&��I)��    relative  pronouns relative  pronouns 
B.  Make 4  sentences  by  using  relative B.  Make 4  sentences  by  using  relative 
pronouns.pronouns.

$*������X�'$*������X�'    44 ���X�'XI�Y�)���X�'XI�Y�)    

relative  pronounsrelative  pronouns
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NEXT  TIMENEXT  TIME

UNIT  5   UNIT  5   

HOSPITALITY,  INFORMATION  AND  HOSPITALITY,  INFORMATION  AND  
FORMSFORMS

ก���)�����ก���)�����    *)����*)����    :��:��q����:��:��q����
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6�78	89	���:6�78	89	���:

One  is  faithful  and  sincere.
��������	��������	    ��
�����
���

��ก��ก..........����������
�����������
�

ก��ก�����  
��
�
�

THANKS  FOR  WATCHINGTHANKS  FOR  WATCHING

@�
ABCDEFGH:G�IJI@�
ABCDEFGH:G�IJI

SEE  YOU  NEXT  TIMESEE  YOU  NEXT  TIME

O
ก��8�IPA��6��Q�AP�O
ก��8�IPA��6��Q�AP�


