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Thesis title: The Development of a Distance Training Package by Using Multimedia
on Business English Writing for Employees at Canned-Fruit Companies
in Prachuap Khiri Khan Province

Researcher: Mrs. Kobkarn Sutthisom; Degree: Master of Education (Nonformal

Education); Thesis advisors: (1) Dr. Sasikarn Tawisuwan, Associate Professor;

(2) Dr. Boonsri Prommapan, Associate Professor; (3) Dr. Alisa Vanijdee, Associate

Professor; Academic year: 2007

ABSTRACT

The objectives of this study were (1) to survey the needs for distance
training by using muitimedia on Business English Writing for employees at canned-
fruit companies in Prachuap Khiri Khan Province; (2) to develop a distance training
package by using multimedia on Business English Writing for employees at canned-
fruit companies in Prachuap Khiri Khan Province; (3) to compare the employees’
learning achievement on Business English Writing prior to and after using the
distance training package; and (4) to study the employees’ opinions on the distance
training package.

The sample of this development research consisted of 123 employees of
canned-fruit companies in Prachuap Khiri Khan Province. The sample was selected
by using the purposive sampling technique. The instruments used were (1) a survey
form of the needs for distance training by using multimedia; (2) the distance training
package by using multimedia on Business English Writing for employees at canned-
fruit companies in Prachuap Khiri Khan Province; (3) an achievement test for pre-
testing and post-testing; and (4) a questionnaire on opinion of trainees toward the
distance training package. The statistics for data analysis included the E,/ E;
efficiency index, mean, standard deviation, and t-test.

The findings of this study were (1) the needs for distance training by
using multimedia on Business English Writing for employees at canned-fruit
companies in Prachuap Khiri Khan Province were at the high level; (2) the developed
distance training package had the efficiency at 84.50 / 98.70, thus meeting the set
80/80 criterion; (3) the employees’ learning achievement on Business English
Writing after using the distance training package increased significantly at the 0.01
level; and (4) the employees were satisfied with the distance training package at the
high level and with the exercises on CD ROM at the highest level.

Keywords: Distance training package, Distance training, Multimedia, Business
English writing
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Aee1s

Where can we buy stamps ? At the

A. bank B. post office C. grocery store D. bakery
I lived with them one year.
A. for B. since C. during D. while

(2) Dichotomous item Hudoasuilimaion 2 ne 1wy

True - false Yes No %38 Same-Different

A20814
Write T in front of the sentence which is true and F in front of the

sentence which is false,
Sheep have wool but fish don’t.

Circle S if the sounds are the same and D if you hear different sounds.
(students hear) 1. ship sheep

(students circle) 1. S D

. 1 ar 1 o ¢ o
(3) Matching J&undaaauiug Idenim 2 aodnd ldinSou

L)
o vyl

v Y aa o o da g o o
fuglennuluneduisnunlnnuduiusiudeniu lunedurivn
o 1
Aoed

Match the element in column A with the element in column B to make a word.

A B
__ car a. room
_____cup b. pet
~_ bed c. net
___ night d. board

' o @ o o :
(4) Information transfer lAuAmshdeyalifaduilugindu

iy ansowdndsudoyaluziaisie naw aaq



37

(5) Ordering tasks Glﬁﬂlﬂl?ﬂuﬂﬁﬁamumﬁﬂ 11

Put the following words in order to complete the sentence.

There were

trccs years million ago orange twenty

190U There were orange trees twenty million ycars ago.

The following sentences are from one paragraph. Put them in the correct

order. Write the letter of each in the space on the right. Sentence D comes first.

A. it was called “The Last Waltz” 1.D .
B. the street was in total darkness 2.
C. because it was one he and Richard had leamnt at school 3.
D. Peter looked outside 4,
E. He rccognized the tune 5.
F. And it seemed deserted 6.
G. He thought he heard someone whistling 7.

fiwoly 1.D 2.G 3. E 4C 5 A 6B 7.F

¥ ] v

(6) Editing Ypaautlsznsudioilosesitsznoudqy
Yoranwma (Erors) udlfinFouudlulgndos

(7) Gap-filling #58 Completion 115 1#szlun wiodon11uin
Y t Vo o a ' Y a . A . A ar v
Aures M ldinGewan wu 18Ry Article ¥159 Preposition DearUa NI WAY

(8) Cloze (HondoAu (Passage) 1 G99 Hureedaludonny

1 o | A 9 o o A =1 g/ Y
atuiluszuy panAe uUNNIMA s nie 6 win 7 vawdonnn smdulszloausauas
UszTungaie A1Mgnidud1991n Completion tW3ENAMIA 5 U30 6 wia 7 1lum
v @ A Y <4 b =2 = ¥ ¥ ns-"
Uszinne1a vanuate dnSeudealinnuamizonaieay J9ezdn lagndns 11eads
o =1

anlidwmoniuuudonaoufld

(9) Z-test AW Cloze URUNUHIZAUNNAMN 5 Wi 6 vWdo 7

L ¥ o & N o I o v g & Q ¥ o~ 4 o
YOADULLI Z-test ZLIUNNAIN 2 WIDAUIUMN LL?]$131L'JNVI\3FH VELIUAENRTIAN Iﬂﬂﬂz

L3

Y o v & ] a Y- L)
uﬂuﬂTiﬂﬂﬁﬂ’ﬁuﬁ WL (teac  DIMIUAII teacher)

=3



38

A1
Everybody loves oranges. They ar_ sweet an_ juicy. Th  are i

sections s_ it i_ easy t eat th .,

nan
Everybody loves oranges. They are sweet and juicy. They are in

sections so it is casy to eat them.

(10) Dictation msuamimen ududsumuinguonlis

& ' & A 9 3 P 5 fA ' 9 3 2 aa
3 A59 eunusesRsanusalndluasausn asen 2 audenusilunud1nanias

[ ¥
=] 1

18 (Phrase) Buszzam iandeudouan uazaded 3 snun@eatundansn
(11) Short-answer questions WhinGousuiioideaudno
ﬁmm&a
(12) Transforming sentenccs 1ﬁﬁﬂl§ﬂuzﬂﬁﬂugﬂﬂixiﬂﬂ
fraeeng
Rewrite the following sentences, starting with the word provided.
The new sentence must be as close as possible to the original.
It was John who saved my life.

If

2) demevuysmiY
(1) Sentencc construction ThinGouuaalse loaTaodmuasi

o '
MIDANTUNIT N 19 Write scntences from the words given using the correct tenses.
Barry / sell / his old car / and / buy / a new one / last week.

(2) Compositions and essays HUniseulouiosnnylaoaan
MAINTANY 1 Write an essay for your teacher saying whether you agree with
the following saying,

“You Can Gain Knowledge from Travel”
. 2 ' ¥ o ar

(3) Summaries 1¥lumsnaaaumsfatazmson lodwmsu
4 o 4 @ 4 1] J N
vnGouszdugeiin mamihiinuzan e ldhetuoasendosouuuy Gap-filling 19

w A = oa ddly ¥
uﬂﬁﬂu!ﬂﬂﬂ’lﬂqﬂ
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(4) Oral interview nAzpUTINYsHe-ya vouinSeau Tuns

3 L=l Q

daumssumoyintesdu lulddnSounaudfios 12 f1 ualdsnEey

=

<] ¥ '
gouiluIBANUADIND 8129

(5) Information-gap activities 1HinGenfidoyaiiaradu 1wy

A @ ) o o A oo v Yo a & Y - 1 '
MMANSANNNU ’Hi’ﬂﬂ‘l‘WﬂLﬂm‘i'EN‘STJGI‘E)ﬂuLl.ﬁ’]Gl‘HUﬂLiﬂuﬁﬂﬂ’ﬂﬂJﬂiﬂUﬂu WO IUBDIANA T

= A o o w
HIBLWBLIHIAIAUN TN

(6) Describing naaeuyansemeoy laslhinSougamuda

N A A AU s A @ g w el A = 3
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Grammar :

grammar

fluency

vocabulary

content

spelling

5 awse i honsanGouulaa-DnRafes 1-2 7

4 ﬁﬂﬂmﬁuﬁ"lum ”mu (preposition) ET) {article) WO 2-3 9

'
g = =
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prt-1-1

HUUNAXBUNOUMIHNOU TN
#2891 1 A BUSINESS LETTER

o A & v ¥ & Ad e o Y
AFUDY WNUATDIHUW (X) ATIHIUD a. b. c.HIB d. ﬂlﬂu’J’]ﬂJUﬂ']ﬁﬂUﬂgﬂﬂﬂq

¥ M s Ag kY . a A =8 oo
1. ‘Ui’)slﬂﬂ'ﬂﬂ'l‘iluﬁu (Salutation) V2IAVUIYTININVIUOIUTEHN

a. Dear Sir, c. Hallo,

b. Dear Sirs, d. Gentleman,

L3 M s £d . =
2. 4alafadiasiing (Complimentary close) UDIIAHUINTIND

a, Gentlemen, c. October 20, 2006

b. Yours truly, d. CR/SW

3/ ) ﬁ' = =i red Y ' ]
3. Yolefevovosgiluunsavinessfsh liddeondn ynawilsznevvasaanuivezegnig
¥
Arudonsadunanua”

a. Semi -~ block style ¢. Block style

b. Full block style d. Official style

4. dalafagluuuvessaninugsnon Inside address 10T I3yuarsdudonssn

Signaturc
a. Semi—block style ¢. Block style
b. Full block style d. Official stylc

9/ =1 s [ ::‘. ﬂ‘ﬂ. 9 s ar c‘i r_*t}
5. dalafonmswuranuionuuwud lunsainidunseawsanyieen 1ddusesnud sudu
FBIANUIBYLIAUNR ADVINIANIIE 11.5 IFURIUAT 810 22 IBURLNS

a. Single fold ¢. Standard fold

b. Double fold d. Baronial fold
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1 A o oA g A v v - A1y
6. ﬂﬂﬂ1u%ﬂﬂﬂ1ﬂ§§ﬂﬁ]ﬂuuu UHAINWAT0IHNEY (X)) HHI1UD a. b. c. 3D d NIHUIHDY

@ dy ¥ £y
i)ﬂ‘riMUﬂ‘U‘Uu'lﬂQﬂﬂm

SUPER MART COMPANY
21 Izett Street, Prahran
Victoria 3181

AUSTRALIA
May 25, 2006

PRANBURI HOTEI COMPANY LIMITED
179/4 Moo. 7 Tambon Nhongtataem

Pranburi District, Prachuap Khiri Khan 77120
THAILAND

Attention: Sales Manager
Dear Sir,

In our order No. 501 for 300 dozens of canned fruit salad. We
stated explicitly that we wanted delivery not later than November
20. You have confirmed our order accordingly. We are surprised
that the goods have not arrived yet.

Please examine the matter and dispatch them without further delay.
Yours truly,

Charles Russel
{Mr.) Charles Russel

Manager

CR/SW
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PRANBURI HOTElI COMPANY LIMITED

179/4 Moo. 7 Tambon Nhongtataem
Pranburi District, Prachuap Khiri Khan 77120
THAILAND

SUPER MART COMPANY
21 Izett, Prahran

Victoria 3181

AUSTRALIA

SUPER MART COMPANY
21 Tzett, Prahran

Victoria 3181

AUSTRALIA
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PRANBURI HOTEI COMPANY LIMITED
179/4 Moo. 7 Tambon Nhongtataem
Pranburi District, Prachuap Khiri Khan 77120

THAILAND

Attention: Salcs Manager

SUPER MART COMPANY

21 Izett, Prahran

Victoria 3181

AUSTRALIA

PRANBURI HOTEI COMPANY LIMITED
179/4 Moo.7 Tambon Nhongtatacm
Pranburi District, Prachuap Khiri Khan 77120

THAILAND

Attention; Sales Manager
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] o ~ Y 3 W Y =
7. %iLﬁﬂﬂﬂquﬂﬁﬂLmﬂu‘lJigiﬂﬂl‘ﬂgﬂﬁ@\‘!muﬂ ﬁMﬂWNﬁﬂ‘HmﬁJﬂx‘lﬂ1H1Bﬂﬂq°ﬁl§§ﬂi}

............................... send me details of being advertised on T.V. Channel 9.

a. Will you be good enough to ¢. Do you please

b. Are you good enough to d. Please

8. vuden smTanguiwdnluls Tealdgndeumnz euadnyazvasnmudangegsie

Our product 1S ....ccvevveeeianen. in quality .
a. ... perfect.... ¢. ... many perfect ....
b. ... very perfect..... d. ... a lot of perfect ...

o dq v ad - v s nw
9. YeauleflFnadimadeudennumagine ldmunzay

a. We close until 5 p.m. everyday. ¢. W¢ arc open until 5 p.m. everyday

b. We do not close until 5 p.m. cveryday. d. We are not open until 5 p.m. everyday.

9/ ci - ey P\ )
10. doamlaiuansienaiimsdousanunegsie ldmmzay

a. Send me your catalogue. c. Please send me your catalogue,

b. Can you send me your cataloguc ? d. Do you send me your catalogue ?
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HuUNATEUNEIMINNeUs

#u3E9 1 A BUSINESS LETTER

L
o =

AP0 2N UNTBINY (X) A3aHIT0 a. b. o uTe d. Mimuhudludmeunigndas
;A Y o w1 a A
1. dawineiduddudonannain leterhead Tunszawanminegsne dodaula

a. signature c. salutation

b. date d. initials

E F= dg’ 9/ . L - =2 - o
2. 4olafadW LAY (Salutation} VBIIANYIBEIAD MABUNIAULYARANTOUTHT

a. Dcar Sirs, c. Hi,

b. Dcar Sir, d. Gentleman,

3. doleflo jUuvvIAvmILgIRY Block style
a. giuLIANINEYIReR Inside address H1oluViyua adwdosonn Signature
b. gilutmaninogsfeildfisenih yadauliznouvesamnezegmadmdiy
s Date, Reference, Complementary close U0% Signature i]zﬂ»ﬂi)g:fémnﬂﬁﬂﬂmﬂ
wihnszawaau lmeun

1

o. giluvusanuegsion lifitowh nndlszneuvassamneazegmadiudgy

I
assfunavue Wunuunteuldsuun

d. JUuuvssrinegshisiinnaluysznavvesvanusazagnisaudie oniu Date

Y ar é dd‘. dl (] g
4. volafio MIRUIANMIBLULWLASY Tunsdinvanye nawnmsnasa s udny
@ H
vt IR lananszmuIanuedy (A4) ¥SonIEATHIAVNIEET) (F14) uazl¥nuwes
WUTOS VNS 215 URNAT 012 25.5 EUALAS

a. Double fold c. Standard fold

b. Single fold d. Baronial fold
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¥
5. dolafn nswusArLIoULURUEN 1¥dunIzAIYIRHIIdUILAz YR IIAnIEvIIALnGg

a. Double fold ¢. Standard fold

b. Single fold d. Baronial fold

Ed ) .
6. sapusamnegsnmtiuil udnuaseanine (0 wihde a b. c. ¥io d Admiives

LY d’.’ v ¥
sananoRtiuil lagndoa

BEST FRUIT COMPANY
21 lIzett Street, Prahran
Victoria 3181

Australia
May 25, 2006

THAI FRUIT COMPANY
88 Sukhumvit 73, Prakhanong
Wattana, Bangkok 10250

Thailand
Dear Sir,

Could you please send us details of your 100 % mixed vegetable juice advertised

on T.T.V, 23 May 2006?
[ would appreciate an early reply.
Yours sincerely,

Chrisiopher Reaf
(Mr.} Christopher Reaf

Manager

CR/SW
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THAI FRUIT COMPANY

88 Sukhumvit 73, Prakhanong

Wattana, Bangkok 10250
Thailand

BEST FRUIT COMPANY
21 lzett Street, Prahran
Victoria 3181

Australia

BEST FRUIT COMPANY
21 lzett Street, Prahran
Victoria 3181

Australia




127

pst-1-4

THAI FRUIT COMPANY

88 Sukhumvit 73, Prakhanong
Wattana, Bangkok 10250
Thailand

BEST FRUIT COMPANY
21 Izett Street, Prahran

Victoria 3181

Australia

THAI FRUIT COMPANY
88 Sukhumvit 73, Prakhanong
Wattana , Bangkok 10250

THAILAND

7. sadendmdengudwayludsy Ten Idgndsamunz auamdnyus vesmudnguysne

We look forward to hearing from you ............

a. soon. c. at an carly date.

b. sooner. d. at an early time.
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8. daladudnuinislfanuveunngni

a. Thank you for your letter of June 6, 2006. c¢. We beg to acknowledge your letter.

b. Thank you in advance. d. We have to acknowledge your letter.

9. tonnulanuandinaitnmsdlsusaninogsi ldmunz

a. You will receive the goods before c. You will receive the goods by
Tuly 15. Tuly 15.

b. You will receive the goods after d. You will receive the goods
July 15. around July 15.

10. doanulaiummasdenaiimsd@ousaninegsfis lamuns ey

a. Received your order yesterday. ¢. Thank you for sending us your order.
b. We received your order yesterday. d. Thank you in advance for sending us

your order.
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HIUNATRUNeHNSHNBUIN

¥uIeN 2 AN INQUIRY

L4
o =

¥ ) .
fMvuns vemevdiowes 1l Taonuaosruie (X) a39R90 a b. ¢. ¥io d. AU

o o =y 9
dlumapunonaes

au

as

1. daladlendnms@ousanuneaouniu

4. MUUATINABINTDINYS DUBDI1ITAY

b. Weudadeansouvsevaldinafigamifissiiu’lilla

o

¥ a @ T A ' S e g Yy Yo o A Aaw
c. Suflumsfadoasusnezdasdrademasim IvdRsusavinaiinduonieniim

d. vermgualunmsnmsovamaduisnseusin ldniuuazausmaununuAsams

' ¥

2. minndnmadouanieasunuludalailunsly msrwilumsilddenidningn

a

o Qs

Y o
faau e

] o .
a. Wousanumeasunwild 1 lsnnuwesduiige

o

& vy Ao y "
b. yaniogueus1 Idduenieusindidveanly

ar

¥ o ! v o LY A vo4 ¥
. mslFdmevaugualmih Nz lddunoniousindadweanlv

o

= { 1o wa d a Qo
d. fuflumsdensamnsaeunwilfidihulsedieursals hisudlolias1d

3. deladuilse lvnruanuvsssavineasun iy
a. We are opening a food store in Chiangmai and would like to order fruit juice
from you.
b. Siam Department Store of Bangkok has recommended you to us.
c. Your prompt attention would be greatly appreciated.

d. Please send us your latest catalogue and price list.
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4. deladamsdvuaavuisaauniuiignins

T.W. COMPANY
535 Taravera Road, RD 5, Rotorua

New Zealand

April 30, 2007

Yours sincerely,

Sales Manager

Thai Fruit Company
Ramindra Road, Kannayow,
Buengkum, Bangkok 10230
Thailand

Would you please send me a copy of your catalogue at your

carliest convenience ?

[ am interested in your canned fruit exhibited at Thailand’s

Trade Center in Bangkok.

Dear Sir,
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T.W. COMPANY
535 Taravera Road, R[> 5, Rotorua

New Zealand

April 30, 2007

Sales Manager

Thai Fruit Company
Ramindra Road, Kannayow,
Buengkum, Bangkok 10230
Thailand

Dear Sir,

I am interested in your canned fruit exhibited at Thailand’s

Trade Center in Bangkok.

Would you please send me a copy of your catalogue at your

earliest convenience ?

Yours sincercly,
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T.W. COMPANY

535 Taravera Road, RD 35, Rotorua

New Zealand

April 30, 2007

I am interested in your canned fruit exhibited at Thailand’s

Trade Center in Bangkok.

Dear Sir,

Yours sincerely,

Would you please send me a copy of your catalogue at your

earliest convenience ?

Sales Manager

Thai Fruit Company
Ramindra Road, Kannayow,
Buengkum, Bangkok 10230
Thailand
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T.W. COMPANY
535 Taravera Road, RD 5, Rotorua

New Zealand

April 30, 2007

Sales Manager

Thai Fruit Company
Ramindra Road, Kannayow,
Buengkum, Bangkok 10230
Thailand

Dear Sir,

[ am interested in your canned fruit exhibited at Thailand’s

Trade Center in Bangkok.

Yours sincerely,

.........................

Would you please send me a copy of your cataloguc at your

carliest convenience ?
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5. ndeanuiuaady “miveugauezion nuh1dTusanunoasunweIngn

¥ - v MY Yo Yo o oy v a ¥ 9
wivusisneniui lauanine uaz ladadaenmsniadoyanldawiignidesnis”
A gonillaresIanL1onBL TLA BIAKIUR DL

v Y o~ A

a. UDHUUUNAIY (the opening paragraph)

b. GBHIINAN (the middle paragraph)

c. BONINIUANY (the closing paragraph)

d. gynde

6. Halafonguidoulvlunisiauniien1s@udi (quotations)

e

cataloguc / pricc list / sample / demonstration / discount

b. demonstration / representation / showroom visit / catalogue / sample

o]

. price / transportation / discount / methods of payment / quoting delivery

[=%

. suggesting alternative / referring / transportation / discount / showroom visit
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7. nauarludelan1Flumsfousannensuiuderanuisaeuniuiigndes

(0 SOOI

Thank you for your inquiry of November 5, for our (...})........
We enclose a copy of our (...)......... that you requested.
We are also enclosing some order forms for your (...)........ .

We (cc)eviiiiinnn, receiving your order,

Sincerely yours,

a. Gentlemen / convenience / ook forward to/ fruit juice / price list
b. Gentlemen / fruit juice / price list /convenience / look forward to
¢. Gentlemen /price list/look forward to / convenience / fruit juice

d. Gentlemen / convenience / price list/ fruit juice / look forward to

8. voladunisasierannrevillfiasaosnanisastaiy uazdnwiulignavinig
AARBALIITEMDN

a. We hope to hear form you soon.

b. We regret that the product is out of order.

¢. We enclose a copy of our price list that you request.

d. We are also enclosing some order forms for you convenience.
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L) g AR 9 =y o 1 - LY
9. ngum ludelanldlumsdenaninsaonilfrsdseamnoasuniuiigndea

Dcar Sir,

Thank you (..)...... your inquiry of August 25, 2006 for our

canned fruit.

We regret that this product you inquired is (...)...... of order.
However, we enclose a copy (...)........... the catalogue showing

our product. You will find that the product is excellent(...)...... quality.
We look forward (...)............ hearing from you soon.

Sincerely yours,

a. for /out/of /in / to c. of /out /to/for/ in

b. out /to/of/in / for d. in /to /of / for / out

1

3
10. ¥olafonrsfomiiennursanuisaotfrrsaesanuioaaunmuiignaag

a.

We hope to hear from you soon.

Wc greatly regret that the product you inquired has not been
manufactured. You will find that our products arc cxcellent in
quality and rcasonablc in pricc. Howcever, we cnclose a copy of our

new catalogue showing our products.

Thank you for your letter of May 8, 2006, asking for our
pinecapple juice Cat.No.PX193.
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Thank you for your letter of May 8, 2006, asking for our pineapple
juice Cat.No.PX193.

However, we enclose a copy of our new catalogue showing our
products. We greatly regret that the product you inguired has not been
manufactured. You will find that our products are excellent in quality and

reasonable in price.

We hope to hear from you soon.

Thank you for your letter of May 8, 2006, asking for our pineapple
juice Cat.No.PX163.

We greatly regret that the product you inquired has not been
manufactured. However, we enclose a copy of our new catalogue showing our
products. You will find that our products are excellent in quality and

reasonable in price.

We hope to hear from you soon.

We hope to hear from you soon.

We greatly regret that the product you inquired has not been
manufaclured. However, we enclose a copy of our new catalogue showing our
products. You will find that our products are excellent in quality and

reasonable in price.

Thank you for your lctter of May &, 2006, asking for our pincapplc
juice Cat.No.PX193.
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HUNAERUHAINISHnauIH
e 2 AN INQUIRY

a 4 a ] dy N o { o t
MIuas wneudieivae 11l Tas punseanune (X) aseado a. b, c. w30 d. MAu"

& s = ¥
A‘ll‘l«!fﬂﬂﬂﬂﬂgﬂﬂ'ﬂﬁ

1. folafondnmsdisusavuieaousy
o o a & 9 =] 1A g VYo Vo A o 1
a. fuilumsasdenfausnezdosdnadwmasniliguouiinuisnue e
b. hidessyydandesmsemiovoadudanu tienugnm

c. puFndsamsnmsove Inigamiiazdluly1q

¥ '
d. WouTdadus TumsorwmSeove woanuiluduios

2. telafamnstofignn finasldlumsSsusananveua
a. I would be grateful for an early reply.
b. I really want your cataloguc.
¢. Thank you in advance.

d. T will wait for you.

3. doladilgalss TonGuduvossamnudonn
a. I am interested in your crushed pineapple.
b. We look forward to hearing from you soon.
¢. We are the wholesaler of fruit juice in Singapore.

d. You were rccommended to us by Mr. John W. Smith.



139

¥ A - <t ¥
4. Wplafomadisusanyigaauouignany

a.

pst-2-2

BEST FOOD COMPANY
650 Huntington Avenue, Boston

Mass 02115 USA.

30 April 2007

Gentlemen,

Sales Manager

Pranburi Hotei Company Limited

179/4 Moo 7 Tambon Nongtataem

Pranburi District, Prachuap Khiri Khan 77120

Please send us your current price list, tcrms and discounts.

Health Magazine, May 16, 2006.
Yours sincerely,

....................

We are interested in your aloe vera crushed in own juice advertised in
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BEST FOOD COMPANY
650 Huntington Avenue, Boston

Mass 02115 USA.

30 April 2007

Sales Manager

Pranburi Hotei Company Limited

179/4 Moo 7 Tambon Nongtatacm

Pranburi District, Prachuap Khiri khan 77120

Gentlemen,

We are interested in your aloe vera crushed in own juice

advertised in Health Magazinc, May 16, 2006.

Please send us your current price list, terms and discounts.

Yours sincerely,
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BEST FOOD COMPANY
650 Huntington Avenue, Boston

Mass 02115 USA.

30 Aprit 2007

We arc interested in your aloe vera crushed in own juice

advertised in Health Magazine, May 16, 2006.

Yours sincerely,

Gentlemen,

Please send us your current price list, terms and discounts,

Sales Manager
Pranburi Hotei Company Limited
179/4 Moo 7 Tambon Nongtataem

Pranburi District, Prachuap Khiri Khan 77120




142

pst-2-5

BEST FOOD COMPANY
650 Huntington Avenue, Boston

Mass 02115 USA.

30 April 2007

Sales Manager
Pranburi Hotei Company Limited
179/4 Moo 7 Tambon Nongtataem

Pranburi District, Prachuap Khiri Khan 77120

Yours sincerely,

We are interested in your aloe vera crushed in own juice

advertised in Health Magazine, May 16, 2006.

Gentlemen,

Please send us your current price list, terms and discounts.
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5. dolafadanulutonyiusn (the opening paragraph) Y939ANNIBADLS UADIANIY
gouny

a. Thank you for your inquiry of 16 May 2006 for our fruit juice.

b. We would be grateful for an early reply

¢. We look to forward your order.

d. Thank you in advance.

6. 4olafadannulusonthaunny (the closing paragraph) UBIVANIIGADUSUAD
IRHWGTDUN
a. I am pleased to say that we will be able to offer the transport facilities you require.
b. We are sending you our catalogue and full details of prices.
c. I would like to receive details of your product.

d. We look forward to recciving your order.
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7. ngui ludelaildlumsfeusaninenevivdosanusanumuigndos
Dcar Mr. Brown,

Enclosed are the 2006 (...)............. and price list of our 100 %
fruit juice that you requested. You will notice that it covers our full
G of all our products.

When you have examined them, You will (...)........... that our
Products become popular featurcs and are reasonable in price.

Thank you for your (...)}.c.coooiiiiiiiininn S We (L) to
hear from you soon.

Sincerely yours,

o

. catalogue / interest /hope /agree /dctails

[=a

. catalogue / details /agree /interest /hope
c. details / interest / agree / hope / catalogue

d. details / hope /interest / catalogue /agree

8. dalafetonuludoniaun1u (the closing paragraph) ¥od9avimwaBLAlfiersan
IRHUBTDUDU

a. We greatly regret that thc goods you inquired are not available.

b. You will find that our product is excellent in quality.

¢. You should reccive a copy by July 5, 2006.

d. We hope to hear from you soon.
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9. nguirhideladlFlunsfvusanuisaouiudssarmneaouniniigndes

Dear Sir,

Thank you (...)...... your letter asking for our the 2006 catalogue

And price list.

The new catalogue are now heing published and will be ready
o), the beginning .(..)... .......... July. You should receive
a copy before 5 July 2006,

Once again we would like (...)........ thank you for your interest.
We hope to hear (...).............. you soon.

Sincerely yours,

a. for / at /of / to /from
b. for / from /to /of /at
¢. to / at /of /from / for

d. to / for /from /of /at

3 ]
10. Falafomadvuiiennursssanuoasinlfidsaeranueasuniuiigndes

a.

We look forward to hearing from you soon.

We are now revising our 2007 catalogues. As our catalogues
are completed, we will send you a copy. However, we enclose a

copy of our 2006 catalogue showing our products.

Thank you for your inguiry of 6 October 2006, for our new

catalogue.
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We look forward to hearing from you soon.

As our catalogues are completed, we will send you a copy.
We are now revising our 2007 catalogues. However, we enclose a

copy of our 2006 catalogue showing our products.

Thank vou for your inquiry of 6 October 2006, for our new

catalogue.

Thank you for your inquiry of 6 October 2006, for our ncw

catalogue.

We are now revising our 2007 catalogues. As our catalogues
arc completed, we will send you a copy. However, we enclose a

copy of our 2006 catalogue showing our products.

We look forward to hearing from you soon.

Thank you for your inquiry of 6 October 2006, for our new

catalogue.

As our catalogues are completed, we will send you a copy.
However, we enclosc a copy of our 2006 catalogue showing our

products. W¢ are now revising our 2007 catalogues.

We look forward to hearing from you scon.
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T - Y
Wudmoungnasy

9} =] ar = & o Y A o @ 3 P=1 w
1. Yalafensnmadsusamnedadudiitinnudife uasdeadoilusuduusn

s

[ ¥
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o
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d. venIImsmsziiuuazitdeueududn

2. YolafiodnymevosrannedaFudvainswns
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FudazmItiztu uazgenthimruamsuauda

d. lutidalagndng
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¥ =] o o v a5 ¥ A a .
3. volafosaruoiiuludaduivTesanuiuii (a covering letter)
=Y el LT [ ') = =y Ao 4 =l A Y o A Y

a. nuuRwingnmdshlfadue fdnvazdvanduiluiazsaziBoaneideaiudud

4 54 @ 6} “.O' 3 1]
b. saninoide lldsduendaudumuvesuludsdum i 2 dowiidue Aedanih
HINA1Y BAZOPHINAIAUA

v oo Y a 1 ¥ oM Y woa Y o
¢, PHUNFTIFUA VAW WM o 4 0DV A JENTNAITUM BaUTNLAAINITIS
Aud sorthuenssmsdud uazdenidvuanaSududi

d. lifidelagndns

4. Yalaiiledonnuludenduisnyessanunodidusmatsioms
a. Plcasc send me the following items:
b. Please ship us the following fruit juice items:

c. Please supply us the following canned itcms:

d. Please deliver the goods through Thai Transport Company, carriage forward:
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5. maguuutheded sevsaninfumsdeiudingeiudela
Kim Yong Company Lid.
64 First Lok Yang Road
Singapore 2282
May 30, 2006
ORDER No. 412
TIPCO FOODS {THAILAND) PCL.
118/1 RAMA 6 ROAD
SAMSENNAI, PHAYATHAI
BANGKOK, 10400, TIIAILAND
Tel. 662 273600 Fax 662 271 4340, 2711600
SHIPMENT ( ) by post ( ) by rail ( \/) by air freight
QUANTITY ITEM CAT NO. UNIT PRICE EXTENSION
20 doz. 100 % guava juice LF 822 515 ¥ 300
30 dox. 100 % tangerine juice PM 634 § 20 600
30 doz. 100 % mixed fruit juice SP 454 $ 20 S 600
30 doz. canned fruit salad BP 825 § 25 § 750
20 doz. crushed pineapple FBC 30 $ 25 $ 500
$ 27950
10 % Trade discount $ 275
Total § 1,475
RGO

Robert Gant (Mr.)

Sales Manager

¥

o qla =
a. wuuresuludaaum

b. uuuHesutVludduan

c. IAMINETIAUAITINITIAY?

d. %ﬂﬁuTﬂﬁﬂﬁuﬁTﬂﬁWﬂﬂflﬂﬁ
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6. dolafodsdrfglsznusnvamdnmsdevannmnenousuludaFud
¥ ¥y A o sy o ar Y Yeur 1+ w oA
a. plalvignAndesinluAudunzyiin ududglidadetudn
b. obvwhvzasduinielanazszdiadigls
c. voufuh Wiuludsdudrnngndn

d. UaNITMIFITUAILBZNITIIETY

7. dolafodmanvessamneneuivludedud Alfudaldgndmauhiimsdsdudm
3/
LR
a. We are pleased to reccive your order No. 1052 dated 18 June 2006.
b. As all the items were in stock, we have dispatched them today.
c. Please send us the following items immediately.

d. We enclose a cashier’s cheque for 2,000 Baht.

8. v0ladlrdannuludoniuiinauvesvanusaauiuludsgud)

a. We have dispatched your order today.
b. We are pleascd to receive your order.
c. We appreciate your order.

d. Thank you for your order.
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] v ¥ [
9. nquiludalanldlumsdevsavineneuiuludsieduifigndas

Dear Mr. Wattana,

Thank you for your (...)............. No. 458 (..).eeennnnn. April 11, 2006.

We ()i, you 300 plastic cups Cat. No.SC 411 by Thai Cargo
Company today. You (...).cccevniinnnann. the goods on April 15,

We ()i, to be of service again.

Sincerely yours,

a. order / have sent / will receive / dated / hope
b. order / hope / have sent / will receive /dated
c. order / dated / have sent / will receive /hope

d. order / will receive / have sent / hope / dated
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¥ | = g ar o o g = Y
10. ﬂlﬂﬁlﬂﬂﬂﬂﬁL"UEJH!.U’E)FI'JHJ‘Hﬂ\ii}ﬂﬁlnﬂﬁlﬂlliU1Uﬂﬂﬂuﬂ1ﬂﬂﬂﬂﬂﬂ

Q

a.

Dear Mrs. White,

We have sent you 10 dozens of 100 % pineapple juice by Thai Cargo

Company today. You should receive them within two days.

We are pleased to receive your order No. 234 dated July 21, 2006.

We look forward to receiving further orders from you.

Yours sincerely,

Dear Mrs. White,

We look forward to receiving further orders from you.

We have sent you 10 dozens of 100 % pineapple juice by Thai Cargo

Company today. You should receive them within two days.

We are pleased to receive your order No. 234 dated July 21, 2006.

Yours sincerely,
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Dcar Mrs. White,

You should receive them within two days. We have sent you 10 dozens

of 100 % pineapple juice by Thai Cargo Company today.

We are pleased to receive your order No. 234 dated July 21, 2006.

We look forward to receiving further orders from you.

Yours sincerely,

....................

Dear Mrs, White,

We are pleased to rcceive your order No. 234 dated July 21, 2006.

We have sent you 10 dozens of 100 % pineapple juicc by Thai Cargo

Company today. You should receive them within two days.

We look forward to receiving further orders from you.

Yours sincerely,

....................
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L!ﬂﬂﬂﬂﬁﬂﬂﬁﬁﬂﬂﬁﬂﬂﬂﬂﬁu
mhﬂﬁ 3 AN ORDER LETTER
o A @ o - A g o ¥
A UDY WNUATAINUWY (X) MITIHIUD a. b, c. HID d. mwmui‘.}ummaugﬂmm

1. dolafprdnnisilioutentiiin (the opening paragraph) UBIAHIEFITUM
a. vounaNMILsENduonmsu Idudasdui Tasuensioazides S uazit
[ 4
dafufidade
y o4 A&

¥ ] )
b. gouUnIUIIMAUAIDNASY TavueniwazBoa 1wy uazi T FuMNT g e

3 - [V o Ay
anugndedlumsnezdaduladaye

[

c. sziunnassnslduiindsdudnlyd Tasvenswazidon S1uaunaz i de@ud

¥
A o 9

Cwonuuvesnlud e dudnnuiem taziieaziden S1uU taz s dFuAunona:

¥ Ay Ay A o & a w

2. volanotonnundoadl luraninedwodudivalusians
2. LAAMBNNNURIAUA
b. 3HOEDEAVDIAIBIITUM

. SMITIAAUUAUAYDILTHN

[¢]

d. e uaaITImIgum laoazidea

3. YalafatoninauanuvassavinemAuludedum (a covering letter)
L] _ d
a. vol¥furedafudtInTams
Y o
b. vouRMAvIEHAsusaneasi
c. vanfunenefiitmsdsduduasnisdiaztu

d. venduiedeafuludafumuuumniueanined
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T & = o s ¥ a a 9
4. Holanpmsdisuaavnuisdadudisomsieigndog

a.
Gentlemen,
Please ship us of your canned pineapple 300 cases by air cargo Cat. No. $
1500.
We enclose CP 426 for the order and packing covering a certified cheque.
Yours sincerely,

b.

Gentlemen,

Please ship us CP 426 by air cargo 300 cases of your canned pincapple

Cat. No. § 1500.

We enclose for the order and packing covering a certified cheque.

Yours sincerely,

...................
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Gentlemen,

Pleasc ship us by air cargo 300 cases of your canned pineapplec

Cat. No. CP 426.

Wec cnclose a certified cheque for $ 1500 covering the order and

packing.

Yours sincerely,

Gentlemen,

Please ship us Cat. No. CP 426. by air cargo 300 cases of your canncd

pineapple.

We enclose for § 1500 a certified cheque covering the order and

packing.

Yours sincerely,
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¥ 2 a o w ¢ a8 ¥y oy
5. tolanams@ouanrinedinuludedudingndos

a.

pst-3-4

Gentlemen,

Thank you for our order of your letter and we cnclose

ten of the items No. 573 for 25 August.

We require delivery urgently,

Sincerely yours,

Gentlemen,

Thank you for your letter of 25 August, and we enclose our

order No. 573 for ten of the items,

We require delivery urgently,

Sinecerely yours,
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c.
Gentlemen,
Thank you for delivery urgently of your letter 25 August,
and we enclose No. 573 for tenof the items.
We requirc our order.
Sincerely yours,
d.

Gentlemen,

Thank you for 25 August, of your letter and we enclose ten

of the items for our order No. 573.

We require delivery urgently.

Sincerely yours,

P
=

6. valafavanmsAsudannalvosranenavsuludidoquan

n: =Y 3 Y o oA Y =
a. L‘Hﬂl‘lfﬂﬂﬂﬂﬂﬂ']ﬁﬂﬁuﬂ'mﬂ

o

b. #9971002BUARMN TN DITUAT

b

] = Ao o o - b
c. MuswazdandAas luludsdum

= 1 s owodA ! '
d. aﬁmﬂ’mzﬁaﬁummaﬁlmmzmamﬁs
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7. dolaftoulse Tonludenhnarsvessamnenouiyludedodud
a. Thank you for your order No.147 dated March 10, 2007.
b, We look forward to receiving further orders from you.
¢. You will receive the goods on March 10, 2007.

d. We hope to see you soon.

8. dolafodss Tonludoniaunimmessaninoaaniuiddndud
a. Plcasc send us by air cargo 100 cases of 100% guava juice Cat. No. GF 831.
b. Wec enclose a cheque for $ 400 covering the order and shipment,
c. Wc are pleased to receive your order No. 203 of April 5, 2007,

d. We look forward to further orders from you.

] ] ¥ 1
9. nguirludelafilFlumadeusaninoneuiuluds¥eduihigndos

u

Gentlemen:
Thank you for your .......... No.835 of April 5, 2007.
As all the items were in.......... , we have dispatched

them to you today by air..........

We hope you will find the ............. satisfactory, and we

look forward to rceeiving further orders from you.
Yours sincerely,

a. product / order / stock / freight
b. order / stock / freight / product
c. stock / freight / product / order

d. freight / order / stock / product
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o 2 = o o 4 o wd Y
10. Yolanemsilisneanuienousyludifoduiiigndos

a.

Dear sir,

We appreciate our aloe vera juice No. 159 for five

items of your order.

You should receive them further orders within 2 days.

We look forward to receiving from you.

Sincerely yours,

Dear sir,

We appreciate your aloe vera juice No. 159 for five

items of our order.

We look forward to receiving further orders from you.

You should receive them within 2 days.

Sincerely yours,
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Dear sir,

We appreciate further orders No.159 for five items of our

aloe vera juice.
You should receive them within 2 days.

We look forward to receiving your order from you.

Sincerely yours,

.....................

Dear sir,

We appreciate your order No. 159 for five itemns of our

aloe vera juice.
You should receive them within 2 days.

We look forward to receiving further orders from you.

Sincerely yours,
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WIUNATRUNOUN SHNBUTY
%#UWH 4 A MEMORANDUM AND AN E-MAIL
o ¥ 1 1]
M¥ue dmeummuee LU lasnuaieanus 00 a59190 a b. c. ¥ie d. AU
E-1 o - g
Wufnouignana

k4
1. Yolafodmtsznoundnues heading lutiufindu

a. Date / To / From / Subject / Body c. Title / Date / To / From / Body

b. Date / To / From / Subject / Titlc d. Title / Date / To / From / Signature

o

= ~A = = v = A g = g v rog
2. M3IN To (B4 /1501) ﬂLﬂUﬂ'ﬁL‘UUHﬂU‘NL{IuWﬁﬂTi ﬁiﬂﬁﬁ‘ﬂ“ﬁnlﬁuﬂq&ﬂﬁ’]ﬁjﬁﬁ

- Y M 9
HIoUaRIRNUMINABATY et la

a. To: Liza Mclean ¢. To: Liza Mclean, Sales Manager

b. To: LIZA MCLEAN d. To: Miss Liza Mclean, Sales Manager
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g

Y & = w - 9
3 "Uﬂiﬂﬂ@ﬂ"ﬁ'ﬂﬁzﬂl,l,‘lJ‘lJﬂ']'iifUUu FROM: ﬂlﬂﬂﬂuﬂﬂﬁuﬂgﬂﬂﬂﬁ

a c
MEM(} MEMO
DATE: TO:
FROM: DATE:
To: FROM:
b. d.
MEMO MEMO
FROM: DATE:
DATE: TO:
TO: FROM:
¥ ) 1 A
4. ﬂlﬂiﬂﬂﬂ’ﬂﬂﬁlﬂﬂ'ﬂ “tWaniu”
a. For your approval. c. For your comments.

b. For your attendance. d. For your information.
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a. To c. From
b. Date d. Subject

. tolafedmdsznouddvassaninafidnnsaiind
a. From / Send / Cc / To / Subject / ¢. Sender’s name / Sent / Cc / Subject
Message / Message
b. From / Send / Cc / Receiver’s name / d. Sender’s name / Date and Time /
Subject Receiver’s name / Cc

. frdmamsldins hisudldaidnnseiinddealfiineds lsfusudunan
a. A%z feefinTnsnoufiuans pC c. R1Fazdosil Password vBIMWBY
b. #lFvzdadl Mail Box vosaulea d. AlivzdesminsidluauBrnon

a o = o
planNIaunNg

kY Vo v F=) v .:;31
. Windeenaniuderueduyse Il wwausensnasuldndela
a. log in c¢. password
b. mail box d. host computer

9/ a ad a ¢ a dy
. HingadansiguafatueamanIaund ’ﬂ3ﬂﬁﬂ“ﬂ“ﬂﬂiﬂ

a4 Send c. @ Attchmnt

b, < Inbox a4 &5 Compose
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10. diolademslowiiionnuiigndesvessnmanediinnseiind lumsaeuamAud

il

Dear Sir,

We have seen your advertisement in Food Focus Thailand on

February 2007. We are interested in your all products.

Please send us details of your current price list for canned

pineapple and fruit juice.

We would appreciatc an carly reply.

Yours sincerely,

.....................

Dear Sir,

Wc have seen your advertisement in Food Focus Thailand on

February 2007. We are interested in your all products.

We would appreciate an early reply.

Please send us details of your current price list for canned pineapple

and fruit juice.

Yours sincerely,
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Dear Sir,

Please send us details of your current price list for canned

pineapple and [ruit juice.

We have seen your advertisement in Food Focus Thailand on

February 2007. We are interested in your all products.

We would appreciate an early reply.

Yours sincercly,

Dear Sir,

We would appreciate an early reply.

We have seen your advertisement in Food Focus Thailand on

February 2007. We are interested in your all products.

Please send us defails of your current price list for canned

pineapple and fruit juice.

Yours sincerely,
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#iwN 4 A MEMORANDUM AND AN E-MAIL

o ‘: '] 1 Hy A‘ @ 9 A n’ =1 ]
M¥ung asmaudinwds ludi Tasnunsoavuie (X) 99190 a. b. c. ¥39 d. AU
o - 9
u‘i‘lummamgﬂmm
1 14
1. walafions lildludnnlsenovvesiuiindu

a. To c. Message

b. From d. Signature

Y
R o ¥

2. folafemsnegluuumsidiou To: wvesTuiinduiigndns

a C.
MEMO MEMO
MESSAGE: TO:
TO: SUBJECT:
b d.
MEMO TO: MEMO

DATE:

TO:




168

8 ]
ar oy k3

¥ = = . LT
3. ‘11ﬂiﬂﬂ'ﬂﬂ'ﬁﬂ]'lﬁ;ﬂ!&ﬂﬂﬂ‘ﬁﬂlﬂu Subject: VBIVUNNTAUNYNADY

pst-4-2

a. C.
MEMO MEMO
DATE; ) DATE:
SUBJECT: TO: )
TO: SUBJECT: B
FROM: FROM:
b. d.
MEMO MEMO
DATE: FROM:
TO: SUBJECT:
FROM: DATE: )
SUBJECT: TO:

4. alafinnuminei “Tdsadudiuns”

a. Please file.

b. Please return.

¢. Pleasc handle.

d. Please contact me.
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pst-4-3

3/ - = a_ a 1 o =] a’: = s/
5. ‘UEﬂﬂﬂﬂﬂ'!5!5U\?ﬁ']ﬂﬂﬁ'?uﬂ‘igﬂﬂilallﬂﬁﬂuﬂﬂﬁu (parts of a memorandum) nnand

PRANBURI HOTEI COMPANY LIMITED
MEMQ

Subject: Annual Meeting
Date: October 25, 2006
To: All Department Heads

From: Managing Direcior

Please attend the annual meeting on
November 10, 2006, at 10:00 a.m. in the

Conference Room 1.

PRANBURI HOTEI COMPANY LIMITED
MEMO

To: All Department Heads
Date: October 25, 2006
From: Managing Director

Subject: Annual Meeting

Please attend the annual mecting on
November 10, 2006, at 10:00 am. in (he

Conference Room 1.

PRANBURI HOTEI COMPANY LIMITED
MEMO

Date: October 25, 2006
Subject: Annual Mceling
From: Managing Director

To: All Department Heads

Please attend the annual meeting on
November 10, 2006, at 10:00 a.m. in the

Confterence Room 1.

PRANBURI HOTEI COMPANY LIMITED

MEMO

Date: Qctober 25, 2006
To: All Department Heads
From: Managing Director

Subject: Annual Meeting

Please attend the annual meeting on
November 10, 2006, at 10:00 a.m. in the

Conference Room 1.

= =aod -~
6. Yolafio gunsainldamlusamnudidanseiing

a. PC/ VCD /DVD /CD ¢. modem / lancard / login / CD

b, server / PC / modem / pine d. pine / computer / user / password
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a. {1%A9il Password UBIALIES c. AldvzAveiinTosnoununeiynIRLs
b. AlHvzdesil e-mail address YAIAUID d. flddeailumumFninivie
= g =Y o1
dannistndnau

9/ 9 (=" e 1 s Ay
. madasmsitlagdeamingiiiivaninenmio i wadniivela

a. &5 Compose . Inbox

b. = Attchmnt d. E Send

. mndaimsdanuedidnnsoind sendnidola

a. < Inbox c. 25 Compose
&

b. Z] Send d. Attchmnt
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10. volafamsivuiioniveniviindudimslsuddddonsoindigndas

PRANBURI HOTEI CO., LTD.

MEMORANDUM

DATE: February 5, 2007

TO: Mrs, Kobkarn Sutthisom

FROM: Jarupong Lapawong

SUBJECT: Hotei audit

Dear Khun Kobkarn,

I have been informed that Coca-Cola in Korea is using your product.

We wait for your reply.

Pleasc confirm, then | will schedule to audit your site on Feb, 2007 and

pleasc also send corrective action plan of my audit on Feb. 2004,

Best regards,

Jarupong
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pst-4-6

PRANBURI HOTEI CO,, LTD.

MEMORANDUM

DATE: February 5, 2007

TO: Mrs, Kobkarmn Sutthisom

FROM: Jarupong Lapawong

SUBJECT: Hotei audit

Dear Khun Kobkarn,

Please confirm, then I will schedule to audit your site on Fcb. 2007 and

plcase also send corrective action plan of my audit on Feb. 2004.

I have been informed that Coca-Cola in Korea is using your product.

We wait for your reply.

Best regards,

Jarupong
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PRANBURI HOTEI CO., LTD.

MEMORANDUM

DATE: February 5, 2007

TO: Mrs. Kobkarn Sutthisom

FROM: Jarupong Lapawong

SUBIJECT: Hotei audit

Dear Khun Kobkarn,

We wait for your reply.

I have been informed that Coca-Cola in Korea is using your product.

Please confirm, then | will schedule to audit your site on Feb. 2007 and

please also send corrective action plan of my audit on Feb. 2004.

Best regards,

Jarupong
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PRANBURI HOTEI CO., LTD.

MEMORANDUM

DATE: February 5, 2007

TQO: Mrs. Kobkarn Sutthisom

FROM: Jarupong Lapawong

SUBJECT: Hotei audit

Dear Khun Kobkarn,

I have been informed that Coca-Cola in Korea is using your product.

Please confirm, then I will schedule to audit your sitc on Feb. 2007 and

please also send corrective action plan of my audit on Feb. 2004.

We wait for your reply.

Best regards,

Jarupong
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1. b 2. b 3. b 4. d 5. b 6. d 7.d g a 9.

Lﬂ.ﬁﬂ!L‘lJ‘U'Vlﬂﬂﬂﬂﬂﬁﬂﬂﬁﬂﬂﬂﬂin Wi 1

1.b 2. a 3.b 4. b 5. C 6. d 7. a 8. a 9,
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I.b 2. ¢ l.c 4. b 5 a 6. C 7.b % a 9.

WRAuLUUNATaHN ﬁﬂﬂ"ﬁﬂﬂﬂuﬁn WU 2

1. a 2. a 3 b 4. b 5 a 6. d 7. b 8 d 9.

MABLUUNATOUNBUNISHADLSY HUeR 3

1. b 2. cC 3. b 4. d 5. a 6. C 7. b 3. a 9.

mﬂULLUUWﬂﬁBHﬂﬁQﬂ'ﬁ?\]ﬂﬂ‘USM nieh 3

1. a 2.d 3.a 4. ¢ 5. b 6. d 1. ¢ 8. d 9.

RAULLLUNATOUADUNTHNEUTY WUNoT 4

1. a 2.d ad 4. d 5.d 6. a 7.d 8. b 9.

o &) i
MASLLUMATOUNRINIANBUTY MU0N 4

1.d 2.d b 4. c 5.d 6. b 7. ¢ 8. ¢ 9.
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UNIT 1

A BUSINESS LETTER
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UNIT 1 A BUSINESS LETTER
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1.1 A Business Letter

1.2 Business Letter Writing

'

1.1.1 Parts of a business letter

1.2.1 Characteristics of business language

I

1.1.2 Forms

of business letters.

1.2.2 Strategies for effective business

letters
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UNIT 1 A BUSINESS LETTER
1.1 A Business Letter

1.2 Business Letter Writing

HHIAA
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swmnegstaflufonarsvesmisdemslulangsnv lumaidousaninoysf
=

3 = oA :qd 3 ot
aeaftedadulszneunazjluuvesIAtNIEg3NT BATYITE N maznait lunisnez

=L = P ¢
WoUIANIIRIND A MkA

Yagilszasamitineusu
A 4 v ¥ =
@afnu MU 1 3y gdhiumsHneusuaunse
1. szysmdsznouuazjlunuvessavinegsne
79 9 as ~ = e P A ey
2. Uszgndlddnvaurmaentannegifetuaunaul jia

= 1 ah:i 3 =4 e A o
3. dszdiuwamaGouinldninmsdnousy vzl ianenssumundimue

fanssusznNamsinous
1. Muvumageuneunsineusy UNIT 1
2. ANHUONE3 UNIT 1
3. Huuuimlfidnndedasen UNIT 1
4. imnmagoudseilszinmuie UNIT 1
5. Anngtuuumadisusamnonefivhaneesinm wlenngadivhou

o

¥ ] 1 3
guivhuidn udnhumBoudeuioplusuivldfnven N1 Tudlsziduds il
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1) daulsznovvessarnuiegife

2) mInagluuuveasaninegsne

3) MINUNTEMHIANIUY

4) AMINNINTBIIANLIY

5) Mzuuueaninegsfan 1 w1y lesliswandeannda 1)-4) Hvla
wpInspuI Il ImosIanLIfsgnive ity

6. utanguirisunsdneusmiiu 6 nquaaz 4-5 au afUnenduaz 1

H
#ade Tutlsiduse il
1) duil5zneuue0anNIegIng
2) M3 AN g s
3) MINUNIEATHIAYNIY
4) MINMNBBIIANLY
5) ANHMZUBINTMIBINAUEIAD
6) NAIE IUMSAIUIANNIGFIAY

7. MLUUNARBUNUAINTRNOYIY UNIT 1

aoilsznoumsilnausy
Pt
1. nEsUsznouMmIRnDUsY UNIT |

2. HowATou

msdszidiuna
1. MINATOUADUAITANBUSY UNIT 1
2. MU NAgoueeelsed iy UNIT 1
3. aathwerue enthe wazagplnuauiitwmus lude 5. uaz 4o 6.

4. MINATOUNAINITANDUIY UNIT 1
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ﬂﬁmﬁ 1.1 A Business Letter

1.1.1 Parts of a business letter

1.1.2 Forms of business letters

W <A a
Ingulszasnanganysu

¥ ¥ o

& o Y 4
iieAnmmaud 1.1 sudd Adhiumsineusumuisa
1. UBNAIANTIBIIANNIEETAY IAgnADs

A 1 = kY Ed
2. uen¥euazgilunumaguassanmegsne ldgndas

3. enldpuunsamneuazdennunudnguildlumagsia ldgndos
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1.1.1 Parts of a business letter (auilsznevvesantiunegine)

o oM A W A

wrnegIne fe Jonarsweamsieaslulangste dhuenmsiiuim nie

Y~ dg' A o ¢ A s as g = @ A
yara lddoud medadefamsiuluiaglszasdiemagsiouazfiundng e

o ol = 9/ Y
Tuiluiozdeslyona

€€

wnneginnlszasuded s i dgratedm vadwinldeueluns
=3 r T :: dyg 1 as = Qs =
Fewsarinounuynyia wiuawenwiienlsld dlvvegiuuiingsn vioaow
Usznouns uanzudsszdenfilugiuunluns@vusanuissosaumuaming du

¥
o

-3 d
wazdullu ALl

Parts of a business letter (d’auﬂ:zﬂﬂﬂﬁlﬂﬁ%ﬂﬂ“]ﬂljiﬁi})

I. Letterhead / Heading / Address WanszarmaavinevSafiagueddy
2. Date line W dou 1
. 9 =
3. Reference line B0
4. Inside address Younzfingvasliuravug
5. Attention line Aiferdaalnomsa
o J
6. Salutation Araudusanuig
7. Subject line FaisaanToN AT 0 9ANIY
3
8. Body / Message Ilan TN ITANNIY
9. Complimentary close fMaahe
10. Company Identification ToUsEn
=1
11. Signature AL 3E
. oy . e 4 9 o Yo o
12. Initials / Identification initials TOYDUDIHLFULDTHNUNIAH Y
13. Carbon Copy Notation Asudhnane

' ]
ey o

14. Enclosures Fauuannae
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Aaeeaa il szneUYeI0ANNIEESTY (Parts of a business letter)

1. Letterhead

2. Date line

3. Reference line

4. Inside address

5. Attention line

6. Salutation

7. Subject line

8. Body

9. Complimentary close

10. Company Identification

11. Signature

( )

12. _Initials

13. Carbon_copy_notation

14. Enclosure(s)
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Parts of a business letter
. Letterhead (Heading / Address) fin ¥ovuSnuazdiuahoguesdiiousanng
i1
afuiuez e iduddunsnlunszaweanuin Tanlnddninaugsfmsonsinis
9 o a o s Vo ANy @ & A
SutinzAunwazoamail PNudr lunsgaweanuevasuSinioa nuazain (9199

v ¥ A vy A gy g
'JNHI'JGI‘NﬂﬁNWH1ﬂ3$ﬂ'IH HIDNTNATUEY ‘Hﬁi’]‘ln'lﬂqﬂ) (%138

1) PRANBURI HOTEI COMPANY LIMITED
179/4 Moo. 7 Tambon Nhongtataem
Pranburi District, Prachuap Khiri Khan 77120

Thailand

2) SAMROIYOD CORPORATION LIMITED
142/1 Petkasem Road Moo 6 T. Salalai
Somroiyod District
Prachuap Khiri khan 77180
THAILAND

Tel : 0-3268-8547 Fax : 0-32................

3) VINCENT COMPANY
45 Old Toupo Road
Rotorua, New Zealand

Tel. 0-7348-8743

4) TINDERBOX PRODUCTION PTY. LTD.
Level 2 157 Toorak Road, South Yarra, Vic 3141
AUSTRALIA
P.O. Box 9185 South Yarra Vic 3141
Tel. + 61 398205477 Fax + 61 3 9820 5833

liza. Mclean @ bigpond. Com
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YoFune

¥
A w A a

1) NsEATHIANINBYRILSINARLW NS Bamsgiionldsazidon e
azanluminde wu vioas Insdwt uind uasfiognielseddsdnnseding (e-mail
address)

2) Lidousdedonus 19 Street, Road . Avenue tas ligedolos Ididou
@udwifovesiyifdanuiilsngluswalusudd uaz 1dldmiahlsuddvaeizdan 1wy

157 Toorak Road, South Yarra, Vic 3141 (Vic = Victoria)

3) myfiouulfaznadudsnysouduay 10 sruamdu 10 Wideuduguay

LU
Fifth Street (Street = nuulwileq)

o T
Tenth Avenue  (Avenue = ouunNg Hdu I Maraadanu)
12 Road (Road = oum¥euiiosneiiio)
- Py ar S o o o ]

4) vt li@sududuay sndume 1 deuaznadludisnus 1w

One Silom Road

65 Huntington Avenue

4 A T A 17 v
5) 1HnSeanute comma (,) serudiounzsy wu

Boston, MA ( MA = Massachusetts)

6) FUAVDIUSEN (Types of company)

Co., Ld. 890190 Company Limited (USEn§1a)

PLC HOU191N Public Limited Company (USENUHM S 17a)

Ltd., Part. 6931970 Limiled Partnership (#19dugmiifia)

Pty. #91191N Propriety 1dfuSeuidmensuludlssimmesmaniay

naziiFuaus

2. Date line A9 h Aoy 1] Nilleuvariuie @Weuaoau9n Letterhead il
HeulFnsteunuvdedisdnay wu 1uld 5/7/06 u3o 5-7-06 ms1zirlddnleRa lad o
uazg luseuiow

MaveuIun N 2uu Ao uuuewIiuuazuLSINgY

HLUUaSAY  March 15, 2006 d0afl comma (,) vdviuAEUe

o th
HUUBINEE 15 March 2006 %30 15 March 2006
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v
=] 1

. A L =] A = '
3. Reference line 19 N1IDNINIANUNY HINANAITNUNUINDOU (L’i'lumu
o 1t e = ' . =t 4
dsznauniinielauiinld) ssiuw 3 uunioaauna Date line A14 13 oss Toanily
msiusanenianmsdviavy wu
Reference A 345/ Ref. A 345 &L
Your reference A 345/ Your ref. A 345
. ) & ~ v = o - 9 = a u,al = =2 &
4. Inside address 1D WOLUATNOYVDIVITYN NHVSUIAMUNORUVUUIVEUDI Y
A o w A o Yo A o ' S dy = '
givilpufuiuismiewarng 1jsnFeuasduvirisvesynamiuidastionldlal
AU inside address Hos1atlon 3 ussve ueldaaniu 6 usIviR U
1) James Company
459 Silom Road
Bangkok 10500, Thailand "3©
Mr. James E. Brown
Sales Manager
James Company
459 Silom Road
Bangkok 10500, Thailand

TunsiivudedivezAoaimidae Mr, Miss, Mrs. w3odumuia 154 Dr. Tu

=}

astindlumemdasaz linswi laavioausa W14 Ms. uazlunsdifidummnenans

Gt Messrs. 14
Mr. James E. Brown
Miss Liza Mclean
Mrs. Lorraine Moore
Ms. Emma White
Dr. John Smith

Messrs. Ray Watson and John White

~ o 1 T P Y =t o A A A
MIAsUALHIIY Mdluduaer lneunde InelinTeavue comma ()

e-

Wy

s}

Miss Liza Mclean, Manager
1Y o v o o & ¥ = 2 w v
m“’lﬂ']ﬂTLL"Pi'LIQﬂuﬂﬂﬂﬂﬂﬂlu"lﬂiﬁlﬂlﬂuﬁQMTBﬂ‘HuiniS‘Iflﬂ 19U
Miss Liza Mclcan

Marketing Manager
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) ¥
5. Attention line fiD M5191Za9%0 niadwrtisvasdiusavanenaiiuriulaoasg
dd' m o8 é =t ] ¥ yus: -1 ld‘l o ]
Tunsain lu'laszyie niedumusyanaliiuly Inside address Tifivaaveusm ua
Y A 19 4 Yo = us: A a ¥ 3 Yo o = ¥
Aoun U latludsudareusaruisiy ez IdsavanetiuldumsdwiiumsIn

=1 1 . @ o = ! as [ .
nﬁu‘lﬂm%ummm%m Inside address ﬂ%guuuﬂmmﬂufﬁﬂ E{ﬁumuﬂu Inside address

liae 195u
ATTENTION: PERSONAL MANAGER
@i Inaitanun Sludeadiaduls)
Attention: Personal Manager
Altention of Miss Wipa Rakthai

For_the attention of the Sales Manager

¥
6. Salutation An MAUAUIANYIY zdDIaoARADIRULITIVIAUIAUDY inside
A a4 Q g 1
Address uazAaelin3oanuy comma (,) M50 colon (:) waIMAuAWwaNe wu Tunsel

A 2 = A : Y -
nAleudayaratnswde wiwana IMlduwanalusiyudu

Fo - wwana Arud

Mr. James E. Brown Dear Mr. Brown:

Mrs. Lorra Moore Dear Mrs. Moore:

Miss Liza Mclean Dear Miss Mclean:
Dr. John White Dear Dr. White,

Professor Ray Watson Dcar Prof. Watson,
Mr. Ray Watson and Mr. John White Dear Sirs, "30

Dear Messrs. Watson and Whitg,

-Tunsdindioudayana 1 au Plinswde unzme wialiszyudeuds

10 t [ 3
lasflumsnnz wionsuusdumusnu g dududuenned

My faud
The Manager Dear Sir, (1ffugmndashiiinin)
The Editor Gentleman, (MfugredasliZingo)
The Secretary Dear Madam, (Ll‘fi’ﬁﬂﬁiﬂﬂ?\?%ﬂﬁﬂlji’ﬁﬂ%ﬂ}

The Director

The Principal Dear Sir or Madam,
o A Vo o A
Adfuyaaagus lidindsFeunazimem

¥

The Dean
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i = (-] é‘
Tuns@indentaniin vioanzyana I FMAuduTumywonl

UIEN / AMzyAAa M
James Flooring Company Dear Sirs, ED)
Vincent Company Gentlemen,

Thai Fruit Company
The Staff
The Sales Department

The Technology Institute

4 tg d

c:’ F= 9 = & A 1 g 1 = (1= o 1
HUDNVIU Qllﬂﬁl‘uﬂufﬂﬂ‘ﬂ'ﬂ1ﬂﬂﬂﬂﬁ$mﬂ‘ﬁuﬂ‘ﬂ]‘lﬂﬂﬂﬂuF’dﬂﬁTmﬂ UANWULIH U DY

= -1 ) ]

voee) T lunsdindiow lufusetudiunTomissrunimidseanuielsl 158 uaanue

a

e A o . Y W o A A
U1 MT031I09 (Recommendation) 3221 1IN 10UDINTINTEATY HE8HINA19UDY
o dy v A
ninszanla Ao

To whom it may concern. (ﬁdé‘ﬁlﬁﬂ’ﬁm)

. . P v e y 9 9o 3
7. Subject line Aip ¥DITBIUBIAHVILRTUTY FroldASuvRnIIEMT W14
¥ [l ] 9 9
UM sanueRtiiudneInUE ez ls wiilsuseannnndvudu (dauiionn 'l
adly) ¥, o a o dy
1018 §3T@eunatauuy fail
9
SUBJECT: MARKETING STRATEGIES (19 Inajiisviue)
3 ar T oo o Q =
Subject: Marketing Strategies (VuAuA ngjfusnusiusnvesduaztaduld)

3 ar L7 o o/ )
Subjeet: Marketing Stralegies (muﬁumﬂﬁmuﬂuaﬂ‘uimuinﬂjmm)

-~ A T o d? kY ]
8. Body (Message) A9 leanuvassavany AouaAsnaannniidudu wse

=) g o a +
Subject line) TAgWUWHIIALNEBIUIINA Az lidoudoe lusanune 1w

1) [ X ] I’ve seen your advertisement in the Bangkok Post on Wed, 29 Jan 06.
[\/] I have seen your advertiscment in the Bangkok Post on Wednesday,
29 January 2006,
2) [ X] I'm fluent in French.

[‘\j] I am fluent in French.
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9. Complimentary Close fin f1asvusanyiy 1asdin3odnuts comma (. )

]
o @ =l

P1INET A0

1 mashefiflumasguasfonldsuTaeda 1y 1dus
Yours sincerely,
Sinccrely yours,
Sincerely,

2) frasheiduftns 1dud

TR

Yours truly,
Yours very truly,
Very truly yours,

UUVHINY
Yours faithfully,

3) drasteiiduiimanng Wiuyanefififesaniedufimswiuge
261494
Yours respectfully,
Respectfully yours,
Respectfully,
4 fashed ldludgas wiedlufues
Yours cordially,
Cordially yours,
Cordially,
Yours,
Regards,

Best regards,

flogtiu 1nFoemne comma () wdemasie 9xf wie Lufin 1a TuenSnusiie
{ =1 v
vaviue Adlun19ms (formal) 9191403 comma
q o~ g = o Y U = g =
10. Company ldentification ¥oUTHN M3NuATOUTIM uanshwFimvosdiveu

¥ kS
FuAnvoudadannulusaringiy szfuwaondassan (@awuitionnluinld) wu

p.p. Thai Fruit Company (p.p. 0831970 per pro MIWAIWHI TUUIWYBI ...}
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. ] =] =y Vo s o 3/ Py
11. Signature AB G1EJL“}5N°UENF§£‘UUH%§W7H1EJ YAV INAIDINTYDINT WIDURAIY

o A a ' = '
AunFoumaauazd s (i) 1480 1wy

1) James E. Brown James E. Brown
(Mr.) James E. Brown %30 James E. Brown (Mr.)
General Manager General Manager
2) Liza Mclean Liza Mclean
(Miss) Liza Mclean %30 Liza Mclean (Miss)
Exccutive Director Executive Director

1=

12. Initials (Identification Initials) Aip Fodavosdifuranuiy uazvosiu

vy v ' =3 ' & 12 1
NN oy iiyumTudsveseanue desnaodu (@uiier luin 14) @

DL /NK Vb DL: NK
DL/ nk Y3n DL: nk
dl / nk YET) di : nk

13. Carbon Copy Notation (cc) Ao duvivanuIsUen s wNF N

o 9 ) = ) 3 ' .
samnemiiidids lilldyanaalathe azeghyuarsdudredonn itials

cc: Mrs. Kularb Rakthai

¢c: Mr. T. W. Moore

14. Enclosures A0 Aanaandie dunsudaldnswnldduenarslaun

3 ¥
wioufusanunentivil azdsuagiiyuaradudneg wu

Enc. 1 photo
Encl. 1 order form

Encls. 2 application forms
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1.1.2 Forms of business letters. (3ﬂuuummaﬂwmﬂqiﬁﬂ)

sluuuvessaniegsfe Sumegtluuumien fu Tegiugiluniitenldi
Towiialy 3 4 wiia

1) Full block style

2) Block style

3) Semi-block style

4) Official style

1) Full block style fip juuuusaninei hifidenih yodwilszaovues

' Y 9 v o -1 A a Y w
WAHUIBISIYNTIATUFIUATINU T UA Lﬂu!!ﬂ‘ﬂﬂutﬂli%ﬂu&l'\ﬂ

1. Letterhead

2. Date ling

3. Reference line

4. Inside address

5. Attention line

6. Salutation N

7. Subject line

8. Body

9. Complimentary close |,

10. Signature

( )

11. Initials

12. Carbon copy notation

13. Enclosure
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2. Block style Lanwazafmoiuuuy Full block fn lifldensth yn
dmiliznol vessaneIzagnIemuge oniiu Date, Reference, Complimentary close

A 4 .
Uae Signature azINOYGEUNINNINAHINIATzA AU TN

1. Letterhead

2._Date line

3. Reference linc

4, Inside address

5. Attention line

6, Salutation ,

7. Subject line

8. Body
9. _Complimentary close .
10. Signature
( )
11. Initials

12. Carbon copy notation

13. Enclosure
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3. Semi - block style fidnymsARWAULLY Block Ap NndMlsEnUvEY
ﬂﬂﬁmﬂ%@g:wné’ﬁwffm gAY Date, Reference, Complimentary close i8¢ Signature
2 < . v o
zvegiunninanmiinizamaoulinn uar Body agiimsdendhmnasaisy

Joayluy

1. Letterhead

2. Date line

3. Reference line

4. Inside address

5. Attention line

6. Salutation ,

7. Subject {ine

8. _Body

9. Complimentary closc

»

10. Signature

( )

11. Initials

12. Carbon copy notation

13. Enclosure
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4. Official style LARHAIZARIUAULUY Semi-block 8n131 Inside address 9%

3
¥ U ] . as a .
el P iyudnsdudie destn Signature uonzIMITOUR UMY Semi-block

1. _Letterhcad

2. Date line

3. Reference line

5. Attention line

6._ Salutation

7. Subject ling

8. Body

9. Complimentary closc

H

10, Signature

4. Inside address

11. Initials

12. Carbon copy notation

13._Enclosurc
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o 1 3 T as
MiNuIavINeldewes (The folding of letters) INBYAVYUIAVBINITZATY
NN HazweIvAnINY laslindnognldmdedinuuvasiansza Mssina 1 s,
Wennvazandmsugivearineiiezilney

Mmsnveavnenlgnuna b 5 uuu

o 2 o
1. Single fold AsuvunWUATe lunsdifisaniie nie
A v t e A Yo Ny o
amsnapsaaiuianuru 149014 Ninseay
WHIWEU (A 4) HIDATEATHIANLNOED (F 14) 1Az
s o < =
l¥ruraaiuans ¥u1aniig 21.5 (FUAAS 817 25.5

d a
LHUALUAT

2. Double fold Asuuuwud lunsainmilunszaiy
Y ar o A £ d
WHIee  1Fduresnud Fuilumassanuievuia

a = d =
ﬂﬂﬂ ﬁﬂﬂu1ﬂﬂ%’lﬁ 11.5 ﬁmmum 8717 22 FUAINT

I
3. Standard fold ApuvURUM lddunIzANIRNINETY

LaZraIIanNIeYIIALnR

. 2 @ w 1 o o o
4. Accordion fold ABWULLLWA Iluﬂﬂﬂutlﬂﬂ‘mﬂuﬂ'lﬂﬂﬁ

5. Baronial fold (unswun laviinszainly lutew

Iilunanms wxdluludnvazysnanuisaiudgs
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ﬂTi%HﬂﬁT“lfﬂWﬂHMW (The envelope address) VN SWEULVABINY Inside
[~ =1 ] [l r
address 1T unUVNLONIN (Indent) viTpuuu lafiganii1 (Block) 18 M3ty
o
NV UHAD AaTl

]
=] I Qo

1. Fouashoguosiutmiaessanuis miloududuly inside address

u

A =
2. Lﬁlﬁﬂ‘ﬁﬁT“]J‘fN‘ﬂﬂ‘VilJ'IEJﬂWﬂﬂﬂﬂﬁN“ﬁﬂﬂ’ﬁﬂﬂJ’l

P A ¥ v v ¥y o
3. ‘Bﬂl!ﬂgﬂﬂgﬁuﬂﬂgﬂﬂi}ﬂﬁnw “lmwu"lmuumumwmawuwmﬁmwuw

» 1’4
4. ilmu9izes¥e niadmmisvesdiusaninentiuiiuTauasq (attention
i ' - Ve = llyd‘ W o 9
line) B luvanneniiutiy Idinndiou Pnyuasdudsvesmimowanine

5. dimanuasmsvudanslalsudld WaAsudedRuilng 134 ila

AN
AIR MAIL (N991MA)
REGISTERED (aanzideu)
EMS (Express Mail Service) (Gi']u)

O
=)

6. AMNNVUBYS] UUFDIVANLIY 195U

Please forward (Iﬂiﬂﬁ’ﬁ@’iﬁ))

Printed matter (éﬂﬁﬁnﬁ)
Confidential (ﬁummz)

Fragile - with care (voan TdsmszTa)

s ] 1 W v 4
AIDLNIMINHINBAIAHUBUVBNIBN MY (Indent)

THAI FRUIT COMPANY AIR MAIL

14 Pgtkasem Road

Prachuap Khiri Khan 77000

Thailand
T.W. COMPANY
535 Tarawera Road

Rotorua, New Zealand

Attention of Mr. T.W. Moaore
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Meeamsnminwesanrineuuy luilberin (Block)

THAI FRUIT COMPANY AIR MAIL
14 Petkasem Road

Prachuap Khiri Khan 77000

Thatiland

T.W. COMPANY
535 Tarawera Road

Rotorua, New Zealand

Attention of Mr. T.W. Moore

Tuilvgtiuiwnsanueiioanuuuliliges (Window) RémvThaeuily

-3 o ar F s . = 3 1
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MauN 1.2 Business Letter Writing

1.2.1 Characteristics of business language

1.2.2 Strategies for effective business letters
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1.2.1 Characteristics of business language (é’numzmmmmé’anquqsﬁa)
Ey
Tumsdsuaainegsna ilena1u wselennuvessanneszuisesnilus aeu

~a 2 4 & y i o
Ao ADLINATTY W3 BABUNSY ABUNANE UAZADUIY BN 9 3 ouiloedouilswior Ty

1
= o

Glild Ve < 8 w Y as Y] -:2'
Ha lagldmtadednyuzid o iuidengy fail

1o ) , ¢ ¥
0 Mn1sany (Concise) ualdnnuvineinnuazenysel dail

a = é = =3 s ]
(1.1) 1%?1']&1’]1!’3?1 FAUANUNIURYINH  1¥U

111 Tainasly AWK
4
now at the present time SRS ﬂi]‘qﬁu

due to the fact that

on account of the fact that .4
because, as, since o . W32, HUB39N
in view of the fact thal

for the reason that

end come lo an end W, gA

can has the ability to R
substitute lake the place of LN

later at a later date #9117

always at all times Leu®

soon

shortly at an carly datc ‘114[11}“]31’1, Lg’a‘]ﬁy
immediately

decide come to a decision andula

while during the time that ‘1mmza‘f‘i
prefer express a preference for ABULINNN
for for the purpose of Lﬁiﬂ, Amidu
about in connection with et
although in spite of the fact that ﬁ@LLﬂ'jL ﬁ,dc]‘f/"‘l
often in many cases et

usually in most cases Tomlnd
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¥ Tainsof ATURIE
sometimes in some cases iJNﬂ%gﬂ
try make an effort W
before prior to noau
small small in size windn
consider take into consideration TORETON
use utilize 14
please will you be good enough to ... nga, Tilsa
yesterday vesterday’s datc Lﬂﬂ’ﬂu

Nild  we look forward to hearing [rom you at an early date.

1% We look forward to hearing from you soon.

1il%  Thank you very much for your ingquiry which we received yesterday’s date.

1% Thank you very much for your inquiry which we received yesterday.

1 8
(1.2) Ll dfianuvuiodidousy (Redundancy) 13

1% Tainasly ANNYI
. . o’: 5 = vo_ @ ) a
conclusion the final conclusion | YUFANIW, NTgA (hisuihudeqld rinal Bn)
. o 19 & a2
mix mix together safulusniludnaly together 811)

. . . s r re o =
identical exactly identical wifoudunnate (liduiudesld exactly n)
gather gather together saudafy, 305w (aisuiludeddd together B)

o ] Mg A a
perfect very perfect auqysal (linasiiduindn

adl% Pleasc scnd me ten dozens of your mixed_together fruit juice.
1§ Please send me ten dozens of your mixed fruit juicc.
hild  vou will agree that our product is very perfect in guality.

14 You will agree that our product is perfect in quality.
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(13) Tidududao 1 oo 1%
136999 o gives me pleasure to introduce our new product,
% I am pleascd to introduce our new product.
T4 It is my pleasure to attend the meeting today.
1%

I_am pleased to attend the meeting today.

-3 . 4 = = = [-] A o
(1.4) 18¥uAUAIY There is, There are HIATNTHIDNAT FILAAINITATLIN
vo3tlszuld  u

Tailer There are only five members of the committee attending thce seminar.
14 Only five members of the committee are attending the seminar.
Nailds There are 2 employces accepted in the factory,

31

Two employees were accepted in the factory.

9 o = v . - - o r ~ 9 1 =
2) lEnmuiiSonde (Simple) HANLROITIUIULNT M laen uag ldasliow

nniadududou mszaziIddenudilann Sensl¥nmiidenie feed
@2.1) Wi Annumne@eiy wu
11 %ainaslo AUHNY
use utilize 14
about approximalely Yizia, Auady
try endeavour Wy
part component fulsznau
show demonstrate LLETRa

19 ¥ o ' & 9 . ~
(2.2) TuldFdmaunywnuilumsiuduaanuny (Openings of a letter )
é L= [-%] ¥ %) ]
e litlousundluileniu wu

Taily We are in receipt of your letter.
We beg 1o acknowledge your letter.
We have to acknowledge your letter.
14

We have received your letter of __(date) . EL)

Thank you lor your letter of _(date) .
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1 o ' . P
2.3) hildduamumpwuimn lumssvaanine (Endings of a letter ) @9
9
Titouduudaluflogdu dwonwuilhins MmsedlumsaanYauazsrosainly
v e o = Yy ¥ Sy o W oYy . Y as
TRTveannazaniums 1 ldawivedos Taeiida il lniasosnowan adwady

@ 9/ ]
Wumsitesulumadon 9

il Thank you in advance.

Thank you in anticipation.

Fruitlfovsanuie
Thank you for your attention.
Your help will be appreciated.
I will appreciate your help.
I will appreciate any help you may give.
I will be grateful for your help.
[ would be grateful if you would | agree.

accept.

3) TEmwunfigndesianu (Precise) eldganudrlode hiduaunguinie

a

[

K
4l
3.1) lail#f 11299 19 reasonable (@uMATUNA), good (A) 3D

thing (H9v99) A3 leMmfzesaslal wu

114 reasonable price
1% 15 baht (UBNTIAIMNUUUOU)

114 good employee

14 reliable employee (52ydnymzunaninanilrifann)
EL skilled employee
nie competent employee

it thing

] ] E)
1% canned fruit (5¥yFovesdativliiay
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3.2) Wi l¥assmnumnefdesmsdaas dasfanuandiaszninedii

fanuvuadiendady 1w

. oo 3/
price sm19aR 1Ay
k4 Y
cost AUNU (TINAUNU)
] 3 =]
value At luwdnmian

3.3) lumsdouaanuieasy THuenlddanudt asusanuefiasiuf

1 d' g = =; 1 g o L]
mtls Geeezls vuomudedanmils @) wu

Thank you for your inquiry of January 10 in which you asked about our pineapple

juice.

3.4 Tumssvaanuiy ddsnazdesvenlidanuiimansnglson

o ¢ & g om o = g )
Aerusamng vald ldwaauhdoans

1il¥ Please write to me at your carlicst convenience.

1% Please contact me in writing by March 5.

=~ v

vy [] o . = )
4) Mdeyanignasaumiudl (Accurate Information) luMsAeuIavLIegIAe

Qa
T

a g TR a 1 a I o Qs = a A ° v A A L%
Tuludeslideyanuiud luheziduduay femanie do dums wioiiagazdos
o S P 5 g o Y o a = A o q ¥
pRRBINIzYaRanaatisdndesei lrdannuidenenuenmtie lilvinaisd 14
danunanau liwele uazdefoinfluns ligamdraenasediueanuoia didou

¥
1zdoensndouileunnzdznasdagndes dlmnisaaagaminiu

Please send us the 2006 catalogue and price list of your canned fruits.

5) Tdfswum (Preposition) Anssanuwuteidesms mazdyswunudaz

2

[ a 9 A 1 1 o WV (]
s imioanuuanazilsz Teauanatanuld aru

The price of sugar has been increased to 20 baht. (TIIRTANNEY 20 1)
¥ v
The price of sugar has been increased by 20 baht. (1AM IAWNEN 20 UN)

The price of sugar has been increased from 20 baht. (T1A1HIAAIAND1A 20 VW)
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1 4 .
6) 1#nTenlugiues Active vz I¥msdiouivimin uagnfufitsesu uas
¥
AT 1

Tipco has placed a new juice on the market.

- 3 A v
msldnTerdly passive Ailodpamiseiunisy (Object) MINAINTIY
15257 (Subject) (AU

A new juice has been placed on the market by Tipceo.

T 10 a5 14 Passive mizaziligaquinse nande Lifihlas
& 2 ¥ g = $ R o a¥ A 1 ya o
niofaladladudnszdhinioremaiug Saihldgmiloundisunsonmanisnny
Fuieyoy 11

Your order will be shipped tomorrow

Yo [ 9t n:?
ﬁuﬂwmmumaﬂmquw Anailudsuinvenlumsdaduiil)

v ¥
7) MgUuuuiioudw (Readable Formats) saninugsn thufindu uiosiaam
o R Y A W 9 ' ¥y Y 9 Y v
A751A9g Ul Mo Auidhetieou 9rea19 redne sazduanvesdeniu tieds
' ¥
"ow 112 3181 at0098 (Subheads) dasmaniueIIAiu 1 vih MIs@eusienisuas

§ ' < ' 2 o a
1379 (lists and tabulations) eI lAGa A IAUTA lumMsSasdrdumumamra

1.2.2 Strategies for effective business letters (nn%i“lunm%ﬂwnﬂﬂmﬂmﬁa“l#‘lﬁ’wa)
o a g 1Y a ] At ¥ -
msWsnaviegsnedoatisuldsevivlagon naddnazadeanudnse
9 o o o an A4 A y & a4 @ < R
Tadumsisusaniegsnodsnils Ao maadiniudesivnnz sufuasiu (Creating
. Y a 3 =t Py & o & A
appropriate tone) laglsznaudiiruaduasdiion anuidnuaznistenldduilnio
° 9 = Y A Yeg g = a vy A o g A &
Mrun AlguIzassll aAnuganiuiing e3aladeden e ldasuiosanuiety
g/ o 4 : Qo = ’ o a = o (=t 9}
Tawamudngilszaen wenuinii dasou famsdwanuwfiSouSsailueiied oy

= ¥ a o Heas o b g
ﬂ!ﬁu’]gﬁﬂgﬂﬁﬂﬁuﬂﬁﬂ$ﬁﬂﬂﬂﬂﬂ')ﬂ Tﬂ&u';‘ﬁmﬂﬂllﬂu

g

3 o
1) Wasswuw you iiumseiudiferw nazuesanumsainindwds iy

o

1
=4 =y

Qs = ] = =1 3 o
nandluanuaaiiazale sauldams@enluudvan Sanufaduluneia idudeailu

ar

=) ' 9 9 1 ° 3 o - 3 v A YV
mimolwedarwumsuiudfomoai flasinsadnnuaulvesdeu Geujdeu

a

¥ 9 = ' - ya ¥ A '
HASTUYARA TN Fouindudorunoes 1414 you, your Hi® yourself YU

K]
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Thank you for your order for 10 dozen of 100 % orange juice.
Your canned fruits will be shipped on March 2.
Your credit application has been approved.

You will receive our decision by May 4.

= b

Y. lunsandeuniod Huthedinm 15in2514% Fudl
fN1IU: uﬂsmmmumavgimﬂwmm HATYNTIHANDIA [UAT LY You 101298 BUUUNIT

wluidsndurhedia 19 1 nie We unu oanugnw igu

1% You ncgleeted to state the size of canned pineapple you ordered.

1% I would appreciate your sending us the size of canned pineapple.

= I =) - v A ~ o = 1o =Y
2) uansnnuaselavesdilion AemsweuudEosndueie lufuanuaTuag

3 1 Ll
aithlasan lamads wwihlddemiinnudedudedilounSouiouilse Tonae Ti
uAesy If you sign up for this order, | promise you that you will never
again experience such an excellent product.

Lﬂuﬂ?ﬂﬁ If you take this order, you will have the excellent product.

o el ~ 9 8 - =7 o -~
3) AN NN N ﬂWI"])".)EJLWlJﬂ’NlJf!ﬂWWLLﬁZﬂ’JlngﬂﬂﬂLﬂuhﬂi o
£ ‘ﬂ o o [ g = < ¥l YR o w

please, thank you SULUANIZFIVATTIUATHIN miwgmugﬁmmumamﬂm uag
185uAosA

"li.u'qmw Give me your opinion.

Received your order yesterday.
N Please give me your opinion.

Thank you for sending us your order.
11 DR o 1 9 P ] oo
ua luas lemvenguaemi mszdsmeanneves liawsolgiaaw
] b 3/ ]
Aunieeld
Tl Thank you in advance for your catalogue.

it Your catalogue would be appreciated.

'
= ~

Yoot 4 A ' A A oy s Ny =
4) 1sdsuiiiumsyalunduan feo @eudsdaidifiouszinld unuiezne
dadani lu1d worewmdndoans 1981 §as
Tunmsdenraminulias wdealdiBmoaminee il uazweeuyeisdsi

P} o

] Y o ) Y4 o ] a o T
Afeuamnsoilifemld wodumssnanuduiusmagsfiznindue 1y mu
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nayelundilfias (Negative)

MIYAMIIUIN (Positive)

I cannot send you the 20 catalogues you

requested before March 10.

You will receive the 20 catalogues by

March 10.

You will not be allowed to takc a vacalion

between March 1 and May 1.

Please schedule your vacation between

May 2 and July 31.

Unfortunately, it will take us 15 days to

fill your order.

Your order will be filled in 15 days.

o &0y v
mimldnnudaniumauan

fiiiilAagdnlumsay

thank you
enjoy
appreciate
care
co-operation
grateful
confident
willing
ves
service
agree

enthusiasm

open

VOURY
¥ou, woly
vounm, jRme
ldla, qua, wou
A33Nile
YDA
ifula, teriu
o ot
wula, Gud
1%, asu Az
AIUTNS
o [
U

A AN Y
ANURTEADTSY,
ALY
e

neglect
complaint
nol, no
disappointed
failure
problem
impossible
regret

refuse
inferior
inconvenience

close

Tsiaula, azaw
M3y, Mmsfeudeou
i

Sdndan e
AR AT
Hayvn, armgsen
T %4, i T8
1Fale, volny
Uias

Zooni, dn

A higzan

da
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=4 CI = d’ @ ' 1 o
5) HanmpuIMIUIUNLTRIAITLTITY lluuuslﬂluﬂ15ﬂ5$ﬂ1mQQWulﬂq
¥ Ad v ' & A o A 13 Y o 3 a
“IJE]ﬂ’J”IlW]"lluﬂuﬂ’i:IUﬂﬂﬂ\lﬂu i.lﬂ’NﬂJH‘lJ”IEJTI”luENﬂgII'EI'm‘iIS"thuﬂ'JEJﬂ‘lJﬂ’ﬂm‘Hu‘ﬁ‘iﬂ

o 3 iy ° =) = P A i
msmsmﬂumggwﬂuwllﬂuuzmm wsawwmmmuﬂﬂuz}mvu LYU
I know you will be disappointed in us, but..........
If you want to order this canned fruit,..........

May I come for an interview to discuss my qualifications in detail ?

= Y d' [-% ]
AIATVLUVDANLNTNYL LFU
We think this change of procedure will be to your liking because ........

You will find this canned fruit tasty, ......

May I come for an interview to discuss my qualifications in detail 7

[ 2 tg dl. v a =4 a o a; dli )
HAINNANHUUBWIATITE AdUN 1.2 !m’ﬂﬂ‘iﬂﬂ“!“‘l]f'lﬂ‘l]ﬂﬂﬂ AauNn 1.2 anaotAIaN
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UNIT 2

AN INQUIRY
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[ ¥ 1 ﬁ'
uHUAIIAsIade e 2

UNIT 2 AN INQUIRY

!

'

2.1 An Inquiry

!

2.1.1 The principles of writing

an inquiry

v

2.1.2 The structures of an

inquiry

!

2.1.3 Some expressions for an

inquiry

!

2.2 A Reply to an Inquiry

v

2.2.1 A positive reply to an

inquiry

v

2.2.2 A negative reply to an

inquiry
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=1 o ¥
uwumsdneusuilszdviiae

UNIT 2 AN INQUIRY

2.1 An Inquiry

2.2 A Reply to an Inquiry

HHINA
= 3 ﬂ' -1 aldl - as o =]
1. sarmngaeunmduaarinegsfedus nsuTaadneulondadmun nio
Py - & ow & 9 P L 9l A.l. 9/} - = = T =
uims AusunnieduinldTuvan 3 medesmsmiuseazBoaiuay nouney
Q4 _- ﬁy -
Faduladodud

[ A = s & 3 ] 9 3
2. VU WADLIUADIAWINLADUD N ADIAMUYUTEN HIDHVUY 'Vlﬂﬂ‘l.lulﬂgi‘ﬁﬂ

al

=

- o 4 P = ~ = 1 I~ o r=1 =
NegAaoduin ldvesazBoamufyu msaousttesiaisreni i ldwadniegsia

uag l&gnilny

3. IWHIIEADUUPASADIAMINGADUD N 71D VANNILVEILTHINT ORI

vgc\yv‘qu-ﬂa'-:i 9 oy oA Y g =]
aougezdodui i luiidud miodeiicovouun wdwowouuzdudulditlumadon
w d
Fagilszaanmadneusu

& =5 P Y Y Y w <

dioAnu Ul 2 sundd Qusumsinausuasn

1. UIAMANMSAIUIANLIOADUOIY (An inquiry) IAMUIEADLSUADIAYINY
ADUN (A positive reply to an inquiry) HAzIAHYIWADLLfiasdasanwaaunty 1A
(A negative reply to an inquiry)

2, ABUIANNILABUDN (inquiry) IAHLIBABUSUADIANIUIDHDUDIY (A
positive reply to an inquiry) UAZIANLIEADIIFITEADIANLIBTDUD N (A negative
reply to an inquiry)

= =% s}c{ 9/ =5 a s ﬂ. o

3. UszdiumamsiGoudn ldnnnisinausy uazilfianenssumuisvua
" 1 =~
fonsTNIETHNIMIHnBUIH

1. MULUNAFOUADUNITHAOUTY UNIT 2

2. AiRYENANT UNIT 2

¢ = = oanm d' ot
3. Hwuudndfiannded@sen UNIT 2
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4. Huuunaaavsaslsedivivie UNIT 2
5. VINIAMMBABUDN dAMNILADDTULAzIALToRaIl fias A lafnu Ty
e N ] ' Y = o
UNIT 2 yagninuSEnivhuiinuegnienniou ssauudaaiumsal lumsliousanuig
¥
A1)
= P o o W el o a
1) WousanmeaeununeINuRaasuRAuauls 1 Ry Taedvua
SWAzIBIARIBAUIN
2) 1WIUIRMNIBABLSUIINUS HNYBIUABIANIEATB LA TLINNINTD 1)
3) WUIAHNILABL HIEEIINISHNYDINIUAD IANLIENADUN LN 1)
] \ 3 Y w ﬂ 1 =Y ] w Y
6. wisngudhsumsineusy 1Wu s nquaaz 4-5 au efsenguaz 1 Wade
o ’ dy
Tudszpudalyil
1) HANMSIHEUIANLLABTN TN
2) Tasea$iswassanuioapuaIy
3) duudlvlusanueaauniu
4) DAUUIBRDUTUADIARUILABLN 1A

5) saneasinljanapsanuInanU0 Y

7. MUUUNATDUHAINITHABYTY UNIT 2

aoilszneumstinousy
P!
1. woanslsznounsaAnausy UNIT 2

2. HodAson

matlsziivma
1. MsnagaunsuMsHNOUTY UNIT 2
2. MyRuuunAaULtDY UNIT 2
3. msihiaue ofilse uazagdauawidimua lude 5. uaz do 6.

4, ﬂTﬁ’lﬂﬂ@Uﬂﬁ)ﬁﬂ‘l‘iﬂﬂﬂﬂiN UNIT 2
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AOUN 2.1 An Inquiry
2.1.1 The principles of writing an inquiry
2.1.2 The structures of an inquiry

2.1.3 Some expressions for an inquiry

o ¢ a =

Sagilszasnisangdnssu
A 4 = Y oYY oo -
dieAnuiapud 2.1 suuda AdumsAneusuaIg
1. afuendanmsiisusanueaounin Idgnans
2. afvelnssadrvewanuvaauniulagndas

o @ & o g 9 ¥_ 9

3. vondifiwd dunuitldlusanuisreunnldgndes

4. @rusaminoaauy ldgndes
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2.1.1 The principles of writing an inquiry (‘I‘iﬁﬂﬂﬁ!ﬁﬂﬂilﬂﬂﬂﬂﬁﬁilﬂW)
- A & da & 3l 1 W 4
gAY Ao wwvineginvdun douiu Taodhaadnzilugndid
- - | = A g ] ¥ Y = w =g
au%wamﬂm@n ﬁ‘iﬂﬂiﬂﬁﬂ@’\l']ﬁ'l‘l'lﬂimllmfh gNADINISTNITUASINUTUAININATTAY
) d = @
Tuwamiennsanmsdusuiodud gnatersmududmn Insieml niamadulod
v 3 Y o = A a w A di‘ = g 3 4 9
&Lﬁlﬂ&ﬂﬂ‘liﬂﬂ'm QﬂﬂTfNﬂBﬁﬂ'ﬁﬁlﬂﬂmﬂﬂﬂlw&llﬁﬂﬂﬂuﬁ]%ﬁﬂﬁuiﬂ“}fﬂﬁuﬂ'] Qﬂﬂ"li]ﬁ‘llﬂclﬁ
Yo ' 3 = A - Py ar a0 ow ¢ A = &
mmmﬂimwazmﬂmwmu NYIDVADINNUN HIDUINITUUS
o) = 9 ar = o o A g
ANV ADUNIUY L'lJLlﬂﬂﬁﬁJTUWi‘Hﬂuﬂﬂﬂiu’Nﬂﬁﬁiﬂﬂ umﬂuqmmmuﬂum

msAasegsfansasuigsnes Y serdnaeadhe Ao

1) thodidonaavang laua

customer gni
. ¥ o 9
mmporter HHUYT
retailer Piﬁﬁ.]ﬁﬂ
agent AN
distributor é’wﬂi‘hﬁﬁm
dealer vof (fArdud)
company UTHN
subsidiary company UTENTI
v P ¥
2) thod5vaanune laun
supplier fawﬂ’c’h
wholesaler Ej“lﬂﬂffﬂ
T
exporter Hadaef
¥ =
producer HHDA

ﬁﬁﬂﬂ]iﬁﬂﬂﬂﬂﬂﬂ]ﬂﬁﬂﬂﬂ]ﬂ

o ] y = 1
ﬂﬂﬂigﬁﬂﬂ‘llﬂi'lﬂ"li!‘llfl‘l—.l‘l]ﬂ“r’mwa'ﬁ]ﬂﬂ'tl] Lﬁ'mamﬂmmazswaxmmmm

) ]
=3 Y] =2 3 o

] v 4 n
dordu Fudr Pddoulianuanls dounerlinsdsdedufatruiumens oms

h.

@ e Y = 14 d‘l = oF Y a
ﬂﬂﬁuﬁlﬁlﬂgﬂﬁﬂﬂﬂ'l‘ﬂlﬂuﬂ']iﬁlﬂﬂi'lﬂi”lﬂ'lﬂuﬂ'l Nﬂull'ﬂﬂ'li‘ﬂ'lﬂﬁuﬂ"l A1IRATIAN ’J"E“]f']ﬁ$
= o o o ' @ ' s g A = 'i‘_l 9/ 4 o o
AU MITAUAWNUIHLIY N5UDAIDENEUAT HID uaamdan Wual Fauvanns

¥
fanel1)i
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45

¥ o s 1 o Yy ¥ = ' A9 @YY Yo aw 3 1
1) anummmaﬂiammm@ammumawm‘lwQwaug%nummmrﬂmu
A Q
You were recommended to us (me) by ........ (%a@’umzm).....“_
A 9 § =
...,(’Haéllmzu‘l)...inform us {me) that you are a manufacturer of .. (AU ...

We have seen your advertisement in ....(%ﬂﬂﬁdﬁ@ﬁﬂﬁ/ﬁﬁﬂmi) .......

We have seen your advertisement on ....(Tmﬁﬁﬁ/?wq) .......

2) AMMUARINOUHTOVBBLIITAION 1
Please send me (us) your current price list.
Could you plcasc send me (us) your cataloguc ?

Will you please send me (us) your brochure ?

A A_ 9 ¥ ¥ !
3) nanm@nﬂum’mm Hi0v9d LWﬂEjﬂTuﬂ$Vlﬂﬁuﬂ\3G\TNﬂ'Tlllﬂ'ﬂﬁﬂ'li WU
We are (I am) interested in your ...... (“lif’e]ﬁuﬁﬁ) ........

We (1) would like to buy (%aﬁuﬁ'w) ........ We would therefore to have a

catalogue of your products.

We (I) would like to place an order. Your products are very popular.

A dq ¥Y 1 a1 A1 @ )
4) Uﬂﬂﬂﬂgﬂjﬁﬂﬂ’]ﬂﬂﬂﬂﬂ‘ﬁﬁﬂﬁﬂﬂ]ﬂﬁlnﬁlﬂ LHU

Best Fruit Company Ltd.
650 Huntington Avenue
Boston , Mass 02115
USA
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o &

e ¥ P as WYY o q Yo
5) ﬁl“lfﬂ'la\wnﬂﬂ'ﬁQﬂ'lw ﬂ‘lﬂ‘ﬁ331ﬂNﬂ1uﬂ1LNUﬂ'ﬁﬁ‘]Uﬂ‘1‘U@ Tﬂﬂulijﬁl%ﬂ‘lmﬂ

U

39791 Thank you in advance. (VoUfmMalmih) mazhezilidemidnngnisiuld

3 ) dl. 9/ ]
W drvunns e wu

We (1) would be grateful for an early reply.

Your prompt attention would be appreciated.

We look forward to hearing from you soon.

v

6) WouliFuiganimisziiullla mu
Please send us (me) details of your ...(%Bauﬁ’ﬂ .... advertised on T.V. Channel 3

yesterday.
Would you lct us (me) have your catalogue of ....... (@aduf) ... ?

Would you please send us (me) your current price list for ....... (offuf) .........»

7 ol lsudiviasild

SIAM FRUIT COMPANY
45 Lardprac Road

Bangkok 10900

21 March 2006

Your Ref. : P1234

Could you please send us details of your 100% mixed fruit juice

advertised on T.V. Channel 9 yesterday ?
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Famsaouowmusem ldnaisds wu ¥ Insdnwn (Telephone) a9 Insiaw
(Telegram) 9UHNYG (Facsimile) MUNEANG (Telex) NITUIMDI LA (Internet) H3alu
nsdindlumsdaaroniolutlszmeafones 191 sudidiing (Postcard) uan 1y lilsudidiias
AR oatf 1T L Salutation) uRsfAIMIL (Complimentary close) fiuafiatuns
éﬁﬂ‘ﬂﬂ'ﬁiﬂﬂ {Sender’s address) '3’1417‘1 (Date) 91904 (Reference) uazn’fwwmwwmﬂ

(Body) 1

................................

................................
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What is requested in an inquiry ? (gﬂﬁwmz"lﬂuixﬂwmuaaumu)
ﬁﬂamﬁﬂmf’%mﬁuﬁuﬁwﬁan’{wamluﬂﬂwmumuammfu Tauilp@Aniisim

(prices) A1UISTUIWANHUZUBIAUAT (descriptions) (3011UAI598 (the conditions of sale)

MIAITUAT (delivery) ATMTTILIIU (payment) ﬁ"mmﬁwﬁﬁﬁmﬁw%%’a“ﬁiugﬂ

1 L) é @ :
LLUUﬂﬂ?ﬂiﬂﬂﬂN'ﬁuﬂ AU

Ed
VY @ =

1) OASAEITUFUM (literature or sales literature) A1EHTUAITIN MINBA

£
= d 1 o

Q‘ r T A dld = — 9/ dl.w Yo [ -~ LY |
AINWUN ama‘lﬂamwumn31ﬂa:mﬂmlmﬁumww"hmwmﬂ AUNUAIIUOIWNUITASD

]

' <3 T ow 1 sy |
AUDDUANYADATITUHUNL (brochures) BHNUNAN (leaflets) WOZYATT (pamphlet) (WU
Please send me(us) a copy of your sales literature.
Will you please send me (us) a copy of your brochure ?
Could you please send me (us) a copy of your leaflet ?
i o {1 o . : vy A Y
2) uAAAIABN (catalogues) (HunilafonTduil (index) WouonlWiiFasdud
Uszinnaie mwiszneudoanuusiorw Goulunisvie msaadudi uazmsdiseEu
(1
Could you please send your current catalogue for (Fodud....... 2.
Will you please send me (us) a copy of your catalogue ?
Would you please send your illustrated cataloguc for ...(‘?aﬁuﬁ’w) ....... 7.
Qs r - ar ' a0 g o o Y Ye 1 [
3) #0819 (samples) AD FIvE1VBIHARS UM Tagilnaud IR Mo 14
@ vooa te s Ay v yd 1 a9 oo Y ﬂ t =
30U ﬁuﬂWTﬂElvlllﬂﬂNu memﬂmﬁ)ﬂﬂmu’nﬁuﬂmuwmmg ‘l«lﬂUHllﬁ WTTZIHAN
= ] & Y Y @ ) 3 '
duannseditluauimegnien Tasumida emisusigaes waliussynsedles 1
o - ¥ v o 1 =W v dy 4 ¥ L
'ﬁ'lll15ﬂi]$ﬂﬂﬂ3@%ﬂﬁ1ﬂﬂﬂmﬂ1W1ﬂ@UTﬂgﬂﬁﬂﬂ ﬂ')ﬂﬂ']ﬂ“l]ﬂﬂﬁuﬂ"l!‘ﬂﬂ']u%Z‘H'Jﬂgﬂﬂ"lclﬂ
NAAOL NIONARDINUATHYBIFUM 1A 1371
Please send me (us) samples of different qualitics.
Will you please send me (us) samples of different grades ?
Before selling ...(%ﬁﬁuf’l}]}...we prefer to test them for safety. Could you therefore
send us at least .....(39149U).... examples of these .,..(“?ﬂﬁuﬁ}) L2

Y . P~ ¥ = Y F o ’
4) Tundas1a (quotations) Asmaudasimudr gadrensvzveldigiming

L

¥ a @ & o o A we ' o ¥ -
L!ﬂﬂi1ﬂ1m@3ﬁuﬂ1ﬂ1ﬂ1ﬂﬁa (order) 1ﬁw1$lﬂuﬂiﬂﬂi'n !Nﬂﬂﬂ']ﬁu']ﬂlﬂﬁlutlrﬂq51ﬂ11uﬂ5m
v A »

9 ¥ ¥ b Ed
dndenluuds iimamwiznisFovieas niuasufer Erdensimiidevaluuds

511113 s mewznldeuuilas) wu
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A o
Please send me (us) your quotations of ...... (%Bfmﬁj‘l) AAAAAAAA

Could you please send me (us) your quotations of ...... (FodudT)....... ?

=t

Will you please send me (us) your quotations of ...... (Hofud)......7
) R - a Y ¥ v o
5) 510139187 (price lists) ﬂ'f]i"lﬂ'lﬂ'lﬂi'lﬂﬂ'liﬁUﬂ']WﬂJHIﬂHTGlHﬂﬂﬁﬁﬂﬂﬂf’J
é J 9 3 o yé =y ] dy
7283 AN “INElﬁl'lﬂ‘ﬂ\ﬂmﬂfl'.]'J']Tlﬁ‘iﬂﬂllﬂﬂ']qm.WUﬂWHu
Please send me (us) your current price list.

Could you please send me (us) your latest price list for ...(deﬂauﬁlﬂ ..... ?

Will you please send me (us) your price list for ...(ﬁ‘}aﬁuﬁ'ﬂ ..... ?
1 . ° n:iyr:‘ o = = B
6) 3ENTIOUA (particulars) AT UATIY VU009 5102089 (details) VDI

= 4 = [
HOAN MM HIDVDIUTMT 13U
Please send me (us) your particulars of ...(‘Jié]ffuﬁ’ﬂ..,..you have in stock

Will you please send me (us) your particutars of ...... (%ac‘fuﬁw).....?

2.1.2 The structures of an inquiry (IA39a319¥DRAKMEAOLNN)
¥ ¥ = g ¥
sanueasuiy  auslumsgeuannSesTudinssuafdautedu uas

= ] Av & w = o o W g 19
Sovaw snsSimdeafuRvioouesusamnoaeuny ithanasguaedi udd

[~ A 1 -] A & ] = =33 9 =
winumsaeumuisosdivan wsaaesuniSaudaulumssszdy Asuduszdoadou
o3 - 1 1 3 1 ] n’a’ dyg Yo 1
duaanuediSoudos avnanldhanuevessanueninliuiveu nafiduagiumn
9 2] 9 o gy vy Yolar a dey o )
gsuszyaiedlathe wazsenmenativn lidesmsItgSudounouudll ewwds

at

o g - 3 i ¥ (A Ao a o4
PNIITHIDVIYANAUATINGG WINWDLLAD IﬂUlﬂW'lzﬂUNUﬁluﬂ'imﬂUﬂﬁWﬂﬂﬂ Wil
szdoguda swazidoatund linosduiluin

a g sy 1 9 A v g -
AUV WTDUNY Tﬂﬂﬂﬂﬂllﬁ?%SNLWUﬁ 2 49YUT A9 BDUHNUNANY (the
opening paragraph) Lag HONTNIUANIY (the closing paragraph)
t Y o R 1 o * 3
1) #9MUUUNAIU (the opening paragraph) %zuaﬂamwmu’ngnmﬁuh
¥ b4 .
dumez'ls negwmsiGesdusniuoni vy wu
We have scen your advertisement in Asia Magazine of March 12, 2006.
I am interested in your 100% fruit juice on T.V. Channel 9 yesterday.

We are interested in your canned fruit salad exhibited at the OTOP Fair.
9
2) teNTNAUANY (the closing paragraph) vzuen Medadus1gndideams

oy lssnddmiiie nazashesaninedefignn 1wy
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Please send us a copy of your current catalogue and price list.

We would appreciate an early reply.

Would you please send me details ol your prices and terms ?

I would be grateful for an carly reply.

Could you please send us your latest price list and trade discount ?

We would greatly appreciate your prompt reply.

Tnssaravesenrineaeumuniausn (First inguiry)
'
Tumsdsusanuwreunwaiusn Gloudndudeslinuazidoaani

Aa [ 1 o & oy ~ o A 9 - o A A
‘ﬂﬂﬁﬂmﬂﬂﬂﬂﬂﬂuﬂgt‘ﬂuﬂizm mmmuﬂ‘lmuzmmuas"lﬁ‘s’lﬂazsauwmnﬂuamaﬂ

» ¥
" o’

9 ¥ ¥
fatiueanine geuntwaisnAIslsznoudedunouidifey Al
' 9 A Y g Yy 1o ¥a VA ' 4 3 !
gonii 1 udalAgsunawd gasu lasewnnealssieives Idnanie

= g =) t 9 t
HWHUWAI ﬁé‘uﬂﬂﬁlﬁ‘l’]ﬂﬂ AU UNTTIANITHANG ‘H?BﬁﬂTﬂﬂﬂﬁﬂW U

-

We were given your name by ( ... ‘Eﬂékluzﬁ1 v
We were advised by ( ... Fafuugiih.).
You were recommended (o usby ( ... Foguuzain..).

[] £ =;

gariIn 2 Ltuzﬂwﬁ’um ﬁau&niﬁ’mmm
$
Fudwasusind v
We are one of the main producers of ( ...%aﬁuﬁ'n....) in Thailand.

We are supplier of ( . yeFuf.... ).

I am a dealer in (...%ﬂauﬁl...l
' P 9w g A kY =1 3/
govuUIN 3 ‘Uﬂﬂcl'ﬂ&ji‘lJWi'l‘lJTlﬁjl‘UEJ‘HG\ENY\W‘51ﬂﬂ$l‘6€iﬂ!kﬁ3Lﬂﬂﬁ'l‘jf)$ul'iﬂ‘}ﬁ

LY Catalogue, Price list, Discounts, Method of payment, Delivery date, Sample (91

Couid you please send your current catalogue and price list for ... (yadum)... ?

1

Would you please send us your illustrated catalogue and price list for (¥oduf. 2

Will you please send us your sample of ... (%ﬂﬁuﬁﬂ... ?
dawihdl 4 asfisaavuiodaomiga T W

We would be grateful for an early reply.

Thank you for your attention.

A prompt reply would be appreciated.
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¥
Example 1 First inquiry (3AWM00UNINATILTN)

BEST FOOD COMPANY
650 Huntington Avenue
Boston

Mass 02115 USA

March 10, 2006

Natural Fruit Company

76 Petkasem Road

Muang District

Prachuap Khiri Khan 77000
THAILAND

Dcar Sirs,

We were advised by Mr. Charles Rights that you are a manufacturer of canned

pineapple and fruit juice.

We are large dealers in food and beverages. We wonder if you could send us

details of your products and please state your terms of payment and discounts.

Yours faithfully,
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¥y

dodunn
w 44 d A
1. Tuesvimediedisl Fsiinasnumauie datlsznounazgduuuves
IANUIYFIND
{ & o
2. WITNUIW We, us 15 TunanunehifouTaogndn FauduuSev /dradw
o  as =y
3 leanumwizdanineiidsi
o ° [ o] a w
31 IRTUMsSHUZIEI9IA Mr. Charles Rights Tinuiluduinduilysa
9
nszilowtay vhwald
¥y g oW a o o O T ¥q 3
suiiudiaeing ludundadasiominaziniosdy Tanulszaanls
' ! = = o oo ¢ 1 v v A o =
U eazuanenuRdasunve s lde wazngaudadeulvlumsdisiu

wazaauaausInuldunsde

YOUAAIA NN VDD
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Example 2 An inquiry from an individual customer (%ﬂwnwﬁaummmmﬁnﬂu

315‘]4?1?111)

14 Broad Street
Birmingham Bl
UNITED KINGDOM

2 May 2006

Thai Fruit Company Ltd.
76 Sukhumvit Road
Muang District

Samut Prakan 10270
THAILAND

Gentleman :

I am interested in your canned fruit exhibited at the International Food

Fair in London, 25 April 2006.

Please send me your illustrated catalogue, current price list, terms and

discounts.

Yours sincerely,
C.R.

Catherine Russel (Mrs.)
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¥ as
Yodana
- S A
1. lusaninedediad Fannlsnuniude dmlsenouiasjlituuves
ANLIBEIND
' 4
2. asswun 1 1 lusanuoidiouTaegad Faffusioyean
o = o dy
3. leanumwizananunoiineil
¥ E g 3 e 4 & =
wdraulona linszilosvesusdnim Fdwansiiouems
WA 8 ngeneuaey Weluf 25 wwou 2549
1 o A a5 ¥ w A
azandwaamaaniintwilszneusemasimdumilegiv Gou luaz

druanvaaviiu I Id i doe

YouanInNutude
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]
Example 3 An inquiry from an individual customer (ﬂﬂwmﬂﬁaummmgﬂﬁ’uﬂu

SWUuﬂﬂﬂ)

2011 Padan Valley

Singapore 2159

May 24, 2006

Natural Fruit Company

76 Petkasem Road

Muang District

Prachuap Khiri Khan 77000
Thailand

Dear Sir,
[ have seen your advertisement on TV Channel 1, and am interested in

your crushed pineapple and 100 % mixed vegetable juice.

Will you please send me your catalogue, full details of prices and method

of payment ?

Yours sincerely,
C.
Charles Wong (Mr.)
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YaFann
- - - A ' .
1. ludzegneil daharsnuniuie dauwilszneuuazpluunvesianuiegsne
{ ¥ 4 4
2. asyuny 1 1F luvarmnenidouTaogna dauilusiwyana
g = oo dy
3. Taanumwizdvanueiiaatl
] ] w 0 o
I UH U T aYe I TUNe INIied 593 1 uaziinuauladudm
¥
AuilzsauaazBua uaziidnian 100 %
1 [~ ] ] 1) ad o = ¥ 9
ATNAWARAIRDN TEazBeAT I TUA IR TN TR uveviu bl 1A

¥y oy ¥
TNV TR 38

UpLAAIAINTUAD
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Example 4 An inquiry from an individual customer

¥ v
UYIUNA

(Eﬂﬂ‘ﬁ‘ll”lEJ'ﬂ'B‘]JﬂHﬁﬂﬂﬁﬂﬁﬂﬂuﬂﬂ‘l}ﬂﬂﬁ)

17 Maitland Street
Glen Iris 3146

Victoria, Australia

5 April 2006

SAMROIYOD CORPORATION Litd.
142/1 Petkasem Road, Moo 6

T. Salalai, Samroiyod District,
Prachuap Khiri Khhan 77180
Thailand

Tel. 0-3268-8547

Dcar Sir,
With reference to your advertisement in the Melbourne Magazine of
1 April 2006. 1 am interested in your pineapple juice concentrate 65

BRIX. | would like to receive details of your prices and terms.

Sincerely yours,
SM.

Sue Morton (Mrs.)

I ]
1. ludredisil Aanarsnuniude drdsznovuazjduuuvesvarueysng
3 A e ¥y 4 3
2. gaswiy 1 15 lusenuendon Taegna1 Fadlusisyana
¥

3. lsnnumwizalvaninelaatl

auinu Was Tavan Tuidasmauad$y atiuiui 1 woumay 2549

W )
ddiianuaule hdulesadudu 65 BRIX. Tisadesiwazidoadeidusiaaudi

nazdoulumssrszEu il lddmwiddae

YouAAIANUITURD
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Example 5 An inquiry from a firm (FAHVPTOVAINIINUTEN)

KIM YONG COMPANY LTD.
64 First Lok Yang Road

Singaporc 2282

March 26, 2006
Gentlemen
We are interested in your aloe vera crushed in own juice and 100%
carrot & mixed fruit juice advertiscd in Newsweek Magazine, March 25,
2006.

Please send us your current price list, terms and discounts.

Yours sincerely,

Tony
Tony Yong (Mr.)

Sales Manager

THAI FRUIT COMPANY
76 Sukhumvit Road
Muang District

Samut Prakan 10270

Thailand

TY /WS
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¥ _as

Yo aIUnd

3 ] H
1. Tughadiell Asinsnuniune diuilizneunajluuuvesaringging

L3

2. assnu We Idumuiisdu uSdnddiousanue
3. Teanumwizdvannedds
vinmanleimsesduaazidenluiin uastunsensmanieals
100% vouSEmvindia Tawanluinsansiadin stuiuil 25 Suaw 2549
NFANEITINIIIMAUN o lumsrsziu uazdnmanvesiinla1y

UTHNIT 1A

YpuanInuiude
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Example 6 An inquiry from a firm (AAHUVHOUNTWVINVTEN)

T.W. COMPANY LTD.
535 Tarawera Road Rd 5

Rotorua, New Zealand

26 May 2006

Dear Sirs,

juices and canned fruits. We would like to place an order of them.

Your prompt attention would be appreciated.

Sincerely yours,
T
Terry White (Mr.)
Manager

SAMROIYOD CORPCRATION Lid.
142/t Petkasern Road, Moo 6
T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand
Tel. 0-3268-8547

TW /WS

Please send us the 2006 catalogue and price list of your 100 % fruit
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VoA UNA
9 ' .
1. Tudednil Faharsnuniuda drulszneunazgduunveseavuioging
2. AssnuIn We Tdumuied e uSimAideuanviune
14
3. Toanuamizdiaanineliael
4 o = Ay 3 - 3/
nyandunaninont 2549 uazsmsTimauAnIMa 1l 100% uazwn il
+ ' oy a w = I e W '
nseflaswaihulddis maussnmilianulssanszddunvesmim

voldviusadalavaou awflunszquedisds

YauaAANUTUDND
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2.1.3 Some expressions for an inquiry (ﬁmauﬁ“l%’iumwmuaaumu)

Please send us full infermation on ....

Please scnd us brochures about your goods.....
Please send us your latest catalogue..............
Please send us your new brochure ..............

Please send us your latest price list ..............

We sce from your advertisement during a
recent visit to the trade fair.

[ saw a sample of your products.

We expect to place rcgular orders for these
goods in large quantities.

Please let us know if you allow a trial
purchase.

We are interesied in your products.

The guality of the goods is of prime impottance.

Please send us sample of your products

Please send us precise details of your products
together with the samples.

We look forward to hearing from you soon.

Please give us a quotation and prices.

Please give us details of your latest models ...

Please give us your wholesale prices.
.................. retail prices

Can you allow us a special discount ?
Please state terms of paymenl if your prices
are competitive.

Please give details of prices and delivery time.

nyandadoyafifivaiu... unisdae
nyandsTusFrfdudveanafurinaie
' d 3 L ) ¥
nysndaaemasnaga Iduis e
nyada Tusdas Auduan nivesna Ifuriis doe
3
agaderumsTimuiniaaigavesnuliun
151A70
s wnn Tawsnueeaaluszrdenms Tl
a ¥ A d c:‘
uermaduauied .l
§ Y] [] a oo 4 4
S ldnud et ndaduvenuuin
a1 o - v ) -
s dehedsdudwnarfiiudsslulSom
10
b
azanudaltis mandae gues s 3edud
Shumsnansamieli
silanaulyundafasivagm
ganmussdudnilueddadudimen
nyandedapdawdnsmaivaenmiis Y
y o A ¥ 4 e A o &
nyadeswaziduafigndesnuafiuniadud
£l
vosnmunsoanisdeds AT 1A e
o a Ve v 'Y
irman i Iddmeuainyimlu i
pzan I lundssnmandeutalumsve W
V
15190
9 = ] 1 ] 9
agan I wazBonve s ua1gALRE IR0
azanldsamiedauns e
............ Feilan
AuazaasilufienIiunis1dne
A < = @ v ¥ ¥
asaudadou lvlumsssziulduns wash
fudvesnuliziaign
a o g ¥
njaUeniwazdraveds MAud wazIn g

TumsaaweuFud
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o o A A e o o
for bulk orders | e gmsvAuamdaduiuouuin
A

a o = =
sredaumdlumaneassinduduiiui o

We shall place a trial order with you if the

goods are satisfactory. wal
o A &
We shall place larger orders. sz ddufnniu
T ¥
for first order oo AWMFUMIITIATIUIN

...... MIgIFUM

the supply goods
9y A - -y
ﬂﬁl.LiN‘i1ﬂ1k1ﬂ$£ﬂ®u1ﬂlﬂﬂ$ﬂl'lUf;Tuﬂ']

........ Quotation ot prices

wor... term and discounts oo 30w lvnazduan

=16 ’ =~ 9
ATTUITHUIWVBITURN

. availability of goods

........ method of transport T LTI
........ main producer ............... . Ejﬂﬁmwimg
£

- ) ¥ A ar
manufacturer . Audafuddmunn lagldeiedng

]

. various ranges . unangIuR
2]
illustrated catalogue . upaanaeniigilamuana

....... latest price list L SWAIAANGA

....... current price list oo TWAIT IR DY

....... pattern card oo lunamsdindedum

....... trade discount ... @UAANIM

....... quantity discount ... dauaalaelsum

....... cash discount ..., TUAAIUDA

....... bulk buyer e B IAMIIN

....... substantial order mdadad N

....... to stock a selection ... fuFum 31Hden
....... UfAservesgnin

customer’s reaction

= ¥ kY =]
mymeaua ldsms

fast lurn over

....... delivery date o TudawauRum
1 ¥
a regular basis . Teedadeidhulsedn
....... a variety of e, ONUBYAWYUA
<t @ =
....... a steady demand ereee. HATUABINITAN
o W5 0UYEY

congession
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How to change some expressions in the opening paragraph

Giulasudonnuludsnisiinanu)

E1d v )
1) 52 Teana 1li Anmeadudonandosn

I am (We are) interested in your canned pineapple ... (Fulzsanszdlas)

canned pineapple in natural juice and syrup ...
(Fuzsansziloshnidulzsauazinden)
pineapple juice concentrate ...
hdudzsadudu)

crushed pincapple ... (FudesaunaziBen)
canned tropical fruit salad ... (Nﬂblﬁi’m)
100% guava juice ... (ﬁypr?a 100)

100% fruit juice ... afwalsl 100 %)

100% pineapple juice ... gduilzsa 100 %)

100% mixed fruit juice ... (wa'l{393 100 %)

W
2) voanuao il 1 dunamsld in, on, at, the

in 1#¥fumitede

o w ¢
on 1fiuTnssieriuazing

at  Fhmihanunsanuuaasdum

3 5 g Al w & a s o
the l¥imrh¥emladenunsioiu

.. advertised in

..... advertised on
.. exhibited at

..... demonstrated at

the Nation/the Bangkok Post
Newsweek Magazine

TV Channel 9

Impact

Siam Paragon

s & 4 o LAy 1 ¥
ndwIndnyuilemaniy aeud 2.1 wdNilsarwuublml§ia eeud 2.1 awndedasen
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AU 2.2 A Reply to an Inquiry

2.2.1 A paositive reply to an inquiry

2.2.2 A negative reply to an inquiry

o ¢ A a

Tngilszasntangansu
A = a4 Y Y w =
dioftnmaaud 2.2 suudr Adhiumsineusuauiia
1. Asuramsasuiuassarmsasuay ldgndas

2. Feuramneasulfiasaoaniivaouniu ldgndos
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2.2.1 A positive reply to an inguiry (AANUILADUSUADAHU I AOUNIL)

as o o § o & A a
wnauiy Ao Mapuvesduishineudesdedui o unziBuamiumAy
A4 e A oA A 3 Ay A we o ) ¥ u o
Pefundadus visuimsvasduie defuemunsaszlfiAawiveisaoagnm1a
] = as o ' o o = g
guisfeziousaviineneuiudeaeuoin msasuiuadusias s liidamsdenisla
9 T T a1 i [}
wazoai I Tdgnd lmi wisednfestmaduauidnidliunddounaeuny
marsuiuIamINeeunIy Aoudoudwnnusziars Tuflufimy mwazdidiou
] kY = = 3 = oo [ ] - g 9 A
ndendaalinnvaulalududweniSineguds ualuvazony JRsuenmngaouny
3 2] = =4 LY R dy ¢ o 5 =4 1Y
uuﬂﬂﬁmmwméﬂﬂm (Supplier) AL 1A AU ARSWoUABL IHFAIOU LAZUBNAIN
1 oA o 1 Y ¥ a o o LY = v A dlsfcu ] A e
wzuen NHFudSmneludy viimdsmusaldmsuinsauduaiidiadeetulul

venpniluisniufudedldfads lumsdouTuinialevesfousanuoaeuanld

daduladedodumuinuitndae
1) The principles of writing a positive reply to an inquiry (MANMIABY

¥
AHUOADLSUADIRHUBAIUOIN) VAl

(1) MWdoyanwiignddasmamnfigarinezinld
Enclosed is the price list that you requested.
We enclose a copy of our brochure containing details of our canned fruit and
fruit juice.
We enclose our current catalogue and price list.
@ Wiy mquinvazmwsrnmwinfudifiazBuauasdanu u
You will notice that our products are excellent in quality.
All our products are of the highest quality standard.
Our company emphasizes to usc fruit raw materials from domestic farms in order
1o add value to Thai fruit and to serve health conscious in both domestic and oversea markets.
3) Widamuauuzdsiignadesilunsdifignddesmadiudumusmie wy
We are offering a solec agency which will mean that you will not have
competition {rom our products in the area specified in the contract.
You will have sole distribution rights for the whole of Thailand, which will give
you an excellent opportunity to establish a wide range of customers.
Initially we will give you a sole agency for the central region, but if sales arc

successful, we will extend that to other regions.
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@ veugmgniitaeuoan dmnlildnanvouqameuiEudunay
wnuBAnIInaIvELaAUaIhtsanINg waradsEhyauligndnimsiadewnsa
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Thank you for your interest. We hope to hear from you again.
We look forward to hearing from you again.

Please write to us again i’ you have any questions, or call us at the above

telephone number.
2) The structures of a positive reply to an inquiry (Tﬂﬁﬂﬁ%wm%ﬂﬁmﬂ
ADLTUADIANUNYTDUN 1Y)
9
o o a oar v = a
savaneaaUiuiiuesvegsivduy suRnfusanweeunty Tay
a ' 4 Y @ 3 a g Al -

swazBoadnnn dgamdesmszniiuiu Tesdnfuda@iTiluwenmiseTnelsznoy
= [ o n’: =2 1o ¥ :’ = d”a [ 1 a e
Fuin AuiutaluinfluezdosdinaziBeaiidnlusanuenousy dalszneudidnlu

LIRS URBIRvIEERUMY 1dnn

1. opening AsiSudueane
2. favourable replies asnouiuluniee
3. selling your product MU
4. suggesting alternative ﬂmﬂummzﬁuﬁ’nﬁmﬁan
5. referring the customer elsewhere ﬂ1i§1dﬁﬂéﬂl‘lﬂﬁ1ﬂ3‘lﬂﬁgﬂﬁ1
6. catalogue, price list and samples MTAILAAAIRDA A131951A1 LAY AIBE19
AudlIigna
7. demonstrations , representatives and MIEEA MISFIRUNY uaEMIIdTIAeg
showroom visits uarAaduda
8. closing msasiigIanuY
9. quolations doulvlumseuasionsfud
- prices - 9181
- transportation & insurance costs - awudaazadseiude
- discounts - AIuan
- methods of payment - FmaFseitu
- quoting delivery - mandenmdawendum
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saninoepusullenudeoniiy Ao 1) dentiudinanu (the opening paragraph)
2) gonInana (the middle paragraph)} 182 3) gonthauany (the closing paragraph)

(1) dantuiinAIY (the opening paragraph) YauRMuazUanldnI U

9o 3 [ d‘ ar 3 ar
450 wawinoasuawvessgnd wienaweniunldSusanunenudan uns 1Adads

¥ ¥

nmsteymnidmuiigndidoens wu

Thank you for your letter of...(;‘J’uﬁ IADU) ... concerning our...(%@ﬁuﬁ'ﬂ._.
We enclose the price list that you requested.

We were pleased to receive your inquiry ... (ﬁ’uﬁ o) ...for ... (%Bﬁuﬁn
... We are sending you our catalogue and [ull details of prices.

We appreciate the interest you have shown in ...(‘?Bﬁuﬁ"l)... and are sending

you a copy of our latest catalogue giving you all the details you have requested.

(2) 60%¥NA19 (the middle paragraph) [Wuf1ussomaSudufves
fud 41 gnéaeuniuin maslideyailiiuilss Temiudgafuiudn Saudine
Taildmdaiony uas Wmwiuladuged lums TiuSmsveaudin e

We can supply from stock and will have no trouble in meeting your delivery
date.

I am pleased to say that we will be able to offer the transport facilities you
require.

We can assure you that the ...(‘ffﬂﬁ‘uﬁﬁ)... is one of the most outstanding
products on the market today, and our confidence in it is supposed by our (21U, year

guarantee.

EY ygay 1

o/
(3) 6aMTIUAIY (the closing paragraph) oy lvignA1Fadua1 nar

frsunaiaz manise: ldaasaiudn wu

We look forward to your order.

We hope you will find it of interest and look forward to recciving your
purchase order.

We hope to hear from you again soon, and can assure you that your order

will be dealt with promptly.
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Example 1 A positive reply to an individual customer

@avinoasuiuregniiusioyana)

Pranburi Hotai Company Limited
179/4 Moo 7 Tamben Nhongtataem, Pranburi District
Prachuap Khiri Khan 77120
Thailand

8 May 2006

Mrs. Catherine Russel
14 Broad Street
Birmingham B |

UNITED KINGDOM

Dear Mrs. Russel,

Thank you for your inquiry of 2 May for our canned fruit. We enclose our

illustrated cataloguc, current price list, terms and discounts.

When you have studied the enclosed literature carefully, you will agrec that our

product is excellent in quality and reasenable in pricc.

We look forward to your order.

Yours sincerely,

PS
Peter Smith (Mr.)

Sales Manager

ps :as

Enc.
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Example 2 A positive reply to an individual customer (i]ﬂmJ”ItJﬁlﬂ'lJ%J’leaiEanﬁuﬂu

319YAND)

Natural Fruit Company
76 Petkasem Road, Muang District
Prachuap Khiri Khan 77000
Thailand

May 30, 2006

Mr. Charles Wong
2011 Padan Valley

Singapore 2159
Dear Mr. Wong,

Thank you for your letter of 24 * May, inquiring about our crushed pincapplc
and 100 % mixed vegetable juice. We are sending you our catalogue, full details

of pricc and method of payment.

We can supply from stock and will have no trouble in mecting your delivery

date.

We hope you will find it of interest and look forward to receiving your purchase

order.
Yours sincerely,
R.
Robert Grant (Mr.)
Sales Manager
g ot as

Enc.
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Example 3 A positive reply to an individual customer

@anngaouiusegruiiunoiaan)

SAMROIYOD CORPORATION Litd.
142/1 Petkasem Road, Moo &

T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand
Tel. 0-3268-8547

10 April 2006

Mrs. Sue Morton
17 Mailland Street
Glen lIris 3146
Victoria

Australia

Dear Mrs. Morton,

With reference to your inquiry of 5 April 2006 for our product, we are
cnclosing full details of our prices and terms.

If you require any additional information, please do not hesitate to contact us.

We look torward lo receiving your order.

Sincerely yours,

P.
Patricia Cott (Mrs.)
Sales Manager
pc:as

Enc.
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Example 4 A positive reply to a firm (3anuteaousuaegndfidiuvsim / vedm)

Thai Fruit Company
76 Sukhumvit Road, Muang District
Samut Prakan 10270

Thailand

March 30, 2006

Dear Mr. Young,

Thank you for your inquiry of March 26, for our products. Wc arc
pleased to send you our current price list, terms and discounts.

As our products are especially popular, you will agree that they are
cxcellent in quality and reasonable in price. We are also enclosing some order
forms for your convenience.

We look forward to receiving your bulk order.

Yours sincerely,

P.
Patricia Cotl (Mrs.)

Sales Managcr

Mr. Tony Young
KIM YONG COMPANY LTD.
64 First Lok Yang Road

Singaporc 2282

PC/ AS

Enc.
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Example 5 A positive reply to a firm (3amneapusudegnifiduusin g Fedm)

TIPCO FOODS (THAILAND) PCL.
118/1 Rama 6 Road
Samsennai, Phayathai

Bangkok, 10400
Thailand

1 June 2006

Mr. Terry Whilte

T.W. COMPANY LTD.
535 Tarawera Road Rd 5
Rotorua, N.Z.

Dear Mr. White,

Enclosed are the 2006 catalogue and price list of our 100 % fruit juices
and canned fruits that you requested. You will notice that it covers our full
details of all our products.

When you have examined them, you will agree that our products become
popular featurcs and are reasonable in price.

Thank you for your interest. We hope to hear from you soon.

Sincerely yours,

J.B
Johnson Brown (Mr.)

Sales Manager

JB/AS

Enc.
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3) Some expressions fora positive reply to an inquiry (ﬁ1uauﬁ1%’1u

IAHUIWADUTLADIANLIBTDUN )

Thank you for your inquiry .....

Thank you for your inquiry of January 10,

We are pleased to receive your inquiry ..,
Thank you for your inquiry of March 2, for
our fruil juice.
We enclose a copy of our calalogue .....
We are sending you threc copies of our
quotation ....

. our brochure containing details of our
produect.
..... our brochure describing our product in
detail.

. our brochure giving full particulars of
our product.
We look forward to your order.

We look forward to booking your order.

We look forward to receiving your bulk order|

We look forward (o hearing from you again.
We hope to hear from you soon.

We hope to hear from you again.

We hope you will take full advantage of
our offer,

We hope you will find it of interest.

enclose ....

YOUNTLAUANIHTIIAH WAL W ...
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are sending ...

containing

details

in detail
particulars

bulk order
conditions of sales
terms of payment

cash against document

cash sale

for salg

on sale

a ready sale

subject o an increase
long association

wide selection

a firm trading association
deal on

consignment
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How to change some expressions Gﬁnﬂ?\uu%mmmamu)

1) Ftuesalinswilafusvueaavauuda

Thank you for
We are pleased to receive
In reply to

With reference to

your inquiry of May 10, ....

your letter of July 5, ...




261

g1

2) Fsvennlddidsigndrdeansunliugs

We enclosc a copy of ...

Enclosed is the price list ...

We have pleasure in sending you three copies of our brochure
We are pleased to send you some sample of our....

We are sending you our catalogue

el I w F1r-y 1 Qs =
3) IFnanmaniiiegldfaasofudn

We hope to hear from you soon,
again.
We hope you will take full advantage of our offer.

find it of interest.

We look forward to your order.

hearing from you again.

¥

Yo

=

NA
1. look forward to+ PI1UIN 19U took forward to your order

2. look forward to + V.l —ing WY look forward to receiving your order
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2.2.2 A negative reply to an inquiry (3avIIBReUfidsansaIBADLOIY)

P
yday-ayd

- 4
WHUwAeLURers Ae savuivueaduin FivanfurdoFudndud iian

U

9 3 3
= ¥

¥ ¥
aevuo iy luis e Saiheeflusanueduy wdaanneiifonnFesygnalvan

sy o ar o a 1 a
duin Tasmsiruondaiuviduunedansedfiszh Idandrauls

1) The principles of writing a negative reply to an inquiry (HERMTTIAIBY
3
v easvlasdovaraneaouniy) Jdeil

(1) vougugnMndount 15U
Thank you for your inquiry of ...(Ju# faw)...for .. . (Fodudvreonms)...
- A =) 4
Thank you for your letter ...(3U% @oW)...for ... (Faduf/ Faenais). ..

We are pleased to receive your inquiry of ...(3# 1A0W)...in which you

asked about ... (FoduM/Faonms)...

(2) mum‘n"luuﬁ ﬁf’l ﬂf’ﬁ ADINTT naﬁ‘uwmmmwa HATD DU UM

auldgnaudan ua lunisnardmiidud ﬁgﬂmfmumum asatud LTI nAITsoNsY

- QI &

¥ [ ]
NAuMRTaUINYBILE uaAuMTUSTNE mmuaiwuuuﬂmﬁuumwzﬁyammuaﬂ

a
13

We regret that .,.(‘fﬂﬁuﬁﬂ.n you are interested in is out of stock. However,
we enclose a copy of new cataloguc and other details showing our new products which are
excellent in quality and reasonable in price.

We are sorry to inform you that ...(%Bﬁuﬁ'ﬂ...is no longer produced, but we
can offer you another product which is in great demand.

We regret to inform you that our ... ('"]!Ifﬁ)mﬂﬁ‘l'i),.,that you requested are now

being published and will be ready...(TUR 1AoW)... .

(3) avhesanuwAIesIgnmuazmsFnrIuligndhmsdadesunim

Qg
=) ]
on YU
We hope to hear from you soon.
We look forward to hearing from you soon.
I can promise you that the alternative 1 have suggested will certainly meel

your expectations.
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2) The structures of a negative reply to an inquiry (Insaadraeenenou
fpasaosananeaeun)
= o = 3 [ o [
ilﬂ‘}"i'lﬂt}llglﬂﬁli]ﬂﬂﬂﬂﬂTﬂQﬁﬂ%ﬁU“’] FEUIREINUVIRAWUADVITY IRTHTNTY
ﬂﬁlﬁﬁ i 3dawin Ap Daantiudnay (the opening paragraph) 2) JOHUNAN (the
middle paragraph) tlag 3) dantounNy (the closing paragraph)
L] 9 = .
(1) UdWUNUUANIY (the opening paragraph) ADUVYDUHUIAHUNIGTDUEIN
o A a oo v
109 QA1 Taudeieiud uoswdadusingndieaouoiuun wu
Thank you for your inquiry of May 2, for our canned fruit TP 312.
Thank you for your letter of May 2, 2006 asking for our new cataloguc and
price list.
We are pleased to receive your inquiry of May 2, 2006 in which you
asked about our 100 % pineapple juice.
(2) 6OHMTIINA4 (the middle paragraph) wansnMuanlsuazasuIed
) =] r ¥ n a 2 2 YA v P 9
mguandui liimhe audiedeinenSemuausfudidnatimilsligni
= ) Sldy 1
WO uaziyrIuide
We regret that the canned fruit TP.312 you are interested in is out of stock.
However, we enclosc a copy of new catalogue and other details showing our new products which
are excellent in quality and reasonablc in price.
We regret to inform you that our new catalogue and price list thal you
requested are now being published and will be ready at the end of May. You should receive them
before June 5.

We are sorry to inform you that the pineapple juice concentrate 60 BRIX is no
longer produced, but we can offer you another product which is in great demand.
(3) 8ONTNIUANY (the closing paragraph) ﬂ’ﬂ'TJﬁT‘IJE]‘Uﬂm wazaanaaz 14
fanafiuan 1wu
We hope to hear from you soon.
We look forward to hearing from you soon.
[ can promise you that the alternative | have suggested will certainly meet your

expectations.
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Example 1 A negative reply to an individual customer

(sanueaoulfiasaognduily  s10yaan)

Thai Fruit Company

76 Sukhumvit Road,

Muang District Samut Prakan 10270
THAILAND

12 May 2006

Mrs. Catherine Russel
14 Broad Street
Birmingham B 1
UNITED KINGDOM

Dear Mrs, Russel,

Thank you for your letter of 8 May, inquiring about our canned fruit .

We regret that the product you inquired is out of stock. However, we enclosea copy of
our new catalogue containing particulars of our products. When you have examined the

literature, you will agree that the product is excellent in qualily and reasonable in price.

We hope you will find it of interest and look forward to receiving your purchase order.

Yours sincerely,

PS
Peter Smith (Mr.}

Sales Manager

ps:as

Enc.
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Example 2 A negative reply to an individual customer

(evuuasul frsaegnduilunoyana)

Natural Fruit Company
76 Petkasem Road, Muang District
Prachuap Khiri Khan 77000

Thailand

May 28, 2006

Mr. Charles Wong
2011 Paden Valley

Singapore 2159

Dear Mr. Wong,

Thank you for your inquiry of May 24 2006 for our crushed
pineapple and 100 % mixed vegetable juice.

We greatly regret that the model you inquired cannot be supplied
from stock. However, we enclose a copy of our catalogue showing our
products. You will find that the product is excellent in guality and
reasonable in price.

We look forward to receiving your order.

Sincerely yours ,

R

Robert Grant (Mr.)

Sales Manager

rg. :pt

Enc.
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Example 3 A negative reply to a firm (‘i)ﬂ‘}‘i3J‘IEJ¢1'EJﬂﬁﬁlﬁﬁﬁﬂgﬂ%ﬁlﬂﬂﬂ?ﬁﬂ/

Y 9
HI451U)

SAMROIYOD CORPORATION Ltd.
142/1 Petkasem Road, Moo 6
T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand
Tel. 0-3268-8547

1 Junc 2006

Mr. Terry Whilc
T.W. COMPANY LTD.
535 Tarawera Road Rd 3

Rotorua, N.Z.
Dear Mr. White,
Thank you for your letter asking for our the 206 catalogue and price list.

The new catalogues are now being published and will be ready at the

beginning of July. You should receive a copy beforc 5 July 2006,

Once again we would like to thank you for your interest. We hope to hear

from you soon.

Sincerely yours,

J B
Johnson Brown (Mr.)

Salcs Manager

JB/DK

Enc.




269

89

dodann
s ] : A d’ - ] =Y
1. Tudadnedl Asiimsnuniude dailszneuuasiwnessavinegsna
2. asanun We Tunmudsd usimdiiousanug
v = ar Aﬂy
3. lannummizdrnanuoiiaail

Iy o 1 i 4 Y )
vaunszRud i vIAn e do U AL T IUARAIABNLAZ 1813
51M1v091 2549

@w o )

ay = oo o o o s =] [} =1
vauziinavsm Iddddutiumstanunuaaaiaon v uazszud nase

Tudu@ouningiay ez ld5uieuiuf 5§ nsngian 2549

= 3 { = o o oo o ¥
yayougudnaiuldnnuaulandadusivoust uidnnisiee
&5 unsfndaninrilulid

VOUAAINNYNLDD




270

90

3) Some expressions for a negative reply to

YRR oe LT RN A TR

We regret that this model is out of order.
We arc sorry that this product cannot be
supplied trom stock.

We greatly regret that the goods you inquired
are not available.

We are sorry that the product you are
interested in has not been manufactured.
We regret that the product is no longer
manufactured.

We have enclosed our price list, but the
prices are subject to change as the market for
raw materials are unstable at present

Cur factory would have no problem in
turning out the large quantity units.
subject to change

turning out

replace

sufticient demand

the alternative

unstable

regret

ready

an inquiry (ﬁmmﬁlﬁj’ﬂu

a da ¥ g o
el Fudwuiiveanon

= a - Y] d.:ly 1 o
iwndelanmannaeti lunlu aaen

¥ 4
171 HINTU

wudelutlusdiananau
¥
aauauuiu lisdwmiue
= S as o A: ¥
s udulenkdndmaniueuleiila

@Bnndaud

¥
@ o o

NN

¥

i udolodinda 1Rannanud
I 9 1
s1iddesemsTad) udsm

3 ) T
Wueelfeuudad Iddomed
Payiunaietagdug i luad

Tsaamveusz luddlgviluns
o °
wanduAdwaumn
onuldountlas’la
HaA

AN

=] =]
fianudeansiiome
P
duAukiodon
Tiined

idula

¥ 2
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= i v
How to change some expressions Otldvudonuininon)

ast T

FEna1ve Iny
We regret that this model is out of stock.
We greatly regret that this product cannot be supptied from stock.
We are sorry that the goods are not available.

& 1 o 1 L]
i wAnu ey aeudl 2.2 sdlilsashwitlnml iR aeud 2.2 awndednen
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=X o T
unuMsHneusilszd v

UNIT 3 AN ORDER LETTER (9avMed@agun)
3.1 An Order Letter

3.2 An Order-acknowledgement Letter

=y
HUINA

Y A k4

1. sannedadum Ae sanuwaesgndiiuenldduisdiduiiaudadulase

3/
ar

é A a = | =4 1 -
dio I TuiloumaaedygudinTmilslumsiigsde delimsasdudidadiuns

g o

w ' A A
1 m,iy,mau Nnno

ﬁﬂ

1 1 v 3/
2. wrineneuiuludedudr iludmaunndueiineuluddovosgni ms
~ [ u‘a - 9/ =y & 1 dl I;I d’l‘ 3 -~ Vv [
Aou samneneuiumsdaiud Tanlnfedhdadedunsdifensausn nioduiell

i = W vd A ow 4 9 9 = -~ T "W o
aunIngadum Indezmuendasuyiou 1igndmnsu wiods livumuimua

Sngilszasnmstlneusu

A v oA Y Y Y

IUANHIMUIIN 3 1A ﬁﬂﬂ‘iﬂﬂ”ﬁﬂﬂﬂﬂﬁﬂfﬂﬂ'ﬁﬂ

1. Uﬂﬂ?’iﬁﬂﬂ"ﬁﬁ]Uu‘ﬂﬂﬂMTUﬁ’ﬁauﬁT (An order letter) imzﬂﬂﬁll‘]ﬂmﬁlﬂ%ﬂ
Tudadudn (An order-acknowledgement letter) 18

2. WIUIANMIBFITUA (An order letter) Hnzaavuaousuludadudr (An
order-acknowledgement letter) "l@’fgﬂ@’fm

3. Wsziiiuwamsfouinldnnnistnousy sazdfiAnenssuanuhisimua

= 1 =5
fanssuszHIImsHneusw
1. MuveaaunouMsHNaUTY UNIT 3
2. ANYNBNA1T UNIT 3
o =8 a e q =t
3. Awuddndfidenfeddsey UNIT 3

4. Muuunaaslesllse$iviiie UNIT 3
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5. neanuIsFIAuA ez anuesausUFIAuA AN IL18AnE 1y UNIT 3
I roy 4
uazwInUsEnAMIUTuegIoeInhau vsrunAanumsallumsdon Fail
1) Aeusaninedadua 1 ey TeodimuasioaziBeadeaiing
2) Weowranugaeuiudadudnnvanuodsdum luda 1)
1 1 3 U as =l 1 =y ]
6. wiangudithiunsineusy Wiu 6 nguqaz 4-5 au efalswnduaz |
o =1 1 Y
Wit lulszmuanliil
[ = u‘.ﬂ [ 9
1) HANMIABUIANIIBTITUN
2) Tasaasnuessarutedadum
3) dnunlslusanuedadum
4) NANMIAIUIANINOADUSUNMITITUM
5) TareaadlavedearinenoUTumMITIaui
Q ci 3/ Qs QII =y F
6) d1uaun 1y lraneReuTUNTFIFUM

7. ﬁTLLUUﬂﬂﬂﬂuﬂﬁﬂﬂﬁﬂﬂﬂﬂ‘iﬂ UNIT 3

doszneumsineusy
=8
1. wpasUszneunisHnausy

2. AoddaTau

msdsziivwa
1. MINAADUADUATIANDUTN UNIT 3
2. mstmuunAdeUgoy UNIT 3
3. mathuaue efswuazeglaumudidwmua ude s.uaz 4o 6.

4. MINATOUNSINIANOUIY UNIT 3
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@aufl 3.1 An Order Letter

3.1.1 The principles of writing an order letter
3.1.2 The structures of an order Jetter

3.1.3 Some expressions for an order letter

s ) a
TngiszasnangAnssu

¥ 3 o

diefinunauii 3.1 wwuda Griumsneusumuse
1. eSuiendnnisousananedsdudidgndes
2. efeTnssadresnarnedaiud ldgndes
3. vonddny dwau il4lueaninededudr1dgndos

4, Wnusamuedadud ldgndes
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3.1.1 The principles of writing an order letter. (MAAMTAEUIANNIWTIFUAT)

¥ s 9 A y < Y y Ay oA WA A
wnuuFdui Ao sanuovesgniidiuenliduedsfuiiinudadulezde
[ 3/ »
lill¥igndrdaredudiaenisiior (only one item) TavinAudrez@oudsdudrlugy
aaru wia 1993 191 snaSY (business reply card) MR AT d1gndrdnants
a ¥ = o = e '
duoduAmalusons nliousanneiieds18n1s (abulated letier) W19 maannld
& da o -4 o o 4
suuludafnuiudrTuuuyludedl gnArezifessumsndade
o = 9 ﬂ - g) ] 9 é P o = d' -
sanuedeaud dumdioumsadndygwdnimialunsiigste defims
I s 9 A o 6w ' o A Y ¥ Yo v oa Y ) - o
ddduitailumsidnandmwimia Sdnsmsiiinsdduinzdosdousaninods
fumidifludaauaiuiveu
- 4 dar gl - g & FE ) F 3
dlogni Idfusananenennnuiem nieduie Faldduonmanienis

oy J 9 g g A ¥ ¥ o ' ~ -] o
'i'lf}'ﬁglﬂﬂﬂﬁ‘lﬁ"']ﬁ'ﬂﬁua? lmgulﬂ‘w*il‘ﬁmu@@uvh]ﬂ']ﬁ"} Llﬁ?kﬁu?“ﬁu‘nwE’Gli)ﬂﬂ'ﬁ‘n1ﬂ‘]§

v W
@ A o A

Y v g = g 140 ' - -1 Y =y '
daferiud mazdmnmd Fumowlidd i niesnimsdiusanauilng
o @ { o 3 < = ' d o 1
Pogriunmsdededuiiuannioildvaredd lTaun mslduuuesuludade
@ o & P A !
(Order Form) M3 149amnedadun (Order Letter) M3 1% INsfnsianaod o uadodl
A o d @ o w = n’: & A ﬂ o @ ﬂy oY
saraetufuiluaednusidnysinasmiaiedlundng v uazmsdadedudinia

a d o
BULNATIUG

HANTUMSVYUIAHINUT ITUA

]
Qs =4

1) vouguuazd et riuiuazienmsnduisdanly arsldnwnilddae

@l Tiviihgnddemsdodud o

Thank you for your reply of .4.(5’11% faw) ... together with ... (1BNTT) ... We
would be glad if you would supply us with ...(swnsFudiideans)... .

Thank you for your letter of ...(3'11!17% Lﬁﬁ)u) ...and should be glad if you would
accept our order for the following goods : ...(iz‘lQﬂUﬂ’liaufal’Wﬁﬁ;&éﬂ)... .

We confirm our telephone conversation of ...(5uﬁ o). and are pleased to

10 ¥
place an order for the following :...(i%ui1ﬂﬂ1iﬁu51ﬁﬁﬂ°§ﬂ).
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] 9
= -~ 1

2) uanuasdiufnazdontvaziBea Tasuoni uIuNAons uaz1zaa

3 =)

14 9 [l .
nuo@e uaemaenvasdudiriiatiug Usznoudie & vua s1a16e%u wazdunHaz ¥
duindaduild

Quantity Item description Catalogue Price

ad o =] a1 = - 1
3) UOAIBFITLHU IFAIUDUTUAT LU

- e =
ATFITENU
We would like to confirm that payment is to be made by a | cashicr’s cheque.

certified cheque.

banker’s drafi.

NITANNOUTUM

Please send me by| parcel post.
rail.

air freight.

air cargo.

3 [V VYo o Y '
4) UIAHIIEA A NNAAH T T IATuFuAmuABans 15U
I would appreciate receiving the goods by LuR dew).
Prompt delivery would be appreciated.

We look forward to receiving your acknowledgement.

Yo UnNA W aznald 2 LUy uuUemSAY check

HUVBINGY  cheque
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Essential information in an order letter ('ﬂﬁmauﬁ‘]ﬁi‘g}lﬂluﬂﬂﬁuwﬁﬁﬁuﬁﬂ
1t v = 3 o a’ 1 o
Tinludsduanivsz@onlugiluovlaiam wwdasdanuuazgndsaniud
= usj o ' w = a = v =y
ingiund o lamnsodadumanludildgndes anudiliiieznaldinenn
' Y ™ P o q 3 v oa ¥ o y - 9 Y
gannlalumends msdezildludeduidanunasgndasivgndnisezussydeya
¥
#o 14l
- 91U (quantities)
- swazPuaneIRUANHAUEAUAT (details of description)
- 37191 (prices)
o
- nunuavluuaaaiaen (catalogue numbers)

ad ' Y ow Ay ° 9
- HUNBIDULWIINTU (pattern numbers) 1B LﬁHMﬁ’JﬂU‘IWI&I,‘U‘IUuHJﬂﬁQ!

3

-1 = 1 gl = 9/
FOLADALAASTULISUHTUIUIDY Lmﬁi"lﬂ'lﬂﬂﬂll’l)

- B8 /951 (brands)

UUl (model)

MIAIAUA (delivery)

A o a
deulans sty (terms of payment)

M52 (methods of payment)

9 o o kY
3.1.2 The structures of an order letter (Iﬂ‘iﬂt’fiN"'Umi)ﬂHmtlﬂﬂﬁum)
Ay 4 4 @ a2 A 1 o oA ' ¥ =
1) UV WINTIEDAUAITINTALINNGS 2 JaVT AD darvIUUNAIY (the
. ! Y .
opening paragraph) LAZEONUIVUAIMN (the closing paragraph)
J o n ow o 4 ]
goHNLNAN (the opening paragraph) 10AT FIWAasuviaz]s o
guivez ladadeduildgndes 1wy
Please send me by ...(38dsdufn, Swmvesduds, swozBeadud) .
Please ship us ... (37UvsdUM, Teazdenduin) . by .. Fdadudn).
We are pleased to place an order for ...(ﬁmaummﬁ‘uﬁﬁ, 'iwﬁzﬁﬂﬂﬁ‘ui?f‘l) ...by
.. (3ndadiud) .
§OHYIUAY (the closing paragraph)daiiutuRuAszuaziiHszEu
(Y
I enclose ... (AB932180) ... for ... (IWIWIW) ... covering ... (310aDIAYDY

-3 ey d' e
VIUIUAUNTTD) .
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We enclose ... (AFF15284) .. for ... (§103n) .. covering ... (31wanduarng
TIUIUIUAT2).

We would like to confirm the payment is to be made by ... (EH152EU) .

. 4
e

Ao A a g =
Example 1 3@1u18N0 \‘l‘]ﬁ)ﬁﬂﬂﬁ?ﬂﬂ"ﬁlﬂﬁ'}‘mﬂuﬂﬂﬁ

14 Broad Street
Birmingham B1

UNITED KINGDOM

14 May 2006

Thai Fruit Company

76 Sukumwit Road

Muang District, Samut Prakan 10270
THAILAND

Gentlemen:

Please send me by air cargo 100 dozen of your canned pineapple Cal. No.

PA 203.

I enclose a cheque for £450 covering the order and the shipment.

Yours sincerely,
CR

Catharine Russel (Mrs.)
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¥ o
Yodann
o v dy Q' d’ = ] =
1. Tudmenall dsimrsmmavfie daudlsznavuazglunuues wnuiegine

E4 s a -
2. assnuy 1 15 lusanuend@iouTaognd Fadlusieyana

3
3. hmmmwwﬁmﬂwmaumu

nyandsdinlzsansziles vanmawuaamaen f1@.203 T wmddn
100 Tnalagdamansoaiiy

1Y ¥ 3 o o 3 A o Va9 oA e oW oo
PTWDBLUVIFAIIUIN 450 ﬂﬂuﬂil"lﬂjﬂ IWOTITSAITUATNTINUAITINI
4 -
1ATOIUY

VOLAAIANNN DD
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] k4
Example 2 9a4u0d3¥0duA15 101501910055 / Atadu

Kim Yong Company Lid.
64 First Lok Yang Road

Singapore 2282

May 30, 2006

Samroiyod Corporation Lid.
142/1 Petkasem Road, Moo 6
T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand

Tel. 0-3268-8547

Gentlemen,

Please ship us by air freight 200 dozen of your crushed pineapple Cat. No.
TP 1342, on the discount terms of 10 percent off the quoted price.

We enclose a certified cheque for § 1,200 covering the order and packing.

Sincerely yours,
RG
Robert Gant (Mr.)

Sales Manager

RG/AS

Enc.
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vV W
YoUNA
s ' dw‘:; o = ] =
1. Tudaeeil Fsarsnuniune danlszneunsziluuuvnsaninegsne
2. Asynun We Tmuiied i ussnddousaning
¥
3. lsnnumwizdiaanuipiiaail
nsandednlzsanszilosunazden mnuavunamiden A A 1342 S
200Tna mamseadiulil#uSaws Taslidauan 10 % MnTnEvsm

= (1 o é s 3 ~ [ 4
1I§Hﬂ]lﬂl.!,u'ﬂﬂiﬂ FABUTIAITTIUIDINTINIY L{IHN‘N 1,200 f9aa13

YouaAIn NN
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3 3/
Qs

2) sanuendaFodumvatesiems Taoviallezdl 4 gonih

r ¥ A @ oa ¥ ow oA 9 9 w @ oA 9 1
gonid 1 deduimun laslemudmiudedum wu
Plecasc send me the following items ;
Please ship us the following fruit juice items :

Please supply us the following canned items :

pontnd 2 Slusmsuanssemsaus lavazidea  UeASUIURLIGAY

o i o ] v w1 = o A A
Lasa1aon %ﬂﬁu%’] T1AONUIY TIATIN ﬂﬂfmuaﬂﬂuﬁnmzmuauuuwamxé’f:}

AT
Quantity Item description Cat. No. Unit price Extension
.......... % Trade discount
Total
L] v =' [ Y 3 T = []
UOVUIN 3 UDANITAITUAULIASNITIINIY TU
The enclosed check for ...(ﬁm'awfiu)... inctudes the ...(ﬁmauﬁumﬁa, AN
2 i d'
ez IFieaug).

Please deliver the goods through ..(3%’(1'0?1‘1-!?51’1) ..., carriage forward.

Payment for ...(ﬁ'hmuﬁu) ... will be made through ... (?ﬁﬂ"li‘ﬁ"lixﬁu).

gonihh 4 Swmuanaiududieigmn wu

I would appreciate receiving the goods by ... (34 1721 Pududi.

We would appreciate immediate delivery.

Prompt delivery would be appreciated because these items are in good demand.
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FY
A = g

Example 3 WNWWTIFOTUMVAIYIIONS

Kim Yeng Company Lid.
64 First Lok Yang Road

Singapore 2282

May 30, 2006

Samrpiyod Corporation Lid.
142/1 Petkasem Road, Moo 6
T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand
Tel. 0-3268-8547
Gentlemen,

Please supply us the following items :

QUANTITY ITEM CAT. NO. UNIT PRICE EXTENSION
20 doz. 100 % guava juice LF 822 $ 15 $ 300
30 doz. 100 % tangerine juice PM 634 $ 20 § 600
30 doz. 100 % mixed fruit juice SP 454 § 20 ¥ o000
30 doz. cannred fruit salad BP 825 $ 25 $ 750
20 doz. crushed pineapple FBC 30 $ 25 $_500

$ 2,750

10 % Trade discount $__275
Total 1,475
Please deliver the goods by air freight.
Payment for $ 1,475 will be made through L/C from Bangkok Bank in favour
of the Tipco Company.
We would appreciate immediale delivery.
Sincerely yours,
RG
Raobert Gant (Mr.)

Sales Manager

RG/AS
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Y v
OAUNA
w oA A A A ' "
1. Tudredell dsiinrsnumiude drudsznouuazsiuiivessanuiogsne
Y 3 3 aw VA
2. ASTWUIN We MUMuAIe L UTHNARIUIANIY
o S w dy
3. lamnumwizdanunoliaatl
3
asandafudimusonisas lil T uS s
HUBIAY TINAD WOV IHIUNIY
o Fum upeAIdon H® fusimean
¥ 1
20 doz.  1elSe 100 % LF 822 $ 15 $ 300
30 doz.  dwd@eIU 100 % PM 634 $ 20 $ 600
30 doz. M ldaan 100 % SP 454 $ 20 $ 600
30 doz.  wWaWlsaunszdles BP 825 § 25 $ 750
20 doz.  dudezsanseilesunazioun FBC 30 $ 25 $ 500
$ 2,750
gauan 10 % § 275
FNAY $ 1475

njandiiumilnemanioiu
MITITLEUTIUIY § 1,475 WAWUUMINIY L/ C SUINITNTUNH

uSHnazveunszRailusdgs dviwdadedufilavaan

YOUTAIN TN LD
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& o 4 = oA W v = o o - 2
3) wpuesyludede TasdndvSimlvgn devlduvudesuludide daee
ar =} P} P = Y 9 o o dy (-1 as
sz 31 o Yuasmnmavdndal35euion nuuesyludade lufigduuusniads
3 9 3l
uAazUSEMIzennuUUMNAIMMINzaNYaIaY  Tunsdaludade lufeduiennnta
3
A T0ANINeI (a covering letter) uu v 1A uazdonnulusaninai lunisddy
a A o u'z 4
s1wazidsanude B luuuvesulud e
3.1 9anueti S eanuefnuluds (a covering letter) ADsANYILR
] as ar o o o t:n’; - = 1
dalddafuondenfuuuuvesuludidud savueidunazidannudivs 2 denth

Ao g (nA1Y Lazse M ILAY

sonthuinanu veunaduiwiidsusanueaou i tazuenduises

v 1 ¥
Tudadud1  AnuuuiduIanuesl o

Thank you for your letter of ...( u n.ﬁau), and we enclose our order No. ...
(rnavludedudn... for ..(SausmFud).
Thank you for your letter of ...{ U tABU), and I enclose our order No. ...

myomvludsdud.. for ..(3mwnmFud).
' Ly ¥y [ =Y Y ] ]
goriuay ve v adui lasaan 1w

We look forward to your early shipment.

We would appreciate delivery within .. .(3¢821301) ... and look forward lo your
acknowledgement.

As all these items are urgently required by our customers, we would appreciate

your prompt shipment.
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Example 4 wanuatiny luds (a covering letter)

Kim Yong Company Ltd.
64 First Lok Yang Road

Singapore 2282
May 30, 2006

ORDER No. 412

Samroiyod Corporation Lid.
142/1 Petkasem Road, Moo 6
T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand

Tel. 0-3268-8547

Gentlemen,

Thank you for your letter of May 25, and we enclose our Order No. 412 for
five of the items.

Payment for $ 1,475 will be made through L/C from Bangkok Bank in
favour of the Tipco Company.

As all these items are urgently required by our customers, we would

appreciate your prompt shipment.

Sincerely yours,
RG
Robert Gant (Mr,)

Sales Manager

RG/AS

Enc.
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YV s
YoFANA
@ ] d" a‘ dl ] 1 =y
1. ludedell dshinasnumiude dulszaeuuazjilunuvsseanuiogsne
2. asswuy We Munuiedn viavndiliousanang
4
3. lapnumwigdlsanuiuiiaatl
o oa 4 o d v
vouwsznainudousanue libie Tufl 25 wgumeay 2548 uazs 14
d oa v <4 4 o & o w
uut luAsfud man 412 Weddadud 5 503
AIFITETUIINIY § 1,475 TAUHUMIHIY L/C FUIMITNTUNNA
H ¥ ¥
Taomah (As) FuMnes Twmstiu gRMIBusIABINIIAIY 157

' w1 9 d
wpvBUNMNIUNINTAR 1R Ines)

YLAAIATNLLD e
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4 o g ol Ao e 3 & 1 g
3.2 nupdasuludede Wuwenmsiidayiaulaodue deozddddide
A 2 5 v o4 &LA P d
wonsonswazduaduidese Naliennuazamnlumsauiiunsuaziluenas
g o dy o

= 1o o
Usznounssneds Teeldddensenuazasm wmeiuiiliswaziBeanduilu Ae

w v = @ a3 o ' ¥ d = = @ o Y
Wdanine Jud voavlud aesy @iy tazeazdsafiofudui

] o  w /& o o o [ '
HIDHOAANTUMN “ﬁﬂ‘V!1]1'Jlﬂ14“]f'ﬂﬂ“'] LB

(wnmavlude)...

1

=

4 ra
. (¥a Naddy)
u o

SHIPMENT | | by post | ] by rail [ | by air [ | by freight

Quantity Items Cat. No. Unit price Extension

..................

.......... % Trade discount

Total
PAYMENT | | COD | ] money order | ] draft

a4
I €1 /155 TH

o 1 ¥ =
. ....(ﬂ']l!,ﬁuﬁ”l!'t]\?&!!‘]iu).
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Example 5 LLUUﬂﬂ‘f’Miuﬁ’ﬂfﬁm% {an order form)

Kim Yong Company Ltd.
64 First Lok Yang Road

Singapore 2282

May 30, 2006

ORDER No. 412

Samroiyod Corporation Ltd.
142/1 Petkasem Road, Moo 6
T. Salalai, Samroiyod District,
Prachuap Khiri Khan 77180
Thailand

Tel. 0-3268-8547

SHIPMENT ( ) by post ( ) by rail ( ‘J) by air freight

QUANTITY ITEM CAT NO. UNIT PRICE EXTENSION
20 doz. 100 % guava juice LF 822 515 § 300
30 doz. 100 % tangerine juice PM 634 $ 20 $ 600
30 doz. 100 % mixed fruit juice SP 454 $ 20 $ 600
30 doz. canned fruit salad BP 825 $ 25 $ 750
20 doz. crushed pineapple FBC 30 525 500
S 2,750

10 % Trade discount § 275

Total 1,475

RG
Robert Gant (Mr.)

Sales Manager
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Example 6 uinmaduludadudt (an order form) (luddfogiiam

Purchase Order
August 3, 2006

Sold 1o ©  Pranburi Hotel Company Limited

179/4 Moo 7 Tambon Nongtataem,

Pranburi District, Prachuap Khiri Khan 77120

Tel. 0-2316-1281, Fax. 0-2326-1280
Bill to :  Accounting Department

Pranburi Hotei Company Limited

179/4 Moo 7 Tambon Nongtataem,

Pranburi District, Prachuap Khiri Khan 77120

Tel. 0-2316-1281, Fax. 0-2326-1280

VAT 7 % 1,050.- -

Shipping and Handling - -

TOTAL - 16,,050.-

** | warranly with parts and maintenance free of charge. Installation included

METHOD OF PAYMENT :- Please check [] Cheque

L] Cash
Please deliver the above items to the address Sold to/ Bill to by :
Preparcd by : . Approved by:

Date prepared : . Datc approved :

* This form is incomplete without company’s seal.
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3.1.3 Some expressions for an order letter. (ﬁmauﬁ'l%’“lmmﬁmuﬁaﬁuﬁﬁ)

Picasc send me ten dozen of your orange
juice.
Please ship us by return 50 dozens of

your canned fruit.

Please supply us 200 plasiic cups Cat. No.

359 by C.OD.
(C.0.D. = Cash On Delivery)
I enclose a money order for Bht. 5,000.

I enclose a postal cheque for Bht. 5,000.

We enclose a cashier’s cheque [or Bht.
50,000.

Plcasc find our enclosed order, number
234, for ...

Please send us the following items
immediately.

Plcasc let us know when delivery will be
madc.

We require delivery urgently.

We have carefully examined your samples

... the items in your catalopuc mect our
requirements

If we are satisfied with your first
consignment ...

We refer to our order of ...

With reference to our order number ...
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If you can supply in smaller quantities...

Please let us know the maximum quantity
you can supply immediately.
We wish to increase the quantity to ...
... by air freight
... by parccl post
. cash with order
. prompt cash .....
. monthly account .....

. hire-purchase terms ...

. credit terms .....

Letter of Credit (L/C)

A cashier’ cheque

A certified cheque

dnmansodadui I 1duSanieondiii ...
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. cash discount .....

. trade discount

terms of delivery .....

Carr. Fwd. = Carriage Forward
Carr. Pd. = Carriage Paid
. confirm an order ...
. process an order ...

. tancel an order ...

. dcliver an order ...

. meet the delivery date

. ship goods ...

. arrange shipment ...
a Irial order
quarterly statement
quarterly terms
prompt settlement
firm condition

reserve the right

low profits

long term credit facilities
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How to change some expressions (3§aﬂﬁﬂui’|’ﬂmmmmw)

- A eAUd

Please

- ATFITLEUY

Enclosed is

send me .....
ship us .....

supply me .....

want to place an order for......

are pleased to place an order for.....

order ....

enclose a money order ......
enclosc a bank draft ...

enclose ....

my cheque for ...

our cheque for ...

naannAnyHeEsE meudl 3.1 udlilsarhunnitinl 1R neu

]
=

o sa
N 3.1 NNEDUATON
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moufl 3.2 An Order-acknowledgement Letter

3.2.1 The principles of writing an order-acknowledgement letter
3.2.2 The structures of an order-acknowledgement letter

3.2.3 Some expressions for an order-acknowledgement letter

s J A A
Tagilszasniianghnasy
A = ¥ ¥ ¥ o =
dlodnuimoui 3.2 auuds gdrsumsinousuminge
1. etnoudanmadsuavuieaeuiumsdaiudi ldgndes
2. atuwInssadsassanuioaeuiumsdsdum ldgndes
@ da Aq 9 @ ¢ a9 ¥ ¥
3. veafwid N Flusanuisaeusums dadua lagndes

4. dswsamngaauiumsdedua ldgndes
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3.2.1 The principles of writing an order—acknowledgement letter

(HENMIEIUIAHY AoUTUMIFIAUA)

o o ooy 4 o Y = o A ¥
wrwaousumsdaiuh dudwmevanfuishnenludidevosgnd
. ¥ 3 -
dmn Fud luludaiuduveziada i @ lusanunediduisueninzdefuduilola uaz
wdimale wadfueiadadud i lild Suiludessndnudnisiauedufidum i
gnATNDITN
~ at o a b = o 1 d'l M n:’t' 3

mafowsaneaouiumsdadui Tasdndezhdodoflunsdideniusn

wiedueliaunsodaduiii niedalisiumusdmua
’ at
dulumsdadoannlnagueliiiludesnouiy uadedui idlunisuaas

w as 4 o
MINBUTU VNUTHNDWIZLVUWOTURDUS U

winmaWausavneaeuiuluddudn
1 mauamﬁ"lﬁ’%”ﬂuﬁ'a%a U
Thank you for your order of ..‘(’5u‘7"i @Wow) ... for ...(AuPmazTiaziden).. ..
Thank you for your order No. ... (manuravludadudn) daed (U 1@eow) ...

We are pleased to receive your order No. ... mueavludsdufn) dated ... (Juh

-
W) ...

2) venSunmdweuiudl uazlinnmuiulouignd hAudnzien
Mruave1aasaie 15U
The goods will be ready for shipment ...(‘31417‘; @0U)... by ... (3BF9) ...
You will receive the goods on ...(5’uﬁ fou) ...

As all the items were in stock we will deliver them .q.(f.!’uﬁ ;,ﬁ’em)

a 1 Yo v dy ¥ A v
3) uansn v ianee lasuludsdeningnanluewnn wu
We hope o be of service again.
We look forward to further orders from you.

We look forward to receiving further order from you.
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3.2.2 The structures of an order-acknowledgement letter

(assafrvsasanueeeusy ludidua)

9/ s o 3 = Y oA 1 & M T Y =
Tassadrasavineasuiuludsiedual ¥ 3 dontinfe geuuIIAAY (the
opening paragraph) ganThnans (the middle paragraph) UAZEENLTUAN (the closing

paragraph)

' Ed
gevituinAy (the opening paragraph) L‘ﬂl\!f‘l"liﬁﬂ‘U’J"lklgfiUnlUﬁdﬁﬁﬂﬂlmgﬂ%
¥ 3 [
udq uazmudswazdadidgyn Iuluds awiigndudon’d wu
Thank you for your order of...ﬁuﬁ l.ﬁé)‘u) ... for ...(314%111&1%51%3@8@)... .

Thank you for your order No. ... (Hmumﬂfluﬁﬁuﬁn dated .(Jud 1Haw) ...

We are pleased to receive your order No. ... musavludadusi) dated ...

doniiinas (the middle paragraph) oweezdaduduiiola unzdaedals
1971
The goods will be ready for shipment ...(’“J'uﬁ Ao, . by ... (309 ...
You will reccive the goods on ...(5’11171; Lﬁau)

As all the items were in stock we will deliver them ... (‘ﬁuﬁ tﬁf)u)

§eMIIUANY (the closing paragraph) 33 lagndIiideiulududwaz lunsan
3 d%‘ =y 4 g = roogt LY L]
Llﬂlk%ﬂlﬂfﬁyiﬁgﬂﬂ‘lﬂﬂﬂ@ﬂ‘ﬂﬂﬂﬂuﬂﬂ 19U
We hope to be of service again.
We look forward to further orders from you.

We look forward to receiving further order from you.
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v 3 9
Example 1 aavuiasusuludsdodudinnuism / mehudiuniasn

Thai fruit Company
76 Sukhumvit Road Muang District

Samut Prakan 10270

June 3, 2006

Kim Yong Company Ltd.
64 First Lok Yang Road

Singapore 2282

Dear Mr. Gant,

Thank you for your Order No. 523 dated May 28, 2006.

We have sent you 10 dozen of 100 % mixed fruit juice by Orchid Cargo

Company today. You will receive the goods on June 2.

We hope to be of service again.

Sincerely yours,

r.cC.
Panya Chokedee (Mr.)

Sales Manager

PC/AS
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1 8
Example 2 savungasniuludadefiudninuSiv/ e

Thai Fruit Company
76 Sukhumvit Road Muang District
Samut Prakan 10270

May 30, 2006

Kim Yong Company Ltd.
64 First Lok Yang Road

Singapore 2282

Dear Mr. Gant,

Thank you for your order No. 432 dated June 3, 2006 for three
items of our canned fruit.

As all the items were in stock, we have dispatched them to you
today by freight.

We hope you will find the products satisfactory, and we look

forward to further orders from you.

Sincerely yours,
PC
Panya Chokedee (Mr.)

Sales Manager

PC/AS
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ToFUNN
1 udeded dainrsnumude dvdsznounazjiluuuvessaviiogsne
2. asswuny We Mumudadm uiimdiisusanang
3. Teamuamzdvamneiige

vouounsEAedmiun ludedodum manaey 432 asiuf 3 lguioy
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] ¥
Example 3 tanuoaouivluddeduiininuitm / Madu

Thai Fruit Company
76 Sukhumvit Road Muang District

Samut Prakan 10270

Junc 3, 2006

Kim Yong Company Ltd.
64 First Lok Yang Road

Singapore 2282

Dear Mr. Gant,

We appreciate your order No. 234 for three items of our canned

pineapple.

You should receive them within 2 days.

We look forward to receiving further orders from you.

Sincerely yours,
P
Panya Chokedee (Mr.)

Sales Manager

PC/AS
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3.2,3 Some expressions for an order—acknowledgement letter

@ lFlusannsaouiumsFedudn

We are pleased to receive your order ... ﬁW'f?uﬁﬁ'lﬁ'%”ﬁluﬁ"aﬁuﬁmmvhu

Thank you for your Order No, ... for our.... vouguimsuiuddud e
Huana ... Lﬁiﬂc‘gﬂ e VBT

As all the items were in stock ..... Frumgiinnswnsiieguidaluaien

As all the items were available ..... Bremgfinnaemsfegudaluaden

As all the items could be supplied from stock .... ﬁ”mmqﬁ‘ﬂﬂﬂﬂﬂﬁﬁﬂQLL%ﬂuﬁﬁﬂﬂ

We have dispatched them today.... mﬁaﬁuﬁmmt’{ﬁuf:

We shipped them yesterday..... dsiudm it

We will deliver them tomorrow ..... stzdaﬁuﬁ’wﬁuwiaﬁ

We have the goods ready for shipment. sdudmioudald

The delivery time is 4 days. nmﬁ%’fﬁaﬁuﬁﬁ 4 Hu

How to change some expressions (3‘%‘;1Jﬁﬂu%’ammmamau)

dovitindinany
We are pleased to receive
We appreciate your order

Thank you for

vouinaTg
were in stock .....
As all the itcms were available ...
could be supplied from stock ....
We have dispatched them today .......
We shipped them yesterday .....
We will deliver them lomorrow ...

v =% él‘ =i 3 o 8 o e d'. ti el
HAINANEUHEMINSE MauN 3.2 udusariudmIfiin aeun 3.2 snaedaTen
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UNIT 4

A MEMORANDUM AND AN E-MAIL
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UNIT 4 A MEMORANDUM AND E-MAIL

!

4.1 A Memorandum

A4

4.1.1 Parts and forms of

a memorandum

v

4.1.2 The principles of writing

a memorandum

!

4.1.3 Some expressions for a

memorandum

v

4.2 An e-mail

v

4.2.1 Parts and forms of an e-mail

}

4.2.2 Sending and receiving

an e-mail

'

4.2.3 E-mail writing
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#iwf 4 A MEMORANDUM AND AN E-MAIL

4.1 A Memorandum

4.2 An e-mail
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mauﬁ 4.1 A Memorandum

4.1.1 Parts and forms of a memorandum
4.1.2 The principles of writing a memorandum

4.1.3 Some expressions for a memorandum

Y én =
Tagilssanmang@nsu

dioAnmmoui 4.1 wudq Gidriumsineusuannse
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1. nandlszaeuvesiufinduldgndas
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2. attneghunveniviinduldgndes
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3. Woutiuiindulagndes
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9

4.1.1 Parts and forms of a memorandum (FuilszAovLAT MIIVBTUTINGY)

w & e = ' e A a &Y P o

uu‘nﬂﬁummwmmuwﬂmﬂu ﬂﬁﬂﬂu'ﬂﬂﬂiﬂﬂ’ﬂﬂﬂ']ﬂﬁlu “]Ni‘uﬂ']'}:-l”lﬂﬂﬂi]‘ﬂ
1387791 Memorandum N30 Internal memorandum 158 Interoffice memorandum ¥3® (380
14
as ] o
AU N Memo (gﬂw*qwam;m memorandum 8 memorandums 30 memoranda)

v 8 & M A 3 ;j o o o A A o w
UYUNATAU ADUIT TNV U VU UAIDNHUDNYT L'Wi’)aﬂﬁ']'iﬂ']ﬂeluﬁ’luﬂq‘lu

o aldldu v >

L4 = o o ' Y @
wiomulupsansmiednu AURNIAWHUEIN 1091 HIouruoRY asfuLHNINAIe
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3

o A w - & o P o A A A A
audlumsfeansiuyanaautomSeyaaanaionu laluaaufiedrdu tedomsisedn
VoA 4 A Ad A = o > o qVe Y
hehgalisudaFasiiluimmsuaziinoandon uennmiudsldsdimsdearni

as o 3‘:’ ¥ kY o 9 CU ] ~ ar o Y :JJ
Tnsdniuazldin deannsdomauazdaldiiutivin dundngudmivdonnaniug
i
ée

r 4 v
mMsAanedamsaloTiufnduensstaifthelszme duslusanuediou
- ]

' a s & d ~ o ' o 1
viadsdonnuimaenfiuned FufuitvuunnluilegiuGondimsivdewaninen

B1annsadind M58 Electronic Mail 130n00s31 E-mail

»
Qs

sz lawrivaatiunngy 1693
A 3 A & A
1) omaunwdoyaisavitiauiatla
A’i [l F=} 4'1 A dl ar 2 d'
2) Wovenudiaseanitasedla MaminaulusruAnTauruADUA
3) wolszmadunerdunlews ngszfivuaiad
A o W -~ Yo o d‘ - ] as
4) Wwoosnmide nieldmuuzihGaaviasoslannniinay
A 9 a3 oy w A A
5) MolauedeAUN S odatauaUUZNINIILAE I UUNRINT BLHLADUY
N 4 N é [-F) 4
6) modizmeanioudsldniwlusoslasomils niailumisdaiou
7) tlodesndien NazmMslizyu

1 W
8) iolditoanasdiena Wdhlenssfuaz 1iilusangudmsudeanaa

gee

9o
- Parts of a memorandum (fuilsznovuvoatiuiindu)
o =8 3 A (Y] ] P}
Junnduildvilszneuran 2 dIuAD
1) Title (¥1304)

2) Heading (¥2¥0) fidmdAn 5 dw fio
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(1) Date (Tu 19eou 1))
(2) To (D4/i500)
(3} From (370)
(4) Subject (Ho309) vramsheauld Re. dowtain Regarding
(5) Body / Message (ufm%"m)
wenNiioeidiniy F901019use 19818804 du Ao I, CC, E uay
Signature
(6) Identity of the typist or the initials (%‘ﬂd@é’“uﬁ)
(7) Carbon copies %30 copies (daﬁuuﬂﬁ’éféu)
v ¥

(8) Enclosure (Fandandowdouduaiufinduid

oo eQ

(9) Signature (MoIFULFTUTINTY)

¥
- Forms of a memorandum (gﬂtLU‘lJ‘llB»iuuﬁﬂﬁ”H)

s - ' = s Ao SA
ﬂﬂﬂﬂiﬂ‘iﬂﬂﬂ1uﬂ‘izﬂﬂ‘um'§ﬁl‘1fiiy”1 ilzllﬂ'i3ﬂ'l‘hlLLIJIJTJE]?N‘I!E]QS‘]HL'@Q%W&JW%EI

ot
=

o A 3 Y v a4 3 = 1 [V o
mﬂﬂwmﬂmuﬂﬁ:ﬂaumiuuq"hum uuﬂﬂﬁuugﬂsmmwﬂumumﬂu AU
. w A o = o ' o ef u’: - o -]
1) Title (¥%589) VUHINTLATHITWUWIZY DN “DUNNTU” HID “UuUNnn
mu‘lu” L«'n'u MEMO, MEMORANDUM, INTERNAL MEMORANDUM, INTEROFFICE
2 ¥ o o & 9 " = ] o A '3 3 = o
MEMORANDUM #4912 191 lad 141 aud wai919a309n15H5 001992 5%0 09An T HUAUN

vy 4y 9 ] Y EY
aganie Iﬂﬂ')131')ﬂﬁ\3ﬂﬁ1ﬁwu1ﬂ5$ﬂ13 HIDN WO UUNUNHUTINITEAH

v A v ¥
Example 1 ﬂ”I'i']Nﬁ']!'i'ﬂﬂul']ﬂﬁ'lﬁﬂu1ﬂﬁ$ﬂ‘l‘kl

MEMO
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Example 2 M3id9HEuazvoaoutsenauns Iinatminszas

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

o A A Y ¥
Example 3 ms:m‘ﬁmmmmaﬁmuﬂ'szﬂﬂun'ﬁ'langnuummmﬂimm

SAMROIYOD CORPORATION Lid.
INTEROFFICE MEMORANDUM




314

134

2) Hcading (ﬁ?‘ﬁﬂ) 18ud

(1) DATE f9 Jufidioy MEMO 819191 Imadiudne a1 wie
A 9 ' Y d ¥ A (@ o a1 dn v '
AananThnszaefeuMed N ld nievzamiludrdudenn From Ald daulng
Fudoud ztiondondu luilddda wu

- January 6, 2006 1Whiwufionld

-6 January 2006 WhupilFluauiineadumsianses manms uazau
madInemeand

1% 176706 w30 1-6-06 wadudlu Note uaz@oudloaisile
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Example 1 113719 DATE Mimadudnenszaiy

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

DATE: January 6, 2006

Example 2 M523 DATE Bnmadmannszaty nyuna il

PRACHUAP KHIRI KHAN CANNED FRUIT COMPANY
MEMORANDUM

DATE: January 6, 2006
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. ¥ q ¥ A4 o
Example 3 mM3719 DATE Hndwanaszan v ldlununnedomsilnases

MINKIT Az UM Inemans

MEMORANDUM

Date: 6 January 2006

& oam A M o, ' < a8 & '
(2) TO (D9/1561) ¥OUTDAWHUIVOIYAND LT UVBUOS Tawazau To nNow
] Y LY o ay 1 ¥ ¥ o
From {WOAMWRMH a3 Bneandnoussninszats annlndlideslsd
vimidf1¥avesd5y WU Mr., Miss, Mrs., Ms,, %30 Dr.
o oA & va At = ¥ q 4 A v odpry  a
madsugedusgiuiniluisnmsiiosla Slsdeusniudunludeaion
Auimth Wy
. . - o = ot rdl) ¥ @ :?
To: Liza Mclean mmﬂwmwuwiwmﬂ% U TO: LIZA

MCLEAN

a ea g

1Y L] L =1 I=Y=1 A gt v r 3 24
uaduumsAeuoiradluniing wiediuhilidwmisganidaa nia
v ova A =< Yy Yo o v o [ '
uarasnuMsHABRNIAsuAa IR A i uasd iy 1w
To: Miss Liza Mclean, Sales Manager N30

TO: MISS LIZA MCLEAN, SALES MANAGER
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Example 1 115309 TO I1’JTI’N¢1"IH“]HU‘1JBQH‘H'IﬂS¥ﬂTH “I’lll‘llﬂﬂﬂ‘]fﬂﬂﬂﬂu'l‘ﬁﬁl"uﬂﬁﬂ
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DATE: January 6, 2006
TO: Liza Mclean

SAMROIYOD CORPORATION Lid.
MEMORANDUM

¥ Y ¥ tY Yo o YA o ' 3
Example 2 AMIANTO 13ﬂ1ﬁﬂ1um1ﬂﬂjﬂﬁﬁu1ﬂi$ﬂ1}4 Gl‘]fﬂn‘l'l‘ﬂuT‘]fﬂ!Lﬂ%GI'ILmHQ‘UﬂQE;l‘ b1

TO: Miss Liza Mclcan, Sales Manager

PRANBURI HOTEI FRUIT COMPANY LIMITED
MEMORANDUM

DATE: January 6, 2006

at

U

aos
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3 9
Qo

as LY 1 o 3 4 o
Example 3 nisitiunnduiudesds 1185 2 w30 3 au fszszydedsuliussva

=L @
AUIN

SAMROIYOD CORPORATION Ltd.

MEMORANDUM

DATE: January 6, 2006

TO: Liza Mclean, John Palmer, William Grey

H ¥
A

o R “2: o g v ¥ Yas = o A ' '
Example 4 nydifitiufindutiudesde Tl ddiunarwaulunnafoaiuseszyielidean

999 #1771 Distribution

SAMROIYOD CORPORATION Litd.
MEMORANDUM

DATE: January 6, 2006

TO: See distribution

Distribution
John Palmer
William Grey
Emma Homes
Amy Walker
Thomas Young

Basi! Cooks
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'
Qo < [=) as a/

ada w R 3w ¥y & Yo o ¥q IA g
Example 5 nidifflatiudmminfindudesligduiznadovasdiudun1ildgedsy

v & o 3 LY =5 'y ¥ A 3
Wudndu dunla Taell cc ogammihdonuy

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

DATE: January 6, 2006
TO: Miss Liza Mclean, Sales Manager
cc.: Frank Smith

dd‘c!. o LY

Ay ¥ A wys ' A v 3 o
Example 6 ﬂimﬂuﬂf’ﬂ&jiﬂﬂﬂﬂﬁ“ﬂ'lﬁﬁﬂﬂﬂ 611'?’JN"'HEJUL'J‘IJNQNﬁﬂ%]ﬂ‘ﬂﬂﬂﬂﬂ]ﬂﬂﬁjl‘*ﬁu

4
Lo WUW (Initials)

SAMROIYOD CORPORATION Ltd.

MEMORANDUM

DATE: January 6, 2006
TQ: Miss Liza Mclean, Sales Manager

(Initials)
ce: John Palmer/ William Grey / Emma Homes /

Amy Walker / Thomas Young / Basil Cooks
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o
Example 7 nisinudai lddaiuindu ldamisauniely Tavliszyhddayanala

]

IWldswuatudunududuaaBeo91n ce

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

DATE: January 6, 2006
TO: Miss Liza Mclean, Sales Manager

(Initials}

ce: 15

(3) FROM (377 1M Bmedmdhovasninnsgaiwaann TO niena
¥ - A Mg ' 3 o v & o & oy o @ ¥
auanlunuaderdy 10 Foudedwniwesdioutiunnduiiy Aulisuuuuiueeinly

A a A '
FOLAUUTDYDLIN LY
From: Paddy N30 From: Patricia

¥ g ey A aar by A o ° 1 A ]
SutuninavsouSuv 1A laroaay Aumug HIoUHUN 1Y

From: Patricia Brown, Production Manager

4
o A o

UNNEY ( Mr, Mrs, Miss, Ms.)

.
o 2

Todunn : oz Tul¥snihwmdhvedaaii
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3 - - ' oA
Example 1 M314% FROM Nsziaiaunsoyonsn

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

DATE: January 6, 2006
TO: Liza Mclean
FROM: Paddy

Example 2 M314 FROM fisgyFaiiy dAumis nioumun

SAMROQIYQD CORPORATION Ltd.
MEMORANDUM

TO: Liza Mclcan
FROM: Patricia Brown, Production Manager

DATE: January 6, 2006

Example 3 7157719 FROM PAniedmanwihnszay  luuuudeady 1o

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

TO: Liza Mclean FROM: Patricia Brown

DATE: January 6, 2006
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(4) SUBJECT (¥a1389) 2191 imsdmdnevaaniiinsza1uaea1n From
[ 9 1 3
Wudwnddg luduiindu mazwzmzssdnuaizvasnsamsiu filddoudaduls
' 3 1
Nesuiuammio Ty wonaniiu sUBIECT Salddmiudanquises niafudwudy

= 3 1
RANTONAIY 1Y
Subject: Staff meeting nio
SUBJECT: Staff Meeting %30

SUBJECT: STAFF MEETING

Example 113919 SUBJECT Madudnousinszair Aoain FROM

SAMROIYOD CORPORATION Ltd.

MEMORANDUM

DATE: January 6, 2006
TO: Liza Mclean, Sales Manager
FROM: Patricia Brown, Production Manager

SUBJECT: Juice Production

(Initials)

cec: 15

a4 4 4 A A
(5) BODY #ia MESSAGE (tfl@ieaniailent) w191 SUBIECT la
Y A do w A o v A A - ' v oA B & o oA
TswazBeafidfaiuiy dudiaSeserufiundt 1w niewihae T sxdludail
o 1 1 o / ar Qy A
Wunszamnlar lufivhnszan Duszezainiinizaivau 117 1We
= ¥ 1y 9 a o & A = Y ¥ A4 A yo ny
Weunmnmavyi 13dnats IWlouiud deu 31 Mimedwnuez@ioudedinlima
FY 3/ I P v & ] o L= sy Y = ¥
fdhe Taoleglununferfunsue nie Woutenannld Taedeunalinng

9} = & o A!' Yo s - = 3
Audne Seadrdunndedsy Ju idew 3 uesvinemn
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Example 1 117319 BODY A991N SUBJECT

SAMROIYOD CORPORATION Ltd.
MEMORANDUM

DATE: January 6, 2006
TO: All staff
FROM: Patricia Brown, Production Manager

SUBJECT: Staff Meeting

(BODY) Please attend a meeting on Wednesday January 11,

at 900 am. in Room 10 B.................
Example 2 M5719 BODY lunth 2 Teufoudedin u @ou 3 wazninuaandh 131
1
HUAAUINUNIHLA

Miss Liza Mclean -2- January 6, 2006
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Y e = A ga
Example 3 11777 BODY Tunilf 2 Avlousedsy

y__ 9
DIINN N UBY

144

U

@l

A

IU 1Y

1 mewmmawﬁﬁﬂaﬁﬁu

Miss Liza Meclean
January 6, 2006

Page 2
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¥
4.1.2 The principles of writing a memorandum (ManmsiWoutiuiingu)
g/ = Q= 3 9/ at =t = - 9 ¥
mslEmudsuiuinduadrudumsifivusanuiogine Asleniuaeg way
@ (=} ] o 1 =) = P 6 = =2 [ -
FAU  UAUANMEUAUDINADN FIUNENNISEUIUNAITAINIDI 5 4D 2D complete,
¥
clear, courteous, correct LAY concise 1ABITUNERI1 5 C AIswazduasa lilil
d
Complete (C1) AaNUau It
v & & oy oA 7 ¢ AYA Y ¥
Tuhndudesfitiomimszasudiuauysel AQvsudvInIIn Il
1 Y I=Y q'a} =1 - o R 3 nrA = dgl d‘
TaeliMdumadenamdetinis Weutiuiinduesnuuiuduludiomfvranio il

Clear (C2) ANUTAIDH

=8 glas 9

v & & Y @ 5] 3 re
Thuindudesiianuvinofanuasalszay TeohdSudiloaz liday
1 d'. o 9 drl L=y =) s v ] -~ .:i -ogray
Wuateby mszezildnsfesianan Menademeaeniienu vioaundgla
Courteous (C3) ANUFMN
v 2 &g =t o Y Y = 2 9 Y :
tunnduduenmsidumams dadldnunhgnin dadheiinngy
= ‘ﬂ Y A ) o gt o o 1 o
gilanufludues wiennuduimeiuddaney msizerndinmsdainulydeds
Correct (C4) AINGNABY

b 4 ] H
Tiunndudesidoyaiigndessavieduay ganeiion uh Smausuy
¥

i ' ]
Tammneveniuindunlasull wielil¥ifesdundsy uazuaasdantsiaunlud
UsgAninmdnaoe

Concise (C5) ANUNTTY

o s

v & & ¥ A o A o 9 ¥ =3 A& g
Tufinduansdanunszdurnioduniziiade wilede asalszau Tugude

' ' = ] )
uaz Yanrw lieviauiteoawiulil mszesilddenuionm vionaslszinu

ANNUNLIBAA

~ = o =R 5 9
madinlumseuiunnguldldwe
9 A w a -~ ' 20 ¥
1) M¥demIfuyananu@er wienguynaania
o
2) 19 subject line AsouAguitanualifandrlainglszaen
W » ]
3) 14 subject line dnluilse TopusnueaiioGo
Qs o - 1 ¥ = 9 A @ el e A 4
4) naasingilszasaveamadiow ludentusniazliowdsosiuidiouay

Taunmlsz Tonnidouvzdoauns Uiy subject line
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3 [l
5y Idadeden Audlomdnnli@eusenmsdiudes Weazainlumsau
uazdulsany WhumsdouGedddhedenise
L o -f? [ =
6) ludedl¥fmiuduiazmashomilousaninegsna
1 1 1 ' 3/ 3 = 1 g ) [ Y dng ¥
7) msopniudazgonievee MuuLIaniny Ae devtivmse lusenthnla
msd@oundazderthIRNA NIRRT sonihenresiiiomen

o4

3 A &y (¥ R A . =y 5
8) mstwude Taond liddouss ludugedreaie ualunsdiidennuiu
|

owﬂa & YY1 W 1 a4 A qy - o d o
aapduiiey nodosmslddouinlasds Adudeld meniesrldvedansovoiiu

& wsrzdnd lilnenarsneenlinieuen
] g = I=1 ]

9) madoudwmis fon luduiudeald lunsdifigeni hgdeusglu

o ' = 9 o A . !
Aumrala wazlifims1diuimdsedilioudae Mr., Mrs.,, Miss, 130 Ms. uat

¥
Yar o

9 1 A e 1 v dg vaq Yo 1 dyn ¥ A4 ¥
AoansuaaInugMnaedsunidwmtagend Al lgAumainih iR uly

]
=

=4 ar =R 3 o o o Y = A ¥ o w
'ﬁ‘);ﬂﬂ'l'iwtluﬁu‘ﬂﬂﬂuﬂﬂiuﬂ'ﬁﬁ']ﬂﬂﬂﬂ“ﬁﬂﬂﬂ"l'ﬂ‘ﬂﬂu woldinannutau

193 19AauUNaN

v

' Y g A o d A4 A4 A s
- donihusnamatiuilse Teaimmuadsz@undion visdaglszaenves
ow & g 3| 1A Y ¥ 3 o 4 @ As A we A
Tufindeanutiu Wy veausuile asudodno 1 THleuusibetuisU s vio

ufiusndainn dsznieeiee

t Y Yy b9 A A = =y ¥
- dowthaewns Ideyaaduayu niodudeomluswazidvadussld

- ¥ A
ﬂlﬂﬂ’)ﬂlﬂﬂl’ﬂﬂi}‘luﬂﬂﬁzmﬂﬂ

14
= o

= v 9 3/ g v [ tg Vs =1 Y
- Tumsdsudamhgaiisiuuanaeiu il duegiuilszmulutunmiv
v oy ' A d o A Y A R ' P A A
“HWﬂLEL‘luTJuTIﬂ"Uﬂﬂ'ﬂﬂJ‘UﬂﬂTI?JTJIJM@ﬂﬂ?imﬂﬂﬂmﬂlﬂﬂ'ﬂ]f)ﬂ‘ﬂiﬁﬂ?'}ﬂﬁ?'ﬂﬂ]ﬁ) HIDVYU
- Y ' y.:i g/ = 1 o a = o LR o 1 = Y
Fyyuldde viedihederldfadeaaunwdeyamuiy wintduiindanailideyn

Y v 9/
FUFOULIANAITE 1D
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Example 1 U

147

Y
A o

A1 g v a
rﬂﬂﬁuﬂﬁqﬂlﬂuﬂﬂaﬂulﬂﬂfl

SAMROIYOD CORPORATION Ltd.

MEMORANDUM

DATE: January 6, 2006
TO: C.S. Hutton, Personnel Manager
FROM: M.T. Knott, General Managcr
SUBJECT: A vacancy in the Account Department
The Account Department needs a part - time book-keeper.
Could you put an ad in a newspaper ?

MK.

Example 2 Tiufindufias

3 d‘ T . =
layenanu@e)

THAI FOODS (THAILAND) PCL.
MEMORANDUM

DATE: May 2, 2006

TO: Mr. Banjong Sangroong

FROM: Anne Smith

SUBJECT: Welcome Mr. Michael Young

Mr. Michael Young, a representalive of Best Fruit Company
in Australia, is arriving on May 3, on Flight QS5.952 at 10:00
a.m.. Please welcome him at Suvarnabhumi Airport and
take him to the Marriott Hotel. We have made a reservation
for him for 2 nights.

I would appreciate your taking care of Mr. Michael

during his two—day stay in Bangkok.
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Example 3 tTiutindunaalviyanavarvau
DATE: February 2, 2006 Al FRUIT COMPANY
TO: All Staff MEMORANDUM
FROM: Sales Manager
SUBJECT: Staff Meeting
[ /] For your information [/] For your attendance
You are invited to attend a staff meeting on Monday,
February 6, at 10:00 a.m. in Room 301.

Example 4 17

¥
. '

o 1 LY
ﬂﬂﬁu%ﬁﬂlﬂﬂquuﬂﬂﬂiuuwuﬂ

THAI FRUIT COMPANY
INTEROFFICE MEMORANDUM

DATE: March 1, 2006
TO: All Department Heads
FROM: Production Manager

SUBJECT: Department Head’s Special Meeting

Please attend a Department Head’s Special Mecting on

Wednesday, 8 March at 1:30 p.m. at Lotus Room, Prince Hotel.
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Example 5 Tuhnduiag

149
:1’ -=: ’ kY s 3
Tnwinaunmue
MEMO

TO: All Employees
FROM: George White, Managing Director
DATE: April 10, 2006

SUBJECT: The promotion

We are pleased to announce the promotion of Wichai

Rakthai to Sales Manager.

In the past two years, Mr. Wichai Rakthai has consistently
provided outstanding service to his clients and always

demonstrated his impressive leadership.

Our sale volume has been increased substantially because of
Mr. Wichai’s work. He will assume his new position on

April 17.

Please join me in congratulating Mr. Wichai on his new

appointment.
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[ L4
) g 9k w & o
4.1.3 Some expressions for a memorandum (mmuw“léﬂuuu‘nﬂau)

o F ]
Tutiudnduoriuidaanumaril 13d Tavalidein Subject line i

azanlumidans viodlumiladedou 1dun

For your attendance. Lﬁﬂﬁ’ﬁi’auﬂisw

For your information. lﬁﬂ‘ﬂﬂ‘u

For your approval. 1ﬁﬂmgﬁﬁ

For your comments. e uiuvesru
For your signature. Lﬁiammu 7 1dlsaasuu
Please handle Tdsaduiiums

Please forward to ........ Tdsaderaluds ...
Please file. Talsaufuduity

Please conlact me. Tilsadndadmid
Please return. Tisaarafiu

As you requested. @nuﬁﬁnrua%’m

Example

Al FRUIT COMPANY

MEMORANDUM
DATE: 27 January 2006
TO: All Staff
FROM: Sales Manager
SUBJECT: Staff Meeting
[/] For your information [/]1 For your attendance

You arc invited to attend a staff meeting on Monday, January 30, at

9.00 am. in Room 234,

T.S.
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k] = o o5 ::l A ! ¥ 1
annulumaiisuiiuiinauilvveaq laun

accustomed to : IAOTUAL
He is accustomed to ordering by an e-mail.
wneFufumIdaiudmsdud
against all risks : AIBLAGUATIATDISuYNYTA
You should insurc against all risks.
ﬂmﬂ’mxﬁwﬂazﬁuﬂmmﬁﬂiamqnmm?}ﬂaﬁunwﬁﬂ
against identification : tilaintsuanmdngu
The bill will be return against identification.
isezdnluedoduiu i dedefimauanamdng
against payment : iledrrzidu
We shall send the goods against payment.
sezdefudr i Idnedefnsdusiu
as soon as possible : ﬁ’aﬁqmﬁ‘lﬁﬂzﬁf’lé’f
We shall send the goods as soon as possible.
snsdefudil i laodfgamifesi g
at your earliest convenience : ﬁaﬁqﬂﬁﬁmﬁﬂﬁ
Please send us a sample of the latest at your earliest convenience.
nfandedaediefuduuumiga WitinuSfigefivinein 14
at your expense : lasnnuufhesuAnseud 14w
All the risks must be insured at your cxpense,
wdpafimavisyfunudeaiodes Teeviailudheiufavens14i
at your risk : TasruduRaseun s LD
Loss of the goods will be at your risk.
magwresiudmiesfoudiuffuisveumiudsig
beyond our control : BYUBAMHBAITATLANVBATT
The delay was beyond our control.

¥
aywadmiuaguemmiian1sANIqUYBs
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by cash/in cash : F13zAdeiuds / aihuGuen
You can pay by cash. (in cash)
quensodszdhuinea 14
by cheque : Tiszidudodn
You can pay by cheque.
Aurwsadzdudiniald
by debit : FrszRudaedTiinduantiydsunns
You can pay by debit to your account.
quamsafsziudwitintunindydmunns i
cash on delivery (c.0.d) : Fraziuseiie |dTududmagiudulaemamn)
It will be more convenient for us to pay cash on delivery.
wifunsazanius o hdmeeusedeziudede 14T uAud
from A to Z : 881eaduA
He explained to me from A to Z how torun a company.
ety dkuiledvasBon Foedinsaudufmiuiin
in accordance with : 11 lulamm / A
In accordance with your order, we havesent the goods to your storc.
amnsdafud wesinus lddedud S meeinmda
in advance : sHumsaramiln/ Aeudana
Tell him of the appointment in advance.
vendainsianelfivmswarmh
in confidence : 1HuAMEY
We give this information in confidence.
lideyaimmwiznulashildaudunsw

n contact with ;: ARABAU

We shall be in contact with our bank.
ERLETIC Lt Thi TR b

in demand : AANUABINMTNIN

Fruit juice beverages are in demand during the New Year.

Tt Iniaudeansias esdudsuamiwa e iiun
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in detail ; Taeliswazidion
Please send a report in detail.
nendeneufifiswazBenndas
in due course : TuATMINZaY / AduAYS
We shall send the invoice in due course.
g lunaassiemsuazsimdudanlvlunaduns

n favour of : Tuvy/ #9910 (ynranTeniasam)

—

Please issue a Letter of Credit in favour of Thai Canncd Fruit Company.
Tulsaeen L/ ¢ Tunwwuiinwalinszdlaslne

& A w o oA
n full : isnwalunsudeaiu s Bwasudsmun

You must pay in full.
¥

uazdessiuimualuasrufoaiu

in good condition : TusamAiGouiesd (lisizaidonin)
The goods arrived in good condition.
5 ¥ A 4y A
guamdwarluanmiisuiesd

. , I ]

in good fime : JUNAMTIOE
Please make sure the goods arrive in good time.

o <
ayaquadni it laasa

5

preference 1o : FOULINAT
We like touse cheques in preference to cash because it is safer.
9 d ] Y= 1 w A
13 1‘!581J1°Ul‘l$ﬂ3]1ﬂﬂ’ﬂﬂ1’iﬁL‘!fN‘LlfTﬂ wsizmlasadeana
. . d @ o e
In proportion to : iudadauny /ﬁmmumﬂﬁfﬁmmn .........
Premiums are calculated in proportion to the risk.
dy ar o R @ { @ 1 2 o ¥
Wedseiuladuau Tnedvsansnaamadsafailiuinvioton

response (o : guninpy / HunaaUauas

5

In response to your inquiry we are sending herewith a catalogue with pictures
of all our products.

= FUK] =1 4 = o oW Call = Qs 3/
amnnuaeve 11 m lddumatendlinmrandmain e uasuddns unld

#9150
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in scttlement of : tARIEIUASTITLEUAL....oooenn
Thank you for your money order for 20,000 baht in settlement of invoice
No.234.
veunad Wdsmnaiaihi o 20,000 vimniedszimdud awloumes
510013 WALIINFUAT HUmAY 234
in short supply : ¥1Aaa1A / L8 liRsawenuaudesns
Qur products are often in short supply during the year end.
wﬁwﬁmcﬁmmmmmﬁmmmmmlu'ﬁqaﬁyu?}
in stock : TAuiagluaden mdeufiazdmize niedawow)
We have all the items in stock.
iiiduAmnsoneglusden
in the middle of : f1fageegiu 3asladomils)
He is in the middle of arrangement for the conference.
mamdedegiumaiadseym
in touch with : AARDAL
1 shall get in touch with his secretary.
HUIZARADAL (H1UN19) 1AYNITVDH
in transit © SEMIUNN/ TERTNMTAEUN
The goods were damaged in transit.
guMldsuarudenwszninni
on a regular basis : Lﬂuﬂ‘ixﬁ'iﬂﬂfhﬁﬂﬁnmm
We offer favourable ferms to customers who order on a regular basis.
Lﬁ1mum‘3§au"lmﬁmyLgﬁqﬂﬁﬁﬁanﬁaﬁuﬁwammt'mmjuﬁua
on arrival : LiBABULIGA
The cases were found broken on arrival.
ﬂa'awssigt’?uﬁumnsﬁﬂww‘fmwimﬁa
on condition that : Iﬂﬂﬁﬁﬂu‘lﬂjﬁ
We shall accept your consignment on condition that you pay lor the loss.

isnzvesuiudnasll Taelidoulah vuezdesswduanldaningymly
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on receipt of: Lf;ﬂllﬁ‘iv‘u
On receipt of your letter we shall dispatch the goods.
e l&3uaamaneve sy ez dadud 1y
on the way : ITHINNN/ BgIzNIIUAUNTY
Our Sales Manager is on the way to Europe.
Aiamsfhenoueast efsznhaAumaluy sl
on time : A3
The goods arrived on time.
fufnfamiaam
on your behalf : i /i luum
A bank official will complete an application form on your behalf.
Bwiiisumsmssziiudnrenderuinluainsunugm
to the letter : VN3 1BAZIBEA
You must follow the instructions to the letter.
indenlfidamdds uswazdoaynde
to your satisfaction : Fudiwalevesri/ viuszwale
We trust the goods to your satisfaction.
sz laAud a1y lf
turn down : s 7 lildfuniseysia
His request for a pay rise was turned down.
fetudueuveunldunsoyla
Up-to-date : Yiuaia / sga
We must have and an up-to-date price list.
iufludesiinenssimduiaige
with the exception of : uniiu/ Tnelideoniu
All the goods arrived with the exception of Case 12,

Fuanisnuadads ondudan 12

z & g = aae 3 4
wisomAnpuHomms: aovdt 4.1 i TdiaiuuiEnl R aeudl 4.1 andedfsen
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fAauN 4.2 An e-mail
4.2.1 Parts and forms of an e-mail
4.2.2 Sending and receiving an e-mail

4.2.3 E-mail writing

o da =
Jngilszasntiangini
A4 = g Y 4
dioAnwmeun 4.2 1udy driumisdneusuannie
1 = d -y
1. vendautlizneu uazgiliunvessanuiedidanseiing lagndea
Q 1 = o = g 5
2. u-daanueddnnseiing ldgndea

4 a o = ¥ ¥
3. AevIAvaNEBAnNIoling lgndns
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421 Parts and forms of an e-mail (F1sznauuAzytivLVBIvArIIEBinnTaling)
a1 d'l A A w 1 A A o = vooA
Turdurevsamnuidwaosiefidifyeinilanuyudldlumsaadedoms
fu Taofiaudeniallsudlddudduwanuioszniuau 2 au deyuiioma lulad

= & o a0y W o ¢ a : & -
WA mthin wyudansoaanoiuldTaldInsay Insdni wiedngfems e

[

9 A 1 A ' 9
alsnelumsdadeiomsneutiagy
o 4 = 9 ) 4 a YoM oy A
flgthuszinfemsiinnudamiunnay ImslfaTedndomins
- = o =) [ 1 & 4 (]
Sdnnseinduazniinsdineniaumesediaumsnaty hildmsdemsuazdadoyann
niaenavRumes i lng ansaifeuTeunievwmsdoasdhdeiula 3904
o = < A ] -1 =Y o
wnavdasefinlFluszuumsdomsnawgduuy mu aavinodiannseund S
A -~ v & A Fy o [ 1 ] ) P -1
wiasfieadninlFlumsfudadeyalfadrdyszanimm huaansainng
ad S - A ra o a d . . A .
IANUHDLANNIDUNT Hi‘ﬂ"l‘ﬂi‘klmﬂ@mﬂﬂiBUﬂﬁ (electronic mail Y39 e-mail)
A 2 o~ 9/ o [ Ny E P [} “ £ 9
fhunseadeildlums fudsdoyaniedonnunnaniuiviia ldddnaonwii Taols
A = a1 o ' - [] y = o Y @ & =1 Qs ¢
NS anoNAIe oS gaar A sl ApaINdmnNIoNng Feenezdluate InsAnn
Y o Qs 1 A . ] = gt -1
sysuen duleniwas wsudendululasnd wismumanioudeauaIgs mwsn
] I ] -~ ] s s 1 ] - ta o
dunzudoyadiamsihideandolisudidduddaning dudeyaliinlanidhidifa
4 ] = a - 3 Qs T { 19 o =1
Seeszeene ognddse@niam  vedunarunadan isiveanvazainsaaEaly
[ ° = ] A 1 ;’ g 1 =& 3 A = kY 9 9
A SwousazdSymlunsds Feovssdenssazduwnilarihdmanduninlaaw
o R = 1
anudalugilvowdudoya (FTP: File Transfer Protocol) dutsodnammdoyns uazds
& ] d‘ 1 =3 1 y § |
Srumuaiuime 18 hesadefostinietedoms 1Ude Tasldnarlunisas
o W 1 - o :;vw 1d_| d‘l 9}&1 [}
uazSudeyavimsiunmngaGy uenviniide umsveemItoms lanalanad1s

3
52A15 1N TI0ANINETITUMNINNATIFIAULOL A I

= a o« a J
- YeRvsroanmnegdannIating
) o @ 1
) HanuElumsiuds
2) wwsadifeyaldnsazmngnivaninesssuarlugiluss File Transfer

Protocot (FTP)

3
o 9 8/

3) lufidaivasesaivuaraainasteoyn Nwdaazdiy NT0ewHs

o o ' | o =1 [ = q io -
wazfudoyanatlanld Sesnddg Aludaudonar llaanms lsvald

4) Tidunalunsiiau
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(=Y d'ai 1 ar o o o 7 -
5) luiflgmlunishidesaeudnas luiuiuuumsiulnidwi Tnafa
¥ 3 ' 5} L] =
wazAumdoyanau Tdasustaiivane
g o Y w - o b
6) susanudayalitudu wieasrvaeumendala
PP o 1 g [ Y
7y nsdinsamuomeiaunsadedin lUiud lddun

= v F 3 & = Qr ] d'!
8) e lFetes WoMsURUMIAIIAYU DU

¥ 3 = Y
- ailnsainliluoanneddonsoiind
a o =Y 4 o ar 1 4
Tumsldnuaannedidnnseiing §ldaisiigunsal Aielail
A - o ar oA ' o I'd A o
1) nsesnpunanedaa ASonn weiriies (server) win Taaw
= o & = el et -
ADURAADT (host computer) FadlupauRnasinilizdniangs
2) m%'mﬂﬂuﬁamﬂ{fhuuﬂﬂa (PC : personal computer)
o w [ 1 o I'4 A = 1 = o = ¢ A ¥
1) qﬂﬂsmmﬁwagamuﬁwlmﬁww yWIominuadmnnsatng fniond
3 o =1
Tuifly (modem) W3o waumsa (lan card) 14
@ ] - =Y 4 1 = o o o '3 4
4) Tl5un3u5Ua9aHEN1BIANNIoUNd 1B DINOTIUA IBATWADT
wnena)

(Internet Explore Netscape) 130 ulW‘LI (Pine) rﬂué’a’u

d = :.';
muumasgUnieinsAafiasyuumiens Internet

i3 : Business Correspondence i naled

User _PC

e o

Networks
Host Computer
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] aod -~ L4
- Parts of an e-mail (#711)5ZNOVUDIVANNLDIANNIOUNT)

Tatnd o-mail W3 figtumuszdanliznouiioauandieiuthe ualuda

fid “’moquazmﬁﬂuﬁuﬁ’uﬁuﬁna:u fdail

1} Sender’s name / From %aw&vf}'da /1N

2) Date and Time / Sent nan Sudedl fids

3) Ce A

4) Receiver’'s name / To %arzf”u /84

5) Subject Ho3os/wdo

6) Message donmu / ihom

wenandmliznouid A une e-mail ind1ud? MIUIN c-mail 128

3 o 4 U L) = [ = = r Q4 d'ﬁd 1
Judu frastie unzdodds ot ruRerdunsdsusaninogsie szuanAnfunfiita

9
WA

3 1 5
Jonamuwinin daiu aglldhmsfzdeudennuvesniufinduuazvaninem
a g = ya g = s Ao wo o
Siinnsaind 14A AansszAninnuuamslunmsiliousaninegane Faifiniuns

g Sq ¥ ¥ w
i lgaaenu

oo F 4
- Forms of an e-mail (3111111099 MBBIANTOUNT)
9} = o4 P2y a o = o A [
;ﬂu‘nuwu1ﬂaﬂﬂummf)smuﬁmu':m'iﬂﬂmjwmaﬂmaunﬁmﬂﬂsmﬁw

o @ @ ad = ¢ & = as :a‘v
nasddamanlullsunsysanuedilanseting sulluainatioy aafl
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o 1 i < o oy d
AIDH NI tOIaNNIOHNE

(Specimen e-mail page)

W Microsoft Word - O
File Edit Format Window Help
Compose Mail
@ |
Inbox
@ Subject :
Compose Cc -
&
Attchmnt bcc M
Send
Write message
= =
9 o ad = o
Inbox Q]Lﬂﬂﬂﬂﬂummﬁﬂ‘ﬂiﬂuﬂﬁ
Compose e uad
P 9 Y w ad o &
Attachment AFAINDUUUDNTT “UﬁJll‘lﬁ"l‘ij‘W‘i@Mﬂﬂﬁ]ﬂﬂlﬂﬂﬂmﬂ“ﬂi’auﬂﬁ
Send a9
=<
To 03
Subject 1509
Cc (carbon copy) AuU

Bee (blind carbon copy) guunlnila
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as 3 a g =

4.2.2 Sending and receiving an e-mail (mssmmzmﬁmﬁ]wmﬂamﬂm@uﬂﬁ’)
-1 = = o = 1
mslvannedidnnseding Tanlnadlddesataniumunsnaion
a o o O A ] -~ [ - ] 9 = - 3
Sdnnsadindasetnelams oV o iafonoy N129EADNTIARARIIELUIANKIINI
ad = 4 o ] d Y] ] i
Siinnseling log in uazsWaru (password) adleadulildfouilagioyanie
9] ¥ A & - . ¢ g oo I
Fonuueasld WisuaTa muIsaEFet JustumesiiannuTENONYUN
= 1 aoa =Y

TWuSmsmanieviedidnnsoiind 14

A g va o = d A ¢ ¥ d  aw ad o
diedl¥Aaderzunsanmenediannseindudafeiig lsudidvosnuedi

a 3 ' A 4 . 3 £ A
host 138 server miayuanIngAsda 1UNG TUsuid (mail box) vewAnzaAd Favsiiniey

QU

(address) (%1 kobkarns @ yahoo.com, sutthisom @ chaiyo.com Lﬁﬂég‘uamﬂﬁﬂ’j‘lﬁiﬂi
' o { 3 ©° { =] A
desaninemnldthed lilinaid llsvdidvosmues Srnmanansidannezilnngi

9 =4 9 ] 9 =t o
310mM3v04d 1 sudidadwaanuosssum goruiladwvanunelafiasniiy aunie

Tamou ldanhagniiddand

amvang (Mail box / Inbox) Ao daamunuvasaues diefldive yewed

1 U =) ¥

1 4 o A d =] o @ iy
(User name) ofutinsnandniasegiudumedila fezlAsugaanunlagdaluil

')

Y Ay Ad & ay ¥ o &4 = ¥ A 4
Sramneiiduidusanuaiieffdanldin duludelans 19in3es Aennsoilag
Y A o 9 : - 1 ) ¥ A 23
Framnehiisamnandu i ludearinetiniolil aunsoSonvaminongla ileguaie
3 © ¥ - V1 gy ¥ = - Y oA
udnziheonnndeanuie niaszdinelinounld draviinelualiougeaminesiei
o y o [ ar ' 3
wuaanine B luniedld wasiludidunmzyanamniy
‘S = o - = g g
flogludumaditia (B-mail address) v3ofiogyasdeamnvynsdlidumodiin
o @ o 1 [V ol 1 o = ¢ a .
T¥dmsunenduniwesdiehegh vy dailsznouves Nogludwmeinia (E-mail

¥
=}

address) 1og 4 a7y Al
kobkarns @ yahoo .com

|T I
(I

1 2 3 4

=t

P T a 3q 3 ]
dui 1 fe FerlgFaundnvedld Sundn User name
H A . v ]

dudt 2 fla 1wTeanINY @ (At Sign) 81U UDN
1 e = . A - ra A o Qs ) -
A9 3 fip Domain Name ﬁ‘]umgmaqaumaimmmiﬂnmmsmmszi‘luﬂuwn o
o 'd

Sdaudidinines

daud 4 e dugadeidusiavendsuamvesasdns 1dun
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A B = ) 3 ¥
.com e Commercial HUEI UITNITHIUNGTAN

El ) ] =
.edu fo Education HUWH ADUFNHE

=] . . < g AN °
.org fig Organization HUWDY paanIf luaavdls
gov fio Government wuhs  wdwuigue
net fia Network HUWDT  HUIEIHUSMSIATeUw
th #o Thailand nuede  Usunelneg

o5 v . o d o
- m3vefieg (E-mail address) MBUIMB LA

@ = =Y =l 21 — ar | v
BagtuldTima WS msdudns lummondu ladigldfesainsvefiogily
v e ' d d R a .
Susunsn wu 151l dveq hotmaileom annsnd lamzibeuldh www.hotmail.com

b ¥
HiuaouN TS UV Al

i g o
1. 1911130 led www.hotmail.com
a o \ 1 e 3/ Y @
2. AN New account sign up ilzﬂﬁﬂg%ﬂﬂﬁﬂ‘iﬁ)ﬂ‘ljmal]ﬁﬂﬁllﬂ‘i

1 . v
3. ASENTBUAMNANNSE tazde F-mail #deans nimiuldsudeanas

U
H

[ as o a A
fanaseensvlAnann 1 agree
b 9 3 ' Y oa M oA 1
4. mivenlnagamuunthvediens laaadiodany1oms
~ A A - ' 9 ¥ A ' a oA
5 aAniadenUIMIUIMsWIauAams udndoualanga aanh
Continue
= A A A 4 [y ] o . [ 3/
6. asnivaraendafiseulafUIIITII AN Hotmail azddoyainli
UAIAAN Continue to e-mail
o ¢ . o et d ) = a iAo
uonon Bulad Hotmail uaddaiciy laan WS sduaninwmesInouny

aetlssmABnvaIura U

http:// www.sancok.com http:// www.chaiyo.com

http:// www.yahoo.com http:// www.thaimail.com
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= ad =
4.2.3 E- mail writing (M3@ousaninuddnnioiing)

- a d¢d i i A .
a5 lEnmnlusanineddnnsedndiluldmuideviwessoiidieu 4o

1 ¥ A 1 (=% Q'J o - = o
LANAISDE M T EH M SR euanneian T fusarinenedidnansefing Asmsldm

o

2 o LY 4 = -~ i‘_‘ w '
YUAU LAZAIBRINWY FITeHANHUS VIV UNUBININNT

= g5/ awa I < [ = s oo - '
dorlfiAaudEnfumsBousarinegsionald de msly

) .:3’ 9
RDH G AT T ATEY

oo

1 =1 = VoA as 3 P 3o 3 g) ar v ] .
Dear. . udvnitiumsaasefiqunsfuudronandoumnldfiuauidunuesnn mu Hi,
Helio

Yo Y Ay o owa 1 a wr - a o 1 <]
a5l neteiidoufiauRefumsdensminegsfenalyl uawinidly

]
" =l

= F [ [y c‘t 3 o 3/ = ﬂ Y v 1
ﬂﬁﬂﬂﬁﬂﬂﬂutﬂﬂﬂulm’l ‘BWL‘I]ﬂEJi!iJ'Ii‘b’ﬂ']ﬁ\"MWTIL UNUIBINIT 1¥U Best, Best regards,
Regard
¥ g - o A -] o A

mimu*\mmmwﬁmm LLI'EN"l]'lﬂ%ﬂﬂiﬂt’J'E]Lﬁﬂ‘V]'iﬂuﬂmﬂuﬂﬁﬁﬂﬁﬁLL“U“JJ
o A ow Ve = o =1 | o LYY
‘Ifl‘l«l‘VI‘VI‘Lliﬂ Gl,ull"lsiﬂimﬂi‘l]ﬂﬁ]‘uﬂ11Nﬂ3$ﬁﬂﬂﬂﬂ$kiﬁﬂﬂﬂ?1u§ﬂﬂ maﬂizmummyﬂum
¥ ¥ A v Y 9 6 w 1 = o o
ﬂ}ﬂﬂ']'lllﬂ'l‘iﬁl“b’ﬂ'l‘hlTLWBmuﬂ'}”IiJEﬂﬂ‘UE]ﬂ’J'HJﬁTﬂﬂJ HiﬂLuﬂ’ﬁ1ﬂlﬂHﬂi&ﬂu‘Hﬁﬂ1uilﬂ”ﬁiﬂﬂ
aunsoildvawds laun

1. msidasasrsneaoniy (*) Yenmuinly wu

1 will be at the *Marriott Hotel* the day of *10 August*

[} [l 4
Frdnazdstnd TsasunySeee Tuiufl x10 damaux il

2. maldsnwadafnilg dledennulafinnuiuihuseinidemsifify
Wdladhufirny diouamnsongTasmsiuidonuiideansnfudosnusdiiudlng
Wanua 15y

Pleasc send me your check in full amount by EXPRESS MAIL.

L - 2 ady =
ayandadmauimauna Wrsdidaufng

Please DO NOT enclose your check in the mail.

o
Tuspoeusiudaulusanue
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h a; é 4 )
m3l¥8nuIte (Acronyms) ihidndinilaesmsldniidiumnaionlums

' =g s ¢ @ N 3 ar & C) =
BEELE G RGN IR Elﬂ“kﬁﬂﬂ‘lfmﬂllsl"]iﬂu “U-!L‘ﬂuﬂ'igiﬂ‘lfuﬂﬂﬂﬁLﬂlﬂﬂ‘ﬂﬂ‘ﬁﬂ"lﬂ‘l;ﬁ

o
U

ASAP as soon as possiblc

ATB all the best

BTW by the way

CcU see you

FAQs frequently asked questions

HTH hope this helps

IMO in my opinion

TIA thanks in advance

X thanks

U you

WAN2 want to

W/ with

WKND weekend

XLNT excellent

2 DAY today

2 MORO tomorrow

¥
Example 1 Jiluuiiufindy (Memo) dar1u e-mail nmislumizoa

ot

nyy

E-MAIL: 8. Thongchai Jan B, 2006
TO: All staff

SUBIJECT: Meeting

MESSAGE:

company’s conference room.

Thank you for your cooperation.

09.40:41 pm

Please attend the meecting on Wednesday May 31, at 1.30 p.m. in the
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= gy

1y ] ]
Example 2 3Uu0nfufindy (Memo) @9 e-mail nelumiteau inuwdonnuite

azanlunisdanis wiedeuldniu13dw

Page 1 of |

From: “F.L. Owen, Production Manager” <owen@thaifood.nct>

To:*B.K. Smith, Buying Department” smith@mweb.co.th

Ce:

Send: September 20, 2006

Subject: Stronger boxes for fruit juice products

[ /] For your information i /] Please handle

As our fruit juice produets are in demand during the New Year.
We need stronger boxes for them in advance. Qur designer will give you
a drawing and description of a stronger box. If you have any questions

with the box, please contact Mrs. Jane White.
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Example 3 JUMULIANNISAOUA (inquiry) W1 e-mail T1dsnwuanvineu

Pagc 1 of |
Suchila Samon

From: “Suchila™ <suchila@thaifood.nct>

To:“Thongcehai”thongchai@mweb.co.th

Ce:*Nipon™ nipon@thaifood.net
Send: 6 January 2006

Subjecct: Inquiry

Dear Khun Thongchai,
Could you please quote the best price for retort pouch 10 Kg. Qty.
30,000 bags. We appreciate the good quality of your products.

We wait for your reply.

Best Regards,

Suchila

HINBINE)

=  ow o A ] w 1 Y
- retort pouch = Furdafusinusspilugs wu ddzse umaend




347

167

Example 4 J1U019AM18A0UNALIARINGTAUD W (inquiry) TTHINNUIBNU

Page | of 2
Suchila Samon

From: “Suchila” <suchila@thaifood.net>

To:“Thongchai”thongchai@mweb.co.th

Ce:*Nipon” nipon@thaifood.net

Send: 7 January 2006 9:49

Subject: High Price

Dear Khun Thongchai,
According to the price offer is high 5%. Could you please revise
competitive quotation for us. We shall be grateful if you will give this

matter immediately.

Thanks & Best Regards,

Suchila

-------- Original Message ——-—--
From: “Thongchai”thongchai@mweb.co.th
To: “Suchila” <suchila@thaifood.net>
Cc:*Nipon™ nipon@thaifood.net
Send: Salurday 7 January 2006 12 : 27

Subject: Re: inquiry

> Dear Khun Suchila,
> As requested, please see our special price for CLP retort pouch.
>
>Let me know il you need any further information.
>
>Regards,
>Thongchai
16/1/2549
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Page 2 of 2
-------- Original Message ----------
From: “Suchila” <suchila@thaifood.net>
To: “Thongchai”thongchai@mweb.co.th
Cc:“Nipon™ nipon(thaifood.net
Send: Friday 06 january 2006 3 : 21 PM

Subjeet: inquiry

> > Dear Khun Thongchai,

>> Could you please quote the best price for retort pouch 10 Kg. Qty.
>> 30,000 bags. We appreciate the good quality of your products.

>> We wait for your reply.

>> Best Regards,

>> Suchila

> --
> > International Virus Database is out-of—date.

> > Cheeked by AVG Free Edition.

>> Version: 7.1.362/ Virus Database: 267-Release Date: 5/ 12/2548

winnAnsuiiewiasz neud 4.2 ud) lilsaduwuilmlfiii aeud 4.2 nndedaseu

h.
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REVIEW OF SOME IMPORTANT GRAMMAR

it o w
mumuhennsaiidife)
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REVIEW OF SOME IMPORTANT GRAMMAR (ﬂnmu'hmﬂ‘miﬁ'ﬁﬁ \)
1. Agreement of subjects and verbs

2. Writing date

3. Writing time

4. Writing number

5. Tenses (Present simple tense, Past simple tense and Future simple tense)

6. Active-Passive Voices

1. Agreement of subjects and verbs (MIlWnIzlaenndaanuiszsiw)

¥
oo

s lEnsn i aasndossulsesuiingn aafl

A

» 9
1.1 85850 2 /1 Fouda8 and (1az) 130 both ... and (M9 ... uaz

...... ) W dnsoudlunwywad
Orange juice and canned pineapple are fruit products. (ﬁwﬁ’mmzﬁnﬂziﬂmzﬂm
Aandasiuainald)
Both orange juice and canned pineapple are fruit products, [ﬁaﬁy1ﬁ'MLLa$ﬁUﬂxiﬂ
nseilos Aeondndasina’ld
12 dnidisssndngudnnlsznoy Wdglndomudnnyiiognih
ﬂijuﬁﬂfu U
A _dozen of orange juice is needed. (ﬁ?}’mm‘il{ﬁm“lﬁﬂﬁﬂ)
Ten packs of pineapple juice are needed. (ﬁﬂ&ﬂﬁl%ﬁuﬂ&iﬂﬁm!ﬁﬂ)
1.3 ddmuiidlusesig Houdae or (M¥n), either ... or (30 ... ag1ala

) é 1 3 L= | 1 Wy
8819M119) neither ... nor.. (1 ... Ha@D9) notonly .... but also (laifes ... Wimiu

¥
@ = o

v = g g 3 = o o 1 T
e ... 8nAae) InlensmudnnuiegdadunIeniu
A price list or a calalogue is needed. (ADINTTWMTTIAN w?mmmmﬁaﬂ)
o 1
A price list or catalogucs are needed. (é’l’mmiswmiﬂm ﬁ?mmmmaanmaq)
=
Either catalogues or a price list is needed. (#B9N13TWAMTTINT HToUARMIADN
T 1 é
a1 lavd1anilg)
i
Neither a price list nor catalogues are needed. ('1u¢’1'aamsﬁaiwmiﬁm EL
a
LAARTEDN)
Not only the boss but also the employees are members of this club. (hirfes

3
i wgnieiiiumndnaTuasidae)
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c: 3 ] L] Qs 5 =)
1.4 ﬁmmmﬂuﬂqu L“fluﬂu“ WY family (A3DUAID) class (FUSoU) group
' A o ' o Y] - o ' ¥
(M), team (AMZNTINIMIINAY) committee (PUENTTNMI) DMINBRIINGUTATS

- o) « 1
nTeNiuNWIL 15U

Qur committee works very well. (ARIZASTUMIVBAUT M IITUANIN)
This team has a good leader. (ﬁuﬁ’ﬁéﬂﬁﬁ)

15 dbszmududmde i Widnsousiueawn someone (asaumil)
somebody (1ﬂiﬂu1’iﬁd) everyone (Y)NAIY) everybody (Y)NAY) anyone (Glﬂiﬁ"lﬁsf) anybody
(AsA1A) noone (lifilns) nobody (1i1A%) everything (NFA) nothing  (laiflezls)
each (1¥1D¥) every (WN9) neither (hivaares laitae dreilal)

Someone likes fresh fruit. (UAUBBUNAlNaR)

Somecbody likes canned fruit. (U19AUTRLHa linseile)
Everyone is here. (nﬂﬂuﬂéﬁﬁ)

Everybody js. here. (nﬂﬂuag'ﬁfi)

Everything is expensive now. (mmzf:nﬂ?}aﬂﬂmwa)

Each office is clean. (LlﬁiagﬁWﬁﬂﬂ'luﬁﬁﬂ']ﬂ)

Every product is good. mnqwﬁmﬁmw‘fﬁ)

Neither of the products js cheap. ("lliﬁwamﬁmcmﬂﬁﬂ’lqm

1.6 flszsuftudinelli IlFnTonilumyweil some (naau 11ads e

¥
¥ o

several (Ma19) all (Y1avuA) both (W48 VI9ABI) many (U10) cattle (39A218) people

u

= Vo ]
(Uiz91¥4) peoples (AUNAIGHA IWTHUTAN) 13U

Some are good product. (WAANMFLII0E1$A)
] Several toreign companies are in Thailand. (ﬂ?ﬁ%’lﬁhﬂﬂi&ﬂﬂ’ﬂﬁWﬂ?ﬁﬂEJQ:I(I‘H
Uszine Inu)
aoar \s‘\g [~}
All are good products. (HARNMNNIVUAA)
Many employees are women. (Qﬂ%ﬂ‘}’imﬂﬂmﬂuﬁﬁi‘ljﬂ)
Cattle are in the field. (FIANUoRHINY)

‘r
T

People are happy here. (@nudiliiianugy)
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° ley 1 o ' & .
L7 MUWATINGUAT the number of (NQuwTle) wnlsznaveganth Tl

= [ -4 o o oy a '
Asouilenwat] udf Al a number of (S1unwn) unlsznevagdianiii 1y
= o L3 1
asolugIny Wl
Y ' &
The number of offices is dirty. (dninaungunitnanilsn)
A number of offices are clean. (ﬁﬂmmﬂ"mmmﬂﬁzmﬂ)

1.8 Annyidluinoutu $1uud ae 92 nat szerme wasiidiuen

o ¥ o S A ﬂ ' P Ug 9 = "‘ﬂ P
udszneunmwnite Aeimluvulenily 1R ENSeuduennay Wy

F
Fifiy Baht is needed now. (FeamsSuimidunmnsi)
Ten years is a long time to work there. (FUThuriatlumsfiiarudiviu

Five miles is along way for walking. (ﬁ’ﬂuﬁﬁ]u‘szﬂwNllﬂaf"rw%”mmﬁu)

o Ao | -l ay Ed 3 Y o
1.9 MMuUTunumMuUanTIu HSBA’GTEJ’JM'Iﬂﬁ%ﬂﬂTJWH]N]U‘Hu llﬂuﬂ All of

I [

& ! & & = o d
(NIYUAYDI) part of (AIUYBY) half of (ATaMHEY) I ldnTormudunuRioguds of

o S g ¢ dq¥ A TN b ddq ¥ A
Mdmiuthiennad AldnTonifuenwed wadrdnnniudunwgwaiilFnsoniy

o 1
NWHWIU 1T
. oo P a o
One third of our fruit products are fruit juice. (widumuvesnanfusina e un

¥
Aovima 't
S & &

All of this sugar is old. (WIPATAHUAUINT)

. 1 é o L]
Part of the pineapples are not good. (daunilavasduvzsalaf)

4 4

Half of the oranges are green. (mwuwmr’f'nﬁ‘luﬁﬁm)

v 1 ¥
1.10 Sdmmidhulsesuansil euddine luil IS oeus i

#17

1 ﬁag'ﬂﬁ'nwﬁw as well as (‘W%J'e'mﬁﬂ) accompanied by (c?iﬂmm”aﬂ) with (A1 W%’E]ilﬁ”.lﬂ)
'y
together with (ﬁ"mﬁuﬁu) besides (UBNVIN) including (5IUN9) 1Y

The fruit juice, as well as the canned pineapple is our product. (hma 'l

duilzsansziles Aendadmatvaast)
The manager, accompany by his sccretary has left for a meeting. ﬁiﬁﬂmﬁ aAna

moaviyms sz
The managers, together with their secretaries are coming, (A¥AnsvateAUNToudw

IRYIYMITYDININAINIAIN)
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L1t Aninned 1 lugdwynariiaue 1A clothes (A7) shorts (1414
‘111ﬁaju) trousers (A1940391813) shoes (‘i‘ElGL‘ﬁ‘I) glasses (LL'J"L!GI']) suds (ﬂmﬁyj) scissors
(ﬂ'ﬁulﬂ‘i) pliers (M) fireworks (ﬂﬂﬂ'lﬁum Wa) goods (ﬁuﬁ’w) 13
Qur goods are high quality. (ﬁuﬁwmmﬁﬂmqua)

The manager’s clothes are clean. (lﬁﬂﬁW»‘lﬁ%ﬂﬂﬁﬁ:ﬁmﬂ)

The employee’s shoes are black. (snaiwasgnitafiudé
112 Smmneilphiungwod wil¥nSorduonne! 18un news (1)
billiards (UaifioA) mathematics (AMAMARAT) 19U
The news is goods. (ﬂin‘lfua)
Billiards is a game. (DauBomiuini)

Mathematics is difficult (5W1ﬂﬁﬂﬁ1ﬁﬂ§ﬂ1ﬂ)

2. Writing date (M3@awuiun)
Tums@owiui $itlammds 1Wl%de -st, -nd, +d, th 3y
August 1, 2006 Taiaf August 1" 2006
Tumsi@susannefidumaems wiemsSameRduRtns1ddou
wou 1 18y lildde wu

August 1, 2006 il 8/1/06

3. Writing time (P3lEUNI01)
F=1 = 9} as as \ - -
mamunauuiumanisisyl¥d1avdu AM. (Mouies) wie
P.M. (HA39189) 1%U 10 P.M, UNY ten o’clock

Tidiouduay vazAanludu 11 nine o’clock 141% 9 o’clock

4. Writing numbers (M3VEUIIUIN)
Snuidesdoudiuddnus Tlunsdidelald
41 $wiudindt 10 @
There are five workers in the office. (ﬁﬂmmﬁmu‘luﬁﬂﬂﬂmfu)
42 smmnfunsiedaaud dusianagud ©o) uly wu

-
There are five hundred workers in the factory. (lauan¥auauluTsesiniy
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a u‘: 53 Y [
4.3 SrwmaiviududseTon wu
Thirty percent of the profits will be reinvested in the busincss. (muﬁmﬂai%‘uﬁ
vaat Isazgminduunamulugsiniu)
Ay ¥ o (Y [
4.4 Wodams Ianunuiedau luduau @
| have twenty 10-Baht stamps. @uiluamudaieaz 10 vm 20 A749)
‘ﬁl 2 = LX) = L} -~ Y ]
4.5 WeAssns@suyenoiy widaull luvendounaziu wu
The manager is forty-five, (é’ﬁ"ﬁmsmqﬁﬁuﬁﬂ)
4.6 WodeamvendAui

The twenty-third GG 23)

Snufidasdousonudiuduay Tlunsddelli
1) uNLazHI@YRDIND 1Y
14 Street (DUUHUGEY 14)
Room 123 (Woanuuay 123)
2) visnea Insfwy 1w 0-3261 1130
3) HINUIAY UM WU UAzUTINe YeeMade 15y
Lesson 2, page 16, line 5 (“U‘vlﬁ 2%t 16 Uiiﬁ'ﬂ‘ﬁ’ 5)
4) duavvenyanaivuunznlefdud 1wy
6.4 metres (6.4 LUAT)
96.8 percent (96.8 l.ﬂﬂidl.“fmﬁ')
5) venengiiudl Weu Ju 1wy

The manager is 45 years, 5 months and 4 days old. (#jﬁﬂmimq 45 1 5 1pou

4 )
¥ o nﬂ/’ o v Add e 1
6) M mviwiImnAatuAvee 1T
5-storey building %io five- storcy building (91A17 5 HU)
90-page book w30 ninety-page book (irlsdarin 90 ‘Vi‘fﬁ)
1 3 = =} v
HUEUNG storey nlah Fuveddnrieoms aznald 2 uu

storey AZAALUUDING Y

story ATAAULVOMTOU
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5. Tenses (N1A)
- a Hq W - = ¥
Tenses (M@) Avglvasnimuaaia uazgnlsvaslunms@susamnegsny 1dun
. s L4 A as qy
5.1 Present simple tense Mupnmansailudeulunar Al
= o = T
1) vendungmIsimilues
My factory is in Prachuabkirikhan. (I339mvesinegluilseon@siut)
A 1 = gl e 3 o a I T [}
2) ilenanduvgmisindaiuiiulsedasivaue wiadlufaiidy wu
I go to work at seven o’clock every morning. @ ldiamne 7.00u.
W)
] ] 3 ¥
3) denandamanszdiluilogiiulaeiagli sawsiansnseinluvaiy
Y [
A8 191
She works in Thai Fruit Company. (159%11974 Nu5HN h‘lﬂﬂ‘gﬂ)
= =y V=2 1 o N g =
4) ventanuaa anuidnlurasnmiligliu nSedoimsvenda
] ] ¥
Unsunaou1adauedtsluvaziu wu
I am very busy now. (ﬁuﬁmurjamnmmxﬁ)
| v = ¢ ar 4 =
5) ienantaimsinssimisde mmouai azas uarmsussIERm
1 14 2
WEN13a19e Addunatu luvmzrin wu
Harry Potter is the best scller book of the year. (1185 nemwesd Whumisde

nvwAngavest)

Y oar
o unn
= Aﬂ’. . 9 o t ld' = Y [ ﬂy
n561M191U Present simple tense 1¥nTerdeeit 1 laofingn Fail
d a [ : a
(1) flszsuveatlsy loaduenwndl niowesi 1 deafiy -s sndu
Uszsmndy 1 uaz You
L4 n’: = ] ~
) dszsmvoalsz TomTunwygwad 39003 1 uaz You nSenvesh 1
Tidoudin -s
. 3 o A o o
5.2 Past simple tense lduanmgmsal ludeuluna @il
A | = ¢ M A A s 3 1 g Y
1) Wenanaungmsal viedsnssulagifedunazsvaseieauyseiuds
= 3 © QA 4 4 o
Tuohn 19nTIo1vvziifnieriinuel (adverb) smnodefiumsszyaidanu wie

MUY 13U

o @ A 4 a/ 4 ay
| wrote two order letters yosterday. (Rt@isunanuisdsdumgesntmienuil)
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] = ¢ A a aa 4 ! £
2) dienainangmsal vsensnssunfevulussnm lanamileluy
ofa  uathgiuldidiwas Teaoldnson used to (1AB) 19U

She used to work in a fruil factory many years ago. (ommevinaulu Tseau

4
wa'lfuranila wawilmda)

dodanm
5010141 Past simple tense Ao 19nTeordesil 2 Mumnilszswvaslsslon
Arnonna) Al910 Past simple tense 1AUA yesterday (110711) last (Muda)

v 3y 1 v '
ago (HIUHILAT DMUUET) 1Y

last week (ﬁﬂﬂ]ﬁﬁui‘f’s) ten days ago (ﬁﬁuﬁué’a)

last month (1AeuURLE) two weeks ago (deaduanifiuda)
last year (ﬂﬁuﬁ’l) four months ago (ﬁtﬁauﬁuﬁ"s)
last Friday (Tuenifiuda) five years ago (H1il#iu&a)

. ¥
5.3 Future simple tense 1Fuanmanisal Tu@oulvm #ail
p 1KY ot o A) ]
T3fumgnisaineztatuluouing wu

You will receive the goods next week. (ﬂm%zqagilﬁuﬁiﬁ'ﬂﬂWﬁHﬂ1)

voduna
ﬂ?ﬂﬁlﬁiﬂu Future simple tense An 195190 will /shall (92) 1alAnih
nTounluilszlon (will /shall + verb 1 )
shall 19futlses1y 1 way we daudsesudun 19 win w
We shall have a meeting tomorrow. (l.ﬂﬂzﬁm’iﬂ‘izblgileﬂﬁy)
He will go (0 meet his customer next Monday. (wnz'lﬂwuqné’fﬁua‘i’uﬁwﬁn
fwonnmild 14un tomorrow (34l next (a1l @ty i
next Tuesday (udamsuiin)
next week (ﬁ'ﬂmﬁﬁﬂ‘l)
nexl month (Lﬁﬂuwﬁi)

next year (Tnth)
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6. Active-Passive Voices

. . =< A 3/ & | = g ' @
Active Voice wuneds vszlonilszrmdfudnszimiouanansonind oo

Y
He sees me.
lsgsm A He dludnazsinien sees
N33 Ao me
That boy kicked a ball.
szH Ao That boy Hugnsziinion kicked
N3su fe a ball
Passive Voice mnuda sz loafitlszsmuiiudpanseih vieldiunsnssien
NIeT 19

I am seen by him.
Uszru An 1 fhudgnnsei
nSe1  fie am seen = gAdiu
nssu fin him uailudnssih

by = lae

A ball was kicked by that boy.
Uszn Ao A ball Hufsiignnaziin
N3 AB was kicked = gAY
nssu  fie that boy ualudnazih

by = lat

o 8 - FoSN 1 [] =y 4

1l5zTon Passive sinoziihunldlums@owndisnmsd i wu Ieans

& a & g @ a " A 9

RATINNITN NIDNTUTHIT FBUMITUMRWIEZNIZIIUMIHAR UTBNMTNANDY o 1A

. | 5 g ‘ﬂ |1| 1 =2 o '
FINTUHHIDVBVOU W UNADHUSLUUNA Y Iﬂﬂ HATNITNRNTENT L¥U

Mixed vegetable juice is made from carrots, tomatoes, celery and pineapples.

Red grape juice is made from red grapes.
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nanmadaeuilszlan Active voice lﬂ‘uﬂ‘iﬂﬂﬂ Passive voice

1. wnlszsuludlsz loa Active Thflunssulurse Tun Passive Taodl by 1hwneh

2. wnssululseTon Active wuihudsssululszlon Passive

3. nsouiluiszlon Active Wasudlunienses 3 TuilssTon Passive Taodl
Verb to be Lﬂﬂﬂ?ﬂﬁ)"’m]'ld"l?j‘lf‘iﬂlﬂ?ﬂﬁi’ﬂﬂ 3 (Verb to be + Verb 3)

4. Verb ta be Mgld dosthifafegvoanondvoniszion Active $1nden

piluilszlen Active 1ilunSonmag 1 Verb to be nasudunSonaes 1

YpFANN
1. 1lszTon Active RaznlAuvudiutlse Ton Passive 1iiu doaflnlse Tonfitnssu
2. gﬂﬂlm Verb to be ﬁcl‘]s!’ Ao is, am, are, was, were, be, been, heing
3. dsermluilse Ton Active uunarii people, someone, somebody, no

one, nobody, anyone, anybody, dionldeuiluilszlon Passive ludwald wu

Active Passive
Someone drew this picturc, This picture was drawn.
She wrote a letter, A letter was written by her.
We are playing football. Football is being played by us.
[ have finished my work. My work has been finished by me.
Malee will sing a song tonight. A song will be sung by Malece tonight.
Somsri can speak French. French can be spoken by Somsri.
We must finish our work today. Our work must be finished by us today.
Hc gave me a book. A book was given to me by him. EL)

(I was given a book by him.)
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UITMIYNTU

@

Fndand ymAnuud uas Seimd duiusaulnnd 2s46) nevAumesiiovueFn
AFUNHUNTUAT TIDNYS

uQua. (2547) Mg ludnineu (Office English) NUNNUMIUAT FUUN BTN

17905 9919315590 (2540) Business Letters and Memos NTUNANYIUAT J39IRUATIUANA

81090 91019A (2545) Business Correspondence NIIUNHUNIUAT 1ﬂﬂtﬂ§mﬂ1§ﬁnﬁ

?iw»ﬂﬁ fEAYONT (2548) Business Correspondence Made Easy NTUNNUHIUNG
TomouaIng

755 wina (2545) Bwatland Ourlook Express Snmadu Tsamun

a3 o
19%. 1ou. 31
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Ay 3 =)

=3 = oy
suidniRdeaednsou

A 4 o A a8 e o a ar 3/ +
1994 ﬂTﬁﬁlﬂ'ﬂﬂ]H'lﬂﬂﬁ]Hq‘iﬂ‘i) ﬁ]‘ﬂ‘i“‘l"luﬂﬂ]uﬂi'ﬂ‘"Nﬂ“luﬂsgﬂaﬂ

= o

(7 [ = d
andalszounsvus

1:19:50 B sufl 26 Novem

ber 2006 r2m J11:20:19

& suusiTRuaeTnseaufiuan SRR vgaling 950
Gtk CA 4 g;n:nannmhnnfﬂmzfmﬂﬁmklxmﬁquf‘miaﬂ'ii
ek | o sanlwelaslinmeadyivdui
UNIT 1 A BUSINESS LETTER M
bl - 1. Bhuetas pe BB cPO 41 Penmum Bkl
URIE 2 AN INQLIRY 2 % pAW liblourit 64 moganyes
UNIT 3 AN ORDER LETTER ¥ 1 fiebasdwlsan e e 16¢
5 Hasutndowda sourd sard 4te 18 bre Hiekil
UKIT 4 A MEMDRANDUM AND Ak E-MAIL Exit . . .
e e edeiie e 8 magabyras
7 Wssuu T windows 05, 98, ME ¥30 3P

9 fidTws et e
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s Wi ve afonrd (orenr) mrekgaT w8 Rurr i wunie

Touhan) Saiudac e Tl shscrian

Termrsda

€

e

Hnnwalfnrtadald rsdinaror s (Curaer)

& orfimafirfosn fupigaasttarafut mefn il Raruif
e B Ml e vilueaa s 5 ibomduen e mdhnafies{
g S M g e daneh o ellan i {acaive arma)

e o mforuettiry i wabuosnnfiorafi e thig o A8
wreata i Bus Ao s Ut indedn &l naust sy

| achalsoduntls
o 25 BakeyarionlioAnaan i i matuen g il

ki na Sl nid s e Bam e momsomaiy rides

T T TP
& wedmfindeadheug e Au sy Sdafout
snafimdfogirh faduach dumarh shamdas e foadest

o) Buomdndt Suddmeh e harbrnndls (acive’ ares)

. cilstator afendhweinasanfiuado o Dap Bt
wae sl Dnai s S dAn Aoty s suenud
aurnlsainmis .

. 1ﬂmi\.ﬂills’vmnfm\‘vhnm.ﬁﬁﬁnﬁ{ﬁnm’lurﬁﬂwmlﬂmlalﬁ

m1|h|ouuﬂmjﬁﬂﬂ‘lﬁdmﬁnh‘iﬂau&nmvﬂnnﬁ&nnmlmdnnﬁm

* n3nf '"Back” pivhila meau
* alnf "Nese dudannchdnnly

{30 A Business Lietier
K0 Paxts of & busiivess Lottt

112 Farna of Linsiers leblers

12 Endnen Lty Writmg
L2 CHarnireistice of Busines buighags

1.2 Strategles bar effective bogoress Iofbrns

101 Packs of & husiess Iebes

thaawifia 6 sufrufk
T ot AW 2
U B OTO Y SR RS Y 1 TR

111 Farts of = Dusness lefier
| MNA s semvuer MAATATEA AT CIMNL S TR AL IR e IVEN Wardn B

selumn 5

-

e a thy carvect aalimtation «f b Emsness borter 7
3. Match the sexced anbucation for 2ol of the dollamisgs
5 Rl o each Ebod with (e corseed pars ot 4 b Ity

4 Werme (e et Bwets of Our Busieos b

A wfunfmiig
wateF UJGAT 16
oo il

agrdmd

1, A e .
Iﬂ‘ixll]b(]]ﬁsil\".lidh RAF Y B M T WNIRT) T
ovrwee wilteadiasio iy

e

KU et
A
wewsannd Al e enangined

[T T T Y F—

full feu T Aducamin
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e
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Yuf 22 January 2008 (3 9:38:37

Merohmusfieaddiia.

Tnzuunan =0 Azsun
&

fign =0 AT

Wi wuads

b uLuRrORe 7 e s e
HEETIETY

e i e
EERTRE ARt {1 e

* adnh “Rack” nawldiv menn @n
* nnf “Next" finunaaoubaniy

Sull 22 Junumry 2008 r3as B:31:08

1. khs Aanc White Z.Wxson Company Limiied

! € A Dear 3,
"l e b oo sire.

H = <. bear Mim. irme.
i T 4. pear Miv vimia,

O o orm B,

O b, Dear Bira.

€T Bear Exxon Cxmpany Limited.
€ d, Gontleman,

Kull 27 lansncy 7B0A 13a) §:

3. Poor Jumen T, Halty 4. Mr.Somsak Veangham

i| € a Daar Magam.
< b.osar e

77 o, Daat M, Wangkain:
AT B Dea Wirs:
‘: 8. Daar K. Bomenk:

| e paar o Haas.

Daclar Jamaa, Fxlt Tews T 4 Dam Wangknm:

X Mins Tine Brown &, Protasaar Emma Joyce

€T a.Donr Mise Brewn: €™ ». Dear Emm
€ b. Dear Mise Tina: 1™ b. Deer Joy
€ ¢ Duar Tina: LT &. Denr Prolessor Joyoe:

< A Dewr Brown: 7 4 Caar Professor Emma:
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1 o

B x TRRsHuUYIN =2 A
1

M s vi'u:]n -z ﬂiﬂ

H = whdin =5n%s

™2 Dear Mr. 5. ¥ounp,
" 4. Donr 1. Yaune.

= ABn nEunllla mena By

* allafi "Wext” drinusmsaouine¥o

. Bunr Firw,
b Dowr Mersrs Jadh

el Moqrs;

crees Whes, ity Brrwn
wnd. Mr. Gaarga While
Daatar John Velisen

wed, Prafaseor Annette Blaok

4. Bngl Compeny LUmisd

The Suive Manager

Mivs Mary Jones

Mr. Preechar Rakdhei

Mre. Wipar Soolkfsl

A0, Mr Jahn Smiih and Mr.Jamas Moore

1 w;mr UtIsE 0 B ol Hetes S s T emae,
Pl w?rw.m(a%vu MMﬁ'

o s M, Browse
& Dowe M. Rakibai-
. aar D2 ¥hiann,
1. Dosy Gir

. Daar Me \abitz

W Baar s, Sovkjst

i Qe Prolasnar Bibce,

B BHan danes

1,

QUREEE Y

gn 0w LA

wida wowdy

[ ExitTest

* nAnK Bk pHuILTa menu du
= kol "Newt  fuuimedouSandn

daie line
. bedy
vl

anzntien fine

3 AT LR R
r Ay

HREEE

campimasiery 21953 degs e Thnrndstian = 0 St
faga =0 ady

fiin ERERL 70

ot firw

anelosuraisl

fadtarimash

sigratuie

aubject Hon

iefargnae line

nRuldEa menu i
* miit "NEJ(f' lilllllllﬂilmnl’lllli\l
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Eresr b e Brde il
w1l by

x
il
ot L Mmoo mlin

ar s NafleF e Ol dene 1o
S nedbius o ligndo s

ANFRE MART COMPANY
1 Le=tt Blrecl, Frahoen
hevria 3124

AVSTEALIA
LGk 20, 2005
. THAL FRUIT COMPANT
% uknuamvs T, Prchanieg

“Hauttena, Bangkek 10250

Theland

1. BUPER MART CTMPANY
21 heil Slrewd, Prehran
Viciorin 3184
AUSTRALA

T - .
L e S

2. October 20, 2005

. .
witiodnoin vl

5. THAI FRUIT COMPANY
88 Gukhumvit 73, Prakhanhong
Wattans, Bangkok 10250
Thailand

dwididnsuh »

4. Atrention: Seles Msnager

Tmed = .
ruilfmIandy v

5 Gantleman,

P R
dmddfmIuns ¢

§.Thank you for your letter of Septembor 10
with yaur price llat. Pleses aupply us 300
dozana of cannsd frult ssild on cradit term.
Prompt delivery will bs obliged.

Amidadodani »
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T. Yours truty,

duitiddnton v

Q. Charfas Russal
(Mr.) Chueries Ruaesl
Managasr

Anuilidodmnin v

gusl 2007 1sm 9:0:27

8 CR/SW

wriladmioni 1

0. oo: 3k Bash Hope

FudaaTunh

< Minsiawnia =0 st
rhga wonds
dhan ek

? ot 114

* wAnd "Back’ nAutie meny B
= nanf Hext fmuumeadaudneds

1.1,2 Forms of business letters

s 3w ey
e s i desn Baronz
Taubifr s meinzsuy T fiowes

1.1.2 Forms of busines kttors

1 Lack at the rorract forma of the bodnem letters and mark(x) the answer

b wed.

2. Mutzh she cervert iLami with the lter felding.

3. Read thds hnguess Iotter and chease the corraes smvebupe addrass for it,

P —

Ay in Bl

U anifigtie B4 e Sannasentioo 2

4 Yitaar | i
msete el Al

R . e

A S e i o] oy

G. upnastrre o auinaf 6 £

& Jongu

Esiun B0 S IRAned e et
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Exit Test

€ a.1he official style
€ 1. the block styte
<-r-rr:.ll'ie samisblock style
T & the tull black style

£ u.the official style
¢ b.lhe block siyle
€ c.the semi-block siyle
T d. the full block shyls

Exit Test

€7 o.tha official atyls
€« b.the block style
O ¢.the samibiock atyle
@ d.the tull block siyle

I 5utl 19 August

2007 waar 9:05:57

" a.the officinl alyta
€7 b.the block style
77 c.the sami-block atyle
& d.tho fult block siyle

* AdDA “NexT hauunaADUSHR% 3

* An® "Back nSuniia menw sy

[

SRS R an A AT

sz -1 AT

vign CR RN
T -3 i%s

R1RLY (TENE IR,

v ST 0 Bt

Exi1 Test

o e the sccordion fold
L7 b.ths standard faka
47 ¢ tha baranial foid

" d.ths singia fold
€I o, the double fold

gust P07 sams 5:07:30

a. tha
b.the siandard lold
©. the haronial Told

accordlen leld

d.the single fold

133414

&. tha daubla fald




368

Exit Test

GELER!

& ths accerdien fsld
" b.the standar¢ fold

e the burenis feld

d_tha singls fold

e. the double fold

5. the

accordlon fold
b.the sinnderd fold
£ W baronisl fold

d.the singls foid
e tha daubls fold

SREEE

o

o b.ihe standard lold
T  c.the baronisi fold
€« d.ihe wingle foid
o«

s, ths double fold

#.the accordion fokd

E ST ST 0F, s )

e Bn

Tanzummein =0 Az

R

hgn =on¥
hila =Rk

w

Exdt Test

n3ntl “Back nXuliia menu oy
ninf “Nexr shrusansusnata

P

FAAG I
S e

sl

NV RET S

+

wiadula
ki i
o

S

o

[

Asserpiy B EnTon

i Bannnrdacdne sasnnfgndang

3}

el Slog 188 eranslinedy

SUPER MART COMPANY
21 izeft Straet, Prahran
Victoria 3181
AUSTRALIA

25 Mey 2008

Esdt Teat
et

THA! FRUIT COMPANY
88 Sukhumvi 73, Prakhanhang

Exit Test

TLLPRUITE UM ANy
& Sukhumuid 73, Prakhanhung
Wanana, Basgkok 10250
maram

STEE AART ALY
21 [rep, Prawan
Victorse 3181

AusmaLLe

BUPER At GoMEAWT
21 lzen, Framan

Victoria 3160

s
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IUPER MART COMPANY

21 txe, Frskom

Verkaria 3141

AL Y Cusamy THAT TR Coro e

28 Eakhumvit 73, PrakRaalk ong &2 Rukhuemee 24, Prabhunh mg

Vamana. Bangkok 2% Watluna, Rangkae 1150

Afemton  Sale: Manager

SUPER JOART U ANy
21 Irent, Prahran

8 Sukhumwe 73, Prathanneng

Wttana, Panghok 10250

|

|

| A T CoMParey
H

' e

Agwa Vst RUL R SUE 12,1 Charecteristies of business language

venaudan 3 wultudds

TdncnmuTse =1 RIS T dow - Py
. % W Fr i e sus s Rt
'ﬂ"lgﬂ -1 fah
- -
viein =0a%

Exit Teet %
: i‘ sumowf 1r2

* aBal “Hack™ nkuhiBa menu 18
® nAnk "Next' i uunma s odnade
2

(" 1.2.1 Charncicrlstics of badness Ianguayc
1. Find the carrvct meanings lrem colwros B ta match with the given worl

in velorem A

2. Chosse the approptiste Makburients for writing » husimess istter.

S
s

IR

s
i sl 8 & oo o1 DB o e
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nouedd
. wemizh, idagen
v

Although
Rubsbitute

Aarsan

LY

a3

[
hod, Wlih i by

N

+

i

. depide
h sl

i eunmiber

i e

* néinil "Back" nAuldi+ menu »
wunasevinaly

* nank "Next

asuwam st ufiEl

sy

TERTUWUTIN = 0 AT
+1gn =0 A%
HiEa

3
w0 AT

AsrrriuuelmlEEe .

oUFnEG 20 et ns Foreoufmn S 2 Falan
ks
dratrioisafud i o et s

Wi

o

a2z

1wl yzu be geed enzugh ted Fliasy) sond mea deabls of your
twit jsdce which are baing sdvenised on TV, Chmunel £ %-.

1. (WFH you hie good wnough e Pleage) wand me details of yous
truil Juicw which urs beinu advertived on TV, Chaunel 2 7+,
2, Thank you very much for your arder which we reoshved

(vegbendzys date | yevtendav)
3.1 am snclosing o catatogue and pries disl (ot | fos he psipose ot
the canped frult you salg you wers intarssted In. :
. gludn abe plesdie  E am plodied) Ba (BBodHce skt hiaw Produsl.
5. We ta interssted in your (imived il juics - wisked 10 et fodt firise)
ewhibitad at the OTOP Fain

8. Oae dolar cquaie 3t Baht faf the present timz © nowp.

Fxit Test |

7. (| have: Thank you foi} vour letter af May 18,

12, Wi lock Tormard 18 tecelving yaur ordor (a1 &n eurly s#ote ! sounj.
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RELTABILITY ANALYSIS - SCALE (ALPHA)

Item-total Statistics

Scale Scale  Corrected
Mean Variance Item- Alpha
if Item if Item Total if Ttem
Deleted Deleted Correlation Deleted
Al 73.6000 24.6621 2933 8482
Bl 73.5000 24.4655 3638 8449
B2 73.7333 23.3057 4986 .8389
B3 73.6333 24.1713 4824 .8403
B4 73.6000 24.2483 4447 .B416
BS 73.7333 23,9264 4428 .8415
B6 73.5667 21,7713 6374 .B309
B7 73.4667 24.0506 3827 8445
B8 73.5000 25.7069 .1092 85652
BS 74.2667 23.6506 4710 .B402
B10 73.6667 24.5747 4096 8431
Bi1 74.4667 23.2230 4793 .8400
B12 74.0667 21.8575 6367 8310
B13 74.0667 23.4437 4731 .8402
C1 73.3667 22.3782 6275 8319
c2 74.0333 24.8609 4427 .8428
C3 74.0000 24.8276 5217 8414
C4 74.0000 25.2414 .3824 8449
C5 73.9333 25.4437 2978 .8470

Reliability Coefficients
Nof Cases = 30.0 N of Items = 19

Alpha = .8488
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RELIABILITY ANALYSIS - SCALE (ALPHA)

Item-total Statistics

Scale Scale Corrected

Mean Variance Item- Alpha

if Item if Item Total if Item

Deleted Deleted Correlation Deleted

Al 140.7667 45.4264 .3368 .9032
A2 141.0667 44,7540 .5608 .8993
A3 141.1333 45.7057 .3681 .9022
A4 140.9000 43.8172 4381 5024
AL 141.1333 45.0161 .3500 .8035
Ab 141.3000 43.7345 .5878 .8985
A7 141.0000 44.6897 4922 .S003
AB 141.1000 45.5414 3613 9025
A9 141.1667 45.9368 .3699 9021
Bl 141.3000 44 1483 .7985 .8566
B2 141.1667 45.0402 5534 8996
B3 141.2333 45.6333 4399 9012
B4 141.2333 45,9782 5506 9006
BS 141.1333 46.3954 3303 9026
B6 141.2333 46,1161 5087 9010
B7 141.3000 45.3207 4153 9016
B8 141.2667 43,6506 .7753 .8960
B9 141.3333 447816 4768 9006
C1 141.2667 44.6851 .7743 .8975
C2 141.0000 47.2414 .1059 9058
C3 140.9333 47.0989 .1106 9063
C4 141.0000 47.2414 .1059 .9058
C5 141.2667 46.1333 4126 9017
cé 141.2000 46.0966 4002 9018
Cc7 141.2000 44,9241 .6788 .8985
c8 141.1000 47.0586 2338 .9036
C9 141,3000 44,7690 .5128 .89000
D1 141.1667 44,5575 6537 .8982
D2 140.7667 44,8747 4215 9017
D3 141.2333 45,8402 3971 9018
D4 141.0667 45,9954 4466 9013
D5 141.1667 44,6264 .6393 .8984
Dé 140.8667 44 8092 .3967 9023
D7 141.2000 47.7517 .0187 9062
D8 141.2333 45,7713 6121 9000
D& 141.1000 44,5069 5378 8995

RELTABILITY ANALYSIS - SCALE (ALPHA)
Reliability Coefficients
N of Cases = 30.0 N of Items = 36

Alpha = .9038
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x*axxx Method 1 (space saver) will be used for this analysis **¥*xx
RELTABILITY ANALYSIS - SCALE (ALPHA)
Item-total Statistics

Scale Scale  Corrected

Mean Variance Item- Alpha

if Item if Item Total if Item

Deleted Deleted Correlation Deleted
R1 35.8000 4.0966 4013 .B403
R2 35.8333 4.1437 4719 8326
R3 35.6667 4.1609 3549 .8447
R4 35.7000 3.8034 7352 .8092
RG 35.7000 3.8034 7352 .8092
Ré 35.7000 4.4241 4759 .8359
R7 35.6667 4,2989 4370 .8356
RS 35,8333 3.5920 .7005 .8093
R9 35.9000 3.8172 4401 .8428
R10 35.8000 3.6138 7750 8022

Reliability Coefficients
Nof Cases =  30.0 N of Items = 10

Alpha = .8415
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