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1. apologize/-ise Fnn3eniiazdl preposition ‘for’ AUNALaLeLaNeINTAY
vaniuelnwidodelaluiacesls
N We apologize for the damaged goods and the delayed delivery.
Hn We apologize the damaged goods and the delayed delivery.
wpuzipeniudnaldiuAL 7l preposition ‘to’ Al
We apologize to you for the damaged goods.
uilunnslinmndingugsialidenld to + Au wezlddndudaswen nwn
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2. appreciate Ailfludnien wadnldmuialaeldindeuduiaudni Aa
Verb to be Ut
an We would appreciate an early reply.

Hp We would be appreciate an early reply.
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3. attend AnFenilunendenougsiaildten s ag 2 mume A 1) fo be
present at an event WAz 2) to take care of something %ﬂum’mwmﬂu*’;‘ﬂﬂ%ﬁu preposition
uriazldnssumuas TuAmuvineiaasdiad preposttion o' tmthngsu 3winig [duaude

ANUVLNEN 1 an Please attend the meeting on English curriculum
development.
im  Please attend to the meeting on English curriculum

development.

ANUALNEN 2 N Please attend to the matter immediately.

Q
U4
Hp Please attend the matter immediately.
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4. depart - leave ANTENVNADIULAMUMNEUTAUNL WANT M uilaununiAen
A depart’ TN AUAIMUANNSTUNTENTIAUNIG d7U leave’ MlAn31anIn anaulSeuiien
Y o :: ¥ oas AQV
msldAsandlugihlezlan Tasail
depart (from) . . . o
UBNAUNN
leave . . .
depart for . . .

vanyaunelanemig
leave for . . .

iy Amuduauaseginasld depart” iileuansiunne Feazil preposition *from’
= ey v K4 v |4 9
naalufila umonld leave’ lusadla ‘from’

QN  Flight G614 departs (from) Bangkok at 08.25.

an | plan to leave Bangkok on Sunday afternoon.

Hp plan to leave from Bangkok on Sunday afternoon.

o v v o . kA4 QAQ‘I a | 1 as

ABDEINLIUY ﬂ"]‘ﬂ‘]l leave from m@f«v:‘l‘ﬂummmLmumuﬂuﬂ@u LazsuUmnvilNg
azpananilanuiiandau q fu

I usually leave the faculty at 4.30.

We will meet at the faculty at 6.00 and leave from the faculty at 7.00.

5. discount AuNUTAe Y 2 wy e m@memmmm:qLﬂ@%L%uﬁﬁammmﬁ
Hnaviin viednandadnt wntihweneagdramdsiniusiod preposition ‘of agias
on We con gquote you a discount of 15% for the first order over 20 typewriters.
an We can guote you a 15% discount for the first order over 20 typewriters.
HA  We can quote you a discount 15% for the first order over 20 typewriters,
e Tl e ))

6. discuss Ansentf ldinldavesuin eradumwenzavswalasmsulansesin
vy BnwwiFaifieniu’ 39149 discuss about” Tenenfigniiavziaslill prepo-
sition ‘about’ wAazldiFasnTalissiAunezvsanuilunssuraIAINsENlLas
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an | would like to see you to discuss the possibility of increasing the tfrade.
B

A | would like to see you fo discuss about the possibility of increasing the trade.
:: dy k% ar s Y o = A v v v

muij"lmmqﬂum%uauﬂumﬂqjmﬂim ‘talk’ TRTARIL preposition ‘about’ M7El
| would like to visit your company and talk to you about the possibil-

ity of investing in your company.

7. terms Tum\i‘qﬁ"-} AIUNL ‘terms’ MLNEDN ‘the conditions of a contract,
agreement, arrangement, etc. that people agree to’ 158 ‘the conditions under which you
agree to buy or sell something’ %w:ﬁmﬁgﬂﬂuwwaﬁmm

N Would you please send us your catalogue and current price list with
terms of payment?

=

WA Would you please send us . . . with term of payment?
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8. recur AMNTENU UANMUNUENINL “occur again’ Tunslaaslumasiisn again® an

an We assure you that this mistake will not recur.

an We assure you that this mistake will not occur again.
Hm We assure you that this mistake will not recur again.
auou
druuildlatudesiivivlunsyauaznisdiau Thun
1. the secretary to . . . nMsuansuntylasifuauynisaadag azlddnnu
‘the secretary fo . . ./ AUMEATUNUNVIDTAVDIHLIVNT

Miss Daranee is the secretary to the Sales Manager.

11%9 Miss Daranee is the secretary of the Sales Manager.

1w ° Z: o d o =Y g v Qv as
WAtnAN secretary’ tiufludiunilaraainuniivng azdufumasnmssing
waz iU preposition "of LU Secretary of State = TNTINMUIENUANAYURET 59UUR3 (BrE)
Vi3asquUmsININIAaLszINA (AME), Secretary General of NATO = Ll@118nN"984ANITLNIA

2. I'll show you to . . . Lﬂue‘hmuﬁ’hﬁﬁaﬁémﬁmrfiamuuazwﬁnmu'luu?ﬁw
vzanheanuriiy ‘v:Wﬂﬂﬁ'ﬁmﬁwfmmmQ’u?ma‘w?aLquﬂ‘LmLLNuﬂMﬁQTuwﬁaaqwuﬁu
an - Il show you to the President’s office.
n  I'll take you to the President’s office.

i
R E! bring you fo the President’s office.

3. Please accept our apologies. lunisualny uananazldin ‘I'm sorry.” %an

Tneld “apology’ lugAnunumymwan
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an I'm sorry to hear that, Mr. Daly. Please accept our apologies.
im  Please accept our apology.
fa  Please accept our apologize.
4. Good command of . . . lunslaumunsuadaTIU @mamﬁﬁﬁumﬁqﬁ%?:q

MuAsaruawnsalunslinm Tainazesyluszi ‘Good commana’ AaldlAR Tedrudu
ezl preposition ‘of’
on Good command of spoken and written English

o Good command in spoken and writfen English (mqﬁumwﬂm)

MUNIUDAKNEISSTD

Aeuaznanieianana iRl mamumuel,ul,?lmgﬂl,l,uu (Format) Ua3aANLNe
g3fianau iarnudnlaludesunefensunnmaely

ANINEEINAITLTTNALAIEAILAN ) it

Letterhead

Date

Receiver's name and address

Salutation

Complimentary close
Signature
Sender’'s name

Position
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1. BonogWsU (Receiver/Addressee’s name and address)
1.0 lunsqlANUBEFL U Mr. .., Mrs. .. . Miss . . ., LAITANUNLAARTNE ViaD
atluussvinnald Tusedld the tamthsitunus

a. 9n Mr. Daniel Richardson, President
WA Mr. Daniel Richardson, the President
b. QN Mrs. Susan Rebman
Vice-President for Import and Export
"R Mrs. Susan Rebman

The Vice-President for Import and Export
| | lﬂl Vo ﬂlJ v o v 3 ] 4‘ YV o 1 dl |
wavnluszyregiu Tnainldazly The’ UTNA UL TS AT WAL LU L
Tuﬁwﬁumqmﬁﬂim@%"]mhLmﬂq‘imﬂiﬁﬁ ‘The’ Ui

12 Tadiauazsvialuswds Inavllazld i luussismaaiu Ioelull comma Ay
uazlupisldiniianazsralilswald i auazussin

gn  Jatujak, Bangkok 10900
He Jatujak, Bangkok, 10900
Hp Jatujok, Bangkok

10900

2. MYudu (Salutation)

2.1 nsdildre WS Mr, Mrs., Miss museuana ludedladesu uazazlide
sugtnamealuls endulunsangfuiduauine)

an Dear Mr. Richardson,
NA  Dear Mr. Daniel,

i  Dear Daniel,

N Dear Richardson,

22 ﬂiﬁ‘lmi:q%’a W4 Dear Sir ¥3a Dear Sirs Lmué"lﬁﬂ 14 Dear Madam unu
fndie wnldulee1aldin Dear sir or Madam vFa Dear SiyMadam Inasndlddnweium
Husmlngy

N Dear Sir,

o) 2D

A Dear sir,
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3. ionouiudanine (Body)

Imaﬂnm@“iu“l‘nmaaimmmmaﬁsﬂ@ ’Lm’uﬂusﬂmmwm fuanansiifunienis
Al funenis
gﬂ fwill /| would /1 am / We are

e '/ I'd / I'm / We're

17
=

il saddaiounariowiag 1 January 114 Jan., Bangkok il BKK 214
s v s = A <l as 1 = V G ! v
sealiamziaitlulszmaanizanin Tedifeaduumsguuazldifiumeniseguia

ge

b

4. Ahaomea (Complimentary close)
° \ 4 é’ v v 1 1
41 AnasneRzaumume Yours (U pronoun) taua il Your (g1l adjective)

42 lefausuanmuneld Dear ANUAELNLANALEL ﬁ’mﬁﬁmww Yours sincerely
GHG LmemﬁummmwmﬂM Dear Sir ¥i78 Dear Madam Aalisy umamu Arasinaasld
Yours faithfully mummmaauq LY Yours truly, Best wishes quﬂulﬂu’mwmmi‘ﬂ@ anAu
gae uargFulimnuAueetiuuinuds enaldnwldifdunansting s LLmlﬂw’Lm’lmmwma
ﬁ;@ﬁ@fﬁ q T

Dear Mr. Richardson Dear Sir
0N Yours sincerely Yours faithfully
A Your sincerely Your faithfully
He Yours faithfully Yours sincerely

43 Luawawmmmmﬂuwmﬂ 14 mr. Mu’l‘]J’r]LLauﬂﬂﬂima’]EIL‘ﬁu LmeLﬂummqmﬂzﬂ
iarudaEuu Miss 3o Mrs. 13 LLaJ,:umm‘lmqLaumuaulmwmaﬁiﬂ@ ’lummim

N Do Richardion
Daniel Richardson
Ne Do Richardson

Mr. Daniel Richardson

v |

4.4 ;learfhLmﬁﬂﬁ%aua:mmgagm lusald The’ thuth
an Daniel Richardson

Sales Manager
NA  Daniel Richardson

The Sales Manager
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1. peldifdalusavung 318 45 1415 212 01 47,64
2. nsldiAn discuss muMY about 106 24 22,64 106 40 37.74
3. m3l4 Dear sir 1Tl Dear sir 212 26 12.26 106 30 28.30
4, mldfn vours 18U Your 318 30 9.4 212 54 25.47
5. nsld The thmihdemunislud 318 4 1.25 106 18 16,98
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