Letterhead —==p

Date gy arch 26,2013

Trenz Pruca
President
oo @@ Recipient Address

New York, NY 10001

21 Jump Strest

ikmeng A srasge nince @ Reference Line
F (555) 123-7654
pear ez o Salutation

Thank you for taking the time to sit down and speak with me about a potential strategic
alliance. Circie Corp and Square Corp have been bitter rivals over the years. However, as you
agreed during our meeting, there are many opportunities for our two firms to work together. |
strongly believe my firm can help Square Corp grow by, leaps.and hayods.

As promised, | have attached a business plan that outfines how our strategic aliance would
work. Please look over the details and give me a call at (555) 123-£567. | look forward to

hearing from you.
srcely yours, o ClOSUre

Nt P

s 4@ Signature and Title

Enciosure: Strategic Allance Plan o EI'ICIQLsur.Q,

Date = Suilisuanvang

Sender’s Address = #iaguasfjdsanvaneg (1JﬂﬁwagquﬂﬁﬂuuuMTuﬁiadﬂqﬂﬂﬁ)
Recipient's Address = 'i?'i'ag'w DIFUIRLY

Salutation = @UTNNIBVDIIANUY

Body = druiiomaasannune

Closer = @11UANN8Y8IARUY

Signature and Title = aile, A1UWTY, WA WMUNUTBITBUIANE
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How embarrassing! - a letter-writing task

4 Perrwyford Lane

10 501
* October

You'll never guews what hagpened 1o e yestevday! N s woooes
embarranrg!

It all started when | arrived at school. it was Wednesday 50 it was
PEIMING oy Mam slwayd Dl Me 10 wedl W WeATIRInG OOV
under mry unifonm (no problem usally) 50 we Od the lesson jussl
ranting wad fadng from the Swimiming teachin) but wht | went 10 et
changed | DIDN™T HAVE ANY KNMICKERS! OH MY GOODMESS, MO WO NDY

To make things even worse, W Jones saw me panicking and gave me
most higeus hasckens EVER from the bas of ares! What 3 diy! st
hid 0 Ul you aboul i1 Have you ewer had sxh an emibamasiing
moment! Would love to hear about it!

Arywsy hODE 10 366 OU 3000, Wit back.

5 1'm finally getting & phane 50 we Cin Face Time!

B e e Sl ey b o8 PO (5] gl 1

Business Letter Format

Comgpany, Inc.
123 Alphabet Drive
Los Angeles, Callformia 90002

15 Detober 2016

Mr. john Doe
Customer Service Representative
Widgets Galore, Inc.

987 Widget Street

Miami, Flarida 33111

Iam writing you concerning a recent purchase of widgets. Approximately two weeks ago, on October 1, |
crdered a total of 50 widgets for Company, Inc, via the Widgets Galore clisnt wabpage. | recelved an
email natification two days later confirming the receipt of payment and the shipment of the widgets.
According 1o your website, shipments should reach their destination within 3-5 business days of being
sent, but | have yet to recefve the widgets. Do you have any information on what may have happened to
delay the shipment or where the shipment s currenthy?

| hawe worked with Widgets Galore, Inc, in the past and hawe the greatest confidence in your products
and customer service. We need the ship of widges h and | hoped you might be abile
o provide me with an idea of when | can expect them. Thank you In advance fer any help you might be:
b gifer.
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Writing Formal Email/Letter

Fofdwwamaiy —————>  Sender’s Name: Rungsimun Samakkan
laguasfjdsanmuny ——> Your Work Address: 302 Sala Cheep Road.
Sub-district Aua, District 88, Province 3990 —————> Koh-Lak Sub-district, Mueang District,
Prachuap Province 7700
domamsandavasdds (dnlugiilu Line wWiawadins) —————> Contact Detail: +66981732788
To: Mr.Natthaphon Mueang-Hom < HodFudindl Mr. / Miss. Mrs. thwiihdoy
Subject: Applying as Your Company's Employee < ﬁ'ﬁawaﬁmﬁ%mnqa
Date: 1™ August 2028 <-mrrmrmmeeememenmeenee Fuidouanvane
Dear HOM <revereeeees Fuduanwnemanisian Dear + mufasumanadiu

I'm writing this email to inform you about my application letter as your employee. | graduated from

Prachuap Khiri-Khan Technical College with a Vocational Degree in Auto mechanics. I'm able to maintain
the car's condition, change the vehicle's wheels and tires, and change the engine oil | have experience

in the automobile field for 6 months during my internship. I'm responsible, hardworking, supportive, and
team-oriented. | do believe my skills, knowledge, and characteristics pique your interest. Thank you
for your time and consideration.

' ; . ; u - o & aw
1. I'm writing this email to inform you about < - UTEUIRML I EULLNURIAMLNEINY

2. | graduated from with in < (@umuen el Tuann
)

3. I'm able to < (duamsn )

4. | have experience in for <- (dufivszaunisaily DAdiou)
5. 1'm < (DUTANWOUE )

6. | do believe my skills, knowledee, and characteristics pique your interest <- {c‘a’uﬁa'jwﬁnw, ﬂ'Jmiu.az
a e al "
dnwaurvasdusuiiuiauledmivaw)

7. Thank you for your time and consideration. <-—— YauAndmiuauaemMIniRIsaN
Your sincerely/Your Faithfully/Best Regards <—-- ﬁ"]rjﬁ"ﬂu;ﬂ’l‘i‘l’lmi"laga

. ; &
Rungsimun Samakkan <-—- AdanTetiuaz Sender JMUUABDY
Wurudeniu
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Writing Informal Email/Letter

Fofdwwamiy —————>  Sender’s Name: Rungsimun Samakkan

laguasfjdsanmuny ——-> Your Work Address: 302 Sala Cheep Road.

Sub-district Aua, District 88, Province 3990 —————> Koh-Lak Sub-district, Mueang District,
Prachuap Province 7700

domamsandavasdds (dnlugiilu Line wWiawadins) —————> Contact Detail: +66981732788

To: Natthaphon Mueang-Hom (James) <———— ‘ﬂaﬁ’s’uw‘lﬂﬂﬁ'ﬁh Mr. W33 Miss thwiin/I4daisurle

Subject: let's Hanging out Together <-—— ﬁﬁn‘nmﬁmﬂa:'qnqu
Date: 25" July 2024 <-—roocemoeeoeeee FuflBoueamuny

Hi/Hello/Greetings James < Sufiusamnedaed1dn Hi, Hello ¥3a Greetings udamufieda
ViaW3awaunld) | m writing this email to tell you about my vacation plan. As you may know, I've
booked 2 tickets to Japan on e August, but Marcel, my son, can’t come to Japan with me as he is
busy with his upcoming company’s big projects. So, | think letting another booked ticket expire would be
a waste, and that's why I've mailed to ask you. | you can fly to Japan with me

by 17 August, so | can know what to do next with the remaining ticket. | hope you could come

e £ me o ow o o) - = = w o e . . e &
alafoud. Fuiouaamnuadviidsdanuisvaniierfivuneuiies mes, winmiesjusitiuoesw
- arowe al - ' "o a . ar ' [
Tidu 2 Tudmiviun 3 - 9 Bawauud Marcel gnuedugsfumaitiasinisluguesuitmegaendeilild.

oA =

w oW - ' ) o o w - -
Andunedainsudesldianlutuunoglun 4 fufindeaw, duaeduadinonuieiiumas .
= 0 i o= a ' ' o - -
wwazansluguuiudunisameluiui 1 fant, dueeldihduaravendilweluiuidnlud
wie. wivinneasanldue,

Best Wishes/See you/With the Best of Luck <— msanulsmawnd/aaiu

Rungsimun Samakkan <--— fdwssliuay Sender yuwmuwinafurudeaiu
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Writing Formal Email/Letter

Sender's Name: Piyawan Phromprueaksa

Your Work Address: 302 Sala Cheep Road,
Koh-Lak Sub-district. M District. Prach Province 7700

Contact Detail:

To: Mr.Somphone Suddhisak

Subject:
Date:
Dear

my application as your employee. |
from_Prachuap Khiri-Khan Technical College with a in Marketing. |'m able to manage the
company’s budget, , and do the market research. | have in
the field for a year during my internship. I'm responsible, hardwarking, supportive, and
team-oriented. my skills, knowledee, and characteristics pique your interest. Thank
you for your time and consideration,
I"'m writing this email to inform you about Tel:+66993815988 9 Aueust 2024
marketing Applying as a Marketing Officer | believe
High Vocational Degree Mr.Suddhisak | have experience in
experience graduated create brand awareness
letter Piyawan Phromprueaksa
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Writing Formal Email/Letter

Sender's Name: Rungsimun Samakkan
Your Address: 302 Sala Cheep Road.

g LISt Erachuap Frovin (0L

Contact Detail: +66981732788

To: Natthaphon Mueang-Hom (James)
Subject: due to catch up with Covid-19
Date: 25" July 2024

Greeting James

I'm writing this email to tell you about . As you may know, I've
with Covid-19, and | can’t go the for a week, However, the
Singularity project yet, and | would like to take my place
during my . Please to this letter to whether

you would like to do it or not, Thanks in advance

Let me know hasn't been finished my health condition during the past few day
Rungsimun Sarnakkan reply company ask you a favor
Best Regards absence caught up Taking sick leave
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Writing Formal Email/Letter

Sender’s Name:

Your Work Address:

Contact Detail:

To:

Subject:

Date:
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