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You failed to dispatch the items on time.

Y Yo 2

(Wsrloail M1 awiand 1@anndala)

a

AOSITyU

The items have not been delivered according to the

schedule.

(Aswdunatailoyuniiiad)

2 naniaaomslénmuyinnaavnisggn
IHTHARAWHSU

Inue:Beud
Once again, your management shows you are not eligible
for this position.

(UszTaatlyinFreanlageuaniiulil)
AOSITyUIT

Let's go over what's went wrong with the 123 project so
that we can find out how to improve the process.

o

(Uezlaatluaniasanissuilfayana wsasutiluninng
b2 dl a é(
il tToyunAfina)
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Please send us your invoice by Friday.

(TR UTUN1TAINITNINNTINITVRANNTINED)

ASITyUI

So that we can pay you by the end of the month, please

send us your invoice by Friday.

(ldszlamusnifularlomingauazls winliaainsanila
ANLIUNNY)
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< oANmMouo1Y (Age Bias)
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a N

fAldiOunaiv mviden
mankind 1 humanity, people, human
beings
man-made 1 synthetic, manufactured,

machine-made

the common man

K

the average person

man the stockroom staff the stockroom

J
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AmAldOunIv

chairman

businessman
salesman
policeman

My black customer has
requested for a purchasing

order.

Khun Vichai, 59 has just

joined our department.

If you must use a technical
term he may not

understand, explain it.

ynil 3 msabilalvuding 123

niviReon

coordinator (of a committee
or department), moderator
(of a meeting), presiding

officer, head
business executive
salesperson
police officer

My customer has requested

for a purchasing order.

Khun Vichai has just joined

our department.

If you must use a technical
term he or she may not

understand, explain it.
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In due course

Permit me to say that
We are in receipt of
Pursuant to, according to
In closing, I’d like to say
Kindly advise

We wish to inform you

Please be recommended

that
Attached please find
In lieu of

Fabricate

MAWAAIBTUTA0U
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g

g

g

g

K

g

K

<

K

<

Today, tomorrow

1 o [~ U
Vlmnl,ﬂumm?mmgzym
We have received
1% per vSaazliiae
azliiae
Please let us know
azli uazwmeanlliae

azliiae

Enclosed is, attached is
In stead of

Make
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muiAlEuIEe gns
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Upon procurement of

order

1 Forwarded under sepa-

rate cover

additional supplies, | will

initiate fullfilment of your

muAsalau
asviuasvin

=1 | will fill your order when

| receive more supplies.

Sent separately

E-M©'\L

fiuoumuwiAigilaan

jack-of-all-trades
fish out of water

dog-eat-dog world

WRAUlmNIAvI

dynamic, adaptable
a stranger

struggle
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E-M@u.

MUIANQUINSD WRuuibus:yliABaru
sometimes this spring April 22
a substantial saving 20 percent of retail
a large number of attended 50 people came
increased efficiency saved 19 minutes
expanded the work area add 12sq feet to the shop
—: =0 =
Isultgguotua
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2 Uszandnanmsidaudrn W,H

AnsAINIID IEuANNIT AU WoH dauflumaialunis
Faudnneeingie Alszneudas 1as (who) axls (what) ilelug
(when) Aluu (where) ¥l (why) waz ag4ls (how) fenaaaal
AupAsUiauaasdaaNludiaesnnils

Fanaun biAsvasAlsznaud?

Dear NMr. Smith:

I just got back from a wonderful vacation in Tahiti.
Unfortunately, this morning I found that my favorite
sunglasses are missing. Because 1 wore them in Tahiti,
I guess I left them at Tahiti flotel. Please help me check
my sunglasses in your “lost and found” and let me

know whether you have the missing sunglasses.

Thanks,
Natalie

fanauil Hamafalnassesldinaruiulunisniuniidu
ATULAAYBIATUUIANA NTBDIAAzFavdIdINan INday AL RNLANEN
wenzAuUaalilldszyssaziBanaesuduniiuunn azesdlszney
au Nadlu Aalugnudantsnsasaulszinuuasdaniiuuegudn
% A 1 4 |
psutiauvzaly laun
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Who = Miss Natalie Verbourge (Bowidin)

What Pink sunglasses, Evita Peroni year 2000

(@nuyruzgaonsuaniauls)

When = July 10, 2007 - July 20, 2007 (Sufligarin)

Where = Room 1156 (foofirin)

Why = Just forget (IHWaRD &W)

How = Return by mailing to address (98[fidadoriae
fiu) PO. BOX 11 Sesami Street Washington
D.C. USA.

3 misldanninaiia

Animatinfe Amfgnldianiznguendn wiaaenis 61
IS = =< v o 1 = = 1% % o o a @ o
Andsudmadaiageulunguendnifaaiuiugm Aniinafiafty
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J71sx Tamillunsasunamdulfatvdaauwaznssdy wazsadae
Y ar ar a o Y 1 = = ar ' b2 1 o 1
mwﬁuwuﬁmwaumﬂumﬁﬁuluﬂ@mw‘wmenuﬂuamim L AN90

I B eda v o . -
iterative BT UAANAA LT T Ua e 1 unsvagluwIn293 AN I
PHILDINIIWEN UL LN DL LLﬁiLﬁ@Lﬂmwwwmmﬁm Tiazuune
AYNIN “TrEn”

o i’/ ¥ o Y o U Y o I d‘l dl I b2 I |

setiudrunni i ldiungugeunguauilalseg lungu
andnAranssunaznelfiinanuduauld  [WuReafu A1en “efficacy”

=3 o dld a a dJ [ o/ I's 1 ¥ a

unenen1einENdlsc@nsua aafludniianizlunguidianannng
v Yo aI/ % Y % I o
ANUAUARUNIN WA E1UTR° Tilanaazfesdnantinfagnaaiues vl
KXY gy o . ”
Ald1dAdn “effectiveness
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AT ATURIAIRANTNNANEFULAZ AMNIUNNZANTDINIS
THdwimatia atlasiuannuianainaesnisdeanssiog
4 Tvnasldmnuiilad

A ¥ o dl dl ¥ o
@DM‘Y]?Lﬂ‘ﬂfﬂfﬁﬁﬂ%@quﬁﬁ‘ﬂﬁ@ﬂ‘)ﬁmﬂéﬂﬂﬁim‘ﬁ@L’Qu BAZNTE-

Fulunis@eansmiagana

In addition, we are also sending you our latest

brochure.

unloiou

In addition, we are sending you our latest brochure.

In my past experience...

(A9 experience HWEI10ARIUAILBIBELE)
unluidu

In my experience...
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z ° dl |3 M v 1 I’: I @)
uanantlanden that Aldlduladn W widlu connec-
G o dl a ! U ! . .
tor v3afadantszlan HAaauvniedn “91” iU He said that he is
| | dJ o 1 ;‘IG’ L = a
handsome = wWNUBNINAMAD 9A90 that Hignldlunisiliaudiug
£% v
Uaandy liguassrsnaaaudnafadndennaenuilangn that 11n
Aulibvald Senniaiunsoas that 16 Tnapumanslduldsuulas

I understand that you are looking for a new

account manager.
unloiou

I understand you need a new account manager.

S mislédnsariavnivingd (Adverb)

Tnan3a3eeniidna 1 unuiedn ALNNIN, AEiN9fy 151
very, highly, greatly waz extremely 813y limauLuianInaeg
AUARA LS LAz Tl sannAmAT AR R ININAEN A3 uaziiln
@ﬁﬂmmgmmmLwi@mu"Lu'mﬁ@uﬁu ANGN “AEINNINT UANULAAZAU
asldarunndnladnsesuluu
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I was rery pleased to talk with you last

week regarding...
uiloiu

I was pleased to talk with you last week

regarding...

6 misldmadusiu nsa saausiu
(Connecting Words or Phrases)

mAus1uvTaddus1uLuAN I dandanauuesnnilv
! v ! dll dl | ] é{ | ° 1 . I
aulsntvaulua 105U 81udNeaY  1WANT however, in addition
W3 to summarize WANUIATIALTaNRAazIIN IdaAN09Rlise
dll o v o 2 al o dl dl ¥
Weaiu Jlsurewuzihbiiduadenluyn dszlapiainvesde

e Xo 4 = o uY P

ANUaannl AN TeNlssTaaszlaasssiulaun szfuiiunianig
(formal) wazszsuliflunianns (informal)
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doodv msiBAdusIu nSooAAUSIU

E-M©’\L

qaUS:AVA
wWSguiieu
(comparison)
YBALIAT 816U289
o -
WBEN18 (time)
q

WANAINH, NN
N1%% (same

direction)

AAueS (contrast)

1vsaaeng, 1iie
T AnaIw
(illustration)
CRICRE

(conclusion)

e (emphasis)

nmvnis

similarly, in

comparison

eventually, formerly,

subsequently

furthermore,
moreover,

in addition

however, neverthe -

less, on the contrary

to illustrate, in other

words

therefore, accordingly,

in conclusion

in any event,

to be sure

TdiOumvns

again, likewise, still

then, next, after,

|later, since, while

and, first, second,

third, besides. also

but, still, yet,
meanwhile, on

the other hand

for example

so0, as a result, to sum

up, in short

of course,

naturally, obviously
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v
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! Y o dl ¥ o a2 dl
UpgAFangilaudinaldaiuiu (noun) wnunaz liAnsann

a

dll ¥ 1 = a2 a ! = o 9 ar

Aapununglfedailsz@ninannnan denlddszlaaanananuuiin
1 zo/ @] Y o dl [ | 2

widu wananniadunisldanildandudae

aoa Q; o dl % ¥
Atwnla wersNdAguAUINL Iz INNAaingfae -ance,
“ment, WAz -ion MTuAN3EWINAazyin e

This email is a confirmation of the details of our

meeting last Tuesday.
unlodu

This email confirms the details of last Tuesday's

meeting.

Preparation of an agenda should be done before

a meeting.
unloidu

Please prepare an agenda before the meeting.
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&8 nsachra Tdraa=ls

Taglnfin3andae (helping verb) azdununagianinly
Nnszlapreanimgenny LIUN19EU tense, naulaaulazlapdy
passive voice, navhidszlaalignin Wi wsluuienfaiuiena
azyin sz Topuasn g ldnidnui ﬁqﬁu@mﬁqm?ﬁmﬂ?mmﬁmm
fusen uazilAaumlvlauanamanzas

paag1sIaInsangdan o
< be (am,is, are, was, were, been)
have (has, had)
do (does, did)
shall
should

would

& & & & &

I will have (RS#9a) completed the project by
Friday.

unloiOu

I will complete the project by Friday.
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Tumsdiadedonismvaiua
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#lue Tasamainisansiasauiialundaziviizaslanlif

http://www.timeanddate.com/worldclock/ FIVZUWFRILU WU

realtime
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119419 111 A191994, HAN1334Y, 11099915 AnliAfsazAatng
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WadiaFavasiunuavsenissindulagunesdfudnnasazauaiiule
Aau laadnfnazdiraindelzasuazAnldanizasilaaudaAnyie
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L EMeiL

dootvuoviAoToISoV dootvuoviAoToISoV
AlddUs:ANswa AUs:ANSwA
1st Quarter’s Revenue Need Pie Chart in 1st
Report Quarter’s Revenue Report
Office Relocating Revised Schedule for Office
Relocating
Harry Potter How Harry Potter Ends in
Episode 7

a ¥ a

lunsalfignulsimaudina (responding) naulunduunuany
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a o 14
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saulurideiRaaiu AuiAtsazuiluiadeesdiualiaanndesiulile
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1¥An91 Re: nilvindeuasnn walinsudiguneudinandy atals
Anldsunsunistemeudinaluilaqtiudnaszisng Re: aunlnadn-
TuiBeguddilonninaudiuandy L9

Subject (éﬁﬂ%’:\‘luin) . Please send the forecast of

Model C307 for next quarter.

Subject (naunav) RE : The detail of forecast of
Model C307 for next quarter.

N1sldA1uosadwd1audovdIUa

ATIAINIINIZ AT I UA NA Ay aaB LA ba lutiada s
sialild
< RE: (I am responding to your question It A
MAsRauANIN venaudinaueyfy Gedqulunias
ﬂmﬂg%miu%Luaimﬂé’miuﬁﬁ)

|
=l

< URGENT: (munefly damanuludiuaiilubassou 5oy
ANATYNN)

v

< FYI: ( For your information PN BNUNENTILYINIT)

< REQ: (Please read, as action is required YRR
ngangukazllsnmtinnig)
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Subject : FYI : Your car lights have been

left on

Subject : URGENT : Computer problem is impact-

ing customers.

|
=

ANVFUFTINTAINNLTIA

v 1
12 ar

1 U wazdANA AN TU AU
arxnnszy3laluisiadamesuariiia e

q

Subject : REQ : Information for.Alliance Contract
req’d Sept. 6

IhioISov

The . Alliance proposal is due next week. I would

appreciate it if you could send me your input by Sept.

6, so that I can include it.

2
=2 =

n1sldai1duau

= a i’/ = | 2 ' a
N7y ualNatul A NLunani1dasndIInNT g UAanndNg

839101 AU szfuaaanisldniwasgniansun liifieuwiniunag
Anaraninsdnyivizanisisz gy
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o X o = - = e Y

ANTUFAUTUBLNATDIATITIN ANNIDLAAINNANNIANAUIAL NG
a Y Yar ¥ 2 dl o o a Y o o
Fpuaagdenaziiudondnlsd Geduiuludszmelnaefenldain
e viseAdusuesalunianisuazgnin 1eun

Dear + ANWIHN ( Mr., Mrs. Miss, Ms.) + WIN&NA :
Eh)
Dear + Khun + ?dIE] .

Dear Mr. Mulligan:
Dear Miss Brown:

Dear Sir or Madame: (lunselifia m”l,mmmmmmu)

?Q']M?j.lﬂ’]ﬁ‘mmm@ﬂ@ﬁW?IULLQQQQﬁ?ﬂE‘VU@Qﬂ? L‘Vlﬂ\lmﬂ ﬂ'ﬁ‘fl,‘ﬂ
ﬂ’]u’]ﬂuq Khun (ﬂM) LN m’]Nﬂ’]ﬂﬁ@VNﬁ’]’)qu?j’][ﬂ‘lﬂ?’l’]ﬁ]q'}‘l‘lﬂﬂ 0891
zgﬂﬂwLL@ZLﬂumﬂmLﬂmm@@ummmm%@ﬁ’mmmmmm M?'ﬂﬂ'mﬂmu
111 Dear Khun Somsri:, Dear Khun Alan:

*pnAmAnReiug1I8LNsIY aglanizainsninile dnas
TdAaefienly Dear usazld Hi, Hello wialddarasgsuliiae
Tusmzhgniglsvuaziadedonsiionld Dear Auag*
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Gl dd‘ = a 1 @ 2 .
m@‘lummmqu@mmmuimﬂummw @mmmmh Hi,
Hello + 3alé wiu Hi Joe, Hi Jack

AU LidinsSuAmtudulumsIGausdiug

E-M@u.

mvn1s TdiOumvms Joudio
Dear Hi "o DI U
Khun Juree Jaidee Everyone
Greetings Good day

ar

» L 4 s o
widvnnanlddulaludesueansaunaifgiuazitlndwagu
Aa3uAnIALaNs1d Good day %78 Good Morning

N1slda1aon1e

Inevialdludwailanld A9 Thanks, Regards, Best Regards,
Kind Regards, Yours, All the best x1nni1n13ldAmaaringmag
Sincerely Yours Annz@vFuanunnagaiafiiuniemnig
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msavdaluaiva

AnuAINNID AN veRlFAAaTine videld Signature Profile
lunstszfng T0 winana, Jeudm, Ney, weflnsdnwd, Bluauen
wea visaudusalaunuuestden Auaintsnsas s lullsunsudniia
71 19U Microsoft Outlook waziuazidsngiuiesinadniudfynas
dl a a G a g IS dl o |
Naunlauding  vreauatnisnlszAnianeledevesnningyinduy
o aa 45I o | dl o 1 1% a
dunfanea  d9luilaqiuifluiigeniuedrandteuanslusanisgia
atalafimuliacsiadnueafiu 5 ussvin

Brant Tymko, Director of Traffic Flow
Universal Securities Inc.

2345 Second Street

JHalifax NS B3L 1G2

(902) 325-6489 Fax (902) 325-6401

guFunisfinsiadeansnialuesdng AruaNIsnArineuA e
78 wazunneialinsdnidinsiafitiasiieane

Brant Tymko
(02) 325-6459
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Faadl udninanliudla waziieadulddndaud aufanuisald Dis-
claimer 1§ v3afiaminsednazdnansznunianguang  Aufuias
UEnufueangunng vdenuiganuuesdin |y
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= dd‘
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1. This email is intended for the original recipient

only.

2. This email is confidential and is only intended
Jor the individuals authorized to recieve it. If you
are not the intended recipient, please notify the
sender and do not read, copy, use or disclose
the contents, but instead, please delete the

message and any copies.

8. The contents of this email may be priviledged
and confidential. It may not be disclosed to or
used by anyone other than the addresse(s),
nor copied in any way. If received in error,
please advise the sender, and then delete it

Jrom your system.

4. This email is private and confidential to the
named recipients. Any information provided is
given in good faith. [lowever, unless specifically
stated to the contrary, STARBRIGHT accepts
no liability for the content of the email, or of
the consequences of any actions taken on the

basis of the information provided, unless that



information is subsequently confirmed in writing.
The unauthorized copying of any information
contained in this email to persons other than

the named recipients is strictly forbidden.

The information in this email is confidential,
priviledged and is subject to copyright. It is in-
tended solely for the addressess(s) named.
Access to this email by anyone else is unautho-
rized. If you are not the intended recipient,
any disclosure, copying or distribution is
prohibited and may be unlawful. When ad-
dressed to our clients, any information contained
in this email is subject to the terms and condi-
tions expressed in any applicable agreement
governing the use of STARBRIGHT services.

This email is intended only for the person or
entity to which it is addressed and may contain
information that is confidential. If you are not
the addressee indicated in this message or respon-
sible for delivery this message to anyone. Please

destroy this message and notify me by email.
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Please advise immediately if you or your em-
ployer does not consent to email for messages
of this kind. Opinions, conclusions and other
information in this message that do not relate
to the official business of STARBRIGHT shall
be understood as neither given nor endorsed

by it.
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PLEASE LET US KNOW ASAP
URGENTLY

THE STOCK IS RUNNING OUT

Y o o ) [ .Z X 9 93
nsldsiadnuefudlunidull vanananisuiuegn wazisz-
nialitaanaiufieludassagn deilu dauinldandufldansldsn
a 1 = al a z Yo a 1
AWl luninidaudwaninauwiuld uananil naslddaAnwlvg
flavinlidnavesnnigldidunienisdnsog

2 misldmeédavinwdryau=drnsnaan
AANN  (Acronym)

AUlUDIAN 29T 0 LA DUTILITUATUD AN TTLAN VNN LB
melofinoudauadllludiualé Wy RPP 47/ Repair Product Plann-
ing urgnAnAudAresmenaazldidnla FududennmmAnideens
Tendelunnidauting etelafinn rpouiudneldus wafidnngld
Aela Anie1aazld Acronym Dictionary 1qel ¥3aAUAUAINLIL Search
Engine sinee fTl& Faiiuneusinlug fEsnvhzuugudeyaiiodon
AuAuAdatanlifae



Ui 3 msabiolTvudina 51

3 mislddryanuninnuaisuni (emoticon)

nslddyAneaiunuensunl Wy uhanduaee ueaiena
o U 1 G =) a 2 | ¥ 1 K dl |
i aenug laiifluldeadnls winuaialddefiaiiausonau
S va v
wraAUlNATa L6

Us:lvana:dondrlunisidvudiva

ArutlsznauuevdNansazaiiuazilsznaugasilszlan wazee
£ % | 1 £% % d‘ =3 a ' =
win Tneluusiazedaniin (paragraph) azFAaNA0NNANNAANANLNYN
d’ a I :I/ % dl dl o 1 = =3 a
NHAALINTUN UATADTaNTENETaNT AR NEVRANA  991D9ITEN

anfumpnisineu-udsliesnglatonou

uanainiluyny  decleaiideznouduidu 1 dentinazsios
1 k2

mmmﬁfm‘lﬁémumﬂ@ WAZATLAYULUIAIMNAAUAN (main idea)
YRIDLNARY

daunnnisnazld Topic Sentence (Uszlaaudn) Tunnsuuziin
o Y i I £ % o
Wadeuaumazeentn wazauaag Support Sentence (Uezlamaiiy
auy) dutulszloafldldnoazBaainfineslszloandan 1vnn
ADINANTUIANUHUNINTATIAF1 9N 1T T8 UB AR UAT e ldiTu

o = = ' o
UANTUNNTIUUD LN ALFAAZDITL



=D
L\752 Fyudinanm#obnquuvuie [Us

Insvasivaisitaudiua
Main Idea
Topic Sentence Topic Sentence
\ \
! \ [ \
Support Support Support Support
Sentence Sentence Sentence Sentence

doedivnisiiaudontnfidus:answa

Topic Sentence

H20 has been troubled by public relations problem.
Last week local
newspaper has published news negatively about our under
standard plant. We have been accused of everything from

making noises to polluting the local groundwater. It described
our products as a health hazard.

¥

Topic Sentence
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WUIANNAAUANUEIRINARTUNAR H20 has been troubled.
TnaitlaFesazldadunaifaafuilguisiie Aifnlunesuisy Tuneu
Hnee1aazindauedsn1swi b lEanfiunige azdanmiiudnlusandng
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Sentence uazagluilszidumsaiu Tunthiiunisuenanais Public

Relations Problem
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W1l Sans Serif

Helveltica Helveltica Helveltica Helveltica Helveltica

Helveltica Helveltica Helveltica Helveltica Helveltica

Helveltica Helveltica Helveltica Helveltica Helveltica

Helveltica Helveltica Helveltica Helveltica Helveltica

W Serif

HelveticaHe veticaHe veticaHd vdticaHd vdtica

HelvdticaHe veticaHe veticaHd vdticaHd vdtica
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Our available products are :

e PVodka 2500 bottles
e Beer 2000 botitles

e Wine 200 bottles

The board of directors met to discuss the revised an-
nual budget. To keep expenses in line with declining sales,

the directors voted to

e cut everyone's salary by 10 percent
¢ close the employece cafeteria

e reduce travel expenses



o <% .
Ui 4 MSeISIIMULRISdINYSTY 59

A Y o 1 o s d‘l dl 2 o | ° o :l/
wran1g A lautad vFLEesnsasintuafudunan

15 Steps to Buying a Jlome, Condo, or Townhouse

~

10.

© ® NS f K W b

Get Your Finances in Order

Get Samiliar with the Morigage Industry

Get Pre-dpproved for a Morigage

Determine Your Wants, Needs, and Must-J1aves
Find a Good Real Estate Agent or Realtor

Start Searching for a_J[lome

Deal with Pre-Offer Issues

Making an Offer

Earnest Noney

Negotiation and Counter Offers

11. Jlome Inspections and Other Tests

12.

Final Contract

13. Jlome dppraised by Your Lender

14. You're on the Way to Closing, (void Last Minute

15.

Problems

Settlement and Take Possession of Your, flome
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A\ mslddunsniiaasuiy U “Estimated cost for
PR plan”

A msliadude phrase 11U “A new way to cut cost”,

“Improved financial plan for next quarter”
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< wonognaowauloveogsu na:mikysvawisansivlny

uAdodonnudoons Taelutiantiiusn AruAsszyil

dl ¥ P [l o a A QI dl ¥
qm@mmmmﬂmﬂmﬂmLuum:‘ NTDANVIATURIANNNT

adqunnnaz sz lanmda (Imperative : Aedszlan
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%4
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% % . . e . ! .
NUURUAIL infinitive without to 11 send, submit,
describe) aMNUUANATUNUTIEAZ LA ALNN LB NN

.l ] @ Yy o dl
wisa visatlyi adnslsfmuauaslddaamtgnin
fnen9Lis Please adliluilsrlappdesneg iy Please
send me the report urgently, Please combine the

shipment vlusi

o 2

@ v X 9 9 o A 4 999
wanifluniuagngm ﬂ".]ﬁ‘?.lumuﬂ’]ﬂﬁqW@quTﬂﬂ'ﬂIMH?UL?.l'ﬂ.@
IgviuAdfiugng 11
5\ Congratulations! You have been chosen to join our

trip to Europe.

G\ Good news! Your items on PO. NO. 002 will arrive
on July 15, 2007.

- e - % o dlé/ Y 2
@ I[Bmvosoogniw Taaldgliszlanmninfiausugag
would %38 could walimAdsldATaInN ILAIDIN LTU



YAl 5 MSITVUBINAUR:UBING
Ussonduilsuag W 165

Would you please help me describe about how we can
consolidate these fog lamps with Shanghai's order. gnLAu
o dl 2 L4 ¥ ! dll o
ANDNNNFIRINTT AR Yes, No 131689 LA LATAIVNIEAIDN
aslildiae el e unsudsesnaudnlsuieldls

@ swdofnmudoomslAsnou dranuFasnisfaaasuilsziin

Ardszanduiusdniul 2008 Anisasszylidaiandn
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gnAtianalanardsdudnlidnedu lduidnlamlsfinau vienas
wWagwadn-1aneuw azdaanitlyninisdasedaasezuinetlszing
o 3 1 ¥ o 2 v K é’ 'Y |
paaniineulunrssiunield wazvildignAtanelaunnaiu wsidqdu
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TUAUAIBNITONNTRIAINANINAU LU What is the

cost for shipping the books by air freight ?
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doedivnisniuAicourrtaus:1Guluds:fanidaonu
(MlAinanotuRuld)

Who is in charge of this damaged part and would

you please clarify how to adjust it ?

\3 puIsSaonsataiSap (Closing)

|
a

Tngauassedeinusesnisligduaiiunig uazausaeluss

q

< 1dushdonnrudoonisligoududunis ndes58nisindo
néu ndomsouoeroilundsn (Goodwill Close) (el
gafasfiuselllfdaus wazyinlddnedemszmindanag
ﬁﬂtﬁumim%\ﬁﬁﬁmmdﬁﬁm wazaznaliifatlss laminng
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@ ldarsausaaniseuranmti Daudazifunisuaies

Wianiunngfinnu

E-M©SL

N1SAUIIUUSSSHNA1

Thank you in advance.

Thank you for your

cooperation.

msAunuuidluasia

Your cooperation will be
our great appreciates.

Your information will help

us clarify the wrong parts’
problem to our customers.
We are looking forward to
working with you in the

future.

Us:zinnyoun1sigaudiva
iWandavoadiuls=doa

<@ nnsaedeyavzeraliinnitiunig (requesting for information

or action)

< m'ﬁmlﬁ@wﬁﬁ (requesting for approval)
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< nrdungalgANI@EuNgUeIAUAN (making claims or

requesting adjustments, replacement, refund)

1 misaadayansaaalfianiaums

Wunnsdaudinatileasuninludeiigusiaanimey 1o

A @ A v o a - =

ANAATIuaINEndng uazveliandaaniiunng lnsesdAdszneud
ufludmiudwalszinnilaun

@ prusieanisesls vieansiaenis g uinasls

@ ylugniasdesnisdaiu viavinluassiaenis e
AU

& fAorlsirhaulaniaziligauanfiunisainfinnae

ns:uouMSITyu

A msEududawndaidmdan - Wl Direct Approach uen

L 1 X a dl ¥
ﬂjﬂquﬂﬁl’NM?Qiﬂﬁ]ﬁ‘QN’]ﬂ\‘mqmL?’W]ﬂﬂﬂ’ﬁ

= Please send me your financial projections for

outsourced production in the coming year.

& = a 2 XK o @ [

A% siiagan : afuny warlimsuatandnafulunisies
1amfail unduanglaninuudnaastiudantinlugd i
PANNI b elautin

A nsaudawdalaGes - enivAsdinnusesnis windnvue
WWumng (deadline) Wiszydu watasldsiag ieadFuas
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Tmsnuisrivumafinusiemnisdaya wianisanitiu
N9

JanI3d1 :

¥R

m@mmmmmm Faangzdy dnladne uaz &WN’]TD@@i@ JR97A ATU
Fiasnisagnednian

dotvuovaINRMsUoToLRIWoUolRdNTiUMS

(Requesting for Information or Action)

E-M©'\L

AMoBUE

#Ya1309 (Subject) :  To:

o

FALIY UBNONEIN

rhonda@ttccapital.com

From: jessica@ttccapital.com

k%

ABINT Subject: Need the financial projections for
outsourced production.
BCC:
Attachment:

TRt NE LR RY ) Hi Rhonda:

Da3ee (Opening) :
Fugu - Felseiiu
nan 89NRuAaINIT

v a A

Please send me your financial projections
for outsourced production in the coming

year.

dvidcdo
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MoBUE (do)

1aL399 (Body) :
WMANR T1EAZLIEA
SUDAYULATAN
o [
Fdulunsee

N153UL589 h3aln
1589 (Closing) :
dslunian

Right now, | believe a 125% increase is
authorized, although the previous projec-
tions held to 80%. The lower number is
based on FIFO. The higher is LST.

I have no difficulty to 125% if operations is
comfortable. But | have just seen some
correspondence suggesting that 125%

is too high for business to approve.

Your prompt cooperation will be appreci-
ated.

Regards,

Jessica Parker
Commercial Manager
TTC Capital Inc.

jessica@ttccapital.com
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E-MeiL

doodvAluoSovesvamwiwelslunisiSuduiSov
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May | have a letter of recommendation from you?
ARAWAINTTAARNILATLUSUIDINNH

Would you please submit me the quotation.
nyoaslutauasiAnliagn

Would you please supply me with the information abouit....
NIUIALATENIDYALALINU....

Please provide feedback on..... NJMILEAIAITNARLAK
\EInu....

Could you please clarify abouit.... TUsmasureieanv....

What's the status update on.... A&wABINITNIIVANIBEAA
284....

Please send me the details on..... nju1d9s18azIBERALAYY
Av....

Please amend the quantity of.... nymudlagiuineas...

dooivnisaudondId

| appreciate your time and effortin ......
FUANAINTULIATULAZAITHNE 18 INIDINIRLAEIAULTBS.....

We are looking forward to hearing from you soon.
niodnazlasuAnavaInwluisiu

dviido
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A2odIVNISAUTOANIN (o)

Your information will be greatly appreciated.
Fayazasnnazidulszlegiodionin

We look forward to doing further business with you.
wwndaduegrBeinazlaringsiasinivamseldluawian

Your prompt action is appreciated.
msﬁwLﬁumiﬁuﬁﬂaaqmazﬂuﬂis[ﬂﬂﬁﬁw%’ummn

Please let me know the progress of....soon.
TUsaudslvnansnudspnnuAuniigas... laeis,

2 msaaliayua

& ! | ° a a dl a é’ |
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uNUnNIU Wiy ae lEvnineydRsulszunandndnadniulnsuna

va a |

dl Y Y oo [ a al 4
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avAUsznaudAnylaun
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& AgrusiaanisligFuayiRvieaynye

q q q @

& parwanduluniseyd® vindung wleune wseniy
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|
a 4

& dezlaminiegaianyniiaaz sy
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doouIVEINRIWONISUOOUNIT (Request for Approval)

E-M©1L

Mmosud

#i1191389 (Subject) :
FALIY UBNONEIN
ABINT

Rt NE ARV
D309 (Opening) :
Tudu: Fedsifu
7an ﬁoﬁ@mﬁaaﬂﬁ
TkgSuaiiung
(Direct Approach)

To: pichet@dhm.co.th

From: ewan@dhm.co.th

Subject: Request for damaged cost
approval

BCC:

Attachment: Damaged cost approval no.
152/07

Dear Khun Pichet:

Please approve the damage cost of ship-
ment by Air freight flight no. DHM1207
Bangkok-Shanghai that was delayed for
10 hrs.

This shipment belongs to customer no.
111/ ECOCAR Co.Ltd., consolidating
merchandise as follow :

Part Number| Part Name | QTY. (set) | Prices (Bht)

PP4401 Tail light 5,000 1,500,000

PP4402 Fog lamp 5,000 200,000

Total 1,700,000
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Deadline

UNA 5 MSIVVUBINAUROUBING
Ussonduilsuag W 15

The ETA of this shipment was determined

on July 2, 2007: 10.00 am. However, it
actually arrived at Shanghai on July 2, 2007
: 8 am. The delayed flight has also discon-
tinued the production line of our customer’s

plant.

DHM guarantees the time arrival of mer-
chandise. We pay 30% of merchandise cost
in case of delaying delivery. The total price of
the merchandises in this shipment is
1,700,000 baht, so it makes the damaged
cost = 510,000 baht.

To reimburse the damaged cost and further
the good business with ECOCAR, please sign
your name to approve the damaged cost in
this attached and fax to me by to day.

Best Regards,

Ewan Michelman

Customer Coordinator

DHM Logistics Thailand
ewan@dhm.co.th

Tel. 02-771-7171 ext. 001
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AOBUE
vidiai3as (Subject) : = To: customerservice@electrolive.com
FAU UANEIRITN From: poorani@bouyguesthai.com
Fo9N15 YN Subject: Please check electric meter

BCC:
Attachment: Claim no. 002/2007
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Dear Customer Service Representative:

The electric meter may not be accurate.
Please send your electrician to check it.

The Electrolive has installed a new electronic
meter at our office since April 5, almost 3
months. Our monthly bill is nearly triple our
neighbouring business in this building, yet
we all have similar equipment and working
hours. In April we paid 31,784 baht, and
our May bill was 34,255 baht-the highest
bills that neighbouring business has paid
were 10,500 baht and 11,418 baht.

If your representative could visit our office, he
or she could do an analysis of how much
energy we are using. We understand that

you normally provide this helpful service to
customers.

dviicio
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E-M©il_.

MoBuE (do)

msﬁmﬁ'm M3ala We would appreciate hearing from you this
309 (Closing) : week. You can reach me by calling
seURITERInS 1% 02-686-1111 during business hours.

q
aiunsuasdoya

a 4w Best Regards,
Tumsfnsianay

Poorani Swami
Project Coordinator

poorani@bouyguesthai.co.th
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N1SITYUIUUINSUWSSTULI Ms1TYunUUGAIAU
uR:18uIge IR:NS:BU
| am pleased to inform you Congratulations! Your state -
that your statement has been ment has been approved for
approved for housing loan. housing loan.

(laigndusoansusi liiduidar)



unil 6 mseeUdinaluBovan 83

2 1ilaisap (Body)

Lﬂuﬂ’ﬁ*@ﬁ‘]_l’ﬁ?;lﬂ‘NNLWNLm&l‘ﬁiﬂlﬂﬁ‘qﬂ@ L@EI@‘VW’]L‘]JLL Iﬂ?;l
mmm‘wmmm@ mm@umﬁuu%mwu@mmLa?m LA ﬂ.l@ﬁ’l’ﬁ\l‘i/]\i
numazsasidaueluduuan Wiy

e

HBC bank has already considered your complete require-
ment submitted on August 15, O7. It is approved. As discussed
Khun Sam-ang our loan department will contact you soon and as-

sist you with all paperwork.
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MSITYUURIRSUUUKROU
No, we no longer produce
the Concept CFA-692 6x9
inch 2-Way 100 watt

speakers.

nisiAuemvIdondu

The Pioneer 300 watt
speakers have replaced the
concept CFA-692 6x9 inch
2-Way 100 watt speakers
that you asked about. Pioneer
has lightweight and better
quality.
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The table fan HT861 1 you ordered is our best-selling

model. It should meet your needs for many years.
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The Ducati helmet you purchased is high standard from Italy

and guaranteed for the life of the product.
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Viadiaisae (Subject): | To : alberto@hotmail.com

Fanau uraula §9 From : onchuma®@expernetbooks.com
alsun ¥ vselevi Subject : Sending Expernet Guidebook 1
pzl5lw cc:

BCC :

Attachment : Brochure “Expernet

Guidebook 1”
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Dear Khun Alberto:

Thank you for your interest in our products.
Attached is the brochure “Expetnet Guide -
book 1” that you requested. This booklet
describes the details of our entire products
and the new books that will be launched in
this October.

On page 5 of “Expernet Guidebook 1”
yoU’ll find a list of Harvard Business
Essentials which includes 18 of business
administation manuals from Harvard

Business School Press.

You can check out top 10 best seller of
our books on page 1 3. In this month the

top best seller is “Kellogg on Branding”

To order products, please look at page 32

describing the purchasing methods.

Expernet is the only proprietor of Harvard
Business School Press in Thailand. We
guarantee the quality of books. If you are

not satisfied in the contents of the books,

dviico
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aﬂfuagumi%mm we repay within 30 days after purchasing.
Tusuen (Resale Best Regards,
Technique)

Onchuma Kengchons
Customer Coordinator
onchuma®@expernetbooks.com
Tel. 02-718-0000
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Suda who made this mistake.
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ﬁ’)‘zl'al,%ia\‘l (Subject): | To : antonio@motorjoy.com
ﬁmwud’n@mmnaa From : sureerat@yamaho.com
Julpad Subject © Your claim has been granted
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CC:
BCC :

Attachment :

nsaNduSee v3e Dear Khun Antonio:
\In329 (Opening) :
Fud - ldsdudas
29l wAuanIlNn3
ANAILNTVIUAL
waziliiudngu
Tallgtlogans uds

Thank you for your e-mail concerning
about your dented bed liner : UP110518
gty = 5 PCS. Your satisfaction is our first
priority. Our customer relations department

has informed it to our STA engineers to

4 v v investigate the problem with supplier.
Funaulignimiy

~ . Our customer relations representative
aANgule

will contact you within 48 hours about

the progress of this matter.

Lﬁm%f'm (Body) : "B"u In the meantime, please accept the en-
ﬁNQﬂﬁﬂﬁﬁNﬁaﬁu closed B500 gift certificate as a token of
maﬁqiﬁwﬂﬂﬂmam our appreciation for your business. Motor-
ﬁﬂﬁlﬁﬂﬂﬁuﬂi:ﬁu joy has been our good dealer for many

I"V years, Yamaho offers the best products to

our customers.

Jviicio
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m‘sam’%m #i3ala Thank you for taking the time to write to
1589 (Closing) : us. Your input helps us better serve you
2aUAUBNATIVITN and our customers.

ANANTEIBLAANNT LK

@ o v o Best Regards,

ldaldusuyye

ﬁqiﬁ%ia\l‘ﬂ Sureerat Thong-in
Customer Coordinator

sureerat@yamaho.com
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m”muﬁmﬁmmiﬁwﬂqﬂﬁﬂ 11U You failed to read the instructions
carefully. You shouldn’'t have turned on your cell phone when you take
the simcard out. wazlunndufugmAstusiegmand vieqn
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MoBUE

o W

Wiataisae (Subject): = To : ananta@yahoo.com

o

mwu’h@mmnm From : sureerat@rc-toy-thai.com
JulAay Subject : Your claim has been granted
CC:
BCC :

Attachment : Removing and Installing

instruction, October Catalog
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Dear Khun Ananta:

Thank you for contacting RC-TOY about
your radio controlled car. Even though your
six-month warranty has expired, RC-TOY
is mailing you a new complete wheel as-
sembly replacement free of charge. The
enclosed instructions make removing the
damaged head and installing the new one

relatively easy.

The RC Nitro (model TM511) you pur-
chased is our best-selling and newest
from Japan. However, wheel jams may
occur when fine particles of sand block
the smooth rotating action of the wheels.
RC Nitro perform best when running on
roadways and tracks that are relatively
free of sand. We suggest that wheels
should be cleaned once a month (see en-
closed directions) and have them checked

by RC-TOY dealer about every six month.

Enjoy the enclosed copy of “TOKYO Drift”,
a new catalog of our products coming in
this October.
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n']iqmém WIaln We love hearing from our customers. All of
1389 (Closing) : us wish you good times and miles of runn-
mauqmﬁnﬂ%wﬁaﬁ ing your R/C car.

gnétoemaantd Regards,

M ikaulfuiuye

ﬁjﬁwialﬂ Sureerat Thong-in

Customer Coordinator
sureerat@RC-TOY -thai.com
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(nMssnsadatluniniiuly)

Words cannot express my
appreciation for the great
job you did. Thanks, no one
could have done it better.
You're terrific! You've made
the whole firm sit up and
take notice, and we are ecsta-
tic to have you working here.

ASLIBULUDULNY
(poUAMmNIIIUFIinT)

Thanks again for taking
charge of the meeting in my
absence. You did an excel-
lent job. With just an hour's
notice, you managed to pull
the legal and public relations
department together so that
we could present a united
front in the negotiations. Your
dedication and communica-
tion abilities have been noted
and are truly appreciated.
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(Passive voice)

LNWNALLALUIN
“The mobile phone won’t work because you immersed it
in water”

A53ZLABWIN

“The mobile phone won’t work after being immersed

it in water”

TunstiimaNdainaINgnAuesAns Afttadsld You Attitude
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unable to grant your application for Safety Net term life

insurance.

(14 Direct Approach Liaudea115180819n59lURTINN)

+481389 (Body): The Safety Net program has specific
health history requirements that your application does

not meet.

U o 3
(MINAIBLARNALAZAITNIILUK)

N1353UL389%38UAL589 (Close): We wish you success

in finding coverage through another provider.
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Our company shares your goal of processing orders

quickly and efficiently.
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Thanks to the last downsizing, every department in

the company is running shorthanded.

Faae19nas19A NI lanaT N wNEasE 85 WALILEWS
TwBsau wazderilvgeuiruanladalugn

You guys are doing a great job over there, and I'd
love to be able to help out.
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AL

We both know how
hard it isto make a
profitinthisindustry.

Your check for $15
arrived yesterday.
Thank you.

Employee serviceis
here to smooth the
way for all of you
who work to achieve
company goals

A replacement knob
for your rangeison
itsway, shipped
February 10 via UPS.
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Uszlennwndonguuszianndefiisnldnules 9 Aa com-

pound v Complex Sentence

Compound Sentence AoUszleafifimdonsanusslen
wnniwisUselemdnlimens 1dw and, but, so. Uszleadi
firndenagdnanin 15158n91Uszlen Subordinate  FaTu
Uszlomsa 1au My department is already shorthanded, so I'll
need all my staff for at least the next two months. ('zh'l‘%J’]EI
AINNITINAY)

Complex Sentence Aauszlennduszloanan (main
clause) fagneseUszlendos (subordinate clause) gols
WA Adjective Clause ‘ﬁﬁﬁ’wﬁaﬂﬂizmﬂ who, which, that,
whom, where unwAwINInUszlaAnan Ldu The month’s re-

venue which is down will affect the whole company’s income.

113

Ao wauuneatlszlaatnadg i lugrunatsuastantinuzaldng
TTRG (Our profits, which are down, are only part of
the picture)

A% U4 If ¥3e When e linnsneulfiasgaanumudeninau
114 (When you have more managerial experience, you are

welcome to reapply)

A uAsufudundeainnyinls  viedeinnilddaarilludn

WNNINILHUN A9 Ll 1w “We sell exclusively
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through retailers and the one nearest you that carries our

merchandise is....” WUAaz1A8131 “We are unable to

serve you, so please call your nearest dealer”
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I must refuse your request.

We must deny your application.

We cannot afford to continue
the program.

Much as| would like to
attend...

We must reject your proposal.

We must turn down your
extension request.

-~ 34 1
LUAULLUVUANIN

| will be out of town on the day
you heed me.

The position has been filled.

The program will conclude on
May 1.

Our budget meeting ends too
late for me to attend.

We've accepted the proposal
from AAA Builders.

Please send in your payment
by June 14.
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Your loyalty and your concern about our frozen food
is genuinely appreciated.

Because we want you to continue enjoying our healthful
and convenient dinners, we are enclosing a coupon
that you can take to your local retailer to select your next
Jingreed frozen food shop.
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Dear Dr.Steven:

Infotech has been happy to support Whitty
Community College in many ways over the
years, and we appreciate the opportunities
you and your organization provide to so
many deserving students. Thank you for
considering our grounds for your graduation
ceremony.

Our company-wided sales meeting will be
held during the weeks of May 31 and June
7. We will host over 200 sales represen-
tatives and their families, and activities will
take place at both our corporate campus and
the Ramada Renaissance. As a result,
our support staff will be devoting all of
their time and effort to these events.

My assistant, Robert Seagers, suggests
you contact the Municipal Botanical Gar-
dens as a possible graduation site. She
recommends calling Jerry Kane, director of
public relations. If we can help in any other
way with graduation, please let us know.
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We remain firm in our commitment to you,
President Wofford, and to the fine students
you represent. We will continue to be a
corporate partner to Whitty College and will
support your efforts as you move forward.

Regards,
May Merry

Public Relations Director
Infotech Co., Ltd.
Tel. 918-669-4429

Biszt
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e You can buy what you want right now at no

additional costs.

e This printer can turn out one of your 100-page

proposals in six minutes.

e Your donation will provide temporary housing for
100 women who don’t want to return to abusive
husbands.

e Your corporate sponsorship of the seminar will
allow your site manager a five-minute introduc-
tion at the beginning of the program to summa-

rize your services.



Fyudvanm»donguuvuielus

n1s1d AIDA Tudwaiwanisy19auan

Attention : AniazfiaaiinFasiadeniuivn iy uazanmi
azanla foeddsialild

< watsansslagiaasndniusirasan iy

IPOD 20,000 songs in your pockets
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@ gfreanudnlanngenunegaseig Ly
An SUV adventurous enough to accommodate your

spontaneity and the gear that comes with it.

< °l°fi'gﬂ|,|,m_|°umn'1iﬁz|u°1i'm Kips}

In the past 60 days, mortgage rates have been
fallen to a 30-year low.

< fegannuaulafiizadasiuansunl iy
The only thing worse than paying taxes is paying

taxes when you don’t have to.

< Aauilszndn 1wy
Right now, you can get huge savings on a new
camera phone.

<@ wanewnla 1wy

This backpack’s designed to endure all a kid's
dropping and dragging.
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The NuSorm desk chair is designed to support your lower

back and relieve pressure on your legs.
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The NuForm desk chair supports your lower back

and relieves pressure on your legs.
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Dear Mr. Therrien:

If a company is to continue to grow in
today’s marketplace, it must have great
products, provide good service, and listen

to its customers.

We at Krypton International pride our-
selves on the quality and performance of
our products and our customer service.
However, we are interested in hearing
your experience with Krypton. We know
you purchased a camcorder from a Kryp-
ton store three months ago. Now that
you have had time to use it, we would like
to know how you feel about the machine.
Would you recommend it to your friends ?
How do you feel about our sales staff ?

Were they knowledgeable and helpful ?

dviicio
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Viwuﬁz:ﬁwﬁﬂﬁ@m survey, you will be helping us to assist
Wﬁmﬁuﬁﬂﬁﬁ I‘ﬁgﬂﬁﬂ you in the future with new and improved
T¥saly merchandise and service.
A (Action) : wfu T Please return the form to us via this email
Qnﬁmﬁﬁﬁmuua: address. Your cooperation is appreciated.
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Regards,

James Ross
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We may be able to boost profits by drawing corpo-
rate and business customers into our downtown office,
where we could sell them our travel — management ser-
vices. If we create a travel resource center for corporate and
business travelers, our customers could.

Interest : anadayatlsznauniafiatsan Faedsnisiidnianly

nsiunarls

e Purchase books and pamphlets containing infor

mation on the most popular business.

e Request that we obtain such information for them

about less popular destinations.

e Purchase video and audiotape courses in Spanish,

French, German, Japanese, and other languages

o Browse the Internet on the spot to monitor weather

conditions and currency exchange rates

e Purchase luggage, maps, travel guides, and related

electronics

e Sfearn about cultural differences and various

business practices around the world
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. Y § v a Y P K %
Desire : mwguimnmmmmmmu pnenismanedine’ld Emo-
tional Appeal Waz Logical Appeal

Once business travelers are in our office, we have
a terrific opportunity to tell them about our complete
travel-management services, we could serve their appe-
tite with advice about transportation, about accommo-
dations, perhaps even about accommodations, perhaps

even about cultural differences to be aware of.

. A4 aa PR o Y v
Action : LAUDLLUINIG m@aﬁma?mmummmmxm”l,m

If the resource center works at headquaters for
our business customers, we might consider testing a

resource cenler atl one ofour.
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