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PREFACE

E BJECTIVES

This text has been designed with the aim of helping students develop their skill in the
writing of business letters with the following two fundamental objectives:

1. To familiarize students with the conventional forms of business correspondence, and

2. To provide practical exercises using the principles of effective letter writing so that
students will be able to apply their knowledge and experience to the writing of actual

correspondence.

PPROACH

In order to achieve the above objectives, a functional approach and the use of a model
are applied. Although a functional approach was initiated decades ago, this kind of approach,
according to my own experience, is still useful and effective. The main reason is that it helps the
writer to envisage an outline before writing his letter. Besides, it is appropriate for Thai students
at the university level because it provides a better opportunity for creative thinking and writing.
As for the use of a model, according to Ronald White's article: “Approaches to Writing,” it is
“a natural, respectable and sensible thing to do, and is even more essential when one is
working in a foreign language.” Consequently, model letters, some of which are taken from
actual business correspondence, are presented throughout with a view to acquainting the
students with the type of vocabulary, idiomatic expressions and sentence structures appropriate

to that type of communication.
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m NIT ORGANIZATION

Unit 1 and Unit 2 are somewhat different from the other units. Since letters have formats,
Unit 1 deals with letter layout and conventions in both British and American styles. Unit 2 covers the
qualities of good business letters because writing a business letter is not like writing a composition
where grammar or structure is emphasized. What is more important to business correspondence
is the psychological message inserting into the communication and the appropriate choice of

precise and accurate words.

Units 3-9 are concerned with various types of letters and memorandums. Each unit is
presented with a model letter and followed by questions for comprehension. Then an organizational
plan for each type of letter is presented in order to enlighten the students with regards to the
function of each paragraph. At the end of each unit, useful expressions, with Thai translation, are
provided because one problem for Thai students is that although they may be able to write perfectly
grammatical sentences, these sentences may look strange and might not be clearly understood
by native speakers. By studying these expressions, even the weak students will be able to write
acceptable business correspondence. Besides, various kinds of exercises at the end of each unit
are drawn from real life situations and designed to give extensive practice to students for their

future careers.

PPENDICES

Three appendices, which explain some grammatical points and some frequently used
business terms, are included for the convenience of the users’ reference.

In this tenth edition, the part on facsimile, which is still popular and commonly used in
business, has been retained while the information about e-mail that will help the readers comprehend
the senders’ vocal inflection and emotion conveyed in their messages has been left intact. Moreover,
in order to catch up with the fast-developing digital world, | have provided Appendix D, containing
a list of popular social media acronyms and abbreviations, for the netizens, who opt for online
communication, to save time in their correspondence.

Finally, at the end of the book, an answer key section, where possible versions are
presented, has been added as guidelines and the users can write their own versions, based on
the examples given.

The author sincerely hopes that this new edition will be of benefit to the readers and

welcomes any comments that can be used to improve contents of the book in the future.

Sumtum Parisuthiman
January 2017
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GUIDANCE ASSOCIATION
75 Fifth Avenue, New York, New York 10017
Tel. (212) 888-1234

@ June 17, 20—

Registered Mail

The Best Corporation
234 Seventh Avenue N.W.
Seattle, WA 98109

U.S.A.

Attention: Mr. Robert Walker, Personnel Director
Gentlemen:
Subject: The Business Letter

This letter is an example of block form. All of the parts of the letter are

included and numbered.

Although this example shows the date to the right, it could be centered
as well. The complimentary close and signature are also to the right, but
they could be centered. The dictator’s title may be typed on the same
line as the name; or if the title is a long one, it may be typed on the line
below the dictator’s name.
@ Sincerely yours,
GUIDANCE ASSOCIATION
@ David Martin
David Martin
Secretary General
DM: deh
Enclosure

cc: Mr. Richard Wills

PS.
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1. Letterhead 6. Salutation 11. Signature Bloc

2. Date 7. Subject Line 12. Reference Symbols

3. Mailing Instructicon 8. Body 13. Enclosure Notation

4. Inside Address 9. Complimentary Close 14. Carbon-Copy Notation
5. Attention Line 10. Typed Company Name 15. Postscript

1. Attention Line

The attention line directs a letter to a specific person in an organization when the
company name is used in the address line. This line is typed below the inside address and
above the salutation, and it can be at the left margin, indented with the paragraph or centered,
depending on the letter layout (style) used. Remember that the attention line, even if it includes
the name and/or title of a specific person, has no bearing on the salutation. The following are

various styles of writing an attention line:

ATTENTION: Mr. Charcen Prayoonsuk
ATTENTION — Sales Department

2. Subject Line

The subject line helps to tell your reader at a glance what your letter is about. It is
typed with the left margin, at the paragraph point or centered, two spaces below the salutation.
The word “subject” can be omitted.

SUBJECT: Overpayment of Invoice No. 702

Subject: Qur order No. RT-803

Your letter of August 5

3. Typed Company Name

Your company name, if printed on the letterhead, need not be repeated after the

complimentary close, except in legal documents. (See alsc “7. Signature Bloc”)

4. Enclosure Notation

Enclosure notation, typed two spaces under the reference symbols, is used when
something is sent in the same envelope as the letter. It reminds the writer and his secretary to
make sure that enclosures mentioned in the message are mailed with the letter. Meanwhile, this
notation also alerts the recipient to check for enclosures. When more than one item is enclosed,

number should be indicated.
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( Exzercisks, }

ExtrcIsE ] DATE, INSIDE ADDRESS AND SALUTATION

A. Directions: Choose the correct answer and write the letter of your choice in the space

provided.

........... 1. The correct salutation and punctuation used by Americans is ........... .
a. Gentlemen: c. Gentlemen;

b. Gentleman: d. Dear Sirs,

........... 2. The standard form of a dateline in a business letter is ............ .
a. Jan. 3 20-- ¢. January 3, 20--
b. 8/1/20-- d. January 3 20--

........... 3. Of the following, the most formal salutation is ............. .
a. Dear Prasert c. Dear Khun Prasert

b. Dear Sir d. Dear Mr. Kittikarn

........... 4. When an addressee is a company, the appropriate salutation is ........... .

a. Gentleman c. Dear Sir

b. Gentlemen d. Dear Gentlemen
........... 5. Inc. is used by ........... firms instead of Ltd.

a. British c. Thai

b. Australian d. American

........... 6. Which of the following salutations and punctuations is correct?
a. Dear sir, c. Gentleman:

b. Dear Sir: d. Dear Gentlemen:

........... 7. If you want to write a letter to a sales manager in a company, the first line of the
inside address should be ............. .
a. The sales manager c. Sales manager

b. The Sales manager d. The Sales Manager
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........... 8. Following is the first line of the inside address. Which one is correct?
a. Dr. Pradit Vachadee Ph.D.
b. Dr. Pradit Vachadee, Dean
¢. Dr. Pradit Vachadee, The dean
d. Dr. Pradit Vachadee, The Dean

........... 9. The attention line ........... .
a. is necessary for every business letter
b. directly precedes the subject line
c. is used when the letter is addressed to a specific person

d. is typed between the inside address and the salutation

........... 10. A subject line ...cccuuee ©
a. is included in all business letters
b. is used only when the attention line is not included
c. is to give the reader an advance notice of what the letter is about

d. precedes the salutation

B. Directions: Rearrange the information given below in correct form for the inside address. Use
block layout. Also correct the unacceptable date arrangement and supply an

appropriate salutation for each.

1. September 15 20--
Thailand / Arzedal (Siam) Ltd. / The General Manager/ 537 / @ Silom Road / Bangkok 10500

2. 15/9/20--
Albany / Professor of Marketing / New York 12222 / Mr. Steven T. MaCaughey / State
University of N.Y. at Albany / U.3.A./ 1400 Washington Ave.

3. September first, 20--
8 John Street / London WCIN 2Hy / Macdonald & Evens Ltd./ Great Britain

4. 5 Nowv. 20--
The Businese Editor/ The Post Publishing Public Company / 136 Na Ranong Road /
Bangkek 10110 / Bangkok Post Building / The Bangkok Post
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mSEFUL EXPRESSIONS

OPENING

= M e of your accounting department has told me about
the vacancy you have for a correspondent in your sales department. The job
sounds very interesting to me and | should like to be considered an applicant for this
positicon.
(mﬂ.....,,......,...,,......,...,,......,,...,.%oﬁ'lxﬂuaQTuLqunﬂ’mﬁlﬁuaﬂTﬁﬂﬁﬁwLﬁﬁmﬁmﬁmﬁ’uﬁ’nmuo
wiinewldsousavmnoedeinogluusunn dwdidnaulauazdesnisazveainsdi

o ° -
mmuTumuwua UDAWHIN)

= M s s , Who is employed N YOUF i
department, has told me about the excellent oppertunities in your ..o,

department. Please consider me an applicant for the position of .....ccoiviiiiiiiiieees g

- Will you please consider me for the position of cost accountant about which you
recently spoke to Professor ..o eeeeviiiciiiieeeneeics ?
He recommended that | write to you and apply for the job. (It is at his suggestion
that | write to you to apply for the job.)
(ﬂﬂﬂﬂulﬁ‘[ﬂiﬂﬁﬁﬂ‘ém']ﬁﬂwLﬁ?’ﬁﬂ[uﬁ’]LL“H“I,j\’l”w“I:!'ﬂ\“lWuﬁ'ty%ﬁuvlu%di’i']ulﬁﬂﬁmﬁﬂﬂ']ﬂﬁ‘li']ﬁﬂi?j

o & ¥ o B wa w = <
...... LNBL%’J‘ST U Vl'lllﬂ'lﬂﬁl‘i'lﬂ'l’imﬂLLua‘iu’ﬂWlﬂWLﬁ?']L“ﬂF;IUﬁ?ﬂWN']EIE‘INﬂ’i

ALY

- Will you please consider my qualifications for the position of internal auditor you

advertised in The Bangkok Post, August 20, 20--7

- Your advertisement for a secretary / operator in The Nation dated .......ccccoeeiiiiines

has prompted me to ask you to consider my qualifications.

- | read your advertisement in The Bangkok Post of . for
a person to fill the position of i . | would like to apply for this
positicon.

@wdnldsuwnlszniauisaruvoevinulumivdedind “uranonlwad” atulszen

R SUFTATYAART R TUAAU e WA

& 9 o v
AN ZN\’]ﬂﬁ?‘Zﬁ]’Nﬂid']UTUﬁ’] L LNIU)

- Do you need a reliable translator with a background of business education and

experience? If you do, | should like to be considered for that position.
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In April | will graduate from the Faculty of Liberal Arts, Thammasat University,
and | am eager to take a full-time position by May 1. Since your company is one
of the best known names in soft drinks in Thailand and around the world, | would like
to apply for a position as secretary in your company. If a position should be
available, please consider me an applicant.

Quidouwmouiidwge: sdensfnerinansfalaans wninedusssnaans
uaz AT R TS IR R A TUR 1 wimnanduduly tipssan
vEFnpainniuud FnuihAided sannTunseaaddaanlulssmalnouazialan
Fmdnlasasvemiasdwiulumumisernmluvismesing Swnu3snvesyiou

Hauvidaing Iﬂiﬂﬂjmﬁ'uﬁfaﬁmﬂuﬂﬂﬂﬂmﬁﬂwLf-i”mﬁ'm)

In The Bangkok Post dated ....cccceeeviiviiniecviiinnenis | noticed your advertisement
o S . May | please be considered an applicant for
the position.

With reference to your advertisement in The Nation of ..ceviiiiiiiiennnne .

| would like to apply for a position of ... in your company.
rwivinuldass smauden i Tunifofind “L@osuiu” A9TUM. ST ER
Haudseasdssaias v, ... SV— AOIUTENTEIYINU)

EXPERIENCE AND EDUCATION

| think that my experience and my field of study would be useful to you.

ar W @ = =l o 2 o
Fwmdwieissaunisoiua s it dnseadudss Temldovig

| hope that you will find me qualified to WOrk in YOUI ..o
department. If | am accepted, | will welcome the opportunity to increase my
kriawledge of s ;

My (part-time) job as {_ ZtinIStL I naumus , plus my courses in
-ete. |

{_ accountlngl at Thammasat University should qualify me for the position of

- etc.

- auditor trainee
- etc.

} in your company.

v luaindlugwewiinewinide <a Tu.... N TN

fUdrEe nedutd qev Adwdd@nsinmInonausisvaians vinlddweand

AusiiRed AR cUfiRrulugwenineusoutydilnds e TundFnooariog
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Answer the following questions:
1. Who wrote this memo?
To whom is this memo sent?

2

3. What is this memo about?

4. Is there any personal touch in this memo?
5

What makes this memo clear?

At present a company is run by a staff of executives who have to keep close
personal contact with everyone in their company through business reports. In intercompany
communication, there is probably nothing--except conversation--which is more frequently used
to transmit ideas than the memorandum. That is why it is often called interoffice
memorandum. |n everyday speech, it is referred to as a “memo”. In fact a memo can be
more or less compared to a letter. The main difference, besides the form, between the two
is, however, that the memo is written to a person in one's own company, while a letter is

written to someone outside the company.

YPES OF MEMORANDUMS

Memorandums are informal yet official statements of communication within an
organization, usually handling business of a routine nature. It covers just one topic and can
move in one of three directions:-

- Downward--from top management to subordinates. It usually transmits policies,

procedures and orders.

- Upward--from employees and officials to other officials holding more responsible
jobs in the organization. Most of them are inquiries, requests, proposals and
recommendations.

- Horizontally--interchange of information and ideas between departments or among
men on the same level. It is to coordinate the work of the various departments or

divisions.
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EARTS OF THE MEMO

The stationery on which memos are written contain printed headings that eliminate
the need for formal inside addresses, salutations and closings. Although memorandum forms
differ, most of them contain at least four headings: To, From, Subject, and Date. Other

headings can be added, for example, Department, Telephone Extension and so on.

I. The “To” Line

The addressee is not usually given a courtesy title, such as, Mr., Mrs. or Dr. |t is
common, however, to use a title when addressing a person of much higher rank than the
writer. Again, whether to use a title depends upon the writer's relationship with the readers
(Superiors or Subordinates) and the degree of informality within that organization. The job

title, however, may be used along side the addressee’s name.

2. Copy Notation
The name of the person who receives a copy of the memorandum may be placed
below the addressee's name, but more usually at the bottom left margin. If several pecple

are to receive copies, their names will be placed at the bottom of the memorandum.

3. The “From” Line
Like that of the addressee, a courtesy title is not given to the writer of the

memorandum. However, the job title may be included beside his name.

4. The “Department” Line

If the company is large and the job titles are not indicated, there is a chance that
the memo may be misdirected. Therefore, it is wise to identify the department from which the
memorandum came and to which it goes below the sender's and the receiver’s names

respectively.

5. The “Subject” Line
Stating the subject of the memorandum enables the readers to know at a glance
what the memo is about. The wording should be as short as possible but long encugh to tell

the reader what you are going to talk about in the memorandum.

6. The Body
The body of the memorandum, like the body of a letter, is usually single spaced. If

the message is very short, double spacing may be appropriate.
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ExampLE

Supporting

Details

Key Idea

Statement
for Future

Action

MEMORANDUM
To: All Salesmen Dagte: September 10, 20--
From: Takeda Nichigava Subject: Commission Update

During the past months, our company has suffered losses
because of the increase in the prices of the raw materials. To remedy
the situation, the company has already requested the Committee for
the Control of Commodity Prices to allow us to increase the prices of

our cars by 10%. The issue is being considered by the Committee.

Meanwhile, for the company to continue its production, we
must reduce our operation costs by cancelling, for the time being, the
commissions given to all of you. We are sorry to have to give you
such information. However, we hope that the measures adopted will

be only temporary.

Please inform us if you have any other suggestions or

comments. We are willing to listen to all of them.
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Ether Examples of a Memorandum

Downward Memo

Exampie |

yd
/
{

B\ TOYODA (THAILAND) CO., LTD.

Plant : 2345 Sukhumvit Road, Bangkok 10110
‘ ' Telephone 0-2393-7879-85

Interoffice Memo

To : All Foremen Date : September 20, 20--
From : Yoshida Atanabe Subject : Employees Leaving
President Work Early

During my visits in the past month, it seemed to me that employees in almost
all departments began “clean-up and check-in” operations at about 4:40 p.m.

When the bell rang at 5:00 p.m., almost all workers had left the plant.

Actually company policy and the union agreement indicate that work on the
line is to cease at 5:00 p.m. The financial loss to the company for a 20 minute

period, with 1,800 workers, is appreciable.

Consequently, from now on, all of you should see to it that none of your

workers leave their work ahead of time.
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