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2.1 mmﬁuaﬁﬂLﬁamaﬁsﬁﬁmﬂumiausm/é’uum/ﬁmmm'm;;f
AWDINAH: mMadsuiNenisioansiisiusz@nsnam (How to write an Effective Formal

e-mail)
WU

1. Wewsmmuedidnnseling wie e-mail ldogrediuseamsam

2. annsadenldorulunisifisu e-mail Tugnumsaisneg Ihegramnzay
Lﬁammssﬁqﬁ’mv
1. s e-mail (Salutation/ Greeting)

AU e-mail sindiufugay Dear wagenudne uANa W3 Dear uavn iy Jo-uniana
Dear..(Last name), %39 Dear...Name Last name),
ml:um']waumana ld Dear Sir, (fls Aoutfye) viie Dear Madam, (e Arugfwd)
2. mM3Budu (Starting)

Hunshefianasesteududou wiessiiunisveunu
1 Thank you for taking the time to write to us/ give us some feedback (ma‘uaUﬂmﬁaa“
nandgutusy deiplaueuuslian) Thank you for your e-mail on June 24" 2023 (vounm
dmiuBuidvesnailuiuil 24 figueu 2566)
2 n'ﬁasmmuawa’i.ummau (Explaining reason for writing)

waavesnsiBusning TauiEusey
| am writing to inform you about .. (fudeudisgauiioudilsiumsuieniu..)
I am writing to remind you about ... (514@HuLﬁaLﬁauﬂmLﬁﬂ?ﬁu...)
| am writine to let you know that ... (5uﬁiﬂutﬁaué’a’lﬁqmm’mim..)
| am writing concerning about... (Buindadeuieniu..)
| am contacting you for following reasons: ... (51;??’!5@ﬁﬂﬂ'a@mﬁmmﬁlwaﬁu@fﬂiﬂﬁz )
| would like to tell you that ... (ueginazusnnni..)




| would like to inform you that ... (fueginazudegesin...)
JEETE R
the meeting will hold on June 22™, 2024 (axiltluiufi 22 figuiy 2567)
the meeting will be held tomorrow morning (aiituluTuwgilidn)
Just a short e-mail to request you to ... (LLFi'EiLnJé&’I‘;u*} Lﬁﬂ%‘iﬁﬂm ol
Just a short e-mail to request you to present. (u.fiﬁl,uﬁﬁgu‘} Lﬁﬂ%ﬂlﬁﬂmﬁ%aua)
This e-mail is just to let you know that ... (ﬁméﬁlﬂmﬁmnmﬁﬂﬁﬂmmm’h )
This e-mail is confirmed that ... Buidifieduduin ...)
4. nseenen13RAse (Referring to Previous contact)
Hunssedadeiifior el3ubiresdunidesineunth
Thank you for your letter of May 15" .. (veuanidwuasmneesnariuil 15 wqena)
Thank you for your e-mail regarding .. (°uawauamﬁﬂw‘%’wwmmﬁmﬁu )
Thank you for contacting us. (’uauﬂmﬁﬁmﬁmﬂ)
In reply to your request ... (neunduAYBUDIAN ...)
Further to your e-mail ... on May 18, ... (ﬁmﬂmmnﬁméﬂmqm . i 18 WO HNIAN)
| would like to confirm the points we discussed on Monday {51.19’1'60m‘iﬁuﬁuﬂimﬁuﬁﬁmﬂ
fslududums)
5. MITBANUTILNED 38N1330998 (Making a request)
WHumaifsuiieveaudiewis wiesoswe
| would be grateful if you could send me further information about ... (5u%xmauqcuﬁ'lﬂm
annsodsoyaianiiniotu...)
| would appreciate your attention to this matter. (Suvevaunmillinawalatudesi)
| am interested in obtaining/ receiving a work permit. (Suaulaiioziu/lésu Tuaygnsinnu)
In addition. | would like to receive ... (enaniigudesnis$y ..)
| would appreciate if you would ... (§uagveuamuIndnmm...)
| was hoping you could find a good solution for this matter. (5u1ﬂi’ai1ﬂ£uamwumdﬂanﬁﬁ
dviuidosil)
It would be helpful if you could send us ... @zilumstemdelietnann winaw ..)
It would be great if you could .. (azifiunsa ﬁ’liﬁgmmm‘m..}
(Wsaudsbitsmaungauawelisifiunisetials)
Would you mind if | send you the information on Monday? (AnasFaiiisalvaidnidudadioyali
AnluIuuns)
What would you like to do next? (ﬂmﬁadﬂ’ﬁ%ﬁ”mﬂwialﬂ)
Could you confirm these details? (ﬂm‘ﬁwﬁuﬁm’mamﬁaﬂméwi‘?l&ﬂwu)
Could you please reply me as soon as possible? (ﬂmj"mmauﬁum‘lmﬂﬁ’)ﬁqﬂiﬁ'ﬂww
Could you possibly let us know the due date in advance. (ReutiguanIT IuURMVUAlINTIU
araming)
| was wondering if you could explain this problem (i‘i’uaaﬁ'&hqm:a‘émaﬂzymﬁﬁm)
Would you like me send you a link to the article? (pusioams idudsdsaludaunaruvesan
i)




Let’s discuss your next step? (mwuﬂﬁmzumaueiﬂiﬂmmﬁmﬁu}
6. MITOATURS (Asking for clarifications)

Wunsvelvesurelidaiay
Could you please specify what you would like us to do about this problem? (ﬁmﬁ?ﬂixuﬁ'ﬂ
finausissnsiiswinfeiuilymilldim)
Could you please clarify when you would like us to finish this? (ﬂm“ﬂaﬂizuédﬁﬁmﬁmmﬂﬁ
whdsiliudadiiailela)
Could you give us some more details on this matter? (qtu'ﬁ"nalﬁﬁwasL%j'ﬂﬂl.ﬁmﬁmﬁ'mﬁu
Sesiituislalm
Could you explain what you mean? (ﬁ;mﬂaiwaﬁvwﬁdﬁ"immmaﬁaazls)
In the other words, you would like us to direct this message to the Director? (Wu18A213I1
aufpsnsitdsdenuiiiasnenisiaglniol)
| did not quite get your point about ... (fulsidnlauseduiendu...)
Could you be more specific? {ﬂmqumzmmnn’i'nﬁﬁ'ﬂw)
If I understood you correctly, you would like us to deliver the goods by tomorrow? (§13u
winlagnisnasiosnsTidudsdudnieluTungsi)
What exactly do you mean by more service charge? ( m'mwmﬂﬁamwmaﬁﬁaﬁﬁmﬁmi
snalalva)
When exactly are you expecting to have? (ﬂﬂimﬂﬂi’%’i’]%ﬁﬁﬂlﬂ%)
7. nssare (Asking question)

\unissadinn viedesmsfineu
When would it be convenient for you to send/give us the solution? (Lﬂalw'ﬁ?}maxmﬂﬁ%
ds/l% Amou)
Have you given any additional considerations to quote the final price? (ﬂm‘lﬁﬁmim%ﬁmﬁu
Wiewauesmamgarinailolus)
Which option would work best for you? (fidenlavzldamili@igadmiuam)
What would you like us to do next? (Rassinanisiiavieslsaaly)
Would you prefer to ...? (ﬂmﬁaamﬁﬁw..)
Would you rather ... or ..? (AfdaeINE ... %3e ...)
Would you rather present orally or written presentation? (ﬂmmmﬂ%ﬁ’ll.auammﬂa"i wio
ULAUDIIEIENET)
Is it possible to .2 (Hululsvdelifias..)
8. naFoansivineyls (Calling to actions)

Wumsuenligsuaamnehesls
Are you considering upgrading to the new version? (Qmﬁﬂﬁaﬁmsmﬁ%ﬁwLnsmﬂunaéi'u
Tminsala)
Just book time on my calendar and | can answer all your questions on the product and
pricing. (aaL'Jmuwmalum'mwmau LtauQ'L!ﬁ'lN'ﬁﬂiﬂﬁ]Uﬂ'm’m’ll‘ENﬂMWQWNﬂLﬂEJ'JﬂUNﬁmﬂmWI
LLﬂvﬂ'ﬁﬂ'l‘l-’mﬂ‘i"lﬂ'U
Just present it by tomorrow (mﬁ'll,ﬁua"i'uwﬁdi




Or if you would rather occupy the meeting room, you can let us know by tomorrow. (158
thausesmsliesusemn auannsauddiismsunieluiungail
Help us give you the best advice by telling us a bit more about your project? (#81311%
fuusiiiiigalasueniaimiduieatulasimsvesna)
| would love it if you could walk me through your project. (Suas30UMNIMINAMYIY
wuilATINTveInn)
This may be a great time to take a look at our project. (fjmﬁ]Lflummﬁl.wmsauﬁmwmuﬁ'u
AlATINTVDUTT)
If you are interested, drop me a line and we can have a quick chat to discuss your further
steps. (wngaiauls nyundstonnnian udmaserldyaneiuienfuiuneudeluvesam)
9. N1INBINT MU IAARBLIT (Asking them to contact us)
Wumsdosnsiiiuniadelsn i
You can reserve a free consultation here www.ldd.go.th or just give us a call at 1760. (At
a3090slGANT www.\dd.co.th wWienslé 1760)
Please you have any question, please e-mail or call me. (nnAguiiAMLlAg NFaNdIBNIE
wIolnshnsiu)
Please do not hesitate to contact me at a any time or your convenience. (lﬁﬁmﬁdl,aslﬁ]ﬁ%
Ainsaduldnasnaviseluainuagean)
If there is anything | can do for you, please let me know. (@1ilozlslrrefvenduls)
Could you please keep us updated on this? (ﬁﬂﬂﬂﬂ'ﬁﬁﬁﬂiﬁuﬂ’nﬁmf YIUDNTUMEUY)
10. MsypRuiiEafuYsE (Talking about meeting)
msyaRpeIfuUsEguazdeinstninsUssquieiudiaeiu Ju na ¥de
At the meeting on Monday/Yesterday, we discuss about the new policy. (lun’ﬁﬂ'iz“qmﬁa“fu
Fund/ Jerwil wldwaneiuiefuulsugn)
At the meeting, we agreed to solved the problem. (lumsuszguislannasiuinsasuitgywn
1)
Let us have a meeting sometime this week. (lﬂﬂ‘iz‘quﬁﬂﬂ%ﬂﬁﬁﬂluﬁﬂﬂﬂﬁﬁus)
How about talking this over at a meeting? (Lmﬁ"l’ffﬂiﬁl}ﬂaﬁ'u‘[.uﬁﬂsz‘quﬁlml)
Why do not we talk this over at a meeting? (ﬂmﬁﬂ'ﬁL’e]ﬂﬁ?ﬁﬂﬁlﬂﬂﬂﬁ’ﬂﬂﬁﬂ‘i?ﬁgﬂﬁlﬂﬂ)
| would be glad to tell you more about this at the meeting today (Quﬁﬁ%\lﬂﬁgﬂﬁimﬁ’ﬁ’ﬂuﬁ
ﬂiz‘qui’uﬁ)
Let us have a meeting to discuss this issue. aﬂﬂixﬂguﬁutﬁaﬂﬂﬁuﬁmﬁ)
11. nstauspaineie (Offering help)
Wumsiausanulvidismas
We are quite willing to consider a discount. (masndalaviazansianly)
Our division would be please to work with you. (vl’Nﬂ‘EN“LIﬂdLiﬁiﬁnﬁuﬁﬁlﬁﬁﬂaﬁuﬁUF}m)
If there is anything | can help you with, just let me know. @laglsTidusale venduldiasus)
We would be happy/appreciate to fully support this project. (L‘a"ﬁl?ﬁﬁ%aﬁmqﬂmdmiﬁ
i)

Would you like us to create a template for you? (%‘lﬁﬁuﬁ’lmumaﬂéﬂiﬂﬁﬂmluu)




12. prsuansnuuauA (Thanking)

Wunsveunm
Thank you (very/ so much) for + something (noun).
Thank you for + action (Verb-ing).
Thank you for your time. (wa%avamﬁm%’unmmﬁrﬁﬁ)
Thank you for clearing this up. (vauamudmiun1sdanIsnnegslviteuias)
Thank you for sending your time to give us your feedback. (“U‘E}Uﬂmﬂ'ﬁna’ﬂuﬂﬁdﬁaﬂ'ﬂu
NAUNMIAL)
| (really) appreciate that you took the time to give me these details. (vaufnaIn FudRn
finganaazanlunsesuneliiseandun)
13. A15U9UN (Giving good news/ bad news)

maudainlunsdiiduiessnd wiend
We are pleased to announce/ inform you that ... (Liﬁi’ﬁﬂguﬁﬁ%Lﬁﬂhﬂﬁmw'ﬁ sl
We have some good news for you. (\3limfiazudslinmsv)
It is my pleasure to let you know that you have pass the test and ... (Liﬂiﬁnﬁuﬁﬁ%lﬁaﬁiﬂ’s
Tns1udn sunsvnaeu)
| am glad to tell you that you have pass the test and ... (5vauanmBuRnvsn sl
NI WIUNTNARDU)

nsuderalunsaindiuedilia viesnie wisdunsugias
| am afraid to tell you that we cannot support you the data. (5uL§a’lilﬁﬁ!3U8nqm’i1L‘iﬂ1ﬂ
annsoaiuayudoyalvnn)
I am sorry to tell you that we cannot support you the data. (ﬁ’mﬁﬂﬁaﬁwuanﬂmmﬂﬂ
annsnatiuayutayalvinm)
| am afraid | have got some bad news for you. (Fuidslefiasiiashisiunuan)
| am afraid that we cannot reduce the price. (tnssanaghiamnsaansiala)
I am afraid that | won’t be able to do as your request. (Lﬂ‘ﬁ&’i’lwﬁﬂuﬁdﬁﬂm%allﬁlﬁ)
| am afraid it would be impossible to accept your proposal. ansenanthilulaildiassu
TolauavsInn)
| am afraid it would not be possible to accept your proposal. (nse3eaiululaildifiassu
UVDLAUBVDIAN)
| regret to inform you that due to a mistake in our database, ... (tﬁﬂi%ﬁﬁ]xtﬁﬂ‘lﬁmmﬁmn
aruananlugudeyati )
We regret to inform you that it is not really possible to deliver the goods within this week.
(masdelafasudslimsuindullilendaduslineludumsiil)
Unfortunately, your project was rejected. (Tﬂjﬂ%’iEJmﬁaLﬁuﬁ[ﬂsmﬂ‘umﬂmgnﬂﬁtaﬁ)
Due to too many mistakes on your paper, it would be impossible to accept it. (iaa13
Aananalusssuvesnsnniuly Wuldbildiezeensv)
14. msvalny (Apologizing)

dleiidefianarniiniu Sadasiinsvelnluauiianatniy
Sorry to keep you waiting. (valnwiideswilise)




Sorry for any inconveniences this situation may have caused. (welvwiuawlilazaani
int)
| (do) apologize for the problem you have had. (?Jaiwﬁ'uﬂfgmﬁﬂmmam)
We (really)apologize for being delayed. (Wanisrvelnwluanuaidn)
| wish to apologize for absence. (a81n9ZVBINYATIY ﬁ‘lniu'ﬂmixqﬁ?u)
I would like to apologize for making you wait. (velnwiviilisiasse)
| regret any inconvenience caused by our short notice. (ma’Imﬁué’amxsﬁ%%mﬁuM)
15. M3naUanediug (Closing remark)
| would appreciate your reply. (3@nvauamuuniaumaunEy)
I look forward to doing business with you in the future. (enizyigsiasaniuamsaluly
DUNAK)
If we can be of any further assistance, please let us know. (ﬁﬁﬁmﬁﬂﬂﬂﬂ‘iﬂﬂmjwmﬁﬂLﬁlu
anil fuenld)
If you require more information, please do not hesitate to contact us. (5hk9hvn'}'i“'t|’au“a
Wi egndaalafivzanans)
Thank you for taking this into consideration. (‘U@‘Uﬁmﬁta'u‘%mriﬂﬂﬁﬂ’l‘im’l)
Thank you once more for your help in this matter. (mavqmﬁna?&'lumﬁwm?i'aﬁimﬂ)
| would be happy to have an opportunity to work with your team. (5uﬁﬂ'.l’m’cj°tlﬁﬁiaﬂ’1ﬁ
e RGN IR ERETN)
Let me know if you need any help. (881nfiaansanadiswmdavants)
If you require any further information, please let me know. (ﬁaamﬁm&mﬁmﬁu uanduls)
If I can help in any way, please do not hesitate to contact me. (thilezlslviehe pendaialad
VAAADAU)
Do not hesitate to contact us again at ... (egdualefivzfindadu ddeslsismwetaole)
16. Aaing (Ending your e-mail)
Aaavnedwd madumgniw
Sincerely, (A78AMULAITH)
Yours sincerely,
Sincerely Yours
Your faithfully,
Faithfully Yours,
Kind regards,
Best regards,

Regards,
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