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24 Albert Road ‘ 18 Famagusta Street
Manchester Nicosia
15 April 1988 Cyprus

September 23, 1989
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Long Beach Faculty of Humanities
California 90010 : Ramkhamhaeng University

Bangkok 10240, Thailand
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‘ ’ February 16, 1991
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(Model Business Letter)

ADULT STUDY CENTER
507 Fairway Avenue (heading)
Tempe, Arizona 85281

October 1, 1990

American Book Caﬁpany
450 West 33rd Street
New York, New York 10001 (inside address)

Gentlemen : ‘ (salutation)

I would appreciate it very much if you would send me some
information about the textbook Practice, Plan and Write, which
your company publishes, I would 1like to know how much the book
costs, how many hours of class per week it is designed for, and
whether a teacher's manual is available or not. I am considering
using this text in our adult English-language program. (bady)

In addition to the above information, will you please send me
your catalogue of textbooks in the field of English as a Second

Language.

Very truly yours, (closing)

Mw/”“ (signature)
Albert Jones
Director (name and

English Language Division title)

AJ/pr (initials)

9cn; , EN 405



3301 42nd Street
Lubbock, Texas 79413

February 4, 1991
. Registrar
Literature, Science,
and Arts Building

University of Michigan
Ann Arbor, Michigan 48104

Dear Sir :

Please send a transcript of my credits to the following address :

Mr, Horace Towner
Superintendent of Schools
4398 Fifth Avenue

Canyon, Texas 79015

Enclosed is my personal check for $1.00 to pay for the transcript.

Yours ti'uly,

Launsnc Moy

Lawrence Murphy

EN 405
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.. the Nineteenth Century.

135 Meadow Lane
Lone Pine, MS 39501

October 3, 1990
American Book Club
1553 5th Avenue
New York, NY 10023
Dear Sir or Madam :

Two months ago I received a letter from your book

‘club inviting me to join., I also received a copy of
‘the book ‘club selection for August, Furniture Thr

the E . Your letter said that if T wanted to keep
the k, you would send me a bill after thirty days.

. Your letter also said that I was under no obligation

to join the book club or to. buy any more books.

On August 15 T returned the book you sent me and
said I did not want to become a book club member. '
Since then I have received two bills for the book I
returned, Last week I received two more books,
Warriors of British North Borneo and Popular Songs of

I am returning these books to you. I do not wish
to join your book club; please do not bill me for any
more books,

Sincerely,

‘S’w } fmzy

Sarah J. Quincy

EN 405
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Model Envelope

Albert Jones

Adult Study Center (return
507 Fairway Avenue Address)
Tempe, Arizona 85281 '

_ American Book Company
(outside address)| 450 West 33rd Street
-{ New York, New York 10001
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SAMPLE

ADVERTISEMENTS
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URGENTLY REQUIRE
1. MARKETING REPRESENTATIVE

(2 positions)
— Bachelor’s degree
— 1 year's experience in computer or related Reld
— Good command of both spoken and written English

- — Own trmmporiation

2. SYSTEM PROGRAMMIER
(1 position)
— m'-mnmnmunw

—Nlunlwmnu "
Synm

Plasse send C.V. and recent phaio (o;
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Thalland’s leading English-language newspa-
per has a vacancy for a disciplined and self-
confident candidate to fill the position of:

PROOFREADER
Applicants must possess total fluency in the
English language, and good general know-
ledge. They must also be prepared to work

irregular hours and take a high degree of
responsibility in checking facts and figures

" while proofreading Lypeset stories and pajges

for accuracy prior to piblication.

Applicants should be Thai nationals, prefera-
bly aged between 20 - 36. They should submit
full personal data, and details of educational
qualifications includlng English - language
grading, work experience and a recent photo-
graph to:

EDITORIAL MANAGER
. Post Clas. No. 4884
clo ‘Bangkok Post 10500

: ’,UN,ITED AIRLINES
. FLIGHT ATTENDANTS

umrd I;Mh\.mldlmml Flagin Attervlants siationed in Banghnk
provide the Friendly senvice for which we are lamous wotldwkle

’ gn«ulul candidates will fiy our routes in Asia, .
Listed helow are the minimwen qualifications necessary in order 1n estab-
lshed eligihility for an-interview for the Flight Attendant position:

Age : Batween 19 and 26 vean ol age
. Height- : Muuhcl'-nlnlnam ﬁ«!tnuaﬂn :
Weight . :

© L anigunges : Mvslbclhnmhl’ndhhdehu -
wwn M be )

. Sd/en Chinese is also dnnabk

T benth TR Mus b i excellns heath whh good

Base’ of assignment B Mml'tvclnotmm&mﬁoh

Interviews will be canduciod in the near fuhwe Please forward » detalled
fesme dﬂ::rmm quakiications Mn:ugk;g: Mw Ww vision,
e NC

h end your
Mmmhﬂbﬁnhﬂoﬁmnddvulmm«muﬁb 18, 199I

UNITED AIRLINES (BKKSW)

FLIGHT ATTENDANT EMPLOYMENT
Room 3211, Bangkok International Alrport
Vibhavadi-Rangsit Road, Bangkok 10210.

EN 405
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Nursing Instructor
for large suburban hospital be-
ginning September. Degree and

‘| experience  necessary. Good

knowledge of English required.
Write Mrs. Clara Blair, P.O. Box
439, La Jolla, Calif. 92037

THIS WEEK INTERVIEWING®
for motion picture.production
We need all types, all ages: tall,
short, heavy, slender, young, old,

attractive or downright ugly.

No experience necessary. Write
for an appointment and send
photo. P.O. Box 109, Los Angeles

Accountant

for downtown firm. Applicant
must be good with figures and
have at least five years' exper-
ience. Permanent position with
excellent salary benefits. Write for
an interview, Personnel Manager,
P.O. Box 28, Los Angeles

SUMMER DRIVER—Florist truck.
Must know city. Must speak some
English. Write for interview,
giving experience. Melinda's
Flowers, 3653 Beverly Bivd., Los
Angeles '

SUMMER IN LONDON

Professional English family
requires young person 18-25 to
look after two children (7 and 9)
from July to September. Qwn
comfortable room and all meals
provided. Generous salary and
plenty of time off, Please write or
phone for an application form to
Mrs P Young,

14 Redcliff Gardens,

London NW3 4FJ

Tel: 01-032-6754

227



(The Grouse I .
Full and part-time positions available in FUI I"Tl me

this famous country inn for bar person

and sarving stalf. Excellent working SaleS ASSiStantS

conditions and unusually good rates of
pay to right appllcants Mayday Incorporated arc looking
:,:';"l“":':'ea' d:"‘"‘ please apply to: for young and enthusiastic sales
Aston Lcagss'o : . staff for our new showroom
k\ . , J opening shortly in the West
London arca, We specialize in
first and sccond world war
memorabilia and other historical
items.

90000060 000OOQOOIOOOES

s General Clerical Staff

Young person required for busy .
. solicitors’ office. Work hours 8.30 -
e 3.00. Duties involve typing,
® lclc&hone, reception and general office

Plcase write giving age,
qualifications, and any experience

@ work. Salary according to age and to:. -

® experience. No knowledge of law Major Roderick Simpson,
rcqunrcd Would suit person sble to Mayday Incorporated,
lcam and work on own initiative, ' 123 Baker Street,

. $ Applications in writing to: London W1.

l’eter Bury, Spiller and Son,
14 Ship Street, Oxford,

000.....0.0.0.00...
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1.

2,

8.

9.

10.

87y (age)
#0MNIMINNITANTH  (marital status or
Civil Status)

n. Tlan -

) v

9. UWANNNURY = married

fl. W

v

J. YuE = widower, widow

single

divorced

'

aﬁua:u’mﬂl]ﬂ (first, middle & last names

or first namé, middle initial, surname)

Lne I W (male) WBMR (female)

f‘mdw'a (qualifications)

' _

INHEGIAT  (job desired)

MM (education)

UTLIANIININW (work experience)

v

gﬁJ‘mQ (references : names of one or two
people, not relatives, who can
recommend the applicant)

v [}
wiludeagnlaewndains (why you want this

job)

° 4" d.q vd © dv
5.1.2  @uususmuisnisy leNa

1.
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With reference to your advertisement in
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2.

4,

(name of the newspaper) of(d?te)

for a f'.‘?’l‘?.?f.??‘??. «sesin your (company,
firm,
college,
etc)

I am writing to apply for the post.

With reference to the advertisement in
(name of the newspaper) dated..ceesese.,

I would like to apply for the | post.
position.
job,

I would like to be considered for the post

of f’.‘?‘!‘? ?f.3°b3 seeess Which you advertised

in the .s??’??.?f.?tl.e.?:w.f?..'..).."QOf

(date)

In response to your recent advertisement
(name of job)

for a'...........'.......

I am writing in application for the post.

5.1.3  dwnmaaauenioylgin il

1.

2.

I look forward to hearing from you.

Thank you. |

Hoping to hear from you in the near future.
It would be grateful if you let me have a

chance for an interview in your office,

EN 405



4., If you require any further details, I
will be glad to supply them. A stamp,
addressed envelope is enclosed,

5. You may contact me by telephone

: at 3771707
You may telephone me
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ABDYINAAYNILENATIN - Sample Letters of Application

15/221 Sukhaphiban I Road
Bangkok 10240

February 16, 1991

The Managing Director
Ernst & Young, Limited
G.P.0O. Box 1047
Bangkok 10501

Dear Sir :

I saw your advertisement for the post.of bilingual secretary in
The Bangkok Post last Thursday. I would like to apply for the
position. I am a Thai woman, twenty-two years old, single, and
able to speak English as well as French. My English is fluent as

I lived in England for five years and attended a high school there,
After leaving school I returned to Thailand and took a course of
Secretarial Studies. I enclose a copy of my School Certificate and
my Diploma in Secretarial Studies.

I worked in Bangkok for six month as secretary to the manager of
Amorn & Chao Limited, a small export company. I left my job for
further study in France. I was trained to use all kinds of office
machines. I also enclose a copy of the certificate which I received
for this., I have just returned to Thailand and would like to start
working with your company.

The following persons are willing to be my references.

1. Dr. U-thit Saengtham, director of Tereza Secretarial School,
Ramkhamhaeng Rd., Bangkok 10240.

2. Mr, Chitti Sawetman, manager of Amorn & Chao Limited, 71 Ratcha-
daphisake Rd., Bangkok 10100.

You may telephone me at 3771707 (preferable in the mofning from
8.30-11.00 a.m.). I will be glad to come to your office for an
interview,

" I'm looking forward to hearing from you.

Yours faithfully, ‘
M/",Wac/a %"\—\ 1

Thippayada Laochawished
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15 Alberta Street
Long Island, N.Y. 90025

February 19, 1991

Vice President of Development
Glucksville Dynamics
Glucksville, California 90010

Dear Sir,

I am writing in regard to employment with your firm., I
have a BS from USC and Ph.D in physics from the California Institute
of Technology.

In my previous position I was in charge of research and‘
development for the Harrington Chemical Company. We did work in
thermonuclear energy, laser beam refraction, hydrogen molecule
development, and heavy-water computer data. :

Several of our research discoveries have been adapted
for commercial use, and one particular breakthrough in linear
hydraulics is now being used by every oil company in the country.

Because of a cutback in defense orders, the Harrington
Company decided to shut down its research and development depart-
ment. It is for this reason I am available for immediate employ-
- ment.

Hoping to hear from you in the near future,
Sincerely yours.

Eclosind legoe

Edward. Kase
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Below is a jab advertisements from a well-established
company. Choose one of the positions and write a letter
to apply for that position. State how your qualifiéations

will fit the position you choose.

COME AND GROW WITH US
WE EXPORI‘ WORLDWIDE

Weamwale deal
mm;um.uwtm nhwdmnyhrmyun Wq
have the jollowing vadsncies

1. EXPORT MARKETING MANAGER
2. ASSISTANT EXPORT MARKETING MANAGER

- Male, age not than 28 yean old

-—:.;A.u 's degres n Business Adminisivation or relsted

— 35 yeors' mmmummmwm
necessary for

-mmamnmm

3. CHIEF ACCOUNTANT

—~M0h ‘Famale, age not lese than 28 years old.
Mnhldvmﬁhkcmm .

—mmuumm ) ’

4. EXPORT SALES CO-ORDINATOR

— Male, Farnnle, aﬁnnﬂowvis

— Bachelor's in Business Administration, Soclal Sciences or

related Reids goad command of spoken & written Engltsh
-— Knowledge of Fiench, German will bs an aset.

- Fm*.npndiwm
—GMM Human Relations with good command of

English :
— 1-3 yeans’ experience

— Knowledge of computer will be an aset.
Atractive plas fringe benefie and weliare will he offersd 1o
the successiul ¢ . Interesied petsons plesse send a full resume
with one recent pholo fo....

Personnel Manager
P.O. Box 104 Gameennal
Banghok 10400.
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How to present information to a letter of application

1. State how you have known about the position and which position
you want to apply for. ’

2. Give your qualifications and other important personal informa-
tion, educational backgfotmd and work history.

3. Supply two references, perhaps a former employer or a teacher.

4. Ask what more you need to do to qualify for the posifion or
request an interview. Give a phone number where you cén’be

contacted.

Possible answer

15/221 Sukhaphiban I Road
Bangkok 10240

March 5, 1991 B ’

Personnel Manager
P.O. Box 104 Samsennai
Bangkok 10400

Dear Sir :

In regard to your advertisement in The Bangkok Post last week, I
would like to apply for the position of Export Marketing Manager.

I am a Thai male, 28 years old, and hold M.B. A,'s from both
Chulalongkorn University in Bangkok and LoyalaUniversity in Los
Angeles, C.A. in 1985. Thus, my spoken and written English are
excellent, :

After I finished my education, I worked with the American National
City Bank in Long Beach for one year as a staff member in The Budget
Planning Division., I came back to Thailand because my mother was
sick. She wanted me to stay close to her, so I decided to work at
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Narai Import & Export Company on Silom Road as an assistant marketing
manager.

I would like to prograss in my career and I feel confident that my
work:Lng experience will fit the position I am seeking. You can see
my full rés on the attached sheet.

- The following people will be happy to be my references,

1. Mr. Loyal Flinn, Director of The American National City Bank,
Long Beach, Ca 90018, U.,S.A. Tel. (218) 1234567

2, Mr, Narai Pongpet, Manager of Narai Import & Export Company,
Silom Road, Tel. 890-1234

I would appreciate &n interview at your convenience. You may call
me at 377-1707. I am looking forward to hearing from you.

Respectfully yours,
04 ﬁ’ﬂm? A/ M.:Q-h C/{ [

Atipong Nuanchan

WUOBLAN  resume ﬁa curriculum vitae mﬂsnmnmma‘lﬂqﬂnaﬂuq Tan-
U

Wﬂﬂ Q:Uﬂ',ﬂﬂlm'w?')ﬂﬂ“ I.il!:lﬂ 3 fou m

P
FOUN 1 lﬂﬂ‘l'lﬂﬂulaﬂﬂﬁ’m?n tﬂu ﬁa iirl @0UENTMAINTINNIA

M mauﬂ Lin u'\unauﬁwu “§4
[ ]
d .
MUN 2 vhatse mnmﬁmn

o ‘ ) ' ' . . u
UV 3 thaszmanien Jainaeion s feihalsqiinn teudusiebuan

L e ]
una3 9L Tn i luniahn  AakIBYI
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) I
An example of a resume -

Name : Ati-pong Middle Name - Last Name : Nuanchan
Sex : Male Marital Status : Single
Date of Birth : August 1, 1961 Nétionality : Thai

Permanent Home Address. : 15/221 Sukhaphiban I Road, Bangkok 10240

Telephone number : 3771707

Education

.B.A. in Marketing from Thammasat University in 1980.
-MBA from Chulalongkorn University in 1982,

MBA from Loyola University in 1984.

Working Experience

1986-present : Assistant Export Marketing Manager, Narai Import &

Export Company, Silom Road, Bangkok.

1985 ¢ Working Staff Member, Budget Planning Division,
The American National City Bank, Long Beach,

California

EN 405
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5.2 ﬂnnu1ﬂﬂuﬂ1liﬂu (letters applying for admlSSlon to a
university or a school) ﬁa Qﬂﬂu1ﬂwlﬁﬂuﬁuﬂ11ﬂliﬂu o M1ﬂnuuq iqgtuﬂu
aﬂnu1ﬂa1aa~tMuTusun1unﬂsﬁnv1uﬁﬂ1nn1sTuHm1Nﬂuuu1nuqaaﬂuﬂ wisuenda

aﬂaa°tﬂunﬁstuﬂu1Uﬂun1t1ﬂun1uuuﬂ1nﬂ1aﬂwtﬂuua413n1auaqtanﬂunuﬁatﬁﬂe

B I Y I

uautﬂuwsnuﬂaﬂuaq1ﬂun11nﬂwaﬂuu a0 finssauluseailn tﬂu semnIgynd Tn

' v

wiptan grenlmng iegtuﬂuﬁun11ut1ﬂuazuaﬁuﬂst1Hu1uﬂwu1nwunnunaqn13

v Y 4" d' d‘l ! dv
AN LUBN ML 3y TuanmaEng SR se Tl

| ] 1
5.2.1 TusunmiRsdinaidon ot seudmoed T uen
L i
W3aau 0 (State what you want to enroll - as an undergraduate or a
graduate student or other level student)
| on [} o o d' [} ] )
5.2.2 ﬂ?t?ﬂﬂ"l‘lﬂﬂﬁ"lﬂﬂuﬁ&lﬂﬂ‘Jﬂ\lWI'ﬂNﬂﬂ’l\iﬂﬂ 9
(Summarize academic back@round)
3| ] LI | 1

v
| - o v v
5.2.3 2NILALIY ﬂ')”'ll')ﬂﬁﬂ AIMAN Y ";i)"ﬂ"n

(Ask what the fees are fbr‘tuition, room and board)

: -0 ) ] ) ]
. . - - . o
5.2.4  anmslanisnasnranluidnt a9 3ema9 3eulun s
1)
gunslyL IouANIsIunA (Ask whether there are any part-time jobs

available to students)

. i ul‘ vu
5.2.5 USRINIWMUAUALTEYSTL 919t 1dl (Express your

thanks for the information expected to receive in the future)

L v l

5.2.6 u14014qﬁuﬂsa1qnaqn1sﬁayatnutnu wiamani3lusaing

] ll

t iﬂ'u ﬂ'J‘JI.I.'VI‘ma\l I.'ﬂﬂ'm'l'll‘lﬂﬂ“'lﬂﬁuﬂﬂ ‘JH‘HWJH
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(Samples of advertisement of program of study)

Outdoor Special Service REGENTS COLLEGE

We offer English, Thai and Computer Study in the heart of London this
teaching at home and your office, ’

regardless how far or how near you are, sumnier. Four and eight week courses

with the service of British- American avatlable in the fullowing dreas:
the best language and compuiter. American Studi

Institute of the years 1989 and 1990. Amencdh o tudies

If you are interested please contact Fuglish Literature

Mr. Withaya. Tel. 5140584, 5140214 (:mupulcr Studies

Dyaina

Write for more information and an
application form 10: ‘The Registrar,
Regents College, Inner Civele,
Regeuts Park, London NW{ ENS

University of Gwent

The University will be offering a limited number of postgraduate courses specially
arranged for overseas students, commencing in October 1990. These courses will be
taught over two years and will include a component aimed at raising students’ abilities
to use English language in an academic context. |

Courses leading to the degree of Master of Arts are offered in the following subjects:

English and American Studies  Linguistics  History
International Studies

For further details and an application form write to:
The Registrar, University of Gwent, Newtown, Gwent, South Wales, UK.
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18 Famagusta Street
Nicosia

Cyprus
September 23, 1989

The Registrar b
University of Gwent ‘
Newtown,

Gwent

South Wales

Dear Sir/Madam :

I saw your recent adVefrtisenent in an Educational Supplement
concerning postgraduate courses for overseas students.

I am particularly interested in the MA course in International

. Studies. _ f
Could you please send tne full details and an application form,

Yours faithfully,

s fm/m 9:’0—-‘

' Stavros Giorgiou

240
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10 Hunter's Close
Bradford

14 February 1983

The Matron

St Bride's Hospital
Newton Abbot

Devon

Dear Madam

I would like to apply for a student nurse training job
to start in August, 1984,

I am seventeen years old and am studying for my final
exams in biology, chemistry, and geography.

I would be grateful if you could send me information and
application forms. '

Yours faithfully

Jono Geller

Jane Walker

"EN-405
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129 Lake Street
Oneonta, NY 13820

" March 4, 1980

Director of Admissions :
New York School of Technology
222 East 39th Street

New York, NY 10016

Dear Sir or Madam :

This June I will be graduating from Oneonta High School.
I would like to enroll in the fall at the New York School of
Technology.

My ‘school cbunselor told me you give spec:.al courses in
computer technology '

I hope to bbcome a computer programner. Therefore, I would
like to learn more bef.ore looking for a job.

Please send me your catalog and any other information
I need. If I need to know more about applying for admission, please
write me. I am encldsing a stamped return envelope.

Sincerely yours,

Bl Sl fmesr

Abel Shulman

242 o EN 405
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Ly
NINTIN Below is the advertisement for courses at The University

of Rang Sit.

The University of Rang Sit

The University, in cooperation with The University of Southern
California (USC), is offering a limited number of post graduate
courses leading to master's degrees and doctoral degrees for
resident and non-resident students starting in July 1991, All
programs will be taught by professors from The University of
Southern California. The applicants must have good command of
both spoken and written English,

Courses offered are : R

- Computer Science
Bio-chemistry
Engineering
Pharmacy
Sociology
- English & Linguistics
For further details, please call 518-0070 from 9.00-12.00 a.m.,
or write to The Registrar, The University of Rang Sit, Bangkok 10091,

Instructions Write a letter to apply for admission to study in the
program you choose. Also ask for an application form and a brochure
for more information, '

EN 405
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Posgible Answer

15/221 Sukhaphiban I Road
Bangkok 10240

| March 5, 1991

The Registrar -
The University of Rang iSit
Bangkok 10091 - |

|
|
I

.Dear Sir :

i
. 1

I saw your adverti 1t on The. Bangkok Post last week of fering
post graduate courses o resident and non-resident students starting
in July 1991.

I will finish my progr#m for the Bachelor's Degree in March, 1991,
and I would like to ly for further study at the level of Master s
Degree in computer science.

T would appreciate if you could send me a brochure with more details
and application form,

Resﬁettfui199y6u¥s,
p,'yalﬂ%» | pu«.._.

Piyathida Saeng-aram
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5.3 nMAE0MmYs (Letters asking for information)

y 48 v aa A Y 4 o 4 4 ¥
e smumL s g lamnie  teowmeyslut meln e anie A luaming

-< L) 4” v:
FJININALUBWY AN

§ l'll

5.3.1 LIDWABINITIZAW

5.3.2 ﬁ'll'm‘l!lﬂslﬂ'lﬂl'lﬂ

H L4 L4
5.3.3  usnemwzavmlundsinsindiimeys

v

1

AIBH NI IEN WTDYN
72 The Street
Morley
Norfolk NR18 9AF
26/9/88

The Manager

Midland Bank

Norwich 10100
Dear Sir :

I am writing to ask if it would be possible to take out a loan.

I have recently moved to a new house which has no central heating.
The estimated cost of installing a complete system is £2,000.

I wonder if you could let me know if the bank would con51der
lending me that amount.

If I need to complete an application form I would be grateful if
you could serd me one as soon as possible.

Yours faithfully,

é—‘;%m

E.G. Thomas

EN 405
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15/221 Sukhaphiban I Road
Bangkok 10240

March 16, 1991

Sale Representative
Regency Travel Agency |
Ratchadaphisek Road
Bangkok 10100

\

J

S

Dear Sir, }
J

My husband and I plan to visit Phuket for a few days.
We would like to know her there is a package tour to Phuket
arranged by your company during 13-16 April 1991, Please let us
know as soon as possible and, if it is possible, we would like to
know more details what the package tour would be like, for example,
wlq:.ch hotel the company would arrange us for our stay, whether
food is included, where we would be taken to for sight seeing,
what kind of travel transportation we would be given - by coach or
by Thai Airways and how much the package tour for a couple will

COSt. [
Hoping to hear from you very soon.

i
i
i
i

Yours faithfully,

Thippayada Lachawished
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EN 405

You are holding a play for charity. The money ¢ollected
from selling tickets will be used for blind children.

You need a stage for the play and a hall for the audience.
Write a letter to the manager of the AUA Auditorium,
asking him whether your organization is able to rent

the auditorium at a cheap price or without charge if
possible for a week from April 13-19, 1991,

X
Pretend you were the department head of the Department
of Foundation and Curriculum, Faculty of Education,
Ramkhamhaeng University. You want to send a group of

10 students to different government schools for practice
teaching in various subjecfs, for example, Thai,
geography, English, science, arithmetic, social science,
tennis and valleyball, to students from grade 7-12
starting from June 28 - Sept. 28, 1991. Write a letter
to the head master or director of a school, asking him
whether it is possil:;le to send your students to receive
teacher training at his school.

247



Possible Answer

1 : The Organization faor the Poor and Needy
11/20 Mahesak Road, Bangkok 11100

b March 5, 1991

The Manager r
The AuA Auditorium |
Rajdamri Road f
Bangkok 10080 |
|
|

Dear Sir :
We are holding a play #or charity from April 13-19, 1991,

We need a stage for the play and a hall for the audience. Since

the money we expect to earn from the play will be used for blind
children, we're trying to save as much money as possible and cut

down all unnecessary expensé, Would it be possible for us to rent
your auditorium at a low price or without charge if possible?

Please let us know at your earliest convenience. .We would appreciate
your assistance. ‘

Respectfully yours,
p ,47 /\/6(&.074/\#»\—
Sa-ang Nuan-netre

Director |
The Organization for 'ﬁhe Poor and Needy

!
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The Department of Foundations and
Curriculum,

Faculty of Education,

Ramkhamhaeng University, Bangkok 10240

March 5, 1991

The Director
Bangkapi Secondary School
Bangkok 10240 /

Dear Sir :

We sent about 20 students for teacher training at your school twice
last year, in the first and the second semesters. This year, like

the other years, we are respansible for approximately 100 students

who are reguired to receive teacher training.

Would it be possible for us to send a group of 10 students to receive
teacher training at your school, starting from June 28 - September
28, 19912

We will appreciate it if you could let them teach students from grade
712 in the following subjects : Thai, Geography, English, Science,
Arithmetic, social science, tennis and valleyball.

Please let us know as soon as possgible, We hope to hear from you very
soon.

Thank you for your kind cooperation.

S‘om»007 CHA AP

Somsaong Sukkasem
The Department Head
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5.4 qnuuqﬂsqqtsﬂu (Letters of complalnt) fia ﬂnwu1ﬂwtﬂuusaq-
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25 Hill Close
Wandsworth
London

25/8/88

The Manager
Pete's Place .
212 Oxford Street
Lorndon SW 5

Dear Sir/Madam :
I am writing to complain about a record I bought in you.r shop last

Saturday.

When I got the record home I discovered that it was badly scratched
and completely unplayable.,

I enclose the record with a copy of my receipt and would be grateful
if you could send me either a new record or my money back. I hope
to hear from you in the next few days. .

Yours faithfully

=

Andy Jones

UII

QMN’IHQ‘UU'UEI. mmm 21 ﬂﬂll nﬂ'muuuutaﬂmtmiam uay um'muﬂ'uﬂ

[ v

4 -
tupunau
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48 Hill Road
London SE1 4PN

. 26 November 1987
ER

The Manager
Design Shop
14 Abbey Gate
London NW3 5AP

Dear Sir/Madam : ‘
/

I am writing to complaih about a haJ.r drier bought in your shop

~ last Saturday and about the treatment I received when I tried to

return it a few days lqter.

I bought the hair drier - a RAVLON 405 - on Wednesday, 22nd
November. The first time I tried to use it the handle became
extremely hot and within a few minutes part of the plastic casing
began to melt. "I turned it off immediately and returned it with
the receipt to your shop on Saturday.

I explained the situation to one of the assistants and asked for
my money back but was told I had to speak to you. Unfortunately
you were not available that day so I am writing instead.

I enclose the hair driér and a copy of the original receipt.
Please send me a full refund as soon as possible.

Yours faithfully /
Cabpne San
Sabrina Sari (Ms) !

awuuwnauuﬁglfﬂusaot1ﬂu1ut1aqnaQtﬂsaqtﬂwﬂuwtﬂﬂiauw unvnuow
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42 Long Road
Liverpool

12 February 1988

The Manager
Savoy Restaurant
76 High Street
Liverpool

Dear Sir/Madam :

I am writing to complain about a meal I had in the Savoy Restaurant
last Friday evening.

I took a group of business friends to the restaurant because I had
heard that the food and the standard of service was excellent.

However, when we arrived at the restaurant we found that no reserva-
tion had been made although I had confirmed it by phone the day
before, After waiting for a table for over an hour we were kept
waiting a further hour before we were served. when the food finally
arrived the vegetables were cold and the plates were dirty. When

I complained to the waiter he became rude, I was disgusted by the
treatment we received and shall certainly never eat there again.

I feel that at the very least you owe my guests and me an apology
and await an answer from you.

Yours faithfully

MIH 7 homman

Colin Thomas

v dvv - v - d' - d. .d d. -l'
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v
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867 Lenox Street
Brookline, MA 02146

July 28, 1990
President
De Castro String Company
524 Fredericks Street

San Francisco, CA 94114

Dear Sir or Madam :

"1 have been using your guitar strings for over ten years
and have always been very happy with the sound they produce, with

their flexibility, and with the nuuber of months they last before
they have to be replac I
I have not so happy with my last two sets of your

medium-weight strings.  In both cases the whole set refused to stay
in tune. After two weeks of constant playing I was still having to
. The tuning problem was solved only after
, one by one, the strings began to break.

 Have you recently changed the materials you use in making
the strings? Am I do something that leads to breakage? I have
used your strings for y years and have been very satisfied with
them. I'm disappointed to be having these problems. Have you any
suggestions on why this has begun to happen? :

Sincerely,

;aou. ﬂo?m

Jane Rodgers

From Using English by Adrian B, Sanford p. 283, Harcourt Brace
Jovanovich, 1979, '

“ :v v - d. 4 - ‘Y ) d. g !
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15/221  Sukhaphiban I Road
Bangkok 10240

February 10, 1991

The Director

Military TV Channel 5
Phahonyothin Road
Bangkok 10051

Dear Sir :

I am writing to complain about the drama "See Ui" which is shown on
channel 5 every weekend in spite of your published promise not to
show such a terrifying program on weekends, a popular time for young
viewers,

The drama often shows See Ui, who is mentally sick, killing his
victims,...usually children to eat their hearts. This kind of
violence is undesirable., My children become fightened and it is
difficult for me to explain it to them.

Yours faithfully,
Noof

Nid
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ﬁ’-lﬂﬁu 1  Write a letter of complaint to a company where you
' have bought a te€levision set. When you brought it
home you ‘ave found that it doesn't work. The letter
you write7has to state the problem you have and then
request wl%:ether you are able to get a refund of the

money or éet a new set.

Possible Answer

|

|

j 15/221 Sukhaphiban I Road
I " Bangkok 10240
|

March 5, 1991

|
|
The Manager !
Kamol Sukoson Inc., |
Sam Yord, New Road %
Bangkok 10001 |

|
Dear Manager : g

I am writing to compléin about a TV set I bought from your company
last week, I had read the instructions from the manual before I
turned it on. I had followed the instructions step by step but

there was only sourd but no picture on the screen. Since the company
gave me a one-year guarantee for this TV set, I have decided to

return it to you, ‘{
Would it possible forf you to refund my money or for me to get a
new set? - |

Sincerely yours, j
Naf B ‘7 “I'n (‘
|

Nat Thong-in
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ﬁQﬂiiN 2 Write a letter of éomplaint to the manager of a book-
store where you bought 30 textbooks last Wednesday.
When you checked all of the books you found that some
parts of about 10 of them were torn and pfinting ink
was spilled on many pages. Your letter has to state
the reasons for your complaint your request whether you
are able to have your money refunded for the incompleted
books which you are returning to the company, or whether
you can or change the damaged looks for new ones if the
company still has copies of them., The name of the
company is Duangkamol Bookstore Ltd., Siam Sqﬁare,
Pathumwan, Bangkok 10500,

Possibe Answer

Department of English & Linguistics
Faculty of Humanities
Ramkhamhaeng University, Bangkok 10240.

The Manager March 5, 1991
Duangkamol Bookstore Ltd.,

Siam Square, Pathumwan

Bangkok 10500

Dear Manager :

I am writing to complain about the 30 books my department bought last
Wednesday. I have found that some parts of about 10 books were torn
and the printing ink was spilled on many pages.

I am sending these books to you and request that you please refund our
payment for these flawed books or, if you still have good copies of
them, please or change these for new ones and send them to me as soon
as possible, ’

Sincerely yours,

ﬁlﬂm C/dmczaj

Sukthavee Chamchoi
. Secretary of the Department

EN 405 : 2587
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112 wheatland St.
Hutchinson, KS 67501

March 22, 1990

Manager

Raoxanne Studios’

Box 1011

Long Island City, NY 11101

Dear Sir or Madam :
I would like ten (10) reproduced 5" x 7" photos in full

color and a dozen (12) 3" x 5" photos in black and white of the
enclosed portrait photograph.

I am enclosing $1.80 for the color photos and $1.10 for
the black-and-white photos. In addition I enclose $.50 for handling
and postage. A money order for the total amount of $3.40 is enclosed,

Sincerely ’

}an e Tvoud ™

Jennifer Trout

From Using English by Adrian B, Sanford p. 262, Harcourt Brace
Jovanovich, 1979. '
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CARNTTN L Sruammanedd Bummuh'wd’ma‘lﬂ&

Write a bus 8 letter to order the following merchandise :

2 lades watghes # 113 1, color black and brown, at
1,200 baht for each,

1 gold bracelet # 300 b, size medium, at 4,500 baht.
1 pair ofearrings # 206 e, at 2,000 baht for each pair.

Enclose a ca.#hier check ‘for the full amount. At the same time
request a copy of the #.atestv_ catalog. The company is To Kuang Inc,

|
92 Phahurat Road, Banngk 10100,
| |
|
|
J
1
J
i
|

|
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Possible Anéwer

\

15/221 Sukhaphiban I Road

Bangkok 10240
March 5, 1991
The Manager
To Kuang Inc.
92 Phahurat Road
Bangkok 10100
' Dear Sir :

I would like to order the following ornaments :

2 lady's watches # 113 1, color black and brown, at
1,200 baht each,

1 gold bracelet # 300 b, size medium, at 4,500 baht,
1 pair of earrings # 206 e, at 2,000 baht per pair.

I am enclosing a cashier's check for 8,900 baht for these
ornaments and another 100 baht for handling and registered postage.
If possible, I would like to have a copy of the latest catalog of
your company.

Sincerely yours,

Nt Ao —

Nuan Ngam-kham

EN 405
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