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 The study attempts to present the features of language and tones of writing as well 

as the written communication techniques that apply in both official and business 

correspondences.  The objectives of the study are (1) to analyze the word choices, sentence 

patterns, and tones for effective RTN’s official letters and business letters, (2) to investigate 

the “Four Cs’ Business writing: Conciseness, Clarity, Correctness, and Courtesy”, that can 

enhance effective letter writing, and (3) to compare similarities and differences between 

RTN’s official letters and business letters in terms of language styles.  The findings explained 

that official letters are mostly emphasized on politeness; however, clarity is the most 

important feature of business letters.  Therefore, long and complicated sentences with flowery 

words are frequently found in official letters.  On the contrary, short and easy languages are 

mostly used in business letters, and these make business letters more attractive and easy to 

read than official letters.  Therefore, official letters in the modern days should be brief, 

precise, friendly and conversational than in the past in order to make them more acceptable, 

attractive, and achieve the purposes. 
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 เน้ือหาในการศึกษาฉบับน้ีจะแสดงลักษณะของภาษา สํานวนในการเขียน และหลักเกณฑใน

การเขียนจดหมายซึ่งจะนําไปประยุกตใชในการเขียนหนังสือราชการและจดหมายธุรกิจ  วัตถุประสงค

ของการศึกษาครั้งนี้  คือ  1) วิเคราะหการเลือกใชคํา รูปแบบประโยค และสํานวนในการเขียนหนังสือ

ราชการและจดหมายธุรกิจ  2) ศึกษาหลักเกณฑการเขียนจดหมายซึ่งประกอบดวย ความกะทัดรัด 

ความชัดเจน ความถูกตอง และความสุภาพ เพ่ือพัฒนาการเขียนใหมีประสิทธิภาพมากยิ่งขึ้น  และ 3) 

เปรียบเทียบความเหมือนและความแตกตางระหวางหนังสือราชการและจดหมายธุรกิจในเชิงลักษณะ

ภาษา   จากการศึกษาแสดงใหเห็นวาหนังสือราชการจะใหความสําคัญกับความสุภาพในการเขียน

เปนหลัก  สวนจดหมายธุรกิจจะเนนความถูกตองเปนหลัก  ซึ่งจะเห็นไดวาหนังสือราชการจะใช

รูปแบบประโยคที่ซับซอน  ใชคําฟุมเฟอย  ในทางตรงกันขามจดหมายธุรกิจจะใชภาษางายๆ กระชับ

ไดใจความ และชัดเจน   ซึ่งปจจัยตาง ๆ เหลานี้ทําใหจดหมายธุรกิจมีความนาสนใจ สวยงาม และงาย

ในการอานมากกวาหนังสือราชการ  ดังน้ันการเขียนหนังสือราชการในปจจุบันควรจะใหความสําคัญ

กับลักษณะของภาษาและสํานวนที่ใชในการเขียนเพ่ือใหการสื่อสารบรรลุเปาหมายและมีประสิทธิภาพ

มากยิ่งขึ้น 
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CHAPTER 1 

INTRODUCTION 

 

I. Background 

Communication is very important in the business world because without it, no 

agreement could be made.  However, people sometimes do not communicate effectively 

and they could not achieve what they want.  In fact, effective communication is an essential 

component of organizational success whether it is at the interpersonal, organizational, or 

external levels.  Communication is a two-way process; sending and receiving messages in 

order to exchange ideas, news, information, feeling, etc.  In addition, people try to have an 

effective communication because it is the key to the proper use of all languages in business 

and societies.  Therefore, effective communication is the most important key to success in 

our work and personal life.    

There are four skills used in communication: listening, speaking, reading and writing.  

Locker (1998: 83) points out that writing seems to be the most important skill; however, 

people tend to pay less attention to.  Gartside (1987: 5) mentions that a written word is not 

merely a symbol displayed on a piece of paper; it is a valuable tool of communication.  

Words make sentences, sentences make paragraphs, and paragraphs make up a report.  

Therefore, in each paragraph or in each page, it is the words that basically create the 

meaning.  Moreover, words are the tools of thought and with words people are able to 

transmit their thinking or ideas to those whom they wish to communicate with.  Burne (2002: 

Online) states that many people write as part of their work but few of them know how to 
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write effectively in order to get the message across.  Ashley (1984: 10) indicates that 

communication is effective only if the message received is understood in the sense 

intended by the writer so people should spend more time improving their writing skill.   

 At the Royal Thai Navy (RTN), official letters seem to be an important tool to pass 

on information from one office to another.  Furthermore, these official letters have an 

important role in strengthen relationships among RTN and embassies.  Hurley (1996: 

Online) mentions that written language is not the same as spoken language.   For example, 

people do not normally speak in well-formed sentences.  Written language is usually 

condensed, highly edited and often highly information loaded.  The RTN’s official letters 

also follow this guideline that colloquials are not used in the official letters.  In addition, the 

RTN’s official letters are written in a formal style using polite forms and less common words 

in order to express ideas.  This is done because it adds authority to what is said and is a 

way of showing respect to the recipient of the letter.  Writing letters of this kind is, in fact, a 

highly specialized use of language.  For example, the words “accordingly and assist” are 

used instead of “so and help”.  The purpose of writing the RTN’s official letters is to extend 

its idea or intention clearly to its counterpart.  The writers must concentrate on the official 

correspondence in order not to lose the sense of official writing and make the official letter 

achieve its goal. 

 

II. Statement of Problems 

People in an organization produce a large variety of documents such as notes, 

memorandums, letters, etc., which are very important to get the message across.  
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Whenever they write, they must consider who their audiences are.  Knowing their audiences 

will help the writers to reach their goal of communicating clearly and effectively.  Not only 

their audiences, but they should also concern with their tone of writing.  Bovee; & Thill 

(2000: 167) explain that the tone of writing reveals the writers’ attitudes towards their 

subjects by their choice of words, choice of grammatical structures, and even by the length 

of their sentences.  Official writing is always formal in tone.  Moreover, no matter what kind 

of writing they do, they should have a specific and clear purpose.   

Being able to write effectively is an essential skill for the success of communication. 

Learning to write well requires a certain amount of understanding and a great deal of 

practice.  Precise and simple writing are easier to read.   Moreover, Victor (1992: 136) 

suggests that by developing writing style to reflect a tone of goodwill and by learning to use 

words effectively, they will become effective writers.  Writers use words to convey 

messages.  The effectiveness of their messages depends on their abilities to choose the 

right words.  Several choices of words might appear suitable but there may be subtle 

differences that make one word more appropriate than another.  Successful writers are 

aware of these differences and know how to select word choices that most accurately 

express the intended messages (Locker. 1998: 93).  However, writing is wordy if the same 

idea is expressed in many words, and these make readers more difficult to follow and 

understand the meaning.   

In addition, written communications can either create goodwill or ill will for an 

organization.  Regardless of the nature of their messages or their reasons for writing, they 

should strive to maintain the goodwill to their readers (Victor. 1992: 153).  Maintaining 

goodwill is essential for developing relationships.   Therefore, do not write anything or use 
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any language that may offend the readers.  Good writing is the result of good planning and 

clear thinking.  As a result, the writers need to know and develop the styles, word choices, 

sentence patterns and tone of writing in order to achieve the audience-centered 

communication for building goodwill among writers and readers. 

 

III. Objectives of the Study 

Ineffective writing such as unclear or incomplete messages may obscure ideas and 

take longer time to read.  Individuals with different backgrounds have different 

interpretations of certain words and expressions.  The writers may assume that they have 

expressed their ideas clearly but find out later that the other parties do not understand at 

all.  Hence, if the writers can develop the skills necessary for good writing such as word 

choices, sentence patterns, etc., they will soon become successful in passing their ideas to 

the readers.  

 

The major objectives of the study are: 

- To analyze the word choices, sentence patterns, and tones for effective RTN’s official 

letters and business letters. 

- To investigate the “Four Cs’ Business writing: Conciseness, Clarity, Correctness, and 

Courtesy”, that can enhance effective letter writing. 

- To compare similarities and differences between RTN’s official letters and business 

letters in terms of language styles. 
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IV. Research Questions 

- What are the word choices, sentence patterns, and tones used in RTN’s official letters 

and business letters? 

- How does the language used reflect the “Four Cs’ Business Writing: Conciseness, 

Clarity, Correctness, and Courtesy” in letter writing? 

- How are RTN’s official letters and business letters similar or different in terms of 

language styles? 

 

V. Significance of the Study 

 Many organizations including RTN rely mostly on letters to communicate with other 

organizations and personals.  Effective writing concerns the presentation of ideas.  They 

should contain only relevant ideas so that the audiences can follow them without any 

problems.  Well-organized messages are essential.   

 This study will analyze the RTN’s official letters to find out whether they have 

already served the purposes of communication for RTN.  Lessons learned from this analysis 

will enhance the naval officers to be able to write better official letters and avoid all the 

weak spots that have existed but not being award of.  In addition, the naval officers will 

have better understanding of the similarities and differences between official and business 

writing communication. 

 

VI. Scope of the Study 

 The study will cover the RTN’s official letters focusing on the outgoing socializing  
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letters.  Naterop; Weis; & Haberfellner (2001: Introduction) explain that letters on social 

situations include correspondence regarding invitations, thanks, and goodwill letters such as 

congratulations and condolence.  There are also other types of official letters issued by 

RTN to corporations or companies, but these letters are about the sale-purchase 

agreements and some of them are confidential so they are not included in this study.  In 

this paper, the researcher aims at analyzing the language used: word choices, sentence 

patterns, and tones in official letters written by the Royal Thai Navy and business letters.  

Then, “The Four Cs’ Business Writing”: Correctness, Clarity, Conciseness and Courtesy will 

be descriptively illustrated in order to discuss how words and sentences are used for 

effective communication.   

  

VII. Methodology of the Study 

 Fifteen RTN’s official letters and fifteen business letters focusing on the socializing 

letters have been collected in order to analyze the word choices, sentence patterns, and 

tones of writing.  To have a clear understanding, the procedures of this study are divided 

into four parts.  First, the importance of official letters and business letters will be described 

in order to provide the audiences an overall picture of letters’ advantages.  Second, word 

choices, sentence patterns, and tones of socializing letters will be investigated in order to 

find out how to write these letters that achieve the purpose.  Third, the technique of using 

the “Four Cs’ Business Writing” in the RTN’s official letters will be discussed.  Finally, the 

samples of business letters regarding the letters of social situations will be provided and 

compared with the official letters to analyze the difference of writing.   



 7 

VIII. Expected Outcomes 

 Official letters are forms of external communication.  That is, they deliver information 

to individuals outside an organization and maintain relationship between organizations.  

Nevertheless, the writers cannot write effectively if they do not know sufficient vocabularies 

or how words are used precisely and appropriately to convey the exact meanings and 

attitudes.  Therefore, to write an effective official letter, they need to know about the word 

choices, sentence patterns, and tones of writing including other writing techniques.   

This study will provide the information concerning official letters, which will be very 

useful for the naval officers who want to improve their writing skills.     

 

VIIII. Definitions of Term 

 The following definitions are presented to clarify the terminology used in the study. 

• RTN:  Royal Thai Navy 

• Official letters:  The outgoing socializing letters regarding invitations, thanks, and 

goodwill letters such as congratulations and condolence written by RTN. 

• Business letters:  The socializing letters regarding invitations, thanks, and goodwill 

letters such as congratulations and condolence written by international companies. 

• Writing pattern:  Writing pattern is the way that a writer puts all the techniques of 

writing together in the letter.  People of different professions normally have different 

patterns. 

• Word choices:  Word selections that are formal and polite, not colloquial ones. 
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• Sentence patterns: Sentence patterns are the forms of expression used in the 

communicative functions conveyed in socializing letters.  Sentence patterns will assist in 

writing better letters with clear expression of the writer’s intention. 

• Tones:  The selection of words that show the writer’s expression in the letter in terms of 

formality, politeness and sincerity. 

 

 

 

 



CHAPTER 2 

REVIEW OF RELATED LITERATURE 

 

This chapter is an overview of the related literature including (1) the importance of 

the RTN’s official letters and business letters, (2) characteristics of effective letter writing, 

(3) structures and formats in letter writing, (4) features of language in letter writing, (5) tones 

of letter, and (6) the Four Cs’ Business Writing 

 In this research, both of the official and business writings are studied.  However, the 

researcher gives precedence to the RTN’s official letters as a guideline for this research. 

 

I. The Importance of the RTN’s Official Letters and Business Letters 

 RTN is one of the main organizations under the Ministry of Defence, it has a lot of 

connections with other organizations, including foreign embassies in Thailand and important 

people in foreign navies and other countries.  Letters are used by RTN as one mean of 

communication with those organizations and people.  The RTN’s official letters represent its 

organization and personnel in terms of their qualities and effectiveness.      

Many business people have realized that letter writing is an important function of the 

organization.  Moreover, they are aware that the good letter gets the job done whereas the 

poor letter causes trouble, more work, and more expenses.  They spend more time on letter 

writing such as sales letters, collection letters, goodwill letters, complimentary letters, 

condolence letters, letters of apology, letters that handle complaints, letters that answer 

inquiries.  What they are doing through the written word in a letter is to get across thoughts 
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and make sure that the recipient understands the message and accept the intent of the 

message.     

 Writing can have a direct impact on an organization because good writing helps to 

achieve their goals.  The ability to write well becomes increasingly important components of 

successful business.  Bovee; & Thill (2000: 114) mention that good letters convey an 

important message to outsiders about the quality of an organization, and good 

communication is the first step in creating a favorable impression.    

Jirapongwanich (2003) did a research entitled “How to Write Business Letters that 

Sell: A Study of Language Used in Current Business Correspondence”.  The survey showed 

that letters are still very important in the business environment since letters play an 

important role in the sales process.  Good and modern letters should be brief, friendly, 

conversational, tactful, unfailingly courteous, clear and interesting in order to be circulated 

among businesspeople. 

 Department of Technical and Economic Cooperation (2000) did a guidebook on 

official English correspondence entitled “A Compendium of Official Notes and Usage”.  

Samples of official correspondences for different purposes are provided.  To have 

standardized and internationally accepted style of official correspondences, general 

guidelines on drafting official correspondences and recommendations on English grammars 

are highlighted.  Moreover, this guidebook has been designed to cover the points necessary 

for speech preparations as well as other basic and essential details of official miscellany. 

 Barame (1999) did a research entitled “Naval Intelligence Department and Foreign 

Relations Affair”.  The research provides many useful English usages, sentence patterns 

and expressions used in the RTN’s official letters, which will be very useful for writers to 
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improve their ability to write appropriate diplomatic and official letters.  Moreover, his 

research serves as a guide to an official way of sending a message across and making 

oneself more clearly understood.  

 

II. Characteristics of Effective Letter Writing 

Letters are forms of external communication so their messages must be well 

understood by the readers.  They deliver information to individuals outside an organization.  

Letters may request information, respond to requests, make claims, seek adjustment, order 

goods and services, sell goods and services, recommend individuals, develop goodwill, or 

achieve many other goals.  Without effective letters, most of business activities would not 

be accomplished.  As a result, letter writing needs considerable care and attention.   

 1) Effective official letters 

 Department of Technical and Economic Cooperation (2000: 3) states that the 

characteristics of effective official letters are using a formal style and accuracy in 

communication.  Diplomatic and official letters are written in a formal style by using less 

common forms of address.  This formal style is used because they add authority to what is 

said and they show respect for the recipient of the letters.  Moreover, in official 

correspondences, grammatical errors may have serious consequences not only because 

they cause serious misunderstandings, but they may also affect the authority of the letter.    

 Department of Technical and Economic Cooperation (2000: 3-4) provides general 

guidelines for writing effective official letters.   

1.1 Reference to a former communication or discussion should be explained.    
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1.2 Discuss only one subject in a letter. 

1.3 Unnecessary adjectives, adverbs and phrases should not be used. 

1.4 Use the regular phrases of courtesy to show respect for the readers.  

1.5 Foreign phrases / words, slang or colloquialisms should not be used. 

1.6 Abbreviation should not be used unless it is customarily used, e.g. UN or WTO   

1.7 The date should not be divided between the month and day.  However, the year 

may be carried over to the next line. 

1.8 Dividing words should be avoided.  For example, do not divide titles such as 

Mrs., Mr., and Dr. from the name of the person or do not separate a person’s 

name or initials.   

 2)  Effective business letters 

 The characteristics of effective business writing are direct to the point, concise and 

courteous (Weaver; & Weaver. 1976: 4).  Good business writing must be direct.  The 

writers should deliver the point of letters quickly and say what they wish to say in a friendly 

manner.  Any recipient enjoys a well-words message in which s/he can read quickly.  Good 

business writing need to be concise.  Archer; Barber; & Ames (1971: 52) point out that for 

good readability letters, sentences should contain an average of approximately twenty 

words.  The benefits of keeping sentences short are writers stand less chance of making 

grammatical errors than in long sentences, and correspondents can read short sentences 

more easily than the long ones (Scott. 1984: 57).  The purpose of any communication is to 

convey message to other recipients.  When writers use ordinary words and well-structured 

sentences, the letters will be more successful than those with unusual words, long multi-
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thought and complicated sentences.  Courtesy is also the fundamental principle underlying 

good public relations (Archer; Barber; & Ames. 1971: 27).  If the letter is courteous then it 

will help promote good public relations for the organization.  It should concentrate on the 

recipient’s interests, handle disagreements smoothly and does not humiliate.  An effective 

courteous letter is convincing when writers show sincerity and friendliness.  To achieve 

sincerity, writers should say what they honestly mean without distortion, misrepresentation 

and exaggeration. 

 

III. Structures and Formats in Letter Writing 

 According to the Office of the Prime Minister’s Regulation on documentary work 

(1983), there are two types of official letters: the First-Person Notes and the Thirds-Person 

Notes.  The First-Person Notes are further classified into a Formal First-Person note and an 

Informal First-Person Note, whereas the Third-Person Notes are classified into a Note 

Verbale, Memorandum and an Aide Memorie.  However, this paper focuses on the First-

Person Notes only. 

 Formal First-Person Notes are written on official occasions as a person to person 

note.  It entails a correspondence on matters that are officially binding.  The kind of letter 

normally begins with “Excellency” or “Dear Sir” with the opening sentence of “I have the 

honor…” and ends with a complimentary close. 

 Informal First-Person Notes are written on a less official occasion.  This kind of 

letters serves to transmit non-biding information or to seek more information.  The normal 

salutation is “Dear Mr. President”, “Dear Mr. Ambassador” or “Dear Mr. Chargé d’ Affaires”.  
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These letters do not have an opening sentence of “I have the honor to…” but they should 

begin with “I wish to …”.  The complimentary close is “Yours sincerely”.  The table below 

shows the appropriate salutation and complimentary closes of each person in both the 

formal and informal First-Person Notes. 

 

 TABLE 1 APPROPRIATE SALUTATIONS AND COMPLIMENTARY CLOSES OF THE 

RTN’S OFFICIAL LETTER  

Tone To Salutations Complimentary Closes 

President,  
Prime Minister, 
Minister,  
Ambassador, 
Secretary - General 

Excellency Accept, Excellency, the 
renewed assurances of 
my highest 
consideration. 
 

Ad hoc, 
Ad interim, 
Consul – General, 

Sir or Madam, Accept, Sir, the renewed 
assurances of my high 
consideration. 

Formal 

Individual Person Sir or Madam, Very truly yours, 

Informal President,  
Prime Minister, 
Minister,  
Ambassador, 
Secretary – General 
Ad hoc, 
Ad interim, 
Consul – General, 
Individual Person 

Dear Mr. President, 
Dear Mr. Prime Minister, 
Dear Mr. Minister, 
Dear Mr. Ambassador, 
Dear Mr. Secretary – General, 
Dear Mr. Chargé d’ Affaires, 
Dear Mr. Chargé d’ Affaires, 
Dear Mr. Consul – General, 
Dear Sir or Madam, or Dear 
Mr. (name) or Mrs. (name) 

Yours sincerely, 

 

Source: Attachai Barame. (1999, March). Naval Intelligence Department and Foreign     
Relations Affair: Naval Command and Staff College. P. 66-69. 
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1) Structures of the RTN’s official letters 

Olanvoravuth (1999: 18) states that structure means the way in which something is 

organized, what comes first, second and last. Moreover, the structures of writing concern 

how writers organize their ideas in a letter.  Barame (1999: 5-12) recommends the clear 

picture of the structures and styles of an official letter.   
 

TABLE 2: STRUCTURES OF THE RTN’S OFFICIAL LETTER 
 

    
  
 
 
      NID9/2/1981                                                                         Naval Intelligence Department  

                          Royal Thai  Royal Thai Navy, Bangkok
10600 

         
                                  6 May B.E. 2538

(1995) 
 

 

Excellency,   
 

 
Invitation  to the Lunching Ceremony 

 of H.T.M.S. Lat Ya 
 
 

I have the honor
to ……………………………………….................................................................... 

      ……………………………………………………………………………………………….............................................. 
      ……………………………………………………………………………………………………………………………………… 
      ……………………………………………………………………………………………………………………………………… 
       ……………………………………………………………………………………. 
  
    Accept, Excellency, the renewed assurances of my highest consideration.  

 
 

 
    Rear Admiral       Signature 
 
                           (Narong Yuthavong) 

                   Director General 
 

 
 
 
 

 
His Excellency 
   Major General Abdul Manaf 
      Ambassador Extraordinary and Plenipotentiary 
    Embassy of the People’s Democratic Republic of Bangladesh   
                                             BANGKOK

     
 

THE RTN’S OFFICIAL LETTER 

1.1 Letterhead  

Complimentary  
Close or Closing 

Reference    
Line 

 Signature Block 

   Letterhead 

Date Line 

Salutation or Greeting Line 

Subject Line 

Body or Message 

  Inside Address 
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 An official letterhead contains garuda / flag, full name of organization, full address 

and contact number.  “Garuda” is a special kind of birds in the Thai legend used as symbol 

of the King.  The garuda symbol will be used on top of the Thai government official letters.  

The RTN’s official letter to foreign embassies will also use this garuda symbol.  However, 

for the RTN’s admirals, they have “flags” showing their ranks and also their commands on 

the top of the official letters.    

1.2 Reference Line  

This is an optional.  The reference line may and may not be included in letters.  The 

benefit of putting reference line is to group a large volume of correspondences into specific 

categories.   

1.3 Date Line 

There are two ways of international standard in writing date line:  

- British style: date, month and year (23 October 2004) 

- American style: month, date and year (October 23, 2004) 

However, writers of the RTN’s official letters will use the British style with some 

modification. They will put the abbreviation B.E. (Buddha Era) followed by the number of 

Buddha Era years and put the number of the A.D. years in the bracket: e.g. 23 October 

2004 will be written as 23 October B.E. 2547 (2004). 

1.4 Salutation or Greeting Line 

The salutation is the opening greeting in the letter.  The salutation “Dear Sir” or 

“Madam” is recommended, and after the salutation puts comma (,) or colon (:).  If readers 

have a courtesy title, such as Professor, then use it.  Otherwise use Mr. or Ms., unless the 

readers prefer Miss or Mrs. However, most military officers are referred by ranks in the 
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salutation.  Weaver; & Weaver (1976: 41) suggest that for officers whose rank is given in 

two words, use the second in the salutation.  Titles of rank are not abbreviated here.  For 

example, “Dear Lieutenant Commander Priscilla Beech” will be written as “Dear 

Commander Beech”. 

1.5 Subject Line 

The subject line identifies the subject of the message. 

1.6 Body or Message   

The essence of the letter that will give clear and concise purpose of the writers.  It 

is best, even for a short letter, to divide the body into at least two or three paragraphs.  By 

doing this the contents will be easier to read and will present the messages more clearly. 

1.7 Complimentary Close or Closing   

The complimentary close is simply a matter of custom and polite way of closing a 

letter. The expression used for the complimentary close must match the salutation.   

1.8 Signature Block 

It usually contains complimentary close, signature, name, and position accordingly 

1.9 Inside Address 

The inside address of the RTN’s official letters will be written on the bottom of the 

page.  It mentions recipient’s title, full name, position and address. 

 

 2) Formats of the RTN’s official letters 

Rodgers (1995: 131) describes the formats that usually use in letter writing.  

2.1 Block: All the lines begin at the left-hand margin. 
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2.2 Modified Block: The dateline, the complimentary close, and the sender’s name 

begin in the center of the page. 

2.3 Indented: This format is also called “modified block with paragraph indentations”, 

in which each first line of a new paragraph is indented and the sender’s address and date 

are placed on the upper right-hand side of the page.   

Format of the RTN’s official letters is almost the same as the indented format except 

that the inside address is placed at the lower left of the page, with indented lines. 

 

IV. Features of Language in Letter Writing 

 To communicate effectively, writers must think about their word choices or sentence 

patterns when they are writing a letter.  Klein (1968: 56-66) indicates that language used in 

a letter should match with the occasion in order to achieve a certain tone, or overall 

impression.  In other words, good writers should pay attention on how language is used.  

Slang words might be reserved for conversation in informal situation, and professional 

jargons are suitable within the profession but are discourtesy to the uninitiated reader.  

Writers can vary their style, sentence structure and vocabulary to sound forceful or passive, 

colorful or colorless.  The right choice depends on the nature of their message and their 

relationship with the readers.  Therefore, choices of words and sentence patterns that 

writers use in writing their letters should be adapted to suit both the receiver and the 

purpose of message. 
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1) Word Choices 

Being able to choose the right words will create the impression and give exact 

details to the readers.  Barame (1999: 33-37) points out that official letter writing is different 

from business writing because official letters are written in a formal style by using very 

polite words and forms.  Table 3 shows the examples of formal and informal words. 

 

TABLE 3 FORMAL AND INFORMAL  

Formal Terms Informal Terms 

accordingly 
additional 

advice 
assist 

concerning 
consequently 
disconnect 
discontinue 
establish 
facilitate 
furnish 

herewith 
implement (verb) 

initiate 
in regard to 
other than 

prior to 

so 
more, extra 

tell 
help 
about 

so 
cut off 

stop, end 
set up, create 

help 
give, provide 

with this 
carry out 

begin, start 
about 
except 
before 

 

Nouns and verbs are the most concrete words in any message (Bovee; & Thill 

2000: 169).  Verbs are especially powerful because they carry the action; they tell what is 

happening in the sentence.  The more dynamic and specific the verb, the better writing it is.  

The careful writers will be able to pick the right words or vocabularies that speak to the 
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reader’s needs and interests.  They cannot write correctly if they do not know sufficient 

vocabularies and how words are used.  Parisuthiman (1998: 56-150) recommends the 

choices of words that often use in letters. 

 TABLE 4 EXAMPLES OF WORD CHOICES 

Word Choices 

Accept/ Receive 

Accept (v) = To agree to receive 

e.g. - Please accept my personal warm regards and best wishes for… 

Receive (v) = To get or take something sent 

e.g. - I have received Your Excellency’s invitation to visit… 

Attend/ Join/ Participate 

Attend (v) = To be present at an event. 

e.g. - It is very kind of you to invite me to attend the party. 

Join (v) = To take part with somebody in an activity. 

e.g. - I would like to invite you all to join me in a toast to the continued 

relationship. 

Participate (v) = To take part or become involved in an activity 

e.g. - We would like to invite you to participate in a seminar. 

 Parisuthiman (1998: 150) says that these three words have more or less 

the same meaning: to be present at.   While “join” is informally used, “attend and 

“participate” give a sense of more formality. 

Chance/ Opportunity/ Occasion 

Chance (n) = Possibility of something happening 

e.g. - We had a good chance to … 

Opportunity (n) = Favorable time 

e.g. - May I take this opportunity to wish you and your family all the best   

 success and happiness. 
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TABLE 4 (Continued) 

Word Choices 

Occasion (n) = Time at which a particular event takes place. 

     e.g.   -  I would like to extend our best wish on the occasion of the anniversary   

            of … 

Congratulate/ Congratulations 

Congratulate (v) = Tell (somebody) that one is pleased with something good that has 

happened (to him). 

e.g. - We would like to congratulate you on the occasion of ... 

Congratulations (n) = it is always used in the plural form. 

e.g. - I would like to express our sincere and heartfelt congratulations. 

 Olanvoravuth (1999: 48) explains that the word “congratulations” can have 

two prepositions: congratulations to a person and congratulations on something.   

Delight/ Happy/ Pleased 

Delight (adj.) = Very pleased. (at sth. / to do sth.) 

e.g. - We were most delighted to have the opportunity to meet with you. 

Happy (adj.) = Feeling or expressing pleasure 

e.g. - I am very happy to have a chance to be here. 

Pleased (adj.) = Feeling or showing satisfaction or pleasure. (with sb. / sth.) 

e.g. - Thank you for your invitation, which I am very pleased to accept. 

Extend/ Offer/ Express 

Extend/ offer/ express (v) = To give, send 

e.g. - I would like to extend an invitation to you and your officers to visit … 

 - I wish to offer my sincere congratulations to… 

 - I am writing to express our deep thanks for your kind reception. 
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 2) Sentence Patterns 

Different types of socializing letters such as invitation letters, thank you letters or 

congratulation letters or condolence letters, have their own sentence patterns.  For 

example, effective invitation letters should be specific about the occasion, time, date and 

place.  Letters of congratulations should be written to give both the writer and the recipient 

pleasure when the occasion arises to enclose a gift, to send good wishes, or to remember 

an anniversary.  In order to write effective thank you letters, writer should say “thank you” 

and what they are thanking for.  Suwanpreted (2001: 49-63) suggests many examples of 

sentence patterns that often use in socializing letters.  

 

2.1 Making an Invitation 

- The Royal Thai Navy has pleasure in inviting you to attend a reception at  

 (place) on (date) at …p.m. in hour of (event). 

-  Request the pleasure of your company at the dinner on the anniversary of…on … 

               -  We hope that you will be able to join us at this conference, and give us the     

benefit of your experience. 

- my cordial invitation to you and … to visit … 

- an invitation for your kind cooperation. 

 

-  I would like to extend  

 

2.2  Expressing Congratulations  

 - We would like to convey our warmest congratulations to you on your 

achievement. 

     -  I would like to extend my                    congratulations to … on … sincere 
heartiest  
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-  Please accept my best wishes   

- for all the success and prosperity in the 
years to come.  

- for the very best in your future career. 
- for the prosperity of your company. 
- for continued growth and prosperity.  

 

- May I congratulate you on your appointment as … 

- Please accept my congratulations on having a recent promotion. 

 

2.3  Expressing Thanks and Appreciation 

       -   I would like to take this opportunity to thank… 

- May I take this opportunity to express my sincere thanks to… 

- I wish to convey to you my personal appreciation for the cordial assistance 

accorded us during our brief stay in your beautiful country. 

- Your continued assistance 

- Your favorable consideration of this matter 

- Your kind cooperation / assistance / 

consideration to … 

- is (always) very much 

appreciated. 

- will be highly / much 

appreciated. 
 

- Please accept our warmest thanks. 

- We are most grateful for the kind hospitality extended to us during our stay in … 

 

2.4  Expressing Sympathy 

- May I express our deep condolences to the family of (name) and say that 

we join them in their bereavement. 
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- May I offer you my sincere condolences.  If there is anything I can do to 

help you, please do not hesitate to let me know. 

- We wish to extend our deepest sympathy to the family of Mr. (name). 

- We wish to express our deepest sorrow to you and your family and join you 

in your personal bereavement. 
 

From the examples of sentence patterns used in socializing letters, it is obviously 

shown that many formal words and polite phrases are mostly used to show good 

relationship between the writer and the reader. 

 

3) Sentence Writing Styles 

A document should contain only necessary paragraphs, a paragraph should contain 

only necessary sentences, and a sentence should contain only necessary words.  Using an 

easy-to-read style makes the reader respond more positively to the writer’s ideas.  Locker 

(1998: 84-102) provides some techniques for writing effective letters   

3.1 Never begin a sentence with “And” or “But”. 

Beginning a sentence with and makes the idea that follows seem like an 

afterthought.  Putting but in front of a sentence tells the reader that the following point is 

more important than the preceding ideas.    

3.2 Never end a sentence with a preposition. 

A preposition is a word or group of words such as in, by, from, to, and with that 

used to show place, position, time or method.  The end of a sentence is a position of 

emphasis.  When the readers see a preposition, they may expect something to follow it.  
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However, if the documents are less formal, then it is acceptable to end a sentence with a 

preposition. 

3.3 The use of active voice. 

Active voice sentence emphasizes the person performing the action, while passive 

voice sentence emphasizes the recipient of the action itself.  Active voice is almost always 

more direct, more economical, and more forceful than passive voice construction.  Passive 

voice sentence can be used when the writers wish to soften their statement or be more 

formal in a sensitive situation.  Rodgers (1995: 143) explains that the passive voice is more 

diplomatic by allowing the writers to speak their point without embarrassing anyone. 

3.4 The use transitions to link ideas. 

Transition words tell whether the next sentence continues the previous thought or 

starts a new idea.  They can tell whether the idea that comes next is more or less important 

than the previous thought.  Examples for transition words are as a result, because, for this 

reason, in addition, in contrast, nevertheless, next and furthermore.   

3.5 The use nonsexist language. 

Baugh; Fryar; & Thomas (1986: 13) say that in today’s business, men and women 

are equal in all types of occupations and all levels in an organization.  As a result, it is 

important not to assume that readers are all male or all female.  Sexist language is the use 

of wording, especially pronouns like “he” or “him”, to represent positions or individuals who 

could be either men or women.  Good writers should avoid using gender offensive in their 

writing by deleting or replacing unnecessary pronouns, using plural pronouns instead of 

singular or shifting to second-person pronouns (“you” and “your”).  
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V. Tone of Letter  

Tone refers to the feelings created by the words in a message.  It is the relationship 

writers wish to establish with the readers.  It may be formal, informal, academic, casual or 

humorous, depending on the subject and situation (Baugh; Fryar; & Thomas. 1986: 6).  

Writing a good official letter does not require only grammatical ability, but writers must 

concern on both psychology of the readers and rules of writing a letter.  Therefore, official 

letters should have a tone that sounds natural and conveys cooperation, mutual respect, 

sincerity and courtesy.  The tone of a letter is very important because the letter that has a 

cold tone, wrong grammar and ill-chosen words may offend the reader.  For example, the 

word “must” will give the felling of offensive, whereas the word “please” is more polite.  The 

readers may understand what it is said, but they may not satisfy with the way it is said.   

Official letters are a formal writing.  These letters must have tone-formality, tone-

politeness and tone-sincerity (Olanvoravuth. 1999: 93-95).  Two sentences can have the 

same meaning but very different tones so writers must know how to choose words and 

phrases for such tones as friendliness, sincerity and politeness. 

1) Tone-Formality  

Official writing used to be much more formal than normal conversation.  It is the 

best to avoid slang, causal words, and very informal expressions in writing an official letter.  

Moreover, the word such as “isn’t”, “aren’t”, “doesn’t”, “don’t”, “won’t”, “wouldn’t” and “can’t” 

are not considered as tone-formality.  The better ways to write these words are “is not”, “are 

not”, “does not”, “do not”, “will not”, “would not”, and “cannot”.  Moreover, to create tone-
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formally, abbreviations such as ASSP (as soon as possible), FYI (for your information), or 

PLS (please) must be omitted in writing official letters. 

2) Tone-Politeness  

Official letters should be polite, even when making a complaint or a demand.  

Moreover, a polite letter is usually also friendly.  Writing a letter with tone-politeness is to 

emphasize the positive side of the message.  If the writers can make their audiences aware 

of this feature, they will make their message more acceptable.   Moreover, polite writers do 

not write a letter in anger, and make accusation or offensive statement.  Rodgers (1995: 

139) explains that the use of polite phrases such as “We would appreciate it if”, “Please 

consider”, and “Thank you for your consideration” are considered as a good style of tone-

politeness writing.    

3) Tone-Sincerity 

 Tone-sincerity is very important because if readers think that a letter is being 

insincere in any part of a letter, it will change the impression of the entire letter.  Therefore, 

writers must be very careful to avoid writing a letter an insincere tone.  Olanvoravuth (1998: 

95) mentions that the most common way of introducing insincerity into a letter is to 

exaggerate: over-thanking, over-praising, over-apologizing, and over-politeness.  

 

VI. The Four Cs’ Business Writing 

 Many business writers use the techniques of “The Four Cs’ Business Writing” that 

characterize effective writing: conciseness, clarity, correctness and courtesy (Hurley. 1996: 
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Online; & Parisuthiman. 1983: 28-41).  These written communication techniques are 

guidelines for clear messages that accomplish goal of all written communication. 

2.1 Conciseness  

 Conciseness means saying everything in the fewest possible words.  In other words, 

be brief but complete and courteous (Parisuthiman. 1983: 32).  A concise message saves 

time for receivers because the main points stand out and they can see the main idea easily.  

Writers can make their letters concise by omitting unnecessary words and expressions, 

avoiding redundancy, including only relevant facts and organizing effectively. 

 

      TABLE 5 EXAMPLES OF WORDY AND CONCISE WORDS  

Wordy Concise 

at the present 
on one occasion 

at such time 
in spite of the fact 
in the even that 

due to the fact that 
in most cases 

now 
once 
when 

although 
if 

because 
usually 

 

 

2.2 Clarity 

 Letters are clear when they are logically organized and when they present enough 

information for the reader to understand what the writer intended.  Informational letters are 

usually organized directly with the main idea first.  Clarity can be enhanced by including all 

the necessary information.  To ensure that letters are clear, writers should put themselves 

in the readers’ position and analyze what they have written.  What questions may the 
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reader ask?  Does information proceed logically from one point to another?  In addition, 

writers should use familiar, specific words and avoid jargon in order to prevent 

misunderstanding (Hurley. 1996: Online).  

2.3 Correctness 

 Correct writing is not noticeable, but incorrect writing will distract readers’ attention.  

Correct writing does not only mean using proper grammar, punctuation and spelling, but 

also using accuracy of facts and accuracy of form.  Correct letters require good preparation 

by gathering relevant information and collecting supporting documents.  Grammatical 

mistakes damage the credibility of the writers, and may result in misleading statement or 

misunderstanding.   

 2.4 Courtesy 

 It is important to be courteous in written communications as it is in face-to-face 

communications. Courteous messages help to strengthen business friendship.  Therefore, 

good writers should treat the reader with respect as they truly care about the reader.  The 

ideas they express and the words used to convey those ideas create impression to the 

reader.  Writers must alert to words that may create a negative feeling, try to use word 

“you” more than word “I” and “we”, and create a positive tone in writing letters.   

 Bovee; & Thill (2000: 107) explain that when people are corresponding with the 

ones who have higher ranks, an added measure of courtesy is needed especially in the 

official letters.  Moreover, Olanvoravuth (1999: 94) also adds that the business writing used 

to be much more formal than normal conversation.  Today effective business letters should 

be like a written conversation.  After studying the features language in official letters, it 

shows that courtesy and formality are still considered to be an important feature. 



CHAPTER 3 

METHODOLOGY 

 

This research paper aims at analyzing the word choices, language patterns, and 

tones of the RTN’s official letters by comparing with the business letters.  Then, the 

researcher would like to explore how properly the technique of Four Cs’ Business Writing: 

Correctness, Clarity, Conciseness and Courtesy are used in the RTN’s official letters. 

 

I. Data Collections 

Sample socializing letters were collected from the Royal Thai Navy sent to other 

navies and foreign embassies.  After scanning through various official letters of RTN during 

the year of B.E. 2536 to B.E. 2541, it was found that the RTN’s official letters focusing on 

letters of social situations such as invitation letters, thank you letters, and goodwill letters.  

The formal and informal official letters introduced the different patterns of language used for 

different types of writing.  The analysis will provide useful expressions that will help writers 

to write qualified letters.  Moreover, the commonly used vocabularies for writing these 

socializing letters are presented.  Models or examples were also presented with a view 

showing how each type of writing is organized in order to have effective letters that achieve 

the purpose.  
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II. Data Sampling  

Fifteen socializing letters written by RTN have been collected.  Moreover, fifteen 

business letters in similar situations were collected from the international companies namely 

Martello Realty, Webster University (Thailand) and Ruamrudee International School.   

-  Martello Realty:  The company provides real estate, restructuring, financial 

advisory and asset management services.  Martello Realty operates on several continents 

and has a number of hub offices around the world: European Hub - Rotterdam, Local 

Offices - London, North and South America Hub - Houston and Texas, Local offices - 

Phoenix, Local Offices - Singapore and Asia Pacific Hub - Bangkok. 

-   Webster University Thailand (WUT):  WUT is the American university in Southeast 

Asia creating leaders for a multicultural world.  The university brings a world-class western 

teaching style to its truly international campus.  WUT offers many programs to students 

such as MBA, media and communications, computer science and arts. 

-  Ruamrudee International School (RIS):  RIS is an English language college 

preparatory school offering an American based curriculum including AP and IB programs.  

RIS offers a strong academic program and fosters the development of moral principles best 

prepare individuals to meet the challenges and responsibilities in an ever - changing world.  

These letters were analyzed through three factors (1) word choices (2) sentence 

patterns, and (3) tone of writing.   
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III. Data Analysis 

 The procedures of this study are divided into four steps.  First, the importance of the 

RTN’s official letters and business letters was described in order to provide an overall 

picture of letters’ advantages.  Second, word choices, sentence patterns, and tones of the 

socializing letters written by RTN and international companies were discussed.  Third, the 

technique of using the “Four Cs’ Business Writing” in these socializing letters was 

illustrated.   Finally, samples of RTN’s official and business correspondence regarding on 

letters of social situations were provided in order to compare and analyze the differences 

between official and business letter writing.  

 

 

 

 

 

 

 

 

 

 

 

 

 



CHAPTER 4 

FINDINGS 

 

This chapter aims to reach the objectives of the study.  The illustration of contents 

from the RTN’s official letters and business letters were compared and analyzed.  From the 

collected socializing letters, the researcher found out that both the RTN’s official and 

business letters were different in terms of features of language and tones of writing.  Two 

main sections were divided (1) an analysis of features of language in writing the RTN’s 

official letters and business letters, and (2) an analysis of the written communication 

techniques: the Four Cs’ Business writing written in the RTN’s official letters and business 

letters.  To have a clear picture, the examples presented and compared the language used 

and written communication techniques in the RTN’s official letters and business letters.   

 

I. An Analysis of Features of Language in Writing the RTN’s Official Letters 

and Business Letters 

 

TABLE 6 FORMALITY AND INFORMALITY  

RTN’s Official Letter 
(Formality) 

Business Letter 
(Informality) 

May I wish you good health, happiness and 

success in every endeavor.  (Appendix A, 

Example 9) 

We wish you success in your studies. 

(Appendix B, Example 12) 
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TABLE 6 (Continued) 

RTN’s Official Letter 
(Formality) 

Business Letter 
(Informality) 

The visiting programs, which were very well 

organized and thoroughly arranged, were 

very interesting and very well implemented 

in a highly commendable manner.  

(Appendix A, Example 7) 

Thank you once again for a memorable 

evening.  (Appendix B, Example 9) 

My wife joins me in sending our sincere 

appreciation and highest regards to you and 

your wife.  (Appendix A, Example 7)  

Please pass my deepest sympathies on to 

your mother, brother and sister.  (Appendix 

B, Example 15) 

I would to convey our deepest appreciation 

to Rear Admiral S Kapoor and his wife as 

well as the Indian naval liaison staff for their 

kind assistance and dedication throughout 

our visit.  (Appendix A, Example 7) 

Thank you for your support and kindness.  

(Appendix B, Example 7) 

 

The RTN’s official letters are written in a formal style using polite forms and less 

common words because writers try to add authority to what they said and this is a way of 

showing respect to the recipient of the letter.   Formal terms or big words are usually found 

in official letters as writers try to impress formality and politeness to their readers with 

flowery vocabularies.  Moreover, there are many useful formal terms or big words in which 

there is no satisfactory substitute.  This is acceptable as long as the writers use them 
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correctly, and are certain that their readers understand.  Apart from informal terms and 

expression that should be avoided in writing official letters, slang words, abbreviations and 

contraction words (isn’t, aren’t, didn’t, wasn’t) should be eliminated in writing official letters 

in order to create formality.  On the other hand, business letters are simple and 

conversationally written by using less informal terms that most people are familiar with.   

Business writers will write as naturally, humanly, and persuasively as they speak, for 

example, Congratulations! You have been accepted to study at Webster University, 

beginning your studies in May, 2005. 

 

TABLE 7 THE USE OF PASSIVE VOICE AND ACTIVE VOICE  

RTN’s Official Letter 
(Passive Voice) 

Business Letter 
(Active Voice) 

It is my fervent hope that the existing 

relationship between our two navies will be 

further cultivated and strengthened in the 

future.  (Appendix A, Example 9) 

This forum would benefit for speakers both 

the Thai and Foreign communities.  

(Appendix B, Example 9) 

I were extremely impressed with all the 

arrangements kindly organized for us. 

(Appendix A. Example 3.) 

Thank you very much for your kind 

hospitality yesterday evening.  (Appendix B, 

Example 8) 

We were completely overwhelmed by the 

warm friendship and the great hospitality 

you and your wife extended to us.  

(Appendix A, Example 5) 

I found the company, the ambience and the 

hospitality of the Ambassador were excellent 

and extremely enjoyable.  (Appendix B, 

Example 9) 
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Official letters uses a formal style, and a passive voice is usually found in writing the 

letters.  When the writers want to soften their statements, shift the emphasis from the 

writers to the readers, or be more formal in a sensitive situation, the passive voice is the 

more diplomatic choice.  However, in business letters, the writers tend to use active voices 

to create clear messages because it describes what is happening.     

However, in some case, passive voice might be used in social business letters to 

maintain good relationship among business operations and their customers.  As of an 

example found in an invitation letter from Webster University, “WUT would be most 

appreciated if you could join WUT community on their special occasion”, this sentence was 

written in passive voice to show the formality of the letter written to the honorable address.  

Moreover, passive voice nowadays is used in claim letters to avoid directly claim by not 

mentioning the doers of negative actions.  This is not follow with the theorical concept that 

passive voice should not be used in business letters. 

 

TABLE 8 OLD FASHIONED AND MODERN LANGUAGES  

RTN’s Official Letter 
(Old Fashioned Language) 

Business Letter 
(Modern Language) 

Should there be anything that your 

organization requires from us, please do not 

hesitate to contact me or my staff.  

(Appendix A, Example 8) 

If you have any queries or comments, 

please feel free to call one of customer 

sales representatives. (Appendix B, Example 

2) 
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TABLE 8 (Continued) 

RTN’s Official Letter 
(Old Fashioned Language) 

Business Letter 
(Modern Languge) 

Despite the time constraint, we had the 

opportunity to stay in Florence, a beautiful 

ancient city, for two day.  My wife and I had 

a most pleasant time there, and the memory 

of which will be always remembered with 

fond memory.  (Appendix A, Example 5) 

Thnak you for organizing the Dinner Launch 

of BCCT CEO Group yesterday evening.  I 

found the company, the ambience and the 

hospitality of the Ambassador excellent and 

extremely enjoyable.  (Appendix B, Example 

9) 

It is therefore not mistaken to say that the 

demise of the late Prime Minister of Israel is 

the great loss of an irreplaceable man.  

(Appendix A, Example 15) 

His contributions to this company will not be 

forgotten.  (Appendix B, Example 14)  

 

Old fashioned language is the style of writing that has been in used for a long time 

in any organization especially the government organization without changing.  Even though 

there are many new modern words or phrases being used by other, the organization still 

keeps its old fashioned style of writing.  Whereas modern language refers to a new style of 

writing that are simple, concise and clear.  Business writers apply modern language 

because the business writers prefer using short and easy words to interact conversationally 

with their readers.   Because official letters are written in old fashion styles and use many 

polite phrases, they provide a tone of formality and tone of politeness that emphasize the 

positive side of the messages. 
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TABLE 9 COMPLICATED AND SIMPLE SENTENCES   

RTN’s Official Letter 
(Complicated Sentences) 

Business Letter 
(Simple Sentences) 

I have the honor to inform you that Admiral 

(name) and his party will be visiting India 

from 12 - 16 April 1998 and are expected to 

arrive in New Delhi at 22:40 hours on 12 

April by TG315 and leave New Delhi to 

Bangkok by TG316 at 00:10 hours on April, 

which is due to arrive International Bangkok 

Airport at 05:30 hours of the same day. (67 

words)  (Appendix A, Example 6) 

The opening times of the exhibition are 

12th September 2003 

 12:00  Show open 

 17:30  Cocktail Party 

13th September 2003 

 11:00 - 12:00  Show open 

14th September 2003 

 11:00 - 19:00  Show open 

(Appendix B, Example 1) 

Excellency, my recent visit to India during 12 - 

16 April 1998 provided me with the fine 

opportunities to meet and exchange views 

with His Excellency Mr.George Fernandes, 

Indian Defence Minister, and other senior 

officers of the Indian Navy as well as to visit 

several facilities pertaining to private and 

government sectors, which made my official 

trip to your country very fruitful.  (62 words) 

(Appendix A, Example 4)  

Ruamrudee International School will be 

holding its annual Fun Fair on Saturday, 

November 23, 2002.  This event is a major 

fund raiser for the school.  This year, we will 

continue with the theme, “Union of Hearts 

for Children in Need”, with part of the 

proceeds going towards the education of 

underprivileged children.  (Separated into 3 

sentences, 52 words) (Appendix B, Example 

7) 
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TABLE 9 (Continued) 

RTN’s Official Letter 
(Complicated Sentences) 

Business Letter 
(Simple Sentences) 

On behalf of the Officers, Men and Women 

of the Royal Thai Navy, I would like to take 

this opportunity to express my deep 

appreciation for the unfailing effort and 

assistance you had kindly and repeatedly 

extended to the Royal Thai navy.  (42 

words)  (Appendix A, Example 14) 

I would like to express my sincere 

condolences on the recent passing of your 

father.  (15 words.)  (Appendix B, Example 

15) 

 

Official letters consist of long and complicated sentences while business letters 

prefer shorter and simple sentences that convey a specific meaning and friendly 

conversation.  The official letters pay less attention on prompt delivery of message; 

however, the polite tone is more emphasized.  Therefore, long and complicated sentence 

structures with flowery words are frequently used in official correspondence.  Many 

business writers try to keep their sentences short in order to deliver the point of letters 

quickly by using periods or full stops at the end of the sentences.  This way, the readers 

can understand the messages easily because they can pause and grasp what have been 

said before.   Moreover, writers stand less chance of making grammatical errors.   

 

 

 



 40 

TABLE 10  WORDINESS AND CONCISENESS   

RTN’s Official Letter 
(Wordiness) 

Business Letter 
(Conciseness) 

For more details and information, please do 

not hesitate to contact Lieutenant 

Commander Witchaya Riddhidej at 465-

0010.  (Appendix A, Example 2) 

If you are interested in either location, 

please check us out at www.webster.ac.th or 

contact our Bangkok office at +66 2 652-

0705.  (Appendix B, Example 3) 

It was also a pleasure to get to know you a 

little more at the dinner at Captain Vati’s 

house on Tuesday 17 August 1995.  

(Appendix A, Example 8) 

If you have time, it would be very nice to 

meet up.  (Appendix B, Example 1) 

It is with great pleasure that I have learned 

of your appointment as Chief of Staff, 

Indonesian Navy.  (Appendix A, Example 

12) 

I would like to congratulate you on your full 

acceptance as a graduate student.  

(Appendix B, Example 12) 

 

Official letters seem to add many words or include words that are not necessary in a 

sentence in order to present what is happening.   However, the objective of doing so is to 

add warmth and friendliness.  Official writers use unnecessary and flowery words and 

phrases to give their writing a more dignified, polite or professional tone.  On the other 

hand, business letters try to eliminate unnecessary words and phrases, repetition and 

redundancies which may distract readers from messages. 

http://www.webster.ac.th/
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II. An Analysis of the Written Communication Techniques: the Four Cs’ 

Business writing in the RTN’s Official Letters and Business Letters 

 According to the techniques of “The Four Cs’ Business Writing: conciseness, clarity, 

correctness and courtesy, the researcher found that most business writers applied these 

written communication techniques. Whereas official letters did not have the C of 

“conciseness” since the official writers try to focus on the tone politeness.  From the 

collected official letters, long sentences, wordy expressions and unnecessary words are the 

main factors of language used problem in official letters.   

 “Clarity” is the must for both types of letters.  For business letters, they must have 

clear messages by providing enough information (What, When, Where, Why and How), 

choosing familiar, natural and conversational words to express their thoughts, and using 

simple sentences or short sentences with correct word choices to make readers understand 

easily.  Official letters also provide clear messages to their readers.  However, the 

difference between RTN’s official letters and business letters is that the RTN’s official letters 

try to use formal terms or unfamiliar words on occasions, which may seem unnatural to 

businessperson and may block the communications.  For example, using “assist” instead of 

“help” or “establish” instead “set up”.  Even official writers prefer formal terms or unfamiliar 

words, they make sure that those words are clear to their readers.  Moreover, they feel that 

those words can contribute the sense of what they are saying, and create the tone of 

formality, which is very important for writing the RTN’s official letters.   

 “Correctness” is the important technique that both letters must apply.  Incorrect 

messages as well as grammatical errors reflect the image of the organization.  Especially 
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for the official letters, as the writers are writing on behalf of Royal Thai Navy, they have to 

make doubly certain that they have represented the organization’s messages and point of 

views accurately.   

 Official and business writers must have an awareness of “courtesy” in their 

communications because lacking of courtesy can cost them a great deal by alienating 

friends and driving away customers.  Moreover, it can make contacts with others to be 

unpleasant, unsatisfactory and unrewarding.  From the collected socializing letters, the 

research found out that the expressions that are irritating and offensive are avoided or 

omitted.  To have courtesy letters, both official and business writers must make an attempt 

to make their letters (1) correct by using an attractive format and containing no mistakes in 

grammar or spelling; (2) considerate by making letters prompt, readable and easy to 

understand; (3) complete by giving all necessary information; and (4) customer - oriented by 

concentrating on the readers and their needs, respecting the reader’s point of view and 

making the readers feel privileged.   

 After comparing and analyzing the features of language and the written 

communication techniques in writing the RTN’s official letters and business letters, it could 

be assumed that there is not much difference in these two types of letters.  First, the 

obvious difference is the language used.  Business letters are more concise, clear, and 

direct in order to gain readers’ attention.  The second difference is the tone of writing.  

Official letters concentrate more on tone-formality and tone-politeness whereas the business 

letters pay less attention to the tone factor.  Therefore, this reflects the written 

communication techniques that official writers use.  Since they focus on the formality of 

letters, they may not aware of clarity that they try to use many formal terms or big words to 
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impress readers with vocabularies.  Moreover, tone-politeness is a must in writing official 

letters.  Writers use long sentences or add unnecessary words in order to emphasize the 

positive side of the messages.  This make the official letters become indirect and wordy.  

As a result, readers may find that the technique of conciseness is sometimes ignored when 

writing official letters.  On the contrary, the business letters are short, concise and to the 

point and stress on clarity. 

 In conclusion, official letters are mostly emphasized on politeness; however, clarity 

is the most important feature of business letters.  Therefore, long and complicated 

sentences with flowery words are frequently found in official letters.  On the contrary, short 

and easy languages are mostly used in business letters.   

 

 

 

 

 

 



CHAPTER 5 

CONCLUSION AND DISCUSSION 

 

I.  Conclusion 

 The previous chapter analyzes the features of language and tones of writing as well 

as investigates the written communication techniques that apply in both official and 

business correspondences.  The results show that word choices that official writers use in 

their writing is a less common word with a very formal style in order to show respect to the 

readers as mentioned in the Department of Technical and Economic Cooperation (2000: 3-

4).  Official letters contain flowery words and many polite phrases, which reflect sentence 

patterns in letters.  That is, long and complicated sentences and passive voice are 

frequently found in official letters.  Therefore, it might be concluded that the Cs of 

“conciseness” and “clarity” seem to be ignored in the RTN’s official letters.   Politeness and 

formality are the main focus of writing official letters.   On the other hand, business letters 

are more concise, clear and direct to the point.  The Cs of “conciseness” and “clarity” are 

the most important for business letters writing.  They apply modern language by using 

informal terms, simple sentences and easy languages to communicate with readers as 

stated by Archer; Barber; & Ames (1971: 52).   The C of “correctness” and “courtesy” are 

applied in both official and business letters as it is the way to create first impressions to the 

readers.   
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II. Discussion 

 Letters are not merely mediums of communication.  They are effective substitutes 

for face to face communications, making and keeping friends, attracting customers and 

building a favorable image of organizations.  Good letters should display the positive sides 

of companies, make or keep friends, generate goodwill and enhance sales opportunities.   

 While the world has become globalized, people tend to use an email instead of 

sending a letter as it is one of the fastest ways to deliver information, and help an 

organization to save cost and time.  Although the explosion of email has replacing letter 

writing, letters still play an important role in keeping records.  The differences between 

emails and letters are letters are more reliable and credible in communication because 

there are the letter headings and logo features.  The language used in writing an email are 

informal, concise, simple and direct to the point as it is done in a business letter.  As a 

result, the official letters in the modern days should be more conversational and less 

flowery, as it has been done in business correspondences.  Official writers should pay more 

attention in their writing by trying to develop letters’ styles and features of language to be 

brief, precise, friendly and conversational than in the past in order to make them more 

acceptable, attractive, and achieve the purposes.     

 The differences between the official and business correspondences are the features 

of language and tone of writing.  The features of language in official letters are old 

fashioned styles by using long and complicated sentence structures with flowery words.  

This might be because official writers think of the way to add a measure of courtesy and to 

create the tone of politeness, so unnecessary words and long expressions are found in 
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official letters.   Besides, tone of formality is considered to be an important feature in official 

writing, so formal terms and polite phrases are needed in order to show respect to readers.  

In contrast, business letters are expressed in a modern language by choosing familiar, 

natural and conversational words as well as using simple and short sentence structures.  

These make business letters more concise, clear and straightforward. 

 From the findings official letters pay very much concern to relationships.  Official 

letters are diplomatic styles that avoid mentioning the sensitive matters, and use flowery 

words to please the readers.  On the contrary, business letters make sure to get things 

done, so writers are normally straight forward.  Business letters are action-oriented styles 

that concrete words and simple sentences are outstanding used to get things done through 

business written communication.   

 

III. Limitations of the Study 

 The study has the following limitations. 

 1)  The collection letter is focused on the socializing letters only. 

 2)  The research aimed at comparing and analyzing only on the features of 

language and tone of writing. 

 3)  There are many techniques regarding effective letter writings.  However, this 

paper focuses only on the written communication techniques: the Four Cs’ Business 

Communication: conciseness, clarity, correctness and courtesy.  
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IV. Suggestions for Further Studies 

 1)  Apart from socializing letters, there are many types of letters such as claim 

letters, adjustment letters (responding to a claim), sales and promotions letters and 

collection letters.   To make these letters achieve purposes, the features of language and 

styles of writing should be compared and analyzed. 

 2)  Effective writers must be able to emphasize the positive side in their letters; 

even though, they are writing refusal letters or claim letters.  Negative messages or 

negative phrases must be avoided in writing letters.  Therefore, how to emphasize the 

positive side in letters writing or how to write a courtesy letter might be discussed for the 

further study.   

 3)  Good letters apply modern language to communication with readers.  A study on 

how to keep language lively and simple but achieve the purposes might be explored in 

depth.  

 4)  Sometimes writers include words that are not really necessary, but do add 

warmth and friendliness, and this results in a two-page letter.   However, if those words that 

include in a letter detract readers or create nothing, a study on how to eliminate nonsense 

words and phrases, repetition and redundancies should be discussed for the further study. 

 5)  Since the world has become globalized, emails play an important role in passing 

information from one to another.  Consequently, a further study should be explored on the 

impact of language changes on emails especially the new terms and abbreviations used on 

email will be acceptable for letter writing or not. 
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Example 1: Invitation military attaché and assistance to join the Attaché Tour 
 
  

 

 
NID/120/96             Naval Intelligence Department 

          Royal Thai Navy, Bangkok 10600 
         
            24 December B.E. 2539 (1996) 
 
 
 
 
 

Dear Colonel, 
 

I have the pleasure to inform you that the Royal Thai Navy will be hosting the Attaché 
Tour to Sattahip from 21 - 22 January 1997.  All MACT accredited to Thailand are 
cordially invited to participate in this tour, with the exclusion of wife. 

 
I would like to take this opportunity to extend an invitation to you to join with us in 

this trip during the time mentioned above.  The Royal Thai Navy will provide meals, 
accommodations at Sattahip and transportation for you during the trip from Bangkok to 
Sattahip and from Sattahip to Bangkok.  A copy of program has been enclosed for your 
information.  I would greatly appreciate your replying to us regarding you participation 
by filling out the form attached to this letter and faxing it to my staff by the fax number 
4651800 

 
Thank you for your kind cooperation in this matter.  I am looking forward to hearing 

from you soon. 
 
 

          
    Yours sincerely, 

 
           Rear Admiral     Signature 
 
               (Vichol  Poosa) 
           Director General 

 
 
 

 
 
Lieutenant Colonel Sami Tasdemir 
   Military Attaché 
  C/O The Embassy to Turkey 
         153/2 Soi Mahadlek Luang 1 
                  BANGKOK 
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Example 2:  Invitation to give donation 

 

 
NID/32/94              Naval Intelligence Department 

            Royal Thai Navy, Bangkok 10600 
         
              30 November B.E. 2537 (1994) 

 
 

Re: Invitation to participate in the “Grand Water Sports Celebration” 
 
 
Dear Colonel, 

 
 To commemorate the gold medal His Majesty the King won in the sail competition in the 

Fourth SEAP GAMES on 16 December 1967, the government has declared 16 December of 
each year to be National Sports Day.  

 
The Royal Thai Navy in conjunction with Expressway Authority of Thailand, the 

Sport Authority of Thailand, the Water Sports Association of Thailand, the Thai 
Restaurant Association and Grammy Entertainment Co. Ltd. is organizing a “Grand 
Water Sport Celebration 1994” during 16 - 18 December 1994.  The first event will be an 
“Across the Gulf” yacht and windsurf competition with His Majesty’s VEKA RAMA IX Bridge.     
All income and donations will be presented to His Majesty the King in support of the 
Chai Pattana Foundation. 

 
The Royal Thai Navy would like to extend an invitation for your kind cooperation in 

providing a MACT booth selling various goods similar to last year’s booth at the RAMA IX 
Bridge during 16 - 18 December 1994.  Should you need more details and information, 
please do not hesitate to contact Lieutenant Commander Witchaya Riddhidej at 465-0010  

 
Please accept our thanks in advance for your kind support and expression of goodwill. 
 
             

 Yours sincerely, 
 
                     Rear Admiral       Signature 
 
              (Vichil Poosa) 
                     Director General 

 
 
 
 

Colonel Takashi Koyamada 
    Defence Attaché 
        Embassy of Japan 
             BANGKOK 
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Example 3:  Invitation to Thailand 

 

 
                                Headquarters 

         Royal Thai Navy, Bangkok 10600 
                        THAILAND 

         
             1 December B.E. 2538 (1995) 

 
 
 

Dear Admiral, 
 

I am writing to express my warmest thanks for the wonderful welcome you have 
accorded to me, my wife and the party on our visit to your country during 21 - 25 
November 1995. 

 
Khunying Nongnuj and I were extremely impressed with all the arrangements kindly 

organized for us.  The beauty of your country and the friendliness of the Japanese 
people as well leave their impressions with us for a long time.  I would like to take this 
opportunity to convey my deep appreciation to each and every one concerned for 
making my visit a very pleasant one. 

 
On this occasion, I would like to extend my cordial invitation to you and your wife as 

well as accompanying officers to visit Thailand as guests of the Royal Thai Navy 
sometime during April to July 1996.  Khunying and I look forward to welcoming you and 
reciprocate your kind hospitality in Bangkok soon. 

 
With our warmest personal regards to you and Mrs. Fukuchi. 

 
 

          
 Yours sincerely, 

 
      Admiral       Signature 
 
            (Prachet Siridej) 
       Commander-in-Chief 

 
 
 
 

 
Admiral Takeo Fukuchi 
   Chief of Staff 
       Japan maritime Self - Defence Force 
                       JAPAN 
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Example 4:  Thank you for the host of dinner 

 

 
                                 Headquarters 

          Royal Thai Navy, Bangkok 10600 
                         THAILAND 

         
               23 April B.E. 2541 (1998) 
 
 

Excellency, 
 

I am writing to express my deepest appreciation to Your Excellency and 
Mrs.Rajendra Rai for the wonderful dinner you hosted for my wife and I on 10th April 
1998 at your residence.  We were most delighted to have the opportunity to meet with 
Your Excellency and other distinguished guests.  The atmosphere was very pleasant 
and enjoyable.  The warm friendship and hospitality Your Excellency rendered to us 
shall be long remembered. 

 
Excellency, my recent visit to India during 12 - 16 April 1998 provided me with the fine 

opportunities to meet and exchange views with His Excellency Mr.George Fernandes, 
Indian Defence Minister, and other senior officers of the Indian Navy as well as to visit 
several facilities pertaining to private and government sectors, which made my official 
trip to your country very fruitful. 

 
Taking this opportunity, my wife joins me in extending to Your Excellency and 

Mrs.Rajendra Rai our best wishes for all the success and happiness in the future. 
 
Please accept, Excellency, the assurances of my highest consideration. 

 
 
 
      Admiral       Signature 
 
                (Suvachai Kasemsook) 
         Commander-in-Chief 

 
 

 
 
His Excellency Mr.Rajendra Kumar Rai 
   Ambassador Extraordinary and Plenipotentiary 
         Embassy of India 
      BANGKOK   
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Example 5:  Thank you for the welcome to the lunching ceremony 

 

 
                                         Headquarters 

               Royal Thai Navy, Bangkok 10600 
                               THAILAND 

         
                         9 April B.E. 2541 (1998) 

 
 

Dear Admiral, 
 

Please allow me, first of all, to express my deepest appreciation to you for the wonderful dinner 
you kindly arranged for me and my wife as well as my accompanying officers at your residence on 
29 March 1998.  We were completely overwhelmed by the warm friendship and the great hospitality 
you and your wife extended to us.  Apart from that, we greatly enjoyed the conversation and the 
atmosphere that evening, which I am confident serve to foster and promote the closer relationship 
and mutual good understanding between the Italian Navy and the Royal Thai Navy in the future. 

 
I would like to take this opportunity to thank you sincerely for the time you spared with us for 

attending the launching ceremony of H.T.M.S. Lat Ya on the following day at the Intermarine 
Dockyard.  We were deeply touched by the great honor you rendered to us with your presence in 
the ceremony.  In addition, I wish to convey our deepest gratitude to the Italian Navy all the support 
it has kindly extended to the Royal Thai navy all along. 

 
Despite the time constraint, we had the opportunity to stay in Florence, a beautiful ancient city, 

for two days.  My wife and I had a most pleasant time there, and the memory of which will be 
always remembered with fond memory.  We arrived home safely on 2 April by connecting our flight 
with Thai International Airline in Paris. 

 
Admiral, if you have an opportunity to visit Thailand, please let me know.  I would be more than 

happy to facilitate your visit and show you around our country. 
 
It is fervent hope that the relationship and cooperation between the Italian Navy and the Royal 

Thai Navy will be strengthened even further in the future. 
 
With my warmest personal regards. 

 
 

             Yours sincerely, 
 
           Admiral       Signature 
 
           (Suvatchai Kasemsook) 
          Commander-in-Chief 

 
 
 
 

Ammiraglio di Squadra Gianfranco GENESI 
   Commander-in-Chief alto tirreno (La Spezia) 
  The Italian Navy 
             ITALY  
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Example 6:  Thank you and accept the invitation 

 

FLD/091/98                                                Foreign Liaison Division 
          Navy Intelligence Department 
       Royal Thai Navy, Bangkok 10600 

                        THAILAND 
         
             25 March B.E. 2541 (1998) 

 
 
 

Dear Group Captain, 
 

Please refer to the official visit of Admiral Suvatchai Kasemsook, Commander-in-Chief of 
the Royal Thai Navy, and his wife, Mrs. Kalaya Kasemsook, and accompanying officer to 
India as guests of the Indian Navy.  I have the honor to inform you that Admiral Suvatchai 
Kasemsook and his party will be visiting India from 12 - 16 April 1998 and are expected to 
arrive in New Delhi at 22:40 hours on 12 April by TG315 and leave New Delhi to Bangkok by 
TG316 at 00:10 hours on April, which is due to arrive International Bangkok Airport at 05:30 
hours of the same day. 

 

Only one officer, whose name is Captain Sucheep Whongmaitree, Staff Officer to 
Commander-in-Chief of the Royal Thai Navy, will accompany Admiral Suvatchai Kasemsook 
and his wife in this trip.  I have also enclosed the details of their biographical sketches and 
their passports for information. 

 

With regard to his programs for the courtesy calls, I have been instructed by my 
Commander-in-Chief to ask you if it possible that the calls on Chief of the Army Staff and 
Chief of the Air Staff be cancelled. 

 

Your kind assistance in forwarding the information provided above to the authority 
concerned as well as coordination the Admiral’s request for a revised courtesy call 
arrangement is greatly appreciated, and please be assured of my continued friendship and 
cooperation. 

 
          
 Yours sincerely, 

 
      Captain       Signature 
          (Chaisinn  Yardee) 
        Director 

 
 

 
Group Captain Mohan John 
   Indian Defence attaché 
   Embassy of India 
           BANGKOK 
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Example 7:  Thank you to welcome for the visiting 

 

 
                                         Headquarters 

               Royal Thai Navy, Bangkok 10600 
                               THAILAND 

         
                       23 April B.E. 2541 (1998) 

 
Dear Admiral, 

 
 I wish to tell you how much I appreciate all the acts of hospitality you accorded me and my 

wife as well as my accompanying officers during our recent visit to your beautiful country.  I shall 
always remember with admiration the professional manner by which you and your staff took a good 
care of us during our stay in India.  In addition, my wife and I were greatly honored and extremely 
overwhelmed by the superb dinner you kindly hosted for us at the Navy Club in such a warm and 
friendly atmosphere. 

 
Admiral, apart from having conversed with you, this visit also afforded me with the fine 

opportunities to meet and exchange views with His Excellency MR. George Fernandes, 
Indian Defence Minister, Vice Admiral Madhvendra Signh, Flag Officer Commander-in-Chief 
Western Naval Command, Rear Admiral Y Prasad, Flag Officer Commanding Western 
Fleet, and Rear Admiral P Jaitley, Superintendent Naval Dockyard (Mumbai).  The briefing 
provided at the Navy Headquarters as well as the tour on board INS Ganga and INS Delhi 
helped we towards a better understanding of the importance of the Indian Navy in the region. 

 
Throughout the visit I was most impressed with the high morale and professionalism of the 

Indian Navy’s personnel.  The visiting programs, which were well organized and thoroughly 
arranged, were very interesting and very well implemented in a highly commendable manner.  

 
I would like to convey our deepest appreciation to Rear Admiral S Kapoor and his wife as well 

as all the Indian naval liaison staff for their kind assistance and dedication throughout our visit.  
They contributed substantially towards making our visit most informative and fruitful. 

 
Thank you again for your warmhearted hospitality.  My wife joins me in sending our sincere 

appreciation and highest regards to you and your wife.  It is my fervent hope that the relationship 
between the Royal Thai navy and the Indian navy will be all the most cultivated and further 
strengthened in the future. 

             
 Yours sincerely, 

 
           Admiral       Signature 
 
             (Suvatchai Kasemsook) 
            Commander-in-Chief 

 
 
 
 

Admiral Vishun Bhagwat, PVSM, AVSM, ADC 
   Chief of the naval Staff 
  The Indian Navy 
             INDIA  
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Example 8:  Thank you to welcome for the visiting 

 

FLD/55/93                                         Navy Intelligence Department 
      Royal Thai Navy, Bangkok 10600 

                        THAILAND 
         
             10 September B.E. 2536 (1993) 

 
 
 

Dear Admiral Stevens, 
 

I am writing to express our deep thanks for your very kind reception of my 
delegation at the Navy Security Group on 6 August 1993.  The brief provided an 
excellent overview of the group and gave us more insight and understanding of how the 
new policy affects your organization.  Please be assured that we will pass on the 
information in detail to the Royal Thai Navy. 

 
It was also a pleasure to get to know you a little more at the dinner at Caption 

Vati’s house on Tuesday 17 August 1993.  It was our hope that you and your wife were 
well entertained that evening. 

 
I am sincerely looking forwards, Sir, to a closer working relationship between our 

two Departments.  Should there be anything that your organization requires from us, 
please do not hesitate to contact me or my staff. 

 
 
          
 Yours sincerely, 

 
      Captain       Signature 
          (Thewin  Mungthanya) 
      Deputy Director General 

 
 
 
 

 
Rear Admiral Thomas F. Stevens 
   Commander Naval Security Group Command 
       Washington D.C. 
  THE UNITED STATED OF AMERICA 
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Example 9:  Congratulation to a senior officer from foreign country 

 

 
                  Headquarters 

       Royal Thai Navy, Bangkok 10600 
                       THAILAND 

         
            9 October B.E. 2538 (1995) 
 
 

Dear Admiral, 
 

It is my honor and great pleasure to extend my warmest congratulations on your 
designation as Commander-in-Chief of the Royal Netherlands Navy. 

 
Your Promotion to the new capacity is indeed a recognition of your outstanding 

leadership, professional competence and commitment to the Royal Netherlands 
Navy.  I am certain that the increased responsibilities will equip you with a better 
opportunity to serve your country and navy in the days ahead.   

 
It is my fervent hope that the existing relationship between our two navies will 

be further cultivated and strengthened in the future. 
 
On this occasion, may I wish you good health, happiness and success in every 

endeavor. 
 
 

    
 Yours sincerely, 

 
 
             Admiral        Signature 
 
           (Prachet  Siridej) 

                Commander-in-Chief  
 

 
 

 
Vice Admiral L.  Kroon 
   Commander-in-Chief 
  The Royal Netherlands Navy 
            THE NETHERLANDS 
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Example 10:  Congratulation to a senior officer from foreign country 

 

 
                 Headquarters 

       Royal Thai Navy, Bangkok 10600 
                       THAILAND 

         
         13 January B.E. 2540 (1997) 
 
 

Dear Admiral, 
 

I am writing, on behalf of all the members of the OPHC Procurement 
Committee, to extend to you our heartfelt congratulations upon your appointment as 
Commander-in-Chief of the Central Zone of the Royal Spanish Navy.  Your 
promotion to a higher office is indeed recognition by your superiors of your 
facilitative leadership skills and professional dedication to the navy. 

 
As always, your kind assistance and support rendered to our OPHC project 

when you were director of the Naval Military Construction Office is fondly 
remembered by all of us here, even though it has been quite sometime you left this 
office.  I would like to take this opportunity to express to you our deep gratitude and 
appreciation for all you have done for us and for what you have contributed to the 
increased cooperation and mutual understanding between our two navies. 

 
Taking this opportunity, I wish you and your family all the best and success in 

every endeavor in this happy new year and all the years to come. 
 

     
 Yours sincerely, 

 
 
               Admiral     Signature 
 
               (Thira Hao-Charoen) 

                  Chief of Staff and 
                Chairman of the OPHC Procurement Committee  
 

 
 
Admiral Nicolas Lapique Dobarro 
    Commander-in-Chief of the Central Zone 
   The Royal Spanish Navy 
                 SPAIN 
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Example 11:  Congratulations on National Day 

 

 
                 Headquarters 

       Royal Thai Navy, Bangkok 10600 
                       THAILAND 

         
           12 March B.E. 2541 (1998) 
 
 
 

Dear Admiral, 
 

On behalf of the officers, men and women of the Royal Thai Navy, I would like 
to extend our warmest congratulations and best wishes on the occasion of the 
anniversary of Pakistan Day 

 
We join you and the members of the Pakistan Navy in observing the national 

day of your country and express our shared hope for peace and prosperity in the 
years ahead. 

 
Taking this opportunity, I would like to convey to you the assurances of my best 

regards. 
 
 

            
 Yours sincerely, 

 
 
                    Admiral         Signature 
 
             (Suvachai Kasemsook) 

                Commander-in-Chief  
 

 
 

 
Admiral Fashi Bokhari 
   Chief of the Naval Staff 
  The Pakistan Navy 
            PAKISTAN 
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Example 12: Congratulation to a senior officer from foreign country and invite to Thailand 

 

 
                                Headquarters 

         Royal Thai Navy, Bangkok 10600 
                        THAILAND 

         
               30 April B.E. 2536 (1993) 

 
 

Dear Admiral, 
 

 It is with great pleasure that I have learned of your appointment as Chief of Staff, 
Indonesian Navy.  Your promotion is a clear recognition of your trustworthy talent and 
distinguished achievement during your long term of service in the Indonesian navy.  On 
behalf of the Royal Thai Navy, I would like to express our sincere and heartfelt 
congratulations. 

 
Taking this opportunity, I would like to cordially extend an invitation to you and 

Mrs. Yulia Ungsinowati as well as accompanying officers to visit Thailand as guests of 
the Royal Thai navy anytime at your convenience.  Detail of the visit can be 
coordinated through our naval attachés’ offices in Bangkok and Jakarta respectively. 

 
I would feel greatly honored by your acceptance.  My wife and I look forwards to 

welcoming you and Mrs. Yulia Ungsinowati very soon, and it is my belief that you visit 
will serve to further cultivate and strengthen the already excellent relationship between 
our two navies.  

 
Please accept my personal warm regards and best wishes for your continued 

excellent health and success in all your future endeavors. 
 

             
 Yours sincerely, 

 
      Admiral       Signature 
 
         (Vichet Karunyavanij) 
                Commander-in-Chief 

 

 
 

Vice Admiral Tanto Koeswanto 
    Chief of Staff 
        The Indonesian Navy 
   REPUBLIC OF INDONESIA 
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Example 13:  To extend condolence for natural disaster 

 

                                                                     
NID/13/94             Naval Intelligence Department 

          Royal Thai Navy, Bangkok 10600 
         
                 6 May B.E. 2537 (1994) 
 

 
Excellency, 

 
May I first express my condolences at the loss of life and property Your Excellency’s 

country sustained during the tragic cyclone incident that hit the Republic of Bangladesh 
on 2 May 1994.  In relation to the incident, the Royal Thai Navy has been notifies that a 
large number of Thai nationals on trawlers caught in the storm had come ashore in 
Bangladesh, and 20 bodies of the fishermen have already been recovered.  The Royal 
Thai Government had requested that the Royal Thai Navy send two ships: H.T.M.S. 
TAPI (PE-5) and H.T.M.S. PHUKET (FAC-3) to Bangladesh on a mission to transport 
the survivors and the bodies back to Thailand.  The two ships will be traveling to and 
berthing at Chittagong during 10 - 12 may 1994.  The details of the ships are attached 
herewith and my office will be forwarding more details as soon as they become 
available.   

 
We have sent a request for diplomatic clearances for the two ships through the 

Ministry of Foreign Affairs.  Due to the pressing nature of the mission, we apologize for 
the short notice and would be grateful if Your Excellency would be kind enough to 
inform the authorities concerned of the intended visit. 

 
Please accept, Excellency, my deepest thanks and the renewed assurances of my 

highest consideration. 
 

       
 

        Rear Admiral         Signature 
 
            (Narong Yuthavong) 
           Director General 

 
 
 
 

His Excellency 
   Major General Abdul Manaf 
  Ambassador Extraordinary and Plenipotentiary 
         Embassy of the People’s Democratic Republic of Bangladesh 
                                   BANGKOK 
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Example 14:  To bid farewell on the occasion of retirement 

 

 
                  Headquarters 

       Royal Thai Navy, Bangkok 10600 
                       THAILAND 

         
            18 August B.E. 2541 (1998) 
 
 
 

Dear Admiral, 
 

I have recently learned that you handed over your responsibilities as Chief of 
the Royal Swedish Navy to Rear Admiral Torsen Lindh, Inspector General of the 
navy, Royal Swedish Navy because of your retirement.  On behalf of the Officers, 
Men and Women of the Royal Thai Navy, I would like to take this opportunity to 
express my deep appreciation for the unfailing effort and assistance you had kindly 
and repeatedly extended to the Royal Thai navy.  During the term of your flag, you 
greatly played an important part in revitalizing the close relationship between our 
two navies. 

 
I am confident that the relationship between the Royal Swedish Navy and the 

Royal Thai Navy will continue to prosper in the future, despite the new organization 
of the Royal Swedish Armed Forces. 

 
Lastly, Khunying Kalaya joins me in conveying our warmest personal regards to 

you and Eva, and we wish both of you continued good health and happiness in 
many years ahead. 

 
    
 Yours sincerely, 

 
 
           Admiral        Signature 
 
            (Suvachai Kasemsook) 

              Commander-in-Chief  
 
 

 
 
 
 

Vice Admiral Peter Nordbeck 
   Former Chief of the Navy 
  The Royal Swedish Navy 
            SWEDEN 
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Example 15:  To extend condolence upon the death of important person 

 

 
                 Headquarters 

                Royal Thai Navy, Bangkok 10600 
                      THAILAND 

         
         13 November B.E. 2538 (1995) 
 
 
 
 

Dear Admiral, 
 

I have learned with deep sorrow the sad news of the assassination of His 
Excellency Prime Minister Titzhak Rabin, an able man in the military and diplomatic 
affairs and a brave and renowned fighter for the peace process in the Middle East. 

 
It is therefore not mistaken to say that the demise of the late Prime Minister of 

Israel is the great loss of an irreplaceable man nit only for the people of Israel but 
also for the international community as a whole. 

 
On behalf of the Royal Thai Navy, I wish to convey to you and the Israeli people 

as well as to all the members of the bereaved family my deepest condolences over 
the untimely departure of the late Prime Minister Yitzhak Rabin, a noble fighter of 
the Middle East. 

 
    
 Yours sincerely, 

 
 
         Admiral          Signature 
 
                (Prachet Siridej) 

              Commander-in-Chief  
 
 

 
 
 

Rear Admiral Ami Ayalon 
   Commander-in-Chief 
  The Israel Navy 
            ISRAEL      
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Example I

Ref : nrh,/g1 5/03
By Far

Date September 10, 2003

Dear Eddie Ho"

Iwil l  be traveling 1o Hong Kong on the 12th September and leaving on the evening of the
15th. During the day tirne on the 12th thru 14th I wil l  be attending the Phuket and Samui
property exhibition being held at Room 401, Convention & Exhibition Centre, Wanchai area.

The opening t imes of the exhibit ion are

12th September 2003

12:0()  Show open

17:30 Clocktai l  Party

13th Scpler-nber 2003

F

ilJ

v)

bD
1 1:0 f )  -  20:00 Show open

14th September 2003

I 1 :00 -  l9:00 Show open

Martcllo ivi l l  be launclt ing a ne\\ '
the  exh ib i t ic in .  I l ' yoLr  have t ime
booth at the erhibrtion or join r,rs
offices on the 15th. Please let me

Kind regards,

Phil  Alexander

residential.  resort and rctai l  dcvelopment. Malina Phuket, at
i t  w 'ould be very n ice to meet  up.  I1 'you cant tot  v is i t  our
at the cocktail party then I could meet up w,ith you at yolu'
know if you will have time and what tinre suits you best.
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Examole 2

Date Septemb er 2,2001

Dear  S i r

Re: Imasine "Thailand's new bilingr"ral real estate magazine

Welcome to the very first edition of IMAGNE the bilingual real estate magazine covering
all aspects of the real estate fleld in Thailand.

Marlel lo Realty has expanded signif lcantly in Thailand since start ing operations in 1997. We
now have ten offlces with over 45 professionals in Thailand supported by our intemational
offices in Europe and North Arnerica. The launch of this new magazine is anothcr nrilcstone
in our development process in Thailand and as Martello grows in the coming rnonths so
IMAGINE will develop further both in size, real estate coverage and in circr-rlation.

Our first edition focuses on the launching of various new residential projects rn Thailand and
provides infbrmation about various aspects o1'the Thai real cstate markels as n'el l  as l ist ing a
large variety of assets for salc and rcnt in sorne of the rnajor ci t ies and distr icts. I  would also
like to bring to your attention that we have an active offrce and retail leasing tcanr, should
you require any assistance commercial ly.

If you have any queries. contments or queries, please teel free to call one of customcr sales
representatives on 02.67 7.3000 ext. 113, or e-mail us on imagine@martellorealty.com. In the
meantime I trust you will enjoy your reading.

Kind regards,

KittipliLrn O Lri yamaphun

Attachments: IMAGINE: The Bilinsual Real Estate Masazine For Thailand
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Wkbster
U N I V E R S I T Y

Example 3

I I Decernber 2003

Dear prospective student,

I rvould like to introduce you to an innovative graduate studies opporhrnity in Media
Cornrnunications with Webster University, a fully accreclited American university. Our degree
program in Thailand is based in Ilua }{in/Cha-am, l'hailand. but we are now offering courses at
ilur Bangkok offic;e at the Manecya Center (Chitlonr BTS station). T'he Webster University
prosfam is taught by internatiortal faculty r,r' ith years of erperience in the field. We pride
r)urselves in bringing real-world knowledge to the classroom.

Courses tar.rght in Bangkok arc pzrrt
LliniCha-arn. Webster University in
\ledia Conrmunications.

\\'Lff acccpts apprlications five times per year fbr 8-week
12. 2004, and we are currently accepting registration for
.rnd the program in l-lua Flin/Cha-am.

of the overall gradua'.e degree program offered in F{ua
I'hailand (WUT) also offers an undergraduate degree in

temls. The next
both the classes

term begins on January
in the Banskok Center

.\ftached is the fly,er of cun'ent courses being ofli:red in Ban=:kok. If you are interested in either
location. plea.se check us ottt at r',r.-il nll,A_S_1!lr.QC.lh or conteci our Bangkok office at+'(t6 2 652-
r)705.

\\'e u'ould be plea:;ed to meet u,rth y'ott itr person or to arrange a telephone conversation at your
u-or.l\:€Ilieitce to discuss )rour educational background, \rorlr career obiectives and nhat options mav'tre 

available fbr vou at Webster Universitv in Thailand.

Sincerelv.

?'-

Prograrn

\\/etrster Llniversilv, Bangkok Center. Marreeya Ccnler l2'n Floor 518i5 Plcr*r::.: R.cud, Bangkok 10330 Thailand'tel: i66 2 652-0705-7 Fax-16(' : b-i:-:-r:rl
Fjnni I : u,rt ha i @)l ori nfo. co. t h We bsi te : \v\\. \\ \i --:':i::! tc- th
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Example 4

Webster
YTSREVNU

Austriu
Bermudo

Chinu
Englund

IYetherlands
Switzerland

Thuilund
Ll"5.A.

Information Center
Maneeya Center (Box 40) 7th Fl.
518/5 Ploenchit Rd.
Bangkok 10330 Thailand
Tel: 652-0705-7 Fax: 652-0708

Marclr  26.2003

Mr. Arrdrew John Delaney
A J  D L td . ,  2 l19 Thaiwa Bui ld ing
Tower l, 5th f-loor, South Sathorn,
Tungmahamek, Sathorn
BKK

Dear Mr.  . lohn Delanev
J

Webster University (Thailand) is organizing the Third Graduation Ceremony on
Saturday, l0 May 2003.at the Hi l ton, Hua- Hin,  Room Rama IV. The event wi l l  be fol lowed
by dinner in honor of  WUT graduates.

WUT would be most appreciated i f  you could jo in WUT community on their  special
occasion. Also in conjunct ion with this.  WUT wor"r ld l ike to hold the First  WUT CoLrnci l
Meeting in Hua - Hin on Sunday, l l  May 2003. Details of the programs fbr both events wil l
be forwarded to vou at a later date.

Kindly make prior arrangement to
May 2003 in Hua -  Hin.

Yours Sincerely

(Suchitra Vuthisathira)
Vice Rector. WUT Council Secretary

make yourself available for the weekend of l0 - | I

Webster  Univers i ty  (Thai land)  143 Moo 5 Nong Sanoh,  Sampraya,  Cha-am,  Petchabur i  76120 Thai land.
Tel .  032 456161-8 Fax.  032 456169



YTSREVNTJ
Webster

Webster Universi ty (Thai land)
143 Moo 5 Nong Sanoh, Sampraya,
Cha-am, Petchabur i  76120 Thai land
Phone (66)32 456 l6 l -8
Fax (66) 32 456 129
www.webster.ac.th

Example 5

Austriu
Bermudu

Chinu
England

IYetherlunds
Switzerland

Thuilund
II.S.A.

.Ianuary 16, 2003

Professor Dr. Pratya Vesarach

Thailand Innovative Administration Consultancy Institute (TIA)

2 nd Floor. OCSC Building , Phisanuloke Road,

Dusit , Bangkok 10300

Dear Dr. Pratya,

On behalf of Webster University, I am pleased to invite you to an intimate dinner with
Mr. and Mrs. Ed and Julie Gtotzbbach and Dr. Richard and Yakko Meyers. Khun Glotzback
is the new Chairman of the Board for Webster University. Dr. Meyers, as you know, is the

President of Webster (Jniversity. The dinner will be at the Colonnade Restaurant in the
Sukothai Hotel on Sunday,.Tanuary 26, at 18:00.

Khun Glotzbach and Dr. Meyers will be in Thailand for only two days and see this dinner as one
of the highlights of their trip. I hope that you will be able to attend in your capacity as Chairman
of Webster University (Thailand)'s University Council and in light of your rich experience with
university affairs in Thailand. Thank you very nuch.

Respectfully.

George Hegarty
Mobile (9) B 16 2011
He garty e (d)\.veb ster. ac . th

Webster U niversi ty (Thai land)
143 Moo 5 Nong Sanoh, Sampraya, cha-am, Petchabur i  76120 Thairand

Phone (66) 32 456 16l-8, Fax (66) 32 456129, www.webster.ac.th



RUAMRUDEE INTERNATIONAL SCHOOL
htfp : /iwww, rism, oc,th
E-moil : director@rism. oc.th
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Example 6

42 Moo 4, Romkhomhoeng 184,
Minburi,  Bongkok 

. |05.|0, 
Thoi lond

Tel, (662) 5]8-0320-29 Fox: (662) 518-0334

Novemb er 13, 2003

Deor Porents

The Elementory School oims to focus on "Reodothon" during the
Fund-roising Week of November t7-28, 2003.

Why "Reodothon"?

ft encouroges reoding.
ft excites ond engages children in reoding books.
I t  reol ly  works os o l i terocy in i t io t ive.
Students Read More Books!

This is ol l  obout encouroging our students to read. We would
l ike for  you to become involved in th is  qct iv i ty .  You cqn set  o
time to read with your child ond olso become committed to the
cquse of rqising funds for your chi ld's Clossroom Librory Books
ond 20% of the donotion goes to the HrV, Nqn chority
orgonizotion.

Pfeose sign your nome in the Pledge Sheet (omount per book or
omount per page). Your child con find os mony sponsors from
your fomi ly  c i rc le (grondporents,  qunts,  uncles,  cousins ond
fr iends.)  Moke th is  o whole- fomi ly-of fo i r !  Your chi ld wi l l
cof  lect  the p led ges on Novemb er  27 ,2003

Let's not end here let's promote the " love f or read ing"
whenev er , wherever it 's possib le.

Hove o fun reodothon!

/'

--:l :L
Mr. Doug Lombert
ES Pr inc ipo l Asst ES Principol



RUAMRUDEE INTERNATIONAL SCHOOL
http: //www. rlsm. oc.fh
E-moll :  dlrector@rlsm.oc.th
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Example 7

42 Moo 4, Romkomhoeng 1 84,
Mlnburl,  Bongkok I O5l O, Thoilond

Tel. (662) 518€320-29 Fqx z (662) St 8-0334

September 23,2002

Dear Parents,

Ruamrudee International School will be holding its anrrual Fun Fair on Saturday, November
23,2002. This event is a major fund raiser for the schoor. This year, we will coniinue with
the theme, "union of Hearts for Children in Need", with part of the proceeds going towards
the educationof underprivileged children. we are planning and exci^ting day #ith g.-"r,
sales food and entertainment for your enjoyment. 

-The 
FuriFair begins It s:bo a.m. and ends

at 4:00 p.m. We hope that you and your family can find time to auJrd and participate in this
day of funl

If you or your corr-rpany-ca1 help with the Fun Fair, please indicate how by checking one or
more of the ways listed below, and return this foimio the your child,s homeroom tlacher
or section office.

Thank you for your support and kindness.

Fr. Chuchart Srivichairatana, C.Ss.R.
Assistarit Director
ttttttttttttttttttttttlttttttttl

I/My company would like to help with the RIS Fun Fair 2002 in the following way f s:

Donate prize for ES Raffle

Give cash support

Rent a stall to sell dry goods

Donate prLze for game booths

Donate food (bakery items, etc.)

Volunteer services on Fun Fair day
Other - please specify:

Suggested prizes for game booths: t-shirt, Ieather goods, umbrellas, costume jewelry,
cosmetics, toiletries, household items, non-perishable food products, etc.

My narne is

Address

I can be contacted by telephone / fax f e-matl

My child is in Grade / HR
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Example B

Martin Hil l . Dircctor o1-Traclc ancl Inl 'esttrlent
Brit ish E,mbassy Bangkok
1031 Wirelcss Road.
Bangkok 10330

Re[ mh,,253105
By Hand

Date:  June 10,  2005

Dear Martin,

Re: Dinner Launch of BCCT CEO Group

Thank you very rnuch fbr yor-u' kind hospital i ty yesterday evening. I  thoroughly enjoyed the
event, the ambience was cxcellent. and the fbod and wires were super even if I had to miss
out on )iour kind invitation for the Single Matters!

I have taken the liberty of enclosing in some brief infonnation about our company which I

trust you will flnd of interest.

Thank  vou  once  aga in .

Kind regards,

Phil  Alexander

Attachment:
- Martello Realty Proflle and corporate information
- ImagineMagazine: The Bilingual Real Estate Magazine for Thailand

T E U R O P E  A S I A  &  T H E  N M T ; R I C A S
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Example 9

Greg Watkrns, Executive Director

The Brit ish Chamber of Commerce of Thailand

7th Floor, 208 Wireless Road,

Lumphin i ,  Pathumwan/

Bangkok 10330

Ref :  mh/246105

By Hand

Date:  June 9,  2005

Dear Greg,

Thank you,  Mark and Annemar ie for  organiz ing the Dinner  Launch of

yesterday evening. I  found the company, the ambience and the hospital i ty

excel lent and extremely enjoyable.

BCCT CEO GrouP

of the Ambassador

F

Z

t.i-J

z

[rJ

U

Z

.<

F

'J)

(rt

qlj

F

i4

-J

tlJ

d_

I

t l

Z

)
F

3

F

</7

UJ

d.

In my opinion, I  bel ieve that there is a place for such a group within the BCCT framework.

Given my past experiences of other such groupings I bel ieve that a clear framework needs tc

be establ ished at the outset. i  would be in favour of regular dinner meetings, hosted in

rotat ion by the members and themed around a certain subject which could be organized by the

host or focused around a 15 minute key note speaker to set the scene for further discussions.

Meetings could be six to ten t imes a year. I  personally would also support the organization, by

this group, of a " Thailand CEO Forun/' once a year. This forum could benefit from speakers

both from the Thar and Foreign communit ies and should be used to foster better relat ions

between companies located and operating in Thailand. As an aside the CEO group could also

act as a useful sounding board to raise key business with Government bodies.

Thank you once again for a memorable evening'

Kind reqards,

Phil  Alexander

cc: Annemarie Durbin, Standard Chartered Nakornthon Bank



RU AMRUDEE INTERNATIONAL SCHOOL
http : / /www. rrsm.ac.th
Email:  director@rism.ac. th

Fr.  Davidj ieng

6  Ramkhamhaeng  184
Minbur i ,  Bangkok 10510,  Thar tand

Tel:+66(0)251 8-0320-29 Fax:+66(0)251 8-0334

Example 10

January 31.2006

Sublect: Peer Tutoring Supervisor

Thank you for expressing your interest in supervis ing learning af ter school (Z:45 -4:  iO)
for Student Peer Tutors and Tutees. The job description is similar to the management and
monitor ing student learning/act iv i t ies responsibi l i t ies of  educators in and outside a
classroom set-up. The Student Tutors are paid B To per meetihg and the Teacher
Supervisor gets B 600.

Ms. Shir ley supervises every Wednesday and the other supervisor is charge with handl ing
the supervis ion work for Monday,Tuesday and rhursday.

Ms'  Sr isuwan C. (Agnes) has been chosen to be the Peer Tutor ing Supervisor for the ?, ' . i
semester ,2005-2006.

Mrs f f i ^ { ,#
Schoo l  P ro jec ts  Manager

Approved by: Fr.  Wirach Amornpattana C. Ss. R
Director

Deputy Head of

rE\e.=
LLs_'=-/

UGrP
Ketsur in  C.  Ss.R
Academics



BUAMRUDEE INTERNATIONAL SCHOOL
ntlp : //www, rism. oc, th
E-moii :  director@risrn. oc,th

42 Moo 4, Romkhomhoeng 1g4,
Minbur i ,  Bongkok t05l0,  Thoi tonO

Tel, (662) 518-0320-29 rox: (662) 518_0334ffi
Example 11

Extended Day Program

August 16,2005

Dear Teachers,

Thank you for your interest in joining the Extended Day hogram.

Here is a list of factors that might influence how you plan your after schoolactivity:
your teaching interest

i ll'+:? :;i5[lffJi'lil';l?]HrffiL,,;i:x: ::ifiT'en'� ages
the number of students.

Developing and maintaining a quality program requires dedication, enthusiasm,
and hard work. I hope -yo_u will inspire our studentJto continually learn with joy
thus helping the Extended Day program grow.

School Projects Manager
lalitak@rism.ac.th
ext. 345

"The quality of a person,s tife is in
direct proportion to their commitment
to excellence regardless of their chosen

field of endeavor."
Vince Lombardi



\Xbbster
U N I V E R S I T Y

W O R L D W I D E

20 June 2005

Ms. Kanika KLAINATORN
501/10 Issarapap Rd- 42
Wat Anrn Bangkok 10600
TIIAILAT{D

Student ID Numb er: 2602786

Dear Kanika:

Example 12

I would like to be the nrst to congratulate you on y-ouf_full acceptance as a grad"*" .!td"ot TqP_ inrended maj c
in Bushess A.tminisration frotrl iv"u.rci il"iu*ity. You have been accentla tg-tge1lRur studies in the sumner
Term ofthe 2005-2006 acadernic year. The courses are comnencng me weeK oI May rv , Lt\^')'

The university reserves the right to administer diagnostic assessments to determine a student's level of academic

competency for plac€mcnt in specific subjects'

Wc look forward to rvclcoming you to Webster University Thailand and we wish you success in your studies'

\WTEBSTER
f]NII/EITSITY

Cnmpus: 143 Moo 5 Tambon Sampraya,,Cha_-Am, Pctchburi 76120 Tcl : (66 33) 456161'7 Fox: (66 32) 456169

tlungkokCcntcri t tun*.yoCcni.t(Et),  l2thf iooistglsPlocnchit l tood,Bongkokl0330 Tcl :(662)652-0705-7 Fax:(662)652'0708

Director of Ad.missions



Wbbster
Example 13U N I V E R S I T Y

26 May 2005

Ms. Kanika KIAINATORN
501/10 Issarapap Rd. 42
Wat Arun Bangkok 10600
THAILAND

Student ID Number: 2602786

Dear Kanika:

Congratulations! You have been accepted to study at Webster University, beginning your studies in May,
2005.

Please find enclosed the followine documents:

o lctler ofacceptance

Course fces are due prior to registration. The cost is 12,000 baht for each credit hour in the part-time MBA
progranl (priccs arc subject to change).

You may pay in Thai baht by wire transfer to Webster University Thailand. WUT's account is through Siam
Commercial Bank, Ploenchit Branch, Bangkok. The account nunber is 059-2-49973-1, and it is a savings
account. The swift code is SICOTFIBK. After making your payment please fax the bank slip to our office.
The fax nunrbcr is 662-652-0708. Please rvrite your full name and admissions number on your bank slip
before faxins it to us.

Ms. Nicola Flervett
Director of Admissions

Campus : 143 Moo 5 Tambon Sampraya, Cha-Am, Pctghluri ?6120 Tcl : (66 32) 45616l-2 Fax : (66 32) 456169
Brngkok ccntcr : Manccya &ntq (El), l2th Floor, 518/5 Plocnchit Road, Bangkok 10330 Tcl : (662) 652-07b5-? Fax : (662) 652-0709

S incere ly ,
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Example 14
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f )ate Januarv 15, 2005

Dcar Mrs. Hantpton,

Iwas  dccp ly  saddcncd  to  l ca rn  o f 'F rank 's  dea th  and  Iwou lc l  l i kc  to  cxprcss  my  s incc rc
synrpathy to yot r  a t td  yot t t ' lanr i ly  on bchal f  o f  thc managcntcr t t  tcarr . r  hc lc  at  Martc l lo  I tca l ty .
Your lr trsband was higlr ly rcspected by managcrs ancl cnrployccs throug[out thc cnti ic
company. FIc was l 'cgarclcd as a visionary leadcr by anyonc who cvcr rvorkccl lvi t l r  hinr.

Frank's contr ibutions to this company during his 24 years werc ntany and varicd. In the carly
ycars '  he u 'as a n la jor  par t  o f 'our  in i t ia l  cxpansion overscas.  ancl  a  nunrbcr  o l ' thc o l ' f lccs hc
set  t lp  are s t i l l  opcrat ing vcry succcssl i r l ly .  Bc l icve nrc.  h is  contr ibut ieps to t l r is  contpapv
rv i l l  not  bc lbrsot tcr r .

I ' l casc  acccPt  t t tV  l t c i t t ' t l c l t  co r t t l o l c t t ccs  a t  th i s  t l i l ' l l cu l t  t i rnc  a r r r l  I  ask  ro r r  to  p leasc  i rass  t l r csc
sct t t i t t lc t t ts  o l l  t t l  yot l t '  c l r i l t l re  r r .  Y 'ot t r  husbancl  \ \ 'as a rcr r rark l rb lc  prar)  i r r  p lu l \  \ \ ,a \  s
Kt t t l lv i t l t t  l t i r t t  pcrsorra l ly  as Id i t l  l i l r 'nrany ycars,  Ianr  rvc l l  au,urc o l ' thc t l i l ' f ' c r -cr rce l rc  prac le
in thc l ives o l 'nrat ty  pcoplc ,  both herc in  the conrpany,  ancl  in  h is  pr ivatc  l i l ' c .  l lc  rv i l l  bc
rnisscd by ntany.

With sincere sympathy,

Aungkana Dunrrorrgs i lsakul
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rI U R O P E A S I A  &  r H  E A M E R ,  l c A s
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Rcl' :  nrh, i l  87,/04
Bv l- land

Date Septemb er 2, 2004

Dear Robert.

I  r .vot r ld  l ikc  to  cxprcss my s i t tccrc condolcnccs on t l rc  rcccnt  passi r rg of ' \out ' l i r thcr  I ,a l lc la
at tc l  thc ch i ldrcn a lso send thei r  thoughts and pra l ,crs  to  y 'ou arr t l  \our  l 'ar r r i l r  a t  tS is  d i f ' l rc l l t
L i r t tc .

Although I didn't know your dad that wcll, I spent t. irnc in his conrpany ovcr 15c ycars, I did
comc to rcalize his grcat kindness and compassion towards l lrosc lcss lbrtunatc than 5inr.
And I do know that he was very highly respected throughout t lrc cntirc conrpany. Ysu worc
truly lbrtr.rnatc to havc suclr a nran as a nrodel in vour l i l 'c.

Example 15

long ago that my own fathcr passcd away. so I havc sornc i t lca
arc going t lrrough. No conrlbrr is cFritc cnoush to rcplacc t lrc

As you know, it was not that
ol 'what you and your f  arni ly
loss.

Plcase pass nry clccpcsl.  synlpatlr ics
lhthcr 's  srandch i  ldrcr r .

o t t  to  your  nrot l rcr ' .  brot l rcr .  ant l  s is tcr .  ant l  to  a l lo l 'vor l

Very sincerely,

Aungkana Dumrongsi lsakul

I  E U R o P E  A s t A  &  T H E  A M E R T c A s



APPENDIX  C

(Permission Letters)
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22 Soi Taveetapisak

lssarapap Rd .42 Bangkok Yai,

Wat Arun, Bangkok 10600

February 19, 2006

To whom it may concern,

Subject: Permission to Use the Firm Letter as an Example

I am a graduate student of Srinakarinwirot University studying for a M.A. program in

Business Engl ish for Internat ional  Communicat ion ( lD: 461998764).  l t  should be

grateful if you would allow me to us your firm's letters as examples of my research

project entitled of "A Comparative Study of the Royal Thai Navy Letters and Business

Letters". This research project is part of the master's degree program, and the

findings of this study wil l  be used as a basis of the development of the Business

Communication course.

Your full participation wil l  greatly help me as a researcher to fulf i l l  the objective of this

study. Please feel certain that your letters' example will be treated confidentially and

used only for this study.

Thank you very much for your kind cooperation.

Yours sincerely,

v)t '  ft.:u' l"[ i-.-,

7 +  / z l t t

Frf fr,f f,

J,L
-i\

Thitiya Klomperee (Ms. )



22 Soi Taveetapisak

lssarapap Rd.42 Bangkok Yai,

Wat Arun, Bangkok 10600

February 19, 2006

To whom it may concern,

Subject: Permission to Use the Firm Letter as an Example

I am a graduate student of  Sr inakar inwirot  Universi ty studying for a M.A. Program in

Business Engl ish for Internat ional  Communicat ion ( lD: 461998764).  l t  should be

grateful i f you would allow me to us your f irm's letters as examples of my research

project entit led of "A Comparative Study of the Royal Thai Navy Letters and Business

Letters". This research project is part of the master's degree program, and the

f indings of  th is study wi l l  be used as a basis of  the development of  the Business

Communicat ion course.

Your ful l  part ic ipat ion wi l l  great ly help me as a researcher to ful f i l l  the object ive of  th is

study. Please feel  certain that your let ters 'example wi l l  be treated conf ident ial ly and

used only for th is study.

Thank you very much for your k ind cooperat ion.

Yours sincerely,

I  -  ; , .
J  , := i "  f! _ , , rW)q_  , / \

,/

Thi t iya Klomperee (Ms.  )
%z



22 Soi Taveetapisak

lssarapap Rd.42 Bangkok Yai,

Wat Arun, Bangkok 10600

February 1 9,  2006

To whom it may concern,

Subject: Permission to Use the Firm Letter as an Example

I am a graduate student of  Sr inakar inwirot  Universi ty studying for a M.A. Program in

Business Engl ish for Internat ional  Communicat ion ( lD: 461998764).  l t  should be

grateful i f you would allow me to us your f irm's letters as examples of my research

project entit led of "A Comparative Study of the Royal Thai Navy Letters and Business

Letters". This research project is part of the master's degree program, and the

f indings of  th is study wi l l  be used as a basis of  the development of  the Business

Communicat ion course.

Your full participation wil l  greatly help me as a researcher to fulf i l l  the objective of this

study. Please feel  certain that your let ters 'example wi l l  be treated conf ident ial ly and

used only for th is study.

Thank you very much for your k ind cooperat ion.

Yours sincerely,

i ,
- - i , 1

I '  f -  /t , .  - t  
t , -

J( ,  ; t  LL( , ' f i ,  , la; -  v j ' v  i
, . .1

Thit iya Klomperee (Ms. )
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VITAE 

 

Name:    Miss Thitiya  Klomperee 

Date of Birth:   9 February 1981 

Place of Birth:   Bangkok  

Address: 22 Soi Taveetapisek, Issarapap Rd. Bangkok Yai, Wat Arun, 

Bangkok 10600 

Office: Sattahip Naval Base, Royal Thai Navy, Chonburi 

 

Educational Background 

 2006 Master of Arts (Business English for International 

Communication), Department of Western Languages, 

Srinakharinwirot University 

 2003 Bachelor of Arts (Travel Industry Management), Mahidol 

University International College 

 1998 Satree Wat Rakhang School 
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