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1. Electronic mails

e An introduction to emails

AHTOaENAL
MUy e-mail
waz email




Inbox f

Draft
Sent
Spam

Trash

e Vocabulary about emailing

This is where new email messages arrive.

This is where the messages that you have
composed but have not yet sent are saved.

This is where a copy of each message you
sent is saved.

There is where junk emails arrive. This folder
is sometimes called ‘Junk’ folder.

This is where deleted messages stay before
they are emptied from the folder.
This folder is sometimes called ‘Deleted’
folder.




e Vocabulary about emailing

Reply | )v Delete o
Al¥dwaaunse

Rep|y WE]UHET‘U
Reply all ABUNAUYNAL
Forward d49¢19

R

Writing a new email message (N3
= o = I a o
Weudemiudual) Wenanyl Compose
button M3aUu Compose il
Junteedmsunsilisudiua waziviate
e NIGRORY

Subject

& T FBIUAAZSEFEEE=EE=ED

Send fv d9dwa
Save Draft A UuNnNs1NBLa

To f® 38U e-mail address @%U

cC Ao duundualviyaraduy
(3¥Y e-mail address)

BCC fie dundusduwaliiypnady
(3¥Y e-mail address)

Subject A8 WIWIEIUSUNISWHUBLNA



Subject line (3998lua) Amsdunazlvivoya
dwawsungnuozls

salutation (f1ausy) nsldTusuRarsan

sUnvuLazilonvesdie oz uduudas

ARHSUANT

®  Dear Mr, + name, Dear Ms, + name v
Frauduiiiunianis vieltidlefndaynaa
tfuduasausn

* Dear + name \Judtuduiifiszivannandy
yenstosas ausaldfueuiineidnnney

® Hi/ Hello + name Jufduduiilaiiu
s fuyemaiiainaunidndustned




Opening statement (AM5LASULN) LNBLARAY
Togusrasruaansleudua wu
® | am writing to ... uuszleaniinuiuy
NNNT
. [ -
® Just a quick note to ... WuUszlealiidu
N9NT

Conclusion (faa11uasing) 1udiuiiven

AUAINNTINHO DS LHU

® | ook forward to your reply. wiaa 59013
Ansionduanam Tanwaziluninis

® Hope to hear from you soon. wiain

wiI19glagurnInaAn Janvaeliidu




e Email structure

NS

2/
o =f £ 24

Complimentary closing %38 Closing (f1ase) ldduRusAiuAm U
VLY WAYNITUNAUDILDWNVDIDLLA WU

Sincerely / Yours sincerely / Sincerely yours / Yours truly

ANaIneNLAILTuUN19NIS

Regards / Best regards / Kind regards / Best wishes
Aasnengnidiuunnigalunis@isudua wavanunsaldlonsludnuoe
Mdumans wagliidunmans

MAMUBLN
Sincerelg / Yours
sincerely Liftuslilu
my@uueasiolu
fwa

All the Best / Best / Bye / Love / Cheers / Take care

masinenliiduninms dedlifuyraariatinauuiu




e Email structure

To sripratak_family@yahoo.com
Subject Information about Bangkok

Examples of emailing

Dear Mr. and Mrs. Sripratak,

I'm looking forward to staying with you in
Bangkok in April. I've read lot about Thailand
and this province, but | still have a few

questions to ask:
Is there a bus from the airport?

To jane2015@gmail.com
Subject Greetings from Nonthaburi

Dear Jane,

My name is Nathan. I'm 18 years old. | live in Prachuap Khiri
Khan with my parents. | like our neighborhood, but Prachuap
Khiri Khan is a very quiet province.

I’'m a student at Prachuap Khiri Khan Technical College. I'm
studying Information Technology (IT). ITis interesting and useful.
| like to play football. What do you like to do in your free

What's the weather like in Bangkok in April?

time? . .
Is there a badminton court in your area or near
Please write soon. I'm looking forward to hearing from you. 5 . .
your place? | love playing badminton.
All the best,
Nathan
- Sincerely,

Shane Wayne

-
- ]




AMEaza uuluNseudiua

) Can you please send me / Could you

. send me ...7

2. Useful expressions for gnmnd1 Can you send me ...7

) Would you please send me ...7
gn1mni1 Would you send me .2

writing emails

e Requesting information ©) I would like to order ...
gnmnd1 I want to order ...

) Please send me
gn1mnd1 Send me ...

) We would be grateful if you would send
us ...

) We would appreciate some information
on ...

) | would appreciate it if you could send
me ...

v




2. Useful expressions for writing emails

e Verbs for AINSen attach (nuulwa) A AINSeN forward (dosioiua)

) lattach /1 have attached / I’'m attaching ) I've forwarded _ @sfldasia  to you.
_ Aeuuy © I'm forwarding #sidssia_ to you.
») Attached is / are _?iaﬁLguu
) Please find attached _?idﬁLLuu
) Please find _aﬂﬁuu‘u_ attached to © I’'ve forwarded Amy’s email to you.

emailing

this email. ) I’m forwarding my sister’s resume to you.

*) | have attached some photos from the

N
)

conference. arin “attached” wuah unuluwsandv... iou Please find

attached a photo of me and Molly. (Tusagnmees
Sulaznaadnuuluwsenghy) snlifumsuuulwdooulas
La a1 “enclosed” uvain unuluwionfu...

Q

») Please find attached my report.
é | Send




3. Emailing for making arrangements

msUnkuwe:toodidoya land e date (3uf)

e time (10a1)

e a meeting place (anuAtinKLY)

e confirming arrangements (Msgugu
MSUNKUY)




Fredneuseleaildlun1sdeudiwaiionistiavane uaznasiudy | © Example emailing for making

UAKUEY UMIU arrangemen"-s
&) lam writing to / | would like to organize a time for your visit.

) What about 10 o’clock? / Is Tuesday morning convenient? /
Is 4 p.m. OK?

) Please let me know ... / Please let me know if this is

convenient.

) Where should we meet? / Should | pick you up from
the BTS Mochit station?

) Could you arrange for ...?
aret1euszleanlylunsiWsuduanatudutinnang Wy
@ I would like to confirm my visit. / | can confirm that 10 a.m.

is convenient for me.

) Wednesday sounds great. / Tuesday suits me. /9 o’clock
is good for me. / Tomorrow is fine. / See you on Friday.




e Using prepositions of time for

making arrangements

—
)
L)

P
kv_l
—

on + Juvasdua

on Tuesday /Thursday / on the weekend (American English)
at + nanfiuuuou ¥eiunyp

at 2 o’clock, at 5 p.m., at 9 am / at midnight / at the end
of the week / at the end of the month / at the weekend
(British English) / at Christmas, at the moment

o) in + LABY, 93980

in November, in April, in the morning, in the afternoon, in

ten minutes, in the first quarter

=] i o al i -1 i ii‘
) by + Amusdsu AMmuaiunanlinuluning

by Monday / by 5 p.m. / by next week / by next month




4. Emailing for invitation

nMssuduaiionsidyaaa (invitation) Iaginisiiaving
naudeiiietuluiinusyaiu

HiseuAITEnlgd Nk luMaleuAny wavnis
Jovanenalaeivdn dail

® daan ® izqﬁmuﬁ

® ABUTUNISTEY © Ufjrasnsidey

TudwawledimaBayyanaszysingmsld wh-question leiun
what, why, who(m), where, when Wieauyieyls LW‘ﬁ’wm':ﬂTﬂ
fulasiilvy wazdielns [Wudy N




e Example of emailing for invitation

Ann_2001@gmail.com
Party

Hi Ann,

How are you? | hope you're enjoying Chiang
Mai. Is your study at college going well?

Are you doing anything Sunday evening? We're
having a party at my apartment. Would you like
to come? It starts at 6 p.m.

Cheers,
Michelle
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