Unit 4
Letters of Application




Group Discussion

1 What is the personal letter?  Give examples of the business letter?
J What is the business letter?  Is a business letter formal or
O What are the differences informal style?

between the personal letter J What are the main elements of

and business letter? business letter?
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Personal letter and Business letter: Purpose

Personal letter Business letter

A personal letter is typewritten A business letter is typewritten for
communication between colleagues | different companies concerning
who are personally acquainted. business matters.
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Personal letter and Business letter: Stationery

Personal letter Business letter

a business letter has a custom-
printed letterhead and contains the
organization's name, logo and contact
information such as address,
telephone and facsimile numbers,
and website URL and use a neutral
color for stationery, such as off-
white or eggshell.

A personal letters can often reflect
your personal style through the use
of a creative font, design or colored

paper.
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Personal letter and Business letter: Writing style

Personal letter Business letter

A personal letter is informal and may | A business letter is written in a
even contain conversational tone in formal tone to convey your message
writing. in a professional manner.
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Types of Business letters

Sales Letters \ Order Letters \ Complaint Letters \

Adjustment Letters \ Inquiry Letters \ Letters of Recommendation \

Acknowledgment Letters \ Cover Letters \ Letters of Resignation \
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Elements of Business letter
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THWP Company Limited

tl‘wp 81 Moo 6, Sky Road, M.uang. Chiang Mai 50000, Thailand

AmySuchada e — O Toerhond (Freowtrg)

THWP Company Limited Gund

81 Moo 6, Sky Road, Muang, l Sender’s address (ﬁaggﬁa) Lo iy Ieﬂirhe:i: }l‘ b P

Chiang Mai 50000’ 'rhailand 20 B O 0 o DL SO R U S 0K 3 e a“qq‘”“,o uun. uﬂ‘lnl.ﬂﬂ g
i lefterhead udanoneazlaidndu

July4. 2012 ( Fundn Date (Fuffuusonany) ﬁa\ﬂ.ﬁSender bocrose _ '

Mr. Carlos Spencer [ ...................

Department Manager - Purchasing ! Fundn Recnplenf s address ('noumu)

NZ Decoration Company Limited
1200/444 Lake Road, Takapuna, Auckland 0622 New 7ealand

Dear Mr. Spencer, l Fundn Salutahon (mwo’iuwumu)
Re: In repl letter of June 2 e e o
e: In reply to your letter of June 28 l o ﬁowaq.ﬁuia’lﬂﬁ m

Thank you for your letter of June 28 regarding your interest in our I
Funi

products. We are one of the biggest suppliers of wooden furniture in Thailand. § o %
Please find enclosed our current catalogue and price list, including Bgdg e 'e“eré

ol : (Wiowraemany) |
detailed information about reference customers. b :

If you have any further questlons, please do not hesitate to contact us.

Sincerely yours, lﬁun‘n Comphmentarg close (maammoumu)
/d/b% l unih Sender’s sngnature
(mm%umic)
Amy Suchada e
Senior Sales Officer l t?un'n Printed full name & Job htle
Gaua.mwuoc‘mwwﬁo) |

wun'n Enclosure u?aihwnuam'\

Enclosure: Catalogue and Price List 2019-2020 Senmsuuvtusenyte

ﬁouﬁm«.ﬂu’:‘a‘bjﬂm




Writing styles: A Business letter

American style

British style |
® Indented style
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A Business letter: American style

American style /Blocked style:

Block format features all elements of the letter aligned to the
left margin of the page. It has a neat and simple appearance.

Paragraphs are separated by a double line space.
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A Business letter: American style

American style I EEE S s s s s s S EE T
All parts begin at the left.

10 Nimmanhaemin Road, —
Suthep, Muang District,
Chiang Mai 50200, Thailand

April 30, 2019

Ms. Julie Style
Human Resources Manager
Evergreen Company Limited

19 Sukhumvit 46 Road, Kwaeng Phrakanong, ?‘J'OﬂO'I U n. néiO uds 80 ﬁu K ﬁ'I 518

Khet Klongtoey, Bangkok

Dear Ms. Style : LHLaa=aYAUS=NauYdIIQKIIYI

Re: Vacancy for Accounting Officer —

I am writing in reply to your advertisement for the above post, which was advertised in The Bangkok Post N - 3
on April 26, 2019, and I enclose my resume in application. mMsuuowunim ('I nu

I am currently in the final year of a Higher Vocational Certificate in Accounting at Suphanburi Vocational
College, Suphanburi, and expect to graduate in May 2019. I wish to tailor my studies to pursue a career as
an accountant within an international environment. I got a grade A in cost accounting. I have an excellent
command of English.

In addition to the qualifications and abilities outlined above, my main strength is my analytical skill. I also
have good computer skills, including MS Word, MS Excel and MS PowerPoint.

I have long heard of your company and would be honored to be part of your organization, Thank you for
your consideration of my application,

Yours sincerely,

Chutikarn Meerak .
“ a a ‘ A - a L4 - f &
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A Business letter: British style

British style /Modified block style:

All parts begin at the left, except for the sender’s address

&

and date.




A Business letter:

British style

uwuv British style
mso1onoguoon
do uazsun 15aso

flona1vKkliins=a1u
uantudsududanu
Kh&eio

a a ‘ a . w & ¢ w“ f e
@ AVANSVDI USEN ANINWNAIANNUE ‘i’\nﬂJ

10 Nimmanhaemin Road,
Suthep, Muang District,
Chiang Mai 50200, Thailand

30 April 2019

Hyafan Resources Manager

vergreen Company Limited
19 Sukhumyit 46 Road, Kwaeng Phrakanong,
Khet Klongtoey, Bangkok

Dear Ms Style
Re: Vacancy for Accounting Officer

I am writing in reply to your advertisement for the
above post, which was advertised in The Bangkok
Post on Friday, 26 April 2019, and I enclose my
resume in application.

I am currently in the final year of a Higher
Vocational Certificate in Accounting at Suphanburi
Vocational College, Suphanburi, and expect to
graduate in May 2019. I wish to tailor my studies to
pursue a career as an accountant within an
international environment. I got a grade A in cost
accounting. I have an excellent command of English.

In addition to the qualifications and abilities
outlined above, my main strength is my analytical
skill. T also have good computer skills, including
MS Word, MS Excel and MS PowerPoint.

I have long heard of your company and would be
honored to be part of your organization. Thank you
for your consideration of my application.

Yours sincerely
Chutikarn Meerak




A Business letter: Indented style

Indented style:

The parts which begin at the right margin are the sender’s
address, date, complimentary close, signature, printed

name and job title. Sometimes, each paragraph is

also indented.
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A Business letter:

Indented style

dgoktinilodu

Paragraph ki
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10 Nimmanhaemin Road,
Suthep, Muang District,
Chiang Mai 50200, Thailand

30 April 2019
Ms. Julie Style
Human Resources Manager
Evergreen Company Limited
19 Sukhumvit 46 Road, Kwaeng Phrakanong,
Khet Klongtoey, Bangkok

Dear Ms. Style
Re: Vacancy for Accounting Officer

I am writing in reply to your advertisement for
the above post, which was advertised in The Bangkok
Post on 26 April 2019, and I enclose my resume in
application.

lamcurrentlyinthe final year ofa Higher Vocational
Certificate in Accounting at Suphanburi Vocational
College, Suphanburi, and expect to graduate in May
2019. I wish to tailor my studies to pursue a career as
an accountant within an international environment.
[ gotagrade A in cost accounting. I have an excellent
command of English.

In addition to the qualifications and abilities
outlined above, my main strength is my analytical
skill. I also have good computer skills, including
MS Word, MS Excel and MS PowerPoint.

I have long heard of your company and would be
honored to be part of your organization. Thank you
ur consideration of my application.

Yours sincerely

Chutika Meerak




A Business letter: Date

I Date (mistdausdui) udveonidu 2 uuuldun

American style Month Date, Year
January 1, 2019

British style Date Month Year
1 January 2019 / 1st January 2019
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A Business letter: Salutation

I Salutation (s1dudu) uvunmoms uvveonmdu 2 uuuldun

> m's%ué’iuim‘lajizq%a 1YW Dear Sir, Dear Madam, Dear Sir or Madam, To whom it may concern,
Dear Gentleman 8atJuA1TUAUNTUNI9NIT 1319A9N1SIVIUDIDIANT  HIBNUYUNLIRANIZLAZ4
J5uidudle

> mﬁuﬁﬂﬂizq%a w’%a%aaqa WU Dear Mr (Name), Dear Ms (Name), Dear Mrs (Last name), Dear

(Full name) fatdudrdudundunisnis uwaneRSunazHdalinnsIINAUNINa U AN

%4

szyelsulnagnan1zianzay uidedrAnhe 15ty initial name Nignaaslunisimihyersu

(-7
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A Business letter: Complimentary close(1)

I Complimentary close savmsuvuidunoms wioidu 2 uuu laus

Yours faithfully uSa Faithfully yours
{8aomw srdudiu Dear Sir, Dear Sirs k§o Dear
Sir or Madam iimistgtasvinluds:insaiusm

Yours sincerely uSa Sincerely yours

{5aome shdudu Dear initial name+ Name K$o
Last name 15u Dear Mr. Thomas,

Dear Mr. White kSa Dear Thomas White
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A Business letter: Complimentary close(2)

American English

==

Yours truly
Truly yours

Very truly yours {Faomemaudulanniuu

Sincerely yours

Sincerely
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A Business letter: Complimentary close(3)

o Best wishes )
o Kindest regards

o Kind regards
o Regards J

{saomuoaKkIB5SND
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A Business letter: Punctuation(1)

Ending the salutation

(NMFUANBAYUAUIANNIL)

Colon (3)

Popularity

(@Nhe N1

\ua'lad American English
uazfionlrlulszimaauim

Examples

Dear Mr. O’Neal:
To whom it may concern:
Gentlemen:

Dear Member:

Comma (,)

| 9

a @ & a

Guiimildnniulweaninessia

& Wl o« A ' W

W (uaAdvagniiud awsaly
o .

comma lun3ti#i Salutation i Job

title el iiFaianrs 1au

Dear Member)

Dear Ms. Kidman,
Dear Sirs,

Dear Sir or Madam,

No punctuation
(wild)

Dua'las British English
wazonlrlulszimasang e

= < o a e ca
LAL) Avansas usEm dninnanitaaiug rin r

Dear Mr. Ferguson
Dear Sirs
Dear Sir or Madam

Dear Member




M3l Punctuation (w@3aevinessanau) Uave Complimentary close

Ending the complimentary close

NILYIARNNY)

(nstlaniean

Comma (,)

A Business letter: Punctuation(2)

Examples

Yours faithfully,

Yours truly,

Yours sincerely,

Sincerely, Best wishes,

No punctuation
(i)

Yours faithfully

Yours truly

Yours sincerely

Sincerely ~ Best wishes

“~

A‘\’\ Exa’mple salutations

Example complimentary close

Dear Mr. Sripratak:

Sincerely yours,

Dear Mr. Sripratak,

Sincerely yours,

Dear Mr. Sripratak

Sincerely yours

| )

If you use colon (;) or comma (,) after the salutation, end the complimentary

close with a comma (,) and, if you don’t punctuate the salutation,

then don’t punctuate the complimentary close.
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An example of application letter
(A2DUIARNIYTNAIINW)

"'il 1/2 Moo 3, Juice Road,

Applicant’s address Mueang, Chiang Rai 57100

Company address
P \ <8 August 2019

Human Resources Department 6

Orange Fitness and Spa Company Limited m
80/2, 21st Floor, Fruit Building,

Gum 'Tree Road, Mueang, Nonthaburi

Dear Sir or Madam, #

I'am writing to apply for the position of assistant manager advertised on www.jobsdb.com dated 1</
August 2019. Please find enclosed a copy of my résumé. :

As can be seen from my résumé, I graduated from Chiang Mai Commercial College in 2015. T had | :

worked for three years as a senior accounting officer at Suan Palm Hotel before joining the Special | Body of the letter
Health Club as an assistant manager. Because I am very interested in the fitness and spa industry,

I wish to develop my career and be part of your company.

I am available for interview at your convenience. I look forward to hearing from you soon. -

Complimentary close @ ........ “ours faithfully

S D

Full printed name @ “ Ms. Sudarat Nongluck
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Elements of an application letter(1)

S.ender’s address (Applicant’s address)
natgaoRalns

Date
SUNWUWLIaNATS

Recipient’s address (Inside address)
nagyaousun

Salutation
MIUAUDQKUIY
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Elements of an application letter(2)

Body of the letter LUSKIVOKUTY Complimentary close shasmanssdunus
uvdanidu 3 dsu asri LGS

- Introduction

vandiukuondoomsalias nazukdasdusiudiuKu
swunidasu Signature [uoakmsmudonnUdovas

- Body ' nuawidunidumwuidonnu

uanus:=adnmisfinul Uszaunisniniviu llaznnu:
KkéonduaIIsnIsIUigaandoonuditKkuY 91U

auas
- Conclusion Full printed name mshWuKga-ana
uaavndwUs:avAlKuSGniISenduniunioiu A2SUAINKINE202Y
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