
 

¡ÒÃà¢ÕÂ¹Ë¹Ñ§Ê×ÍÃÒª¡ÒÃÀÒÉÒÍÑ§¡ÄÉ 

¤íÒÈÑ¾·�à¡ÕèÂÇ¡Ñº¢Ñé¹µÍ¹¡ÒÃà¢ÕÂ¹Ë¹Ñ§Ê×ÍÃÒª¡ÒÃÀÒÉÒÍÑ§¡ÄÉ 

Ë¹Ñ§Ê×ÍÃÒª¡ÒÃÀÒÉÒÍÑ§¡ÄÉ»ÃÐ¡Íº´ŒÇÂÊ‹Ç¹ÊíÒ¤ÑÞ 3 Ê‹Ç¹ ¤×Í 

 1) Ê‹Ç¹ËÑÇàÃ×èÍ§ »ÃÐ¡Íº´ŒÇÂ 

ËÑÇ¨´ËÁÒÂ      Heading 

àÅ¢·Õè¢Í§Ë¹Ñ§Ê×Í     Correspondence number 

·ÕèÍÂÙ‹¢Í§Ê‹Ç¹ÃÒª¡ÒÃÍÍ¡Ë¹Ñ§Ê×Í  Address 

ÇÑ¹ à´×Í¹ »‚·ÕèÍÍ¡Ë¹Ñ§Ê×Í   Date 

¤íÒ¢Öé¹µŒ¹      Salutation 

ª×èÍàÃ×èÍ§      Subject 

ÊÔè§·ÕèÊ‹§ÁÒ´ŒÇÂ     Enclosed/attachment 

ËÑÇ¨´ËÁÒÂ      Heading 

 ·ÕèÍÂÙ‹¢Í§¼ÙŒà¢ÕÂ¹¨´ËÁÒÂáÅÐÇÑ¹·Õè·Õèà¢ÕÂ¹¨´ËÁÒÂ «Öè§¹ÔÂÁà¢ÕÂ¹äÇŒº¹

ÁØÁ´ŒÒ¹¢ÇÒËÃ×Í«ŒÒÂ¢Í§¨´ËÁÒÂ¡çä´Œ ÊíÒËÃÑºÃÙ»áºº¢Í§ËÑÇ¨´ËÁÒÂ·Õè¹ÔÂÁ

¡Ñ¹¹Ñé¹ÁÕ 2 áºº ¤×Í 

 ËÑÇ¨´ËÁÒÂáºº¢Ñé¹ºÑ¹ä´ (Step) 

 à»š¹áºº¡ÒÃà¢ÕÂ¹·ÕèÁÕ¡ÒÃÂ‹ÍË¹ŒÒÅ´ËÅÑè¹¡Ñ¹Å§ä»·ÕÅÐºÃÃ·Ñ´ â´ÂãËŒ

ÍÑ¡ÉÃµÑÇáÃ¡¢Í§ºÃÃ·Ñ´¶Ñ´ä»µÃ§¡ÑºµÑÇÍÑ¡ÉÃµÑÇ·ÕèËŒÒ¢Í§ºÃÃ·Ñ´¡‹Í¹ àª‹¹ 

µÑÇÍÂ‹Ò§ 

  67/214 Soi Prachasukkhee 

     Petkasem Road, Bhasricharoen 

    Bangkok. 10160, Thailand 

     June 2, 2014 

 

 



 

ËÑÇ¨´ËÁÒÂ áºººÅçÍ¡ (Block) 

 à»š¹¡ÒÃà¢ÕÂ¹ãËŒµÑÇáÃ¡¢Í§·Ø¡ºÃÃ·Ñ´µÃ§¡Ñ¹ËÁ´  

µÑÇÍÂ‹Ò§ 

....................................... 235/21 Soi Samsen 54 

....................................... Samsen Road, Dusit 

....................................... Bangkok. 10300 Thailand 

....................................... June 2014 

 

ª×èÍ·ÕèÍÂÙ‹¼ÙŒÃÑº¨´ËÁÒÂ Inside Address 

 ª×èÍ·ÕèÍÂÙ‹¢Í§¼ÙŒÃÑº¨´ËÁÒÂ «Öè§à¢ÕÂ¹ËÃ×Í¾ÔÁ¾�äÇŒ·Ò§´ŒÒ¹«ŒÒÂº¹¶Ñ´¨Ò¡ËÑÇ¨´ËÁÒÂ

Å§ÁÒ (¨Ð»ÃÒ¡¯à©¾ÒÐã¹¨´ËÁÒÂ Ø̧Ã¡Ô¨à·‹Ò¹Ñé¹) 

 

¤íÒ¢Öé¹µŒ¹¨´ËÁÒÂ Salutation 

 ¤íÒ¢Öé¹µŒ¹¨´ËÁÒÂÁÕËÅÒÂ»ÃÐàÀ· ¢Öé¹ÍÂÙ‹¡ÑººØ¤¤ÅËÃ×ÍÊ‹Ç¹ÃÒª¡ÒÃ·ÕèµÔ´µ‹Í´ŒÇÂÇ‹Ò

à»š¹ºØ¤¤Å·ÕèÁÕµíÒáË¹‹§ËÃ×Í¤ÇÒÁÊíÒ¤ÑÞã¹ÃÐ´ÑºäË¹ ´Ñ§¹Ñé¹ÃÐ´Ñº¤ÇÒÁà»š¹·Ò§¡ÒÃã¹¡ÒÃ

ãªŒÀÒÉÒ¢Öé¹µŒ¹¨´ËÁÒÂ¡ç¨Ðáµ¡µ‹Ò§¡Ñ¹ä» 

 2) µÑÇ¨´ËÁÒÂ Body of letter 

 ¢ŒÍ¤ÇÒÁ¢Í§¨´ËÁÒÂ«Öè§à»š¹Ê‹Ç¹·ÕèÊíÒ¤ÑÞ·ÕèÊØ´¢Í§¨´ËÁÒÂ à¾ÃÒÐà»š¹¡ÒÃÊ×èÍ¤ÇÒÁ

»ÃÐÊ§¤� â´Â¢ŒÍ¤ÇÒÁã¹¨´ËÁÒÂ»¡µÔáÅŒÇ¨Ðáº‹§à»š¹ 3 µÍ¹ 

 ¤íÒ¹íÒ á¹Ð¹íÒµÑÇËÃ×ÍºÍ¡ÊÒàËµØ    ( Introduction) 

 ÊÒÃÐÊíÒ¤ÑÞËÃ×Í¨Ø´»ÃÐÊ§¤� ºÍ¡ÇÑµ¶Ø»ÃÐÊ§¤�  ( Body) 

 ÊÃØ» àÃ×èÍ§ËÃ×Í¤ÇÒÁÁØ‹§ËÇÑ§ã¹Í¹Ò¤µ   ( Conclusion) 

 3) Ê‹Ç¹·ŒÒÂàÃ×èÍ§ »ÃÐ¡Íº´ŒÇÂ 

 ¤íÒÅ§·ŒÒÂ       Complimentary Close 

Å§ª×èÍáÅÐµíÒáË¹‹§      Signature and position 

ª×èÍ µíÒáË¹‹§ áÅÐ·ÕèÍÂÙ‹¢Í§¼ÙŒÃÑº    Address 

¤íÒÅ§·ŒÒÂ       Complimentary Close 

¨´ËÁÒÂÃÒª¡ÒÃÁÕ¡ÒÃÅ§·ŒÒÂËÅÒÂÃÙ»áºº 

 



·ÕèÁÒ : ¤íÒÈÑ¾·�ä·Â – ÍÑ§¡ÄÉ ÊíÒËÃÑºµÔ´µ‹ÍÃÒª¡ÒÃáÅÐ¡ÒÃ»ÃÐªØÁÃÐËÇ‹Ò§»ÃÐà·È 

ÊíÒ¹Ñ¡§Ò¹ ¡.¾. 


