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UUIARIINITAIRINY. (Official Correspondence)

NO
General Guidelines
x Foreign words or phases

L x Slang, Colloquialisms and Idioms

\/ Reference of former

communication or discussion «Dividing words over two lines,
including numbers, name, initials,
\/ Direct, Simple and Concise a person’s title

\/ Polite and show respect Avoid

* Abbreviation except generally

\/ Punctuation & grammatical used (e.g. WTO, ASEAN)

correct

\ Only one subject * Long sentences

wi ght Format » Passive voice sentences /
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oo Wilsdoswn sl duwuufi’s (First Person Informal Note)

U

o.en VL9ADNA49 (Third Person Note)

o day o

o. NNHINLADIA9Y

©.e VUNNYI831 (Aide-Memoire)

K .o Yuin (Memorandum) /
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sUuuuUIlIEasIINITNIENAINg M : TATIHSS

MilsE0319N19N W INGUUITNNATE (@

. Wa3aq >
a. vfintlsde (Correspondence number)
b. Viagj (Address)

c. Su \ilou Viloenuiisde (Date)

d. fTudu (Salutation)

A 4

©. Wodes
a. AN (Introduction)
b. aszdAgy (Body)
c. @3 (Conclusion)

o =
. NYLIBY >
a. A1asvne (Complementary Close)

/L

b. 897D WaLALILS

Kc. Fo fumiazfiogisu

Ministry of Commerce
247100 Hovthalnari 1 Road

Banghrasor, Muang District
Honthaburi, Thailand 11000

9 September B.E. 2551 (2008)

Suhject :

Tt was a pleame for me to have the opportunity to welsome Vour Excellency
on the 22 August 2008, Ibelieve that our meeting was benaficial both in temns of
providing us with the chance to beeame better arquainted with each other and alsa to
shave our thonghts on the enhanssment of trade and econcwmic relations and the
alleviation of existing trads impedimerts betwreen cuz bwo countries.

In this regard,
Accept, Excellancy, the of uy highest
Chaiya Swomsdh
Minister of Commerce

Enclosure
His Exccellency
Mz,
Anbassador

Exmbassy of.
(city)

AN UNUIADTITNITNAIRIDING

Official Letters
* First Person Formal Note
 First Person Informal Note
« Third Person Note
» Aide-Memoire

* Memorandum

\

Official Documents
* Minutes of Meeting
*Memorandum of
Understanding (MOU)

* |nvitation Card

%



P4,

n-& Y.

No........... S e,

en

Excellency,

Us5iin

® UTIin

| have the honor to

Subject:

to transmit herewith the text of a

First Person Formal Note

TLULUTINANNA 1

Ministry of Commerce

44/100 Nonthaburi 1 Road
Bangkrasor, Muang District
Nonthaburi, Thailand 11000
Tel @ s Fax @ e

m UIIVIA

6 September B.E. 2555 (2012)

resolution concerning activities of foreign economics and other interests

RN e+ttt ettt et et ee et e et et e et e e ea et et et et ettt et eaerenes . 1 usvia

Accept, Excellency, the assurances of my highest consideration.

His Excellenc

ME. e

Ambassado
Embassy of
(City)

& VY.

r

® UITIin

&5 UITVIn

Chaiya Sasomsub

Minister of Commerce

o Y.

YFRAMNNAI NN ANLATAIENN —>



First Person Formal Note

JLULUTIVANUN @
on-& . : @

W%@WTEJW?WJLWEJTSE‘WLL@%E‘W?N’W

NO..ovuveeee Y Ministry of Commerce

44/100 Nonthaburi 1 Road

Bangkrasor, Muang District

Nonthaburi, Thailand 11000

Tel 1 e Fax @ e
m UTIiA

6 September B.E. 2555 (2012)

m UIIYiA

Sir,
i ® UTIVIA

Subject :

[ g T 1Y Sl { Tl s Te] a o | e OO OO PTRPPPPRE

to transmit herewith the text of a resolution concerning activities of foreign economics and other interests

{7 1 o T PP OU PP PPPTPRS
o UITIN
Very truly yours,
@b UTIVIn
Chaiya Sasomsub
Minister of Commerce
Mr.
(Title)  of (Organization) I ® UIIN9
(City)

& YU,



First Person Informal Note

m-& .4, STYLUTTNANUN o
PFOAIUAULAUNTAULAT AL
v
NO..covvuan Y SR Ministry of Commerce
44/100 Nonthaburi 1 Road
Bangkrasor, Muang District
Nonthaburi, Thailand 11000
Tel ¢ o Fax @ e
m UTIiA
6 September B.E. 2555 (2012)
o UTINA
Dear Mr..ocveveeeeeeee, ,
I o UTIVIA
Subject:
I o VTN
I o UTIIA
I b UTIIA
Yours sincerely,
@b UTIVIA
Chaiya Sasomsub
Minister of Commerce
[ PP
................ (Title)..........of ...................(Organization) I ® UIIn
(City)



Third Person Note

JLULUTTVANUN  ©

n-& Y. “
AIDHNUANMUAUNZUAL YUY

NO...cvone YR
A

oo UTIA
v

The Ministry of Commerce presents its compliment to the British Embassy and has the honor

TN

® U9

The Ministry of Commerce avails itself of this opportunity to renew to the British Embassy the assurances of

its highest consideration.

oo UTTNA

y

A

Ministry of Commerce

September B.E. 2555 (2012)

Initial

The EMbassy Of ...
Nne
(City) I o v



Aide-Memoire (2.1)

JLULUTTVANUN  ®

PEOATUAIULAUNTEULAT ALY

AIDE-MEMOIRE

m UISYIA

o-o UITVIA

v
Ministry of Commerce

44/100 Nonthaburi 1 Road, Nonthaburi
6 September B.E. 2555 (2012)



Memorandum (2.2)

JLULUSTVANUN  ©

NIDMIUAIUNLNE FULAL EIEINY

MEMORANDUM

m UISYIA

oo UTTNA

v

Ministry of Commerce
44/100 Nonthaburi 1 Road, Nonthaburi
6 September B.E. 2555 (2012)



MINUTES OF DTEC/CIDA STAFF QUARTERLY MEETING

Time : 09 September 2008
Place : DTEC
Present: DTEC Mr. (name)

Mr. (name)

CIDA Mr. (name)
Mr. (name)

AGENDA:

1. Minutes of the Previous Meeting

Minutes of 11 July 2007 meeting was adopted as presented

2. Annual Consultation

Meeting was adjourned 12.30

Minutes of Meeting



MOU

MEMORANDUM OF UNDERSTANDING

BETWEEN
THE DEPARTMENT OF TECHNICAL AND ECONOMIC COOPERATION
AND

MINISTRY OF UNIVERSITY AFFAIRS

The purpose of this Memorandum of Understanding between the Department of Technical and Economic

Cooperation (DTEC) and Ministry of University Affair (MUA) , is to establish and understanding between both Parties with respect

1. MUA agrees to undertake and perform the work, as detailed in Attachment 1

2. DTEC agrees to provide financial SUPPOIt......ceeivieiiiiiiiiniieieiiiiiinnen,

3. The Effective Date of this Memorandum is the date of signing by both Parties and the Completion Date is eight

months after the Effective Date of this Memorandum

In witness hereof, the Parties hereto have satisfactorily examined and agree to execute this Memorandum of Understanding by

signing two copies of this agreement.



DEPARTMENT OF TECHNICAL AND

ECONOMIC COOPERATION

BY

TITLE:

DATE:

OFFICE OF PERMANENT SECRETARY

MINISTRY OF UNIVERSITY AFFAIRS

BY

TITLE:

DATE:

WITNESS :

BY:

TITLE

DATE




o. WaHavidelemandnau/is (aduiu 4o b vie o « I¢)
b. Touaziumisvesfiyy (aduiude o 16
o ALY
& BUATBIIW/AT (@duiute o L9)

& TUNANVBIU/NAD

o, N1SABUNAU b, ADUNINIUY

&. ANTAINY

©0. AN5D9VDNLAY

H.E. Chaiya Sasomsub, the Minister of Commerce
requests the pleasure of your company
at luncheon on the occasion o
88 Anniversary of the Establishment of the Ministry of Commerce
on Wednesday, August 20, 2008
from 11.30-13.30 p.m.

R.S.V.P Convention Room, 12th Floor
Contact: (name) Ministry of Commerce
Tel 44/100 Nonthaburi 1 Road

Fax.






