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An Investigation of Mistakes on Students’ Written Assignment at RMUTK
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Abstract

This study is an attempt to investigate the type of mistake on students’ writing through e-mail
writing and to see whether the students are able to correct their own writing mistakes. in this
research, students were assigned to write business letters through e-mail writing which was
under the researcher’s course namely “English for business communication”. The research was
carried out at Rajamangala University of Technology Krungthep. The target population was
English for International Communication students who were enrolled during semester 2 vear
2011, The participants were asked to write “refusing an order” letter which was a part of this
course. After marking students written assignments, the researcher returned the assignments to
the students and asked them to locate, diagnose, and correct the mistakes by themselves.
Then the returned written papers were analyzed. The findings show that there are two main
writing aspects. The first one involves minor mistakes e.g. spacing, spelling, using capital letter,
while the second involves major mistakes e.g. grammar, meaning. It is also found that many
students were unable to locate, diagnose and correct their own mistakes. On the basis of this
guideline and suggestion are provided to help the teachers train the students to be able to

correct their mistakes.

Key words: Writing mistake, Error correction, Code feedback, Error analysis
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Instruction: Write an email of placing an order according to the provided information

You are sales Manager of ABC Intertrade Company. You received an email from Ms. Natali
Watson, from XZY Co.,Ltd. on dated May 18, 2011, sending you a price list and illustrated
catalogue , sample, and the demonstration of Sony Vaio Z series which you want to sell in your shop
at Siam Paragon.. You decide to place an order. You satisfied with the quality of product and the

discount of 10 %. Advice him how to pack, deriver, pay, and due date of delivering. (Your email

address is ABC _intertrade@hotmail.com, and your customer is Natali_XYZ@yahoo.com)

Figure 1.1 A1dsn19daTa@uA (Instruction for placing an order)

Place an order (A.E.3-3)
Mon, December 14, 2011 3:34:03 PM

From: Laddawan Panprasart <chocolate_disney@hotmail.com> &

To: lakkanaja@yahoo.com

Dear Ms.Lakkana

We want to_thanks for providing brochure and catalogue of your product, ordering supply AGB
o/x/223 drives which we received on dated 9 May 2009.We think that your product meets our
requirement. We are pleased to tell you that we want to thank you for 10% discount. Could you sent
goods by air no later than 25 of May 2009? Moreover, would you please delivery the document to
the Bangkok Bank as requested?............coooocciiiiieie e




Figure 1.2 FinaenuleuetinAne (Example of Students’ Writing)

anFigure 1.2 fhetnsnuidouresindnewudidndns e ldmunzanduBunidu

“We want to thanks for providing brochure............... "Pumanzannsaziiie “We would like to
thank you for providing brochure............... "wadldawliiunnenis Wu “ we are pleased to

tell you that we want to thank you for 10% discount.” Adunnsnisaasazitiy “We are pleased

1%

to inform you that we would like to thank you for 10% discount.” mnmqm@ﬁ\mdwﬁwﬁu :"3%1
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2.2 TRAANRIA LU ULT &Y (error correction)
2.2.1 paszviaunavlusuliauranin@nun (Feedback on written work)
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Dear Gabrielle,

I really enjoyed reading your draft. You have some good expressing e.g....you look to the
dark sky and it seems like a special party.

Why don't you begin with that sentence. e.q. * | looked up at the dark sky and it seemed
a special party. It was like an explosion everywhere. People were throwing firework into the sky,
and everywhere there were lights.”

Now at this point you can tell the reader what night it is: It was New Year's Eve and
everyone was celebrating.

Then you can explain what New Year's Eve means in Uruguay. how families and friends
come together and how everyone has hopes for the future. You can end by coming back to the
idea of fireworks.
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Symbol Meaning Example error

S A spelling error The asnwer is obvious.

WO A mistake in word order I like very much it.

G A grammar mistake I am going to buy some funitures.
T Wrong verb tense | have seen him yesterday.

C Concord mistake ( e.g. the | People is angry.

subject and verb agreement)

L Something has been left out. He told L that he was sorry.

ww Wrong word [ am interested on jazz music.

{ } Something is not necessary. He was nor{too}strong enough.




M The meaning is unclear. That is a very excited photograph.

P A Punctuation mistake Do you like London.,
F Too formal or informal Hi Mr Franklin, Thank you for your letter...
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Symbol Meaning Example error
S A spelling error The asnwer is obvious.
WO A mistake in word order | like very much it.
G A grammar mistake | am going to buy some funitures.
T Wrong verb tense i have seen him yesterday.
C Concord mistake ( e.g. the | People is angry.
subject and verb agreement)
L Something has been ieft out. He told L that he was sorry.




ww Wrong word | am interested on jazz music.

{ } Something is not necessary. He was nor{too}strong enough.

M The meaning is unclear. That is a very excited photograph.

P A Punctuation mistake Do you like London.

F/1 Too formal or informal Hi Mr Franklin, Thank you for your letter...
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Once Upon a time, a beautif” princess lived in a castle by a river.

She was very clever,

She always read and studied.

However, she hasat " seen the gng%SSP nature around her, where she was living,
She had a stemmother” that hate very much.

She had a lovely dog.

It was a very loyalty.

One day, her stepmother™ bought a basket of red apples from the local market.

The stepmother putted™ poison in apples.

Her dog saw what the™ stepmother de', so, when the stepmother gave the apple to

her, her dog jumped and ate the apple. Then the dog died.
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pp148-149) 11 21 Wszinnuaziian 5 UszinniRdanivustuesiie Wimunzan fudlen g e

1098N AN URINAATEE i alianaa (error analysis) Au figure 3.1

Types of mistake Symbols Example

1 A spelling error s We luve™ chocolate.

2 convention / Form cf Yoursincerely”

3 fragment f Ten students who' enrolled in “
English for Business
Communication”

4 spacing (sp) sp My classroom has
40students.”

5 full stop fs I am writing an email®

6 capital cap thank™ you for your order.

7 Subject and verb agreement SV She like™ swimming.

8 Wrong verb tense wvt We have™ a great party last
week.

9 something has been left out slo He go to university with.

10 use of subject pronoun usp We has™® lunch to gether.

11 use of preposition up [ live_"Bangkok.

12 two subject in one sentence tss We peopletSS live in Thailand.

13 missing verb mv He always "breakfast
everyday.

14 meaning is unclear m We will be packed?m tomorrow. |

15 collocation co -

16 article a __"Man who sit under the tree
is my husband.

17 plurals D | have two car.”

18 something is not necessary snn -




19 a mistake in word order mo [ will you see™ later.

20 grammar mistake gm If you interest™™, | will find it.

21 A Punctuation mistake pm It's a great movie?™"

22 too formal or informal i Hello, howdy "friend?

23 wrong word ww | open™ television.

24 not follow up instruction nfi -

25 inappropriate word iw The woman is handsome™.

26 missing word mw We will inform you immediately
we™ receive it.

Figure 3.1 1iA19918NANATA (type of mistake)

> 2 = . P-4
wm@ummﬂﬁ@mm@wmwmm‘lmmmw (Correct mistake) U84 Jeremy Harmer Nv9vid s 3

Tupaufa nswiAumistastalanann (Locating a mistake)  nFiRastdalianana (Diagnosing

a mistake) UATNIUT M daRANATA (Correcting a mistake)

MIMAUNUBITBRANATA (Locating a mistake) AaN19daRananaluaTuEey
A v = Y @ o ' 2 o ) & S 9 8 A o~
weldmudsuudaimiumiaesdefionats lufureuiianaasdaduld viasnaslusvie
szl miluriviudndufin wiudszlan He go to school, ATlmduldAe fumisiasdaiananaly

sz laail

a &
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1. fAduaeunnununsaeuluiadenisliasnisdste (Refusing an order) andilanyiv 6

2. vAsniuAdnldneumunenuliind ne@auaudadddening email AMuAEY ATl

“Instruction: Suppose that you are a seller. You received an email of placing an order of 17" monitor
from buyer. Unfortunately, you don't have product as buyer ordered because it's out of stock.
However, buyer agreed to upgrade to 21’ monitor. Write an email to refuse an order according to the

order log 827-A"

Order Log 827-A

Item Ordered Stock Number Status Action
17" monitor PV-17 Unavailable because In phone
the 17 conversation

yesterday, client
agreed to upgrade
fo 21" monitor; to be
shipped overnight at

Monitor is out of stock.

0
o

Figure 3.2 AdetiadenisUfjiaansdse (Instruction of refusing an order)
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S6

From: 41el3 Tunznas

<fon_jazz_white@hotmail.com> View Contact
To:  lakkanaja@yahoo.com
Dear Mr.Smith
we are writing in connecting with your order No.98 for ACN dynamos yesterday

We regret to say that we no longer produce the type of stapler you refer to.in

conversation yesterday,client agreed to upgrede to 21" moniter.

We will be shipped overnight at our expense within 10 days. If you wish to cancle

Yoursincerely

Namfon Nunthawong

Salesn Manager

your order,please let us know as soon as possible. Thank you for your consideration.

Figure 3.4 faaensnuide urestinAne S6
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e

' 2o 1% =5 2 Y o ) v A . (%
- PRNNHA g linAnE ﬂﬂﬂ‘]:f’ﬂﬂﬂ’][E]WLWM\??]@\??]@N@W@’]@ ( locate a mistake) A2EIFIULEY

FNuFigure 3.5

S6

From: ey Hunznas

<fon_jazz_white@hotmail.com> View Contact
To:  lakkanaja@yahoo.com
Dear Mr.Smith
we are writing in connecting with your order No.98 for ACN dynamos yesterday

We regret to say that we no longer produce the type of stapler you refer to.in

conversation yesterday.client agreed to ypgrede to 21" moniter.

We will be shipped overnight at our expense within 10 days. If you wish to cancle

your order,please let us know as soon as possible.Thank you for your consideration.

Yoursincerely

Namfon Nunthawong

Salesn Manager

Figure 3.5 F884n1s9euntanuida uraainAne S6
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1 ' £
of mistake) Waz Figure 3.2 Mdwindanisifiasn1sdsTe (Instruction of refusing an
A Y o o A& 12 o ' . ¥ =l
order) AuliiuTnAnwldmAumie(ocate a mistake )rasdafananalunuiduuaes

FlaanaThA N udey ( correct a mistake) AaumAAY AN figure 3.6

ar

S6 (UnAnmwidananaiauarlddryaninl)
v
From: tnelu siunznaa

<fon_jazz_white@hotmail.com> View
Contact

To: lakkanaja@yahoo.com

Dear Mr. Smith

we capml are writing in connecting with your order No.98 for ACN dynamos

yesterday

We regret to say that we no longer produce the type of stapler you referto.in

. d SP2 3 n :
conversation yesterday,client” agreed to uggredes(v) to 21" moniter

let us know as soon as

o Oséibiei“flhénksp(n you for your consideration.

Namfon Nunthawong

)
Salesn” ' Manager

Figure 3.6 msitiadudefinnan (Diagnosing a mistake) AaeALAITRIENANEN
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s6 (UnAnmundalanaauaslddyaneal)

From: Lunza9A

azz_white@hotmail.com>
View Contact

To: lakkanaja@yahoo.com

Dear Mr. Smith

wecap(1) are writing in connecting with your
50)

order No.98 for ACN dynamos™ “yesterday

We regret to say that we no longer produce the

type of stapler you refer M

conversation yesterday, clcent
)

agreed to

upqrade "6 21" moniter’.

We will be shfpped 0 ermght at ouri’ Xpense

know as soon as Qossnb e Thank i you for your

consideration.

LA 8
Yoursincerely™”

Namfan Niinthawnna

ar

S6 (aqaude

=

nanatauAzlddydnnd)

From: TN Unzass
<fon_jazz_white@hotmail.com>
View Contact

To: lakkanaja@yahoo.com

Dear Mr. Smith

Cap( Z are writing in connecting with your order
5(3)

No.98 for ACN dynamos”’W ‘ )ygsterday

We regret to say that we no longer produce the

within 10 days. ™
If you wish to

us know as soon as pg

your consideration.

Yoursmoere!y &

Namfon Nunthawong
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UNN 4

HANTILATISHLDYS

as

Trguszasduniminddanimdaaieiiifunsndatanaia lunumausesindnwad g

Gewanninediaansetind Anszusunisiiamzideyaieneuaininaesnuidafsi

fananataluanudauassindnsaaasls (What type of mistake do students make?)

6. dan
7. dnAnmanunsauiladat ananasaasiaaslsvisalyl (Can students correct their
mistake?)

o/

2 o a Lo ° o daj
NIRUAUBNITUATIZUTBHARNNRNAL ANY

1. FUAURITREANAIA (type of Mistake)
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Researcher’s analysis

Students’ analysis

(Locating + Diagnosing Locating a Diagnosing Correcting
+ Correcting a mistake (*) (Correctly)
mistake)
1) A spelling error 15 9 9
2) Convention/ format 11 1 1
3) Fragment 2 0 0
4) Spacing 21 8 7
5) Full stop 10 2 2
6) Capital letter 9 5 S
7) Subject verb agreement 1 0
8) Wrong verb tense S 3 0
9) Something has been left out 14 0 0
10) Use of subject 1 0 0
11) Use of preposition 2 1 1
12) Two subjects in one sentence 3 1 1
13) Missing verb 2 1 0
14) Meaning is unclear 12 0 0
15) Collocation 2 0 0
16) Article 0 0 0
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17) Plurals 4 0 0
18) Something is not necessary 4 2 0
19) Word order 0 1 0
20) Grammar mistake 4 3 0
21) A punctuation mistake 7 R 1
22) Too formal or too informal 3 0 0
23) Not follow the instructions 6 0 0
24) Inappropriate word 7 1 1
Total 145 93 (64%) 39(27%) 30(21%)

AN919% 1 TavedTaR ANAA

dl =Y ¥ a =l g o i’/ ] d‘
AMNATTNN 1T TUAIBITBNANRIA  HIBNANAIANINNABE 25 Uszinm @9 21 Uszianugn

'
=N

W1AINNUdnuIes Jeremy Harmer (2007: pp....) @udn 4 Uszinmiwaedids laiiudeyaann

U

dafiananngeslusnasaindnsnezanliwnluganisdel anan aanneuasuaes Jeremy
Harmer — AMNANSNA 1 MR NIBEEWIeinAnEaiuouw 18 au  Hadunudetanainluany

a2 o ° 2 e P =1
VIEUYNUN G 145 AT Iﬂ'ﬁl@tu’]mu@‘ﬂ\‘iLLN'JWQLL@&L%’J%@%@QW@Iﬂu

LA LA AN HIUAMNDTID T e R aNa AT AT AR Uss N FeRanannBednis
o /& . = a{l o= 2’/ T e d‘ = c;‘ dl
aznaAfia ( Spelling error ) HpufresANtanatn 15 AT defananaFesdiuns@enananie il

(Something has been left out) HANRIBIANNEANATIA 14 ATe uazdefianataFasnisldanly

=3 o

WHN¥a (Inappropriate word) HANNRRIANNEANANA 7 AT gHavesdeRananafinAnmia

24
=2

AUNINNA 145 A5 1TIuN

¥
a

NINTAARBNNTLANZIINITTA (spacing) HATW 21 ATY AINAILIATITTA

undainmdn Article, A mistake in word order, wrong word gaatlinudetianaialuaudaures

a

UnANE AL
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- a & ¥ oo _ o d'
2BANNEANANALTATN 3 AFaariu1dananamell (Something has been left out) HANNDBS

ANNRANAIALN AT 2 PSS

g1 WRANEI S1 S2 waz S5 wudelianais 3 ATV W convention or form, spacing,
something has been left out, spelling capital letter W&z meaning is unclear  AIUUTNANELARE
¥ -2
AuidaRanaa s uunnstaiulliiy 1 52 s3 fidefianaradesfe 3 ATl dou S15 &
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Sé6

From: vy tiung1ed
<fon_jazz_ white@hotmail.com>
View Contact

To:  lakkanaja@yahoo.com
Dear Mr. Smith

are writing in connecting with your

order N0.98 for ACN dynamos™”

We regret to say that we no longer produce

the type of stapler you refer to % j n¥*¥

conversation yesterday.client” agreed to

upgrade *“to 21" moniter’.?”

We will be sthped ovemlght at our expense

within 1 10 days e

If you wish to cancle’? your

order’ @Y please let us know as soon as

possible. 4% Thank you for your

consideration.

Yoursincerely 2 aay

Namfon Nunthawong

Salesn®? Manager

=8

Figure 4.1 Tiia129dalanaanin

ANEHRANIN

S7

From: hajimei chinmei2
<hajimei_chinmai2@hotmail.com>
Add to Contacts

To: lakkanaja@yahoo.com

Dear Mr. Hong Honglee

Thank you for your order of January

4P £6r 300 units of momto 2 model

PV-21"7 wice’ we ¢

Pyesterday.

st}

We are sorry to infor / that we are

completely out of stock of this item. Wecap

®are aware that other models will suit your

requirements it is 17 me mtorand that we

our apology for this inconvenience,

Mhom to be (1
S+ww{13}

service in the

near futhe
Your” Msincerely

Mattika Chaywichit

Sales Manager
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Figure 4.1 uaasTintastealinnaai S6 uax S7 Ranatanuin azwiulddn s6 dfatanaia
o o Y o PR a af - . Y s &£ ¥
Hanna 14 A58 InedafianatafiinAneRaNInTigane spacing NITIANZIAWITIA NATY 21 AT

! Ay a di 9 d‘ i// i’/ o 1 dl
LWL S6 N“IJ@Nﬁ‘W@'\ﬁiuw‘@ﬂﬁ]@ﬂﬂﬂﬁ‘m'\tlf)u')ﬁ‘ﬁ‘ﬂN'\ﬂ‘Vl?}}ﬂ@’\ﬂ 4 pfalu 14 pfs Aaagiatszlaan

Lildipnzdunsse vy we regret to say that we no longer produce the type of stapler you refer

to.i ﬁsp conversation vestero’av,c//‘entsp agreed to....... , If you wish t0 ......... your

SP A P . .
order - ,please let us know as soon as possible.” Thank you for your consideration WAz

. SP
Yoursincerely

] ¥ a di | . d‘ 9 = [ % Qy % cg
doudei anarmdunitu Capital letter Fefinidsudssloalun1mdang uiugauszazie i
UszloaludazfadldfiadnmsiaRuilva)iaue 1w we™ are wiiting in connecting with your

order......, NNFRZNAARA (Spelling) i cancle’ ,moniter’. Sa/esns’f ﬁgﬂ@‘l’mﬁ@ cancel,

monitor, sales

o’

b2 ]
atinalsdmuannatned el anatadeun BauiariauuaiesteRanatnin WANEIAS

Y (A v A o e ¢ & y o "
M’mum’]ﬂlm LEINTUAURIUBRNANRIANLNAUL 1 ﬂ‘NLLﬁlzﬁﬂm’mum’lﬂlemL@uﬂ@“W

= d; b4 a’ .
ﬂ’ﬂsL‘ULﬁ"ﬂﬂﬁJ’ﬂﬂtﬂﬁ‘ﬂﬂﬁ"mﬂ’ﬁﬁ’]ﬂﬂﬂq‘]ﬁ Passive

12

voice Uszanuraalssloaludgnnasin - anndaetalsrsnuaesdselunfe we Fuiluan Auax

1
=d

wriesdslllidfeaanduiaddd feiulszlanfinnsiesda The produc

overnight at our expense within 10 days.™

b v

a

dou S7 Atwdnafu ddefianaialuGesresnaanziuassananiiga 4 afaluy 17 afs iy

Thank you for your order of January 4 or 300 units of monorspmod , ndwesp hope
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S5

From: Chonnikarn Chuenkosum
<machiffon@hotmail.com>

View Contact
To:  lakkanaja@yahoo.com

Dear Mr. William,

thank“?() you for your order of January 12,
2011 for No. PV-17 of 17" monitor, which you

received yesterday.

We regret to inform yoy*? that the products of
17" monitor are out of stock. Following you
agreed to upgrade to 21" monitor instead, so we

are pleased to order”™™® from you.

However, if you are only interested in 17"
monitor, we would like to advise you to contact

Com World Ltd.

Please let us know your decision as soon as

possible. Thank you for your consideration.
Yours sincerely,

C. Chonnikarn

Sales Manager

= o

S14

From: Manee Meena
<faiyen_2533@hotmail.com>

View Contact
To: lakkanaja@yahoo.com

Dear Ms. Lakkana

Thank you for your order-of January

11, model_PV_17% which we received.*??

We regret to inform you that we are unable to
fulfill it at present. We have run out of stock of

17” monitor.

However, we the manufacturer~ has assured
Mof new models. You can upgrade to 21~
monitor. Please accept our apology for this
inconvenience, and we hope to be of service to
you in the near future. I shall keep you

)

2

overnight

Your?1® sincerely
Assama Temajai
Assama Temjai

Sales Manager.

Figure 4.2 finatinsudeuaesinAnsnidetanainias
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1N figure 4.2 m@mmmmaummuﬂmmﬁd IANANAIANRE ATWLIIN S5 Nﬂ]@N@W@’]@

WenignAe 3 ATsAa Capital 1 ALY zhaﬁkfa” you for your order of January 12, 2011 for........ ,

]
I

spelling 1 AL We regret to inform yoy' that ...... NgnAe We regret to inform .y ou that ...... Y

AMNRANA1A1UE0 Meaning is unclear (PM) 1 AFNLEY so we are pleased to order™ from

o

you. Anumaneidaaune dnAnmlivinauands (see appendix.....) anAdade fanetlfia

I
Y

aMsdsa (Refusing and order) faes szl so we are pleased to order” from you WsaAIN

[
ar

' =8 4 = dgi/ L QJ’ k% 3 ¥ = % :J/ QJI
91 we ﬂ@%ﬂﬂﬂﬂ{]lﬂﬁﬂ’]i‘@ﬂsﬂ@ Iuﬂﬂﬂﬁlﬁ‘ﬂﬂuﬂﬂmﬂQﬂﬁl@ﬂaﬂl’]ﬂfflﬂﬂﬂ{]L@ﬁﬂ’]ﬁnﬂ fatiudsslaad

Qﬂﬁmﬁ@ So we are sorry to refuse your order. The reason is.................... T9RzAINAFBAIY

Wnlaradfuansasinaiuau

I

ke S14 fetanaieluGewesmsliufiBauaidsNot  follow  up

g A v A
: ,V]Qﬂb‘l@ﬂﬂ@

instruction)(nfi) 1 ASEW Thank you for your order of January 11, mode/_Pr,'V?i

Thank you fro your order of January 11, 17"monitor Hunedsfmamely something has been left

out (s/0) 1 ASU. .. which we received.” Nandiasda .....which we received yesterday. Hilszsnu
ecelvea. i) y

anspdelunilatlszlen Two subjects in one sentence (ts) 1 A L% we the manufacturer” has

[
=

hane 5a4Pa We have assure......... . wuuWefuaR9n191 38 email form and

b! . d‘ ) d‘
= sincerely NgNe 18978 Yours sincerely uwddalanaInluEas

convention (for) A 1 A 11U You

r9a 0uNnelaidaal meaning is unclear (? M) (AW 2 A% 14 However, we. the

ssured us’ " “of new models g ONARIAR However, we  have assured _of

manufacturer. ha

new models Waz | shall keep you overnight ' @191 keep you Asazi@suiludngn send you
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= ¥

ﬁ\‘iLﬁuﬂ?tTﬂm%gﬂmmﬁ@The product will be sent you overnight. | will send you overnight. F9az

AuasaniIsdaAunuie. Wi lageay

% Al v o = o & £
qqﬂm@a@WiﬂWﬂ@u@iuWﬁMmﬂum@QUHﬂﬂEQ%QN

' 17

t:ll ¥ a o & & v . ar e ar <R 9/ & ddad%/
AINDUANLDRANA AN AT UNIN LB LANFANT 1 Al ﬂ@ﬂ@?ﬂﬂ@mﬂW@ﬁﬂu@ﬁﬂﬁﬁNﬂ%Lﬂﬂﬂu |

Figure 4.3

v
o ¥ a

YNIaN

o

ANAIANINUATT AR ANAI AL

TANN

[
o

TalANaATIdIHARaAIN A3 TalANRIATNRINRABAIIN AN

i lavas i bann

Spacing 21 Something has been left out 14

Spelling 15 Meaning is unclear 12

Form or Convention 11 Inappropriate use of word 7

Full stop 10 Not following instructions | 6
provided

Capital letter 9 Wrong verb tense 5

Punctuation Y

Total 73 (50%) Total 44 (30%)

Figure 4.3 aglriinvesdatinnann

AN Figure 4.3 aglalinresdelianain AAsauwwdswesindne o Faamiuaisy

s a

AuDNinTUIestdnesdelianain azmiulddn n1sliuassA (spacing) HAudweasdatinnans

b
=

WnAgaRe 21 A a0 145 AR Teedadlu 14.48 % dawrlisaesdeianarsfinutieniigade

Q

wrong verb tense HAmudaaspnudanaatanigane 5 A% a1n 145 s laeAaudy 3.4 %
[l < =® ¥ Y a d‘ Y . = t:ll 9 = 1
agielefinumoud dafiananFesnsiuasa (spacing) asiimudeesdetianainunnign  us
¥ as 9 o % 1 [ t:ll = v a =
derudeannnsadnlannuningeesnimimonls  egnelsinu Anudvesrtindaianainunsiis

a1aazianuantien wAiaudAysenudila eedfuans 1wy delianainites Meaning is
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o 8 '

unclear daNDvsdelanaIn 12 AT Aatiu FAdeRauthatinnud Anyesdatianans iy 2

dszinnda dywniidaanisinacnudilarasdfuaisdes ( Minor problem)  waz  doynividana

nsnanudlavesdfugaisuan ( Major problem)

ot o 1Y 9sas o . A v oa P
1.ywIngaRan1svinaud lanasgsuaisuas (Minor problem) AaYBHANANATIWL

TuidauaaatinAneda lldanasanisd@aniuvie  (convey meaning) AINANTIE 2 WL

v

2 o o A = o = 4 = v o & ;
PARANRIATUARNNINDY 73 AT $9aUsN UATIUMINTIANHDTENTDEANRIAVINUNA  LTU

[~1

F 7N d‘ 6 =l [l = 3
TaRANANA TR LLNes (form Y9e layout) 'atmla‘nmmq

o

‘ = 2 o =
WL AITHDTBAITAHNANRIAN

[~1 d‘ 10 s 3 = o - . , o 2
Lﬂuﬂcymmlumm;mu’mmﬂ@ nsaznNAALA (Spelling mistake ) AIMNAITWN 2 INUBNANAA

4

VANNA 145 A3 wudaliananm 15 AFLTU “We regret to inform yoy’ that the product 17 * monitor

are out of stock.”  wUUWaS (Form¥isa layout) wudatananm 11 Asedu arnAasing “Your

9

sincerely” Wigniasha  Yours sincerely WANANUWENWLIINITIANZAIWITIA  (spacing) WU
IREANATIA 21 ATAEW AN figure T ..., . please let us know as soon as possible.Thank™

. . o &2 a ' o 2 & £ 9 o - i Yor
you for your consideration. muumﬂwﬂmqmdmumum%wmammwmmmﬂlumumﬂuumyu

=

a % i 6 i ., ¢ nd‘ k% 3 ] 2
ansfladrlannumnamezdwuuresiigy your sincerely WldiBumng@auazinauesiageiy

a

i
= o

; JRuy ° o, a i ; =
LLMI@UWW%L ﬂuqu@u@m@N@quﬂ@ﬂqTﬂﬂL@ﬁﬂ'ﬁ\@ﬂsﬁ'ﬁ] sﬁd'ﬁlgﬂu%ﬂmﬁmmﬂmum’m YT NITATNA

a

o o . N ar dl ] 9 = }% :I/ ¥ .
ANEIA (spelling) cgmumLmmfmmmwnﬁumw@glnmﬂmlm FAIUTNNITIANELIINATTA ( spacing)

=

2 & o/ td[ b & = k4 :// 2/ <2 9 9 M 2 ¢
farudamnauvunatfuniedlndifedls  samianisieizduosse Daudfdauarlailiinnsiiu

v
o o %

assausitialdireavung Ul stop ()adsylan  deiudFuarsdadnlamaunangls  (Convey

meaning)

'
Il

2 flgyundenanisvinanainbaasesua1san (Major problem) wiidaiianatntiini
' i 24’ o o [} ] ] [ d’ 9 1 v o r_‘l’
aglunguil azfidruanlidnnn (30%) udazdwnanenisaenuuuield udetanainluiFzeses

AUl FAIaL (meaning is unclear) uas LnedsRammaely (something has been left out) 4

as

datmwananidutlounid1dcy (Major problem)  nanamad damauvanafinliuavgiuansdnlaly

o . . @ B P = . 9 o . o . .
ANV ﬂ@ﬂNﬂluﬂf]?@@@"\ﬁ‘wﬂQqNUﬂWT@QIm MQQHWQQQWNMNWHIN%WLQN (meamng IS

unclear) 1w “ We will be shipped overnight at our expense within 10 _days” a1niszlamiisl
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" as = & < “ ] ;7 = dpil U 21
pnnvinglidnan Fawmanefunninagde “ im1ezgnavaenis ludauAuisosen e s ueq

wuevnigly 10 du v lanuwinelidaausdassiumis  fumlausnde © imesaeias e

unuiiazihy “ Product will be shipped......... " Aurnazgnasnieluduauil (overnight) Snumied
QAR9AB ‘.. will be shipped overnight at our expense within 10 days” ﬁuﬁw:gnm%’mﬁu
Hlusdadoudedoodndn melu 10 fu (within 10 days) Sefudnudaiung a1nmnuafindnandsy

ansenaandlainlilaeedisfeduinazgndandamuibidanslu 10 5y doudefianarnlubes

9

299119818811l (Something has been left out) FefiiludeRanarndutloyndndcy (Major

problem) WwHawuri wiw figure 2 “Thank you for your order of January 11, model PV 17" which

i  ~3{0” : d‘ ( as as € t ar A o
received. anlszlentl  nsdeanumgbifanumesdiuanshineudinfuerls wiesy

we.

dl 1 (] ras ] :‘: s :J/ nd‘ L p' 9 ] 2 Yy a = 9/ ]
Halwd uenusdnldFumingu ARIINAINAINA TR UD AT LT BRANA A I W sutine s
3 t dl o o as 9 o Z’/ é’nﬂl 9 3]
ANAFANTRA AN ZAE Aty T A Ty satuanniszlyalingnsiaemasaziiu

“Thank you for your order of January 11, 17" monitor, which we received yesterday.. Wi

I
¥ o =l &

TadaunmaniszTuatinad type of mistake A8 Not follow up instruction (nfi) Usrloahignsasha -

Thank you for your order of January 11, 17” monitor, which we received yesterday.
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a as

InAdeifiamoneieindeliananslusudausesindnm (What type of mistake do
o Y a 1% ar 9 '
students make?) LL@zunﬂnmmmmuﬂwammwmmmﬂmLmimm@iu {Can students correct

their mistake?)

@

finszuaunisuazan At lnaag sl
1. a91nannsise
2. addeua

3. dBLAUB LY

ggluanisiauazailsans

v a

=1 =3 1 Q‘l a d%/ = ] ] ¢ o a o
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= L td‘ 1 k7 2 L tz; ] k3 2 A
AR dalanatAndnasanisidnlatiae wazdatanatangdsuasaauidt lanin ﬂmmm@mmwmm

wantd Winldanuanaanive i

1) nsfgnAnmduagiunisldnmbidunsmslulandsrnseulsd 1y Facebook,

Twitter wsan1sdsdamueuinsdnsitiete 1 WhatApp, Line nnsidensluiidumil dnfneiana

t Y o & £ g a [ 9/ ] a & o o ar t
13“5]@\‘1?’]’1‘14\1ﬂ\‘i’ll@NﬁW@']ﬁL@ﬂu@ﬂ LT NNTRAENANA ﬂ’]ﬁ‘l‘ﬁﬂ’)@ﬂ‘lﬂﬁ‘ﬂ’ﬂﬁm

2) wainAnfinieunndeagiaen dnAnmetaldlfaniidodelilild nresdiendas
Hasfunin@auidonatn anldsunsy Microsoft Word 14 Tanduld@usanunads Aniiud

¥ d‘ o = ¢l = = © i’/ a s
VRHANRIALTEINITAZNAAN ?lﬁLZ%ulﬂ@L“IJEJQVNWEm\? muumfwmi@mmm

3) WnAnmealiiugiumanm uazrbensnitesadhianunsadléan Arlavtedszluals

[~ b =
WIugaHaANAN A
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Refusing an Order (C1-C18)

Refusing an Order

R1

From: <nutza zab@hotmail.com>
View Contact

To: lakkanaja@yahoo.com Dear Mr. Supphalerk

Thank you for your order of January 13,for 150 units of 17" monitor,

model PV-17, which we received last week.
We are sorry to say that we are completely. out of stock of this item and
in phone conversation from you yesterday that you confirmed to upgrade

this order to 21" monitor.

However, please accept our apology for this inconvenience, and we will

deliver this order before the end of this month.

Please let us know your decision as soon as possible. Thank you for your

consideration.

Your sincerely,



R2

From: <melody mook@hotmail.com>
Add to Contacts
To: lakkanaja@yahoo.com

Dear Mr.Mike

We are writing in connection with your order No.95 for 17" monitor today.

We are sorry to say that we are completely out of stock of this monitor and it will be five

weeks before we get our next delivery, but please contact us then.

We will inform you immediately we receive delivery of a new consignment. This will be

within the next month.

Please let us know your decision as soon as possible. Thank you for your consideration.

Your sincerely

Sales Manager



R3

From: <ice basity(@hotmail.com>
View Contact
To:  Mrs.Lakkana Chaisaklert <lakkanaja@yahoo.com>

From: reenupepsi@hotmail.com
To: ice basity@hotmail.com
Subject: Refusing an order

Date: Thu, 13 Jan 2011 11:41:51 +0700

Dear Mr. Martin

We are writing to connection with the order No.827-A, of 17" monitor, which

we phoning conversation yesterday.
I regret to inform you that the products had not reached you. Due to the demand for this

product has increased. From the result of this reason, we the goods are out of stock.
However, if you interrested in 21" monitor we will be shipped overnight at our expense
and deliver you immediately.

Please let us know your decision as soon as possible. Thank you for your consideration.

Your sincerely,

Sales Manager



R4
From: <kitty jujubjung@hotmail.com>
View Contact

To: lakkanaja@yahoo.com

Dear Mr.Wang Lee Hong
We are wriling in connection with your orderNo.Log 827-A, of monitor model PV-21.
We are sorry to inform that we are completely out of stock of this item and it will be two

weeks before we get our next delivery and we have model PV-17 if you interested_it,

please contact us then

We will inform you immediately we receive delivery of a new consignment.This will be
within the next two week.Please let us know your decision as soon as possible. Thank

you for your consideration.

Your sincerely

Sales Manager




RS
From: Chonnikarmn Chuenkosum
<machiffon@hotmail.com>

View Contact
To: lakkanaja@yahoo.com

Dear Mr. William,

thank you for your order of January 12, 2011 for No. PV-17 of 17" monitor, which you

received yesterday.

We regret to inform yoy that the products of 17" monitor are out of stock. Following you

agreed to upgrade to 21" monitor instead, so we are pleased to order from you.

However, if you are only interested in 17" monitor, we would like to advise you to

contact Com World Ltd.

Please let us know your decision as soon as possible. Thank you for your consideration.

Y ours sincerely,

Sales Manager



R6

From: <fon jazz white@hotmail.com>
View Contact
To: lakkanaja@yahoo.com

Dear Mr.Smith

we are writing in connecting with your order No.98 for ACN dynamos yesterday

We regret to say that we no longer produce the type of stapler you refer to.in

conversation yesterday.client agreed to upgrede to 21" moniter.

We will be shipped overnight at our expense within 10 days.

If you wish to cancle your order,please let us know as soon as possible.Thank you for

your consideration.

Yoursincerely

Salesn Manager



R7

From: hajimei chinmei2 <hajimei_chinmai2@hotmail.com>
Add to Contacts
To: lakkanaja@yahoo.com

Dear Mr. Hong Honglee

Thank you for your order of January 4,for 300 units of monitor,model PV-21,whice we

conversed yesterday.

We are sorry to inform_that we are completely out of stock of this item. we are aware

that other models will suit your requirements it is 17 monitor and that we will be able to

supply you.

However, if you are only interested in 21 monitor.we advise you to contact technology
Ltd. please accept our apology for this inconvenience, andwe hope to be service in the

near futher

Your sincerely

Sales Manager



RS

From: Uredo Zybil <uredo180@hotmail.com>
View Contact
To:  Aj. Lakkana <lakkanaja@ yahoo.com>

Dear Mr. Scott

Thank you for your order of August 24,for 250 units of 17" monitor

which we received yesterday.

We are sorry to say that we are completely out of stock of this item

and it will be six weeks before we get our next delivery.

However, if you interest in another model ,there is a 21" monitor
in our stock and ready to be shipped this night. If you would like to
order this new model please confirm us immediately by sending the new purchase order.

We will understand if you wish to cancel the order.

Please let us know your decision as soon as possible. Thank you for your consideration.

Yours sincerely

Managing Director




R9
From: ging_ka long Ponsen <ging ka long@hotmail.com>
View Contact

To:  a$nazun <lakkanaja@yahoo.com>

From: ging_ka long@hotmail.com

To: lakkanaja@yahoo.com

Subject: Refuse an order

Date: Thu, 13 Jan 2011 11:13:29 +0700

Practice 4 Refuse an order

Mr. Attasit Ponsen
Marketing Manager
142 Sathon road
Bangkok 10140

Dear Mr.sompong
Thank you for your order of January 12, fora 21 inch monitor, model PV-17 which we

received in phone conversation yesterday

We are a small company and could not possibly handle an order for a 21 inch monitor t¢

be shipped overnight at our expense

However, if you are only interested in a monitor our company . we advise you attention
to a 17 inch monitor and we will special discount 30 % for you
We are apologize for this Unavailable, please let us know your decision as soon as

possible, Thank you for your consideration

Your sincerely



R10

From: <nun_nack@hotmail.com>
View Contact
To: lakkanaja@yahoo.com

Dear Ms. Lakkana

I am writing to connection with the order No. PV 17 which we received yesterday.

I regret to inform you that the products had not reached you. Unfortunately, we have run

out of product that you order for.

We will inform you immediately_we receive delivery of a new consignment. We advise

you agree to upgrade to 217 monitor. ] shall keep you overnight.

Please let us know your decision as soon as possible. Thank you for your consederation.

Your sincerely

Sales Manager.

10



R11

From: <punch_shi@hotmail.com>
View Contact

To: <lakkanaja@yahoo.com>

Dear Mr.John,

Thank you for your order of January 12, 2011 for No.PV-17 of 17" monitor, which we

received yesterday.

Unfortunately, We have run out of stock that you ordered for 17" monitor and in phone

conversation yesterday, you agreed to upgrade to 21" monitor. Therefore, we are plcased

to order for you.

However, if you are only interested in 17" monitor, we would like to advise you to

contact It World Ltd.
Please let us know your division as soon as possible. Thank you for your consideration.
Yours sincerely,

Sales Manager

11




R12

From: <buay jang_(@hotmail.com>
Add to Contacts

To: lakkanaja@yahoo.com

Dear Potter

Thank you for your order of January 5,2011 for 250 units of 17"monitor, model PV-17,

which we receive today

We regreat to inform you that we are completely out of stock of 21"monitor and it will be

six weeks before we get our next delivery, but please contact us then

We will inform you immediately _we receive delivery of a new consignment. This will be

within the next six weeks.

Please let us know your decision as soon as possible. Thank you for your consideration.

Yours sincerely

Managing Director

12



R13
From: <tetaez friendly@hotmail.com>

View Contact

To: lakkanaja@yahoo.com

Dear Mr.Panurak

Thank you for your order of January 11, model Lenovo 17 monitor which we received

today

I am writing in referring phone connection with your order, No. PV-17, model Lenovo

17” monitor. We are sorry to tell_that we are completely out of stock of this item and the
model will be arrived within | weeks. However, if you are interested in Lenovo 177

monitor, we advice you to require us about this. Please to.contact Lenovo Comp. Ltd..

We the manufacturer has assured us of our new supply within 10 days. You can upgrade

to 21” monitor. Please accept our apology.

Please let us know your decision as soon as possible. Thank you for your consideration.

Your sincerely

Sales Manager.

13



R14
From: Manee Meena
<faiyen 2533@hotmail.com>

View Contact

To: lakkanaja@yahoo.com

Dear Ms. Lakkana

Thank you for your order of January 11, model_PV_17, which we received.

We regret to inform you that we are unable to fulfill it at present. We have run out of

stock of 17” monitor.

However, we the manufacturer has assured us of new models. You can upgrade to 21”

monitor. Please accept our apology for this inconvenience, and we hope to be of service

to you in the near future. I shall keep you overnight.

Your sincerely

Sales Manager.

14




RIS

From:3LuE 3LuishzY <be bluishzy@hotmail.com>
View Contact

To: lakkanaja@yahoo.com

Dear Mr. Chotvichin

Thank you for your order of January 1, for 17" monitor No.PV-17, which we recieved

yesterday.

I regret to inform you that the order No.PV-17 had not reach you. On enquiry I found that

it had been run out of storck. Due to the demand for this goods has increased.

However, if you are agreed to upgrade to 21" monitor. I will inform you immediately we

recieve delivery of a new consignment. This will be shipped overnight at our expense.

We are sorry for this problem and thank you for your order. We hope to be of service to

you in the near future.

Yours sincerely,

15



R16
From: Cherry Sherbet

<cherry sherbet@windowslive.com>
View Contact

To: lakkanaja@yahoo.com

Dear Ms. Waldrof

Thank you for your order of January 10 for 50 units of 17" monitor, model PV-17, which

we recieve yesterday.

We regret to inform you that our 17" monitor, model PV-17 is unavailiable, but we offer
you 21" monitor instead, our telephone conversation yesterday you agreed to upgrade
your oder from 17" monitor to 21" monitor.

However, if you are only interested in 17" monitor, we would like to offer you a new
model of 17" monitor, but it is not the same model. If you are interested in our new
model of 17" monitor, please contact us.

we apologize for unavialable order. Thank you for your consideration.

Yours sincerely,

The Purchasing Director

16



R17

From: Manee Meena <faiyen 2533(@hotmail.com>
View Contact
To: lakkanaja@yahoo.com

Dear Mr. Siripong

We are writing in connection with your order No.PV-17 for 17"monitor today.

We are sorry to say that we are completely out of stock of this item. it will be five weeks

before we get our next delivery but please contact us then.

© However, if you are only interested in monitor, we advise you to 21" monitor and contact

Bangkok Technology Ltd.

Please let us know your dicision as soon as possible. Thank you for your consideration.

Your sincerely

17



R18

From: donapat srisawai <mairhsaewnka l@hotmail.com>
Add to Contacts

To: lakkanaja@yahoo.com

Dear Mr. Sukkee

Thank you for your order of January 10 .for 20 units of 17" monitor ,which we received

yesterday.

Unfortunately, we have run out of stock that you ordered for.

However, in phone conversatiion yesterday, you agreed to upgrade to 21" monitor, and

it's shipped overnight at our expense.

We are sorry for inconvenience.

Yours sincerely.

Sale Manager

18
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