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Preface:
The target of this book is to assist those who want to write letters in English or Lao.

in finding the appropriate correspondence at will, either business or ocial letter by seeking

and reading words expressions and phrases collected in this book.

With a little adaptation, the letters provided can be used for almost all occasions

according to your needs, involving business, Official and social matters.

So I hope that this books is useful for learners, students in the field, of accountancy,

trade and language and for those who interest in human contact in their daily activities.
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I. Sejuinoue How to write letters?

0MecUI9eN 7 FoU
A letter is composed of 7 points

1. 5@293@2@ The letter's address

2. 3u sy U The date, the month and the year
3. é’ e U]éf;JQsjt:J%U The name and address of addressee
4, ey The salutation

5. Tanoiu=293300U% The body of the letter

6. 013901 The conclusion

7. B 1T Moz I=eIi2gu

The signature and position of the writer.

gouInnuiuiieguciisuinfities, diy, N fcdutiveey Satiutio ds was zﬁgzej
68y (é 3) wr Moly2e)tiegu (é 7) For familial letter there is no need to write the
name, address and position of addressee (points 3 and 7)

NY: Gidesiieguinnuiuduandy 2eIniueIuinoiy ma Letter head

=

8N wlgd1 The heading. Tjduswé, 1sisjy, 1s991u Nlgguenud tnardy, (Dlnay

2 S

du, tazgw (Hwonnd), Sniigl Ndis aorwgznong: vy uNuAnndodiunizhio,
80899 vwwn, 1219393V, 23930 UU 210 Lnay: 413437 wwn 413438. The writer's

address is the beginning of letter or letter head or heading. In case of store, school, factory
the number of telephone and facsimile must be given for facilitating further contact

For example:
BPKP Vientiane_Branch

Vientiane, Lao PDR
Tel: 413437
Fax: 413438

U1319829303809100 Co.LTD HAlaouiesd:
Co = Company = 3330

LTD = Limited = AAua35i0



2. du By 3. S hiew Jluoarejuinony JdKucuucgy:

20 fioszwa 1995 § 20.5.1995 & dinszwa 5, 1995.

Date, Month, Year can be written in three forms:
20th, May.1995 or May 20, 1995 or 205.1995

3. é’ccazmaﬂaejﬁéu Name and address of the addressee
Mr = Mister 219U (11Ug78)
Mrs = (Mistress) 89129 Missis = 819U 199
Miss= U197
Dr = Doctor = 0s.
Messrs = Messieurs (Ju31uouge299 Monsieur
= Jununiuy cﬁw?é@ﬁmﬁﬂé’ 293 U330 Budr: Sunwh Jwwo.
123 (201101210, 23931.

Messrs is used before the name of a company, for example: Messrs BPKP
123 Setha Palace, Vientiane.

4. nuaniju : Salutation
nuuarliuowisInutdnjoendsSy caz 1¥a19iiu loudimiuatiu, nive W
n9ufio 1Az WAL,

The salutation makes honour to the addressee and is written differently according to
addressee's rank in family and society.

A. tﬁnagumﬁﬁsy’_j‘iméj Children write to parents

COFOREN COFONREN

My dearest Mother My dear mother

My dear Father My dear Uncle

My dear Aunt My dear Grandfather

The word " dearest™ is only used for husband, wife, fiance, fiancee and daughter.

Su dearest noulgiiugal, Duare, SN Az In Wiwu.

B. a0t tmeiggumacdin. Parents write to their children.
Souk, my dear Son My dearest Daughter
My dear Nephew My dear Niece
My dear Tom My dear Mary

U HgnNY Nfin My esn

If not close you can delete My 99n.



C. tfycisutiaeiiniiv. To an intimate friend: Dear Nina

Dear Nina My dear Nina
Nina, Dear Nina, my dear
Dear friend My dear friend
Dear Williams My dear Willi

Hotfigotiv Nfin My esn
D. (fyiitiuaeiio To a non intimate friend
WcSuwIuRENY (RI[UdU ¢Sv) The family name is called.

Dear Mr. Brown Dear Doctor Winter
Dear Mrs. Black Dear Miss White

E. (fyure, GUshudugy, ), Giiiur.

To the boss, manager, teacher etc...

Dear Boss Dear Sir

Sir Dear Master

Dear Mistress Madam

Dear Madam Dear Teacher

Hzedo Adiu My %98n. If close you can use My before.

F. (fpSwén 9 J3%0(Dyresiiv)
To the shopstore or Company:
Sirs, Dear Sirs. 0] Gentlemen
G. §1éhejuctiyania: Fron the shop Owner to the customer
Sirs, Dear Sirs i Gentlemen (213u1g7))
Madam 2 Dear Madam (213ucj€19)

H. tfj390, AnnzIud, wewn. TO ambassador, Minister and Lords:

Your Excellency

1. cHgousduci To a Prince or Princess:
Your Serene Highness, Dear Prince éﬂi’luc%naw
Your Serene Highness, Dear Princess éﬂ.’:ﬁUE%’laj
J. (f38303n0 To the Royal, Your Royal Highness.



K. (fjuwc3830:  To the King:
Sire, Your Majesty, & Most Gracious Sovereign

5. TanowUs)3Inmue: The body of the letter

A3 tdinziindn wadiejejulnnibuddunoy. 110y1ude), Tenoww 29330007
NA9IUTUMAIVIN, KORLINASIAJETD.
The body, for the letter must be brief but reasonable enough. If there are several

matters the body of letter shall be shared in several paragraphs.
6. 199N,

The conclusion 9133dsduneuiugejinmiy Jugzaniitijnoiuijla, aoludy
AU 02w N0 war noruliuf S3Rucasiiv. H1330100 NoYIwdl) way wonSazSulsy
tS3wonuuidents Whnnfisniudzwnzeyansyae

The conclusion is the final part of letter. It shows the sincerity, closeness and
regards toward each other. There are several kind of letters as follows:

fog)a:
With very best love to you all.
| remain, My dearest Mother
berndifiestlndnoutsduninoudil:
To Superior relative the following words should be used:
Your affectionate daughter
With my best love to you all
With my very best love to you
With very best love to all at home
With my best wishes
With my best wishes to you
With my very best wishes
With very best wishes
With kind regards
With my best compliments
With my kind regards
I remain, Dear Sir
| am, Dear Madam,
We remain, Dear Sir.
| beg to remain, Dear Sir.



I have the honour to be, Sir.
veniedoa1gedl:
- (wy A: Pronoun Ancudiou Adverb (Su

- wy B: Adjective Goc1uiog noun (Su:

Uy A (uuB
Yours affectionately Your affectionate Son
Yours lovingly Your loving friend or Your loving O3 friend
Yours truly Your true friend
Yours respectfully Your respectful pupil
Yours sincerely Your sincere friend
Yours faithfully Your faithful servant
Yours obediently Your obedient servant
Yours cordially Your cordial fellow

wuyu A 1 9zidiu very mad Most (2113319 Yours ntéi wae w81 Your to §Iigntd
033zdiutyntIl:

Very or most can be added at the form A after yours as follows:

Yours very cordially Cordially Yours

Yours very sincerely Very sincerely yours
Yours very obediently Very obediently yours
Yours most affectionately Most affectionately yours
Yours most respectively Most respectively yours

ginni 18a1dsdie cunuluddiu:
fiprniitionimononls:
To Superior relative the following words should be used:

Loving, lovingly; obedient, obediently, respectful, respectfully; faithful, faithfully;
affectionate, affectionately.

wnerniilieyiies m Gewptanomouls:
For relatives from inferior to superior:
Loving, lovingly; affectionate, affectionately, sincere, sincerely
cﬁjtjjz"’nﬁuﬁaau?é: To Someone respectful:
respectful, respectfully, faithful, faithfully, obedient, obediently,
- (3.0 mzdinnguiivaolg: To someone of the same rank true, truly, sincere,

sincerely, cordial, cordially, loving, lovingly.

6



- U8fganéinouTs: From dealers to Customers: True, truly, faithful, faithfully, sincere,

Sincerely.
7. MBULATOICIIIZeLR2IY

The signature and position of the writer
PIzlnfivGEueagnid. frogeiondsigiugnidy @1y, Gruivinnuiy
nazRnZuOnU) NTR2FUtREY: GIon, GgSwounu Wuhu.

In case of intimate friend only the signature is enough, In the other case the writer's
name must be written beside the signature; the position must be writen too for business

letters.

foéagzgnuure. Letter form:

NEJ2896I2FU. .o 3} V171 R
The writer's address................... date.......cooeennnn.l.
(I8N e
Toname.........coovvviviviinnnn...

way Né2o)isu

and address of addressee

£ iy

The salutation,



ietueeyinoue
The body of the letter

(e Tulnouiu

The body of the letter

The conclusion

The signature

1. A travel company ordering some guide books

Lao Travel Co, Ltd
123 Lane Xang avenue Vientian January 15, 1997
Tel: 213442
Fax: 3975393
To Messers Bangkok Trading Co, Ltd
231 Saim square. Bangkok,

Gentlemen,
(or dear sir,)
Be so kind as to send to the above address as soon as posible the under mentioned
books.
10 copies of Bangkok guide.
I am enclosing my cheque for USD 100.00 here with. i do hope you will do your best for

me.



Thanking you in anticipation
I am very cordially yours
Vang Souvannasi

Manager of Lao travel
1. J3%nnegnyoatd, W0
123 nzoliudiugay
n: 216243 2393y, 15 Jjnsu 1997
«in: 216146
(13 93&0 vagnsn MU, 17N
Hugnen

MUFWIYINH MY, NneauaFiTulnngoniey 1uau 10 Hotdusuiiiasyidsa)
(Al tacdindiaztotd. SwcA1tdF9uEn 100.00 I01gzmedn Ladsull, Swetnddige)

dwonIUEiIEINNMLRS w1900,
229Ul90901

oo lale9)



I1. aowSnuearniuea)jw Love and marriage.

2. Confession of a man's love for a woman
94 Savang Street Vientiane January 21,1995

Dear Marina,

| feel sure that this letter will not be a surprise to you and that you may even be

expecting it, after all the fun and intimate talk that we have had together for so long.

Marina, | have always been frank with you and today | want to tell you quite
openly and clearly that | have always had a special feeling for your. To be precise | love
you with all my heart. | could cover sheets of paper and yet not say half that I feel, but
what would be the good ? Dear Marina, do you love me? If it is "yes" | shall be the

happiest man in the world. | eagerly await your answer.
Much love from

Mixai

2. mudnaorudnee)tigrudiif

94 uliugEndy, 23991 21 Ujnsu 1995

fi93 S uuatiEn,

Src8ed1 Snowinfiwi asﬂcUuﬁUsmm%éﬁuﬁm waz 9199 910 Aandoliudy
0oy, wiwmlg ﬁwancgﬂtﬁﬁuﬁuﬂﬂjazuﬁnawﬁu (ay JOUSULIARULIL .

fiogurdunady,SrwfurdradAfuiuafiviienzmenu way 2 grwenas
usniigId13dndn Wnlacazdi1ynii21odl S1wlhdnowsdn Bandiiedsus Ut Weds
WiBncay, Svazwivo SwEniisginfiota Swein23ud) etsudiitloctuh e whon
fydsuniivazu (fino1ué Snesgde tsendyiyducy. wdoluar WiBuGead? i
U3uuidiEn, sniwRinEuot fieiEndiwwad? funaniiegnoudt " En " Swdytiugwd I
norgniigaiulan. Swaznsudinsy nfiejtiovnorunzAdi.

Gosa8nudien Utg
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3. A variation 2 of confession of a man's love for a women

150 Fangum Road Mixay 15th August 1998
Dear Dara,

I am writing this letter to let you know an important thing in meeting you yesterday
| had determined to ask you a question of th importance to myself, but when the moment
came | found that | was But I'll tell you now. Dear Dara, | love you | have loved you for a
long time dream of you day and night. | woulld like to have you by me all the time because
I' feel very happy. When | am away from you | feel lonesome and of you very much. | do
know that all my happiness lies in your hands. Dear | love you, | do hope you will kindly

accept my love and write me a letter as as you can, | am waiting for your answer anxiously
Very sincerely yours.

Souk.

3. wuU 2 283 NMudndunorudnesitigw Ao

150 iy Stg 15 &9o11 1995

ﬁsjmsﬁ"nén,

Srunidiesuinmiugsivl vidsdnGulhiiesgduiyRiandy Tuiiolezedue.
nevdutiesdowd, 8w ibfinduteatinstinisnunisfinoiustiududndniponsdu
goufiodiutiioy wttbeatduidy Swiindew sen ccc‘wéﬂm}zUen?uﬁﬁejénjaﬁccmaz,
mIsaiEn, SrwEniie] wax tWEnie) MuoaBuuiuuwdotoy. Swiiudtiey fiyduas
fu. Srwdancdiuien) n3ffinznasnoar Az duazEaldidwsdn Jnorgngudisn
cde ggintiey S1wgdnidlse warfinifistiomate. Srwéuntadoreldt aow gndignda
293810 Lué Tunidesiie). misiEn, SwEncd, SwEniie] war nsunSiofisgay
nzaw1 SurSnoIuEneegISie Ay 23JuInoet) S torind atotd. Srwezasudniou

2991i9900un21U7199USUEsU 1 A.
GounaauIjia.

IN.

9
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4. A variation 3 of confession of a man's love for a lady.

75 Thadeua Road Suanmone Octobe 23, 1995
Dear Sengchanh,

I expect you will not misunderstand what | am going to say in this letter. | believe
you will know how | feel towards you, because we have known each other for several
years. Let me come to the point now. My dear. | have loved you and realize that you are of
greatest value to me more than everything on earth. | feel sure that | shall certainly be a
heart broken and unhappy throughout my life. if you will not accept my love and marry
me. | confess to you that | always think of you and dream of you day and night. | want to
be near you all the time. because it makes me happy and refreshed. | am certain that you
only can bring my future happiness into my life. | do hope you will be kind enough to

accept my proposal and let me know your answer as quickly as possible.
Most devotedly yours.

Phone.

4. CUU 3 29INWFAWI O21UEN299671L ﬁawwazﬁc’_&mﬁj.

75 qrofiutnde oULUS Sud 15 g1 1995

fi9RTIUREN,

Srumnn3ariogiseddilatio WEiswmSreenio Winmugziul. S1wids
9111998998801 SrwEdnuuolodiie] wizdwonE1&InSsfivuariiv L1 oI
(0. é‘tz’ﬁé’lucgﬂcéﬂgﬁgnmwcﬁucﬁnz"’nén,é’nu‘tﬁzjjjénﬁsj ccaz‘tﬁﬁuczﬁ'ﬁuéﬂﬁejﬁ@uméuéj
‘Ems’méﬂwnggjﬁuzﬁwianéﬂﬁuéw, Srug1INAY (9391818 UAUSNEHN (ar2IN01UIN
nzmend3n faiiegartSusn uay suaPuRuSw, Srwearuiuniio)or S108nif) was
Uuctiatiediydu wax fiu Sweinazdoniisjigionsyencoar wizduazSalfidiugn
%y war 80 Su.Swunleor Jusitiesduagocdindiv mcl’%mmmﬁmowgnm 9230293810
U 21180, $1nS301 UeIfijrrnrauISunisele 29381 uas 1dwsninsuae] 1)

louto didiezutdid.
GoundWIRFNSH0E).
Wo.
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5. A gentleman confesses his love and wants to marry.

235 Luang Prabang Road Khunta Trst Der 1rst December 1995
Ladda, my dear,

| fear this letter will surprise you very much, but I trust the me after you have read
it over. | confess to you that | have decided to tell the truth myself several times, but could
not do so. | therefore am you in writing. Let me speak to you straight out. | love you, dear
want you to marry me. | promise you that I'll love you, and you on long. I'll try to make
you happy as most as I can. | hope you must feel what | have said, and | do hope you will
be kind enough to accept me. Please let me know your feelings as soon as possible 1 am

writing for your answer hopefully.
Your devoted friend,

Pheng

5. SWIWYINEIOTY FIRTWIWODIUENLILLINCAIIIV.

235 zolunDWwEyy. 2101 1 #uo1 1995
199300178nN,

2

goufl1ud13nnuxsiul aTSalficzn Ty chgounigs wloc1s

2 @ P
[l 2 a [

2z lw&oud N IASIWINNILIU 29ULK1ALWIVNF1D1 29U 1AL UENNDIUTFINR

2
s £

Goufiozelgsugimiud), whgeuniSndly Tudid, Gty 2ou33luuencanduaIuan

°

ngoy. lAgsurdfiuciafiy 91 £988N31, INMINEN, 1y SaufisInildicicagpuiu

oe

24, 29Uy NUIINDI 2989rENCA 1AL (ACNJOcNINU neYeng3n SusuIoUILRS]

e

P 2 (%

98, ggyazwrae USIHrIT00IWINTHYIHIO (didiasiSntd, 29y m3gd1Icie)
3

e

£3nd no1USImUiiBeutinodo tay Soutiogd tirar nzauIsuEngsy neguadlH
sou Yi&norwEdneeyitnutadidiasntuts.
Souniiansufmeuselritiounoluns.

cﬁsn%nesﬁ%m

¢ili9.
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6. A lady is admitting her love for a gentleman.
24, Savang Street Thongtoum 27th, December 1995

My dear Seng Chan, You can't imagine how glad | was to receive your letter this
morning 1 read it again and again to make sure that | understood every word that you
wrote. Darling, | do love you more than | can express, and | would have told you so
anytime, if you had asked me. | have always admired you and | know how fortunate | am

to have your love. Please come round to me and see.
Your loving,

Naly,

6. gwwcigmiliSjueunoiusnzeiae Wungwwyntiol).

24, NenlugcmdIy NnInU S, 25 Huor 1995

10 IVNSN,
Sredizruinnndattnenalieit teaduus WndittEuinms 293 11 Wwnouds
5. flegtdemdy swndoswsnitdicilad fogtédila mnéaaﬂuﬁéﬂutﬁejuﬁuccﬁa.
OHEN, ﬁsjéznéﬂymﬂycﬁwhaﬂﬁﬁSjaxzTJlJasm‘cﬁ. wazdIinazuenTh S1USYN0RN

Hdrwmninniuie) Ue3tdd tgugudrucdsunu war Joliudiluyuoingznuizeie]
w9 NtdnggnorwEnggdiy. 1hde I way 3uguiditeiton.
NEN29IH1L.

173,
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7. Favourable answer to a gentleman.
11, Fargum street Pakpasak Date: 11 January 1995
Dear Khamsy,

| hardly know how to answer your letter. I wondered why you were so silent last
time we met. It is quite true that we have been friends for years and | realize how valuable
we are to one another. | shall write you frankly that | feel honoured by your love, for |
know that it is the love of a good man. It is not necessary to tell you anything more. Come

round and have an answer from.
Your very sincerely

Naly

7. ©MBUSUSN OJWIYIO

o

11, nzolvigu Janyadn dun 11 Junsw 1995
&ruaSinEn,

2 2

gou$dnAwin iy TunuiisznsuInmIuee)dn 2sundnTaortioumn NIy

]

2 ' 2
o Q v Q

JogsucdicdswonEattdunuuaynicdol, unowwdgn woniSaducsuiiuvuimisd cas
gounUndivdguadivontSiinnuiy Juuingrewiglo. gsuszajuuen 111379
T2Qud128usdndunin Twaowsnas ), wizgsusoluidunoiwsngsIgingIuinac

213890 ucAo LT SIRT LTI tUNDIL. FuATunInsuSegn:

GHSncItouno1LI|

179,
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8. An other favorable answer to a gentleman.
18.8.1995
Dear Ketkeo,

I had spent the night thinking how | ought to answer your letter, and have come to
the conclusion that the only course is to speak frankly. Yes, my love. | feel honoured
beyond words by your proposal, but | cannot give you any definite answer. You had better
send your elders to speak to my parents.

Believe me,
Most devotedly yours,

Marina.

1
o «Q

8. nuuneuiitl TAAPWYNSNUULYI.

18.8.1995
SrunnuNonsn,
29u 10 (g0 mzyeniiutlisfiueindl nouneuInmIL293E13 100 1r TwHgon
tOAnA903lasyu @iudrduluyiSiioijngod: 2su Agcda d13AgtdRAul finedo, 8N,

g9u$Ininjn Tunnfisuaigeimiena1udn 299391, wO29uUKILIN THNINsUtin2InLn

De o

¢

L)

. WhdRgnrnouTeOG Imd U MgShivlcles)gsy
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9. Negative reply to a gentleman.
5, thatluang street

Banthatluang Date

Dear Kongkham,

| have just received your letter, and | just don't know to say what in my heart,

without hurting your feelings ................

Kongkham, your are a wonderful person and any woman would be fortunate to
have you as her lover, but I must tell you that | have never considered it possible to regard

you as someone more than a friend. 1 do hope you will not be angry with me. Please let us
remain friends.

Your sincere friend.

Dalida,

9. fneudsARnOgwILYIN
5, nEniunIngo’
U110 dun

$1uN9INWIEN,

N

' o
o o [ (=] P

soumiMiiSuinmuiee, war seundéeuduoln nyoiiu Fiseusdndu
fiolazeisey, nud tWinzfunzifiou daoruédnaeli.
Srune3ndy, (3uALE tar GS3GndndiitEugEniiy woy Awduiilen
8., thdsutioueniinvt seudfufiduiudnsuindie. uenwindudeundnixdidiv,
soumsytiionatasininssy. 2Wwondrsytiudeuiivdio.
ANcouti3Nae .

01901,
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10. Negative reply to a lady's proposal.

13, Pangkham
Xiang Nhune July 20, 1995
Dear Malavanh,

I have to thank you for your letter asking me to disclose my feelings for you. To
give you pain is the hardest thing on earth, but it must be done. | feel grieved to have to say
this to you, but it is the truth. | do not believe in love at first sight and certainly | would not
trust my happiness to the one whom | know so slightly. Forgive me if | appear to speak too
plainly. sincerely hope this may not mean the break of our frienship. Let us remain friends

as we have always been.
Your very cordially,

Thong

10. fneudrdintdszol esjguiKLd.

13, nzmiuyagan

2396u S 20, NAzAn 1995
fi93uIRIBuHEn,

soutiojzatlariiddvinmiugeiitialnissudndunoiuédnasidey Gile,
nuEctdicicsudonlativ c’ﬂw%%ﬁnwm%ﬁﬁmﬁgm?wian, €N Judeidicsn. gsy
$§1mgy%zﬁ*ﬂ’|c’ﬂuﬁsjma Buiidca Hutunoiu3s. ssudielunoiuEnamnnaudiviiy
w338II80 A unvsussuazd SOy Tazﬁ%usuaowgnasjésu Thanynéiy Hisoy
&3nu3dniey. 39ertw Wnnungsutioy mindiuddeudiSAivty: SsumBSidy3y
2901 (393189 WdrEntifonzuweswon@wnndin. SwonSrudoufiuaiouds
Scfeduuation.

Gounoiudnt UASLESS.

N9
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11. Unfavorable reply to a gentleman's proposal
35, ThongToum street
Ban Thong Toum 15th, May 1995.
Dear Thongsith,

Thank you for your letter expressing your feeling for me and the nice things you
have said about me. | do know that your love is very valuable and the girl who get married
with you will be happy throughout her life. Why don't | accept you? | am going to tell you
the truth now. I am an engaged woman. My fiance is now in Paris. Need | say anything
more? | do hope you will not misunderstand me. We had better be friends as we have

always been. We can see each other as usual.
Believe me.
Your cordially

Dalivane
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12. Lady's reply to a gentleman wishing to marry her
25, Phonthanh road
Ban Phonthanh Feb 28, 1995
Dear Khamsing,

Your proposal had reached me yesterday, | have read it over and over again. You
should know very well about my feeling towards you. It is not necessary for me to say
anything more now. It is the best way for you to come and talk to my parents on the
subject, won't you? | am sure that they will not object, for they have always had a great
affections for you and have at times even expressed the hope that you would be their son in

law some day. | am sure we shall be very happy together.
Your loving

Manivanh.
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13. A variation of lady's reply to a gentleman wishing to marry her

130, Naxay Road
Ban Naxay 15.2 1995
Dear Somchit,

Your letter was indead a great surprise although our long and affectionate
friendship. I could not sleep all night because of your let realize that you love me sincerely,
but I can't give you any definite answer. | am too young to consider about this important

matter. You should co round and speak to my elders.
Sincerely yours.

Darapheth.
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14. A gentleman announcing a change

234, Thong Khankham Road
Ban Thongkhankham 15.8. 1995
Dear Seng deuan,

It is not without deep consideration that I am writing this letter to you. The
happiness of two lives is an important thing that | can delay no longer. The fact is, | have
no same feeling of love for you that I had six months ago. It was my fault that | did not
make more sure of myself in the first instance. | beg to excuse me that | can't explain you
about it. 1 sincerely hope you will give me back my word. Forgive me if you can. I still

respect and admire you as much as ever.
Yours Sorrowfully

Thong Phanh
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15. A lady announcing a change.
115, Saylom Road 15th March, 1995

Dear Somphong,

It is time to speak to you quite frankly about things last week you asked me to
marry you, and | accepted. | do know that it was done in all sincerity. At first | thought |
loved you, but | have found that it was a mistake. | feel so grieved beyond words to have to
give you pain, but it is the truth... I don't love you. I am more and more certain of it every
day. | can't understand it myself, but | am quite certain of it. It must be Please give me
back my freedom. | have spoken to you quite frankly, because it is the right thing to do. |

sincerely hope you will forgive me
Very sorrowfully yours.

Vanida
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16. A gentleman accepts a change.
23, Sethathirath Road
Mixay Jan, 15, 1995
Dear Sengmany,

| read your letter last night with very mingled feelings. It had made me pain,
unhappy and sleepless. It seems a pity that you did not make more sure of yourself in the
first instance. However, there is no good in saying anything more. | am glad to face it. |
give you back your word. We had better not to write, or see, each other any more. | am

trying to bear it as | can. Let us part friends.
Yours always sincerely,

Sonboun
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17. A lady accepts a change
30, Nongduang Road
Ban Nongduang 30/12/1995
Dear Thongloun,

Yesterday | received your letter announcing a change in your feelings It was very
unexpected to me. What can | have done to give you such as idea? Yes. it was my fault for
having rushed you off your feet | have my best to make you care for me, but | see there is
some vital obstacle that | could never have surmonted. It is no use to think anything more
now isn't it? | do not wish to bring unhappiness and pain into your life. I give you back

your freedom.

I am sending you back a parcel of your letters, also your ring. Please return any

letters from me you may have.

Phaengsy
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18. A gentleman refuses a change

33, Samsenthai road That dam. 18th, April, 1995
My darling Duangdeuan,

I cannot help saying your letter has given me uneasiness. It has given a shock and
made me sleepless all night. Have | done anything wrong to you? Surely you must know
that you are the only person I care for. Your love is by far the most precious thing | have
on earth. You are more to me than you have ever been. | look forward to our marriage as
the most blissful moment of my life. Darling, please, think it over well again, and write a
little note showing me your feelings clearly. Anyway | do hope you with not break my

heart
Ever your loving

Kong many
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19. A lady refuses a change.

250, Sethathirath street Ban Thatkhao March 5, 1995
My Darling, Bounthong,

I have read your letter through again and again. | am not so sure that you are going

to do right thing. I spent all last night thinking what I did wrong to you
but I could not find it out.

Darling, what made you write such a letter to me? | do not understand all about it.
My dear, you do know that I love you more than everything in the world and realize that
you are the only person who can give me all my future happiness. | will be unhappy
through out my life, if 1 have no you by my side Darling, please think it over well again,
and write me a line to undo everything you said in your yesterday letter. The instant | get

your forgiveness from your own lips.
Much love from,

Vanviva
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20. A gentleman suggests to fix the wedding day
25, Phonkheng Road Ban Vieng chaleun 28th, April 1994
Dearest Malavan,

You know that I love you very much and wish you to marry quickly as possible.

Darling. | can't wait any longer. | shall never be nape unless we have been married.

I have good news to let you know I lately got a rise in my salary. At present | think

this sum of money will be sufficient for the two of us.

I do hope you will not delay any longer to name our wedding day there anything
more to prevent us getting married? I am longing to hear from you that you will consent to

an early date being fixed.
Your most loving.

Thong Phoun
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21. A lady asks to get married
Dearest Someboun,

Three months ago | spoke to you that | wanted you to marry me. you said you
couldn't think of it yet, because of my study. Now I finished my professional study and |
got more salary. | hope you will be glad about the rise of my salary. Darling, | want you. |
always think of you and you only. | shall never be happy unless I have you by my side.
Darling, now there is nothing to prevent us getting married. Let us get married next month
shall we? | am quite sure that our married life will give us more happiness we have ever
been. Do let me know your opinion as soon as possible. If you agree with me, we shall
name the day and get everything ready..

Ever your devoted
Dara
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22. A gentleman's favorable reply
Dara, Darling,

I am very pleased to receive your letter of the 4th. inst. | have read it through again
and again. | believe you are doing what is right. However am not sure to fix our wedding
day myself. You had better do it and let me know after. You should give me enough time
to get everything ready before the day being fixed, at least three weeks. Will that please
you? You know we have to find house, buy furniture and so on. | come round to see you at

the usual time and talk it over.
Your ever loving

Phonepaseuth.
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23. A lady’s favorable reply
Dear Kethkeo,

I do indeed understand. Yes, you are right about things. You have given me such an
excellent reason for our speedy marriage. how would the early part of February suit? You
know, we still have to arrange all sorts of things for our weeding. It is no so long to wait, is

it ? Come round to see me at the usual time and talk it over once again.
Your loving.

Saeng chanh
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24. A gentlemen’s unfavourable reply
Darling Sirichanh,

Do not think I’m cruel in writing this letter. But if you realize what you have means
to me to have write it, you would change you opinion. You see, now | have a lot of
business to do, coupled with my mother’s continued illness. You know, she has no one to
take care of her but me. | am sure you will agree with me that it is wiser for us to postpone

our marriage at least three months. I hope you will not understand me.
Your loving

Pheth sanghanh
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25. A lady’s favorable reply

Darling Khampheng,

I know that this letter must seem the most heartless cruelty to you, but I don’t know
what I am going to do. You see I can’t leave my father so soon, because it is very hard for
him to get a lone here without me. Of course he does not say a single word, but | observe it
clearly. Further more | want to study the knowledge of needle work the designs of dresses
soon. | am sure you will agree with me that it would be wiser for us to wait until the time

comes.
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26. A gentlemen’s announces his engagement

Dear Thong,

| have a piece of good news for you. That is | am engaged to be married to Miss
Dalida next month. I am felling so happy | hardly know what |1 am doing. | want you to see
her very much. She is the best and dearest girl for me. I feel the luckiest man on the earth. |
can tell you | needed some courage to interview her parents. However the interview went
off very satisfactory, | was able to assure them of my position and when they saw that we
were really attached to one another they made no further objections. Come round and see

me some time.
Fondest love from

Bounpheng,
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27. A lady announces her engagement

Dear Mali,

| am going to surprise you very much, | am going to be married to Mr Korakan next
month. | simply could not refuse him again, besides | began to see that | had cared for him
all time. He came round last night and said I simply must marry him. You know his quiet
certain manner. Of course | give in. | somehow have always thought that I would have to
in the end. I feel more happy than I can say. Do let me know what you think about it all. 1
hope you will be glad for me sincerely. Mother and father are awfully pleased. Come

round to tea tomorrow, and then I shall tell you all about it.
With love

Sisay
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28. A gentlemen congraduates his friens
Dear Bounpheng

I am writing this letter to congratulate you most heartily on your engagement to
Miss Dalida. Yes, she is the best and dearest girl. My sister speaks highly of her. | am very
pleased for you that you are indeed fortunate in having won so a true heart. And she too is
fortunate in having you as her husband. | feel sure that you are suite to one another, and
will always help one another through the tails of life. Now | understand why we have seen
so little of you lately! I shall go over to see you and your lover sometime. Would this

weekend suit you?

Your ever,
Thong
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29. A lady congratulates her friend

Dear Sisay,

| have read your yesterday letter. A thousand congratulation! | feel quiet excited
about it. Of course you were right to accept him. I know. | know how him rather well. He
IS the best man | have ever seen. I don’t know which of you is the luckier? I realize that

both of you are very valuable to one another pray always for your happiness.
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30. Asking a friend to be the best man
Dear Thong sing,

| do not want to surprise you, but the time comes true. | am going to be married to
Miss Marina on the 2" of December. | want you to be my best man. I know I shall be
nervous on the wedding day and I shall need someone like you to key me good form. You
have for so long been my closest chum that | hope you will not refuse me this favour. Do

write and say you accept.

Yours very sincerely

Thongma.
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31. Acceptance to be best man

Dear Thongma

Thanks a lot for your kind thought. Of course, | will be your best man on your great
day. But I must tell you first that | have never been before and | do not know the duties of a
best man at all. However, 1 shall try my best for you. When shall 1 come round and talk it

over? Would Sunday next be a suitable day for my arrival?
You ever effectionality,

Thonsing
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32. Refusal to be the best man.
Dear Thongma

Yesterday | received your important letter. | thought I should like nothing better
than to have been your best man, but the fates are against it. I can not tell you how
disappointed | am that | have to decline. The fact is | am going aboard for business
activities , and it would be simply impossible for me the remain here for your wedding . if
it is a matter of my own choice. | would not hesitate to do it other wise, but | have to think
of my duty to extend our economic activities in foreign countries. | do hope you will

forgive me. | wish you the happiness though your marriage life.

Very sincerely your.

Thong Phoun
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33. Asking a friend to be bridesmaid
Dear Mary

I am going to be married to Thongma on the 20 th of May. You know | have to
find two friends to be my bridesmaids. The another one whom I choose, for you are one of
my closest friends. The another one is Malivan, our friend I do hope you will say “yes” and
are willing to be by me on the most important day of my life. Now | am arranging all the
details of the ceremony, and have no time to go anywhere. Come round and help me

sometime. you have brilliant ideas about dresses when can | expect you?

Your loving friend,

Malithong.
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34. Acceptance to be bridesmaid
Dear Malithong

Congratulation! You are indeed fortunate in having won his heart. He is very brave
and famous all over this country. I am sure you will be happy though out your marriage
life. Certainly, My dear, | shall be one of your bridesmaide willing. I am sure | shall
manage famously, especially that part about the bridesmaid! I shall come round to fix it up

with you tomorrow evening.

Your ever loving
Maly
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35. Refusal to be bridesmaid

Dear Malithong

Thanks a lot of for your kind letter. | cannot tell you how disappointed | am that |
have to decline to be your bridesmaid. The fact is the doctor has ordered me to have the
most complete rest and advised me to change air at Nakai Plateau for at least two months. |
do hope you will not misunderstand me. However, you have so many friends you will
easily find someone else to take my place. At any rate it is you who will be the necessary
person on the important day. | hope you will come round and see me before | have next

Monday.
Your ever.

Sounksavan
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I1l. FAMILY AND PERSONAL AND PERSONAL LETTERS
36. From a mother to her daughter on her declining morals.
My dear Daovone,

| have just heard a few unpleasant thing about your mode of living and you can’t
imagine how distressed | feel to realize that a girl like you could change so much so
quickly.

Your father and | used to be proud of you, but today your conduct has brought
shame to us. | know, however that we haven’t lost every thing yet. While there is life, there
is hope, and | feel sure that you can easily discard all the bad habits that you have acquired
and live up to your former reputation.

I don’t have to remind you that girl’s best asset is her moral character and chastity.
When she has lost one of them, she loses everything. | therefore advise you to think
careful, before it is too late.

Yours lovingly,
Mother
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37. From a daughter to a mother denying that she has behaved
shamefully.
My dear Mother,

I am really surprised that you could so easily believe the reports against me and
write to me without ascertaining the facts.

I am fully aware, Mother, that the greatest that a girl can have is her moral
characterand chastity, and | shall never surrender this most valuable asset of mine. You
must believe me, Mother! | have never done or shall ever do anything that may be
considered shameful or despicable by any moral standards.

| am also aware of the great pride that Father and you feel in my achievements, and
I have always considered myself lucky to have parents like you. Trust me, | shall never

bring disgrace to our family. | have certainly been maligned by whispering always poison
the truth. You must disbelieve the reports you have heard against me.

With love to you and Father,

Your loving daughter,
Daovone
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38. To a mother from a daughter confessing her feelings of shame at
having earned a bad name.
My dear Mother,

I have just received your letter, and to my shame, | must confess that | have of late
behaved rashly and exposed myself to odium. Please forgive me. Mother. | promise you
will never hear any more unsavory reports about me. | am extremely sorry for having
caused you and Father so much distress; but I am grateful to you for the invaluable advice

you have given me and for being so temperate in your language.
With love to you and Father,
Your affectionately,

\onesi
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39.From a mother to a married son who has asked her to live with him.
My dear Buathong
It's so sweet of you and Naly to ask me to come and live with you; but nothing can

change my mind. | know my duty better. One of my greatest pleasures is to think of your
happy home, and your dear children growing up around you. | hope to come and see you
and stay with you often, but | know I mustn’t live with you, however much | might like it.
Young married people so much in love as you and Naly are should never have their

happiness marred by the intrusion of a third person.

That is final, because | know | am right. | shall be very comfortable in my small
house your father has left and shall see you often. I must however confess that your loving
letter has given me exquisite pleasure. | shall always remember that you wanted me. God

bless you both!
Your loving,

Mother
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40. From a father to son away at school about the son's conduct and

progress,
My dear Souk,
| am sorry to say that | have had a letter from your Principal stating that he and

your other teachers have been very disappointed both your general conduct and your
school work.

I know, son that you find it hard to keep up with all yours perhaps you have got
discouraged and think that it is not worth bothering. Believe me, nothing can be further

from the truth. It is in facing up with

difficulties that true character shows itself. Nobody expects impossibilities and | am not
asking for perfection. What | expect you to do is to keep trying steadily, both with your
school work, and in your conduct. You will then not only give satisfaction to your teachers

but also find school life happier and pleasanter for you yourself.

I urge you to work hard for the rest of this term, so that your report will be a better

one than what it seems likely to be, on present showing.

Your mother and | send you our love. All we want is for you to develop your
abilities to the full, and learn to lead a happy and useful life.

Yours affectionately,
Father,
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41. From a gentleman to his sister-in-law asking for sympathy and
inspiration after the death of his wife.

Dear Linda.

You know how much I loved your sister who is no more. She was such a wonderful
wife that she made my life happy and meaningful while she was alive. Today, everything
looks black and ugly, though I have all the necessities and comforts of life.

As you loved your sister, you are the only person in the world who can understand
my feelings in her absence. You are the only one I can turn to for hope and comfort. |
really need your sympathy and inspiration, Linda, to lighten my grief-laden heart and
mind. When your sister was alive, you used to tell me a lot of interesting things which only

added to the joy and happiness that your sister radiated.

Will you write to me as often as you can to tell me whatever you like and dispel my

feelings of loneliness and brighten up my life again?
With all good wishes,
From your brother-in-law,

S. Peter
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V. Condolences : mugzuninoiuge s

In case of bad luck, illness and death, a letter showing condolences and sympathies

to the unlucky family's member should usually sent.

Tunazilgnsy, (GUNURULE Kay Ny Muiuzadoduin 89 3nnusy
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42. On the death of someone's father.

Dear somchith,

It was with real sorrow that I heard this morning of the sudden death of your father.
I knew that your father was ill, but I did not think the illness was so serious, the news of

this death come as a shock. You have my sincere and heartfelt sympathy in your sorrow,
With my warmest sympathy.
Your sincere friend,

Thongsa.
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43. Reply on the death of someone's father

Dear Thongma,

| deeply appreciate your most kind letter of sympathy. My grief is indeed most
bitter. He passed away suddenly without saying anything to me. He was very good and
kind to me but I have no chance to repay his kindness. And it is hard to face the fact that |
live the rest of life without him. It will be very nice of you to come to stay here and keep

me company during this mournful time.

Your sincere friend.
Somsi.
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44. On the death of someone's mother.
Dear Mali,
The news of your mother's death made me deeply grieved. The shock to your

family must have been terrible. Her death at so early age was most unexpected. May God
sustain all of you in this sore trial. It must be a great comfort to you to know how ready
your mother was for the call to a better world. No more saintly or charitable woman ever
lived. | pray that God give you the strength and courage to face the future without her, with

hope and confidence.

Your Sincere friend.
Malivan.
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45. Reply to a friend on the death of mother
Dear Dalivan.

| thank you for your letter of sympathy | received this evening. Mother was
everything to us. She never had a thought for herself, and spent her whole life thinking
how best she could make us happy. She was very good to us all, we have loved and

respected her so much. Well, we have to face our loss as well as we can.

In this hour of sorrow, your kind words of sympathy are a great comfort for us and

we thank you once again for them.

Yours sincerely.
Mali
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46. On the death of a Friend's husband.

Dear Buavone Dupont.

| feel impelled to write to you at this time and express my deep sympathy over your
loss. You have my constant thoughts. My own grief is severe. Mr. Dupont and | were
friends for years, and | can not yet bring myself to realize that | shall see him no more. |
pray that you may be sustained by a Higher Power.

Yours very sincerely

Andrew Douglas.
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47. Reply to a friend on death of her husband

Dear Andrew Douglass.

Your words of sympathy have indeed been a real comfort to me. | feel

stunned by the blow. But I trust in the Devine love. Nobody goes against will I know that
all must be for the best. | am thankful to think that his death was painless and truly a relief
from his great suffering.

I hope to see you soon and tell you personally how much | appreciate your kind
words.

Sincerely
Buavone.
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48. Reply to a friend’s the death of his wife.
Dear Mr. Dupont.

I have just heard with profound regret of your wife's death after a show illness. My
wife and | feel her passing in a very personal sense, as we enjoyed her friendship and
hospitality on so many occasions. She was a charming lady and we understand how greatly
you will miss her. You have our deepest sympathy.

Yours very sincerely

Yves Dubois
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49. Reply to a friend the death of his wife

Dear Mr. Dubois.

I am very much grateful to you for your short letter of sympathy. It is impossible
for me to say how terrible is my loss. | fell the blank so much. I can yet hardly believe it is
true. But | have indeed been comforted by the knowledge that all was done for the best by
the Divine wisdom. It is a blessing to think that she was spared greater sufferings. She was
everything to me for years, and now she is gone. | hope to see you soon and tell you
personally how much I appreciate your kind words.

Very sincerely
Dupont.
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50. On the death of a lady's child,
Dear Sisavane,

I was shocked and saddened to hear of the death of your little son (or daughter). Please
accept my deepest sympathy. If there is anything at all that | can do, please don't hesitate to

get in touch with me at once.

Yours very sincerely
Sengchanh.
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61. Reply to a friend on the death of a child

Dear Sengchanh,

We deeply appreciate your kind note of sympathy. Our grief is indeed most bitter.
(He/she) was all in all to us. But we trust that there is nobody goes against the Divine will.

We are bearing up as well as we can

Very sincerely.
Sisavane.
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52. On someone's illness.

Dear Soka,

I am deeply saddened to learn that you are being so seriously ill. I should like to
come and visit you very much, but my business prevent me. | am sending you some
flowers and fruits herewith. Your friends in this office are very anxious about you. They
asked me to assure you of their deep sympathy and their ardent desire for your speedy
return to health.

Yours very sincerely
Thongma.

52. nyonunwcludougsiliow.

Yamadignaws,

BourS1 19SS z"’n‘cﬁéé’nc%’niy‘wﬂawﬁn. gougdINdTL I UYL € 2INJWYAL
Rnzaiteutisngoripor. deufiul Ssudsnentd war owntduildics, ey 2o
g lagnudgndumoydutoincime. vondnaeligsuesuuiduseiicinfisnorudiudn
Ftasudndy war aorudInTzow §UEESjﬁ°I28jZUOTIE§°ImAU°mTU’ﬁE%‘Iﬁ@ﬂ?%lU‘lUﬁﬁﬂJU‘l
lngto.

Ynuao1wiNads.

N9,

62



53. Reply to a friend on her or his illness

Dear Thongma,
You are very kind to me | cannot find words to express all | feel for your warmest

sympathy and fruits Flowers are very beautiful and fruits very tasteful. It is indeed a great
consolation to me to observe that all of you do not forget me, and that you all continue to
show me sympathy through my long illness. | shall never forget the very genuine marks of
friendship you all have shown me. | am glad to let you all know that | am improving in
health. | want to write more, but I still scarcely able to hold the pen. I had better close now.

Yours very sincerely.

Soka.
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54. On the illness of someone's mother

Dear Malithong,

| am writing this note to show you my regret at the serious illness of your mother |
did not expect she will be ill easily, for she is a strongest one. | believe you are very
anxious about your mother's sickness and are looking after her carefully all the time. | do
hope she will recover soon. | intend to visit her tomorrow and keep you company for the

whole day. Please accept my sincere sympathy.

Sincerely yours.
Malivan
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55. Reply to a friend on the illness of mother.

Dear Malivane,
Thank you so much for your warmest sympathy. | can not find words to express all

| feel. Yes, | am indeed anxious about her, and have to take care of her all day. | was
excited with fear at first time, but now | am glad to see that she is much better. I am
looking forward to your visit with all my eagerness. Mother is very much delighted to see

you too.

Yours very sincerely
Malithong.
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56. Condoling with a friend who broke his arm,

Dear Thongpheth,
The news of the motor-cars collided and you broked your arm the day before yesterday. In

this morning newspaper has made me deeply distressed. How unfortunate you are, my dear

fellow ! Be a man and face it bravely!

However, | feel quite sure that you are beyond the experienced doctor's help. 1

intend visiting you to-morrow evening, after the office closed. May God protects you .

Very friendly
Thongphanh.
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57. Condoling with a friend whose house was burnt down

Dear Vanhthong

This morning | heard that your house was burnt down last night. This news brought
great discomfort to me. | sympathize deeply with you in your terrible loss. Although you
are indeed lucky in having insurance against loss by fire, but I am sure you are not well
covered by it. However, there is no use to talk about the past. We had better think of the
present and the future. If I can be of any help to you, you have to let me know

immediately. I am willing to supply you without limit.

Sincery your
Thongvanh.
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58. Condoling with a friend who failed in business

Dear Amkha,

I am deeply regret having heard that you lost a lot of money and that you are going
to give up your business at the end of this month. I never expected to hear such things. It
caused me great surprise. | sincerely sympathize with you in your great misfortune. Cheer
up and try again. Don't let one discourage you. Never lose heart to fight your way in life.
You are a real fighter who never surrounded. | am convinced that you will overcome all
difficulties, and that you will be able to get back to your former position of prosperity once

again in the near future. |1 wish you every success.

Very friendly
Samly.
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59. Condoling with a friend who failed in the examine.

Dear Souk,
I just found out from Mali this evening that you failed in the entrance examination.

You have my sincere and deep sympathy. Don't be sorry, my dear You had better try your
best again. | am quite sure you will make up your mind right now for real hard work. Do
not allow yourself to be carried away by the natural love of cave and pleasure. If you can
bring yourself to do this, you will certainly pan your examination. | do hope you will study
your lessons patiently and persistently from now on.

Very sincerely,
Duangta.
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V. Requests (fiznoiugoucdio)

60. To a Friend for a loan of money

Dear Souk,
I have an urgent need of some money. Could you lend me one hundred dollars? I'll

return it by the end of the 3rd of this week.

Yours sincerely.
Ly
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61. Favorable reply to a loan of money

Dear Ly,
Your letter asking me for a loan of money has just a arrived. | can certainly lend

you the money you need so urgently. Please come and collect it any time you wish.

Yours sincerely.
Souk.
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62 Unfavourable reply to a loan of money.
Dear Ky,

I have just received your letter asking for a loan of money. | am, however, very
sorry to say that | am not, at the moment, in a position to accede to your request, as | have

spent all the money | had to buy a car.

You must, therefore, excuse my inability to help you this time. As you will

remember. | did help you on several occasions in the past.

Yours sincerely
Sy
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63. Another negative reply to a loan of money

Dear Keo,

Your letter asking for a loan of money has just reached me. | regret however, to say
that | cannot oblige you anymore with financial assistance. I am sure you remember the
number of times | have lent you money to save you from all sorts of troubles, but you have
never cared to keen any of your promises to return the loans.

With what face do you ask for further assistance? | certainly do not trust you any
more, and | wish you knew how much it hurts me to say so.

Please look for someone else who can give you the loan you need so badly.

Friendly
Kong Kham.

63. nunsuUsfitancuusunnIuE Uy,

cHonSnws,

£

AnoWIwLd UL Eou. €1370N0 9uiguTAtitd191 900100 TH
02WKoomN1I NIV cuuTncuunligencidnedo. gouul 1991 (318931 10d1294L0

o [

VIR LINAsndo (Weg0uc3118) duangiasiinnoruiisnssuge)idl, A

2

v
° as

ilinuSnwluEvLag2etu Tunwdgudutuduindisy.

Je

a

cdocAdycunoicunmIuIgnowgaumAsntd8n tiagl1n? «uusy wdod1gsuy
1501309 1A8NAY 1z SoumdjordiIshorbutiSnliigsy (FudonyiswIfo Hiie)

2
[

(UG ULNUCR.
AtUgenmdSy tidez1unTiEuiduniunoutisInudugosiucitiucio.
QounoruSnuws,

ngIal

72



64. Requesting a doctor to see a sick person.

Dear Dr. Kong keo,
| should be so much pleased if you can see my father who is ill. He has high

temperature and is unable to swallow anything, including liquids. I am very worried about

him. Please come as early as possible, as my father will have a bad night otherwise.

Your sincerely
Nina
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65. Requesting an advance on an employee's salary
Dear sir managing Director.

Owing to an unforeseen event, | need some money very urgently. | should therefore
Should therefore esteem it a great favour if you would let me have an advance of $ 100 on
my salary today.

Yours faithfully.
Souk Sisongkham,
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66. Favourable reply from a manager of a firm.

Dear Souk Sisongkham,
With reference to your letter asking for an advance of $ 100 on your salary, | am
pleased to inform you that your request has been granted. Please see our financial clerk as
soon as you can.

Your faithfully
Chanh Singmany
(manager)
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67. Negative reply from a manager of a firm.

Dear Souk Sisongkham,
With reference to your letter asking of $100 on your salary, | regret to inform you
that I am not in position to accede to your request this time, as your records show that you
have been granted such requests more often than not. We would certainly be creating a bad

precedent if we continue to oblige you with and such assistance.

Yours faithfully
Chanh Sengmany
(Manager)
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68. Another negative reply from a manager of a firm

Dear Souk Sisongkham.
Reference to your request for an advance on your salary, | regret having to state

that it is not the policy of this firm to accede to such request .

I am therefore not in a position to be assistance to you in the matter.

Yours faith fully
Chan Sengmany e o
(manager)
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69. Requesting a friend to be his son's guardian.

Dear Thongthib,
My eldest son will complete his studies in Pakse Province within the next month. |

hope you remember him well, I should like very much to send him to continue his studies
in Vientiane, and let him stay with your family. I am pleased to entrust him to the care of
you. | feel quite sure that he will respect your authority in every way. He is a good boy.

For the expenses, you need not to worry about it at all, I shall supply him through
you until he succeed in his study. Sincerely hope that you will love him and be kind to him
as | do, and that you will be willing to shelter and look after him as you are his own father.
If I do not hear any objections from you I shall send him to you in September

Yours sincerely
Thongphanh
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V1. Congratulation 3nowagscninowudud

70. Congratulation on a friend's success

Dear Souksavanh,
| rejoice to know that you have been appointed to a good post in a large

commercial firm. The salary is indeed gorgeous and the prospects excellent. | sent my
heartiest congratulations, and hope that you will be very happy and comfortable in your
new position, and find it all that you expect.
When you are free, write me again. | should be delighted to hear from you.
With all good wishes.

Yours ever sincerely,
Southchay.

70. grangnoudiud waowdrdnesidiov.
sngrm3uiEnaws,

c%ﬂﬁ‘ﬁ@zﬁé:'J°|Im‘cﬁﬁnccc‘wjﬁyﬁj‘h’ﬁguasjmccuﬁjf’nﬁ WHSE0 N o whgely, u
(A2uNINIIWU wazIluoingu NARNSY. 23zenInoIl SudguBuiouladgl uay
fiogdaln fiyacdnoiugn way norugznongzwiwludiyindiloizente, cay Indinzomm
§920n it Stiuddion. (fetnloamdnnldieguwdn, SiguardlaiittEueioan
o

AGouna1umStiynéa.

0.

79



71. Reply to a friend's congratulations
Dear Southchay,
A thousand thanks for your congratulations. | can tell you that | never expected to

have such a great success, but it did come as a very welcome surprise. | hope | may see
you soon and tell you how much | appreciate your words. Thanking you once again that

you take so much interest in me.

Very cordially yours.
Souksavanh

71. SIO2UNNDWE LSu2otio.

aotaiigncws,
soulaiiudiodnIunorudubs uiBuzeln, Sigauinusntattor SadduninmnSsi
W& nowdrdnsudilnaduidy, cacdoiiti g dindtuividuass. w3
91 (81899 thduleluds efiestuen tnordiddaninndvnzetngidacualn,
2oula8nS miigitnd N ata tubioda.
Gournlzle3).

INJLMDIY,

80



72. Congratulating on passing the examination.

Dear Vanepheng,
It is with the most sincere pleasure | write to congratulate you on the passing of

your examination. I am so glad to see your name stands first on the list in today's paper. |
am sure you thoroughly deserved to pass it. Your parents must be feeling very proud of
you.

In conclusion | wish you every success you desire.

Yours very sincerely.
Bounpheng
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73. Congratulation on admitting to a university.
Dear Vilay,

You can't imagine the joy | feel at knowing that you have been admitted to the
university to persue a course of your own choice. What a stroke of luck! Heartiest
congratulations. Going to the university is, I know, your first step to a distinguished career,
and | can Imagine the style of life you will lead on completeness of your studies. You
won't discard me when you are horribly rich and famous, will you?

Do write to me once in a while to keep me informed about your progress at the

university and all about your future plans and ambitions.

From your devoted friend.
Vilayvang.
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74. Congratulation on a friend's engagement
Dear Pheng,
Please accept my sincere congratulation on your recent engagement. | only heard of

it last night, or I should have written earlier. We all like you very much. Every body speaks

so highly of you. You are, indeed, a lucky fellow. I do hope you will be very happy,

Yours sincerely.
Phone
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75 Reply to a friend about his engagement.

Dear Phone,
Very many thanks for sending your good wishes on my engagement. It is indeed a

wonderful time of one's life and | am determined to enjoy every minute of it.
I should have to come and see you. | shall be along on Saturday evening unless you
say "no" .Affectionately.

Pheng
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76. Congratulating on a friend's Marriage.
Dear Soutchai,

Please accept my sincere congratulation, on your recent marriage. | am very
pleased to read about it and see the photograph of you and your dear wife in a weekly
newspaper You are a lucky fellow to get a good and beautiful girl like that. Your many
friends in this town join me in wishing you and your wife the greatest happiness.

Very sincerely.

Thongsa.
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77. Reply to a friend about his marriage.
Dear Thongsa,
A thousand thanks for your congratulations | feel a regular brute not having sent

you a message about my marriage, but | am begging you to excuse me for this fault just
now. Yes, she is good, beautiful, clever and well educated. We have been in love with each
other for over three years. | know that all my happiness lies in her hands, and all her

happiness in mine. | hope we may some times come round to visit my native town in the
near future.

Yours sincerely.
Soutchai
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78. Congratulating on the birth of a child
Dear Bounmy;

Heartiest congratulations upon the birth of your daughter . You must both be
extremely happy. | hope your wife is getting on very well and the daughter son is

flourishing . I shall come to see you as your wife is better.

With my hearty good wishes.
Bounma
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79. To to a friend about the birth of a child

Dear Bounma,

We are very pleased to have received your kind letter and we feel more obliged
than we can express for your congratulation. Yes, my wife and my daughter have good

health! We call her Valina. | am sure that you love her.
She is in good health, lovely and intelligent. I hope that you visit us soon.

With best regards from my wife and me.
Bounmy.
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80. Congratulating on a friend's Good fortunes.
Dear Malithong,

You can not imagine how pleased | was when | heard that you are fortunate to have
three million kips by lottery. You are really a lucky fellow. You are now a millionaire! |
hope you shall never forget me , your old friend. In conclusion , | wish you every

happiness.

Yours faithfully
Malivanh
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81. Reply to a friend about getting the good fortune
Dear Malivanh

A lot of thanks to you for your letter of congratulations. Certainly, it is really my
good fortune to get the first prize. | never thought to get it, but it came as a great surprise. |
bought only one ticket that meant the chances were million to one against me. | hope we
may meet and dine together sometime. | am sure you are in the best of health as you
always have been.

Your sincere friend
Malithong
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82.Congratulating on a friend's appointment.
Dear Thongsouk,

You cannot imagine how pleased | was when | heard that you received the
appointment of secretary to the cabinet of the Prime Minister. 1 am sure you thoroughly
deserved to get it, and there is no one more capable of fulfilling this position than you.

Please accept my sincerest congratulations.

Yours truly
Thongsay
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83. Reply to a friend about the appointment.

Dear Thongsay,

Thank you, indeed , for your friendly letter of congratulations .In fact ! try my best

to improve the quality of the service.

Can we meet somewhere soon? | shall be pleased to see you and have dinner with

you soon.

Sincerely .
Thongsouk
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84.Congratulating on a friend's promotion.
Dear Sounthone,

| was so pleased to hear that you were promoted to be captain in the Lao People's
Army. This promotion shows clearly that it is the reward of your own ability and it is quite
deserved. | am feeling very proud of you, and wish you would be raised to a higher rank

soon. | beg you respectfully to accept my heartiest congratulations.

Sincerely yours .
Somchanh .
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85. Congratulating on a friend's victory
Dear Somsay

Congratulations on winning the snooker tournament ! | only heard about your
victory last night or | should have written to congratulate you earlier. You thoroughly
deserved to get the snooker championship of LAQOS, | am sure. Your winning is
undoubtedly a very great credit to al! Lao people , particularly to yourself. In the name of

all Lao people and mine, | wish you very happiness.

Yours truly
Somchin
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86 Congratulating Miss LAO Fashion.
Dear Sengmany

I am writing to congratulate you most heartily on your victory. | was so much
delighted to watch you in the special TV program that you were selected to be Miss LAO
'S Fashion for B. E 2538 . It was undoubtedly when | saw you in the first round that you
would certainly be the winner, and now, you see my imagination has come true. Your
beauty caused all men and women to admire you, including the committee. You are the
luckiest girl of the year! The crown is suited to you admirably.Congratulating you once

again on your winning the honor, fame and fortune.

Yours sincerely
Sengchanh
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(9.

VII. Greeting

87. New year Greeting .
Dear Somsay

The follows in our crowd enjoyed this Pimay as last year. We are now preparing for
the New year festivities. In our program of amusements, we shall love singing and dancing
after dinner. We all miss you and would like you to join us very much. | have nothing to

say more now, but wish you the happiest New year.
Sinecrely.

Somchith
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88. Reply to New year Greeting.
Dear somchith,

Thank you very much for your beautiful New year card, and | hope you will have
received mine at the same occasion. The memory of last year's celebrations still lingers
very vividly in my mind. | wish | would be in Vientiane at the time and join the follows of
our crowd very much. I once more wish the greatest happiness and prosperous New year to

you and all of our friends.

Very truly
Somsay
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89. Birthday Greeting .

Dear Sisouk,

I am writing this line to compliment you on the arrival of your birthday. Many,
many happy returns of the day! I am sending you a wrist- watch as a small token of my
love. | chose it yesterday and | believe you will like it My heartfelt wishes for many returns
of this happy day.

Sincerely yours
Sisay
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90. Reply to Birthday Greeting.
Dear Sisay

Your letter reached me in good time for my birthday, as also did the most beautiful
wrist_watch. Thank you a thousand times for both of them I shall treasure them as long as |
live. I thought of you all my birthday, and wondered what you were doing and whether you
were thinking of me This year my birthday party was very dull, because you were not by

me.
Sinecrely.

Sisouk .
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91. Greeting a friend who goes abroad

Dear Kongkeo

I am very proud of you that you had passed the competitive examinations of the
fellowships of the United Nations to study economics in France for two years. | am
convinced that you must be able to bring back a very great credit and fame to our country,
to Lao people , to your whole family, and particularly to your self. I am certain you will
make a great use of your life after you have been completed of studies. In closing | wish

yOu Very success.

Very truly
Kongpheth
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VI INVITATION mucSecdy

There are two kinds of invitations as follows:
-formal invitation
-informal invitation

The formal invitation is an invitation planned for an official or important ceremony.
The guests who go there can not be friends but they have got relationship only by their
work and duty. At the right corner of the invitations card a footnote of "RSVP"; a French

word meaning "Please answer " is usually written beside or above a phone number.

The informal invitation is an unofficial invitation. Usually it can be held to friends
or relatives orally, by telephone or by letters.
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A. Formal invitation:
cuuunIgnay

92. Invitation to dinner

Mr and Ms. Kou Kiravong
Have the pleasure to request the company of Mr and Ms Peter
White at dinner
On Sunday October the tenth at seven o’clock
At
The Mekong Restaurant
Thadeua road, Vientiane

R.S.V.P

Phone: 212542
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93. Acceptance to Dinner Invitation.

Mr and Ms. Peter White
accept with pleasure the kind invitation
of
Mr and Ms. Kou Kiravong
for dinner on sunday, the tenth of October

at seven o’clock
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94. Refusal to Dinner invitation

Mr. and Ms. Peter White
regret exceedingly that their absence from town renders them
unable to eccept the kind invitation of
Mr. and Ms. Kou Kiravong
for dinner
on Sunday october the tenth

at seven o’clock
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95. Invitation to dinner

Mr. and Ms. Keo Duangchay
Request the pleasure of the company of
Mr. and Ms. Peter Black
To dinner
At their residence in Dongdok Vientiane
On Sunday, the third of October, at 7 p.m
on the occasion of the marriage of their son
Peth Duangchay
To
Nang Chanh Duangmany
Duagther of Mr. and Ms. S. Duangmany

R.S.V.P — Phone 732077
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96. Acceptance to dinner invitation.

Mr. and Ms. Peter Black
Accept with pleasure the kind invitation of
Mr. and Ms. Keo Duangchay
To dinner
On Sunday the third of October at 7. P.m
On the occation of the marriage of their son
Pheth Duangchay
To
Nang Chanh Duangmany
Duagther of Mr. and Ms. S. Duangmany
74, savang Road
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97. Refusal to dinner invitation

Mr. and Ms. Peter Black
Exccedingly regret that the previous engagement
Prevents their
Excceptance of Mr. and Ms Keo Duanchay’s kind invitation on
Sunday evening, October the thid at 7 p.m

74, savang Road.
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98. Invitation to a wedding

Mr. and Ms. S. Sengchanh
request the pleasure of Mr. and Ms. P. Winter’s company
on the occation of
the marriage of their duagther
Mary Sengchanh
to
Peter White
At 175, Lane Xang Avenue, Vientiane
On saterday, December the nineteenth
At five p.m
And afterward to dinner at Mekong Restaurant

At seven p.m
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99. Acceptance to wedding invitation

Mr. and Ms. P. Winter
accept with pleasure the kind invitation of
Mr. and Ms. S. Sengchanh
at the occasion of the marriage of their daughter
on Saterday December the nineteenth
at five p.m
at afterwards to dinner at Mekong Restaurant

at seven p.m
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100. Refusal to Wedding invitation

Mr. and Mrs. P.Winter
exceedingly regret that their illness
renders them unable to accept the kind invitation of
Mr. and Mrs. S.Sengchanh
at the occasion of
the marriage of their daughter
on Saturday, December the nineteenth

at five and seven p.m
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111. Invitation to a funeral

Dr. P. Weber
requests the honour of your presence
at the funeral Service of his wife, the late
Mrs. Anny Weber
on Saturday, the fifteenth of October
at the Assumption Cathedral, Vientiane
at 1.00 pm.

thereafter the catholic cemetery for interment
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112. Acceptance to funeral invitation.

230 Savang Road
ThongToum, 10/10/95
Dear Dr. P. Weber,

| sympathize deeply with you in your terrible bereavement. It is indeed an

irreparable loss. May God sustains you in your sore trial.

| greatly appreciate your kindness in giving me the opportunity of showing my

profound respect for the memory of Mrs. Anny Weber. | shall certainly attend.
Very sincerely Yours

Peter Winter
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101. Invitation to a Birthday party.

Mr. and Mrs. P. Jonhson
request the honour of your presence
at their son Som Ock's birthday
party on Saturday, the sixteenth of December
at seven O'clock
at Sensouk Restaurant, Samsenthai Road
Fancy dress
R.SV.P
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102. Acceptance to a Birthday party

Mr. and Mrs. P. Vincent
accept with pleasure the kind invitation
of Mr and Mrs. P. Jonhson
to the birthday Party
on Saturday. December the sixteenth
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103. Refusal to Birthday party
Mr. and Mrs. P. Vincent
exceedingly regret that the previous engagement
prevent them to accept the kind invitation
of Mr and Mrs. P. Jonhson
at their son's birthday party on Saturday, December the sixteenth
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104. Invitation to Buddhist Ceremony.

Mr. and Mrs. Kouson Vanmany
request the pleasure of
Mr. and Mrs. W. Black's company
at a Buddhist ceremony in honour of their son
Thong Vanhmany
who is going to become a priest
on Monday, January the twenty first
attena.m
at Wat That Luang
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105. Acceptance to a Buddhist ceremony

Mr.and Mrs. W. Black accept with pleasure
the Kind invitation of Mr.and Mrs. Kouson
Vanhmany to a Buddhist ceremony on Monday, January the

twenty first at ten a.m.
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106. Refusal to a Buddhist ceremony

Mr. and Mrs. W. Black regret very much that they are unable to accept
Mr.and Mrs. Kouson Vanhmany's kind invitation, as they have already accepted an
other invitation to a similar ceremony.
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107. Invitation to a Christening.

Dr.and Mrs. P. Martin
request the pleasure of Mr. and Mrs. J.Davy's company
at St. Paul's at 12 O'clock
on Sunday, March the twentienth
on the occasion of the Christening of their little son
R.S.V.P.
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108. Acceptance to Christening invitation

Mr. and Mrs. J. Davy have much pleasure in accepting Dr. and Mrs. Martin's kind
invitation to be present at the Christening of their little son at St. Paul's on March 20th at
12. O'clock.
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109. Refusal to a Christening invitation
Mr. and Mrs J. Davy have regret that they are unable to accept Dr. and Mrs. P.

Martin's kind invetation to be present at the Christening of their little son, at 12 O'clock,
March 20th, as they will be out of the town in the date in question. They wish the little man

good luck.
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110. Invitation to a cremation
Nang Pheng Surady
Thao Phongphanh Surady
Nangsao Bounmy Surady
The wife and children of Mr Pheng Surady
Who passed away in the night of
Sunday, the fifth of March
request the honour of your presence
at the cremation
on Tuesday, the seventh of March
at 2.00 p.m
at Wat Nong Bone.
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116. Invitation for dinner.

Dear Souk,

Daly and I would be so pleased if Saly and you could come over and have dinner
with us next Sunday, the 15th of this month. It seems such a long time since we saw you.
Perhaps you would phone and say how soon you can make it.

Yours ever, Phone.
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117. Acceptance to dinner invitation
Dear Phone,

Thank you for your kind invitation to dinner on Sunday next week. Saly

and I will be delighted to come. Will 8 O'clock be too late ? We have make some
arrangements about the children, and | think that it is earliest time we could get to you.

Yours sincerely.
Souk.
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118. Refusal to dinner invitation

Dear Phone,

I would have loved to come over for dinner with you on Sunday, but I shall be out
of town for the week end. You can imagine how disappointed | am, especially when we

have been trying to arrange something for so long.
Yours sincerely.

Phut,
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119. Invitation to a lunch,

Dear Thongthip,

It seems quite a long time we have not seen each other. In fact, | have always
thought of you, but I could not come to see you, because of my business. Anyhow, | am
planning to entertain a few friends to lunch on Sunday next, at noon. You are one of my
closest friends. It would give me great pleasure if you come to join us, | look forward very

much to see you and hear all your news
Sincerely Yours

Thongma.
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120. Acceptance to lunch invitation

Dear Thongma,

It is so kind of you to ask me to lunch on Sunday next, at noon. Yes, it seems quite
a long time since we met, | look forward very much to seeing you and our closest friends.
Your plan is a splendid idea. | am very pleased to come. Thanking you once again for your
kind invitation.

Yours sincerely
Thong Thip

120.8019uSUNNMEUIUSUYLWIS N
93U HENCW,

c’z’Juam.unzgguﬂzsjc%ﬂﬁé‘lt’ﬁésum%uUzzn“msﬂm’mzhjj TuSueatinoiia toa1 12 00
9. N, dehinda cﬁucaa’nﬁumuﬁjﬁlmz"’nwancéﬂ‘tﬁﬂiuﬁu Soum3701 A3arducit way
eyl 2oqwon@wiufiy, wounwesyIduaoiwiindniy ssudubmuiiac it
sou. 2eelaciidn (el SFunwudy Sunzquib.

Gounaiuiga.

NN

121



121. Refusal to lunch invitation

Dear Thongma,

I am awfully sorry that | am unable to come to lunch on Sunday next, as | have
already accepted a previous invitation to a picnic for that date | feel sure that you will quite

understand me. I hope you will all have a jolly time.

Very Sincerely Yours.

Thongsa.
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122. Invitation to New Year Celebration

Dear Somchit,

I am having a New Year party on the 31st of December. Would you be able to
come? The evening would be quite incomplete without you. And | am sure you know
almost everyone. The programme consists of a New Year dinner to start at 8.00 p.m

followed by an informal musical party. Try to arrive by 7 O'clock.
Sincerely yours

Somphong
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123. Acceptance to New Year celebration

Dear Somphong,

Thanks a lot for your kind invitation. | accept with great pleasure to attend your
New Year party, | am looking forward to it with all eagerness. Please give my kindest

respects to your parents
Yours most sincerely

Somchit
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124. Refusal to New Year celebration
Dear Somphong,

A thousand thanks for your charming invitation, which | cannot accept
because during the New Year holidays | will visit my parents in Pakse. However,
thought I cannot be present in person, but My heart will be with you at your party. |
wish you and all guests the best enjoyment. My best wishes for a happy New Year

to you and your parents!

Yours very sincerely
Somchinh
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125. Invitation to a (New) house warming ceremony.

Dear Dara,

We are moving the day after tomorrow to our new house at No 123 Savang Road,
Vientiane. Nine priests are invited from Wat Sayang and Wat Thongtoum to pray in our
(new) house warming ceremony on the 10th of this month, at 7.30 a.m. After the priests
having breakfast, a small baci will be followed according to our tradition. 1 am looking

forward to the extreme pleasure of your coming.

Sincerely yours.
Vanmany
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126. Invitation to a picnic.
Dear Vannida,

I am planning a picnic for the 15th of this month to Thangone. The idea is that we
shall start late at 10.00 a.m by my brother 's pick-up car. We can bring some thing for
eating and drinking. We shall be there till 2.30 p.m. After that we shall visit Bane Keun
Zoo. | think it will be great fun. If you are fond of bathing in Namngum River we can
arrange the time. We shall be a party of five including my brother. Please let me know

your answer as quickly as possible.

Your loving friend.
Vanna
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127. Acceptance to a picnic.
Dear Vanna

Your idea is very splendid. Very many thanks for asking me. | accept with great
pleasure. Certainly, I like river bathing , swimming and a rowing a boat. What fun we shall
have when we are at the riverside! I am looking forward to it very much. Thanking you

once again for your kind invitation. Best love to your parents.

Sincerely yours.
Vannida.
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128. Refusal to a picnic.
Dear Vanna,

| deeply regret that | am not able to accept your kind invitation for a picnic to
Thangone on the 15th In fact | should like to join you very much, but my business prevents
me to accept it. You cannot imagine my disappointment at being unable to go with you.
What a jolly time you will

Your loving friend.
Vannida.
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129. Invitation to spend a Holiday.
Thongphanh, my dear,

I know that you will have a month's holiday from the first to the thirtieth of April.
Will you come and spend your summer time with us here? My parents ask me to say how
glad they would be to see you. If you could come before Pimay celebration the forteenth of
April, it would be very jolly. Moreover, we may go to " Tad Kuangsi" water-fall and any
other place we love to. You remember what great fun we had when you were with us here
last year. | do hope you will be pleased to come. If you would let me know which flight

you would book, 1 would come and meet you at the airport.

Your loving friend.
Thongphone.
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130. Acceptance to spend a Holiday

Dear Thongphane,

How pleased | was to get your charming letter! I am so much delighted to accept
your kind invitation. | find there is a flight on Sunday, the second of April at 8.00 a.m. If |
do not hear from you to the contrary ! shall travel by that flight. It will be very nice of you
to meet me at the airport. 1 should think I do remember what fun | had for my last visit. If
this year is all like last year, | shall enjoy myself enormously. Please give my kind regards

to your parents.

Sincerely yours
Thongphanh
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131. Refusal to spend a Holiday.

My Dear Thongphone,

You do not know how much grief | feel that I am compelled to decline your kind
invitation. The fact is that | am going to fly to New York the twenty-first of this month, to
attend a UNDP conference and it would be simply impossible for me to come to you. |

hope you will come and see me once before | leave.
Very Sincerely yours

Phouthone.
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132. A dinner must be cancelled. (Formal)
Mr and Mrs. Weber regret that, owing to the illness of Mr. Weber, their dinner

arranged for next Sunday, must be postponed indefinitely.

132. W23 HNENAN (cuunagna)

1 (20 1y Tuazyl (o, (U93nemiudouesjniu (o, U (29 89

nenjuUladueinnnii Asydsutdlnuuiniio.

133. A lunch must be postponed (Formal)

Mr. and Mrs. P.Winter exceedingly regret that the lunch, planned for the fifth
instant must be postponed until the sixteenth, at 11 O'clock. They have to fly to Hongkong

on urgent business.
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134. Recalling of invitation to a wedding (formal)
Owing to the illness of their daughter, Nang Saengphet Sidtavong, Mr. and Mrs. S.

Sidtavong regret exceedingly to announce that her marriage has been postponed

indefinitely.

134. TegnugusoauueaIne). (uumagniv)

133



(J93INNIUos293aNng10. VIS 300233, 11U .800:39 way duazen (Ul

OQ

fytiGeyrdiomindudnesjanate Gegdeutioud indo.

135. A picnic must be cancelled. (Informal)
Dear Vannida,

| feel more grieved than | can say that the picnic arranged for the 15th instant, has
to be cancelled. The reason is that my brother's pickup car is broken down and has to be
repaired at least a week. | shall be very obliged to you, if you will forgive me for this. | am

so disappointed, too.
Your loving

Vanna
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IX. Parents and schools.
136. To the principal of a school about a child's illness.

Dear sir,
As my son, Phongpheth of P.1 .A ( primary school ) is unwell , | regret to inform you that
he is unable to attend school today.
Please excuse his absence.
Yours faithfully.
(Mrs.)Saengpheth
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137. Leave of absence for visiting an old sickly relative.
Dear Mrs. Panya Many,

Please permit me to inform you that my daughter, Mina, of M.IIILA (Junior high
school will be absent from school for two days (Thursday, Friday) next week, as | wish to

take her with me to visit an old sickly relative of ours in Savannakhet.
Yours truly

Lada.
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138. leave of absence for a week

Dear Madam,

Owing to some compelling reasons my son Somchith, of E.II.B. (high aid school
)will be absent from school for the whole of next week, I should therefore be pleased if you
would tell him the lessons you will teach in oni his absence, so that he may study those

lessons at home with his friends.
Your faithfully.

Mala.

138, Saniinoiiedio.

2L (89073) BISnews,

daumnduduinduuiguzmu gy, U0 Jfigy e 2 2 az2nlsysju s U T
2110001 Q3UVEsudno1ugud faminusninsiy Hidrzeuilulfial fylnusao
210rs3U JnsjuliufiucdioudiSau.

Gouno1ugsn.

11

137



139. To a parent about the irregular attendance of a child.

Dear Mrs. Mala,

This is to draw your attention to the fact na your son, walay is very irregular in the
attendance , as a result of which, he misses most of his lessons and performs poorly in all

his examinations.

Would you kindly let me know if there is any special reason for being so irregular,

so that I may do whatever | can to improve his attendance.
Yours truly
Mrs. Malaithong.

(Principal)
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140. Reply to a principal about the irregular attendance.

Dear Madam,

First | appreciate your writing to me about my son's irregular attendance.

To put the matter briefly, my son hates going to school, as he is often made fun of

by his teachers because of his backwardness in his studies.

Nobody want to hear that the child is subjected to indignities by other people. In
conclusion I would like to add that I will have to refer the matter to higher authorities, if

my son is mistreated again
Your truly.

(Miss) Mala.
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141. Leave of absence for taking care of his mother
To the class-master

of E-11-A at Lycee of Vientiane,
Dear sir,

I am writing to let you know that | cannot come to school to i have to take care of
my mother who is very ill at home. My father is away on business up country without any
prospect of his retu Mario before the end of this month at the earliest. There is no one at
home to look after my mother excepting myself! consequently, I am obliged to beg for
leave in order to care for her, when my mother has recover sufficiently, or my father has

returned , | shall come to learn as usual.

Faithfully yours.
Chanhphong.
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142. Asking for Money.

Dear Mother.
I am very much grateful to you for the remittance of 50.000 Kips. You sent me by

postal money order at the beginning of this month. That money | have expened on the
following necessities, namely: school fees, boarding fees and | have to buy books, exercise
books, writing materials and clothes as well. | can assure you that the expenditure as set
out above are very ecessary and urgent. I promise you that | shall be careful in the

spending of money, and shall not be extravagant.
I miss you and all at home very much and hope everybody is in thebest of health.

Your affectionate sont
Phongphanh.
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143. To her son: Not to be extravagant.

My dear Khamsouk,
| previously sent you 20.000 kip and thought that you would have a sufficient
amount for you to get along until the end of this term, but now you have written

to say you have only a small change left. I cannot help being doubtful about your promise
to be thrifty.

| deeply regret that you are an extravagant person and be careless in spending
money. If you do not give up spending money extravagantly | shall be compelled to take
you back. As you know, my son, we are not well-to do ,. and we live from hand to mouth.
You should not imitate the rich's children. I hope you will pay attention to what I have said
and revise your extravagant conduct right now.

I am enclosing a postal for 10.000 kip herewith, and hoping that you will take care
to be as thrifty as you can.

With your father's best love and mine.

Your loving mother.
Manyphone.
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X. Lettters about Employment.

144. Application for the post of lady Typist.
Dear Gentlemen
With reference to your advertisement in today's paper | beg to after my service as
typist.
I am twenty years of age and single. | have just completed a secretarial course at
Business Management School. | should be available to attend an interview at anytime

which is convenient for you.

Yours faithfully.
S. Vanniphone.
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145. Appication for the post of driver.

Dear sir,
Having seen your advertisement in "Vientiane May experienced driver. | beg to

apply for the post.
I am thirty years of age, | am ready to leave my present position whe | have been
five years, because | want to be nearer to my house sure that my present employer will give

me a good reference.
Trusting that | may hear from you.

| remain,
Yours obediently
Keth.
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146. Application for the post of Accountant.

Dear sir,
| have seen your advertisement in " Vientiane Times" of today's date asking for an

Anccountant and | beg to offer myself to the post. Here are my qualifications | can keep a
full set of books by double entry; controlling accounts; make out monthly profit and loss
accounts and balance sheet. | also handle trade acceptances, drafts and notes and see that
they are met on due dates. For the last three years | have been with Lao Phathana Co. | was
in charge of their books all of this time and | believe | will be given a favorable

recommendation. | should be glad to call on you at whatever time you suggest.
Yours faithfully.

Amkha.
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147. Application for the post of secretary.

Dear sir,
In reply to your advertisement for a female secretary | am pleased to offer myself to

the post. I am 20 years old and was educated at a state Business School where | passed a
leaving examination and obtained a Distinction in English. My stenographic speed is 100
words per minute and typing speed 60 words per minute.

I wish to get into a firm like yours Should my application be successful. | will do

my best to please you.
Yours faithfully.

Vannaphone.
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148. Application fore the post of salesman.

Dear sir,
| was told that you need a salesman in your firm at present, but I should like to be

considered for the post | am 25 years old, | am able to speak Lao, French, English and
Chinese fluently. I am so much interested in obtaining a position in your firm, because
there are good prospects. In the post | had been employed in the following firms : Sihom
trade store, Thatluang Trade store and Lao store.
Hoping to hear from you soon, | remain,
Faithfully yours.
Khamphane.
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149. Favourable Reply to application for employment.

In reply to your application in answer to our advertisement in "the Vientiane, Times
" I should be pleased to see you here at 10.00 tomorrow morning. If you are able to satisfy
me in every way of your capability, and if your references all that you say they are™ | have

no doubt that we can arrange matters to our

mutual advantage.
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150. Unfavourable Reply to application for employment.

Our manager asks me to let you know that he has considered your application and
that he is very sorry for you, for he has already filled the vacant position. He is very much
interested in your qualification. if there is vacancy next time, he will be pleased to put you

in the position immediately. He asks you to wait.

Yours very truly.
Thongsone.
Secretary to the Manager
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151. Request for character and Ability.

Mr. Kongmany has given me your name as a reference | should like to know how
you think he would be able to handle a position as an assistant manager. In confidence |
should like you to write me your opinion about his ability, his character and his
personality. If your information is satisfactory, | shall be pleased to put him in the position.

Thanking you in anticipation for your reply.
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152. Reply to request for character and Ability.

Mr. Kongmany is an excellent assistant manager. He is punctual, methodical
strictly truthful and honest. During the years he was in my service. His work was perfectly

satisfactory. | can cordially recommend you to engage him.
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153. Recommendation.

To whom it may concern.

On behalf of Lao Phathana company, we certify that Miss Maly was with our

company for three years, from 1992 to 1995. She is one of the most able secretaries and
organization.

book-keepers we have had. We think you would find her a very valuable addition to your

Souk Phongphanh.

The manager.

153. o9Sccuz.

(Inugiiingogses,

Tuuw2e3d3R0 Aolinnzur woncS12d38udT U13IF10093 (GITHUIRARN 29jwon

(82007 3 ¥ 1 1992-1995. acdufivdnorusiuiniigndively Tuoaemniu waz
wrinpuiug dwoncSafiul. woncSEind1 wdtdarodudiol) Abdzlmundy «ndniu
29907,

150



154. Letter of Resignation

| deeply regret to inform you that I have to resign my position in this firm from the
first of next month, for reason that | feel compelled to return to my native town to help my
father to manage his business. He is now very old and feeble, not be active as in the past.
Moreover, he frequently feels faint on account of his great age. So it is my duty to live with
and take great care of him. I sincerely hope you will kindly permit me to leave this position

without any objection.
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155. Requesting to move to another office.
I am very glad to learn that our new branch will be opened will be opened to Lak

Sao next year. | venture to write to you to find out whether you could offer me any post in
the new branch. I would like to move to Lak Sao very much because it is my native place.
Moreover the weather in Vientiane is pretty hot for me and does not suit me at all. The life
in a country seems quite agreable to me. Besides these, my old feeble parents will certainly

be happy to have me by them.

| beg you to be kind enough to do whatever you can for me. | shall be more than

thankful and will never forget it, if you are able to help me out.
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156. Asking for leave and Absence.

Yesterday after the firm closed | went to seek for the doctor's advice, for | felt some
pain in my bell. The doctor made a diagnostis and expressed his opinion that | was
suffering from a rather serious disease of bladder. However, the disease is fortunatel still in
its initial stage. According to the doctor's opinion, if it is neglected for long it will be
certain to cause serious trouble. | have also been advised to spend 7 days or so in the
hospital for a through and urgent treatment. | therefore write to ask for leave of absence for

the duration of the doctor's treatment.

When | am certified that | am all right again | shall come back to my work at once.
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X. Business.
157. Stopping payment of a cheque
74. Savang Rd Vientiane, June 2, 1995
Vientiane
To: B.C.EE.L
1,Pangkham Street
P.0O.Box, 2925 Vientiane

ATTN: Mr. Khamphouy,
the manager.

Dear Sir ,

Re: Account No. 1234567

Please stop payment of cheque No. 35678 for kips 200. 000 dated 25th May,drawn
in favor of S.Somchith and signed by myself.

Yours faithfully.
Pheng Duangta.
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158. Asking for catalogue.
Vientiane, December 4, 1995
Vientiane Department store

55, Lane Xang Avenue.

Vientiane, Laos.
To: Paris clothing company.
567, Avenue de G al De Gaule.
Paris, France.

Gentlemen,
Your advertisement in "Paris show" for September page 50 interests us very much.

Would you be so kind to send us your free catalogue as soon as possible ? If we are

satisfied with any article we shall be pleased to place with you an order immediately.

Your very truly
S.Sompheth.
Manager.
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159. Reply to asking for cataloque.

We are pleased to receive your letter of December4, We are sending you our 1996
cataloque by air-mail. Our price-list for wholesale is attached.

Your order will be greatly appreciated.
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160. Inquiry about price and sample.

we are interested in your equipments advertised to many papers very much. We
would like to try them before we place an order with you. We shall be very much obliged

if you will kindly let us know your price and your full details by return mail.
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161. Reply to inquiring about price and sample.

Thanks a lot for your inquiry. We are sending you a sample here-with please try it
for 3 days at our expense. If you are not thoroughly satisfied with it, return it at our
expense. You will owe us nothing. We are sure that you will keep it and want many more.

We can give you a price of US$ 100 F.O.T (Free on Truck) Nongkhai.

Your order will be highly esteemed and we can assure tha you will always have our

best attention.
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162. To a news agent asking him to supply some newspapers and
magazines.

As | wish to subscribe to some newspapers and magazines, | should be pleased if
you would let me know whether you could supply them, namely:

1. The Pasason

2. The Vientiane May
3. The Vientiane Times
4. Vannasinh Magazine.
5. The Bangkok Post

I would like deliveries to commence immediately, should you agree to accept my
order?
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163. To a book dealer ordering some books.

Please send me a copy of each of the following books which | saw in your shop

yesterday:

1. Learning English step by step

2. Learning French by yourself

3. Learning and speaking Lao

4. Lao English conversation

5. How to write letters in English or in Lao

6. Conference language and its Preparation in 4 Languages (Lao,English, French and
Russian)

7. Welcome to LAOS (Lao tradition and castoms). You may send them to my address and

your bill will be paid on receipt.
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164. Reserving for a flight

Kindly reserve for me two economic class seats in Lao Aviation No QV.625
leaving Vientiane Airport at 8.00.a.m on 15 March 19... arriving Bangkok at 9.am. local

time.
I shall be glad if you arrange airport service on departure and arrival. Enclosed is a
cheque for US $ 100 in full settlement of the above and please forward your official

receipt.
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165 Ordering Goods

Please send the under mentioned Goods to the above address by parcel post at the

earliest moment:

6 tins NESPRAY powdered milk 900 @ 2000 kips 12000
1 dozen bottles Black label a Iso @ 12000 144000
6 tablets Lux toilet Soap @ 500 3000

3 Kg . loaf sugar @ 700 2100

3 pairs White Socks , Size 9 @ 1000 3000

TOtal = 164.100

I am enclosing you a postal money-order for Kips 180.000 which amount will, |
trust cover cost and postage, The money-order was made to you at Lak Sao Post office.
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166. Asking for quotation of certain articles.

As | wish to buy the articles listed below, in which you deal, | should be obliged if
you would let me know the price of each article and the discount you give to your

customers.
1. A large table from: National Size 48"
2. An electric oven: Mishubishi Size Medium
3. Arice cooker: Sanyo : Size : 5 litres.
4. A refrigirator: Indesit : Size : 8 litres
5. A Steel chair : Any reputed local made.

An early reply will be appreciated.
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167.To a customer who has asked for a quotation

Thank you for your enquiry of the 25th December. Here with we send you the

quotation and eagerly await your order,
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168. Informing a customer about lack for stocks.

Thank you very much for the order received this morning for 50 tons of thai
cement. We much regret , however, that our stock is now exhausted and it is not expected
that further supplies will be available in the immediate future. We shall contact you as soon

as we can let you have a definite offer.
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169. Refusing to fulfil an order because a customer’s account has not been
Paid

We thank you for sending us an order, but as your account now execeeds Kips
200.000, we would appreciate a cheque from you before we can enter into further

transactions.

We are aware of the difficult conditions which prevail just now, but we have many
commitments of our own to meet. We shall therefore be grateful if you are able to send us
a cheque for kips 100.000 in part payment of your account. We will then be in a position to

supply you with a further quantity of goods.
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170 Asking for settlement of an overdue account.

We wish to call your attention to our bill for us $ 500, payment of which is long
overdue. We have sent you several reminders but have received no reply from you. We
must ask you to settle this account without further delay, or we shall be obliged to take

legal steps to recover the amount.
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171. settlement of an account.

With reference to your letter of the 20th december, | enclose a cheque for $ 500 in

payment of the overdue account. Please excuse the inconvenience caused.

[ [ Y Q o
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172. Explaining the financial position to a dealer

Whith reference to your letter of the 15th March, | feel constrained to inform you
that owing to an unforseen event | have been in great financial straits for sometime. In the
circumstances, | should be pleased if you could allow me two months time to settle the
account, or accept payment in small sums, commencing from next week, until the debt is

paid in full.

I should appreciate a quick reply.
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173. About an overcharged bill

Re: Bill No 7553 dated 25 th March, 19..... After checking the calculation in the
above mentioned bill, issued to me yesterday for the purchase of goods at your store, | note
that | have been over charged by an amount of USD50. In support of my statement, | send

you a photocopy of the bill.

| should therefore be obliged if you would refund the amount over charged as soon

as possible, either by cheque or money order.
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174 Correction of a bill

Ref Bill No 1066 dated 10 th December. 19...

In the about mentioned bill for goods supplied to me by you, | note an error with
regard to the number of items supplied and therefore the total amount charged.

Please note item number 3 which | had not ordered or number 3, which | had not
ordered or been supplied with the amount charged. The item should therefore be deducted

from the total amount of the bill.?

Would you be kind enough to take the necessary correction and send me an

ammended bill?.
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175. Complaint about an error in a bill.

Re: Bill No. 1066 dated 10 th December, 19... We refer to your letter dated 12 nd
December, drawing our attention to the error we had made in the above mentioned bill.

We do acknowkedge the mistake, but we have to assure you that it was the result of

inadvertence on our part, and for no other reason.

As requested, however, we now send you an ammended bill with the necessary
correction and offer you our sincere apology for any in convenience that you may have

suffered owing to our inadvertence.
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476. Repairing a T.V.set under a guaranty.

It is with much Tegret that | inform you once again that the T.V set that | bought
from you last month has not been functioning to my satisfaction.

I have complained to you on several time but you have not attended to any of my

complaints, though you had promised prompt service at the time | bought
the set.

This is my final request you to have the set repaired immediately. | hope shall have

no cause to complain to you again.
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177. Confirm to repaire a T.V set under guaranty.

With reference to your letter of 10 instant, we offer you our sincere apology for
being unable to attend to your complaints about the T.V. set you bught from us. We now
assure you that we will send our mechanic with a few days to look into your complaints.

Please forgive the inconvenience we have caused.
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178. Enquiring about a new TV set.

As | am interested in the new T.V. set that you are advertising in today's New York
Post. | should be pleased if you would let me know of the particulars about the set such as
its price, durabilility, special feature. Also please let me know if you can give me a

warranty of quality, should I decide to buy a set.
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179. Reply about a new T.V set.

In reply to your enquiry of the 15th instant, regarding the new T.V. set, | am
pleased to inform you that it retails at $ 500. As for its special features, quality and so forth
we would be glad to give you a demonstration, should you care to call on us at our

showrooms at the above address. We assure you that if you buy the set, it will give good

value for your money.
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180. Bargaining letter for office equipment.

We are aware of the fact that your office equipment is about the best on the market.
we realize that your materials are of the very highest quality and that you pay about the

highest wages in the field.

Nevertheless, we would prefer handling lower quality goods if we could get a lower
prize. Our customers do not demand the standard of quality that you put into your
equipment. If we are to continue to deal with you we must ask for a 10% reduction in price
in order that we may achieve a higher volume of sales. We shall wait for a price from you

before we decide where to place our next order.
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181. Refuse to the bargaining proposal.

We regret that it is not possible to accept the reduced price you offer It is very kind
of you to suggest meeting us half way, but this will not be enough to make allowances for

our increased overhead and advertising

Since we do not agree with you that we cannot get the same quality of goods

somewhere else, we feel perfectly justified in our firmness about the matter.

Unless you see your way clear to keep us an additional stability in price, we are

afraid that we will have to sever our very pleased relationship with you.
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182. Favourable reply to the bargaining proposal.

Thank you so much to your letter dated 20th instant. In view of the fact that we
have done business with each other for a long and that you have bought from us such a

volume of office equipment, we would like to meet you half way request for lower prices.
May we suggest an overall reduction of 5% in price which will hold right down the
line?

Since our own overhead has increased somewhat in the last few months, this offer
on our part is good only for a few months. At the end of that time you will have to go back

to the previous price list.
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183. An other favourable reply to the bargaining proposal.

After discussing the matter with our Board of Directors we have decided to comply

with your request for lower price . Attached is corrected price list for our marchandise.
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184. A partially favourable answer to the bargaining letter.

Many thanks for your letter of 20th of December. We wish to help our customers as
far as possible, but we are very sorry that it is not possible to meet the reduced price you
requested. If you care to place an order with us we shall make a reduction of 10%.This is

the lowest price we can offer.
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185. Complaint for packing.

We are sorry to say that the champagne glasses we ordered were poorly packed that
five of the glasses were broken and there are shortages as follows: 5wine glasses and 10

whisky glasses.
Please make good the damaged items and forward the rest of the order as quickly as

possible.
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186. Reply to complaint for packing.

We are investigating your claim dated the second instant. While we have not been
able to locate the reasons for the unsatisfactory packaging and the shortage we are
immediately sending replacements for the damaged goods and completing your order. It is

possible that they were broken in transit, but we do not wish to hold up your sale.

As soon as we have been able to trace the causes, we will let you know you may

rest assured that we will make very effort to give you satisfactory service in the future.
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187. Complaint for executing the agreement.

Our agreement with you is that you provide us 20% reduction off the price list.
There has apparently been a slip-up in billing department. We are therefore returning your

last bill for correction.
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188. Reply to complaint for executing the agreement.

Thank you for returning our last bill for correction. We will certainly see to it that
you get the usual 20% of the price list. We are very sorry for the slip-up in our billing

department. Our correct bill is enclosed.
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189. complaint for mistakes in delivery of goods.

We do not like to go over the head of your workman, but we find in this case that it

IS necessry to do so.

Your man has made so many mistakes in filling our orders, has so consistenly
ignored our request for information, and has made so many mistakes in its billing , that we

suspect he is not very interested in keeping our business.

Since we have had such pleasant deallings with you in the past, we wish to give

you this opportunity to correct the situation.
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190. Asking customer to pay in advance.

Thank you for your order of March 5" . We are sorry that we must delay shipping it
to you. We are holding the merchandise in readiness ship on receipt of your remittance for
US $1000.00

Since our terms are always cash in advance, we have no to facilities for
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191. Asking customer to open a credit.
We shall he very much obliged if you will kindly open a credit account for us.
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192. Asking for credit : Model 1.

I shall thank you very much if you will be kind enough to place me on your books
as a charge customer.
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193. Asking for credit ;Model 2.

If you don't mind, will you please allow us to open a monthly account with you?
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194. Asking for credit ;Model 3.

I would appreciate it if you could enter us on your books as one of your credit
customers
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195. Asking for credit :Model 4
I hope you will be so kind as to allow me two months credit to the amount of six
thousand dollars. Here are the wholesale firms which | have already opened accounts.
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196. Asking for References. Model 1

Will you please to give us the name of two or more stores with which you have a
charge accounts, so that we may complete our records. As you know, this is the usual

procedure in opening a credit account for a new firm.
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197. Asking for References. Model 2

Please send us the names of two trade references if you want to open a month
account with us. Our custom is to have two or more credit references in our files. If they

are satisfactory we shall be glad to have your name on our books immediately.
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198. Giving the names of References: Model 1.

Here are our references, so that you may look up our credit reliability before you

open a credit account for us.
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199. Giving the names of References:Model 2.

We are pleased to give you the names of the following firms with whom we have
accounts: Vientiane Co,LTD, Laos and Pakse Co,LTD, Laos.

Please look us up promptly so that we may receive the goods we ordered by the

time stated in our letter April 20.
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200. Asking for credit information: Model 1

Knowing that you have had business relationships with the firm of Pakse Co, LTD,
we shall be much obliged if you will let us know your opinion of their solvency. Please say

if you consider them respectable and deem them worthy of a credit say for US $ 10,000,00.

Thank you in advance.
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201. Asking for credit information: Model 2.

Mr. Somboun has given us your name as a reference. He asked us to allow him a
month's credit to extent of US$ 1,000,00.

We should appreciate your courtesy in giving us information regarding the extent

of his business, his financial condition, and his reliability in meeting his obligation.
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202. Giving credit information: Model 1

We are glad to say that the firm mentioned in your letter is very well know to us.

They are reliable and have the respectation of trading well within their capital.
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203. Giving credit information: Model 2

We have had small transactions with the firm you mentioned . They have very
promptly met their reputations. We ourselves, would not be inclined to allow their account

to exceed a thousand dollars a month.
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204.Giving credit information: Model 3.
In reply to your inquiry, we are pleased to report that the firm mentioned has the

highest standing and an excellent reputation for prompt payment. we shoud not hesitate to
trust this firm for any amount that they might order.

204. Whaccusnyofivdugs wuu 3
umugsunIUgeIhiy, (31500108u8a109151 digditumoGnnwbd) way J
251598193 m0Tunwoduloudsngs. won@doirladuiiazoifla nuiingligndusmwou

(JuUlnligtivonErar .

183



205. Giving unfavourable credit information: Model 1

We are sorry to report that the firm mentionned in your letter is known to have a
very small operation capital. They have a large indebtedness outstanding on our book they

meet their obligations with difficulty.
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206. Giving unfavourable credit information: Model 2:

In answer to your inquiry, we are sorry to report that the firm mentioned in your
letter has lost very heavily recent transactions, and cannot therefore be recommended for

credit.
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207. Giving unfavorable credit information: Model 3

We regret to inform you that Mrs Metta has a very poor standing and she has the
reputation of not paying until she is compelled. We do not wish to say anything further
about her.
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208. Granting credit: Model 1.

Thank you for your letter of May 10 furnishing reeferences. We are glad to say that

they are quite satisfactory. The merchandise you ordered is on its way to you.
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209. Granting credit: Model 2

Thank you for sending us your references so promptly. We have communicated
with them. Their replies are highly satisfactory. We now have the pleasure of your name

on our books. Please feel free to order what ever you like from now on.
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210. Refusal for credit : Model 1

We regret that the answer is unfavourable, one of the firms you mention doesn't
know you enough. An other reference is not sufficient. However we might consider credit's

problem again in the future if you send us the supplementary references.
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211. Refusing Credit: Model 2

Thank you for your letter of May 10 giving reference in connection with your

application for credit. It is with regret that we report these references are unsatisfactory.

We are still holding your order, with shipping instructions. If you would please

remit the payment we should be glad to send it to you at once.
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212. Asking for payment : Model 1.

Your have have been so prompt in your payment of bills that we are sure verlooked
your October account. The amount of that month's purchases comes to US$ 500. We hope

us us your remittance within a few days.
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213. Asking for payment: Model 2.

In looking through our accounts we find that a balance of US$ 700,00 still remains
on your account. We could be glad to have you settle it because we, ourselves, have

obligations to meet.
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214. Asking for payment: Model 3.
We shall greatly obliged if you will remit us a check for the goods supplied you in
last November. Our account are balanced 12 months; and your default prevents us from

closing as at the date alluded to.
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215. Asking for payment: Model 4

Our collector will have the pleasure of calling upon you on next Monday for
settlement of our account. Amount of account USD. 50.00 If absent from home please

leave instructions to pay our collector, as it is a long way to call for tosmall an amount.
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216. Asking for payment: Model 5
We are sorry to remind you that your account is a few days overdue. We must

request remittance of the balance per return of post. Amount 50,000 Kip.
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217. Asking for payment Model 6.

May we again call your attention to the amount of 1,235,000 Kips which is still due
on your January account? Perhaps you do not realize that we're willing to accept a part of
the payment if you cannot settle it all at once. We are sure you will find very sympathetic

if you drop in to see us.
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218. Asking for payment: Model 7

This is the second letter reminding you of account for USD 400.00 which was due
three months ago. It occurs to me that you may not find it convenient to pay the full
amount. However, | should be glad if you could send me a check for at least half of of this
account, say USD 200 by return post | am willing to wait the first of next month for the
balance of USD 200.
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219. Asking for payment: Model 8.

This is the last time we write you concerning your overdue account of 500,000
Kips for December.

Unless we receive payment for the above in full by May 15, We shall be obliged to

give your account to our attorneys for collection.

We trust that you will see the desirability of avoiding such proceeding.
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220. Asking for payment: Model 10

We are sorry to inform you that we have placed your account for USD 1,500,000 in

the hands of our attorneys for collection. However, we have asked them to wait

for exactly three days before proceeding. It will save you the expenses and relieve of the

expenses and relieve of the annoyance if you will settle it promptly.
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221. Customers explain their debt: Model 1

In reply to your letter of the first instant enclosing your account for repairs done to
my T.V. set. | have to state that the amount appears to me very excessive. It is true that |
did not get an estimate from you for the work, and to that extent. I am in your hands. But

the reputation of your firm stands so high that I did not think this necessary.

I shall be obliged if you will kindly explain in fuller detail how you propose to

justify your charges.
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222. Customers explains their debt: Model 2

Thank you for telling us you are glad to allow us to pay one half the amount now.
We are enclosing our check here with. You may be assured that the remainder will be paid

within the twentieth of next month.

Thanking you once again for your kindness.
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223. Customers explain their bebt: 3

We are terribly to say that we are unable to settle our account at present, because
we have lost very heavily during last month. We therefore ask you to do as a big favour.
Will you please take the enclosed note for ninety days for the balance of the account ? As
you know, we have been prompt in all past payments. We are in trouble, or we would not

ask you this favour.
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224. custoumers explain their debt: Model 4

In answer to your letter, we are very sorry that you are dissatisfied with my
charges. In our opinion they are quite proper and reasonnable. We do not believe you could
have got the work done by anyone else in a similar fashion for a smaller amount. The profit
to us out of the whole business is small and we simply could not afford to reduce it in any
way. If you look into our account you will see how many small charges there are, which in

the bulk amount up to a considerable sum.

Trusting that you will see the reasonnableness of this letter, and let us have an early

settlement.

Any further orders will be highly esteemed and we can assure you will always have

our best attention.
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125. Customers expain their debt: Model 5

Thank you for reminding us that our account is a few days overdue. Frankly, we
have not neglected to settle it which was on the second of this month, but we have been in
such a rash during our recent reorganization that we simply forgot about it. We are
enclosing our check in full here with. We assure you that all future payments will be paid

on the dot. Thanking you for your patience.
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