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Abstract

This paper is a study on Thai document style, focusing on the style of official documents. The official
documents have a rigid form in writing in contrast to the informal documents. However, most of the
style using in the informal documents are developed from the official documents. Therefore, this study
should be able to cover most of the styles using in preparing Thai documents.

Official document

According to the constitution of the Office of the Prime Minister concerning the official documents
(announced in 1983), there are 6 types of official documents.

1. External document
2. Internal document
3. Sealed document
4. Command

5. Announcement

6. Certificate

Essential parts of official documents

The table below shows the common parts of official documents.

ITEM LABEL DESCRIPTION
Number fl Thai alphabet and digit followed by a */” and a serial number of
document.
Ex. 7 us owod/1 &
* All digits have to be written in Thai digit.

Letterhead - If there is no printed letterhead the bureau name and address of the
(Name of sender are printed.

bureau of Ex. @1a1inAsngitnuuniIuas

document) aale) AUUAURA NNU. eolboo

(The Bangkok Metropolitan Administration
173 Dinsor Road Bangkok 10200)

Date - The date is written without the name of the day. The month and
year must be written in full spelling. It is written in the sequence of
date-month-year.
EX. & &nau b&a&

(8 August 2002)

Subject 329 A sentence of short summary for introducing the subject of the
document as a topic. .
Ex. Bas msivuaaafiviledaaanuardnusea




Salutation

3au

The salutation is determined according to the receiver’s position.

Ex. Sau laandns n.n.

Attention Line fiv The addressee of the document i.e. the name of position,

(Addressee) organization, department, or person.
Ex. &4 lea158a19 AN,

Reference anvfiv References are quoted to indicate what the document refers to.
A reference consists of the owner’s organization of the document,
number, and date. . .
Ex. @969 nivdadtdinunaniguuss Ml Us owod/3 o RITU o
WAAINEU b&loD

Enclosure fofdounéne Additional document attached to the letter.
Ex. &9fdoundig dabiunisinuiingas 31 o 246

Body - The body of the document. The first line of each paragraph must be
indented. There is no line space between paragraphs in the body of
letter.

Complimentary - Regularly, a complimentary close is correspondence to the

closes salutation.
Ex. wausmimnuiiuiia

(Yours faithfully)

Signature - The signature of the sender.

Full name - The full name and the title of the sender, written in the sequence of
title, first name, and family name.

Position - The position of the sender.

Bureau - The department that creates the document.

identification Ex. s&iinddmngainwuniuas

Telephone no. ns. The telephone number of the department that creates the
document.
Ex. Ins. o-lb&ocE-dwo0

Carbon copy guga When copies are sent to people other than the named recipient, cc.

notation

is written at the end of the letter.
Ex. &undse taandnns aun.




Components of the official documents (X shows the component of the document.)

Types of document

Command Announcement Certificate

Components Instruction | Regulation Rule Declaration | Manifesto News | Certificate | Minutes Memo Others

(Fdv) (suudien) | (daedu) | (Uszne) (waav- (217) (wilo&a (518971 (Thufin) (Buq)
n1sal) Jusav) seeu)

External | Internal | Sealed

No. X X X X X X X X

Letterhead (address) X

Date X

Subject

XX XXX
XX XXX
x

Salutation

Attention Line X X

Reference if have

Enclosure if have

Body X X X X X X X X X X X

Item X X

Complimentary closes

Signature

Position

Bureau identification

XXX XX
x
x
x
x
x
x
x

Telephone no.

Carbon copy notation if have

Date of action X X X X X X

Sender (Organization/person) X X X

Affix an organization seal X

Document title X X X X X X X

Issued year X X

Photo and referral signature X

Venue of event

Participants

Non-participant (absentee)

Follow official

Starting time

Finishing time

XXX XXX | X

Recorder




As mentioned previously, there are 6 types of official documents. Let make a consideration one by
one.

1. External document

External document is used for formal consulting between a government service and other
organizations or person. External document or external letter is always written on the official paper
(paper with a garuda sealed on the top)

External document template
3K 3K 3K 3K 3k 3k 3k 3K K 3K 3K 3K K 3K K 3K 3K K 3K 3K K 3K 3K 3K K 5K 3K 3K 3K 5K 3K 3K 3K K 3K 3K K 3K K 3K K 3K 3K 3K 5K 3K 3K 3K 3K 3K 5K K K 5k K 3K K 5K K 3K K 3K 3K 3K 3K K 3K K 3K K 3K K 3K K 3K K Kk K K KK kK

(«B%mea"’y -mi) (Level of confidentiality - if have)

(é)?yummzf??—ﬁ?ﬁ)
(Levd of urgency — if have) (Fausrvmadvesniiide)
TN T (Letterhead/address)

(31 1aou T)(Day-month-year)
Fea (Subject)
(friudy (Salutation)
8ad (774) (Reference - if have)

(Fraer1e) (Complimentary close)

(as50) (Sgnature)
(Awrised) (Full name)

(¢fuomria) (Position)

(z*/auﬁﬂmmﬂywmg?m) (Bureau identification)
Ins. (Tel.)

Tnsans (Fax)

duwas (7i)(ce. - if have)

o v Y . T .
sunuay @) (Levd of confidentiality —if have)
3K 3K 3K 3K K 3K 3K 5K 3K 3K 3K K 3K 3K 3K 5K 3K 3K Sk 3K 3K K 3K 3K 3K K K 3K 3k 5k 3K 3K 3k 5K 3K 3K K 5K 3K 3k K K 3K 3K 5K 3K 3K K 5K 3K 3K 5k 5K 3K 3K 5k 3K 3K K 5K 3K K K 5K 3K 3K K 3K K koK K K KK K Kk KK Kk kK



2. Internal document

Internal document is used for consulting within the same organization or province. Internal document
is written on the official note paper.

Internal document template
3k 3k 3k 3K 3k 3k Sk 3k K 3k K 3K K kK K 3K K K KK 3K 3k K 3k 3K 3k 3K 3K 3K 3K 3K 3K 3K 3k 3K 3k 3k 3K 3K 3K 3K K 3K 3K 3K K 3K 3K 3K K K 3K 5k 3K 3k 3K 3K 3K 3K K 3K 3K 3K K 3K 3K 3K K 3K 3K 3K 3K Kk Kk kK koK koK

(Funnusa - $1i)(Level of urgency —if have)

v = 9
YUNNUDAITU

dwusms (Letterhead-department/organization of SENdEr) ........ccovveerreiereienee e
T (/o) LT (DL <) PO
T09 (SUDJECL) 1.vvvereeeeeseveseeeeeseees s e seeesesesessees s es s eeseseeeeessees s eeseeeseeeseeeseseseeesseee e eeseseseeeseseseessesees

(as50)(Sgnature)
(‘ﬁwf%;azﬁm (Full name)
(shurrnda) (Position)

Y
o o Y Ao . . . .
(¥unnway - m) (Level of confidentiality - if have)
3K K 3K 3K 3K 5K 3K 3K 3k 5K 3K 3K K 3K 3K 3K K 3K 3K 3k K 3k Sk ok 3K 3k 3k 5k 3K 3K 3K 3K 3k 3k K 3K 3k 3k 5k 3K 3K 5k 3K 3K 3k 5k 3K 3K 3K 5K 3K 3k K 3K 3K 3K K 3K 3K 3k K 3k 3k K 3K 3k K 5k 3K 3K K 5K 3K K K 3K 3K K 5k K >k ki k



3. Sealed document

On the department level or above, it is allowed to create a document by using the department
emblem sealed instead of the signature of the chief of the department. It is called “sealed document”.
The department emblem is stamped in red and attached with the signature of a chief of division under
the department or the appointee.

Sealed document template
3K 3k 3K 3K 3K k3K Sk 3K 5k 3K 3K 3k 3K 3k 3K 3K 3K 3k 3K 3K 3k 5k 3k 5k 3k K 3k 5k 3k 5K 3k 3K 3k 3K K 3K 5k 3K 5k 3K 3K 3k 3K 3k 3K 3k 3K 3K 3K 3K 3K 5K 3k 5k 3K 5K 3k 5K 3k 5K 3k 3K K 3K 5K 3k 5k 3K 5k 3K 3K >k 3K >k 3K kK 3k Kk >k k

(w”ymnwﬁy - 1) (Level of confidentiality - if have)

(flf‘}uﬂ?mi;’] - §1) (Level of urgency —if have)
RO} I

f4 (AttentionLine =TO) ...............

(Yoawsrymsiaaivdoonn)
(Name of department)

(mﬁfq@fhmnfmi)(Department emblem)
(asFodoriiunsy (Sgnaure)

(31 taou 7)) (Date)

(?f?Llﬂ%’ﬂﬁi5j7<716\7l?'80)(BUI'eaU identifi cation)
(Tns n3e sy (Tel. or addresy

(‘I%Jﬂﬂllﬁwﬂ - i) (Leve of confidentiality — if have)

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 5k 5k 5k 5k 5k 5k 5k 5k 5k 5k K K 5K K K 5K 5K 5K 5K K 3k 3k 3k ok 3k >k 3k 3k 3k >k 3k 3k K 5k 3k K 3k K 5k 5k 5k 5k 5k 5K 5K 5K 5K 5K 5K 5K 5K K Kk %k 5k 5k K sk >k k >k sk k kok sk k ki k ki



4. Command document
There are 3 types of command document.
4.1 Instruction

Instruction means the legitimate order of the superior. Instruction is written on official paper.

Instruction template
3K 5K 3K 3K 3K 5K 3K 3K 3K 5K 3K 3K K K 3K 3K K 3K 3K K 5K 3k Sk 5k 3K 3k 3K 5K 3K 3K 3K 3K 3K 3K K 3K 3k K 5k 3K 3K 5k 3K 3K 3K 5k 3K 3K 3K 5K 3K 3K K 3K 3K 3K K 3K 3K 3K 5K K 3K 5k 5K 3k K 5k 5K 3K K 5K 3K K Kk K K Kk K K kok

'
o

fds (Instruction) (seauswmsniedwmnivvesgieanesndias)(Organization)
# (No.)../ (avilynsrnsivnesndids(Year)

1589 (SUDJECE) v eeeeeeereeeeesees s eesesesesessees s

Ce

TG AUA (FTOM) 1ottt ettt be st e e seebe st e e eseebe s eseeresens

d1 o Suii (Issued on).......... wt. (Year) ...

(m«?m (Sgnature)
(‘ﬁwf%;azﬁm (Full name)

(shurrida) (Position)

3k ok ok 3k ok ok ok Sk 3k oK K ok Sk 3k K ok ok 3k K oK ok ok ok 3k K ok ok K K K 3K ok ok K K ok ok 3k K oK ok Sk 3k K ok ok 3k K K K ok k K K ok ok K K oK Kk ok >k K ok ok k sk ok Kk ok k K ok ke sk sk ok Kk



4.2 Regulation
Regulation means the condition that governs procedure to accepted standards. Regulation is
written on official paper.

Regulation template
3K K 3K 3K 3K 5K 3K 3K 3k 3K 3K 3K K K 3K 3K K 3K 3K 3K K 3k Sk K 3K 3K 3K 5K 3K 3K 3K 3K 3K 3k K 3K 3k K 5k 3K 3K 5k 3K 3K 3K 5k 3K 3K 3K 5K 3K 3k K 3K 3K 3K 5K 3K 3K 3K 5K 3K 3K K 5K 3k K 5K 3K 3K 3K 3K 3K K K 3K 3K K Kk K K Kk

suiion (Regulation) (voaausivnisiieansziiien) (Organi zation)

A8 (SUDJECE) oo
(ﬂﬁ‘uﬁ (No.) Siliseueriuiuni o n1)
nwa. (Year) ...

v q Yy A = ' Ay ~ Y = ~Aq Yo
(W@ﬂ?"lll) IW@'NH’?QWﬁIﬂEJEJE]LWE]Hﬁﬂ\‘]ﬂ\?ﬂ’]'li]lﬁlﬁﬁiﬂﬂﬂﬁ@@ﬂ@ﬂi%lﬂJEJ]J Lla5ﬁ]1¢]ﬂﬁﬂaﬁlﬂﬂ‘ﬂlﬁ@1u’m

= Y A
ponszen (21)

Y
TO ® TUDHUTHTINIT "TETIIU 1eveeereeereerreereseeeesseresssesesseessssseseesnesseens T eeeeeeeeeeeeeeeeens "
v Y
= = v v @ 1 I
TO 1o TED LT T TR LTI e+ e e eeeeeeeeereeeeeeeeeesreereeeeeseesseeeeeseessesseseseeneeennes il
(Item)
k) 4 9w =t Y A [~ qQ Yo ¥ Yo =1 Y o [~/
48 (qanie) Finwimsawsadion (SUmsuatluivae lihdedsnymsawsaiey lfmuadly
v vy 4 oA £
TOGATIINOUTDZTUNUIN ©) 1eerurreeasssrreessasseesesssnnmesessassesessassesesssssensasesssssesssssssssessassesamansesssssassas
dseme o udi (Isued ON) ... we. (Year)......
(av¥e)(Sgnature)

(Aurised(Full name)
(shurrn) (Position)



4.3 Rule
Rule here means the command of the higher official by means of the law. Rule is written on
official paper.

Rule template
3K 3K 3k 3K 3k 3k 3k 3k 5K 3K 5K 3k K kK 3K 3K 3k 3K K 3K 5K 3k K 3k 5K 3k 5K 3K 5K 3k 3K 3k 3K K 3K K 3K 3k 3K K 3k K 3K 3K 3k 3K 3K 5K K 3K K 3K 5k 3K 3k K 5K 3K 5K 3K 3K 3K 3K K 3K 3K 3K K 3K K 3K 5K K 3k 3k 5k K 3K kK kK

o @

dotisnu (Rule) (Foaus1vmsiieandeiisay) (Organization)

PR TN (S [=To ) F R
(ﬂﬁ‘uﬁ (No)).... Siiiseueriuiuni o n1)
wea. (Year)...........

P q Yy A = 1 Ay Y o o Y = Hq ¥
(il@ﬂ’ﬂll) ITTE]NH/W}WﬁiﬂEJEJE]LWEJLL?(@\‘]ﬂQﬂ??ﬂl!QWNW?JTW]EN?JE]ﬂﬂJE]“INﬂlJ lLaZE)NﬂQﬂQWJJWfJTIGlW

o Y o o
DIUIVDDNUDLNAY

Y Y o o d’ld ' Y o o n
U8 o VOUIAVTTINIT "UBTAU 1vveeeeeireee e e erenr e e LU APPSR,
2 9
o o v o ' |
90 lo YOUINUTTATFTITDAUIR oo e Wuduly
(Item)
9 4 9 o Y o o Y A 1 Yo 9 Yo Y ° I~ Y
9o (gaie) ASnvmsmwdersny (Dmsuailunuan lihdedsnyims lhildnuadludegane
N = 4
AOUTIDEULHIUIN ©) suveresrsnreressaneressansermansssanseressansenessasserssassansessssansensssansesessannmnsensssansenessannenessas
semer o Jud (Isued ON...oeeeeeeeeeee, wa. (Year).....

(a97e) (Sgnature)
(Aurised) (Full name)

(siuomia) (Position)

3Kk 3k 3K ok 5K K 5K 5K 3K K K K KK KK 3K K K K 3k 3k 3k 3k 3k 3K 3K 3k 3k 3k 3k 3k 5k K Sk 5k 5k 5k 5k 5k 5K 5K 5K K K 3K K 5K K 5K 3K K 3Kk K K K 3k K 3k 3K 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 5k 5k ke ok ok ok ki ok ok ok Kok



5. Announcement
There are 3 types of announcement.
5.1 Declaration
Dedaration means the document or statement declared or explained by the official

organization. Declaration is written on official paper.

Dedaration template
3K 5K 3K 3K 3K 5K 3K 3K 3K 5K 3K 3K K K 3K 3K K 3K 3K K 5K 3k Sk 5k 3K 3k 3K 5K 3K 3K 3K 3K 3K 3K K 3K 3k K 5k 3K 3K 5k 3K 3K 3K 5k 3K 3K 3K 5K 3K 3K K 3K 3K 3K K 3K 3K 3K 5K K 3K 5k 5K 3k K 5k 5K 3K K 5K 3K K Kk K K Kk K K kok

Uszme (Declaration) (7oe1u519n15700n1/52mm) (Organization)

T RN (S0 [= . IR
(TOADI)(BOY) cvvvveeeereererenieeeeesetese st sesessebees e s bess s se st ebe e s s sbebessassnssetasenssessene
Yszma o Sudi (Issued on) ..o, wa(Year)......

(m?a)(Si gnature)
(ﬁmﬁazﬁw(Full name)
(dusinia)(Position)

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 5k 5k 5k K 5k K 5K 5k 5K 5K K K 3K 5K K 5K 5K 3K K K K K >k ok 3k >k >k >k 3k >k 3k 3k K 5k Sk K K K 5k 5k 5K 5k 5k 5K 5K 5K 5K 5K K 5K 5K K 5K K %k 5k 5k >k sk >k >k >k >k k >k >k k >k >k >k ki k



5.2 Manifesto
Manifesto means the public announcement of intent, policy, aim of the action or event related
to the official organization. Manifesto is written on official paper.

Manifesto template
3K K 3K 3K 3K 5K 3K 3K 3k 5K 3K 3K K 3K 3K 3K K 3K 3K 3K K 3k Sk K 3K 3K 3K 5K 3K 3K 3K 3K 3K 3k K 3K 3k 3k 5k 3K 3K 5k 3K 3K 3K 5k 3K 3K 3K 5k 3K 3k K 3K 3K 3K K 3K 3K 3K K 3K 3K K 5K 3k K 5K 3K 3K 3K 3K 3K K K 3K 3K K Kk K K ki ok

unasmsal (Manifesto) (soaus1wmsiioanunasnisai) (Organization)
1509 (SUDJECL) ...

a1fudt (NO.)..... (F10)(if have)

(@ rvmsiioonunainisal)
(Bureau identification)
(31 1aou T)(Date)

3k 3k 3k 3k 3k 3k ok Sk ok Sk Sk Sk Sk Sk Sk Sk Sk ok Sk ok ok K K 3K K K 3K 3K K 3K 3K 3K K 3k 3K 3k 3k 3k 3K 3k 3K 3k 3k Sk Sk Sk 3k Sk 3k Sk 3k 5k ok 5k 5k 5K 5K K 3K K 3K 3K K 3K K 3K 3Kk 3k K 3k >k 3k >k ko k kokk ko k >k kk



5.3 News
News means interesting or important information considered to be disseminated by the official
organization.

News template
3K 3K 3k 3K 3k 3k 3k 3k 5K 3K K 3k 5K 3k 3K 3K 3K 3k 3K K 3K 5K 3k K 3k 5K 3k 5K 3K 5K 3k 3K 3k 3K K 3K K 3K 3k 3K K 3k 5K 3K 3K 3k 3K 3K 3K K 3K K 3K 5k 3K 3k K 5K 3K 5K K 3K 3K 3K K 3K 3K 3K K 3K K 3K 3K K 3k K 5k K 3K kK kK

$11 (News) (Foaaus1wmisiieonsr2)(Organization)
1589 (SUDJECE) vvvveeeeeeeeeeeeeseeeese e ser s

atuit (NO.)...... (10)(if have)

(aus1vmsnesnyn)
(Bureau identification)
(3 1aou T)(Date)

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k K 5k 5k 5k 5k 5k 5K 5k 5k 5K K K 3K K K 5K K 3K K K K 3k >k ok 3k >k 5k K 3k >k 3k 3k K 5k 5k K K 5k 5k 5k 5K 5K 5k 5K 5K 5K 5K 5K 5K 5K 5K K K K >k 5k 5k %k >k >k >k >k >k k >k k koK k >k ki k



6. Certificate
Certificate can be classified into 4 groups as followings:
6.1 Certificate
Certificate is an official document confirming or attesting the truth of person, corporation, or

organization for particular objective. Certificate is written on official paper.

Certificate template
3K 3K 3K 3K 5K 3K 3K Sk 5K 3K 3K 5K 3K 3K 3K 5K 3K 3K K 5K 3K K K 3K 3K K 5K 3K 3K 5K 5K 3K K 5K 3K 3K K 5K 3K 3k K K 3K K 5K K 3K 3k 5K K 3K 5K 3K 3k 3K 5K 3K 3K 3K 5K 3K 3k K 3K 3K 3K 5K K 3K K K K Kk kK K kK Kk k Kk

ST ([0 ) PR (Fausrvmadvesniiide)
(Organization)
£ ' ] '
(von211)(Body) misdeatiuii 1 Aieuansi (szysoynna dayananioniaeauie inssy
Yy & , v o A AL Y iy oy Ao
509 WIDUIDIA UM UIUALFINA HTONTI UAINOAWTDATITITUTON) eererrrerererererererarenasanarasasasasrasssasasaes
1713 = Juh (Issued on) ...... we.(Year)
4 ]
i =q 9 o v A o o
(@il lddmsuseednny)
(avde)(Sgnature)

e (Typed signature
s1lane(Photo) ( /(Typed 59 )

Yo (sfumia)(Position)
(2w)(if have)

(Useviumsiveaus19ms)(Organization emblem)
(av¥er Id5umssusey)(Referral signature)

(WwiFed)(Typed signature)

3K Kk 5k 5K 3K K 5K K 3K K K K KK K K 3K K 3K 3K 3K 3k 3K 3K 3K 3K 3K 3K 3K 3k 3k 3k kK Sk Sk 5k 5k 5k 5k 5K 5K 5K K K 3K K 3K K 3K 3K K 3Kk K 3K K 3K 3K 3k 3K 3k 3K 3k 3k 3k 3k 3k 3k 3k 3k 5k 5k ok 5k ok ok ki kK k Kk



6.2 Minutes
Minutes are official records of the proceeding, opinion, and resolution of a meeting.

Minutes template
3k 3k 3k 3K 3k 3k Sk 3k Sk 3k K 3k K Sk K Sk 3K Sk K k3K 3K 3k K 3k 5K 3k 3K 3K 5K 3k 3K 3K 3K K 3K K 3k K 3K K 3k K 3K 3K 3k K 3K 3K 3k K K 3K 5k 3K 3K 3k 5K 3K 5K 3K 3K 3K 3K K 3K 3K 3K K 3K K 3k 3K 3k 3k 3k ok kK koK koK

Aunlszasu (Participant)
Aldunlsean (771)(Absentee— if have)
Ansanlseau (771)(Observer —if have)

Suilszeuna (Starting time)

ianiszaunan (Finishing time)

Aansreaumsiszay (Recorder)

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 5k 5k 5k 5k 5k 5k 5k 5k 5k 5K K K 3K K K 5K 5K 5K 5K K K 3k 3k ok 3k >k K 3k 3k >k 3k 3k K 5k 3k K 3k K 5k 5k 5k 5K 5k 5K 5K 5K 5K 5K 5K 5K 5K K Kk %k 5k 5k 5k sk >k k >k sk k kok sk k ki k ki



6.3 Memo
Memo means statement that the subordinate proposed to the superior, or commanded by the
superior. And the statement consulting between official section lower than “division” .

6.4 Others
Others means any other documents or statement created during the process of mission, and
can be used as an officail evidence. It includes picture, film, tape, and documents received from the
outsider.

General document

Practically, there is no formal regulation for general document. The pattern or format of document
seems to depend on the style of writing. Even if there is no strict rule, some types of
writing/document have to follow their traditional format, such as letter.

For formal letter, we follow the official external document, while informal letter style depends
on the writer.

Conclusion
For Thai document, regulation of writing and style is provided for only official document. For general

document, even if the authors have their own style of writing, they try to follow the existing or
traditional regulation if possible.
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