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Type of Hotel emails

Hotel booking
confirmation
email 

01

Post-stay
hotel email

03

Re-engagement
hotel email

04

Pre-arrival
hotel email

02



Hotel booking
confirmation
email 



Pre-arrival
hotel email



Post-stay
hotel email



Re-
engagement
hotel email





Complete
the first
gap of each
corresponse
with one of
the phrases

a. We enclose a copy of
b. We are pleased to confirm your reservation
c. Regarding your request to



Complete
the second
gap of each
corresponse
with one of
the phrases

a. Unfortunately we are fully booked
b. It includes
c. We have also reserved a parking space for
you 



Complete
the third
gap of each
corresponse
with one of
the phrases

a. We hope we may be of
b. We look forward
c. We attach a copy of







Abbreviations
AR = Action required1.
ASAP = as soon as possible2.
BCC/CC = Blind carbon copy/
Carbon copy (copy to)

3.

ENCS = document enclosed4.
EOD = End of day5.
 FYI = For your information6.
INCL = included7.
NO = number8.
NNTR = No need to respond9.
NYR = Need your response10.

11. OOO = Out of office
12. PFA = Please find the attachment
13. PLC = public limited company
14. PP = per proxy (signed insted of sb.)
15. PRB = Please reply by
16. RE = regarding
17. RD = road
18. RR = Reply requested/required
19. ST = street
20. Y/N - Yes or No





1.
2.
3.
4.
5.
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Activity
ตั้งหัวหน้ากลุ่ม (คนที่มีคอมหรือโน๊ตบุค)1.

พิมพ์ชื่อ-นามสกุล และรหัสนักศึกษาตัวเองลงใน

ช่องแชทของกลุ่ม แล้วหัวหน้า/ตัวแทนรวบรวม

2.

เขียนอีเมลที่ได้รับมอบหมาย ส่งให้อาจารย์ที่

ganchanit.ko@ssru.ac.th

3.



Activity
กลุ่มย่อยเลขคี่



Activity
กลุ่มย่อยเลขคู่


