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ATINg SaunuUaeludnan1egsne

Frequent Collocations in Business Emails
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*Email: angvarrah.li@ssru.ac.th

UNANED

Swaduniduremnnisfadedeasfidifyvesutmuazadnsene mwildlunsdeu
Swadadinnudifyesisunn Weswinaunsoasvieuinnuduiieoinuaznmdnueifinnessdns
Fuqle AATeidaiiuanudAywasUsslevivesrdng lnsanizA1usingsiu (collocation) 7
annsanueldveslunmafeudiua vuidediediagUszasdifiofnwmusingiau ludua 7
Uszinuazasingiuinutesludiuausazuszian Taegldlusunsy AntConc (st 4.1.1) 1
in3esilandnlunissrydusingiudinuvey wansdnwinumsldmusngsaiivainaisuay
upnasiuludannazdszLan

sy AUTINGIW, M imansadsteys, dlua

Abstract

Email is one of the important communication channels for companies and
organizations. The language used in email writing, especially the words appear together
(collocation), is very important since it can reflect professionalism and a good image for that
organization. This research aims to identify collocations across seven types of emails and
collocations in each type of email. The program AntConc (Version 4.1.1) was used as the main
tool to identify collocations. The study found a wide range of collocations used in each type

of email.
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unii

Suadunisdeasideduiud (Abdullah, 2003) Mduvddludemnsnisiadedoasilesu
nsseusulurneauingsiauazesdng Tasamgnisvgsfaseninsesdnsfuesdng, n1svh
giRasEmIesdnItugna, mavhgsiaseninsesAnsiuniady smfnisdeansniglusznineesdns
Aumdinau WWusy Feguuuuiidunmans Whidldie Mlrnsideuduaaansonansdsanudy
fleandnliiuasdnivievsvmiug 1ffuednad lunsdediuaudazads avdesdiypuszasindniiie
fuaonlnesmesdiun ddwausarUszinnisdsuuuuniwiuasns Weufiuandietu dadu
mMsnTuiednifldvesaiemnuddgduegannsenisdeutiua wmsasteliamnsadonld
AlAogegnaBLasnsInNTngUIzeass

AUsngsam n3e collocations WulassadunmwidududmivmaFeusnwiiissema
(Shamsudin et al., 2013) I collocations Aen1ssaffuresiiintumusssund urlallayndnd
\Aintusafudi collocations Lewis (2008)

nsléddnlngjazgnidenanaruivesiiluinguos fududoyanrmidsinnuddy
dmsun1sAine (Biber et al. 1999, ch. 13) 1ilsananunsaazsieureuundiuvasfeige lag
Suanuafigsninduuliifiazlalldsunsisgiunnnidfuaudfsing

A3velaidaiiuaud Ay vesinanazUszlevivesrusngsau 3ailgauszasdues
nsfnuifioidudiutaelinsdeasmediuaiussansnmuinty feluiiaenisiauuagnis
Aasedeansiluinuremidiua
INUILEIAYRINIITIY

1. Wlefnwuaznsradeudunnguuazeuinuvesludiuatis 7 Ussam
2. iefnwinazasaouA N ImuazaNaTinuUesluBiausagsziam

oA TUNNSIY
1. mafiunusindeya

1.1 numwissanssuiiemundwaiildveslunisyinanu

1.2 fmusdiua 7 Ussnniiagldlunisdnet laun siwadeaseu, Suanaundulses
J09301U, DLNAABUNY, DLNANBUNAUNITABUNIN, BINASUNIIV, DiNauelny Lardiualduniu

1.3 AUMIFAI0E19BIUA1N Google Chrome wag Microsoft Edge

1.4 susinsnegrsisunadlulusunsy Microsoft Word (docx) Ineuendwa 1 fegha
fo 11Wd sauianun 467 g Uszneudae SwadeaSou 90 1d, Swansundusiuadonseu 65
g, Saaauniy 65 g, dwansundudiuagaunny 50 Lwa, dwanaunau 60 g, duanausu
60 19la, Duavelne 75 Wa wardwaausau 62 Wa
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1.5 ¥4y adi 530521910 Microsoft Word (docx) asluldsunsa AntFileConverter
neitu 1.2 1fleutasoyadulid txt anthldlusunsy TagAnt nediu 2.0.4 wladlid txt 1y
nld tagged Gedayalidriammnazgnuonsendiulnawmediiioliiesenislda

2. MTIATIENTYA

2.1 1hdeyalsld Microsoft Word (docx) Tdlusunsu AntConc 1ieddu 4.1.1 1ilesinis
Fadudu 100 Ausniiiniudgegavesdiuaudazuszinn anduidoyartsiuaunsauiuly
Microsoft Excel (xlsx) uagdni3eamusasngs A-Z iodedenisiuiouiisuwasdaiianiueenty
vl dnadndatedu 258 M

2.2 Fumdwsiusiazailagld AntConc nasdu 4.1.1 mntundsoyaoondu 2 yauiely
dﬁ&lﬁiaﬂ’]i@ collocation l¢ikA 1.) 6 part of speech Usgnause nouns, verbs, adverbs, adjectives,
prepositions wag model verbs 2.) ﬁwﬁﬂiwﬂgﬂ@&iuﬁmauﬁiazﬂizmw

2.3 usngdusiazyadeya lneldlng tagged Td AntConc 1efdu 4.1.1 ilefnaonluing
Tu Microsoft Excel (.xlsx)

2.4 Anneideyalaoidondusngiufiinnuigegavesisaze

2.5 thaadwsandeyausiazyaunsamily Microsoft Excel iievinsiu3euidiey

3. MsagUdeya

Wisuiisuuazuendeyaiieaguaa Tnouadudmunngsmuazanuifinuesludiua

713 7 Ussam wazdusingsasuazenuiiinuvesluausasussinm

NAN13398

Ausngsaiinutes 50 Sufuisn vesBiuans 7 Ussan aumsieii 1 8ususingsa
Faus 2-4 ¢ Uszneulddaeidomuaziliennsal ddemaiundwanidasadienisiden
Sua 1w A1Tudiu WU Dear Sir way Aasing best regards, your sincerely, and kind regards

M50 1 AUsINgImazaudinuvesluduans 7 Yssan

No Collocations Frequency
1 would like to 389

2 will be 350

3 thank you for 329

4 look forward to 125

5 Thank you 112

6 your sincerely 98

7 your company 94

8 the company 89
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No Collocations Frequency
9 as soon as possible 70
10 feel free 66
11 Best regards 65
12 at any time 63
13 do not hesitate 63
14 this letter 59
15 have been 56
16 have any 55
17 due to 50
18 in the future 48
19 any questions 48
20 have received 43
21 I am writing 48
22 the inconvenience 41
23 customer service 39
24 has been 38
25 on our team 38
26 let me know 36
27 itis 33
28 If you have 33
29 hearing from you 27
30 any inconvenience 26
31 Dear Sir 26
32 Dear Sir / Madam 25
33 your time 22
34 would be 21
35 our customers 20
36 complaint letter 18
37 please do not 18
38 our company 18
39 to make sure 17
40 contact us 17
41 not happen again 16
42 to take 16
43 please accept 16
a4q | hope you 15
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No Collocations Frequency
a5 it was 15
46 as well as 14
a7 had to 14
48 your letter 14
49 understand that 13
50 Kind regards 12

Y
Y

musngIluduaudasyssian uandlunisn 2 lngtiauerusingsaundainudaaus

10 AudTuly

A ° ] ~ | ] =
MITNN 2 ﬂ’]ﬂi’]ﬂgi’m%W‘UU@EJIULLG]@B‘U%LJW]EJL&I@

Ussinnvesdiaa ﬁ’lﬂi'mgi"mu,azﬂmuﬁ
Daseseu writing to (49), the problem (19), hearing from you (13), have been (12),
there was (12), do not (10), problem with (10), request you to (10)
DlUanaUNAU very sorry (27), sincerely apologize for (19), we are sorry (18),
Spaseu have caused (17), Dear Mr. (13), can help (12), next purchase (10)
dulagaunny my name is (32), inquire about (31), credit rating (30), forward to (27),
interested in (24), an order (16), to hearing from you (14), I'm (12),
am interested in (11), want to (11), we would (11),
| am interested (10), looking forward to (10), would appreciate (10)
UANDUNAUNIT price list (18), further questions (16), do not hesitate (13),
GRATANI have any (12), list of (12), your inquiry (12), interest in (10)
dasunsu we are (31), receipt of (28), to inform (23), This is (20),
to acknowledge (17), Thanking you (13), working days (11),
the recipient (10)
davelny valued customer (30), sorry for (21), apologize for (20), inform you (14),
may have caused (13), as soon as (12), Dear Valued Customer (12),
behalf of (11), it was (11)
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Ussinnvesdiaa ﬁ’lﬂi'm{]i"mu,azﬂfnuﬁ
LUALANBIIU eligible for (56), start date (50), to offer (42), any questions (41),

annual salary (36), if you have (36), please feel free (36), This letter is
(34), full time (32), position of (29), Dear Candidate (25), excited to
(25), you will be (25), employment with (22), primary contact (22),
vacation time (22), pleased to offer (21), starting on (21),

the position of (20), contact me (19), on our team (19),

an employee (17), employment relationship (16), this offer (16),

be eligible (15), in more detail (15), will be eligible (15), background
check (14), more detail (14), to accept (14), we are pleased to (14),
employee handbook (13), we are pleased (13), a contract (12),
full-time position (12), Other benefits (12), this position is (12),

your earliest convenience (12), abilities and experience (11),

also eligible (11), at-will basis (11), basis by (11), definite amount (11),
for our benefits (11), in more detail (11), medical insurance (11),

to be paid (11), job offer (10), opinion that (10)

aAUs1INaNISIAY

¥
v Aaav

uATei T nguszasdilofnurAUsIngsauuazauAveadinagiia 7 Ussian waain
msfinwwusoyasaniailu 2 nqu fe 1. FusingfmfinutesluBuads 7 Ussan uazdusing
SadiwuvesluusazUsziamdiua 91nBuagsfadiuou 467 fogs nuimuigeaaiusngludiua
e 7 Uszam 1unmn31 "would like to" Tngnumnudae 389 ade eusunlushegsdrulngay
vanefsdaiigdafonis liiazdunsiaue foswe nsuds uagnisvelny 1 " We would like to
formally offer...", " | would like to inquire about...", "I would like to inform you that...", " | would
like to apologize for..." wazdu 9 1Junu

TudhumunngmiinulesiamzusasUssinnduatuisuounagaudifusneaiu e
Juagiuingusrasdvesdiuatundie dwiuduaioudou anuigegaldundiin witing to" dail

' i
a

Anud 49 ase Tnsudundiaednlngjazuansanudesnsvosduiafumiuinaluuisduiedis
Farenpdeaiudaneundudousou ﬁﬁmmﬁqqqﬂ 27 afs dmdusih "very sorry" lagan@aegng
TuuFunuansis 9auszasdvesideidnladedif3uidsuszau uazdouisfanmlunisdnnisiv
anunisal dwsudiaaouniy arwigeaaldin "my name is * Ssdiaud 32 ads audae Yinquire
about" feensd 31 ada Tnevisansd manefiwidds AFesnisasuaiiomdmeuiisatuuids
Unegs HelinantsAnuuandififiuauaenadestudiuanoundunisaouniu Tnenueuigeaad
18 Ads dw¥ugnin "price list" iliduindudsiivananiinasvoniedudsiifduinazuuuiiors
Usznaumsiadula dmsusuaiunsu anuigeaalduididn "we are’ Fslinnud 31 afs laely
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megusunaglduansimmulunisneunduingddasunsiutennussuiosudd dmsuduavelny

IS a

& Y 1o 1, = & Yy o . v o
mmaqqqmimmmm valued customer" g91A3748 30 ATI MIUAIBAIT "sorry for" A8AIUR 21

i '

A3 InevisaesuandbiiuingddvinnuddyiugnAveananiisgials wagdmsuduanisaus

a

U ANudgegalannadn "eligible for' Fafiaud 56 a39 Ingluviundrulvgidunisudedsu
Wnerfunstasulaniansednsluunsdeuisedns
91nnsAnwviliiuANaINiateueInguAl Jeazdviangquenfildinig waznqueni
=

anunsanulaludinusedniu NallasuiuingUssasdveailomludiua
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