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i THU TiN cUA MOT CONG  TY

 THUSNG LA PHUONG TIEN CHU YEU,
| VA POl KHI LA PHUCONG TIEN DUY
" NHAT, BE THIET LAP CAC QUAN HE
| BUGN BAN VGI THE GISI BEN NGOAI v1
| VAY, SU QUAN TRONG HANG DAU
* CHINH LA CAC LA THU BUJC GOl DI
* NEN TAO PUGC AN TUGNG TOT. NEU
MUGN DAT BUGC MyC DICH NAY, THU
TU PHAI DUGC TRINH BAY HAP DAN,
KHONG PHAM CAC LS VE NGU PHAP,
CACH CHAM CAU Lo CHANH TA.
NHUNG TIEU CHUAN CAO VE THU TIN

GGl CHO NGUSI TA NHUNG TIEU
CHU.&N CAO VE SU PHUC VU, vA MOT
I LA THU pudc DANH_ MAY TOT TREN
1.-GIAY LOAI TOT ¢O THE SE DAN PUGNG
DUA DEN MOT QUAN HE BUON BAN
QUAN TRONG,
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HAY VIET TU NHIEN

Trong tat ¢4 cdc loai hinh viét
lich, viét thu c6 1é 1a loai ty do
nhil va dé chiu nhat. Khi ban dugc
yéu ciu viét vé mot dé 1ai cho sdn
ban ¢6 thé ling ting vi cdc y tudng
ching chin ndy ra. V6i thu tin
khong nhu viy, thr tin thuc su la
mot “miu ddi thoai qua buu di¢n”.
Ban sé khong viét thu n&u ban
ching c6 gi & ndi, va néu trong thu
ban viét cang gidng vdi cich néi
chuyén khéo léo chirng nao thi 1a
thw cda ban cang hay chimg d6.
Thit vdy, mot cich kiém tra xem 1a
thr dd hodc hay 12 ban ty hdi xem
khi doc thu d6 qua dién thoai thi 10i
vin ¢6 vin con Ly nhién khong. Néu
n6 tv nhién thi 14 thu c6 thé hay.
Ban ¢6 ndi qua dién thoai nhu viy
khong ? '

- I have received your com-
munication of the 15th. (To6i da
nhin dugc thong dat ngdy 15 cia
ong).

- I am in receipt of yours of the
15th, for which I thank you. (T6i da
nhin dugc thu ngay 15 cla Ong, va
16i cdm on Ong vé viée do).

Di nhién ban ching ddi nao noi
thé& Viy thi tai sao ban viét thu
kiéu d6 ? Tai sao ban khong viét
hoan toan don gidn nhu sau :

- Thank you for your letter of
the 15th. (xin cdm on 6ng vé 14 thu
ngay 15 cta 6ng).

Doi vdi thu throng mai, phong
cich viét d@di hoi ban dung tiéng
Anh don gidn, minh bach ro rang
nhu khi ban néi chuyén vgi mot
ngudi la. MOt khi ban nghi tdi 1a
thy nhr mdt cong trinh vin chuong
thi ban khong con tr nhién duoc.

Khi viét mot thu thuong mai
ban.cé th€ theo mdt trong ba cich
sau :

(a) Xung ho T6i (I), néu ban
gi® mot chic vy cd thim quyén,
nhu viy trong thu ban tudng thudt
nhing viée 1am va nhing quan diém
cia ban than ban. Thi du :

- [ am sorry to learn from your
letter of the 10th that some of the

records supplied to your Order No.
572 werc damaged when they
reached you. In the circumstances
you mention [ will certainly arrange
for replacement of those damaged.

- T6i 1dy lam ti€c khi bi€t qua
thr ngay 10 cda 6ng 12 mot s6 dia
hdt duge cung cip theo Hop dong
S6 572 cua Ong di hu hong khi
ching dén ché oOng. Theo tinh
hudng Ong @& cdp t6i chic chin sé
thu xép d¢ thay th€ nhing dia bi
héng,

(b) Xung ho Ching t6i (We),
néu ban giF mot vai tro thude cip.
VGi cach nay khi gdn lién ban than
ban vdi toan thé cong ty ban lam
cho 14 thu cia minh ¢é duge cdi vé
diy du thim quyén. Thi du :

- We arc sorry to learn from
your letter of the 10th (...). In the
circumstances you mention we are
arranging to replace those damaged.

- Chiing t0i 1dy lam ti&c khi bi¢t
qua thu ngay 10 cia 6ng (...). Theo
tinh hudng ong dé cip chiing 16i
dang thu x&p d€ thay th& nhing dia

bi hdng.

(c) Khong xung ho TOi hay
Chung t0i (impersonal). Thi du :

- The fact that some of the
records supplied to your Order
No0.572 were damaged when Lhey
reached you is regretted. In the cir-
cumstances you mention arrange-
ments are being made to replace
thosc damaged.

- Sy kién mét s dia hat duge
cung cdp theo Hop dong S6 572 ciia
ong da hu héng khi ching dén tay
ong thyc dang tiéc. Theo tinh hudng
ong néu, nhung su thu xép dang
duge thuc hi¢n dé thay thé nhing
dia bi hong.

Phong cdch nay lanh nhat va
cich biét v&i ngudi doc thw. N6
thi¢u cdi giong 4m 4p va thdn mét
d¢ tao nén cic moi quan hé budn
bin (61. Vi I¢ nay, trong thu thuong
mai cich xung hd To6i hay Ching t6i
thuong duge wva chudng hon. Tuy
nhi¢n ban ¢6 thé phéi hgp ba cich

27



(a), (b), va (c) trong cung mot ld
thu. Thidu :

- We are sorry to lcarn from
your letter of the 10th that some of
the records supplied to your Order
No.572 were damaged when they
recached you (cich b). In the cir-
cumstances you mention arrange-
ments arc being made 1o replace
thosc damaged (cich c).

- Qua 4 thu ngay 10 cua Ong
ching t6i 1ay lam tiéc khi biét ring
mét sG dia hit dugc cung cip theo
hop dong s 572 cia Ong di hu
hdng khi ching dén ¢hé Ong. Theo
tinh hung Ong néu, nhing sy thu
x¢p dang dugce thyc hi¢n dé thay the
nhiing did bi hong.

- Dcar Sir

I am sorry we cannot send you
immediatcly the catalogue and price
list you ask for in your letter of 12th
October (cdch a). Supplies are ex-
pected from the printers in two
weeks' time (cdch ¢), and as soon as
we receive thiem we will send you a
copy (cdch b).

Yours faithfully

- Thura Ong

Toi 14y lam tiéc la ching 10i
khong thé gui ngay cho 6ng bén ca-
ta-10 va bifu gid ma ong yéu ciu
trong thu ngay 12 thdng 10. Hy
vong nha in s¢ cung cip trong hai
luin nifa, va ngay khi ndo ching 16i
nhin dugc hang ching 16i s¢ gdi
ong mot ban.

Trén trong kinh chio Ong

THU RIENG VA
THU THUGONG MAI

No6i cho rdng, thu tin ¢ hai
loai: thu riéng va thu thuong mai.
Thu thvong mai khong nhiung chi
licn quan (Gi doi séng cong nghicp
vd budn bin ma con lién quan 1Gi
phuong di¢n budn bédn cua ddi song
riéng tu : mua nha, bio tri tai sin,
thu¢ cdc dich vu phu blup cho gia
dinh, bdo hiém tai sdn, thu¢ md,
mua do dung ci nhan vd hang gia
dung, xin vi¢c lam, v.v... Thu riéng
licn quan tGi cdc vin d¢ ¢ tinh
cich gia dinh, ban be, cic quan h
xa hoi, v.v...
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Su phan bidt 1o rét gita thu
thuong mai va thu riéng khong
duge no6i cy thé. Nhung thudng thi
moét thu thuong mai ¢6 mdt vai trd
ricng trong mot nghiép vu kinh
doanh, né duoc viét df dat 1di mot
muc dich nhit dinh va thudng lam
phat sinh cdc nghia vu phap ly. Doi
vGi thy ri¢éng di¢u c6t ycu la 10i vin
phdi suong s¢ va thin mat, giong
nhu khi doi thoai vdi ngudi quen.
Nhung thu thuong mai doi hoi mot
ngon ngu chinh xdc, mot giong vin
nghiém tic, c6 vé trang trong hon
ngbdn ngtt trong thu riéng. Noi khdc
di, thu thuong mai ¢in mét phong
cdch khdc hon, nhat 1a phéi ¢o sy ro
rang chinh xdc. V& phuong di¢n
khdc, thu riéng cin mot phong cich
phu hgp vdi vin néi ma phong céch
nay khong thich hgp cho thu
thuong mai.

Do6i vdi thu thuong mai ngudi
la ding mdy ddnh chir,cic bin phu
cia Id thw gdi di duge luu tri vao
ho so. Mic du ngay nay mdy dinh
chir ngay cang phd thong cho thu
ritng, vin khong phi nhin riing 14
thu vict tay du sao ciing thin mat,
¢6 nhin cich, dm dp, va thanh that
hon. Vi vay doi vdi cic thu riéng
ngdn, 161 hon nén vicl tay, nhat la
nhung thy cim on, thu chic ming,
thu thdm hai, va thu chia budn.,

Ngodi cde dicu ndi trén, thu
ri¢ng va thu thuong mai khong
khdc bi¢t nhau theo bat ky phuong
dién cOt yéu nao.Ca hai doi hoi
titng Anh 61. C6 ngudi cho ring dé
¢6 cdi vé thuong mai, thu thuong
mai phdi ¢6 mot loai ti¢ng Anh dic
bi¢t va ho su dung nhing kicu néi
vO nghia nhu : I have to inform you
(16i phdi thong bido cho Ong). We
beg o acknowledge (ching 10i xin
bio tin). Cic kifu noi nhu thé via
khOng ciin thi¢t vira khong hap dén.

Nguoe lai thu thuong mai cing
€6 hai loai : thu binh thudng va thu
dic bicL. Thu binh thudng da c6 siin
mot cong thie, kiCu miu quen
thude d€ mo phong theo, va cong ty
thudng giao luén cho thu ky dinh
mady tu dam trdach. Thu ddc bi¢t doi
héi ngudi vict kién thic dic biét,

biCt trinh bay su viée hoply (16-gic
d€ dam bdo su 16 rang, bi¢t dang t
ngd can thin € thu ¢6 glonb vi
ding d&n. Thu loai nay ¢6 thé dug
soan thir ra nhdp sau khi cip lan
@an @i c6 chi din nhitng diém ¢4
thiét phdi néu trong thu. Thu qua
trong thi ¢ thé cin cd mét cdi sud
(dan bai) trude khi vict nhdp, sa
do trinh cdp lanh dao xem xét, su
chda ¢in thin roi mdi giao cho th
ky ddnh mady.

NHUNG KIEU NOI
CAN TRANH

Thu thuong mai d6i khi ph:
cin dung nhirng thudt ngd ri¢ng cd
nghé budn bdn, nhung nhing ki€
néi nay phdi ¢ y nghia chinh xi
dugc thai dai chdp nhén, va hié
giong nhau. Bung dung nhing 1oi |
lam ngudi doc hiu 1am. Nhy vi
ban dugc ding nhing thuit ng
ngh¢ nghi¢p nhur :

- C.LF. (bao gom gid hang, ti¢
bdo hiém, tién cudc chuyén ché
cost of the goods, cost of their in
surance, cost of their transport o
freight).

- E.&.O.E. (Errors and omis
sions excepted @ nghia la ngudi ba
chiu stta chira bat ky 15i lAm nio o
trong hod don).

Ngoai nhing thudt ngd ¢ tinl
cich nhu viy, thy thuong mai bac
iy cing ¢in thu ngdn ngd thon,
thuéng chudin muc trong dam thoai
Ngiy nay, ban nén trinh 14l c
nhing kicu néi ¢iu ky di da ¢6 tho
ngudi ta dia vict nhu (hé, Th
thuong mai hién dai khong chij
nhin nhung thi tan du d6, thi du :

- herewith  (ktm  theo diy)
aloresaid (da ndi trén), furthermorg
(hon nua), whereas (trong khi ma)
undermentioned (dé cip dudi diy)
inasmuch (bdi' vi), valued favour
(nhung 4n hu¢ quy bdu), esteemed
enquirics (nhimg yéu ciu cao quy)
enclosures herewith (dinh kém thec
day), elc.

LAD
(Tuyén dich, sich da din, chuong 11,
1r.171-175)
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