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TRINH BAY THU TIN
THUONG MAI

LE ANH DUNG

Viéc chon lwa cdch trinh bay ld thi (letter layout)
la vin dé s thich cia timg nguoi. Nhidu hang buén dp
dung mot kiéu trinh bay riéng biét va toan thé cac bé
phadn cita hang phdi trinh bay théng nhdt theo kiéu da
diege hdng chinh thirc chon. Cac nhéan vién ddanh mdy
ctla toan hang déu phai ndm chdc qui cdch trinh bay ld
thu ma hang cita ho da tiéu chudn héa. Cdch trinh bay
ld thu ciing noi Ién cd tinh (personality) cila timg hang
buén. Duong nhién cing ¢6 hang dé cho thu ky déanh
mdy ty trinh bay ld thw theo s6 thich timg nguedi, va do
do trong cing mét hang ma méi bd phén lai c6 mét
kiéu trinh bay khéc nhau.

O Anh, nhitu hang da 4p dung ki€u tiéu chudn
do chinh phit Anh qui dinh cho céc cong s& vao nam
1974, duge in thanh quyén Manual for Civil Service
Typists (Cdm nang danh cho thu ky danh may co quan
dén su).

Trén thuong truong ngay nay, dit & khu virc anh
hudng vin hoa Anh hay My, kiéu trinh bay BLOCK
dugc coi nhu la tiéu chudn nhdt vi 1é moi nguoi cong
nhan ki€u nay rdt dé trinh bay, va tiét kiem r4t nhidu
thoi gian danh may,

Mé&u 1.FULL BLOCK

Noi dung la thu miu nay chinh la phan gidi thich
ki€u trinh bay Full Block. N6 1a kiéu hiru hiéu nh4t
nhd khong phai danh may thut dau dong (indentation)
nén da ti€t kiém dugc nhidu thoi gian ddnh may.
Nguoi khodg thich thi ché kiéu nay niang, m4t cin xing
vi ¢6 vé nghiéng hdn v& bén trai. Do khong thut diu
dong, mdi khi xudng hang, dé dé phan biét giita hai
doan van (paragraphs), ngudi thw ky cho cach nhau
hai hay ba dong gat clia mdy chit (separate line spac-
ings).

O Viét Nam, ap dung kiéu Full Block c6 thé bat
tién khi cin dong ddu Ién chir ky. D¢ khéc phuc dicu
nay, ¢d thé sir dung kiéu Semi-Block.

M&u 2. SEMI-BLOCK

Hién nay trén thuong truong quéc t€ c6 nhitu
ki€u trinh bay thir tin khac nhau nhung hiu nhw t4t ca
cdc truomg day vé thu tin thuong mai, khong phan biét
theo xu th€ Anh hay My, d&u nhat tri chon hai kiéu
Full va Semi-Block va khuyén céo cac hang budn, cic
cong s nén dung ki€u rat ticn loi nay.

Tai ligu tham khdo : L.Gartside : Modern Busi-
ness Correspondence, Hong Kong :

Pitman (4th ed.), 1986, pp. 220-5, 413.
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Chi dén miu Full Block

T4t ca cdc dong danh mdy nhuw 6ng thdy qua méu nay
déu khéi s tir 18 bén trai.

Ciac ddu chdm ciu khong duoc diing & cac dong ngay
thang, dia chi nguoi nhan, 10i chao diu thy, dé muc la
thu, loi chao cu6i thu, phan ky tén cudi thu. Chi dung
ddu ch4m cAu trong ndi dung ¢ than thu (letter body).
Mu6n tién cho viéc tham khdo hd so lwu tri, c6 thé
dat dong ngay thang vé phia bén phai.
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Mau 1. Full Block

TRUNG TAM DAY NGHE THU KY
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10 thang 12 nam 1989
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Chi ddn méu Semi-Block .

Miu Semi-Block khéc vai Full-Block & hai diém: Mot
la, dong ngay thing dua v& bén phai. Néu sir dung s6
tham chi¢u (reference) ciia ngudi nhan, chi tiét nay
dat phia trén dong ngay thang. Hai la, 10i chao cudi
thu, con ddu vi cdc chi (iét v& ngudi ky tén dudi 14 thu
deu dat & bén phai, ké ir diém giiva chiéu ngang la
thur.
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Mait 2. Semi-Block
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