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I. Salutation - chaohoi <~

Khi ban biét tén nguoi nhan:
e Dear Mr. Brown

e Dear Ms. White

Khi ban khong biét tén ngudi
nhan:

e Dear Sir

e Dear Madam

e Dear Sir or Madam

e Gentlemen
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2. Starting - M3 dau eau chuyén

* We are writing (T6i viét email nham)
- to inform you that ...(thong bao vdi ban rang)
- to confirm ... (xac nhan)
- to request / enquire about ... (yéu cau)
e I am contacting you for the following reason...
(toilién hé voiban vi)
e I recently read/heard about ..... and would like to know ....
('T6i duge biét rang ....... va, t6i muodn biét)
* Having seen your advertisement in ..., I would like to ...
(Toi thay quang caocua ... T6i han hanh duge....)
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3. Referring to previous contact
Nhae t6i viée lién lac trude do

* Thank you for your letter of March 1s.
(Cam on email cua ban gui ngay 15 thang 3)
e Thank you for contacting us.
(Cam on da lién hé vai chung t61)
* In reply to your request, ...
(T'6i xin tra 16i vé yéu cau clua ban)
* Thank you for your letter regarding ...
(Cam on email clia ban vé...)
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4. Referring to previous contact
Nhae t6i viée lién lac trude do

 With reference to our telephone conversation yesterday...

( Nhu chiing ta, da trao déi qua cudc dién thoai ngay hom qua)
* Further to our meeting last week ...

(Nhu cudc hop cua ching ta vao tuan trudc)
* It wass a pleasure meeting you in London last month.

(T6i rat vui/lay 1am vinh hanh dugc gap ban & London vao
thang trude)
e ] would like to confirm the main points we discussed on
Tuesday.

(T6i mudn xac nhan cac diém chinh ching ta da thao luan vao
hom thu 3)
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2. Making a request -Dua ra yéu eau

e We would appreciate it if you would ...

(Ching t6i sé danh gia cao néuban co6 thé...)
* I would be grateful if you could ...

(T6irat cdm kich néu ban co6 thé...)
* Could you please send me ...

(Ban c6 thé gui cho t6i ...)
e Could you possibly tell us / let us have ...

(Ban co thé cho ching t6i biét...)
* In addition, I would like to receive ...

(Ngoai ra, t6i mong muén nhan duge...)
e It would be helpful if you could send us ...

(Sé rat hiru ich néu ban c6 thé gui cho chiing t6i....)
* Please let me know what action you propose to take.



6. Offering help
Dua ra l0i giap do

* Would you like us to ...?

(Ban c6 mudn ching t6i...)
* We would be happy to ...

(Ching t6i sé rat han hanh khi...)
* We are quite willing to ...

(Chiing t6i rat san 1ong....)

* Our company would be pleased to ...

(Cong ty chuing t6i rat san 1ong...)

G9®

GOVIEC-COM



7. Giving good news
Théng bao tin tot

» We are pleased to announce that ...
(Chang t6i rat vui duge thong bao rang)
e I am delighted to inform you that ...
(T'6i rat vui duge théng bao véiban rang...)
* You will be pleased to learn that ...
(Ban sé rat vui khi biét rang...)
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8. Giving bad news &9
Théng bao tin xau

e We regret to inform you that ...
(Chuing t6i rat ti€éc phai théng bao rang....)
e I'm afraid it would not be possible to ...
(T6i e 1a khong thé...)
e Unfortunately we cannot / we are unable to ...
(That khong may, ching t6i khéng thé....)
e After careful consideration we have decided (not) to ...
(Sau khi cdn nhac ky ludng, chiing t6i quyét dinh sé khong ...



9. Complaining - Phan nan =0

* I am writing to express my dissatisfaction with ...

(T'6i viét thu nay nham bay té sy khong hailong véi ...)
* ] am writing to complain about ...

(T'6i viét thu ndyy nham than phién vé....)
* Please note that the goods we ordered on ( date )

have not yet arrived.

(Vui l1ong luu § rang hang héa chiing t6i dat ngay...van chua dén)
* We regret to inform you that our order n® ----- isnow
considerably overdue.

(Chiing t6i rat ti€c phai thong bao véiban rang don hang s6...da hét
han)
* I would like to query the transport charges which seem
unusually high.
(T6i mudn truy van cac chi phi van chuyén ma duong nhu
cao bat thuong)



10 .Apologising - Xin 16i G.@

e We are sorry for the delay in replying to ...
(Chiing t6i xin 16i vi sy'cham tré trong viée tra 16i...)
e Iregret any inconvenience caused (by)...
(T6irat tiéc vibat ky subat tién nao gay rabdi...)
e Twould like to apologise for the (delay, inconvenience)...
(T'6i muobn xin 16i vi su'(cham tre, bat tién) ...
e Once again, please accept my apologies for ...
(MOt 1an nira, xin hay chap nhan 10i xin 16i clia t6i)
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11. Enclosing documents
Pinh kém tai liéu

e I am enclosing ...

(T0i co giri kém ...)
e Please find enclosed ...

(Xin vui 1ong tim ....dinh kém)
e You will find enclosed ...

(Ban sé tim thay ...dinh kém )
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12. Referring to future business
Pé eap kinh doang trong tuong lai

e We look forward to a successful working relationship in
the future.
(Chung toi mong doi suhgp tac thanh cong trong tuong lai)

e We would be (very) pleased to do business with your
company.
(Chang t6i sé rat han hanh dugc kinh doanh vai cong ty cua
ban)

e I would be happy to have an opportunity to work with your
firm.

(T'6i sé rat vui khi ¢6 co hoi lam viéc véi cong ty cua ban)
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13.Referring to future contact <=
Pé cap sulién lae trong tuong lai

e I look forward to seeing you next week.
(T6i mong dugc gap ban vao tuan téi)

e Looking forward to hearing from you
(Mong dgi phédn héi tu ban)

e Looking forward to receiving your comments,
(Mong nhan dugc y kién cla ban)

e I look forward to meeting you on the (date).
(T'01 mong doi duge gap ban vao ngay...)

e [ would appreciate a reply at your earliest
convenience.
(T6i danh gia cao vé viéc tra 10i sém nhat c6 thé cu
ban)
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14. Ending business letters <"
Két thie thu

(strdung véi nguti ban biét tén/ da.gap)

®
o

Sincerely,

Yours sincerely,

Sincerely yours, /
(st dung trong thu trang trong /
vOi nguoi ban khong quen, khong

Yours faithfully, / biét tén)

(sir dung véi nhimg ngudi ban biét
Regards, / hodc/va co moi quan hé 1am viéc)
O




