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vién ¢6 k¥ ning viét thu tdt (nhu biét cach mor
dau hay két thac thu) hodc ngdn ngir sir dung
trong viét thu ciing tot (nhu biét dung ngén
ngt ¢ muc do trang trong hay thidn mat) thi
khoa hoc viét thu khong can tip trung day
nhimg van dé nay. Nhimg néu sinh vién thuc
str chua tot ca & ky nang 1an viée sir dung ngén
nglr phu hop thi khéa hoc phai day ho nhimg
kién thirc cu thé vé ngon ngir va k¥ nang viét
thu ndi chung.
2.2. M6 t chi tiét md hinh

Trudc tién 13 Phdn tich hoan canh dich dé
tim ra cac chu dé thu quen thudc trong méi
truong nganh du lich. Bai viét da sir dung mét
danh sich gém 103 thé loai thu (xem Bang 1).
Danh sach nay dugc Gng dung tir danh sach
thu trong nghién ciu cua Katayoon va
Mehmoosh [5]. Pé co duge danh sach 103 14
thu trén, hai tac gia da tién hanh maot khao sat
nhd rét can than. Ho tai mot danh sach thu
gdm 591 loai thu noi chung tir website:
4hb.com letters and forms; sau d6 ho nh¢ sinh
vién ciia minh di dén céc khach san va cong ty
du lich dé 1am khao sat xem thé loai thu nao
ma cac nhén vién khach san, du lich hay gap
trong qua trinh lam viéc. Sau khi thu thap dr
liéu va tong hop thi hai nha nghién ciru da cho
ra mot danh sach 103 thé loai thu duge cho
ring hay gip trong nganh du lich.

1- Acceptance of order with delivery in lots T
2- Acceptance of resignation
3- Acknowledged receipt of goods |
4- Acknowledgement and Acceptance of Order ’
5- Acknowledgement of application ,
6- Acknowledgement of cancellation of backorder
7- Acknowledgement of change in meeting datc |
& Acknowkdgement of customer praise of enmployee.
9- Agreement to extend Debt Payment
10- Announcement of Addittonal location |
' 11- Announcement of catalog price reduction

12- Announcement of change of address :
13- Announcement of change of address for billing ‘

14- Announcement of new area representative
15- Announcement of new discount

16- Announcement of price incrcase

17- Announcement of price reduction

18- Announcement of special discount offer
19- Apology after canccllation of order

20- Apology for delay of refund

21- Application for license

22- Appointment for employment intervicw and testing

23- Assignment of contract

* 24- Bill of sale
~ 25~ Business credit application

26- Commercial account analysis form

27- Complaint letter

28- Complimentary letter to hotel

29- Confirmation

30- Confirmation of acoeptance of emplovee suggestion

| 31- Confirmation of interview appointment

32- Confirmation of purchase agreement

33- Confirmation of telephone report of problem
34- Congratulations on a job well done

35- Congratulations on increased sales

36- Congratulations on outstanding achievements
37- Customer service request form

38- Demand for delivery

39- Demand that future payments be by certified check
40- Employee suggestion for company meeting
41- Employee agreement

42- Employee information form

43- Employment letter

44- Financing statement

45- Five-day demand for payment

46- Follow-up letter, Travel agency

47- Guarantee

48- Inquiry letter

49- Negative response to job application

50- Negative response to job candidate interview
51- New employee welcome

32- Notice of change of address

53- Notice of inability to ship

54- Notice of promotion

55- Notice to employee of new vacation policy
56~ Offer of 2% discount for speedy payment
57- Part arrival notice, request to schedule service
58- Payment on specific accounts

59- Photo and recording release
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60- Pre-employment checklist

61- Pre-employment checklist form

62- Promotional letter, accountants

63- Promotional letter, bank !

. 64- Promotional letter. catalog sales

65- Promotional letter, corporate security

66- Promotional letter, direct mail service

67- Promotional letter. domestic service

68- Promotional letter, insurance

69- Promotional letter, office space

70- Promotional letter, public relations

71- Promotional letter, service business

~ 72- Reply to complaint

73- Reply to inquiry ;

74- Request for advertising rate information ‘

75- Request for advice ‘

~ 76~ Request for attendance at meeting

77- Request for clarification on applying payment

78- Request for employment interview

79- Request for full refund

80- Request for information from credit re-

. porting agency

8- Request for listing of employee to be tested
82- Request to locate former employee

. 83- Retirement party invitation

84- Retirement party invitation and gift (internal)

i 85- Return of check missing signature i

86- Reservation

87- Termination of employment

88- Thank you for hiring

89- Thank you for interview

* 90- Thank you for offer to help. Accepted

91- Thank you for payment after phone call

92- Thank you for support during iliness

93- Thank you for tour

94- Thank you for uniform design

95- Thank you for your inquiry (price list enclosed)

96- Thank you for your kind comments

97- Thank vou from restaurant following luncheon

98- Thank you to applicants for testing

 99- Time note

~ 100- Verification of employment and letter of

recommendation
101- Welcome new customer
| 103- Welcome to our family of customers and friends

Bang 1

Tuy danh siach g¢ém 103 & thu cua
Katayoon va Mehrnoosh da duge khao sét can
than: nhung két qua 103 thé loai thi nay lai
niam trong boi canh cua nganh du lich Iran. Do
d6. dé tranh nhimng sai sot do su khac nhau vé
vin hoa thi trong mé hinh phan tich nhu cdu
khoa hoe viét thu bang tiéng Anh cho sinh
vién nganh du lich & Viét Nam. bai viét sé tién
hanh khao sat danh sach 103 loai hinh thir
thém mot lan nira dé cho ra két qua phu hop
vol van hda cua nganh du lich & Viét Nam.
Danh sach nay s¢ dugc gui dén 5 khach san va
10 cong ty du lich & Ha Néi va nho cac nhan
vién chuyén phai gidi quyét cong viée lién
quan dén thu lya chon nhimg loai thu ma ho
gap trén thye té. Sau khdo sat, s6 liéu s& duoc
théng ké thé loai thu nhan vién du lich hay
gap. Tir 46 c6 thé thiét ké khéda hoc tap trung
vao cac thé loai thr pho bién.

Tiép theo la viéc khao sat dé hiéu duoc
sinh vién theo hoc kha ning ra sao, ddy chinh
1a Phdn tich hoan canh hién tqi va su thiéu hut
cua sinh vién. Sinh vién sé duge giao cho
nhiém vu viét mot 14 thu voi chu dé cu thé
(xemr Bang 2). Sinh vién nhdan duge mot 14 thu
than phién cua khach hang vé khach san noi
sinh vién [am viéc, va vdi vai tro la ngudi phai
giai quyét vin dé thi sinh vién phai viét mot 13
thu tra 101 lai nguot khach hang nay. Sau khi
sinh vién viét xong thu, tit ca nhimg 14 thu sé
dwoc thu lai dé chdm. Tiéu chi chdm (xem
Bang 3) duge dua ra cy thé, rd rang dé tim ra
trinh d6 vé ngdn ngir ciing nhu k¥ ning viét
thu cua sinh vién.

[_Read the following letter.
18 Greville Avenue,
Norwich NR4 3CK.
November 1, 2011

Pillow Mint Lodging Inc.
193 Winsford Road.
Lodon SWI19 4WH,

Decar Sir/ Madam,

>







