40 NGON NGU & POI SONG S8 1(281)-2019

NGON NGU HOQC VA VIET NGU HO(

VIEC XAY DUNG THU TiN THUONG MAI

< . . £ .
VA THU TIN THUONG MAI TIENG VIET
TRINH NGQC THANH*

TOM TAT: Ki nang soan thao thir tin thuong mai ctia doanh nghlép Viét Nam ngay cang ud nén quan
trong trong giao hiép thuong mai ndi chung va thuong mai quoc té noi neng Thu tin thuong mai duge
xem 13 cdng cy giao uép hiru hi¢u nham cung cnp théng tin, thuyét phyc va xdy dung moi quan hé lau bén
voi dét tac V\hdl\’\ tang cuémg kha ning canh tranh cia doanh nghicp trong xu thé toan cau héa hién nay.
Téc gia bai viét ndy dva lrcn i thuyét phén tich thé loar nhim dua ra mb hinh cac thé loar thu tin thuong
mai va cic nguyén tic viét loar van ban nay dé gilp cong tac nghién ciru va giang day thu tin thuong mai
tat cac truong dai hoe mdt cach <o hé théng va higu qua hom

TU KHOA: thu tin thuang mar; thé logi, nguyén tic; chién luge.

NHAN BAI: |1/42018, BlEN TAP-CHINH SUA-DUYET DANG: 14/1/2019

1. Dat vn ad

L1. Hi¢n nay, khi xu huéng hoi nhip di&n ra kha nhanh, mét sé linh wve giao llep lién quan
dén giao tiép thuong mai quéc 1é déu phai tuan thii theo théng 1& kinh doanh toan cau. Do vy
vige nghién ciru phén tich dlen ngon not chung va thé loai thugc tinh vre kinh té néi neng. coy
nghia rét quan trong ca vé phuong dién li lhuye( lin vé phuong dio tmg dung thye tién. Qua
kinh nghiém nghién clru va giang day thu tin thuong mai cia tic gia va co so ngir liéu nghién 1a
cac gido tnnh hién dang sir dung lax cac trudng dai hoc va thu tin lhucmg mai tir cac co sd kinh
doanh thyc 1 1ai Viét Nam, bai viét nay hé théng hoa cac thé loai didn ngén thuong mar va dé
xuat cic nguyén tic, chién luge cho vige nghién ciu cho timg thé loar thu tin. Thong qua dé, bai
viét gép phén vao vide thye hanh ki nfing viét thu tin thuong mai trong nha truéng va cic co SO
kinh doanh mot céch c6 hé lhong va tao hiéu qua hon; dap (ng dugc céc yéu cau vé giao ||ep
thuong mai quoc 1€ trong cac doanh nghiép, dic bi¢t 1a cic doanh nghiép nudc ngoai trong thé
gidi phéng hién nay.

1.2. Thé loai la mt thuit ngir gdn lién v&i tu ar hoe ¢ dai, trude day duge dung kha phé bién
trong vin hoc, phong cach hoc, bao chi hoc. Gan day, khi trdo luu phan tich dién ngon ra dd, né
thyre sy hiot hit sy cha y coa nhiéu nha ngén nglr hoe voi nhiéu cich 1iép can va nhiéu cach minh
dinh khac nhau. Thé loai la mét sy kién giao tiép duge dic trumg héa bor mdt tép hop cae myc
néu giao tiép, dugc cc thinh vién cia mot cong dong chuyen mén hoc thuat xéc dinh va nhin
biét. Cac nha nghién ctru di ¢ cac két qua nghién ctru vé thé loai nhu sau-

Theo Martin (1992), thé loai dugc xac lp theo ba tiéu chi: (i) theo quy frink xa ho1, bai céc
thanh vién cha mdt cong dong didn ngon trong mét nén van hoa co chung mét tri thire nén vé chu
d& dugc dé cap, (ii) c6 fint muc dich, béi the loa bao 210 ciing dugce xdy dyng cling nhu hu(mg
dén mdt myc dich nhat dinh va (1i1) duoc phdn doan boi ndi dung coa thé loai, duge cau tric
theo timg bude ma mdi mét bude 2an vai timg cach phan doan phuc vu cho myc tiéu thé loai.
Theo Bhatia (1993, 1r.73), nghién ciu va phan tich thé loai 14 nhim x4c dinh hanh ddéng ngdn tr
trong tinh huong, aé 26p phan giar thich tinh phirc tap va da dang cla thé g1i6i ngdn ngu, gitp
cho ngucn tao 1ap viin ban ciing nhu nhan hiéu vin ban ndm ro ngon ngl sir dung cing nhu sy
cén thiét phar chuyén déi theo myc dich va méi truémg xa hai. C6 thé néi nm dung van ban trong
vin ddng, dugc md hinh hoa thanh cac budc, goi la buge thoal (move), mdi budc thoar dam trach
mét chirc ning nhit dinh, trong cic budc thoai lai ¢ thé chia nhé thanh cée bude tiéu thoai
(Halliday,1978). O Viét Nam, mét sé tac gia cling da nghién ciru vé thé loai, ching han, theo

*ThS-NCS; DH KHXH&NV, DHQG TP HCM; Email: trinhngocthanhftu@gmail.com


mailto:trinhngoclhanhJiu@gmail.com

56 1(281)-2019 NGON NGU & bO1 SONG 41

Diép Quang Ban (2010, tr.217), ring thé logi 12 mot kidu dido ngon bing céch viét hosic nbi chira
nhitng dac tnmg duoc thiét lp theo quy uée N6i cach khac, néd gém mét loat cac tidu chudn quy
dinh cho mét loar hinh dién ngdn, dugc ding aé phén loai cac van ban va 16i néi hodc sir dung
cho céc hinh thirc nghé thuat hodc phét ngdn n6i chung.

2. Vén dé thé loai vin ban thu tin thwong mai

2.1. Phdn chia theo ngile vuc

Xét vé& phuong thirc giao tiép, Giménez (2000, tr.92) trong giao tiép thuong mai, thir tin dugc
chia theo bang sb 1 duéi day.

Bang 1. Phan chia thu tin thuong mai theo ngit vuc (Giménez, 2000, 1.92)

Than mat Trang trong
(informal) (formal)
Thu/ Email Hoc Email Telex Fax Thur tin Thu tin
Email ca Thuét Thuong Thuong Phip ly
nhan ma mai

Trén co s& vé sir khac biét vé tinh trang trong +/- trong ngir vuc, Giménez (2000) so sinh vé
dic tinh ngdn ngir sir dung trong cac phong cich nhu sau:
Bang 2. So sdnh sir dung cdu trijc ne, cdu va thanh ngit va cdu trong phong cdch
(Giménez, 2000, tr. 94)

A. Phong cich than mit B. Phong céch nghi thirc trang trong
1. C4c biéu ngit nhin xirng 1. Sir dung biéu ngir vé6 nhén xung
2. Thé cha dong (d6ng tirbidu ngl¥ hay cich | 2. Thé bj déng
dién dat chi dong) 3. Hanh vi 13i néi gién tiép
3. Hanh vi 151 néi trye tiép 4. Cac dong tir dac trung
4. Bong tir thong thuomg 5. Cic hén tir trang trong hon
5. Lién tr thong thudng 6. Chc dac ngir
6. C4c thuat nglr chung chung 7. Céc thuat ngir trung tioh, khéch quan
7. Céc thujt ngl mang tinh chu quan, chi | 8. Cac biéu ngir trang trong ¢6 gbc Latin
thai 4o Céc biéu ngit cu thé vi chi tiét khong rat
8. Céc dgng tir kép va cdc bleu ngir thin mat | gon, st dung danh tir héa va bd ngir
9. Cu tric ngan gon viét it 10. Nhan xét lich sy, gian (iép
10. Nhén xét tryc uep

Tuy nhién, sy thay a8i v& ngdn ngtr cho thdy ngir vyc thay ddi khéng nhimg theo ng canh
ma cdn theo vai trd cy thé ciia ngudi tham gja.

Giménez (2000, tr.85) x4c dinh 04 ngit vyuc trong hai tham 18 ngir canh va vai trd cua ngudi
tham gia: (1) loai gia dinh véi phong c4ch thin mit, sir dung trong gia dinh; (2) loai ban be vai
phong cach thén thién, sir dung véi ban be thén thiét; (3) loan xa giao, diing trong giao tiép xa
hdi; (4) loai chuyén nganh mang tinb trang trong, sir dung trong doanh nghiép. Tuy nhién, mic
46 trang trong, nghi thic hay than mat ciing thay 46 iy theo mdi ngfr canh. Do viy, theo
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Giménez (2000, (r.87), mdi loar nglr virc ndy cé thé duge chia 1am ba loai: (1) loai than mal
thoax mai, linh déng; (2) 1oai trung tinh, tiéu chuin va (3) loai cimg nhéc, trang trong. } Ngudi vidt
cin nhan biét va sir dyng ngir vre theo cic nguyén tic chung xudt phét tir viéc nhén thire vé mirc
d6 thanh phan tham gia va ngir canh.

2.2. Phéin chia theo myc dich

Trén co s& cac gido trinh thu tin hién danb s dung & Viét Narp, dya vao muyc dich cta ngudi
gm ¢6 thé chia thu tin 1am 04 loai 1a: thé loai thuyét phuc, thé loai thong tin, thé loai thdng tin
x4u va thé loar thién chi (Krizan, 2007, tr.68).

a. Thé loai thuyét phuc: bao g6m thie ban hang, thie chio hang, thie hoan chao gia (counter-
offer), thie bdo gid, thie tién crr

b. Theé toai théng tin: bao gom Bdo cao, thie théng bdo, thu dat hang, thr hoi hang, tra léi cho
thir hoi héng, thi nji bg (mento), llm gion thiéu..

c. Thé loai théng tin xau: bao gom thr tie c/:m llmphan nan, khiéu nai..

d. Thé loat thién chi: gOm thwr chiic mirng, thir chia buén, thi com on.

2.2.1 Thé logi thuyér phuc

Bhatia (1993, 1r.95) da xéc dinh chic ning chinh la thuyét phuc dé ngudi doc dép lai mft
hanh vi cy thé. D& dat duge myc tiéu cudi cung nay, birc thu phai gﬁy dugce sy chi ¥ cua ngudi
doc, dua ra céc lgi ich cua san pham hay dich vu lién quan dén nhu cau loi ich coa nguoi doc,
tao méi quan h¢ kinh doanh budc diu va khuyén khich tiép tyc gizo tidp Bhatia d minh hoa cau
tric didn ngén cua thé loai thuyét phyc v6i 07 bude thoai nhu sau: (1) Tao su tin nhigm; (2) Gidi
thiéu; (3) Pua ra cac khuyén tac; (4) Guri kém tai lieu; (5), Khuycn khich phan hbi; (6) Sur dung
chién thuat thic é ép; (T) Két thic lac quan.

2.2.2 Thé loi thong tin

Béi véi thé logi théng tin, thu tin lhuong dugce hinh 1hanh bcu 03 budc thoai vén cic chién
lrge chung, tiy vdo dic didm cua timg loai dién ngdn ma shp xép sé luong cac chién luoc d6.

Bing 3. M6 hinh cdu triic buce thoai trong thé logi théng tin

Buwéc thoai (moves) Chién luge (Strategies)
o Néu myc dich bue thu
1. Bua ra van dé trung tdm Nhac fai van dé truge d6

Tra 11 céc van dé trurdc dé

Tra 11 va yéu cdu diéu kién thuong mai
Yéu cau vé diéu kién thuong mai

Dam phén diéu kién thuong maj

Yéu cau bao gi4, chao hang

Bay t6 cdm on, tén trong

Khuyen khich phan hoi

3. Thu hit hop tac Xay dung long tin

Lap tén vong tich cuc

Xéc nhan nguén lién hé

2. Cung cip théng tin

2.2.3. Thé logi thong tin xau
Tir ngir lidu khao sat, €6 thé mé hinh héa thé loai théng tin x&u nhu sau:
Bang 4. M6 hinh cdu triic biedc thoai trong thé logi théng tin xdu
Buérce thoai ‘ Chién lrgc
1. PBua ra van dé X4c nhén van dé/Dan chiéu
_Théng bao tin ot (neu cé)
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Bay t6 cam on (néu co)
Néu van de

Trinh bay nguyén nhan
Tir chor yéu cau

Bay to tiéc nuoi

Pua chimg cir

Thuyét phuc thoa thuan
Giri kem chimg tir

Bay t6 y dinh chinh

D¢ nghi gia1 quyet

2. Trinh bay vén d&

. Két thic lac quan
3. Giai quyét van dé [ Hi vong chdp nhan
| Khuyén khich phan héi

2.2.4. Thé loai thién chi . i .
Tir ngir liéu khao sat, co thé nhéan thay the logi thién chi dugc xdc dinh trong mé hinh sau:
Bing 5. M6 hinh cau triic buce thoai trong thé loai thién chi

Buéc thoai Chién Irge
Cam on
1. Xac dinh vén dé Chiic mimg
Thong bao
. Bay t6 cam on
2. Chia s¢ Bay to tiéc nudi
3. Thiét lap trién vong tich cuc Két thac tich cuc

3. Nguyén li'ic viét thr tin thuong mai

3.1. Nguyén tic hop tdc

Cin clr vio nguyén tic cong tac cua Grice (1975, tr.45), van ban thu tin chju sy chi phdi cia
nguyén the cdng tac nay, tirc 14, phai thda man 04 phuong cham la lugng, chit, quan yeu va cach
thire.

Phuong chim lugng doi hoi ngudn viét phél viét ngin gon du ¥, lam sao du dé truyén dat
théng tin dén cho ngudi doc Phucmg cham chit chinh 14 nguyén tic viét sao cho thye, sao cho
ngudi doc chap nhén duge van dc dua ra, moi thong tin phai dam bao tinh thuyét phyc. Phuovng
chdm quan yeu doi hdi ngudi viét phai vlel sao cho phi hgp trong ngén canh, khéng lac dé.
Phuong cham cich thire ddi hoi ngudi viét c6 phuong thire truyén dat théng tin rd rang, tranh sit
dung cac bleu ng bay dic ngit t6i nghia, tranh cdch dién dat khong ro rang, dién dat chu ngén
gon, sap xep théng tin mét cach trat tyr. Dya tren nguyén tic nay, nguoi viét phal xem xét day [}
céc yeu to: muc dich thong tin, nglr canh giao tiép xa hoi, phuong thirc truyén dat théng tin, hinh
thirc ngdn nglr dlen dat

3.2. Nguyén tic lich sy

Khi xay dung vin ban thu tin, nguoi vml ciing phar tuan theo nguyén tic lich su ma theo
Leech (1983, 1r.132), lich sir lé cdc khuén mdu hanh vi thiét lap va duy tri sir 1 d5. Téc gia cho
ring, “nguyén tic lich su™ la cach thirc dé giai thich tinh lich sy str dung trong giao tiép, chi kha
ndng cha ngucu tham gia gilr gin khéng khi hoa déng trong mot glao tiép xa | 6i. Theo tac gia, co
6 nguyén tic sau ma ngudi viet phai thoa man, dé 1a (1) Nguyén tic 1€ nhi: 16i (hleu hoa “thigt
hai” cua nguoi khic va toi da héa lgi ich cha ngudi khac; (2) Nguyén tic d6 luomg; 161 thiéu héa
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lgi ich ctia minh va téi vu héa thigt hai cua minh; (3) Nguyén tic cham bao dung: 16i [hléu hoéa
viéc phé phan ngudn khac va 161 da héa wcc khen ngol ngudi khac; (4) Nguyén tic khiém
nhu(mg 161 Ihleu héa viée tr dénh gxa cao v& minh va 1i da héa viéc tu phé phan; (5) Nguyén
the tan dong: 16i thidu héa s bat dong giira minh va ngudi khac va 161 da héa su tan dong gira
minh va ngudi khéc; (6) Nguyén tac chia sé: 161 thidu héa sy d6 ki giira minh va nguoi khac va
16i wu héa sy chia sé gita minh va ngudi khic.

3.3. Nguyén tic hinh thirc

Treece (1989, tr.56) Ak nghi ap dung nguyén tic 7C trong thur tin thuong mai, bao gém cc
nguyén téc nhu: Hoan chinh (completeness), Chinh xéc (cor ), Cb dong (conci ) Cu
thé (concreteness), R6 rang (clarity), Than trong (consideration), Lich sur (Courtecy)

a. Hoan chinh (completencss) N¢i dung bire thu duge cor la hoan chinh khi né chua dtmg
dly du che thdng un ma ngudi viét mudn 1ruyen dat cho nguon doc Nguyén tic nay ral cin thiét
vi néi dung diy du mang lai thang tin yéu cau, giup cho cic bén xay dung duge méi quan hé
thién chi va trinh duge csc trudmg hop bat déng do thiéu théng tin. .

Chinh xic (correctness): Mot thdng diép dung khong chi & viée sir dung dung liéu lugng ngdn
ngil, chinh xic trong cic sb ligu, khdng st dung tir phan biét giai tinh va 4p dung cac nguyén tic
C khac mét cach chit che.

Cu thé (concreteness): C6 nghia fa phai chinh x4c, 13 rang va sinh ddng. S\ dung ddng ny dé
nhén manh y nghia, tranh sir dung danh tlr chung, St dung thé cha dong hon 12 bj dong.

R& rang (clarity): LA viée chuycn nghia cua (ir sao cho mmh hiéu thé nao thi ngudi doc cling
phai eu nhu vy, Nguyén tic nay rat khé thyc hién vi méi ca nhan 1a mét ca thé riéng biét,
khéng gidng nhau, hon nita, tir c6 thé da nghia trong timg ngir canh va déi voi g ngudi doc
khéc nbau.

C6 dong (conciseness): L vigc dién dat kiém 18i nhung khong lam anh huémg dén cac
nguyén léc khdc. Nguyén tic c6 dong gidp céc bén tidt k[em duoc thai gxan va chi phi. ‘Hay vxel
nhimg gi can viét va bing viée Ioal bd cac ciu khong cin thiét dé lam nbi bat y chinh can truyén
dat, Tranh vidc nhic lai khong cin thiét. Qua khao sat thy tin thuong roai tar cdc cong ty, day la
18i ma nguoi Vigt thuong hay mic phai khi glao dich bér\g thu.

Thién trong (consideration): Luén dit minh vao dia vj ctia ngudi doc. Lay ngudi doc 1am trung
1am, xem xét ngir canh, thai 4, hanh vi, tinh cam, phan ung coa ngum doc. Luon dat lgi ich cua
ngudi doc trén hét, nhdn manh tinh tich cyc, giam tinh tiéu cyc, cy thé 1a noi dén nhing gi c6 thé
thye hién duoc thay vi khong thé thye hi¢n duoc. Thé hién sy chan thanh va 16n trong.

Lich sir (Courtecy): La viéc lhé hién sy 16n trong, chan thanh, chia sé véi ngudi doc, nguyén
tac nay glup cho wcc xay d\mg mbi quan hé

4. D2 xuht mjt 6 chién Irge viét thu tin thwong mai

Trén co s& khio sat khao st dac thi cia thu tin thuong mai, ching 161 rit ra mét sé chién
luge viét nhu sau:

4.1. Vin &é liy nguai nhin lim trung tam

Ngudi guri dat hang dau viée xem xét quan diém cua ngudi nhan khi viét va aui théng tin. pé
str dung quan diém huéng vé nguén nhan, nguai viét can phan tich ngud nhan & nhidu gde 4o
nhu: kién thire, diéu quan tam, thai dg, va phan ( (mg tinh cam cua nguéi nhan.

- Thit what, vai tro cla ngudi gui va ngudi nhan: Krisan (2007, 1r.329) cho ring ngudi gui va
ngudi nhan déu cé trach nhiém quan Irong trong qué trinh giao tiép. Trong truong hop viet thu
hoi hang hay chao hang. néu ca hai bén déu hoan thanh trach nhiém cua minh thi qua trinh giao
uép s¢ thanh cong.Nguoi giri ¢6 nhiém vu lira chon loai hinh thong diép, phan tich ngudi nhin,
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sif dyng quan diém huéng v& ngutn nhan, khuyén khich phan hdi va d& bo rao can trong qué
trinh giao iicp

- Thie ha/ kxen thire nguGi nhin: M3i ngudi nhan c6 kién thicc khac nhau. Cén hidu cang
nhigu cang 161 vé mét nnum nhin cy thé hogc mdt nhém ngucn nhan chung va xem xét dén ngir
canh ma minh dinh g}ao nep Cu thé 1a phai phan tich c4c yéu t8 ohu trinh dé hoc vén cia ngudi
nhén, trinh 4§ hoc van ¢6 )ién quan dén chi @& bic thyr, kinh nghiém lam viéc coa ngudi nhén,
mm, a6 kinh nghxem cia ngudn nhan lién quan dén chi dé cia bic thy, lidu nguoi nhén da giao
uep voi ngutn v1el hoac véi cong ty ngudi viét truée d6 chira? Viée pban tich céc van d& nay s&
gitp cho ngudi vml dwa ra dugce chién lugc va hinh thirc dién ngdn thich hop.

- Thir ba, méi quan tdm cla nguoi nhin: Mac dé quan tam cia ngum nhan, nhu cdu cia
ngudi nhan, ngudi nhan c6 déng co dac bigt nao khong ¢b tim kiém dau ra dac biét néo khong?
Vi tri va mirc d6 quyen Iuc clia ngudi nhan c6 thé anh huong dén ban chit coa mby quan tdm
trong mét tinh huong cu thé. Viée phan tich kT luéng méi quan tdm clia ngudi nhén s& giup cho
viée quyél dinh dua ra n6i dung cua bc thu va phuo-ng phép 6 chirc van ban cho birc thur dé.

- Thir i, thai 4§ cia ngudn nhin: Gia tri, quoc tich, tin ngudng, s& thich va quan hém cia
ngudi nhan, dia vi, quyén luc clia nguoi nhén, tir img hay hinh anh nao gay. An tirgng tich cyre
cho ngum nhan y tuémg n&o ¢in duoc men khai mét cAch higu qua dé giao uep véi nguon nhan.
Hiéu biét v& truyén thong van hoa va quoc g1a s& gitp cho qua trinh chuyén tai théng tin theo
quan diém d3t ngudi nhan 1&n hang du. (Treece, 1989).

- Thtr ndm, phan mg cam xic cia ngudi nhan: Liéu ngudi nhan c6 hay khong ¢6 phan img
abi, ¢6 hai 1dng hay phit ¥ véi ngi dung birc thu. Viéc danh gid phan img clia nguoi gun s& gidp
ngudi viét quyét d]nh sir dung phuong phép tauc tlcp hay gian tlep Tai hu hét cic nén vin héa,
moi ngudi s& chap nhdn nhing thong diép hai long hay trung tinh ngay & phan diu tién coa van
ban. Tuy véy, mét bt':c thu ¢6 thé 1am ngudi doc khdng hai [ong hay tic gidn c6 thé nhan dugc it
nhiéu sy chip nhan néu ngudn viét dua ra cac 181 giai thich, 1f do holic c4c théng tin hd trg khac
truGe khi dua ra phan chinh.

4.2, Viin d@é vin phong trong thir tin thiwong mai

Theo Treece (1989, tr.91), hai loai hanh vin thudng dugc sir dung trong thu tin 14 hanh vin
towe ngdn va hanh vian gian ngdn.

Hanh van trire ngén hay con o1 12 dién dich, trong 46 cac y chinh, chi dao dugce dua 1én phin
dhu, sau d6 mdi 1a cac y phy, bd tro. Loai hanh van nay ¢ tu diém 14 khién ngudi doc hiéu ngay
y djnh cia ngudi viét. Tuy nhién, nhugc diém ciia né 12 néu ngudi doc chua chudn bj cho viéc
nhén théng tin, thi ¢6 thé din den viéc ngudi doc khéng chp nhin holic khéng duge (huyet phuc
bdi céc théng tin tir ngudi viét. Hanh vin loa1 nay thuéng dugc st dung trong céc thé loai thu
théng tin, thu thién chi.

Hanh vin glén ngon hay con gol la quy nap, trong d6 céc thong tin phu s& xay dyng nén ndi
dung chinh can lruyen dat. Uu didm cua né 1a d& dang thuyét phuc ngum doc va phu hop v6i van
héa phuong Déng. Tuy nhién, didn ngdn thube loai ndy cé thé khién ngudi doc mat thoi gian vA
céc théng tin chinh cé thé bj b6 qua. Hanh van loai ndy thudng dugce sir dyng trong cac the loai
thuyét phuc hodc théng tin xéu.

5. Két lusn

Trong qué trinh nghién ciru vé thyc hanh van ban thu tin thuong mai, can phai liéu ro vé [hé
loai dé x4c dinh chién lugc viét sao cho phu hop vér muc dich théng tin trong qua trinh giao nep
Khi da xac dnh thé loai, ngudt viét can phai xem xét toan bd cac yéu té lan lugt nhu mbi quan
hé glao ||ep gira nguoi giri va ngudi nhan, chirc nang cla thé loai dé, ngit canh cua dién ngén,
phan nra dé, cdu tric bude thoai, tinh hén kel loai hinh ngit vymg, .. . dé trién Xhar chién luge
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thue hign thich hop. Bai vidt nay s& gilp cho viée vigc img dung thyc hanh ki ning vidt thu tin
thuong mai trong nha truong va cac ¢a s& kinh doanh mét céch ¢6 hé théng va higu qua tot han,
théng tin méi duge truyén dat ddy du, 15 ring dén ngudi nhan, dat dugc muc dich mong mudn
trong giao uep kinh doanh. .
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The construction of cial correspond.
and Vietnamese commercial correspondence

Abstract: Skills for business writing in companies in Vietnam have become more and more
importan{ to trade in general and intemational trade in particular. Business comespondence is
considered to be an effective tool for providing your communication partners with 1nformation,
convincing and building lasting relationship with partners in order 10 improve the competition edge
in the global market. The writer, basing on the theory of genre analysis, suggests some models of
business correspondence and principles of business writing to make its research and teaching at the
universities in Vietnam more systematic and effective,

Key words: business correspondence; genre; principle; strategy.





