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trpng trong giao tilp thuong mai ndi chung va thuong mai quoc te ndi rieng. Thir tin thuong mai dupe 
xem ia cong cu giao lilp hiiu hieu nhim cung cip thong tin, thuyet phyc va xay dî ng mdiquan he lau ben 
vai dii tac nhim tang cutmg kha nang canh tranh cua doanh nghiep trong xu thi toan ciu hda hien nay. 
Tac gia bai vilt nay dua tren li thuylt phan tich thi loai nhim dua ra mo hinh cac the loai thu tin thuong 
mai va cac nguyen tic vilt loai van ban nay de giiip cong tac nghien ciru va giang day thu tin thuong mai 
tai cac trudng dai hgc mpt each co he thong va hieu qua hon 
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1. Dat van de 
1.1. Hien nay, khi xu hudng hdi nhap dien ra kha nhanh, mgt sd ITnh vuc giao tiep lien quan 

din giao tilp thuong mai qudc te deu phai tuan thu theo thdng le kinh doanh toan cau. Do vay 
viec nghien cuu phan tich dien ngdn ndi chung va the loai thugc linh vuc kinh te ndi rieng, cd y 
nghTa rat quan trgng ca ve phuong dien li thuyet Ian ve phuang dien ung dung thuc rien. Qua 
kinh nghiem nghien ciiu va giang day thu tin thuong mai ciia tac gia va co sd ngfl lieu nghien la 
cac giao trinh hien dang sii' dung tai cac trudng dai hgc va thu tin thuong mai tu' cac ca sd kinh 
doanh thuc te tai Viet Nam, bai viet nay he thdng hda cac the loai dien ngdn thuong mai va de 
xuat cac nguyen tac, chien luge cho viec nghien ciru eho timg the loai thu tin. Thong qua do, bai 
viet gdp phan vao viec thuc hanh ki nang viet thu tin thuong mai trong nha trudng va cac co so 
kmh doanh mgt each cd he thdng va tao hieu qua hon; dap ung dugc cac yeu cau ve giao tiep 
thuong mai qudc te trong cac doanh nghiep, dac biet la cac doanh nghiep nude ngoai trong thS 
giai phang hien nay. 

1.2. The loai la mdt thuat ngii' gan lien vdi tu tir hgc cd dai, truoc day dugc dimg kha phd biln 
trong van hgc, phong each hgc, bao chi hgc. Gan day, khi trao luu phan rich diln ngdn ra ddi, nd 
thuc su hiit hilt su chii y ciia nhieu nha ngdn ngfl hgc vdi nhieu each rilp can va nhieu each minh 
dinh khac nhau. The loai la mdt su kien giao tiep dugc dac trung hda bdi mdt tap hgp cac muc 
tieu giao tilp, dugc cac thanh vien ciia mdt cdng ddng chuyen mdn hgc thuat xac dmh va nhan 
biet. Cac nha nghien cu'u da cd cac ket qua nghien cuu ve thi loai nhu sau' 

Theo Martin (1992), the loai dugc xac lap theo ba rieu chi; (i) theo quy trinh xa hoi, b6i cac 
thanh vien ciia mgt cdng dong diln ngdn trong mdt nIn van hda cd chung mdt tri thuc nIn vl chii 
de dugc de cap, (ii) co tinh muc dich, bdi the loai bao gid cung dugc xay dung cung nhu hudng 
den mgt muc dich nhat djnh va (lii) duoc phdn dogn hdi ndi dung cua thi loai, dugc ciu true 
theo tung bu'dc ma mdi mdt budc gin vdi timg each phan doan phuc vu cho muc rieu thi loai, 
Theo Bhatia (1993, tr.73), nghien cun va phan tich thi loai la nhim xac dinh hanh ddng ngdn tir 
trong rinh hudng, de gdp phan giai thich tinh phuc tap va da dang cua thi gidi ngdn ngu, giiip 
cho ngudi tao lap van ban cung nhu nhan hieu van ban nim ro ngdn ngfl su dung cung nhu su 
can thilt phai chuyen ddi theo muc dich va mdi trudng xa hgi. Cd thi ndi ndi dung van ban trong 
van ddng, dugc mo hinh hoa thanh cac budc, ggi la budc thoai (move), mdi budc thoai dam trach 
mgt chuc nang nhit dinh, trong cac budc thoai lai cd thi chia nhd thanh cac budc rilu thoai 
(Halhday,l978). 6 Viet Nam, mgt sd tac gia ciing da nghien ciiu vl thi loai, ching han, theo 
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Diep Quang Ban (2010, tr.217), rang the loai la mdt kieu dien ngdn bang each viet hoac ndi chira 
nhiing dac trung dugc thiet lap theo quy udc Ndi each khac, n6 gdm mgt loat cac tieu chuan quy 
dmh cho mdt loai hinh dien ngdn, dugc diing de phan loai cac van ban va ldi ndi hoac sir dung 
cho cac hinh thuc nghe thuat hoac phat ngdn ndi chung. 

2. VSn de the loai van ban thir tin thmmg mai 
2.1. Phdn chia theo ngu- vtrc 
Xet vl phuong thuc giao tiep, Gimenez (2000, h.92) trong giao tilp thuong mai, thu tin dugc 

chia theo bang sd 1 dudi day. 
Bang 1. Phdn chia thu tin thuang mgi theo ngu vuc (Gimenez, 2000, tr. 92) 

Than mat 

TTiir/ Email Hpc 
Thuat Thuong 

Telex Fax Thu tin 
Thucrng 

Tren co sd ve su khac biet ve tinh trang trgng +/- trong ngu 'vuc, Gimenez (2000) so sanh ve 
dac tinh ngdn ngii sir dung trong cac phong each nhu sau: 

Bang 2. So sdnh sic dung cdu true tic, cdu vd thanh ngie vd cdu trong phong cdch 
(Gimenez, 2000, tr. 94) 

A. Phong each th5n mat 
I. Cac bieu ngu nhan xung 
2. The chii ddng (ddng tu/bieu ngu hay each 
dien dat chii ddng) 
3. Hanh vi ldi ndi true riep 
4. Ddng tu thdng thudng 
5. Lien tu thdng thudng 
6. Cac thuat ngfl chung chung 
7. Cac thuat ngfl mang tinh chu quan, chi 
thai do 
8. Cac ddng tu kep va cac bilu ngfl than mat 
9. c iu tnic ngan gon, viet tat 
10. Nhan xet true tiep 

B. Phong each nghi thtrc trang trpng 
1. Su dung bieu ngfl vd nhan xung 
2. The bi ddng 
3. Hanh vi ldi ndi gian tiep 
4. Cac ddng tir dac trung 
5. Cac hen tir trang trgng han 
6. Cac dac ngu 
7. Cac thuat ngii trung tinh, khach quan 
8. Cac bieu ngfl trang trgng cd gdc Latin 
9. Cac bieu ngfl cu the va chi riet khdng nit 
ggn, su dung danh tir hda va bd ngu 
10. Nhan xet Ijch su, gian tiep 

Tuy nhien, su thay ddi ve ngon ngu cho thay ngu vuc thay ddi khong nhflng theo ngCc canh 
ma cdn theo vai trd cu the cua ngudi tham gia. 

Gimenez (2000, tr.85) xac dinh 04 ngu vuc trong hai tham td ngir canh va vai trd cua ngudi 
tham gia: (1) loai gia dinh vdi phong each than mat, su dung trong gia dinh; (2) loai ban be vdi 
phong each than thien, sfl dung vdi ban be than thiet; (3) loai xa giao, dimg trong giao tilp xa 
hgi; (4) loai chuyen nganh mang tinh trang trgng, su d.ung trong doanh nghiep. Tuy nhien, muc 
do trang trgng, nghi thuc hay than mat cung thay ddi tuy theo mdi ngfl canh. Do vay, theo 
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Gimenez (2000, tr,87), mdi loai ngu vuc nay cd thi dugc chia lam ba loai: (1) loai than mat, 
thoai mai, linh ddng; (2) loai trung tinh, tieu chuin va (3) loai ciing nhic, trang trgng. Ngudi vilt 
cin nhan bilt va su dung ngfl vuc theo cac nguyen tic chung xuit phat til viec nhan thiic ve miic 
do thanh phan tham gia va ngu canh. 

2.2. Phan chia theo muc dich 
Tren eg sd cac giao trinh thu tin hien dang su dung d Viet Nam, dua vao muc dich ciia ngudi 

gui, cd thi chia thu tin lam 04 loai la: thi loai thuylt phuc, thi loai thdng tin, thi loai thdng tin 
xiu va the loai thien chi (Krizan, 2007, tr.68). 

a. Thi loai thuylt phuc: bao gdm thu bdn hdng, thu chdo hdng, thu hoan chdo gid (counter­
offer), thu bdo gid, thu liin cic... 

b. The loai thdng tin: bao gdm Bdo cdo, thu thdng bdo. thu ddt hdng, thu hdi hdng, trd ldi cho 
thuhdi hdng, ihundi bd (memo), thu gidi thieu... 

c. Thi loai thdng tin xiu: bao gdm: thu tir chdi, thu phdn nan, khiiu ngi... 
d. Thi loai thien chi; gdm Ihuchuc mieng, thu chia biidn, Ihucdm cm. 
2.2.1 The logi thuyet phuc 
Bhatia (1993, tr.95) da xac dinh chiic nang chinh la thuylt phuc de ngudi dgc dap lai mgt 

hanh vi cu thi. Bk dat dugc muc tieu cudi cung nay, biic thu phai gay dugc su chii y cua ngudi 
dgc, dua ra cac Igi ich ciia san pham hay djch vu hen quan din nhu ciu, Igi ich eua ngudi dgc, 
tao mdi quan he kinh doanh budc dau va khuyen khich tiep tiic giao tiep Bhatia da minh hga cau 
tnie diln ngdn cua thi loai thuylt phuc vdi 07 budc thoai nhu sau: (1) Tao su tin nhiem; (2) Gidi 
thieu; (3) Dua ra cac khuyen tac; (4) Gui kem tai lieu; (5), Khuyen khich phan hdi; (6) Su dung 
chien thuat thuc ep; (7) Kit thiic lae quan. 

2.2.2 The logi thdng tin 
Ddi vdi the loai thdng tin, thu tin thudng dugc hinh thanh bdi 03 budc thoai vdi cac chien 

luge chung, tuy vao dac diem ciia timg loai dien ngdn ma sap xep sd lugng cac chien luoc do. 
Bang 3. Md hjnh cdu triic budc thoai trong the logi thdng tin 

Bu-d-c thoai (moves) 

1. Dua ra van de trung tam 

2. Cung cap thdng tin 

3. Thuhiit hgp tac 

Chien luoc (Strategies) 
Neu muc dich hue thu 
Nhac lai van de truoc do 
Tra ldi cac van de trude dd 
Tra ldi va yeu cau dieu kien thuang mai 
Yeu cau ve dieu kien thuong mai 
Dam phan dieu kien thuong mai 
Yeu cau bao gia, chao hang 
Bay td cam on, tdn trgng 
Khuyen khich phan hdi 
Xay dung long tin 
Lap trien vgng tich cue 
Xac nhan ngudn Hen he 

2.2.3. The logi thdng tin xdu 
Tfl ngfl lieu khao sat, ed thi md hinh hda the loai thdng tin xiu nhu sau: 

Bang 4. Md hinh cdu triic budc thogi trong the logi thdng tin xau 
Birdrc thoai 

I. Dua ra van de 
Chien liroc 

Xac nhan van de/Dan chieu 
Thdng bao tin tdt (neu cd) 
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2. Trinh bay van de 

3. Giai quyet van de 

Bay td cam on (neu cd) 
Neu van de 
Trinh bay nguyen nhan 
Tfl chdi yeu cau 
Bay td tiec nuoi 
Dua chung cu 
Thuyet phuc thda thuan 
Gui kem chung tir 
Bay td y dinh chinh 
De nghi giai quyet 
Ket thuc lac quan 
Hi vong chap nhan 
Khuyen khich phan hdi 

2.2.4. The logi thien chi 
Tu ngu lieu khao sat, co the nhan thay the loai thien chi dugc xac dinh trong md hinh sau: 

Bang 5. Md hinh cdu true budc thogi trong the logi thien chi 
Bud-c thoai 

1. Xac dinh van de 

2. Chia se 

3. Thiet lap trien vgng tich cue 

Chien luo-c 
Cam an 
Chiic mimg 
Thdng bao 
Bay td cam an 
Bay td tiec nudi 
Ket thuc tich cue 

3. Nguyen tac viet thir tin thuô ng mai 
3.1. Nguyen tdc hap tdc 
Can cu vao nguyen tae cdng tac cua Grice (1975, tr.45), van ban thu tin chju sfl chi phdi eiia 

nguyen tac cgng tac nay, tuc la, phai thda man 04 phuong cham la lugng, chat, quan yeu va each 
thue. 

Phuang cham lugng ddi hdi ngudi vilt phai vilt ngan ggn du y, lam sao dii de truyin d^t 
thdng tin din cho ngudi dgc. Phuang cham chat chinh la nguyen tac viet sao cho thyc, sao cho 
ngudi dgc chip nhan dugc van de dua ra, mgi thdng tin phai dam bao tinh thuyet phyc. Phuang 
cham quan yeu ddi hdi ngudi viet phai viet sao cho phu hgp trong ngdn canh, khdng lac de. 
Phuong cham each thuc ddi hdi nguai viet cd phuong thirc truyen dat thdng tin rd rang, tranh sir 
dung cac bieu ngfl hay dac ngfl tdi nghia, tranh each dien dat khdng ro rang, dien dat cau ngan 
ggn, sip xep thdng tin mgt each trat tu. Dua tren nguyen tac nay, ngudi viet phai xem xet day dii 
cac ylu to: muc dich thdng tin, ngii canh giao tiep xa hgi, phuong thuc truyen dat thdng tin, hinh 
thuc ngdn ngfl dien dat 

3.2. Nguyen tac lich su 
Khi xSy dung van ban thu tin, ngudi viet cung phai tuan theo nguyen tac lich su ma theo 

Leech (1983, tr. 132), lich su Id cdc khuon mdu hdnh vi thiet lap vd duy tri su li do. Tac gia cho 
ring, "nguyen tac Ijch su" la each thiic de giai thich tinh lieh sir su dung trong giao tiep, chi kha 
nang cua nguai tham gia giu gin khdng khi hda ddng trong mgt giao tiep xa hgi. Theo tac gia, cd 
6 nguyen tac sau ma ngudi viet phai thda man, dd la (1) Nguyen tac te nhi: toi thieu hda "thiet 
hai" ciia ngudi khac va tdi da hda Igi ich ciia ngudi khac; (2) Nguyen tac do lugng: tdi thilu hda 
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Igi ich cua minh va tdi uu hda thiet hai cua minh; (3) Nguyen tac cham bao dung: tdi thieu hda 
viec phe phan ngudi khac va tdi da hda viec khen nggi nguai khac; (4) Nguyen tac khiem 
nhudng: tdi thilu hda viec tu danh gia cao vl minh va tdi da hda viec tu phe phan; (5)_Nguyen 
tie tan ddng: toi thilu hda su bit ddng giua minh va ngudi khac va toi da hda sir tan ddng gifla 
minh va ngudi khac; (6) Nguyen tic chia se: tdi thilu hda su do ki giua minh va ngudi khac va 
toi uu hda su chia se gifla minh va ngudi khac. 

3.3. Nguyen tdc hinh thirc 
Treece (1989, tr.56) dl nghi ap dung nguyen tae 7C trong thu tin thuang mai, bao gdm cac 

nguyen tac nhu: Hoan chinh (completeness), Chinh xac (correctness), Cd dgng (conciseness), Cy 
the (concreteness), Ro rang (clarity), Than trgng (consideration), Lich su (Courtecy) 

a. Hoan chinh (completeness): Ndi dung biic thu dugc coi la hoan chinh khi nd chiia dung 
day dii cac thdng tin ma ngudi viet mudn truyen dat cho ngudi dgc.Nguyen tac nay rat can thiet 
vi ngi dung day dii mang lai thdng tin yeu cau, giup cho cac ben xay dung duge mdi quan h? 
thien chi va tranh dugc cae trudng hgp bat ddng do thieu thdng tin. 

Chinh xac (correctness): Mdt thdng diep dung khdng chi d viec su dung dung lieu lugng ngdn 
ngfl, chinh xae trong cae sd lieu, khdng sir dung tfl phan biet gidi rinh va ap dung cac nguyen tac 
C khac mgt each chat che. 

Cu the (concreteness): Cd nghia la phai chinh xac, rd rang va sinh ddng. Su dung ddng tu de 
nhan manh y nghTa, tranh su dung danh tfl chung. Su dung the chu ddng hon la bi ddng. 

Ro rang (clarity): La viec chuyen nghTa cua tu sao cho minh hieu the nao thi ngudi dgc cung 
phai hieu nhu vay. Nguyen tac nay rat kho thuc hien vi mdi ca nhan la mdt ca the rieng biet, 
khdng gidng nhau, ban nfla, tfl cd the da nghTa trong timg ngfl canh va ddi vai timg ngudi dgc 
khac nhau. 

Cd dgng (conciseness): La viec diSn dat kiem ldi nhung khdng lam anh hudng din cac 
nguyen tac khac. Nguyen tac cd dgng giiip cac ben tiet kiem dugc thai gian va chi phi. Hay vilt 
nhiing gi can viet va bing viec loai bd cac cau khdng can thilt de lam ndi bat y chinh cin truyin 
dat. Tranh viec nhac lai khdng can thilt. Qua khao sat thu tin thuang mai tai cac cdng ty, day la 
ldi ma ngudi Viet thudng hay mac phai khi giao dich bang thu. 

Than trgng (consideration): Luon dat minh vao dia vi ciia ngudi dgc. Liy ngudi dgc lam trung 
tam, xem xet ngfl canh, thai do, hanh vi, tinh cam, phan img cua ngudi dgc. Ludn dat loi ich cua 
ngudi dgc tren hit, nhin manh tinh tich cue, giam tinh rieu cue, cu thi la ndi din nhflng gi cd thi 
thuc hien duoc thay vi khong the thuc hien dugc. The hien su chan thanh va tdn trgng. 

Lich sir (Courtecy): La viec the hien su tdn trgng, chan thanh, chia se vdi ngudi dgc, nguyen 
tac nay giiip cho viec xay dung mdi quan he 

4. De xuat mgt so chien lu-ffc viet thir tin thu-oTig mai 
Tren co sd khao sat khao sat dae thu ciia thu tin thuang mai, chiing tdi nit ra mgt sd chiln 

luge viet nhu sau: 
4.1. Van de lay ngudi nhan Idm trung tdm 
Ngudi giri dat hang dau viec xem xet quan dilm cua ngudi nhan khi vilt va gui thdng tin. Bk 

su dung quan diem hudng vl ngudi nhan, ngudi vilt cin phan tich ngudi nhan d nhilu gdc do 
nhu: kien thiic, dieu quan tam, thai do, va phan ung tinh cam cua ngudi nhan. 

- Thu nhdl, vai trd cua ngudi gui va ngudi nhan: Krisan (2007, tr.329) cho ring ngudi giri va 
ngudi nhan deu cd trach nhiem quan trgng trong qua trinh giao tilp. Trong trudng hgp vilt thu 
hdi hang hay chao hang, nlu ca hai ben deu hoan thanh trach nhiem cua minh thi qua trinh giao 
riep se thanh cdng.Ngudi gui cd nhiem vu lua chgn loai hinh thdng diep, phan tich ngudi nhan, 
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su dung quan diem hudng ve ngu'di nhan, khuyen khich phan hdi va dd bd rao can trong qua 
trinh giao tiep. 

- Thic hat, kien thirc ngudi nhan: Mdi ngudi nhan cd kien thiic khac nhau. Can hieu cang 
nhieu cang tdt ve mdt ngudi nhan cu the hoac mdt nhdm ngudi nhan chung va xem xet den ngfl 
canh ma minh dinh giao tilp. Cu thi la phai phan tich cac ylu td nhu trinh do hgc vin cua ngudi 
nhan, trinh do hgc van cd lien quan den chu de bflc thu, kmh nghiem lam viec cua ngudi nhan, 
mice do kinh nghiem cua ngudi nhan lien quan den chii de cua buc thu, lieu ngudi nhan da giao 
tiep vdi ngudi viet hoac vdi cdng ty ngudi viet truoc do chua? Viec phan tich cac van d^ nay se 
giiip cho ngudi viet dua ra dugc chien luge va hinh thuc dien ngdn thich hgp. 

- Thic ba, mdi quan tam cua ngudi nhan: Muc do quan tam cua ngudi nhan, nhu cau ciia 
ngudi nhan, ngudi nhan cd ddng co dac biet nao khdng, cd tim kiem dau ra dac biet nao khdng? 
Vi tri va miic dd quyen luc cua ngudi nhan cd the anh hudng den ban chat cua mdi quan tam 
trong mgt tinh hudng cu the. Viec phan tich ki ludng mdi quan tam ciia ngu'di nhan se giup cho 
viec quyet dinh dua ra ndi dung cua hue thu va phuang phap td chuc van ban cho biic thu dd. 

- Thir lu, thai do cua ngudi nhan: Gia tri, qudc tich, tin ngudng, sd thich va quan diem ciia 
ngudi nhan, dia vj, quyen luc cua ngudi nhan, tir vung hay hinh anh nao gay an tugng tich cue 
cho ngudi nhan, y tudng nao can duoc trien khai mdt each hieu qua de giao tiep voi ngudi nhan. 
Hieu biet ve truyen thdng van hda va qudc gia se giiip cho qua trinh chuyen tai thdng tin theo 
quan diem dat ngudi nhan len hang dau. (Treece, 1989). 

- Thir ndm, phan img cam xiic cua ngudi nhan: Lieu ngudi nhan cd hay khdng cd phan iing 
ddi, CO hai ldng hay phat y vdi ndi dung biic thu. Viec danh gia phan irng cua ngudi gui se giup 
ngudi viet quyet djnh su dung phuang phap true tiep hay gian tiep, Tai hau het cac nen van hda, 
mgi ngudi se chap nhan nhiing thong diep hai long hay trung tinh ngay d phan dau tien cua van 
ban. Tuy vay, mgt biic thu cd the lam ngudi doc khdng hai long hay tuc gian cd the nhan dugc it 
nhieu su chap nhan neu ngudi viet dua ra cac ldi giai thich, li do hoac cac thdng tin hd trg khac 
trude khi dua ra phan chinh. 

4.2. Vdn de vdn phong trong thu tin thwang mai 
Theo Treece (1989, tr.91), hai loai hanh van thugng dugc sfl dung trong thu tin la hanh van 

true ngdn va hanh van gian ngdn. 
Hanh van true ngdn hay cdn ggi la dien dich, trong dd cac y chinh, chu dao dugc dua len phan 

dau, sau do mdi la cac y phu, bd trg. Loai hanh van nay cd uu diem la khien ngudi dgc hieu ngay 
y dinh cua ngudi vilt. Tuy nhien, nhugc diem ciia nd la neu ngudi dgc chua chuan bi cho viec 
nhan thdng tin, thi cd the dan den viec ngudi dgc khdng chap nhan hoac khdng dugc thuyet phuc 
bdi cac thdng tin tfl ngudi viet. Hanh van loai nay thuang dugc sfl dung trong cac the loai thu 
thdng tin, thu thien chi. 

Hanh van gian ngdn hay cdn ggi la quy nap, trong do cac thdng tin phu se xay dung nen ngi 
dung chinh cin truyen dat. LTu diem cua nd la de dang thuyet phuc ngudi dgc va phii hgp vdi van 
hda phuang Ddng. Tuy nhien, dien ngdn thudc loai nay cd the khien ngudi dgc mat thdi gian va 
cac thdng tin chinh cd the bj bo qua. Hanh van loai nay thudng dugc su dung trong cac the loai 
thuylt phuc hoac thdng tin xau. 

5. Ket luan 
Trong qua trinh nghien cflu va thuc hanh van ban thu tin thuang mai, can phai hilu ro vl thi 

loai dl xac djnh chiln luge viet sao cho phu hgp vdi muc dich thdng tin trong qua trinh giao tilp. 
Khi da xac dmh the loai, ngudi viet can phai xem xet toan bd cac yeu td Ian lugt nhu mdi quan 
he giao tilp giua ngudi gfli va ngudi nhan, chiic nang cua the loai dd, ngii canh cua diln ngdn, 
phin tua dl, ciu true budc thoai, tinh hen ket, loai hinh ngfl vung,... de triln khai chiln luge 
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thuc hien thich hop. Bai vilt nay se giiip cho viec viec img dung thuc hanh kT nang viet thu tin 
thuong mai trong nha trudng va cae co sd kinh doanh mgt each cd he thdng va hieu qua tdt hon, 
thdng tin mdi dugc truyen dat diy dii, ro rang den ngudi nhan, dat dugc muc dich mong mudn 
trong giao tiep kinh doanh. 
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The construction of commercial correspondence 
and Vietnamese commercial correspondence 

Abstract: Skills for business writing in companies in Vietnam have become more and more 
important to trade in general and international trade in particular. Business correspondence is 
considered to be an effective tool for providing your communication partners with information, 
convincing and building lasting relationship with partners in order to 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 m Vietnam more systematic and effective. 

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




