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Toém tét: K§ néng soan thao thu tin thvong mai tiéng Anh ngay cang tr¢ nén la nhu cau
buc thif:t doi voi cac QOanh nghi¢p Viét Nam boi thu tin tiéng Anh dugc xem 1a cong cu
giao tiép hiru hiéu nham tang cuong kha nang canh tranh cua doanh nghi€p trén truong
quoc té. Chinh vi 1€ d6 ma moén thu tin thuong mai tiéng Anh dugc dua vao chuong trinh
giang day tai hau hét cac truong dai hoc thudc khoi kinh té, kinh doanh va chuyén ngir &
Viét Nam. Trén co s ly thuyét the loai va m6 hinh ti€ém nang cau tric the loai cua Hasan
(1989), bai viet nay s€ khao sat, nhan dién mdt s6 moé hinh thé loai thu tin, trén co s& do6
duc két cac nguyén tac, chién luge viét thu tin thuwong mai tiéng Anh nham nang cao hiéu

qua cdng tac giang day mon hoc nay.

Tir khéa: budc thoai, chién luoc, nguyén tic, thé loai, thu tin thuong mai

1. it van dé

K¥ ning soan thao thu tin thwong mai tiéng Anh hién ngay cang tré nén quan trong d6i
v6i cac doanh nghiép Viét Nam khi hoi nhap, do thu tin tiéng Anh dugc xem la cong cu giao
tiép hiru hiéu nhdm cung cap thong tin, thuyét phuc va xay dung mdi quan hé lau bén véi doi tac
dé rdi tang cudong kha ning canh tranh cta minh trén truong qudc té. Xuat phat tir nhu cau nay
ma hién nay, mén hoc soan thao thu tin thuong mai tiéng Anh duoc dwa vao chuong trinh giang
day tai hau hét cac treong dai hoc thude khéi kinh té, kinh doanh hay chuyén ngir tai Viét Nam
(Nguyén Thanh Lan, 2014). Tuy nhién, dé giang day hiéu qua mon hoc nay, giao vién can phai
gitp nguoi hoc hiéu rd md hinh cAu tric thé loai va cac nguyén tic soan thao thu tin. Dya trén
ly thuyét phan tich thé loai van ban, bai viét nay s& diic két mot s6 mo hinh thu tin thuong gap
va tong két mot sb chién luge viét nham gitp qua trinh gidng day moén thu tin thuong mai tiéng
Anh dat hi€u qua cao hon.

2. Co s6'ly luidn
2.1. Ly thuyét phén tich thé loai vin ban

Theo Diép Quang Ban (2010, tr. 217), thé loai 1a mot kiéu dién ngdn bang cach viét hodc
ndi chtra nhiing ddc trung dugc thiét lap theo quy udc. Noi cach khac, nd g(‘A)m mot loat cac tiéu
chuan quy dinh cho mét loai hinh dién ngén, duoc dung dé phéan loai cc vin ban va 1i ndi
hodc stir dung cho cac hinh thuc nghé thuat hodc phat ngén néi chung. Bhatia (1993, tr. 74) cho
rﬁng phan tich thé loai c6 thé duoc nhin nhin qua hai quy pham: c6 thé xem xét nhu 1a nhiing
hién thyc phirc tap trong thé gidi cac giao tiép dugc dinh hinh, hodc c¢6 thé xem la phuong thirc
tién loi va hitu hiéu trong su pham dé thiét ké chuong trinh gidng day ngdn ngit, va nhu vay, thé
loai thuong dugc xac dinh trong ngit canh cu thé cua cac hoat dong trong 16p hoc.

Phan tich thé loai luén dugc xem 1a hoat dong mang tinh da nguyén téc khong chi thu hut
su chu y cua cac nha ngon nglr hoc (cad ung dung va ly thuyét), cac nha phan tich dién ngén,
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chuyén gia va hoc gia vé giao tiép thong tin ma con thu hiit ca cic nha xa hoi hoc, nha khoa hoc,
dich gia, cac hing quang co va nhiing ngudi sir dung tiéng Anh don thuan.

Berkenkotter & Huckin (1995, tr. 325) ciing xac dinh viéc phan tich thé loai van ban
thuong dugc xem nhu 1a viéc nghién ciru cac hanh vi ngén ngir theo ngdn canh, la viéc dac dinh
héa hanh dong din ngdn va la cac quy tic vé cic quy trinh phan doan hodc 14 su hop nhat cac
muc dich thong tin.

2.2. Muc tiéu ciia phén tich thé loai

Bhatia (1993, tr. 316) cho rang muc tiéu cta viéc phan tich thé loai 1a nghién ctru hanh vi
ngon ngit xac dinh trong tinh huéng nham trinh bay va giai thich cac hién twong dudng nhu rat
phtre tap cua thé gi6i hién thuc. Ciing theo ong, viéc phan tich thé loai ciing giup cho nguoi viét
hiéu sau hon vé cac muc tiéu thong tin ctia van ban nham gitp cho ngudi viét va nguoi doc
nhan thirc 13 hon vé ngdn ngir st dung va chuyén dbi theo moi truong xa hoi phuc tap. Viée
phan tich thé loai ciing giup dua ra cac giai phap hiéu qua giai quyét cac van dé vé ung dung
trong phuong phéap su pham.

Co thé noi, nghién ctru phan tich thé loai nham cac muc dich sau:

- Thé hién va giai thich cho thuc té phrc tap va da dang cua thé gidi ngdn ngi.

- Hiéu va giai thich cho y dinh riéng ciia timg tac gid, cing véi viéc dat duoc muc dich
giao tiép da duoc xa hoi cong nhan.

- Hiéu cach str dung ngdn ngit duoc hinh thanh trong méi truong xa hoi.

- Pua ra cac giai phap hiru hiéu ddi voi cac van dé su pham va ngon ngir thuc hanh khéc.

2.3. M6 hinh tiém nang cAu tric thé loai (Generic Structure Potential)

Mo hinh phan tich cac cAu trac van ban trong pham vi mot thé loai duoc cong nhan rong
rdi goi 14 M6 hinh tiém ndng cdu tric thé logi (GSP). Pay 1a mé hinh dau tién sir dung phuong
phap phén tich thé loai theo truyén thong ciia ngdn ngir hoc chirc ning hé thong do Hasan
(1989) phat trién. Theo tac gia, bat ky ai mudn sir dung mo hinh phan tich GSP phai xac dinh
cac thanh phin bdt budc, lwa chon va Idp lai ciia mot van ban. Ngoai viée xac dinh cac yéu td
nay, ngudi phan tich thé loai can phai nhan ra mdi quan hé giita cc yéu té nay voi nhau. Hasan
(1989, tr. 214) con giai thich thém rang cac phan tich GSP cho thay nhiing yéu t6 nao phai dién
ra; nhiing yéu td ndo c6 thé dién ra, khi ndo cac yéu té nay phai dién ra, va tin sut cac yéu tb
nay c6 thé dién ra.

Vi mo hinh GSP quan tdm dén trinh tu va sy 1ap lai cta cac yéu td thé loai, c6 mot $6 trat
tu bét budc danh cho céac yéu t6 thé loai. Hasan (1989, tr. 239) giai thich nhu sau:

Mirc d6 linh dong khac nhau gitra cic cap yéu td nay va cac cap khac; mot yéu td cu thé
¢6 thé didn ra theo mot trinh tu ¢6 dinh tiép theo mot yéu té dic biét ndo d6 ma khéng phai la
yéu t6 khac.

Tém lai, theo mo hinh GSP, van ban co thé dugc phan chia thanh mot thé loai dic biét
trén co s& sy xudt hién cia cac yéu to bit budc con gia tri cia vin ban dugc xac dinh bang cac
md hinh cdu trac trinh ty. Tuy nhién, cac thanh vién cta tiéu thé loai (sub-genre) dugc xac dinh
béng su xuét hién va thtr tu cta cac yéu td Iva chon.
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Nhu dé cap ¢ trén, ba thanh phﬁn trong mo6 hinh GSP 1a trat tu bét budc, lya chon va lap
lai. Ching han, cac yéu té bit budc trong thu khiéu nai 13 dia ra van dé, chitng minh van dé va
yéu cau giadi quyeét, nhitng thanh phan nay thuc hién chirc nang quan trong tao nén sy thuyét
phuc ddi v6i nguoi doc. Do véy, cac nha nghién ciru tin ring mé hinh phén tich céu tric so do
GSP cua Hasan giup nhan dién va phan loai cic thanh phﬁn bét bude, lya chon va ldp lai cua
mot thé loai vin ban.

2.4. M hinh céu triic buéc thoai trong thw tin thwong mai tiéng Anh
2.4.1. Dinh nghia vé budc thogi (moves) va chién lwoc (stategies)

Trén co s& nhan biét vé muc dich giao tiép chung, Swales (1990, tr. 87) dua ra 1y thuyét
phan tich v& su “di chuyén tu tir” hay con goi 1a phan tich “budc thoai” va chién luoc trién khai
nglt doan trong d6, budc thoai nhim xéc dinh thé loai vin ban va chién luoc thé hién budce thoai
d6. Nhiém vu ctia ngudi viét 1a phai lwa chon céac chién luge viét phu hop dé dat duoc muc dich
ctia budc thoai thé hién.

Hai tac gia Upton va Connor (2003, tr. 56) da md ta cac budc thoai la cac don vi chic
nang/ngit nghia cta vin ban ¢ thé duoc nhan biét trong cac muc dich thong tin va thong qua
céc duong bién gidi han ngdn nglr ddc biét ctia budce thoai.

Bhatia (1993, tr. 84) ciing dinh nghia “budc thoai 1a cac bién phap tu tir nham cu thé hoa
cac muc dich thong tin lién quan dén thé loai van ban”. Su xuét hién cua cac budc thoai va tinh
chat dic biét vé hinh thirc clia chiing trong timg thé loai van ban cu thé s& giup cho nguoi doc
nhén biét nhitng vin ban dé qua khuén miu. Buéc thoai, theo quan diém nay la mot by phan
théng nhét, khong thé tach roi khéi van ban, duge xem 1a mot don vi ¢ nghia lién quan dén
muc dich thong tin cia mdt hanh vi xa hdi va gop ph;‘in tao nén chién luge chung ctia mot van
ban lién quan dén nglt canh. Budc thoai thé hién cac hanh dong ma nguoi Viét, Vo1 tu cach la
thanh vién trong cong dong dién ngén chuyén nganh thyc hién va né ciing 1a phuong tién dé
ngudi viét sir dung nham thuyét phuc ngudi doc vé thai do, niém tin va hanh vi cua minh.

Vi dy, trén co s¢ muc dich cua van ban, Swale (1990, tr. 35) phan chia cac budc thoai va
chién luge thé hién bude thoai trong van ban khoa hoc nhu sau:

Budrc thoai 1: Tao dia hat trung tam (Establishing a territory)
Chién luoc 1 = Dua ra vin d& trung tam (Claiming centrality)
Chién lugc 2 = Khai quat hoa chii dé (Making topic generalization)

Chién lugc 3 = Xem xét cac van dé nghién ctru trude (Reviewing items of previous
research)

Buérc thoai 2: Thiét 1ap vi tri thich hop (Establishing a niche)
Chién luoc: Chi ra khoang tréng (Indicating a gap)
Budic thoai 3: Chiém linh vi tri (Occupying the niche)
2.4.2 Mé hinh ciu tricc thu tin thé logi thong tin
C6 thé thiy chirc ning chinh cua thu tin thwong mai 14 trao doi thong tin giita nguoi doc
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va ngudi viét. Thong tin nay c6 thé 1a cac thong bao vé didu khoan va diéu kién thuong mai ma
nguoi mua hay ngudi ban dua ra trong céc thu thong bao (Circular letters), hoi hang (inquiries),
chao hang (offers), dit hang (orders), bio gia (quotations)... Thong tin nay ciing c6 thé 1a cac
yéu cau, dé nghi dbi tac vé cac didu kién giao dich thwong mai duoc thé hién trong thu tra 1oi
(replies), hoan chao gi4 (counter-offers)...

Tir nguon ngit liéu khéo sat, co thé thay kiéu loai thu nay chiém da sé (47,5%) va dugc
xéc 1ap boi 03 budc thoai chinh, 1an luot 13: (1) Pua ra vin dé trung tam, (2) Cung cdp théng
tin va (3) Thu hit hop tic. Mdi bude thoai nay duoc thé hién bang cac chién lugc viét khac
nhau, tiy vao dic diém cua timg loai dién ngén ma st dung sb luong cac chién luoc do. Mo
hinh céu tric cia thé loai théng tin ¢6 thé duge minh hoa theo bang 1 dudi day.

Bang 1. M6 hinh céu tric budc thoai ciia thé loai thong tin (Téc gia khao sat va dé nghi)

Budre thoai (moves) Chién lwgc (Strategies)

1. Pua ra vin dé trung tim | - Néu myc dich birc thu
- Nhic lai vAn d@ trude d6

- Tra 101 cac van dé trudc do

2. Cung cép thong tin - Tra 16i va/hodc yéu cau diéu kién
thuong mai

- Yéu cau bao gia, chao hang

- Pam phén diéu kién thuong mai

3. Thu hut hop tac Bay té cam on, ton trong

Khuyén khich phan hoi, xay dung long
tin

Xac lap trién vong tich cuc, nguén lién
hé

- Viduy, ddi véi thu chao hang (offer), cAu trac van ban thuong dugc trién khai nhu sau:

Buérc thoai 1: Dua ra vén dé trung tdm: X4c nhan viéc chao ban san phim

Chién Iwgc 1: Bay to cam on
- We thank you for your Enquiry dated for our products and are pleased to
confirm our sales terms and conditions as follows. (Chung t6i xin cdm on thu hdi hang
clia quy ngai dé ngay hoi mua san pham cua chung t6i va vui mimg xac nhan cac
didu khoan va diéu kién ban hang nhu sau)

Chién lwoc 2: Néu muyc dich viét thu
- Improved methods of production has enabled us to offer our products to the public at
extremely competitive prices. Please find the following terms and conditions and we hope
you will find them acceptable. (Cac bién phap san xuét duoc cai tién da giap ching toi
chao ban san phérn ra thi truong véi gia cuc ky canh tranh. Vui long xem cac diéu khoan
va didu kién dudi ddy va hi vong ring quy ngai s& chip nhan chao hang nay)
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Budrc thoai 2: Cung cap thong tin

Tai budc thoai nay, ngudi viét sir dung chién luoc liét ké cac diéu khoan nhu: gid cd, chdt
liwong, s6 lwong, giao hang, thanh todn, bdo hanh... nhdam cung cap thong tin chi tiét vé san
pham cho ddi tac.

Buwéc thoai 3: Thu hut hop tac
Trong phan két, ngudi viét thuong sir dung mot trong cac chién lugce sau:

- Khuyén khich phan hoi: If you need further information, please do not hesitate to
contact us and we will be willing to be at your service (N éu quy ngai mudn biét thém chi
tiét, xin dimg ngan ngai lién lac v6i chung t6i va chiing t6i s& ludn sin sang phuc vu quy
ngai)

- X4c lap trién vong tich cuc: We do hope that you will find our products a ready sale in
your market and look forward to receiving your early official orders. (Chung t61 hi vong
quy ngai s€ thdy san phim cta chung t6i ban chay tai thi trudng quy ngai va mong sém
nhén dugc don hang chinh thic ciia quy ngai)

2.4.3. M6 hinh céu tric thé loai thuyét phuc

Dién hinh nhat cta thé loai thuyét phuc 14 thu ban hang (sales letters) giri cho mét khach
hang tiém ning vé san phim méi v4i ndi dung quang cdo, thuyét phuc ngudi mua. Hodc cé thé
1a thu chao moi khach hang quen bang nhitng chién luoc giam gia, khau trir, qua biéu nhim duy
tri mdi quan hé sin c6. Doi khi, c6 thé 1a thu cam on dbi tic va nhic cho ho vé san phim cung
cép nhim xay dung moi quan hé thuong mai lau dai. Nhu tén goi cia no, thé loai nay mang
chire ning thuyét phuc, 16i kéo, thu hat nham thay ddi quan diém, thai do, nhu cu cia nguoi
doc va hudng ngudi doc dén mot hanh dong cu thé. Can luu ¥ rang, khi mot buc thu két hop
nhiéu myc dich khac nhau thi muc tiéu thuyét phuc luén phai dugc ngudi doc xép 1én hang dau
(Treece, 1989, tr.173).

Bhatia (1993, tr. 95) xac dinh chirc ning chinh cua thé loai nay 1a thuyét phuc ngudi doc
phan hdi bang mét hanh dong cu thé. Dé dat dugc muc tiéu cudi cung nay, buc thu phai giy
dugc sy chu y cua nguoi doc, dua ra cac loi ich cua san ph'flrn hay dich vu lién quan dén nhu
cﬁu, loi ich cua nguoi doc, tao mbi quan h¢ kinh doanh va khuyén khich tiép tuc giao dich. Téc
gid nay da minh hoa ciu truc dién ngon cia thé loai thuyét phuc v6i bay budc thoai nhu sau
(1993, tr. 107):

(1) Tao sy tin nhiém (establishing credentials)

(2) Gioi thiéu (introducing the offer)

(3) Dua ra cac khuyén tac (offering incentives)

(4) Gui kém tai liéu (enclosing documents)

(5) Khuyén khich phan hdi (soliciting reponse)

(6) St dung chién thuat thuc ép (using pressure tactics)

(7) Két thic lac quan (ending politely)
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Ttr ngudn ngit liéu khao sat, ¢6 thé don gian hoa mo hinh thé cu trac budc thoai va chién
lugc viét danh cho thé loai thuyét phyuc nhu trinh bay trong bang 2 duéi day.

Bang 2. M6 hinh céu triic budc thoai ciia thé loai thuyét phuc (Téac gia khao sat va dé nghi)

Budc thoai (moves) Chién luwgc (Strategies)

1. Gay sw quan tim, chu y - B¢ cao vai tro ca nhan nguoi doc
- bé cap dén su quan tadm vé tinh kinh te, tiét ki€¢m cla san pham
- Bé cap moi quan ngai ve van de suc khde, an ninh, an toan...

2. Tao nhu ciu - Mo ta loi ich san pham
- So sanh loi thé, wru diém ctia san pham
- Nhén manh tinh tién dung, hi€u qua cua san phém

3. Thuyét phuc - Pua ra s6 liéu, dir liéu minh chimg cho sy wu viét ctia san pham
- Chao méi diéu kién thuong mai uvu dai

4. Thiic giuc dwa ra quyét dinh | - Gui kém phiéu mua hang, phiéu giam gia. ..
- Guri kém mau hang biéu. ..
- Két thtc tich cuc

- Vi dy, c6 thé minh hoa mé hinh trén bang thu ban hang (sales letter) nhu sau:
Budérc thoai 1: Gay sw quan tim, cha y

Trong budc thoai ndy, nguoi viét thuong st dung cac chién luoc nhur d& cap dén tinh kinh
té, tiét kiém cua san phélrn, dua ra sd liéu khoa hoc, dé cao vai tro ca nhan nham gay sy quan
tam ciia ngudi doc dén san pham cia minh:
- Would you like to cut your domestic fuel costs by 20 per cent? If your answer is “yes”, read
on... (Ban c6 mudn cit giam t6i 20% chi phi nhién liéu st dung? Néu cau tra 161 ctia ban 1a “di
nhién”, hy doc tiép...)
-'The common cold’, says Dr. James Carter, ‘probably causes more lost time at work in a year
than all other illnesses put together.' (Theo Tién si James Carter, “Bénh cam lanh thong thuong
¢6 thé 1am mat nhiéu thoi gian 1am viéc trong ndm hon toan b cac bénh 1y khac™).
- According to a scientific study, more than 50 per cent of children have eye trouble and in the
past year, no fewer than 56 000 people in this city have lost their sight. (Trong nam qua, hon
50% tré em c6 vin dé vé mit va khong dudi 56,000 nguoi dan thanh phd nay da bi giam thi
luc).
Budc thoai 2: Tao nhu cau

Trong budc thoai niy, nguoi viét can sir dung cic chién lugc nhu: nhan manh lgi ich vé
tinh tiét kiém, hiéu qua, uu viét ciia san phém. Déi v6i san phélrn méi, thuong mo ta chi tiét dic
diém va tinh nang dé ngudi doc hinh dung cu thé vé san pham.
Vi du:
- You will be surprised how little it costs (Quy ngai s& thiy n6 ching tén kém 12 bao)
- Our products are beyond criticism in the quality of reliability thanks to a number of features
not provided in any other products. (San phim ctia chung t6i khong ché vao dau dwoc vé do tin
cdy nho vao rat nhiéu dic diém ma cac san phém khac khong c6)
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- Nothing could be simpler or more efficient either. (Khong gi c6 thé don gian hon ma lai hiéu
qué hon thé)
- It is unbelievably simple to use. (San pham nay dé st dung dén mirc khong thé tudng tuong
duogc)
Budrc thoai 3: Thuyét phuc mua san phim

Tai budc thoai nay, céac chién lugc nhu gui kém tai liéu minh chiing, dua ra chinh sach
ban hang uvu dai nhu trd cham, chiét khau cao,... can duogc st dung:
- Enclosed you will find our quotation with most favourable terms and conditions. (Kém theo
day quy ngai s& thiy thu bo gia ciia chiing t6i voi nhimg diéu khoan va didu kién wu dii nhat).
- Remember too that you will be dealing with a well established company which owes its
success to the satisfaction given to scores of thousands of customer. (Ciing xin luu ¥ rang, quy
khach hang dang lam an véi mot doanh nghi€p uy tin, ma thanh céng c6 dugc nho vao su hai
long cta hang ngan khach hang trén thi truong).
- With our unique after sales service contract, you are assured lasting operation at the peak of
efficiency. (Bang hop dong dich vu hdu méi doc do, quy khach c6 thé an tim vé d6 bén cia san
pham v6i hidu qua cao nhat).
- It should be noted that we have manufactured garments for 50 years and are quite confident
that you will be more than satisfied with their quality. (Can luu y ring chung t6i di san xut
hang may mic trong sudt hon 50 ndm qua va hoan toan tin tuéng rang quy khach hang s& khong
chi hai 16ng véi chat lugng san pham).
Budrc thoai 4. Thuc giuc dua ra quyét dinh

Trong phan két, can sir dung chién lugc thiic giuc khach dat hang nhu: giri phiéu mua
hang giam gid, mau hang biéu...
- If you will return the enclosed request card you can take all the advantages of our liberal sales
terms at this time. (Néu quy khach giri lai phiéu mua hang giri kém theo day, quy khach s& tan
dung dugc moi diéu khoan ban hang vu dai cta chung t6i tai thoi diém nay).
- The special discount now offered can be allowed only on orders placed by 30 June. So hurry
now to take advantage of this limited offer. (Mirc chiét khiu dic biét nay chi danh cho cac don
hang dit trude ngay 30 thang 6. Hay khan truong dat mua hang dé tan dung chao hang han ché
nay).
- Would you simply fill out the enclosed order form, mail it to us, and we will have these
beautiful items shipped to you. (Quy ngai chi can dién vao don dat hang gui kém theo day va
chung t6i s€ guri ngay nhitng mdt hang tuy¢€t voi nay cho quy ngai).

2.4.4. Thé logi tin xdu (bad-news letters)

Trong giao tiép thwong mai, ngudi viét doi khi chuyén tai cac thong diép mang noi dung
khong tich cyuc hay co thé khién cho ngudi doc khong hai 1ong, that vong ching han nhu thu tir
chéi tmg vién xin viéc lam, yéu cau dé bat, tang luong hodc khong chap nhan nhiing diéu khoan
thuong mai ma dbi tic dé nghi. Mic dau loai thu nay chuyén tai ni dung phan cam, nhung
ngudi viét cAn van phai thé hién thai do thién chi dé khong lam mét di mbi quan hé véi nguoi
doc.
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Ttr ngit lidu khao sat, c6 thé mo hinh héa thé loai tin xdu nhu trong bang 3 dudi day.

Bang 3. M6 hinh céu triic budce thoai ciia thé loai tin x4u (T4c gia khao sat va dé nghi)

Budc thoai (moves) Chién lwgc (stategies)

1. Pua ra van dé - X4c nhan/néu van dé/Dan chiéu
- Thong bao tin tdt (néu co)
- Bay t6 cam on (néu co)

2. Trinh bay vin dé Bay to tiéc nubi/Trinh bay nguyén nhan
Tir chdi yéu cau/Dua chimg ctr
Thuyét phyc théa thuan/Giri kém minh chimg

3. Giai quyét van dé Dé nghi giai quyét/Hi vong chip nhan
Két thuc lac quan/Khuyén khich phan hoi

Co thé minh hoa mé hinh cau trtic thé loai tin xau bang céc chién lugc trién khai mét thu
tir choi don xin viéc lam nhu sau:
Buwérc thoai 1: Pua ra van dé

- Sur dung chién luoc 1am diu hoa: First, let us wish you good health and happiness and thank
you for applying for a junior accountant in our firm. (Pau thu, cho phép chung t6i chiic ban doi
dao stre khoe, hanh phuc va xin cam on d3 Gng tuyén chirc vu ké toan cua cong ty chung t61).
- Str dung chién luge cam on: We would like to thank you for your application for the post of
accountant in our company (Chiing t6i xin cam on ban da tng tuyén chirc vu ké toan cua cong
ty ching t6i).
Budic thoai 2: Trinh bay van dé

Tai budc thoai nay, ngudi viét can sir dung chién luoc bu dép thé dién bang viéc danh gia
cao, khich I¢, tiéc nudi nhim tao su thong cam va chép nhan nhu sau:
- We regret that although your qualifications are good, you are not among top applicant and we
are left with no alternative to choose another candidate. (Chung t6i lay lam tiéc rﬁng, mic dau
bang cap cuia ban phi hop, nhung ban khéng nam trong nhom tng vién hang dau va ching toi
khong c6 cach ndo ngoai viéc lua chon mét ung vién khac).
Buére thoai 3: Giai quyét van dé

Trong phan két thic, nguoi viét can st dung chién lugc két thic lac quan nham duy tri
mbi quan hé v6i nguoi doc nhu sau:
- However, we will keep your application on file for future consideration. (Tuy nhién, chung t6i
s& lu ho so ciia ban dé sau nay xem xét).

- Best wishes for finding another position that suits your qualifications. (Chic ban c6 thé tim
dugc vi tri khac phu hgp véi bang cép ciia minh).

3. Phwong phap nghién ciru
Bai viét nay st dung phuong phap théng ké, so sanh - dbi chiéu, miéu ta dya trén co s&
M6 hinh tiém nang cdu triic thé logi (GSP) dé khao st tan sb 1ap lai ctia cac yéu t6 bét budc, lya
chon va lap lai cua cac loai thu trong ngir li€u thu thap dé nhan dién moé hinh cdu trac thé loai
van ban thu tin déng thoi dac két cac nguyén téc, chién luoc viét cho tung kiéu loai thu tin.
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Bai viét khao sat khoi lugng ngir liéu gom khoang 120 vin ban thu tin cia Anh-My trong
mdt s gido trinh thu tin thwong mai tiéng Anh hién dang duoc st dung tai cac truong dai hoc

cua Viét Nam gom:

- Ashley, A. (2003). Oxford Hanbook of Commercial Correspondence. Oxford University press.

- Gartside, L. (1992). Model Business Letters. Longman: Pitman Publishing.

- Muckian, M., & Woods, J.A. (1996). The business letter handbook: how to write effective

letters & memos for every business situation. Massachusetts: Adams Media Corporation.
- Poe, W. (2004). The McGraw-Hill handbook of Business letters. McGraw-Hill. Inc.

4. Két qua nghién ctru

4.1. Nhin dién cac thé loai vin ban thw tin thwong mai tiéng Anh

Trén co so ngtr liu khao sat, can ctr vao khai niém vé theé loai va muc dich giao ti€p, co

thé phan chia thu tin thuong mai thanh céc tiéu thé loai nhu Bang 1 dudi day.

Bing 4. Cac thé loai thu tin thuong mai (T4c gia khao sat va thong keé)

THU TIN THUONG MAI

Thé loai Loai van ban Muc dich

Yéu cau Thu yéu ciu Hoi vé thong tin hodc dé nghi

Tra 10i Pongy  |Thu tra 1oi Pdng ¥ yéu cau hodc khiéu nai

Tir chbi Tir chbi yéu cau
Ban hang Thu ban hang Khuyén khich mua hang héa/dich vu
Khiéu nai Thu khiéu nai Thé hién viéc khong hai 1ong, khiéu nai
doi boi thuong

Xin viéc Thu xin viéc Tu gidi thi€u voi doanh nghiép
Tur chtc Thu tir chtc Théng bao vé viéc tir chirc

Gidi thiéu, tién ctr

Thu gidi thiéu, tién cir

Gi6i thidu ca nhan/cong ty cho ddi tugng
khac

Cém on Thu cam on Bay t6 cam on véi ddi tac

Chao hang Thu chao hang, bao gia |Chao ban hang hoa dich vu

bit hang Thu dat hang bat mua hang hoa, dich vu

Thién chi Thu thién chi Tang cuong, thit chit mbi quan h¢
Thu no Thu nhéc no Doi tién

Xac nhan Thu xac nhan Xac nhan vé viéc da thoa thuan
Thong tin Thu thong bao Giri thong tin cho dbi tac

Cac loai thu tin trén day co thé goi la cac tiéu thé loai thu tin ma mdi tiéu thé loai déu
mang mot chiic nang, muc dich giao tiép va dac diém riéng.

Tuy nhién, & cip do khai quat, can ctr vao muc dich ciia nguoi giri, Krizan va céc tac gia
khéac (2005, tr.68) da phan chia thu tin thanh 04 thé loai chinh, 1an lugt 13: thuyét phuc, cung

cAp thong tin, thong tin xAu va thién chi nhu thé hién trong bang 5 dudi day.
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Bang 5. Bén (04) thé loai chinh trong thu tin (Krizan va céc tac gid khac, 2005, tr. 68)

Thé loai Loai van ban

Thé loai cung cép thong tin | Bdo cdo, thi thong bdo, dat hang, chao hang, héi hang, tra

(Informative letters) loi thw hoi hang, thw ngi bo (memo), thw gioi thiéu ...
Thé loai thuyét phuc thw ban hang, thu hodn chdo gia (counter-offer), thu bao
(persuasive letters) gid, thu tien cir ...

Thé loai thong tin xau (bad- | thu tir chéi, thw phan nan, khiéu nqi. .
news letters)

Thé loai thién chi (Goodwill | thi chiic mirng, thuw chia buén, thw cam on ...
letters)

Cin cir vao bang phan loai trén, tir ngudn ngir liéu khao sat, c6 thé thong ké theo thé loai
nhu nhu sau:

Bang 6. Ti 1¢ cac thé loai thu tin phan chia theo muyc dich (T4c gia khao sat va thong ké)

Thé loai S6 lwgng (Trén tong s6 120 birc thur) Ti 1¢ xuét hién
Thong tin 57 47,5%
Thuyét phuc 38 31,6%
Tin xau 22 18,3%
Thé loai thién chi 5 4,1%

4.2. Sy pha tron vé thé loai

Can luu ¥ rang, viéc phan chia thu tin thanh 04 thé loai néu trén chi mang tinh twong ddi
vi trong thuc té, yéu té pha tron, trung lap gitra cac thé loai thu tin 1a diéu xay ra kha thuong
xuyén. Chang han, trong mét birc thu hoan chao gia (counter-offers), nguoi viét c6 thé thong
bao chap nhan mot phan diéu khoan va diéu kién ban hang cua ddi tac (thong tin t6t), nhung lai
tir chdi cac diéu khoan khac (tin x4u). Tuy nhién, viéc phan chia thé loai va duc két mé hinh cu
tric cua timg thé loai s& gitp nang cao hiu qua cong tac dao tao k¥ ning soan thao thu tin vi
khi ndm bt duoc cAu trac mo hinh cua mot thé loai cu thé, nguoi hoc s€ biét cach trién khai nglt
doan va dam bao tinh mach lac cua van ban.

Tir dit liéu thng ké trong bang 6, co thé thay thé loai thién chi chi chiém co 4% trong
téng s6 thu khao sat, do vay, bai viét s& chi khao sat mé hinh cau trac cta 03 thé loai chinh lan
luot 1a: Thong tin, Thuyét phuc va Tin xdu.

5. Dé xuit phwong phap giang day thu tin thwong mai

Trén co s& cac mod hinh cau tric budc thoai cta ting thé loai thu tin duoc duc két trén
day, ching t6i xin d& xuat phuong phép giang day mon thur tin thwong mai tiéng Anh nhu sau:

Thir nhét, gido vién can gitip ngudi hoc hiéu rd mé hinh cau trac budc thoai, sau dé
hudng ho quan tim dén cac bude thoai bat budc 14 thanh phan co ban cua thé loai. Vi du, trude
khi giang day cach soan thao noi dung mét birc thur, gido vién can phai cho sinh vién hiéu muc
tiéu ctia loai thu d6 1a gi, ching han nhu cung cdp théng tin hay thuyét phuc... sau d6 dua ra mo

hinh chung cho thé loai nay dé sinh vién niam vimng. Khi dd nim vitng mé hinh cu trac, hay noi
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cach khac 1a dan y ciia thé loai do, sinh vién s& d& dang xir Iy nhiing loai thu khac twong ty cing
thudc thé loai dé.

Thir hai, giéi thiéu cac chién lugc sit dung cho ting budc thoai st dung trong timg thé
loai. Tai cép dd nay, giao vién can nhdn manh dén viéc sir dung cac chién luogc khac nhau béng
viéc phan tich so sanh, dac biét ddi véi cac budce thoai quan trong. Cu thé 1a cin cho nguoi hoc
lam quen v&i cach str dung cac cau tric cau, thanh ngit, biéu ngit tp quan st dung trong tiéng
Anh dé biéu thi chién lugc sir dung. Vi du, dé biéu thi chién lugc xin 18i hodc hdi tiéc, gido vién
can cho sinh vién lam quen v&i cac biéu ngit nhu: “We regret our inability to...” (Chiing téi tiéc
khéng thé...), “We are regretful that...” (ching ti tiéc rang...), “We would like to apologize
for any inconvenience...” (Ching t6i thanh thuc xin 16 vé su bat tién...), “Please accept our
many apologies for the trouble caused by this mistake” (Chiing t6i thanh thuwc xin 16 vé phién
ha do so xudt nay gdy ra” ...

Thu ba, yéu cAu nguoi hoc xem xét toan bd cac yéu t6 nhu: chirc nang cua thé loai, mbi
quan hé giita nguoi giri va ngudi nhan, ngir canh ciia dién ngdn nham xac 1ap phong cach thich
hop, yéu t8 dam bao tinh lién két, mach lac, loai hinh ngltr vung lya chon... dé trién khai chién
luoc viét sao cho thich hop. C6 nhu vy, moi thong tin méi duoc truyén dat déy du, 10 rang dén
ngudi nhan va qua trinh giao tiép kinh doanh méi dat dwgc hiéu qua nhur mong mudn. Vi du, dé
xac 1ap phong cach thich hop cua van ban, khi st dung chién lugc yéu céu, dé nghi, ngudi hoc
can dugc cung cap, phan biét dugc va biét cach sir dung cac biéu ngir tip quan trong thu tin
tiéng Anh nhu sau:

Biéu ngir trang trong Biéu ngir thin mat
- We would highly appreciate it if you could... - Would you please... (Dé nghi...)
(Chiing t6i sé danh gid cao néu quy ngdi...) - Will / Can you please send... (Vui
- We would be grateful/ obliged if you would... long giii....) )
(Chung to6i lay lam cam kich néu quy cong ty...) - I am glad if you will... (T6i sé rat
- It would be helpful for us if you could... (Sé rét | vui ming néu ong/ba...)
giup ich cho chung toi neu quy ngdi...)

6. Két luan

Xuét phat tir thye tién v& nhu cau st dung thu tin thwong mai tiéng Anbh tai Viét Nam hién
nay, cling nhu xem xét thuc trang gidng day mon hoc nay tai cac truong dai hoc & Viét Nam, bai
viét dya trén 1y thuyét phan tich thé loai vin ban dé mo hinh hoa cac thé loai vin ban thu tin
thuong mai tiéng Anh nhu: théng tin, thuyét phuc, tin xau. Yéu cau di v6i phuong phap giang
day cua gido vién d6i voi mon hoc nay nhu sau: dau tién, dam bao ngudi hoc nim viing céu trac
cac bude thoai trong timg thé loai. Sau d6 cho ngudi hoc 1am quen va hudng din cach str dung
céc chién luoc thé hién muc dich tung budc thoai br:ing cach cung cép cho nguoi hoc cac biéu
ngit tdp quan thuong duoc st dung trong thu tin. Cudi cung, xac dinh 16 ngit canh cua dién
ngon dé tao lap phong cach viét thich hop. Béng phuong phap nay, ngudi hoc s€ nhanh chong
tiép can, hiéu rd va biét cach soan thao loai hinh vin ban nay.
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GENRES AND STRATEGIES FOR WRITING BUSINESS
CORRESPONDENCE IN ENGLISH

Abstract: For Vietnamese enterprises, the knowledge of writing technique of business
correspondence in English is becoming essential because business correspondence is
always considered as an effective instrument in business communication in strengthening
their competitiveness in international market. For this reason, the subject of business
correspondence in English has been incorporated into the syllabus of most universities
majoring in economics, business as well as linguistics. On the basis of genre theory in
general and the Generic Structure Potential (GSP) by Hasan (1989) in particular, this essay
will identify and some most commonly-used types of business correspondence and suggest
some principles and strategies applied in this type of documents with a view to making the
process of teaching this subject more effective.

Key words: business correspondence, genre, moves, principles, strategies
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