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1. Céch viét thu héi thim sirc khée bang tiéng Anh

1.1. Heading

Heading hay con goi 14 tiéu dé. Phan nay sé& 13 tén cta birc thuy ma ban mudn giri. Viét vé cha dé nao thi
tén tiéu dé theo chu dé do.

1.2. Inside address

- Thong tin nguoi viét: Pia chi, dién thoai, fax hay dia chi hom thu (e-mail) dugc dat dau thu, ¢ chinh
giita hodc bén phai birc thu.Tranh ding tén riéng cua ban trir khi ddy 1a thu tir c4 nhan vi khi viét thu
giao dich, ngudi viét thuong dung tén cong ty.

- Ngay thang: Trong tiéng Anh ban nén chu y khi viét ngay thang. Nguoi Anh s& viét ngdy trude thang
sau (04/ 02/ 2000) con ngudi My lai viét thang trudc ngay sau (02/ 04/ 2000). Dé tranh hiéu nham ban
nén viét ddy di thtr ngay thang nam nhu: 4 February 2000 hodc February 2nd, 2000). Cach viét nay
khong chi tranh nham 14n ma con lich sy hon cach chi dung sd.

- Tén va dia chi nguoi nhan: Cach trinh bay tén, chirc danh, tén cong ty, va dia chi giao dich cua dbi tac
(nguoi nhan) giéng nhu cach ban trinh biy tén cong ty ctia ban va cac thong tin lién quan ¢ dau thu. Chi
c6 mot diém khac 1a nhimg thong tin vé ngudi nhan dugc dit & bén trai thu hay vi bén phai hay chinh
gitra.

- Cach xung ho dau thu: Vi dy: Dear Mr. Smith Dear Mrs. Smith Dear Miss Smith Dear Ms. Smith Dear
Sir Dear Madam Dear Sirs Dear Gentlemen

1.3. Body

- Phan than cta buc thu duoc trinh bay thanh khdi véi nhiing doan van mach lac , rd rang trinh bay
thong tin ma ban mudn chuyén téi ngudi doc. Pau dong s& bt dau tir 1& trai, khong thut vao nhu cach
viét thu trude day.

-bay la phén ndi dung chinh, n6i chi tiét theo chu dé ma ban viét.
1.4. Complimentary close

- Phéan cudi thu néu giao dich v&i nhitng nguoi ban khong quen, ngudi Anh thudng dung nhitng cum
nhu: Yours sincerely, Yours faithfully, Yours truly.

- Kém thém chir ky va ho tén ddy du cua ngudi viét.

- Trong trudng hop co tai lidu giri kém theo thu, ban c¢6 thé viét cudi thu ghi cht vé sd luong tai lidu giri
kém. Vi du: Enc: 2..

2. Mt s6 lwu ¥ khi viét birc thw moi du tiéc sinh nhit bing tiéng Anh

- Khong viét tit: Phai viét déy da I am, I will, I have seen, I do not, ... khong duogc viét Pam, I’lL, [ don’t,
I’ve seen.

- Khong st dung tir thong tuc, tiéng long, céc tir thdn mat vi du nhu: wanna, kid, dad, mate... trir cac
birc thu da qua than mat.
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- Hay 1& d6 du cho dang byc tirc: dung Dear ¢ dau thu, va dung please khi mudén yéu cau.

- Hay viét cho ngin gon, nhung du y. Cau vin ciing vdy, ngan, khong ding ciu phirc véi 3, 4 ménh dé
(complex sentense). Cau phai c6 day du subject, verb, direct object va indirect object néu co.

- Hay nhé dung va ding chinh xac cac ddu cham cau: chdm, chim phay, phdy, du hai chim. néu 1y
chinh ¢6 nhiéu ¥ phu, dung dau gach dau dong. Han ché dung hoic tuyét d6i khong dung dau chdm than
().

- Cudi thu: Regards, Best Regards, Hai cach nay diung théng dung trong nhiéu tinh hudng. Sincerely
Yours, Dung trong thu xin viéc, thu khiéu nai, thuw moi vi mang nghia “chan thanh”. Faithfully Yours,
Dung trong thu tra 151 ctia nha cung cdp cho khach hang, vi mang nghia “trung thanh”.

3. Bai thw méu héi thim sirc khée bang tiéng Anh

Dear Mister John,

I am Jack , the son of Mrs. Mark.

Together in my mother’s behalf, we wish the best to you and your family.

Our family cincerely thanking you and your wife, as well as all of your family members who have been
very kind and helpful to our mother.

We are looking forward if there is a chance for you to come visiting us at our home at the address below.
Hello family and wish her health and happiness

See you soon

Sincerely yours,

Jack
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