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1. Cach viét thw bang tiéng Anh cho ngudi ban

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 de theo chu de 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. Bai viét thwe miu
2.1.Baisé 1
Dear Anna,

I have received your letter and I feel so glad when knowing that you had passed your examinations with
good marks. You want me to tell you about my own family. I got married eight years ago. And now I
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have two sons, they are very studious, my first son is five years old. His name is Khanh. My second son
is 3 years old, his name is khiem. My wife is an accountant, She is 35 years old, her name is Doan. My
family lives in a small house in thai nguyen city. At the weekend, my family often goes to visit our
parents. Sometimes, we stay at home and clean the house. Now I am preparing for my master entrance
examination.it is very hard for me but I try my best, to pass the exam.

I have told you something about my own family life. How about your family life? Are you ready to let
me know about it? [ am really excited to hear about it.

Best wishes to you,
Hong

2.2. Baisb 2

Dear Oanh,

How are you? Thanks for your letter. I am so happy because you always miss and think of me. Now, I
am working as a teacher in the military academy logistics. I start my working day at 7 pm every morning
and finish it at 5 pm. You know I love this job, right? It has been my dream to become a good teacher
for such a long time. I like my job because I can use my ability and knowledge to finish my work the
best. Moreover, | can study valuable experience from colleagues not only about work but also about life.
Now every day is wonderful day with me. And you, your job is very interesting, isn't it? Let you tell me
about it in the next letter.

I look forward to hearing from you.
Love,

Mai

2.3. Baisb 3

Dear Linh,

How are you? Thanks for your letter. I am so happy because you always miss and think of me. I have
just come back home from Hue. In this trip, I went to by train because it is cheap and safe . That was a
really interesting trip. Hue is known for its beautiful imperial architecture and wonderful natural beauty,
especially the length of history of Nguyen dynasty. I think that Hue is the only city in Vietnam that still
has restored historic beauties with of walls, places, and royal tombs. Everything in Hue city make me
impressed and surprised. Perfume rives is very poetic and peaceful. It always make me feel comfortable
and relaxing. In this trip, my father and I were on a boat in this river to listen to hue songs every night.
The melody of Hue songs is always very special. I love Hue songs very much. The trips lasted 2 days. In
the first day, we went to visit Tu Duc tombs. It is a large and bulky structure. We spent all day to
discover this historical Structure. There are a lot of famous tomb in Hue but because os limited time we
only visited Tu Duc tombs. The following day, we came to Thien Mu pagoda. This pagoda was built in
the 14th century and is placed on Ha Khe hillock area near the perfume river. It is also known as Linh
Mu pagoda. This is one of the most beautiful and acient architectural structures for reverence in Hue.
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After that, we went around the city by cyclo and enjoined some special food of hue. I had a lot of
memories in this trip and I hope I will have more times to visit Hue in the future. And you? Have you
ever visited Hue city? Let me about your impression about Hue.

Lovely,
Mai
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