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Cach viet mot birc thw phan nan trong Tiéng Anh
Trong bai viét nay, VnDoc xin gi6i thiéu mot s6 bude dé viét mt birc thw hodc email

than phién vé vin dé gi d6 (complaints) trong tiéng Anh.

T \

Khi nao can viét mot buc thu than phién? Trong thuc té cudc séng, ban ¢ thé gip phai
rat nhiéu tinh hudng khong hai 1ong c6 thé 1a vé chit luong phuc vu, chét luong dich vu.
Ban can thong bao cho nguoi cé chuce trach ndm duoc van dé cua ban. Nhu vay, van dé
clia ban m&i duogc giai quyét. Trong trudng hop dich vu ma ban st dung thudc bén cung
cap/dbi tic nude ngoai, ban s& phai viét sao cho day du va hiéu qua? Sau day la cau tric
ctia mot birc thu/ email than phién trong tiéng Anh:

1. Phan mé dau (Opening) email than phién:

Dear Name/ Mr. / Mrs. (néu biét 15 tén); or Sit/ Madam/ Department (néu khong c6 thong
tin cu thé)

KHONG NEN (DON'T):

. E dé, tri hoan : We regret to inform you...
. Xin 16i / Lay lam tiéc vi phai than phién : I am sorry to have to writing to you
about....

-> Dai dong, 1am 15i than phién khéng c6 stc thuyét phuc, dubi 1y, ..

. Tho 10, mang tinh ca nhan: You made an error.
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-=> Vi ¢6 kha nang nguoi nhan thong tin than phién khong phai 1a bo phan truc tiép gy
ra 16i nay. Qua tho 15 hay chi thang mat 1 ca nhan s& d& gay phan tng nguoc va thai
d6 khong tot d6i v6i 101 than phién.

. St dung nhitng tir nhu "fault" : our fault, your fault hay d6 16i cho phong ban hay
ngudi khac vi nghe rat tré con va khong chuyén nghiép: It is not our fault, it is
probably the fault from logistics department.

(NEN) DO:

. N6i tryc tiép vao van dé: We would like to inform you.../I am writing to complain
about...

. Str dung ngon ngir khach quan hodc bi dong dé thé hién van dé: This is the third

time this mistake has occurred and we are dissatisfied with the service you offer.

. Néu thong tin chi tiét lién quan dén van dé:On (date), I purchased (item) - (model
number) at store (address).

GHI NHO (REMEMBER): Khi viét complaints, hiy nhé 1a nguoi nhan complaints/

nha cung cap dich vy luén mudn 1am hai long khach hang, do d6 nén hudng cach viét

theo thai do tich cuc va hop tac s& dé c6 dugc giai phap t6i wu.

2. Phan than bai (Body) email than phién:

. Trinh bay vé vin dé , chi ra nhitng vin dé gip phai din dén complaints. Néu
ra lich sir ctia vin dé néu xay ra nhiéu lan:I think the reason is that..../Could you
tell your (department) to check / to take special care about/ when...?/I would
appreciate your looking into this.

. Pé nghi giai phap: néu nghi dén giai phap nao dé hiru ich, cé thé dé xuit cho
cong ty ma ban than phién: I think the best solution would be.../It should put the
matter right if.../Rather than send a credit card note, you could send.../I'd be grateful
if you could send a replacement and refund to my account and address.

3. Phan két bai (Ending) email than phién:

DON'T:

. Tho 16, mang tinh ca nhan: You must correct your mistake

DO:
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. Str dung ngdén nglt khach quan hoac chudong dé thé hién vaAn dé:Please
ensure this sort of problem does not arise again./This mistake must be corrected as
soon as possible.

. Cung cip thong tin lién hé dé nha cung cip c6 thé phan hoi "Please call me at
(phone number) or send me email via (email address) to let me know how you would
like to deal with this./You can contact me on (phone number) to discuss this matter
further.

. Gia han thoi gian can c¢6 phan hoi hodc hanh dong tir phia nha cung cip:I am
looking forward to hearing your response and action for this issue latest by next
week./I expect to hear from your company with a solution by (date).

4. Yours faithfully (néu khong biét nguoi giri) or sincerely/ best regards (néu biét

nguoi gui)

5. Chir ky Your signature



