Nhitng mau ciu théng dung trong thu tin

Thoi dai hién nay, phwong thive giao dich ciia moi ngwoi thong qua rit nhiéu
phwong tién khdc nhau: truc tiép, dién thoai, thw tiv chuyén phdt nhanh, dién tin
va dac biét la email.

Chung ta hay cing tim hiéu mot s6 mau cau tiéng Anh thong dung duoc st dung
trong thu tin nhu sau:

Dear Mr. ..../ Ms... (Néu ban biét tén nguoi nhin)

Dear Sir or Madam (Néu ban khong biét tén nguwoi
Salutation — Chao héi nhdn)

| am writing — T6i viét e-mail nham...

to inform you that ... — théng bdo véi ban rang. ..
to confirm ... — xdc nhan...
to request/ enquire about ... — yéu cdu

I am contacting you for the following reason...
— Toi lien hé voi ban vi. ..

I recently read/heard about ..... and would like to
know ....— T6i dwoc biét rang.... va téi muon
Starting — Mé dau biét...

Thank you for your e-mail of March 15. — Cam on
e-mail ban gui ngay 15 thang 3.

Thank you for contacting us. — Cam on da lién hé
: : VoI chung toi.
Referring to previous &
contact — Khi muén nhic  In reply to your request, ... — T6i xin trd 167 vé yéu
toi vigce lién lac trudce do cdu cua ban...



Making a request — Pwa ra
10 yéu ciu

Thank you for your e-mail regarding ... — Cam on
e-mail ctia ban vé viéc...

With reference to our telephone conversation
yesterday... — Nhuw chiing ta dé trao doi qua cudc
dién thoai ngay hom qua, ...

Further to our meeting last week ... — Nhw cudc hop
cuia chung ta vao tuan trude, ...

It was a pleasure meeting you in London last
month. — Téi rdt vui vi ¢é cudc gdp g véi ban &
London vao thang truoc...

I would just like to confirm the main points we
discussed on Tuesday. — T6i mudn xdc nhin vé cdc
noi dung chung ta dd thao ludn vao thir 3.

We would appreciate it if you would ... — Chdng toi
danh gid cao néu ban co thé...

I would be grateful if you could ... — T6i rdt cim
kich néu ban cé thé...

Could you please send me ... — Ban c6 thé giri cho
t0i...

Could you possibly tell us / let us have ... — Ban co
thé cho chiing t6i biét...

In addition, I would like to receive ... — Ngoai ra,
16i muén nhdn duwoc. ...

It would be helpful if you could send us ... — Néu
ban cé thé giri cho chiing téi...thi thit tot qud

Please let me know what action you propose to
take. — Xin cho t6i biét phwong huéng gidi quyét
cua ban



Offering help — Pwa ra loi
giup do

Giving good news — Thong
bio tin tot

Giving bad news — Théng
bao tin xdu

Complaining — Phan nan

Would you like us to ...? — Ban ¢6 muén chiing
10i...?7

We would be happy to ... — Chiing tdi sé rdt han
hanh duoc...

We are quite willing to ... — Chiing 6i rdt san
sang...
Our company would be pleased to ... — Cong

ty chiing téi rdt san long...
We are pleased to announce that ... — Chuing t6i rit
vui dwoc théng bdo rang...

| am delighted to inform you that .. — 76i rdt vui
dwroc théng bdo véi ban rang...

You will be pleased to learn that ... — Ban sé rdt vui
khi biét rang...
We regret to inform you that ... — Chiing tdi rdt tiéc

phdi théng bdo rang. ..

I’m afraid it would not be possible to ... — TOi e la
khéng thé....
Unfortunately we cannot / we are unable to ... — Rdt

tiéc chiing t6i khéng thé...

After careful consideration we have decided (not) to
... — Sau khi xem xét ky lwdng, ching t6i dd quyét
dinh sé khong...

[ am writing to express my dissatisfaction with ...
— Téi viét nham bay t6 su khéng hai long vdi...

| am writing to complain about ... — T6i viét nham
than phién/ khiéu nai vé....



Please note that the goods we ordered on (date)
have not yet arrived. — Xin luu y rang hang chiing
16i da ddt ngay ....van chua dén.

We regret to inform you that our order number ....
is now considerably overdue. — Chiing tdi rdt tiéc
phdi théng bdo véi ban rang don hang sé.... ciia
chung toi da bi qua han kha ldu.



