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[NGOAI NGU VOI BAN NGU |

MOT SO LOI SAI KHI VIET THU DPIEN TU BANG
TIENG ANH CUA SINH VIEN CHUYEN NGANH Ki SU

TAI TRUONG PAI HQOC CONG NGHIEP HA NOI

PHAM THI THANH VAN’

TOM TAT: Viét thu dién tir bing tiéng Anh 1a mot trong nhitng ki ning can trang bi cho sinh vién
nham gitip ngudi hoc trao d6i thong tin hiéu qua trong cudc sdng va cho cong viée sau nay. Nghién
ctru nay thu thap 30 bai viét thu dién tir bang tiéng Anh cua sinh vién nim nhat chuyén nganh ki su
tai Truong Dai hoc Coéng nghiép Ha Noi va phan tich cac 13i sai trong nhiing bai viét d6 cua sinh
vién. Két qua nghién ctru cho thiy nhirng 13i sai khi sinh vién viét thu bang tiéng Anh lién quan dén
hinh thtrc trinh bay, phong cach viét va viéc str dung ngdn ngit dich.

TU KHOA: Thu dién tir; ki nang viét tiéng Anh; sinh vién nim nhét chuyén nganh ki su; 16i sai.

NHAN BATI: 04/09/2024. BIEN TAP-CHINH SUA-DUYET DANG: 18/10/2024

1. Pit vin dé

Thu tin c6 thé duoc trinh bay bang nhiéu hinh thirc khdc nhau nhu mot bic thu hoan chinh
(letter), dién thu (fax), hay thu dién tir (email)... Thu tin dong vai trd quan trong trong cac phuong
dién doi séng, trong d6 co linh vuc kinh doanh thwong mai. Mot 14 thu hay s& giup hoat dong giao
thuong trd nén thudn loi va gop phan phat trién cac mdi quan hé véi ddi tac trong kinh doanh (Tuyet,
2017). Nguoc lai, mot la thu’ c6 noi dung khong 1o rang s& dan téi hau qua nguoi doc hiéu nham, gy
dinh tré hoat dong kinh té va 1am x4u di nhitng mbi quan hé giita cac ddi tac kinh doanh. Thu tin
thuong mai khong chi phan anh nang luc cua ngu’orl viét thu ma con thé hién sy chuyén nghiép cua
cong ty str dung thu tin lam phuong tién giao tiép. Do d6, viéc viét thu giao dich hiéu qua sé& tao cho
ngudi viét nhitng co hoi thing tién trong nghé nghiép.

Thong tu “Ban hanh khung nang luc ngoa1 ngir 6 bac dung cho Viét Nam” c¢6 muc dich “lam can
ct cho gido vién, giang Vlen lwa chon va trién khai ndi dung, cach thirc giang day, kiém tra, danh gia
dé nguoi hoc dat dugc yéu ciu cla chuong trinh dao tao” (B Giao duc va Pao tao, 2014, tr. 1). Theo
thong tur nay, Khung ning luc ngoai ngit 6 bac 1a can cir dé thiét ké cac chuong trinh dao tao ngoai
ngit gitip ngudi hoc dat duoc trinh do ngoai ngit pht hop véi chudn dau ra duge quy dinh tai cac co
s& dao tao tai Viét Nam. Trong “Khung ning luc 6 bic ding cho Viét Nam” (goi tit 1a Khung ning
lyc 6 bac) cia Bo Giao duc va Pao tao (2014), ki nang viét bao gém ki nang viét san sinh nhu viét
sang tao, viét bao cdo va tiéu luan, va ki nang viét twong tac nhu thu tir giao dich, ghi chép, nhin tin,
dién biéu miu... Trong Khung ning luc 6 bic ndy, phan dic ta cho ki ning viét thu tir giao dich c6 dé
cap toi viéc nguoi hoc viét thu tir giao dich nhdm trinh bay suy nghi vé& nhimng chu dé lién quan dén
cong viéc (B Gido duc va Pao tao, 2014, tr.20). Do d6, Thu tin thuong mai bang tiéng Anh 1a ngi
dung dugc dua vao chuong trinh giang day ngoai ngit tai cac truong dai hoc ¢ Viét Nam, dugc coi
nhu mot trong nhiing kién thirc va ki ning can thiét cho cong viéc sau nay cua sinh vién.

Trén thuc té, sinh vién gip nhiéu kho khin khi hoc cach viét thu tin thwong mai bang tiéng Anh.
Li do 14 thu tir giao dich trong kinh doanh, mudn viét mét cach hiéu qua, doi hoi ngudi viét phai co tu
duy va kinh nghiém lam vi¢c ctia nguoi da di lam trong linh vuc kinh doanh va thuong mai (Tuyet,
2017) Bén canh do6, d6i twong sinh vién khong chuyén tleng Anh van con gip khé khan lién quan
dén ngon ngu: dich. Thu: tin thwong mai yéu cdu ngudi viét lwa chon va sir dung ngdn ngir phu hop
dua theo bdi canh va mdi quan hé véi nguoi nhan thu. Do do, viéc tim hiéu nhitng 16i sai ma sinh
vién khong chuyén tiéng Anh méc phai khi viét thu tin thwong mai bang tiéng Anh s& gitip ich cho
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cong tac giang day tiéng Anh no6i chung va giang day Thu tin thwong mai bang tiéng Anh néi riéng
tai cac truong dai hoc & Viét Nam.

2. Mt s6 véan d@ li luan

2.1. Phan logi thw tin thuwong mai

Thu tin thwong mai, dva trén hinh thic trao doi thong tin, c¢6 thé dugc chia thanh 3 loai chinh,
gdm 14 thu (letter), dién thu (fax) va thu dién tir (email) the Ashley (2010).

L4 thu duogc viét trén gidy va giri qua dich vu buu dién, nén thoi gian van chuyén c6 thé mét vai
ngay hoic 1au hon, tuy thudc vao phwong tién di chuyén va khoang cach tdi ngudi nhan thu.

Dién thu duge st dung dé giri ban sao tai liéu thong qua hé thong day dan dién Loai thu tin nay
c¢6 vu diém 13 nhanh chong giri thong tin t6i nhiéu nguoi nhan cung mot luc va gidng nhu 14 thu, dlen
thu dugc chip nhén trong mot s6 trudng hop phap 1i vi dugc sir dung 1am bang chimg trong mot sb
linh vuc thudc thuong mai qudc té.

Thu dién tir 1 hinh thirc giri thu ¢6 sir dung hé thdng may tinh c6 két ndi mang Internet. Nguoi sir
dung c6 thé guri thu dién tir cho nhiéu ngudi nhan cing mot luc va gii t6i ngudi nhan dang & bat clr
noi dau trén thé gidi voi didu kién may tinh cua ngudi nhan co thé truy cap vao mang Internet. Thu
dién tir 12 hinh thirc trao doi thong tin dugc wa chudng hon so véi 1a thu hay thu dién tir tai cac doanh
nghiép (Evans, 2014).

Ngoai ra, thu tin thuong mai, dua vao ddi twong nhan thw, duoc chia thanh hai loai 1a glao tiép noi
bo trong doanh nghiép va giao tlep bén ngoai doanh nghiép (Tuyet, 2017). Thu tin dung dé giao tiép
ndi bo trong doanh nghiép c6 thé trinh bay & dang thong bao va ban ghi nhd. Dé giao tiép véi doanh
nghiép bién ngoai, mot s6 loai thu tin thuong duge str dung bao gdm thur thwong mai, thu dién tir, bio
cao, dé xut...

Thu tin thwong mai c6 thé dugc phan loai theo muc dich ctia ngudi viét. Nhitng loai thu yéu cu
thong tin nhu danh muc hang hoa, gia ca hang hoa, t& quang céo... Nhimng loai thur phan hdi nhu tra
161 thong tin chung, tra 161 quang céo...

Bai bao nay nham tim hiéu nhing 15i sai ma sinh vién Viét Nam khong chuyén tiéng Anh mic
phai khi viét thu dién tir, vi ddy 14 loai hinh thu tin sinh vién cin thuc hanh viét trong chwong trinh
hoc. Trong phan luyén viét thu dién t, sinh vién can trao d6i thong tin v6i ddi tac ngoai doanh
nghiép. Chu dé ctia nhing thu dién tir trong nghién ctru nay 1a thu dién tir nham phan hoi lai nhiing
van dé ma khach hang gip phai sau khi mua san pham.

2.2. Diic diém ciia thw dign tir trong hoat dong thwong mai

Dic diém co ban cta thu dién tir trong thurong mai 1a hinh thirc trinh bay (Ashley, 2010). Hinh
thirc trinh bay ctia thu tin dién tir bao gom thong tin xuét hién ¢ dau thu, néi dung chinh ctia thu, va
phan két thuc cua thu.

Thu dién tir bat dau bang nhitng thong tin lién quan dén ngudi nhan. Nguoi viét nhap dia chi
email cua nguoi nhan chinh vao muc To, va dia chi email ciia ngudi nhén thém (khong phai nguoi
nhan chinh tai myc CC, hodc dia chi email cia nguoi nhan an (nguoi nhan khac khong nhin th?iy) o
muc Bee. Nguoi viét can nhap cha dé ctia email tai muc Subject.

Sau khi dién thong tin ctia ngudi nhan va chi dé thu, ngudi viét soan thao ndi dung chinh cua thu.
Noi dung ctia thu dugc trinh bay bang cac doan vian va dugc xay dung dua trén tinh hudng viét thu
va muc dich cua nguc‘yi viét. Poan vin dau rat quan trong vi ngudi viét thudng cam on, néu cha dé
cua thu va muc dich viét thu. Nhitng doan vin & giita s& tap trung lam 15 nhimng luin diém cua ngu’orl
viét, co thé 1a dua ra cau hoi hodc cau tra 1oi. Nguoi viét can sip xép nhirng ¥ chinh trong thu: dé dat
dugc hi€u qua mong mudn. Poan cudi cua thu thuong 1a 161 cam on ctiia nguoi viét, mong mudn nhan
dugc hoi am tir nguoi nhan. Ngudi viét c6 thé nhéc lai nhitng ¥ chinh trong thu.
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Phan két thic cua thu thuong bao gorn 101 tam biét ctia ngudi viét va nhitng thong tin cua ngucn
viét, nhu ho tén ddy du, dia chi cong ty, sb dién thoai dé tién lién hé. Chit ki dién tir cua ngudi viét
ciing c6 thé dugc thém vao phan nay cua thu.

Ngoai dic diém vé hinh thirc trinh bay, thu dién tir con yéu t6 lién quan dén phong cach viét va
ngodn ngit. Voi vu diém 1a kha ning giri va nhan thu téc d6 nhanh, thu dién tir dwoc xem nhu hinh
thirc trao d6i thong tin phd bién hién nay. Tuy nhién, ngudi viét co thé chua tach biét gitta sir dung
thu dién tir trong viéc trao d6i thong tin ca nhan va trong cac tinh hudng kinh doanh, thwong mai. Do
d6, nguoi viét can luu ¥ nhitng quy téc khi viét thu dién tir trong kinh doanh va thuong mai.

Ashley (2010) liét ké nhiing quy tic vé phong cach viét va ngon ngit thur tin thwong mai nhu sau:

- Tinh don gidn: Ngudi viét nén tap trung vao van d& chinh trong thu, tranh 1am phirc tap bang
cach dua nhiéu thong tin khong lién quan.

- Tinh lich sw: Noi dung thu tin thuong mai nén don gian nhung khong dugc tho 15. Nguoi viét
nén sir dung 16i hanh vin khong qua phd truong nhung khong qua than mat. Nguoi viét nén tranh
dung nhitng ngdn ngit ndi chuyén thong thuong hay tiéng long.

- Tinh ré rang: Noi dung thu dwoc coi 1a 16 rang khi ngudi doc hiéu chinh xéac ¥ tuéng cia nguoi
viét. Néu nguoi doc c6 thé hiéu ndi dung thu theo nhiéu cach, diéu nay c6 nghia ndi dung thu thiéu
sy 10 rang.

- Tinh chinh xdc: Nguoi viét thu tin thwong mai can sir dung ngit phap, chinh ta, ddu cau mot
cach chinh xac.

Yu va Fu (2014) da tom tic nhiing quy tic khi viét thu tin thwong mai, gom tinh 16 rang, c6 dong
va lich su.

- Tinh ré rang duge hiéu 1a ngudi viét can tranh viée sit dung tir nhidu nghia. Tir ngit trong thu tin
thuong mai nén don gian, chinh xac va céac cau van duogc xay dung dung ngir phap.

- Tinh c¢é dong nghia 1a sir dung it tir va cac cdu vin ngan nhung van thé hién y nghia tron ven.
Ngudi viét nén tranh viée 1ap tir, sit dung 18i viét dai dong va mdi doan vin nén tap trung vao mot
van dé.

- Tinh lich su dugc thé hién b?mg viéc nguoi viét tranh nhitng ngdn tir hodc nhan dinh gay kho
chiu hay xtic pham nguoi doc thu. Viéc guri thu ding hen ciling duwgc xem la ton trong ngudi nhan.

Bai viét dya trén ddc diém vé thu tin thuong mai dé xuat boi Ashley (2014) dé phan tich 15i sai
ctia sinh vién khong chuyén Viét Nam méc phai khi viét thu dién tir vi nhimmg dic diém nay duoc
trinh bay d& hiéu va ddy du hon so v6i nghién ciru cia Yu va Fu (2014).

2.3. Nhitng nghién ciru vé thw tin thwong mai

Evans (2014) stir dung céc phuong phap nhu nghién ciru trudng hop, khao séat, phong van, phan
tich cac loai thu tin thuorng mai dé tim hiéu vai trd cua thu dién tu trong kinh doanh va thuong mai.
Két qua nghién ctru cho thiy, giao tiép thong qua thu dién tr bang tiéng Anh dugc wa chudng hon so
voi thur trén gidy va dién thu tai cic doanh nghiép. Nhig muc dich chinh cua viéc str dung thu tin
thuong mai bao gom thong béo, bio cdo, yéu cau, giai thich, dua ra 10i khuyén, giai dap yéu cau/thic
méc, hoi thong tin, x4c nhan va hudng dan. Két qua ciing cho thiy nhitng ngudi tham gia khao sat
van gap kho khan lién quan dén viét phﬁn mé dau, két thic cua thu tin dién tt, va viée néu rd hanh
dong clia ngudi viét cling nhu duy tri thai do thién chi trong thu.

Mandasari (2020) tim hiéu anh hudng cta viéc hoc truc tuyén t6i két qua hoc tip cua sinh vién
trong khoa hoc thu tin dién tr khi dich Covid-19 xay ra khién céc truong hoc ddi hinh thie hoc tir
truc tiép sang truc tuyén. Két qua nghién ctru cho thiy, hoc truc tuyén c6 anh huéng tich cuc t6i dong
luc hoc va két qua hoc tap cua sinh vién. Tuy nhién, nghién ciru niy khéng miéu ta chi tiét két qua
hoc tap vé kién thirc va ki nang viét thu tin thwong mai ctia sinh vién.
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St dung thu dién tir trong cac 16p hoc da gitip ngudi hoc cai thién ki ning viét Thu tin dién tir
bang tiéng Anh (Bahang, M. D., Hamid, R., & Lukman, 2024). Két qua nay duoc thé hién qua mé
hinh nghién ctru tién thir nghiém. Bahang et al (2024) di st dung mot bai kiém tra viét dé danh gia
kha ning viét cia hoc sinh, sau d6 nhém nghién ctru da sip xép sau budi gip g& hoc sinh. Trong
nhitng budi gip g& nay, nhém nghién ctru tao co hdi cho hoc sinh viét email dé cai thién ki ning viét.
Sau khi thyc hién can thiép, bai kiém tra tuong tu bai kiém tra tién thir nghiém dugc giao cho hoc
sinh nhim do ludng sy tién b cua ngudi hoc trong ki ning viét thu tin thwong mai bang tiéng Anh.
Két qua nghién ctru cho thy, hoc sinh di cai thién cac tiéu chi lién quan dén noi dung, hinh thirc
trinh bay, t6 chic sip xép ¥, van dung tir vung va ngit phap trong bai viét thur tin thuong mai bang
tiéng Anh.

Nhitng nghién ctru trén cho thdy, thu tin thwong mai nhin duoc sy quan tim cua cac nha nghién
ctru kinh té va cac nha nghién ctru vé gido duc. Dé gitp sinh vién cai thién kién thic va ki ning viét
thu tin thuong mai, nhiing nghién ctu tiép theo can lam 5 nhimng diém yéu va nhfrng kho khan ma
ngudi hoc dang gap phai. Do d6, bai Vlet cua chung t6i tap trung tim hiéu nhu’ng 16i ma sinh vién
khong chuyén tiéng Anh Viét Nam méc phai khi viét thu t1n thuong mai bang tiéng Anh, nham gop
mot tai li€u tham khao cho cong tac day hoc va nghién ciru vé thu tin thuong mai.

3. Phwong phap nghién ciru

Trong nghlen ctru nay, chiing t6i sir dung phu:orng phap thong ké, phan tich va tong ho*p dé tim
hiéu nhu’ng 15i sai ma sinh vién khong chuyén mic phai khi viét thu tin thuong mai bang tiéng Anh.
Tu liéu dé khao sat va phan tich 15i 1a 30 thu dién tir do sinh vién nim thtr nhat chuyén nganh ki su
tai Truong Pai hoc Cong nghi¢p Ha Néi tu viét. Nhiing van ban nay vua dé minh hoa vira 1a minh
ching dé thuyét giai cho cac 1ap luan. Ldi sai duoc phan tich dua trén cic quy tic viét thu thwong
mai ma Ashely (2010) dé xuét. Sau d6, ching t6i tién hanh téng hop va trinh bay trong phan két qua
nghién curu.

4. Két qua va thao luin

4.1. Léi sai vé hinh thirc trinh bay thw dién tir trong thuong mai

Ashley (2010) d& miéu ta hinh thirc trinh bay cta thu dién tir trong thu tin thwong mai gdm 3
phan, d6 1a thong tin xuat hién ¢ dau thu, ndi dung chinh va phan két thuc cua thu.

Trong phan thong tin xuat hién & dau thu, két qua khao sat cho thay, c6 24/30 bai viét, chiém 80%
khong bao gdm dia chi email ctia ngudi nhan va chu dé cua thu. 6/30 bai viét, chiém 20% chi c6 chii
dé cua thu ma khong cé dia chi email cua ngudi nhan. 6/30 bai Viét, chiém 20% co dia chi mail cua
ngudi nhan, chi d& cta thu va ca dia chi email ciia ngudi viét. Két qua nay cho thay, ngudi viét chua
hiéu r& vé hinh thic trinh bay & dau thu dién tir nén thiéu cac thong tin nhu email ctia nguoi nhan va
chu dé cua thu. Ngoai ra, nguoi viét chua co trai nghiém thuc té viét thu dién tir nén da ghi ca dia cta
email ctia ngudi viét vao dau thu.

Trong phan ndi dung thu, 18/30 bai viét, chiém 60% khong c6 10i cam on khach hang da viét thur
phan hdi trong doan vin dau tién. 21/30 bai viét, chiém 70% gop nhiéu ¥ trong mot doan vin. Theo
ngit canh cua d& bai, sinh vién can viét thu dién tir dé trinh bay cach xur li vn dé lién quan dén san
pham ma khach hang da dit mua tir cong ty. Viée bét dau thu bang 161 cam on khach hang da viét thu
phan hoi thé hién sy tran trong khach hang va tao 4n tuong tich cyc v6i khach hang. Tuy nhién, sinh
vién bé qua phin quan trong niy. Ngoai ra, phan 16n sinh vién trinh bay cic y tudng trong cliing mot
doan van khién cho ngudi doc kho tiép nhan va theo ddi thong tin.

Trong phan két cua thu, tit ca cac bai viét déu c6 10i chao két thu va tén cua ngudi viét thu. Tuy
nhién, tit ca cac bai viét chua co thong tin lién quan dén tén va dia chi co quan, ciing khong dé lai sb
dién thoai lién hé. biéu nay cho théy, sinh vién chua hiéu duogc vai tro cua cac thong tin nay trong
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thu. Phan két thu ¢ thong tin co quan va s6 dién thoai thé hién sy minh bach va dang tin cay cua
doanh nghiép, ddng thoi khach hang c6 thé dé lién lac voi doanh nghiép néu ho cin hd tro thém.

4.2. Léi sai vé phong cdch viét va ngon ngir trong thuw dién tir thwong mai

Ashley (2010) da liét ké bon quy tic vé phong cach viét va ngdn ngit trong thu tin thwong mai
bang tiéng Anh, bao gdm tinh don gian, tinh lich sy, tinh rd rang va tinh chinh xéc.

a) Tinh don gian:

Két qua khao sat cho thiy, c6 29/30 bai, chiém 96,67% tuan thu theo quy tic tinh don gian trong
thu tin thuong mai. Cu thé, nhitng bai viét nay da cung cdp cic bude giup khich hang xir 1i van dé
lién quan dén san pham Tuy nhién, con 1 bai viét chi giri 10 xin 16i va dua ra nhiéu li do giai thich
cho su co vé san phim, dong thoi htra hen giam g1a cho khach hang trong nhung 14n mua tiép theo,
mic di van dé nay khach hang c6 thé xtr li dwgc néu c6 s hudéng dan tir ngudi viét thu.

b) Tinh lich su:

Mot sb bai viét sir dung ngdn ngit néi hang ngay trong phan chao hoi khach hang. Diéu nay lam
giam sy ton trong v6i khach hang. Vi du 14y tir bai viét cua sinh vién va goi ¥ cach sira duogc trinh
bay nhu sau:

“Good day to you too” ¢ thé stra thanh “Thank you and I hope you are having a pleasant day”.

“I think there must be falty in resolution settings that causes problem with your monitor” nén stra
thanh “It seems there may be an issue with the resolution settings, which is causing the problem with
your monitor”.

“After I reading your email and hear are some simple stpes to try” nén viét 1a “After reviewing
your email, we have outlined some simple steps for youto try”. ”

Slnh vién st dung hinh thuc viét tit trong thu. Viét tit dugc coi la su dung ngbén nglt mot cach
xuong xa, khong trang trong. Vorl truorng horp khach hang phan nan vé san phdm, ngdn ngir trong thu
can thé hién su lich sy. Mot s6 vi du vé viét tit trong cac bai viét cua sinh vién nhu “the issue you re
experiencing with your monitor”, “we’re committed to helping you resolve this matter ...”, “please
don'’t hesitate to reach out ...”, “I’ve check and see that ..

Nhiéu sinh vién st dung chu ngtr “I” (t61) khi xung ho voi khach hang trong thu dién tir. Chu ngir
“I” phtt hop trong trudng hop giao tiép truc tiép giita c4 nhan voi c4 nhan, nhim tao cam giac gan giii
hon. Tuy nhién, trong thu tin thuwong mai, chi ngit “We” (ching toi) thé hién nguoi viét dai dién cho
mot nhom hoac cong ty vi dich vu hodc thong di€p khong chi dén tir c4 nhan ma tir toan bd to chiec.
Dic biét, trong trudng hop khach hang phan nan vé san pham bi 16i, ngudi viét nén dung cha ngit
“We” (chung toi) dé noi vé chinh sach, dich vu va cam két ctia cong ty lién quan téi san pham.

¢) Tinh ro rang:

Trong c4c bai viét cta sinh vién, mot sé thong tin khong rd rang. Vi du:

“You should reboot your monitor first. If that doesn’t work, take your computer to the nearest
computer store for help”.

Dbay la giai phap ma nguc‘yi viét muén hd trg cho khach hang. Tuy nhién, “the nearest computer
store” (ctra hang may tinh gin nhat) 1a thong tin gdy kho hiéu cho khach hang Ngudi nhan thu khong
hiéu ¥ cua ngudi viét 13 mang tdi ctra hang cung thudc cong ty san xudt (néu vdy thi cira hang o dia
chi nao), hay mang t6i cira hang nao d6 (khong thudc cong ty san xuit) trong pham vi gan khach
hang nhat. Do d6, nguoi viét nén liét ké cac chi nhanh ciia cong ty va goi ¥ khach hang mang t&i chi
nhanh nao gan nhét dé duge hd tro.

“If it does not work, you can try updating the Graphics Drivers”.

Nguoi viét dua ra giai phap cho khach hang 1a cap nhat diéu khién db hoa. Tuy nhién, diéu nay

gay kho khan cho khach hang vi ho khong biét nén cap nhat diéu khién d6 hoa tir nha san xuat nao va
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str dung phan mém hd tro nao. Nhu vdy, ngudi viét nén miéu ta cu thé cac budc cap nhat diéu khién
dd hoa, dong thoi thém thong tin vé tén phan mém va nha san xuét dé khach hang d& dang thuc hién.

d) Tinh chinh xac:

Tinh chinh x4c dugc nhin nhén tir goc do sir dung ddu cau, tir vung va ngit phap chinh xac
(Ashley, 2010) Tt ca cac bai viét sir dung dau cau chinh x4c. Mt trong nhirng 16i ph6 bién ma sinh
vién hay méc phai khi viét thu 1a thiéu ddu «” sau 16i chao va 10i tam biét. Vi du: “Dear Mary,...”
hay “Best regards,...”. Tuy nhién, nhém smh vién trong nghién ctru nay khong méc 13i lién quan dén
st dung dau cau.

Vé tir vung, sinh vién str dung sai tur loai trong bai viét. Vi du:

“There must be faulty in resolution settings” nén sta thanh “There may be an issue with the
resolution settings”. Trong vi du nay, faulty 14 tinh tir, cAn dugc thay thé bang danh tir “an issue”.

Mot sb vi du:

“Check the resolution settings of your monitor. (1)

Adjust the resolution to a higher setting and check if it resolves the issue. (2)

Ensure that the monitor is connected properly to the computer. (3)

Ensure that the cables are firmly connected and not loose. (4)

Check the display settings of your computer. (5)

Adjust the settings to fit the monitor's display. (6)”

Céc cau van trén déu khuyét chu ngir, tuy nhién trong ngit canh viét, dé dwa ra huéng dan thao
tac, vi€c bo chu nglr khoi cac cau van giﬁp ndi dung huéng dan c6 dong hon. Trong nhiing ciu vin
trén, tir “ensure” lip 2 lan trong 2 ciu gan ké nhau (3) va (4). Tir “check” lap trong cau (1) va (5). Tu
“Adjust” lap trong cau van dau tién (1) va (6). Lai 1ap tir cho thiy luong tir vung tiéng Anh cua sinh
vién con han ché.

Vé ngit phap, sinh vién mic 15i vé thi/ thoi trong tiéng Anh. Vi du:

“I've checked and see that your monitor can only show a part of the page”.

L4i sai & viécdung tir “see”. Cau van st dung thi hién tai hoan thanh véi “I’ve checked” nhung

dong tir “see” dugc dung ¢ thi hién tai don. Cau van nay can dugc stra thanh:
“I've checked and seen that your monitor can only show a part of the page”.

Sinh vién con méc 18i vé cdu khong hoan chinh, tirc 1a thiéu chu ngit hodc dong tir va khong hoan
chinh vé nghia. Vi du:

“There is one thing to do is replacing the new one.

Trong vi du nay, “there is one thing to do” day du chii ngit, vi ngit va co y nghia hoan chinh,
nhung trong “is replcing a new one” thi thiéu chu ngit va khong thé hién nghia hoan chinh. Viéc két
hop 2 cum nay gy khé hiéu cho ngudi doc; c6 thé sira thanh

“One thing to do is to replace it with a new one” hoac “You should replace it with a new one”.

5. Két luan

Khi viét thu tin thuong mai bang tiéng Anh, cu thé 1a thu dién tir, nhom sinh vién khong chuyén
trong nghién ctru ndy mic cac 15i lién quan dén hinh thirc trinh bay, phong cach viét va st dung ngén
ngfr.

Sinh vién do chua c6 trai nghi¢m viét thu dién t nén hinh thic trinh bay thiéu thong tin dia chi
ngudi nhan va chi dé thu trong phan dau thu. Sinh vién méc 15i trinh bay nhiéu y trong mot doan vin
va khong dwa thong tin nhu dia chi co quan va sb dién thoai lién hé & cudi thu. Day 1a nhiing thong
tin co ban va thé hién sy chuyén nghiép cua ngudi viét. Tuy nhirng bai viét nay 1a nhirng bai luyén
tap, viéc hinh thanh thoi quen viét thu véi vai tro ctia ngudi di 1am s& gitip hinh thanh cho sinh vién
thoi quen quan sat va thai do ti mi, can trong khi lam viéc.

2
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Vé phong cach viét va ngon ngit, sinh vién gip kho khin trong viéc lya chon ngdn ngir phu hop
dé thé hién su 1o rang va tinh lich su trong thu tin thuong mai. Ngoai ra, sinh vién can st dung ngoén
ngit, dic biét vé ngit phap va tir vung chinh xac, dé truyén dat thong tin hidu qua.

Sinh vién can dugc thuong xuyén chi ra nhing 15i sai sau khi viét thu tin thwong mai bang tiéng
Anh va goi ¥ cach stra nhiing 18i d6 dé cai thién ki nang viét. Vi kha niang viét thu tin thuong mai
hiéu qu4, sinh vién s& c6 nhidu co hoi thing tién trong cong viéc sau nay.
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Common mistakes made by Engineering-majored students
in writing English emails at Hanoi University of Industry
Abstract: Writing emails in English is an important skill for university students, because this skill
helps students to exchange information effectively in their daily life and for their future occupations.
In this study, 30 English emails were collected by first-year Engineering-majored students at Hanoi
University of Industry, and then analyzed to point out the mistakes that the students made in writing
English emails. The results show that the mistakes made by the students are related to email format,
writing style, and English language use.
Key words: Emails; English writing skills; first-year Engineering-majored students; mistakes.



