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Chuong 1. Tuyén dung va mé ta vi tri viéc 1am — Chaprer 1.

Recruitment and job descriptions

Muc tiéu chwong — Chapter objectives

« Poc hiéu ban md ta céng viéc (JD) tiéng Anh: tach nhiém vu, yéu cau bat budc, yéu
cau yu tién, quyén loi.

Read an English job description (JD) and separate the duties, essential and desirable
requirements, and benefits.

+ Chon ding danh dong tir (V-ing) hay dong tir nguyén mau (to V) sau dong tur, tinh tir,
gidi tur; phan biét nghia cua stop, remember, forget, try, regret khi di v4i hai dang.
Choose correctly between the gerund (V-ing) and the infinitive (to V) after verbs, adjectives
and prepositions, tell apart the two meanings of stop, remember, forget, try and regret.

« Viét CV tiéng Anh mot trang véi cau thanh tich c6 s6 liéu va thu xin viéc 200-250 tir
bam sat JD.
Write a one-page English CV with measurable achievements and a 200—250-word cover
letter that matches the JD.

* Tra 101 cau héi phong van hanh vi theo mé hinh STAR; viét email cam on, nhan 16i va
tir chéi 161 moi lam viée.
Answer behavioural interview questions with the STAR method; write thank-you, acceptance
and decline emails.

1.1. Tir vung tuyén dung, JD va CV — Vocabulary for recruitment, JDs and CVs

Bang 1. Quy trinh tuyén dung — Table 1. The recruitment process

Loai
Twr / cum tir Phién 4m tur

Nghia tiéng Vigt | _ .
Vigmamese = Vidu
Word / phrase IPA Part of . Example
; meaning
speech

We have two vacancies in
vi tri dang tuyén,  the Risk team.

vacancy /'veikansi/ n x . T ) B o
cho lam con trong = Nhdm Rui ro dang 6 hai vi tri
can Zuyén.
The job posting closes on 30
tin tuyén dun
job posting /d3ob "pavstiy/ n B Y . g O.ctobe;r. B s
(dang trén mang)  Tin tuyén dung hét han nhéan ho
so ngay 30 thang 10.
nguoi ndp don, Over 300 applicants sent
applicant /" @eplikont/ n ung vién ndp ho  their CVs.
SO Hon 300 nguoi da gui CV.
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T / cum tir

Word / phrase

candidate

recruiter

headhunter

hiring manager

shortlist

screen

assessment
centre

job offer

Phién Am
IPA4

/'kaendidat/

/11 kru:ta/

/"hedhanta/

/"harery
‘maenidzo/

/' fo:tlist/

/skrin/

/a'sesmant
'senta/

/d3ob "pfo/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

ung vién (duogc
xem xét, duoc
moi phéng van)

chuyén vién
tuyén dung

nguoi san nhan
su (thuong cho vi
tri cap cao)

quan ly c6 nhu
cau tuyén (ngudi
quyét dinh chon)

danh sach rat
gon; chon vao
danh sach rat gon

sang loc (ho so,
ung vién)

budi danh gia tap
trung (bai kiém
tra, thao luan
nhém)

161 mo1 nhan viée

Vi du
Example

We invited five candidates
to the final round.

Chung toi moi nam ung vién
vdo vong cuoi.

A recruiter called me the day
after I applied.

Mot chuyén vién tuyén dung
goi cho t6i ngay hom sau khi
t6i nop don.

The bank used a headhunter
to find a new CFO.

Ngadn hang thué nguoi san
nhan sw dé tim giam doc tai
chinh moi.

The hiring manager will join
the second interview.

Quan 1y tuyén dung sé duw budi
phong van thir hai.

Only shortlisted candidates
will be contacted.

Chi nhitng ung vién lot vao
danh sach rut gon moi dwoc
lien he.

HR screens all CVs in the
first week.

Phong nhadn sy sang loc toan
bé CV trong tuan dau.

The assessment centre
includes a group task and a
case study.

Buéi danh gid tdp trung gom
mot bai lam nhom va mot tinh
huong.

She received a job offer
from a bank in Singapore.
Chi dy nhén dwoc loi moi lam
viéc tir mot ngan hang o
Singapore.
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T / cum tir

Word / phrase

referee

background
check

probation

onboarding

Phién Am
IPA4

/ refa'ri:/

/"baekgravnd
tfek/

/pra berfon/

/"pnbo:dm/

Loai
tr

Part of

speech

Nghia tiéng Viét
Vietnamese
meaning

nguoi xac nhan,

nguoi gidi thiéu
(trong CV)

tham tra 1y lich

thoi gian thir viée

quy trinh tiép
nhan, hoi nhap
nhan vién moi

Vi du
Example

My former supervisor
agreed to act as my referee.
Quan Iy cii cuia téi dong y lam
nguoi xac nhan cho toi.

The offer depends on a
background check.

Loi moi lam viée con tiy két
qua tham tra Iy lich.

New analysts are on
probation for 60 days.
Chuyén vién phdn tich moi thur
viéc 60 ngay.

Onboarding takes two weeks
and includes a security
course.

Quy trinh héi nhap kéo dai hai
tuan, 6 cd khéa bdo mat.

Béang 2. Ban mo ta cong viéc va di€u kién lam viéc — Table 2. Job descriptions and terms

T / cum tir

Word / phrase

job description

(JD)

job title

responsibility

Phién Am
IPA4

/d3pb

dr'skripfan/

/d3pb ‘tartol/

/r1_sponsa bilati/

Loai
tr

Part of

speech

n

n

Nghia tiéng Viét
Vietnamese
meaning

ban mo ta cong
viéc

chuc danh cong
viéc

trach nhiém, phﬁn
viéc phu trach

Vi du
Example

Read the job description
twice before you apply.
Doc ban mo ta cong viéc hai
lan truée khi ngp don.

Her job title is Junior Data
Analyst.

Chirc danh ciia chi dy la
Chuyén vién phdn tich dir liéu
SO cdp.

One of your responsibilities
is to prepare weekly reports.
Mot trong cdc trach nhiém cua
ban la lam béo cdo tuan.
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Loai

Tir/cymtic | Phién 4m i Nghia tieng Viet

Vietnamese

Vi du

Word / phrase 1PA Part of : Example
Y| meaning

speech

IELTS 6.0 is a requirement
yéu cau (doi véi  for this job.

requirement /r1’kwaromont/ n g N L
ung vién) IELTS 6.0 la yéu cau bat budc
cua cong viéc nay.
Y , A degree in finance is the
bang cap, chirng . lificati
qualification  / kwolifi' ketfan/ n chi; diéu kién minimum quatitication. -
huve . Bang dai hoc nganh tai chinh
chuyen mon la diéu kién toi thiéu.
. , . bét budc, thiét Excel skills are essential.
essential /1'senfal/ adj J L g
yéu (trong JD) Ky nang Excel la bat bugc.
Python is desirable but not
, . : uu tién, c6 thi tot tial.
desirable /dr' zarorabal/ adj es.ien 1a o
(trong JD) Biét Python la diém cong
nhung khéng bat bugc.
Proficiency in SQL is

. rc d¢ thanh
proficiency /pra'fifonsi/ n e ¢o that required.

thao .
) Yéu cau thanh thao SQOL.

Teamwork is one of the five

nang luc (co6 the )
core competencies.

competency /"’ kpmpatonsi/ n do, danh gia SR
Lam viéc nhom la mot trong
duoc) .. £, g~
nam nang luc cot loi.
We need someone with a
thanh tich da proven track record in sales.
track record /treek ‘reko:d/ n ching minh qua  Chuing t6i can nguoi cé thanh
thoi gian tich ban hang da dwoc chitng
minh.
You will report weekly to
line manager /lamn 'meenid3zs/ n quén 1y tryc tiép your line manager.

Hang tuan ban sé bdo cao voi
quan ly truc tiep.

The remuneration package

thu lao, téng thu )
includes a yearly bonus.

remuneration /1 mjund'rerfon/ n nhép (van trang T N
Goi thu lao gom ca thuong
trong) s
hang nam.
The salary range is 18-24
salary range /'seelori remd3/ n khung luvong million dong a month.

Khung lwong la 18-24 triéu
dong mot théng.
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T / cum tir

Word / phrase

perk

notice period

Phién Am
IPA4

/p3:k/

/'navtis 'prariad/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

phuc 1gi thém,

n 5
dac quyén nho
thoi han bao

n trude khi nghi

viéc

Vi du
Example

Free lunch is one of the
perks of the job.

Bita triea mién phi la mét phiic
loi cua cong viéc nay.

My notice period at my
current company is 30 days.
Thoi han bdo trudc o cong ty
hién tai cua toi la 30 ngay.

Bang 3. CV, thur xin viéc va phéng van — Table 3. CVs, cover letters and interviews

T / cum tir

Word / phrase

curriculum
vitae (CV)

cover letter

achievement

transferable
skills

soft skills

strength

Phién Am
IPA4

/ka'r1kjolom
'vi:tar/

/'kava 'leta/

/a'tfi:vmoant/

/treens ' £3:rabal
skilz/

/soft skilz/

/stren6/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

so yéu Iy lich, CV
n (Anh — My hay
g0o1 résume)

thu xin viée (gui

kem CV)
thanh tich, két
n .
qua dat duoc
k¥ ning chuyén
n d6i (dung duogc &
nhiéu ngh¢)
n k¥ ning mém
n diém manh

Vi du
Example

Please keep your CV to one
page.

Vui long viét CV trong mot
trang.

A good cover letter matches
the job description.

Thu xin viéc t6t bam sdt ban
mo td cong viéc.

List your achievements, not
only your tasks.

Hay liét ké thanh tich, khong
chi liét ké viec da lam.

Customer service gave me
useful transferable skills.
Cong viéc cham soc khach
hang cho t6i nhitng ky nang
chuyén doi hitu ich.

Employers look for soft
skills such as teamwork.
Nha tuyén dung tim céc ky
nang mém nhir lam viéc nhém.

My main strength is
attention to detail.

Diém manh chinh cua t6i la
tinh can than, ti mi.
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T / cum tir

Word / phrase

weakness

extracurricular

volunteer

proficient

proactive

hands-on

panel interview

behavioural
question

Loai
twr
Part of
speech

Phién Am
IPA4

/'wi:knas/ n

/ ekstroka 'rikjula

/ adj
/ volan'tia/ n,v
/pra’ fifont/ adj
/prav aktiv/ adj
/ hendz ‘on/ adj

/'penal 'mtovju:/ n

/b1 hervjaral
‘kwestfon/

Nghia tiéng Viét
Vietnamese
meaning

diém yéu

ngoai khoa

tinh nguyén vién;
tinh nguyén lam

thanh thao (+ in)

chu dong

thuc hanh, truc
tiép lam

phong vén hoi
dong (nhiéu
nguoi hoi)

cau hoi hanh vi
(ké viéc da lam
trong qua khu)

Vi du
Example

Talk about a real weakness
and how you are improving
it.

Hay noi vé mét diém yéu that

va cdach ban dang khac phuc.

Add one or two
extracurricular activities to
your CV.

Thém mot hodc hai hoat dong
ngoai khéa vao CV.

I volunteered to teach basic
finance to high-school
students.

Toi tinh nguyén day tai chinh
co ban cho hoc sinh cdp ba.

I am proficient in Excel and
SQL.
Toi thanh thao Excel va SOL.

We want a proactive person
who spots problems early.
Chiing t6i muén mét nguoi chii
dong, phat hién van dé sém.

The internship gave me
hands-on experience with
real data.

Ky thuce tap cho toi kinh
nghiém thuc hanh voi dir liéu
that.

The panel interview had
three managers.

Buéi phéng vin héi dong cé ba
quan .

Answer behavioural
questions with real
examples.

Tra loi cdu hoi hanh vi bang vi
du co that.
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Phién Am
IPA4

T / cum tir

Word / phrase

shortcoming /' fa:tkamiy/

Loai
tr

Part of

speech

Nghia tiéng Viét

Vietnamese

Vi du

. Example
meaning

Be honest about your

khuyét diém, shortcomings.
thiéu sot Hay thanh thét vé khuyét diém
cua minh.

LOI HAY GAP / COMMON MISTAKE — Dung applicant va candidate nhu nhau trong
moi truong hop. Applicant 1a ngudi da ndp don (300 applicants). Candidate 1a ngudi dang
dugc xem xét, thudng da qua vong hd so (five candidates in the final round). Mot ngudi tu
gi6i thiéu véi nha tuyén dung noéi: “I am a candidate for the analyst role” chi khi di duoc

moi vao vong trong.

Using applicant and candidate in the same way everywhere. An applicant has sent an application
(300 applicants). A candidate is being considered, usually after the CV round (five candidates in the
final round). Say “I am a candidate for the analyst role” only after you have been invited to a later

round.

Ho tr (word family) — Word families

Danh tir (viéc)

Noun (thing)

Danh twr
(nguoi)
Noun (person)

Tinh twr
Adjective

Vi du
Example

?gil)y application
qualify qualification
recruit recruitment
interview  interview
achieve achievement

applicant

recruiter /
recruit

interviewer /
interviewee

achiever

She applied for three jobs. / Your
application is complete.

Cé dy nép don ba viéc. / Ho so ciia
ban da du.

applicable

He is qualified to audit banks.
Anh dy di diéu kién kiém todn ngdn

qualified
hang.

Recruitment takes about five
weeks.

Viéc tuyén dung mat khoang nam
tuan.

The interviewer asked two
technical questions.

Nguoi phong van héi hai cau chuyén
mon.

Set achievable targets for the first
60 days.

Dat muc tiéu kha thi cho 60 ngay
dau.

achievable

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin

Trang 14



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

Danh ti
Danh tir (viée) | o Tinhtir | Vidu

(nguoi)

Noun (thing) Noun (person)

Adjective Example

Proficiency in Excel is essential. /
I am proficient in Excel.

Thanh thao Excel la bt budc. / Téi
thanh thao Excel.

— proficiency — proficient

The assessment centre lasts one
day.

Budi déanh gid tap trung kéo dai mot
ngay.

asSsess assessment aSseSssor —

Két hop tir (collocation) trong tuyén dung — Recruitment collocations

Danh tir di kém Vi du

Noun partners Example

I am applying for an internship in risk
apply for a job, arole, an internship ~ management.
Toi dang ngp don thuc tdp 6 mang quan tri rui ro.

We need to fill the vacancy before January.

fill / advertise a vacanc ) ;
Y Chuing toi can tuyén du vi tri trudc thang Mot.
meet the requirements, the Only 40 applicants met the requirements.
criteria Chi 40 nguoi ngp don ddp iing yéu cau.

. I gained hands-on experience in reconciling
i hands-on experience,
gain / have experience in - Voin accounts.
p g T6i ¢6 kinh nghiém thire hanh d6i chidu tai khoan.
He turned down the offer because of the
a job offer salary.

Anh ay tir choi loi moi vi mirc luong.

make / accept /
turn down

probation, a background She passed her probation after 60 days.

ass / complete 3
g b check Chi ay qua thir viéc sau 60 ngay.

hand in / give your notice I handed in my notice on 1 October.
Toi nép don bao nghi viéc ngay 1 thang 10.

PHAI THUQC / MEMORISE — apply for a job (ndp don xin) — apply to a company

(ndp vao cong ty) — experience in + V-ing — proficient in — qualified for a job /

qualified to + V — turn down an offer (tir chdi) — hand in your notice (xin nghi viéc).

apply for a job — apply to a company — experience in + V-ing — proficient in — qualified for a job

/ qualified to + V — turn down an offer — hand in your notice.
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1.2. Poc hiéu ban mé ta cong viéc (JD) tiéng Anh — Reading a job description in
English

JD tiéng Anh thudng c6 sau phan cb dinh. Nguoi doc can tim nhanh ba thong tin: minh
s& lam gi (duties), diéu kién nao bit budc (essential), didu kién nao chi 1a diém cong
(desirable). Thiéu mot diéu kién vu tién van ndp don dugc; thiéu mot diéu kién bat budc
thi phai c6 bang chung thay thé.

An English JD usually has six fixed parts. The reader needs to find three things quickly: what the

job involves (duties), which requirements are essential and which are only desirable. You can
still apply if you miss a desirable point, if you miss an essential one, you need other evidence.

Phin N¢i dung Cum tir hay gap
Section Content Typical phrases

Chtrc danh, noi lam, loai hop

Job title, location,

déng, quan 1y truc tiép

full-time, permanent; hybrid;

contract Title, place, contract type, line reporting to the Head of...

manager
About us Gi6i thi¢u cong ty 2—4 cau We are a fast-growing... / Our

2—4 sentences about the company mission is to...
Kev duties / Vide phai [am. done ti diu dé You will... / Collect, analyse and

iéc phai lam, dong tir dau don .
Y o P P g. & report... / Support the team in + V-
Responsibilities Tasks, each starting with a verb )
ing

Requirements: Diéu kién bit budc must have / is required / a minimum
essential Must-have conditions of 2 years’ experience
Requirements: Diéu kién wu tién is a plus / is an advantage / ideally /
desirable Nice-to-have conditions preferred
What we offer / How  Quyén loi, cach ndp, han chét competitive salary; apply by...,
to apply Benefits, how to apply, deadline quoting reference. ..

About us

Key duties

BAN MO TA CONG VIEC MAU / MODEL JOB DESCRIPTION
Job title: Junior Data Analyst — Payments (Ref. DA-1026)

Company: Lam Son Digital Payments JSC
Location: Ho Chi Minh City (hybrid: three days a week in the office)
Reporting to: Head of Data and Risk
Contract: full-time, permanent; probationary period of 60 days

Salary range: VND 18,000,000-24,000,000 gross per month, plus a performance bonus

Lam Son Digital Payments serves 1.2 million e-wallet users and 15,000 small shops across
Vietnam. Our data team helps the business grow safely by finding patterns in millions of
transactions every month.
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— Collect, clean and analyse transaction data from our e-wallet and QR payment systems
— Build weekly dashboards for the Sales and Risk teams

— Monitor unusual payment patterns and report possible fraud to the Risk team within 24
hours

— Support senior analysts in preparing monthly reports for partner banks

— Take part in testing new product features

Requirements — essential

— A bachelor’s degree in Financial Technology, Finance, Economics, Statistics or a related
field

— Good working knowledge of Excel and SQL

— Strong attention to detail and the ability to work under time pressure

— English at B2 level or above (IELTS 6.0 or equivalent)

Requirements — desirable

— Experience in using Python for data analysis

— An internship in banking, payments or e-commerce
— An interest in learning about risk management

What we offer

— 13th-month salary and a yearly performance bonus

— Private health insurance and 15 days of paid annual leave
— A training budget of VND 10,000,000 a year

— Mentoring from senior analysts

How to apply
Send your CV and a cover letter in English to jobs@lamsonpay.vn by Friday 30 October
2026, quoting reference DA-1026. Only shortlisted candidates will be contacted.

Dich: Chirc danh: Chuyén vién phan tich dit liéu so cap — Thanh todn (md DA-1026). Céng ty CP
Thanh toan s6 Lam Son. Noi lam: TP.HCM (két hop, ba ngay méi tuan ¢ vian phong). Bdo cdo cho:
Truong bo phan Dir lieu va Rui ro. Hop do”‘ng toan thoi gian, khong xdc dinh thoi han; thir viéc 60
ngay. Khung hrong 18-24 triéu dong/thang trudc thué, cong thuwong hiéu sudt. Vé ching téi: Lam Son
phuc vu 1,2 triéu nguoi dung vi dién tir va 15.000 ciea hang nho trén ca nwoc, nhom dir liéu giup
doanh nghiép tang trucng an toan nho tim ra quy ludt trong hang triéu giao dich méi thang. Nhiém vu
chinh: thu thdp, lam sach, phan tich dit liéu giao dich tir hé thong vi va thanh todn OR; ldp bang theo
déi hang tudn cho nhém Kinh doanh va Rii ro; gidm sdt giao dich bdt thwong va bdo nghi vin gian
Ign cho nhém Riii ro trong 24 gio; hé tro chuyén vién cdp cao lam bdo cdo thang cho ngdn hang doi
tac; tham gia kiém thir tinh nang méi. Yéu cau bdt bugc: bang cir nhdan Cong nghé tai chinh, Tai
chinh, Kinh té, Thong ké hodc nganh lién quan; ding tot Excel va SOL; can thdn, chiu dwoc ap luc
thoi gian; tiéng Anh B2 tr¢ lén (IELTS 6.0 hodc twong dwong). Uu tién: cé kinh nghiém ding Python
phan tich dir li¢u; ting thuc tdp ¢ ngan hang, cong ty thanh toan hodc thwong mai dién tu;, quan tam
dén quan tri rii ro. Quyén loi: lwong thang 13 va thuéng hiéu sudt nam; bao hiém sirc khée tw nhdn
va 15 ngay phép nam cé lwong; ngdn sach dao tao 10 triéu dong/nam; dwoc chuyén vién cap cao kém
cdp. Cach ndp: giri CV va thu xin viéc bang tiéng Anh t6i jobs@lamsonpay.vn truée thir Sau
30/10/2026, ghi ma DA-1026. Chi wrng vién lot vao danh sach rut gon duoc lién hé.
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VI DU/ EXAMPLE — Cach doc JD trong nim phut: gach chdn mei ddng tir & phan Key
duties (collect, clean, analyse, build, monitor, report, support, take part) — dé la nhiing vi¢c
s& duoc hoi khi phong van. Panh du v hodc X cho timg dong Essential. C6 X ¢ dong
Essential thi chudn bj mot cdu giai thich trong thu xin viéc.

How to read a JD in five minutes: underline every verb in Key duties (collect, clean, analyse, build,
monitor, report, support, take part) — these are the tasks you will be asked about in the interview.

Mark each Essential line v or X. If an Essential line has X, prepare a sentence about it in your cover

letter.

Cau trong JD Nghia thyec té

JD sentence What it really means

A minimum of two years’ experience is Bit budc it nhat hai nam kinh nghiém.
required. At least two years, essential.

Python is a plus. / Knowledge of Pythonis  Biét Python 1a diém cong, khong c6 van ndp dugc.
an advantage. Desirable, not essential.

Ly twong 1a da 1am ¢ ngan hang; khong bat budc.
Preferred, not required.

Ideally, you will have worked in a bank.

Nguoi dugce chon s€...

Th | 1 ill...
e successful candidate wi The person who gets the job will...

Luong canh tranh, khong néu sé; ¢6 thé hoi khung
Competitive salary lvong & vong sau
Salary not stated; you may ask about the range later
. Nhiéu viéc, han gap
Fast- d t T
ast-paced environmen Busy, with tight deadlines
1.3. Ngir phap 1: Dong tir theo sau béi V-ing hodc to V — Grammar 1: Verbs
Jfollowed by V-ing orto V

Khi hai dong tir dung lién nhau, dong tur thir hai c6 dang V-ing (danh dong tir) hodc to V
(d6ng tir nguyén miu c6 to). Dang nao 1a do dong tir thir nhat quyét dinh, khong do nghia
cua cau. Phai hoc theo nhom.

When two verbs come together, the second verb is either V-ing (the gerund) or to V (the to-
infinitive). The first verb decides the form, not the meaning of the sentence. Learn the verbs in
groups.

Céu tric Pong tir thwong gip Vidu

Pattern Common verbs Example

The job involves analysing payment
data.
Céng viéc gom phan tich dit liéu thanh

enjoy, avoid, consider, involve,
V + V-ing finish, keep, mind, miss,

practise, risk, deny, can’t help todn
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Céu tric Pong tir thwong gip Vidu
Pattern Common verbs Example
decide, plan, hope, expect, She decided to apply for the
VitoV agree, offer, refuse, manage, Sing’apore’ office.
aim, intend, fail, afford, seem, Co ay quyet dinh ngp don vao van phong
tend, would like Singapore.
HR invited me to attend a second
V + tdn nglt + to V ask, allow, encourage, expect, interview.
V + object +to V invite, require, remind, want Phong nhdn sy moi téi dy vong phong
van thir hai.
V+ V-ing/to V Our team started using / started to
(nghia gan nhu nhau)  begin, start, continue, like, love, use Python last year.
Both forms, similar hate, prefer Nhém chiing téi bat dau dimg Python tir
meaning nam ngodi.

V + V-ing / to V (ddi

nghia) stop, remember, forget, try, Xem muc 1.4
Both forms, different regret, go on, mean See section 1.4
meaning

PHAI THUQC / MEMORISE — Meo nhé: dong tir chi viéc dang/da dién ra, trai nghi¢m
thudng di voi V-ing (enjoy, finish, avoid, keep, involve). Dong tir chi y dinh, ké hoach, viéc
hwéng t6i twong lai thuong di voi to V (decide, plan, hope, expect, aim, agree). Meo nay
dung vé6i da s6, khong phai moi dong tir — consider va risk van di v6i V-ing.

Memory aid: verbs about ongoing or experienced actions usually take V-ing (enjoy, finish, avoid,
keep, involve). Verbs about intentions, plans and the future usually take to V (decide, plan, hope,
expect, aim, agree). This works for most verbs, not all — consider and risk still take V-ing.

V-ing sau gidi tir; to V sau tinh tr — V-ing after prepositions; to V after adjectives

Sau moi gidi tu (in, at, of, for, about, before, after, by, without, instead of...), dong tor &
dang V-ing. Sau nhiéu tinh tir chi thai do, kha nang (keen, eager, willing, able, happy,
ready, likely), dong tur & dang to V.

After every preposition (in, at, of, for, about, before, after, by, without, instead of...), the verb is
V-ing. After many adjectives of attitude or ability (keen, eager, willing, able, happy, ready,
likely), the verb is to V.

Céu triic Vi du trong tuyén dung

Pattern Recruitment example

experience in + V-in I have two years’ experience in managing social media accounts.
p & Toi c6 hai nam kinh nghiém quan Iy tai khoan mang xa hgi.
She is good at explaining numbers to clients.

ood at / skilled at + V-in : .
& £ Chi ay gioi gidi thich so liéu cho khach hang.
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Céu triic Vi du trong tuyén dung

Pattern Recruitment example

I was responsible for checking 300 invoices a month.

responsible for + V-in . -
p & T6i phu trich kiém tra 300 héa don méi thang.

He is capable of leading a small team.

ble of + V-i , ding
capable o1 V-Iig Anh &y dis khd niing dén dis mt nhom nho,

by + V-ing (cach thurc) I improved my English by presenting in class every week.
by + V-ing (method) Toi cai thién Ziéng Anh bdng cach thuyét trinh trén 16p moi tudn.

keen / eager / willing + to I am keen to learn about risk models.

A/ Toi rat muon hoc vé moé hinh riii ro.

I am ready to start on 16 November.

able / ready + to V - S

Y T6i sn sang bét ddu tir ngay 16/11.
Itis+tinhtr+to V It is important to prepare examples before an interview.
It is + adjective + to V Can chudn bi vi du truée buéi phong van.

V-ing con 1am chii ngir ctia cau, nhat 1a khi n6i vé mot hoat dong chung: Working with
real data taught me patience. Cach nay ty nhién hon “To work with real data taught

me... .

V-ing can also be the subject of a sentence, especially for a general activity: Working with real

’

data taught me patience. This sounds more natural than “To work with real data taught me...".

“to” l1a gioi tur: theo sau la V-ing — When “to” is a preposition: V-ing follows

Mot s6 cum két thuc bang “to”, nhung “to” nay 1a gidi tir, nén sau né 1a V-ing hodc danh
ttr. Cach thir: dit mot danh tir vao sau “to”. Cau van dung thi “to” 1a gidi tu.

Some phrases end in “to”, but this “to” is a preposition, so V-ing or a noun follows. Test: put a
noun after “to”. If the sentence still works, “to” is a preposition.

Cum Thir bang danh tir Vi du ding

Phrase Noun test Correct example

We are committed to hiring fairly.

be committed to itted t lity v/ . 2 .
committed to quality Chung toi cam két tuyén dung cong bang.
I want to contribute to building your data
i contribute to the team.
contribute to . s, P e .
project v Toi muon gop phan xday dung nhom dir liéu cua quy
cong ty.
. . He objected to working every Saturday.
object to object to the plan v/ ) :
) ) p Anh Gy phén ddi viéc lim moi thir Bdy.
The key to passing the test is practice.
the key to the key to success v/ ytop g P

Chia khéa dé qua bai kiém tra la luyén tp.
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Cum Thir bang danh tir Vi du ding

Phrase Noun fest Correct example

. When it comes to writing reports, she is the
) when it comes to data
when it comes to best.
\/ 7. A <A ’ ’ v AL “ o A

Noi dén viét bdo cdo thi co dy gioi nhat.
want to / plan to (to
nguyén mau)
want to / plan to
(infinitive)

I want to join your team.

want to the job ;
161D 6% Toi muon gia nhdp nhom cua quy coéng ty.

LOI HAY GAP / COMMON MISTAKE — Viét “I am interested to apply for this
position” hodc “I have experience to work with data”. Sau interested in va experience in
la gioi tr — V-ing: “I am interested in applying for this position.”, “I have experience in
working with data.” (hodc “experience of working”, “experience working”).

Writing “I am interested to apply for this position” or “I have experience to work with data”.
Interested in and experience in end in a preposition — V-ing: “I am interested in applying for this

position.”, “I have experience in working with data.” (or “experience of working”, “experience
working”).

would like + to V va like + V-ing — would like + to V and like + V-ing

Céu triic Nghia Vi du

Pattern Meaning Example

S¢& thich chung, thoi quen I like working in small teams.
General preference Toi thich lam viéc trong nhom nho.

like / enjoy + V-ing

I would like to work in your Risk
Mong muén cu thé, luc nay team.

would like + to V . . o g o

A specific wish now Toi muon dwoc lam viéc o nhom Rui ro

cua quy cong ty.

Thich viéc nay hon viéc kia
prefer + V-ing + to + V- (chung) I prefer analysing data to selling.
ing General preference between Toi thich phan tich dir liéu hon ban hang.

two

2 \ | 1d prefer to start i

o o 0 g i would prefe .0 s : in November
would prefer +to V + hudn rather than wait until January.
rather than + V s T6i mudn bét ddu vio théng 11 hon 1d dpi

Specific choice

dén thang 1.

Mot cau trac B2 hay gip trong email ndi bo: need + V-ing mang nghia bi dong. The JD
needs updating. = The JD needs to be updated (ban JD can duogc cap nhat).

A B2 structure often seen in internal emails: need + V-ing has a passive meaning. The JD needs
updating. = The JD needs to be updated.
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1.4. Ngir phap 2: Dong tir doi nghia theo V-ing hay to V — Grammar 2: Verbs
that change meaning with V-ing or to V

Bay dong tur dudi day di dugc voi ca hai dang, nhung nghia khac nhau. Quy luét chung:
V-ing chi viéc da xay ra truéc hoic dang dién ra; to V chi viéc xay ra sau, con & phia
trudce.

The seven verbs below take both forms, but the meaning changes. General rule: V-ing refers to
an action that happened before or is in progress, to V refers to an action that comes after, still

ahead.

Pong tir

Ve
Verb V-ing

Théi, ngung lam viéc do: I stopped
working at the shop in May.
Toi nghi lam ¢ cua hang tir thang 5.

stop

Nh¢ viéc da lam: I remember meeting
Ms Lim in 2025.
Toi nhé da gap ba Lim nam 2025.

remember

Quén viéc da lam (thuong dung phu
dinh): I will never forget giving my
forget first presentation.
T6i s¢ khong bao gior quén lan thuyét trinh
ddu tién.
Thir mot cach dé xem c6 hiéu qua
khong: Try adding numbers to your
CV.

Thi thém s6 liéu vao CV xem.

try

Tiéc vi da 1am: I regret leaving my first
job so early.

regret Ae LA N g~ s A . n A . A ’
Toi tiéc vi da nghi cong viéc dau tién qua

som.

Tiép tuc cling viéc d6: She went on
working after 7 pm.
Cé ay tiép tuc lam sau 7 gio 10i.

g0 on

Dong nghia voi, kéo theo: The new job
means moving to Da Nang.

mean . o O 2
Cong viéc moi dong nghia voi viéc chuyén

ra Pa Nang.

+toV

Dimg viéc dang 1am dé lam viéc khac:
stopped to check the figures.

Toi dung lai dé kiem tra so liéu.

Nhé phai lam: Remember to bring
your ID card.

Nhé mang theo can cudc.

Quén khong lam: I forgot to attach my
CV.
Toi quén dinh kem CV.

Cb gang lam (viéc kho): I tried to call
HR, but nobody answered.

T6i c6 goi phong nhan sw nhung khong ai
nghe.

Lay lam tiéc phai bao (trang trong): We
regret to inform you that...
Chiing téi rat tiéc phai thong bdo rang...

Chuyén sang viéc moi: After the
summary, he went on to explain the
risks.

Sau phan tom tdt, anh dy chuyén sang gidi
thich rui ro.

Dinh, c6 ¥: | meant to call you
yesterday.
Hom qua toi dinh goi cho anh.

PHAI THUQC / MEMORISE — V-ing nhin vé sau lung, to V nhin vé phia trudc.
remember/forget/regret + V-ing = viéc da xay ra; + to V = vi¢c chua lam. stop + to V = dung
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dé 1am viéc khéc. try + V-ing = thir cach; try + to V = ¢6 ging.

V-ing looks back, to V looks forward. remember/forget/regret + V-ing = the action already
happened; + to V = the action is still to do. stop +to V = stop in order to do something else. try + V-
ing = experiment; try +to V = make an effort.

LOI HAY GAP / COMMON MISTAKE — Viét “I stopped to work at Hoa Mai
Microfinance to study for my degree.” Cau nay nghia 13 “t6i dimg lai dé 1am viéc & Hoa
Mai”, ngugc véi y dinh. Mudn noi da nghi viéc: “I stopped working at Hoa Mai
Microfinance to focus on my degree.”

Writing “I stopped to work at Hoa Mai Microfinance to study for my degree.” This means “I paused
in order to work at Hoa Mai” — the opposite of the idea. To say you left the job: “I stopped working
at Hoa Mai Microfinance to focus on my degree.”

Dau hiéu nhan biet — Clues in the sentence

« C6 mdc qua khir (last year, in 2025, yesterday) sau remember/forget/regret — thuong
dung V-ing.
A past time marker (last year, in 2025, yesterday) after remember/forget/regret — usually V-
ing.

« Cau ménh 1énh, 101 din, mdc twong lai (tomorrow, before Friday) — to V: Don’t
forget to sign the form before Friday.
Imperatives, reminders and future markers (tomorrow, before Friday) — to V: Don’t forget
to sign the form before Friday.

« Sau stop c6 muc dich (dé lam gi) — to V; c6 théi quen bi b6 — V-ing.
After stop: a purpose — to V; a habit that ended — V-ing.

« Sau try co giai phap dem ra thir (d3 lam duoc, chi chua biét ¢6 hiéu qua) — V-ing;
c¢6 nd lire, khé khin — to V.
After try: a solution to test (possible, but the result is unknown) — V-ing; effort or difficulty
—toV.

VI DU / EXAMPLE — Trong email tir chdi tmg vién, nha tuyén dung hay viét: “We regret
to inform you that we will not be moving forward with your application.” Ung vién nhan
thu cam on va c6 thé hoi gop y: “I would appreciate any comments that could help me
improve.”

In rejection emails, employers often write: “We regret to inform you that we will not be moving
Sforward with your application.” The applicant can thank them and ask for comments: “I would
appreciate any comments that could help me improve.”

1.5. Viét CV tiéng Anh — Writing an English CV

(A tiéng Anh cho sinh vién méi ra truong dai mdt trang. Thur ty cdc muc theo d§ manh
clia ing vién: chua c6 nhiéu kinh nghiém thi dit Hoc van trudc Kinh nghiém. Mdi kinh
nghiém viét 2—4 dong gach dau dong, bit dau bang dong tir qua khir chi hanh dong,
khong dung “I”.
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An English CV for a new graduate is one page long. Order the sections by your strengths: with
little work experience, put Education before Experience. Each experience has 2—4 bullet points

starting with a past-tense action verb, without “I”.

Muc

Section

Contact details

N¢i dung

Content

Ho tén, dién thoai +84, email, thanh
phé
Name, phone with +84, email, city

2-3 cau: ban la ai, gioi gi, mudn lam

Ghi chua
Note

Email nghiém tac: ten.ho@...; khong
ghi dia chi nha day du

Use a professional email; no full home
address

Profile / gi Viét riéng cho timg JD
Summary 2-3 lines: who you are, your skills, your  Rewrite it for each JD
goal
Nganh, truong, nam t6t nghiép (du
: kién), GPA néu tbt .
Education ién), G ) neg 0 expected graduation: June 2027
Degree, university, (expected) year, GPA
if strong
Thuyc tap, viéc ban thoi gian; thanh
: tich ¢6 s6 Thir ty méi nhat trude
Experience i o
Internships, part-time jobs, measurable ~ Most recent first
results
Chuyén mén, phan mém, ngoai ngir
Skills c6 muc 4o - , Excel (advanced), IELTS 6.5 (2026)
Technical skills, software, languages
with levels
R a N , Chi chon muc chirng minh k¥ nan
o Cau lac b, tinh nguyén, giai thuong N j i g y nang
Activities ) lién quan
Clubs, volunteering, awards ) )
Only items that show relevant skills
Nguo1 xac nhan hoac cau “Available .., e, , e a
g . ’ Hoi y nguoi do trude khi ghi tén
References on request

Referees or “Available on request”

Ask permission before listing a referee

LOI HAY GAP / COMMON MISTAKE — Mang th6i quen CV kiéu cii sang CV tiéng
Anh giri dbi tic nude ngoai: anh thé, ngdy sinh, gidi tinh, tinh trang hon nhan, chiéu cao,
dong “Objective: To find a stable job with a good salary”. Nhiéu nha tuyén dung & Anh,
Uc, My khong yéu cau cac thong tin c4 nhan nay; néu JD khong doi thi bo. Thay muc tiéu

chung chung bang Profile n6i ban dem lai gi cho vj tri.

Carrying old CV habits into an English CV for a foreign employer: a photo, date of birth, gender,
marital status, height, and the line “Objective: To find a stable job with a good salary”. Many
employers in the UK, Australia and the US do not ask for this personal information; if the JD does not
ask, leave it out. Replace a general objective with a Profile that says what you bring to the role.
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Cau thanh tich: dong tir + viéc + két qua c6 s0 — Achievement lines: verb + task +
measurable result

Nha tuyén dung doc mot CV trong vai chuc gidy. Dong “Responsible for reports” chi cho
biét viéc duoc giao. Dong thanh tich cho biét ban 1am tdt dén dau.

Recruiters read a CV in less than a minute. “Responsible for reports” only shows what you were
given. An achievement line shows how well you did it.

PHAI THUQC / MEMORISE — Péng tir hanh dong (qua khi) + viéc cu thé + két qua
¢6 s6 / pham vi. Vi dy: Built an Excel dashboard that cut weekly reporting time from 6
hours to 2.

Action verb (past) + specific task + result with a number / scale. Example: Built an Excel dashboard
that cut weekly reporting time from 6 hours to 2.

Nhém Dong tir hanh djng Dong thanh tich méu
Group Action verbs Model achievement line

Phan tich analysed, identified, measured, Identified 37 duplicate customer records in a
Analysing forecast, tested 240,000-row database.

Cai thién reduced, cut, increased, Automated a monthly report, saving the team
Improving simplified, automated 5 hours a month.

Té chirc organised, coordinated, Organised four workshops for more than 300
Organising planned, led, launched students.

Giao tiép presented, trained, advised, Adyvised 30—40 customers a day with a 4.7/5
Communicating ~ negotiated, wrote satisfaction score.

Dong yéu Dong manh
Weak line Strong line

Entered and checked 1,200 loan records a week with a

Responsible for data entry. 0.5% error rate
. 0 .

. . Coordinated a careers day for 250 students and 12

Helped with marketing events. .
companies.

Completed a 10-week internship while keeping a 3.4/4.0

Hard-working, dynamic, responsible. GPA.

English: IELTS 6.5 (2026); presented a group project to

English.
Good Englis a panel of three managers.

CV MAU (MOT TRANG) / MODEL CV (ONE PAGE)
NGUYEN THI BAO TRAN
Ho Chi Minh City | +84 908 512 734 | tran.nguyenbao@gmail.com

PROFILE
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Final-year Financial Technology student with hands-on experience in cleaning and analysing
payment data. Proficient in Excel and SQL; I[ELTS 6.5. Keen to use data to reduce fraud and
improve the customer experience in digital payments.

EDUCATION

Bachelor of Financial Technology — Ben Thanh University of Economics, Ho Chi Minh City
Expected graduation: June 2027 | GPA 3.42/4.00

Final-year project: Detecting unusual QR payments with Python (tested three simple models
on 50,000 sample transactions)

EXPERIENCE

Data Intern — Hoa Mai Microfinance, Ho Chi Minh City | June—August 2026

— Cleaned and merged 18 months of loan repayment data (about 240,000 rows) in SQL
— Built an Excel dashboard that cut weekly reporting time from 6 hours to 2

— Identified 37 duplicate customer records and reported them to the IT team

Customer Support Assistant (part-time) — Phuong Nam Mobile, Ho Chi Minh City |
January—December 2025

— Answered 40—60 customer messages a day with a 4.7/5 satisfaction score

— Trained two new assistants to use the shop’s order system

SKILLS
Excel (advanced: pivot tables, Power Query) | SQL (intermediate) | Python (pandas, basic)
English: IELTS 6.5 (2026) | Vietnamese: native

ACTIVITIES

Vice-President, FinTech Club (2025-2026): organised four workshops for more than 300
students

Volunteer, financial literacy programme for high-school students (2024-2025)

REFERENCES
Available on request

Dich: NGUYEN THI BAO TRAN — TP.HCM, dién thoai, email. Gidi thiéu: sinh vién nam cudi nganh
Cong nghé tai chinh, co kinh nghiém thwc hanh lam sach va phan tich dir liéu thanh toan; thanh thgo
Excel va SOL; IELTS 6.5; mong muon ding di liéu dé giam gian ldn va cdi thién trai nghiém khach
hang trong thanh todn s6. Hoc van: Cir nhan Céng nghé tai chinh, Truwong Pai hoc Kinh té Bén
Thanh, dy kién tot nghiép 6/2027, GPA 3,42/4,00; dé dn tot nghiép: phat hién giao dich OR bt
thwong bang Python, thir ba mé hinh don gian trén 50.000 giao dich mau. Kinh nghiém: Thuec tdp sinh
dir lieu, Tai chinh vi mé Hoa Mai, 6-8/2026 — lam sach va ghép 18 thang dir liéu tra no (khoang
240.000 dong) bang SOL; ldp bang theo déi Excel giam thoi gian lam béo cdo tuan tir 6 gio xuong 2
gio; phat hién 37 hé so khdch hang trimg va bdo cho nhém IT. Tro Iy hé tro khdch hang (bdn thoi
gian), Phirong Nam Mobile, 1—12/2025 — tra loi 4060 tin nhdn khach méi ngay, diém hai long
4,7/5; huéng dan hai tro Iy méi ding hé thong don hang. Ky nang: Excel ndng cao, SOL trung cdp,
Python co ban; tiéng Anh IELTS 6.5. Hoat dong: Pho chu nhiém CLB Fintech, 16 chirc bon budi hoi
thdo cho hon 300 sinh vién; tinh nguyén vién chuong trinh gido duc tai chinh cho hoc sinh cdp ba.
Ngueoi xdc nhdn: cung cdp khi dwoc yéu cau.
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VI DU/ EXAMPLE — So CV mau véi JD ¢ muc 1.2: Excel va SQL (bit budc) <> dong
thuc tap; Python (uru tién) <> d6 an tot nghiép; thwe tap & linh vure tai chinh (uu tién) —
Hoa Mai Microfinance; B2 <> IELTS 6.5. Mdi yéu cau trong JD c6 it nhat mot dong bang
chung trong CV.

Compare the model CV with the JD in section 1.2: Excel and SQL (essential) < the internship lines;
Python (desirable) < the final-year project; a finance internship (desirable) — Hoa Mai
Microfinance; B2 < IELTS 6.5. Every JD requirement has at least one line of evidence in the CV.

1.6. Viét thw xin viéc (cover letter) — Writing a cover letter

Thu xin viéc khong chép lai CV. Thu tra 16i hai cdu hoi ctia nha tuyén dung: vi sao ban
hop véi vi tri nay, vi sao ban chon cong ty nay. Bg dai 200-300 tur, bdn doan.
A cover letter does not copy the CV. It answers two questions for the employer: why you fit this
role and why you chose this company. It is 200-300 words long, in four paragraphs.

Poan N¢i dung MAiu ciu
Paragraph Content Model phrases

Vi tri, ma tin, noi thy tin, ban 1a . .
1. Mo A ’ Y HB, b I am writing to apply for the position
ai

1. Opening , of... (Ref. ...), which [ saw on...
Role, reference, source, who you are
2-3 yéu cau bat budc + bang
chiimg c6 so

2-3 essential points + evidence

2. Phi hop
2. Fit

During my internship at..., I... / This
experience taught me to...

Mot diéu cu thé vé cong ty; diéu

p ] ; I am particularly interested in...
ban muon hoc, dong gop

3. Visao cong ty

3. Why this oo because... / I would like to contribute to
One specific fact; what you want to .
company i + V-ing...
learn and give
i TA rnh k\ I~ \ h 9
4. Ket ép dinh kem, san sang phong I have attached my CV. I would

4. Closin van, cim on welcome the opportunity to discuss
’ S Attachment, availability, thanks PP

THU XIN VIEC MAU / MODEL COVER LETTER
Subject: Application for Junior Data Analyst — Payments (Ref. DA-1026)

Dear Ms Diep,

I am writing to apply for the position of Junior Data Analyst — Payments (Ref. DA-1026),
which I saw on your careers page on 5 October. | am a final-year Financial Technology
student at Ben Thanh University of Economics, and [ will graduate in June 2027.

Your job description asks for strong Excel and SQL skills and attention to detail. During my
internship at Hoa Mai Microfinance, I cleaned and merged about 240,000 rows of loan data
in SQL and found 37 duplicate customer records. I also built an Excel dashboard that cut

weekly reporting time from six hours to two. I enjoy turning messy data into clear answers,
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and I would like to do the same for your Sales and Risk teams.

I am particularly interested in Lam Son Digital Payments because of your work with small
shops. My final-year project tests simple ways of detecting unusual QR payments, so the
fraud-monitoring duties in this role match what I have been studying. I am keen to learn
from your senior analysts and to contribute to building safer payment services.

I have attached my CV. I would welcome the opportunity to discuss my application and
can attend an interview at any time before 30 October.

Yours sincerely,

Nguyen Thi Bao Tran (Ms)
Mobile: +84 908 512 734

Dich: Kinh giti chi Diép, T6i viét thu nay dé iing tuyén vi tri Chuyén vién phan tich dir liéu so cap —
Thanh todn (md DA-1026) ddng trén trang tuyén dung ciia quy cong ty ngay 5/10. Téi la sinh vién
nam cuoi nganh Cong nghé tai chinh, Truwong PH Kinh té Bén Thanh, sé tot nghiép thang 6/2027. JD
yéu cau kj nang Excel, SOL tot va tinh can than. Khi thuc tap ¢ Tai chinh vi mé Hoa Mai, t6i dd lam
sach va ghép khoang 240.000 dong dit liéu khodan vay bang SOL va phdt hién 37 hé so khdach hang
tring. Téi ciing ldp bang theo déi Excel givip gidm thoi gian lam bdo cdo tudn tir sau gio xuong hai
gio. Toi thich bién dit liéu 16n xon thanh céu trd 10i 1o rang va muén lam diéu dé cho nhém Kinh
doanh va Riii ro. Téi dic biét quan tam dén Lam Son vi nhitng gi quy cong ty lam cho cdc cira hang
nhé. Po an tot nghiép cia toi thir cdc cach don gian dé phat hién giao dich OR bat thuwong, nén nhiém
vu gidm sat gian lgn ciia vi tri ndy khép véi nhitng gi téi dang hoc. Téi rat muén hoc héi tir cdc
chuyén vién cdp cao va gép phan xdy dung dich vu thanh todn an toan hon. Téi giri kém CV. Téi rat
mong cé dip trao doi thém va c6 thé phéng van bat cir hic ndo trude ngay 30/10. Tran trong, Nguyén
Thi Bao Tran.

Ciu sdo rong Cau c6 ndi dung

Empty phrase Phrase with content

I kept a 3.4 GPA while working 20 hours a week at

I hard-worki dd I .
am a hard-working and dynamic person a phone shop.

I am interested in your QR payment service for

Your company is a leading company.
pany & pany street vendors.

I would welcome the opportunity to discuss my

I hope you will give me a chance. application.

I learned basic SQL in six weeks during my

I can learn everything quickly. .

LOI HAY GAP / COMMON MISTAKE — M¢ thu bang “My name is Tran. I am 21
years old. I am a student.” Nha tuyén dung khong cin tudi; tén di ¢ chit ky. Cau dau tién

phai néu vi tri ng tuyén: “I am writing to apply for the Junior Data Analyst position
(Ref. DA-1026).” Ciing khong viét “Thank you for give me a chance” — sau gi6i tir for 1a
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V-ing: “Thank you for considering my application.”

Opening with “My name is Tran. I am 21 years old. I am a student.” The employer does not need
your age, and your name is in the signature. The first sentence must name the role: “I am writing to
apply for the Junior Data Analyst position (Ref. DA-1026).” Also avoid “Thank you for give me a
chance” — after the preposition ‘‘for”, use V-ing: “Thank you for considering my application.”

1.7. Phong van tuyén dung va mo hinh STAR — Job interviews and the STAR
method

Cau hoi hanh vi bat ddu bang “Tell me about a time when...”, “Give me an example
of...”, “Describe a situation where...”. Ngudi hoi mudn nghe mot chuyén co that, da xay
ra, khong muén nghe y kién chung. M6 hinh STAR gitp ciu tra 1i ¢ trinh ty va du y
trong 1,5-2 phut.

Behavioural questions start with “Tell me about a time when...”, “Give me an example of...",

“Describe a situation where...”. The interviewer wants a real story that happened, not a general
opinion. The STAR method gives the answer a clear order and enough detail in 1.5—2 minutes.

Cau héi can tra loi Thi, cau trac Ti 1€

Question it answers Tense, structure Share

G dau. khi ndo. bdi canh oi? Qua khtr don: In 2026, I was an

_ Situati . 159
S Situation Where, when, what context? lntern. at %
Past simple
Ban phai lam gi, thach thuc 1a
T — Task gi? My jobwasto+V/lhadto+V  15%
What did you have to do?
Cu thé ban da lam gi, timg . .
. j : ’ I+ V-ed; I decided to..., I tried +
A— Action  bude? N (1
What exactly did you do? g

Két qua, con s6, bai hoc?
R — Result What happened? What did you
learn?

As aresult, .../ Since then, I

2 0
have... e

PHAI THUQC / MEMORISE — STAR = Situation — Task — Action — Result. Phan
Action dai nhét va dung “I”, khong dung “we”. Phan Result c6 sb liéu hodc mot bai hoc cu
thé.

STAR = Situation — Task — Action — Result. Action is the longest part and uses “I”, not “we”. Result
has numbers or a specific lesson.

Ngon ngir chirc ndng trong buéi phéng van — Functional language for interviews

Tinh hudng Trang trong hon Trung tinh

Situation More formal Neutral

Gi61 thiéu ban than I am a final-year student of...,and I =~ I’m in my final year of..., and I
Introducing yourself specialise in... focus on...

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 29



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

Tinh hudng Trang trong hon Trung tinh
Situation More formal Neutral

N6i diém manh I would say my main strength is..., I’m good at + V-ing. For
Talking about strengths for example... example, ...

Noi diém yéu One area I am working on is... To I used to find it hard to... so
Talking about a weakness —improve it, [ have started + V-ing...  now ...

Xin thoi gian suy nghi ~ That is an interesting question. May I =~ Let me think about that for a

Buying time take a moment to think? second.

Chua hiéu cau hoi Could you clarify what you mean Sorrv. do vou mean. ..
Checking the question by...? Y, €y T

Hoi vé luong Based on the role, I would expect a I’'m flexible, but I was hoping
Discussing salary salary within the range in the advert.  for around...

Could you tell me what success

Hoi lai nha tuyén dung 14 100k Tike in the first three What does a typical day look
Asking the interviewer like?

months?
Két thuc Thank you for your time. I am very Thanks for meeting me. I’d
Closing interested in joining your team. really like to work here.

LOI HAY GAP / COMMON MISTAKE — Tra 16i cAu héi diém yéu bang “My weakness
is perfectionist” hoic “I work too hard.” Cau dau sai ngit phap (perfectionist 1 danh tir chi
ngudi: “I am a perfectionist”), ciu sau nghe nhu né ciu hoi. Néu mot diém yéu that, khong
gdy hai 16n cho vi tri, kém cach dang khic phuc: “I used to avoid speaking in large
meetings, so I joined a presentation club and now present every month.”

Answering the weakness question with “My weakness is perfectionist” or “I work too hard.” The first
is grammatically wrong (perfectionist is a person: “I am a perfectionist”); the second sounds like
avoiding the question. Give a real weakness that does not damage the role, and what you are doing
about it: “I used to avoid speaking in large meetings, so I joined a presentation club and now
present every month.”

POAN HOQI THOAI PHONG VAN MAU / MODEL INTERVIEW EXTRACT

Ms Diep: Thank you for coming in, Tran. Let’s start with a behavioural question. Tell me
about a time when you had to meet a tight deadline.

Tran: Sure. (S) Last August, during my internship at Hoa Mai Microfinance, our monthly
report to the board was due on a Friday, and the data from two branches arrived late on
Wednesday evening.

(T) My job was to clean the new data and update the dashboard by Thursday noon, so the
manager had time to check it.

(A) First, I decided to split the work: I checked the larger branch file first because it affected
more figures. I tried using a saved SQL query instead of cleaning the data by hand, which
saved about two hours. I also stopped to compare the totals with the previous month, and I
found one branch had sent its figures in thousands instead of in dong. I called the branch
accountant, and she sent a corrected file within an hour.
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(R) I finished the update at 11.15 on Thursday, and the report went to the board on time.
After that, my manager asked me to write a short checklist for late data, and the team still
uses it.

Ms Diep: That’s a clear example. What would you do differently next time?

Tran: [ would remember to ask the branches for a test file a few days earlier, so I could spot
format problems before the deadline.

Dich: Ba Diép: Cam on em da dén. Ta bat dau bang mét cau hoi hanh vi: ké vé mét lan em phai kip
mét han chot gap. Tran: (S) Thang 8 vira roi, khi thuc tdp ¢ Hoa Mai, bdo cdo thang giki hi dong
quan tri phai ngp hém thir Sau, nhung dir liéu ciia hai chi nhanh t6i thir T méi t6i. (T) Viéc cia em la
lam sach dit liéu méi va cdp nhdt bang theo déi trueéc triea thir Nam dé quan Iy kip kiém tra. (A) Trdc
hét em quyét dinh chia viéc: kiém tép cia chi nhanh ém truede vi né dnh hwéng nhiéu sé liéu hon. Em
thir diing mét cau truy van SOL da heu thay vi lam sach bang tay, tiét kiém khodng hai gio. Em ciing
dirng lai dé so tong véi thang trude va phat hién mot chi nhanh giri s6 theo don vi nghin dong thay vi
dong. Em goi ké todn chi nhdnh, chi dy givi lai tép diing trong vong mét gio. (R) Em cdp nhdt xong lic
11 gio 15 thir Nam, bdo cdo dén héi dong diing han. Sau d6 quan Iy giao em viét mot bang kiém ngan
cho truong hop dit liéu dén mudn, nhém van dimg dén gio. Ba Diép: Vi du ré rang. Lan sau em sé lam
khac di diéu gi? Tran: Em sé nhé dé nghi cdc chi nhanh giri tép thir sém hon vai ngay dé phdt hién 16i
dinh dang trudc han chot.

VI DU/ EXAMPLE — M3i phan STAR trong doan hoi thoai c6 mét cau tric ctia chuong:
decided to split (V + to V), tried using (thir mot cach), stopped to compare (dimng dé lam
viéc khac), asked me to write (V + tan ngit + to V), remember to ask (nh¢ phai 1am). Chuan
bi sén 4-5 cau chuyén STAR: mét 1an 1am viéc nhom, mot 1An méc 161, mot 1an chiu ap luc
thoi gian, mot 1an thuyét phuc nguoi khac, mot 1an hoc ki nang méi.

Each STAR part in the dialogue has a chapter structure: decided to split (V + to V), tried using
(experiment), stopped to compare (stop in order to do something else), asked me to write (V + object
+ to V), remember to ask (a future duty). Prepare 4—5 STAR stories in advance: teamwork, a mistake,
time pressure, persuading someone, learning a new skill.

1.8. Email sau phéng van, nhan 101 va tir chéi 161 moi lam viée — Follow-up,

acceptance and decline emails

Sau phong van c6 ba loai email thuong gip: thu cam on (gui trong 24 gid), thu moi 1am
viéc tir nha tuyén dung, va thu tra 16i cta ung vién (nhan hodc tir chdi). Thu tra 101 phai
nhéc lai cac diéu kién chinh dé hai bén cung xac nhan.

After an interview there are three common emails: a thank-you email (sent within 24 hours), a

job offer from the employer, and the candidate’s reply (acceptance or decline). The reply should
repeat the main terms so both sides confirm them.

EMAIL MAU 1 — CAM ON SAU PHONG VAN / MODEL EMAIL 1 — THANK-YOU
EMAIL

Subject: Thank you — Junior Data Analyst interview, 20 October

Dear Ms Diep,

Thank you for taking the time to meet me this morning. I enjoyed learning about your
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plans to monitor QR payments in real time, and our discussion made me even more interested
in the role.

During the interview, I forgot to mention that I recently completed an online course in Power
Query. It would help me clean transaction data faster in the first weeks.

Please let me know if you need any further information. I look forward to hearing from you.
Kind regards,
Nguyen Thi Bao Tran

Dich: Kinh giti chi Diép, Cam on chi da danh thoi gian gap em sdang nay. Em rdt thich dwoc nghe vé
ké hoach gidm sat thanh todn QR theo thoi gian thue, va budi trao doi khién em cang quan tam hon
dén vi tri nay. Trong budi phong vin, em quén chwa néi rang em vira hodn thanh mét khéa hoc truec
tuyén vé Power Query, gitip em lam sach dir liéu giao dich nhanh hon trong nhitng tuan dau. Néu chi
can thém théng tin gi xin cir cho em biét. Em mong nhdn dwoc hoi am. Trdn trong, Nguyén Thi Bdo
Tran.

EMAIL MAU 2 — THU MOI LAM VIEC / MODEL EMAIL 2 — JOB OFFER
Subject: Job offer — Junior Data Analyst — Payments

Dear Tran,

Following your interviews on 20 and 26 October, we are delighted to offer you the position
of Junior Data Analyst — Payments at Lam Son Digital Payments JSC. The main terms of the
offer are:

— Start date: Monday 16 November 2026

— Salary: VND 21,000,000 gross per month, plus a 13th-month salary

— Probationary period: 60 days

— Working arrangement: hybrid, three days a week in our Ho Chi Minh City office
— Line manager: Ms Pham Ngoc Diep, Head of Data and Risk

The offer is subject to a satisfactory background check. The full contract is attached. Please
confirm whether you accept the offer by Friday 6 November 2026.

We very much look forward to welcoming you to the team.
Best regards,

Hoang Thu Thao
HR Manager, Lam Son Digital Payments JSC

Dich: Chao Tran, Sau hai vong phéng van ngay 20 va 26/10, chiing téi vui mirng moi ban dam nhén
vi tri Chuyén vién phan tich dit liéu so cap — Thanh todn tai Céng ty CP Thanh todn s6 Lam Son. Piéu
kién chinh: ngay bat dau thir Hai 16/11/2026; heong 21.000.000 dong/thang trudc thué, cong lwong
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thang 13; thir viéc 60 ngay; lam viéc két hop, ba ngay méi tuan & van phong TP.HCM; quan Iy truc
tié’p: chi Pham Ngoc Diép, Truong bo phan Dir li¢u va Rui ro. Loi moi co hiéu luc khi két qua tham
tra Iy lich dat yéu cau. Hop dong day di dwege dinh kém. Vui long xdc nhdn cé nhén 1oi hay khéng
trwde thiv Sau 6/11/2026. Chiing t6i rat mong duwoc chdao dén ban. Tran trong, Hoang Thu Thdo,
Truong phong Nhan su.

EMAIL MAU 3 — NHAN LOI/MODEL EMAIL 3 — ACCEPTING THE OFFER
Subject: Re: Job offer — Junior Data Analyst — Payments

Dear Ms Thao,

Thank you very much for your email. I am delighted to accept the offer of the position of
Junior Data Analyst — Payments.

I confirm the terms in your email: a start date of Monday 16 November 2026, a gross salary
of VND 21,000,000 per month and a 60-day probationary period. I have signed the contract
and attached a scanned copy.

Could you let me know what time I should arrive on my first day and which documents I
need to bring?

I am looking forward to joining the team.
Best regards,
Nguyen Thi Bao Tran

Dich: Kinh giti chi Thdao, Cam on chi rat nhiéu vé email. Em vui mirng nhdn 161 moi vao vi tri Chuyén
vién phan tich dit liéu so cdp — Thanh todn. Em xdc nhdn cdc diéu kién trong email: ngay bt dau thir
Hai 16/11/2026, lvong 21.000.000 dong/thang trudc thué, thir viéc 60 ngay. Em da ky hop dong va
giki kém ban quét. Chi cho em biét ngay dau em nén dén lic mdy gio va can mang nhiing gidy to gi.
Em rit mong dwoc gia nhdp nhém. Tran trong, Nguyén Thi Bdo Tran.

EMAIL MAU 4 — TU CHOI LOI MOI / MODEL EMAIL 4 — DECLINING AN
OFFER
Subject: Re: Job offer — Business Analyst

Dear Mr Kwon,

Thank you for offering me the position of Business Analyst at Hanbit Pay Vietnam. I really
appreciated meeting your team and learning about your plans for the Korean market.

After careful thought, I have decided to accept another offer that is closer to my long-term
goal of working in risk management. I regret having to decline your offer, and I hope our

paths will cross again in the future.

Thank you again for your time and kindness.
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Kind regards,

Dang Minh Khoa

Dich: Kinh giti ong Kwon, Cam on ong da moi téi vao vi tri Chuyén vién phan tich nghiép vu tai
Hanbit Pay Viét Nam. Téi rdt tran trong dip gap nhém ciia éng va tim hiéu ké hoach cho thi truong
Han Quéc. Sau khi can nhdc ky, t6i da quyét dinh nhdn mét l6i moi khdc gan hon véi muc tiéu lau dai
ciia t6i la lam quadn tri rii ro. Toi ldy lam tiéc phdi tir choi 107 moi ciia dng va mong sau ndy con dip
hop tac. Mot lan nita cam on éng da danh thoi gian. Tran trong, Ping Minh Khoa.

Vi DU/ EXAMPLE — Thu tir chdi giit ba y: cam on cu thé, Iy do ngin, tich cwe (khong
ché cong ty), giir quan h¢.
A decline email keeps three points: specific thanks, a short, positive reason (no criticism of the
company), and keeping the relationship.

1.9. Phat Am: trong am trong ho tir tuyén dung — Pronunciation: stress in

recruitment word families

Nhiéu tir trong chuwong ddi vi tri trong 4m khi thém hau t6. Tir dudi -tion, -ity, -ical nhan

am tiét ngay trudc hau to. Poc sai trong 4m trong phong van 1am ngudi nghe khé nhan ra

tur, du cac am déu dung.

Many words in this chapter move their stress when a suffix is added. Words ending in -tion, -ity
and -ical stress the syllable just before the suffix. Wrong stress in an interview makes a word
hard to recognise, even when every sound is correct.

Twr goc

Base word

apply

qualify

analyse

responsible

interview

Tiur phai sinh

Derived word

application

qualification

analysis /
analytical

responsibility

interviewee

Cach doc

Pronunciation

/a'plar/ — / &pli 'kerfon/

/"kwolifar/ — / kwolifi 'ketfon/

/"@&ndlarz/ — /a'nalasis/ —

/ &na'litikal/

/r1'sponsabal/ —
/r1_sponsa bilati/

/'mtovju:/ — / mtovju: 'i:/

Ghi cha
Note

Trong am chuyén sang -
ca-

Stress moves to -ca-

Am déu thanh trong 4m
phu

First syllable becomes
secondary stress

Ba tur, ba vi tri trong am
Three words, three stress
positions

Dubi -ity nhan -bi-
-ity stresses -bi-

Duobi -ee nhan trong am
-ee takes the stress
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Tir goc Tir phai sinh Cach doc Ghi chu
Base word Derived word Pronunciation Note

Danh tir nhan dau, dong
tir nhan sau (track
record)

Noun: first; verb: second

Hién twong Vi du Cach doc dung
Feature Example Correct reading

No6i phyu am cuoi véi
nguyén am dau apply for a job
Linking consonant to vowel

record (n) record (V) /'reko:d/ — /r1'ko:d/

/a'plar fara dzpb/ — “for a” doc lién
“for a” runs together

Am cudi khong duge
nudt skills, strengths
Final sounds

/skilz/, /stren®s/ — doc 1o /z/, /0s/
Pronounce the final /z/, /6s/

Am cam working knowledge, be /'nplid3/ (k cdm), /'pnist/ (h cam)
Silent letters honest Silent k in “knowledge”, silent h in “honest”

/ si: 'vii/, / dzer 'di/, / ertf 'a:/ — nhéan chit
CV, JD, HR cudi

Stress the last letter

Tur viét tat
Abbreviations

1.10. Bai doc: Tuyén dung bﬁng bai kiém tra ky nang — Reading: Hiring with a
skills test

BAI PQC / READING
The test before the interview

An Phu Credit is a lending app based in Da Nang. It has about 120 employees and works with
partner banks in Vietnam and Singapore. Until 2025, the company hired analysts in a
traditional way: HR screened CVs, and managers interviewed the applicants with the best
universities and the highest grades.

The method looked efficient, but the results were poor. In 2024, four of the ten analysts hired
left before the end of their probation. Ms Doan Thi Hong, the head of HR, decided to find out
why. She interviewed the managers and the analysts who had left. Most of them gave the
same answer: the job involved checking messy data for hours, and the new staff had not
expected that.

In 2025, Ms Hong changed the process. Now every applicant who meets the basic
requirements receives a short online task before any interview. They have two hours to clean
a small data file and write five sentences about what they found. The task is marked without
names or university details, so the panel sees only the work.
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Candidates who pass the task are invited to a panel interview with three people: the hiring
manager, a senior analyst and someone from HR. Each candidate answers the same six
behavioural questions, and the panel scores each answer from one to five. Ms Hong also
asked managers to stop making decisions straight after the interview. Instead, they compare
the scores together the next morning.

Not everyone welcomed the change. Some managers said they missed “getting a feeling”
about a candidate in a free conversation. One of them, Mr Ngo Quang Huy, admitted that he
had doubted the new system at first. “I thought the scoring sheet would make the interview
cold,” he said. “In fact, it stopped me from talking too much and made me listen.”

After one year, the numbers were encouraging. The company received 410 applications for
analyst roles. The average time to hire fell from 45 days to 32, and all nine new analysts
passed their probation. Several of them came from smaller universities that the old screening
would probably have rejected.

Applicants seem to like the process too. “The task showed me what the job really involves,”
said one new analyst. “If I had hated cleaning data, I would have known before the
interview.” Ms Hong now plans to use similar tasks for customer service and marketing roles
in 2027.

Dich: Bai kiém tra trudc buéi phong van. An Phii Credit la mét iing dung cho vay ddt tai Pa Nang, c6
khodang 120 nhén vién, lam viéc véi cdc ngan hang doi tac ¢ Viét Nam va Singapore. Pén nam 2025,
cong ty van tuyén chuyén vién phan tich theo cdach truyén thong: phong nhan s loc CV, cdc quan Iy
phéng vén nhitng ngueoi hoc trueong tot nhdt va diém cao nhdt. Cach nay cé vé hiéu qua nhung két qua
kém. Nam 2024, bon trong muweoi chuyén vién dwoc tuyén nghi trude khi hét thir viéc. Ba Poan Thi
Hong, truéng phong nhan sw, quyét dinh tim nguyén nhan. Ba phéng vin cdc quan 1y va nhing nguoi
dd nghi. Phan [om trd 1oi giong nhau: cong viéc doi héi kiém tra div liéu Ion xon hang gio lién, va
nhan vién moi khéng ngo diéu dé. Nam 2025, ba Hong thay doi quy trinh. Gio ddy moi nguoi ngp don
ddp ing yéu cau co ban déu nhdn mot bai lam truc tuyén ngdn trude khi phong van: hai gio dé lam
sach mot tép dir liéu nhé va viét nam cdu vé nhirng gi phdt hién dwoc. Bai dwoc cham khéng kem tén
hay théng tin truong, nén hoi dong chi thay bai lam. Al qua bai nay dwoc moi phong van hoi dong
gom ba nguoi: quan Iy tuyén dung, mot chuyén vién cap cao va mét ngueoi ciia phong nhan sie. Moi
ing vién tra loi ciing sau cau hoi hanh vi, hdi dong cham tieng cdu tir mt dén nam. Ba Hong ciing yéu
cau cdc quan Iy thoi quyét dinh ngay sau buéi phong van, thay vao dé, ho ciing so diém vao sang hém
sau. Khong phai ai ciing hoan nghénh thay d(fi Mot 56 quan 1y néi ho nhé cam gide “danh hoi” img
vién qua tro chuyén tw do. Mot ngu’oz trong s6 dé, ong Ngo Quang Huy thira nhdn lic dau da nghl
ngo hé thong méi: “Toi tu’ongphzeu cham diém sé lam buozphong van lanh ling. Thue té né khién toi
théi néi qud nhiéu va chiu lang nghe.” Sau mét nam, s6 liéu dang khich 1é: cong ty nhan 410 ho so
cho vi tri phan tich; thoi gian tuyén trung binh giam tir 45 xuéng 32 ngdy; cd chin chuyén vién méi
déu qua thir viéc. Vai nguoi trong s6 ho dén tir cdc truong nhé ma cdch loc cii ¢é 1€ da loai. Nguweoi
ngp don ciing c6 vé thich quy trinh nay. “Bai lam cho t6i thdy céng viéc thire sw gom nhitng gi,” mot
chuyén vién méi néi. “Néu téi ghét lam sach div liéu, t6i da biét truéc khi phong van.” Ba Hong du
dinh ap dung bai lam twong tw cho cdc vi tri cham soc khach hang va marketing nam 2027.

Tai li€u nay dugc bién soan boi doi ngii cia website: https://globalmarket.vin
Trang 36



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

Cau héi doc hiéu va dap an — Comprehension questions and answers

1. Nam 2024, ti 1& chuyén vién méi nghi truéc khi hét thir viéc 1a bao nhiéu? — Pap an:
Bén trén mudi, tire 40%.
In 2024, what proportion of new analysts left before the end of probation? — Answer: Four
out of ten, or 40%.

2. Theo nhimng ngudi dugc ba Hong phong van, vi sao nhan vién méi nghi viéc? — Pap
an: Cong viéc gém kiém tra dit liéu 16n xon hang gio, diéu ho khong ngo toi.
According to the people Ms Hong interviewed, why did the new staff leave? — Answer: The
Jjob involved checking messy data for hours, which they had not expected.

3. Vi sao bai lam tryc tuyén dugc chim khong kém tén va tén truong? — Pap an: Dé
hoi dong chi danh gia bai lam, khong bi anh hudng boi trudng hoc cla tng vién.
Why is the online task marked without names or university details? — Answer: So that the
panel judges only the work and is not influenced by the candidate’s university.

4. T “admitted” trong doan 5 gan nghia nhit vdi tir ndo: (a) allowed in, (b) agreed that
something was true, (c) refused? — Pap an: (b): 6ng Huy thira nhan rang lac dau
minh da nghi ngo.

In paragraph 5, which is closest in meaning to “admitted”: (a) allowed in, (b) agreed that
something was true, (c) refused? — Answer: (b): Mr Huy agreed it was true that he had
doubted the system.

5. Suy ludn: diéu gi cho thdy cach loc mdi giup cong ty tim duge tng vién ma cach cii
b6 s6t? — Pap an: Vai chuyén vién méi dén tir cac truong nhé ma cach loc cii ¢6 18
da loai.

Inference: what suggests the new method finds candidates the old one missed? — Answer:

Several new analysts came from smaller universities that the old screening would probably
have rejected.

6. Pling, sai hay khong c6 thong tin: Nam 2027 An Phu sé& tuyén thém chuyén vién phan
tich & Singapore. — Pap an: Khong c6 thong tin: bai chi noi ba Hong dinh dung bai
lam cho vi tri cham so6c khach hang va marketing nam 2027.

True, false or not given: In 2027, An Phu will hire more analysts in Singapore. — Answer:

Not given: the text only says Ms Hong plans to use tasks for customer service and marketing
roles in 2027.

Vi DU/ EXAMPLE — Thoi gian tuyén trung binh giam 13 ngay (45 — 32), twong duong
khoang 29% (13 + 45). Khi ké thanh tich trong phong van, dua ca s6 tuyét ddi 13n phén trim:
“We cut the time to hire by 13 days, or about 29 per cent.”

The average time to hire fell by 13 days (45 — 32), about 29% (13 + 45). When you describe results in
an interview, give both the number and the percentage.: “We cut the time to hire by 13 days, or about
29 per cent.”
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1.11. L&i ngwoi Viét hay mic khi viét CV va di phong vin — Common mistakes

Vietnamese learners make in CVs and interviews

Sai
Wrong

I am graduated in 2027.

I am interested to apply for...

I have experience to work
with data.

I want to apply this job.

I stopped to work at the shop
last year.

Thank you for give me a
chance.

My strong point is good at
Excel.

I can work under high
pressure.

I hope to receive your
positive feedback.

I would like to discuss about
the salary.

I will graduate in 2027. /1
graduated in 2025.

I am interested in applying
for...

I have experience in working
with data.

I want to apply for this job.

I stopped working at the shop
last year.

Thank you for giving me this
opportunity.

My main strength is Excel. /I
am good at Excel.

I can work well under pressure.
I look forward to hearing from
you.

I would like to discuss the
salary.

Ly do

Reason

graduate 1a dong tur thuong,
khong dung am graduated

“graduate” is an ordinary verb

interested in + V-ing khi néi
vé€ viéc minh muon lam
Preposition + V-ing

experience in/of + V-ing
“experience” takes in/of + V-ing

apply for + cong viéc; apply to
+ cong ty

apply for a job, apply to a
company

Théi lam — stop + V-ing
Ending an activity — V-ing

Sau gi6i tur for 1a V-ing
V-ing after “for”

Khong ghép hai cau triac vao
mot cau
Do not mix two structures

Cum c6 dinh: work under
pressure
Fixed phrase

Cau dich tir tiéng Viét, nghe
gay ap luc
Translated, sounds pushy

discuss khong di véi about
“discuss” takes a direct object

LOI HAY GAP / COMMON MISTAKE — K& thanh tich bang “we” sudt cau tra 10i: “We
built a dashboard, we reduced the time...”. Ngudi phong van khong biét phan nao 14 cta
ban. Noi 0 vai tro: “Our team of four built a dashboard. I wrote the SQL queries and

tested the figures.”

Telling a whole story with “we”: “We built a dashboard, we reduced the time...”. The interviewer
cannot tell which part was yours. Make your role clear: “Our team of four built a dashboard. I wrote
the SOL queries and tested the figures.”

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin

Trang 38



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

Vi DU / EXAMPLE — Bang kiém nam diém trudc khi ndp ho so: (1) CV mot trang, mdi
kinh nghiém c6 it nhat mot con sd. (2) Mdi dong Essential trong JD ¢6 bang ching trong CV
hodc thu. (3) Cau dau thu xin viéc néu vi tri va ma tin. (4) Kiém moi dong tir dimg sau gii tir
da ¢ dang V-ing. (5) Tén tép ro rang: NguyenThiBaoTran_CV_DA-1026.pdf.

Five-point check before you apply: (1) A one-page CV with at least one number in each experience.
(2) Every Essential line in the JD has evidence in the CV or letter. (3) The first sentence of the cover

letter names the role and reference. (4) Every verb after a preposition is in V-ing form. (5) A clear file
name: NguyenThiBaoTran CV_DA-1026.pdf

1.12. Bai tap van dung c6 101 gidi — Applied exercises with solutions

Bai 1. Thw xin viéc bAm sat ban mo ta cong viéc — Exercise 1. A cover letter that
matches the job description

Lé Hoang Phuc, sinh vién nam ba nganh Cong nghé tai chinh & TP.HCM, thiy tin tuyén
“Customer Success Intern” cua Kestrel Pay Pte Ltd (cong ty Singapore, c6 van phong ¢
TP.HCM). JD yéu cau: bit budc — tiéng Anh B2, Excel, kinh nghiém phuc vu khach
hang; wu tién — biét vé vi dién ti, di timg to chirc su kién. Thuc tap 6 thang tir thang
1/2027, ndp hd so trude 6/11/2026 cho ba Rachel Goh. Phuc ¢o: IELTS 6.5; mot nim
lam ban thoi gian & cira hang dién thoai, mdi ngay tu van 30—40 khach; timg diéu phdi
ngay hoi nghé nghiép ciia cau lac bd véi 250 sinh vién; dung Excel theo ddi doanh sé cira
hang. Viét thu xin viéc 180-230 tu.

Le Hoang Phuc, a third-year Financial Technology student in Ho Chi Minh City, sees a vacancy
for a “Customer Success Intern” at Kestrel Pay Pte Ltd (a Singapore company with an office in
Ho Chi Minh City). The JD says: essential — B2 English, Excel, customer service experience;
desirable — knowledge of e-wallets, event experience. The internship lasts six months from
January 2027; applications go to Ms Rachel Goh by 6 November 2026. Phuc has: IELTS 6.5;
one year of part-time work in a mobile phone shop, advising 30—40 customers a day;

coordinating a club careers day for 250 students; using Excel to track the shop’s sales. Write a
cover letter of 180—230 words.

1. Boc JD, tach hai ct: yéu cau bt budc va yéu cau vu tién. V&i mdi yéu cau, ghi mdt
bang chimg cua Phiic: B2 < IELTS 6.5; Excel <> theo ddi doanh sd; phuc vu khach
— 30-40 khach/ngay; su kién < ngay hoi nghé nghiép 250 ngudi.

Read the JD and split it into two columns: essential and desirable. For each requirement,
note one piece of Phuc’s evidence: B2 <> IELTS 6.5, Excel < tracking sales, customer
service <> 30—40 customers a day, events <> a careers day for 250 people.

2. Loi chao: Goh 1a ho (ngudi Singapore géc Hoa dung tén tiéng Anh dtng trudc):
“Dear Ms Goh,”. Poan 1 néu vi tri ting tuyén, noi théy tin, mQt cau gidi thi¢u ban
than.

Greeting: Goh is the family name (a Chinese Singaporean with an English first name):

“Dear Ms Goh,”. Paragraph I names the role, where you saw it and gives one sentence
about yourself.

3. Poan 2 chung minh yéu cau bt budc béng s6 liéu; doan 3 ndi vi sao chon cong ty va
néu diém uu tién (su kién). Khong lap lai toan bo CV.
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Paragraph 2 proves the essential requirements with numbers, paragraph 3 says why this
company and covers a desirable point (events). Do not repeat the whole CV.

4. Ngit phap chuong: “enjoy helping”, “managed to keep”, “I am keen to learn”,
“experience in advising”, “I would welcome the chance to discuss”. Kiém ting dong
tur: sau né la V-ing hay to V.

Chapter grammar: “enjoy helping”, “managed to keep”, “I am keen to learn”, “experience
in advising”, “I would welcome the chance to discuss”. Check each verb: is it followed by
V-ing or to V?

5. Poan két: néu tép dinh kém, thoi gian c6 thé phong vén, két “Yours sincerely,” vi d
biét tén nguoi nhan.

Closing: mention the attachment and when you are free for an interview, sign off “Yours
sincerely,” because you know the reader’s name.

6. Bai mau hoan chinh (khoang 220 tir). Dich y: Phuc tng tuyén vi tri thuc tap; néu
IELTS 6.5, mot ndm tu van 30-40 khach mdi ngay, dung Excel theo doi doanh sd; da
diéu phdi ngay hoi 250 sinh vién; mong dugc hoc cach hd tro nguoi dung vi dién tir;
c6 thé phong van bat ctr lac nao trude 6/11.

Subject: Application for Customer Success Intern — Le Hoang Phuc / Dear Ms Goh, /I am
writing to apply for the Customer Success Intern position, which I saw on Kestrel Pay’s
careers page. I am a third-year Financial Technology student in Ho Chi Minh City, and 1
would like to start my career in customer success. / For the past year, I have worked part-
time in a mobile phone shop, where I advise 30 to 40 customers a day. I enjoy helping
people choose the right product, and last quarter I managed to keep our return rate below
two per cent. I also use Excel to track the shop’s weekly sales, so I am comfortable working
with data. My English is at B2 level (IELTS 6.5). /I am particularly interested in Kestrel Pay
because your app makes cross-border payments simple for small shops. Last March, [
coordinated our club’s careers day for 250 students, which taught me to plan carefully and
stay calm under pressure. I am keen to learn how a payment company supports its users, and
I would be happy to help with your customer events. / I have attached my CV. I would

welcome the chance to discuss my application and can attend an interview at any time
before 6 November. / Yours sincerely, / Le Hoang Phuc / Mobile: +84 903 418 562

Bai 2. Tra 1oi cau hoi hanh vi theo mo hinh STAR — Exercise 2. Answering a
behavioural question with STAR

V6 Thu Ha phong van vi tri ké toan so cdp ¢ mot cong ty kiém toan von Uc tai Ha Noi.
Ong David Harris héi: “Tell me about a time you made a mistake at work. How did you
deal with it?” Kinh nghiém cta Ha: khi thyuc tap & mot cong ty phan phdi nam 2026, chi
1ap tép thanh toan cho 42 nha cung cip va gd sai mot sb tién (45.000.000 dong thanh
4.500.000 dong). Chi phat hién 13i truéc khi ké toan truong duyét, bao ngay, sira tép, roi
1ap bang kiém ddi chiéu téng tién; sau d6 ca phong dung bang kiém nay. Viét cau tra 1oi
no6i 170-230 tar.

Vo Thu Ha has an interview for a junior accountant job at an Australian-owned audit firm in
Hanoi. Mr David Harris asks: “Tell me about a time you made a mistake at work. How did you

deal with it?” Ha’s experience: as an intern at a distribution company in 2026, she prepared a
payment file for 42 suppliers and typed one amount wrongly (VND 45,000,000 as VND
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4,500,000). She found the mistake before the chief accountant approved the file, reported it at
once, corrected the file and created a checklist to match the totals; later the whole department
used the checklist. Write a spoken answer of 170—230 words.

1. S — Tinh huéng (1-2 cau, quéa khtr don): & dau, khi nao, viéc gi. Khong ké dai vé
cong ty.

S — Situation (1-2 sentences, past simple): where, when, what. Do not describe the
company at length.

2. T — Nhiém vu: Ha phai 1am gi, 4p luc gi (han chét, sb tién). Dung “My job was to +
A4
T
4

3. A — Hanh d6ng: phan dai nhat, dung “I”, khong dung “we”. Pong tir ctia chuong: “I
remembered to check”, “I stopped to compare”, “I tried adding a total row”.
A — Action: the longest part, with “I”, not “we”. Chapter verbs: “I remembered to check”,

PR TS

“I stopped to compare”, “I tried adding a total row”.

Task: what Ha had to do and the pressure (deadline, money). Use “My job was to +

4. R — Két qua c6 s6 liéu va bai hoc. Nhan 15i rd rang, khong d6 16i cho hé théng hay
nguoi khac.

R — Result with numbers and a lesson. Own the mistake clearly; do not blame the system or
other people.

5. Kiém thoi lwong: 170230 tir = 1,5-2 phit noi. M bang mot cau tra 1i thang cau
hoi.

Check the length: 170-230 words = 1.5—-2 minutes of speaking. Start with one sentence that
answers the question directly.

6. Bai mau hoan chinh (khoang 185 tir). Dich y: Ha ké 16i g& sai s tién, cach phat hién
va bao ngay, cach sira, bang kiém méi dugc ca phong ding, va bai hoc: khong bo qua
budc dbi chiéu khi gap.

Yes, I made a mistake with a payment file during my internship, and it taught me a lot. / In
July 2026, I was an accounting intern at a distribution company in Hanoi. My job was to
prepare the monthly payment file for 42 suppliers before the chief accountant approved it.
We had only one afternoon, so I worked quickly. / Before I sent the file, I remembered to
check the total against the invoice list, and the numbers did not match. I stopped to compare
each line and found that I had typed VND 4,500,000 instead of VND 45,000,000. I told the
chief accountant at once, explained the error and corrected the file. Then I tried adding a
control row that compares the file total with the invoice total automatically. / The payment
went out on time and every supplier received the right amount. My manager liked the control
row, and the whole department has used it since then. The lesson for me is simple: when [
am under time pressure, I never skip the final check. I would bring the same habit to this
role.

1.13. Bai tap viét va dan y tra loi — Writing tasks and answer outlines

Ciu 1. Ban 1a Trin Gia Bio, vira phong van sang thir Ba 20/10/2026 cho vi tri
Junior Data Analyst & Lam Son Digital Payments, véi ba Pham Ngoc Diép (Truéng
bd phin Dir liéu va Riii ro). Viét email cam on 120-160 tir giri ngay trong ngay: cim
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on, nhic mdt diém cu thé trong budi phéng van, bé sung mot thong tin ban chwa kip
néi, khing dinh mong mudn lam vigc.
Question 1. You are Tran Gia Bao. On the morning of Tuesday 20 October 2026, you had an
interview for the Junior Data Analyst job at Lam Son Digital Payments with Ms Pham Ngoc
Diep, Head of Data and Risk. Write a thank-you email of 120—160 words the same day: thank
her, mention one specific point from the interview, add one piece of information you did not have
time to give, and confirm your interest.
* Tiéu dé ngén, cO tén va vi tri.
“Subject: Thank you — Junior Data Analyst interview, 20 October”
« Cam on, néu thoi diém phong van.
“Dear Ms Diep, / Thank you for taking the time to meet me this morning.”
« Nhic mot diém cuy thé (V-ing sau gidi tir).
“I especially enjoyed hearing about your plan to monitor QR payments in real time.’

’

« B6 sung thong tin chua néi.
“I forgot to mention that I recently finished an online course in Power Query, which would
help me clean transaction data faster.”

« Khing dinh mong mudn va sin sang cung cip thém.
“I am very keen to join your team, and I would be happy to provide any further information.’

’

« Cau két va chir ky.
“I look forward to hearing from you. / Kind regards, / Tran Gia Bao”

Cau 2. Ban la Pang Minh Khoa, nhian email mai lam viéc vi tri Business Analyst ctia
Cong ty CP Thanh toin Truong An, lwong 22.000.000 ddng/thiang, ngay bit dau thir
Hai 2/11/2026. Ban mudn nhén viéc nhung thoi han bio truwée & cong ty cii con dén
hét 6/11/2026. Viét email 140—180 tir giri ba Hoang Thu Thao (phong Nhén sw):
nhén 104, xdc nhan cac diéu kién, dé nghi doi ngay bit dau sang thir Hai 9/11/2026,
héi gidy t& can chuan bi.
Question 2. You are Dang Minh Khoa. You have received a job offer for the Business Analyst
role at Truong An Payment JSC: VND 22,000,000 a month, start date Monday 2 November
2026. You want to accept, but your notice period at your current company runs until 6 November
2026. Write an email of 140—180 words to Ms Hoang Thu Thao (HR): accept the offer, confirm
the terms, ask to move the start date to Monday 9 November 2026, and ask which documents you
need to prepare.
« Tiéu d& va cau nhan 10i rd rang ngay dau thu.
“Subject: Acceptance of job offer — Business Analyst” / “I am delighted to accept your offer
of the Business Analyst position.”
* X4c nhén diéu kién chinh.
“I confirm the monthly salary of VND 22,000,000 and the 60-day probationary period.”
* Giai thich 1y do, néu thoi han béo trude.
“My notice period at my current company ends on Friday 6 November, and I would like to
finish my handover properly.”
« P& nghi ngay méi, lich sy (would it be possible to + V).
“Would it be possible to start on Monday 9 November instead?”
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« Hoi gidy to (cau hoi gian tiép).
“Could you also let me know which documents I need to bring on my first day?”

« K&t thu thé hién thién chi.
“Thank you again for this opportunity. I am looking forward to joining the team. / Best
regards, / Dang Minh Khoa”

Céu 3. Céu lac b Fintech ciia trwdmg ban cin tuyén mdt “Social Media Volunteer”
(tinh nguyén vién truyén thong, 6 gio/tuian, mdt hoc ky). Viét phan “Key duties”,
“Requirements” (chia bit budc — wu tién) va “What we offer” ciia ban mé ta cong
viée bang tiéng Anh, 150200 tir.
Question 3. Your university’s FinTech Club needs a “Social Media Volunteer” (six hours a
week, one semester). Write the “Key duties”, “Requirements” (essential and desirable) and
“What we offer” sections of the job description in English, 150—200 words.
* Cau gioi thiéu vi tri (V-ing lam chu nglr hodc to V chi myc dich).
“We are looking for a creative student to run our social media pages for one semester.’

’

« Key duties: dong tir nguyén mau dau dong, mdi dong mot viéc.
“— Plan and post three updates a week /— Take photos at club events /— Reply to messages
within 24 hours”

* Essential: dung “ability to + V”, “experience in + V-ing”.

“— Good written English / — Experience in using Canva or similar tools /— The ability to
meet deadlines”

* Desirable: dung “is a plus” hodc “ideally”.

“— Ideally, you have basic video editing skills. /— Interest in personal finance is a plus.’

’

* What we offer: phuc loi cu thé.
“— A volunteer certificate signed by the faculty / — Training in content planning / — A
reference letter for your CV”

* Cach ndp don, han chot.
“To apply, send a short CV and two sample posts to the club email by Friday 30 October
2026.”

1.14. Céu héi tric nghiém — Multiple-choice questions

1. Chon dang diing ctia dong tur.
Our team is considering _ a second office in Da Nang next year.
A. to open /
B. opening /
C. open /
D. to opening /
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2. Cau néi vé viéc di 1am trong qua khtr. Chon dang dung.

I remember ___ the signed contract to HR last Friday, so it should be in the system.
A. to send
B. send
C. to have sending
D. sending

3. Chon tir dling nghia “chon vao danh sach rat gon”.

HR received 300 applications and 12 candidates for the first interview.

A. shorted

B. listed short
C. shortlisted
D. made short

4. Loi dan tng vién trude budi phong van. Chon dang diing.
Please remember  your ID card to the interview tomorrow.
A. to bring
B. bringing
C. bring
D. brought

5. Trong md hinh STAR, phan nio tra 10i cau hoi “Cu thé BAN da lam gi?”
In the STAR method, which part answers “What exactly did YOU do?”
A. Situation (tinh huéng)
B. Action (hanh dong)
C. Task (nhiém vu)
D. Result (két qua)

6. Chon dang dung sau require + tan ngir.
The job requires candidates __ fluent English.
A. having
B. have
C. has
D. to have

7. Chon dang dung sau gioi tur.
I am interested in _____ for the data analyst role.
A. apply
B. to apply
C. applying
D. application
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Chuong 2. Thi truong va nhu cau thi trwong — Chaprer 2. Markets

and market demand

Muc tiéu chwong — Chapter objectives

« Dung dung khoang 45 tir va cum tir vé quy md thi truong, cung — cau, ddi thu canh
tranh va nghién ctu thi truong.
Use about 45 words and phrases about market size, supply and demand, competitors and
market research correctly.

* Phan bi¢t va dung dung ménh dé quan h¢ xac dinh, khong xac dinh va ménh dé quan
hé rat gon trong van ban kinh doanh.

Distinguish and use defining, non-defining and reduced relative clauses correctly in business
texts.

« M6 ta quy mo, thi phén, ting trudng va cdu trac ctia mot thi trudng bang so liéu da
tinh dung.
Describe the size, shares, growth and structure of a market with correctly calculated figures.
« Trinh bay phan tich d6i thii, SWOT va PESTEL bang tiéng Anh.
Present a competitor analysis, a SWOT analysis and a PESTEL analysis in English.
« Viét phan két qua cua bao cao nghién ciru thi trudng va email gidi thiéu thi truong cho
d6i tac nudc ngoai dai 150-250 tir.
Write the findings section of a market research report and an email describing a market to a
foreign partner, 150-250 words long.

2.1. Tir virng vé thi treong va nhu cau thi trwong — Vocabulary for markets and
market demand

Bang 1. Quy md, ting trwémg va ciu tric thi trwong — Table 1. Market size, growth and
structure

Loai

Tir/cymtic | Phién Am i Nghia tieng Vict

Vietnamese

Vi du

Word / phrase 1PA4 Part of : Example
7| meaning

speech

We estimate the market size
at VND 6,500 billion.
Chung toi woc tinh quy mé thi
trueong ¢ mirc 6.500 ty dong.

market size /'ma:kit sarz/ n quy mo thi truong

Dong Que Soy is the market
doanh nghiép dan  leader, with a 34% share.
dau thi truong Dong Que Soy dan dau thi

trueong véi 34% thi phan.

market leader  /'ma:kit 'li:do/ n
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T / cum tir

Word / phrase

growth rate

emerging
market

niche

saturated

mature

fragmented

penetration

Phién Am
IPA4

/grau® rett/

/1'm3:d31m
‘ma:kit/

/nif/

/' setforertid/

/ma’tjua/

/freeg mentid/

/ pent trerfon/

Loai
twr
Part of
speech

n, adj

adj

adj

adj

Nghia tiéng Viét
Vietnamese
meaning

toc do tang
truong

thi truong maéi
no1

thi truong ngach;
(thugc) ngach

béo hoa (cau
khéng con tdng
nhiéu)

trudng thanh, da
6n dinh (tang
cham)

phan manh (nhiéu
doanh nghiép
nho, khong ai chi
phdi)

murc d0 tham
nhap (ty 1€ nguoi
dung trén tong
s6)

Vi du
Example

The annual growth rate
slowed to 9% last year.

Téc do tang trudng ndm ngodi
cham lai con 9%.

Many investors see Vietnam
as an emerging market.
Nhiéu nha dau tw xem Viét
Nam la mot thi truong moi noi.

Organic baby food is still a
niche in Vietnam.

Thikc an hitu co cho tré em van
la mot thi truong ngach o Viét
Nam.

The market for bottled water
in big cities is saturated.

Thi truong nudc dong chai o
cdc thanh phé Ién da bdo hoa.

In a mature market, firms
grow by taking customers
from rivals.

Trong thi truong da truong
thanh, doanh nghiép tang
truong bang cach gianh khdch
ciia doi thil.

The café market is
fragmented: no chain has
more than 10%.

Thi truong ca phé bi phan
manh: khéng chudi ndo chiém
qua 10%.

Smartwatch penetration is
only 8% outside the big
cities.

Ty 1¢ ding dong ho théng minh
ngodi cdc thanh phé 16n chi
8%.
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Phién Am
IPA4

T / cum tir

Word / phrase

untapped /An'tept/
stagnant /'steegnant/
outperform / avtpa’form/
consolidate /kon'splidert/
landscape /'leendskerp/

Bang 2. Cung, cau va nguwoi mua

Phién Am
IPA4

T / cum tir

Word / phrase

demand /d1' ma:nd/

supply /sa'plar/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

chua duogc khai

adj
. thac
adj tri tré, dung yén
lam t8t hon, vuot
v (dbi thi, thi
truong)
hop nhét; cing cb
A% oz
(vi the)
btec tranh tong thé
n (cua thi truong,
canh tranh)

Vi du
Example

Smaller cities are an
untapped market for pet
food.

Cdc thanh phé nhé hon la thi
truong thirc an thi cung chua
duwoc khai thac.

Sales of printed newspapers
have been stagnant for years.
Doanh s6 bdo in da ding yén
nhiéu nam nay.

Online sellers outperformed
traditional shops in 2026.
Nam 2026, nguoi ban truc
tuyén lam tot hon cira hang
truyén thong.

Large chains are buying
small ones to consolidate the
market.

Cdc chudi I6n dang mua lai
chudi nhé dé hop nhat thi
truong.

The competitive landscape
has changed since 2024.

Bure tranh canh tranh da thay
doi ké tir nam 2024.

— Table 2. Supply, demand and buyers

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

ciu, nhu cau (thi
truong); doi hoi

cung, ngudn
cung; cung cap

Vi du
Example

Demand for oat drinks rose
sharply in 2026.

Cau déi véi do uong yén mach
tang manh nam 2026.

Supply cannot keep up with
demand during Tet.

Nguon cung khong theo kip cau
trong dip Tét.
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T / cum tir

Word / phrase

surplus

purchasing
power

disposable
income

price-sensitive

substitute

end user

buying
behaviour

spending

Phién Am
IPA4

/'s3:plas/

/'p3:tfism ‘pava/

/dis ' pavzabal
‘nkam/

/prais 'sensitrv/

/'sabstitju:t/

/end ‘ju:za/

/'barm b1 hervjo/

/'spendin/

Loai
twr
Part of
speech

adj

Nghia tiéng Viét
Vietnamese
meaning

su du thura (cung

161 hon cau)

stc mua

thu nhap kha
dung (con lai sau
thué, chi thiét
yéu)

nhay cam vé gia

san pham thay
thé; thay thé

nguoi dung cuoi

hanh vi mua hang

chi tiéu

Vi du
Example

A surplus of coffee beans
pushed prices down.

Luwong ca phé nhdn duw thira da
kéo gid xuong.

Purchasing power in Da
Nang is growing fast.

Sitc mua ¢ Pa Nang dang ting
nhanh.

Young couples spend most
of their disposable income
on travel.

Cac cap vo chéng tre chi phén
[6n thu nhap kha dung cho du
lich.

Students are very price-
sensitive customers.

Sinh vién la nhom khdch hang
rdt nhay cam vé gia.

For many buyers, soy milk
is a cheap substitute for
cow’s milk.

Véi nhiéu nguoi mua, sita ddu
nanh la san pham thay thé ré
cho stra bo.

We sell to distributors, not
to end users.

Chung toi ban cho nha phan
phoi, khéng ban cho nguoi
diing cuoi.

Buying behaviour changed
quickly after 2020.

Hanh vi mua hang thay doi
nhanh sau nam 2020.

Household spending on food
rose by 6%.

Chi tiéu cho thuc phém cua ho
gia dinh tang 6%.
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T / cum tir

Word / phrase

affluent

urbanisation

outstrip

drive

Phién Am
IPA4

/" &efluant/

/ 3:bonar zetfon/

/ aut'strip/

/drarv/

Loai
tr

Part of

speech

adj

n

Nghia tiéng Viét
Vietnamese
meaning

kha gia, giau co

do thi hoa

vuot (nhanh hon,
nhiéu hon)

thiic day, 1a dong
Iuc cua

Vi du
Example

The brand targets affluent
families in Hanoi.

Thirong hiéu nham t6i cac gia
dinh kha gia ¢ Ha Noi.

Urbanisation is changing
how people shop.

D6 thi héa dang thay doi cach
moi nguwoi mua sam.

Demand for charging
stations outstrips supply.
Cau vé tram sac vuot cung.

Online shopping is driving
demand in smaller towns.
Mua sam truec tuyén dang thiic
ddy cau & cdc thi tran nhe.

Bang 3. Poi thii, SWOT, PESTEL va nghién ctru thi trwong — Table 3. Competitors,

SWOT, PESTEL and market research

T / cum tir

Word / phrase

competitive
advantage

barrier to
entry

new entrant

rival

Phién Am
IPA4

/kom'petrtrv
od'va:ntidz/

/'beerio tu: 'entri/

/nju: "entront/

/'rarval/

Loai
tr

Part of

speech

n, adj

Nghia tiéng Viét
Vietnamese
meaning

loi thé canh tranh

rao can gia nhap
(thi truong)

doanh nghiép mai
gia nhap thi
truong

dbi thu; (thudc)
d6i thu

Vi du
Example

Our own farms give us a
competitive advantage.

Ving trong riéng cho ching toi
loi thé canh tranh.

High licence costs are a
barrier to entry.

Chi phi gid'y phép cao la mot
rao can gia nhdp.

Two new entrants have cut
prices by 15%.

Hai doanh nghiép mdi gia
nhdp da giam gia 15%.

Our main rival opened ten
new stores this year.

Déi thii chinh ciia chiing t6i mé
muoi cua hang moi nam nay.
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T / cum tir

Word / phrase

benchmark

strength

weakness

opportunity

threat

market
research

focus group

sample size

findings

Phién Am

1IPA

/"bentfma:k/

/stren/

/'wi:knas/

/ ppa'tjuiniti/

/Oret/

/'makrt r1's3:tf/

/' fovkas gru:p/

/'sa:mpal sarz/

/'famdmz/

Loai
twr
Part of
speech

n (pl)

Nghia tiéng Viét

Vietnamese
meaning

chuan so sanh; so

sanh vdi chuan

diém manh

diém yéu

co hoi

moi de doa

nghién curu thi
truong

nhém thao luan
(tap trung)

c4c phat hién, két

qua nghién ctu

Trang 50

Vi du
Example

We benchmark our prices
against the top three brands.
Chung toi so gida cua minh voi
ba thwong hiéu dimg dau.

Fast delivery is our biggest
strength.

Giao hang nhanh la diém manh
I6n nhat cia chiing t6i.

A small online presence is a
clear weakness.

Hién dien truc tuyén it la mot
diém yéu ré rang.

Healthy snacks are a big
opportunity for local firms.
D6 dn vat lanh manh la co hji
lén cho doanh nghiép trong
nuoc.

Cheaper imports are the
main threat to our sales.
Hang nhdp ré hon la méi de
doa chinh doi véi doanh s6 cia
chiing toi.

We carried out market
research in three cities.
Chung toi da nghién curu thi
truong ¢ ba thanh phé.

Eight pet owners joined each
focus group.

Mbi nhém thao ludn c6 tam
nguoi nuoi thi cung.

With a sample size of 400,
the results are reliable.

Véi ¢& mau 400, két qua ding
tin cqy.

The main findings are in
section 3.

Cdc phdt hién chinh nam &
phan 3.
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Loai
Tw / cum tir Phién 4m tur

Nghia tiéng Viét

Viet Vidu

ietnamese

Word / phrase 1PA Part of : Example
7| meaning

speech

Regulatory changes can

(thudc) quan ly raise costs for importers.
regulatory /'regjoulatori/ adj nha nuéc, quy Thay doi vé quy dinh cé thé
dinh phap ly lam tang chi phi cho nha nhdp
khau.

Inflation is a

macroeconomic factor in our

macroeconomi / makrou iko'no adi (thudc) kinh té vi  PESTEL analysis.
c mik/ ! mo Lam phat la mét yéu to kinh té
vi mo trong phan tich PESTEL

cua chung toi.

LOI HAY GAP / COMMON MISTAKE — Viét “the demand of customers about pet
food”. Danh tir demand di v6i gi6i tir for trudc thir dugc cau: demand for pet food. Mudn
n6i ai c6 nhu cau, dat ngudi mua Ién trude hodc ding among: customer demand for pet
food, demand for pet food among young professionals.

Writing “the demand of customers about pet food”. The noun demand takes for before the thing that
is wanted: demand for pet food. To say who wants it, put the buyers first or use “among”: customer
demand for pet food, demand for pet food among young professionals.

Ho tr (word family) — Word families

Danh tir Tinh tir Vi du

Noun Adjective Example

Competition is fierce, so we

competition (s canh must stay competitive on
compete tranh) — competitor (d0i  competitive price.
thu) Canh tranh gay gcft nén ching ta

phdi gitr gid co tinh canh tranh.

Our analyst wrote a short
analysis of the market.

analytical Chuyén vién phan tich cia ching
t6i da viét mgt ban phan tich

analyse (Anh  analysis (s6 nhiéu
— Anh) analyses) — analyst

ngan vé thi truong.

economic (thugc Economic growth is strong. /
. kinh t&) — This car is very economical.
— economy — economist . X . , . Z
economical (tiét Tang truong kinh té manh. /
kiém) Chiéc xe nay rat tiét kiém.
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Danh tir Tinh tir Vi du

Noun Adjective Example

The market is close to
saturate saturation saturated saturation.
Thi truong gan bdo hoa.

It is hard to penetrate the rural
. N ket.

penetrate penetration penetrable (it dung) m?r e' ) o
Rat kho tham nhdp thi truong
nong thon.

Consolidation has reduced the

consolidate consolidation consolidated mgnber ot lzanlfs.‘ o
Viéc hop nhat da lam giam so
ngan hang.

Urban buyers shop online
more often.
Nguoi mua ¢ do thi mua truc

urbanise urbanisation urban

tuyén thuwong xuyén hon.

PHAI THUQC / MEMORISE — economic = thudc vé kinh té (economic growth,
economic factors). economical = tiét kiém, it ton (an economical car). Trong phan tich
PESTEL, chit E thtr nhit 1 Economic, khong phai “Economical”.

economic = connected with the economy (economic growth, economic factors). economical = saving
money, not wasteful (an economical car). In a PESTEL analysis, the first E is Economic, not
“Economical”.

Két hop tir (collocation) hay dung — Common collocations

Tir khoa Két hop Vi du

Key word Partners Example

New offices are driving demand for lunch

strong / weak / rising demand; ,
delivery.

demand meet, drive, boost demand; Cle vam s c: dume thile ddv cdu o
1 o
demand f()r + N ac van pnong molt aang tnuc daay cau giao com
trua.
market (dong tur Cheap imports flooded the market in
di trudce) enter, break into, dominate, 2025.
market (verbs flood a market Hang nhdp gid ré tran ngdp thi truong nam
before) 2025.
Golden Grain gained three points of share.
share gain, lose, hold a share (of) Golden Grain gianh thém ba diém phan tram
thi phan.
il sisdly, sllow EeTT: Ol,’llln? sales fuelled ﬂ,le c?mPany s7gr0v§'th.
growth Badn hang truc tuyén thuc day tang truong cua

fuel growth cong 1y
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Tir khoa Két hop Vi du

Key word Partners Example

We carried out research in Hanoi and Can
carry out, conduct research

research . Tho.
khong dém duogc :
(khong o) Chiing t6i dd nghién ciru ¢ Ha Néi va Can Tho.
. . There is fierce competition among bubble
. fierce, intense, direct
competition tea shops.

competition L L ‘
Canh tranh giita cdc quan tra sita rat gay gat.

PHAI THUQC / MEMORISE — demand for sth — supply of sth — a share of the
market — compete with / against a rival for customers — carry out research (khong noi
“do a research”; research khong dém duoc).

demand for sth — supply of sth — a share of the market — compete with / against a rival for
customers — carry out research (not “do a research”; “research” is uncountable).

Phat Am: trong am doi trong ho tir va Am cAm — Pronunciation: stress shifts in word
families and silent letters

Nhiéu tir trong chuong thudc ciing mot ho nhung trong 4m nim & 4m tiét khac nhau.
Nguoi nghe nhéan ra tr nho trong am trude khi nghe ro ting am, nén dat sai trong am
khién tir kho hiéu hon ca phat 4m sai mot nguyén am.

Many words in this chapter belong to one family but put the stress on different syllables.

Listeners recognise a word by its stress before they hear every sound, so wrong stress makes a
word harder to understand than one wrong vowel.

Ho tir Phién Am
Word family IPA

Duoi -tion kéo trong am vé am

compete — competitor — /kom'pi:t/ /kom petrto/ tiét ngay trudc nd
competitive — competition /kom'petitrv/ / kpmpa'tifon/ -tion pulls the stress to the
syllable before it
analyse — analysis — /"@nalaiz/ /o' naelisis/ 51 i 102 7, (et (kg
. . Three words, three stress
analytical / @na'litikal/ iy
positions
Pudi -ic nhin am tiét ngay
economy — economic /t'’konomi/ / i:ka' nomik/ trudc nod
-ic stresses the syllable before it
. , . s Cung quy tic -ic
strategy — strategic /' streetidzi/ /stro"ti:d3ik/ gy

Same -ic rule

Cung quy tic -tion

consolidate — consolidation  /kon'splidert/ /kon soli derfon/ ,
Same -tion rule
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Ghi chu

Note

niche

which

whose

mature

demand outstrips supply

Anh — Anh doc nhu “nish” dai, khong

/nif/ doc “nai-cho”
British: like “neesh”
Chir h cam
/witf/
J Silent h
Chit w cam, gidng who + z
hu: ’
/hu:z/ Silent w, like “who” + /z/
e’ toa/ Nhan 4m 2, khong doc “ma-tua”
J Stress on the second syllable
/di'ma:nd_ aot'strips N6i d cubi véi nguyén am dau tir sau
sa'plar/ Link the final d to the next vowel

2.2. Ngir phap 1: Ménh dé quan hé xac dinh — Grammar 1: Defining relative

clauses

Ménh dé quan h¢ xac dinh cho biét ngwdi hodc vat nao dang dugc noi toi. Bo no di thi
cau mat nghia hodc noi sai: “Customers who buy online are younger” khac héan

“Customers are younger”. Ménh dé nay dtng ngay sau danh tir, khong c6 diu phay.

A defining relative clause tells us which person or thing we mean. Without it, the sentence loses
its meaning or says something false: “Customers who buy online are younger” is very different
from “Customers are younger”. The clause comes straight after the noun, with no commas.

Dai tir / trang tir

Pronoun / adverb

Thay cho
Refers to

Vi du
Example

who / that

which / that

whose

where

when

Nguoti

People

Vat, su viéc, to chirc
Things, organisations
S& hiru (cuia nguoi
hoac vét)

Possession

Noi chén (= in / at
which)

Places

Thoi gian (= in/ on
which)

Time

Retailers who sell online grew faster.
Cdc nha ban 1é ban truc tuyén tang truéng nhanh hon.

This is the brand which leads the market.
Pay la thiwong hiéu dan dau thi truong.

We need a partner whose network covers the south.
Chiing téi can doi tac cé mang ludi phit mién Nam.

Can Tho is a city where demand is rising fast.
Cdn Tho la thanh phé noi cau dang tang nhanh.

2026 was the year when online sales overtook shop
sales.

2026 la nam doanh sé truc tuyén vieot doanh sé cira
hang.
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Dai tir / trang tir | Thay cho Vidu

Pronoun / adverb Refers to Example

Price is the reason why many buyers choose soy
milk.

Gia la Iy do nhiéu nguoi chon stra ddu nanh.

Ly do, sau the reason
After “the reason”

why

Khi nao dwgc bé dai tir quan hé — When the relative pronoun can be left out

Trong ménh d& xac dinh, dai tir quan hé 1am tin ngir dugc bo, nhat 13 trong vin ndi va
email. Pai tir lam chii ngit thi khong duoc bo. Cach nhan biét: néu ngay sau
who/which/that 12 mot chu ngir khac (we, the customers, our team...) thi dai tir dang 1am
tan ngir.

In a defining clause, a relative pronoun that is the object can be left out, especially in speech and

emails. A pronoun that is the subject cannot. How to tell: if another subject (we, the customers,
our team...) comes straight after who/which/that, the pronoun is the object.

Vai tro Céu diy du Bé dwoc khong?
Role Full clause Can you omit it?
Tan ngir The report (that) we sent you has all the Puoc: sau that 1a chu nglr we
Object figures. Yes: “we” is the subject
Tan ngir The rivals (who) we studied are all based in = Pugc
Object Hanoi. Yes

L. Khong: “The brands grew fastest
Chu ngir » cnl
Subject The brands that grew fastest were all local.  were...” sai

J No: the sentence breaks

Khong (nhung riat gon dugc

Chu ngir Buyers who earn over VND 25 million thanh earning, xem 2.4)
Subject spend more. No (but it can be reduced to

“earning”, see 2.4)

Gioi tir trong ménh dé quan hé¢ — Prepositions in relative clauses

Khi dong tir di véi gidi tir (operate in, depend on, compete with), gigi tir ¢6 hai vi tri. Dat
trweée which / whom 13 vin phong trang trong, ding trong bao cdo. Pit cudi ménh dé 1a
van phong trung tinh, dung trong email va van néi; luc dé thuong bo ludn dai tir. Sau gidi
tur chi dung which (vat) hodac whom (nguoi), khong dung that hay who.

When a verb takes a preposition (operate in, depend on, compete with), the preposition has two
possible positions. Putting it before which / whom is formal and used in reports. Putting it at the

end of the clause is neutral and used in emails and speech; the pronoun is then usually left out.
After a preposition, use only which (things) or whom (people), never “that” or “who”.

Trang trong (bao c4o) Trung tinh (email, néi)

Formal (reports) Neutral (emails, speech)

the market in which we operate the market we operate in
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Trang trong (bao c4o) Trung tinh (email, néi)
Formal (reports) Neutral (emails, speech)

the suppliers on whom we depend the suppliers we depend on
the brands with which we compete the brands we compete with

(khong c6 dang cuoi cau ty nhién)

the period during which demand fell (n0 natural end-position form)

LOI HAY GAP / COMMON MISTAKE — Lip lai tn ngit trong ménh dé quan hé: “The
market which we studied it is fragmented.” Tiéng Viét néi “thi truong ma chiing toi nghién
ctru (n6)” nén nguoi hoc hay gilr “it”. Pai tir quan h¢ da thay cho tan ngilr, khong thém it /
them nira: “The market which we studied is fragmented.”

Repeating the object inside the relative clause: “The market which we studied it is fragmented.” The
relative pronoun already replaces the object, so do not add “it” or “them”: “The market which we

studied is fragmented.”

LOI HAY GAP / COMMON MISTAKE — Viét “the market in that we operate” hoic
“the partner with who we work”. Sau gidi tur chi dung which / whom: “the market in
which we operate”, “the partner with whom we work”. Mudn dung that hay who thi dwa
gi6i tir xudng cubi: “the partner (who) we work with”.

Writing “the market in that we operate” or “the partner with who we work”. After a preposition use
only which / whom: “the market in which we operate”, “the partner with whom we work”. To use
“that” or “who”, move the preposition to the end: “the partner (who) we work with”.

2.3. Ngir phap 2: Ménh dé quan h¢ khong xac dinh — Grammar 2: Non-defining

relative clauses

Ménh dé quan hé khong xac dinh thém théng tin phu vé mot ngudi hodc vat ma ngudi
doc da biét 13 ai, cai gi (tén riéng, cong ty, san pham duy nhét...). Bé né di, cdu van dung
va du nghia. Ménh dé nay ludén ¢é ddu phay ¢ hai dau (hodc dau phay va dau cham cubi
ciu), rat hay gip trong bao céo va email trang trong.

A non-defining relative clause adds extra information about a person or thing that the reader
can already identify (a name, a company, a unique product...). Without it, the sentence is still

correct and complete. The clause always has commas at both ends (or a comma and a full stop),
and it is very common in reports and formal emails.

Vi du

Example

C6 dau phay; ding who, which,
whose, where, when
Commas,; who, which, whose, where,

Ms Lim, who runs our Singapore office, will join the call.
Ba Lim, nguoi phu trdach van phong Singapore, sé tham gia cugc

when goL

. . Siam Harvest, which (khong viét that) entered Vietnam in
Khong dung that 2024, now holds 14%.
Never “that

Siam Harvest, gia nhdp Viét Nam nam 2024, hién chiém 14%.
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Vi du

Example

Khong bo dai tur

figures.
The pronoun cannot be left out &

which thay cho c4 ménh dé trudc
“which” referring to the whole
previous clause

Luong tir + of + whom / which

Quantifier + of + whom / which s
’ ’ tuyen.

of, half of + whom / which.

Our new report, which we sent on Monday, explains the
Bdo cdo mdi ma chiing t6i giri hém thir Hai gidi thich cdc s6 liéu.

Sales rose by 20%, which surprised our competitors.
Doanh s6 tang 20%, diéu nay khién cdc doi thi bat ngo.

We surveyed 400 buyers, most of whom shop online.
Chiing t6i khdo sat 400 nguwoi mua, phan lom trong s6 dé mua truc

PHAI THUQC / MEMORISE — Bén ciu hoi kiém nhanh ménh dé khong xac dinh: ¢6 dau
phiy khong? — khong dung that — khong bé dai tir — bé ca ménh dé ciu vén di
nghia. Luong tir hay dung: all of, most of, many of, some of, few of, none of, both of, one

Four quick checks for a non-defining clause: commas? — no “that” — the pronoun stays — the
sentence still works without the clause. Common quantifiers: all of, most of, many of, some of, few
of, none of, both of, one of, half of + whom / which.

So sanh: xac dinh va khong xac dinh — Comparison: defining and non-defining

Cung mdt cau, co hay khong c6 dau phay lam d6i nghia. Pay 1a chd bao cdo thi truong
hay viét sai, va sai vé nghia chir khong chi vé hinh thirc.

In the same sentence, the commas change the meaning. Market reports often get this wrong, and

the error is one of meaning, not just form.
Cau

Sentence

The distributors who missed their targets will
lose their bonus.

The distributors, who missed their targets, will
lose their bonus.

Our products which are made in Can Tho sell
well.

Our products, which are made in Lam Dong,
sell well.

Nghia

Meaning

Chi nhirng nha phan phéi khong dat chi tiéu
moéi mat thuong (c6 ngudi dat)
Only some distributors missed their targets

Tat ca nha phan phéi déu khong dat chi tiéu va
déu mét thudng
All the distributors missed their targets

Y ngam: c6 san pham lam & noi khac (chi
nhom nay ban chay)

Some products are made elsewhere

Moi san pham déu lam & Lam Ddong; thong tin
thém
All products are made in Lam Dong
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Tiéu chi Xac dinh Khong xac dinh
Feature Defining Non-defining

Chtrc nang Cho biét ngudi / vat nao Thém thong tin phu
Function Identifies Adds information
Dau phay Khong C6
Commas No Yes
D A
that uQc Khong
Yes No
Bé dai tur tan ngtr Puoc Khong
Omit object pronoun Yes No
Di sau tén riéng Hau nhu khong Thuong xuyén
After a proper noun Almost never Very often
Van phong Moi vén phong Thién vé viét, trang trong
Style All styles Mostly written, formal

LOI HAY GAP / COMMON MISTAKE — Thiéu d4u phiy sau tén riéng: “Lam Phong
Foods which was founded in 2018 is our main rival.” Chi c6 mét Lam Phong Foods, nén
ménh dé khong dung dé xac dinh cong ty nao ma chi thém thong tin — can ddu phiy: “Lam
Phong Foods, which was founded in 2018, is our main rival.”

Missing commas after a proper noun: “Lam Phong Foods which was founded in 2018 is our main
rival.” There is only one Lam Phong Foods, so the clause does not identify which company; it adds
information — commas: “Lam Phong Foods, which was founded in 2018, is our main rival.”

LOI HAY GAP / COMMON MISTAKE — Dung them / it thay cho whom / which sau
luong tir: “We met 40 shop owners, most of them said rent was high.” Day 1a hai ménh dé
doc 1ap ndi bang du phay, sai trong vin viét. Stra: “..., most of whom said rent was high.”
hoac tach cau: “... owners. Most of them said...”

Using them /it instead of whom / which after a quantifier: “We met 40 shop owners, most of them
said rent was high.” This joins two independent clauses with a comma, which is wrong in writing.
Correct: “..., most of whom said rent was high.” or two sentences. “... owners. Most of them
said...”

Vi DU / EXAMPLE — Mot cau bao cdo dung ca hai loai: “Golden Grain, which entered
the market in 2022, is the only brand that sells oat drinks in supermarkets.” — ménh d¢
thir nhat c6 ddu phay (thém thong tin vé mot cong ty di biét), ménh dé thir hai khong co (xac
dinh “thuong hiéu duy nhat nao”).

One report sentence with both types: “Golden Grain, which entered the market in 2022, is the only
brand that sells oat drinks in supermarkets.” — the first clause has commas (extra information about
a known company); the second does not (it identifies “the only brand”).

2.4. Ngir phap 3: Rut gon ménh dé quan hé — Grammar 3: Reduced relative clauses
Bio cdo thi trudng can cAu ngan ma nhiéu thong tin. Ménh dé quan hé co dai tir 1am chi

ngir co thé rat gon: bd dai tr va trg dong tur, gitr lai dang V-ing, V3 (qua khtr phan tr), to
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+V, tinh tir hodic cum gidi tir. Ménh dé c6 dai tir lam tan ngit thi khong rat gon kiéu nay
(chi bo dai tir nhu & muc 2.2).

Market reports need short sentences that carry a lot of information. A relative clause whose
pronoun is the subject can be reduced: drop the pronoun and the auxiliary, and keep the -ing

form, the past participle, to + verb, an adjective or a prepositional phrase. Clauses whose
pronoun is the object cannot be reduced in this way (you can only omit the pronoun, as in 2.2).

Ménh dé day du Dang rit gon
Full clause Reduced form
Chl.l dong - V-ing companies which sell online companies selling online
Active — -ing
i do the data which was collected i .
Bi d(:)ng - V3 . © data WHIE W "™ the data collected in March
Passive — past participle March

Sau the first / last / only / so

sanh nhat — to + V the first brand that launched the first brand to launch oat
After first / last / only / oat milk here milk here

superlatives — to + verb

be + tinh tir the products which are ) )
o . . the products available online
be + adjective available online
+ 161 tU the firms which are in the to
be + cum g?(.n tu: P the firms in the top three
be + prepositional phrase three

Khong xac dinh — cuym
dong vi
Non-defining — appositive

Bach Dang Research, which is ~ Bach Dang Research, a firm
a firm based in Hanoi, ... based in Hanoi, ...

PHAI THUQC / MEMORISE — Ho6i mdt ciu: danh tir tw 1am hay bi 1am? Ty lam — V-
ing (buyers earning over VND 25 million — ngudi mua ty kiém tién). Bi lam — V3
(products made in Vietnam — san pham dugc 1am ra). Dtng sau the first / the last / the
only — to+ V.

Ask one question: does the noun do the action or receive it? Does it — -ing (buyers earning over
VND 25 million). Receives it — past participle (products made in Vietnam). After the first / the last /
the only — to + verb.

So sanh V-ing va V3 dé nhAm — Confusing pairs: -ing and past participle

V-ing (chi dong) V3 (bi dong) Phan biét

-ing (active) Past participle (passive) Difference

S6 liéu tu cho thay / s liéu duoc

the fi howi t .
© igures showing strong the figures shown in Table 2 trinh bay

rowth
& The figures show / are shown
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V-ing (chi dong) V3 (bi djng) Phan biét
-ing (active) Past participle (passive) Difference

Cong ty san xuat / thirc an dugc

a company producing pet pet food produced in san xuat
food Vietnam The company produces / the food is
produced
] Nguoi dung / vi duoc dun
shoppers using e-wallets the e-wallets used most often & & : &

People use / wallets are used

Béo cdao mo ta / thi truong dugc

the report describing the the market described in the mo ta
market report The report describes / the market is
described

LOI HAY GAP / COMMON MISTAKE — Rut gon sai thé: “Most products selling in
this market are made in Thailand.” San phém khong tu ban, n6 dugc ban — “Most
products sold in this market...”. Tuong tu: “the survey carrying out in March” — “the
survey carried out in March”.

Reducing with the wrong voice: “Most products selling in this market are made in Thailand.”
Products do not sell themselves here; they are sold — “Most products sold in this market...”.
Likewise: “the survey carrying out in March” — “the survey carried out in March”.

Vi DU/ EXAMPLE — O trinh d6 B2 can biét thém mot gidi han: V-ing rit gon thuong dién
ta viéc dang dién ra hoc Lip lai, khong dung cho mot hanh dong di xong mét lan trong
qué khtr. Viét “the company which launched the product last year”, khong viét “the
company launching the product last year”. Nhung “buyers living in Hanoi”, “firms selling
online” thi diing vi d6 1a viéc dang dién ra.

At B2 level, note one limit: a reduced -ing clause usually describes something ongoing or repeated,
not a single completed past action. Write “the company which launched the product last year”, not

“the company launching the product last year”. But “buyers living in Hanoi” and “firms selling
online” are correct because the actions are ongoing.

POAN VAN TRUOC VA SAU KHI RUT GON / A PARAGRAPH BEFORE AND
AFTER REDUCING

Before (67 words): Bach Dang Research, which is a firm that is based in Hanoi, interviewed
300 people who live in Hai Phong. Most of the people who were interviewed buy snacks
which are sold in convenience stores. The brand that is the most popular is Lam Phong, which
was the first company that opened a factory in the north. Its snacks, which are priced at VND
15,000, are cheap.

After (46 words): Bach Dang Research, a Hanoi-based firm, interviewed 300 people living
in Hai Phong. Most of the people interviewed buy snacks sold in convenience stores. The
most popular brand is Lam Phong, the first company to open a factory in the north. Its
snacks, priced at VND 15,000, are cheap.
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Dich: Trude: Bach Pang Research, mét cong ty ¢é tru s ¢ Ha Noi, da phong vin 300 nguweoi song o
Hdi Phong. Phan I6n ngueoi dwoc phéng van mua do an vit ban & cira hang tién loi. Thiong hiéu
dwoe wa chudng nhdt la Lam Phong, céng ty dau tién mé nha mdy & mién Bdc. Do dn vt ciia hing,
gid 15.000 dong, kha ré. Sau khi rit gon, doan vin ngan hon khodng 30% ma khéng mdt thong tin.

2.5. Mo ta quy mo, thi ph?m va tang truwéng thi trwomg — Describing market size,
share and growth

Mot doan mo ta thi truong thuong tra 101 ndm cau hoéi theo tha tu: thi truong 16n bao
nhiéu, ting nhanh thé nao, ai chiém bao nhiéu, thi trudng tap trung hay phan manh, xu
hudng sap t6i ra sao. Moi con s6 phai ¢6 nam, don vi va ngudn.

A market description usually answers five questions in order: how big is the market, how fast is
it growing, who holds what share, is it concentrated or fragmented, and what comes next. Every
figure needs a year, a unit and a source.

Chirc nang Cum ciu Mirc trang trong
Function Phrases Formality

Quy md The market is worth / is valued at VND 6,500 E‘;‘;r;g tinh / trang
Si lion. :

= billion Neutral / formal
Quy mod Total sales reached about US$250 million in 2026, 118 tinh
Size Neutral
Tang trudng The market grew at a compound annual growth Trang trong, bao cao
Growth rate (CAGR) of 11.5%. Formal, reports
Téng truong The market is expected to reach VND 9,200 billion  Trang trong
Growth by 2030. Formal
Thi phan Dong Que Soy accounts for / holds 34% of the Trung tinh
Share market. Neutral
Thi phan Imported brands have a combined share of 60%. Trang trong
Share Formal
Cau tric The market is dominated by three players. Trung tinh
Structure Neutral
CAu tric The market is highly fragmented: no brand has Trung tinh
Structure more than 5%. Neutral
Cau trie The top three players control 70% of sales. Trung tinh
Structure Neutral
Ul hang Golden Grain ranks third, behind Siam Almond. LB il
Ranking Neutral

PHAI THUQC / MEMORISE — account for + % (khong c6 “of the market share™): Dong
Que Soy accounts for 34% of the market. Hoac: Dong Que Soy has a 34% share of the
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market / a market share of 34%. percentage point (diém phan trim) khac per cent: thi
phan ting tir 10% 1én 12% 4 ting 2 diém phan trim, tic ting 20%.

account for + % (no “of the market share”): Dong Que Soy accounts for 34% of the market. Or:
Dong Que Soy has a 34% share of the market / a market share of 34%. A percentage point is not a
per cent: a share rising from 10% to 12% is a rise of 2 percentage points, which is a 20% increase.

Téc d ting trwong kép binh quin nim (CAGR) — Compound annual growth rate
(CAGR)

BAo c4o thi truong bang tiéng Anh hau nhu luén dung CAGR. Céng thirc: CAGR = (gia
tri cudi + gid tri ddu) mi (1 = sé ndm) — 1. Vi du: thi trudng ting tir 4.200 ty dong (2022)
1én 6.500 ty dong (2026), tic 4 nam: 6.500 +~ 4.200 = 1,548; 1,548 mi 1/4 = 1,115 —
CAGR khoang 11,5%. Tong mirc ting ca ky 1a 54,8%; chia déu 54,8 + 4 = 13,7% la cach
tinh sai vi b qua tang truong kép.

English market reports almost always use CAGR. Formula: CAGR = (end value + start value) to
the power of (1 ~ number of years) — 1. Example: the market grew from VND 4,200 billion
(2022) to VND 6,500 billion (2026), i.e. 4 years: 6,500 +~ 4,200 = 1.548; 1.548 to the power of
1/4 = 1.115 — a CAGR of about 11.5%. The total rise over the period is 54.8%, dividing it
evenly, 54.8 + 4 = 13.7%, is wrong because it ignores compounding.

Phén sb Twong dwong Vidu
Fraction Equivalent Example

Just over half of the respondents (53%) shop

just over half

almost two thirds

more than a third

just under a quarter

four in ten / one in
five

a clear majority / a
small minority

khoang 51-55%
about 51-55%

khoang 62-66%
about 62—66%

khoang 34-40%
about 34-40%

khoang 22-24%
about 22-24%

40% / 20%

trén 60% / dudi
15%
over 60% / under
15%

online.
Hon mot nira mot chut (53%) nguoi tra loi mua truc
luyéﬁ.

Almost two thirds (64%) worry about charging.
Gan hai phan ba (64%) lo vé viéc sac.

More than a third (36%) would buy online.
Hon mét phan ba (36%) sé mua truec tuyén.

Just under a quarter (23%) prefer imported
models.
Gan mgt phan tw (23%) thich mau nhdp khau.

Four in ten shoppers compare prices online.

Bon trén muwoi nguoi mua so gid truc tuyén.

A clear majority (71%) want healthier snacks.
Pa s6 16 rét (71%) muén do an vat lanh manh hon.

LOI HAY GAP / COMMON MISTAKE — Viét “The market size of Vietnam pet food
is 6,500 billion VND.” Ba 15i: tiéng Anh n6i the Vietnamese pet food market hoic the pet
food market in Vietnam; don vi tién dit trwée sé (VND 6,500 billion); v6i quy mo thi
truong dung is worth / is valued at. Cau dung: “The pet food market in Vietnam is worth
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about VND 6,500 billion.”

Writing “The market size of Vietnam pet food is 6,500 billion VND.” Three problems: English says
the Vietnamese pet food market or the pet food market in Vietnam; the currency comes before the
number (VND 6,500 billion), for market size use is worth /is valued at. Correct: “The pet food
market in Vietnam is worth about VND 6,500 billion.”

2.6. Cung, ciu va cac yéu td tac dong dén cau — Supply, demand and the factors
that affect demand

Khi giai thich vi sao mot thi trudng 16n 1én hay chitng lai, bao céo tiéng Anh tach hai
viéc: cu thay doi thé nao va cai gi 1am né thay d6i (driver). Cac yéu t6 hay gip: thu
nhap kha dung, do thi hoa, gia san pham thay thé, théi quen mua sam truc tuyén, quy
dinh ctia nha nudc.

When explaining why a market grows or slows down, English reports separate two things: how
demand changes and what makes it change (the driver). Common drivers: disposable income,
urbanisation, the price of substitutes, online shopping habits, and government regulation.

Tinh hudng Cum ciu Vi du

Situation Phrases Example

Before Tet, demand outstrips supply and
prices go up.

Cau 16n hon cung

demand outstrips / exceeds
Demand exceeds

supply; there is a shortage of

supply Trude Tét, cau vuot cung va gia tang.
Cung 16n hon cau  there is a surplus of; A surplus of durian pushed prices down by
Supply exceeds oversupply; the market is 30%.
demand flooded with Sau riéng du thira kéo gid giam 30%.
2 . . The main driver of demand is
Yéu to thuc day drive / fuel / boost demand; L
Drivers the main driver of demand is urbanisation.
) Pong luc chinh cua cau la do thi héa.
A High interest rates dampened demand for
Yeéu t6 kim ham dampen / hold back / weaken & P
new cars.
Brakes demand

Lai suat cao lam giam cau xe moi.

Cau tang lai
Demand recovers

Demand picked up in the fourth quarter.

demand picks up / rebounds .
P P Cau tang tro lai trong quy 4.

If prices rise, many buyers switch to soy

Nhay cam gia buyers are price-sensitive; milk.
Price sensitivity switch to a cheaper substitute = Néu gid ting, nhiéu nguoi chuyén sang siva ddu
nanh.

POAN MAU — GIAI THICH CAU / MODEL PARAGRAPH — EXPLAINING
DEMAND

Demand for ready-to-eat meals in Ho Chi Minh City has grown steadily since 2023. The
main driver is the rising number of young professionals who live alone and work long
hours. Higher disposable income has also fuelled demand, especially among office workers
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earning more than VND 20 million a month. However, two factors may hold back growth.
First, many buyers remain price-sensitive and switch to street food, which is still much
cheaper. Second, new food safety rules, which came into force this year, have raised costs
for small producers.

Dich: Cau vé bita an ché bién san ¢ TP.HCM tang déu tir nam 2023. Pong liwec chinh la s6 nguoi tré
di lam séng mét minh va lam viéc nhiéu gio ngay cang ting. Thu nhdp khd dung cao hon ciing thzic
ddy cau, nhat la nhan vién vén phong co thu nhdp trén 20 trleu dong moi thang Tuy nhién, hai yeu 1
c6 thé kim ham tang truwecng. Thir nhdt, nhiéu nguwoi mua van nhay cam vé gia va chuyén sang do dan
dwong phé, von van ré hon nhiéu. Thit hai, cdc quy dinh an toan thiee phdm méi, c6 hiéu lwc tir nam
nay, da lam tang chi phi cho cdc nha san xudt nho.

2.7. Phan tich déi thi, SWOT va PESTEL — Competitor analysis, SWOT and
PESTEL

Phén tich ddi thu so sanh cac doanh nghiép theo cting mot bo tiéu chi: thi phan, gia, kénh
ban, diém manh, diém yéu. SWOT nhin vio m@t doanh nghiép: hai 6 bén trong
(Strengths, Weaknesses) va hai 6 bén ngoai (Opportunities, Threats). PESTEL chi nhin
méi truwdng bén ngoai theo sau nhom yéu 9.

A competitor analysis compares firms on the same set of criteria: share, price, channels,
strengths and weaknesses. A SWOT analysis looks at one firm: two internal boxes (Strengths,

Weaknesses) and two external boxes (Opportunities, Threats). A PESTEL analysis looks only at
the external environment, in six groups of factors.

Bing so sanh d6i thi midu — Model competitor table

Tiéu chi

- Lam Phong Foods Siam Harvest Hat Sen Foods
Criterion

Thi phan d6 an vit lanh

manh 18% 14% 6%
Share of healthy snacks
Xuét xir Trong nudce Nhap tr Thal Lan Trong nudce
Oricin Local Imported from Local

& ocd Thailand ocd
Gid mot goi 40 g VND 15,000 VND 32,000 VND 22,000
Price per 40 g pack

San thuong mai dién

Kénh chinh Ctra hang tién loi ” Siéu thi, truc tuyén

Main channel Convenience stores ) Supermarkets, online
E-commerce platforms

Loi thé canh tranh Gia thap, phu rong Thuong hi¢u manh Ving trong riéng

Competitive advantage Low price, wide reach  Strong brand Own farms
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Chirc nang Cum ciu
Function Phrases
Dinh vi c e .
o X positions itself as a premium / budget brand.
Positioning
Cach canh tranh

i I X competes mainly on price, whereas Y competes on quality.
Basis of competition

Loi thé . e
o1 the X’s main advantage lies in its distribution network.
Advantage
So sanh . . .
] Unlike Lam Phong, Siam Harvest sells mostly online.
Comparison

Nhuge diém

, Where X falls behind is online marketing.
Weak point

Mtic de doa .
: Y the bi t threat t 1 les.
Level of threat poses the biggest threat to our online sales

SWOT: bon 6 va dong tir di kKkm — SWOT: the four boxes and their verbs

Bén trong / bén
ngoai
Internal / external

Ciau miu (Hat Sen Foods)

Model sentence (Hat Sen Foods)

Our main strength is our own farms in Lam Dong,

Strengths (S) Bén trong, t.ic.h cuc wEich give us’ sta‘t‘)le‘ supply. o .
Internal, positive Diém manh chinh la ving trong riéng ¢ Lam Dong, giup
nguon cung on dinh.
We are weak in online sales: only 27% of buyers
Weaknesses Bén trong, ti€u cuc know our brand.
(W) Internal, negative Chiing téi yéu vé ban triec tuyén: chi 27% nguwoi mua biét
thuwong hiéu.
There is an opportunity to reach office workers who
Opportunities Bén ngoai, tich cuc want healthier snacks.
O) External, positive C6 co héi tiép can nhdn vién vin phong muén do an vit
lanh manh hon.
R e The main threat comes from Thai brands cutting
Bén ngoai, tiéu cuc ..
Threats (T) their prices.

External, negative A . A o o . o
Moi de doa chinh deén tir cdac thuwong hiéu Thdi giam gid.

LOI HAY GAP / COMMON MISTAKE — Xép yéu t6 bén ngoai vao 6 Weaknesses:
“Weakness: the government raised the tax on packaging.” Thué do nha nuéc dit ra,
doanh nghiép khong kiém soat dugc — d6 1a Threat. Weaknesses chi gdm nhiing gi bén
trong doanh nghiép (d6i ngii nho, chi phi cao, thwong hiéu yéu).

Putting an external factor under Weaknesses: “Weakness: the government raised the tax on
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packaging.” The firm cannot control a tax, so it is a Threat. Weaknesses are only things inside the
firm (a small team, high costs, a weak brand).

PESTEL: sau nhém yéu t6 bén ngoai — PESTEL: six groups of external factors

Chir Nhom yéu to Vi du cho thi trwong xe may dién

Letter Factor group Example for the e-motorbike market

Political — chinh tri, chinh
P sach
politics, policy

City plans that limit petrol motorbikes in central areas
Ké hoach han ché xe xding ¢ khu trung tam

. ) R o A Rising disposable income; interest rates that affect
Economic — kinh té vi mo .
E instalment loans
the economy L e . .
Thu nhdp kha dung tang, lai sudt anh huong toi vay tra gop
Social — x4 hoi, nhan khau
S hoc

society

Young buyers who care about clean air
Nguwoi mua tré quan tam khong khi sach

Technological — cong ngh¢  Cheaper batteries lasting over 100 km

T
technology Pin ré hon, di dwoc trén 100 km
. At e Air pollution in big cities; flooding that damages
Environmental — moi truong .
E _ batteries
the environment A ~ . i ) R . .
O nhiém khong khi; ngdp lut lam hong pin
L Legal — phap ly Safety standards required for batteries and chargers
the law Tiéu chudn an toan bdt buéc cho pin va sac

PHAI THUQC / MEMORISE — SWOT = Strengths, Weaknesses (bén trong) +
Opportunities, Threats (bén ngoai). PESTEL = Political, Economic, Social, Technological,
Environmental, Legal — ca sau déu 12 yéu t5 bén ngoai. Meo: PESTEL cung cip nguyén
liéu cho hai 6 O va T cia SWOT.

SWOT = Strengths, Weaknesses (internal) + Opportunities, Threats (external). PESTEL = Political,
Economic, Social, Technological, Environmental, Legal — all six are external factors. Tip: PESTEL
provides the raw material for the O and T boxes of a SWOT.

2.8. Bao cao nghién ciru thi trwong va email gidi thi¢u thi troeong — Market

research reports and market overview emails

B4o c4o nghién ciru thi truong ngin (2—3 trang) c6 nam phan ¢ dinh. Mdi phan mé bang
ciu néu ¥ chinh, sau d6 méi dén s6 liéu. Phan Findings chi trinh bay diéu da tim thiy; y
kién va dé xuat dé ¢ phan cubi.

A short market research report (2—3 pages) has five fixed sections. Each section opens with a

sentence that states the main point, and the figures come after it. The Findings section presents
only what was found; opinions and recommendations go in the final section.
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Phin Noi dung Ciu mé miu
Section Content Model opening

Muc dich nghién clru This report examines demand for...

1. Purpose
P Aim of the research among...

Péi tugng, ¢d mau, thoi gian,
2. Method cach lam

Who, sample size, when, how

The survey was carried out among 400
office workers between... and...

Két qua theo ting ¥, c6 sd

e lié : .

3. Findings 1eu _ . . The main findings are as follows.
Results point by point, with
figures

. So sanh di thu The segment is led by..., which

4. Competitors _ , & Y
Competitor comparison holds...

5. Conclusions and Két luan, dé xut Based on these findings, we

recommendations Conclusions, proposals recommend that. ..

BAO CAO MAU — NGHIEN CU'U THI TRUONG / MODEL REPORT — MARKET
RESEARCH

Demand for healthy snacks among office workers in Ho Chi Minh City

Prepared by: Ngo Thanh Truc, Market Analyst, Hat Sen Foods JSC

Date: 22 March 2027

1. Purpose
This report examines demand for healthy snacks among office workers in Ho Chi Minh City
and compares the brands that compete in this segment.

2. Method

An online survey was carried out among 400 office workers aged 22 to 45 between 1 and 12
March 2027. Two focus groups, each of which had eight participants, were held on 15
March.

3. Findings

Snacking is frequent: almost two thirds of respondents (62%) buy snacks at least three times a
week. A clear majority (71%) would choose a healthier snack if the price were similar. Price
remains the main factor for just under half (45%), which suggests that the segment is price-
sensitive. More than a third (38%) buy snacks online, mainly through apps offering delivery
within 30 minutes. However, only just over a quarter (27%) could name a local healthy
snack brand.

4. Competitors

The segment is led by Lam Phong Foods, which holds 18% and sells mainly through
convenience stores. Siam Harvest, a Thai brand popular on e-commerce platforms, holds
14%. Hat Sen has a 6% share.
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5. Conclusions and recommendations

Demand is strong, but brand awareness is low. Based on these findings, we recommend that
Hat Sen (1) launch a 25-gram pack priced below VND 15,000, and (2) partner with delivery
apps that serve office districts.

Dich: Nhu cau do an vat lanh manh ciia nhan vién van phong tai TP.HCM. Nguwoi lap: Ng6 Thanh
Triic, chuyén vién phan tich thi truong, Céng ty CP Thurc pham Hat Sen. Ngay 22/3/2027. 1. Muc
dich: xem xét nhu cau do an vat lanh manh ciia nhan vién van phong tai TP.HCM va so sanh cdac
thwong hiéu canh tranh trong phdn khiic. 2. Phicong phdp: khdo sdt triee tuyén 400 nhan vién vin
phong 2245 tuéi tir I dén 12/3/2027; hai nhém thao lugn, méi nhém tam nguoi, ngay 15/3. 3. Két
qud: gan hai phan ba (62%) mua do an vat it nhat ba lan méi tuan; da so ré rét (71%) sé chon do dn
lanh manh hon néu gia twong dwong; gid van la yéu t6 chinh véi gan mét nira (45%), cho thay phan
khiic nhay cam vé gid; hon mét phan ba (38%) mua triec tuyén, chii yéu qua vng dung giao trong 30
phiit; chi hon mét phan t (27%) ké dwoc tén mot thwong hiéu do an vat lanh manh trong nudc. 4. Poi
thii: dan dau la Lam Phong Foods véi 18%, ban chii yéu qua cira hang tién loi; Siam Harvest, thiong
hiéu Thai Lan ban chay trén san thwong mai dién tik, chiém 14%, Hat Sen chiém 6%. 5. Két ludn va
dé xudt: cau manh nhung mirc g nhdn biét thwong hiéu thdp, dé xudt Hat Sen (1) ra géi 25 gam gid
dudi 15.000 dong, (2) hop tic véi cdc vng dung giao hang phuc vu khu vian phong.

Vi DU/ EXAMPLE — Trong phan dé xuit, sau recommend that dong tir dé nguyén méu
khéng chia (launch, partner), ké ca khi chu ngit 1 ngdi tht ba sb it: “we recommend that
Hat Sen launch...” (khong viét “launches™). P4y 13 vin phong trang trong ctia bao céo; cach
ndi trung tinh 1a “we recommend launching...”.

In the recommendations, after recommend that the verb stays in the base form (launch, partner), even
with a third-person singular subject: “we recommend that Hat Sen launch...” (not “launches”). This
is formal report style; the neutral alternative is “we recommend launching...”.

LOI HAY GAP / COMMON MISTAKE — Tron ¥ kién vao phan Findings: “71% want

healthier snacks, so we must launch a new product now.” Findings chi néu diéu khao sat
cho thdy, c6 thé dung suggest / indicate dé dién giai nhe: “71% would choose a healthier

snack, which suggests strong potential demand.” D& xut hanh dong dwa xudng phan

Recommendations.

Mixing opinions into the Findings: “71% want healthier snacks, so we must launch a new product
now.” Findings state only what the survey shows, you may interpret gently with suggest / indicate:
“71% would choose a healthier snack, which suggests strong potential demand.” Put actions in the
Recommendations.

Email gi6i thiéu thi trwong cho i tic — An email describing the market to a partner
EMAIL MAU — TRA LOI POI TAC UC / MODEL EMAIL — REPLY TO AN

AUSTRALIAN PARTNER
Subject: Healthy snack market in Ho Chi Minh City — summary of our research

Dear Ms Harris,
Thank you for your email of 26 March, in which you asked about demand for macadamia
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snacks in Vietnam. I have attached our latest research report, which covers office workers in
Ho Chi Minh City.

In short, the segment is growing, but it is price-sensitive. A clear majority of the people we
surveyed (71%) would choose a healthier snack if the price were similar. However, only 27%
could name a local brand, which means there is still room for a new product.

Two brands lead the segment: Lam Phong Foods, whose snacks sell for about VND 15,000 a
pack, and Siam Harvest, an importer from Thailand selling mainly online. Macadamia
snacks priced at around VND 25,000 would compete in the premium part of the market,
where Siam Harvest is currently the only strong player.

I would be happy to talk you through the figures. Would a call on Wednesday 14 April at
10.00 am Vietnam time (1.00 pm in Brisbane) suit you?

Kind regards,

Pham Quoc Huy (Mr)
Head of Purchasing, Hat Sen Foods JSC
Tel: +84 28 3822 4617

Dich: Tiéu dé: Thi truong do an vat lanh manh tai TP.HCM — tém tat nghién ciru. Kinh giri ba
Harris, Cam on email ngay 26/3 ciia ba, trong dé ba héi vé nhu cau do an vt tir hat méc-ca & Viét
Nam. Téi giri kém bdo céo nghién cieu méi nhdt ciia chiing téi vé nhan vién van phong tai TP.HCM.
Tom lai, phén khiic nay dang tang truéng nhung nhay cam vé gid. Pa sé ré rét nhitng nguwoi ching téi
khao sat (71%) sé chon do an vat lanh manh hon néu gia twong dwong. Tuy nhién, chi 27% ké diroc
tén mot thwong hiéu trong nwée, nghia la van con ché cho san pham méi. Hai thwong hiéu dan dau:
Lam Phong Foods, c¢é san pham gia khoang 15.000 dong mot g6i, va Siam Harvest, nha nhép khdu tir
Thai Lan ban chii yéu triec tuyén. Do dn vit mdc-ca gid khodng 25.000 dong sé canh tranh ¢ phan cao
cap ciia thi truong, noi hién chi ¢é Siam Harvest la doi thi manh. Téi san long trao doi chi tiét s6
liéu. Ba co thé goi dién vao 10 gio sang thir Tu 14/4 gic Viét Nam (1 gio chiéu gio Brisbane) khong?
Tran trong, Pham Quéc Huy, Trucng phong Mua hang, Céng ty CP Thye pham Hat Sen.

Vi DU/ EXAMPLE — Pém ménh dé quan hé trong email trén: in which, which, (that) we
surveyed, which, whose, selling, priced, where — tam ménh d¢, du ca ba loai (x4c dinh,
khong xéac dinh, rat gon). Email van d& doc vi mdi cau chi c6 ti da hai ménh dé quan hé.
Count the relative clauses in the email above: in which, which, (that) we surveyed, which, whose,
selling, priced, where — eight clauses covering all three types (defining, non-defining, reduced). The

email is still easy to read because no sentence has more than two relative clauses.
2.9. Bai doc: Thi truwong thirc an thu cung ¢ do thi Viét Nam — Reading: The
pet food market in Vietnam’s cities

BAI PQC / READING
Feeding the city’s newest family members
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Ten years ago, few apartment owners in Ho Chi Minh City or Hanoi bought packaged food
for their pets. Most dogs and cats ate leftover rice and fish. Today, the picture is very
different. According to Bach Dang Research, a firm which tracks consumer goods in
Southeast Asia, the urban pet food market grew from VND 4,200 billion in 2022 to about
VND 6,500 billion in 2026. That is a compound annual growth rate of about 11.5%.

Several factors are driving this demand. The first is urbanisation: young professionals who
move to the cities often live alone and treat a cat or a small dog as a member of the family.
The second is rising disposable income. Pet owners earning more than VND 25 million a
month spend, on average, three times as much on pet food as owners earning less than VND
10 million. The third is online shopping, which has made imported brands available in smaller
towns as well.

However, the market is far from simple. Imported brands, most of which come from
Thailand, Australia and the United States, still hold about 60% of the market by value. Buyers
see them as safe and high in quality, but their prices are high and depend on the exchange
rate. Local producers, whose products are often 30—40% cheaper, are strong in traditional pet
shops but weak online. The market is also fragmented: apart from the top three companies, no
brand has a share of more than 5%.

For a new entrant, the financial barriers to entry are not high. A small factory can be set up
for less than VND 20 billion, and several contract manufacturers in the south produce food
for other brands. The real challenge is trust. In a focus group organised by Bach Dang
Research, owners said they would rather pay more than risk their pet’s health. One
participant, who has two cats, explained: “I read the label carefully. If I don’t know the
company, [ won’t buy it, even at half the price.”

Bach Dang Research expects growth to slow to about 9% a year as the market in the two
largest cities becomes more mature. The firm believes the next opportunity lies in cities such
as Da Nang, Can Tho and Hai Phong, where pet ownership is rising fast but specialist shops
are still rare. Companies that can build a trusted brand at a mid-range price, the report
concludes, will be the winners of the next five years.

Dich: Nuéi nhitng thanh vién méi nhat ciia gia dinh thanh thi. Muoi nam trude, it nguoi song ¢ chung
cw tai TP.HCM hay Ha Néi mua thire an déng goi cho thii cung; phan 1ém ché méo an com va cad
thira. Nay birc tranh da khdc han. Theo Bach Pang Research, mét cong ty theo déi hang tiéu diing &
Péng Nam A, thi trwong thire dn thii cung ¢ do thi tang tir 4.200 ty dong nam 2022 lén khodng 6.500
ty dong nam 2026, tirc toc do tang trieong kép binh qudn khodang 11,5% moi nam. Nhiéu yéu t6 thiic
ddy cau. Thit nhdt la do thi héa: nguwoi tré di lam chuyén 1én thanh phé thwong song mot minh va coi
meo hay cho nho la thanh vién gia dinh. Thur hai la thu nhdp kha dung tang: nguoi nudi thi cung co
thu nhdp trén 25 triéu dong moi thang chi cho thirc an thii cung trung binh gap ba lan ngieoi ¢é thu
nhdp diwedi 10 triéu. Thir ba la mua sam truc tuyén, giip hang nhdp khau cé mdt ca ¢ cdc thi tran nho.
Tuy nhién, thi triong khéng hé don gian. Thiong hiéu nhdp khau, phan I6m tir Thai Lan, Uc va My,
van chiém khodang 60% gid tri thi truong. Nguwoi mua coi ching la an toan, chdt hrong cao, nhung gid
cao va phu thugc 1y gid. Nha san xudt trong miede, c6 san pham thuwong ré hon 30—-40%, manh ¢ cira
hang thii cung truyén thong nhung yéu trén mang. Thi truong ciing phdan manh: ngodi ba cong ty
dirng dau, khong thwong hiéu ndo chiém qud 5%. Véi doanh nghiép méi, rao can tai chinh khong cao:
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mét nha mdy nhé cé thé dung véi dwdi 20 ty dong, va nhiéu nha san xudt gia céng ¢ phia Nam lam
hang cho thwong hiéu khac. Thach thire that sw la long tin. Trong mot nhom thdo lugn do Bach Bc%ng
Research té chire, ngudi nudi néi ho tha tra nhiéu hon con hon liéu véi sirc khoe thii cung. Mot nguwoi
nuéi hai con méo néi: “Téi doc nhan rat ky. Khong biét cong ty thi t6i khéng mua, ké cd bang nira
gid.” Bach Ddng Research dir bao tiang truong sé chdm lai con khodng 9% maéi nam khi thi trwong ¢
hai thanh phé 16m nhdt truéng thanh hon. Céng ty cho rang co hoi tiép theo nam 6 cdc thanh phé nhi
Pa Nang, Can Tho, Hai Phong, noi s6 nguoi nudi thii cung tang nhanh nhing cira hang chuyén biét
con hiém. Bdo cdo két ludn: doanh nghiép nao xdy dwoc thwong hiéu ddng tin ¢ mirc gid trung binh sé
thang trong nam ndam t6i. (Moi cong ty va s6 liéu trong bai la hir cdu.)

Cau héi doc hiéu va dap an — Comprehension questions and answers

1. Thi truong thic an thua cung ¢ do thi dat quy mo6 bao nhi€éu nam 2026? — Pap an:
Khoang 6.500 ty dong.

How big was the urban pet food market in 2026? — Answer: About VND 6,500 billion.

2. (Suy luan) Vi sao gia hang nhap khau c6 thé thay doi du nha san xut khong d6i gia?
— Pap an: Vi gia phu thudc ty gia: dong Viét Nam yéu di thi gia ban ¢ Viét Nam
tang.

(Inference) Why might the price of imported brands change even if the producers do not
change their prices? — Answer: Because their prices depend on the exchange rate: if the
dong weakens, the price in Vietnam rises.

3. (Tu vung theo ngtr canh) Tt “fragmented” & doan 3 nghia 1a gi? Cau nao trong bai
giai thich n6? — Pap an: Phan manh, c6 nhiéu doanh nghiép nho: ngoai ba cong ty
dau, khong thuong hiéu nao chiém qua 5%.

(Vocabulary in context) What does ‘“‘fragmented” mean in paragraph 3? Which words
explain it? — Answer: Divided among many small firms: apart from the top three, no brand
has more than 5%.

4. Theo bai, rao can 16n nhat v6i doanh nghiép mai 1 gi? — Pap an: Long tin cia
ngudi mua, khong phai tién dau tu.

According to the text, what is the biggest barrier for a new entrant? — Answer: Buyers’
trust, not the cost of investment.

5. Plng, sai hay khong c6 thong tin: “Nha san xuat trong nude ban truc tuyén nhiéu hon
thuong hiéu nhap khau.” — Pap 4n: Sai: bai noi nha san xuat trong nudc yéu trén
mang.

True, false or not given: “Local producers sell more online than imported brands.” —
Answer: False: the text says local producers are weak online.

6. Plng, sai hay khong c6 thong tin: “Bach Pang Research ¢ van phong & Pa Nang.”
— DPap an: Khong c6 thong tin: bai chi néi Pa Ning 1a noi c6 co hoi.
True, false or not given: “Bach Dang Research has an office in Da Nang.” — Answer: Not
given: the text only says Da Nang offers an opportunity.

7. (Suy luan) Vi sao Bach Pang Research nghi co hoi nim ¢ Pa Nang, Can Tho, Hai
Phong chir khong & TP.HCM, Ha No6i? — Pap 4n: Hai thanh phé 16n dang truéng
thanh, ting cham lai; ba thanh phd kia c6 ciu ting nhanh ma cung (ctra hang chuyén
biét) con it — thi truong chua dugc khai thac.

(Inference) Why does Bach Dang Research see the opportunity in Da Nang, Can Tho and
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Hai Phong rather than in Ho Chi Minh City and Hanoi? — Answer: The two largest cities
are becoming mature and growth is slowing; the other three have fast-rising demand but
little supply (few specialist shops) — an untapped market.

Vi DU/ EXAMPLE — Bai doc ding du cac loai ménh dé quan hé ciia chuong: a firm
which tracks (xac dinh), online shopping, which has made (khong xac dinh, thay cho danh
tir), most of which, whose products (khong xac dinh), owners earning (rat gon chu dong), a
focus group organised by (rGt gon bi dong), cities..., where (noi chon). Gach chan ching
khi doc lai dé on.

The reading uses every type of relative clause in this chapter: a firm which tracks (defining), online
shopping, which has made (non-defining), most of which, whose products (non-defining), owners
earning (reduced, active), a focus group organised by (reduced, passive), cities..., where (place).
Underline them when you reread the text.

2.10. Mudi 16i nguoi Viét hay mic khi viét vé thi trudng — Ten mistakes

Vietnamese writers often make when writing about markets

Sai Ly do

Wrong Reason

the demand of customers demand for + tht duge cau

customer demand for pet food .
p “demand for” + the thing wanted

about pet food

Tén riéng — ménh dé khong xac

Lam Phong which was
founded in 2018 is...

Siam Harvest, that sells
online, ...

the report which I sent it
yesterday

the products selling in
supermarkets

40 shops, most of them are
small

accounts for 30% market
share

6,500 billion VND

economical factors (PESTEL)

do a market research

Lam Phong, which was
founded in 2018, is...

Siam Harvest, which sells
online, ...

the report (which) I sent
yesterday

the products sold in
supermarkets

40 shops, most of which are
small

accounts for 30% of the
market

VND 6,500 billion

economic factors

carry out market research

dinh, c6 dau phéy

Proper noun — commas

Sau d4u phay khong dung that

No “that” after a comma

Khong lap tan ngir
Do not repeat the object

San pham duoc ban — V3

Passive meaning — past participle

Luong tir + of which / whom
Quantifier + of which / whom

account for + % + of
account for + % + of

DPon vi tién t§ dliing trudc so
Currency code before the number

economic = thudc kinh t&

’

economic” = of the economy

research khong dém dugc; dong

tir carry out / conduct
Uncountable, carry out / conduct
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LOI HAY GAP / COMMON MISTAKE — Dung increase / decrease khi noi thi phan
thay d6i theo diém phan trim: “Our share increased 2%.” Cau nay mo ho: ting 2 diém
(10% — 12%) hay tang 2% (10% — 10,2%)? Viét r5: “Our share rose by two percentage
points, from 10% to 12%.”

Using increase / decrease with shares without saying what kind of change: “Our share increased
2%.” This is unclear: two points (10% — 12%) or 2% (10% — 10.2%)? Write: “Our share rose by
two percentage points, from 10% to 12%.”

LOI HAY GAP / COMMON MISTAKE — Viét “Vietnam market” hoic “the market of
Vietnam” cho “thi truong Viét Nam”. Tiéng Anh dung tinh tir qudc tich hodc gidi tir in: the
Vietnamese market, the market in Vietnam, the Vietnamese pet food market.

Writing “Vietnam market” or “the market of Vietnam”. English uses the nationality adjective or the
preposition “in’’: the Vietnamese market, the market in Vietnam, the Vietnamese pet food market.

PHAI THUQC / MEMORISE — Kiém tra nim diém trudc khi giri mot doan mé ta thi
truong: s6 liéu ¢6 nim, don vi, ngudn — CAGR di tinh lai — tén riéng + ménh dé cé diu
phiy — V-ing hay V3 diing thé — demand for, account for... of, VND ditng truéc so.
Check five points before you send a market description: figures have a year, unit and source —
CAGR recalculated — proper noun + clause has commas — -ing or past participle in the right voice
— demand for, account for... of, VND before the number.

2.11. Bai tap van dung co 101 gidi — Applied exercises with solutions

Bai 1. Email gi6i thi¢u thi trudong cho d6i tic Plrc — Exercise 1. An email describing the
market to a German partner

Thuo Hai 15/3/2027, 6ng Jonas Becker, Gidm ddc xuit khau cua Hafer Nord GmbH
(Hamburg, Ptic; san xuit d6 uéng yén mach), giri email hoi chi Pang Thu Phuong, Giam
dbc phat trién kinh doanh cta Céng ty CP Thuc pham Lua Viét (Can Tho), vé thi trudng
stta thyce vat & Viét Nam. Sé liéu ndi bo cua Lua Viét: quy mo thi truong 1.800 ty déng
nam 2023, khoang 2.600 ty dong nam 2026; Dong Que Soy (sita dau nanh, trong nudc)
34%, Siam Almond (nhép tir Thai Lan) 21%, Golden Grain 15%, hon 20 thuong hiéu nhd
chia nhau 30%, khong thwong hiéu nao quéa 4%; d6 udng yén mach chiém duéi 5% doanh
sO; khach hang nhay cam vé gia. Viét email tra 151 180—230 tir, dé nghi goi dién trudc thir
Sau 19/3. Dung it nhat bon ménh dé quan hé.

On Monday 15 March 2027, Mr Jonas Becker, Export Manager of Hafer Nord GmbH
(Hamburg, Germany; a producer of oat drinks), emails Ms Dang Thu Phuong, Business
Development Manager of Lua Viet Foods JSC (Can Tho), to ask about the plant-based milk
market in Vietnam. Lua Viet's internal data: market size VND 1,800 billion in 2023, about VND
2,600 billion in 2026, Dong Que Soy (soy milk, local) 34%, Siam Almond (imported from
Thailand) 21%, Golden Grain 15%, more than 20 small brands share 30%, none above 4%, oat
drinks under 5% of sales; customers are price-sensitive. Write a reply of 180-230 words and
suggest a call before Friday 19 March. Use at least four relative clauses.

1. Tinh tc d6 ting truong trude khi viét: tir 1.800 1én 2.600 ty trong 3 nam la ting 44%,
tdc d6 tang truong kép binh quan nam khoang 13% (1,4444 mii 1/3 = 1,130). Khong
viét “ting 44% mdi nam”.
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Work out the growth rate first: from 1,800 to 2,600 billion in three years is a 44% rise, a
compound annual growth rate of about 13% (1.4444 to the power of 1/3 = 1.130). Do not
write “44% a year”.

. Cau m¢ dan lai thu ciia 6ng Becker bang ménh dé khong xac dinh c6 gidi tir: “Thank
you for your email of 15 March, in which you asked about...”.

Open by referring to Mr Becker’s email with a non-defining clause and a preposition:
“Thank you for your email of 15 March, in which you asked about...”.

. Poan 1: quy mo va tang truong; doan 2: cAu trac thi truong (ba thuong hiéu dan dau,
phan con lai phan manh, dung “none of which”); doan 3: co hoi cho dd udng yén
mach va rao can gia.

Paragraph 1: size and growth, paragraph 2: market structure (three leading brands, a
fragmented remainder, using “none of which”),; paragraph 3: the opportunity for oat drinks
and the price barrier.

. Tén cong ty 1a danh tir riéng, d4 xac dinh: ménh dé theo sau phai c6 dau phay va dung
which: “Dong Que Soy, which sells mainly soy milk, ...”. Dung cum dong vi rat gon:
“Siam Almond, an importer from Thailand, ...”.

Company names are proper nouns and already identified, so the clause needs commas and
“which”: “Dong Que Soy, which sells mainly soy milk, ...”. Use a reduced appositive:
“Siam Almond, an importer from Thailand, ...".

. Két thu: dé nghi cu thé c6 ngay (thr Sau 19/3/2027 — da ddi chiéu lich), 16i chao
cubi, chir ky di.

Close with a specific request and date (Friday 19 March 2027 — checked against the
calendar), a sign-off and a full signature.

. Bai mau hoan chinh (222 tir, ké ca tiéu dé va chit ky). Dich ¥: cam on thu ngay 15/3;
thi truong dat khoang 2.600 ty ddng ndm 2026, ting trudng binh quan khoang
13%/nam; ba thuong hiéu chi phdi; yén mach con 1a thi truong ngach, 14 co hoi chua
khai thac; rao can chinh la gi4; dé nghi goi dién trudc thar Sau 19/3.

Subject: Plant-based milk market in Vietnam — overview / Dear Mr Becker, / Thank you for
your email of 15 March, in which you asked about the market for plant-based milk in
Vietnam. Here is a short overview based on our own research. / The market, which was
worth about VND 1,800 billion in 2023, reached around VND 2,600 billion in 2026. This is
a compound annual growth rate of about 13%. Most of the demand comes from young urban
consumers who see plant-based drinks as a healthier choice. / The market is dominated by
three brands. Dong Que Soy, which sells mainly soy milk, is the market leader with a 34%
share. Siam Almond, an importer from Thailand, holds 21%, and Golden Grain holds 15%.
The remaining 30% is shared by more than twenty small brands, none of which has more
than 4%. / Oat drinks are still a niche product, accounting for less than 5% of sales. In our
view, this is an untapped opportunity for a brand that can offer good quality at a mid-range
price. The main barrier is price: most customers we spoke to are price-sensitive and
compare oat drinks with soy milk. / I would be happy to discuss this further. Could we
arrange a call before Friday 19 March? / Kind regards, / Dang Thu Phuong (Ms) / Business
Development Manager, Lua Viet Foods JSC
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Bai 2. Viét phan Két qua ctia bao cao khao sat — Exercise 2. Writing the Findings
section of a survey report

Anh Bui Pire Long, chuyén vién phan tich ctia Cong ty CP Xe dién Song Hong, khao sat
500 ngudi truong thanh séng & Ha Noi tir 1 dén 12/3/2027 vé nhu cau xe may dién. Két
qua: 58% (290 ngudi) dinh mua xe may dién trong hai nam t6i, phan 16n dudi 35 tudi;
64% (320 ngudi) cho rang thiéu tram sac 13 Iy do chinh chwa mua, nhat 13 ngudi & chung
cu; 41% (205 nguoi) sdn sang tra trén 25 triéu dong; 23% (115 nguoi) thich xe nhap
khau; 36% (180 ngudi) can nhic mua truc tuyén. Viét muc “3. Findings” 150-200 tur:
dung cach dién dat ty 1& bang phan s va it nhit ba ménh d& quan hé (c6 mot ménh dé rat
gon).

Mr Bui Duc Long, an analyst at Song Hong E-Mobility JSC, surveyed 500 adults living in Hanoi
from 1 to 12 March 2027 about demand for electric motorbikes. Results: 58% (290 people) plan
to buy an electric motorbike in the next two years, mostly people under 35; 64% (320) say the
lack of charging stations is the main reason they have not bought one, especially apartment
residents;, 41% (205) are willing to pay over VND 25 million; 23% (115) prefer imported
models; 36% (180) would consider buying online. Write section “3. Findings” in 150-200

words, using fractions to describe percentages and at least three relative clauses (one of them
reduced).

1. Cau mo néu d6i twgng, c& mau va thdi gian bang bi dong va ménh dé rat gon: “The
survey was carried out among 500 adults living in Hanoi...”.
The opening sentence gives the respondents, sample size and dates, using the passive and a

’

reduced clause: “The survey was carried out among 500 adults living in Hanoi...”.

2. Chuyén s phan trim thanh phan s6 cho dé doc, kém s trong ngodc: 58% — “more
than half”; 64% — “almost two thirds”; 41% — “just over four in ten”; 23% —
“fewer than a quarter”; 36% — “more than a third”.

Turn percentages into fractions for easier reading, with the figure in brackets: 58% —
“more than half”; 64% — “almost two thirds”; 41% — “jjust over four in ten”; 23% —
“fewer than a quarter”’; 36% — “more than a third”.

3. Mdi phat hién mét doan ngén, mé bﬁng tur chi tha tu (First, Second, Third, Finally) va
cau cha dé néu y chinh trude, sb liéu sau.

One short paragraph per finding, starting with a sequencer (First, Second, Third, Finally)
and a topic sentence that states the point before the figures.

4. Ding ménh dé quan hé dé bd sung chi tiét ma khong viét cau mai: “those who plan to
buy”, “apartment buildings, where private parking is limited”, ..., which suggests
that...”.

Use relative clauses to add details without starting new sentences: “those who plan to buy”,

“apartment buildings, where private parking is limited”, “..., which suggests that...".

5. Bai mau hoan chinh (165 tir). Dich y: khao sat 500 ngudi & Ha Noi; hon mot nira dinh
mua trong hai nam; gén hai phﬁn ba lo thiéu tram sac, nhit 1a nguoi ¢ chung cu; hon
bdn phan mudi sin sang tra trén 25 triéu dong; dudi mot phan tu thich xe nhap; hon
mot phan ba cin nhac mua tryc tuyén.

3. Findings / The survey was carried out among 500 adults living in Hanoi between 1 and 12
March 2027. The main findings are as follows. / First, demand for electric motorbikes is

Tai liéu nay dugc bién soan boi doi ngii ciia website: https://globalmarket.vin
Trang 75



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

strong. More than half of the respondents (58%) said they plan to buy one within the next
two years. Most of those who plan to buy are under 35. / Second, the biggest concern is
charging. Almost two thirds of respondents (64%) named the lack of charging stations as the
main reason why they have not bought one yet. This was especially true for people in
apartment buildings, where private parking is limited. / Third, price remains important. Just
over four in ten respondents (41%) are willing to pay more than VND 25 million, which
suggests that the mid-range segment has room to grow. / Finally, local brands are trusted.
Fewer than a quarter (23%) prefer imported models, and more than a third (36%) would
consider buying online, mainly from sellers offering home delivery and free servicing.

2.12. Bai tap viét va dan y tra loi — Writing tasks and answer outlines

Ciu 1. Viét doan vin 150-180 tir mé ta thi truwong chudi ca phé & Pa Ning theo s6
liéu sau: quy mé khozing 1.200 ty dong niim 2026, ting khoang 8%/nim; chudi Bién
Xanh 22%, chudi Hat Nau 15%, chudi Phé C6 9%; hon 300 quan ddc lap chia nhau
phin con lai. Ding it nhat ba ménh dé quan hé, trong d6 c6 mot ménh dé khong xac
dinh.

Question 1. Write a paragraph of 150—180 words describing the coffee chain market in Da
Nang, using these figures: about VND 1,200 billion in 2026, growing by about 8% a year, Bien
Xanh chain 22%, Hat Nau chain 15%, Pho Co chain 9%, more than 300 independent cafés
share the rest. Use at least three relative clauses, including one non-defining clause.

« Cau chii d néu quy md va ting truong.
“The coffee chain market in Da Nang, which was worth about VND 1,200 billion in 2026, is
growing by around 8% a year.”

« Tinh phan con lai trude khi viét: 100 —22 — 15 — 9 = 54%.
“The three largest chains together hold 46% of the market, while the remaining 54% is
shared by more than 300 independent cafés.”

« Gi6i thiéu doanh nghiép din dau bang ménh dé khong xac dinh.
“Bien Xanh, which opened its first shop near the beach in 2019, is the market leader with a
22% share.”

« M6 ta tinh phan méanh bang luong tir + of which.
“The market is highly fragmented: most of the independent cafés, many of which are family
businesses, have fewer than ten tables.”

- Két béng nhan dinh vé cau, dung ménh dé rat gon.
“Demand is driven mainly by tourists and young office workers looking for places to meet
and work.”

Ciu 2. Viét doan tom tit SWOT 150200 tir cho Cong ty TNHH My phiam Sen
Hong, mét thwong hi¢u my phim thién nhién & TP.HCM mudn ban tryc tuyén trén
toan quoc. Goi y: diém manh — nguyén li¢u trong nuwéc, gia thip hon hang Han
Quoc khoing 30%; diém yéu — it ngudi biét thwong hiéu, ddi ngii ban hang truc
tuyén nhé; co hgi — ngwdi mua tré quan tim san pham thién nhién; de doa —
thwong hi¢u nhip khiu giam gia, quy dinh ghi nhin chit hon.

Question 2. Write a SWOT summary of 150—200 words for Sen Hong Cosmetics Co., Ltd, a
natural cosmetics brand in Ho Chi Minh City that wants to sell online nationwide. Notes:
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strengths — local ingredients, prices about 30% lower than Korean products; weaknesses — low
brand awareness, a small online sales team; opportunities — young buyers who care about
natural products, threats — imported brands cutting prices, stricter labelling rules.

* Cau mé néu muc dich doan van.
“This summary sets out the main strengths, weaknesses, opportunities and threats that Sen
Hong faces as it moves into online sales.”

* Diém manh: ndi b, tich cuc.
“Our biggest strength is our use of local ingredients, which allows us to price our products
about 30% below Korean brands.”

* Piém yéu: noi bo, ti€u cuc.
“However, few customers outside Ho Chi Minh City know the brand, and our online team,
which has only four people, cannot handle a national campaign.”

* Co hoi: bén ngoai, tich cuc.
“There is a clear opportunity among young buyers who prefer natural products and compare
prices online.”

* Pe doa: bén ngoai, ti€u cuc.
“The main threats are imported brands cutting their prices and stricter labelling rules, which
may raise our costs.”

« Két ludn mot cau.
“Overall, Sen Hong should invest in brand awareness before it expands its product range.’

’

Ciu 3. Ba Choi Min-ji, nha dau tw ¢ Seoul (Han Qudc), hoi Cong ty CP Thye pham
Hat Sen vé hai @6i thii chinh trong nganh dé &n vit 1anh manh. Ban 1a Ngoé Thanh
Tric, chuyén vién phan tich thi trudong. Viét email 150—200 tir so sanh Lam Phong
Foods (trong nuéc, 18% thi phan, ban qua cira hang tién loi, gia thip) va Siam
Harvest (nhap tir Thai Lan, 14%, manh trén san thwong mai dién tit, gia cao) va
néu lgi thé canh tranh ciia Hat Sen (ving trong riéng & Lam Pong).
Question 3. Ms Choi Min-ji, an investor in Seoul (South Korea), asks Hat Sen Foods JSC about
its two main rivals in the healthy snack sector. You are Ngo Thanh Truc, a market analyst. Write
an email of 150-200 words comparing Lam Phong Foods (local, 18% share, sells through
convenience stores, low prices) and Siam Harvest (imported from Thailand, 14%, strong on e-
commerce platforms, high prices), and state Hat Sen’s competitive advantage (its own farms in
Lam Dong).
* Lo1 chao: Choi 1a ho cta nguoi Han, ding trudc.
“Dear Ms Choi,”
« Cau mo dan lai cAu hoi béing ménh dé quan hé.
“Thank you for your question about the two companies that compete most directly with us.’

’

« Péi thu 1: ménh dé khong xac dinh + sd liéu.
“Lam Phong Foods, which holds 18% of the healthy snack market, sells mainly through

’

convenience stores and competes on price.’

* Pbi thu 2: cum df)ng vi rat gon.
“Siam Harvest, an importer from Thailand with a 14% share, is strong on e-commerce
platforms but charges premium prices.”
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« Loi thé canh tranh cua Hat Sen.
“Our competitive advantage lies in our own farms in Lam Dong, which give us stable supply
and lower costs.”

« Cau két va chir ky.
“I would be glad to send you our full competitor analysis. / Kind regards, / Ngo Thanh Truc
(Ms) / Market Analyst, Hat Sen Foods JSC”

2.13. Cau héi tric nghiém — Multiple-choice questions

8. Chon dai tir quan hé ding (ménh dé c6 diu phay).
The new oat drink, ____ was launched in March, has already sold 40,000 cartons.
A. that /
B. who /
C. which /
D. what /

9. Chon dang rut gon dung cia ménh dé quan hé.
Companies ____ in the snack market must keep their prices low.
A. operating / = which operate
B. operated / bi dong
C. are operating / thiéu dai tir quan hé
D. to operate /

10. Chon tir dting dién vao chd tréng.

We interviewed retailers ___ customers are mostly university students.
A. who /
B.who’s / =who is
C. which /
D. whose /

11. Chon dong tir dung.
Demand for electric scooters now ___ supply, so prices are rising.
A. outperforms /
B. outstrips /
C. consolidates /
D. saturates /

12. Chon dang rat gon dung.
Most of the data _____in this report comes from a survey of 600 households.
A.using / chu dong
B. was used /
C.used / bi dong
D. is using /
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13. Chon tir dting dién vao chd tréng.
We spoke to 40 shop owners, most of ____ said that rent was their biggest cost.
A. them
B. who
C. that
D. whom /

14. Trong phan tich SWOT ctia mot hing nude ngot, quy dinh méi danh thué d6 udng cd
duong duge xép vao 6 nao?
In a SWOT analysis for a soft-drink company, a new tax on sugary drinks is
A. mot mbi de doa / a threat
B. mot diém yéu / a weakness
C. mét diém manh / « strength
D. mot co hdi / an opportunity
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Chuong 3. San xuat, van hanh va chudi cung ing — Chaprer 3.

Production, operations and the supply chain

Muc tiéu chwong — Chapter objectives

* Dung khoang 45 tir va cum tir vé san xuét, kiém soat chat lugng, tdn kho va logistics
v6i phién am va két hop tir ding.
Use about 45 words and phrases on production, quality control, inventory and logistics with
the correct pronunciation and collocations.

« Dung bi dong ning cao: bi dong v4i dong tir khuyét thiéu (must be checked, should
have been done), bi dong & thi tiép dién va hoan thanh (is being repaired, has been
shipped, had been tested).

Use advanced passive forms: modal passives (must be checked, should have been done) and
continuous and perfect passives (is being repaired, has been shipped, had been tested).

« Phan biét va dung dang cau trac have / get something done khi viéc do ngudi khac 1am
cho minh.

Distinguish and use have / get something done when a job is done for you by someone else.

* M6 ta mdt quy trinh san xuét, viét bao cdo su cb, email vé hang 16i va email cap nhat
t6n kho dai 150-250 tir.
Describe a production process and write an incident report, an email about defective goods
and an inventory update of 150-250 words.

« Tranh céc 18i nguoi Viét hay mac khi dung bi dong: bi dong hoa ndi dong tir, thiéu be,
nham have done véi have something done.

Avoid typical Vietnamese errors with the passive: making intransitive verbs passive, leaving
out be, and confusing have done with have something done.

3.1. Tir vung vé san xuit, chit lwong va chudi cung ing — Vocabulary for
production, quality and the supply chain

Ba bang dué6i day di theo dong chay ctia hang hoa: san xuét ra san pham (bang 1), kiém
tra xem san pham c6 dat khong (bang 2), roi luu kho va dua dén khach hang (bang 3).
Hau hét cau vi du dung bi dong, vi trong van ban van hanh, diéu nguodi doc can biét 1a
viéc gi xay ra voi san pham.

The three tables below follow the flow of goods: making the product (Table 1), checking whether
it is good enough (Table 2), then storing it and getting it to the customer (Table 3). Most
example sentences use the passive, because in operations documents the reader needs to know
what happens to the product.
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Bang 1. San xuit va van hanh — Tuable 1. Production and operations

T / cum tir

Word / phrase

manufacture

manufacturer

assembly line

raw material

component

output

capacity

throughput

Phién Am
IPA4

/ menjou ' fektfo/

/ manjo fektfors
/

/o'sembli lamn/

/12: ma 'trarial/

/kom'povnant/

/"autpot/

/ka ' paesiti/

/"Oru:pot/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

san xuat (quy mo
cong nghiép); sur
san xuat

nha san xuat

day chuyén lap
rap

nguyén li¢u tho

linh kién, bo phan
c4u thanh

san luong dau ra

cong suat

nang suit thong
qua (sb don vi di
qua quy trinh
trong mdt khoang
thoi gian)

Vi du
Example

These valves are
manufactured in Binh
Duong.

Cdc van nay dwge san xudt tai
Binh Duong.

The manufacturer has been
asked for a test report.
Nha san xudt da dwoe yéu cau
gui bdo cao thir nghiém.

A second assembly line is
being installed this month.
M6t déy chuyén lap rap thir hai
dang dwoc lap dat trong thing
nay.

All raw materials must be
checked on arrival.

Moi nguyén liéu thé phdi dwoc
kiém tra khi ve dén noi.

Each component is given a
part number.

MGi linh kién dwoc gan mot ma
50.

Monthly output has been
increased to 40,000 units.
San heong hang thang da dwoc
ndng lén 40.000 chiéc.

The plant is running at 85%
of its capacity.

Nha may dang chay o 85%
cong sudt.

Throughput fell when the
packing machine stopped.
Ning sudt théng qua gidam khi
mdy dong goi dung.
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T / cum tir

Word / phrase

downtime

bottleneck

workflow

shift

maintenance

streamline

automate

Phién Am

1IPA

/'davntamm/

/'botalnek/

/'w3:kflow/

/fift/

/'memtonans/

/'stri:mlam/

/"a:tomert/

Loai
twr
Part of
speech

Nghia tiéng Viét

Vietnamese
meaning

thoi gian may
ngung chay

diém nghén (cong
doan cham nhét)

ludng cong viéc

ca lam viéc

bao tri, bao
dudng

tinh gon (quy
trinh)

tu dong hoa

Vi du
Example

Unplanned downtime cost us
1,200 units last week.

Thoi gian ngirng mdy ngodi ké

hoach lam ching téi mat 1.200

san pham tuan trude.

Painting is the bottleneck in
our process.

Son la diém nghén trong quy
trinh cua chung toi.

The new workflow was
designed by the engineering
team.

Luong céng viéc moi do nhom
ky thudt thiét ké.

The night shift starts at 10
pm.
Ca dém bt dau lic 10 gio toi.

Preventive maintenance is
carried out every Sunday.
Bdo tri phong ngrra duwoc thuc
hién vao méi Chii nhat.

The ordering process has
been streamlined from six
steps to three.

Quy trinh dat hang da duwoc
tinh gon tir sdu buéc xuéng ba
budc.

Labelling will be automated
next year.

Khau dan nhan sé duoc tw
dong héa vao nam sau.
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Bang 2. Kiém soat chat lwong — Table 2. Quality control

Loal | Nghia tiéng Vit
. . A A . ia ti i ,
T / cum tir Phién am tir Vlgtnamese EVIEL | vi du
Word / phrase IPA Part of . Example
- meaning
speech
Three types of defect were
, 181, khuyét tat ‘ ,
defect /' di:fekt/ n ., Y 2 found .1n;he~batch o
(cta san pham) Ba logi l6i dd dwgc phat hién
trong 16 hang.
Defective units are kept in a
. . : bi 11, c6 khuyét ,
defective /d1' fektrv/ adj N 4 seoparat;e arga .
tat San pham [oi duoc dé o khu
vire riéng.
Our defect rate must be kept
~ 0
defect rate /difektrer/  n i 1 16 below 1%.
Ti I¢ 16§ cua chung toi phai
duoc gitr duoi 1%.
Every tenth carton is
kiém tra, giam i .
inspect /in"spekt/ v . . 1n§pect‘e.d b‘y han‘d o
dinh Cir muoi thung thi mot thing
dwge kiém tra bang tay.
The final inspection is being
su kiém tra, cudc .
inspection /m'spekfon/ n T j d(ine gow P
giam dinh Lan kiém tra cuoi cung dang
duwoc thuc hién.
The parts do not meet the
thong s6 k¥ thuat, : ification.
specification / spestfi kerfon/ n g’ v cgstor}lAer S fpemﬁcatlon’
quy cach Linh kién khong dat quy cach
cua khdch hang.
The tolerance for this hole is
, dung sai (muc sai  + 0.05 mm.
tolerance /"tolorans/ n

1éch cho phép) Dung sai ciia I6 nay la £ 0,05
mm.

Each batch is given its own
batch /baetf/ n 16 (san xuat) code.
Mbi 16 doe gan mét ma riéng.

Forty chairs had to be
reworked before shipment.
Bén muwoi chiéc ghé da phdi

lam lai, stra lai
rework /ri:'w3:k/ v, n (san pham 16i);

viéc lam lai s
swa lai trude khi giao.
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T / cum tir

Word / phrase

scrap

recall

corrective
action

audit

traceability

contamination

Phién Am
IPA4

/skraep/

/r1'ko:l/

/ka'rektrv
‘&ekfon/

/" o:dit/

/ treisa bilti/

/kon teemr nerfon

/

Loai
twr
Part of
speech

v, n

n

Nghia tiéng Viét

Vietnamese
meaning

loai bd, huy (san
pham hong); phé
pham

thu hdi (san pham

da ban); dot thu
hoi

hanh dong khic
phuc

cugc danh gia,
kiém toan; danh
gia

kha nang truy
xuat ngudn goc

su nhidm ban,
nhidm tap chét

Vi du
Example

Parts that cannot be repaired
are scrapped.

Linh kién khong sivra duwoc sé bi
huy.

The heaters were recalled
after two reports of
overheating.

May swéi da bi thu héi sau hai
bdo cdo vé qud nhiét.

Corrective action must be
taken within 48 hours.
Hanh déng khdc phuc phdi
duwoc thuc hién trong vong 48
gio.

Our factory will be audited
by the buyer in May.

Nha may cua chung toi sé duoc
bén mua danh gia vao thang
Nam.

Batch codes give us full
traceability.

Ma 16 cho chung t6i kha nang
truy xudt ddy di.

The tank was cleaned to
prevent contamination.

Bon da dwoc lam sach d@é tranh
nhiém ban.

Bang 3. Ton kho va logistics — Table 3. Inventory and logistics

T / cum tir

Word / phrase

supply chain

Phién Am
IPA4

/sa'plar tfem/

Loai
twr
Part of
speech

n

Nghia tiéng Viét

Vietnamese
meaning

chudi cung tng

Trang 84

Vi du
Example

Our supply chain was
disrupted by the storm.
Chudi cung iimg cia chiing téi
bi bao lam gian doan.
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T / cum tir

Word / phrase

logistics

inventory

stock level

safety stock

replenish

procurement

backlog

backorder

fulfilment

Phién Am

1IPA

/15" dz1stiks/

/'mvontri/

/stok ‘leval/

/'setfti stok/

/r1'plentf/

/pra kjoomoant/

/"baeklpg/

/'bako:da/

/fol ' filmant/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

hau can, logistics
(van chuyén, kho
bai)

hang t6n kho;
danh muc t6n kho

muc ton kho

ton kho an toan

b sung (hang,
kho)

mua sam, thu
mua

khdi lugng ton
dong (don hang,
viéc chua lam)

don hang cho
(chua du hang dé
giao); ghi nhan
don cho

khau xur ly va
giao don hang

Vi du
Example

Logistics is handled by a
partner in Hai Phong.

Khau logistics do mét doi tac &
Hai Phong phu trach.

Inventory is counted at the
end of every quarter.

Hang ton kho dwoc kiém dém
vdo cudi moi quy.

Stock levels are updated
every hour.

Mk ton kho dwoc cdp nhat
moi gio.

We hold two weeks of safety
stock.

Chiing téi giit heong ton kho an
toan i ding hai tuan.

The shelves are replenished
every morning.

Cdc ké duwoe bé sung hang moi
sang.

Procurement has been
moved to the Hanoi office.
Bo phan thu mua da dwoc
chuyén ra van phong Ha Noi.

We have a backlog of 300
orders.

Chiing téi dang ton dong 300
don hang.

Model K2 is on backorder
until April.

Mau K2 dang 6 trang thai cho
hang dén thang Tu.

Order fulfilment takes 48
hours on average.

Khau xit Iy va giao don mat
trung binh 48 gio.
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Loai
Tw / cum tir Phién 4m tur

Nghia tiéng Viét

Viet Vidu

ietnamese

Word / phrase 1PA Part of : Example
7| meaning

speech

The cartons are stacked on

a-1ét (gia ké .
pallet /"peaelit/ n p‘ (8 W(’)ode‘n pallets B | 3
hang) Cdc thung duoc xép chong trén
pa-lét go.
Packaging design is
outsource /"avt,so:s/ \% thué ngoai ouFioufced tO‘ an agenc?l. .
Thiét ké bao bi dwoc thué ngoai
cho mot cong ty.
dting liic (cAp Under a :]U.St-ll’l-tll’ne system,
ha o di parts arrive when they are
just-in-time /. d3astn ‘tairm/  adj ang via Tung needed
Jus : khi cAn, tdn kho -
thi ) Theo hé thong dung luc, linh
ap kién dén ding khi can ding.
The disruption lasted for six
disruption /dis'rapfon/ n su gian doan days.
Su gian doan kéo dai sdu ngay.
The warehouse is closed
stocktake /'stokterk/ n dot kiém ké kho  during the stocktake.

Kho déng cira trong dot kiém
ke.

LOI HAY GAP / COMMON MISTAKE — Diing “produce” va “manufacture” nhu nhau
trong moi truong hop. Manufacture chi san xuit cong nghiép bang may, quy mé 16n
(manufacture car parts). Produce rong hon: ding duoc cho ndng san, phim, bao céo, két qua
(produce coffee, produce a report). Noi “manufacture rice” 1 sai; viét “grow / produce

rice”.

Using “produce” and “manufacture” as if they were the same. Manufacture means making goods
with machines on a large scale (manufacture car parts). Produce is wider: it also covers crops, films,
reports and results (produce coffee, produce a report). “Manufacture rice” is wrong, write “grow /
produce rice”.

Ho tr (word family) — Word families

Danh tir Tinh tir Vi du

Noun Adjective Example

Productivity rose after the line
was streamlined.
Niéng sudt lao dong tang sau khi day

product, production,

d .
proguee productivity

productive

chuyén dwoc tinh gon.
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Pong tir Danh tir Tinh tir Vidu

Verb Noun Adjective Example

Manufacturing costs are expected

manufacturer, .
manufactured to rise.

manufacture manufacturin,
& Chi phi san xudt duoc dw bdo sé tang.
The inspector rejected two pallets.

spect inspection, inspector — o . ,
p p - 10SP Nhdn vién kiém tra da loai hai pa-lét.

The machines are well
maintain maintenance maintained maintained.
Mdy méc dwoc bao tri tot.

The buyer specified the colour in
. . . . the contract.

specify specification specific ) - , .
Bén mua da quy dinh mau sac trong
hop dong.

Automation has cut packing time
automatic, by half.
automated Tu dong hda da giam mot nvra thoi
gian dong goi.

automate automation

Shipping was disrupted for a
disrupt disruption disruptive week.

Van chuyén bi gian doan mot tuan.

PHAI THUQC / MEMORISE — Phén biét bon danh tir: product (san pham) —
production (viéc san xuét; san luong) — productivity (ning suit lao dong, san luong trén
mdi gio cong) — output (lwong san pham lam ra). “Production increased” = lam ra nhiéu
hon; “Productivity increased” = 1am ra nhiéu hon véi ciing ngudn lye.

Four nouns to keep apart: product (the thing made) — production (the process of making, the amount
made) — productivity (output per worker or per hour) — output (the amount produced). “Production
increased” = more was made,; “Productivity increased” = more was made with the same resources.

Két hop tir (collocation) hay dung — Common collocations

Pong tir Danh tir di kém Vidu

Verb Noun partners Example

an inspection, an audit, a An audit was carried out last week.

carry out / conduct T o o . )
Y stocktake Mot cudc danh gia da dwoc tién hanh tuan trudc.

. a specification, a standard, The batch failed to meet the specification.
meet / fail to meet

a target Lo hang khong dat quy cach.

full capacity, 80% The plant i i t full ity.
run at / reach .p y 0 e‘: p fm is runnln% a : u c:flpac1ty

capacity Nha may dang chay hét cong suat.
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Danh tir di kém Vi du

Noun partners Example

We must reduce downtime on Line 1.

downtime, waste, the : o o . T
Chung ta phai giam thoi gian ngung mdy ¢ day

reduce / minimise
defect rate

chuyén 1.
Corrective action was taken within a day.
take corrective action Hanh déng khdc phuc da dwoc thie hién trong
mot ngay.
. We hold three weeks of stock.
hold / carry stock, inventory

Chiing téi gitt lwong hang dii ba tuan.

The backlog was cleared by Friday.
clear a backlog Khoéi lwong ton dong di dwoc gidi quyét xong
trudc thir Sau.

place ... on hold / in
quarantine

a batch, a shipment TI}e ‘F)atch~hz.1s bee1.1~placed on hold.
Lo hang da bi tam giir.

Phat Am: trong am tir dai va tir d0i trong Am — Pronunciation: long words and stress
shift

Nhiéu tir trong chuong c6 hai loai tir viét gidng nhau nhung dit trong 4m khac nhau:
danh tr thuong nhan 4m dau, dong tur nhin Am sau. Poc sai trong am khi bdo cdo qua
dién thoai dé 1am nguoi nghe hiéu sai loai ti.

Several words in this chapter have a noun and a verb with the same spelling but different stress:

the noun usually stresses the first syllable and the verb a later one. Wrong stress on a phone
report can make the listener hear the wrong word class.

Danh tir Vi du
Noun Example

We pro-DUCE fans; they sell

produce /'prodju:s/ (ndng san) fresh PRO-duce.

/pra‘dju:s/

(farm produce) Chung toi san xudt quat; ho ban

nong san toi.

/d1'fekt/ (bo sang phe
defect /' di:fekt/ khac — it gap)

(change sides — rare)

a DE-fect in the paint
mét 16i trén 16p son

Please re-CORD the result in
record /'reko:d/ /r1'ko:d/ the batch RE-cord.
Vui long ghi két qud vao hé so 6.

an IN-crease in output / output
increase /'mkri:s/ /m'kri:s/ will in-CREASE

san lvong tang
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Danh tir Pong tir Vi du

Noun Verb Example

Forty units need re-WORK.

rework /'ri:w3:k/ /ri:'w3:k/ B o P ,
Bon muoi san pham can lam lgi.

Trong am Ghi chu
Stress Note

Trong 4m phy ¢ 4m dau / maen/

manufacture ma-nu-FAC-ture
Secondary stress on / meen/
. IN-ven-to Anh — Anh doc gon 3 am tiét /' mvontri/
Yy Yy Three syllables in British English
. : Khong nhan 4m dau
logistics lo-GIS-tics & .
Not on the first syllable
maintenance MAIN-te-nance Dong tir maintain nhan am 2: main-TAIN
The verb stresses the second syllable
: . Pudi -ity nhin am ngay trudc nd
capacity ca-PA-ci-ty . Y gay )
-ity stresses the syllable before
. . . : Pudi -tion nhan 4m ngay trudc no
specification spe-ci-fi-CA-tion . gay
-tion stresses the syllable before
e . Puodi -ity ké am vé -bil-
traceability trace-a-BI-li-ty udi -ity kéo trong am v -bi

-ity pulls the stress to -bil-

Vi DU/ EXAMPLE — Trong bi dong hoan thanh, been doc yéu 1a /bm/, ni lién véi tro
dong tir ding trudce: “It’s been shipped” doc /its bin [ipt/. Pudi -ed ctia qué khir phan tir phai
doc 1o: shipped /[ipt/, scrapped /skrapt/, inspected /in’spektid/. Bo dudi -ed thi ngudi nghe
khong phan biét dugc “is shipped” véi “is ship...”.

In perfect passives, been has the weak form /bm/ and links to the auxiliary before it: “It’s been
shipped” sounds like /its bin [ipt/. Pronounce the -ed of the past participle clearly: shipped /[ipt/,
scrapped /skreept/, inspected /i ‘spektid/. Without the ending, the listener cannot tell “‘is shipped”
from an unfinished word.

3.2. Ngir phap 1: Bi dong véi dong tir khuyét thiéu va dang nguyén miu —

Grammar 1: Modal passives and passive infinitives

Quy trinh van hanh, ndi quy kho, quy cach san pham hau nhu khong viét “cong nhan phai
kiém tra...” ma viét “san pham phai duoc kiém tra...”. Cau tip trung vao vat chiu tac
dong, con ngudi 1am thi ai cling duge. Cau triic nay ghép dong tir khuyét thiéu véi be va
qua khir phan tr (V3).

Operating procedures, warehouse rules and product specifications rarely say “workers must
check...”; they say “the products must be checked...”. The sentence focuses on the thing that
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receives the action, and the person who does it can be anyone. The structure joins a modal verb
with be and the past participle.

Cong thire Vi du

Formula Example

The pallets must be wrapped before

Hién tai / twong lai modal + be + V3 loading.

Present / future Pa-1ét phai dwoc quan mang truée khi xép lén
xe.

Phu dinh Red-label stock t not .

u d} modal + not + be -+ V3 e‘d al?e stoc mus not be us’ed 7
Negative Hang dan nhan do khong duwoc phép sur dung.
Cau hoi Can the order be split into two shipments?
Ouesti modal + S + be + V3? Pon hang cé thé dwoc tach thanh hai chuyén

uestion khong?
Qué khtr (viée 1€ ra phai osulkil s o 4+ v The sensor should have been replaced in
i) been + V3 May.
Past (criticism) Cdm bién Ié ra phdi duoc thay vao thang Nam.

Qua khir (viée da co thé
lam) could + have been + V3
Past (missed chance)

The delay could have been avoided.
Sw chdm tré 1€ ra da cd thé tranh duoc.

Nguyén mau bi dong need / have / want + to be  The labels need to be printed today.
Passive infinitive +V3 Nhén can dwoc in trong hém nay.

All incidents are to be reported within

M¢nh I€nh van ban one hour.
e ) be +to be + V3 S o N
Formal instruction Moi sy co phdi duwoc bao cdo trong vong mot
gio.

PHAI THUQC / MEMORISE — Djng tir khuyét thiéu + be + V3 — dong tir khuyét thiéu
khong d6i, be ludn & dang nguyén mau (khong bao gid is/are sau must, can, should). Qua
khtr: should / could + have been + V3.

Modal + be + past participle — the modal does not change, and be is always in the base form (never
is/are after must, can, should). Past: should / could + have been + past participle.

Chon ddng tir khuyét thiéu theo mirc bit budc — Choosing the modal by strength

Mure Céu triic Dung trong

Strength Structure Used in

Bit budc tuyét doi must be / are to be / have to be +  N&i quy an toan, quy cach khach hang

Strict rule V3 Safety rules, customer specifications

Cém Hang cach ly, khu vuc han ché
o must not be / cannot be + V3 £ _ Y o

Prohibition Quarantined goods, restricted areas
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Mure Céu triic Dung trong

Strength Structure Used in

Khuyén nghi Hudng dan, dé xuat cai tién
yen nght should be + V3 ong o,
Recommendation Guidelines, improvement proposals
Kha nan Phuong 4n, dé nghi linh hoat
nang can / could / may be + V3 SRed R :
Possibility Options, flexible offers
Khéng can need not be / do not need to be +  Mién mot budc kiém
No need V3 Waiving a step

LOI HAY GAP / COMMON MISTAKE — Viét “The machine must check every week.”
Tiéng Viét noi “may phai kiém tra hang tuan” ma van hiéu la may duoc kiém tra, nén ngudi
hoc bo be + V3. Cau tiéng Anh nay c6 nghia la cai may ty di kiém tra. Viét dung: “The
machine must be checked every week.”

Writing “The machine must check every week.” Vietnamese can say “mdy phdi kiém tra hang tuan”
and still mean the machine is checked, so learners leave out be + past participle. In English, the
sentence means the machine does the checking itself. Correct: “The machine must be checked every
week.”

need + V-ing mang nghia bi dong — need + -ing with a passive meaning

Vi need, chu ngir 1a vat cé thé di v6i to be + V3 hoic V-ing; hai cach cung nghia bi
dong. Dang V-ing thuong gap trong 161 noi, dang to be + V3 trang trong hon.

After need, a thing as subject can take to be + past participle or -ing; both have a passive
meaning. The -ing form is common in speech; to be + past participle is more formal.

Vi DU / EXAMPLE — The filter needs to be cleaned. = The filter needs cleaning. (Bo
loc can dugc lam sach.) — Khong viét “The filter needs to clean” (bd loc can ty lam sach) va
khong viét “needs being cleaned”.

The filter needs to be cleaned. = The filter needs cleaning. — Do not write “The filter needs to
clean” (the filter needs to clean something) or “needs being cleaned”.

3.3. Ngit phap 2: Bi dong & thi tiép dién va thi hoan thanh — Grammar 2:

Continuous and perfect passives

Bé4o cdo van hanh luon tra 161 ba cau hoi: viéc gi dang dugc lam, viéc gi da dugc lam
xong, viéc gi di duoc lam trude mot mde trong qua khir. Mdi cau hoi ing véi mot dang
bi dong. Quy tic ghép chung: giit nguyén dang thi cua cau chi dong trén dong tir be, roi
thém V3.

An operations report always answers three questions: what is being done, what has been done,
and what had been done before a point in the past. Each question has its own passive form. The
general rule: put the tense of the active sentence on the verb be, then add the past participle.
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Thi

Tense

Hién tai tiép dién
Present continuous

Qué kh tiép dién

Past continuous

Hién tai hoan thanh
Present perfect

Qua khtr hoan thanh
Past perfect

Hién tai hoan thanh, cau
hoi

Present perfect question
Hién tai hoan thanh, phu
dinh

Present perfect negative

Cong thire
Formula

am / is / are + being +
V3

was / were + being + V3

has / have + been + V3

had + been + V3

Has / Have + S + been +
V3?

has / have + not + been
+V3

Vi du

Example

The new conveyor is being installed.
Bang tai méi dang dwoc lap dit.

The goods were being unloaded when it
started to rain.

Hang dang dwoc do xuong thi troi bat dau
mua.

Your order has been dispatched.
Don hang cua quy khach da dwoc gui di.

The parts had been tested before they

were shipped.
Linh kién da duoc thur trudc khi giao di.

Has the invoice been approved?
Hoa don da duoc duyét chuwa?

The damaged stock has not been counted

yet.
Hang hong van chwa dige kiém dém.

PHAI THUQC / MEMORISE — being = dang (tiép dién) — been = di (hoan thanh). “It is
being repaired” = dang dugc stra, chua xong. “It has been repaired” = da stra xong, dung
dugc roi. Hai tir chi khac mot am khi noi: /'bi:m/ va /bmn/.

being = in progress (continuous) — been = completed (perfect). “It is being repaired” = the repair is
not finished. “It has been repaired” = the repair is finished and it works. In speech they differ by one

sound. /'bi:m/ and /bmn/.

So sanh bon dang dé nhAm — Four forms that are easy to confuse

Cau
Sentence

The batch is checked at 4 pm.

The batch is being checked.

The batch has been checked.

The batch had been checked

before the fire.

Y nghia

Meaning

A routine

In progress now

khu

Finished before a past point

Viéc lap lai theo lich
Dang lam ngay luc nay
Di xong, c6 két qua

Finished, result available

Xong trude mot moc qua

Nguoi doc hiéu
The reader understands

Ngay nao ciing kiém luc 4 gio
1t happens every day at 4

Chua c6 két qua, chd thém
No result yet,; wait

C6 thé xép 1én xe

It can be loaded

Két qua co tir trude khi chay
The result existed before the fire
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Khi nao dung bi dong trong van ban van hanh — When to use the passive in operations
writing
* Nguoi lam khong quan trong hodc ai cling dugc: “The bags are weighed.”
The doer is unimportant or could be anyone: “The bags are weighed.”

« Muén giit cha dé cua doan vin 13 san pham, 16 hang, don hang: “The order was
packed on Monday. It has been collected by the carrier and will be delivered on
Thursday.”

You want to keep the product, batch or order as the topic: “The order was packed on
Monday. It has been collected by the carrier and will be delivered on Thursday.”

* B4o tin khong vui ma khong quy 16i cho c4 nhan: “Two pallets were damaged during
loading.”
You report bad news without blaming a person: “Two pallets were damaged during
loading.”

« Can néu nguoi lam thi thém by + tac nhan ¢ cudi, chi khi théng tin d6 mai hodc quan
trong: “The audit was carried out by an independent firm.”

If the doer matters, add by + agent at the end, but only when it is new or important
information: “The audit was carried out by an independent firm.”

LOI HAY GAP / COMMON MISTAKE — Bj dong hoa noi dong tir: “The goods were
arrived on Monday.”, “The problem has been happened again.” Arrive, happen, occur,
fall, rise, break down khong c6 tan ngir nén khong c6 bi dong. Viét ding: “The goods
arrived on Monday.”, “The problem has happened again.”, “The machine broke down.”
Making intransitive verbs passive: “The goods were arrived on Monday.”, “The problem has been
happened again.” Arrive, happen, occur, fall, rise and break down take no object, so they have no
passive. Correct: “The goods arrived on Monday.”, “The problem has happened again.”, “The
machine broke down.”

Bi dong véi get (than mat) — The get-passive (informal)

Trong 101 n6i va tin nhan ndi bo, get + V3 thay be + V3 khi viéc xay ra bat ngd, thuong
la chuyén khong hay: get damaged, get delayed, get lost, get stuck. Khong dung get-
passive trong bdo cdo trang trong hay quy trinh.

In speech and internal chat, get + past participle replaces be + past participle for something that
happens unexpectedly, often something bad. get damaged, get delayed, get lost, get stuck. Do not
use the get-passive in formal reports or procedures.

Than mét (tin nhin) Trang trong (bao c4o)

Informal (chat) Formal (report)

Two boxes got damaged on the way. Two cartons were damaged in transit.

Our container got stuck at the port. Our container has been held at the port.

The parts got delayed again. The delivery of parts has been delayed again.
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3.4. Ngir phap 3: have / get something done — Grammar 3: have / get something
done

Cong ty san xuét thué ngoai rat nhiéu viéc: hiéu chuén may do, kiém nghiém mau, sira
may nén, van chuyén hang. Khi chu ngir sip xép cho ngudi khac lam mot viéc cho
minh, tiéng Anh dung have + vat + V3. Get thay duoc have trong 15i n6i than mat.

Manufacturers outsource many jobs: calibrating gauges, testing samples, repairing

compressors, moving goods. When the subject arranges for someone else to do a job for them,
English uses have + object + past participle. Get can replace have in informal speech.

Thi Cong thire Vi du

Tense Formula Example

We have our gauges calibrated every six

Hién tai don months.
T have /has + O + V3 S L, L, A
Present simple Chung toi thué hiéu chuan may do sau thang mot
lan.

We had the roof repaired before the rainy
had+ O+ V3 season.

Chung toi da thué sira mdi trudc mua mua.

Qua khtr don
Past simple

We have had the samples tested by an
Hién tai hoan thanh have /has + had + O + external lab.
Present perfect V3 Chiing téi dd giti mau cho phong thi nghiém bén
ngoadi kiém nghiém.

Tiép dié . are having a new dryer installed.

1ep.dlen b et + @4 V2 We’ eh ving : eyv Ay ’1 (il i
Continuous Chung toi dang thué lap mot may say moi.
Vi dong tir khuyét ) .

e 8 Y You should have the forklift serviced.
thicu modal + have + O + V3 . N -

) Anh nén mang xe nang di bao duong.
With a modal

t these labels reprint ?
Than mat Ca}n you ge es.e ape s ep~ i Fd today
) get+ 0O+ V3 Hom nay anh cho in lai may nhén nay duoc

Informal

khong?

PHAI THUQC / MEMORISE — Trat ty ¢6 dinh: have + VAT + V3. “We have repaired
the machine” = chinh chiing t6i sua. “We have had the machine repaired” = chiing t6i thué
ngudi stra. Doi chd vat va V3 1a doi nghia.

Fixed order: have + OBJECT + past participle. “We have repaired the machine” = we did it
ourselves. “We have had the machine repaired” = someone did it for us. Moving the object changes
the meaning.

Nghia thir hai: chuyén khong may xdy ra véi minh — Second meaning: something bad
happens to you

Have something done con dung khi chii ngir gdp mot viéc khong mong mudn do nguoi
khac hodc hoan canh gy ra, khong phai do minh sap xép.
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Have something done is also used when the subject suffers an unwanted event caused by other
people or by circumstances, not one they arranged.

Vi DU/ EXAMPLE — “We had two containers held at customs for a week.” (Chung t6i bi
hai quan gitr hai container mét tuan.) — “The warchouse had its roof damaged in the
storm.” (Kho bi bao 1am hdng mai.)

“We had two containers held at customs for a week.” — “The warehouse had its roof damaged in the
storm.” In both, nobody chose the event; it happened to the subject.

So sanh ba cau triuc dé nham — Three structures that are easy to confuse

Ciu Ai lam viéc? Céu tric
Sentence Who did the job? Structure
Chinh chung t6i Hién tai hoan thanh chu don
We have checked the scales. 1 enung T . ong
We did it Active present perfect

Khong néu, khong quan
The scales have been checked. trong
Not stated

Hién tai hoan thanh bi dong
Passive present perfect

have + O + V3 ¢ hién tai
Nguoi khac, ching toi thué  hoan thanh
Someone we arranged have something done, present

We have had the scales checked.

perfect

LOI HAY GAP / COMMON MISTAKE — Viét “We had repaired the forklift last
week” dé noi da thué sira xe nang. Cau ndy 1 qua khtr hoan thanh cha dong (chinh chung t6i
da stra, trude mot moce khéc), lai dung sai thi véi “last week™. Viét dang: “We had the
forklift repaired last week.”

Writing “We had repaired the forklift last week” to say that someone repaired it for us. This is the
active past perfect (we did it ourselves, before another past event), and the tense does not fit “last
week”. Correct: “We had the forklift repaired last week.”

3.5. M6 ta mQt quy trinh — Describing a process

Bai md ta quy trinh tot c6 ba phan: ciu mé néu pham vi (quy trinh gi, bat dau va két thuc
& dau, may cong doan), than bai di 1an luot timg budc bang bi dong hién tai don va tir chi
trinh tu, cAu két néu két qua dau ra hodc diém kiém soat. Khoéng 1dp mai “then... then...”;
thay bang cac ciu trac ndi bude dudi day.

A good process description has three parts: an opening that gives the scope (which process,
where it starts and ends, how many stages), a body that goes through each step with the present
simple passive and sequencers, and a closing that gives the output or the control point. Do not
repeat “then... then...”; use the linking structures below.
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Chirc nang Céu triic Vidu
Function Structure Example

The process starts with the weighing

Bit dau First, / To begin with, / The of raw materials.
Starting process starts with... Quy trinh bdt dau bang viéc can nguyén
liéu.
. . The mixture is then poured into
Budc tiep Next, / After that, / The ... is P

moulds.

Next st then + ~ .
S SRt Sau dé hén hop duge d6 vio khudn.

. . Once the moulds have been filled,
Budc trude xong

m6i lim Once / After + S + has / have they are cooled for two hours.
. , been + V3, ... Khi khuén da dwoc do day, khuon duwoc
After completion . hag
lam ngudi hai gio.
Before being packed, each unit is
Trudc khi Before being + V3, ... / Before +  weighed.
Before S+is/are+ V3, ... TruGe khi dong goi, timg san pham dwoc
can.

Pine thai Meanwhile, / At the same time, / l“;hllle the p.artsdare being cooled, the
ong thot . While + S +is / are being + V3, abels a’re Il)rmt.eA ’ . o
At the same time Trong luc linh kién duoc lam ngugi, nhan

duoc in.
L Finally, the cartons are stacked on
Keét thtic ' .
. Finally, / The last stage is... pallets.
Ending

Cuodi cing, cdc thing dwoc xép lén pa-lét.

PHAI THUQC / MEMORISE — Once / After + have been + V3 nhidn manh budc trudc
phai xong han méi sang budc sau: “Once the paint has been dried, the chairs are packed.”
Before being + V3 gon hon “before they are + V3” va chi dung khi hai vé cing chu ngi.
Once / After + have been + past participle stresses that the previous step must be fully finished first:
“Once the paint has been dried, the chairs are packed.” Before being + past participle is shorter than
“before they are + past participle” and only works when both parts have the same subject.

VAN BAN MAU 1 — QUY TRIiNH TIEP NHAN NGUYEN LIEU / MODEL TEXT 1
— RAW MATERIAL RECEIVING PROCEDURE

Hoa Binh Packaging JSC — Standard Operating Procedure QP-07

Receiving raw materials (Rev. 3, effective 1 March 2027)

1. Purpose
This procedure describes how raw materials are received, checked and stored at the main
warehouse.

2. Steps
2.1 When a truck arrives, the delivery documents are checked against the purchase order by
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the receiving clerk.

2.2 The seals on the truck must be inspected before the doors are opened. A broken seal is
to be reported to the warehouse supervisor at once.

2.3 The goods are unloaded and counted. Once the quantity has been confirmed, each
pallet is given a yellow “Awaiting inspection” label.

2.4 A sample is taken from every batch by the QC team. Paper rolls are tested for moisture
and thickness; inks are tested for colour.

2.5 If the batch meets the specification, the yellow label is replaced with a green one, and the
pallets are moved to the storage racks.

2.6 If the batch fails, a red label is attached. The pallets must be kept in the quarantine area
and cannot be released without written approval from the QA Manager.

3. Records
All results must be entered in the inventory system before the end of the shift. Paper records
should be kept for two years.

Dich: Céng ty CP Bao bi Hoa Binh — Quy trinh vin hanh chuan QP-07 — Tiép nhdn nguyén liéu
(lan sira 3, hiéu lyc tie 1/3/2027). 1. Muc dich: Quy trinh ndy mé ta cach nguyén liéu dwoc tiép nhdn,
kiém tra va luu tai kho chinh. 2. Cac buéce: 2.1 Khi xe toi, nhdn vién nhan hang doi chiéu chimg tir
giao hang véi don mua hang. 2.2 Niém phong trén xe phdi dwoc kiém tra triede khi mo cira; niém
phong bi ditt phai bdo ngay cho gidm sdt kho. 2.3 Hang dwoc dé xuong va dém; khi sé lwong da dwoc
xdc nhdn, moi pa-lét dirge dan nhén vang “Cho kiém tra”. 2.4 B¢ phan QC ldy mau tir moi 16, cuén
gidy dwoc thir do am va dé day, mye dwoc thir mau. 2.5 Néu 16 dat quy cdch, nhin vang dwoc thay
bang nhdn xanh va pa-lét dwoc chuyén 1én gid ké. 2.6 Néu 16 khong dat, dan nhén do; pa-1ét phai dé &
khu cdch ly va khéng dwoc xudt dimg néu chwea c¢é phé duyét bang van ban cia Trieong phong QA. 3.
Ho so: Moi két qud phai diege nhdp vao hé thong ton kho trude khi hét ca; hé so gidy nén dwge hiu
hai nam.

Vi DU/ EXAMPLE — Vin ban mau 1 ding gan nhu toan b cau bi dong nhung khong
nham, vi dong tir duoc chon da dang: dang thudng (are unloaded), dong tir khuyét thiéu (must
be inspected, cannot be released), ménh 1€nh van ban (is to be reported), hoan thanh sau once
(has been confirmed). Tac nhan chi xuét hién khi can biét ai chiu trach nhiém: by the
receiving clerk, by the QC team.

Model text 1 is almost entirely passive but does not feel repetitive, because the verb forms vary: simple
(are unloaded), modal (must be inspected, cannot be released), formal instruction (is to be reported),
perfect after once (has been confirmed). The agent appears only where responsibility matters: by the
receiving clerk, by the QC team.

3.6. Kiém soat chat lwong va bao cao sw c0 — Quality control and incident reports

B4o cdo su cd san xuét di theo trat tu ¢d dinh: chuyén gi xay ra (khi nao, & dau, anh
hudng bao nhiéu), nguyén nhén, viéc da lam ngay, hanh dong khic phuc lau dai. Phan su
kién dung qua khir don va qua kha tiép dién bi dong; phﬁn viéc da lam dung hién tai hoan
thanh bi dong; phan khac phuc dung bi dong véi will va dong tir khuyét thiéu.

A production incident report follows a fixed order: what happened (when, where, how much was
affected), the cause, the immediate action, and the long-term corrective action. The event section
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uses the past simple and past continuous passive; the action-taken section uses the present
perfect passive, the corrective section uses passives with will and modals.

Phin bio cdo MAu ciu Mikc trang trong
Report section Model sentences Formality

Su viée At 14.20, a high defect rate was detected on Line 3.  Trang trong
What happened / The batch was being moulded when... Formal
Anh huéng A total of 320 parts were affected. / Production was = Trang trong
Impact stopped for 3 hours 40 minutes. Formal
Nguyén nhan The defects were caused by... / The problem has Trang trong
Cause been traced to... Formal
Viéc da lam ngay The affected parts have been quarantined. / The Trang trong
Immediate action supplier has been informed. Formal
Khic phuc The dryer will be checked at the start of every shift. Trang trong
Corrective action / Incoming resin must be tested before use. Formal

Bé4o miéng nhanh Line 3’s down — we’re having the dryer looked at Than mat
Quick verbal update now. Informal

VAN BAN MAU 2 — BAO CAO SU CO SAN XUAT / MODEL TEXT 2 —
PRODUCTION INCIDENT REPORT

INCIDENT REPORT IR-2703-05

Plant: An Phu Precision Components JSC, Binh Duong

Date of incident: Tuesday 9 March 2027 | Prepared by: Nguyen Hoang Long, Production
Supervisor

1. Description

At 14.20, silver streaks and bubbles were found on cover parts during a routine inspection on
Line 3. At that time, batch B-0309 was being moulded for our customer Kiyomizu Electric
(Japan). The line was stopped immediately and was not restarted until 18.00.

2. Impact
Of the 1,850 parts produced in the batch, 320 (17.3%) were rejected. The lost time of 3 hours
40 minutes is equal to about 2,200 parts at the normal rate of 600 parts per hour.

3. Cause

The defects were caused by moisture in the plastic resin. Tests showed a moisture content of
0.35%, against a maximum of 0.20% in the specification. In addition, the filter of the resin
dryer had not been cleaned since 1 March, so the resin had not been dried properly.

4. Action taken

— The 320 defective parts have been scrapped.

— The remaining 7.5 tonnes of resin from supplier batch RS-2703 have been placed in
quarantine.
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— The dryer filter has been cleaned, and the dryer has been tested.
— The supplier has been informed and asked for a corrective action report.

5. Corrective action

— From 10 March, the dryer filter will be checked at the start of every shift.

— Every incoming batch of resin must be tested for moisture before use.

— We will have our moisture analyser recalibrated by the manufacturer this month.

Dich: BAO CAO SU CO IR-2703-05. Nha mdy: Céng ty CP Linh kién Chinh xdc An Phii, Binh
Duong. Ngay xdy ra: thir Ba 9/3/2027. Nguoi ldp: Nguyén Hodng Long, gidm sdt san xudt. 1. M6 td:
Liic 14 gio 20, trong lan kiém tra dinh ky ¢ ddy chuyén 3, phdt hién vét bac va bot khi trén chi tiét
ndp. Khi d6 16 B-0309 dang dwoc ép cho khach hang Kiyomizu Electric (Nhdt). Ddy chuyén dioc
dimng ngay va dén 18 gio méi chay lai. 2. Anh huwong: Trong 1.850 chi tiét ciia 16, 320 chiéc (17,3%)
bi logi. Thoi gian mat 3 gio 40 phiit twong dirong khodng 2.200 chi tiét theo nhip binh thuwong 600 chi
tiét/gio. 3. Nguyén nhan: Loi do hat nhiea bi am,; két qua do dg am 0,35% so véi mike t6i da 0,20%
trong quy cach. Ngoai ra, lwéi loc mdy sdy hat nhiea chwa dwoc vé sinh tir 1/3, nén hat nhya khong
dwoc sd’y dung murc. 4. Viéc da lam: 320 chi tiét 16i da bi huy; 7,5 tan hat nhwa con lai cia 16 RS-2703
dd dwoc cach ly; hedi loc da dege vé sinh va may sdy da dieoe chay thir; nha cung cdp da dwoc thong
bdo va dwoc yéu cau giri bao cdo hanh dong khac phuc. 5. Hanh déng khdc phuc: Tir 10/3, luéi loc
may sd’y s dwoc kiém tra dau méi ca; moi 16 hat nhua nhap vé phdi duoc thi do am trueée khi dung;
trong thang nay chiing t6i s€ thué nha san xudt hiéu chuan lai may do dé am.

Vi DU / EXAMPLE — 0 phan 3, had not been cleaned va had not been dried dung qua
khir hoan thanh bi dong vi hai viéc nay (khong vé sinh, khong sdy di) xay ra truée su cb
ngdy 9/3. O phan 4, have been scrapped, have been placed dung hién tai hoan thanh vi
ngudi doc quan tim két qua bay gio: hang 16i da dugc xr Iy xong.

In section 3, had not been cleaned and had not been dried use the past perfect passive because these
failures happened before the incident on 9 March. In section 4, have been scrapped and have been
Placed use the present perfect because the reader cares about the result now. the defective goods have
been dealt with.

Email yéu cau nha cung cap khac phuc — Asking a supplier for corrective action

VAN BAN MAU 3 — EMAIL VE LO NGUYEN LIEU KHONG PAT / MODEL TEXT
3 — EMAIL ABOUT A NON-CONFORMING BATCH
Subject: Resin batch RS-2703 — moisture above specification

Dear Mr Shin,

I am writing about resin batch RS-2703, which was delivered to our Binh Duong plant on 2
March 2027.

On 9 March, a large number of defects were found on parts made with this resin. Our
laboratory measured a moisture content of 0.35%, while the maximum in our agreed
specification is 0.20%. The test report and photos have been attached for your review.

Of the 12 tonnes delivered, 4.5 tonnes had already been used before the problem was

Tai liéu nay dugc bién soan boi doi ngii ciia website: https://globalmarket.vin
Trang 99



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

detected. The remaining 7.5 tonnes have been placed in quarantine and will not be used.

We would therefore be grateful if you could:

— arrange for the 7.5 tonnes to be replaced by Friday 19 March;

— send us a corrective action report by Wednesday 17 March, explaining how the batch was
stored and how the problem will be prevented in future.

The quarantined resin can be collected from our warehouse at any time during working
hours. Please let me know if any further information is needed.

Yours sincerely,

Phan Minh Tri (Mr)
Purchasing Manager, An Phu Precision Components JSC
Tel: +84 274 3756 209

Dich: Tiéu dé: Lé hat nhya RS-2703 — d6 am vueot quy cach. Kinh giri 6ng Shin, Téi viét thuw vé 16 hat
nhwa RS-2703 dwoc giao téi nha mdy Binh Dwong ngay 2/3/2027. Ngay 9/3, nhiéu 16i dwoc phat hién
trén chi tiét lam tir 16 nhiea nay. Phong thi nghiém cia ching t6i do dwoc dé am 0,35%, trong khi mikc
t6i da theo quy cdch da thoa thudn la 0,20%. Bdo cdo thir nghiém va dnh dirgc giri kém dé éng xem.
Trong 12 tan dd giao, 4,5 tan da dwoc ding trude khi phat hién sw co, 7,5 tan con lai di dwoc cdch ly
va sé khéng dwoc sir dung. Vi vdy chiing t6i dé nghi quy cong ty: thu xép thay 7,5 tan trudc thir Sau
19/3; giti bdo cdo hanh dong khdc phuc trude thir Tw 17/3, gidi thich 16 hang da dwoc bdo qudn thé
nao va su cé sé duoc phong ngira ra sao. S6 hat nha bi cach ly co thé dwoc nhdn lai tai kho cia
chiing téi bat cit liic ndo trong gio' lam viéc. Néu can thém théng tin, xin éng cho téi biét. Tran trong,
Phan Minh Tri.

LOI HAY GAP / COMMON MISTAKE — Viét “Your resin is wrong and caused our
line to stop.” Cau chu dong dit nha cung cép 1am chu ngir ciia 16 bude t6i, d& lam hong quan
hé. Vin ban chit luong néu sw viée va sb do bang bi dong: “A moisture content of 0.35%
was measured, against a maximum of 0.20%.” S6 liéu ty noi 1én trach nhiém.

Writing “Your resin is wrong and caused our line to stop.” The active sentence makes the supplier
the subject of an accusation and can damage the relationship. Quality documents state facts and
measurements in the passive: “A moisture content of 0.35% was measured, against a maximum of
0.20%.” The figures show who is responsible.

3.7. Ton kho va logistics: cap nhat tinh hinh — Inventory and logistics: giving status
updates

Bo phéan kho va ké hoach phai cap nhat thuong xuyén cho bd phan ban hang: con bao
nhiéu, di dung bao lau, hang bd sung dang ¢ dau. Cau cap nhat t6t ludn co sé luong, thoi
gian va trang thai.

The warehouse and planning teams must update Sales regularly: how much is left, how long it

will last, and where the replenishment is. A good update sentence always has a quantity, a time
and a status.
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Tinh hudng Trang trong Trung tinh / ni b
Situation Formal Neutral / internal

Muc ton kho Current stock stands at 4,200 units. We’ve got 4,200 units left.
Stock level
bu dung bao lau This is sufficient to cover three weeks  That’s enough for about three
Stock cover of demand. weeks.

51 mu ) Stock has fallen below the safet
Duéi muc an toan ock has fallen below the safety We're below safety stock on K2.
Below safety stock level.

3 dat bd A replenishment order has b )
Da dat bo sung N em‘s ment of e.r as beel I’ve reordered from the supplier.
Order placed placed with the supplier.

Hang dang di duong  The goods are being shipped and are It’s on its way — should be here
In transit expected on 22 March. on the 22nd.
Cho hang Orders received after today will be . .

N 11 have t t.
Backorder placed on backorder. ew orders will have to wai
Het hang This item is temporarily unavailable. We’ve run out of K2.
Stock-out

VAN BAN MAU 4 — EMAIL CAP NHAT TON KHO / MODEL TEXT 4 —
INVENTORY UPDATE EMAIL
Subject: Weekly stock update — Monday 8 March 2027

Dear Sales team,
Please see below the stock position for our three fan models as of this morning.

— MK-20 desk fan: 4,200 units in stock. With weekly demand of about 1,400 units, this is
enough for three weeks.

— MK-30 stand fan: 900 units in stock, below our safety stock of 2,000. A replenishment
order of 6,000 units has been placed, and the goods are being produced now. Delivery is
expected on Monday 22 March.

— MK-40 wall fan: stocktake is being carried out today, so figures will be confirmed
tomorrow.

Because MK-30 stock covers only about four days of sales, new MK-30 orders from smaller
retailers will be placed on backorder until 22 March. Orders from key accounts should be
sent to me directly so that they can be given priority.

The next update will be sent on Monday 15 March.

Best regards,

Dinh Quoc Huy
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Planning Executive, Minh Khang Home Appliances JSC

Dich: Tiéu dé: Cdp nhdt ton kho hang tuan — thir Hai 8/3/2027. Giri nhém ban hang, duéi ddy la tinh
hinh ton kho ciia ba mdu quat tinh dén sang nay. Quat ban MK-20: con 4.200 chiéc; véi nhu cau
khodang 1.400 chiéc/tuan, dii cho ba tudn. Quat ditng MK-30: con 900 chiéc, duw6i mike ton kho an
toan 2.000 chiéc; don bé sung 6.000 chiéc di dieoe dat, hang dang dwoc san xudt, du kién giao thir
Hai 22/3. Quat treo twong MK-40: hém nay dang kiém ké, sé liéu sé dwoc xdc nhdn ngay mai. Vi ton
kho MK-30 chi dii khodng bon ngay ban, cdc don MK-30 méi tir nha ban 1é nho sé chuyén sang cho
hang dén 22/3. Pon ciia khach hang 16n nén dwoc giti thang cho téi dé dwoc wu tién. Ban cdp nhdt
tiép theo sé duwoc giri vao thir Hai 15/3. Tran trong, Pinh Quéc Huy.

PHAI THUQC / MEMORISE — Tinh s tuan du dung: ton kho + nhu ciAu mdi tuan. MK-
20: 4.200 + 1.400 = 3 tuan. MK-30: 900 = 1.500 = 0,6 tudn ~ 4 ngay. Ludn kiém phép tinh
trude khi giri: con sd sai trong email ton kho lam bd phan ban hang hira sai v6i khach.

Weeks of cover: stock ~ weekly demand. MK-20: 4,200 + 1,400 = 3 weeks. MK-30: 900 ~ 1,500 = 0.6
weeks = 4 days. Always check the arithmetic before sending: a wrong figure in a stock email makes
Sales give customers wrong promises.

LOI HAY GAP / COMMON MISTAKE — Viét “The goods are delivering to your
warehouse.” Hang khong ty giao, nén phai ding bi dong tiép dién: “The goods are being
delivered to your warehouse.” Tuong tu: “The order is packing now” — “The order is
being packed now.”

Writing “The goods are delivering to your warehouse.” Goods do not deliver themselves, so use the
continuous passive. “The goods are being delivered to your warehouse.” Likewise: “The order is
packing now” — “The order is being packed now.”

3.8. Bai doc: Stra quy trinh, khong do 16i cho ngwoi — Reading: Fix the process,
not the people

BAI PQC / READING
Fix the process, not the people

Hoang Lam Furniture JSC makes wooden dining chairs in Binh Duong. Most of its chairs are
sold to retailers in Australia and Japan. In early 2025, the company had a serious problem:
4.8% of its chairs were failing the final inspection, and several containers had been returned
by an Australian customer because of loose legs and uneven paint.

At first, the managers blamed the workers. Extra inspectors were hired, and workers who
made mistakes were warned. The defect rate did not fall. In fact, morale got worse, and two
experienced team leaders left.

In April 2025, a new operations director, Ms Ha Thi Bich Ngoc, was appointed. She had
worked for a Japanese car parts maker for eight years, and she approached the problem
differently. “When the same mistake is made by twenty different people,” she said, “the
problem is not the people. It is the process.”
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Her team spent two weeks on the factory floor. Every defective chair was photographed, and
the cause of each defect was recorded. The results were surprising. Most loose legs were not
caused by careless assembly. The wood had been cut while it still contained too much
moisture, so the joints shrank after a few weeks at sea. Uneven paint was traced to a spray
booth whose filters had not been changed for months.

Several changes were made. A moisture meter was installed at the cutting station, and wood
above 12% moisture could no longer be cut. The spray booth filters were put on a weekly
maintenance schedule. Most importantly, inspection was moved upstream: instead of one
large check at the end, each chair was now checked at four points during production, so
problems could be fixed before more value was added.

Workers were also given a new right. If a defect is noticed, any worker can stop the line by
pressing a yellow button. At first, supervisors worried that output would fall. It did, for about
three weeks. After that, the line ran more smoothly than before, because small problems were
being solved before they became big ones.

Nine months later, the defect rate at final inspection had fallen to 1.5%. The annual cost of
rework dropped from about VND 1.2 billion to VND 380 million. The Australian customer,
which had threatened to end the contract, has since increased its orders.

Ms Ngoc still keeps a photo of the first returned container on her office wall. “It reminds us,”
she says, “that quality is built into the process. It cannot be inspected into the product at the
end.”

Dich: Sira quy trinh, khéng do 16 cho nguwoi. Cong ty CP Ngi that Hoang Lam sdn xudt ghé an bang
g6 & Binh Duwong, phan I6n ban cho cdc nha ban 1é 6 Uc va Nhét Ban. Bau nam 2025, cong ty gap
mot van dé nghiém trong: 4,8% sé ghé khong dat kiém tra cudi, va mét khach hang Uc da tra lai vai
container vi chdn ghé long va son khéng déu. Liic dau, ban quan 1y dé 16i cho cong nhan: thué thém
nguwoi kiém tra, canh cdo cong nhan lam sai. Ti 1é 16i khong giam,: tinh than lam viéc con té hon, va
hai t6 trucng giau kinh nghiém nghi viéc. Thang 4/2025, ba Ha Thi Bich Ngoc diwoc bo nhiém lam
giam déc van hanh. Ba treng lam tam nam cho mot hang linh kién 6 t6 Nhdt va nhin van dé theo cdch
khdc: “Khi ciing mot 16i do hai mueoi nguwoi khdc nhau gdy ra, van dé khéng nam & con nguoi ma &
quy trinh.” Nhém ciia ba danh hai tudn dwdi xweong; moi chiéc ghé 16i dwoc chup dnh va nguyén nhan
tirng 16i dwoc ghi lai. Két qua bat ngo: phan I6n chdn ghé long khéng do ldp rdp cau tha, ma do go
o cat khi con qud am nén méng co lai sau vai tudan di bién. Son khong déu la do mét buong phun
c6 i loc nhiéu thang chwa thay. Nhiéu thay doi dwoc thiee hién: ldp mady do dé am 6 tram cat, g6
am trén 12% khéng duwoc cat nita; hedi loc buong phun dwoc diwa vao lich bao tri hang tuan; quan
trong nhat, viéc kiém tra dwoc dwa lén cdc cong doan dau: thay vi mot lan kiém 16m & cudi, méi chiéc
ghé dwoc kiém ¢ bon diém trong qud trinh san xudt, dé siea 16i truée khi bé thém cong vao san pham.
Céng nhan ciing dwoc trao mot quyén moi: ai phat hién 16 déu dwoc ditng ddy chuyén bang niit vang.
Liic dau cdc gidm sdt lo san lwong gidm; qua thét san lwong gidam khodng ba tuan, nhing sau dé ddy
chuyén chay tron tru hon truée vi 16 nhé dwoe xir 1y trieée khi thanh 16i 16n. Chin thang sau, ti ¢ 16i &
khdu kiém tra cudi giam con 1,5%, chi phi sita hang méi nam giam tir khoang 1,2 ti dong xuéng 380
triéu dong. Khdch hang Uc timg doa cham ditt hop dong nay da tang don hang. Ba Ngoc van treo dnh
chiéc container bi tra lai dau tién trong phong lam viéc: “N6 nhdc ching t6i rang chat lwong diwoc
xdy dung trong quy trinh; khong thé kiém tra dé dwa chat lwong vao san pham ¢ khdu cuéi.”
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Cau héi doc hiéu va dap an — Comprehension questions and answers

1. Hai van d¢ chat lugng chinh ctia Hoang Lam dau nam 2025 1a gi? — Pép an: Chan
ghé 1ong va son khong déu.
What were Hoang Lam’s two main quality problems in early 20257 — Answer: Loose legs
and uneven paint.

2. Vi sao bién phap dau tién ctia ban quan Iy khong hiéu qua? — Pap an: Vi ho xu ly
con ngudi (thém nguoi kiém tra, canh cio) trong khi nguyén nhan nam & quy trinh; ti
1¢ 16i khong giam va tinh than lam viéc con xau di.
Why did the managers’ first response not work? — Answer: Because they dealt with the
people (more inspectors, warnings) while the cause was in the process, the defect rate did
not fall and morale got worse.

3. Nguyén nhan that ctia chan ghé 1ong 1a gi? — Pap an: Gd dugc cat khi con qua 4m
nén mong co lai sau vai tun di bién.
What was the real cause of the loose legs? — Answer: The wood had been cut while it was
still too wet, so the joints shrank after a few weeks at sea.

4. Suy luan: vi sao viéc kiém tra & bén diém trong qua trinh san xuat tiét kiém chi phi
hon kiém tra mét 1an & cudi? — Pap an: Vi 16i duoc phat hién sém, trude khi bo
thém cong son, lap rap, dong gbi vao chiéc ghé 16i; stra & cong doan dau ré hon sira
thanh pham.

Inference: why is checking at four points during production cheaper than one check at the
end? — Answer: Because defects are found early, before more work (painting, assembly,
packing) is added to a faulty chair, fixing a problem upstream costs less than reworking a
finished product.

5. T “upstream” trong doan 5 (“inspection was moved upstream”) gan nghia nhat voi
cum nao: (a) 1én ting trén, (b) sang nha may khéc, (c) vé cac cong doan sém hon? —
Pap 4an: (c) vé cac cong doan sdm hon ctia quy trinh.

In paragraph 5, which is closest in meaning to “upstream” (“inspection was moved
upstream”): (a) to a higher floor, (b) to another factory, (c) to earlier stages of the process?
— Answer: (c) to earlier stages of the process.

6. Blng, sai hay khong c6 thong tin: (1) Sau khi trao quyén ding day chuyén, san luong
giam khoang ba tuan. (2) Chi phi sira hang giam hon hai phan ba. (3) Khach hang
Nhat ciing ting don hang. — Pap an: (1) Pung. (2) Pung: tir 1,2 ti xuéng 380 triéu
dong, giam 820 triéu, tirc khoang 68%. (3) Khong c6 thong tin: bai chi néi khach
hang Uc ting don.

True, false or not given: (1) Output fell for about three weeks after workers could stop the
line. (2) Rework costs fell by more than two thirds. (3) The Japanese customers also
increased their orders. — Answer: (1) True. (2) True: from VND 1.2 billion to VND 380
million, a fall of VND 820 million, about 68%. (3) Not given: the text only says the
Australian customer increased its orders.

Vi DU / EXAMPLE — Bai doc ding du cac dang bi dong trong chuong: were being solved
(tiép dién), had been returned, had been cut, had not been changed (qué khir hoan thanh
— xay ra trudc thoi diém dang ké), could no longer be cut, cannot be inspected (dong tir
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khuyét thiéu). Gach chan timg ciu bi dong va néi vi sao ngudi viét khong néu tac nhan.

The reading uses every passive form in the chapter: were being solved (continuous), had been
returned, had been cut, had not been changed (past perfect — before the time of the story), could no
longer be cut, cannot be inspected (modal). Underline each passive and say why the writer leaves out

the agent.

3.9. Nhirng 16i bi dong ngudi Viét hay mic trong van ban van hanh —

Common passive mistakes Vietnamese writers make in operations documents

Sai
Wrong

The shipment was arrived
late.

The machine is broken down.

The parts must check today.

The goods are delivering
now.

The order has been ship.

We had repaired the roof last
week (thué nguoi sua).

The report must be send by
Friday.

This problem was happened
before.

It was being checked by
somebody.

The filter needs to clean.

The shipment arrived late.

The machine has broken down. /
The machine is broken.

The parts must be checked today.

The goods are being delivered
now.

The order has been shipped.

We had the roof repaired last
week.

The report must be sent by
Friday.

This problem has happened
before.

It was being checked.

The filter needs to be cleaned. /
The filter needs cleaning.

Ly do

Reason

arrive 1a no1 dong tur, khong
c6 b1 dong
“arrive” has no passive

break down la ndi dong tur;
broken 1a tinh tir
“break down” is intransitive

Vit chiu tac dong: thiéu be +
V3
Missing be + past participle

Bi dong tiep dicn can being
The continuous passive needs
“being”’

Sau been phai 1a V3
A past participle follows “been”

have + vat + V3 khi nguoi
khac lam
have + object + past participle

send — sent (V3 bit quy tic)
Irregular past participle

happen 1a ngi dong tur
“happen” is intransitive

Bo tac nhan khong c6 thong
tin

Drop an empty agent

B¢ loc khong tu lam sach
The filter does not clean itself

LOI HAY GAP / COMMON MISTAKE — Dung bi dong cho mei cau dé nghe “chuyén
nghiép”: “A meeting will be held by me with the supplier.” Khi nguoi l[am 1a chinh minh
va d6 1a thong tin quan trong, cau chu dong rd hon: “I will meet the supplier on Thursday.”
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Bi dong dung khi vat chiu tdc dong la trong tdm, khong dung dé giéu chu ngir “I/we” mdt
cach guong ép.

Making every sentence passive to sound “professional”: “A meeting will be held by me with the
supplier.” When the doer is you and that matters, the active is clearer: “I will meet the supplier on
Thursday.” Use the passive when the thing affected is the focus, not to hide “I/we” in an unnatural
way.

VI DU/ EXAMPLE — Bang kiém nam diém trudc khi giri bio cao van hanh: (1) Mdi cau bi
dong co du be + V3? (2) Dong tir ndi dong (arrive, happen, occur, break down) c6 bi viét bi
dong khong? (3) Viéc dang 1am dung being, viéc da xong dung been? (4) Viéc thué ngoai
viét have + vat + V3? (5) Moi con s6, phan trim, ngay — thir d duogc kiém lai?

A five-point check before sending an operations report: (1) Does every passive have be + past
participle? (2) Are any intransitive verbs (arrive, happen, occur, break down) made passive? (3) Is
being used for work in progress and been for finished work? (4) Is outsourced work written as have +
object + past participle? (5) Have all figures, percentages, dates and weekdays been checked?

3.10. Bai tap van dung c6 loi gidi — Applied exercises with solutions

Bai 1. Email bio chim giao hang sau sw ¢6 16 nung — Exercise 1. An email about a
delay after a kiln breakdown

Cong ty TNHH Gom Sen Viét (Vinh Long) nhan don hang PO-4471 gém 6.000 dia s
ctia 6ng Jonas Becker, Giam d6c mua hang Cong ty Kranich Haushalt GmbH (Hamburg,
Pric), hen xudt hang thar Sau 19/3/2027. Ngay 10/3/2027 10 nung sb 2 hong; 2.400 dia
dang nung bi nirt va phai hity. Lo d3 duoc sira xong ngay 12/3; 16 thay thé dang duoc san
xuét. Ban 1a Truong Ngoc Diém, nhan vién chim séc khach hang. Viét email 150-250
tir: bao sy ¢b, ndi viec di 1am, dé xuét giao trude 3.600 dia ngay 19/3 va 2.400 dia con lai
ngay thir Sau 2/4/2027, xin ¥ kién trudc thir Hai 15/3.

Sen Viet Ceramics Co., Ltd (Vinh Long) has order PO-4471 for 6,000 porcelain plates from Mr
Jonas Becker, Purchasing Director of Kranich Haushalt GmbH (Hamburg, Germany), due to
ship on Friday 19 March 2027. On 10 March 2027, kiln No. 2 broke down, 2,400 plates inside it
cracked and had to be scrapped. The kiln was repaired on 12 March, and a replacement batch is
now in production. You are Truong Ngoc Diem, a customer service executive. Write an email of
150-250 words: report the incident, say what has been done, propose shipping 3,600 plates on
19 March and the other 2,400 on Friday 2 April 2027, and ask for a decision by Monday 15
March.

1. Tiéu dé néu sé don va ndi dung chinh, dé ong Becker tim lai dugc: “PO-4471 —
revised shipment plan after kiln breakdown”. Loi chao: Becker 14 ho, viét “Dear Mr
Becker,”.

The subject line gives the order number and the main point so that Mr Becker can find it
later: “PO-4471 — revised shipment plan after kiln breakdown”. Greeting: Becker is the
surname, so write “Dear Mr Becker,”.

2. Poan 1 bao tin xau ngay, khong vong vo: su ¢b gi, ngay nao, anh hudng bao nhiéu
san pham. Dung bi dong qua khir tiép dién cho viéc dang dién ra lac su ¢ xay ra:
“2,400 plates were being fired when the kiln broke down”.
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Paragraph 1 gives the bad news at once: what happened, when, and how many products
were affected. Use the past continuous passive for the action in progress at that moment:

’

“2,400 plates were being fired when the kiln broke down”.
3. Poan 2 ndi viéc di 1am va dang 1am, dung bi dong hoan thanh va bi dong tiép dién:

“The kiln has been repaired and tested”, “a replacement batch is being produced”.

Chu thé (tho, k¥ su) khong quan trong nén bo.

Paragraph 2 says what has been done and what is being done, using the perfect and

continuous passive: “The kiln has been repaired and tested”, “a replacement batch is being

produced”. The people doing the work are not important, so leave them out.

4. Poan 3 dwa phuong 4n ¢ s6 liéu khép nhau: 3.600 + 2.400 = 6.000. Ghi ngay kém
thtr da doi chiéu lich.
Paragraph 3 gives the plan with figures that add up: 3,600 + 2,400 = 6,000. Write each date
with its weekday, checked against the calendar.

5. Cau két xin quyét dinh c6 han choét, xin 16i mét 1an, khong db 16i, khong hira diéu
khong chac.
The closing asks for a decision by a deadline, apologises once, blames nobody and promises
nothing uncertain.

6. Bai mau hoan chinh (khoang 200 tir). Dich : “Kinh gtri 6ng Becker, toi rat tiéc phai
béo rang ngay 10/3 16 nung s 2 cta chiing t6i bi hong khi 2.400 dia cua don PO-
4471 dang dugc nung; sb dia nay bi nut va da bi huy. Lo da dugc stra va chay thu
ngay 12/3, 16 thay thé dang dugc san xuat...”

Subject: PO-4471 — revised shipment plan after kiln breakdown / Dear Mr Becker, / I am
sorry to inform you that kiln No. 2 at our factory broke down on Wednesday 10 March. At
that time, 2,400 plates for order PO-4471 were being fired. They cracked in the heat and
have been scrapped. / The kiln has been repaired and tested, and it has been running
normally since 12 March. A replacement batch of 2,400 plates is being produced now, and
each plate will be inspected before packing. The other 3,600 plates were finished before the
breakdown and have already been packed. / We would therefore like to propose two
shipments: — 3,600 plates on Friday 19 March, as originally planned; — the remaining 2,400
plates on Friday 2 April. / The extra freight cost for the second shipment will be paid by Sen
Viet. Could you please let me know by Monday 15 March whether this plan is acceptable? If
a single shipment on 2 April suits you better, that can also be arranged. / Please accept our
apologies for this delay. I will send you a progress update with photos of the new batch next
Wednesday. / Kind regards, / Truong Ngoc Diem (Ms) / Customer Service Executive, Sen
Viet Ceramics Co., Ltd / Tel: +84 270 3825 614

Bai 2. Mo ta quy trinh ché bién ca phé nhén cho doan danh gia Nhat Ban —

Exercise 2. Describing a green coffee process for a Japanese audit team

Cong ty CP Ca phé Cao Nguyén Xanh (Pik Lik) sap don doan danh gia cua ba Mori
Yuka, Cong ty Hoshino Trading (Osaka). Ba Mori dé nghi giri trudc mot doan mé ta quy
trinh ché bién ca phé nhan robusta. Dir kién: qua ca phé nhan vé duge can, ghi ma 10;
phan loai bo qua xanh, tap chat; phoi trén san bé tong 18-25 ngay dén d6 am 12,5%; xat
v0; phan cd hat béng sang; kiém tra d6 am va ti 1& hat 13i theo tung 16; dong bao day 60
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kg; Iuu kho trén pa-lét. Ban 1a Y Pang Nié, trudng bd phan chit lugng. Viét doan mo ta
150-250 tir bang tiéng Anh.

Cao Nguyen Xanh Coffee JSC (Dak Lak) will soon host an audit team led by Ms Mori Yuka of
Hoshino Trading (Osaka). Ms Mori has asked for a short description of the robusta green coffee
process in advance. Facts: the cherries are weighed on arrival and given a batch code; unripe
cherries and foreign material are removed; the cherries are dried on concrete yards for 1825
days to 12.5% moisture, they are hulled; the beans are graded by size with screens, moisture
and the defect rate are checked for each batch; the beans are packed in 60 kg jute bags and
stored on pallets. You are Y Dang Nie, head of quality. Write a 150-250-word process
description in English.

1.

Cau mé gidi thidu pham vi: quy trinh bat dau ¢ dau, két thuc ¢ dau, co6 may cong
doan.

The opening sentence gives the scope: where the process starts, where it ends, and how
many stages it has.

. Dung bi dong hién tai don cho cac budc lap lai hang ngay, vi nguoi doc quan tam viéc

gi dugc lam voi hat ca phé, khong quan tdm ai lam: “the cherries are weighed”, “the
beans are graded”.
Use the present simple passive for steps repeated every day, because the reader cares about

what happens to the coffee, not who does it: “the cherries are weighed”, “the beans are
graded”.

. Néi cac budc bang tir chi trinh tu da dang: first, after that, once + bi dong hoan thanh

(once they have been dried), before being + V3, finally.
Link the steps with varied sequencers: first, after that, once + perfect passive (once they
have been dried), before being + past participle, finally.

. Dung bi dong voi dong tir khuyét thiéu cho quy dinh bét budc: “must be kept”,

“cannot be released”.
Use modal passives for fixed rules: “must be kept”, “cannot be released”.

. Néu diém truy xuat ngudn gdc vi khach Nhat rat coi trong: ma 16 di theo hat ca phé tir

lac nhan dén lac xuat.
Mention traceability, which Japanese buyers value highly: the batch code follows the coffee
from arrival to dispatch.

. Bai mau hoan chinh (khoang 200 tir). Dich ¥: “Quy trinh ché bién ca phé nhan cia

chung toi gém sdu cong doan, tur lac nhan qua dén lac luu kho. Pau tién, qua ca phé
duoc can khi nhéan va dugc gan ma 16...”

Our green coffee process has six stages, from the arrival of the cherries to storage. / First,
the cherries are weighed on arrival and given a batch code. This code is printed on every
document and bag, so each batch can be traced back to the farm. / Next, the cherries are
sorted. Unripe cherries, leaves and stones are removed by hand. The cherries are then
spread on concrete drying yards, where they are turned four times a day. Drying takes 18 to
25 days, depending on the weather. / Once the cherries have been dried to 12.5% moisture,
they are hulled to remove the outer skin. After that, the beans are graded by size on screens.
/ Before being packed, every batch is inspected in our laboratory. A 300-gram sample is
taken, and its moisture and defect rate are measured. A batch cannot be released until both
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results meet the buyer’s specification. / Finally, the beans are packed in 60 kg jute bags. The
bags must be kept on pallets, at least 50 cm from the walls, to prevent contamination from
the floor. / During your audit on site, each stage can be observed, and our batch records will
be made available for review.

3.11. Bai tap viét va dan y tra 10i — Writing tasks and answer outlines

Ciu 1. Ban 1 Pinh Quéc Huy, chuyén vién ké hoach ciia Cong ty CP Thiét bi gia
dung Minh Khang (Long An). Miu quat dirng MK-30 con 900 chiéc, dwéi mirc ton
kho an toan 2.000 chiéc; nhu ciu khoang 1.500 chiéc m&i tuan. Mot don bo sung
6.000 chiéc da dwoc dat va du kién vé kho thie Hai 22/3/2027. Viét email ndi b 120—
200 tir giri ba LaAm Thu Thio, Giam ddc ban hang: bao tinh hinh, vi¢e da lam, dé
nghi b phan ban hang tam wu tién khach hang lén.
Question 1. You are Dinh Quoc Huy, a planning executive at Minh Khang Home Appliances JSC
(Long An). Only 900 MK-30 stand fans are left, below the safety stock of 2,000, demand is about
1,500 units a week. A replenishment order of 6,000 units has been placed and is expected at the
warehouse on Monday 22 March 2027. Write an internal email of 120-200 words to Ms Lam
Thu Thao, Sales Director: report the situation, say what has been done, and ask Sales to give
priority to key accounts for now.
« Tiéu dé néu ma hang va van dé.
“Subject: MK-30 stand fans — stock below safety level”
« Cau mé dua sd liéu va mirc d6: con khoang bdn ngay ban (900 + 1.500 x 7 = 4,2
ngay).
“Dear Ms Thao, I am writing to let you know that only 900 MK-30 fans are in stock, which is
below our safety stock of 2,000. At current demand, this covers about four days of sales.”
* Viéc da lam: bi dong hién tai hoan thanh.
“A replenishment order of 6,000 units has been placed, and the supplier has confirmed
delivery on Monday 22 March.”

« Viéc dang 1am: bj dong hién tai tiép dién.
“In the meantime, the remaining stock is being reserved for orders that have already been
confirmed.”

« Pé nghi cu thé, dung bi dong v6i dong tir khuyét thiéu.
“Could new orders from smaller retailers be placed on backorder until 22 March? Key
accounts should be served first.”

« Cau két hen cép nhat va ky tén.
“I will send you an updated stock report on Friday. / Best regards, / Dinh Quoc Huy /
Planning Executive”

Ciu 2. Ban 1a Phan Thi Kiéu Oanh, truéng phong dam bio chat lwgng Cong ty
TNHH Linh kién Pién tir Hwng Thinh (Bic Ninh). Tir thit Nim 1/4/2027, moi linh
kién mua ngoai phai dwoc kiém tra truée khi dwa vao diy chuyén; 16 khong dat
phii dwogc dan nhin dé va dé & khu cach ly; két qua phai dwge ghi vao hé thong
trong ngay. Viét thong bao ndi bd 120-200 tir giri bd phan kho va san xuat.
Question 2. You are Phan Thi Kieu Oanh, Quality Assurance Manager at Hung Thinh
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Electronic Components Co., Ltd (Bac Ninh). From Thursday 1 April 2027, every purchased
component must be inspected before it goes to the line; batches that fail must be given a red
label and kept in the quarantine area; results must be entered in the system on the same day.
Write an internal notice of 120—200 words to the warehouse and production teams.
« Tiéu dé va cau mé néu quy dinh moi va ngay hiéu lyc.
“Subject: New incoming inspection rule from 1 April / From Thursday 1 April 2027, a new
inspection rule will apply to all purchased components.”
* Ly do ngén gon, co sb liéu.
“Last quarter, 60% of our line stoppages were caused by components that had not been
checked on arrival.”
« Quy dinh viét bang bi dong voi must / are to be.
“Every incoming batch must be inspected before it is moved to the production area. Batches
that fail are to be given a red label and kept in the quarantine area.”
* Trach nhiém ghi chép va han chot.
“Inspection results must be entered in the system on the same day.”
« Piéu cam, dung bi dong phu dinh.
“Components with a red label must not be used under any circumstances.”
« Huéng dan va nguoi lién hé.
“A short training session will be held on Monday 29 March. Questions should be sent to me
on extension 412.”

Ciu 3. Khach hang Uc (6ng Liam Foster, Cong ty Southern Cross Outdoor) phan
nan 40 trong 500 chiéc ghé xép nhom bi 16ng khép. Ban 1a Vo Thanh Tung, Giam
ddc nha may Cong ty CP Noi that Tan Phu (Binh Dwong). Viét email tra 1oi 120-200
tir: cim on, néu nguyén nhin (mot 16 dinh tan sai kich thwéc ciia nha cung cap),
viée da 1am (thay nha cung cép, kiém tra lai toan b hang tén), cach xir 1y 40 chiéc
16i (thay m&i mién phi), cach phong ngira.
Question 3. An Australian customer, Mr Liam Foster of Southern Cross Outdoor, complains that
40 of the 500 aluminium folding chairs have loose joints. You are Vo Thanh Tung, Plant
Manager at Tan Phu Furniture JSC (Binh Duong). Write a reply of 120—200 words: thank him,
give the cause (a batch of wrong-size rivets from a supplier), say what has been done (a new
supplier, a full re-check of the stock), say how the 40 faulty chairs will be handled (free
replacement), and explain how the problem will be prevented.
* Cam on va nhan trach nhiém.
“Dear Mr Foster, Thank you for reporting the problem with the folding chairs, and I am
sorry for the trouble it has caused.”
* Nguyén nhan: bi dong qué khir hoan thanh cho viéc xay ra trude.
“Our investigation showed that the chairs had been assembled with a batch of rivets that
were 0.3 mm too small.”
* Viéc da lam: bi dong hién tai hoan thanh, have something done.
“The rivet supplier has been replaced, and all 1,200 chairs in our stock have been re-
checked. We have also had our riveting tools recalibrated.”
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« Xir ly hang 16i: bi dong twong lai.
“Forty replacement chairs will be sent to you free of charge with your next order, and the
faulty ones do not need to be returned.”

« Phong ngtra: bi dong voi dong tir khuyét thiéu.
“From now on, every batch of rivets must be measured before it can be used on the line.’

« Két thu.

“Please let me know if any other problems are found. / Kind regards, / Vo Thanh Tung (Mr) /
Plant Manager”

’

3.12. Cau héi trac nghiém — Multiple-choice questions

15. Chon dang dung dién vao chd trong.
All cartons __ with a batch number before they leave the factory.
A. must be labelled
B. must label
C. must labelled
D. must be labelling

16. Chon dang dung dién vao chd trong.
Don’t worry about the faulty parts —they _ already.
A. have replaced
B. have been replaced
C. were replacing
D. have been replacing

17. Chon dang dung dién vao chd trong.
Line 2 is not available this morning because it .
A. is servicing
B. is being serviced
C. has serviced
D. services

18. Cong ty khong tu hiéu chuan can ma thué phong thi nghiém bén ngoai. Chon cum
ding.
We don’t calibrate the scales ourselves. We by an external lab every six months.
A. have them calibrate
B. have calibrated them
C. are calibrated them
D. have them calibrated
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19. Chon dang dung dién vao chd trong.
The machine broke down last week. It in January, but the visit was cancelled.
A. should have been serviced /
B. should be serviced /
C. should have serviced
D. must have serviced -

20. Chon tir dung dién vao chd trong.
Painting is the in our process: it is the slowest step, so it limits the output of the whole
line.

A. backlog / don ton dong
B. downtime / thoi gian ngirng mdy
C. throughput / nang sudt thong qua
D. bottleneck / diém nghén

21. Chon dang dtng dién vao chd trong.
When the fire alarm went off at 10.15, the containers ____, so all work stopped.
A. were loading
B. had loaded /
C. were being loaded /
D. are being loaded
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Chuong 4. Marketing so va chién dich — Chapter 4. Digital marketing

and campaigns

Muc tiéu chwong — Chapter objectives

« Dung dung 45 tir va cum tir vé phdu marketing, kénh sb va chi sé chién dich (CTR,
CPC, CAC, ROAS, ty 18 chuyén d6i).
Use 45 words and phrases about the marketing funnel, digital channels and campaign
metrics (CTR, CPC, CAC, ROAS, conversion rate) correctly.

« Tinh va dién giai cac chi s6 chién dich bang tiéng Anh, khong nhidm phan trim véi ty
sO.
Calculate and explain campaign metrics in English without confusing percentages and
ratios.

« Ké mot case study chién dich bang qua khu tiép dién, qua khtr hoan thanh va qué khir
hoan thanh tiép dién, phan biét rd voi qua khir don.
Tell a campaign case study with the past continuous, past perfect and past perfect
continuous, clearly distinguished from the past simple.

« Viét ban yéu cau glri agency, email dé xuat chién dich va bao cao két qua chién dich
dai 150-250 tur.
Write an agency brief, a campaign proposal email and a campaign results report of 150—250
words.

4.1. Ttr veng marketing s6O — Digital marketing vocabulary

Ba bang dudi day di theo dung trinh tw mot chién dich: khach di qua phéu va cac kénh
(Bang 1), nhom marketing do két qua bang chi s (Bang 2), roi 1ap ké hoach va diéu
chinh (Bang 3). Nhiéu thudt ngir duoc viét tit trong bao céo; khi viét cho ngudi ngoai
nganh, 1an dau ghi du cum rdi mai dung chir viét tit trong ngoic.

The three tables follow the order of a campaign: customers move through the funnel and
channels (Table 1), the marketing team measures the results with metrics (Table 2), then plans

and adjusts (Table 3). Many terms are abbreviated in reports; when you write for non-
specialists, give the full phrase the first time, with the abbreviation in brackets.

Bing 1. Phéu, kénh va hanh trinh khach hang — Table 1. Funnel, channels and
customer journey

Loal | Nghia tiéng Vit
. . A A . ia ti i .
Twr / cum tir Phién am tir V'gt EVIEL | v du
Word / phrase 1PA Part of (EHHAHESE Example
- meaning
speech
ph&u marketing Most visitors leave at the top
marketin , , cac giai doan tu i .
g /'mackitiy ‘fanal/  n ( X g; I oft}he I’nark'etmg funrAlel L
funnel biet den dén mua  Phan I6n khach truy cdp roi di

hang) ngay ¢ miéng phéu marketing.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 113



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

T / cum tir

Word / phrase

customer
journey

touchpoint

lead

prospect

nurture

landing page

call to action
(CTA)

search engine
optimisation
(SEO)

Phién Am
IPA4

/'kastoma
'd33:ni/

/"tatfpomt/

Mi:d/

/"prospekt/

/'n3:tfa/

/'leendi perdsz/

/ka:1to "&kfon/

/s3:1f "end3m
,pptrmar ‘zetfon/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

hanh trinh khach
hang

diém cham (noi
khach tiép xtic
véi thuong higu)

khach hang tiém
nang (da dé lai
thong tin lién hé)

khach hang trién
vong (c6 kha
nang mua)

nudi dudng
(khéch tiém ning
cho td1 khi mua)

trang dich (trang
mo ra khi bam
quang cao)

161 kéu goi hanh
dong (nut, cau
thac giuc)

toi uu hoa cong
cu tim kiém

Vi du
Example

We mapped the customer
journey from the first ad to
the first payment.

Chung toi vé hanh trinh khach
hang tir qudng cdo ddu tién dén
lan thanh todn dau tién.

The app store page is an
important touchpoint for
new users.

Trang trén kho ung dung la
mot diém cham quan trong voi
nguoi dung mdoi.

The webinar generated 640
leads in one week.

Budi hoi thdo truc tuyén tao ra
640 khdch hang tiém ning
trong mot tuan.

Our sales team called the
hottest prospects first.

Nhom ban hang goi cho nhitng
khach trién vong nhat trude.

We nurture new leads with a
series of five emails.

Chuing toi nuoi duong khdch
tiém nang méi bang chudi nam
email.

The landing page loaded too
slowly on mobile phones.
Trang dich tai qud chdm trén
dién thoai di dong.

Put one clear call to action
above the fold.

Dat mot loi kéu goi hanh dong
ré rang ¢ phan dau trang.

Good SEO brought us 30%
of our traffic for free.

Lam SEO tét mang lai cho
chung toi 30% luong truy cdp
ma khong mat phi.
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T / cum tir

Word / phrase

organic

newsletter

subscriber

abandoned
cart

word of mouth

viral

Phién Am
IPA4

/a:"'geenik/

/'nju:zleta/

/sab'skraiba/

/a'bendand ka:t/

/w3:d av mavb/

/'varral/

Loai
twr
Part of
speech

adj

adj

Nghia tiéng Viét
Vietnamese
meaning

tu nhién (khong
tra tién quang
c40)

bén tin (gui dinh
ky qua email)

nguoi dang ky
(nhan ban tin,
theo doi kénh)

gi6 hang bi bo d&

truyén mi¢ng

lan truyén nhanh
(go viral: lan
truyén chong
mat)

Bang 2. Chi s6 do hi¢u qua — Table 2. Performance metrics

T / cum tir

Word / phrase

impression

Phién Am
IPA4

/im'prefon/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

luot hién thi
(quang cao Xuét
hién trén man
hinh)

Vi du
Example

Organic sign-ups grew after
the article appeared.
Luot dang ky ty nhién tang sau
khi bai viét xudt hién.

The monthly newsletter goes
to 18,000 customers.

Ban tin hang thang dwoc giri
t6i 18.000 khach hang.

We lost 200 subscribers
after sending too many
emails.

Chiing téi mat 200 nguoi dang
ky vi giki qud nhiéu email.

A reminder email recovered
12% of abandoned carts.

Email nhdc nhé ciru lai duoc
12% s6 gié hang bi bé do.

Most of our first users had
heard about us by word of
mouth.

Phan [6m nguoi ding dau tién
da biét dén chiing t6i qua
truyén miéng.

The video went viral within
two days.

Video lan truyén chéng mdt chi
trong hai ngay.

Vi du
Example

The ad received 1.2 million
impressions in March.
Qudang cdo nhdn 1,2 triéu luot
hién thi trong thdng Ba.
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Loai
Tw / cum tir Phién 4m tur

Word / phrase 1P4 Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

Vi du
Example

click-through

rate (CTR) /'klik Oru: rert/ n

t per click
COSTRErECE  kpst po Klik/ n

(CPO)
customer
alcl uisition cost gl
( C(j& ) .&kwr'zifon kost/
return on ad /r1't3:n pn &d n
spend (ROAS)  spend/
return on .
. /r1't3:n pn
investment n'vestmont/ n
(ROI)
k

Y /ki: pa'fo:mons
performance ndikerto/
indicator (KPI)
bounce rate /baovns reit/ n

ty 1& nhéap (luot
nhap = luot hién
thi)

chi phi médi luot
nhip

chi phi cé duogc
mot khach hang
mai

doanh thu trén chi
phi quang céo
(doanh thu + chi
phi quang céo)

ty suat lgi nhuan
trén von dau tu

chi s do hiéu qua
chinh

ty 1¢ thoat (vao
trang roi roi di
ngay)

A click-through rate of 2%
is good for this industry.
Ty 1é nhap 2% la tot trong
nganh nay.

Our cost per click rose to
VND 6,500 in December.
Chi phi méi lwot nhap ciia
chiing t6i tang 1én 6.500 dong
trong thang 12.

The referral programme cut
our customer acquisition
cost by half.

Chuwong trinh gioi thiéu gidm
mot nwea chi phi co duoc khach
hang mdi.

A return on ad spend of 4
means VND 4 of sales for
every VND 1 on ads.

ROAS bang 4 nghia la méi 1
dong quang cdo dem vé 4 dong
doanh thu.

The board asked for the
return on investment, not
just the sales figure.

Hoi dong quan tri hoi 1y sudt
loi nhudn trén dau tu, khong
chi con s6 doanh thu.

Our main KPI this quarter is
the number of active users.
Chi s6 chinh quy nay ciia
chiing t6i la s6 nguoi ding
hoat dong.

The bounce rate fell after we
shortened the page.

Ty Ié thoat giam sau khi chung
161 riit ngdn trang.
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T / cum tir

Word / phrase

customer
lifetime value
(CLV)

churn

metric

dashboard

attribution

benchmark

ad spend

Phién Am
IPA4

/"kastoma
'larftarm ‘veelju:/

/tf3:n/

/'metrik/

/'deefbo:d/

/ @tr1'bju:fon/

/"bentfma:k/

/&ed spend/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

gia tri vong doi
khach hang

su 101 bo (ctia
khach hang); roi
bo

chi s0, thude do

bang diéu khién
(man hinh theo
ddi sb lidu)

su quy két (xac
dinh kénh nao tao
ra don hang)

muc chuan dé so
sanh; so voi
chuan

chi phi quang céo
(sb tién da chi
cho quang cao)

Vi du
Example

Customer lifetime value
should be at least three times
higher than CAC.

Gid tri vong doi khach hang
nén cao gap it nhat ba lan chi
phi co duoc khach.

Monthly churn dropped
from 6% to 4%.

Ty 1¢ khdch roi b6 hang thing
giam tir 6% xuong 4%.

Likes are a weak metric if
nobody buys.

Lueot thich la thude do yéu néu
khong ai mua.

The marketing dashboard
updates every hour.

Bang theo doi marketing cdp
nhdt moi gio.

Without proper attribution,
we cannot tell which
channel works.

Khéng quy két diing thi khéng
biét kénh nao hiéu qua.

Our CTR is above the
industry benchmark.
CTR cua chung téi cao hon
mike chudn ciia nganh.

Total ad spend came to
VND 288 million.

Téng chi phi quang cdo la 288
triéu dong.
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Bang 3. Lap ké hoach va diéu chinh chién dich — Table 3. Planning and adjusting a
campaign

Loai
Twr / cum tir Phién 4m tur . Vidu
Vietnamese

Word / phrase 1IPA Part of ) Example
meaning

Nghia tiéng Viét

speech

The agency needs a clear
ban y€u cau (gui  brief before it starts.

brief /bri:f/ n don vi lam chién Don vi lam quang cdo can mot
dich) ban yéu cdu ré rang triéc khi
bat déu.

chén dung khach Our buyer persona was a 30-

hang (nhan vt year-old office worker.
buyer persona  /'baro pa'sovns/ n gi4 dinh dai ciién Chdn dung khach hang cua
L chung toi la mot nhdn vién van
i biei) phong 30 tuoi.

We ran an A/B test on two
thr nghiém A/B headlines.
(so hai phién ban) = Chiing t6i chay thir nghiém A/B
véi hai tiéu de.

A/B test / e1 'bi: test/ n,v

We allocated 40% of the
phan b6 (ngan budget to short videos.
sach, ngudn luc)  Chiing t6i phan bé 40% ngan

sdch cho video ngan.

allocate /" &lokert/ v

The team optimised the ads
every Monday.

Nhém t6i wu qudng cdo vao
moi thir Hai.

optimise /'pptimarz/ \% t6i wu hoa

i We will roll out the new
trién khai rong design to all users in May.
roll out /rovl aot/ phrv  (sau giai doan Chiing t6i sé trién khai thiét ké
thir) maoi cho moi nguoi dung vao
thang Nam.

Once the CAC is stable, we
can scale up the campaign.

scale up /skeil ap/ phrv  mé&rdng quy md  Khi chi phi ¢6 duoc khdch on
dinh, chiing ta c6 thé mé rong
chién dich.

Video ads outperformed
hiéu qua hon, image ads by 60%.
vuot (cai khac) Quang cdo video hiéu quad hon
quang cdo hinh anh 60%.

outperform / avtpa'form/ \%
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Loai

Tir/cymtic | Phién 4m i Nghia tieng Viet

Vietnamese

Vi du

Word / phrase 1PA Part of : Example
Y| meaning

speech

The search ads
A , underperformed in the first
, kém hi¢u qua
underperform  / andopo'fo:m/ v . month.
(hon ky vong) e
Qudng cdo tim kiém kém hiéu
qud trong thang dau.

The free shipping offer
day manh, lam .
boost /bu:st/ v, . Y s N b(.)OStfd Yx;eeke}l d sale§ P
tang; su tang Uu dai mién phi giao hang day

doanh so cuoi tuan lén.

Reaching 10,000 users was
our first milestone.
milestone /'mailstoon/ n moc quan trong Pat 10.000 nguoi ding la moc
quan trong ddu tién ciia chung
toi.
Email is still the most cost-
. . ) hiéu qua vé chi ffective channel fi .
cost-effective / kost 1'fektrv/ adj | 4 © egthS ¢ ‘anAne gr us A
phi Email van la kénh hiéu qua vé
chi phi nhat véi chiing toi.

Users receive a small cash

khoan khuyén incentive for each friend
khich, wu dai dé invi
incentive /m'sentrv/ n T they invite.
thuc day hanh Nguoi dung nhdn mét khodn
dong thuéng nhé cho méi nguwoi ban
ho moi.
1 a Referrals brought in 40% of
su gidi thidu ¢
referral /r1' f3:r0l/ n (khéch cti gidi ne.\jv. ac.cAoun > | L
n , . Gioi thiéu dem veé 40% so tai
thiéu khach maoi) L.
khoan moi.
New users get a VND
, hiéu giam gia, her.
voucher /'vaotfo/ n P 2 £ . vg 50’090 Youc er 5
phi€u qua tdng Nguoi dung moi duoc tang

phiéu giam gid 50.000 dong.

LOI HAY GAP / COMMON MISTAKE — Duing lead va customer nhu nhau. Lead la
ngudi méi dé lai thong tin (dién form, dang ky nhan ban tin), chua tra tién. Prospect 1a lead
d3 duoc x4c nhan c6 nhu cu va kha ning mua. Customer 13 ngudi dd mua. Bao céo ghi “we
gained 900 customers” trong khi thyc té méi c6 900 lugt dé lai s6 dién thoai 1a thoi phéng Kkét
qua.

Using lead and customer as if they were the same. A lead has only left contact details (filled in a form,
signed up for a newsletter) and has not paid. A prospect is a lead who clearly needs the product and

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 119



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

can buy it. A customer has bought. Writing “we gained 900 customers” when 900 people only left a
phone number exaggerates the result.

Két hgp tir (collocation) trong chién dich — Campaign collocations

Pong tir Danh tir di kém Vidu

Verb Noun partners Example

run / launch / a campaign, an ad, an We paused the ad after three days.

pause A/B test Chung t6i tam dimg quang cdo sau ba ngay.
drive afEHle, gelles i The article drove traffic to our landing page.

Bai viét kéo lwong truy cdp vé trang dich.

The free e-book generated 1,500 leads.

generate / capture  leads, interest Cuon sdach dién tir mién phi tao ra 1.500 khéch tiém
nang.
— visitors into customers, Only 3% of visitors converted into customers.
leads into sales Chi 3% khach truy cap chuyén thanh khach mua.
performance, results, We track performance on one dashboard.

track . .
rack / measure ROAS Chiing t6i theo doi hiéu qua trén mot bang diéeu khién.
We missed the CAC target by VND 8,000.

hit / miss / beat target, a KPI .
1/ miss Fbeat - a target, a Chiing 16i truegrt muc tiéu CAC 8.000 dong.

. . We cut ad spend on search by 25%.
cut/ increase ad spend, the bid Chiing toi célp25 % chi phi qudn; cdo tim kiém.
PHAI THUQC / MEMORISE — convert into (chuyén thinh) — outperform something
by X% (khong c6 “over””) — allocate money to a channel — miss a target by + mirc chénh
— spend money on ads (khong phai “for”).

convert into — outperform something by X% (no “over”) — allocate money to a channel — miss a
target by + the gap — spend money on ads (not ‘‘for”).

Ho tir (word family) — Word families

Pong tir Danh tir Tinh tir Vidu
Verb Noun Adjective Example

We need to optimise the page. / SEO
means search engine optimisation.

optimise optimisation optimal L L .
Can toi uu trang. / SEO la t6i wu hda cong cu
fim kiém.
It costs more to acquire a customer than to
acquire acquisition acquired keep one.

C6 duwoc khach méi ton kém hon giir khdch cii.
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Danh twr

Noun

Tinh twr
Adjective

Vi du

Example

attribute attribution attributable
high-

perform performance & )
performing

) subscription / .
subscribe 'p subscribed
subscriber
refer referral referred

We attribute 40% of sales to referrals.
Chung toi quy 40% doanh 6 cho kénh gioi

thiéu.

Our high-performing ads all use real

customers.

Cdc qudng cdo hiéu qud nhat déu ding khach

that.

Users can subscribe in one click.
Nguoi ding dang ky bang mét cii nhap.

Each user can refer up to ten friends.
Mbi nguoi ding giéi thiéu toi da muwoi nguoi

ban.

4.2. Phéu marketing va cac chi s6 chién dich — The marketing funnel and

campaign metrics

Phéu marketing chia hanh trinh khich hang thanh cac tang. O mdi ting mot phan ngudi
101 di, nén phéu hep dan. Mdi tang c6 chi so riéng; bao cdo tot noi 1d chi s6 nao thude

tﬁng ndo, tranh khoe con sé & miéng phéu (luot hién thi) khi muc ti€u that nam & day

phéu (don hang).

The marketing funnel divides the customer journey into stages. Some people leave at every stage,
so the funnel becomes narrower. Each stage has its own metrics;, a good report says which

metric belongs to which stage and does not celebrate top-of-funnel numbers (impressions) when
the real goal is at the bottom (orders).

Tang phéu

Funnel stage

Khach dang lam gi

What the customer does

Kénh dién hinh

Typical channels

Chi so
Metrics

Nhan biét

Awareness (top)

Céan nhac
Consideration

(middle)

Chuyén d6i

Conversion (bottom)

Lan dau thay thuong
hiéu

Sees the brand for the first
time

So sanh, doc danh gia,
dé lai thong tin
Compares, reads reviews,
leaves details

Mua hang, mé tai khoan
Buys, opens an account

Video ngadn, mang xa hoi,

SEO
Short video, social media,
SEO

Trang dich, ban tin, hdi
thao truc tuyén
Landing page, newsletter,
webinar

Quang cdo tim kiém,
nham lai, voucher
Search ads, retargeting,
vouchers

Impressions, reach

CTR, CPC, leads,
bounce rate

Conversion rate,
CAC, ROAS
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Tang phéu Khach dang lam gi Kénh dién hinh Chi s
Funnel stage What the customer does Typical channels Metrics

e i, @] i | e, TS G, Gl

Giir chan . trinh gidi thiéu Churn, CLV,
, be _ .
Retention / loyalty ) , Email, app, referral referrals
Buys again, refers friends '
programme

Cong thirc va cach néi cac chi s6 — Formulas and how to say the metrics

Vi du tinh trén mot chién dich: 250.000 luot hién thi, 5.000 luot nhép, chi phi quang céo
40 triéu dong, 200 don hang, doanh thu 160 triéu dong, loi nhuan gdp tir s6 don d6 64
triéu dong.

Worked example on one campaign: 250,000 impressions, 5,000 clicks, ad spend of VND 40
million, 200 orders, revenue of VND 160 million and gross profit of VND 64 million from those
orders.

Chi s Cong thirc Két qua vi du Céu tiéng Anh
Metric Formula Example result English sentence

Luot nhap + lugt hién
CTR thi

clicks + impressions

5.000 +250.000 =2% The ad had a CTR of 2%.
2% Qudang cdo co CTR 2%.

. .000.000 + 5.000 = i D
Chi phi QC = hrot nhép 40.000.000 + 5.000 We paid VND 8,000 per

CPC ad spend < clicks 8.000 d click.
& VND 8,000 M&i ot nhdp t6n 8.000 déng.
Ty 1é chuyén ..
o . 4% of visit: laced
déi Pon hing + lugt nhdp 200 + 5.000 = 4% o OF VIstibrs placed an
Conversion orders = clicks 4% order.
4% khach truy cdp da dat hang.
rate
Each new customer cost us
40.000. +200=
CAC Chi phi + khach moi 28 ()Ogg 0020 00 VND 200,000.
cost + new customers VND 200,000 A{oi khach maoi ton 200.000
dong.
) The campaign achieved a
= i = = y
ROAS Doanh thu + chi phi QC 160 + 40 =4 (400%) ROAS of 4.

+ ad spend 40 , ,
revente madspen Chién dich dat ROAS béng 4.

The return on investment was
(64 —40)~40=60% 60%.
60% Ty sudt loi nhudn trén dau tw la
60%.

(Loi nhuan — chi phi) +
ROI chi phi
(profit — cost) + cost

PHAI THUQC / MEMORISE — ROAS tinh trén doanh thu, ROI tinh trén lgi nhuin.
ROAS = 4 nghe rat dep, nhung néu bién loi nhuan gop chi 25% thi 4 dong doanh thu chi dem
vé 1 ddng loi nhudn gdp, vira du bu 1 dong quang cdo: ROI bang 0. Khi bao c4o cho ban gidm
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ddc, néu ca hai.

ROAS is based on revenue; ROI is based on profit. A ROAS of 4 sounds excellent, but with a gross
margin of only 25%, VND 4 of revenue brings just VND 1 of gross profit, which only covers the VND
1 spent on ads: the ROl is zero. When you report to directors, give both.

LOI HAY GAP / COMMON MISTAKE — Viét “The ROAS was 4%”. ROAS 13 ty s0,
viét “a ROAS of 47, “a ROAS of 4.0” hoic “a ROAS of 400%”. “4%” nghia 1a mdi 100
ddng quang cao chi thu vé 4 ddng — mot chién dich tham hoa. Ngugc lai CTR va ty 18
chuyén d6i luon viét bang phan tram.

Writing “The ROAS was 4%”. ROAS is a ratio: write “a ROAS of 47, “a ROAS of 4.0” or “a ROAS
of 400%”. “4% " means VND 4 back for every VND 100 spent — a disaster. CTR and conversion rate,
on the other hand, are always percentages.

VI DU/ EXAMPLE — Poc chit viét tit: CTR, CPC, CAC, KPI, ROI doc ting chit cai (C-
T-R/ si: ti: 'a:/). ROAS thuong doc nhu mot tir “ro-at”. SEO doc tung chir cai S-E-O.
Khong doc CAC thanh “cac”.

Saying abbreviations: CTR, CPC, CAC, KPI, ROI are read letter by letter (C-T-R / si: ti: 'a/).
ROAS is usually said as one word. SEQ is read as the letters S-E-O. Do not say CAC as a Vietnamese
word.

4.3. Ngir phap 1: Thi qua khi tiép dién — Grammar I: The past continuous

Khi ké mot case study, qua khir don ché céc sy kién chinh (chung t6i khoi chay, thay ddi,
dat dugc). Quéa khu tiép dién dung phong nén: diéu gi dang dién ra quanh thoi diém do,
hanh dong dai nao bi mot su kién ngan cit ngang.

In a case study, the past simple carries the main events (we launched, changed, achieved). The

past continuous sets the background: what was going on around that time, and which longer
action was interrupted by a short event.

Dang Cong thirc Vidu
Form Structure Example

Our ads were running on three platforms.

Khang dinh

O S + was / were + V-ing Quang cdo cia ching t6i dang chay trén ba nén
Positive i
tang.
Phu dinh . The landing page wasn’t working on iPhones.
: S + was / were + not + V-ing ) g[ig . L g

Negative Trang dich khong hoat dong trén iPhone.
Nghi van . What were customers searching for?

& , Was / Were + S + V-ing...? L Cax g
Question Khach hang dang tim kiem gi?
Bi dén The new video was being edited when the

C & S + was / were + being + V3 client called.
Passive

Video méi dang diroc dung thi khach goi.
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Bon cach dung khi ké chién dich — Four uses in a campaign story

Cach dung Déu hiéu Vidu
Use Signal words Example
Hanh dong dai bi hanh dong We were preparing the launch when the
ngin xen vao : server crashed.

o when, while o PR S
A longer action interrupted by Chung toi dang chudn bi khoi chay thi may chu
a short one sap.

. R .. While the designers were testing the page,

Hai hanh dong dai song song ) . . g -

) . the copywriter was writing emails.
Two long actions at the same while ’ ) o . o
time Trong luc nhom thiét ké thu trang thi nguoi viét

noi dung soan email.
Hanh dong dang dién ra & . . .
INE dang at 9 pm, at that At that time, competitors were offering free

mot thoi diém

o _ time, this time last  delivery.
An action in progress at a point

in time year Liic d6 doi thit dang mién phi giao hang.

In early 2027, our CAC was rising every
in early 2027, back month.

then Pau nam 2027, CAC ciia chiing téi ting moi
thang.

Bo6i canh m¢ dau cau chuyén
Background at the start of a
story

PHAI THUQC / MEMORISE — when + qua khir don (hanh dong ngin xen vao) — while
+ qua kht tiép dién (hanh dong dai dang dién ra). We were checking the data when the CEO
called. / While we were checking the data, the CEO called.

when + past simple (the short interrupting action) — while + past continuous (the long action in

progress). We were checking the data when the CEO called. / While we were checking the data, the
CEO called.

LOI HAY GAP / COMMON MISTAKE — Chia tiép dién v6i dong tir chi trang thai: “We
were knowing the problem.”, “Customers were wanting a cheaper plan.” Cac dong tu
know, want, need, believe, own, cost, seem, prefer khong dung thé tiép dién: We knew the
problem. / Customers wanted a cheaper plan.

Using the continuous with state verbs: “We were knowing the problem.”, “Customers were wanting
a cheaper plan.” Verbs such as know, want, need, believe, own, cost, seem, prefer are not used in the
continuous: We knew the problem. / Customers wanted a cheaper plan.

LOI HAY GAP / COMMON MISTAKE — Quén was/were: “While we checking the
data...”. Tiéng Viét khong c6 trg dong tir (“trong lic chiing toi kiém dir liéu”), nén ngudi
Viét hay bo. Thé tiép dién ludn can di hai phan: was/were + V-ing — While we were
checking the data...

Leaving out was/were: “While we checking the data...”. Vietnamese has no auxiliary here (“trong
lic chiing t6i kiém dit liéu”), so it is often dropped. The continuous always needs both parts: was/were
+ V-ing — While we were checking the data...
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4.4. Ngir phap 2: Qua khir hoan thanh va qua khir hoan thanh tiép dién —

Grammar 2: The past perfect and past perfect continuous

Cau chuy¢n chién dich thuong c6 mot mdc chinh (ngay khoi chay, lac phat hién sy ¢,
cubi quy). Viéc xay ra TRUGC méc d6 dung qua khir hoan thanh dé ngudi nghe biét thir
tu, ké ca khi ban nhic dén n6 sau. Néu viée d6 kéo dai lién tuc téi moc va ban mudn nhan
khoang thoi gian, ding quéa khtr hoan thanh tiép dién.

A campaign story usually has a main point in time (the launch date, the moment a problem was
found, the end of a quarter). Something that happened BEFORE that point takes the past perfect,

so the listener knows the order even when you mention it later. If it continued up to that point
and you want to stress the duration, use the past perfect continuous.

Cong thire

Vi du

Structure Example

We had tested two headlines before the

Qua khtr hoan thanh S + had + V3 (had not /
Past perfect hadn’t + V3) launch.
P Chiing t6i da thir hai tiéu dé trueée khi khdi chay.
Qua khir hoan thanh .
i Had +S + V3. 9 Had the agency seen the brief?

) Agency dd xem ban yéu cau chwa?
Past perfect — question

Qua khtr hoan thanh The ads had been running for six weeks
tiép dleg S + had been + V-ing whf:n WE? no'Elced the errorr. S
Past perfect Qudng cdo da chay duoc sau tuan thi chung toi
continuous phat hién 6i.
Bi dong qué kh
N The budget had been approved by 1 March.

hoan thanh S + had been + V3 o g N N PP . y )

) Ngan sach da duoc duyét trudc ngay 1 thang 3.
Past perfect passive

Dau hiéu va cach dung — Signals and uses

Dau hi¢u

Signal

by the time, by + mdc
qua khtr

by the time, by + past
time

before, after, when

already, just, never, yet

Cach dung
Use

Xong trude moc

Finished before the point

Thu ty hai viéc trong qua

khtr

Order of two past events

Nhan vi¢c da/chua xay ra

trudc moc
Stress done / not done
before the point

Vi du

Example

By the end of May, CAC had fallen to
VND 50,000.

T6i cuéi thang Nam, CAC da giam con 50.000
dong.

When we checked, 300 users had already
left.

Khi chiing t6i kiém thi 300 nguoi ding da roi
di.

We had never run a video campaign
before.

Trudce do chung toi chua tung chay chién dich
video.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 125



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

Déu hiéu Cach dung Vidu

Signal Use Example

We had been losing users for three
months.
Chiing téi dd mdt nguwoi diing lién tuc ba thang.

for, since (+ had been ~ Thoi lwgng téi méc
V-ing) Duration up to the point

because, so (giai thich

o Nguyén nhan xdy ra The CTR was low because we had
nguyén nhan) .
.. trugce targeted the wrong age group.
because, so (giving a . A i Lo 2.
An earlier cause CTR thap vi chung toi da nham sai nhom tuoi.

reason)

PHAI THUQC / MEMORISE — Tht ty ké # thr tw xay ra. Khi ké viéc xay ra TRUOC sau
mot viée khac, doi sang had + V3: “The campaign failed. We had chosen the wrong
channel.” Néu da c6 before / after lam 5 th tu thi qua khir don ciing chap nhan duoc: “We
tested the page before we launched it.”

Story order # time order. When you mention an EARLIER event after a later one, switch to had + past
participle: “The campaign failed. We had chosen the wrong channel.” If before / after already shows
the order, the past simple is also acceptable: “We tested the page before we launched it.”

So sanh cac cau triuc dée nham — Comparing easily confused structures

Cau Nghia

Sentence Meaning

When the director arrived, we started the Giam dbc dén ROI méi bat dau (nbi tiép)
presentation. She arrived first, then we started

When the director arrived, we were starting Giam ddc dén dung lac dang bat dau

the presentation. She arrived as we were beginning

When the director arrived, we had started the D3 bt dau tir trude khi giam déc dén
presentation. We began before she arrived

D3 trinh bay lién tuc 20 phit trude khi giam doc
dén
We had been talking for 20 minutes

When the director arrived, we had been
presenting for 20 minutes.
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Hién tai hoan thanh Qua khir hoan thanh

Present perfect Past perfect

Méc 1a BAY GIO Méc 1a mét thoi diém QUA KHU

The reference point is NOW The reference point is a PAST time

So far this year, we have spent VND 300 By June last year, we had spent VND 300
million. million.

Tir dau nam ti nay ching t6i da chi 300 triéu. Toi thang Sau nam ngodi chung toi da chi 300 triéu.

Khong di v6i mbc quéa khtr da két thuc (last
year, in 2026)
Not with finished past times

Di véi by the time, by + mbc quéa khir
With by the time, by + past time

LOI HAY GAP / COMMON MISTAKE — Dung qué khir hoan thanh cho moi viéc “da”
xay ra: “Last month we had launched a new ad.” Chir “d3” trong tiéng Viét khong tuong
g v6i had. Khong ¢6 mbe qua khir thir hai dé so thi tu thi dung qua khir don: Last month
we launched a new ad.

Using the past perfect for everything that “da” happened: “Last month we had launched a new ad.”
The Vietnamese word “da” does not equal “had”. With no second past point to compare, use the past
simple: Last month we launched a new ad.

Vi DU / EXAMPLE — Meo nhé “hai mdc — mot mili tén”: v& mot truc thoi gian, danh dau
mdc chinh bang qua khir don. Viéc nam BEN TRAI méc — had + V3. Viéc dang kéo dai
XUYEN QUA mdc — was/were + V-ing. Viéc kéo dai TU TRAI BPEN mbc — had been +
V-ing.

Memory aid “one point — one arrow”: draw a timeline and mark the main point with the past simple.

Anything to the LEFT of the point — had + past participle. Anything going on ACROSS the point —
was/were + V-ing. Anything running FROM THE LEFT UP TO the point — had been + V-ing.

4.5. Ké maot case study chién dich — Telling a campaign case study

Case study chién dich duoc dung trong thuyét trinh voi khach hang, phong van xin viée
va bao cao ndi bd. Mot case study thuyét phuc di theo nim budc, mdi budc c6 thi dong tir
quen dung. Ngudi nghe phai thdy dugc con sb trude va sau, va hiéu vi sao két qua thay
doi.

Campaign case studies are used in client presentations, job interviews and internal reports. A

convincing case study follows five steps, each with its usual verb tenses. The audience must see
the numbers before and after, and understand why the results changed.

Buérc Noi dung Thi chinh Cau miu

Step Content Main tenses Model sentence

Cong ty, san pham, Qué khir don, qua In 2027, our CAC was rising

1. Boi canh thi truong luc d6 khu tiep dien . .
. and competitors were offering
1. Background Company, product, Past simple, past .
. . big vouchers.
market at the time continuous
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Buérc Noi dung Thi chinh Cau miu

Step Content Main tenses Model sentence

2.Pidudilam K& hoach, gia dinh

trude ban dau Qua khtr hoan thanh  We had built our persona from
2. What had been  Earlier plans and Past perfect old bank data.
done assumptions

e . ua khir tiép dién +
bicu phat hién, sy co Q P

3. Vén dé : qua khtr don While we were reviewing the
What was found, what . .

3. The problem ' Past continuous + dashboard, we noticed that...
went wrong )

past simple

4. Hanh dong Thay d6i cu thé Qué khtr don We switched to short videos

4. Action Specific changes Past simple and added a referral incentive.
86 lidu truée —sau,  Qué khtr hoan thanh

5. Két qua, bai By the end of May, CAC had

hoc gle}l rut rz . S’yt ) l,ninbtal fallen by 87.5%. Today we
5. Result, lesson \ef ore-and-after ast perfect (by...), always test first.
figures, takeaway present

Tir ndi thoi gian trong ciu chuyén — Time linkers in a story

Tir noi Chire niing Vi du
Linker Function Example
. Giai doan dau At first, the ads seemed to work.

at first / initially L ) o .

The early stage Luc dau quang cao co vé hiéu qua.

At the time, we were spending most of the
at the time / back Boi canh luc do budget on search.
then The situation then Liic d6 chiing t6i chi phan 1ém ngdn sach cho tim
kiém.

Viéc khac dién ra ciing lac  Meanwhile, a competitor was cutting its
meanwhile Something else at the same prices.

time Trong khi do, mot doi thii dang giam gid.

i It turned out that the tracking code had not

. Su that 16 ra sau )
it turned out that _ been installed.

A fact discovered later i N . .

’ Hoa ra ma theo doi chua duoc cai.

Téi thoi diém d6 (thudng

by then + had V3) By then, we had lost two weeks.
Y Up to that point (often + had = T6i luc do chung toi da mat hai tudn.
+V3)

Cudi cung, sau nhiéu co6

gang
Finally, after effort

eventually / in the In the end, the campaign beat its target.

end Cuoi cung chiéen dich vuot muc tiéu.
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Tir noi Chitc ning Vidu
Linker Function Example

Looking back, we should have tested the

Nhin lai, rit bai hoc
page first.

Reflecting on the lesson

looking back

Nhin lai, 1é ra chung t6i nén thur trang trudc.

LOI HAY GAP / COMMON MISTAKE — Nham “in the end” vi “at the end”. In the
end = cudi cing, sau mot qua trinh (dmg mot minh): “In the end, we cancelled the ad.” At
the end of + danh tir = vao luc két thuc mot khoang thoi gian: “at the end of May”, “at the
end of the campaign”. Khong viét “In the end of May”.
Confusing “in the end” and “at the end”. In the end = finally, after a process (used alone): “In the

e

end, we cancelled the ad.” At the end of + noun = when a period finishes: “at the end of May”, “at
the end of the campaign”. Do not write “In the end of May .

4.6. Ngon ngir chirc nang: dé xuat chién dich va bao cao két qua — Functional

language: proposing a campaign and reporting results

Churc nang
Function

Néu d& xuit
Making a proposal

Néu muc tiéu
Stating objectives

Phan bo ngan sach
Allocating the budget

Du bao

Forecasting

Xin duyét
Asking for approval

Bao vuot muc tiéu
Reporting success

Béo khong dat
Reporting a shortfall

Néu con sb cudi
Giving a final figure
Giai thich
Explaining
Khuyén nghi

Recommending

Trang trong (van ban)

Formal (written)

I would like to propose a six-week
campaign to...

The campaign aims to acquire 5,000
New users.

We propose to allocate 40% of the
budget to short video.

We expect the CAC to remain below
VND 50,000.

We would be grateful for your
approval by 25 June.

The campaign exceeded its ROAS
target of 3.0.

Sign-ups fell short of the target by
12%.

Total spend came in at VND 288
million.

This was largely due to the switch to
video.

We recommend scaling up the video
budget in Q3.

Trung tinh (hop, thuyét trinh)
Neutral (meetings, talks)

What I’m suggesting is a six-
week campaign to...

Our goal 1s 5,000 new users.

We’ll put 40% of the money into
short video.

We think CAC will stay under
50,000.

Can we get a yes by 25 June?

We beat the ROAS target.

We were 12% short on sign-ups.

We ended up spending 288
million.
That was mostly thanks to the

videos.

I’d say we scale up video in Q3.
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PHAI THUQC / MEMORISE — Bén cum bao céo két qua: exceed / beat a target (vuot)

— meet / hit a target (dat ding) — fall short of a target by X (thiéu X so v&i muc tiéu) —
come in at + con s (con s6 cudi cung 13). Vi du: CAC came in at VND 115,400, below the
target of VND 130,000.

Four phrases for reporting results: exceed / beat a target — meet / hit a target — fall short of a
target by X — come in at + figure. Example: CAC came in at VND 115,400, below the target of VND
130,000.

LOI HAY GAP / COMMON MISTAKE — Viét “The campaign was success.” hoic
“The campaign was very successful with CTR increase.” Success 1a danh tir; dung was a
success hoic was successful, va noi 1 thanh céng bang con s6: “The campaign was
successful: CTR rose from 0.9% to 1.3%.”

Writing “The campaign was success.” or “The campaign was very successful with CTR increase.”
“Success” is a noun; use was a success or was successful, and show the success with figures: “The
campaign was successful: CTR rose from 0.9% to 1.3%.”

4.7. Van ban mau: ban yéu cau, dé xuat va bao cao chién dich — Model texts: a

brief, a proposal and a campaign report

Ban yéu cau giri agency (campaign brief) — A campaign brief to an agency

Ban yéu cau cho agency biét cong ty mudn gi truée khi ho bao gia: bdi canh, muc tiéu do
duoc, nhom khach, thong di¢p, ngan sach, thoi gian, chi s6 va han gui ké hoach. Phan bdi
canh nén ké ngan nhiing gi d thir (qua khtr hoan thanh) dé agency khong dé xuét lai.

A brief tells the agency what the company wants before it quotes: background, measurable
objective, target customers, message, budget, timing, KPIs and the deadline for the plan. The
background should briefly say what has been tried (past perfect) so the agency does not suggest
it again.

EMAIL MAU 1 — BAN YEU CAU CHIEN DICH / MODEL EMAIL 1 — CAMPAIGN
BRIEF
Subject: Campaign brief — Moc Mien natural skincare, Australia, Sept—Oct 2027

Dear Ms Grant,
Thank you for the call last Tuesday. As agreed, here is our brief for the Australian launch.

Background: Moc Mien is a natural skincare brand from Da Lat. We have sold online in
Vietnam since 2023. Before we contacted you, we had tested a small campaign in Australia
ourselves, but our image ads had reached mainly people outside our target group, and the
CTR had stayed below 0.5%.

Objective: 1,200 online orders from Australia.

Target customers: women aged 2845 in Sydney and Melbourne who buy natural products.
Key message: “Plant-based skincare, made in small batches in the highlands of Vietnam.”
Budget: AUD 15,000 (media and production).
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Timing: Wednesday 1 September to Sunday 31 October 2027.
KPIs: ROAS of at least 3.0; CAC below AUD 12.

Could you send us a draft plan with a channel split and a timeline by Friday 30 July?
Kind regards,

Nguyen Hoai An (Ms)
Brand Manager, Moc Mien Cosmetics JSC

Dich: Tiéu dé: Yéu cau chién dich — my pham thién nhién Mgc Mién, Uc, thang 9—10/2027. Kinh giki
ba Grant, Cam on ba vé cudc goi thir Ba tuan truée. Nhe da thong nhdt, xin giri ban yéu cau cho dot
ra mat tai Uc. Boi canh: Méc Mién la thuong hiéu cham soc da thién nhién tir Pa Lat, ban online tai
Viét Nam tir nam 2023. Truede khi lién hé quy cong ty, ching t6i da tw thir mét chién dich nhé ¢ Uk,
nhung quang cdo hinh anh chii yéu tiép cdan nguoi ngoai nhém khéach muc tiéu va CTR chi dieéi 0,5%.
Muc tiéu: 1.200 don hang online tir Uc. Nhém khéch: phu nit 28—45 tuéi ¢ Sydney va Melbourne thich
san pham tw nhién. Théng diép chinh: “Cham séc da tir thie vt, lam theo mé nho trén cao nguyén
Viét Nam.” Ngdn sach: 15.000 AUD (qudng cdo va san xudt). Thoi gian: thir Tu 1/9 dén Chii nhdt
31/10/2027. Chi s6: ROAS toi thiéu 3,0; CAC duwéi 12 AUD. Ba vui long giki ban ké hoach nhdp cé
phan bé kénh va tién d triée thir Sau 30/7. Tran trong, Nguyén Hoadi An.

Deé xuat chién dich (ndi bd) — An internal campaign proposal

VAN BAN MAU 2 — PE XUAT CHIEN DICH / MODEL TEXT 2 — CAMPAIGN
PROPOSAL

To: Mr Doan Van Khoa, CEO

From: Ta Minh Chau, Marketing Manager

Date: 16 July 2027

Subject: Proposal for the back-to-school campaign, 9 August — 5 September 2027

1. Purpose
I would like to propose a four-week campaign to acquire 4,500 orders from students and
parents before the new school year.

2. Background

Last year we started our school campaign only one week before term, and by then most
parents had already bought their books elsewhere. This year we plan to start four weeks
earlier.

3. Budget allocation (total VND 180 million)

— Search ads: VND 72 million (40%)

— Short video: VND 63 million (35%)

— Retargeting: VND 27 million (15%)

— Email to existing customers: VND 18 million (10%)

4. KPIs
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4,500 orders; CAC of no more than VND 40,000; ROAS of at least 3.5.

5. Next step
We would be grateful for your approval by Friday 23 July, so that the agency can start
production on Monday 26 July.

Dich: Giii: 6ng Poan Van Khoa, Tong giam doc. Tie: Ta Minh Chau, Trieong phong Marketing. Ngay
16/7/2027. Vé viéc: Bé xudt chién dich mia tuu truong, 9/8-5/9/2027. 1. Muc dich: dé xuat chién dich
bon tudn d@é c6 4.500 don hang tir hoc sinh, sinh vién va phy huynh trude ndm hoc méi. 2. Boi canh.:
ndm ngodi chiing ta chi bat dau chién dich mt tuan truée khai giang, va dén hic dé phan l6n phu
huynh @@ mua sdch ¢ noi khéc; ndm nay diw dinh bat dau sém hon bén tuan. 3. Phdn bé ngdn sdch
(tong 180 triéu dong): quang cdo tim kiém 72 triéu (40%); video ngdn 63 triéu (35%); qudang céo
nham lai 27 triéu (15%), email t&i khdch hién c6 18 triéu (10%). 4. Chi s6: 4.500 don; CAC khéng
qud 40.000 dong; ROAS toi thiéu 3,5. 5. Budc tiép theo: kinh dé nghi anh duyét truée thir Sau 23/7 dé
agency bdt ddau san xudt tir thir Hai 26/7.

Bao cao ket qua chién dich — A4 campaign results report

Bio céo két qua mo dau bang tom tat mot cau (dat hay khong dat), roi bang s lidu c6 cot
muc tiéu, phan giai thich ké lai dién bién bang cac thi qua khw, va khuyén nghi danh sé.
A results report opens with a one-sentence summary (target met or not), then a table of figures

with a target column, an explanation that tells what happened with past tenses, and numbered
recommendations.

VAN BAN MAU 3 — BAO CAO KET QUA CHIEN DICH / MODEL TEXT 3 —
CAMPAIGN RESULTS REPORT

Lua Que Rice — “From Field to Table” campaign: results report

Prepared by: Blue Lotus Digital | Date: Friday 4 June 2027

Summary
The campaign (5 April — 30 May 2027) beat all three of its targets. Total spend came in at
VND 288 million, 96% of the budget.

Results

— Impressions: 4,800,000

— Clicks: 62,400 | CTR: 1.3% (target: 1.0%)

— Cost per click: about VND 4,600

— Orders: 2,496 | conversion rate: 4.0%

— CAC: about VND 115,400 (target: below VND 130,000)
— Revenue: VND 1,152 million | ROAS: 4.0 (target: 3.5)

What happened

In the first two weeks, we were running video and image ads with equal budgets. By mid-
April it was clear that the videos were outperforming the images: their CTR was 1.8%,
compared with 0.8%. We had planned a review for the end of April, but we moved it
forward and shifted most of the image budget to video. Meanwhile, the client’s team was
answering customer questions within an hour, which helped the conversion rate.
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Recommendations

1. Use video as the main format in the next campaign.

2. Build a retargeting list from the 59,904 visitors who did not buy.
3. Test a first-order voucher to lift the conversion rate above 4%.

Dich: Liia Qué — chién dich “Tir canh dong dén ban an”: bdo cdo két qud. Lap boi Blue Lotus
Digital, thir Sau 4/6/2027. Tom tat: chien dich (5/4-30/5/2027) vuot ca ba muc tiéu; to”ﬁg chi 288 triéu
dong, bang 96% ngan sach. Két qua: 4,8 triéu luwot hién thi; 62.400 heot nhdp, CTR 1,3% (muc tiéu
1,0%); chi phi méi lwot nhap khoang 4.600 dong; 2.496 don, ty 1é chuyén doi 4,0%, CAC khodng
115.400 dong (muc tiéu duéi 130.000); doanh thu 1.152 triéu dong, ROAS 4,0 (muc tiéu 3,5). Dién
bién: hai tuan dau ching t6i chay quang cdo video va hinh dnh véi ngan sach bang nhau. Téi giita
thang Tw thdy ré video hiéu qua hon hinh anh: CTR 1,8% so véi 0,8%. Chiing t6i dd dinh ra sodt vdo
cudi thang Tw nhung da lam sém hon va chuyén phan I6n ngan sdach hinh anh sang video. Trong khi
@6, nhém ciia khdch hang tra 1oi cdu hoi ciia khdch trong vong mét gio, givip tang ty 1é chuyén doi.
Khuyén nghi: 1. Dung video lam dinh dang chinh ¢ chién dich sau. 2. Lap danh sach nham lai tir
59.904 khach truy cdp chwa mua. 3. Thir phiéu giam gid cho don dau tién dé ndng ty 1é chuyén doi
trén 4%.

Vi DU/ EXAMPLE — Bio c4o mau 3 ding du bon thi ké chuyén: were running (bbi canh
dang dién ra), were outperforming (xu huéng tai mot thoi diém), had planned (ké hoach c6
tir trudc, 10i bi thay doi), shifted (hanh dong chinh). Cum had planned... but la cach tu
nhién dé néi “du dinh ban dau 1a..., nhung...”.

Model text 3 uses all four story tenses: were running (background in progress), were outperforming
(a trend at a point in time), had planned (an earlier plan that then changed), shifted (the main
action). had planned... but is a natural way to say “the original plan was..., but...".

4.8. Bai doc: Chién dich suyt that bai ciia mét ing dung tiét kiém — Reading:
The campaign that almost failed

BAI PQC / READING
The campaign that almost failed

In January 2027, Dong Lua Fintech JSC, a small start-up in Ho Chi Minh City, launched
HatThoc, a savings app that lets users put aside small amounts of money every day. The team
had spent eight months building the app, and they had high hopes for their first campaign.

The marketing team had created a buyer persona called “Minh”, a 32-year-old office worker
with a young family. In February, they ran image ads aimed at people like Minh on two social
networks. The budget was VND 200 million for four weeks. The results were disappointing.
The ads received five million impressions, but the click-through rate was only 0.4%, and just
500 people opened an account. So each new user cost the company VND 400,000.

At the end of February, while the managers were preparing a report for the board, an intern
named Vo Thanh Tam was looking at the sign-up data. She noticed something strange: 60%
of the new users were university students, not office workers. Most of them had never seen
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the ads. They had heard about the app from friends.

The team realised that they had been targeting the wrong people for a month. Students liked
the idea of saving VND 10,000 a day for a laptop or a trip, but the ads had shown family
homes and school fees. In March, the company changed its plan. It hired 30 student
ambassadors at ten universities, replaced the image ads with short videos made by students,
and introduced a referral incentive: VND 20,000 for both the user and the friend.

The second phase ran from March to May with a budget of VND 450 million. This time, the
numbers were very different. The videos received six million impressions and 150,000 clicks,
a CTR of 2.5%, and several of them went viral on campus. By the end of May, 9,000 people
had opened an account, and 40% of them had used a referral code. The customer acquisition
cost had fallen from VND 400,000 to VND 50,000.

Not everything went smoothly. In April, while thousands of students were signing up during
the exam season, the app crashed twice, and some users left angry reviews. The developers
had not expected so much traffic at night.

Today, the HatThoc team tells this story at start-up events. Their advice is simple: “Look at
your data before you trust your persona. Our real customers had been there all along. We just
hadn’t seen them.”

Dich: Chién dich suyt thdt bai. Thang 1/2027, Céng ty CP Céng nghé tai chinh Pong Liia, mot start-
up nhé ¢ TP. H6 Chi Minh, ra mdt HatThoc, vmg dung tiét kiém cho phép nguoi diing dé danh mét
khodn nhé méi ngay. Nhém da mdt tam thang xdy dung g dung va dat nhiéu ky vong vao chién dich
ddu tién. Nhém marketing da tao mét chan dung khdch hang tén “Minh”, nhdn vién van phong 32
tuéi ¢é gia dinh tré. Thang Hai, ho chay qudng cdo hinh anh nham vao nhitng nguwoi nhw Minh trén
hai mang xd héi, ngan sach 200 triéu dong trong bon tuan. Két qua ddang thdt vong: qudng cdo c6
nam triéu lwot hién thi nhung ty 1é nhdp chi 0,4%, va chi 500 nguwoi mé tai khoan. Méi ngieoi ding
méi da ton ciia cong ty 400.000 dong. Cudi thang Hai, trong lic ban qudn 1y dang chudn bi bdo cdo
cho héi dong quan tri, mot thuc tdp sinh tén Vé Thanh Tam dang xem dit liéu dang ky. C6 nhén thay
mét diéu la: 60% nguoi ding mdi la sinh vién dai hoc, khéng phdi nhdn vién van phong. Phan lom ho
chiea ting thdy quang cdo; ho biét dén immg dung qua ban bé. Cd nhém nhdn ra minh da nham sai doi
twong suot mot thang. Sinh vién thich Y twéng méi ngay dé danh 10.000 dong dé mua mdy tinh xdch
tay hay di du lich, nhung quang cao lai toan hinh nha cwa gia dinh va hoc phi cia con. Thang Ba,
cong ty doi ké hoach: thué 30 dai sir sinh vién ¢ muweoi truong dai hoc, thay qudng cdo hinh dnh bang
video ngdn do sinh vién lam, va thém thuwong giGi thiéu 20.000 dong cho cd nguwoi gidi thiéu lan nguwoi
ban. Giai doan hai chay tir thang Ba dén thang Nam véi ngan sach 450 triéu dong. Lan ndy con so rit
khdc: video ¢é sdu triéu luwot hién thi va 150.000 luwot nhdp, CTR 2,5%, vai video lan truyén khcfp cac
trieong. Pén cudi thang Nam da c6 9.000 nguoi mo tai khodn, 40% trong sé dé ding md gici thiéu.
Chi phi c6 dwoe mot khach hang da giam tir 400.000 xuong 50.000 dong. Khéong phdi moi thir déu
suén sé. Thang Tw, trong lic hang nghin sinh vién dang dang ky gita mia thi, vmg dung sdp hai lan
va mét s6 nguwoi ding dé lai danh gid gian dit; dgi phat trién da khong lwong trude leong truy cdp lon
nhw vy vao ban dém. Ngay nay, nhém HatThoc ké cau chuyén ndy tai cdc sw kién khéi nghiép. Loi
khuyén cua ho don gian: “Hay nhin dir liéu truoc khi tin vao chan dung khach hang. Khach hang that
cia chiing t6i van & d6 tir dau; chi la ching téi chiea nhin thay ho.”
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Cau héi doc hiéu va dap an — Comprehension questions and answers

1. Giai doan mdt, mdi ngudi dung méi tdn bao nhiéu va tinh thé nao? — Dap an:
400.000 dong = 200 triéu dong + 500 tai khoan.
In the first phase, how much did each new user cost, and how is it calculated? — Answer:
VND 400,000 = VND 200 million + 500 accounts.

2. Thyc tap sinh Tam phat hién diéu gi, va lic d6 cac quan Iy dang lam gi? — PAap 4n:
60% ngudi ding mai 14 sinh vién, biét tng dung qua ban bé; cic quan 1y dang chuan
bi bao cao cho hoi dong quan tri.

What did the intern discover, and what were the managers doing at the time? — Answer:

60% of new users were students who had heard about the app from friends, the managers
were preparing a report for the board.

3. Suy luén: vi sao quang cdo hinh anh thang Hai khong hi¢u qua? — Pap an: Chan
dung khach hang sai: quang cao nham ngudi di 1am c6 gia dinh, néi vé nha cira, hoc
phi, trong khi nguoi dung that 1a sinh vién muén tiét kiém cho muyc tiéu nho.
Inference: why did the February image ads fail? — Answer: The persona was wrong: the

ads targeted working parents and showed homes and school fees, while the real users were
students saving for small goals.

4. Tir vung theo ngir canh: “went viral on campus” nghia la gi? — DPap an: Dugc chia
sé rat nhanh va rong giira sinh vién trong cac truong.
Vocabulary in context: what does “‘went viral on campus” mean? — Answer: Was shared
very quickly and widely among students at the universities.

5. Plng, sai hay khong c6 thong tin: Mdi dai s sinh vién duoc tra 20.000 ddng cho mdi
luot dang ky. — Pap an: Khong c6 thong tin: 20.000 dong 1a thuong giGi thiéu cho
nguoi dung va ban; bai khong néi dai st dugc tra bao nhiéu.

True, false or not given: Each student ambassador was paid VND 20,000 for every sign-up.

— Answer: Not given: VND 20,000 was the referral reward for users and friends; the text
does not say how ambassadors were paid.

6. bung hay sai: Chi phi c6 dugc khach hang giam 87,5%. — DPap an: bBung: (400.000
—50.000) + 400.000 = 87,5%.

True or false: The customer acquisition cost fell by 87.5%. — Answer: True: (400,000 —
50,000) +~ 400,000 = 87.5%.

4.9. Phat am: trong am ddi trong ho tir va dang yéu ciia had — Pronunciation:

stress shift in word families and the weak form of had

Nhiéu thuat ngit marketing c6 dudi -tion: trong am ludn roi vao 4m tiét ngay trude -tion,
nén khi dong tir thanh danh tir, trong am dich chuyén. Poc sai trong am lam ngudi nghe
khoé nhén ra tir hon 1a doc sai mdt nguyén am.

Many marketing terms end in -tion: the stress always falls on the syllable just before -tion, so the

stress moves when a verb becomes a noun. Wrong stress makes a word harder to recognise than
a wrong vowel.
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Danh twr

Noun

Ghi chu
Note

optimise /' pptimaiz/

acquire /o kwaro/

attribute /o tribju:t/

analyse / @nolaiz/

refer /r1'f3:/

Hién twong

Feature

optimisation / pptimar zetfon/

acquisition / a&kwr zifon/

attribution / etr1 bju:fon/

analysis /o nelists/

referral /r1' f3:1ol/

Vi du
Example

Nhén 4m 1 — am 4
Stress 1st — 4th syllable

Nguyén am dau doi /o/ — /z/
First vowel changes

Danh tir attribute nhin am 1:

/" &tribju:t/

The noun “attribute” is stressed on the
Ist syllable

Khong c6 -tion nhung trong 4m van
dich

Stress moves without -tion too

Giir trong am, thém /r/ ndi
Same stress, linking /r/

Dang yéu cuia had
Weak form of had

’d = had hay would?
'd = had or would?

Pubi -ed sau /t d/
-ed after /t d/

Puoi -ed sau am vo
thanh

-ed after voiceless sounds

Am cam
Silent letters

We had tested it. /wi: had 'testid 1t/

We’d launched. (had) / We’d
launch. (would)

targeted /'ta:grtid/, had added /had
‘eedid/

launched /lo:ntft/, had pushed /had
puft/

campaign /kem pein/, design
/d1'zam/

had khong nhéan doc /had/ hodc
rut thanh °d
Unstressed “had” — /had/ or 'd

Sau ’d 1a V3 — had; la nguyén
mau — would

Past participle — had; base form
— would

Thém am tiét /1d/
An extra syllable /id/

Doc /t/, khong thém am tiét
Say /t/, no extra syllable

g khong doc
The g is silent
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4.10. Ldi nguoi Viét hay mic khi viét vé chién dich — Common mistakes

Vietnamese writers make about campaigns

Dung Ly do
Right Reason

Sai
Wrong

Last year we had run a
campaign.

While we checking the
data...

We were knowing the
problem.

By May, sales have increased
30%.

The ROAS was 4%.

We spent 50 million for ads.

Video ads outperformed over
image ads.

The campaign was success.

In the end of May...

We got 900 customers (900
nguoi dé lai sb dién thoai).

Last year we ran a campaign.

While we were checking the
data...

We knew the problem.

By May, sales had increased
by 30%.

The ROAS was 4 (400%).

We spent VND 50 million on
ads.

Video ads outperformed
image ads.

The campaign was a success /
was successful.

At the end of May...

We generated 900 leads.

Khong c6 mdc qué khir thir hai
— qua khtr don

No second past point — past simple

Thicu was/were
Missing was/were

know la dong tir trang thai
“know” is a state verb

By + mdc qua khit — had V3;
tang X% — by

By + past time — past perfect;
“by” for the change

ROAS la ty sb
ROAS is a ratio

spend on; ghi don vi tién t&
“spend on’; give the currency

outperform la ngoai dong tir
“outperform” takes a direct object

success la danh tir

“success” is a noun

at the end of + mdc
“at the end of” + period

Chua mua thi 1a lead
Not yet buyers — leads

LOI HAY GAP / COMMON MISTAKE — Viét “The click rate increased 2% khi CTR
di tir 1,0% 1én 1,2%. Cau ndy mo hod: ting 2 diém phan trim hay ting 2% gia tri? Viét rd con
s6 dau va cudi: “CTR rose from 1.0% to 1.2%”. Py ciing 14 cach an toan nhat trong béo

cao cho khach hang.

Writing “The click rate increased 2%” when CTR went from 1.0% to 1.2%. It is unclear: did it rise by
2 points or by 2% of its value? Give the start and end figures: “CTR rose from 1.0% to 1.2%”. This is
also the safest way in client reports.

Vi DU/ EXAMPLE — Truéc khi giri bao céo chién dich, kiém niam diém: Con s6 di tinh
lai chwa (CTR, CAC, ROAS khép s6 gbc)? Pon vi dang chua (%, ty s6, VND)? Muc tiéu co
dung canh két qua? Thi dong tir: viéc trudec mdc dung had + V3, bdi canh ding was/were +

V-ing? Khuyén nghi co viéc cu thé va ngay?
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Before you send a campaign report, check five points: Have the figures been recalculated (do CTR,

CAC and ROAS match the raw data)? Are the units right (%, ratio, VND)? Is each target next to its
result? Tenses: past perfect for events before the main point, past continuous for background? Does
each recommendation have a concrete action and a date?

4.11. Bai tap van dung c0 10i giai — Applied exercises with solutions

Bai 1. Email bao cdo két qua chién dich thang Sau — Exercise 1. An email reporting the
June campaign results

Chi Pinh Bao Tran la chuyén vién marketing s6 cua Cong ty CP Thuc phiam hiru co
Vuon Xanh (Pa Lat). Chién dich “Bita sang lanh” chay tur 1/6 dén 30/6/2027 trén quang
c4o video ngan va quang cio tim kiém. SO liéu: ngan sach 120 triéu dong, da chi 115
triéu; 2.300.000 lugt hién thi; 34.500 luot nhip; 1.380 don hang; doanh thu 506 triéu
déng. Muyc tiéu dat ra: CTR 1,2%, ROAS 3,0. Ngay 12/6 trang web bi sap 6 gio trong luc
quang cdo van chay. Ngay 2/7/2027 (thir Sau), chi viét email 150-250 tir giri 6ng Pham
Quéc Huy, Giam ddc kinh doanh: tom tat két qua, so voi muc tiéu, ké su cd béng qué khu
tiép dién va qua khtr hoan thanh, dé xuat budc tiép theo.

Ms Dinh Bao Tran is a digital marketing executive at Vuon Xanh Organic Foods JSC (Da Lat).
The “Healthy Breakfast” campaign ran from I to 30 June 2027 on short video ads and search
ads. Data: budget VND 120 million, spend VND 115 million; 2,300,000 impressions, 34,500
clicks; 1,380 orders; revenue VND 506 million. Targets: CTR 1.2%, ROAS 3.0. On 12 June the
website was down for six hours while the ads were still running. On Friday 2 July 2027 she
writes an email of 150-250 words to Mr Pham Quoc Huy, Sales Director: summarise the results,
compare them with the targets, describe the incident with the past continuous and past perfect,
and propose the next step.

1. Tinh chi s6 trudce khi viét: CTR = 34.500 + 2.300.000 = 1,5%; CPC = 115.000.000 +
34.500 ~ 3.333 ddng; ty 1& chuyén doi = 1.380 + 34.500 = 4,0%; CAC = 115.000.000
+ 1.380 ~ 83.300 dong; ROAS = 506 = 115 =4 4.
Calculate the metrics first: CTR = 34,500 + 2,300,000 = 1.5%,; CPC = 115,000,000 +
34,500 = VND 3,333, conversion rate = 1,380 + 34,500 = 4.0%, CAC = 115,000,000 +
1,380 = VND 83,300; ROAS = 506 ~ 115 = 4.4.

2. Tiéu dé va cAu mé néu ngay két luan: chién dich vuot muc tiéu. Nguoi doc 1a giam
ddc, can con sb trude, chi tiét sau.
Subject line and opening give the conclusion at once: the campaign beat its targets. The
reader is a director, so numbers come first and details later.

3. Phan s6 liéu: dua thanh danh sach, mdi dong mot chi s6 kém muc tiéu trong ngodc dé
so sanh.

Results: use a list, one metric per line, with the target in brackets for comparison.

4. Ké su c6: hanh dong dang dién ra ding qua kht tiép dién (“the ads were still
running”), viéc xdy ra trudc mot mbc qua khtr ding qua khir hoan thanh (“by the time
IT restored the site, we had spent...”).

The incident: an action in progress uses the past continuous (“the ads were still running”);
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an action before a past point uses the past perfect (“by the time IT restored the site, we had
spent...”).

5. P& xuat: mot viéc cu thé, c6 ngay. Két thu trung tinh, ky da chirc danh.

Proposal: one concrete action with a date. Neutral closing and a full signature.

6. Bai mau hoan chinh (khoang 185 tir). Dich y: Chién dich vuot muc tiéu: CTR 1,5%
(muc tiéu 1,2%), ROAS 4,4 (muyc tiéu 3,0). Ngay 12/6, trong lic quang c4o van dang
chay, trang web bi sap sau gio; tdi khi bo phan IT khéi phuyc, chung t61 da chi khoang
960.000 dong cho cac luot nhap khong thé mua hang. Pé xuat: thém canh bao tir
dong tam dirng quang céo khi trang 16i, va ting ngan sach video thém 20% tir thang
Tam.

Subject: “Healthy Breakfast” campaign — June results above target / Dear Mr Huy, /I am
pleased to report that the “Healthy Breakfast” campaign beat both of its targets in June. /
Key results (1-30 June 2027): — Ad spend: VND 115 million (budget: VND 120 million) —
Impressions: 2,300,000 — Clicks: 34,500, a CTR of 1.5% (target: 1.2%) — Orders: 1,380, a
conversion rate of 4.0% — CAC: about VND 83,300 — Revenue: VND 506 million, a ROAS of
4.4 (target: 3.0) / Short video ads clearly outperformed search ads. / There was one
problem. On 12 June, while the ads were still running, our website went down for six hours.
The server had not been tested for heavy traffic. By the time IT restored the site, we had
spent about VND 960,000 on clicks that could not turn into orders. / I would like to propose
two steps: — set up an automatic alert that pauses all ads when the website is down; —
increase the video budget by 20% for the August campaign. / I would be happy to discuss
these figures at Monday’s meeting. / Best regards, / Dinh Bao Tran (Ms) / Digital Marketing
Executive, Vuon Xanh Organic Foods JSC

Bai 2. Sira doan ké case study sai thi ciia thwe tp sinh — Exercise 2. Correcting an
intern’s case study with tense mistakes

Ban H6 Gia Linh, thyuc tap sinh & mot cong ty quang cdo tai TP. H6 Chi Minh, viét doan
ké case study sau dé guri d6i tac Uc: “Last year we are running a campaign for a coffee
chain. When we launched it, the client already prepare 20 stores. While we checking the
data, we were noticing that the bounce rate was very high. The landing page has loaded
in 9 seconds. We were fixing it and the sales were increase 35%.” Tim 15i, giai thich va
viét lai doan van hoan chinh (150-200 tir).

Ho Gia Linh, an intern at an advertising company in Ho Chi Minh City, writes the following
case study for an Australian partner: “Last year we are running a campaign for a coffee chain.
When we launched it, the client already prepare 20 stores. While we checking the data, we were
noticing that the bounce rate was very high. The landing page has loaded in 9 seconds. We were

fixing it and the sales were increase 35%.” Find the mistakes, explain them and rewrite the
paragraph (150-200 words).

1. “Last year we are running” — “Last year we ran”: c6 moc qua khar da ket thuc thi
khong dung hién tai.
“Last year we are running” — “Last year we ran”: a finished past time needs a past tense.

2. “the client already prepare” — “the client had already prepared”: viéc xay ra trudc luc
khoi chay nén dung qua khtr hoan thanh (had + V3).
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“the client already prepare” — “the client had already prepared”: it happened before the
launch, so use the past perfect (had + past participle).

99 <&

3. “While we checking” thiéu trg dong tir — “While we were checking”. “we were
noticing” — “we noticed”: phat hién 1 hanh dong ngin, xen vao hanh dong dang
dién ra, dung qué khr don.

“While we checking” lacks the auxiliary — “While we were checking”. “we were noticing’
— “we noticed”: noticing is a short action that interrupts the longer one, so use the past
simple.

’

4. “has loaded in 9 seconds” — “was taking 9 seconds to load”: mo t4 tinh trang luc do,
khong dung hién tai hoan thanh.
“has loaded in 9 seconds” — “was taking 9 seconds to load”: it describes the situation at
that time, so the present perfect is wrong.

5. “the sales were increase” — “sales increased by 35%”: khong ghép were voi dong tur
nguyén mau; “ting 35%” can gidi tir by.

“the sales were increase” — “sales increased by 35%”: “were” cannot go with a base
verb, a 35% rise needs “by”.

6. Bai mau hoan chinh (khoang 180 tir). Dich y: Nam ngoai chung t6i chay chién dich
cho mot chudi ca phé. Khi khéi chay, khach hang da chuan bi sin 20 cira hang. Trong
lac kiém dit liéu tudn dau, ching toi nhan thay ty 1¢ thoat rat cao vi trang dich mét 9
gidy moi tai xong. Chiing toi stra trong hai ngdy; t6i cudi thang, doanh s6 di ting
35%.

Last year we ran a three-week campaign for a coffee chain in Ho Chi Minh City. When we
launched it, the client had already prepared 20 stores for the new cold brew menu, and the
ads were bringing in plenty of clicks. However, while we were checking the data at the end
of the first week, we noticed that the bounce rate was very high: 78% of visitors were leaving
the landing page within ten seconds. We soon found the reason. The page was taking nine
seconds to load on mobile phones, because the designer had used very large photos. We had
not tested the page on a slow connection before the launch. / We fixed the problem in two
days. We compressed the images, removed one video and moved the call to action to the top
of the page. The loading time fell to two seconds. By the end of the month, the bounce rate
had dropped to 41%, and sales of the new menu had increased by 35%. The lesson was
simple: test the landing page before you spend money on traffic.

4.12. Bai tap viét va dan y tra loi — Writing tasks and answer outlines

Cau 1. Ban 1a Trinh Khanh Vy, trwéng nhém marketing cia irng dung thanh toan
Song Han Pay ¢ Pa Ning. Viét email 150-200 tir giri ba Lé Thu Hang, Giam doc
marketing, dé xuit chién dich quy 3: chay 12 tuan tir thir Hai 5/7 dén Chii nhat
26/9/2027; ngan sich 500 tri¢u dong chia cho quang cio tim kiém 30%, video ngin
40%, email 10%, quang cdo nham lai (retargeting) 20%; muc tiéu 10.000 ngudi
dung méi, CAC khong qua 50.000 dong; xin duyét truée thir Sau 25/6/2027.
Question 1. You are Trinh Khanh Vy, marketing team leader for Song Han Pay, a payment app
in Da Nang. Write an email of 150—200 words to Ms Le Thu Hang, Marketing Director,
proposing a Q3 campaign: 12 weeks from Monday 5 July to Sunday 26 September 2027, a
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budget of VND 500 million split into search ads 30%, short video 40%, email 10% and
retargeting 20%; a target of 10,000 new users with a CAC of no more than VND 50,000,
approval needed by Friday 25 June 2027.
* Tiéu dé néu viéc can duyét.
“Subject: Proposal for Q3 user campaign — approval needed by 25 June”
* Cau mé néu muc dich va muc ti€u chinh.
“I would like to propose a 12-week campaign to bring in 10,000 new users between 5 July
and 26 September 2027.”

« Ly do dya trén két qua trudc (qua khtr hoan thanh).
“Before we paused the spring campaign, short videos had already brought in 55% of our
new users.”’

« Phan b6 ngan sach: s6 tién va phan tram khdp nhau (150 + 200 + 50 + 100 = 500
triéu).
“We plan to allocate the VND 500 million budget as follows: search ads VND 150 million

(30%), short video VND 200 million (40%), email VND 50 million (10%) and retargeting
VND 100 million (20%,).”

« Chi s6 do va céach theo dbi.
“Our KPIs will be new users and CAC. With 10,000 users, CAC will be VND 50,000 at most.
I will share a dashboard every Monday.”

« Xin duyét c6 han va két thu.
“Could you let me know by Friday 25 June whether you approve the plan? / Kind regards, /
Trinh Khanh Vy”

Ciu 2. Ban 12 Mai Dirc Tung, chuyén vién marketing ciia Cong ty CP Gom Bit
Trang Xwa, Ha Ngi. Viét ban yéu cau (brief) dang email 150200 tir giri ba Rachel
Ong, quan ly khach hang ciia mdt agency quing cio & Singapore, nhé 1én ké hoach
chién dich ban gom online cho khach Singapore: mé ta cong ty, muc tiéu, nhém
khach, ngin sach 8.000 SGD, thdi gian, chi so do, han giri ké hoach.

Question 2. You are Mai Duc Tung, a marketing executive at Bat Trang Xua Ceramics JSC,
Hanoi. Write a brief as an email of 150-200 words to Ms Rachel Ong, account manager at an
advertising agency in Singapore, asking her to plan an online campaign selling ceramics to
Singapore customers: describe the company, objective, target customers, budget of SGD 8,000,
timing, KPIs and the deadline for the plan.

¢ Lo1 chao dang ho va cau mé néu muc dich.
“Dear Ms Ong, / I am writing to brief you on an online campaign we would like to run in
Singapore.”

« Gi6i thiéu cong ty ngan, c6 sb lidu.
“Bat Trang Xua is a family ceramics business founded in 1998. We have sold online in
Vietnam since 2022.”

* Muyc ti€u va nhom khéch (buyer persona).
“Our objective is 600 online orders. Our buyer persona is a 30—45-year-old professional
who likes handmade home products.”
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« Ngén sach, thoi gian, chi sb.
“The budget is SGD 8,000 for October and November 2027. We will measure ROAS, CAC
and the conversion rate of the landing page.”

« Piéu da 1am trudc day (qua khir hoan thanh) dé agency hiéu bdi canh.
“Before we contacted you, we had tested two image ads ourselves, but the CTR had stayed
below 0.5%.”

« Han giri ké hoach va két thu.
“Could you send us a draft plan by 17 September? / Kind regards, / Mai Duc Tung”

Ciu 3. Viét mot doan case study 150—-200 tir (cho bai thuyét trinh mon hoc) ké lai
mot chién dich da that bai ciia mét cira hang tra sita & Can Tho: boi canh, diéu
nhém da lam trwéc d6, chuyén xay ra trong liic chién dich dang chay, két qua, bai
hoc. Dung it nhit ba cAu qua khir tiép dién va ba cAu qua khir hoan thanh.
Question 3. Write a case study paragraph of 150-200 words (for a class presentation) about a
failed campaign by a milk tea shop in Can Tho: the background, what the team had done before,
what happened while the campaign was running, the result and the lesson. Use at least three
past continuous and three past perfect sentences.
« Béi canh (qué khtr don).
“In April 2027, a milk tea shop in Can Tho launched a voucher campaign on social media.’

’

* Viéc da lam trudce khoi chay (qua khir hoan thanh).
“The owner had printed 5,000 vouchers, but she had not set a limit of one voucher per
customer.”
« Chuyén xay ra trong lac chay (qua kha tiép dién + qua khtr don).
“While the staff were serving the lunch crowd, a student group shared the code in a large
online group.”
« Hau qua c6 s6 liéu (qua khtr hoan thanh véi by the time).
“By the time the owner stopped the offer, customers had used 3,200 vouchers in two days.”
« Két qua va bai hoc.
“Sales doubled, but the shop lost money on most drinks. The lesson: set clear limits before
you roll out an incentive.”

4.13. Cau héi tric nghiém — Multiple-choice questions

22. Chon dang dong tur dung.
When I joined the team in May, they ____ the campaign since early April.
A.ran / qua khir don
B. had been running / qud khir hoan thanh tiép dién
C. wererun / bi dong
D. have been running / hién tai hoan thanh tiép dién
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23. Chon dang dong tur dung.
While the team __ the dashboard, the director called.
A. was checking / qud khir tiép dién
B. had checked / qud khir hoan thanh
C. checks / hién tai don
D. has checked / hién tai hoan thanh

24. Chon dang dong tur dung.
By the end of May, our CAC ____ to VND 50,000.
A. fell / qud khir don
B. has fallen / hién tai hoan thanh
C. had fallen / qud khir hoan thanh
D. was falling / qud khir tiép dién

25. Chon cong thue ding cua ROAS.
Which formula gives ROAS?
A. Doanh thu tr quang céo + chi phi quang cdo / revenue from ads + ad spend
B. Chi phi quang cdo + doanh thu tir quang cao / ad spend = revenue from ads
C. S6 lugt nhap + s6 luot hién thi / clicks + impressions
D. Chi phi quang cdo + s6 khach hang méi / ad spend = new customers

26. Quang cdo c6 80.000 luot hién thi va 1.200 luot nhap. CTR 14 bao nhiéu?
An ad has 80,000 impressions and 1,200 clicks. What is its CTR?
A.12% / 1.2%
B.15% / 15%
C.1,5% / 1.5%
D.6,7% / 6.7%

27. Chon tir dung dién vao chd trong.
In the A/B test, the new landing page __ the old one by 40%.
A.won / thang (khéng di véi tan ngir la doi thii)
B. outperformed / hiéu qua hon
C. was better / thiéu than
D. exceeded over / thira over

28. Chon cau dung ngit phap.
Choose the grammatically correct sentence.
A. When we launched the ads, the budget had already finish. / thiéu -ed
B. We were launch the campaign in March. / were + nguyén mau
C. The team was knowing the problem before the launch. / know khong chia tiép
dién

D. By the time the agency replied, we had already paused the ads. / duing
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Chll’O'llg 5. Tai chinh doanh nghiép — Chapter 5. Corporate finance

Muc tiéu chwong — Chapter objectives

« Poc va trinh bay bang tiéng Anh ba bao céo tai chinh: bao céo két qua kinh doanh,
bang can d6i ké toan, bao co luu chuyén tién té.
Read and present the three financial statements in English: the income statement, the balance
sheet and the cash flow statement.

« Tinh va nhén xét cac chi sd tai chinh thong dung: bién lgi nhuan, ROE, h¢ sb thanh
toan hién hanh, hé s thanh toan nhanh, don béy.
Calculate and comment on common financial ratios: margins, ROE, the current ratio, the
quick ratio and leverage.

« Dung chinh xac ngén ngit nguyén nhan — két qua (due to, owing to, result in, result
from, lead to, as a result) va viét cum danh tr dai ding trat tu.

Use cause—effect language accurately (due to, owing to, result in, result from, lead to, as a
result) and build long noun phrases in the correct order.

« Viét thuyét minh chénh 1éch ngan sach, email giai thich dong tién cho ngan hang va
doan binh luan két qua kinh doanh dai 150-250 tir.
Write budget variance explanations, cash flow emails to a bank and 150-250-word
commentaries on business results.

« Tranh cac 16i nguoi Viét hay mac khi viét vé s6 liéu tai chinh.
Avoid the mistakes Vietnamese writers often make when writing about financial figures.

5.1. Tir vung tai chinh doanh nghi€p — Corporate finance vocabulary

Bang 1. Cac khoan muc trén bdo cdo tai chinh — Table 1. Items in the financial
Statements

Loai
Twr / cum tir Phién 4m tur . Vidu
Vietnamese

Word / phrase 1IPA Part of ) Example
meaning

Nghia tiéng Viét

speech

doanh thu (Anh — The COmpanyhs ;ﬂnu;ljl s
' Anh); ty 1& nghi tl%rr?over reached VN
turnover /'t3:nduve/ n billion.

viéc (staff L
Doanh thu nam cua cong ty dat

turnover) 483 ty déng.
Cost of goods sold rose
cost of goods /kost av gudz A s , faster than sales.
n gi4 von hang ban

sold (COGS) sould/

Gid von hang ban tiang nhanh
hon doanh so.
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T / cum tir

Word / phrase

operating
profit

depreciation

accounts
receivable

accounts
payable

inventory

retained

earnings

financial year

audit

write off

Phién Am
IPA4

/' pparertiy
‘profit/

/d1,prif1erfon/

/a'kaonts
r1'si:vabal/

/a'kavnts
‘perobal/

/'mvontri/

/r1'teind '3:nz/

/far'nen/al jio/

/" o:dit/

/rait of/

Loai
twr
Part of
speech

phrv

Nghia tiéng Viét
Vietnamese
meaning

o1 nhuéan tr hoat
dong kinh doanh

khau hao (tai san
¢b dinh)

khoan phai thu
(khach hang con
no)

khoan phai tra
(no nha cung cap)

hang t6n kho
(Anh — Anh ciing
noi stock)

lgi nhuan giir lai
(chua chia)

nam tai chinh
(Anh — My: fiscal
year)

kiém toan

x6a s6 (khoan ng
khong doi dugrc,
tai san het gia tri)

Vi du
Example

Operating profit fell slightly
to VND 55 billion.

Loi nhudn hoat dong giam nhe
xuong 55 ty dong.

Depreciation on the new
roasting line starts next year.
Khdu hao déy chuyén rang moi
bat dau tinh tir nam sau.

Accounts receivable grew
because supermarkets paid
later.

Khoan phdai thu tang vi cdc siéu
thi tra tién chdm hon.

We pay our accounts
payable within 45 days.
Chung toi thanh todn cac
khoan phdai tra trong 45 ngay.

Inventory rose to VND 108
billion at the year end.
Hang ton kho tang lén 108 ty
dong vao cudi nam.

Most of the profit was kept
as retained earnings.

Phan I6n loi nhudn duoc gir
lai, khong chia.

Our financial year ends on
31 December.

Nam tai chinh cua chung t6i
két thiic ngay 31 thang 12.

The auditors will finish the
audit by mid-February.
Kiém todn vién sé hoan tat
cudc kiém todn truée giita
thang 2.

We wrote off VND 2 billion
of bad debts.

Chiing téi di xéa s6 2 ty dong
no kho doi.
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T / cum tir

Word / phrase

disclosure

consolidated

earnings per
share (EPS)

intangible

Phién Am

1IPA

/dis 'klouza/

/kon'solidertid/

/'3:nmz p3: fea/

/in"teend3zibal/

Loai
twr
Part of
speech

=]

Nghia tiéng Viét
Vietnamese
meaning

su cong bd thong
tin; thuyét minh

hop nhét (bao céo
gdm cong ty me
va cong ty con)

loi nhuén trén
moi ¢O phicu

vO hinh (tai san
nhu phan mém,
thuong hi¢u)

Bang 2. Chi s6 va phén tich — Table 2. Ratios and analysis

T / cum tir

Word / phrase

ratio

margin

return on
equity (ROE)

Phién Am
IPA4

/'retfiov/

/'ma:d3m/

/r1't3:n DN
‘ekwiti/

Loai
twr
Part of
speech

=]

=]

Nghia tiéng Viét
Vietnamese
meaning

ty s0, hé so

bién loi nhuan
(tinh theo %
doanh thu)

ty suat loi nhuén
trén von chu s&

~,

htru

Vi du
Example

The notes include a
disclosure on the new bank
loan.

Phan thuyét minh cé cong bo
vé khoan vay ngdn hang méi.

The consolidated accounts
include our two subsidiaries.
Bdo cdo hop nhit gom ca hai
cong ty con cua chung toi.

Earnings per share dropped
from VND 1,600 to VND
1,367.

Ldi trén moi c6 phiéu giam tir
1.600 xuéng 1.367 dong.
Software licences are
recorded as intangible
assets.

Gidy phép phan mém duwgc ghi
nhan la tai san vo hinh.

Vi du
Example

A ratio means little without
a comparison.

M6t ty 56 it Y nghia néu khéng
c6 gi dé so sanh.

Our gross margin narrowed
t0 29.2%.

Bién loi nhudn gop cia chung
t6i thu hep con 29,2%.

Return on equity fell from
16.0% to 12.6%.

ROE giam tir 16,0% xuong
12,6%.
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T / cum tir

Word / phrase

current ratio

quick ratio

liquidity

solvency

leverage

profitability

working
capital

Phién Am
IPA4

/"karant ‘retfiov/

/kwik ‘rerfisv/

/11 kwidati/

/'splvansi/

/'li:verids/

/ profita biliti/

/'w3:km
‘kaeprtal/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

hé s thanh toan
hién hanh

hé s thanh toan
nhanh (khong
tinh hang ton
kho)

kha nang thanh
khoan (c6 tién tra
no ngén han)

kha nang trd ng
dai han

don bay tai chinh
(Anh — Anh con
g01 gearing)

kha nang sinh 161

von luu dong (tai
san ngan han trir
no ngan han)

Vi du
Example

A current ratio of 1.4 is still
acceptable for a
manufacturer.

H¢ s6 thanh toan hién hanh 1,4
van chdp nhan dwoc voi doanh
nghiép san xudt.

The quick ratio is below 1,
so we watch our cash
closely.

Hé s6 thanh toan nhanh dudi 1
nén chiing téi theo doi tién sat
sao.

The bank is worried about
our liquidity.

Ngdn hang lo ngai vé kha ning
thanh khoan cua chung toi.

Solvency ratios show
whether a firm can survive
in the long term.

Cic chi s6 kha nang tra no cho
biét céng ty c6 tru duwoc lau dai
khong.

Leverage increased after we
borrowed for the new
factory.

Pon bdy tai chinh tang sau khi
chiing t6i vay dé xdy nha mdy
maoi.

Profitability weakened
although sales grew.

Kha nang sinh 101 yéu di dit
doanh sé ting.

More stock means more
working capital tied up.
Ton kho nhiéu hon nghia la bi
chén nhiéu von luu dong hon.
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T / cum tir

Word / phrase

break-even

point

benchmark

year-on-year

deteriorate

outperform

Phién Am
IPA4

/ breik'i:von

pomt/

/"bentfma:k/

/j15 pn j19/

/d1 ' trortorert/

/ avtpa'form/

Loai
twr
Part of
speech

adj,
adv

\%

Nghia tiéng Viét
Vietnamese
meaning

diém hoa von

moc chuan dé so
sanh; so voi moc
chuan

so vdi cung ky
ndm trudc

xau di, suy giam

lam t8t hon, vuot
(d6i tha, mbe
chuan)

Vi du
Example

The new café will reach its
break-even point in month
14.

Qudn ca phé méi sé dat diém
hoa vén vao thang thir 14.

We benchmark our margins
against three listed
competitors.

Chung toi so bién loi nhudn voi
ba déi thii niém yét.

Sales grew 15% year-on-
year.

Doanh s6 tang 15% so voi
cung ky nam trucoc.

Our liquidity deteriorated in
the second half.

Thanh khoan ciia chiing téi xdu
di trong nira cudi nam.

Our export segment
outperformed the domestic
one.

Mang xudt khau lam tot hon
mang noi dia.

Bang 3. Ngin sich, chénh léch va dong tién — Table 3. Budgets, variances and cash flow

T / cum tir

Word / phrase

variance

overspend

Phién Am
IPA4

/'vearions/

/ auva'spend/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

chénh 1éch (gitra
thuc té va ké
hoach, ngan sach)

chi vuot (ngan
sach); khoan chi
vuot

Trang 148

Vi du
Example

Please explain any variance
above 10%.

Vui long giai thich moi chénh
léch trén 10%.

Marketing overspent by
VND 78 million in Q3.

Bé phdan marketing chi vuot 78
triéu dong trong quy 3.
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T / cum tir

Word / phrase

allocate

capital
expenditure
(capex)

overheads

cash inflow

cash outflow

shortfall

surplus

deficit

projection

Phién Am
IPA4

/" &elokert/

/"keeprtal
1k 'spenditfa/

/"auvvohedz/

/kaef ‘mflov/

/kaef "autflov/

/' fa:tfo:l/

/'s3:plas/

/' defisit/

/pra’dzekfon/

Loai
tr

Part of

Nghia tiéng Viét
Vietnamese
meaning

speech

=]

n, adj

n

phan bo (tién,
ngudn lyc)

chi dau tu tai san
dai han

chi phi chung
(thué nha, dién,
quan ly)

dong tién vao

dong tién ra

khoan thiéu hut

khoan thang du,
du thua

khoan tham hut

s6 du phong, udc
tinh tuong lai

Trang 149

Vi du
Example

The board allocated VND
300 million to staff training.
Héi dong quan tri phdn b6 300
triéu dong cho dao tao nhan
vién.

Capital expenditure on the
roasting line was VND 95
billion.

Chi ddu tw cho ddy chuyén
rang la 95 ty dong.

We cut overheads by
moving to a smaller office.
Chung toi gidm chi phi chung
bang cdch chuyén sang vin
phong nho hon.

The main cash inflow comes
from customer payments.
Dong tién vao chii yéu dén tir
tién khach hang tra.

The largest cash outflow
was the new machine.
Dong tién ra lém nhat la méy
moc moi.

A short-term loan covered
the cash shortfall in May.
M6t khodn vay ngdn han bi
vdo khodn thiéu tién thang 5.

The project ended with a
surplus of VND 40 million.
Du én két thic véi khoan du 40
triéu dong.

The branch ran a deficit for
three months.

Chi nhanh bi tham hut ba
thang lién.

Our cash projection shows a
gap in the third quarter.

S6 duw phong dong tién cho thdy
thiéu hut trong quy 3.
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Loai

Tir/cymtic | Phién 4m i Nghia tieng Viet

Vietnamese

Vi du

Word / phrase 1PA Part of : Example
7| meaning

speech

A 1A N The penalty was a one-off
. lan, kh
one-off / wAn'of/ adj, n mot lan, khong cost.

lap lai .
AP X Khodn phat 1d chi phi mét Idn.

Most of the increase is
attributable to higher fuel

. . do, c6 thé qu
attributable /a'tribju:tabal/ adj aw prices.
cho (+ to) S

Phan lon muc tang la do gia
nhién liéu cao hon.
Savings on travel partly
offset the overspend on

offset /'ofset/ v b trir, bi lai TN G0,

Khoan tiét kiém cong tac phi
bu lai mot ph(fn khoan chi vieot
marketing.

We keep a 5% contingency
khoan du phong  in every project budget.
(cho viéc bat ngd)  Mdi ngdn sach du an ching t6i

dé 5% duw phong.

contingency /kon'tind3onsi/ n

LOI HAY GAP / COMMON MISTAKE — Dich “doanh thu” thanh “turnover” khi viét
cho ddi tac My, hodc doc “staff turnover is 18%” thanh “doanh thu nhan vién 18%"”. Trong
tiéng Anh — Anh, turnover vira 1a doanh thu vira 14 ty 1& nghi viéc; nguoi My gan nhu chi
hiéu nghia thir hai. Trong vin ban quéc té, viét revenue cho doanh thu va staff turnover cho
ty 1€ nghi viéc.

Translating “doanh thu” as “turnover” for an American partner, or reading “staff turnover is 18%"
as revenue per employee. In British English, turnover means both revenue and the rate at which staff
leave; Americans mostly understand only the second meaning. In international documents, write
revenue for sales income and staff turnover for people leaving.

Ho tr (word family) — Word families

Danh tir Tinh tir/ trang tir | Vidu
Noun Adjective / adverb Example

The new line is profitable, but
profit / profitable / overall profitability fell.
profitability profitably Day chuyén méi cé 1di, nhung kha ning

sinh loi chung giam.

profit (from)
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Danh tir Tinh tir/ trang tir | Vidu

Noun Adjective / adverb Example

The project was financed by a bank
financial / loan. / Financially, it makes sense.
financially Dy én duwoc tai tro bang von vay ngan

hang. / Vé mdt tai chinh, viéc do hop by.

finance finance / financing

Cash is the most liquid asset.
— liquidity liquid Tién la tai san cé tinh thanh khodn cao
nhat.

The supplier became insolvent in
solvency / . .
— ) Y solvent / insolvent Ma}/ PR ;
insolvency Nha cung cap mat kha nang thanh todan
vao thang 5.

Laptops depreciate over three years.
depreciate depreciation depreciated May tinh xdch tay khdu hao trong ba
nam.

The budget allocation for IT is VND
300 million.

Ngan sdach phan bé cho CNTT la 300
triéu dong.

allocate allocation allocated

Variable costs rise with sales
. . . volume.

vary variance / variation variable R )
Chi phi bién doi tang theo san luwong
ban.

Projected revenue for 2027 is VND
540 billion.

Doanh thu dy phong nam 2027 la 540 ty
dong.

project projection projected

Két hop tir (collocation) hay dung — Common collocations

Danh tir di kém Vi du

Noun partners Example

The group posted a loss of VND 6 billion.

ost / report / make = a profit, a loss - N
p p p Tép doan béo 16 6 1 ding.

Higher bean prices squeezed our margins.
margins Gia hat ca phé cao hon bop bién loi nhudn cua ching
toi.

boost / squeeze /
protect

We incurred extra costs for overtime.

incur / cut / control  costs
Chuing toi phat sinh thém chi phi lam ngoai gio.
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Pong tir Danh tir di kém Vidu

Verb Noun partners Example

IT stayed within budget; marketing went over
the budget budget.
CNTT chi trong ngan sach, marketing chi vurot.

stay within / exceed
/ go over

generate / absorb / Selling old stock will free up cash.

cash . .
free up Bdn hang ton cii sé giai phdng duwoc tién.
feu cash / capital (in Too much cash is tied up in inventory.

. inventory) Qud nhiéu tién bi chén vao hang ton kho.
We took out a loan to buy the roaster.
take out / repay a loan

Chiing téi vay mot khodn dé mua may rang.

PHAI THUQC / MEMORISE — Giéi tir di véi s6 liéu: rise by 15% (mtc ting) — rise to
VND 483 billion (mtrc dat téi1) — a rise of 15% — a rise in revenue — spend money on
something — invest in — allocate money to — be attributable to — account for 60% of
costs (chiém).

Prepositions with figures: rise by 15% (the change) — rise to VND 483 billion (the new level) — a
rise of 15% — a rise in revenue — spend money on something — invest in — allocate money to — be
attributable to — account for 60% of costs.

Phat Am: trong am dich chuyén, am cam va cach doc s0 — Pronunciation: stress shift,
silent letters and reading numbers

Nhom

Group

Trong am dich

i profit /'profit/ — profitability Tir dudi -ity nhdn am ngay trude -ity
chuyén s . .
) / profita biliti/ -ity words stress the syllable before -ity
Stress shift '
T am dich . o 2
r(.)n% am dic liquid /' likwid/ — liquidity Trong am chuyén tir am 1 sang 4m 2
chuyén , .
, /It kwidati/ Stress moves from syllable 1 to 2
Stress shift
T am dich S . .
ronig am dic analysis /o nelisis/ — analytical Pung doc a-NA-ly-ti-cal
chuyén / @na’litikal/ Not a-NA-ly-ti-cal
Stress shift ' Y
T am dich : . . .. : .
g dic economy /1'kpnomi/ — economic Tir Guoi -ic nhan am ngay trudc -ic
chuyén 1 . .
) / i:ka ' nomik/ -ic words stress the syllable before -ic
Stress shift '
. o 2 hai cach fi X ing:
Hai céach doc finance /fi nens/ hoac /' famans/ — C; al Cic ‘d(_)% inance deu ding
: . . nm i
Two forms financial /far nen/sl/ chonmotva g

Both are correct,; choose one
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Ghi chu

Nhom

Group Note
Am cam debt /det/, receipt /11 si:t/, mortgage

Silent letters /'mo:gidsz/

Doc sb thap phan  1.40 — one point four (nought); 0.68

Decimals — nought point six eight

boc phﬁn tram

12.6% — twelve point six per cent

b, p, t khong doc

b, p and t are silent

Doc timg chir s6 sau ddu chdm; Anh
— Anh doc 0 1a nought

Read each digit afier the point

Anh — Anh viét per cent tach doi

/pa’‘sent/

British spelling: per cent

Anh — Anh c6 and sau hundred;

Percentages
Doc b 1on VND 483 billion — four hundred and
Large numbers eighty-three billion dong s

5.2. Ba bao cao tai chinh — The three financial statements

billion /'biljen/ khong thém -s sau

“and” after hundred; no -s

Bo bao cao tai chinh nam tra 16i ba cau héi khac nhau. Bao céo két qua kinh doanh cho
biét cong ty 14i hay 15 trong mot ky. Bang can dbi ké toan cho biét cong ty co gi va ng ai

tai moQt thoi di€ém. Bdo cdo luu chuyén tién t&€ cho biét tién that da vao va ra nhu thé nao.

Nha dau tu va ngan hang doc ca ba, vi mot cong ty cé thé 1ai trén gidy ma van thi€u tién

tra luong.

A set of annual accounts answers three different questions. The income statement shows whether
the company made a profit or a loss over a period. The balance sheet shows what the company

owns and owes at one point in time. The cash flow statement shows how real money came in and
went out. Investors and banks read all three, because a company can be profitable on paper and

still not have enough cash to pay salaries.

Cau héi chinh
Key question

Dong tiéu biéu

Typical lines

Bio cdo Cho biét
Statement Shows

Béo céo két qua kinh Két qua trong mot
doanh ky

Income statement (UK: Performance over a
profit and loss account) period

Tinh hinh tai mot
ngay

Position on one date

Bang can doi ké toan
Balance sheet

Tién vao, tién ra
trong ky

Cash in and out over

Béo céo luu chuyén tién

te

Cash flow statement .
a period

Did we make
money?

What do we own
and owe?

Where did the
cash go?

revenue, cost of goods sold,
gross profit, operating
profit, net profit

inventory, accounts
receivable, accounts
payable, equity, retained
earnings

operating, investing and
financing cash flows
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S6 liéu ctia Cong ty CP Ca phé Bach Dwong — Figures for Bach Duong Coffee JSC

Céc bang sau dung xuyén sudt chuong (don vi: ty dong; thué suat gia dinh 20%). Bach
Duong rang va ban ca phé cho siéu thi va chudi quan ¢ Viét Nam, nim 2026 dau tu mot
day chuyén rang méi.

The following tables are used throughout the chapter (VND billion; an assumed tax rate of

20%). Bach Duong roasts and sells coffee to supermarkets and café chains in Vietnam, and in
2026 it invested in a new roasting line.

Bao cao ket qua kinh doanh 2025 2026 Thay doi
Income statement Change

Doanh thu 420.0 483.0 +15.0%
Revenue
Gia von hang ban

. . +20.09
Cost of goods sold (285.0) (342.0) 20:0%
Loi nhuan gop 135.0 141.0 +4.4%
Gross profit
Chi phi ban hang va quan ly

+ o

Selling and administrative expenses {340, ol e
Lei nhu3n hoat dong 57.0 55.0 ~3.5%
Operating profit
Chi phi 1ai vay (9.0) (14.0) +55.6%
Interest expense
Loi nhuan truée thué —14 0
Profit before tax 48.0 4.0 14.6%
Thué thu nhap (20%) 14,60
Income tax (20%) ©-6) (8-2) 14.6%
Lo¢i nhuan sau thué 38 4 328 —14.6%

Net profit

Bang cin ddi ké toan (trich, ngay 31/12)
Balance sheet (extract, 31 December) AR PAPAS
Tién

45. 28.
Cash 5.0 8.0
Khoan phai thu 60.0 74.0
Accounts receivable
Hang ton kho 75.0 108.0
Inventory
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Bang cin ddi ké toan (trich, ngay 31/12)
Balance sheet (extract, 31 December) AL PP

Tai sdn ngan han

Current assets 180.0 210.0
E&Zij?lx;nes 100.0 150.0
Z;izlkr;%ifolvf;:js 80.0 140.0
Vén chi sé hitu 240.0 2600

Equity

Bio c4o lru chuyén tién t¢ 2026 Ty dong

Cash flow statement 2026 VND bn

Dong tién tir hoat dong kinh doanh

] L +30.8
Net cash from operating activities
Dong tién tir hoat dong dau tu (day chuyén rang) 95.0
Net cash from investing activities (roasting line) '
Dong tién tir hoat dong tai chinh (vay thém 60, tra cd tic 12,8) 1479
Net cash from financing activities (new loans 60, dividends 12.8) ’
Tién thay ddi trong nim (45,0 — 28,0) 170

Net change in cash (45.0 — 28.0)

Vi DU/ EXAMPLE — Ba bang khép nhau: von cha sé hitu ting 20 ty = loi nhuan 32,8 — ¢6
tire 12,8; vay tiang 60 ty (80 — 140) ndm trong dong tién tai chinh; tién giam 17 ty = 30,8 —
95,0 + 47,2. Khi viét binh luan, ludn kiém phép cong trude réi méi viét cau.

The three tables agree: equity rose by 20 billion = profit of 32.8 — dividends of 12.8, borrowings rose
by 60 billion (80 — 140), which appears in financing cash flow; cash fell by 17 billion = 30.8 — 95.0
+ 47.2. Before you write a comment, always check the arithmetic first.

Thuat ngir Anh — Anh va Anh — My — British and American terms

Anh — Anh Anh — My Nghia
British American Meaning

Doanh thu
turnover revenue, sales

Revenue

. Bio c4o két qua kinh doanh

profit and loss account Income statement q

Income statement

Hang t6n kho (stock trong tiéng
stock inventory My con 1a ¢6 phiéu)

Inventory
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Anh — Anh Anh — My Nghia

British American Meaning

. accounts receivable / accounts Phai th hai tra
debtors / creditors ai thu / phai tra

payable Receivables / payables
A h A
shares stock €6 phicu
Shares
. Don bay tai chinh
gearing leverage S bizgy (2
Leverage

Nam tai chinh

financial year fiscal year
y y Financial year

PHAI THUQC / MEMORISE — Chon MOT bd thuét ngit cho ca van ban. pé cuong nay
viét theo chinh ta Anh — Anh nhung dung céc thuat ngir quéc té thong dung nhét: revenue,
income statement, inventory, accounts receivable, leverage. Gap tir kiéu Anh trong vin
ban dbi tac (turnover, stock, gearing) thi hiéu duoc 1a du.

Use ONE set of terms in a document. This guide uses British spelling but the most common
international terms: revenue, income statement, inventory, accounts receivable, leverage. When
partners use British terms (turnover, stock, gearing), you only need to understand them.

5.3. Chi s0 tai chinh va cach nhan xét — Financial ratios and how to comment on
them

Chi s6 chi c6 nghia khi dem so: v6i nam trude, v6i ngan sach, voi ddi tha. Bang dudi tinh
lai chi s6 ctia Bach Duong tir cic bang & muc 5.2. ROE & day tinh trén vbn chi s¢ hiru
cubi ndm cho don gian.

A ratio only has meaning when you compare it: with last year, with the budget or with

competitors. The table below calculates Bach Duong’s ratios from the tables in section 5.2. For
simplicity, ROE here uses year-end equity.

Chi s Cong thirc Poc thé nao

2025 2026

Ratio Formula How to read it

Bién lgi nhuén
gop gross profit + revenue  32.1%  29.2%

Gross margin

Gié vbn tang nhanh hon gi4 ban
Costs rose faster than prices

Bién lgi nhuédn Chi phi van hanh cling bop loi

operating profit +
hoat dong repvenueg - 13.6% 11.4% nhuan
Operating margin Overheads also squeezed profit
Bién lgi nhuan
i i Thém tac do da 1ai
rong net profit + revenue 91%  6.8% ém téc dong cua Iai vay

) Plus the effect of interest
Net margin
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Chi s Cong thirc Poc thé nao

Loi nhuan trén mdi dong von
ROE net profit + equity 16.0% 12.6%  chu giam

Lower return for owners

He 56 thanh todn current assets + Van trén 1 nhung giam
hién hanh o 1.80 140 , £8

. current liabilities Still above 1 but lower
Current ratio

Heé s6 thanh toan  (current assets — X .
i ( Khong tinh ton kho thi dudi 1

1 + t l. .
nhgnh . ITIVE?n't(')ry) curren 05 0.68 Below I without inventory
Quick ratio liabilities
No vay / vén chu . . Pon bay ting
i + t 0.33 0.54
Debt-to-equity borrowings =+ equity Higher leverage

Pong tir va cum tir mo ta chi S0 — Verbs and phrases for describing ratios

Poi tugng T6t 1én Xau di Vidu
Item Better Worse Example

Gross margin narrowed from

Bién loi nhuan widen, improve, narrow, shrink, come  32.1% to 29.2%.

Margins expand under pressure Bién gop thu hep tir 32,1% xuong
29,2%.
Liquidity deteriorated as

Thanh khoan . weaken, deteriorate, inventory built up.

U strengthen, improve . e A e A

Liquidity tighten Thanh khodn xdu di khi ton kho

tang.

Leverage rose to 0.54 after the

Pon bay . new loan.
fall, be reduced rise, increase A .
Leverage Pon bay tang lén 0,54 sau khoan
vay maoi.
Loi nhuan grow, recover, beat Net profit declined by 14.6%.

decline, miss forecasts

Profit forecasts Loi nhugn rong giam 14,6%.

LOI HAY GAP / COMMON MISTAKE — “ROE decreased 3.4%.” ROE di tir 16,0%
xudng 12,6%: chénh léch giita hai ty 1¢ phan trim 1a 3,4 diém phan trim (percentage points).
Néu viét “giam 3,4%” thi ngudi doc hiéu 13 16,0% x (1 — 3,4%) =~ 15,5%. Viét: “ROE fell by
3.4 percentage points, from 16.0% to 12.6%.”

“ROE decreased 3.4%.” ROE went from 16.0% to 12.6%: the gap between two percentages is 3.4
percentage points. “Fell by 3.4% " would mean 16.0% * (I — 3.4%) = 15.5%. Write: “ROE fell by
3.4 percentage points, from 16.0% to 12.6%.”

LOI HAY GAP / COMMON MISTAKE — “The cost is expensive.” / “Our profit is very
cheap.” Tiéng Viét n6i “chi phi dat”, nhung expensive / cheap dung cho hang hoéa, dich vu.
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Vi cost, price, profit, margin, ratio dung high / low: “Costs are high.”, “The margin is
low.”, “a high current ratio”.

“The cost is expensive.” / “Our profit is very cheap.” Vietnamese says “chi phi dat”, but expensive /
cheap describe goods and services. With cost, price, profit, margin and ratio, use high /low: “Costs

» &

are high.”, “The margin is low.”, “a high current ratio”.

5.4. Ngir phap 1: Ngon ngir nguyén nhan — két qua — Grammar 1: Cause and
effect language

Thuyét minh tai chinh chi yéu 1a tra 101 cAu hoi “vi sao sd nay thay doi”. Tiéng Anh c6
nim nhém coéng cu nbi nguyén nhan véi két qua; mdi nhom doi mot loai tir di sau khac
nhau. Sai nhém thi cau sai ngit phap du ngudi doc van doan duoc .

Financial commentary mostly answers the question “why did this figure change?”. English has
five groups of tools for linking causes and effects; each group needs a different kind of word

after it. With the wrong group, the sentence is ungrammatical even if the reader can guess the
meaning.

Nhom Tw/cum tir Cong thire Vi du

Group Expressions Formula Example

1. Gidi tu + d : két qua + due to + Margins fell due to higher
ue to, owing to,

danh tur cum danh tir/ V-ing bean prices.
» because of, as a - DR B
1. Preposition + effect + due to + noun Bién loi nhudn giam do gia hat
result of, thanks to NP
noun phrase ca phé tang.
2. Lién tur + két qua + because + S Margins fell because bean
ménh dé . +V prices rose.
o because, as, since ) D P
2. Conjunction + effect + because + Bién loi nhudn giam vi gia hat
clause clause ca phé tang.
3. Dong tur: n . . .
" & . nguyén nhan + lead to  Higher bean prices led to
nguyén nhdn —  cause, lead to, result . ) :
" . . + danh tir/ V-ing lower margins.
két qua in, contribute to, o e ~
. cause + lead to + noun /  Gid hat ca phé tang dan dén
3. Verb: cause —  bring about . g
. V-ing bién loi nhugn thap hon.
effect
4. Pong tir: két . ,
i : gn vén result from, stem két qua + result from  Lower margins resulted
(_
Ry from, be caused by, ~ + nguyén nhén from higher bean prices.
nhan : A g g S
be due to, be effect + result from + Bién loi nhudn thap hon la do
4. Verb: effect — . ' . N
attributable to cause gid hat ca phé tang.
cause
5. Trang tir ndi As aresult, / Cau nguyén nhan. As  Bean prices rose by 30%. As
hai cau Consequently, / aresult, cdu két qua.  a result, margins fell.
5. Linking adverb ~ Therefore, / For this  Cause sentence. As a Gid hat tang 30%. Két qua la
between sentences  reason, result, effect sentence. bién loi nhudn giam.

PHAI THUQC / MEMORISE — Nhin chiéu mii tén: NGUYEN NHAN — cause / lead
to / result in / contribute to — KET QUA. KET QUA « result from / stem from / be due
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to / be caused by / be attributable to — NGUYEN NHAN. D6i dong tir nhom 3 sang nhom
4 thi phai dao vi tri nguyén nhan va két qua.

Follow the arrow: CAUSE — cause / lead to / result in / contribute to — EFFECT. EFFECT «+
result from / stem from / be due to / be caused by / be attributable to — CAUSE. When you switch
from a group 3 verb to a group 4 verb, swap the cause and the effect.

Cach dung va sic thai — Usage and tone

Cum tir Cach dung Vi du

Expression Usage Example

Dung dugc sau be va sau ménh d¢;

.o , The delay was due to a system
pho bien nhat trong bao cao Y Y

due to upgrade.
After “be” or after a clause; the most Pg . o R P
. Suw cham tré la do ndng cdp hé thong.
common In reports
Trang trong; ding sau ménh dé hodc
owine to dau cau, KHONG dumng sau be Owing to late payments, cash fell.
. Formal; after a clause or at the start, Do khach tra chdm, tién gidm.
NOT after “be”
Sales grew thanks to the new loyalty
thanks to Chi dung cho nguyén nhan tich cuc app.

Only for positive causes Doanh s6 ting nho g dung khéach hang
than thiét méi.

Fuel prices contributed to the

. Mot trong nhiéu nguyén nhan overspend.
contribute to B T SN S
One of several causes Gia nhién liéu gop phan gay ra khoan chi
Vuot.

be attributable Rét trang trong, hay di véisd tién cu ~ VND 40 million is attributable to

© thé fuel.

Very formal, often with an exact amount 40 triéu déng la do nhién liéu.

Giai thich duoc / chiém bao nhiéu Fuel accounts for 39% of the
account for phan ctia muc chénh overspend.

Explains / makes up part of a change Nhién liéu chiém 39% khodan chi vuot.

Céac cap dé nham — Easily confused pairs

Khac nhau Vi du

Difference Example

due to + danh tir; because + ménh
due to / because de
“due to” + noun; “because’” + clause

due to the rise in costs / because
costs rose

result in — két qua; result from «—
result in / result nguyén nhan
from “In” points to the effect; “from” points
to the cause

The campaign resulted in 4,000 new
users. / The growth resulted from
the campaign.
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Khac nhau Vi du

Difference Example

As aresult, + cau; as a result of +

asaresult/asa danh tur As a result, cash fell. / Cash fell as a
result of “As a result,” + sentence,; “as a result  result of late payments.
of” + noun

to ¢ lead to la gidi tur: + danh tr
hodc V-ing

“to” is a preposition: + noun or V-ing

lead to + N / to +
v

led to an increase / led to increasing
costs (KHONG led to increase)

the cause of a problem; the reason
cause / reason for a decision

cause of”, “reason for

The cause of the loss... / The reason
for the price change...

POAN MAU — THUYET MINH NGAN / MODEL PARAGRAPH — SHORT
COMMENTARY

Revenue rose by 15% to VND 483 billion thanks to two new supermarket contracts.
However, gross margin narrowed from 32.1% to 29.2%, because the price of green coffee
beans rose faster than our selling prices. Interest expense increased by 55.6% as a result of
the new loan for the roasting line. These factors led to a 14.6% fall in net profit.
Consequently, return on equity declined from 16.0% to 12.6%.

Dich: Doanh thu tang 15% lén 483 ty dong nho hai hop dong siéu thi méi. Tuy vy, bién loi nhudn
20p thu hep tir 32,1% xuong 29,2%, vi gid ca phé nhén tang nhanh hon gia ban ciia chiing téi. Chi phi
ldi vay tang 55,6% do khodn vay méi cho ddy chuyén rang. Cdc yéu t6 nay dan dén loi nhudn rong
giam 14,6%. Do d6, ROE giam tir 16,0% xuong 12,6%.

LOI HAY GAP / COMMON MISTAKE — “Profit fell due to the prices of beans
increased.” Due to (cling nhu owing to, because of) 1a gidi tir, phai di voi danh tir. Nguoi
Viét dich “do” rdi viét ca ménh dé. Sira mot trong hai cach: “Profit fell due to the increase
in bean prices.” hoac “Profit fell because bean prices increased.”

“Profit fell due to the prices of beans increased.” Due to (like owing to and because of) is a
preposition and needs a noun. Vietnamese learners translate “do” and then write a full clause. Fix it
in one of two ways: “Profit fell due to the increase in bean prices.” or “Profit fell because bean
prices increased.”

LOI HAY GAP / COMMON MISTAKE — “The new loan led to increase interest
costs.” To trong lead to 13 gidi tir, khong phai to cia dong tir nguyén mau. Viét: “The new
loan led to an increase in interest costs.” hoic “...led to higher interest costs.” Ldi tuong
tu: “contribute to reduce” — contribute to reducing.

“The new loan led to increase interest costs.” The “to” in “lead to” is a preposition, not the
infinitive “to”. Write: “The new loan led to an increase in interest costs.” or “...led to higher
interest costs.” The same mistake: “contribute to reduce” — contribute to reducing.

VI DU/ EXAMPLE — Meo thay thé: néu chd tréng thay duoc bang “because of”” thi ding
due to / owing to + danh tir; néu thay dugc bang “because” thi phai co chil ngir + dong tir.
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Thu: “Cash fell  customers paid late” — thay dugc “because” — giit because, khong dung
due to.

Substitution tip: if the gap can take “because of”, use due to / owing to + noun, if it can take
“because”, you need a subject + verb. Try: “Cash fell __ customers paid late” — “because” fits —
keep “because”, not “due to”.

5.5. Ngir phap 2: Cum danh tir dai trong van ban tai chinh — Grammar 2: Long

noun phrases in financial writing

Vin ban tai chinh nén nhiéu théng tin vio mot cum danh tir: “a sharp 20% year-on-year
increase in raw material costs”. Tiéng Viét dit bo ngit SAU danh tir chinh (“mic ting
manh 20% so vé6i cung ky ciia chi phi nguyén liéu™), con tiéng Anh dit phan 16n bd ngir
TRUGC danh tir chinh, phan con lai sau n6 bang gidi tir. Mudn doc nhanh, tim danh tir
chinh truéec.

Financial writing packs a lot of information into one noun phrase: “a sharp 20% year-on-year
increase in raw material costs”. Vietnamese puts modifiers AFTER the head noun, while English
puts most modifiers BEFORE the head noun and the rest after it with a preposition. To read fast,
find the head noun first.

: Danh tir b6 Danh ti ,
Han dinh | 6 / mirc Tinh tir AT DO A SR B4 ngit sau

nghia chinh

Determiner | Number Adjective o
Noun modifier Head

Post-modifier

in raw material

20% h -on- increase
a 0 sharp year-on-year i costs
our new five-year loan from Straits
Y Harbour Bank
a VND 95 roasting line investment in Dong Nai
billion g g
the — unexpected  cash shortfall in the third quarter
a two-month — inventory build-up ahead of Tet

PHAI THUQC / MEMORISE — Trit ty cum danh tir: han dinh — sé/mirc — tinh tir —
danh tir b6 nghia — DANH TU CHINH — gi6i tir + bo ngir. Danh tir dimg trudc danh tir
chinh déng vai tinh tir nén giir s6 it: a three-year loan, a cost reduction plan, a 20-million-
dong budget (ngoai 1¢ da thanh cum cb dinh: sales figures, accounts department).

Noun phrase order: determiner — number — adjective — noun modifier — HEAD NOUN —
preposition + modifier. A noun before the head works like an adjective, so it stays singular: a three-
year loan, a cost reduction plan, a 20-million-dong budget (fixed exceptions: sales figures, accounts
department).
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Gioi tir sau danh tir chinh — Prepositions after the head noun

Danh tir chinh Gioi tir Vi du

Head noun Preposition Example

increase, rise, fall, decline, in + cai thay doi a fall in net profit

growth in + what changed sw sut giam loi nhudgn rong
of + murc thay ddi a fall of 14.6%

increase, rise, fall, decline .
T of + the amount mitc giam 14,6%

an investment in new equipment

investment in \ ,
khoan dau tw vao thiét bi moi
. . spending on marketin
spending, expenditure on p. . & , &
chi tiéu cho marketing
demand for roasted coffee
demand for P
nhu cau ca phé rang
. the impact of fuel prices on costs
impact, effect on p p

tac dong cua gid nhién liéu lén chi phi

So sanh ba cach dién dat cing mét con s0 — Three ways to express the same figure

Céu triic Vidu Khi nao dung

Structure Example When to use

Cau ngan, dirng mot minh, dé doc
Short stand-alone sentences

Cau c6 dong tur

Revenue increased by 15%.
Verb clause

Cum danh tir, s6 dung Lam chu ngili/tan ngilr cua cau l6n
trudc a 15% increase in revenue hon

Noun phrase, number first As subject/object of a longer sentence
Cum danh tr, s6 diung Khi muén nhin manh con s6 cudi
sau an increase in revenue of 15% cau

Noun phrase, number after To put the figure at the end

LOI HAY GAP / COMMON MISTAKE — “a three-years loan”, “a 5-millions-dong
fee”, “a two-weeks delay”. Ngudi Viét quen thém -s vi ¢6 s6 nhiéu. Khi s + danh tir dtng
true danh tir chinh 1am tinh tir ghép, danh tir khéng thém -s va ndi bang gach: a three-year
loan, a five-million-dong fee, a two-week delay. So sanh: the loan is for three years (khong
dung trudc danh tir thi van sé nhiéu).

“a three-years loan”, “a 5-millions-dong fee”, “a two-weeks delay”. Learners add -s because the
number is plural. When number + noun comes before the head as a compound adjective, the noun
takes no -s and uses hyphens: a three-year loan, a five-million-dong fee, a two-week delay.
Compare: the loan is for three years (not before a noun, so plural).

LOI HAY GAP / COMMON MISTAKE — “the increase of revenue”, “the investment

for the new line”. Dich “cua”, “cho” thanh of, for. Sau increase/rise/fall, cai thay doi di véi
in; sau investment di vdi in; sau spending di v&i on: the increase in revenue, the investment

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 162



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

in the new line, spending on marketing.

“the increase of revenue”, “the investment for the new line”. Learners translate “cua”, *
“of”, “for”. After increase/rise/fall, the thing that changed takes in; investment takes in, spending
takes on: the increase in revenue, the investment in the new line, spending on marketing.

cho” as

VI DU/ EXAMPLE — Xy cum danh tir tmg budc: increase — an increase in costs — a
20% increase in costs — a sharp 20% increase in raw material costs — a sharp 20%
year-on-year increase in raw material costs. Doc nguoc: tim “increase” (danh tir chinh), rdi
hoi “tang cai gi?” (in raw material costs), “bao nhiéu?” (20%), “so v6i khi nao?” (year-on-
year).

Build a noun phrase step by step: increase — an increase in costs — a 20% increase in costs — a
sharp 20% increase in raw material costs — a sharp 20% year-on-year increase in raw material
costs. To read it, find “increase” (the head), then ask “an increase in what?” (raw material costs),
“how much?” (20%), “compared with when?” (year-on-year).

5.6. Ngan sach va thuyét minh chénh léch — Budgets and variance explanations

Cudi mdi quy, bd phan so sb thyc té (actual) v6i ngin sach (budget). Chénh 1éch co loi
(favourable, ky hiéu F) khi chi it hon hogc thu nhiéu hon ngén sach; chénh 1éch bét lgi
(adverse, ky hiéu A) khi chi nhiéu hon hodc thu it hon. Phong tai chinh thuong yéu cau
giai thich moi chénh Iéch vugt mot ngudng, vi du 10%.

At the end of each quarter, a department compares actual figures with the budget. A variance is
favourable (F) when costs are lower or income is higher than budget; it is adverse (4) when
costs are higher or income is lower. The finance department usually asks for an explanation of
every variance above a threshold, for example 10%.

Khoan muc (tri¢u dong) | Ngan sach | Thue té Chénh léch
Item (VND million) Budget Actual Variance

Chi phi nhén sy 1,200 1,236 +3.0%

Staff costs

Marketing 450 528 +78 +17.3% A
CNTT va phan mém 300 264 36 “120%  F

IT and software

Cong tic phi 120 87 e 275% F

Travel

Thué van phong 360 360 0 0.0% _
Office rent

oY 2,430 2,475 +45 +1.9% A
Total

LOI HAY GAP / COMMON MISTAKE — Théy sb duong 1a ghi “t6t”, s6 am 13 ghi “x4u”.
Vi chi phi, chénh I¢ch duong (thuc té cao hon ngan sach) la adverse; vdi doanh thu, chénh
léch duong méi 14 favourable. Ghi 15 chit F/A canh con s6 va viét “over budget / under
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budget” thay vi “positive / negative variance”.

Treating every positive number as “good” and every negative one as “bad”. For costs, a positive
variance (actual above budget) is adverse; for revenue, a positive variance is favourable. Put F/A
next to each figure and write “over budget / under budget” instead of “positive / negative variance”.

BAO CAO NQI BQO MAU — THUYET MINH CHENH LECH QUY 3/ MODEL
MEMO — Q3 VARIANCE EXPLANATION
MEMO

To: Ms Vo Thi Hanh, Chief Financial Officer

From: Dang Minh Khoa, Head of Customer Experience

Date: Friday 9 October 2026

Subject: Q3 2026 budget variances — Customer Experience Department

1. Summary

Total spending in Q3 was VND 2,475 million against a budget of VND 2,430 million, an
adverse variance of VND 45 million (1.9%). Three items varied by more than the 10%
threshold: one was over budget and two were under budget.

2. Adverse variances

Marketing was VND 78 million (17.3%) over budget. This resulted from our decision to
bring forward the QR payment campaign from Q4 to September, so that it ran before the
competitors’ launches. It is a timing difference: Q4 marketing spending will be lower by the
same amount.

Staff costs were VND 36 million (3.0%) over budget due to overtime during the system
upgrade in September.

3. Favourable variances

IT and software costs were VND 36 million (12.0%) under budget because the licence
renewal moved to October. This is also a timing difference.

Travel costs were VND 33 million (27.5%) under budget as a result of replacing two trips to
Singapore with video calls. We expect this saving to be permanent.

4. Outlook
Once the timing differences reverse, we expect full-year spending to stay within budget. No
additional funding is requested.

Dich: BAO CAO NOI BQ. Giri: ba V6 Thi Hanh, Gidm doc tai chinh. Tir: Pang Minh Khoa, Truong
phong Trai nghiém khdch hang. Ngay: thir Sau 9/10/2026. V/v: Chénh léch ngan sach quy 3/2026. 1.
Tom tat: tong chi quy 3 la 2.475 triéu dong so voi ngdn sach 2.430 triéu, chénh léch bdt loi 45 triéu
(1,9%). Ba khoan chénh qua nguong 10%: mot khodan vieot ngan sdach, hai khoan duoi ngan sach. 2.
Chénh léch bat loi: marketing vueot 78 triéu (17,3%) do quyét dinh ddy chién dich thanh todn OR tir
quy 4 1én thang 9 dé chay truée khi doi thii ra mdt; ddy la chénh léch thoi diém, quy 4 sé chi it hon
diing s6 d6. Chi phi nhén su vieot 36 triéu (3,0%) do lam thém gio khi ndng cdp hé thong thang 9. 3.
Chénh léch co loi: CNTT va phén mém thdb hon ngdn sach 36 triéu (12,0%) vi viéc gia han ban
quyén doi sang thang 10, ciing la chénh léch thoi diém. Cong tac phi thap hon 33 triéu (27,5%) nho
thay hai chuyén di Singapore bang hop video; khodn tiét kiém nay du kién lau dai. 4. Trién vong: khi
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cdc chénh léch thoi diém can lai, chi tiéu ca nam dy kién nam trong ngan sdach. Khong dé nghi cap
thém kinh phi.

Cum céu thuyét minh chénh 1éch — Phrases for explaining variances

Chirc nang Cum ciu
Function Phrase

Néu chénh 1éch Marketing was VND 78 million (17.3%) over budget. / Travel came
Stating the variance in 27.5% under budget.

Giai thich nguyén nhan This resulted from... / This was mainly due to... / VND 40 million is
Giving the cause attributable to...

Phan loai This is a timing difference. / This is a one-off cost. / We expect this
Classifying saving to be permanent.

Bu trir This was partly offset by... / The overspend was fully offset by
Offsetting savings in...

Hanh dong We have since changed... / To prevent this, we will... / We request
Action an additional...

PHAI THUQC / MEMORISE — MJi chénh léch tra 151 dii 4 cAu: Bao nhiéu? (sd tién + %,
F/A) — Vi sa0? (mdt cau nguyén nhan — két qua) — C6 1ip lai khéng? (timing difference /
one-off / permanent) — Lam gi? (hanh dong hoidc dé nghi).

Each variance answers 4 questions: How much? (amount + %, F/A) — Why? (one cause—effect
sentence) — Will it happen again? (timing difference / one-off / permanent) — What next? (action or
request).

5.7. Dong tién va von lwu dong — Cash flow and working capital

Loi nhuan dugc ghi nhan khi ban hang; tién chi vé khi khach tra. Vi vy cong ty dang
tang truong hay bi thiéu tién: ban nhiéu hon thi khoan phai thu va t6n kho ciing ting, va
tién bi chon & d6. Bang dudi cho biét thay doi ca ting khoan von luu dong tac dong thé
nao 1én tién.

Profit is recorded when goods are sold; cash arrives only when customers pay. That is why

growing companies often run short of cash: higher sales mean higher receivables and inventory,

and cash gets tied up there. The table below shows how a change in each working capital item
affects cash.

Thay doi Tac dong 1én tién Cau miu
Change Effect on cash Model sentence

Slower customer payments tied up VND 14

Khoan phai thu ting  Tién giam billion in receivables.
Receivables up Cash down Khdch tra chdm hon lam 14 ty dong bi dong & khodn
phai thu.
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Thay doi Tac dong 1én tién Cau miu
Change Effect on cash Model sentence

The stock build-up absorbed VND 33 billion of

Tén kho ting Tién giam
cash.
Inventory up Cash down L 5 o A D o8 o8
Viéc tang ton kho hut mat 33 ty dong tién.
Longer supplier terms partly offset this
Khoan phai tra ting  Tién ting outflow.
Payables up Cash up Thoi han tra nha cung cdp dai hon bit lai mét phan

dong tién ra nay.

Tién giam, lgi nhuan
Mua tai san ¢6 dinh  chua giam
Capital expenditure Cash down, profit not yet
affected

The roasting line required VND 95 billion of
capex.
Ddy chuyén rang can 95 ty dong chi dau tw.

EMAIL MAU — GIAI TRINH VOI NGAN HANG / MODEL EMAIL —
EXPLANATION TO A BANK
Subject: Bach Duong Coffee — FY2026 liquidity position

Dear Mr Koh,

Thank you for your email of 1 March about our 2026 accounts. I am pleased to explain the
decline in our liquidity ratios.

Our current ratio fell from 1.80 to 1.40, and our quick ratio from 1.05 to 0.68. This was
mainly due to three factors:

—a VND 33 billion increase in inventory, as we bought green beans ahead of an expected
price rise;

—a VND 14 billion rise in accounts receivable, resulting from longer payment terms for two
new supermarket customers;

— VND 95 billion of capital expenditure on our new roasting line, which we financed partly
with your VND 60 billion loan.

As a result, our cash balance fell from VND 45 billion to VND 28 billion. However,
operating cash flow remained positive at VND 30.8 billion, and the new line is already

running at 70% of capacity.

We expect inventory to return to normal levels by the end of the second quarter, which
should lead to a current ratio of around 1.6. I have attached our monthly cash projection for
2027.

Please let me know if you would like to discuss these figures in a meeting.

Yours sincerely,
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Nguyen Thu Trang (Ms)
Chief Financial Officer, Bach Duong Coffee JSC
Tel: +84 28 3826 4150

Dich: Kinh giti 6ng Koh, Cam on email ngay 1/3 ciia 6ng vé béo cdo tai chinh nam 2026 ciia ching
16i. T6i xin gidi trinh viéc cdc chi s6 thanh khodn giam. Hé sé thanh todn hién hanh giam tir 1,80
xuong 1,40, hé sé thanh todn nhanh tir 1,05 xuong 0,68, chii yéu do ba yéu to: ton kho ting 33 ty dong
Vi chiing t6i mua ca phé nhan trude dot ting gid dir kién; khodn phdi thu tang 14 1y do thoi han thanh
todn dai hon cho hai khach hang siéu thi méi; 95 ty chi dau tw ddy chuyén rang méi, dwoc tdi tro mét
phan bang khodn vay 60 ty ciia quy ngdn hang. Két qua la sé du tién giam tir 45 ty xuong 28 ty. Tuy
nhién, dong tién tir hoat dong kinh doanh van dwong ¢ mirc 30,8 ty, va ddy chuyén méi da chay 70%
cong sudt. Chiing téi du kién ton kho tro lai mirc binh thiong vao cudi quy 2, khi dé hé sé thanh todn
hién hanh khoang 1,6. Téi giri kém s6 dw phéng dong tién theo thang nam 2027. Néu 6ng muon trao
doi cdc s6 liéu nay trong mét cudc hop, xin cho téi biét. Tran trong, Nguyén Thu Trang, Giam doc tai

chinh.

VI DU/ EXAMPLE — Thu giai trinh v&i ngan hang lam ba viéc theo thir ty: thira nhin con
s6 (khong né), giai thich tirng nguyén nhan bang so tién, roi dwa biang chirng cho twong
lai (dong tién kinh doanh van duong, s6 du phong). S6 1,6 trong thu 13 wdc tinh cta cong ty,
nén dung “should lead to... around”, khong dung “will”.

An explanation to a bank does three things in order: accept the figure (do not avoid it), explain each
cause with an amount, then give evidence for the future (positive operating cash flow, a projection).
The 1.6 in the email is the company’s own estimate, so it uses “should lead to... around”, not “will”.

5.8. Ngon ngir chirc nang: trinh bay va thao luan so li€u tai chinh — Functional
language: presenting and discussing financial figures

Néi trung tinh (cugc hop)
Neutral (meeting)

Viét trang trong (b4o c4o)
Formal (written report)

Tinh hudng

Situation

The company reported revenue of
VND 483 billion, up 15% year-on-
year.

Revenue was up 15% — that’s a
record for us.

Néu két qua chung
Giving the headline

Giai thich nguyén
nhan

Explaining a cause

The decline is largely attributable to It’s mainly because beans got

higher raw material costs. more expensive.
Nhan xét chi so

i Liquidity is tighter, but we’re still
Commenting on a

above 1.

The current ratio remains at an
acceptable level of 1.40.

ratio

Néu rui ro

Pointing out a risk
Hoi vé so liéu
Asking about a figure

D¢ nghi ngan sach
Requesting budget

Further increases in borrowing could
weaken the company’s solvency.

Could you clarify what the VND 10
million penalty relates to?

We request an additional allocation of

VND 120 million for Q4.

If we borrow more, the bank will
start to worry.

What’s behind the jump in
receivables?

We need another 120 million for
Q4 — can we discuss it?
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Tinh huéng Viét trang trong (bao c4o) No6i trung tinh (cudc hop)
Situation Formal (written report) Neutral (meeting)

Két luan Overall, profitability weakened while  So, bottom line: good sales,
Concluding liquidity remained adequate. weaker profit, cash under control.

HQI THOAI MAU — HQP XEM XET NGAN SACH / MODEL DIALOGUE —
BUDGET REVIEW MEETING

Ms Hanh (CFO): Khoa, your department is 45 million over budget. What’s behind that?
Mr Khoa: Most of it is due to marketing. We brought the QR campaign forward to
September, so it’s a timing difference.

Ms Hanh: So Q4 marketing will be lower by the same amount?

Mr Khoa: Exactly, 78 million lower. And thanks to the video calls, travel was 33 million
under budget.

Ms Hanh: Good. What about staff costs?

Mr Khoa: The system upgrade led to a lot of overtime — about 36 million. That was a one-
off.

Ms Hanh: Fine. Please put that in the memo, and flag anything above 10% from now on.
Mr Khoa: Will do. I’ll send it by Friday.

Dich: Ba Hanh (GD tai chinh): Khoa, phong anh vwot ngdn sach 45 triéu. Ly do la gi? — Anh Khoa:
Phan 16n do marketing. Chiing téi ddy chién dich OR Ién thang 9, nén ddy la chénh léch thoi diém. —
Ba Hanh: Viy quy 4 marketing sé chi it hon diing s6 d6? — Anh Khoa: Piing vy, it hon 78 triéu. Va
nho hop video, céng tac phi dwdi ngan sach 33 triéu. — Ba Hanh: Tot. Con chi phi nhén su? — Anh
Khoa: Ning cdp hé thong lam phat sinh nhiéu gio lam thém, khoang 36 triéu. D6 la khodn mét lan. —
Ba Hanh: Duoc. Ghi r6 vao bao cdo, va tir nay danh ddu moi khoan trén 10%. — Anh Khoa: Vang.
Toi guti truoc thir Sau.

VI DU/ EXAMPLE — Trong hop, nguoi Viét hay tra 10i ciu héi “What’s behind that?”
bang mot danh sach s liéu dai. Nguoi nghe can nguyén nhan I6m nhit trude (“Most of it is
due to...”), r0i méi dén chi tiét. Cau mé chudn: “Most of it is due to... The rest comes
from...”.

In meetings, Vietnamese speakers often answer “What’s behind that?”” with a long list of figures. The
listener needs the biggest cause first (“Most of it is due to... "), then the details. A standard opening:
“Most of it is due to... The rest comes from...”.

5.9. Bai doc: Tang truéng nhanh, lgi nhuan giam — Reading: Growing fast,

earning less

BAI PQC / READING
Growing fast, earning less

When Bach Duong Coffee published its 2026 accounts in late February, the headline figure
looked impressive. Revenue rose by 15% to VND 483 billion, thanks to two new contracts
with supermarket chains and strong demand for its ready-to-drink cold brew. For a company
that roasted its first beans in a small workshop in Dak Lak fourteen years ago, it was a record
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year.

The rest of the income statement told a different story. Net profit fell by 14.6% to VND 32.8
billion. Ms Nguyen Thu Trang, the chief financial officer, explained the fall at the annual
investor meeting. “Green bean prices rose by about a fifth during the year,” she said. “We
raised our own prices only once, in June, because we did not want to lose the new
supermarket contracts.” As a result, gross margin narrowed from 32.1% to 29.2%.

A second cause was the company’s VND 95 billion investment in a new roasting line. The
project was financed partly by a five-year bank loan, which led to a 55.6% increase in interest
expense. Depreciation on the line will start in 2027, so analysts expect a further small impact
on profit next year.

The balance sheet raised more questions. Inventory grew from VND 75 billion to VND 108
billion, because the purchasing team bought beans early to avoid further price rises. Accounts
receivable also increased, owing to the longer payment terms that large retailers demand.
Consequently, the current ratio dropped from 1.80 to 1.40, and the cash balance fell to VND
28 billion. One analyst at the meeting called the quick ratio of 0.68 “uncomfortable but not
dangerous”.

Ms Trang accepts that the company paid a price for growth. “Our customers pay us in sixty
days, but our farmers want cash at harvest,” she explained. “Every extra tonne we sell ties up
more working capital.” However, she pointed out that operating cash flow remained positive
at VND 30.8 billion, and that the new line had cut energy use per kilogram by 18%.

The board has set three targets for 2027: a gross margin above 30%, inventory below VND 90
billion by June, and no new long-term borrowing. It has also allocated VND 2 billion to a
digital ordering platform for café owners, which should reduce the time between delivery and
payment.

Investors seem willing to wait. The share price fell by 6% on the day of the results but
recovered within two weeks. As one fund manager put it, “A company that grows its sales by
15% in a difficult market is doing something right. Now it has to turn those sales into cash.”

Dich: Tang trucng nhanh, loi nhudgn giam. Khi Ca phé Bach Dwong céng bé bdo cdo tai chinh ndm
2026 vao cudi thang 2, con s6 noi bdt trong rat an tuwong: doanh thu tang 15% lén 483 ty dong nho
hai hop dong méi véi cac chudi siéu thi va nhu cau manh véi san pham ca phé i lanh déng chai. Voi
mot cong ty rang mé hat dau tién trong mét xuong nhé & Pak Lak mwoi bon nam trude, ddy la nam ky
luc. Phan con lai ciia bdo cdo két qua kinh doanh ké mét cdu chuyén khac. Loi nhudn rong giam
14,6% xuéng 32,8 ty. Ba Nguyén Thu Trang, giam doc tai chinh, gidi thich tai buéi gap nha dau tir
thwong nién: “Gid ca phé nhan tang khodang mét phan nam trong nam. Chiing téi chi tang gia ban
mét lan, vao thang 6, vi khéng muén mdt cac hop dong siéu thi méi.” Két qua la bién loi nhudn gép
thu hep tir 32,1% xuong 29,2%. Nguyén nhan thir hai la khoan dau tw 95 ty vao ddy chuyén rang mdi,
dwoc tai tro mét phan bang khoan vay ngan hang nam nam, khién chi phi ldi vay tang 55,6%. Khau
hao ddy chuyén bdt dau tinh tir nam 2027, nén gidi phan tich dw dodn loi nhudn ndm sau con bi anh
hieong thém mot chit. Bang cdn doi ké toan ddt ra thém cdu hoi. Ton kho tang tir 75 1én 108 ty vi bo
phdn mua hang mua hat sém dé tranh gid tiép tuc tang. Khodn phdi thu ciing tang do cdc nha ban 1é
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16m doi thoi han thanh todn dai hon. Do d6 hé s6 thanh todn hién hanh giam tu 1,80 xuéng 1,40 va sé
du tién giam con 28 ty. Mt nha phan tich goi hé s6 thanh todn nhanh 0,68 la “khéng thodi mdi nhung
chira nguy hiém”. Ba Trang thira nhdn cong ty dd tra gid cho tang truong: “Khdch hang trd ching t6i
sau sdu mieoi ngay, con néng dan muon nhan tién ngay khi thu hoach. Méi tan ban thém lai chén thém
von lwu ddng.” Tuy vdy, ba chi ra rang dong tién tir hoat dong kinh doanh van dwong 30,8 ty, va ddy
chuyén méi da giam 18% dién nang cho méi kilogam. Hoi dong quan tri ddt ba muc tiéu cho nam
2027: bién loi nhudn gop trén 30%, ton kho duwdi 90 ty truéc thang 6, va khéng vay dai han méi. Hpi
dong ciing phdn bé 2 ty cho mét nén tang ddt hang sé danh cho chii qudn ca phé, givip rit ngdn thoi
gian tir liic giao hang dén hic nhdn tién. Nha dau t c6 vé san long cho. Gid coé phiéu giam 6% trong
ngdy cong bo két qua nhwng hoi phuc trong hai tuan. Nhe mét nha qudn 1y quy nhdn xét: “Mot cong
ty tang doanh s6 15% trong thi trwong khé khan la dang lam diing diéu gi do. Gio ho phdi bién doanh
6 dy thanh tién.”

Cau héi doc hiéu va dap an — Comprehension questions and answers

1. Vi sao bién lgi nhuan gdp ctia Bach Duong thu hep? — DPap an: Gié ca phé nhan ting
khoang 20% nhung cong ty chi ting gid ban mot 1an, vi so mat hgp dong siéu thi.
Why did Bach Duong’s gross margin narrow? — Answer: Green bean prices rose by about
20%, but the company raised its own prices only once because it did not want to lose the
supermarket contracts.

2. Khoan vay cho day chuyén rang tac dong thé nao 1én bao cao két qua kinh doanh? —
Dap an: Chi phi 1ai vay tdng 55,6%.
How did the loan for the roasting line affect the income statement? — Answer: Interest
expense rose by 55.6%.

3. Suy luan: vi sao gi6i phan tich cho rang lgi nhuan nam 2027 con bi anh huéng thém?
— Pap an: Vi khau hao day chuyén rang méi bat dau tinh tir nim 2027, tao thém
mdt khoan chi phi.

Inference: why do analysts think profit will be affected again in 20277 — Answer: Because
depreciation on the new roasting line starts in 2027, which adds a new cost.

4. Tu vung theo ngilr canh: trong cau “Every extra tonne we sell ties up more working
capital”, “ties up” gan nghia nhat v4i tir nao: (a) giai phong, (b) chon, gitr lai khong
dung duoc, (c) tra ng? — Pap an: (b) — tién bi gitr & khoan phai thu va ton kho,
chua dung duogc.

Vocabulary in context: in “Every extra tonne we sell ties up more working capital”, “ties
up” is closest to: (a) releases, (b) holds so it cannot be used, (c) repays? — Answer: (b) —
the money is held in receivables and inventory and cannot be used yet.

5. Plng, sai hay khong c6 thong tin: Bach Duong du dinh vay dai han thém dé xay kho
moi trong nam 2027. — Pap an: Sai: mot trong ba muc ti€éu nam 2027 1a khong vay
dai han moi.

True, false or not given: Bach Duong plans to take out a new long-term loan for a

warehouse in 2027. — Answer: False: one of the three targets for 2027 is no new long-term
borrowing.

6. Plng, sai hay khong c6 thong tin: Gia c¢6 phiéu ciia Bach Dwong cao hon dbi thu
niém yét 16n nhat. — Pap 4an: Khong c6 thong tin: bai chi noi gia giam 6% roi hoi
phuc, khong so vai doi thu.

True, false or not given: Bach Duong’s share price is higher than that of its largest listed

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 170



Dé cuong on tap Tiéng Anh trong kinh doanh nang cao / Advanced Business English

competitor. — Answer: Not given: the text only says the price fell by 6% and recovered;
there is no comparison with competitors.

5.10. Ldi nguwoi Viét hay mic khi viét vé tai chinh — Common mistakes

Vietnamese writers make in financial English

Sai
Wrong

due to costs increased

led to increase profit

The loss resulted in late
payments. (y: do trd cham)

a three-years loan

the increase of revenue

ROE fell 3.4%. (16.0% —
12.6%)

The cost is expensive.

spend money to marketing

The profit is 32,8 billion.

The revenue increased.

due to higher costs / because
costs increased

led to an increase in profit

The loss resulted from late
payments.

a three-year loan

the increase in revenue

ROE fell by 3.4 percentage
points.

The cost is high.

spend money on marketing

Net profit is VND 32.8 billion.

Revenue increased.

Ly do

Reason

due to + danh tir
“due to” + noun

to 1a gidi tur
“to” is a preposition

result from «<— nguyén nhan
“from” points to the cause

Tinh tir ghép giit 6 it
Compound adjectives stay singular

increase in + cai thay doi
“in”" + what changed

Chénh 1éch hai ty 18 % la diém
%
Gap between percentages

cost, price di véi high/low
“high/low” with cost

spend + on
“spend on”

Dau chim thap phan; ghi don vi
tién
Decimal point; give the currency

Danh tir chung khong can the

No “the” in general statements

LOI HAY GAP / COMMON MISTAKE — Viét “benefit” cho lgi nhuan: “The
company’s benefit fell by 14.6%.” Tiéng Viét “loi nhuan” va “loi ich” d& 1an. Trong bao
cdo, 101 nhudn 1a profit (net profit, operating profit); benefit 1a loi ich (the benefits of the new
software) hodc phuc loi (employee benefits).
Writing “benefit” for profit: “The company’s benefit fell by 14.6%.” Vietnamese “loi nhuan” (profit)
and “loi ich” (benefit) are easy to confuse. In a report, money earned is profit (net profit, operating
profit); benefit means an advantage (the benefits of the new software) or a perk (employee benefits).

Vi DU/ EXAMPLE — Truéc khi giri mot binh luan tai chinh, kiém nim diém: Phép tinh
da tinh lai chua? Pon vi (VND billion, %, diém %) ding chua? Chiéu nguyén nhan — két
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qua dung chwa? Giéi tir sau danh tir (increase in, spending on) dung chwa? S6 thap phén
dung dau chdm chua?

Before you send a financial comment, check five points: Have you recalculated the figures? Are the
units (VND billion, %, percentage points) right? Is the cause—effect direction right? Are the
prepositions after nouns (increase in, spending on) right? Do decimals use a point?

5.11. Bai tap van dung co 101 gidi — Applied exercises with solutions

Bai 1. Tinh chi s6 va viét nhan xét cho nha diu tw — Exercise 1. Calculating ratios and
writing a comment for an investor

Chi Ly Thanh Trtc 1a thyuc tap sinh phan tich tai chinh & mdt cong ty ching khoan tai
TP.HCM. Ong Andrew Collins, giam ddc dau tu ctua quy Southern Cross Capital (Uc),
nhd chi nhan xét két qua nam tai chinh 2026 cua Cong ty CP Pién may Phu Thinh (Can
Tho). S6 liéu nam 2026 (ty dong): doanh thu 640; gia vén hang ban 512; lgi nhudn sau
thué 19,2; vén cha sé hitu 160; tai san ngin han 230, trong d6 hang t6n kho 140; no ngin
han 200. Chi s6 nam 2025: bién loi nhuin g0p 22,0%; bién lgi nhuén rong 4,0%; ROE
15,0%; hé s thanh toan hién hanh 1,30; hé s thanh toan nhanh 0,60. Nguyén nhan cong
ty cho biét: canh tranh gid voi nguoi ban truc tuyén; nhap nhiéu ti vi chuan bi cho Tét.
Tinh nam chi s6 nam 2026 va viét email nhan xét 150-250 tur.

Ms Ly Thanh Truc is a financial analyst intern at a securities company in Ho Chi Minh City. Mr
Andrew Collins, investment manager at Southern Cross Capital (Australia), asks her to comment
on the 2026 results of Phu Thinh Electronics JSC (Can Tho). Figures for 2026 (VND billion):
revenue 640, cost of goods sold 512; net profit 19.2; equity 160, current assets 230, of which
inventory 140; current liabilities 200. Ratios for 2025: gross margin 22.0%; net margin 4.0%;,
ROE 15.0%, current ratio 1.30; quick ratio 0.60. Reasons given by the company: a price war

with online sellers; large purchases of televisions for Tet. Calculate the five ratios for 2026 and
write an email comment of 150-250 words.

1. Bién lgi nhuan gop = (640 — 512) / 640 = 128 / 640 = 20,0%. Bién loi nhudn rong =
19,2 / 640 = 3,0%.
Gross margin = (640 — 512) / 640 = 128 / 640 = 20.0%. Net margin = 19.2 /640 = 3.0%.

2. ROE = 19,2/ 160 = 12,0%. Hé s6 thanh toan hién hanh =230 /200 = 1,15. Hé s6
thanh toan nhanh = (230 — 140) / 200 = 90 / 200 = 0,45.

ROE =19.2/160 = 12.0%. Current ratio = 230/ 200 = 1.15. Quick ratio = (230 — 140) /
200 =90/200 = 0.45.

3. Xép nam chi s6 thanh hai nhom dé viét hai doan: kha nang sinh 10i (bién gdp, bién
rong, ROE) va thanh khoan (hai hé sé thanh toan). Ca nam chi sé déu giam, nén cau
cht dé mdi doan néu xu hudng chung trudc.

Group the five ratios into two paragraphs: profitability (gross margin, net margin, ROE)
and liquidity (the two liquidity ratios). All five fell, so each topic sentence gives the general
trend first.

4. Noi nguyén nhan véi két qua bang cum chuan: “mainly due to a price war”, “As a
result,”, “largely attributable to a sharp increase in...”. Dung percentage points cho
chénh léch giira hai ty 1 phan tram.
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Link causes and effects with standard phrases: “mainly due to a price war”, “As a result,”,
“largely attributable to a sharp increase in...”. Use percentage points for the gap between
two percentages.

5. Két béng mot nhan dinh ngén va mot dé xuét cu thé (xin sb du phong dong tién theo
thang), khong ké lai sé liéu.

End with a short judgement and one concrete recommendation (ask for a monthly cash
projection), do not repeat the figures.

6. Bai mau hoan chinh (khoang 200 tir). Dich y: kha ning sinh 16i yéu di — bién gop
giam tir 22,0% xudng 20,0% do canh tranh gi, kéo bién rong va ROE giam; thanh
khoan x4u di do ton kho ti vi tang manh trudc Tét; stc ¢ép bién lgi nhuén co thé kéo
dai, con t6n kho c6 thé chi tam thoi; dé nghi xin s6 du phong dong tién theo thang
cho quy 1/2027.

Subject: Phu Thinh Electronics — comments on FY2026 ratios / Dear Mr Collins, / As
requested, here are my comments on Phu Thinh Electronics’ results for the 2026 financial
year. / Profitability weakened across all three measures. Gross margin fell from 22.0% to
20.0%, mainly due to a price war with online sellers. As a result, net margin dropped by one
percentage point to 3.0%, and return on equity declined from 15.0% to 12.0%. / Liquidity
also deteriorated. The current ratio fell from 1.30 to 1.15, while the quick ratio dropped
from 0.60 to 0.45. This was largely attributable to a sharp increase in television stock ahead
of the Tet holiday: inventory now makes up VND 140 billion of the company’s VND 230
billion in current assets. / In my view, the pressure on margins is likely to continue, because
online sellers keep cutting prices. The inventory build-up, on the other hand, should be
temporary if Tet sales meet the company’s projections. I would recommend asking
management for a monthly cash projection for the first quarter of 2027 before you make a
decision. / I have attached my calculations. Please let me know if you need any further
details. / Kind regards, / Ly Thanh Truc (Ms) / Financial Analyst Intern

Bai 2. Gidi thich chi vugt ngian sach cho cong ty me — Exercise 2. Explaining a budget
overspend to the parent company

Thu Hai 12/10/2026, ba Nakamura Yuki, quan 1y tai chinh khu vuc ctia cong ty me ¢
Osaka (Nhat), giri email héi anh HO Quang Vinh, ké toan truéng Cong ty TNHH Kaze
Logistics Viét Nam (Pa Nang): vi sao chi phi van chuyén quy 3 1a 952 triéu dong trong
khi ngéan sach 1a 850 triéu. Anh Vinh da tim ra ba nguyén nhan: gia nhién li¢u tang 8%
(thém 40 triéu); 26 chuyén hang thém cho mot khach hang méi (thém 52 triéu, nhung
mang vé 95 triéu doanh thu); mdt khoan phat mét 14n vi tra container tré (10 triéu). Viét
email tra 161 ngay tha Ba 13/10/2026, 150-250 tur.

On Monday 12 October 2026, Ms Nakamura Yuki, regional finance manager at the parent
company in Osaka (Japan), emails Mr Ho Quang Vinh, chief accountant of Kaze Logistics
Vietham Co., Ltd (Da Nang), to ask why Q3 transport costs were VND 952 million when the
budget was VND 850 million. Mr Vinh has found three causes: an 8% rise in fuel prices (VND
40 million extra); 26 extra shipments for a new customer (VND 52 million extra, but VND 95

million of revenue); a one-off penalty for returning containers late (VND 10 million). Write his
reply on Tuesday 13 October 2026, 150-250 words.
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1. Tinh chénh léch: 952 — 850 = 102 triéu dong, trc 102 / 850 = 12,0% vuot ngan sach.
Chi phi cao hon ngén sach 1a chénh léch bt loi (adverse).

Calculate the variance: 952 — 850 = VND 102 million, i.e. 102 /850 = 12.0% over budget.
Costs above budget are an adverse variance.

2. Kiém tong cac nguyén nhan: 40 + 52 + 10 = 102 triéu, khép dung chénh léch. Thur
thuyét minh phai giai thich dugc toan bo sd chénh, khong dé phan “khong rd”.
Check that the causes add up: 40 + 52 + 10 = VND 102 million, exactly the variance. A
variance explanation must account for the whole gap, with nothing “unexplained”.

3. Sap nguyén nhan tir 16n dén nho, mdi nguyén nhan mot cau nguyén nhan — két qua:
“VND 52 million was attributable to...”, “...resulted from an 8% rise in...”, “...due
to a one-off penalty...”.

Order the causes from largest to smallest, one cause—effect sentence each: “VND 52 million
was attributable to...”, “ ...due to a one-off penalty...”.

4. Néu phan bu lai (doanh thu 95 triéu tir khach hang méi) va hanh dong khic phuc cho
khodn phat, dé nguoi doc thiy khoan nao s& con, khoan nao khong.

Mention the offsetting revenue (VND 95 million from the new customer) and the action taken
on the penalty, so the reader can see which costs will continue and which will not.

I Y]

...resulted from an 8% rise in...”,

5. Bai mau hoan chinh (khoang 200 tir). Dich ¥: chi phi van chuyén quy 3 vugt ngan
sach 102 tri¢u (12,0%); 52 tri€u do 26 chuyén thém cho khach hang maéi, bu lai bé‘mg
95 triéu doanh thu; 40 triéu do gia nhién liéu ting 8%; 10 triéu 1a khoan phat mot lan;
dé xuét diéu chinh ngan sach quy 4 1én 930 triéu.

Subject: Re: Q3 transport costs — variance explanation / Dear Ms Nakamura, / Thank you
for your email of 12 October. Our transport costs for the third quarter were VND 952
million, compared with a budget of VND 850 million. This is an adverse variance of VND
102 million, or 12.0%. There are three causes. / First, VND 52 million was attributable to 26
extra shipments for Hoang Long Furniture, a new customer that we signed in July. These
shipments were not in the original budget. However, they generated VND 95 million of
additional revenue, so the net effect on profit was positive. / Second, an 8% rise in diesel
prices led to an increase of VND 40 million in fuel costs. / Finally, we paid a one-off penalty
of VND 10 million owing to the late return of four containers in August. We have since
changed our booking process, and the problem has not happened again. / As the new
customer will continue to ship with us, I suggest that we raise the Q4 transport budget to
VND 930 million. I have attached a detailed breakdown by month. / Please let me know if
you have any questions. / Kind regards, / Ho Quang Vinh (Mr) / Chief Accountant, Kaze
Logistics Vietnam Co., Ltd

5.12. Bai tap viét va dan y tra loi — Writing tasks and answer outlines

Céu 1. Ban 1am & phong tai chinh Cong ty CP Hai Au Pay (vi dién tir, Ha Noi). Viét
doan thuyét minh két qua kinh doanh 120-200 tir cho b4o cio nim: doanh thu ting
tir 58 1én 71 ty dong (+22,4%); loi nhuén sau thué giam tir 4,2 xudng 3,5 ty
(—16,7%); bién lgi nhuin rong giam tir 7,2% xuong 4,9%. Nguyén nhan: chi phi
marketing ting gap déi cho chién dich thu hit cira hang dung QR; tuyén thém 35
nhan vién cong nghé; chi phi chuyén déi hé thong mot lan 1,1 ty. Dung it nhat bén
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cach no6i nguyén nhan — két qua khac nhau va hai cum danh tir dai.

Question 1. You work in the finance department of Hai Au Pay JSC (an e-wallet company in
Hanoi). Write a 120-200-word commentary on the results for the annual report: revenue rose

from VND 58 billion to VND 71 billion (+22.4%), net profit fell from VND 4.2 billion to VND
3.5 billion (—16.7%), net margin fell from 7.2% to 4.9%. Causes: marketing spending doubled
for a campaign to attract OR merchants; 35 new IT staff; a one-off system migration cost of
VND 1.1 billion. Use at least four different cause—effect expressions and two long noun phrases.

« Cau chui d& néu hai xu huéng ngugc chiéu.
“In 2026, Hai Au Pay achieved strong revenue growth but lower profitability.”

* Doanh thu va nguyén nhan tang (cum danh tir dai + thanks to).
“Revenue rose by 22.4% to VND 71 billion, thanks to a successful nationwide campaign to
attract QR merchants.”

* Loi nhuan gidm va nguyén nhan (due to / owing to).
“However, net profit fell by 16.7% to VND 3.5 billion, mainly due to a doubling of marketing
spending and the recruitment of 35 IT staff.”

« Khoan mot 1an (be attributable to).
“A further VND 1.1 billion of the decline was attributable to a one-off system migration
cost.”

« Két qua 1én bién loi nhuan (As a result / result in).
“As a result, net margin narrowed from 7.2% to 4.9%.”

« Trién vong (lead to).
“As the migration cost will not recur, we expect the larger merchant network to lead to a
recovery in margins in 2027.”

Cau 2. Ban la trwéng nhom cham séc khach hang ciia Cong ty CP Thanh toan Ngoc
Lan (TP.HCM). Viét email 120-200 tir giri ba Pham Thi Kim Oanh, giam doc tai
chinh, dé nghi duyét 1,8 ty dong chi diu tw dé thay phin mém tong dai. Phin mém
méi givip tiét kiém 60 tri¢u dong mdi thang (gio' 1am thém va phi ban quyén), nén
hoan von sau 30 thang. Néu van dé hién tai, khoan tién can, lgi ich, thoi gian hoan
von, dé nghi.
Question 2. You are the customer service team leader at Ngoc Lan Payments JSC (Ho Chi Minh
City). Write a 120-200-word email to Ms Pham Thi Kim Oanh, Chief Financial Officer, asking
her to approve VND 1.8 billion of capital expenditure to replace the call-centre software. The
new software will save VND 60 million a month (overtime and licence fees), so it will pay for
itself'in 30 months. Give the current problem, the amount, the benefits, the payback period and
your request.
« Tiéu d& va cau mo néu dung viéc can duyét.
“Subject: Request for capex approval — new call-centre software / I am writing to request
approval for VND 1.8 billion of capital expenditure to replace our call-centre software.”
* VéAn d@ hién tai va hau qua (lead to / result in).
“The current system is eight years old. Frequent crashes have led to long waiting times and
have resulted in about 120 hours of overtime a month.”
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* Loi ich ¢6 s6 liéu.
“The new software would save approximately VND 60 million a month in overtime and
licence fees.”

« Thoi gian hoan vén, tinh r5.
“At this rate, the investment would pay for itself in 30 months (VND 1,800 million ~ VND 60
million).”

« Pé nghi cu thé c¢6 han.
“I would be grateful if the request could be considered at the budget meeting on Friday 23
October.”

« Két thu, dinh kém.
“I have attached the supplier’s quotation and a cost comparison. / Kind regards,”

Ciu 3. Ban 1a thye tip sinh ké toan tai Cong ty TNHH Ngi that Mekong Wood (Can
Tho), xuat khau sang Uc. BA Emma Hartley, thanh vién gép von nguoi Uc, ngac
nhién vi nim nay cong ty i 1,2 ty ddng nhung tién trong tai khoan lai giam 0,9 ty.
S liu: khoan phai thu ting 1,5 ty; hang ton kho ting 0,8 ty; khoan phai tra ting
0,2 ty (b6 qua khau hao). Viét email 120-200 tir gizi thich va dé xuat hai viéc.
Question 3. You are an accounting intern at Mekong Wood Furniture Co., Ltd (Can Tho), which
exports to Australia. Ms Emma Hartley, an Australian partner in the company, is surprised that
the company made a profit of VND 1.2 billion this year while its bank balance fell by VND 0.9
billion. Figures: accounts receivable up VND 1.5 billion, inventory up VND 0.8 billion;
accounts payable up VND 0.2 billion (ignore depreciation). Write a 120-200-word email to
explain this and suggest two actions.
« Cau mo: khang dinh day 13 chuyén thuong gip, khong phai sai sd.
“Dear Ms Hartley, / Thank you for your question. The difference between profit and cash is
common in a growing business, and the figures are correct.”

* Nguyén nhan 1: khoan phai thu (because of / due to).
“The main reason is a VND 1.5 billion increase in accounts receivable: two Australian
retailers moved from 30-day to 60-day payment terms.”

« Nguyén nhan 2: ton kho.
“In addition, inventory rose by VND 0.8 billion owing to a large purchase of timber before a
price rise.”

« Phan bu va phép tinh dbi chiéu.
“These outflows were only partly offset by a VND 0.2 billion increase in accounts payable.
As a result, operating cash flow was —VND 0.9 billion (1.2 — 1.5 — 0.8 + 0.2).”

« Hai d¢ xut.
“I would suggest offering a 1% discount for payment within 30 days and reducing timber
stock to two months’ production.”

- Két thu,
“I'would be happy to go through the cash flow statement with you. / Kind regards,”
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5.13. Cau héi tric nghiém — Multiple-choice questions

29. Chon tir/cym tir dung dién vao chd tréng.
Net profit fell _ higher interest costs.
A. because /| + ménh dé
B. as aresult / thiéu of
C.dueto / +danh tir
D. so that / chi muc dich

30. Chon phuong an dung ca ngit phap 1an logic (gia ca phé ting la NGUYEN NHAN).
The rise in coffee bean prices ____ a lower gross margin.
A. resulted from / nguoc chiéu
B.led to / gdy ra
C. was caused by / nguoc chiéu
D. owing to / thiéu déng tir chinh

31. Chon cum danh tir dung.
The bank approved _____ for the new roasting line.
A. a three-year loan
B. a three-years loan
C. aloan three-year
D. a three year’s loan |

32. Chon thuét ngir ding.
Current assets divided by current liabilities gives the .
A. return on equity / loi nhudn /von chii
B. gross margin / lgi nhudn gop / doanh thu
C. leverage / no/von chii
D. current ratio / hé s6 thanh todn hién hanh

33. Chon tir/cym tir dung dién vao chd tréng.
____the delay in customer payments, our cash balance fell by VND 17 billion.
A. Because / + ménh dé
B. As aresult / thiéu of
C.Owing to / + danh tir
D. Therefore / trang tir néi cau
34. Chon gi6i tir ding (gi4 nhién liéu ting 1a NGUYEN NHAN cua khoan chi vuot).
The 12% overspend resulted _ an unexpected rise in fuel prices.
A.in / gdyra
B. from / do
C.to /
D. of /
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35. Chon ddng tur dung.
The board ___ VND 300 million to the new training programme.
A. located / dat vi tri
B. divided / chia (khdng di vdi to o day)
C. spent / spend on, khong to
D. allocated / phdn bo cho
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