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Chuong 1. Cong viéc, chirc danh, co’ cau cong ty — Chapter 1. Jobs,
job titles and company structure

Muc tiéu chwong — Chapter objectives

« Dung dung 49 tir, cum tir vé chirc danh, phong ban, loai hinh doanh nghiép va mé ta
cong viéc.
Use 49 words and phrases for job titles, departments, company types and job descriptions
correctly.

* Phan bi¢t hién tai don (viéc lau dai, thoi quen) véi hién tai tiép dién (viéc dang lam,
viéc tam thoi).

Distinguish the present simple (permanent facts, routines) from the present continuous
(actions in progress, temporary situations).

* Khong chia tiép dién voi dong tir trang thai: know, need, belong, consist of, cost...
Avoid the continuous form with stative verbs: know, need, belong, consist of; cost...

* Gidi thi¢u ban than, cong viéc, cong ty va so dd to chire bé‘mg 161 n6i va email ngén.
Introduce yourself, your job, your company and its organisation chart in speech and in a
short email.

« Phat 4m dung dudi -s/-es va trong 4m cac tir chi nghé nghiép.

Pronounce -s/-es endings and the stress of job words correctly.

1.1. Tir vung: chirc danh va con ngwoi trong cong ty — Vocabulary: job titles and
people at work

Bang dudi gdm 17 tir chi ngudi trong cong ty, xép tir cap cao xudng. Vi du dit trong ciu
hién tai don vi khi néi chttc danh, ta néi vé sy tht lau dai.

The table below lists 17 words for people in a company, from senior to junior. The examples use
the present simple because job titles describe permanent facts.

Loai Y
t‘o al Nghia tiéng
Tir / cum tir Phién 4m P“’ , | viet Vi du
Word / phrase IPA ;’ Vietnamese Example
0 :
Sbeec h meaning
Our CEO visits the Hanoi
) iam doc dicu
chief executive /tfi:f 1g ' zekjotiv g‘ 2 . brﬁnch fveiy mf)nth.7 )
officer (CEO) ‘bfiso/ n hanh, tong gidm  Gidm doc dieu hanh cia ching
doc t6i dén chi nhanh Ha Ngi hang
thang.
iam ddc (phu
8 , R P £ Ms Hoa is the director of
) , trach mot khoi); .
director /dar'rekta/ n operations.

thanh vién hoéi .
A .. Ba Hoa la giam doc vdn hanh.
dong quan tri
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T / cum tir

Word / phrase

manager

head of
department

deputy

team leader

supervisor

employee

employer

staff

colleague

Phién Am
IPA4

/'meenid3o/

/hed v
di'pa:tmant/

/'depjoti/

/tizm 'li:do/

/'su:pa vaizo/

/im'plori:/

/im'plota/

/sta:f/

/'koli:g/

Loai
tir
Part
of

speech

=]

Nghia tiéng
Viét
Vietnamese
meaning

nguoi quan ly,
trudng bo phan

trudng phong

cAp pho, pho

truéng nhoém

nguoi giam sat,
to trudng

nhan vién, nguoi
lao dong

nguoi st dung
lao dong, chu
thué

toan bo nhan

vién (danh tur tap
hop)
ddng nghiép

Vi du
Example

The sales manager leads a
team of eight people.
Truong phong kinh doanh phu
trach mot nhom tam nguoi.

Each head of department
reports to the CEO.

Méi truong phong bdo cdo cho
gidm doc diéu hanh.

Mr Long is the deputy head
of the IT department.

Ong Long la phé phong cong
nghé thong tin.

Our team leader plans the
work for the week.

Truong nhom cua chung toi lén
ké hoach cong viéc trong tuan.

My supervisor checks my
reports every Friday.

Nguoi giam sat kiém tra béo cdo
ciia téi vao thir Sau hang tuan.

The company has about 250
employees.

Cong ty co khoang 250 nhdn
vién.

The bank is a large employer
in Da Nang.

Ngdn hang dé la noi tuyén dung
nhiéu lao dong ¢ Pa Nang.

We have 40 staff in the Da
Nang office.

Vin phong Pa Nang cia chiing
t6i ¢6 40 nhdan vién.

I often have lunch with my
colleagues.

T6i thuong an trwa voi dong
nghiép.
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T / cum tir
Word / phrase

intern

accountant

receptionist

assistant

sales
representative

financial analyst

Phién Am
IPA4

/'mt3:n/

/a'kaontant/

/1" sepfonist/

/' s1stant/

/seilz
repr1'zentatrv/

/far' nen/1
‘aenolist/

Loai
tr

Part
of

speech

Nghia tiéng
Viét
Vietnamese
meaning

thuc tap sinh

ké toan vién

18 tan

trg ly

nhan vién kinh
doanh, dai dién
ban hang

chuyén vién
phan tich tai
chinh

Vi du
Example

Two interns are helping the
Finance team this summer.
Hai thyc tdp sinh dang hé tro
nhom Tai chinh mua he nay.

She works as an accountant
for a logistics company.

Cé dy lam ké todn cho mot cong
ty logistics.

The receptionist welcomes
visitors and answers the
phone.

Lé tdn don khdch va nghe dién
thoai.

Please send the documents to
my assistant, Ms Thu.

Vui long gui tai liéu cho tro Iy
cua toi, chi Thu.

Our sales representatives visit
shops in the Mekong Delta.
Nhan vién kinh doanh cua ching
16i di gdp cdc cira hang ¢ Pong
bang séng Ciru Long.

A financial analyst prepares
reports on costs and profits.
Chuyén vién phan tich tai chinh
ldp bdo cdo vé chi phi va lpi
nhuan.

Churc danh Vi€t — Anh thwong gap — Common Vietnamese job titles in English

Doanh nghiép Viét Nam khong ding mot bang dich chtc danh théng nhat. Bang dudi 1a

cach dich pho bién trén danh thiép, hop dong va ho so cong ty. Khi 1am viéc véi dbi tac,

kiém tra danh thiép cta ho dé biét cong ty d6 dung chir nao.

Viethamese companies do not share one standard list of English job titles. The table shows the
translations most often seen on business cards, contracts and company profiles. With a partner,

check their business card to see which title their company uses.

Trang 9
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Tiéng Viét

Vietnamese

Tiéng Anh thwong ding

Ghi chu
Note

Chii tich Hoi dong
quan tri (Chu tich
HDQT)

Tong giam dbc
Pho tong gidam ddc
Gidm déc tai chinh
Trudng phong

Pho phong

Trudéng nhom

K¢é toan truong

Chuyén vién

Nhan vién

Thuyec tap sinh

Thu ky, tro ly giam
doc

Common English title

Chairman / Chair of the Board

General Director / Chief
Executive Officer (CEO)

Deputy General Director /
Deputy CEO

Chief Financial Officer (CFO) /
Finance Director

Head of ... /... Manager

Deputy Head of ... / Deputy
Manager

Team Leader

Chief Accountant

Specialist / Officer / Executive

Staff member / Employee /

Clerk

Intern / Trainee

Secretary / Executive Assistant
(EA)

Pung dau hoi ddng quan tri cia cong
ty c¢6 phan
Heads the board of a joint-stock company

Ngudi diéu hanh cong viéc hiang ngay
Runs the company day to day

“Deputy” = cip pho, thay mit cap
truong khi vang
“Deputy” acts for the head when absent

Phu trach ca khoi tai chinh — ké toan
In charge of all finance and accounting

Head of HR = Human Resources
Manager

Khong dich 1a “Vice Manager”
Not “Vice Manager”

Dudi trudng phong, quan ly 3—10
nguoi

Below the head of department; leads 3—10
people

Chirc danh bat bugc & doanh nghiép
Viét Nam
A required post in Vietnamese companies

HR Officer, Marketing Executive,
Credit Specialist

Khong noi “a staft”
Not “a staff”

Trainee thuong la ngudi méi dang
dugc dao tao c6 luong

A trainee is usually a paid new starter in
training

Personal Assistant (PA) cling phd bién
Personal Assistant (PA) is also common

Chtic danh viét hoa khi dimg ngay truéc hodc ngay sau tén nguoi, trén danh thiép va
trong chit ky email: “Ms Lan, Marketing Manager”. Trong cdu thong thuong, chuc
danh di v&i mao tir ¢6 thé viét thudng: “She is the marketing manager.”

Capitalise a job title directly before or after a person’s name, on a business card and in an email
signature: “Ms Lan, Marketing Manager”. In an ordinary sentence a title with an article can

stay in lower case: “She is the marketing manager.’

’
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LOI HAY GAP / COMMON MISTAKE — Sai: “I am accountant.” / “She is manager of
Sales.” Puing: “I am an accountant.” / “She is the sales manager.” Tiéng Viét noi “toi 1a ké
toan” khong can mao tir. Tiéng Anh bét budc ¢ a/an trude danh tir nghé s6 it; dung the khi
chure danh chi c6 mot nguoi gilr trong cong ty.

Wrong: “I am accountant.” / “She is manager of Sales.” Right: “I am an accountant.” / ““She is the
sales manager.” Vietnamese has no article here. English needs a/an before a singular job noun, and
the when only one person holds that post in the company.

LOI HAY GAP / COMMON MISTAKE — Sai: “I am a staff of ABC.” / “We have many
staffs.” Pling: “I am a staff member at ABC.” / “I am an employee of ABC.” / “We have 40
staff.” “Staff” 1a danh tir tap hop chi toan bd nhan vién, khong di véi “a” va khong thém -s
khi chi nguoi.

Wrong: “I am a staff of ABC.” / “We have many staffs.” Right: “I am a staff member at ABC.” / “I
am an employee of ABC.”” / “We have 40 staff.” “Staff” is a collective noun for all employees, it
takes no “a” and no -s when it means people.

VI DU/ EXAMPLE — Phan biét Director va Manager: & Anh, “director” thuong 1a thanh
vién hoi ddng quan tri hodc ngudi dimg dau ca mot khdi (Finance Director). Trudng phong
nhan sy ciia mot cong ty 100 nguoi la HR Manager hay Head of HR, khong phai “HR
Director”. Dich “giam d6¢” thanh “director” cho moi trudng hop 1am ddi tac hiéu sai cip bac.
Director vs Manager: in the UK a “director” is usually a board member or the head of a whole
division (Finance Director). The head of HR in a 100-person company is the HR Manager or Head of

HR, not the “HR Director”. Translating every “gidm doc” as “director” gives partners the wrong
idea of rank.

1.2. Tir vung: phong ban, co cAu va loai hinh doanh nghiép — Vocabulary:
departments, structure and types of company

Tén phong ban viét hoa chir cai dau khi dung nhu tén riéng: “I work in Finance.”, “Send
it to HR.” C6 thé bo chit “department”: “Marketing is on the third floor.”

Capitalise department names when they work as proper names: “I work in Finance.”, “Send it
to HR.” The word “department” can be left out: “Marketing is on the third floor.”

Loai

. Nghia tiéng
Tir / cum tir Phién 4m P“’ | vigt Vi du
Word / phrase 1IPA ;”t Vietnamese Example
0 e
Speech meaning
Which department do you
department /d1'pa:tmont/ n phong, ban work in?

Anh/chi lam 6 phong nao?

HR organises training for
Human /"hju:man phong nhan sy;  new staff.
Resources (HR)  r1'z0:s12/ cong tac nhan su  Phong nhdn su té chire dao tao
cho nhan vién moi.
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T / cum tir
Word / phrase

Finance

Accounting

Marketing

Sales

Research and
Development
(R&D)

Customer
Service

headquarters

branch

Phién Am
IPA4

/' famaens/

/4 kavntiy/

/"ma:krtiy/

/seilz/

/r1's3:tf @&nd
di'velopmont/

/'kastoma
's3:vIs/

/ hed 'kwo:toz/

/bra:nt//

Loai
tr

Part
of

speech

=]

Nghia tiéng
Viét
Vietnamese
meaning

tai chinh; phong

tai chinh

ké toan; phong
ké toan

tiép thi; phong
marketing

ban hang; phong

kinh doanh

nghién ctu va
phat trién

cham soc khach

hang

tru s& chinh

chi nhanh

Trang 12

Vi du
Example

Finance controls the budget
of every department.

Phong tai chinh kiém sodt ngan
sach cia moi phong ban.

Send all invoices to
Accounting by the 25th.

Giri moi héa don cho phong ké
todn trudc ngay 25.

Marketing is planning a new
online campaign.

Phong marketing dang lén ké
hoach cho mét chién dich truc
tuyén mdi.

He works in Sales and travels
a lot.

Anh dy lam & phong kinh doanh
va di cong tac nhiéu.

R&D is testing a new
payment feature.

B6 phdn nghién cuu va phat
trién dang thir mot tinh nang
thanh todn moi.

Customer Service answers
about 600 calls a day.

Bé6 phdn cham soc khach hang
tra 1oi khoang 600 cudc goi moi
ngay.

Our headquarters is in Ho Chi
Minh City.

Tru so chinh cua chung toi ¢ TP.
H6 Chi Minh.

The bank has a branch near
the university.

Ngadn hang c6 mot chi nhdanh
gan trieong dai hoc.
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T / cum tir

Word / phrase

subsidiary

board of
directors

shareholder

joint-stock
company (JSC)

limited liability

company (LLC)

partnership

organisation
chart

Phién Am
IPA4

/sab'sidiari/

/bo:d pv
dar'rektoz/

/' fea haulds/

/d3o1nt stok
‘kamponi/

/' Timrtid
Jlaro"bilati
‘kamponi/

/" pa:tnafip/

/ o:genar zerfon
tfa:t/

Loai
tir
Part
of

speech

Nghia tiéng
Viét
Vietnamese
meaning

cong ty con

hoi dong quan tri

co dong

cong ty ¢d phan

cong ty trach
nhiém hiru han

cong ty hop
danh; quan hé
ddi tac

so do tod chuc

Vi du
Example

The group has three
subsidiaries in Cambodia.
Tap doan co6 ba cong ty con o
Campuchia.

The board of directors meets
four times a year.

Hoi déng qudan tri hop bon lan
maoi nam.

The company has more than
300 shareholders.
Céng ty c6 hon 300 cé déng.

A joint-stock company can
issue shares.

Cong ty ¢6 phan dwoc phat hanh
6 phan.

My uncle owns a small
limited liability company.
Chui téi lam chu mot cong ty
trach nhiém hitu han nho.

The two lawyers run their
firm as a partnership.

Hai ludt sw diéu hanh van phong
cua ho theo mé hinh hop danh.

The organisation chart shows
who reports to whom.

So do t6 chiic cho biét ai bdo
cdo cho ai.

Céc loai hinh doanh nghi€p & Viét Nam — Types of business in Vietnam

Luat Doanh nghiép 2020 quy dinh nim loai hinh. Tén tiéng Anh dudi ddy 1a cach cac

cong ty Viét Nam dung trén gidy to giao dich qudc té. Chir viét tat xuat hién cubi tén

cong ty: “Kinh Bac Logistics Co., Ltd”, “Sao Mai Pay JSC”.

The Law on Enterprises 2020 sets out five types of business. The English names below are those
Viethamese companies use in international documents. The abbreviation comes at the end of the
company name: “Kinh Bac Logistics Co., Ltd”, “Sao Mai Pay JSC”.

Trang 13
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Viét tit S
N Dac diém chinh
) Abbreviatio )
Type English name Key features
n

Loai hinh Tén tiéng Anh

Mot to chire hoac mét ca nhan lam

Cong ty TNHH single-member chu; chiu trach nhiém trong pham vi

; . e Co., Ltd/ , R R
mot thanh vién limited liability LLC von dieu 1¢ (Diéu 74)
Single-member LLC  company One owner; liability limited to the
charter capital (Art. 74)
Cong ty TNHH hai Tur 2 deén 50 thanh vién; khong dugc

multi-member limited Co.,Ltd/  phat hanh cb phan (Diéu 46)
liability company LLC 2 to 50 members; cannot issue shares
(Art. 46)

thanh vién tré 1én
Multi-member LLC

Vén chia thanh ¢ phan; téi thiéu 3
) dong, khong gidi han tdi da; dugc
Cong ty cd pha . JSC/JS it ha 5 pha T
Qng y ¢0 phan joint-stock company phat hanh c6 phan (bicu 111)
Joint-stock company Co. Capital divided into shares; at least 3

shareholders, no maximum, may issue
shares (Art. 111)

it nhat 2 thanh vién hop danh chiu
trach nhiém bang toan bo tai san

Cong ty hop danh . 5
j rtnersh — i€
Parmership partnership (bicu 177)
At least 2 general partners with
unlimited liability (Art. 177)
M6t ca nhan lam chu, chiu trach
Doanh nghiép tu . . nhiém bang toan bo tai san (Dicu
R private enterprise /
nhan . . — 188)
, ) sole proprietorship o , .
Private enterprise Owned by one individual with unlimited

liability (Art. 188)

PHAI THUQC / MEMORISE — JSC = joint-stock company = cong ty ¢6 phan. LLC /
Co., Ltd = limited liability company = cong ty trach nhiém hitu han. Limited liability = trach
nhiém hitu han: cht s& hitu chi mat phan vén da gop. Unlimited liability = trich nhiém vo
han: chi s¢ hitu tra no bang ca tai san riéng.

JSC = joint-stock company. LLC / Co., Ltd = limited liability company. Limited liability: owners can
lose only the capital they put in. Unlimited liability. owners pay debts with their personal assets too.

Pudi tén cong ty ciia ddi tac nwdc ngodi — Company suffixes of foreign partners

Poc dudi tén cong ty trén email, hoa don, danh thiép ctia ddi tac giup biét loai hinh va
qudc gia cta ho. Cac dudi hay gip trong giao dich v6i doanh nghiép Viét Nam:

The suffix of a partner’s company name on an email, invoice or business card shows its type and
country. Suffixes often seen in dealings with Vietnamese firms:

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
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Duéi Pay di Qudc gia Nghia gin ding
Suffix Full form Country Rough equivalent
. - Anh Cong ty TNHH
L limit
«d private limited company UK Private limited company
e Anh Cong ty co phan dai chiing
1 lic limit :
plc public limited company e Public company
N Cong ty c6 tu cach phap nhan,
Inc. / Corp. incorporated / corporation USy thuong 13 ¢6 phan
Incorporated company
. o . 0 TNHH ha
Pte Ltd private limited Singapore ang ty. N tu nhan
Private limited company
. o Uc Coéng ty TNHH tu nhan
Pty Ltd proprietary limited Australia Private limited company
Gesellschaft mit beschriankter  Dirc Coéng ty TNHH
GmbH N
Haftung Germany Limited liability company
AG Aktiengesellschaft bie ang ty c0 phan
Germany Joint-stock company
K.K./ Co. a a 0 6 pha
ok kabushiki kaisha NI ang fy.co phan
Ltd. Japan Joint-stock company

B0 may ctiia mot cong ty c6 phan — Management bodies of a joint-stock company

Tiéng Viét Tiéng Anh Vai tro

Vietnamese English Role

Co quan quyét dinh cao nht, gém

Dai hoi ddne ¢b dén General Meeting of moi c6 déng c6 quyen biéu quyét
T & 8 Shareholders Highest decision-making body, all voting
shareholders

Quyét dinh chién lugc, bd nhiém téng
Ho1 dong quan tri Board of Directors giam ddc
Decides strategy, appoints the CEO

Giam sat hoi dong quan tri va tong

Board of Supervisors / Y
giam doc

Ban kiém soat

S i Board
Upervisoty Boat Monitors the board and the CEO
Téng giam ddc / Giam . Diéu hanh cong viéc ha 3
R £& General Director / CEO feu a.n cong _Vlec ang hgay
doc Runs daily operations
Thuyc hién tirng mang viéc, bao cao
Cac phong ban Departments cho tong gidm doc

Carry out each area of work; report to the
CEO
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Bén céu trac mé ta so do td chirc. Ba ciu trac dau 1a hién tai don vi co cu 1a su that 6n
dinh; cu trac thir tu dung bi dong nhu mdt cum ¢ dinh:

Four structures for describing an organisation chart. The first three are in the present simple
because a structure is a stable fact; the fourth uses the passive as a fixed phrase:

* consist of / be made up of: “The company consists of six departments.”
consist of / be made up of “The company consists of six departments.”

* be divided into: “Sales is divided into two teams: North and South.”
be divided into: “Sales is divided into two teams: North and South.”

* report to: “The heads of department report to the CEO.”
report to: “The heads of department report to the CEQO.”

* be headed by / be led by: “Each department is headed by a manager.”
be headed by / be led by: “Each department is headed by a manager.”

LOI HAY GAP / COMMON MISTAKE — Sai: “The company is consisting of five
departments.” / “The company includes of five departments.” Pung: “The company consists
of five departments.” / “The company includes five departments.” “Consist” luén di voi of;
“include” khong c6 gidi tir. Ca hai la dong tir trang thai, khong chia tiép dién.

Wrong: “The company is consisting of five departments.” / “The company includes of five
departments.” Right: “The company consists of five departments.” / “The company includes five
departments.” “Consist” always takes of; “include” takes no preposition. Both are stative and have
no continuous form.

1.3. Tir veng: mo ta cong viéc, ho tir va cum tur cd dinh — Vocabulary: describing

jobs, word families and collocations

Cau tra 101 cho “What does your job involve?” thuong dung cac dong tir va cum dudi day
0 hién tai don.
Answers to “What does your job involve?” usually use the verbs and phrases below in the
present simple.

Loai

Nghia tién
tir ghia ticng

Tir / cum tir Phién am Viét Vidu

Part
of

speech

Word / phrase IPA Vietnamese Example

meaning

Minh is responsible for the
chiu trach nhiém = company website.
for fo:/ vé Minh chiu trach nhiém vé trang
web cuia cong ty.

be responsible /bi: 11 sponsabal

Ms Trang is in charge of the
phu trach, quan  Accounting team.
ly Chi Trang phu trach nhém ké
toan.

be in charge of  /bi: m tfa:dzpv/ phr
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T / cum tir
Word / phrase

report to

deal with

manage

handle

coordinate

recruit

specialise in

be based in

employ

Phién Am
IPA4

/r1'po:t tu:/

/di:1 wid/

/'meenidz/

/"haendal/

/kov ' o:d1 nert/

/r1'kru:t/

/'spefs laiz m/

/bi: beist m/

/im'plor/

Loai
tr

Part
of

speech

Nghia tiéng
Viét
Vietnamese
meaning

bao céo cho,

chiu sy quan ly

tryc ti€p clua

xu ly, giai quyét

quan ly, diéu
hanh

xu 1y, lo (mot

viéc)

diéu phoi

tuyén dung

chuyén ve

dat tru s¢ 0, lam
viéc chu yeu &

thué, tuyén dung

(lao dong)

Trang 17

Vi du
Example

I report to the Head of
Marketing.

T6i bdo cdo truc tiép cho trucng
phong marketing.

Our team deals with customer
complaints.

Nhém ching téi xir Iy khiéu nai
cua khach hang.

She manages a team of six
analysts.

Cé dy quan Iy mét nhém sdu
chuyén vién phan tich.

Who handles payments to
suppliers?

Ai lo viéc thanh toan cho nha
cung cap?

He coordinates the work of
the three branches.

Anh dy diéu phoi cong viée ciia
ba chi nhanh.

We recruit about 20 graduates
cvery year.

Mbi nam chiing téi tuyén khodng
20 sinh vién méi tot nghiép.

The firm specialises in
mobile payments.

Cong ty chuyén vé thanh todn di
dong.

Our partner is based in
Singapore.

Péi tac cuia chung toi dat tru so
o Singapore.

The factory employs 1,200
workers.

Nha may sur dung 1.200 céng
nhan.
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Loai 2
: Nghia tien
tir ghia ticng

Tir / cum tir Phién am Viét Vidu
Word / phrase 1IPA

Part
of

speech

Vietnamese Example
meaning

I’'m working on the annual
lam (mot du 4n,  report this week.
mot nhiém vu) Tuan nay téi dang lam bdo cdo
thuong nién.

work on /w3:k pn/ v

She has a full-time job at a
bank.

full-time / fol "taim/ adj toan thoi gian R
C6 ay co cong viéc toan thoi

gian o mgt ngan hang.

Many students have part-time
jobs in cafés.

art-time / pa:t 'tarm/ adj ban thoi gian .
P P ! £ R sielh v e (o 1
gian o quadn ca phé.

He got a promotion to team
leader last year.

promotion /pra ' maufon/ n su thang chuirc 3 o i 5
Nam ngodi anh dy dwoc thang

chirc lén truong nhom.

Sau “be responsible for”, “be in charge of”, “specialise in” va “involve”, ddng tir phai &
2 9

dang V-ing: “I am responsible for checking invoices.”, “My job involves meeting

customers.”

After “be responsible for”, “be in charge of”, “specialise in” and “involve”, a verb takes the -
ing form: “I am responsible for checking invoices.”, “My job involves meeting customers.”

Ho tr (word family) — Word families
Hoc ca ho tir dé viét dung loai tir trong cdu. Danh tir chi ngudi thudng c6 dudi -er, -or, -

ant, -ist, -ee; danh tir chi viéc thuong c6 dudi -ment, -tion, -ing; tinh tr thuong c6 duoi -
al, -ive, -ed.

Learn the whole family to choose the right part of speech. Nouns for people often end in -er, -or,
-ant, -ist, -ee; nouns for activities in -ment, -tion, -ing, adjectives in -al, -ive, -ed.

Danh tir chi nguoi Danbh tir chi viéc Tinh tir
Person noun Activity noun Adjective
manage manager management managerial
I I | | ¢ employed,
emplo employer, employee employmen
POy Doy Doy DO¥ unemployed
organise organiser organisation organisational
produce producer product, production productive
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Pong tir Danh tir chi nguoi Danbh tir chi viéc Tinh tir
Verb Person noun Activity noun Adjective
compete competitor competition competitive
account (for) accountant accounting, account accountable
supervise supervisor supervision supervisory
analyse analyst analysis analytical
assist assistant assistance —

— — responsibility responsible

VI DU/ EXAMPLE — M5t ho tir trong bon ciu: “She manages the team.” (dong tir) — “She
is a good manager.” (nguoi) — “She studies management.” (nganh, viéc quan 1y) — “She has
managerial experience.” (tinh tir). Meo nhé -er / -ee: employer 1a nguoi trd lwong, employee
1a nguoi nhan luong; trainer day, trainee hoc.

One family in four sentences. “‘She manages the team.” (verb) — “She is a good manager.” (person) —
“She studies management.” (subject, activity) — “She has managerial experience.” (adjective).
Memory tip for -er / -ee: the employer pays, the employee is paid; a trainer teaches, a trainee learns.

o 7 e

Work + gidi tr — Work + preposition

Cum tir bi voi

Phrase Used with

Vi du
Example

tén cong ty, nguoi chu

work for
a company, an employer
cong ty, dia diém cuy thé
work at £ d
a company, a specific place
. hong ban, nganh, thanh phd
work in phong , Nganh, .P
a department, a sector, a city
nghé, chirc danh (c6 a/an)
work as . . .
a job, a title (with a/an)
du an, nhiém vu
work on ]
a project, a task
. nguoi, nhom cung lam
work with & &

people, a team

I work for Sao Mai Pay.
Toi lam cho Sao Mai Pay.

She works at the Hanoi branch.

Cé dy lam & chi nhanh Ha Noi.

He works in Sales / in banking / in Da
Nang.

Anh dy lam o phong kinh doanh / nganh ngan
hang / Pa Nang.

I work as a data analyst.
Toi lam chuyén vién phan tich dir liéu.

We’re working on a new app.
Chuing toi dang lam mot ung dung moi.

I work with three engineers.
Toi lam cung ba ky su.

PHAI THUQC / MEMORISE — Work for + cong ty - work in + phong ban/nganh - work
as + a/an + nghé - work on + du an. C4u du bén y: “I work for Sao Mai Pay. I work in
Finance as an analyst. This month I’'m working on the budget.”

Work for + company - work in + department/sector - work as + a/an + job - work on + project. One
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example with all four: “I work for Sao Mai Pay. [ work in Finance as an analyst. This month I'm
working on the budget.”

LOI HAY GAP / COMMON MISTAKE — Sai: “I work in ABC company.” / “I work like
an accountant.” Ping: “I work for ABC.” / “I work at ABC.” / “I work as an accountant.”
Sau tén riéng cua cong ty khong thém chir “company”. “Like” nghia 1 “gidng nhu”: “He
works like a machine” 14 “anh ay 1am nhu cai may”, khong phai nghé cua anh Ay.

Wrong: “I work in ABC company.” / “I work like an accountant.” Right: “I work for ABC.” / “I
work at ABC.” / “I work as an accountant.” Do not add “company” after a company name. “Like”
means “similar to”: “He works like a machine” describes how he works, not his job.

1.4. Ngir phap: thi hién tai don va hién tai tiép dién — Grammar: the present

simple and the present continuous

Thi hién tai don (present simple) — The present simple

Thé Cong thirc Vidu
Form Structure Example

Our team works in Finance. She

Khéng dinh I/You/We/They+V manages the HR team.
Affirmative He /She /It + V-s/es Nhém chiing téi lam & phong tai chinh. C6 dy
quan ly nhom nhdn su.
Phu dinh S + do not (don’t) / does not He doesn’t work on Saturdays.
Negative (doesn’t) + V Anh dy khong lam viéc vao thir Bay.
L Do /Does +S + V?
Nghi van Yes/No Does she report to you? — Yes, she does.

— Yes, S + do/does. / No, S +

C6 dy ¢6 bdo cdo cho anh khéng? — C6.
don’t/doesn’t. 4 &

Yes/No question

- . o
Cau hoi Wh Whe + do / does + S + V? Wth‘h d?parjtmen‘F do you work in?
Wh- question Anh lam ¢ phong nao?

Wh- 1am chu ngtt  Who / What + V-s/es? (khong c6 'Who manages the Sales team?
Subject question do/does) Ai quadn Iy nhom kinh doanh?

Bon cach dung chinh trong boi canh cong viée:

Four main uses in a work context:

* Cong viéc, chuc danh, su that lau dai: “I work for a bank. Mr Huy is our Head of
Sales.”
Jobs, titles and permanent facts: “I work for a bank. Mr Huy is our Head of Sales.’

’

* Thoi quen, viée 1dp lai theo lich: “We have a team meeting every Monday at 9.00.”
Routines and scheduled repeated actions: “We have a team meeting every Monday at 9.00.”

« Sy that vé cong ty, quy trinh: “The company employs 180 people. Accounting pays
suppliers within 30 days.”
Facts about a company and its procedures: “The company employs 180 people. Accounting
pays suppliers within 30 days.”
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* Bong tir trang thai (muc 1.5): “I know Ms Trang. This app belongs to our R&D
team.”
Stative verbs (section 1.5): “I know Ms Trang. This app belongs to our R&D team.’

1

DAu hiéu nhén biét: always, usually, often, sometimes, rarely, never; every day / week
/ month; once a week, twice a month; on Mondays; in the morning. Trang tir tin suét
ding trudc dong tir thwong va sau dong tir be: “She usually starts at 8.00.”, “He is
always on time.”

Time signals: always, usually, often, sometimes, rarely, never, every day / week / month; once
a week, twice a month; on Mondays; in the morning. Frequency adverbs go before a main verb
and after be: “She usually starts at 8.00.”, “He is always on time.”

Quy tic thém -s/-es & ngdi thir ba s6 it — Spelling of third-person -s/-es

Pong tir két thic
ong Vi du
bang
: Example
Verb ending
Hau hét dong tir thém -s work — works, report — reports, sell —
Most verbs add -s sells
thém -es finish — finishes, watch — watches, fix
-8, -8, -sh, -ch, -x, -0
add -es — fixes, go — goes, do — does
phu am +y doi y — 1, thém -es apply — applies, study — studies, copy
consonant +y change y to i, add -es — copies
nguyén am +y gilr y, thém -s AV — pavs. employ — emplovs
vowel + y keep y, add -s pay = pays, employ ploy
Bét quy tic . .
quy have — has; be — is She has two assistants.
Irregular

Thi hién tai tiép dieén (present continuous) — The present continuous

Thé Cong thirc Vi du

Form Structure Example

Khang dinh tam+ V-ing r ing the monthly report
Khing & He / She /Itis + Veing Pm preparing the monthly report
wrmalive . ol dang cnuan bl bao cao nang.

R You/ We / They are + V-ing £ ' &
Phu dinh S+ am not/isn’t/ aren’t + V- We aren’t recruiting at the moment.
Negative ing Hién chiing téi khong tuyén nguoi.

i ?_
b vin Yoo Am /Ts/ Are + S + V-ing? ?re yoll working on the new app? — No,
ghi van e?s ° 5 Yes, S + am/is/are. / No, S + m n? ' o o
Yes/No question ., s Anh c6 dang lam trng dung moi khong? —
isn’t/aren’t. .
Khong.

Cau hoi Wh- What are you working on this week?

Wh- +am/is/are + S + V-ing?

Wh- question Tuan nay anh dang lam viéc gi?
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Ba cach dung chinh trong bdi canh cong viéc:

Three main uses in a work context:

* Viéc dang dién ra liic n6i: “Ms Trang can’t come to the phone. She’s meeting a
client.”
An action happening now: “Ms Trang can’t come to the phone. She’s meeting a client.”

* Viéc tam thoi quanh thoi diém hién tai, du Iac noi c6 thé khong lam: “I’m working in
the Hanot office this month.”

A temporary situation around now, even if not at the moment of speaking: “I’m working in
the Hanoi office this month.”

« Xu hudng, tinh hinh dang thay doi: “More shops are using QR payments. Our costs
are rising.”
Trends and changing situations: “More shops are using QR payments. Our costs are
rising.”
DA4u hiéu nhan biét: now, right now, at the moment, currently, today, this week /
month / quarter / year, these days, at present; ciu ménh 1énh gay chu y nhu Look!,
Listen!.

Time signals: now, right now, at the moment, currently, today, this week / month / quarter /
year, these days, at present, attention-getting imperatives such as Look! and Listen!.

Quy tic thém -ing
-ing rule

Pong tir két thiic bing

Vi du

Verb ending Example

-e cam bo -e make — making, manage —
silent -e drop the -e managing, write — writing

. dbiiec —y . L .
-ie lie — lying, die — dying

change ie to y

mot nguyén am + mot phu

am, trong am ¢ am tiét cudi
one vowel + one consonant,
stressed final syllable

Trong am khong ¢ 4m cudi
Unstressed final syllable

Cac truong hop con lai
All others

gap d6i phu am cubi
double the final consonant

khong gap d6i (Anh — Anh
gap doi -1)

no doubling (British English
doubles -1)

thém -ing
add -ing

plan — planning, stop —
stopping, begin — beginning

visit — visiting, open — opening;
travel — travelling

work — working, pay — paying

PHAI THUQC / MEMORISE — Hién tai don: S + V(s/es) - S + don’t/doesn’t + V -
Do/Does + S + V? Hién tai tiép dién: S + am/is/are + V-ing - S + am/is/are + not + V-ing -
Am/Is/Are + S + V-ing? Hai thi khong tron trg dong tir: khong c6 “I am work™, “Does she

working?”.

Present simple: S + V(s/es) - S + don’t/doesn’t + V - Do/Does + S + V? Present continuous: S +
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am/is/are + V-ing - S + am/is/are + not + V-ing - Am/Is/Are + S + V-ing? Never mix the auxiliaries:
no “I am work”, no “Does she working?”.

So sanh hai thi — Comparing the two tenses

Hién tai don Hién tai tiép dién

Present simple Present continuous

Tam thoi: “Lan is working in Sales this
month.”
Thang nay Lan sang lam ¢ phong kinh doanh (tam).

Lau dai: “Lan works in Marketing.”

Lan lam ¢ phong marketing (cong viéc chinh thirc).

Thoéi quen: “I check my email at 8.00 eve x . .

d ”q J . Dang dién ra: “I’m checking my email now.”
a}i' o o . Toi dang xem email.

Ngay nao toi ciing xem email lic 8 gio.

Thay dbi: “The bank is opening new branches

in the Central Highlands.”
Ngdn hang dang mo thém chi nhanh ¢ Tay Nguyén.

Sy that én dinh: “The bank has 40 branches.”
Ngdn hang co 40 chi nhanh.

Céu hoi vé nghé: “What do you do?”” — nghé Cau hoi vé viéc luc nay: “What are you

nghiép doing?” — vi¢c dang lam

Hoi nghé nghiép Hoi viéc dang lam

Déu hiéu: usually, every week, on Fridays Déu hiéu: now, at the moment, this month
Trang tw tan sudt, moc lap lai Moéc thoi gian hién tai, tam thoi

VI DU/ EXAMPLE — Hai cau trong ciing mot doan tu gi6i thiéu: “I work in the Finance
Department as an analyst. This month ’m helping the Product team because we’re
launching a new service.” Cau d4u 12 vi tri chinh thie, cau sau 1a nhi¢m vu tam thoi trong
thang. Meo: hoi “viéc nay con ding sau ba thang nira khong?”” — dlng thi dung hién tai don.
Two sentences in one self-introduction: “I work in the Finance Department as an analyst. This month
I’m helping the Product team because we’re launching a new service.” The first is the permanent
role; the second is a temporary task this month. Tip: ask “Will this still be true in three months?” If
yes, use the present simple.

LOI HAY GAP / COMMON MISTAKE — Sai: “She work in Accounting.” / “He don’t
like meetings.” / “Who does manage HR?” Pung: “She works in Accounting.” / “He doesn’t
like meetings.” / “Who manages HR?” Tiéng Viét khong chia dong tir theo ngdi nén ngudi
Viét hay quén -s & ngdi thir ba s6 it. Khi “Who/What” 1a chi ngit, cau hoi khong ding
do/does.

Wrong: “She work in Accounting.” / “He don’t like meetings.” / “Who does manage HR? " Right:
“She works in Accounting.” / “He doesn’t like meetings.” / “Who manages HR? "’ Vietnamese verbs
do not change for person, so Vietnamese learners often drop the third-person -s. When “Who/What”
is the subject, the question has no do/does.

LOI HAY GAP / COMMON MISTAKE — Sai: “I am work for Sao Mai Pay.” / “I am
usually start at 8.00.” Pung: “I work for Sao Mai Pay.” / “I usually start at 8.00.” Ngudi
Viét dich “to6i la... / toi thi...” thanh “I am” roi thém dong tur. Hién tai don ctia dong tur
thuong khong c6 be; “am/is/are” chi di véi V-ing (tiép dién), danh tir hodc tinh tir.
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Wrong: “I am work for Sao Mai Pay.” / “I am usually start at 8.00.” Right: “I work for Sao Mai
Pay.” / “I usually start at 8.00.” Learners translate “téi la...” as “I am” and then add a verb. The
present simple of an ordinary verb has no be; “am/is/are” goes with -ing (the continuous), a noun or
an adjective.

1.5. Ngir phap: dong twr trang thai — Grammar: stative verbs

Pong tir trang thai (stative verbs) dién ta suy nghi, cam xuc, s& hitu, tinh chat, khong dién
ta hanh dong. Chiing dung & thi don ké ca khi noi vé luc nay: “I need your report now.”,
khong noi “I am needing”.

Stative verbs describe thoughts, feelings, possession and qualities, not actions. They stay in the
simple form even when we talk about now: “I need your report now.”, not “I am needing”.

Vi du trong cong viéc

Work example

know, understand, believe,

remember, forget, mean, think (= L'understand your problem.

Toi hiéu van dé cua anh.

Suy nghi

Thinking cho rﬁng)

Céam xtc, mong Our clients prefer online meetings.

like, love, hate, prefer, want,

mudn . Khdch hang cua chung toi thich hop truc
] need, wish g
Feelings, wants tuyén hon.
S& hiru, bao gom have (= c0), own, belong to, The price includes VAT.
Possession, inclusion  include, consist of, contain Gid da gom thué gid tri gia tang.
Tinh chét, trang thai be, seem, cost, depend on, The software costs 2,000 dollars a year.
Qualities, states matter, weigh Phan mém c6 gid 2.000 dé la méi nam.
Giac quan see, hear, smell, taste (khong chi I see your point.
Senses Y) T6i hiéu y anh.

Dong tir c6 hai nghia — Verbs with two meanings

Mot sb dong tir vira 13 trang thai vira 12 hanh dong. Nghia hanh dong dugc chia tiép dién.
Some verbs have a stative meaning and an action meaning. Only the action meaning takes the
continuous form.

Nghia trang thai (thi don) Nghia hanh dong (tiép dién dwoc)

Stative meaning (simple) Action meaning (continuous possible)

, - _
I think the plan is good. (= cho ring) I’m thinking about your offer. (= dang

think L . an nh3
Toi cho rang ke hoach tot. Ca:r.l nhdc) ) oo o
Toi dang can nhac dé nghi cua anh.
She’s having lunch with a client. (= an,
She has a company car. (= s& hiru) . 8 (
have tham gia)

Cé dy cé xe cong ty. :
v gy Co ay dang an trua voi khach hang.
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Nghia trang thai (thi don) Nghia hanh déng (tiép dién dwoc)

Stative meaning (simple) Action meaning (continuous possible)

. r ing the bank t3.00. (=
I see what you mean. (= hiéu) m seeing the bank manager at 3.00. (

see : ap, co
T6i hiéu y anh. g%?’ ?O he"n)v Y L
Toi co hen gap giam doc ngan hang luc 3 gio.
_ - We’re expecting a delivery today. (=
I expect sales will rise. (= nghi rang) . P & it y-(
expect dang cho)

T6i nghi doanh sé sé tang.
& & Hém nay chung t6i dang cho mot 6 hang.

PHAI THUQC / MEMORISE — Khong chia tiép dién: know, understand, believe, mean,
like, want, need, prefer, own, belong to, include, consist of, cost, depend on, seem. C¢ hai
nghia: think, have, see, expect — chi chia tiép dién khi 1 hanh dong.

No continuous form: know, understand, believe, mean, like, want, need, prefer, own, belong to,
include, consist of, cost, depend on, seem. Two meanings: think, have, see, expect — continuous only
for the action meaning.

LOI HAY GAP / COMMON MISTAKE — Sai: “I am knowing Mr Tan.” / “The company
is having 200 employees.” / “I’m not understanding.” Ping: “I know Mr Tan.” / “The
company has 200 employees.” / “I don’t understand.” Tiéng Viét noi “t6i dang biét”, “cong
ty dang c6” nén nguoi hoc chuyén nguyén “dang” sang tiéng Anh. Vi dong tir trang thai,
“dang” khong dich thanh -ing.

Wrong: “I am knowing Mr Tan.” / “The company is having 200 employees.” / “I’'m not
understanding.” Right: “I know Mr Tan.” / “The company has 200 employees.” / “I don’t
understand.” Vietnamese says “dang biét”, “dang c6”, and learners carry “dang” into English. With
stative verbs, “dang’ is not translated as -ing.

1.6. Phat am: duoi -s/-es va trong am twr chi nghé — Pronunciation: -s/-es endings
and stress in job words

Nguoi Viét hay nubt am cudi vi tiéng Viét khong c¢6 cum phu am cudi. Bo am /s/ trong
“She works” thi ngudi nghe hiéu thanh “She work”, cu bi coi 1a sai ngit phap. Pudi -s/-
es c6 ba cach doc, theo 4m cudi cia dong tur géc, khong theo chir cai.

Vietnamese learners often drop final sounds because Vietnamese has no final consonant clusters.

Drop the /s/ in “She works” and the listener hears “She work”, a grammar mistake. The -s/-es
ending has three pronunciations, decided by the last sound of the base verb, not its last letter.
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Cach doc | Khi 4m cudi ciia tir gbc 1a Vi du

Sound After a final sound Examples

/s/ am vo thanh /p/, /t/, /k/, /11, 18/ works /w3:ks/, reports /r1'pa:ts/, checks
voiceless /p/, t/, /k/, /17, /6/ /tfeks/, helps /helps/

I/ nguyén am va am hiru thanh con lai plans /plenz/, sells /selz/, employs
vowels and other voiced sounds /im'ploiz/, deals /di:1z/

. manages /' menid3iz/, finishes /' finifiz/,

s/, 12/, 1f/, 1tf7, /d3/ (thém mot am tiét) 8es £ MENIAs 2

1z/ organises /'0:gonaiziz/, analyses

/s/, /z/, /f7, /tf7, /d3/ (one extra syllable) , ) /
&noalaiziz

Trong 4m cua tir chi nghé va phong ban theo bén mau. Poc sai trong 4m thi ngudi nghe
kho nhan ra tir, ké ca khi cac am déu ding.

Job and department words follow four stress patterns. Wrong stress makes a word hard to
recognise even when every sound is right.

Miu trong am Tir va phién 4m
Stress pattern Words and IPA

Am tiét 1 manager /'menid3o/, marketing /' ma:kitiy/, company /'’kamponi/,
First syllable colleague /'koli:g/, supervisor /'su:pa,vaiza/

P department /d1 pa:tmont/, accountant /o kavntant/, receptionist
Am tiet 2

/r1'sepfonist/, assistant /3 sistont/, developer /di'velopa/, executive

S d syllabl
ceomaarTanie /19" zekjotiv/

Dudi -ee, -eer nhan trong
am employee /im plori:/, trainee /trer ni:/, engineer / end31 nio/
Stressed -ee, -eer

Am tiét ngay tru6e -tion  promotion /pra maufan/, organisation /,2:genar zerfon/, administration
Syllable before -tion /ad mint stretfon/

Vi DU/ EXAMPLE — Trong 4m di chuyén trong ctng ho tir: emPLOY — emPLOYer —
employEE. Tuong tu: MAnage — MAnager — MAnagement — manaGERial. Luy¢n doc to
ca ddy ba lan trudc khi ti gidi thidu chirc danh ciia minh.

Stress moves within a word family: emPLOY — emPLOYer — employEE. Likewise: MAnage —
MAnager — MAnagement — manaGERial. Read each series aloud three times before you practise
introducing your own job title.

LOI HAY GAP / COMMON MISTAKE — Sai: doc “employee” 14 /em'plor/ (nudt 4m
cudi) hodc nhan 4m 1 /'emplori:/; doc “manages” hai 4m tiét nhu “manage”. Pung: /im ' plori:/
v6i am /i:/ cudi kéo dai; “manages” /'maenid3iz/ c¢6 ba 4m tiét. Thiéu 4m cudi thi “employee”
nghe thanh “employ”, nguoi lam thanh dong tur.

Wrong: saying “employee” as /em ploi/ (dropping the end) or stressing the first syllable; saying
“manages” with two syllables like “manage”. Right: /im plori:/ with a long final /i./; “manages”
/'meenidziz/ has three syllables. Without the final sound, “employee” sounds like the verb “employ”.
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1.7. Ngon ngir chirc nang: gi¢i thi¢éu ban than, cong viéc va cong ty —

Functional language: introducing yourself, your job and your company

Gidi thiéu ban than va gioi thiéu ngwoi khac — Introducing yourself and others

Tinh hudng

Situation

Ciu mau
Model sentence

Mirc trang trong
Formality

Tu gidi thiéu

Introducing yourself

Tu gidi thiéu

Introducing yourself

Tu gidi thiéu

Introducing yourself

Gi61 thiéu nguoi
khac

Introducing others

Gi6i thi¢u nguoi
khac

Introducing others
Dap loi
Responding

Dap loi
Responding

Noi cach goi tén
Saying what to call
you

Good morning. Allow me to introduce myself. I’'m
Nguyen Thi Lan, Head of Finance at Sao Mai Pay.

Xin chao. Cho phép téi tw giGi thiéu. Téi la Nguyén Thi Lan,
truong phong tai chinh Sao Mai Pay.

Hello, I’'m Lan. I work in the Finance team.
Chao anh, toi la Lan, toi lam o nhom tai chinh.

Hi, I’'m Lan from Finance.
Chao, minh la Lan bén tai chinh.

May I introduce Mr Daniel Tan, Operations Manager at
Merlion Payments?

Xin gioi thiéu ong Daniel Tan, truong b phdan van hanh cua
Merlion Payments.

Lan, this is Daniel. He’s our partner from Singapore.
Lan, ddy la Daniel, doi tac ciia minh tir Singapore.

Pleased to meet you. / How do you do?
Rat hén hanh duwoc gap ong/ba.
Nice to meet you, too. / Good to meet you.

Rt vui dwoc gap anh/chi.

My family name is Nguyen, but please call me Lan.
Ho ciia téi la Nguyén, nhung anh cir goi téi la Lan.

Trang trong
Formal

Trung tinh
Neutral

Than mat
Informal

Trang trong
Formal

Trung tinh
Neutral

Trang trong
Formal
Trung tinh

Neutral

Trung tinh
Neutral

LOI HAY GAP / COMMON MISTAKE — Sai: d4o tén thanh “Lan Nguyen Thi” trong lic
n6i, hodc dé dbi tac goi minh 1 “Mr Nguyen” khi ca phong c¢6 nim ngudi ho Nguyén. Piing:
“My name is Nguyen Van Minh. Minh is my first name, so please call me Minh.” Nguoi
n6i tiéng Anh goi “Mr/Ms + ho”, con ngudi Viét goi theo tén. Nguyén 14 ho phd bién nhat &
Viét Nam, nén “Mr Nguyen” khong giup phan bi¢t ai. Noi rd tén goi ngay khi tu gidi thicu.
Wrong: reordering the name as “Lan Nguyen Thi” when speaking, or letting partners call you “Mr
Nguyen” when five people in your office share that family name. Right: “My name is Nguyen Van
Minh. Minh is my first name, so please call me Minh.” English speakers say “Mr/Ms + family
name”’; Vietnamese people use the given name. Nguyen is the most common family name in Vietnam,
so “Mr Nguyen” identifies nobody. State your preferred name when you introduce yourself.
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Héi va tra 1o vé cong viéc — Asking and answering about jobs

CAu tra 16i miu
Model answer

Cau hoi

Question

I’m a financial analyst. / I work as a

What d do?
ado you do financial analyst.
Who do you work for? I work for Sao Mai Pay, a fintech
company.
Which department are I’'m in Accounting. / I work in
you in? Accounting.
What does your job It involves checking payment data and
involve? preparing reports.

I report to the Chief Accountant, Ms

Who d 1t to?
o do you report to Trang,

What are you working on
at the moment?

I’'m working on a budget for our new
service.

Yes, I do. I like the people, and I learn

D j job?
0 you enjoy your job something new every day.

Ghi chu
Note

Hoi nghé nghiép, tra 1oi
béng hién tai don

Asks about your job; answer in
the present simple

Work for + tén cong ty
Work for + company name

Tén phong khong can “the
department”
No need for “the department”

Involve + V-ing
Involve + -ing

Gidi tir “to” dé & cudi cau
hoi

“To” stays at the end of the
question

Hoéi nhiém vu hién tai —
tiep dieén
Current task — continuous

Like, enjoy ¢ thi don
Like and enjoy in simple form

LOI HAY GAP / COMMON MISTAKE — Sai: khi dugc héi “What do you do?”, tra 16i
“I’m drinking coffee.” hodc “I do my job.” Ping: “I’m a software engineer at Hai Van Soft.”
“What do you do?” dung hién tai don nén hoi nghé nghiép lau dai; mubn héi viéc dang lam

luc d6, nguoi ta noi “What are you doing?”.

Wrong: answering “What do you do?” with “I’'m drinking coffee.” or “I do my job.” Right: “I'm a
software engineer at Hai Van Soft.” “What do you do? " is in the present simple, so it asks about your
permanent job; to ask about the action now, people say “What are you doing?”.

Gidi thi€u cong ty — Describing your company

Ciu mau
Model sentence

Y can noéi

Mirc trang trong

Purpose

Loai hinh, linh vuc

T ¢
Ype, sector Chi Minh.

Nam thanh lap
Year founded

The company was founded in 2019.
Cong ty duwoc thanh lgp nam 2019.

We’re a fintech company based in Ho Chi Minh City.
Chiing t6i la cong ty cong nghé tai chinh, tru sé ¢ TP. Ho

Formality

Trung tinh
Neutral

Trung tinh
Neutral
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Y can noi

Purpose

Ciu mau
Model sentence

Mirc trang trong
Formality

We employ around 180 people. / We have a staff of

Quy md Trang trong
. 180.

Size ; o . o Formal
Chung toi co khoang 180 nhdn vién.

Chuyén mon We specialise in QR payments for small shops. Trung tinh

Speciality Chiing téi chuyén vé thanh toan OR cho cira hang nho. Neutral
Our main customers are cafés, restaurants and market ,

Khach hang Trung tinh
stalls.

Customers . . L . Neutral
Khach hang chinh la quan ca phé, nha hang va sap cho.

. Our head office is in Ho Chi Minh City, and we have a .
Mang ludi . . 4 Trung tinh
. branch in Hanoi.

Locations o P o o Neutral
Tru so o TP. Ho Chi Minh, co mot chi nhanh ¢ Ha Noi.

Co céu The company consists of six departments. Trang trong

Structure Céng ty gom sau phong ban. Formal

Hién tinh At the moment we’re expanding into Cambodia. Trung tinh

Current situation Hién chung t6i dang mo rong sang Campuchia. Neutral

Noi nhanh vo1 A A

.. It’s a small start-up — about 20 of us. Than mat

nguoi quen . e . . ,

Cong ty khoi nghiép nho thoi, khoang 20 nguoi. Informal

Quick, informal

VI DU/ EXAMPLE — Khung ty gi6i thiéu 30 gidy theo thit ty Tén — Chirc danh — Céong
ty — Viéc thuwomng lam — Viée dang lam: “Hello, I’'m Vo Minh Khoa. I’'m a sales
representative at Song Han Coffee. I visit coffee shops in Da Nang and Quang Nam. At the
moment [’'m looking for new buyers in Korea.”

A 30-second self-introduction in the order Name — Title — Company — Routine work — Current
work: “Hello, I'm Vo Minh Khoa. I'm a sales representative at Song Han Coffee. I visit coffee shops
in Da Nang and Quang Nam. At the moment I'm looking for new buyers in Korea.”

1.8. Bai doc: mgt ngay & cong ty cong nghé tai chinh — Reading: a day at a
fintech company

BAI PQC / READING
Sao Mai Pay: a growing fintech company

Sao Mai Pay JSC is a fintech company based in Ho Chi Minh City. It was founded in 2019 by
three former bank employees. Today the company employs 180 people and has a branch in
Hanoi. Sao Mai Pay specialises in QR payments for small shops, cafés and market stalls.
More than 40,000 shops use its app to receive money from customers.

The company has six departments: Technology, Product, Sales, Customer Service, Finance
and Accounting, and Human Resources. Technology is the largest department, with 75
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software engineers and testers. Each department is headed by a manager, and the managers
report to the CEO, Mr Vo Thanh Dat. The board of directors meets four times a year and
makes the most important decisions.

Nguyen Ngoc Han is 24 years old. She works as a financial analyst in the Finance and
Accounting Department and reports to the Chief Accountant, Ms Le Thu Trang. Han usually
starts work at 8.30. Every morning she checks the payment data from the day before and
prepares a short report for her manager. On Fridays she meets the Sales team to discuss their
monthly figures.

This month, however, Han’s routine is different. The company is preparing a new service for
small restaurants, so she is working closely with the Product team. She is building a model
that shows the costs of the new service and the money it can bring in. She is also helping two
interns who are learning about financial reports.

“I like my job because I don’t do the same thing every day,” Han says. “Right now we’re
growing fast, and everyone is learning new skills. I think that’s the best thing about working
for a young company.”

Sao Mai Pay is also recruiting. The HR Department is looking for ten new engineers and
three customer service staff before the end of the year.

Dich: Sao Mai Pay: cong ty cong nghé tai chinh dang phat trién. Sao Mai Pay JSC la cong ty cong
nghé tai chinh dat tru so o TP. Ho Chi Minh, do ba cyu nhdn vién ngan hang thanh lap nam 2019.
Hién cong ty c¢6 180 nhdn vién va mét chi nhanh ¢ Ha Néi. Sao Mai Pay chuyén vé thanh todn OR cho
cira hang nhé, qudn ca phé va sap cho. Hon 40.000 cira hang ding irng dung ciia cong ty dé nhan tién
ciia khdach. Cong ty cé sau phong: Céng nghé, San pham, Kinh doanh, Cham séc khach hang, Tai
chinh — Ké todn va Nhan sw. Phong Céng nghé lom nhat véi 75 k su phan mém va nhan vién kiém
thir. M6i phong do mot trucng phong dimg dau; cdc trieong phong bdo cdo cho gidm doc diéu hanh,
ong Vé Thanh Pat. Hoi dong quan tri hop bon lan méi ndm va duwea ra cac quyét dinh quan trong nhat.
Nguyén Ngoc Han 24 tuéi, lam chuyén vién phan tich tai chinh & phong Tai chinh — Ké todn, bdo cdo
cho ké todn truong Lé Thu Trang. Han thuong bat dau lam lic 8 gio 30. Sang nao cé ciing kiém tra
dit liéu thanh todn ciia ngay hém trieée va lap bédo cdo ngdn cho cap trén. Thir Sdu hang tuan c¢é hop
voi nhom kinh doanh dé ban sé liéu ciia thang. Tuy vdy, thang nay lich lam viéc ciia Han khac. Cong
ty dang chudn bi mét dich vu méi cho nha hang nhé nén cé dang lam viéc sat véi nhém San pham. C6
dang xdy dwng mot mé hinh tinh chi phi cia dich vu méi va sé tién dich vu c6 thé mang ve. C6 ciing
dang kem hai thuc tap sinh hoc vé bdo cdo tai chinh. “Téi thich cong viéc vi khong phai lam mot viéc
lap lai méi ngay,” Héan néi. “Liic nay céng ty dang 1om nhanh va ai ciing dang hoc ky nang méi. Téi
nght dé la diéu hay nhat khi lam cho mét céng ty tré.” Sao Mai Pay ciing dang tuyén nguoi. Phong
nhan si dang tim muwdi ky sw méi va ba nhén vién cham séc khdch hang truée cudi nam.

Cau héi doc hiéu va dap an — Comprehension questions and answers
« 1. Sao Mai Pay 12 loai hinh doanh nghiép gi, dit tru s¢ & dau? — Pap an: Cong ty cd
phan (JSC), linh vuc cong nghé tai chinh, try sé & TP. H5 Chi Minh.
1. What type of company is Sao Mai Pay, and where is it based? — Answer: It is a joint-
stock company (JSC) in fintech, based in Ho Chi Minh City.
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« 2. Phong nao 16n nhat, c6 bao nhiéu nguoi? — Pap an: Phong Cong nghé, 75 k¥ su
phan mém va nhan vién kiém thir.
2. Which department is the largest, and how many people work there? — Answer:
Technology, with 75 software engineers and testers.

« 3. Han béo cdo cho ai? — Pap an: Cho ké toan truong, ba Lé Thu Trang.

3. Who does Han report to? — Answer: She reports to the Chief Accountant, Ms Le Thu
Trang.

* 4, Sang nao Han ciing lam gi? — Pap an: Kiém tra dit liéu thanh todn ngay hom trudc
va lap bao céo ngan cho cap trén.

4. What does Han do every morning? — Answer: She checks the payment data from the day
before and prepares a short report for her manager.

* 5. Vi sao thang nay Han lam viéc v6i nhém San pham? — Pap an: Cong ty dang
chuan bi dich vu méi cho nha hang nho, c6 dang xdy mé hinh chi phi va doanh thu
cua dich vu do.

5. Why is Han working with the Product team this month? — Answer: The company is
preparing a new service for small restaurants, and she is building a model of its costs and
income.

* 6. Tim trong doan 4 hai dong tir hién tai tiép dién va giai thich vi sao khong dung hién
tai don. — DPap an: “is working”, “is helping” (ca “is preparing”, “is building”): vi¢c
tam thoi trong thang nay, sau d6 Han quay lai lich thuong ngay.

6. Find two present continuous verbs in paragraph 4 and explain why the present simple is

I2EENTEl

not used. — Answer: “is working”, “is helping” (also “is preparing”, “is building”):
temporary tasks this month; after that Han returns to her normal routine.

1.9. Vin ban mau — Model texts

Email ty giéi thi¢u voi ddi tdic — Email introducing yourself to a partner

Bdi canh: chi Pang Thu Ha vira 1én trudng nhom chiam soc khach hang cia Sao Mai Pay.
Cong ty dang dung thir cong cu chat hd trg khach hang ctia Sakura Software K.K.
(Tokyo). Ha viét cho ong Sato Kenji, ngudi phu trach du 4n phia Nhat.

Context: Dang Thu Ha has just become Customer Service Team Leader at Sao Mai Pay. The

company is trying a support chat tool from Sakura Software K.K. in Tokyo. Ha writes to Mr Sato
Kenyji, the project contact on the Japanese side.

EMAIL MAU / MODEL EMAIL
Subject: Introduction — new Customer Service contact at Sao Mai Pay

Dear Mr Sato,
My name is Dang Thu Ha, and I am the new Customer Service Team Leader at Sao Mai
Pay JSC in Ho Chi Minh City. I am writing to introduce myself as your contact for customer

support questions from today.

I manage a team of twelve staff. We answer calls and messages from shop owners and deal
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with payment problems. I report to Mr Bui Van Phong, Head of Operations.

At the moment, my team is testing your new support chat tool. We are collecting feedback
from our staff, and I will send you a short summary on Friday, 16 October 2026.

Please feel free to contact me at ha.dang@saomaipay.vn or on +84 28 3812 4567.
I look forward to working with you.
Best regards,

Dang Thu Ha (Ms)
Customer Service Team Leader
Sao Mai Pay JSC

Dich: Tiéu dé: Gidi thiéu — dau méi cham soc khach hang méi tai Sao Mai Pay. Kinh giri 6ng Sato,

t6i la Pang Thu Ha, trueéng nhém cham soc khach hang méi ciia Sao Mai Pay JSC tai TP. Ho Chi
Minh. Téi viét thir nay dé tir giGi thiéu la nguwoi lién hé ciia 6ng vé cdc cau héi hé tro khach hang ké tir
hém nay. Téi quan Iy mot nhém muwoi hai nhan vién. Chiing t6i tra loi cudc goi va tin nhan ciia chii
cika hang va xir Iy sw c6 thanh todn. Téi bdo cdo cho éng Bii Van Phong, truong phong vin hanh.
Hién nhom t6i dang ding thir cong cu chat hé tro méi ciia céng ty éng. Ching t6i dang thu thip y kién
clia nhdn vién va téi sé giri ong ban tém tdt ngan vao thir Sau 16/10/2026. Ong cit lién hé véi t6i qua
ha.dang@saomaipay.vn hodc sé +84 28 3812 4567. Téi mong dwoc lam viéc véi 6ng. Tran trong,
Dang Thu Ha.

Bdn diém can hoc trong email trén: (1) tén Nhat “Sato Kenji” viét ho trudc nén goi “Mr
Sato™; (2) chir ky ghi “(Ms)” dé dbi tac biét cach xung ho véi tén Viét; (3) hién tai don
cho vai trd 1au dai (manage, answer, report to); (4) hién tai tiép dién cho viéc thir nghiém
dang dién ra (is testing, are collecting).

Four points to learn from this email: (1) in the Japanese name “Sato Kenji” the family name
comes first, so the greeting is “Mr Sato”; (2) the signature adds “(Ms)” so the partner knows
how to address a Vietnamese name, (3) the present simple for the permanent role (manage,
answer, report to); (4) the present continuous for the trial in progress (is testing, are collecting).

H#i thoai tai sw kién két n6i doanh nghiép — Dialogue at a networking event

Boi canh: Hoi thao cong nghé tai chinh & Pa Ning, ngay 20/10/2026. Pham Dtric Minh
(Sao Mai Pay) lam quen véi ba Park Ji-woo, chuyén vién dau tu cua Hanbit Capital
(Seoul).

Context: a fintech conference in Da Nang on 20 October 2026. Pham Duc Minh from Sao Mai
Pay meets Ms Park Ji-woo, an investment analyst at Hanbit Capital in Seoul.

HOI THOAI MAU / MODEL DIALOGUE

Minh: Excuse me, is this seat free?

Ji-woo: Yes, please sit down.

Minh: Thanks. I’'m Pham Duc Minh, from Sao Mai Pay. Please call me Minh.
Ji-woo: Nice to meet you, Minh. I'm Park Ji-woo. I work for Hanbit Capital in Seoul.
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Minh: Nice to meet you too, Ms Park. What do you do at Hanbit?

Ji-woo: I’'m an investment analyst. I look at fintech start-ups in South-East Asia. And you?
Minh: [ work in Sales. I’'m a team leader, so | manage five sales representatives. We sell
our QR payment app to small shops.

Ji-woo: Interesting. How big is Sao Mai Pay?

Minh: We employ about 180 people. Our head office is in Ho Chi Minh City, and we have a
branch in Hanoi.

Ji-woo: And what are you working on at the moment?

Minh: This month we’re preparing a service for small restaurants. I’m visiting restaurants
in Da Nang to get feedback this week.

Ji-woo: That sounds busy. Here’s my card. Please send me some information about the new
service.

Minh: Thank you. Here’s mine. I’ll email you on Monday.

Dich: Minh: Xin 16i, ghé nay con trong khéng a? — Ji-woo: Con, moi anh ngoi. — Minh: Cam on chi.
T6i la Pham Duc Minh, o Sao Mai Pay. Chi cw goi toi la Minh. — Ji-woo: Rat vui duwoc gap anh,
Minh. Téi la Park Ji-woo, lam cho Hanbit Capital & Seoul. — Minh: Téi ciing rat vui dwoc gap chi
Park. Chi lam gi ¢ Hanbit? — Ji-woo: T6i la chuyén vién phan tich dau tw. Téi tim hiéu cdc cong ty
khoi nghiép cong nghé tai chinh ¢ Dong Nam A. Con anh? — Minh: T6i lam ¢ phong kinh doanh. Téi
la truong nhom, quan Iy nam nhan vién kinh doanh. Chung t6i ban vung dung thanh toan QR cho cira
hang nho. — Ji-woo: Hay qua. Sao Mai Pay quy mé bao nhiéu nguoi? — Minh: Khoang 180 nguwoi. Tru
s¢ & TP. Ho Chi Minh, ¢ mét chi nhanh ¢ Ha Ngi. — Ji-woo: Con hién anh dang lam viéc gi? — Minh:
Théng nay ching téi dang chudn bi mét dich vu cho nha hang nhé. Tudn ndy t6i dang di gap cdc nha
hang ¢ Pa Néng dé ldy y kién. — Ji-woo: Nghe béan rén ddy. Danh thiép ciia téi day. Anh giti cho téi
théng tin vé dich vu méi nhé. — Minh: Cam on chj. Danh thiép ciia t6i ddy. Thir Hai t6i sé giri email
cho chi.

Tén Han “Park Ji-woo” viét ho trudc: Minh goi “Ms Park”. Khi Ji-woo héi “What do you
do?”, Minh tra 16i bang nghé (hién tai don); khi duoc hoi “What are you working on at
the moment?”’, Minh néi nhi¢m vu trong thang (hién tai tiép dién).

In the Korean name “Park Ji-woo” the family name comes first, so Minh says “Ms Park”. To

“What do you do?” Minh gives his job (present simple); to “What are you working on at the
moment?” he gives this month’s task (present continuous).

Doan “Gidi thiéu vé chung t6i” trén trang web — An “About us” page

DOAN VAN MAU / MODEL PARAGRAPH
About us

Song Han Coffee Co., Ltd is a family-owned limited liability company based in Da Nang. We
specialise in Robusta and Arabica coffee for export. We buy beans directly from 300 farming

families in Gia Lai and Lam Dong, and we sell to roasters in Germany, Japan and Australia.

Our team consists of 45 people in four departments: Purchasing, Production, Sales and
Finance. Our quality control staff check every container before it leaves the warehouse.

This year we are building a new drying centre in Gia Lai, and we are training our farmers in
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water-saving methods. We believe that good coffee starts with fair prices for farmers.

Dich: Gi6i thiéu vé ching t6i. Song Han Coffee la cong ty TNHH gia dinh, tru sé 6 Pa Nang, chuyén
ca phé Robusta va Arabica xudt khau. Chiing t6i mua hat tryc tiép ciia 300 hg néng dan & Gia Lai va
Ldm Dong va ban cho céc xwéng rang ¢ Pic, Nhat va Uc. Déi ngii gom 45 nguoi trong bon phong:
Thu mua, San xudt, Kinh doanh va Tai chinh. Nhan vién kiém sodt chat lwong kiém tra ting container
treéc khi roi kho. Nam nay ching téi dang xdy trung tam sdy méi 6 Gia Lai va dang ddo tao néng ddn
cdch tiét kiém mede. Ching t6i tin rang ca phé ngon bat dau tir gid céng bang cho nguwoi néng dan.

Ho so' ca nhan ngan cia sinh vién thwe tAp — A short profile of a student intern

HO SO MAU / MODEL PROFILE
Le Hoang Nam — Finance Intern

I am a first-year student of Financial Technology at the University of Finance — Marketing in
Ho Chi Minh City. I work part-time at a bookshop three evenings a week, where I handle
customer payments and check the daily cash report.

This semester [ am learning Python and Excel, and I am working on a group project about
e-wallets for street food sellers. I enjoy working with numbers, and I want to learn how a
fintech company manages its money.

Dich: Lé Hoang Nam — thyec tap sinh tai chinh. T6i la sinh vién nam nhat nganh Céng nghé tai chinh,
Trueong Dai hoc Tai chinh — Marketing, TP. Ho Chi Minh. Téi lam béan thoi gian o mot hiéu sach ba
budi t6i méi tudn, lo thanh todn ciia khdch va kiém tra bdo cdo tién mat cuéi ngay. Hoc ky ndy tdi
dang hoc Python va Excel, va dang lam mét du dn nhém vé vi dién tir cho ngueoi ban do an dwong
pho. Téi thich lam viéc véi con s6 va mudn hoc cach mét cong ty cong nghé tai chinh quan 1y tién.

Bing tong hop 16i ciia chwong — Summary of the chapter’s common mistakes

Sai Ly do
Wrong Reason
Danh tir nghé sé it can a/an
I am accountant. [ am an accountant. ) :
A singular job noun needs a/an
I am a staff member / an “Staff” 1a danh tir tap h
I am a staff. “S a .a dan tu. tep hop
employee. Staff” is a collective noun
She work in HR. She works in HR. Ngm ba so it ‘Fhem -
Third person singular -s
I am work for ABC. I work for ABC. Gl SISO

No be in the present simple

Work for + tén cong ty
Work for + company name

I work in ABC company. I work for ABC.

As = véi tu cach; like = giéng nhu

I k lik her. I k her.
oLl & U dusE SIS e As = in the role of; like = similar to
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Sai Dung Ly do
Wrong Right Reason

Dong tir trang thai
Stative verb

I am knowing him. I know him.

It is consisting of 5 . DPong tur trang thai, di véi of
& It consists of five teams. ; .g : g ’
teams. Stative verb with of

Who lam chu ngit, khong dung does

Who does manage Sales? Who manages Sales? , ,
Subject question, no does

. Pho phong = Deputy
Vice Manager Deputy Manager “Phé phong” is Deputy

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

Bai 1. Email tu gi¢i thi¢u véi ddi tac Singapore — Exercise 1. Introducing yourself to a
partner in Singapore

Tran Thi Mai Anh vao 1am tai Sao Mai Pay JSC (TP. H6 Chi Minh) tir ngay 01/10/2026,
chtrc danh Partnership Executive (chuyén vién phat trién ddi tac) thudc phong Business
Development, bao cao cho dng Lé Qudc Huy, truong phong. Mai Anh phu trach cac d6i
tac & Singapore va Malaysia. Thang ndy c6 dang soan hop dong hop tic méi véi Merlion
Payments Pte Ltd. Ngay 05/10/2026, Mai Anh viét email 120—150 tir cho dng Daniel
Tan, Operations Manager ctia Merlion Payments, dé ty gidi thiéu va dé nghi mot cudc goi
video vao thar Tu 14/10/2026.

Tran Thi Mai Anh joined Sao Mai Pay JSC (Ho Chi Minh City) on 1 October 2026 as
Partnership Executive in the Business Development Department. She reports to Mr Le Quoc
Huy, the head of department, and she is responsible for partners in Singapore and Malaysia.
This month she is preparing a new partnership agreement with Merlion Payments Pte Ltd. On 5
October 2026 she writes a 120—-150-word email to Mr Daniel Tan, Operations Manager at

Merlion Payments, to introduce herself and suggest a video call on Wednesday, 14 October
2026.

1. Dong tiéu dé néu dung muc dich, ngin, viét hoa chir dau: “Introduction — your new
contact at Sao Mai Pay”.
Subject line: short and clear about the purpose: “Introduction — your new contact at Sao
Mai Pay”.

2. Loi chao: Daniel Tan 13 tén kiéu Singapore gbc Hoa viét theo thir tu phuong Tay, Tan
la ho — “Dear Mr Tan,”. Khong viét “Dear Mr Daniel” hay “Dear Mr Daniel Tan”.

Greeting: in Daniel Tan, Tan is the family name, so write “Dear Mr Tan,”, not “Dear Mr
Daniel” or “Dear Mr Daniel Tan”.

3. Cau gidi thi¢u dung hién tai don cho vi tri 1au dai: “I am the new Partnership
Executive... I report to Mr Le Quoc Huy... I am responsible for our partners in
Singapore and Malaysia.”

Introduction in the present simple for the permanent role: “I am the new Partnership
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Executive... [ report to Mr Le Quoc Huy... I am responsible for our partners in Singapore
and Malaysia.”

4. Viéc tam thoi trong thang dung hién tai tiép dién: “This month I am preparing the new
partnership agreement between our two companies.”
The temporary task this month in the present continuous: “This month I am preparing the

’

new partnership agreement between our two companies.’

5. Pé nghi lich su c6 ngay cu thé, roi két thu va chit ky ¢6 chtrc danh: “Would you be
available for a short video call on Wednesday, 14 October?”’
A polite request with an exact date, then a closing and a signature with the job title: “Would
you be available for a short video call on Wednesday, 14 October?”

6. Bai mau hoan chinh (phén than 123 tur). Dich: Kinh gtri 6ng Tan, t6i la Tran Thi Mai
Anh, chuyén vién phat trién d6i tic méi cua Sao Mai Pay. Toi vao cong ty ngay 1/10
va bao céo cho 6ng Lé Qudc Huy, truong phong phat trién kinh doanh. Téi phu trach
cac dbi tac ¢ Singapore va Malaysia, vi vdy tir nay t6i 1a dau méi lién hé chinh cta
ong. Thang nay t6i dang soan hop dong hop tac méi giita hai cong ty va mudn trao
d6i vai diém véi ong. Ong co thé danh mot cude goi video ngin vao thir Tu 14/10, lac
10 gio sang gid Singapore khong? Néu ong thdy thuan tién, toi s& giri duong dan cude
hop. T61i mong dugc hop tac véi ong.

Subject: Introduction — your new contact at Sao Mai Pay

Dear Mr Tan,

My name is Tran Thi Mai Anh, and I am the new Partnership Executive at Sao Mai Pay JSC
in Ho Chi Minh City. I joined the company on 1 October, and I report to Mr Le Quoc Huy,
Head of Business Development.

1 am responsible for our partners in Singapore and Malaysia, so from today I am your main
contact at Sao Mai Pay.

This month I am preparing the new partnership agreement between our two companies, and
I would like to discuss a few points with you. Would you be available for a short video call
on Wednesday, 14 October, at 10.00 Singapore time? If this suits you, I will send a meeting
link.

I look forward to working with you.

Best regards,

Tran Thi Mai Anh (Ms)

Partnership Executive

Sao Mai Pay JSC

Bai 2. M ti co cAu mdt cong ty logistics — Exercise 2. Describing the structure of a
logistics company

Kinh Bic Logistics Co., Ltd 1a cong ty TNHH hai thanh vién tré 1én, tru sé ¢ Ha Noi,
thanh 1ap nam 2016. Tong gidm ddc: ba Pham Thu Ha. Bén phong ¢ try sé: Kinh doanh
(12 ngudi, truéng phong 6ng PO Vin Nam), Van hanh (25 ngudi, trudng phong ong
Hoang Minh Tuan), Tai chinh — Ké toan (6 ngudi, ké toan truong ba Vit Thi Lan), Nhan
su — Hanh chinh (4 ngudi). Chi nhdanh Da Ning c6 15 nguoi. Cac trudng phong va giam
dbc chi nhanh bao cdo cho tong giam ddc. Nam nay cong ty dang xay mot kho méi & Bic
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Ninh va dang tuyén 5 tai xé. Viét doan van 110—140 tir giéi thiéu co cau cong ty cho mot
khach hang ¢ Uc.

Kinh Bac Logistics Co., Ltd is a multi-member limited liability company based in Hanoi and
founded in 2016. General Director: Ms Pham Thu Ha. Four departments at head office: Sales
(12 staff, head: Mr Do Van Nam), Operations (25 staff, head: Mr Hoang Minh Tuan), Finance
and Accounting (6 staff, Chief Accountant: Ms Vu Thi Lan), HR and Administration (4 staff). The
Da Nang branch has 15 staff. The heads of department and the branch manager report to the
General Director. This year the company is building a new warehouse in Bac Ninh and is
recruiting five drivers. Write a 110—140-word paragraph describing the company structure for a
client in Australia.

1.

Cau md: loai hinh, nganh, noi dét try so, nam thanh lap: “Kinh Bac Logistics Co., Ltd
is a limited liability company based in Hanoi. It was founded in 2016.”

Opening: type, sector, location, year founded: “Kinh Bac Logistics Co., Ltd is a limited
liability company based in Hanoi. It was founded in 2016.”

. Tinh tong nhén sy trudc khi viét: 12 + 25 + 6 + 4 + 15 = 62 nhan vién, chua ké tong

giam doc — “We employ 62 people.”
Add up the staff first: 12 + 25 + 6 + 4 + 15 = 62 employees, not counting the General
Director — “We employ 62 people.”

. M6 ta cac phong bang “consists of / is divided into” va néu ngudi dimg dau: “The

head office consists of four departments... Operations is the largest department, with
25 staft.”

Describe the departments with “consists of / is divided into” and name the heads: “The head
office consists of four departments... Operations is the largest department, with 25 staff.”

. Quan h¢ bao cdo dung hién tai don: “The heads of department and the branch

manager report to our General Director, Ms Pham Thu Ha.”
Reporting lines in the present simple: “The heads of department and the branch manager
report to our General Director, Ms Pham Thu Ha.”

. Thay d6i dang dién ra nim nay dung hién tai tiép dién: “This year we are building a

new warehouse in Bac Ninh, and we are recruiting five drivers.”
Changes happening this year in the present continuous. “This year we are building a new
warehouse in Bac Ninh, and we are recruiting five drivers.”

. Poan méiu hoan chinh (138 tir). Dich: Kinh Bic Logistics 1a cong ty TNHH dit tru so

& Ha Noi, thanh 1ap nam 2016. Chung t6i ¢6 62 nhan vién. Tru sé gdbm bdn phong.
Phong van hanh 16n nhét véi 25 ngudi, lo kho bai va van chuyén, do 6ng Hoang
Minh Tuén phu trach. Phong kinh doanh 12 ngudi do 6ng PS Vian Nam ding dau. Ba
Vii Thi Lan, ké toan trudng, phu trach phong tai chinh — ké toan 6 ngudi, phong nhan
su — hanh chinh c6 4 ngudi. Chi nhanh Da Ning c¢6 15 nhan vién. Céc truéng phong
va giam dbc chi nhanh bao co cho téng giam dbc, ba Pham Thu Ha. Nam nay chung
t6i dang xay kho mé&i & Bac Ninh va dang tuyén thém niam tai xé.

Kinh Bac Logistics Co., Ltd is a limited liability company based in Hanoi. It was founded in
2016, and today we employ 62 people. Our head office consists of four departments.
Operations is the largest department, with 25 staff- It deals with our warehouses and
transport, and Mr Hoang Minh Tuan is in charge of it. The Sales Department has 12 staff
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and is headed by Mr Do Van Nam. Ms Vu Thi Lan, our Chief Accountant, manages Finance
and Accounting, which has six staff, and four people work in HR and Administration. We
also have a branch in Da Nang with 15 staff. The heads of department and the branch
manager report to our General Director, Ms Pham Thu Ha. This year we are building a new
warehouse in Bac Ninh, and we are recruiting five drivers.

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

Ciu 1. Viét doan vin 100—120 tir tw gi6i thiéu khi phéng van xin thue tip tai mot
cong ty cong ngh¢ tai chinh: tén, trwromg, nganh, cong viéc ban thoi gian, viéc ban
dang 1am trong hoc ky nay, diéu ban thich & cong ty.
Question 1. Write a 100—120-word paragraph introducing yourself at an interview for an
internship at a fintech company: your name, university, major, part-time job, what you are doing
this semester, and what you like about the company.
* Tén va cach goi: néu ho tén dﬁy du, roi nodi tén goi dé nguoi nudc ngoai khong nham
ho véi tén.
Name: give your full name, then the name people should use: “My name is Le Hoang Nam.

>

Please call me Nam.’

* Truong va nganh, dung hién tai don: “I am a first-year student at the University of
Finance — Marketing. I study Financial Technology.”
University and major, in the present simple: “I am a first-year student at the University of
Finance — Marketing. I study Financial Technology.”

« Cong viéc ban thoi gian, c6 tan suat: “I work part-time at a bookshop three evenings a
week. [ deal with customer payments.”
Part-time job with frequency: “I work part-time at a bookshop three evenings a week. I deal

2

with customer payments.
« Viéc dang 1am trong hoc ky, dung hién tai tiép dién: “This semester I am learning
Python, and I am working on a small project about e-wallets.”

What you are doing this semester, in the present continuous: “This semester [ am learning
Python, and I am working on a small project about e-wallets.”

« Piéu ban thich ¢ cong ty, dung dong tir trang thai & thi don: “I like your company
because I believe digital payments help small shops.”

What you like about the company, with stative verbs in simple form: “I like your company
because I believe digital payments help small shops.”

« Cau két ngan: “I want to learn from your team, and I can work full-time in July and
August.”
Short ending: “I want to learn from your team, and I can work full-time in July and August.”

Ciu 2. Ban 1a chuyén vién nhan sy tai mot cong ty phan mém & Pa Ning. Viét email
80-120 tir chao mirng ba Yamada Aiko (Nhat Ban), k§ sw méi vao phong R&D tir
thir Hai 12/10/2026: gi6i thi¢u ban than, phong ban, ngwoi quan 1y trye tiép, gio 1am
viée va viéc phong R&D dang lam trong tuin diu.

Question 2. You are an HR officer at a software company in Da Nang. Write an 80—120-word
email welcoming Ms Yamada Aiko from Japan, a new engineer who joins the R&D Department
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on Monday, 12 October 2026: introduce yourself, the department, her line manager, working
hours and what R&D is doing in her first week.
* Lo1 chao dang ho: tén Nhat viét ho truée, Yamada 1a ho — “Dear Ms Yamada,”.
Greeting with the family name: in Yamada Aiko, Yamada is the family name — “Dear Ms

’

Yamada, ”.

* Cau mo chao mung va gidi thi¢u ban than: “Welcome to Hai Van Soft! My name is
Ngo Thi Thanh, and I am an HR Officer here.”
Welcome and self-introduction: “Welcome to Hai Van Soft! My name is Ngo Thi Thanh, and
I am an HR Officer here.”

« Phong ban va quan 1y truc tiép: “You will join the R&D Department, which has 22

engineers. Your line manager is Mr Phan Duc Tri.”
Department and line manager: “You will join the R&D Department, which has 22 engineers.

’

Your line manager is Mr Phan Duc Tri.’

* Gi0 lam viéc dung hi¢n tai don: “We start work at 8.30 and finish at 17.30, from
Monday to Friday.”
Working hours in the present simple: “We start work at 8.30 and finish at 17.30, from
Monday to Friday.”

* Viéc dang dién ra dung hién tai tiép dién: “At the moment the team is testing a
booking app for a hotel group, so your first week is busy.”
Current work in the present continuous: “At the moment the team is testing a booking app for
a hotel group, so your first week is busy.”

« Két thur va chir ky: “Please contact me if you have any questions. Best regards, Ngo
Thi Thanh (Ms), HR Officer.”
Closing and signature: “Please contact me if you have any questions. Best regards, Ngo Thi
Thanh (Ms), HR Officer.”

Céiu 3. Viét doan vin 120-150 tir md ta mot cong ty Viét Nam ban biét (c6 thé ty @it
tén): loai hinh doanh nghiép, linh vue, tru sé, so nhan vién, cic phong chinh, viéc
cong ty dang lam nim nay va nhén xét ciia ban.

Question 3. Write a 120—150-word paragraph describing a Vietnamese company you know (you
may invent the name): company type, sector, headquarters, number of employees, main
departments, what the company is doing this year and your opinion.

* Loai hinh va linh vuc: “Song Han Coffee Co., Ltd is a limited liability company. It

specialises in coffee exports.”
Type and sector: “Song Han Coffee Co., Ltd is a limited liability company. It specialises in
coffee exports.”

* Tru s¢ va quy mo: “Its headquarters is in Da Nang, and it employs about 90 people.”
Headquarters and size: “lIts headquarters is in Da Nang, and it employs about 90 people.”

« Co cdu: “The company consists of four departments: Purchasing, Production, Sales
and Finance. Each department is headed by a manager.”
Structure: “The company consists of four departments: Purchasing, Production, Sales and
Finance. Each department is headed by a manager.”
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* Hoat dong thuong xuyén dung hi¢n tai don: “It buys coffee beans from farmers in Gia
Lai and sells them to buyers in Germany and Japan.”
Regular activities in the present simple: “It buys coffee beans from farmers in Gia Lai and
sells them to buyers in Germany and Japan.”

* Viéc ndm nay dung hién tai tiép dién: “This year the company is opening an online
shop for customers in Vietnam.”
This year’s activities in the present continuous: “This year the company is opening an online
shop for customers in Vietnam.”

« Nhan xét bang dong tir trang thai, khong chia tiép dién: “I think this plan is smart
because more people prefer to buy coffee online.”
Opinion with stative verbs in simple form: “I think this plan is smart because more people
prefer to buy coffee online.”

1.12. Cau héi tric nghiém — Multiple-choice questions

1. Chon tir ding dién vao chd trong.
Ms Lan ____in the Finance Department.
A. work
B. working
C. is work
D. works

2. Chon dap an dung dién vao chd tréng.
At the moment, our team _____ on a new mobile banking app.
A. works
B. work
C. is working
D. are work

3. Chon dap an dung dién vao chd tréng.
Sorry, I don’t _ what you mean. Could you explain it again?
A. understanding
B. am understanding
C. understands
D. understand

4. Chon cap gidi tur dang.
He works _ Sao Mai Pay ____ a software engineer.
A. for / as
B. in/ like
C. at/ like
D.to/as
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5. Tén tiéng Anh ciia “cong ty co phan” 1a gi?
What is the English name for “cong ty co phan”?
A. joint-stock company
B. limited liability company
C. partnership
D. sole proprietorship

6. Chon dap an dung dién vao chd tréng.
I'm _ ata bank in Hanoi.
A. accountant
B. a accountant
C. an accountant
D. accountants

7. Tai mot hoi thao, ddi tac hoi ban “What do you do?”. Cau tra 16i nao pht hop nhat?
At a conference, a partner asks you “What do you do?”. Which reply is the most suitable?
A. Toi dang udng ca phé / I'm drinking coffee.

B. T6i la chuyén vién phan tich tai chinh & Sao Mai Pay / I'm a financial analyst at
Sao Mai Pay.

C. T6i lam viéc cua toi / I do my work.
D. Toi khoe, cam on / I'm fine, thanks.
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Chuong 2. Xiy dung quan hé, giao tiép xa giao va khac biét viin
hoéa — Chapter 2. Building relationships, small talk and cultural differences

Muc tiéu chwong — Chapter objectives

* Dung dang cau hoi Yes/No, cau héi Wh-, cau héi dudi va cau hoi gian tiép lich su.
Use Yes/No questions, Wh- questions, tag questions and polite indirect questions correctly.

« Bit chuyén, duy tri va két thuc mot cudc néi chuyén xa giao 5-10 phut véi doi tac
nudc ngoai.
Start, keep going and close a 5—10-minute small-talk conversation with a foreign partner.

« Ty gi6i thiéu, gi6i thiéu ngudi khac, trao danh thiép va viét tin nhin, email lién hé
tiep.
Introduce yourself and others, exchange business cards and write follow-up messages and
emails.

* Xung ho dung véi Mr, Ms, Dr va voi tén nguodi Viét, Nhat, Han, phuong Tay.
Address people correctly with Mr, Ms and Dr, and with Vietnamese, Japanese, Korean and
Western names.

« Nhén ra phong céach giao tiép tryc tiép va gian tiép; noi giam nhe khi tir chdi hoic gop
y.
Recognise direct and indirect communication styles; soften language when refusing or giving
feedback.

2.1. Tir virng tiéng Anh vé networking, small talk va viin héa giao tiép —
Vocabulary for networking, small talk and communication culture

Hoc 50 muyc tir dudi day theo ba nhom. Moi tir ¢6 phién 4m giong Anh — Anh, loai tir (n:
danh tur, v: dong tir, adj: tinh ttr, phr: cum tur, phr v: cum dong tir) va mét cau vi du trong
bdi canh cong viéc.

Learn the 50 items below in three groups. Each item has a British English transcription, its part

of speech (n: noun, v: verb, adj: adjective, phr: phrase, phr v: phrasal verb) and a workplace
example.

Nhom 1. Quan hé cong viéc va networking — Group 1. Work relationships and
networking

Loai
T/ cum tir | Phién am tir Nghia tiéng Viét | Vidu

Word / phrase | IPA Part of | Vietnamese meaning | Example

speech

Young bankers often network at

Ky o A: oA industry events.
, két no1, mo rong N r}i . S
network /'netws:k/ \ o A A Nhdn vién ngdn hang tré thuong
quan h¢ cong viéc . L .
mo rong quan hé tai cdc sy kién

cua nganh.
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T / cum tir

Word / phrase

networking
event

contact

colleague

counterpart

client

business card

introduce

relationship

rapport

Phién Am
IPA4

/'netws:kiy
1'vent/

/'kontaekt/

/'koli:g/

/"kaontopa:t/

/'klaront/

/"biznis ka:d/

/ mtra'dzu:s/

/r1'letfnfip/

/e po:/

Loai
twr
Part of
speech

Nghia tiéng Viét

Vietnamese meaning

su kién két ndi
doanh nghiép

nguoi quen trong
cong viéc, dau moi
lién hé

dong nghiép

nguoi gitr vi tri
tuong duong &
phia ddi tac

khach hang (dung

dich vu)

danh thiép

gidi thiéu

moi quan hé

su hoa hop, thién
cam giira hai
nguoi

Vi du
Example

The chamber of commerce
holds a networking event every
month.

Phong thvong mai 16 chirc mot sw
kién két néi méi thang.

Ms Lan has many useful
contacts in Singapore.

Chi Lan ¢6 nhiéu moi quen biét
hitu ich ¢ Singapore.

This is my colleague, Tuan,
from the IT department.

Pay la dong nghiép cia téi, anh
Tudn, phong Cong nghé théng tin.

Our finance director met her
Japanese counterpart in Osaka.
Gidm doc tai chinh ciia chiing t6i
da gdp nguoi dong cap Nhat Ban ¢
Osaka.

We meet our biggest client
every quarter.

Chung toi gap khdch hang lon
nhdt moi quy mét lan.

Could I have your business
card?

Cho téi xin danh thiép cia anh
duoc khong?

Let me introduce my manager,
Ms Hoa.

Pé toi gidi thiéu quan 1y ciia toi,
chi Hoa.

We have a long relationship
with our suppliers in Binh
Duong.

Chuing toi c6 quan hé lau nam vdi
cdc nha cung cdp & Binh Dwong.

Small talk helps you build
rapport with new clients.
Chuyén xa giao giup ban tao thién
cam voi khach hang moi.
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Phién Am
IPA4

T / cum tir

Word / phrase

trust /trast/
acquaintance  /o'kweintons/
mutual /'mju:tfusl/
follow up /' folov Ap/
keep in touch  /ki:p n tatf/
host /havst/
reception /t1'sepfon/

Loai
twr
Part of
speech

adj

phr v

phr

Nghia tiéng Viét

Vietnamese meaning

long tin; tin tudng

nguoi quen (biét
SO qua)

chung, qua lai giira
hai bén

lién hé tiep sau
mot cudc gap

giir lién lac

dang cai, tiép don;
chu nha

tiéc chiéu dai,
quay l¢ tan

Vi du
Example

Trust takes time to build.
Long tin can thoi gian dé xay
dung.

He is a business acquaintance,
not a close friend.

Anh dy la nguoi quen trong cong
viéc, khong phai ban than.

We met through a mutual
friend.

Chung toi quen nhau qua mot
nguoi ban chung.

I will follow up with an email
tomorrow.

Ngay mai toi sé gui email lién hé
tiép.

Let’s keep in touch after the
conference.
Sau hoi nghi minh giwr lién lac nhé.

Our company will host the
dinner on Friday.

Cong ty chung t6i sé chiéu dai bita
t6i thir Sdu.

There is a welcome reception at
6 p.m. in the hotel lobby.

C6 tiéc chao mirng liic 6 gio toi ¢
sanh khach san.

VI DU/ EXAMPLE — Phan biét ba tir chi nguoi: colleague 1a ngudi cling cong ty véi ban;
counterpart 13 ngudi & cong ty khac giit vi tri tuong dwong (ké toan trudng bén ban — ké toan
trudng bén ddi tic); contact 1a bat ky ai ban quen va c6 thé 1ién hé khi can.

Three words for people: a colleague works in the same company as you,; a counterpart holds the same
position in another company (vour chief accountant — the partner’s chief accountant), a contact is
anyone you know and can get in touch with when needed.
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Nhom 2. N6i chuyén xa giao — Group 2. Small talk

T / cum tir

Word / phrase

small talk

break the ice

chat

topic

weather

flight

jet lag

hobby

weekend

Phién Am
IPA4

/sma:1 to:k/

/breik 01 ars/

/tfeet/

/"topik/

/'weda/

/flart/

/'dzet laeg/

/"hobi/

/ wik'end/

Loai
twr
Part of
speech

phr

Nghia tiéng Viét

Vietnamese meaning

chuyén xa giao,
chuyén phiém

phé v& su ngai
ngung luc mé1 gap

tro chuyén; cudc

tro chuyén

chu dé

thoi tiét

chuyén bay

mét moéi do 1éch
mui gio

s& thich

cudi tuan

Vi du
Example

Small talk usually lasts five to
ten minutes before a meeting.
Chuyén xa giao thuong kéo dai
ndam dén mwoi phit triede cude
hop.

A question about the trip is an
easy way to break the ice.

Hoi vé chuyén di la cach dé dé pha
Vo' Sy ngai ngung.

We chatted about the weather
while we waited.

Chiing téi néi chuyén vé thoi tiét
trong luc cho.

Food is a safe topic in almost
every culture.

Am thye la chii dé an toan 6 gan
nhw moi nén van héa.

The weather in Da Nang is
lovely this week.
Tudn nay thoi tiét & Pa chng dep.

How was your flight from
Seoul?

Chuyén bay tir Seoul ciia anh thé
nao?

I still have a bit of jet lag after
the trip to Frankfurt.

Téi van con hoi mét vi 1éch mili gio
sau chuyén di Frankfurt.

My hobby is running. I run
along the Han River every
morning.

So thich cua téi la chay bo. Sang
nao téi ciing chay doc song Han.

Did you have a good weekend?
Cudi tuan ciia anh vui chir?
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T / cum tir

Word / phrase

sightseeing

cuisine

compliment

personal

polite

awkward

pleasure

Phién Am

1IPA

/'sartsi:m/

/kwi'zi:n/

/" komplimant/

/'p3:sanal/

/pa’lart/

/"a:kwad/

/'plezo/

Loai

tir Nghia tiéng Viét
Part of
speech

viéc di tham quan,

ngam canh

am thuc, cach nau
n - 5 PR

an cua mot vung
n,v 1061 khen; khen
adj riéng tu, ca nhan
adj lich su

. nguong ngun

adj g : 7g gung,

kho xur

niém vui, sy han
n

hanh

Viethamese meaning

Vi du
Example

Will you have time for some
sightseeing in Hanoi?

Anh ¢6 thoi gian di tham quan Ha
Noi khong?

Many visitors love Vietnamese
cuisine.

Nhiéu du khéch thich am thuc Viét
Nam.

Thank you for the compliment
on our new office.

Cam on anh da khen van phong
mdoi cua chung toi.

Salary is a personal question in
most Western countries.

Luwong la cdu hoi riéng tw 6 phan
[6n cac nuoc phuwong Tay.

It is polite to ask about your
guest’s journey.

Hoi tham chuyén di cia khéch la
phép lich su.

There was an awkward silence
after his joke.

Sau cdu dia cia anh dy la mot
khodng im lang kho xit.

It’s a pleasure to meet you, Mr
Weber.

Rat han hanh dwoc gap 6ng, ong
Weber.

Nhém 3. Viin hoa va phong cach giao tiép — Group 3. Culture and communication styles

T / cum tir

Word / phrase

culture

Phién Am
IPA4

/" kaltfo/

Loai

tir Nghia tiéng Viét
Part of
speech

n van hoa

Viethamese meaning

Vi du
Example

Every company also has its own
culture.

Mbi c¢éng ty ciing cé van héa

riéng.
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T / cum tir

Word / phrase

cultural

custom

etiquette

direct

indirect

formal

informal

punctual

hierarchy

Phién Am
IPA4

/"kaltfaral/

/'kastom/

/"etiket/

/dar'rekt/

/ mdar rekt/

/' fo:mal/

/' fo:mol/

/"pagktjual/

/"harora:ki/

Loai
twr
Part of
speech

adj

adj

adj

adj

adj

adj

Nghia tiéng Viét

Vietnamese meaning

thudc v€ van héa

phong tuc, tap
quan

nghi thic, phép xa
giao

théng thén, truc
tiép

gian ti€p, vong vo

trang trong

than mat, khong
trang trong

ding gio

thir bac, hé thong
cAp bac

Vi du
Example

There are big cultural
differences between Japan and
Australia.

Giita Nhdt Ban va Uc c6 nhitng
khac biét van hoa lon.

Giving gifts at Tet 1s a
Vietnamese custom.

Tang qua dip Tét la phong tuc ciia
nguoi Viét.

Business etiquette in Korea is
quite formal.

Phép xa giao trong kinh doanh ¢
Han Quéc kha trang trong.

German managers are often
direct when they give feedback.
Cdc nha qudn 1y Pirc thirong thang
than khi gop .

An indirect “no” can sound like
a “maybe”.

M6t 161 tir choi gidn tiép cé thé
nghe nhir “cé thé”.

Use a formal greeting in your
first email.

Dung loi chao trang trong trong
email dau tién.

Australians prefer an informal
style, even with clients.

Nguoi Uc thich phong cach than
mat, ké ca véi khéach hang.

Please be punctual. The
meeting starts at 9 a.m. sharp.
Vui long diing gio. Cudc hop bt
dau diing 9 gio sdang.

In a strong hierarchy, the most
senior person speaks first.
Trong moi truong thur bdc chat,
nguoi cdp cao nhat phat biéu
truoc.
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Phién Am
IPA4

T / cum tir

Word / phrase

respect /1" spekt/
misunderstan / misanda’sten
ding dmy/

gesture /'dzestfa/

bow /bav/
handshake /"heendferk/
surname /'s3:nem/

title /"tartal/

Loai
twr
Part of
speech

n

Nghia tiéng Viét

Vietnamese meaning

su ton trong; ton
trong

su hiéu lam

cur chi

cui chao; cai cai
chao

céi bat tay

ho (= family name,
last name)

danh xung (Mr,
Ms, Dr); chure
danh

Vi du
Example

Use the person’s title to show
respect.

Dimng chirc danh ciia nguoi dé dé
thé hién sur ton trong.

A short email can prevent a
misunderstanding.

M6t email ngdn cé thé tranh dwoc
hiéu lam.

The same gesture can mean
different things in different
countries.

Ciing mét cir chi ¢o thé mang
nghia khdc nhau ¢ cdc nuwoc khac
nhau.

Mr Mori bowed slightly and
gave me his card.

Ong Mori hoi ciii chdo va dwa t6i
danh thiép.

A firm handshake is normal in
Germany.

O Pirc, bdt tay chdc tay la chuyén
binh thuong.

My surname is Pham, and my
first name is Quynh.
Ho cua t6i la Pham, tén la Quynh.

Write the title and surname: Dr
Schmidt, not Dr Anna.

Viét danh xung va ho: Dr Schmidt,
khéng viét Dr Anna.

LOI HAY GAP / COMMON MISTAKE — Viét Mrs cho moi phu nit. Mrs chi ding cho
phu nit da két hon va mudn duge goi nhu vay; Miss dung cho thiéu nit chwa chdng, it gip
trong cong viéc. Khi khong biét, luon dung Ms /miz/ — déy 1a danh xung chuén cho phy nit

trong thu tir kinh doanh.

Writing Mrs for every woman. Mrs is only for a married woman who prefers it; Miss is for a young

unmarried woman and is rare at work. When unsure, always use Ms /miz/ — the standard title for

women in business correspondence.
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Két hop tir thuwong gip (collocations) — Common collocations

Tiéng Anh c6 nhiing cip dong tir — danh tir ¢6 dinh. Hoc ca cum, khong ghép theo nghia
tiéng Viét.

English has fixed verb—noun pairs. Learn the whole phrase; do not build it from the Vietnamese
meaning.

Cum ding

Correct collocation

Nghia

Meaning

Sai thwong gap

Common error

Vi du
Example

build / develop a
relationship

maintain a
relationship

make small talk

exchange business
cards

make a good first
impression

shake hands (with
sb)

attend a
conference / an
event

keep / stay in
touch (with sb)

follow up on a
meeting

xay dung quan
hé

duy tri quan hé

no6i chuyén xa
giao

trao doi danh
thiép

tao an tuong t6t
ban dau

bit tay (ai)
du hoi nghi / su
kién

gitr lién lac (vdi
ai)

lién h¢ tiép sau
cudc hop

make a
relationship

keep up a relation

talk small talk /
do small talk

change business
cards

make a good first
impress

shake hand

attend to a
conference / join
to

keep contact

follow a meeting

We want to build a long-term
relationship with your bank.

Chiing téi muon xdy dung quan hé lau
dai voi ngan hang cua quy vi.

She calls her key clients every month
to maintain the relationship.

Théng ndo cé dy ciing goi cho khdch
hang chinh dé duy tri quan hé.

He made small talk about football
before the meeting.

Anh dy néi chuyén xa giao vé béng da
truoc cuoc hop.

We exchanged business cards at the
end of the lunch.

Chiing t6i trao d6i danh thiép cuoi bita
trua.

Being punctual helps you make a
good first impression.

Puing gio giip ban tao an tirgng tot ban
dau.

The two directors shook hands and
smiled.
Hai gidm déc bdt tay va mim cuoi.

Over 800 people attended the
conference.
Hon 800 nguwoi du hoi nghi.

Let’s stay in touch by email.
Minh gitr lién lac qua email nhé.

I’'m writing to follow up on our
meeting last Tuesday.

T6i viét thu d@é trao doi tiép vé cudc hop
thir Ba tuan triéc.
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Cum ding Nghia Sai thwong gap Vidu

Correct collocation | Meaning Common error Example

Our guest paid us a compliment on
the office design.
Khdch da khen thiét ké van phong ciia

pay sb a

. khen ai say a compliment
compliment

chung toi.

Ho tir (word family) — Word families

Pong tir Danh tir Tinh tir Trang tir
Verb Noun Adjective Adverb
communicate communication communicative —
introduce introduction introductory —

relate relationship, relation related —

— culture cultural culturally
— politeness polite / impolite politely

— formality formal / informal formally / informally
respect respect respectful respectfully
differ difference different differently
trust trust trustworthy —

Vi DU/ EXAMPLE — Dién dung loai tir: “Good communication (n) is important. She is
very communicative (adj). We communicate (v) by email.” — Sau tinh tir cin danh tir; sau
to be can tinh tir; sau chi ngit can dong tir. Cau “He spoke polite” sai vi bo nghia cho dong tir
spoke phai la trang tur: “He spoke politely.”

Choose the right form: “Good communication (n) is important. She is very communicative (adj). We
communicate (v) by email.” — An adjective is followed by a noun; be is followed by an adjective; a
subject is followed by a verb. “He spoke polite” is wrong: a word describing the verb spoke must be
an adverb: “He spoke politely.”

2.2. Ngir phap: cau héi Yes/No va cau héi Wh- — Grammar: Yes/No questions and
Wh- questions

Mudn néi chuyén x4 giao t6t phai hoi dugc nhiéu kiéu cau. Quy tic chung: tiéng Anh dat
trog dong tir (be, do, does, did, have, can, will...) trwéc chu ngir dé tao cau hoi. Tiéng
Viét chi thém “khong”, “chua”, “a” vao cudi cau, nén ngudi Viét hay quén bude déo nay.
Good small talk needs many question types. The general rule: English puts the auxiliary (be, do,
does, did, have, can, will...) before the subject to form a question. Vietnamese only adds a

X

particle such as “khong”, “chua” or “a” at the end, so Vietnamese learners often forget this
inversion.
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Cong thirc ba dang cau theo tirng loai dong tir — Affirmative, negative and question

forms

Loai djng tir

Verb type

Khing dinh
Affirmative

Phii dinh

Negative

Nghi véan

Question

be (hi¢n tai)
be (present)

Dong tir thuong,
hién tai don
Ordinary verb,
present simple

Qua khtr don
Past simple
Hién tai hoan
thanh

Present perfect

Pong tir khuyét
thiéu
Modal verb

mau.

S + am/is/are ...
You are from Seoul.

S + V(s/es)

She works in sales.

S+ V-ed/V2
They met in Hanoi.

S + have/has + V3

He has visited Vietnam.

S + can/will + V

You can join us.

S + am/is/are + not ...
You aren’t from Seoul.

S + don’t/doesn’t + V
She doesn’t work in sales.

S+didn’t+V

They didn’t meet in Hanoi.

S + haven’t/hasn’t + V3
He hasn 't visited Vietnam.

S+ can’t/won’t + V
You can’t join us.

Am/Is/Are +S ...?

Are you from Seoul?

Do/Does + S + V?

Does she work in sales?

Did+ S+ V?
Did they meet in Hanoi?

Have/Has + S + V3?

Has he visited Vietnam?

Can/Will + S+ V?

Can you join us?

PHAI THUQC / MEMORISE — Tra 10i ngén lip lai trg ddng tir cta cau hoi, khong lap
dong tr chinh: “Do you live in Hanoi?” — “Yes, [ do.” / “No, I don’t.” “Have you met Mr

Lee?” —“Yes, I have.” “Is it your first visit?” — “No, it isn’t.” C4u tra 161 khing dinh ngin
khong viét tat: noi “Yes, [ am”, khong noéi “Yes, 'm”.
Short answers repeat the auxiliary of the question, not the main verb: “Do you live in Hanoi?” —
“Yes, Ido.” / “No, I don’t.” “Have you met Mr Lee?” —
it isn’t.” Positive short answers are not contracted: say “Yes, [ am”, not “Yes, I'm”.

“Yes, I have.” “Is it your first visit?”" — “No,

»»

LOI HAY GAP / COMMON MISTAKE — “Do you can send me the file?” — “Can you
send me the file?”. Pong tur khuyét thiéu (can, will, should, must) tu dao 1én dau cu, khong
can do. Tuong tu: “Did you went...?” sai — “Did you go...?”: sau did dong tir tr& v& nguyén

“Do you can send me the file?” — “Can you send me the file?”. Modal verbs (can, will, should,
must) invert by themselves and never take do. Similarly, “Did you went...?” is wrong — “Did you
go...? " after did the verb returns to the base form.

Cau héi Wh-: tir dé héi va cach dung — Wh- questions: question words and uses

Cong thie: Tir dé héi + tre dong tir + chii ngir + dong tir chinh ...? Ciu hoi Wh- mo
ra cdu tra 10i dai, nén dung nhiéu trong small talk dé d6i phuong ké thém.

Formula: Question word + auxiliary + subject + main verb ...2 Wh- questions invite longer

answers, so use them often in small talk to get the other person talking.
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Héi vé
Asks about

Tur dé héi

Vi du trong cong viéc

Question word

su vat, sy viéc, nghé

What
thing, activity, job
: loai, kié
What kind of Sty SIS
type
noi chén
Where
place
thoi dié
When . o1 diém
time
nguoi
Who &
person
lya chon trong nhom xac
Which dinh
choice from a set
ly do
Why y
reason
cach thirc, tinh tran
How » UnhArg g
manner, COndlth}’l
khoang thoi gian
How 1
owiong length of time
How often tgn suat
frequency
sb luong dém duge /
How many / khong dém dugc
How much countable / uncountable

amount

Workplace example

What do you do?
Anh lam nghé gi?

What kind of projects do you work on?
Anh lam loai dw an nao?

Where is your head office?
Tru s6 chinh cua cong ty anh ¢ dau?

When did you arrive in Da Nang?
Anh dén Pa Nang khi nao?

Who do you report to?

Anh bao cao cho ai?

Which hotel are you staying at?
Anh dang ¢ khdch san nao?

Why did you choose Vietnam?
Vi sao anh chon Viét Nam?

How was the conference?
Hoi nghi thé nao?

How long have you worked for the bank?
Anh lam cho ngan hang dwoc bao ldu roi?

How often do you travel to Singapore?
Anh di Singapore bao lau mét lan?

How many people work in your team?
Nhom anh c6 bao nhiéu nguoi?

LOI HAY GAP / COMMON MISTAKE — Giit trét tw cdu tiéng Viét khi hoi: “You are
from where?”, “You work in which department?” — “Where are you from?”, “Which
department do you work in?”. Tir dé hoi ludn dimg dau cau; gidi tir (from, in, for, to)
thudng dé cudi cau.

Keeping Vietnamese word order: “You are from where?”, “You work in which department?” —
“Where are you from?”’, “Which department do you work in? . The question word always comes

first; the preposition (from, in, for, to) usually goes at the end.

Ciu héi vé chii ngir va cAu héi vé tin ngit — Subject questions and object questions

Khi Who hodac What la chid ngir (nguoi/vat lam hanh dong), cdu hoéi khéng dung
do/does/did va gitr trat ty cdu ké. Khi Who/What 13 tdn ngir (ngudi/vat nhan hanh dong),
cau hoi dung trg dong tir nhu binh thuong.
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When Who or What is the subject (the doer), the question takes no do/does/did and keeps
statement word order. When Who/What is the object (the receiver), the question uses an
auxiliary as usual.

Tiéu chi Héi chu ngir Héi tan ngir

Criterion Subject question Object question

Céu gbc Ms Hoa called the client. Ms Hoa called the client.
Original sentence Chi Hoa da goi cho khdch hang. Chi Hoa da goi cho khdch hang.
Cau hoi Who called the client? Who did Ms Hoa call?

Question Ai da goi cho khach hang? Chi Hoa da goi cho ai?

Trg dong tu Khong dung; dong tur chia theo thi C6: do/does/did + V nguyén mau
Auxiliary None; the verb shows the tense Yes: do/does/did + base verb

What did they discuss at the
meeting?
Ho da thado ludn gi 6 cudc hop?

Vi du khac What happened at the meeting?
Another example Chuyén gi da xay ra o cudc hop?

LOI HAY GAP / COMMON MISTAKE — “What means “rapport”?” va “Who did call
you?” — “What does “rapport” mean?” (What 13 tin ngir ciia mean, can does) va “Who
called you?” (Who la chu ngtt, khong dung did).

“What means “rapport”?” and “Who did call you?” — “What does “rapport” mean?” (What is the
object of mean, so does is needed) and “Who called you?” (Who is the subject, so no did).

CAau héi phu dinh dé xac nhin — Negative questions to check information

Cau hoi phu dinh (Didn’t...?, Aren’t...?, Haven’t...?) dung khi ban nghi minh da biét
ciu tra 101 va mudn xic nhan. Trong networking, cdu nay giup ndi lai quan hé cii:
“Didn’t we meet at the trade fair in Hanoi last year?” (Chung ta da gap nhau ¢ hoi chg
Ha Noi ndm ngoai rdi phai khong?).

Negative questions (Didn'’t...?, Aren’t...?, Haven't...?) are used when you think you know the
answer and want to confirm it. In networking they help reconnect: “Didn’t we meet at the trade
fair in Hanoi last year?”

Vi DU / EXAMPLE — Meo tra 10i cau hoi phu dinh: chi nhin vao su thét, bo qua chit not.
“Aren’t you Mr Lee?” — Néu dung 13 6ng Lee: “Yes, I am.” Néu khong phai: “Ne, I’'m not.
I’'m Mr Kim.”

Tip for answering negative questions. look only at the facts and ignore not. “Aren’t you Mr Lee?” — If
you are Mr Lee: “Yes, [ am.” If not: “No, I'm not. I'm Mr Kim.”
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2.3. Ngir phap: cau héi duoi va cau hoi gian tieép lich sw — Grammar: tag
questions and polite indirect questions

Cau héi dubi (tag questions) — Tag questions

Cau hoi dudi 1a cau ké + mot “dudi” ngan ¢ cuoi, tuong duong ..., phai khong?”, “...,

nhi?” trong tiéng Viét. Trong small talk, cau héi dudi moi nguoi nghe dong tinh va mé

dau cau chuyén tu nhién.

A tag question is a statement + a short “tag” at the end, like

“«“

..., phai khong?” or “..., nhi?” in

Vietnamese. In small talk, tag questions invite agreement and start a conversation naturally.

Cau ke

Statement

Vi du

Example

Khiang dinh

Positive

Phu dinh
Negative

Hién tai don, dong tur
thuong

Present simple, ordinary
verb

Qua khtr don

Past simple

Dong tir khuyét thiéu
Modal

Trwong hop dac biét

Special case

tro dong tir + not + dai tir
auxiliary + not + pronoun

tro dong tur + dai tu
auxiliary + pronoun

don’t / doesn’t + dai tir
don’t / doesn’t + pronoun

didn’t + dai tur
didn’t + pronoun

can’t / won’t / shouldn’t +

dai tir

can’t /won’t / shouldn’t +

pronoun

It’s hot today, isn’t it?
Hom nay nong nhi?

You haven’t been to Hue before, have
you?
Anh chwa dén Hué lan nao, phai khong?

Your team works on Saturdays, doesn’t
it?
Nhom anh lam ca thur Bay, phai khong?

You flew in yesterday, didn’t you?
Anh bay toi hém qua, phdi khong?

We can start at nine, can’t we?
Minh bdt dau lic chin gio dwoc, phdi
khong?

Vi du
Example

Tam ...

Let’s ...

Céau ménh 1énh

Imperative
There is / There are

Chu ngfr 1a this/that
Subject this/that

aren’t [

shall we

will you / could you

isn’t there / aren’t
there
it (isn’t it, wasn’t
it...)

I’m on the guest list, aren’t I?
Toi co tén trong danh sach khach, phai khong?

Let’s have lunch together, shall we?
Minh an trua cung nhau nhé?

Send me the agenda, could you?
Gui t6i chuwong trinh hop dwoc khong?

There’s a reception tonight, isn’t there?
T6i nay cé tiéc chiéu dai, phai khong?

That was a long meeting, wasn’t it?
Cuoc hop do dai nhi?
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Trwong hop dac biét Vi du

Special case Example

Cau c6 never, nobody,

nothing dudi khing dinh Nobody called, did they?
Sentence with never, nobody, positive tag Khéng ai goi, phdi khong?
nothing

PHAI THUQC / MEMORISE — Hai quy tic cta cau hoi dudi: (1) cdu ké khang dinh —
dudi phii dinh, cdu ké phi dinh — duéi khing dinh; (2) dudi ding ding trg dong tir cua
ciu ké va dai tir thay cho cha ngit (Mr Tanaka — he, the meeting — it, your team — it).

Two rules for tags: (1) a positive statement takes a negative tag, a negative statement takes a positive
tag; (2) the tag uses the same auxiliary as the statement and a pronoun for the subject (Mr Tanaka —
he, the meeting — it, your team — it).

LOI HAY GAP / COMMON MISTAKE — Dung “isn’t it?”” cho moi cu, giéng “phai
khong?” cta tiéng Viét: “You are new here, isn’t it?” — “You are new here, aren’t you?”;
“Mr Park likes coffee, isn’t it?”” — “Mr Park likes coffee, doesn’t he?”.

Using “isn’t it?” for every sentence, like Vietnamese “phdi khong?”’: “You are new here, isn’t it?” —

“You are new here, aren’t you?”; “Mr Park likes coffee, isn’tit?” — “Mr Park likes coffee, doesn’t
he?”.

LOI HAY GAP / COMMON MISTAKE — Tra 10i cau hoi dudi phii dinh theo kiéu tiéng
Viét. Hoi: “You don’t eat spicy food, do you?” Ngudi Viét khong an cay thuong dap “Yes”
(= ding vy) — ngudi nude ngoai hiéu 1a “cé, t6i an cay”. Pap dung: “No, I don’t.” Tiéng
Anh: Yes di v6i cau khang dinh, No di véi cau phu dinh, du cau hoi viét thé nao.

Answering a negative tag the Vietnamese way. Question: “You don’t eat spicy food, do you?” A
Vietnamese speaker who doesn’t eat spicy food often says “Yes” (= that’s right) — a foreigner hears
“ves, [ do eatit”. Correct answer: “No, I don’t.” In English, Yes goes with a positive statement and
No with a negative one, whatever the question form.

Cau héi gian tiép lich sy (indirect questions) — Polite indirect questions

Cau hoi gian tiép dat cau héi vao sau mot cum mé dau nhu Could you tell me..., Do you
know..., I was wondering.... Cau hoi nghe mém hon, hop khi hoi ngudi la, khach hang,
cap trén, hodc khi hoi chuyén hoi riéng.

An indirect question puts the question after an opening phrase such as Could you tell me..., Do

you know... or I was wondering.... It sounds softer and suits questions to strangers, clients and
senior people, or slightly personal questions.

Thanh phin Ciu héi Wh- Cau héi Yes/No
Part Wh- question Yes/No question
Cum mo dau Could you tell me / Do you know / Could you tell me / Do you know /1
Opening phrase Do you remember was wondering
. it én tir d& hoi (wh h
Tir nbi gilr nguyén tir d¢ hoi (where, when, if hogc whether

how much...)

Linking word
< keep the question word

if or whether
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Thanh phén

Cau ho6i Wh-
Wh- question

Cau héi Yes/No

Part Yes/No question

Trat tu chu ngit + dong tir (nhu cau ké) chu ngir + dong tir (nhu cau ké)
Word order subject + verb (statement order) subject + verb (statement order)
. Do you know if Mr Lim is comin
, Could you tell me where the taxi .y g

Vidu rank is? tonight?
Example ' : Anh c6 biét toi nay éng Lim cé dé

o Anh cho t6i héi bén taxi ¢ dau? 168 €O DISEROL HAy ONS SHt cOIGen

khong?

Chuyén ciu héi truc tiep sang gian tiép — Turning direct questions into indirect questions

Thay doi
What changes

Cau héi gian tiép
Indirect question

Cau héi trye tiép

Direct question

is chuyén ra sau chu ngir
is moves after the subject

Where is the meeting
room?

Could you tell me where the
meeting room is?

What time does the dinner
start?

When did Ms Vogel

arrive?

Are you free on Friday?

Can we change the date?

How much does the ticket
cost?

Do you know what time the dinner
starts?

Do you remember when Ms Vogel
arrived?

I was wondering if you were free on
Friday.

Could you tell me whether we can
change the date?

Would you mind telling me how
much the ticket costs?

b6 does, thém -s cho starts
does is dropped; starts takes -s

bo did, dong tir vé qua khir
arrived

did is dropped,; arrived carries
the past tense

thém if; cau két bang dau
chim

if is added; the sentence ends
with a full stop

thém whether; can ra sau we
whether is added; can moves
after we

b6 does; costs thém -s
does is dropped; costs takes -s

PHAI THUQC / MEMORISE — Cau héi gian tiép = cum mé dau + tir dé héi / if /
whether + CHU NGU + PONG TU. Khong déo, khong co do/does/did. Dau cubi cau theo
cum mé dau: “Could you tell me...?” dung dau hoi; “I was wondering...” va “I’d like to

know...” dung dau cham.

Indirect question = opening phrase + question word / if / whether + SUBJECT + VERB. No
inversion, no do/does/did. The final punctuation follows the opening phrase: “Could you tell me...?”
takes a question mark; “I was wondering...” and “I’d like to know...” take a full stop.

LOI HAY GAP / COMMON MISTAKE — “Could you tell me where is the station?” va
“Do you know what time does it open?” — “Could you tell me where the station is?”, “Do
you know what time it opens?”. Phan sau cum m¢ dau la cau ké, khong phai cau hoi.
“Could you tell me where is the station?”’ and “Do you know what time does it open?” — “Could
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you tell me where the station is?”, “Do you know what time it opens? . The part after the opening
phrase is a statement, not a question.

So sanh cau héi truc tiép va cau héi gian ti€p — Direct and indirect questions compared

Tiéu chi Cau héi trye tiép Cau héi gian tiép
Criterion Direct question Indirect question
Trat tu tur tro dong tir + chu ngl chu nglr + dong tir
Word order auxiliary + subject subject + verb
. c6 (véi dong tur thuon khon
do/does/did ( o g 8) g
ves (with ordinary verbs) no
Muc lich su trung tinh, ngén gon lich s, mém hon
Politeness neutral, short polite, softer
Dine khi héi déng nghiép, ban be¢, cau hdi hoi nguoi la, khach hang, cép trén,
un 1 22 A A .
Use dgw hen don gian chuyén té nhi
colleagues, friends, simple questions strangers, clients, seniors, sensitive topics

Do you mind if T ask how old the
Vidu How old is the company? company is?
Example Céng ty thanh ldp bao ldu roi? Anh cé phién néu t6i hoi cong ty thanh lap
bao ldu réi khong?

2.4. Small talk: chii dé an toan va miu cAu néi chuyén xa giao — Small talk:
safe topics and useful phrases

Small talk 1a nhiing cau chuyén ngén, nhe trude cudc hop, trong gid giai lao, ¢ ti¢c chiéu
dai hodc trén duong tir san bay vé vin phong. Muyc dich 1a tao thién cam (build rapport),
khong phai trao doi cong viéc. Mot cude small talk thudng kéo dai 3—10 phat va di qua
bdn bude: md 101 — duy tri — thé hién quan tam — két thic.

Small talk is short, light conversation before a meeting, during a break, at a reception or on the
way from the airport to the office. Its purpose is to build rapport, not to discuss business. A
small-talk conversation usually lasts 3—10 minutes and has four steps: open — keep going —
show interest — close.

Chiu dé nén no6i va nén tranh — Topics to choose and topics to avoid

Mirc dd Cau héi mau hoic ly do
Safety Sample question or reason
Chuyén di, chuyén bay An toan How was your flight? / Is this your first time in
Trip, flight Safe Vietnam?
o tié An toa : o . .
s s 1 toan It’s much cooler in Hanoi this week, isn’t it?
Weather Safe
kié An tog . : . .
Sukién dang du n toan What did you think of the first talk this morning?
The current event Safe
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Mire do

Safety

Cau héi mau hoic ly do
Sample question or reason

Am thyc, thanh ph
Food, the city

Thé thao, s thich
Sport, hobbies

Cong viéc noi chung
Work in general

Gia dinh
Family

Tudi tac
Age

Luong, thu nhap, gia nha
Salary, income, house
prices

Hoén nhan, con cai
Marriage, children

Can nang, ngoai hinh
Weight, appearance

Chinh tri, ton gido
Politics, religion

An toan
Safe

An toan
Safe

An toan
Safe

Thén trong
Careful

Tranh
Avoid

Tranh
Avoid

Tranh
Avoid

Tranh
Avoid

Tranh
Avoid

Have you tried any Vietnamese dishes yet? / What
would you like to see in Hue?

Do you do any sport in your free time?

How long have you been with the company?

Chi hoi khi d6i phuong tu nhic téi con céi, gia dinh
Only if the other person mentions their family first

Ngudi Viét hoi tudi dé chon cach xung ho; ngudi
phuong Tay coi la chuyén riéng

Vietnamese ask age to choose forms of address;
Westerners see it as private

Chuyén tién bac ca nhan bi coi 1a to mo
Personal money questions seem nosy

“Are you married yet?” khién ngudi nghe kho chiu
“Are you married yet?” makes people uncomfortable

“You look fatter” 1a 161 ché, khong phai 161 hoi tham
“You look fatter” is an insult, not a friendly remark

Dé gay tranh ci véi ngudi méi quen

Easily leads to arguments with new contacts

LOI HAY GAP / COMMON MISTAKE — M 10i bang cau héi quen thudc ctia nguoi
Viét: “How old are you?”, “Are you married?”, “How much is your salary?”. O Viét Nam
cac cau nay dé xung ho cho dung hoac dé to quan tim; v6i ngudi Anh, Uc, Puc, My, chung
x4m pham doi tu. Thay bang: “How long have you been in Vietnam?”, “What do you
enjoy doing at the weekend?”.
Opening with typical Vietnamese questions: “How old are you? ", “Are you married?”, “How much
is your salary? . In Vietnam they help choose forms of address or show care; for British, Australian,

German or American people they invade privacy. Use instead: “How long have you been in
Vietnam?”, “What do you enjoy doing at the weekend? .

Miu céu theo turng bwd'c — Useful phrases for each step

Buéc MAiu ciu Mitc do Nghia

Step Phrase Register Meaning

Mo 1o1 . o Trung tinh Xin 161, chd nay c6 ai
, Excuse me, is anyone sitting here? A

Opening Neutral ngoi chua a?
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Buéc MAiu ciu Mitc do Nghia
Step Phrase Register Meaning
Mo 161 . . Than mat A " .
© (,n Lovely weather today, isn’t it? S Hom nay troi dep nhi?
Opening Informal
, . . Day 14 1an du anh
Mo 1o1 Is this your first visit to Ho Chi Minh  Trung tinh A Y .
Openi City? Neutrel den TP.HCM phai
enin 1y !/ eutra
pemns y khong?
Duy tri : Trung tinh  Diéu gi dua anh dén
y ) ) What brings you to Da Nang? & . §
Keeping going Neutral ba Nang?
Duy tri Than mat . .
Y , How about you? / What about you? . ’ Con anh thi sao?
Keeping going Informal
Duy tri May I ask what your role in the Trang trong ~ Cho phép t6i hoi anh
Keeping going company is? Formal gitt vi tri gi & cong ty?
ta ) . T tinh That a? Nghe tha vi
Quan. an,l Really? That sounds interesting. rng L £ ’
Showing interest Neutral day.
Quan 13 Than mat Vay anh dén véi
uan. an.l So, how did you get into fintech? ,a 1 nganh fintech thé
Showing interest Informal N
nao?
uan tam Trung tinh R y 1
Q o I see. / That makes sense. & To6i hicu. / Co ly.
Showing interest Neutral
Két thiic . Trung tinh ~ Noi chuyén v6i anh
_ It’s been great talking to you. £ ., b
Closing Neutral vul qua.
. Thoi t6i khong lam
Keét thuc I’d better let you go. I can see you’re =~ Than mat . - &
. . phién anh nira, anh
Closing busy. Informal A
dang ban.
. Xin phép anh, tdi can
Két thic Please excuse me. I must speak to my  Trang trong - p. ) p B ,
. . ) ; gdp giam doc trudc
Closing director before the next session. Formal n X
phién tiep theo.
, Day la danh thiép cua
Két thic , , . Trung tinh o7 o o TSP
. Here’s my card. Let’s keep in touch. toi. Minh gitr lién lac
Closing Neutral

nhé.

K§ thuit tra 16i — bo sung — héi lai — The answer — add — ask technique

Cau chuyé¢n chét khi mot bén chi tra 161 “Yes” hodc “No”. Dung ba budc dudi day cho
mdi luot 10i:

A conversation dies when one side only answers “Yes” or “No”. Use three steps in every turn:

1. Tra 101 cau hoi (answer): “Yes, it is.”

121

Answer the question: “Yes, it is.
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2. B6 sung mot chi tiét (add): “I came here for a training course in 2024.”
Add one detail: “I came here for a training course in 2024.”

3. Héi lai (ask): “How about you? Have you been to Da Nang before?”
Ask back: “How about you? Have you been to Da Nang before?”

VI DU/ EXAMPLE — So sanh. Cau héi: “Do you like Vietnamese food?” — Tra 10i cut:
“Yes.” (im lang, kho xtr). Tra 101 theo ba budce: “Yes, I love it. My favourite is bun cha — I
eat it every week. Have you tried it yet?”

Compare. Question: “Do you like Vietnamese food? ” — Dead-end answer: “Yes.” (awkward
silence). Three-step answer: “Yes, I love it. My favourite is bun cha — I eat it every week. Have you
tried it yet?”

HOI THOAI MAU / MODEL DIALOGUE
Bdi canh: tiéc chao ming hoi nghi ¢ Pa Ning, 6:30 p.m., 22 September 2026.

Long: This is a great view, isn’t it?

Rachel: It is! You can see the whole beach from here.

Long: I’'m Long, by the way — Hoang Duc Long, from Dong Duong Fintech in Ho Chi Minh
City.

Rachel: Nice to meet you, Long. I’'m Rachel Lim. I work for a digital bank in Singapore.
Long: Nice to meet you too, Rachel. Is this your first time in Da Nang?

Rachel: Yes, it is. I arrived this morning.

Long: How was your flight?

Rachel: Short and easy — just under three hours.

Long: Have you had a chance to try the local food yet?

Rachel: Not yet. What would you recommend?

Long: You should try mi Quang. It’s a noodle dish from this area. There’s a good place near
the hotel.

Rachel: Thanks, I’1l try it tomorrow. So, what does your company do?

Long: We build payment apps for small shops. How about you? What do you work on?
Rachel: I’'m in the partnerships team, so I meet a lot of payment companies.

Long: That sounds interesting. Oh, I can see my manager over there. I’d better go and say
hello. It’s been great talking to you.

Rachel: You too. Here’s my card.

Long: Thank you. Let’s keep in touch.

Dich: Long: Canh ¢ day dep qud nhi? — Rachel: Piing viy! Nhin duwoc ca bai bién. — Long: A, téi la
Long, Hoang Birc Long, céng ty Péng Duong Fintech ¢ TP.HCM. — Rachel: Rdt vui dwoc gap anh,
Long. Téi la Rachel Lim, lam cho mét ngan hang sé ¢ Singapore. — Long: Téi ciing rat vui dioc gap
chi. Pay la lan dau chi dén Pa Nang a? — Rachel: Ving, t6i dén sing nay. — Long: Chuyén bay thé
nao? — Rachel: Ngdn va dé chiu, chua t6i ba tiéng. — Long: Chi di cé dip thir mén an dia phwong
chua? — Rachel: Chua. Anh goi y mon gi? — Long: Chi nén thir mi Qudng, mon mi cua vung nay.
Gan khéch san cé mot qudn ngon. — Rachel: Cam on, mai téi sé thir. Thé céng ty anh lam gi? —
Long: Chung toi lam ung dung thanh toan cho cira hang nho. Con chi? Chi phu trach mang gi? —
Rachel: Téi 6 nhém doi tac nén gdp nhiéu cong ty thanh toan. — Long: Nghe thii vi day. A, téi thdy
sép t6i dang kia, t6i qua chao sép mot chiit. N6i chuyén voi chi vui lam. — Rachel: T6i ciing viy.
Danh thiép cia téi diy. — Long: Cam on chi. Minh giit lién lac nhé.
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2.5. Networking: tu gi¢i thiéu, giéi thiéu nguwoi khac va trao danh thiép —

Networking: introducing yourself and others, and exchanging business cards

MAu cAu gi6i thiéu va dap 166 — Phrases for introductions and replies

Tinh hudng Trang trong Trung tinh Than mat
Situation Formal Neutral Informal

e Allow me to introduce Hello, I'm Huong. I
Tu gidi thiéu . S
. . myself. My name is Vo work for Dong Duong Hi, I’'m Huong.
Introducing yourself .
Thanh Huong. Fintech.

Gidi thiéu nguoi May I introduce Mr Park, This is Long. /

I’d like you to meet my

khac Director of Daejin Have you met
. . colleague, Long.
Introducing someone =~ Capital? Long?
Dap 10i lan dau
B P It’s a pleasure to meet .
gap Nice to meet you. Good to meet you.

ou.
First-meeting reply y

Great to see you
again!

Gap lai ngudi quen It’s a pleasure to see you

. Nice to see you again.
Meeting again again. Y 8

N6i vé cong viéc I’m responsible for
Talking about your ~ partnerships in Southeast
Jjob Asia.

I work in the marketing

I’'m in marketing.
department.

LOI HAY GAP / COMMON MISTAKE — Néi “Nice to meet you” v&i nguoi da gap.
Meet ding cho 1n dau gip; tir 1an thr hai n6i “Nice to see you again”. Ciing luu ¥: “How do
you do?” 1a 161 chao trang trong, it dung, va ngudi nghe dép lai ding cau “How do you do?”,
khong tra 161 “I’m fine, thank you.”

Saying “Nice to meet you’ to someone you already know. Meet is for the first meeting, from the
second time say “Nice to see you again’. Also note: “How do you do?” is a formal, rare greeting,
and the reply is the same words, “How do you do?”, not “I’m fine, thank you.”

HOI THOAI MAU / MODEL DIALOGUE
Boi canh: van phong Dong Duong Fintech, TP.HCM, 9:00 a.m., 5 October 2026.

Long: Ms Huong, may I introduce Mr Park Ji-ho, Director of Daejin Capital in Seoul?

Mr Park, this is Ms Vo Thanh Huong, our Head of Partnerships.

Huong: It’s a pleasure to meet you, Mr Park. Welcome to Ho Chi Minh City.

Park: Thank you, Ms Vo. It’s a pleasure to meet you too.

Huong: Actually, Vo is my family name. In Vietnam we use the given name, so please call
me Huong.

Park: Oh, I see. Thank you, Ms Huong. In Korea it’s the opposite — Park is my family name,
so Mr Park is fine.

Huong: Of course, Mr Park. Could I have your card?

Park: Here you are.

Huong: Thank you. And here is mine. Did you have a good trip from Seoul?
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Chuyén bay chi nam tiéng.

Park: Yes, very smooth. The flight was only five hours.

Dich: Long: Chj Hwong, cho em gidi thiéu éng Park Ji-ho, Gidam doc Daejin Capital & Seoul. Ong
Park, ddy la ba Vé Thanh Huong, Trieong phong Déi tdc ciia chiing t6i. — Hirong: Rat han hanh
dwge gdp ong, ong Park. Chao mirng éng dén TP.HCM. — Park: Cam on ba Vo. Téi ciing rit hdn
hanh. — Huong: Vo la ho cia toi. O Viét Nam chung toi goi theo tén, nén ong cir goi toi la Huong. —
Park: A, téi hiéu roi. Cam on ba Hiong. O Han Quoc thi ngwoc lai, Park la ho ciia t6i, goi ong Park
la dwgc. — Hwong: Véng, thua ong Park. Cho t6i xin danh thiép ciia 6ng? — Park: Pdy a. — Huwong:
Cam on 6ng, con ddy la ciia t6i. Chuyén di tir Seoul ciia dng suén sé chir? — Park: Ving, rdt sudn sé.

Danh thiép tiéng Anh — Business cards in English

Danh thiép tiéng Anh c6 ndm phan: ho tén (kém danh xung néu tén khé doan gidi tinh),
chuc danh, tén cong ty déy du, dia chi, cach lién lac. Nguoi Viét nén viét hoa toan bd ho
hodc thém (Mr)/(Ms) dé ngudi nudc ngoai biét dau 1a ho, dau 1a tén va goi cho ding.

An English business card has five parts: full name (with a title if the gender is not obvious), job
title, full company name, address and contact details. Vietnamese people should write the family
name in capitals or add (Mr)/(Ms) so that foreigners can tell the family name from the given

name and address them correctly.

NGUYEN Thu Trang (Ms)
Product Executive

Mobile: +84 90 123 4567

Email: trang.nguyen@dongduongfintech.vn

Australia, UK, US

DANH THIEP MAU / MODEL BUSINESS CARD
DONG DUONG FINTECH JOINT STOCK COMPANY

Floor 12, 45 Le Loi Street, Saigon Ward, Ho Chi Minh City, Vietnam

Dich: Céng ty C6 phan Péng Dwong Fintech. Nguyén Thu Trang (nit), Chuyén vién san pham. Tang
12, 45 dwong Lé Loi, phuwong Sai Gon, TP.HCM, Viét Nam. Di dong: +84 90 123 4567. Email nhw
trén. Ho NGUYEN viét hoa, tén Trang viét thieong, déi tac sé goi la Ms Trang hodc Ms Nguyen.

Viéc can lam Nhat Ban, Han Quoc
Action Japan, Korea

Uc, Anh, My

Hai tay, chit quay vé phia

Pua danh thiép nguoi nhén, hoi cui
Giving Both hands, text facing the
receiver, slight bow

" Hai , ky tén va chu
Nhan danh ai tay, doc k¥ tén va chirc
thié St

p. . Both hands, read the name and
Receiving

title

Cau néi kém
What to say

Here is my card.

Mot tay, dua khi Kkét
thac cau chuyén

One hand, at the end of
the chat

Mot tay, lie qua roi
cét
One hand, glance and put

Thank you.
Purchasing Manager

, — that’s interesting.
it away
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Viéc cin 1am Nhit Ban, Han Quéc Uc, Anh, My Cau noi kém

Action Japan, Korea Australia, UK, US What to say

Dé trén ban trong cudc hop,
sau d6 cit vao hop danh thiép  Cét vao vi hoic tai

Cét danh thiép , ) e

Keeping it Leav.e it on the tab.le. during the  Put it in a wallet or —
meeting, then put it in a card pocket
holder
Viét 1én danh thiép, nhét thi

Diéu cAm quén, gap it quy dinh

Do not Write on it, put it in a back Few rules o

pocket, fold it

TIN NHAN MAU / MODEL MESSAGE
Bdi canh: tin nhian Long giri Rachel sang hém sau budi tiéc (than mat, qua Gmg dung nhin
tin).

Hi Rachel, it’s Long from Dong Duong Fintech. Great to meet you last night!

I found the mi Quang place for you — it’s on Tran Phu Street, two minutes from the hotel.
Are you free for a coffee before the afternoon session? I’d love to hear more about your
partnerships work.

Long

Dich: Chao Rachel, minh la Long, Péng Duwong Fintech. Téi qua gdp ban vui qud! Minh dé tim dwoc
quan mi Quang cho ban: quan ¢ dwong Tran Phu, cach khach san hai phut di bo. Ban co ranh uong
ca phé truoc phién chiéu khong? Minh muon nghe thém vé cong viéc doi tac cua ban. Long.

2.6. Cach xung hd Mr, Ms, Dr va cach goi tén ngudi Viét trong tiéng Anh —
Using Mr, Ms and Dr, and addressing Vietnamese names in English

Quy tic gbc cua tiéng Anh: danh xung + ho (Mr Brown, Ms Grant, Dr Schmidt) hoic
tén riéng khong kém danh xwng (David, Olivia) khi da than. Khong ghép danh xung
voi tén riéng cua ngudi phuong Tay.

The basic English rule: title + family name (Mr Brown, Ms Grant, Dr Schmidt), or the first
name without a title (David, Olivia) once you know each other well. Never put a title before a
Western person’s first name.

Phién 4m | Dung cho Vidu

IPA Used for Example

nam gidi, moi tinh trang hoén nhan

Mr /'mista/ .
men, any marital status

Dear Mr Brown,
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Phién 4m | Dung cho Vidu

IPA Used for Example

nit gidi, khong noi tinh trang hon nhan

— mac dinh trong cong viéc

Ms /miz/ Dear Ms Grant,

women, marital status not shown — the
business default

Dear Mrs Taylor, (khi ba ky thu
la Mrs Taylor)
Dear Mrs Taylor, (when she signs

phu nit d3 két hén va mudn duoc goi
Mrs /'misiz/ nhu vay

married women who prefer it as Mrs Taylor)
Miss Lee (hoc sinh, thyuc tap
sinh tr¢)

Miss Lee (a student or young

thiéu nir chua chong; it dung trong
Miss /mis/ cong viéc
young unmarried women, rare at work intern)
nguoi co bang tién si hodc bac si
holders of a doctorate, medical doctors

Dr /" dokta/ Dear Dr Schmidt,

PHAI THUQC / MEMORISE — Tiéng Anh — Anh viét Mr, Ms, Mrs, Dr khong c¢é diu
chiam; tiéng Anh — M¥ viét Mr., Ms., Dr. Chon mét kiéu va gitr théng nhét. Khoéng biét gidi
tinh ngudi nhan: viét da ho tén, bo danh xung (“Dear Alex Morgan,”). Khong biét tén: “Dear
Sir or Madam,”.

British English writes Mr, Ms, Mrs, Dr without a full stop, American English writes Mr., Ms., Dr.
Choose one style and keep it. If you don’t know the person’s gender, write the full name without a title
(“Dear Alex Morgan,”). If you don’t know the name: “Dear Sir or Madam, .

Thir tw ho tén & mot so nwé'c — Name order in different countries

Cach goi trong cong
viée

Business form

Nuéc Tén day di Ho

Country Full name Family name

Ms Mai (theo tén, quen

V.1ct Nam Nguyen Thi Mai Nguyen {dung dau)  dung q Viét Nam)
Vietnam Nguyen (first) Ms Mai (by given name, the
usual form in Vietnam)

Sato Yuki (kiéu Nhat) /
Nhat Ban Y},lkl Sato (ki€u phuong

Tay) Sato Ms Sato, Sato-san
Japan )

Sato Yuki (Japanese order) /

Yuki Sato (Western order)
Han Qudc . Park (dtmng dau)

k Ji-h Mr Park

Korea Park Ji-ho Park (first) rrar
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Cach goi trong cong
viéc
Business form

Nuéc Tén day di Ho

Country Full name Family name

Trung Quéc . Wang (ding df?lu)
China Wang Lei Wang (first) Mr Wang

. . , £, Dr Schmidt (gitt hoc vi)
b . hmidt T

e Dr Anna Schmidt Sc m,ld (dimg cudi) Dr Schmidt (keep the
Germany Schmidt (last) ..

academic title)

Uc, Anh, My Gt (s ) Ic\tds R '?}Ma o
Australia, UK, Olivia Grant g uoe mot got en
Us Grant (last) Ms Grant — Olivia when

invited

Tén ngudi Viét 1a trudng hop dic biét. Khoang 4 trong 10 nguoi Viét mang ho Nguyén,
nén ngudi Viét goi nhau theo tén riéng ké ca trong moi trudng trang trong (“ong Minh”,
“chi Mai”). Trong email tiéng Anh giita nguoi Viét voi nhau, “Dear Mr Minh”, “Dear Ms
Mai” dugc dung phd bién. Ngudi nudc ngoai theo quy tic gdc s& hiéu Minh 13 ho, hoic
s& goi ban 14 “Mr Nguyen”. Hai cach déu chip nhan dugc; quan trong 1 ban néi rd minh
mudn duoc goi thé nao.

Viethamese names are a special case. About 4 in 10 Vietnamese people have the family name
Nguyen, so Vietnamese people address each other by given name, even in formal settings (“ong
Minh”, “chi Mai”). In English emails between Vietnamese people, “Dear Mr Minh” and “Dear
Ms Mai” are common. A foreigner following the basic rule will think Minh is a family name, or

will call you “Mr Nguyen”. Both forms are acceptable; what matters is that you say clearly how
you want to be addressed.

LOI HAY GAP / COMMON MISTAKE — Ap kiéu goi tén ctia ngudi Viét cho ngudi
phuong Tay: viét “Dear Mr David” cho 6ng David Brown, “Dear Ms Olivia” cho ba Olivia
Grant — “Dear Mr Brown”, “Dear Ms Grant” (trang trong) hodc “Dear David”, “Dear
Olivia” (khi da than). V&1 nguoi phuong Tay, danh xung + tén riéng nghe nhu cach goi cua
tré con hay ngudi gitp viéc.

Applying the Vietnamese naming habit to Westerners: writing “Dear Mr David” to Mr David Brown
or “Dear Ms Olivia” to Ms Olivia Grant — “Dear Mr Brown”, “Dear Ms Grant” (formal) or
“Dear David”, “Dear Olivia” (once you know each other). To Western ears, a title + first name
sounds like the way children or domestic staff speak.

Vi DU/ EXAMPLE — Ba céch gitip ddi tic goi dang tén ban: (1) ky email “Nguyen Thi
Mai (Ms)” va thém cau “Please call me Mai.”; (2) trén danh thiép viét hoa ho: “NGUYEN
Thi Mai”; (3) khi gap, hoi lai ho: “How should I address you?” hoac “What should I call
you?”.

Three ways to help partners use your name correctly: (1) sign your email “Nguyen Thi Mai (Ms)”
and add “Please call me Mai.”’; (2) write your family name in capitals on your card: “NGUYEN Thi
Mai”; (3) when you meet, ask them: “How should I address you?” or “What should I call you? .

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 65



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

LOI HAY GAP / COMMON MISTAKE — K¥ tén bing tén déo kiéu phwong T4y & chd
nay, giit kiéu Viét & chd khac: danh thiép ghi “Nguyen Thi Mai”, chit ky email ghi “Mai
Nguyen”, hd so truc tuyén ghi “Mai Thi Nguyen”. Déi tac s& tudng 13 ba ngudi. Chon mét
cach viét va dung thng nhét trén moi gidy to.

Using Western order in one place and Vietnamese order in another: the card says “Nguyen Thi Mai”,
the email signature says “Mai Nguyen” and the online profile says “Mai Thi Nguyen”. Partners may
think these are three people. Choose one form and use it everywhere.

2.7. Khac biét vin héa va phong cach giao tiép trwc tiép — gian tiép — Cultural

differences and direct versus indirect communication

Nha nhan hoc Edward T. Hall chia van hoa thanh ngir canh thip (low-context: y nim
trong 101 no6i, néi thang, vi du Ptrc, Ha Lan, Uc, M) va ngir canh cao (high-context: ¥
nam trong nglt canh, quan h¢, giong di€u, vi du Viét Nam, Nhat Ban, Han Quéc, Trung
Quéc). Pay 1a xu huéng chung; mdi ngudi, mdi cong ty van co cach riéng.

The anthropologist Edward T. Hall divided cultures into low-context (the meaning is in the
words; people speak plainly, e.g. Germany, the Netherlands, Australia, the US) and high-
context (the meaning is in the context, the relationship and the tone, e.g. Vietnam, Japan, Korea,
China). These are general tendencies; individuals and companies still differ.

Tiéu chi Phong cich truc tiép Phong cach gian tiép

Criterion Direct style Indirect style

Noéi “khong” No, we can’t accept that price. That might be a little difficult for us.
Saying “no” Khong, chung toi khéng nhdn gia do. Viéc do co lé hoi kho voi chung toi.

The report is good. Maybe we could

Gopy Your report has three mistakes. check a few figures again.
Giving feedback Bdo cdo ciia anh ¢6 ba I6i. Bdo céo tot. C6 1é minh xem lai vai s6
liéu.

binh thuong, thé hién suy nghi hodc

Im lang kho chiu, can lép déy n A,
Silence uncomfortable, should be filled khong dong y

normal; shows thinking or disagreement

A s A x4y quan hé trude (bwra an, tra), ban
Quan h¢ va cong yq : ( , tra),

o ban viéc trudc, quan hé dén sau viéc sau
viéc . . . . . R .
) . business first, relationship later relationship first (meals, tea), business
Relationship vs task
later
Gat dau, “yes” thuong la dong y c6 theé chi la “to6i dang nghe”
Nodding, “yes” usually means agreement may only mean “I’'m listening”

LOI HAY GAP / COMMON MISTAKE — Dich nguyén cau “Dé em xem d4” thanh “Let
me see” hoic “I’ll think about it” khi trong long da mudn tir chdi. Ddi tac Puc, Uc hiéu 1a
ban dang can nhic va s& chd cu tra 1i. V6i ddi tac theo phong cach tryc tiép, noi rd kém ly
do: “I’m afraid we can’t do that, because our budget for this year is already fixed.”

Translating “Pé em xem da” as “Let me see” or “I'll think about it” when you already want to say
no. German or Australian partners take it as real consideration and wait for an answer. With direct-
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style partners, say no clearly and give a reason: “I’m afraid we can’t do that, because our budget for
this year is already fixed.”

Ngon ngir giam nhe: no6i thaing ma van lich sw — Softening language: clear but polite

Céu thang Cau giam nhe Ky thuat

Direct Softened Technique

seem + a little

Your price is too high.  Your price seems a little high for us. ,
seem + a little

) I see your point, but I’'m not sure I ghi nhén trudc, rdi but
I disagree. :
agree. acknowledge, then but
. o hu dinh ¢ 1 ’t think
You’re wrong. I don’t think that’s quite right. phu d,m 0 I.don’t thi L
negative moved to I don’t think
Could you send me the report when au hoi vai coul
Send me the report. y p cau 01, vot ?ou d
you have a moment? a question with could
. . I’'m afraid + 1y éu c6
No. I’m afraid that won’t be possible. ,m a rgld y do ne}l‘ €0 _
I'm afraid + a reason if possible
. . . t + tinh tir tich
The plan is bad. The plan isn’t very practical. not very + ti ) .tu.’ tlc. C?C
not very + positive adjective
. . . ) igh i
We need more time. We might need a bit more time. m.1g La l?lt
might, a bit

PHAI THUQC / MEMORISE — Nim c6ng cu giam nhe: I’m afraid... - could / would /
might - a little / a bit - not very + tinh tir tich cuc (not very clear thay cho unclear) - ’m
not sure... /I don’t think....

Five softening tools: I’'m afraid... - could / would / might - a little / a bit - not very + positive
adjective (not very clear instead of unclear) - I’'m not sure... /I don’t think....

Phép xa giao kinh doanh & mot so nwéc doi tAc — Business etiquette in some partner
countries

Nhit Ban, Han . ,
y Puc Uc

Germany Australia

Khia canh Viét Nam
Aspect Vietnam

Quoc
Japan, Korea

cti chao (Nhat); cui

bét tay, hoi gat , bét tay chéc,

‘ LAY HOLBAL e + bt tay (Han) Y Sac . N
Chao dau bow (Japan), slight nhin vao mat bat tay, nu cuoi
Greeting handshake, slight bzx +ah];c,l11;; hizjcge firm handshake, handshake, smile

nod eye contact

(Korea)
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Nhit Ban, Han ,
% Pirc Uc
Quoc

Germany Australia
Japan, Korea

Khia canh Viét Nam

Aspect Vietnam

. ho + -san (Nhat); ho :
tén riéng + T (Nh¢ ?’ " Herr/Frau+ho, chuyén sang tén
R A . + chtrc danh (Han) o . o i
Xung ho anh/chi/ong/ba gitr hoc vi Dr riéng ngay tur dau
. surname + -san .
Address given name + Herr/Frau + first names from
(Japan), surname +

kinship t
inship term Jjob title (Korea)

surname, keep Dr  the start

linh hoat hon , N S
. dung gio, dén sém , e A , LA
, . trong quan hé , dung gio tuyét dung gid, khong
Dung gio 5-10 phut Z. ‘
. quen , , doi khat khe
Punctuality ) ) on time, 5—10 minutes ) ) .
more flexible with ; strictly on time on time, relaxed
: ear
familiar partners 4
kha tryc tiép, hay
Noi “khong”  gian tiep gian tiep truc tiép keém céu dua
Saying “no” indirect indirect direct fairly direct, often
with humour
dai, hoi ca chuyén lich su, ngén, chu dé ngén, vao viéc thoai mai: thé
ia dinh tod nhanh th 61 tud
Small talk gla di . an .oan . an . a0, cuol tuan
long, may include polite, short, safe short, quick to relaxed: sport,
family topics business weekends
g6i dep, trao bang
ho bién dip Tét,  hai tay; tranh bo 4 . .. .. .  khongDbitbudc
. s 4 N ' qua nho, gia tri ot ony
Qua tang le moén vira bhai trong cong vi¢c
Gifis common at Tet and  nicely wrapped, given p not expected in

Il modest gift. .
holidays with both hands; avoid small, modest gifis business

sets of four

VI DU/ EXAMPLE — Meo nhd con sé 4 kiéng ky: trong tiéng Nhat va tiéng Han, sb 4 doc
gan giéng chir “chét” (Han Viét: tr — tir). Khong ting 4 chiéc cdc, 4 hop tra cho doi tac Nhat,
Han; chon bd 3 hoac 5.

A tip for remembering the unlucky number 4: in Japanese and Korean, “‘four” sounds like the word
for “death” (Sino-Vietnamese tir — tit). Do not give four cups or four boxes of tea to Japanese or
Korean partners, choose a set of three or five.

Bai doc: Coffee before business — Reading: Coffee before business

BAI PQC / READING TEXT
Coffee before business

In October 2025, Nguyen Thu Trang, a product executive at Dong Duong Fintech in Ho Chi
Minh City, flew to Singapore for a three-day fintech conference. It was her first business trip
abroad, and her manager gave her one simple task: meet at least ten new people and bring
back their contacts.
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On the first morning, Trang felt nervous. She stood near the coffee table and waited. Then a
tall man next to her smiled and said, “The coffee here is much better than at most
conferences, isn’t it?” Trang laughed and agreed. His name was Ben Walsh, and he worked
for a payment company in Melbourne. They talked about the weather, the long queue at
registration and Ben’s first visit to Vietnam five years earlier. After ten minutes, Ben asked
what her company did, and they exchanged business cards.

In the afternoon, Trang met Mr Kenji Mori from a bank in Osaka. This conversation was
different. Mr Mori gave her his card with both hands and bowed slightly. Trang took it with
both hands, read it carefully and put it in her card holder, not in her pocket. When she asked
whether his bank was interested in QR payments in Vietnam, he said, “That is an interesting
idea. We will need to study it.” Later, a Japanese colleague of Ben’s explained that this
answer did not mean yes. It probably meant “not now”.

On the last day, a German investor, Dr Katrin Vogel, told Trang directly that her presentation
slides had too much text. Trang was surprised at first, but Dr Vogel then gave her three useful
tips and invited her to send a new version.

Back in Ho Chi Minh City, Trang sent a short follow-up email to every new contact within
two days. She had collected fourteen business cards. She had also learnt that people from
different cultures say “no”, give advice and build trust in different ways.

Dich: Ca phé truéc chuyén lam an. Thang 10/2025, Nguyén Thu Trang, chuyén vién san pham ciia
Dong Duong Fintech o TP.HCM, bay sang Singapore dw mot hgi nghi cong nghé tai chinh kéo dai ba
ngay. D6 la chuyén cong tac mede ngodi dau tién ciia cé, va qudn Iy giao cho ¢ mot nhiém vu don
gian: gap it nhdt mwoi ngueoi méi va mang vé thong tin lién lac ciia ho. Sang dau tién, Trang thdy hoi
hép. C6 dimg gan ban ca phé va cho. Roi mét nguoi dan ong cao bén canh mim cwoi: “Ca phé ¢ day
ngon hon han phan I6n cdc hgi nghi, nhi?” Trang bt cuwoi va dong y. Anh tén la Ben Walsh, lam cho
mot cong ty thanh todn & Melbourne. Ho néi chuyén vé thoi tiét, hang ngiweoi dai & qudy dang ky va
lan dau Ben dén Viét Nam ndm nam truedc. Sau muwoi phiit, Ben hoi cong ty cé lam gi, va ho trao doi
danh thiép. Buéi chiéu, Trang gap 6ng Kenji Mori ciia mot ngdn hang & Osaka. Cudc tro chuyén nay
khdac han. Ong Mori dwa danh thiép bang hai tay va hoi ciii chao. Trang nhdn bang hai tay, doc ky roi
cat vao hdp dung danh thiép, khéng bé vao tiii. Khi ¢6 héi ngdn hang ciia 6ng cé quan tam dén thanh
todn QR o Viét Nam khong, ong noi: “Do la mot y tu’dng thii vi. Chiing t6i sé can nghién cieu.” Sau
as, mot dong nghiép ngwoi Nhdt cia Ben gidi thich rang cdu tra loi nay khong co nghia la dongy
nhiéu kha nang né c6 nghia la * chu"a phai liic nay”. Ngay cudi, mét nha dau t nguoi Pire, tién si
Katrin Vogel, néi thang véi Trang rang slide thuyét trinh ciia ¢é qud nhiéu chiv. Lic dau Trang bat
ngo, nhung sau dé ba Vogel cho c6 ba 16i khuyén hitu ich va moi c¢é giri ban méi. Vé TP.HCM, Trang
giki email ngdn lién hé tiép cho tirng nguoi méi quen trong vong hai ngay. Cé thu dwoc muwdi bon
danh thiép. Cé ciing hoc dwoc rang nguoi ¢ cdc nén van héa khac nhau néi “khéng”, gop y va xdy
dung long tin theo nhitng cach khac nhau.

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

1. Trang sang Singapore dé 1am gi, va quan 1y giao nhiém vu gi? — Pap an: Dy hoi
nghi cong nghé tai chinh ba ngay; gip it nhat mudi nguoi moi va mang vé thong tin
lién lac.
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Why did Trang go to Singapore, and what task did her manager give her? — Answer: To
attend a three-day fintech conference; to meet at least ten new people and bring back their
contacts.

2. Ben bét chuyén bang cach nao? — Pdp an: Biang mot nhan xét vé ca phé kém cau hoi
duoi “..., isn’t it?”.

How did Ben start the conversation? — Answer: With a comment about the coffee and a tag
question, “..., isn’tit?”.

3. Trang lam gi véi danh thiép ctia ong Mori? Vi sao? — Pap an: Nhan bang hai tay,
doc k¥, cat vao hop danh thiép; d6 1a phép lich sy khi nhan danh thiép cta nguoi
Nhat.

What did Trang do with Mr Mori’s card? Why? — Answer: She took it with both hands,
read it carefully and put it in her card holder; this is the polite way to receive a Japanese
partner’s card.

4. Cau “We will need to study it.” ciia 6ng Mori nhiéu kha ning c6 nghia gi? — Pap
an: “Chua phai lic nay” — mot 1o tir chdi gian tiép, khong phai dong y.

What did Mr Mori’s answer “We will need to study it.” probably mean? — Answer: “Not
now” — an indirect refusal, not a yes.

5. Phong céch ciia tién si Vogel khac ong Mori thé nao? — Pdp an: Ba n6i thang diém
yéu (slide qua nhiéu chir) roi gbp ¥ cu thé; dng Mori ndi gian tiép.
How was Dr Vogel’s style different from Mr Mori’s? — Answer: She stated the problem
directly (too much text on the slides) and gave specific tips;, Mr Mori was indirect.

6. Trang 1am gi sau khi vé va thu duoc bao nhiéu danh thiép? — Pdp an: Guri email lién
hé tiép cho tirg ngudi trong vong hai ngay; thu duoc 14 danh thiép.
What did Trang do after she returned, and how many cards had she collected? — Answer:
She sent a follow-up email to each contact within two days, she had collected 14 cards.

EMAIL MAU / MODEL EMAIL
Subject: Thank you for your visit

Dear Mr Park,

Thank you for visiting our office on 5 October. My colleagues and I really enjoyed the
dinner and our conversation about the Korean and Vietnamese payment markets.

As promised, I have attached our company profile and the figures for QR payments in 2025.

I was wondering if your team would like to continue the discussion online later this month.
Could you let me know which dates are convenient for you?

I hope you had a pleasant flight back to Seoul.
Best regards,
Vo Thanh Huong (Ms)

Head of Partnerships
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Dong Duong Fintech JSC

Dich: Tiéu dé: Cam on chuyén tham ciia éng. Kinh giri dng Park, cam on éng da dén tham van phong
chung toi ngdy 5/10. Téi va cdac dong nghiép rdt thich bita t6i va cudc tro chuyén vé thi truong thanh
todn Han Quoc va Viét Nam. Nhwe di hira, toi gu"z kém hé so nang liec cong ty vd s6 lleu thanh toan
OR nam 2025. Khong biét nhém cia ong co muon tlep tuc trao doi truc tuyen vao cuoz thang nay
khong. Ong vui long cho biét nhitng ngdy thudn tién. Mong éng da c¢é chuyén bay vé Seoul dé chiu.
Tran trong, V6 Thanh Huwong, Truéng phong Poi tac, Cong ty C6 phan Béng Dwong Fintech.

LOI HAY GAP / COMMON MISTAKE — Gat dau va néi “Yes, yes” trong luc nghe dé to
ra lich su. Nguoi nghe phuong T4y hiéu 13 ban ddng . Khi chi mubn bao rang minh dang
nghe, dung “I see”, “Right”, “OK, I understand”; khi chua dong ¥, néi rd: “I understand,
but I need to check with my manager.”

Nodding and saying ““Yes, yes” while listening, to be polite. A Western listener takes it as agreement.
When you only want to show you are listening, use “I see”, “Right”, “OK, I understand’’; when you
don’t agree yet, say so: “I understand, but I need to check with my manager.”

2.8. Phat am: trong Am, dudi -s va ngir di€u cau héi — Pronunciation: word stress,

the -s ending and question intonation

Trong am cuia tir trong chwong — Word stress in this chapter

Tir Phién Am Nhip L&i hay gip
Word IPA Pattern Common error

nhan am sau “co-LICH”

colleague /"koli:g/ Oo
g Y stress on the second syllable
. . nhén 4m du “RI-lay-san-sip”
relationshi /r1'letfnfip/ 0000
p Jnfip stress on the first syllable
. , nhén 4m dau
introduce / mtra'dzu:s/ 000
stress on the first syllable
. : . doc “in-tro-déc-san” déu nhau
introduction / mtra'dakfon/ 0000 ;
all syllables equal
. D nhén 4m cubi “két”
communicate /ka 'mju:nikert/ 0000 i
stress on the last syllable
. . it trong &m clla communicate
communication /ka mju:nr kerfon/ 00000 & ong

keeping the stress of communicate

doc theo tiéng Phap “é-ti-két” nhin
etiquette /" etiket/ Ooo cubi
French-style final stress

doc “hi-é-ra-chi”

hierarchy /"harera:ki/ Oo00 o
reading it as spelt

nhan am gitta “con-PHE-ran”

conference /'konfarans/ 0Ooo
stress on the middle syllable
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Tir Phién Am Nhip L&i hay gip
Word 1IPA Pattern Common error

nhan 4m dau

misunderstanding / misanda’steendin/ 00000
&/ 0 stress on the first syllable
. nhén 4m du “JA-pa-nis”
Japanese /. dzepa'ni:z/ 000 p
stress on the first syllable
. . o 0 & 61 /z/ thanh “mi”
Vietnamese / vi:atna 'mi:z/ 0000 (O B ol 2/l Sl

dropping the final /z/

VI DU/ EXAMPLE — Quy tic nhanh: tir tin ciing bang -tion, -sion nhan 4m ngay truéc
dudi (introDUCtion, communiCAtion); tir chi qudc tich tin cung bang -ese nhan vao chinh -
ese (JapaNESE, VietnaMESE, ChiNESE).

Quick rules: words ending in -tion, -sion are stressed on the syllable just before the ending

(introDUCtion, communiCAtion), nationality words ending in -ese are stressed on -ese itself
(JapaNESE, VietnaMESE, ChiNESE).

Ba cach doc dubi -s / -es — Three pronunciations of the -s / -es ending

Am cuoi cua tir goc Poc dudi | Vi du trong chwong
Final sound of the base word Ending Examples

am vo thanh /p/, /t/, /k/, /11, 18/

voiceless Jp/, /1, /kl. ] 6 /s/ contacts /'konteekts/, clients /'klaronts/, chats /tfzts/
am hiru thanh va nguyén am I/ colleagues /'koli:gz/, cards /ka:dz/, hobbies / hpbiz/,
voiced sounds and vowels bows /bavz/

Isi, /21, 1§, KfT, 1ds) . businesses /'biznisiz/, exchanges /1ks tfemnd3iz/,

introduces /, mtra’d3u:siz/

LOI HAY GAP / COMMON MISTAKE — Nubt am cudi, nhat 1a /t/, /k/, /s/, /z/: “contact”

1Y

doc thanh “con-tac”, “clients” thanh “clai-an”, “cards” thanh “ca”. Nguoi nghe khong phan
biét duoc s6 it, s6 nhidu va co thé khong hiéu tir. Luyén bang cach doc cham cum “my
contacts” /mar 'kontakts/, bat 1o /k/, /t/, /s/ & cudi.

Dropping final sounds, especially /t/, /k/, /s/ and /z/: “contact” becomes “con-tac”, “clients” becomes

“clai-en”, “cards” becomes “ca’. Listeners cannot tell singular from plural and may not recognise

the word. Practise by saying “my contacts” /mar "kvnteekts/ slowly, with a clear /k/, /t/ and /s/ at the
end.

Ngir diéu cau héi — Question intonation

Kiéu cau hoi Ngir di¢u Vi du
Question type Intonation Example

1én giong & cuoi (7]
rising o

Yes/No Is this your first visit? &J
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Kiéu cau héi Ngir diéu Vi du
Question type Intonation Example

xuong giong & cudi (%)

falling & Where are you staying? &J
Jfalling

Wh-
Cau hoi dudi moi dong
tinh

Tag inviting agreement

xubng giong & dudi &J

It’s a lovely day, isn’t it? &J
falling on the tag g vy

Cau hoi dudi hoi that lén giong & dudi (7] The meeting starts at ten, doesn’t it?
Tag asking for information rising on the tag (7} (7]

1én & lya chon dau, xuong &

Cau.h01 I C hon lya chon CITOI _ Would you like tea &J or coffee? &J
Choice question rise on the first option, fall on
the last

PHAI THUQC / MEMORISE — Hoi Yes/No: 1én giong. Hoi Wh-: xudng giong. Cau hoi
dudi: xudng khi chic chan, chi moi dong tinh (small talk); 1én khi khong chic, can nguoi
nghe xac nhan.

Yes/No questions. rise. Wh- questions: fall. Tag questions: fall when you are sure and just invite
agreement (small talk), rise when you are not sure and need confirmation.

2.9. Bai tap van dung ¢ 10i giai — Applied exercises with solutions

Bai 1. Email lién hé tiép sau hdi nghi — Exercise 1. A follow-up email after a conference

Tran Thu Ha 1a chuyén vién phat trién kinh doanh cta Cong ty C6 phan Sao Mai Pay
(TP.HCM, vi di¢n tr). Ngay 15/10/2026, tai mot hdi nghi cong nghé tai chinh &
Singapore, Ha no6i chuyén 10 phit v6i 6ng Daniel Koh, Truéng phong Déi tac cua
Harbourline Payments Pte Ltd (Singapore). Hai nguoi phat hién cung thich chay bg; ong
Koh néi cong ty ong dang tim ddi tac vi dién tir & Viét Nam dé khach du lich Singapore
thanh toan bang ma QR. Ngay 17/10/2026, Ha viét email cho 6ng Koh (90—130 tir): nhac
lai cudc gip, cam on, dé xudt mot cudc goi video 30 phut trong tudn bat dau tir ngay
26/10/2026 va hoi lich 6ng mot cach lich su.

Tran Thu Ha is a business development executive at Sao Mai Pay JSC (Ho Chi Minh City, e-
wallet). On 15 October 2026, at a fintech conference in Singapore, Ha talked for ten minutes
with Mr Daniel Koh, Head of Partnerships at Harbourline Payments Pte Ltd (Singapore). They
found out that they both enjoy running;, Mr Koh said his company was looking for an e-wallet
partner in Vietnam so that Singaporean tourists could pay by OR code. On 17 October 2026, Ha
writes an email to Mr Koh (90—130 words): remind him of the meeting, thank him, propose a 30-
minute video call in the week starting 26 October 2026 and ask politely about his schedule.

1. Dong tiéu dé néu bdi canh dé ong Koh nhan ra ngay: tén hoi nghi (ndi chung), chi dé
hop téc.

Subject: Great to meet you in Singapore — QR payments for Singaporean tourists
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. Lo1 chao: danh xung + ho. Daniel 1a tén, Koh 1a ho nén viét Dear Mr Koh. Khong viét
Dear Mr Daniel.
Dear Mr Koh,

. Cau md: nhic lai cudc gip bang mot chi tiét riéng (chay bo) dé tao thién cam. Khong
mo bang “I am writing to”.

It was a pleasure to meet you at the fintech conference on 15 October. I enjoyed our chat
about running.

. Ly do viét: nhic lai nhu ciu 6ng Koh da néu va gidi thiéu ngan Sao Mai Pay (con s6
tu dat).

You mentioned that Harbourline is looking for an e-wallet partner in Vietnam. Sao Mai Pay
has 2.4 million users and accepts QR payments at over 60,000 shops.

. Pé xuét + cau hoi gian tiép lich su: I was wondering if... (khong ddo trg dong tur,
khong dau hoi).

I was wondering if you would have time for a 30-minute video call in the week starting 26
October.

. Két thu: 161 moi phan hoi va 1o chao cudi, chir ky du ho tén, chuc danh, cong ty, sb
dién thoai.

Please let me know which day suits you best. I look forward to hearing from you. Best
regards, Tran Thu Ha

. Bai mau hoan chinh (khoang 120 tir). Dich: Kinh gui 6ng Koh, rat vui dugc gip ong
tai hoi nghi cong nghé tai chinh ngay 15/10, tdi thich cudc trd chuyén vé chay bo cta
chung ta. Ong c6 nhac Harbourline dang tim dbi tac vi dién tir & Viét Nam. Sao Mai
Pay c6 2,4 tri€u nguoi dung va nhéan thanh todn QR tai hon 60.000 ctra hang; ching
t6i nghi co6 thé giup khach du lich Singapore thanh toan dé dang. Khong biét ong co
thoi gian cho mot cude goi video 30 phit trong tuan bat dau tir 26/10 khong. T6i co
thé guri trude ban gidi thiéu ngan. Mong 6ng cho biét ngay thuan tién.

Subject: Great to meet you in Singapore — QR payments for Singaporean tourists / Dear Mr
Koh, / It was a pleasure to meet you at the fintech conference on 15 October. I enjoyed our
chat about running. / You mentioned that Harbourline is looking for an e-wallet partner in
Vietnam. Sao Mai Pay has 2.4 million users and accepts QR payments at over 60,000 shops,
so we think we could help Singaporean tourists pay easily. / I was wondering if you would
have time for a 30-minute video call in the week starting 26 October. I can send you a short
introduction to our services before the call. / Please let me know which day suits you best. I

look forward to hearing from you. / Best regards, / Tran Thu Ha / Business Development
Executive, Sao Mai Pay JSC/+84 90 812 3456

Bai 2. Pén khach Nhat va néi chuyén xa giao — Exercise 2. Welcoming a Japanese

visitor with small talk

Pham Quéc Bao, truong nhom ban hang ctia Coéng ty TNHH Phuong Nam Logistics
(TP.HCM), don ba Sato Yuki, quan ly mua hang cua Kitahama Trading (Osaka), tai sanh
cong ty lic 9 gio 50 sang ngay 10/11/2026. Cudc hop bat dau luc 10 gio. Ba Sato bay
dém tir Osaka, ddy 13 1an thtr hai ba dén Viét Nam (Ian dau nam 2023 & Ha Noi). Viét
doan hoi thoai 1014 lugt 101: chao va ty gidi thi€u, trao danh thiép, n6i chuyén xa giao
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bang it nhat ba kiéu ciu hoi (Yes/No, Wh-, cau hoi duéi), tranh chu dé riéng tu, rdi
chuyén sang cudc hop.

Pham Quoc Bao, sales team leader at Phuong Nam Logistics Co., Ltd (Ho Chi Minh City),
welcomes Ms Sato Yuki, purchasing manager at Kitahama Trading (Osaka), in the company
lobby at 9:50 a.m. on 10 November 2026. The meeting starts at 10:00. Ms Sato took a night
flight from Osaka, this is her second visit to Vietnam (the first was to Hanoi in 2023). Write a
dialogue of 10—14 turns: greet and introduce yourself, exchange business cards, make small talk
using at least three question types (Yes/No, Wh-, tag), avoid personal topics, then move to the
meeting.

1. Xéc dinh tén: tén Nhat thuong viét ho trude khi gidi thi¢u theo kiéu Nhat. Sato 1a ho,
Yuki Ia tén, nén goi Ms Sato. Bao tu gidi thi¢u va n6i rd cach goi minh.
Good morning, Ms Sato. Welcome to Phuong Nam Logistics. I'm Pham Quoc Bao, the sales
team leader. Please call me Bao.

2. Trao danh thiép: dua bang hai tay, chit quay vé phia ngudi nhan; nhan danh thiép
bang hai tay, doc rdi cit vao hop danh thiép.
Here is my card. — Thank you. And this is mine. — Thank you, Ms Sato. Purchasing
Manager, Osaka office.

3. Cau hoi Yes/No va Wh- vé chuyén di: chii dé an toan, cau hoi mé dé khach néi nhiéu
hon.

Did you have a good flight? — Yes, thank you. It was a night flight, so I slept a little. — How
long are you staying in Ho Chi Minh City?

4. Cau hoi dudi, xudng giong dé moi déng tinh; dwa vao thong tin 1an trude ba dén Ha
Noi.

You visited Hanoi in 2023, didn’t you? — Yes, I did. — The weather here is much hotter than
in Hanoi, isn’t it?

5. Tranh hoi tudi, gia dinh, lvong. Chuyén sang cudc hop bang cau bao hiéu lich sy va
cau hoi gian tiép.

Well, the meeting room is ready. Would you like a coffee or some tea before we start? Could
you tell me if you need a projector?

6. Bai mau hoan chinh (12 luot 16i). Dich: Bao chio va gidi thiéu; hai nguoi trao danh
thiép; Bao hoi chuyén bay, thoi gian & lai; hoi dudi vé chuyén di Ha Noi nam 2023 va
thoi tiét; ba Sato khen phd x4; Bao moi d6 udng va dan vao phong hop.

Bao: Good morning, Ms Sato. Welcome to Phuong Nam Logistics. ['m Pham Quoc Bao, the
sales team leader. Please call me Bao. / Sato: Good morning, Bao. Thank you for meeting
me. / Bao: Here is my card. / Sato: Thank you. And this is mine. / Bao: Thank you. Did you
have a good flight? / Sato: Yes, thank you. It was a night flight, so I slept a little. / Bao: How
long are you staying in Ho Chi Minh City? / Sato: Until Friday. Then I fly back to Osaka. /
Bao: You visited Hanoi in 2023, didn’t you? / Sato: Yes, I did. Ho Chi Minh City feels much
busier. / Bao: It is, and it’s much hotter too, isn’t it? / Sato: Yes, but I like it. / Bao: Well, the
meeting room is ready. Would you like a coffee or some tea before we start? / Sato: Tea,
please. / Bao: This way, please.
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2.10. Bai tap viét va dan y tra loi — Writing tasks and answer outlines

Cau 1. Viét tin nhin két noi (80-100 tir) trén mdt mang nghé nghiép giri ba Olivia
Grant, Giam ddc van hanh ciia cong ty thanh toan Southcross Payments
(Melbourne, Uc), nguoi ban da gip tai tiéc chiéu dii & Pa Ning ngay 22/9/2026. Ban
12 Lé Minh Khoa, chuyén vién phan tich dir li¢u ciia Cong ty C6 phian Binh Minh
Fintech (Ha Noi).
Question 1. Write a connection message (80—100 words) on a professional networking site to Ms
Olivia Grant, Chief Operating Officer of Southcross Payments (Melbourne, Australia), whom
you met at a reception in Da Nang on 22 September 2026. You are Le Minh Khoa, a data analyst
at Binh Minh Fintech JSC (Hanoi).
« Loi chao phu hop: nguoi Uc quen ding tén riéng sém, nhung tin nhin dau tién vin
nén dung danh xung + ho.
Dear Ms Grant,
« Nhiéc lai noi gip, thoi gian va mot chi tiét ciia cudc tro chuyén.
We met at the welcome reception in Da Nang on 22 September. I enjoyed our conversation
about mobile payments in Australia.
« Ty gidi thiéu ngan: tén, chtrc danh, cong ty (hién tai don).
I’'m a data analyst at Binh Minh Fintech, a digital lending company in Hanoi.
« Ly do két ndi: mot diém chung cu thé.
I would like to stay in touch and learn more about how Southcross uses data to reduce fraud.
« Cau két lich su, khong ép bude.
I hope we can meet again at next year’s event. Best wishes, Le Minh Khoa

Céu 2. Viét email (100-130 tir) chao dén 6ng Thomas Weber, ky sw ngudi Pirc méi
chuyén dén vin phong Ha Noi ciia cong ty ban tir ngay 02/11/2026, giai thich cich
doc tén nguoi Viét va cich goi dong nghiép trong vin phong.
Question 2. Write an email (100—130 words) welcoming Mr Thomas Weber, a German engineer
who joins your company’s Hanoi office on 2 November 2026, explaining how Vietnamese names
work and how to address colleagues in the office.
« Chao va chao don (Dear Mr Weber hodc Dear Thomas néu éng da dé nghi goi tén).
Dear Mr Weber, Welcome to the Hanoi office! We are glad to have you on the team.
* Thr tu tén Viét: ho — t€n dém — té€n; ho dung dau.
A Vietnamese name has three parts: family name, middle name and given name, in that
order.
« Vi dy cu thé v&i mot tén dong nghiép.
For example, in Nguyen Thi Mai, Nguyen is the family name and Mai is the given name.
« Cach goi trong van phong: goi theo tén riéng, c6 thé thém Mr/Ms.
Because many people share the family name Nguyen, we use given names at work, so please
call her Mai or Ms Mai.

« Goi y hoi khi khong chac, két thur.
If you are not sure, just ask, “What should I call you?” Best regards, Do Thanh Tam, HR
Executive
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Ciu 3. Viét doan vin (120-150 tir) so sanh phong cach giao tiép truc tiép va gian
tiép, lay vi du nguoi Viét va nguwdoi DPire, néu mét 1oi khuyén cho nhén vién Viét Nam
khi lam viéc v6i doi tac Dire.
Question 3. Write a paragraph (120—150 words) comparing direct and indirect communication
styles, with examples from Vietnamese and German people, and give one piece of advice to
Vietnamese staff working with German partners.
« Cau chu dé: hai phong cach khac nhau ¢ cach néi “khong” va cach gop .
Direct and indirect communicators differ mainly in how they say “no” and how they give
feedback.
« Phong cach gian tiép va vi du nguoi Viét.
Many Vietnamese people prefer an indirect style. Instead of saying “no”, they may say “Let
me think about it” to protect the relationship.
« Phong cach truc tiép va vi du ngudi Puc.
German business people tend to be more direct. They say “This plan will not work” and
explain why.
« Hé qua c6 thé xay ra: hiéu lam.
This can cause misunderstandings: a German partner may think a Vietnamese “maybe”
means “yes”.
« Loi khuyén cu thé kém vi du cau.
My advice is to give a clear answer with a reason, for example, “We cannot deliver by May
because our factory is full.”
« Cau két: phong cach khac nhau, khong bén nao sai.
Neither style is wrong; good communicators simply adjust to their partner.

2.11. Cau héi tric nghiém — Multiple-choice questions

8. Chon ciu héi dudi dung dién vao chd trong.
You work in the finance department, ___ ?
A.isn’tit / be + it
B. don’t you / tro dong tir do + you
C. aren’t you / dung be
D. do you / duéi khang dinh

9. Chon phuong an ding dién vao chd trong trong cau hoi gian tiép.
Excuse me, could you tell me where _ ?
A. is the meeting room |/ ddo tro dong tir
B. does the meeting room / thém tro dong tir does
C. the meeting room does be / sai cdu triic
D. the meeting room is / chu ngir + dong tir
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10. Ban viét email du tién cho ba Sarah Collins, dbi tic ngudi Anh chua timg gip. Loi
chao nao dung?
You are writing a first email to Ms Sarah Collins, a British partner you have never met.
Which greeting is correct?

A. Dear Ms Collins, / danh xung + ho

B. Dear Ms Sarah, / danh xung + tén

C. Dear Mrs Sarah Collins, / Mrs + ho tén day dii
D. Hi Sarah Collins, / thdn mat + ho tén day di

11. Lan dau gap ddi tac ngudi Uc & tiée chiéu dai, cau hoi nao phu hop dé bat chuyén?
Meeting an Australian partner for the first time at a reception, which question is appropriate
to start a conversation?

A. Ban kiém duoc bao nhiéu tién mot thang? / How much do you earn a month?
B. Anh da 1ap gia dinh chua? / Are you married yet?

C. Chuyén bay cta anh thé nao? / How was your flight?

D. Anh bao nhiéu tudi r6i? / How old are you?

12. Dbi tac Nhat tra 10i dé xuét cia ban: “That might be difficult. We will need to study

it.” Cach hiéu hop 1y nhat?
A Japanese partner replies to your proposal: “That might be difficult. We will need to study
it.” What is the most likely meaning?

A. Nhiéu kha ning 13 101 tir chéi lich s¢ / Probably a polite no

B. Ho da dong ¥ va s& ky som / They agree and will sign soon

C. Ho mudn ban giam gia ngay 1ap tic / They want a price cut immediately

D. Ho chua hiéu tiéng Anh cta ban / They did not understand your English

13. Chon tir dung dién vao chd tréng (cau hoi vé chi ngi).
Who  the welcome dinner last Friday?
A. has organised / hién tai hoan thanh
B. did organised / did + V-ed
C. does organise / hién tai
D. organised / dong tir chia qua khir

14. Chon tir dting dién vao chd tréng.
Next month I am going to _ a networking event in Hanoi.
A. attend to / thém gioi tir to
B. attend / ngoqi dong tir, khéng can gici tir
C.jointo / thém gidi tir to
D. participate / thiéu gici tir in
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Chuong 3. Dién thoai, tin nhin, lich hen — Chapter 3. Telephoning,

messages and appointments

Muc tiéu chwong — Chapter objectives

« Goi va nhan cudc goi cong viéc dung trinh tu: chao, gisi thiéu, ndi may, ghi 10i nhan,
két thuc.
Make and take business calls in the right order: greet, introduce, connect, take a message,
close.

« Poc va ghi dung sb dién thoai, ngdy thang, gio, dia chi email; danh van tén Viét qua
dién thoai.
Say and write phone numbers, dates, times and email addresses correctly, spell Vietnamese
names by phone.

« Phan biét va dung will, be going to, hién tai tiép dién, hién tai don dé noéi vé tuong lai;
dung ding gioi tir thoi gian at, on, in, by, until.
Choose between will, be going to, the present continuous and the present simple for the
future, use the time prepositions at, on, in, by, until correctly.

* bat, doi, huy va xac nhan lich hen; viét tin nhin cong vi¢c (chat, SMS) ngén, da thong
tin.

Arrange, reschedule, cancel and confirm appointments; write short, complete work messages
(chat, SMS).

3.1. Tir vung tiéng Anh vé dién thoai, tin nhiin va lich hen — Vocabulary for
telephoning, messages and appointments

Tir vung chuong ndy chia ba nhom: goi dién, 10i nhan — tin nhan, lich hen. Phan 16n 1a
cum dong tir (phrasal verb): dong tir + gidi tir/trang tir, nghia thudng khac han dong tir
gbc. Hoc ca cum cung vi dy, khong tach ting chit.

The vocabulary falls into three groups: telephoning, messages, appointments. Many items are

phrasal verbs: a verb plus a particle, often with a meaning far from the base verb. Learn the
whole phrase with its example, not word by word.

Bang 1. Goi va nhin cudc goi — Table 1. Making and taking calls

Loai

Tir/cum tir | Phién 4m tir Nghia ticng Vict

Vietnamese

Vi du

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

speech

Mr Becker is busy now. Can
he call you back after lunch?

call back /ko:1 baek/ phrv  goilai Ong Becker dang bdn. Ong dy goi
lai cho chi sau bira trua duoc
khong?
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T / cum tir

Word / phrase

hold on

put (sb)
through

get through

hang up

cut off

speak up

extension

receptionist

switchboard

Phién Am

1IPA

/havld pn/

/put Oru:/

/get Oru:/

/haen ap/

/kat of/

/spi:k ap/

/1k'stenfon/

/1" sepfonist/

/"switfbo:d/

Loai
twr
Part of
speech

Nghia tiéng Viét

Vietnamese

Vi du

) Example
meaning

Could you hold on a moment,
please? I’ll check his diary.
chut Anh vui long gitt may mét chuit.

gilt may, cho mot
T6i s€ xem lich ciia anh dy.

One moment, I’ll put you
through to the accounts team.

ndi may (cho ai T T
v ( ) Xin cho mot chut, toi sé noi may

phrv
anh sang bg phdn ké todn.

I called three times but I
couldn’t get through.

T6i goi ba lan nhung khéng goi
duorc.

goi duogc, ket noi

hr
pary duoc

Please don’t hang up. I'm
transferring your call.

hr v
p Xin dung cup may. Toi dang

gac may, cip may
chuyén cugc goi cua chi.

Sorry, we were cut off. The
signal here is weak.
Xin 161, cudc g0i bi rot. Song o

cugc goi) bi
phr v ( . g.? i
ngat, bi rét

ddy yéu.

Could you speak up a little?
It’s noisy here.
Anh noi to hon mot chut dwoc

phrv  nodito hon

khéng? O ddy on qud.

You can reach me on
extension 214.

Anh c6 thé goi téi theo s6 may lé
214.

n sO may l¢é

The receptionist takes about
N 13 tan s1§t)j callAs a da}j. ’ .
Lé tan nhdn khodang sau muoi
cudc goi moi ngay.

Call the switchboard and ask
for the sales team.

n téng dai ~ .2 0 S 5 2
Hay goi téng dai va xin gap nhom

ban hang.
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T / cum tir

Word / phrase

landline

voicemail

missed call

line

caller

available

Phién Am

1IPA

/'leendlain/

/'voismeil/

/mist ko:l/

/lam/

/'ko:la/

/a'verlabal/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

n dién thoai ban

n hop thu thoai

n cugc goi nhd
duong day (dién

n .
thoai)

n nguoi goi

. ¢6 mat, ranh dé
adj

tiép

Bang 2. Loi nhin va tin nhin — Table 2. Messages

T / cum tir

Word / phrase

message

take a message

Phién Am
IPA4

/'mesidz3/

/teik o ‘'mesidz/

Loai
twr
Part of
speech

Nghia tiéng Viét
Vietnamese
meaning

n 161 nhan, tin nhan

ghi lai 161 nhan

hr
. (nguoi nghe may)

Vi du
Example

Our landline number is 028
3812 4405.

S6 dién thoai ban ciia chiing toi
la 028 3812 4405.

I left a voicemail for her this
morning.

Sdng nay téi da dé lai loi nhdn
thoai cho chi cfy.

I have two missed calls from a
Singapore number.

Toi co hai cudc goi nho tir mot 56
o Singapore.

I’m afraid the line is busy.
Would you like to wait?
Rat tiéc mdy dang ban. Anh c6
muon cho khong?

Always write down the caller’s
phone number.

Luén ghi lai 6 dién thoai ciia
nguoi goi.

Ms Lien isn’t available right
now. She’s at the factory.
Chi Lién hién khéng tiép may
dwge. Chi dy dang 6 nha may.

Vi du
Example

There’s a message for you
from Ms Lim.

C6 loi nhan cua chi Lim guri anh.

He’s in a meeting. Can I take a
message?

Anh dy dang hop. Téi ghi lai loi
nhan dwoc khong?
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T / cum tir

Word / phrase

leave a
message

pass on

get back to (sb)

urgent

reply

text

notification

spell

confirm

remind

Phién Am
IPA4

/lizv o "'mesid3/

/pa:s on/

/get baek tu:/

/'3:dzont/

/1’ play/

/tekst/

/ noutrf 'kerfon

/

/spel/

/kon'f3:m/

/r1' maind/

Loai
twr
Part of
speech

phr v

phrv

v, n

Nghia tiéng Viét
Vietnamese
meaning

dé 1ai 161 nhan
(nguoi goi)

chuyén 101,
chuyén gitip

lién lac lai, tra 1oi
sau

khan, gap

tra 101; cau tra 101

nhan tin; tin nhan

thong béo (trén
g dung)

danh van

xac nhan

nhic (ai viéc gi)

Trang 82

Vi du
Example

Would you like to leave a
message?

Anh ¢é muédn dé lai l6i nhdn
khong?

I’1l pass on your message as
soon as she’s back.

T6i sé chuyén 16i ciia anh ngay
khi chi dy quay lai.

Let me check the figures and
get back to you.

Dé t6i kiém tra s6 liéu roi tra loi
anh sau.

It’s urgent. The shipment
leaves tomorrow.

Viéc nay gap. L6 hang xudt di
vao ngay mai.

Please reply by 5 pm so I can
book the room.

Vui long tra 1oi trude 5 gio: chiéu
dé t6i dat phong.

1l text you the address.
Téi sé nhan tin dia chi cho anh.

Turn on notifications for the
team chat.

Hay bdt thong bdao cho nhom chat
cong viéc.

Could you spell your surname,
please?

Chi vui long ddnh van ho ciia
minh.

Can you confirm the time of
the meeting?

Anh xdc nhdn giup gio hop duoc
khong?

Please remind me to call the
bank at three.

Nhdc t6i goi ngdn hang liic ba
gio nhé.
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Phién Am
IPA4

T / cum tir

Word / phrase

reminder /r1' mainda/

Loai
twr
Part of
speech

n

Nghia tiéng Viét

Vietnamese

Vi du

. Example
meaning

We send a reminder one day

Y 2 before each appointment.
101 nhac, tin nhac o pp P R
Chung toi gui tin nhac trudc moi

cuoc hen mot ngay.

Bang 3. Lich hen — T7able 3. Appointments

Phién Am
IPA4

T / cum tir

Word / phrase

appointment /3" pomtmaont/
schedule /' fedzu:l/
calendar /"keelonds/
arrange /3'remd3z/
postpone /pavst pavn/
put off /put of/
bring forward  /briy ‘forwad/

Loai
twr
Part of
speech

phr v

phrv

Nghia tiéng Viét

Vietnamese

Vi du

. Example
meaning

I have an appointment with the

cuc hen (gap bank at 10.30.
truc ti€p, 6 gio)  76i ¢o hen voi ngdn hang lic 10
gio 30,

The call is scheduled for
Thursday at 3 pm.

Cuéc goi duoc lén lich vao 3 gio
chiéu thir Niim.

lich trinh; 1én lich

I’ve sent you a calendar
invitation.
Toi da gui anh loi moi qua lich.

lich (trén may,
dung chung)

Let’s arrange a meeting for
L X next week.
sap xep, thu xép ) PR
Chung ta thu xép mét buoi hop
vdo tuan sau nhé.

We have to postpone the visit
until November.

Chiing téi phai hodn chuyén thiam
dén thang Mroi Mot

hoan (sang thoi
diém sau)

Can we put off the training

hoan lai (than mat until Friday?
hon postpone) Ta hodn buéi dao tao dén thir Sdu
duoc khong?

Can we bring the meeting
forward to 9 am?

Ta doi cudc hop lén 9 gio sang
duoc khong?

doi 1én sém hon
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T / cum tir

Word / phrase

reschedule

cancel

slot

convenient

fully booked

agenda

deadline

time zone

venue

Phién Am
IPA4

/ ri:" fedzu:l/

/'kaensal/

/slot/

/kon'vi:niont/

/' foli bokt/

/a'dzenda/

/'dedlam/

/tarm zoon/

/'venju:/

Loai
twr
Part of
speech

adj

phr

Nghia tiéng Viét
Vietnamese
meaning

doi lich, sap lai

lich

huy

khung gid trong

thuan tién (vé
thoi gian)

kin lich

chuong trinh hop

han chot

mui gio

dia diém (hop, su
kién)

Vi du
Example

I need to reschedule our call.
Is Friday OK?

T6i can doi cude goi ciia chiing
ta. Thur Sau c6 dwoc khong?

I’'m sorry, but I have to cancel
tomorrow’s meeting.

T6i xin 16i, t6i phdi hiy cudc hop
ngay mai.

I have a free slot at 2 pm on
Tuesday.

T6i ¢6 mét khung gio trong liic 2
gio chiéu thir Ba.

What time is convenient for
you?
Mcfy gio thi thudn tién cho anh?

I’m fully booked on Monday.
How about Tuesday?

Thir Hai t6i kin lich. Thir Ba thi
sao?

I’ll send the agenda before the
meeting.

Toi sé guri chuong trinh hop trucc
budi hop.

The deadline for the report is
Friday noon.

Han chot nop bao cao la trua thir
Sau.

Seoul is in a different time
zone: two hours ahead of us.
Seoul ¢ mui gio khac: soém hon
chiing ta hai tiéng.

The venue is the meeting room
on the fifth floor.

Pia diém la phong hop ¢ tang
nam.

LOI HAY GAP / COMMON MISTAKE — “Can I take a message?” 1 ciu ctia nguoi
nghe may (ghi lai 161 nhin). “Can I leave a message?” 1a cau ctia ngudi goi (dé lai 101 nhan).

4
N

Nguoi Viét hay noi ngugce vi tieng Vi€t chi c6 mét chit “nhan”. Sai: “Can I leave a message
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for you?” (khi minh 12 1& tan).
“Can I take a message?” is said by the person answering (they write it down). “Can I leave a
message?” is said by the caller. Vietnamese learners mix them up because Vietnamese uses one verb,
“nhan”. Wrong: “Can I leave a message for you?” (said by a receptionist).

LOI HAY GAP / COMMON MISTAKE — Dung “date” cho cudc hen cong viéc: “I have a
date with a client at 3.” Date 1a hen ho tinh cdm hodc ngay thang. Hen cong viéc dung
appointment (gip co gid, thuong véi bac si, ngan hang, ddi tac) hoic meeting (hop). Dong
tir appoint nghia 12 bé nhiém: “Let’s appoint at 3 13 sai; n6i “Let’s meet at 3.”

Using “date” for a business appointment: “I have a date with a client at 3.” A date is a romantic
meeting or a calendar day. Use appointment (a timed visit, e.g. doctor, bank, partner) or meeting.
The verb appoint means to give someone a job: “Let’s appoint at 3" is wrong, say “Let’s meet at 3.”

Két hgp tir voi appointment, meeting, call — Collocations with appointment, meeting, call

Pong tir + danh tir

Verb + noun

Nghia

Meaning

Vi du
Example

make / book an
appointment

arrange / set up a
meeting

keep an appointment

miss an appointment

return a call

make / take a call

move / change a
meeting

call off a meeting

dat hen
book a time

thu x&p madt cudc hop
organise a meeting

gitr ding hen

attend as planned

16 hen

fail to attend

goi lai (khi c6 cudc goi
nhd)
call someone back

goi / nghe mdt cudc goi
phone / answer

doi, doi cudc hop

reschedule

huy cudc hop (than mat)
cancel (informal)

I’d like to make an appointment with Ms
Lien.
T6i mudn dat hen véi chi Lién.

Can we set up a meeting for next Tuesday?
Ta thu xé’p mot cudc hop vao thir Ba toi duoc
khong?

Please keep your appointment or call us to
change it.
Vui long dén dung hen hodc goi dé doi lich.

Two clients missed their appointments last
month.
Thang trudc co hai khach 10 hen.

I’'m returning your call from this morning.
Toi goi lai theo cudc goi cua anh sang nay.

Sorry, I have to take this call.

Xin 16i, t6i phdi nghe cudc goi nay.

We need to move the meeting to Thursday.
Chiing ta can doi cudc hop sang thir Nam.

They called off the meeting at the last
minute.
Ho huy cudoc hop vao phut chot.
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Ho tir can nhé — Word families to remember

Danh tir Tinh tir / phan twr Vidu
Noun Adjective / participle Example

We’re waiting for your
confirm confirmation confirmed confirmation.

Chung toi dang cho anh xdc nhan.

I’ll make the arrangements for the
visit.
arrange arrangement arranged o ) . B
Toi sé lo cac khdau sap xép cho chuyén

tham.

This is a quick reminder about
. . tomorrow’s call.
remind reminder — o . T
Bady la tin nhac nhanh vé cugc goi
ngay mai.

The rescheduled meeting is on
schedule / scheduled / Friday.
schedule A L .
reschedule rescheduled Cuéc hop dwoc doi lich dién ra vao

thir Sau.

Sorry for the postponement.
postpone postponement postponed . rr;i \ ,,p ~ P
Xin 161 vi phai hoan.

Please let me know your
available / availability.

unavailable Anh cho téi biét lich trong ciia anh
nhé.

— availability

convenient / Call me at your convenience.

— convenience . . . SO Y
Inconvenient Anh goi cho toi khi nao thudn tién.

Vi DU/ EXAMPLE — Meo nhé hau td: -tion / -ment / -ity / -ence danh dau danh tir
(confirmation, arrangement, availability, convenience). Sau a, the, your, my can danh tir:
“your confirmation”, khong viét “your confirm”.

Suffix tip: -tion / -ment / -ity / -ence mark nouns (confirmation, arrangement, availability,

convenience). After a, the, your, my you need a noun: “your confirmation”, not “your confirm”.

3.2. Ngir phap: cac cach noi vé twong lai trong tiéng Anh — Grammar: ways of
talking about the future

x99 ¢

Tiéng Viét chi can thém “s&”, “sap” hodc mot trang tir thoi gian. Tiéng Anh c6 bdn cau
tric thuodng dung cho twong lai, va ngudi ban ngit chon theo mire chic chian va lic
quyét dinh: quyét dinh ngay luc néi (will), da dinh tir trudc (be going to), di hen véi
nguoi khac (hién tai tiép dién), lich trinh ¢6 dinh (hién tai don).

6~

Vietnamese simply adds “sé”, “sdp” or a time adverb. English has four common structures for
the future, and native speakers choose by degree of certainty and moment of decision: decided
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while speaking (will), decided earlier (be going to), arranged with other people (present
continuous), fixed timetable (present simple).

Will + dong tir nguyén mau — Will + base verb

Dang Cong thirc Vidu
Form Pattern Example

Khéng th S+ will CII) + V 1 11 ce~111 }fou.back in ten ‘r%nm%tes.
Affirmative Toi sé goi lai anh sau muwoi phut.
Phu d.mh S e ol s () 4= She.: }Jvorj tbAe in tyhe f)ffjlc% untl‘l Monda};. -
Negative Chi ay sé khong c6 mat o van phong cho den thu Hai.
. A . . ()

Nghi van Will £S £ V.9 Will you be at the meeting tomorrow?

uestion Ngay mai anh co dy hop khong?

4 g

A . ey . 9
beé nghi gitip Shall 1/ we + V.. 2 Shall ,I put you through to her assistant?
Offer Toi noi may anh sang tro' Iy cua chi ay nhé?

Céach dung: (1) quyét dinh ngay lic néi, hay gip khi nghe dién thoai; (2) 10 hira, 101 dé
nghi; (3) dw doan duya trén ¥ kién, thuong di véi I think, probably, I’m sure; (4) sw viéc
twong lai chic chin khong do minh quyét dinh. D4u hiéu: I think, maybe, probably, I’'m
sure, | promise, tomorrow, soon.

Uses: (1) decisions made at the moment of speaking, common on the phone; (2) promises and

offers; (3) predictions based on opinion, often with I think, probably, I'm sure; (4) future facts
outside our control. Signals: I think, maybe, probably, I'm sure, I promise, tomorrow, soon.

Vi DU/ EXAMPLE — Caller: “Is Mr Becker there?” — Receptionist: “One moment, I’ll
check.” (quyét dinh ngay luc nghe)

“Don’t worry, I’ll send the invoice today.” (101 hira)

“I think the meeting will finish around 11.” (du doan)

Caller: “Is Mr Becker there?” — Receptionist: “One moment, I’ll check.” (decided while speaking)
“Don’t worry, I’ll send the invoice today.” (promise)

“I think the meeting will finish around 11.” (prediction)

Be going to + dong tir nguyén miu — Be going fo + base verb

Dang Cong thirc Vidu
Form Pattern Example

We’re going to open a branch in Da Nang

Khing dinh S +am/is/are + going to +
i next year.

Affirmative \% oo

h Nam t6i chung toi sé mo chi nhanh ¢ Da Nang.
Phu dinh S +am not/isn’t/ aren’t + They aren’t going to renew the contract.
Negative going to + V Ho sé khéng gia han hop dong.
Nghi van Am/Is/Are+S + going to + Are you going to call the supplier today?
Question V...? Hém nay anh ¢6 dinh goi nha cung cdp khong?
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Céach dung: (1) ¥ dinh, ké hoach da quyét tir truéc lac néi; (2) dw doan c6 ciin cir tir
diéu nhin thay ngay lac ndy. Dau hiéu: di c6 quyét dinh tir truée (I've decided...), bang
chtng truéc mét (Look at the traffic...).

Uses: (1) intentions and plans decided before speaking; (2) predictions based on present
evidence. Signals: an earlier decision (I've decided...), visible evidence (Look at the traffic...).

VI DU/ EXAMPLE — “T’ve read the report. I’m going to call the supplier about the late
deliveries.” (dd quyét trudc)

“Look at this traffic jam on Nguyen Van Linh Street. We’re going to be late for the 9 o’clock
meeting.” (can ctr trudc mat)

“I've read the report. I’'m going to call the supplier about the late deliveries.” (decided before)

“Look at this traffic jam on Nguyen Van Linh Street. We’re going to be late for the 9 o clock
meeting.” (present evidence)

Hién tai tiép dien chi lich da hen — Present continuous for arrangements

Thi hién tai tiép dién (am / is / are + V-ing) dién ta viéc da sip xép véi ngudi khac: da
hen gio, d3 dat phong, dd mua vé, da ghi vao lich. Cau gan nhu ludn c6 thoi gian cu thé.
Pay 1a ciu triic nguoi ban ngit dung nhiéu nhat khi néi vé lich hen va lich cong tac.

The present continuous (am / is / are + -ing) expresses arrangements made with other people: a
time agreed, a room booked, a ticket bought, an entry in the calendar. The sentence almost

always contains a specific time. Native speakers use it most when talking about appointments
and business trips.

Cong thire Vi du

Pattern Example

S+am/is/are+ V-ing +

Khing dinh thoi wian I’'m meeting Ms Lim at 10 on Thursday.
Affirmative gla T6i hen gdp chi Lim lic 10 gio thir Nam.

... T time
Phi dinh S + am not / isn’t / arer’t + MT Becker isn’t coming to the training on
Ne, ati've V-in Friday.

. £ Ong Becker khéng dur buoi dao tao thir Sdu.
Nehi v . hat ing on Monday afternoon?
ghi yan Am /Ts/ Are + S + V-ing...? W a ar? y01.1 domg qn f)ndfly afternoon

Question Chiéu thir Hai anh o lich gi khong?

PHAI THUQC / MEMORISE — Héi lich nguoi khac mot cach ty nhién: “Are you doing
anything on Friday afternoon?” hodc “Are you free on Friday afternoon?”. Khong hoi
“What will you do on Friday?” khi mudn xin mét cuéc hen — cau d6 nghe nhu hoéi dy doan.
To ask about someone’s schedule naturally: “Are you doing anything on Friday afternoon?” or

“Are you free on Friday afternoon?”. Don’t ask “What will you do on Friday?” when you want an
appointment — it sounds like asking for a prediction.
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Hién tai don chi lich trinh ¢6 dinh — Present simple for timetables

Hién tai don dung cho lich trinh chung, ¢6 dinh do t6 chirc dit ra: gio bay, gio tau, gio
mo cua, lich khéa hoc, lich hdi thdo. Chu nglr thuong 1a sy vat (the flight, the webinar,
the office), khong phai ké hoach riéng ctia mot nguoi.

The present simple is used for general, fixed timetables set by an organisation: flights, trains,

opening hours, courses, conferences. The subject is usually a thing (the flight, the webinar, the
office), not one person’s private plan.

Vi DU / EXAMPLE — “The webinar starts at 9 am and finishes at 10.30.” — “My flight to
Singapore leaves at 7.15 tomorrow.” — “The office closes at 5.30 on Fridays.”

“The webinar starts at 9 am and finishes at 10.30.” — “My flight to Singapore leaves at 7.15
tomorrow.” — “The office closes at 5.30 on Fridays.”

So sanh bon cach né6i twong lai — Comparing the four future forms

Cau tric Khi nao dung Cau miu Dau hi¢u

Form When to use Model sentence Signals

Quyét dinh luc néi; hua;

; K, I’'ll il the ori
de nghi; dy doan theo y OK, I'll email you the price

. 2 list now. I think, probably,
will kién R ,
. . Durgc, t6i sé gii bang gid cho OK, don’t worry
Decision now, promise;
anh ngay.

offer, opinion prediction

Y dinh d4 c6; du doan c6  We’re going to hire two more

. can cu developers. I’ve decided,
be going to o . . P PR :
Prior intention, evidence- Chuing toi dinh tuyén thém hai look, plan
based prediction ldp trinh vién.

Lich d hen véi nguoi I'm flying to Seoul on

am/is / are + Khic Tuesday. Gio, ngay cu thé
V-ing . Thir Ba t6i bay sang Seoul (da A specific time
Arrangement with others it vé)

. o : Gio tau, xe, gio
AL Lich trinh co dinh cta to ) T
Hién tai don CI;II'IC i The train leaves at 6.05. mo cua
Present simple Tau chay luc 6 gio 05. Timetables,

Fixed official timetable .
opening hours

Will va be going to — hai cAu tric d&é nham — Will and be going to — easily confused

Tinh hudng

ill be going to
Situation W gomg

Chuodng di¢n thoai reo, chua ai . L 4
v . b 661’11 t !” . t nh
nghe getit quyét di Khéng dung

ngay Not used

The phone rings and nobody decided now

answers
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Tinh hudng

.ll 1 t
Situation Wi be going to

Sép hoi ké hoach tuan sau

“I’m going to visit three
Khéng tu nhién
The boss asks about next week’s gl

Unnatural clients.” — da dinh
plan already planned

. “Look at th: ders. Sal
“I think sales will rise.” —y OO al TIeSe TS, 2a7es

Dy doan doanh sb i are going to rise.” — s lidu
1en ’
Predicting sales e ) trudc mat
opinion i
evidence
L “I’1l call you back by 4.” — 2 o
Htra véi khach o v Y It dung
: 161 hura
A promise to a customer ) Rarely used
promise

LOI HAY GAP / COMMON MISTAKE — Dich “Em goi lai anh sau nhé” thanh “I call
you back later.” Hién tai don khong dién ta 10i hira. Ptng: “I’ll call you back later.” Tuong
tu “I send you the file now” — “I’ll send you the file now.”

Translating “Em goi lai anh sau nhé” as “I call you back later.” The present simple does not express
a promise. Correct: “I’ll call you back later.” Likewise “I send you the file now” — “I’ll send you
the file now.”

LOI HAY GAP / COMMON MISTAKE — Ghép sai hai cau trac: “I will meeting him
tomorrow”, “I’m meet him tomorrow”, “I will to call you”. Sau will chi c6 dong tir
nguyén mau khong “to”: “I will meet him.” Hién tai tiép dién phai du hai phan be + V-ing:
“I’m meeting him.”

Mixing two structures: “I will meeting him tomorrow”, “I’m meet him tomorrow”, “I will to call
you”. After will comes the bare infinitive, no “to”’: “I will meet him.” The present continuous needs
both parts, be + -ing: “I’'m meeting him.”

LOI HAY GAP / COMMON MISTAKE — Dung will trong ménh d¢ thoi gian: “I’ll call
you when I will arrive.” Sau when, as soon as, before, after, until, va sau if, tiéng Anh dung
hién tai don du noi vé tuong lai. Pung: “I’ll call you when I arrive.” — “Please wait until
she comes back.”

Using will in a time clause: “DI’ll call you when I will arrive.” After when, as soon as, before, after,
until, and after if, English uses the present simple even for the future. Correct: “I’ll call you when I
arrive.” — “Please wait until she comes back.”

PHAI THUQC / MEMORISE — will = quyét dinh ngay, htra, dé nghi, du doan theo y kién.
be going to = dinh tir trude, dy doan o cin ctr trude mit.

be + V-ing = d3 hen v&i nguoi khac, ¢ gio cu thé.

Hién tai don = lich trinh ¢4 dinh; va sau when / as soon as / until / if.

will = decision now, promise, offer, opinion prediction.

be going to = decided before, prediction from present evidence.

be + -ing = arranged with other people, specific time.

Present simple = fixed timetable; and after when / as soon as / until / if.
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3.3. Gidi tir chi thoi gian: at, on, in, by, until — Prepositions of time: at, on, in, by,

until

Pit lich hen ma sai gi6i tir c6 thé 1am sai ca nghia: “by Friday” (han chét) va “until
Friday” (kéo dai dén) khac nhau vé viéc phai 1am. Nhé theo quy tic tir nhé dén 1ém: at
cho gio, on cho ngay, in cho khoang dai hon.

A wrong preposition in a booking can change the meaning: “by Friday” (deadline) and “until
Friday” (continuing up to) ask for different actions. Remember the rule from small to large: at
for clock times, on for days, in for longer periods.

Gioi tir
Preposition

Dung voi
Used with

Vi du

Example

at

on

in

in + khoang thoi
gian
in + period

within

by

until / till

from ... to / until

for

during

Gi0; noon, midnight; the weekend
(Anh — Anh); the end of...

Clock times; noon, midnight; the
weekend (BrE), the end of...

Thir; ngay thang; thir + budi; ngay 18
cu thé

Days; dates; day + part of day, a
specific holiday date

Budi (khong kém thir); thang; nam;
mua; quy

Parts of the day (no weekday), months;
years,; seasons, quarters

Sau mot khoang tinh tir bay gio
After a period from now

Trong vong, khong qua
No later than the end of a period

Han chot: trude hodc dung thoi diém
do

Deadline: at or before that time

Kéo dai dén thoi diém d6 roi ding
Continuing up to that time

Tu ... dén
From ... to

Trong khoang bao lau

Duration

Trong subt (mot su kién, giai doan)
Within an event or period

at 9.30 - at noon - at the weekend - at
the end of the month

on Monday - on 21 October - on
Friday afternoon - on New Year’s
Day

in the morning - in October - in 2027
- in Q4

I’ll call you back in ten minutes. (=
10 phut nira)

We reply to all emails within 24
hours.

Please confirm by 5 pm on
Wednesday.

Ms Lien is at the factory until 3 pm.
The office is open from 8 am to 5.30
pm.

The meeting will last for about an
hour.

Please turn off your phone during the
presentation.
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PHAI THUQC / MEMORISE — Khéng dung gi6i tir true: next, last, this, every,

29 <6

tomorrow, yesterday, today, tonight. Noi “next Monday”, “this afternoon”, “every Friday”
— khong ndi “on next Monday”, “in this afternoon”.
No preposition before: next, last, this, every, tomorrow, yesterday, today, tonight. Say “next

LI ENTS EE TS

Monday”, “this afternoon”, “every Friday” — not “on next Monday”, “in this afternoon”.

By va until — dé nham nhit — By and until — the most confused pair

Tiéu chi
Criterion

by until

Han chot. Viéc xay ra mét lan, truéc  Viéc kéo dai lién tuc roi dung o

Y nghia hoic diing mde mdc

Meaning Deadline. A one-off action at or before | An action continuing and stopping at
the time the time

Dong tur hay di

kem send, confirm, reply, finish, pay wait, stay, work, be (at/in), keep

Typical verbs

Send me the slides by Thursday.

Vidu I’ll wait until Thursday.

) Gui slide cho toi trucce (hodac trong) thir L o y
Example . Toi sé cho den thur Nam.

Nam.
He won’t be back until 3. (= 3 gio
Phai dinh > Wl (=3¢
. _ moi ve)

Negative

He’ll be back at 3, not before.

LOI HAY GAP / COMMON MISTAKE — Ba 16i gi6i tir phd bién: (1) “on next
Monday” — “next Monday”; (2) “in Monday morning” — “on Monday morning” (c6 thir
thi dung on); (3) “Please send it until Friday” — “Please send it by Friday” (gui la viéc mot
lan, can han chot).

Three common preposition errors: (1) “on next Monday” — “next Monday”; (2) “in Monday
morning” — “on Monday morning” (a weekday takes on); (3) “Please send it until Friday” —
“Please send it by Friday” (sending is a one-off action, so it needs a deadline).

Vi DU / EXAMPLE — “in two days” va “within two days” khac nhau: “I’ll reply in two
days” = dung hai ngay nita méi tra 1oi; “I’1l reply within two days” = tra 101 bat ky luc nao,
cham nhét hai ngay. Vi khach hang, within nghe chuyén nghiép hon.

“in two days” and “within two days” differ: “I'll reply in two days” = in exactly two days’ time; “I’ll
reply within two days” = any time, at the latest in two days. With customers, within sounds more
professional.
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3.4. Cach doc s6 dién thoai, ngay thang, gio' va dia chi email trong tiéng Anh

— Saying phone numbers, dates, times and email addresses

S6 dién thoai — Phone numbers

Doc tirng chir s6, ngat theo nhom 3—4 s, hoi 1én giong & cubi mdi nhom va xudng giong
& nhém cudi. S6 0 doc 14 “oh” (Anh — Anh) hoic zero. Hai sé gidng nhau lién nhau doc
double: 55 = “double five”. Ma qudc gia: +84 doc “plus eight four”; khi doc s6 Viét Nam
cho nguoi nude ngoai, bo s6 0 dau.

Say each digit, grouping in threes or fours, with a slight rise at the end of each group and a fall
on the last. Zero is “oh” in British English, or zero. Two identical digits together are read

double: 55 = “double five”. Country codes: +84 is “plus eight four”; when giving a Vietnamese
number to a foreign caller, drop the first 0.

Viét Poc
Written Spoken

028 3812 4405 oh two eight, three eight one two, double four oh five

0903 118 762 oh nine oh three, double one eight, seven six two

+84 903 118 762 plus eight four, nine oh three, double one eight, seven six two
+65 6274 3391 plus six five, six two seven four, double three nine one

ext. 214 extension two one four

Ngay thang — viét va doc theo Anh — Anh — Dates — British style

Viét Poc Ghi chi
Written Spoken Note

the twelfth of March, twenty Kieu Anh — Anh: ngdy trude

12 March 2026 wentvosi thang
wenty-six British order: day before month
Thir démg dau, khong can diu
Th th, - f . ’
Thursday 22 October ursday the twenty-second o phay

igtstocr Weekday first, no comma needed
Poc sb thir tu, khong doc “one
Ist - 2nd - 3rd - 4th first - second - third - fourth March”

Use ordinals, never “one March”

twenty-first - twenty-second - Puoi theo chit s6 cubi

21st - 22nd - 23rd - 31st twenty-third - thirty-first Ending follows the last digit

Ciing ndi duoc “two thousand
and twenty-six”

Also “two thousand and twenty-
six”

2026 twenty twenty-six
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LOI HAY GAP / COMMON MISTAKE — Viét ngay bang s6 “03/04/2026” trong email
giri d6i tac nuwdc ngoai. Nguoi Anh, Uc, Viét Nam hiéu 13 3 thang 4; ngudi My hiéu 14 4 thang
3. Trong thu tir cong viéc qudc té, viét tén thang bang chit: “3 April 2026” — khong bao gid
nham.

Writing the date as “03/04/2026” to an overseas partner. British, Australian and Vietnamese readers
see 3 April; Americans see 4 March. In international business, write the month as a word: ““3 April
2026 — it can never be misread.

Gio — Times

Viét Cich néi sb Cich néi truyén thong
Written Digital style Traditional style

9.00/9:00 nine o’clock / nine am nine o’clock

9.15 nine fifteen a quarter past nine
9.30 nine thirty half past nine
14.45 (2.45 pm) two forty-five pm a quarter to three
12.00 twelve pm / midday noon

18.05 (6.05 pm) six oh five pm five past six

VI DU/ EXAMPLE — Anh — Anh viét gid bang dau cham (9.30) hodc d4u hai chdm (9:30),
déu diing. Trong lich hen quéc té, ghi 16 am / pm hodc dung hé 24 gio kém mui gio: “3 pm
(Vietnam time, UTC+7)”.

British English writes times with a full stop (9.30) or a colon (9:30), both are correct. In international
bookings, add am / pm or use the 24-hour clock with the time zone: “3 pm (Vietnam time, UTC+7) .

Dia chi email — Email addresses

Ky hi¢u Doc Vi du doc
Symbol Spoken Example

truc.do@kimanfintech.vn — “truc dot do at kim an fintech,

at

@ all one word, dot v n”
dot “dot com”, “dot vn”

_ underscore minh_thu — “minh underscore thu”

- hyphen / dash lam-viet — “lam hyphen viet”

chir lién s ”

o all one word kimanfintech, all one word

Jjoined letters

chir thuon £ . "y

g all lower case “all lower case” (n€u ngudi nghe hoi)

lower case
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Panh vin tén Viét qua dién thoai — Spelling Vietnamese names by phone

Tén Viét la tai véi nguodi nude ngoai, nén ludon danh van, kém tir ma cho chir d& nhim
theo bang chit cai dién thoai quéc té (A for Alpha, B for Bravo...). Khong doc dau thanh:
viét “Nguyen” khong dau. Cac chir nguoi Viét hay doc sai: A /er/ (khong phai “a”), E /i/,

I /a1/, G /d3i:/, J /dzer/, R /a:/, H fextf/, Y /wai/, W /'dabalju:/, Z /zed/ (Anh — Anh).
Viethamese names are unfamiliar to many foreign callers, so always spell them, adding code
words for easily confused letters from the international phone alphabet (A for Alpha, B for
Bravo...). Leave out tone marks: write “Nguyen” without diacritics. Letters Vietnamese speakers
often mispronounce: A /er/ (not “a”), E /i:/, I /ai/, G /dzi./, J /dzet/, R /a:/, H Jettf/, Y /wat/, W
/'dabalju./, Z /zed/ (British).

Chir Tw ma Tw ma Tw ma
Letter Code word Lettel Code word Lettel Code word

A Alpha Juliett S Sierra

B Bravo K Kilo T Tango

C Charlie L Lima U Uniform
D Delta M Mike v Victor

E Echo N November \% Whiskey
B Foxtrot O Oscar X X-ray

G Golf P Papa Y Yankee
H Hotel Q Quebec Z Zulu

I India R Romeo

VI DU/ EXAMPLE — Panh van ho Nguyén: “That’s N for November, G for Golf, U for
Uniform, Y for Yankee, E for Echo, N for November — Nguyen.” Tén Trac: “T-R-U-C, T
for Tango, R for Romeo, U for Uniform, C for Charlie.”

Spelling the surname Nguyen: “That’s N for November, G for Golf, U for Uniform, Y for Yankee, E
for Echo, N for November — Nguyen.” The name Truc: “T-R-U-C, T for Tango, R for Romeo, U for
Uniform, C for Charlie.”

3.5. Miu ciu tiéng Anh goi va nhan dién thoai cong viéc — Useful phrases for
making and taking calls

Mot cude goi cong viée ¢ sau bude: chao va gidi thiéu — néu ngudi can gip hodc 1y do
g0i — chd mdy, ndi may — xir Iy khi ngudi can gip ving mat — kiém tra lai thong tin
— két thuc. Bang dudi xép mau cau theo budc, chia hai muc trang trong.

A business call has six stages: greeting and introduction — asking for someone or giving the

reason — holding and connecting — handling an absent colleague — checking information —
closing. The table groups phrases by stage at two levels of formality.
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Bude Trang trong
Stage Formal

Trung tinh / thin mat
Neutral / informal

Nhéc may

Answering

Tu gidi thi€u (nguoi
£01)

Introducing yourself
(caller)

Xin gap ai

Asking for someone

Néu ly do goi
Giving the reason
Hoi ai goi

Asking who is calling
Dé nghi cho may
Asking to hold

Néi may
Connecting

Nguoi can gap vang
Person unavailable

DPua lya chon
Olffering options

Khoéng nghe 16
Not hearing clearly

Két thac
Closing

Good morning, Lam Viet Logistics,
Ngoc Anh speaking. How may I help
you?

Good morning. This is Rachel Lim from
Kestrel Components in Singapore.

Could I speak to Mr Pham Quoc Bao,
please?

I’m calling about our order of 5,000
cartons.

May I ask who’s calling, please?

Could you hold the line, please? / Would
you mind holding?

I’1l put you through now.

I’m afraid Mr Pham Quoc Bao is in a
meeting until 10.30.

Would you like to leave a message, or
shall I ask him to call you back?

I’m sorry, I didn’t catch that. Could you
repeat it, please?

Thank you for calling. Goodbye.

Hello, Ngoc Anh here. / Hi,
it’s Ngoc Anh.

Hi, it’s Rachel from Kestrel.

Is Bao there? / Can I talk to
Bao?

It’s about the cartons.

Who’s calling, please?

Hold on a sec. / Just a
moment.

I’11 transfer you.

Sorry, he’s out at the
moment.

Can I take a message?

Sorry? / Sorry, say that
again?

Thanks, bye. / Talk to you
soon.

LOI HAY GAP / COMMON MISTAKE — Ty gi6i thiéu trén dién thoai bang “I am Ngoc
Anh” hoic “Here is Ngoc Anh”. Khi goi dién, nguoi noi tiéng Anh ding “This is Ngoc
Anh” hodc “Ngoc Anh speaking” (nguoi nghe may), “It’s Ngoc Anh” (than mat). Tuong
tu, khong hoi “Who are you?” — cau nay nghe nhu tra hdi; hoi “May I ask who’s calling?”
Introducing yourself on the phone with “I am Ngoc Anh” or “Here is Ngoc Anh”. On the phone,
English speakers say “This is Ngoc Anh” or “Ngoc Anh speaking” (when answering), “It’s Ngoc
Anh” (informal). Likewise, don’t ask “Who are you?” — it sounds like an interrogation; ask “May 1

ask who’s calling?”

LOI HAY GAP / COMMON MISTAKE — Ba ciu dich timg chit tir tiéng Viét: “Alo” —
“Hello” (hodc tén cong ty); “Wait a minute” (nghe cdc) — “Could you hold on a moment,
please?”; “Can you repeat?” (thiéu tan ngit) — “Could you repeat that, please?”

Three word-for-word translations from Vietnamese: “Alo” — “Hello” (or the company name); “Wait
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a minute” (sounds abrupt) — “Could you hold on a moment, please?”’; “Can you repeat?” (missing
object) — “Could you repeat that, please?”

PHAI THUQC / MEMORISE — Néi véi nguoi vang mat, luén theo thu tu: 1y do ngin +
gio’ quay lai + lwra chon. “I’m afraid she’s in a meeting. She’ll be back at 3. Can I take a
message?” Khong néi “She’s not here” roi im ling.

When someone is unavailable, always give: short reason + time back + an option. “I’m afraid she’s
in a meeting. She’ll be back at 3. Can I take a message?” Never just say “She’s not here” and stop.

HOI THOAI MAU / MODEL DIALOGUE

Ngoc Anh: Good morning, Lam Viet Logistics, Ngoc Anh speaking. How can I help you?
Rachel: Good morning. This is Rachel Lim from Kestrel Components in Singapore. Could I
speak to Mr Pham Quoc Bao, please?

Ngoc Anh: One moment, please. I’ll check if he’s available.

Ngoc Anh: Ms Lim? I’m afraid Mr Pham Quoc Bao is in a meeting until 10.30. Can I take
a message?

Rachel: Yes, please. I’m calling about our order of 5,000 cartons. We need to change the
delivery date from 28 October to 4 November.

Ngoc Anh: From 28 October to 4 November. Could you spell your surname, please?
Rachel: Of course. L-I-M, L for Lima, I for India, M for Mike.

Ngoc Anh: Thank you. And what’s the best number to reach you on?

Rachel: It’s plus six five, six two seven four, double three nine one.

Ngoc Anh: Let me read that back: plus six five, six two seven four, three three nine one.
Rachel: That’s right.

Ngoc Anh: Thank you, Ms Lim. I’ll pass on your message and he’ll call you back this
afternoon.

Rachel: Great. Thanks for your help. Bye.

Ngoc Anh: Thank you for calling. Goodbye.

Dich: Ngoc Anh: Chao budi sang, Cong ty Logistics Lam Viét, Ngoc Anh nghe. T6i cé thé gitip gi cho
chi? — Rachel: Chao chi. Téi la Rachel Lim, Cong ty Kestrel Components ¢ Singapore. Cho t6i gap
ong Pham Quéc Bao. — Ngoc Anh: Xin cho mét chut, t6i xem anh dy cé tiép may dwoc khong. —
Ngoc Anh: Chi Lim? Rat tiéc anh Pham Quéc Bao dang hop dén 10 gio 30. Téi ghi lai 167 nhan dwoc
khéng? — Rachel: Ving. Téi goi vé don hang 5.000 thiing carton. Chiing t6i can doi ngay giao tir
28/10 sang 4/11. — Ngoc Anh: Tir 28/10 sang 4/11. Chi danh van givp ho cia chi dwoc khéng? —
Rachel: Da, L-I-M. — Ngoc Anh: Cam on chi. S6 ndo lién lac véi chi tién nhat? — Rachel: +65 6274
3391. — Ngoc Anh: To6i doc lai: +65 6274 3391. — Rachel: Pung roi. — Ngoc Anh: Cam on chi Lim.
T6i sé chuyén loi va chiéu nay anh dy sé goi lai cho chi. — Rachel: Tot quda. Cam on chi. Chao chi. —
Ngoc Anh: Cam on chi da goi. Chao chi.

Vi DU / EXAMPLE — Goi tén nguoi Viét qua dién thoai voi d6i tac nude ngoai: 1an dau
n6i di ho tén (“Mr Pham Quoc Bao™) vi ngudi nghe khong biét dau 1a ho, dau 1 tén. Trong
n6i bd cong ty Viét Nam, ddng nghiép quen goi danh xung + tén (“Ms Lien”, “Mr Bao”);
cach goi nay chi nén dung khi hai bén da quen.

Naming Vietnamese colleagues on the phone to foreign partners: the first time, say the full name
(“Mr Pham Quoc Bao”), because the listener cannot tell the family name from the given name. Inside
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Vietnamese companies, colleagues use a title plus the given name (“Ms Lien”, “Mr Bao”); keep this
for people who already know each other.

Kiém tra lai va xur ly sw cd dwong truyén — Checking information and handling line
problems

Tinh hudng MAiu ciu
Situation Phrase

Nho nédi chdm

i ?
Asking to slow down Could you speak a little more slowly, please?

Nho noi to

_ Sorry, the line is bad. Could you speak up a bit?
Asking to speak up

Nho danh van

?
Asking for spelling Could you spell that for me, please?

Doc lai dé kié
o5 e 010 S Let me read that back to you: ... Is that correct?

Reading back

Kiém mét chi tiét Did you say fifteen or fifty? / Was that B for Bravo or V for
Checking a detail Victor?

Rt cude goi Sorry, we were cut off. I’ll call you back on your mobile

Call dropped ’ ' ’

Goi nham s6 I’m sorry, I think you have the wrong number. This is Lam Viet
Wrong number Logistics.

Vi DU/ EXAMPLE — Cip sb d& nghe nham: fifteen / fif ti:n/ — fifty /'fifti/, thirteen —
thirty, nineteen — ninety. Pudi -teen nhan & 4m cudi, kéo dai; dudi -ty nhan & am dau. Khi ghi
gia hodc ) lugng, héi lai: “Is that one five or five oh?”

Number pairs that are easy to mishear: fifteen / fif ti:n/— fifty / fifti/, thirteen — thirty, nineteen —
ninety. -teen is stressed on the last syllable and is longer; -ty is stressed on the first. When noting a
price or quantity, check: “Is that one five or five oh?”

3.6. Cach ghi loi nhan va dé lai loi nhan thoai bang tieng Anh — Taking
messages and leaving voicemails

Loi nhén hitu ich phai tra 101 du cau hoi: ai goi, tir cong ty nao, sb dién thoai, goi vé viée
gl, can lam gi, goi luc nao. Thiéu sb dién thoai thi nguoi nhan khong goi lai dugec.

A useful message answers every question: who called, from which company, on what number,

about what, what action is needed, and when the call came in. Without a phone number the
recipient cannot call back.

PHAI THUQC / MEMORISE — Sau 6 cua phiéu ghi 16i nhin: To (giri ai) - From (ai goi,
cong ty) - Tel (sb dién thoai) - Date / Time (ngay gio nhan) - Message (ndi dung) - Action
(viéc can lam: please call back / will call again / no action needed). Cudi phiéu ghi Taken by
(nguoi ghi).
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The six boxes of a message form: To - From (caller, company) - Tel - Date / Time - Message - Action
(please call back /will call again / no action needed). At the bottom write Taken by.

PHIEU GHI LOT NHAN / PHONE MESSAGE FORM

To: Mr Pham Quoc Bao, Sales Manager

From: Ms Rachel Lim, Kestrel Components Pte Ltd (Singapore)

Tel: +65 6274 3391

Date / Time: Monday 19 October 2026, 8.40 am

Message: Order of 5,000 cartons: wants to move delivery from 28 Oct to 4 Nov.
Action: Please call back this afternoon (Singapore is 1 hour ahead).

Taken by: Ngoc Anh

Dich: Giki: Anh Pham Quéc Bao, Trieong phong Kinh doanh. Nguweoi goi: Chi Rachel Lim, Céng ty
Kestrel Components (Singapore). Pién thoai: +65 6274 3391. Ngay gio: thir Hai 19/10/2026, § gio 40
sdang. Noi dung: don hang 5.000 thing carton, muén doi ngay giao tir 28/10 sang 4/11. Viéc can lam:
goi lai trong chiéu nay (Singapore nhanh hon 1 tiéng). Nguoi ghi: Ngoc Anh.

Pé lai 101 nhin thoai — Leaving a voicemail

Loi nhan thoai nén dai 2040 gidy, theo thir tu: chao va gidi thiéu — gio goi — 1y do —
viéc can ngudi nghe lam — sb dién thoai (doc cham, nhéc hai lén) — cam on. Noi1 cham
hon binh thuong; ngudi nghe khong hoi lai duge.

A voicemail should last 20—40 seconds, in this order: greeting and name — time of call —

reason — what the listener should do — phone number (slowly, twice) — thanks. Speak more
slowly than usual; the listener cannot ask you to repeat.

LOI NHAN THOAI MAU / MODEL VOICEMAIL

Hello, Ms Walsh. This is Do Thanh Truc from Kim An Fintech in Hanoi. It’s 10 am on
Monday 19 October.

I’m calling about our meeting next week. I’d like to confirm the time: Wednesday 21
October at 2 pm, at our office.

I’'m also going to send you a short demo video of the QR payment page today.

Could you call me back or text me by Friday? My number is plus eight four, nine one two,
four oh six, seven three five. That’s plus eight four, nine one two, four oh six, seven three
five.

Thanks, and I look forward to meeting you. Bye.

Dich: Chao chi Walsh. Em la B6 Thanh Triic, Céng ty Fintech Kim An ¢ Ha Ni. Bay gio la 10 gio
sdng thir Hai 19/10. Em goi vé cugc gap tuan sau. Em muon xdac nhén gio: 2 gio chiéu thir Tw 21/10,
tai van phong bén em. Hom nay em ciing sé giri chi mot video ngdn gidi thiéu trang thanh todn OR.
Chi goi lai hoac nhan tin cho em trudc thir Sau dwoc khong a? S6 ctia em la +84 912 406 735. Nhdc
lai: +84 912 406 735. Cam on chi, em mong dwoc gap chi. Chao chi.

LOI HAY GAP / COMMON MISTAKE — Dé lai 151 nhin chi c6 “Please call me back”
ma khong nodi tén, sb, Iy do. Ngudi nghe khong biét ai goi va goi vé viéc gi nén thuong bd
qua. Ludn néi du tén + cong ty + 1y do + sé dién thoai.

Tai liéu nay dugc bién soan boi doi ngii ciia website: https://globalmarket.vin
Trang 99



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

Leaving only “Please call me back” with no name, number or reason. The listener does not know who
called or why, and often ignores it. Always give name + company + reason + number.

3.7. Pat, doi va hay lich hen b%lng tiéng Anh — Arranging, rescheduling and
cancelling appointments

bat hen qua di¢én thoai hodc tin nhin g@)m bon bude: dé xuit gap — hoi lich tréng —
thong nhat gio, dia diém — xac nhan lai bang 1i va bang vian ban. Khi doi hodc hity, xin
16i ngan, néu 1y do ngan va dé xuit ngay gio thay thé.

Arranging a meeting by phone or message has four steps: propose — ask about availability —
agree time and place — confirm orally and in writing. When rescheduling or cancelling,
apologise briefly, give a short reason and suggest an alternative straight away.

Churc nang Trang trong
Function Formal

Pé xuit gap
Suggesting a meeting

Hoi lich trong

Asking about
availability

Dong y

Accepting

Tir chéi, d& xuat gio
khac

Declining, suggesting
another time

Doi lich
Rescheduling

Doi 1én sém
Bringing forward

Huy
Cancelling

Xac nhan
Confirming

I would like to arrange a meeting to
discuss the new contract.

When would be convenient for you? /
Would Tuesday at 10 suit you?

Tuesday at 10 would be fine.

I’m afraid I’m not available then. Could
we make it Wednesday instead?

I’m afraid I need to reschedule our
meeting. Would Thursday at 2 pm be
possible?

Would it be possible to bring the
meeting forward to 9 am?

I’m sorry, but I have to cancel our
meeting on Friday. I apologise for any
inconvenience.

I’m writing to confirm our meeting on
Monday 26 October at 3 pm.

Trung tinh / thin mat

Neutral / informal

Can we meet to talk about the
contract?

Are you free on Tuesday? /
Does 10 work for you?

Tuesday’s good. / 10 works
for me.

Sorry, I can’t do Tuesday.
How about Wednesday?

Something’s come up. Can
we move our meeting to
Thursday?

Could we start a bit earlier,

say 9?7

Sorry, I’ll have to cancel
Friday.

Just confirming Monday at 3.
See you then!

PHAI THUQC / MEMORISE — Khi chét lich, nhic lai du thir + ngay + thang + gio + dia
diém/hinh thirc: “So that’s Thursday 22 October at 9.30 am, at our office.” Hen quéc té
qua mang thi ghi gio hai bén: “3 pm Vietnam time / 5 pm Seoul time”.

When fixing a meeting, repeat weekday + date + month + time + place/format: “So that’s Thursday
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22 October at 9.30 am, at our office.” For international online meetings give both local times: ““3 pm
Vietnam time / 5 pm Seoul time”.

HOI THOAI MAU — PAT HEN / MODEL DIALOGUE — ARRANGING A
MEETING

Truc: Hello, Mr Kim. It’s Do Thanh Truc from Kim An Fintech. Have you got a minute?
Kim: Sure, Truc. Go ahead.

Truc: I’d like to arrange a video call to show you our new payment dashboard. Are you free
next week?

Kim: Let me check my calendar. I’m flying to Busan on Monday and I’m meeting our
auditors on Tuesday. How about Wednesday?

Truc: Wednesday the twenty-eighth? Would 3 pm suit you? That’s 5 pm in Seoul.

Kim: 5 pm is a bit late for me. Could we make it 1 pm your time?

Truc: 1 pm Vietnam time, 3 pm in Seoul. That works for me.

Kim: Great. How long will it take?

Truc: About forty-five minutes. I’ll send you a calendar invitation and the agenda today.
Kim: Perfect. I’ll ask my product manager to join too.

Truc: Wonderful. So that’s Wednesday 28 October, 1 pm Vietnam time, 3 pm Seoul time.
Talk to you then.

Dich: Triic: Chao éng Kim. Em la D6 Thanh Triic, Fintech Kim An. Ong c6 ranh mét phiit khéng a?
— Kim: Puoe, Triic cik néi. — Triic: Em muon sdp xép mot cude goi video dé gidi thiéu bang diéu
khién thanh toan méi. Tuan sau éng cé ranh khong a? — Kim: Dé téi xem lich. Thir Hai t6i bay di
Busan, thir Ba t6i gap bén kiém todn. Thir Tw thi sao? — Triic: Thir Tw ngay 28 a? 3 gio chiéu co tién
cho 6ng khéng? Tirc la 5 gio chiéu & Seoul. — Kim: 5 gio hoi mudn véi t6i. Minh doi sang 1 gio chiéu
gio bén c6 duwoc khong? — Tric: 1 gio chiéu gio Viét Nam, 3 gio chiéu ¢ Seoul. Em sdp xép duoc a.
— Kim: Tot. Cudc goi kéo dai bao lau? — Triic: Khodng 45 phiit. Hom nay em sé giri éng loi moi qua
lich va chwong trinh lam viéc. — Kim: Tot lam. Téi sé moi cd trwcng nhém san pham tham gia. —
Triic: Tuyét qud. Vay la thir Tu 28/10, 1 gio chiéu gio Viét Nam, 3 gio: chiéu gio Seoul. Hen gap ong
khi do a.

Vi DU / EXAMPLE — Trong hoi thoai trén c6 dii bén cach néi twong lai: I’m flying / I’'m
meeting (lich di hen), I’ll send / I’ll ask (quyét dinh ngay, hira), will it take (hoi vé sy viéc
tuong lai), va néu Kim néi “My flight leaves at 7” thi 1a hién tai don chi lich trinh.

The dialogue contains all four future forms: I’'m flying / I’'m meeting (arrangements), I’ll send / I’ll
ask (instant decisions, promises), will it take (a question about the future), and if Kim said “My flight
leaves at 77, that would be the present simple for a timetable.

TIN NHAN MAU — DOI HEN / MODEL MESSAGE — RESCHEDULING

Hi Mr Becker,

I’m afraid I need to reschedule our call on Thursday 15 October. Our factory audit has
moved to that afternoon.

Would Friday 16 October at the same time (3 pm Vietnam time / 10 am Stuttgart time)
work for you? If not, I’'m free all day on Monday 19 October.

Sorry for the change, and thank you for your understanding.

Kim Lien
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Dich: Chao 6ng Becker. T6i xin phép doi cudc goi vao thir Nam 15/10 vi dot kiém tra nha may da
chuyén sang chiéu hém dé. Thir Sau 16/10 cing gio (3 gio chiéu gio Viét Nam / 10 gio sang gio
Stuttgart) ¢ tién cho éng khong? Néu khéng, téi ranh ca ngay thir Hai 19/10. Xin 16i éng vi thay déi
ndy va cam on ong da thong cam. Kim Lién.

LOI HAY GAP / COMMON MISTAKE — Huy hen chi bing mét dong “Sorry, I’m busy.
Cancel the meeting.” Cau ménh Iénh lam ddi tac phat ¥. Cau chuan: xin 16i + 1y do ngan +
gio thay thé: “I’m sorry, but I have to cancel tomorrow’s meeting because of an urgent
audit. Could we meet on Friday instead?”

Cancelling with one line: “Sorry, I’'m busy. Cancel the meeting.” The imperative offends the partner.
The standard pattern: apology + short reason + alternative: “I’m sorry, but I have to cancel
tomorrow’s meeting because of an urgent audit. Could we meet on Friday instead?”’

3.8. Cach viét tin nhiin cong viéc (chat, SMS) bing tiéng Anh — Writing work
messages (chat and SMS)

Tin nhan cong viéc ngin hon email nhung van phai dii thong tin dé ngudi nhan hanh
dong ngay, khong can hoi lai. Mtic trang trong phu thudc ngudi nhan: véi khach hang va
cap trén nguoi nudc ngoai, viét cau day du, khong viét tat; véi dong nghiép than, duoc
viét gon.

A work message is shorter than an email but must still give enough information for the reader to

act without asking again. Formality depends on the reader: with customers and foreign
managers, write full sentences without abbreviations; with close colleagues, you can be brief.

Nén Khong nén
Do Don'’t
N Hi Bao, can you join the 3 pm call Hi / Bao oi / Are you there? (rdi
Mot tin, du y . , N
with Kestrel today? It’s about the cho tra 101)
One message, complete . . .
delivery date. Hi / Are you there? (then wait)

tomorrow morning (khi nguoi
Ghi 10 thoi gian nhan & mai gio khac
) & Thursday 22 October at 9.30 am ; & , ) .
Exact times tomorrow morning (across time
zones)

Viét tit dung mirc
Abbreviations in

FYI, ETA, ASAP (v6i dong nghiép)  u, , pls, thx, k (v6i khach hang)
) with colleagues with customers
moderation

i 61 66 g amagy Noted, I’ll send the file by 4 pm. caieL

Meaningful replies ok/k
Giong lich su Could you check the invoice when . )

" g4 ) Y Check the invoice now.
Polite tone you have a moment?
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Tir viét tat trong tin nhan cong viéc — Abbreviations in work messages

Viét tit Viét day da Nghia Vidu
Abbreviation Full form Meaning Example

ASAP as soon as possible cang sdm cang t6t Please reply ASAP.
FYI for your information dé ban biét GBI Ru RG]
to 4 pm.
ETA estimated time of arrival  gio dén du kién gi? for the shipment is 28
EOD end of the day cudi ngay lam viéc Il send the report by EOD.
000 out of office vang mit, nghi I’'m OOO on Friday.
TBC to be confirmed s€ xac nhan sau Venue: Room 5.2 (TBC).
. quay lai ngay (than .
BRB be right back . BRB, taking a call.
mat)
N/A not applicable khong ap dung Discount: N/A.

TIN NHAN NHOM CHAT CONG VIEC / WORK CHAT THREAD

Bao (10:35): Hi Ngoc Anh, any messages for me from this morning?

Ngoc Anh (10:37): Yes, one. Rachel Lim from Kestrel called at 8.40. She wants to move the
carton delivery from 28 Oct to 4 Nov. Could you call her back this afternoon? +65 6274
3391.

Bao (10:38): Thanks. I’ll call her at 2. [s meeting room 5.2 free at 3?

Ngoc Anh (10:40): I’m afraid it’s booked until 4. Room 5.1 is free from 3 to 5.

Bao (10:41): OK, please book 5.1 from 3 to 4. I’m meeting the warehouse team.

Ngoc Anh (10:42): Done. I’ve sent the invitation to the team. FYI, the projector in 5.1 needs
an HDMI cable. I’ll leave one on the table.

Bao (10:42): Great, thanks!

Dich: Baio (10:35): Chao Ngoc Anh, sang nay c6 161 nhdn nao cho anh khéng? — Ngoc Anh (10:37):
C6 mét a. Chi Rachel Lim bén Kestrel goi liic 8 gio' 40. Chj dy muon doi ngay giao thiing carton tir
28/10 sang 4/11. Anh goi lai cho chi dy trong chiéu nay dwoc khéng a? +65 6274 3391. — Bdio
(10:38): Cam on em. 2 gio anh sé goi. Phong hop 5.2 lic 3 gio' con trong khéng? — Ngoc Anh
(10:40): Tiéc la phong di c6 ngueoi dat dén 4 gio. Phong 5.1 trong tir 3 dén 5 gio a. — Bao (10:41):
Vay em dat phong 5.1 tir 3 dén 4 gio nhé. Anh hop véi nhém kho. — Ngoc Anh (10:42): Xong réi .
Em da giri 161 moi cho ca nhém. Dé anh biét, mdy chiéu phong 5.1 can didy HDMI. Em sé dé san mot
day trén ban. — Bdo (10:42): Tot qud, cam on em!

LOI HAY GAP / COMMON MISTAKE — Mang th6i quen chat tiéng Viét sang tin nhan
tiéng Anh: chi gui “Hi” 10i chd nguoi kia trd 101 mdi noéi viée; tra 161 khach “ok™ hoac “k”;
viét “Sorry for disturbing”. Ngudi nudc ngoai doc thay thiéu chuyén nghiép. Pung: néi viée
ngay trong tin dau; tra 101 “Noted, thank you” hodc “Sure, I’ll do that today”; xin 16i lam
phién 13 “Sorry to bother you”.
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Carrying Vietnamese chat habits into English: sending only “Hi” and waiting before stating the
point; answering a customer “ok” or “k”; writing “Sorry for disturbing”. Foreign readers find this
unprofessional. Instead: state the point in the first message; reply “Noted, thank you” or “Sure, I'll
do that today”’; to apologise for interrupting, write “Sorry to bother you”.

TIN NHAN NHAC LICH (SMS) / REMINDER TEXT (SMS)

Lam Viet Logistics: This is a reminder of your appointment with Mr Pham Quoc Bao on
Tuesday 20 October at 10 am, Floor 5, 112 Nguyen Thi Thap Street, Tan Hung Ward. Please
reply YES to confirm or call 028 3812 4405 to reschedule.

Dich: Logistics Lam Viét: Xin nhdc quy khach lich hen véi 6ng Pham Quéc Bdo lic 10 gio sang thir
Ba 20/10, tang 5, s6 112 dwong Nguyén Thi Thdp, phwong Tan Hung. Vui long tra loi YES dé xdc
nhdn hodc goi 028 3812 4405 dé doi lich.

3.9. Bai doc hi¢u tiéng Anh: mdt buoi sang & quay I& tAn — Reading: a morning
at the front desk

BAI PQC / READING TEXT
Front desk, Monday morning

Le Ngoc Anh is the receptionist at Lam Viet Logistics, a freight company with 120 staff in
Ho Chi Minh City. Her day starts at 7.45, fifteen minutes before the office opens. First, she
checks the voicemail. On Monday mornings there are usually eight to ten messages from the
weekend. Many of them come from customers in Australia and Japan, where the working day
starts two to four hours earlier than in Vietnam.

Ngoc Anh writes every message on the company’s message form: the caller’s name, company
and phone number, the reason for the call and the action needed. Then she sends it to the right
person through the company chat. “A message without a phone number is useless,” she says.
“I always read the number back to the caller.”

Between 8 and 11 the switchboard is busy. Ngoc Anh answers every call with the same
words: “Good morning, Lam Viet Logistics, Ngoc Anh speaking. How can I help you?” If the
person the caller wants is not available, she offers two choices: to leave a message or to call
back at a time she suggests. She never says “He’s not here.” Instead, she says “He’s in a
meeting until 10.30. Can I take a message?”’

Ngoc Anh also manages the meeting rooms. Staff book rooms on the shared calendar, but
many visitors arrange appointments by phone. When a visitor confirms a meeting, she sends a
reminder by text the day before. This simple step has cut the number of missed appointments
from about twelve a month to three.

This week will be busier than usual. A delegation from a German partner is arriving on
Wednesday, and the directors are holding a training day on Friday. Ngoc Anh is going to
move two client meetings from Friday to Thursday. “I’ll call the clients this afternoon,” she
says. “It’s better to reschedule early than to cancel at the last minute.”

Tai liéu nay dugc bién soan boi doi ngii ciia website: https://globalmarket.vin
Trang 104



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

Dich: Quay Ié tan, sang thir Hai. Lé Ngoc Anh la € tan ciia Céng ty Logistics Lam Viét, mét cong ty
van tdi hang héa cé 120 nhan vién 6 TP.HCM. Ngay lam viéc ciia chi bat dau hic 7 gio 45, muwoi lam
phiit trieée khi van phong mo civa. Viéc dau tién la nghe hép thi thogi. Sang thir Hai thirong cé tam
dén muwoi 1oi nhdn tir cudi tuan. Nhiéu 1oi nhan dén tiv khach hang 6 Uc va Nhat, noi ngay lam viéc
bdt dau sém hon Viét Nam hai dén bon tiéng. Ngoc Anh ghi moi 16i nhan vao phiéu ghi loi nhan ciia
cong ty: tén ngueoi goi, cong ty, sé dién thoai, Iy do goi va viéc can lam. Sau do chi giri cho diing
nguwoi qua nhém chat ciia cong ty. “Loi nhdn khéng cé sé dién thoai thi vé dung,” chi néi. “Téi ludn
doc lai s6 cho nguoi goi.” Tir 8 dén 11 gio, tong dai ban. Ngoc Anh tra loi moi cudc goi bang cing
mét cau: “Chao buéi sang, Cong ty Logistics Lam Viét, Ngoc Anh nghe. Téi cé thé gitip gi cho
anh/chi?” Néu nguoi ma khach can gap khong tié’p may dwoc, chi dwa ra hai lya chon: dé lai 1oi nhdn
hodc goi lai vao gio chi goi y. Chi khéng bao gio néi “Anh dy khéng cé ¢ day.” Thay vao dé chi néi
“Anh dy dang hop dén 10 gio 30. T6i ghi lai loi nhan dwoc khéng?”’ Ngoc Anh con quan Iy cdc phong
hop. Nhén vién ddt phong trén lich ding chung, nhwng nhiéu khdach dat hen qua dién thoai. Khi khdch
xac nhdn cugc hen, chi gii tin nhan nhdc vao hém trude. Bude don gian nay da giam $6 cudc hen bi
16 tir khodng muwoi hai cudc méi thang xudng con ba. Tuan ndy sé ban hon thirong 16. Mot doan ciia
doi tac Pirc sé dén vao thir Tw, va ban gidm doc t6 chirc mét ngay dao tao vao thir Sau. Ngoc Anh sé
doi hai cugc hen voi khach tie thir Sau sang thie Nam. “Chiéu nay toi sé goi cho khach,” chi noi. “Doi
lich sém thi tot hon la hity vao phiit chot.”

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

1. Ngoc Anh bit dau 1am viéc luc may gio? — Péap an: 7 gid 45, mudi lam phut trude
gid van phong mé cua.

What time does Ngoc Anh start work? — Answer: At 7.435, fifteen minutes before the office
opens.

2. Vi sao sang thtr Hai c6 nhiéu 10i nhan ctia khach & Uc va Nhat? — Dap an: vi ¢6 10i
nhan don tir cudi tudn, va ngay lam viéc & hai nudc nay bt ddu sém hon Viét Nam
hai dén bon tiéng.

Why are there many messages from Australia and Japan on Monday mornings? — Answer:
Messages build up over the weekend, and the working day there starts two to four hours
earlier than in Vietnam.

3. Phiéu ghi 16i nhan ctia cong ty c6 nhitng thong tin gi? — Déap an: tén, cong ty va sb
dién thoai nguoi goi, Iy do goi, viéc can lam.

What information goes on the company’s message form? — Answer: The caller’s name,
company and phone number, the reason for the call and the action needed.

4. Thay vi noi “He’s not here”, Ngoc Anh no6i gi? — DPép an: “He’s in a meeting until
10.30. Can I take a message?” (ly do + gio quay lai + lya chon).

What does Ngoc Anh say instead of “He’s not here”? — Answer: “He’s in a meeting until
10.30. Can I take a message?” (reason + time back + option).

5. Tin nhan nhac lich mang lai két qua gi? — Pép an: s6 cudc hen bi 1§ giam tir khoang
12 cudc mdi thang xudng 3.
What result have the reminder texts had? — Answer: Missed appointments fell from about
12 a month to 3.

6. Cau “A delegation... is arriving on Wednesday” dung thi gi, vi sao? — Dap an: hién
tai tiép dién, vi day 1a lich da sip xép v6i ngudi khéc, ¢ thoi gian cu thé.
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Which tense is “A delegation... is arriving on Wednesday”, and why? — Answer: The
present continuous, because it is an arrangement made with other people, with a specific
time.

3.10. Phat am: am cuoi -ed, -s va trong am t&r — Pronunciation: -ed and -s endings

and word stress

Nguoi Viét hay nubt 4m cubi vi tiéng Viét khong c6 cum phu am cudi. Trén dién thoai,
mét 4am cubi lam nguoi nghe khong phan bi¢t dugce “I call” va “I called”, “slot” va
“slots”. Quy tdc: dudi -ed doc /t/ sau 4m vo thanh, /d/ sau Am hitu thanh, /id/ sau /t/ va
/d/; duoi -s doc /s/, /z/, hz/ theo cung nguyén tac.

Viethamese speakers often drop final sounds because Vietnamese has no final consonant
clusters. On the phone, a lost ending means the listener cannot tell “I call” from “I called” or

“slot” from “slots”. Rule: -ed is /t/ after voiceless sounds, /d/ after voiced sounds, /id/ after /t/
and /d/; -s is /s/, /%/, /17/ on the same principle.

Phlen am Am cudi Ly do
WOI d Ending Reason

sau am vo thanh /k/

booked ookt after voiceless /k/
missed /mist/ It/ satam ,VO el
after voiceless /s/
sau am hiru thanh /1/
called /ko:1d/ /d/ afier voiced /l/
confirmed /kan'f3:md/ /d/ satam .hu'u BAER o
after voiced /m/
: sau am hiru thanh /dz/
arranged /a'remdzd/ /d/ afier voiced /d3/
texted I tekstid/ nd/ sau /t/: thém mot Am tiét
after /t/: one extra syllable
. sau /t/: thém mot 4m tiét
updated /ap'dertid/ hd/ after /t/: one extra syllable
sau am hiru thanh /1/
calls /ko:lz/ /z/ afier voiced /l/
slots /slots/ /s/ sat am ,VO thanh /¥
after voiceless /t/
messages /'mesidziz/ 1z/ SN Einhis

after /d3/: one extra syllable
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Phlen am MAiu trong Am Doc nhin
W01 d Stress pattern Say it

calendar /"keelondo/ CAL-en-dar
voicemail /'voismeil/ Oo VOICE-mail
cancel /"kensal/ Oo CAN-cel
confirm /kon'f3:m/ 00 con-FIRM
postpone /paust pavn/ 00 post-PONE
appointment /3" pomtmaont/ 000 ap-POINT-ment
extension /1k'stenfon/ 000 ex-TEN-sion
available /5" vetlabal/ 0000 a-VAIL-a-ble
receptionist /1" sepfonist/ 0000 re-CEP-tion-ist
reschedule / ri:" fedzu:l/ 000 re-SCHED-ule
notification / noutrft 'kerfon/ 00000 no-ti-fi-CA-tion

Vi DU/ EXAMPLE — Meo trong am: tir tin cung bang -tion, -sion, -ic nhan vao am tiét
ngay truéce dudi: exTENsion, notifiCAtion; receptionist giit trong &m cua reception
(reCEPtion). Dong tir hai 4m tiét nhu conFIRM, postPONE thuong nhan 4m thi hai.

Stress tip: words ending in -tion, -sion, -ic are stressed on the syllable just before the ending:
exTENsion, notifiCAtion, receptionist keeps the stress of reception (reCEPtion). Two-syllable verbs
such as conFIRM and postPONE usually stress the second syllable.

3.11. Bai tap van dung c6 loi gidi — Applied exercises with solutions

Bai 1. Nhan cudc goi va ghi 10i nhin — Exercise 1. Taking a call and a message

Ban 1a Tran Gia Huy, trg 1y phong Mua hang cua Cong ty TNHH Bao bi Song Han (Da
Nang). Thir Ba 13/10/2026 luc 10 gid 20, dng Jonas Becker, k¥ su truéng ctia Brandt
Feinmechanik GmbH (Stuttgart, Puc), goi tim ba V4 Thi Kim Lién, Truong phong Mua
hang. Ba Lién dang & nha may dén 3 gio chiéu. Ong Becker mudn doi cudc goi video tir
3 gid chiéu thir Nam 15/10 (gio Viét Nam) sang cing gid thir Sau 16/10, vi k§ su phu
trach ctia 6ng di cong tic dén hét thir Nam. S di dong ctia ong: +49 171 409 6238. Yéu
cau: (1) viét cac cau chinh cua cudc dién thoai; (2) dién phiéu ghi 10i nhan; (3) viét tin
nhan cong viéc giri ba Lién.

You are Tran Gia Huy, assistant in the Purchasing Department of Song Han Packaging Co., Ltd
(Da Nang). On Tuesday 13 October 2026 at 10.20, Mr Jonas Becker, chief engineer at Brandt
Feinmechanik GmbH (Stuttgart, Germany), calls for Ms Vo Thi Kim Lien, the Purchasing
Manager. Ms Lien is at the factory until 3 pm. Mr Becker wants to move the video call from 3 pm

on Thursday 15 October (Vietnam time) to the same time on Friday 16 October, because his
project engineer is travelling until the end of Thursday. His mobile number is +49 171 409 6238.
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Tasks: (1) write the key lines of the phone call; (2) complete a phone message form, (3) write a
work chat message to Ms Lien.

1.

Nhéic may: chio theo budi, tén cong ty, tén minh, cdu moi. Khong néi “Alo” hay “I
am Huy”.
Answer: “Good morning, Song Han Packaging, Huy speaking. How can I help you?”

. Bdo nguoi can gdp vang mat — néu ly do ngan va gio quay lai — roi dua Iya chon.

Dung hién tai tiép dién cho viéc dang dién ra, will cho 10i dé nghi tirc thoi.
“I'm afraid Ms Vo Thi Kim Lien is at the factory this morning. She’ll be back at about 3 pm.
Can I take a message, or would you like her to call you back?”

. Léy thong tin va kiém chéo: danh van tén, doc lai sé dién thoai theo nhom, nhic lai

ngdy gio méi bang thir + ngdy + thang.

“Could you spell your surname, please?”” — “B-E-C-K-E-R.” — “Let me read that back:
plus four nine, one seven one, four oh nine, six two three eight. So you'd like to move the call
from Thursday the fifteenth to Friday the sixteenth, still at 3 pm our time. Is that right?”

. Luu y mui gio: thang 10/2026 Ptic dung gio mua hé (UTC+2) dén ngay 25/10, Viét

Nam 1a UTC+7, chénh 5 tiéng. 3 gid chiéu & Pa Nang 1a 10 gid sang & Stuttgart.
Nhiéc gio ctia ca hai bén dé tranh nham.

“That’s 10 am in Stuttgart, correct?” — “Yes, 10 am our time.” — “Thank you, Mr Becker.
I’ll pass on your message as soon as she’s back.”

. Phiéu ghi 161 nhan: du sdu 6 — gui ai, ai goi, cong ty, so dién thoai, ndi dung, vi¢c

can lam — kém ngay gid nhan va tén nguoi ghi.

To: Ms Vo Thi Kim Lien | From: Mr Jonas Becker, Brandt Feinmechanik GmbH | Tel: +49
171 409 6238 | Date/time: Tue 13 Oct 2026, 10.20 | Message: wants to move the video call
from Thu 15 Oct, 3 pm to Fri 16 Oct, 3 pm (VN time) | Action: please call back to confirm |
Taken by: Huy

. Bai mau hoan chinh — tin nhan cong viéc gui ba Lién: chao, néu ai goi, viéc gi, ngay

gid cii va méi, viée can lam, sd dién thoai. Dich: “Chao chi Lién. Ong Jonas Becker
(Brandt) goi ltic 10 gio 20. Ong ay mudn doi cudce goi video tir thir Nam 15/10 sang
thir Sau 16/10, van 3 gio chiéu gio minh (10 gid sang gio Puc), vi k¥ su cia ong di
cong tac dén hét thir Nam. Ong nhd chi goi lai dé xac nhan: +49 171 409 6238. Em
da tam gitr lich thir Sdu trén lich cua chi. Huy”

Hi Ms Lien, Mr Jonas Becker (Brandt) called at 10.20. Hed like to move the video call from
Thursday 15 October to Friday 16 October, still at 3 pm our time (10 am in Germany). His
project engineer is travelling until Thursday evening. Could you call him back to confirm?

His mobile is +49 171 409 6238. I've put a provisional booking for Friday in your calendar.
Huy

Bai 2. Doi lich hen qua dién thoai va xdc nhan bang tin nhin — Exercise 2.

Rescheduling by phone and confirming by text

P4 Thanh Trac, chuyén vién hop tac ctia Cong ty Co phan Fintech Kim An (Ha Noi), ¢6
hen gdp ba Chloe Walsh, Giam ddc thuong mai dién to cua Coralbay Foods Pty Ltd
(Brisbane, Uc), ltic 2 gio chiéu thar Tu 21/10/2026 tai vin phong Kim An, dé trinh bay
giai phap thanh toan QR cho cira hang truc tuyén ctia Coralbay tai Viét Nam. Sang 21/10
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ba Walsh goi bao chuyén bay tir Singapore bi hodn, ba s& dén Ha Noi lac 9 gio t6i. Tric
con trong 9 gio 30 sang va 2 gid chiéu thir Nam 22/10; ba Walsh bay vé Brisbane luc 6
gio chiéu ther Nam. Yéu cau: viét doan hoi thoai doi hen va tin nhin xac nhén, dung ding
cac thi twong lai va gidi tur thoi gian.

Do Thanh Truc, partnership executive at Kim An Fintech JSC (Hanoi), has an appointment with
Ms Chloe Walsh, e-commerce director of Coralbay Foods Pty Ltd (Brisbane, Australia), at 2 pm
on Wednesday 21 October 2026 at Kim An’s office, to present a QR payment solution for
Coralbay’s online shop in Vietnham. On the morning of 21 October Ms Walsh calls: her flight
from Singapore is delayed and she will arrive in Hanoi at 9 pm. Truc has free slots at 9.30 am
and 2 pm on Thursday 22 October; Ms Walsh flies back to Brisbane at 6 pm on Thursday. Task:
write the rescheduling dialogue and a confirmation text, using the right future forms and
prepositions of time.

1. Ba Walsh bao tin. Hién tai tiép dién va will dién ta lich da dinh va du doan: chuyén
bay bi hoan, ba s& dén muén.
Walsh: “Hello, Truc. It’s Chloe Walsh. I'm afraid my flight is delayed. I'm not arriving in
Hanoi until 9 pm, so I won’t be able to make our meeting this afternoon.”

2. Triic phan hoi: thong cam ngan gon, dé xuat hai khung gid cu thé. Dung “on
Thursday” (tht ¢6 on), “at 9.30” (gi0 co at).
Truc: “Oh, I'm sorry to hear that. No problem at all. Shall we meet on Thursday instead?
I'm free at 9.30 in the morning or at 2 in the afternoon.”

3. Chon gio phu hop: ba Walsh bay luc 6 gio chiéu, phai ra sin bay Noi Bai khoang 3
gi0, nén chon 9 gid 30 sang. Trong 161 ndi, “I’m flying back at 6™ 1a lich da dat vé —
hién tai tiép dién.

Walsh: ““9.30 would be better. I'm flying back at 6, so I need to leave for the airport by 3.”

4. Chét lai bang cau nhic du thir, ngay, gid, dia diém; dé nghi guri xac nhan bang will.
Truc: “Great. So that’s Thursday 22 October at 9.30 am, here at our office. I'll text you the

address and send a new calendar invitation.” — Walsh: “Perfect. Thanks for being so
flexible.”

5. Bai miu hoan chinh — tin nhin xac nhan (SMS). Dich: “Chao chi Chloe, em la Trac
bén Kim An. Em xac nhan budi gap mai: thir Nam 22/10, 9 gio 30 sang, phong hop
tang 8, s6 25 phd Tran Khat Chan, Ha Noi. Budi gap du kién 60 phut, nén chi s& kip
chuyén bay 6 gio chiéu. Chuc chi dén noi an toan tdi nay. Trac (0912 406 735)”

Hi Chloe, it’s Truc from Kim An. Confirming our new meeting: Thursday 22 October at 9.30
am, meeting room, 8th floor, 25 Tran Khat Chan Street, Hanoi. The meeting will take about

60 minutes, so you’ll have plenty of time for your 6 pm flight. Safe travels tonight! Truc
(0912 406 735)

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

Cau 1. Viét tin nhin cong viéc (80-100 tir) giri trwéng nhém Lé Hoang Nam xin doi
budi trao doi riéng (1-to-1) tir 4 gié chiéu thir Nam 15/10/2026 sang 10 gio' sang thir
Sau 16/10/2026, vi chiéu thir Nim ban phai cing khach hang di kiém hang tai kho
Binh Dwong.
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Question 1. Write a work chat message (80—100 words) to your team leader, Le Hoang Nam,
asking to move your one-to-one from 4 pm on Thursday 15 October 2026 to 10 am on Friday 16
October 2026, because on Thursday afternoon you have to inspect goods with a customer at the
Binh Duong warehouse.
« Chao va di thang vao viéc trong ciu dau.
Hi Nam, could we move our one-to-one on Thursday?
« Néu Iy do ngén, dung hién tai tiép dién cho lich di hen vé&i khach.
I’m visiting the Binh Duong warehouse with a customer on Thursday afternoon to inspect the
goods.
« P& xuit gid méi cu thé, co thir, ngdy, gio va ding gidi tir.
Would 10 am on Friday 16 October work for you instead?
« Pua phuong an dy phong dé nguoi kia dé tra 10i.
If not, I'm also free after 2 pm on Friday.
« Cam két viéc 1am tiép bang will.
I’ll update the calendar invitation as soon as you confirm.
« Két bang 10i cam on ngan, khong dung “Thanks in advance” l3p lai nhiéu lan.
Sorry for the late change, and thanks, Nam.

Céu 2. Viét ndi dung 1oi nhin thoai (voicemail, 80-120 tir) ban — Pham Minh Thu,
Cong ty CP Logistics LAm Viét — dé lai cho 6ng Aoki ciia Aokawa Trading
(Osaka): 16 hang s6 LV-2611 sé dén cang Osaka chim hai ngay, ngay 28/10/2026
thay vi 26/10/2026, do tau ddi lich. P& nghi ong goi lai truéc 5 gio' chiéu thir Sau
23/10.
Question 2. Write a voicemail script (80—120 words) that you, Pham Minh Thu of Lam Viet
Logistics JSC, leave for Mr Aoki at Aokawa Trading (Osaka): shipment LV-2611 will arrive at
Osaka port two days late, on 28 October 2026 instead of 26 October 2026, because the vessel
has changed its schedule. Ask him to call back before 5 pm on Friday 23 October.
« Chao, gi6i thiéu tén va cong ty bang “This is...”, néu thoi diém goi.
Good morning, Mr Aoki. This is Pham Minh Thu from Lam Viet Logistics. It’s 9.15 on
Wednesday 21 October.
* Néu 1y do goi, c6 ma 16 hang.
I’'m calling about shipment LV-2611.
« Bao tin chinh bang will, néu rd ngay cii va ngay mdi.
The vessel has changed its schedule, so the shipment will arrive in Osaka on 28 October
instead of 26 October.

« Xin 18i ngan va noi budc tiép theo.
I’m sorry for the delay. I'll email you the new arrival notice this afternoon.
* Yéu cau goi lai v6i han chét dung by/before.
Could you call me back before 5 pm on Friday 23 October, Vietnam time?
* Poc sb dién thoai cham, theo nhém, nhic lai hai 1an.
My number is plus eight four, nine oh three, double one eight, seven six two. Again: plus
eight four, nine oh three, double one eight, seven six two. Thank you.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 110



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

Ciu 3. Viét doan vin (100-150 tir) mé ta ké hoach tuin t6i ciia ban tai noi thue tap,
dung it nhat mdt 1An mdi ciu tric: hién tai tiép dién chi lich d hen, be going to,
will, hién tai don chi lich trinh c¢6 dinh.
Question 3. Write a paragraph (100—150 words) describing your plans for next week at your
internship, using each of these at least once: present continuous for arrangements, be going to,
will, and present simple for fixed timetables.
« M¢ doan bang khung thoi gian, khong gidi tir trude next week.
Next week is going to be busy at Kim An Fintech.
* Lich da hen v&i nguoi khac — hién tai tiép dién, c6 thoi gian cu thé.
On Monday morning I'm meeting my supervisor to discuss my report.
« Y dinh da quyét tir trudc — be going to.
I’'m going to finish the customer survey by Wednesday.
* Lich trinh ¢6 dinh cua cong ty — hién tai don.
The company training starts at 8.30 on Thursday and finishes at 11.
* Du doan hoac 161 hira — will.
[ think the training will be useful, and I’ll share my notes with the team.
« Két bang han chét, dung by hoic until ding nghia.
I have to send my weekly summary by Friday noon, and ['m staying at the office until 6 pm
that day.

3.13. Cau héi tric nghiém — Multiple-choice questions

15. Chon tir dung dién vao chd tréng (18 tan dé nghi gitp nguoi goi).
I’'m sorry, Mr Pham Quoc Bao is in a meeting. I take a message?
A. Will / twong lai don
B. Shall / dé nghi giip
C. Do / tro dong tir hién tai
D. Am / to be

16. Chon dang dung cua dong tir (lich da hen, da ghi trén lich).
Mr Aoki  us at 10 am on Thursday. It’s already in the calendar.
A.meet / nguyén mau
B. will meeting / will + V-ing
C.ismeet / to be + nguyén mau
D. is meeting / hién tqi tiép dién
17. Chon gioi tir dung (han chot, khong mudn hon).
Please send the signed contract ___ Friday at the latest.
A.by / truéc hodc diing thoi diém
B. until / kéo dai dén
C.since / tur khi
D. during / trong suot
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18. Chon gidi tir diing.
Our video callis _ Monday morning.
A.in / théng, ndam, budi
B. at / gio
C.to / huong toi
D.on / ngay, thir

19. Cau nao la cach ty gidi thiéu dang khi goi dién?
Which sentence is the correct way to introduce yourself on the phone?
A. This is Ngoc Anh from Lam Viet Logistics.
B. I am Ngoc Anh of Lam Viet Logistics.
C. Here is Ngoc Anh at Lam Viet Logistics.
D. My name Ngoc Anh, Lam Viet Logistics.

20. Chon dang ding ctia dong tir trong ménh dé thoi gian.
I’ll call you as soon as I at the airport.
A. will arrive / fwong lai don
B. arrive / hién tai don
C. am going to arrive / be going to
D. arriving / V-ing

21. Trong tin nhin cong viéc, “Please send the slides by EOD” nghia 1a giri trudce luc
nao?
In a work chat, “Please send the slides by EOD” means send them before when?
A. Trudc khi cudc thao luan két thuc / end of discussion
B. Cach ngay mot 1an / every other day
C. Trudc khi hét ngay 1am viéc hom nay / end of the day
D. Trudce khi ky hop dong / end of deal
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Chuwong 4. Email cﬁng Viéc — Chapter 4. Business emails

« Nhén ra bay phan cia mot email cong viéc va viét ding timg phan: tiéu dé, 10i chao,
cau mo, than thu, cau két, 101 chao cuoi, chir ky.
Recognise the seven parts of a business email and write each one correctly: subject line,
greeting, opening, body, closing, sign-off, signature.
« Chon mtc trang trong va cach xung hd phu hop véi ngudi nhan Viét Nam, chiu A va
phuong Tay.
Choose the right level of formality and form of address for Vietnamese, Asian and Western
recipients.
* Dung dang trat ty cau, mao tur a/an/the, dAu cau, viét hoa va tir ndi trong email.
Use correct word order, articles a/an/the, punctuation, capital letters and linkers in emails.
* Viét email hoi thong tin, email xac nhan, email tra 15i ngan va email nhac viéc dai 80—
150 tu.
Write enquiry, confirmation, short reply and follow-up emails of 80—150 words.
« Tranh muoi 16i email nguoi Viét hay mac.
Avoid ten email mistakes that Vietnamese writers often make.

4.1. Twr vung vé email cong viéc — Vocabulary for business emails

Bang 1. Céc phin va thao tic ciia email — Table 1. Email parts and actions

Loai

Tir/cum tir | Phién 4m tir Nghia tiéng Viet

Vietnamese

Vi du

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

speech

dong tiéu d& (cia  Write a clear subject line.

subject line /'sabdzikt lam/ n i . .
! s email) Hay viet dong tiéu dé ro rang.
Check the recipient’s name
recipient /r1'sipiont/ n nguoi nhan Iitee jon e

Kiém tra tén nguoi nhan trudc
khi guti.

The sender did not add a
sender /'senda/ n nguoi gui signature.
Nguoi gui khong thém chir ky.

I have attached the price list.

attach /o' teetf/ dinh k¢
el v i fem T6i da dinh kém bang gid.
The attachment is too large
attachment /9 'teetfmont/ n tép dinh kem to open.

Tép dinh kem qua Ion, khong
mo duoc.
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T / cum tir

Word / phrase

forward

reply

reply all

carbon copy

(cc)

inbox

thread

draft

signature

greeting

Phién Am

1IPA

/' fo:wad/

/1’ play/

/r1'plar o:1/

/ ka:ban 'kopi/

/'mboks/

/Ored/

/dra:ft/

/' signatfas/

/'gri:tig/

Loai
twr
Part of
speech

phr

Nghia tiéng Viét
Vietnamese
meaning

chuyén tiép
(email)

tra 1o1; thu tra 101

tra 101 tat ca

dong giri (cc)

hop thu dén

chudi email (cung
chu dé)

ban nhap; soan
nhéap

chir ky (cudi
email)

161 chao dau thu

Vi du
Example

Could you forward this
email to Mr Hung?

Anh/chi chuyén tiép email nay
cho anh Hung dwoc khong?

Please reply to Ms Lim by
Friday.
Vui long trad loi chi Lim trudc
thur Sau.

Use reply all only when
everyone needs the answer.
Chi bam trd 10i tdt ca khi moi
nguwoi déu can cau trd 1oi.

I will cc my manager on this
email.

Toi sé cc quan ly cua téi vao
email nay.

I get about 60 emails in my
inbox every day.

Mbi ngay hop thu dén cia toi
nhdn khoang 60 email.

Please keep the invoice
questions in one thread.

Vui long giir cac cau hoi vé héa
don trong mot chudi email.

I saved the reply as a draft.
Toi da luu thu tra loi 6 dang
ban nhap.

Add your phone number to
your signature.

Thém s6 dién thogi vao chir ky
cua ban.

“Dear Ms Tan” is a safe
greeting.

“Dear Ms Tan” la loi chao an
toan.
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T / cum tir

Word / phrase

enquiry

Phién Am
IPA4

/in'kwarori/

Loai
tr

Part of

Nghia tiéng Viét
Vietnamese
meaning

speech

thu hoi thong tin;
yéu cau thong tin

Vi du
Example

Thank you for your enquiry
about our courses.

Cam on anh/chi da héi vé cdc
khéa hoc cua chung toi.

Bang 2. Héi, xdc nhan, nhic vi€c — Table 2. Asking, confirming and following up

T / cum tir

Word / phrase

confirm

confirmation

request

enquire

clarify

follow up

remind

Phién Am

1IPA

/kon'f3:m/

/ konfs 'merfon/

/11 kwest/

/in'kwara/

/' klerifar/

/' folov Ap/

/r1' maind/

Loai
tr

Part of

Nghia tiéng Viét
Vietnamese
meaning

speech

phr v

xac nhan

su xac nhan; thu
xac nhan

yéu cau, dé nghi

hoi (thong tin),
dung trong van
trang trong

lam ro

nhéc lai, theo ddi
tiép (viéc chua
Xxong)

nhic (ai d6)

Vi du
Example

Could you confirm the
meeting time?

Anh/chi xac nhdn gio hop giup
toi duoc khong?

We sent the booking
confirmation yesterday.
Hom qua chung toi da gui thu
xdc nhén dat cho.

We received your request on
2 October.

Chiing téi dd nhdn yéu cdu cia
anh/chi ngay 2 thang 10.

I am writing to enquire
about your prices.

T6i viét thu nay dé hoi vé gida
cua quy cong ty.

Could you clarify the
payment terms?

Anh/chi lam ré gitip diéu khodan
thanh toan duwoc khong?

I am following up on my
email of 5 May.

T6i viét dé nhdc lai email ngay
5 thang 5 cua toi.

Please remind the team
about the deadline.

Vui long nhdc nhém vé han
chot.
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T / cum tir

Word / phrase

reminder

acknowledge

appreciate

available

deadline

urgent

at your earliest
convenience

look forward
to

Phién Am
IPA4

/r1' mainda/

/ak 'nolidz/

/9" pri:fiett/

/a'veilabal/

/'dedlam/

/'3:dzont/

/et jo: '3:lirst
kon 'vi:nions/

/lok 'fa:wad tu:/

Loai
twr
Part of
speech

adj

adj

phr

phr

Nghia tiéng Viét
Vietnamese
meaning

161 nhéc, thu nhic

bao da nhan; ghi
nhén

cam kich, tran
trong

¢6 sén; ranh (dé
gap)

han chot

khan, gép

sém nhat khi
anh/chi thuan tién
(trang trong)

mong doi (+ V-
ing hodc danh tir)

Vi du
Example

This is a friendly reminder
about invoice 1042.

Pay la thir nhdc nhe vé héa
don 56 1042.

We acknowledge receipt of
your documents.

Chiing téi xdc nhdn da nhdn ho
so cua anh/chi.

I would appreciate a quick
reply.

Téi rat mong nhan duoc hoi égm
som.

Are you available on
Thursday afternoon?

Chiéu thir Nam anh/chi 6 ranh
khong?

The deadline for the report is
30 October.

Han chot nop bao cao la 30
thang 10.

This is urgent: the client is
waiting.

Viéc nay gap: khdach hang dang
cho.

Please send the contract at
your earliest convenience.
Vui long giri hop dong sém
nhdt khi anh/chi thudn tién.

We look forward to working
with you.

Chung toi mong dwoc hop tdac
VOi quy cong ty.
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Bang 3. Gigng diéu va cac danh tir hay giap trong email — Table 3. Tone and common
nouns in emails

Loai
Twr / cum tir Phién 4m tur . Vidu
Vietnamese

Word / phrase 1IPA Part of ) Example
meaning

Nghia tiéng Viét

speech

Use formal language with
new clients.

formal /' fo:mal/ adj trang trong : o N
Dung ngon ngii trang trong voi
khach hang mdi.
Emails to close colleagues
. than mat, khon i .
informal /m'fa:mal/ adj ) S| it

trang trong Email giri dong nghiép than cé
thé viét than mat.

A polite request gets a faster
reply.

Loi dé nghi lich sw dwoc trd loi
nhanh hon.

polite /pa’lart/ adj lich sy

Keep your email concise:
five lines are enough.

Viét email ngan gon: nam dong
la du.

concise /kon'sars/ adj ngan gon, stc tich

The tone of his email was

Jtoon/ too direct.

tone n giong di¢u

Giong diéu email ciia anh dy
qud thang.

10i chuc (cudi Kind regards, Lan

regards /r1'ga:dz/ n
B : thu) Trdn trong, Lan

chan thanh (trong  Yours sincerely, Tran Duc
sincerely /s 's1ali/ adv “Yours Anh
sincerely”) Trdn trong, Tran Pirc Anh

My colleague will send you
the file.

Pong nghiép cia t6i sé giri tép
cho anh/chi.

colleague /'koli:g/ n dong nghiép

The delivery schedule has
changed.
Lich giao hang da thay doi.

lich trinh; Xép

schedule /' fedju:l/ n,v lich
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T / cum tir

Word / phrase

invoice

quotation

delay

apologise

inconvenience

response

Phién Am
IPA4

/' mvors/

/kwau'terfon/

/d1'ler/

/a'polodzaiz/

/ mkon 'vi:nions/

/1 spons/

Loai
twr
Part of
speech

Nghia tiéng Viét

Vietnamese
meaning

hoa don

bang bao gia

su cham tre; tri
hoan

xin 16i (Anh —
Anh viét -ise)

su bat tién

su phan hoi, cau
tra 101

Vi du
Example

Please find the invoice
attached.

Hoa don dwoc dinh kem theo
thu nay.

Could you send us a
quotation for 500 units?
Anh/chi giri chuing toi bao gia
cho 500 chiéc duwoc khéng?

Sorry for the delay in
replying.

Xin 16i vi trd l6i chdm.

We apologise for the
mistake in the invoice.
Chiing téi xin 16i vi 16i trén héa
don.

We are sorry for any
inconvenience.

Chiing téi xin 16i vi moi bat
tien.

Thank you for your quick
response.

Cdm on anh/chi dd phan hoi
nhanbh.

LOI HAY GAP / COMMON MISTAKE — Viét “enquiry” va “inquiry” 1in 16n trong ciing
mot email. Tiéng Anh — Anh ding enquire / enquiry cho viéc hoi thong tin thong thuong;
tiéng Anh — My dung inquire / inquiry. Chon mét kiéu va giit nguyén trong ca email. Dé
cuong nay ding kiéu Anh — Anh.
Mixing “enquiry” and “inquiry” in one email. British English uses enquire / enquiry for ordinary
requests for information; American English uses inquire / inquiry. Choose one style and keep it
through the whole email. This guide uses British English.

Trang 118

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



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

Ho tr (word family) — Word families

Tinh tir / trang

Danh tir Vi du

Noun fu - Example
Adjective / adverb

Please confirm the order. / We need
written confirmation.

confirm confirmation confirmed .
Vui long xdc nhan don hang. / Chung toi can
xdc nhdn bang van ban.

. . I would like to inform you that... / Here is
information inf "

inform (khong dém informative soAr.ne. m (A)rma’ 1on;. T
T6i xin thong bao rang... / Ddy la mot so

duoc) L
thong tin.
Please see the attached file. / I cannot

attach attachment attached opén‘the attafhm’ent.‘ o .
Vui long xem tép dinh kem. / Toi khong mo
dwoc tép dinh kem.

Please respond by Monday. / Thank you
. for your quick response.

respond response responsive 7 D
Vui long phan hoi truecce thir Hai. / Cam on
anh/chi dd phan héi nhanh.

We apologise for the delay. / Please accept
. . our apology.
apologise apolo apologetic . N
POIoE POIOgY polog Chung toi xin [oi vi sy chdm tre. / Xin anh/chi
nhdn 1oi xin 161 ciia chiing toi.
The email was too formal. / They dressed

— formality formal / formally formally. ) L
Email do qua trang trong. / Ho an mdc trang
trong.

Please check your availability for next

— availability available week.

Vui long kiém tra lich trong ciia anh/chi tuan
sau.

Két hop tir (collocation) hay dung — Common collocations

Danh tir di kém Vi du
Noun partners Example
) an email, a reminder, a We received your quotation this morning.
send / receive . } S .
quotation Sang nay chung toi da nhan bdo gia cua anh/chi.
renlv fo an email, a message, a I will reply to the customer today.
Py customer Hom nay 161 56 6 16 Khdch hing.
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Pong tir Danh tir di kém Vidu
Verb Noun partners Example

We cannot miss the deadline this time.

meet / miss a deadline .

Lan nay chung ta khong dwoc 16 han chot.

. Ms Thao handles all enquiries from Japan.

make / handle a request, an enquiry T T e e e

Chi Thao xuwr Iy moi yéu cau thong tin tir Nhdt.
confirm a booking, an order, a Could you confirm the booking by email?

meeting Anh/chi xac nhdn dat ché qua email duoc khong?

arrange / a meeting, a call, a Let’s arrange a call for next week.
reschedule delivery Hay sdp xép mét cudc goi vao tudn sau.

PHAI THUQC / MEMORISE — reply to someone / an email (c6 to) — discuss something
(khong c6 about) — attach a file to an email — look forward to + V-ing — apologise for +
V-ing / danh tir.

reply to someone / an email (with “to”) — discuss something (no “about”) — attach a file to an email
— look forward to + V-ing — apologise for + V-ing / noun.

Phat Am: trong Am va Am cudi hay bi nudt — Pronunciation: word stress and dropped
endings

Nguoi Viét hay bo am cudi khi doc tén tép, sd hoa don hay bao cdo qua dién thoai. Pudi -
ed va -s ¢d ba céach doc, phu thugc am ding trude no, khong phu thudc chir cai.
Vietnamese speakers often drop final sounds when they read out file names, invoice numbers or

reports on the phone. The endings -ed and -s each have three pronunciations, decided by the
sound before them, not by the letter.

Pudi Quy tic Tir trong chwong
Ending Rule Words from this chapter

Sau am vo thanh /p k f's [tJ/

-ed — /t/ Afier voiceless fp kfs [1f/ attached /o'teetft/, asked /a:skt/
d— /d/ Sau am hiru thanh va nguyén am confirmed /kon’'f3:md/, replied /11 plaid/,
© After voiced sounds and vowels delayed /d1'lerd/
ed — h1d/ Sau /t/ va /d/ forwarded /' fo:wadid/, requested
After /t/ and /d/ /r1'’kwestid/, reminded /r1'maindrd/
Sau am vo thanh /p tk £ 6/ , ]
-s — /s/ Afier voiceless Jp t k£ 6/ attachments /o 'teetfmonts/, drafts /dra:fts/
/g Sau am hiru thanh va nguyén am colleagues /'koli:gz/, deadlines /'dedlamz/,
S After voiced sounds and vowels regards /r1'ga:dz/
S — /1] Sau/sz[3tfd3/ invoices /' mvoIsiz/, responses /r1' sppnsiz/,
After /s z [3 1/ d3/ messages /' mesid3iz/
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Trong am Ghi chu

Stress Note

Khoéng nhan am dau

atachment at-TACH-ment Not on the first syllable

et re-Cl-pi-ent SAer(f:)ic’z’ (:)('/)I(Z:a/l:el,pj sip/

onmsion  confrAdn e
appreciate ap-PRE-ci-ate ;?/121/{2 eém%i;;; /3" pri:fiert/

colleague COL-league I;I:j) i}?&ﬁ;ﬁfgg doc “co-li-ghi”
schedule SCHED-ule Anh — Anh /' fedju:l/, Anh — My /'skedzu:l/

British vs American

4.2. Bo cuc mgt email cong viéc — The structure of a business email

Email cong viéc co bay phﬁn ¢ dinh. Nguoi doc ban chi nhin tiéu dé va hai dong dau,
nén muc dich phai nam & d6. Mdi doan trong than thu chd mot y, dai 1-3 cau, cach nhau
mot dong tréng.

A business email has seven fixed parts. Busy readers look only at the subject line and the first
two lines, so the purpose must be there. Each paragraph in the body carries one point, is 1-3
sentences long, and is separated by a blank line.

Churc nang

Function

1. Tiéu dé Chu dé + viéc can lam, 4-8 tir Invoice 2219 — please confirm by
1. Subject line Topic + action, 4—8 words Friday
2. Loi chao Danh xung + ho, dau phay

] : Dear Ms Nakamura,
2. Greeting Title + surname, comma

Ly do viét hodc dan lai email trudc

3. Cau mo - I am writing to... / Thank you for
) Reason for writing or reference to an .
3. Opening . : your email of 3 October.
earlier email
Thong tin, cau hoi, dé nghi; dung
4. Than thu au de icotr3y
an gach dag dong khl WSy Could you please send me...?
4. Body Information, questions, requests, bullet
points for 3 or more items
. Viéc tiép theo, han chét, 151 mai lién :
5. Cau ket h Al e tiep theo, hiaf chot, Please let me know if you have any
5. Closing ¢ questions.

Next step, deadline, offer of help
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Chiic niing Miu ciu

Function Model

6. Loichaocudi  Khép voi 16i chao dau, ddu phay Kind regards, / Yours sincerely

6. Sign-off’ Matches the greeting, comma
Ho tén, chirc danh, cong ty, dién
7. Chit ky >4 gy dic o
. thoai Le Thi Mai Anh (Ms) / Accountant
7. Signature

Full name, job title, company, phone

PHAI THUQC / MEMORISE — Khung email: Subject — Greeting — Opening — Body
— Closing — Sign-off — Signature. Mco nh¢ tiéng Viét: Tiéu — Chao — Mé — Than — Két
— Chuc - Ky.

Email frame: Subject — Greeting — Opening — Body — Closing — Sign-off — Signature.
Vietnamese memory aid: Tiéu — Chao — Mé — Than — Két — Chiic — Ky.

Dong tiéu de — Subject lines

Ti€u deé tot cho ngudi nhan biét hai di€u trude khi mo thu: thu ndi vé viée gi va ho can
lam gi. Viét hoa chir dau va tén riéng; khong viét hoa ca cau; khong dung “!!!”. Khi tra
101, gitr “Re:”; khi chuyén tiép, gitr “Fw:” hodc “Fwd:”.

A good subject line tells the reader two things before they open the email: what it is about and
what they need to do. Capitalise the first word and proper nouns; do not write the whole line in
capitals; do not use “!!!”. When replying, keep “Re:’; when forwarding, keep “Fw:” or
“Fwd:”.

Tiéu dé yéu Vén dé Tiéu dé tot
Weak subject line Problem Better subject line

Hello Khong néu chu dé Request for product catalogue —
No topic Minh Phat JSC
Viét hoa toan bd, nhu dang
URGENT!!! quat _ _ Urgent: payment due 15 October
All capitals, sounds like
shouting
. Khong biet hoi gi Question about delivery to Da
Question Does not say what the
oo Nang
question is
(dé trong) Dé vao thu rac, khé tim lai .
Meet -12 202
(blank) Goes to spam, hard to search eeting notes Uistslber 2045

I would like to ask you about  Qua dai, bi cét trén dién
the price of the boxes that we  thoai Price of printed boxes — follow-up
discussed Too long, cut off on phones
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Chir ky email — Email signatures

CHU KY MAU / MODEL SIGNATURE
Kind regards,

Nguyen Thi Thu Trang (Ms)

Customer Service Executive

Sen Vang Fintech JSC

12th Floor, 45 Ly Thuong Kiet, Hoan Kiem, Hanoi, Vietnam
Tel: +84 24 3936 1588 | Mobile: +84 912 664 205

Email: trang.ntt@senvangfin.vn

Dich: Tran trong, Nguyén Thi Thu Trang (Ba) — Nhén vién cham séc khdach hang — Céng ty CP
Céng nghé tai chinh Sen Vang — Tang 12, 45 Ly Thuwong Kiét, Hoan Kiém, Ha Noi — dién thoai, di
dong, email.

VI DU / EXAMPLE — Ghi (Ms) hodc (Mr) sau tén gitup ddi tic nude ngoai biét cach xung
hé khi tra 16i: nhiéu tén Viét nhu Thu, Hai, Linh khong cho ngudi nude ngoai biét 1a nam hay
nir. S6 dién thoai viét theo dang qudc té +84, bo sd 0 dau.

Writing (Ms) or (Mr) after your name tells foreign partners how to address you in their reply: many
Vietnamese names such as Thu, Hai or Linh do not show the gender to a foreigner. Write phone
numbers in international form with +84 and drop the first 0.

4.3. Mirc trang trong, 1oi chao va cach xung ho — Formality, greetings and forms
of address

Mirc trang trong phu thudc ngudi nhan. Email du tién giri khach hang, ddi tic méi, co
quan nha nudc viét trang trong. Email gii dong nghiép hodc ddi tic da quen viét trung
tinh. Email giri dong nghiép than viét than mat. Khi chua chac, chon mirc cao hon mot
bac, r6i theo cach nguoi kia tra 101.

The level of formality depends on the reader. A first email to a client, a new partner or a
government office is formal. An email to a colleague or a partner you know is neutral. An email

to a close colleague is informal. When you are not sure, choose one level higher, then follow the
style of the other person’s reply.
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Loi chao

Loi két Pic diém ciu

Greeting

Sign-off’

Sentence features

Khong viét tit (I am, I

Trang trong ~ Dear Sir or Madam, / Yours faithfully, / would); cau ddy du

Formal Dear Mr Weber, Yours sincerely, No contractions, full
sentences
C6 thé viét tat (I’m, I’11);

Trung tinh Dear Lan, / Hello Mr Kind regards, / Best cAu ngin

Neutral Park, regards, Some contractions; short
sentences

Than mat . . Thanks, / Cheers, / Viet tat, cdu rat gon (See

, : Hi Tuan, / Hi team, you then.)
Informal Best,

Contractions, short forms

PHAI THUQC / MEMORISE — Hai cip 10i chao — 16i két trang trong (Anh — Anh): Dear
Sir or Madam — Yours faithfully (khong biét tén); Dear Mr / Ms + ho — Yours sincerely
(biét tén). Kind regards dung duoc cho ca hai khi viét trung tinh.

Two formal greeting — sign-off pairs (British English): Dear Sir or Madam — Yours faithfully (name
unknown),; Dear Mr / Ms + surname — Yours sincerely (name known). Kind regards works for both

in a neutral email.

Danh xung — Titles

Ghi chu

Note

Dung cho
Used for
Nam gidi
Mr &
Men
Nir gi6i, khong can biét di két hon
Ms chua
Women, marital status not needed
Nir gi6i dd két hon
Mrs g.
Married women
" Nir gi6i chua két hon, thuong tré
Unmarried, often young women
Dr Nguoi ¢6 hoc vi tién si, bac si

Doctors (PhD or medical)

Anh — Anh khong ¢6 dau chdm; Anh — My
viét Mr.
British: no full stop; American: Mr.

Lua chon an toan nhét trong cong viéc
The safest choice at work

Chi dung khi nguoi do tu xung Mrs
Only if she uses it herself

It dung trong email cong viéc
Rare in business emails

Dr + ho: Dr Fischer

Dr + surname

Ho va tén trong cac nén van héa — Names across cultures

Danh xung tiéng Anh ludn di véi ho (family name), khong di véi tén riéng. Ngudi Viét
goi nhau bang tén riéng (anh Minh, chi Lan), nén d& viét “Dear Mr Minh” cho moi ngudi.

Can biét ho diing & dau trong tén cua ting nude.
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English titles always go with the family name, not the first name. Vietnamese people address
each other by the given name (anh Minh, chi Lan), so they often write “Dear Mr Minh” to
everyone. You need to know where the family name comes in each country’s names.

Nuwée Vi du tén Ho Lo1i chao trang trong
Country Example name Family name Formal greeting

re, U lark
]—G)uc, e, jnttl p Thomas Weber / g?ber / C) ar Dear Mr Weber, / Dear Ms

ermany, Australia, . ung sau
UK Emily Clark st Clark,

Tanaka (dGn Dear Mr Tanak uoi Nhat

Nhat Ban ' . ar{a a (ding ear M r Tanaka, (nguoi Nha
e Tanaka Hiroshi trudce) hay viét Tanaka-san)

- first “Tanaka-san” in Japanese style
Han Quoc Kim Jae-won I?Im (dimg trude) Dear Mr Kim,
South Korea first
Singapore (goc Grace Lim / Lim L{m (tén :ueng Anh .
Hoa) Wei Lin ding trudce ho) Dear Ms Lim,
Singapore (Chinese) & Lim

V61 nguot nude ngoai: Dear Mr

. n A , , Tran, hodc Dear Mr Tran Van
V.1ct Nam Trin Vin Minh "l?ran (dltmg trudce) Minh
Vietnam first ’

To foreigners: Dear Mr Tran, or
Dear Mr Tran Van Minh,

LOI HAY GAP / COMMON MISTAKE — Viét “Dear Mr Paul,” cho ong Paul Hart. Vi
tén phuong Tay, tir dng sau Mr/Ms phai 1a he: Dear Mr Hart,. Tén nguoi Viét 1a truong
hop riéng: trong cong ty Viét Nam, “Mr Minh”, “Ms Lan” (danh xung + té€n) la cach goi quen
dung va dugc chdp nhan. Ngudi nude ngoai chua quen Viét Nam thi hiéu tir sau Mr 14 ho, nén
khi ky thu gui ho, viét ho in hoa dé ho chon cach goi: TRAN Van Minh hodc Minh TRAN.
Writing “Dear Mr Paul,” to Paul Hart. With Western names, the word after Mr/Ms must be the
family name: Dear Mr Hart,. Vietnamese names are a special case: in Vietnamese companies, “Mr
Minh”, “Ms Lan” (title + given name) is the usual, accepted form. Foreigners who do not know

Vietnam read the word after Mr as the family name, so when you sign to them, write your family name
in capitals and let them choose: TRAN Van Minh or Minh TRAN.

VI DU / EXAMPLE — Meo kiém nhanh: doc to 10i chao bang tiéng Viét v6i “6ng/ba + ho”.
“Dear Mr Weber” = “Thua 6ng Weber” — nghe 6n. “Dear Mr Paul” = “Thwa 6ng Paul” —
ngudi Anh nghe nhu goi mot nguoi ho Paul. Khong chic gidi tinh thi viét dii tén, bo danh
xung: Dear Lim Wei Ling,.

Quick check: say the greeting in Vietnamese with “ong/ba + family name”. “Dear Mr Weber” =
“Thua ong Weber” — fine. “Dear Mr Paul” sounds to an English speaker like someone whose family
name is Paul. If you do not know the gender, write the full name without a title: Dear Lim Wei Ling,.
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4.4. Ngir phap 1: Trat tu cau trong email — Grammar 1: Word order in emails

Cau tiéng Anh ¢6 trat tu ¢d dinh hon ciu tiéng Vi¢t. Chu ngilr luén c6 mat, ding trudc
dong tir; tn ngit ding ngay sau dong tir; cach thic, noi chon, thoi gian xép cudi cau theo
thir tu do.

English word order is stricter than Vietnamese word order. The subject is always present and

comes before the verb; the object comes straight after the verb; manner, place and time go at the
end in that order.

PHAI THUQC / MEMORISE — S+ V + O+ M + P + T — Subject (chi ngit) + Verb
(dong tir) + Object (tan ngir) + Manner (cach thirc) + Place (noi chdn) + Time (thoi gian). Vi
du: We / will deliver / the goods / by truck / to your warehouse / on Monday.
S+V+0+M+P+T—Subject + Verb + Object + Manner + Place + Time. Example: We / will
deliver / the goods / by truck / to your warehouse / on Monday.

Ba dang cau hay dung trong email — Three sentence types in emails

Dang cau Cong thirc Vi du trong email
Sentence type Formula Email example

We received your order on 3 October.

Khang dinh
1ang ¢l S+V(HO)+M+P+T Chiing t6i dd nhdn don hdng ciia anh/chi
Affirmative .
- ngay 3/10.
Phu dinh S + do/does/did/have/will + We have not received the payment yet.
Negative not+ V... Chung toi chwa nhdn dwoc khoan thanh toan.
Nghi van Yes/No Trg dongtur + S+ V...? Did you receive the contract?
Yes/No question Auxiliary + S+ V.27 Anh/chi dd nhan hop dong chira?
Nghi van Wh- Wh- + trg dong tr + S+ V...?  When will the goods arrive?
Wh- question Wh- + auxiliary + S + V...? Khi nao hang dén?
Could you tell me when the goods will
Cau hoi gian tiép Could you tell me + Wh- / arrive?
Indirect question whether + S+ V...? Anh/chi cho biét khi ndo hang dén dwoc
khong?
Cau dé nghi Could you (please) + V...? / Could you please send the invoice?
Request Please + V... Anh/chi vui long guri hoa don dwgc khong?

Trong email, cau hoi gian tiép lich sy hon cau hoi truc tiép. Sau “Could you tell me”, “I
would like to know”, “Do you know” thi khéng ddo trg dong tur Ién trudc chu ngit va bo
do/does/did.

In emails, indirect questions are more polite than direct ones. After “Could you tell me”, “I

would like to know”, “Do you know”, do not invert the auxiliary and the subject, and drop
do/does/did.
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Cau héi gian tiép
Indirect question

Cau héi trye tiép

Direct question

Thay doi
Change

Could you tell me when the

When does the course start?
course starts?

1 would like to know how much it

How much does it cost?
costs.

Could you tell me whether the

Is the price final?
s the price Iina price is final?

Where did you send the

parcel? parcel?

Vi tri trang txt — Adverb position

Loai trang tur

Vi tri
Position

Do you know where you sent the

Bo does, thém -s cho dong
tor

Drop “does”, add -s to the
verb

Bo does, cau két bang du
chiam

Drop “does”; ends with a full
stop

Cau Yes/No dung whether /
if

Yes/No questions use whether /
if

Bo did, dong tir vé qua khir
Drop “did”, verb in the past

Vi du

Adverb type

Trude dong tir thuong, sau to be
va trg dong tir

Before main verbs, after “be” and

Tan suét (always,

usually, often, never)
Frequency e
auxiliaries

Mitc db (really, quite) b Trude dong tur; very KHONG bo

Y an . nghia cho dong tir
nghia dong tir £ i g“ .
Deoree with verbs Before the verb; “very” cannot
& modify a verb

Thoi gian cu thé (today, Ko A amr i 2 A
& y ( Y Cudi cau, doi khi dau cau
on Monday) .
) End, sometimes start
Exact time
already, still: gitra cau; yet: cudi
Already / still / yet S Pl efl, ml v

already, still: mid-sentence; yet:
end of negatives and questions

Example

We usually reply within 24 hours.
/ The manager is often busy.

I really appreciate your help. /
Thank you very much.

I will call you on Monday. /
Tomorrow, I will send the file.

I have already paid. / Have you
received it yet?

LOI HAY GAP / COMMON MISTAKE — I very like your products. / I very hope you
can come. Tiéng Viét noi “rat thich”, “rat mong” nén dich thanh very + dong tir. Very chi
dung trudc tinh tir, trang tir. Viét: I really like your products. / I very much hope you can

come. / I like your products very much.

I very like your products. / I very hope you can come. Vietnamese says “rdt thich”,

e
» e A

rat mong”’, so

learners translate it as very + verb. Very only goes before adjectives and adverbs. Write: I really like
your products. / I very much hope you can come. /I like your products very much.
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LOI HAY GAP / COMMON MISTAKE — B6 chu ngit vi tiéng Viét cho phép: “Have
received your email. Will check and reply.” Cau tiéng Anh trong email trang trong va trung
tinh phai c6 chu ngili: “I have received your email. I will check it and reply today.” Chi tin
nhén than mat méi rat gon kiéu “Got it, thanks!”.

Dropping the subject because Vietnamese allows it: “Have received your email. Will check and
reply.” Formal and neutral emails need a subject in every sentence: “I have received your email. 1
will check it and reply today.” Only informal chat messages use short forms like “Got it, thanks!”.

4.5. Ngir phap 2: Mao tir a, an, the — Grammar 2: Articles a, an, the

Tiéng Vi¢t khong c6 mao tir, nén nguoi Vi€t hay bo mao tr hoac thém “the” tuy hung.
Truéc danh tir dém duoc sd it luon phai c6 mdt tr han dinh: a/an, the, my, this, our...
Danh tir s6 nhiéu va danh tir khéng ¢ém duoc n6i chung thi khong dung mao tir.

Viethamese has no articles, so Vietnamese learners often leave them out or add “the” at
random. A singular countable noun always needs a determiner: a/an, the, my, this, our... Plural

and uncountable nouns used in a general sense take no article.

Mao tir Dung khi Diu hi¢u nhan biét Vi du

Article Use when Signal Example

£ ox ar T Ngudi doc chua biét cai
Nhac 1an dau; mot cai bat g i

. N C nao I have a question. / She is
a/an ky; nghe nghiép
. . . Reader does not know an accountant.
First mention; any one, jobs .
which one

Nguoi doc biét cai nao: da Di nhéc; ¢6 of / that / &

nhic, duy nhét, c6 cum bd bang dinh kém; so sanh ~ Please check the invoice
the nghia nhat that I sent. / the best

Reader knows which: Second mention; of / that ~ price

mentioned, unique, defined phrase; superlative

S6 nhiéu, khong dém duge
dung chung; tén cong ty,

Khoéng mao binh ohé. ngd Noi chung, khong chi We sell software. / See
tir tGan pl (;’ n%ay J céi cu thé you on Monday in Da
No article enera peuracs an General meaning Nang.

uncountables, company names,
cities, days

A hay an: nghe 4m dau, khong nhin chit cdi — A4 or an: listen to the first sound, not the
letter

Dung a (Am dau 1a phu 4m) Dung an (Am diu la nguyén 4m)
Use “a” (consonant sound) Use “an” (vowel sound)

a university / ju:ni'vs:sati/ — am /j/ an hour /'ave/ — h cam

/j/ sound silent h

an MBA / em bi: 'etr/ — doc “em”

B

a USB drive / ju: es 'bi:/

said “em’
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Dung a (dm dau 1a phu 4m) Dung an (Am diu la nguyén 4m)

Use “a” (consonant sound) Use “an” (vowel sound)

an SMS / es em 'es/ — doc “es”

a European partner / juara 'pi:on/
p p J p said “es”

an honest answer /' 'pnist/ — h cam

a one-year contract /wAn/ _
silent h

a hotel /hov'tel/ — h doc

] an invoice, an email, an urgent request
h is pronounced

PHAI THUQC / MEMORISE — Chon a/an theo 4m dau: nguyén 4m — an (an hour, an
MBA, an SMS); phu &m — a (a university, a USB, a one-day trip).

Choose a/an by the first sound: vowel — an (an hour, an MBA, an SMS), consonant — a (a
university, a USB, a one-day trip).

A/an va the — so sanh trong cung mot email — A/an versus the in one email

POAN MAU / MODEL PARAGRAPH

Last week we ordered a new printer from your website. The printer arrived on Monday, but
the paper tray is broken. Could you send us a replacement tray? The order number is HN-
3381.

Dich: Tuan truée ching t6i dat mot mdy in moi trén trang web ciia quy cong ty. Mdy in dén hém thiv
Hai nhung khay gidy bi hong. Anh/chi giri gitip chiing t6i mét khay thay thé dwoc khong? Ma don
hang la HN-3381. (a printer: nhdc lan dau; the printer: dd nhdc; the paper tray: khay ciia chinh mdy
in d6; a replacement tray: mét khay bat ky; the order number: chi ¢é mot ma.)

Danh tir khong dém dwoc

hav o Sai
y gap Wrong
Common uncountable nouns
. . an information, some information, a piece of
information . ) . .
informations information
advice an advice, advices some advice, a piece of advice
. . equipment, three pieces of
equipment equipments .
equipment
feedback feedbacks some feedback, a lot of feedback
software, two software programs /
software softwares
apps
furniture, luggage furnitures, luggages furniture, luggage, two bags

LOI HAY GAP / COMMON MISTAKE — “Please send me informations about the
price.” / “Thank you for your advices.” Information, advice, equipment, feedback 1a danh
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tir khong dém duoc: khong thém -s, khong di v6i a/an. Viét: “Please send me some
information about the price.” / “Thank you for your advice.”

“Please send me informations about the price.” / “Thank you for your advices.” Information,
advice, equipment and feedback are uncountable: no -s and no a/an. Write: “Please send me some
information about the price.” / “Thank you for your advice.”

VI DU/ EXAMPLE — Meo héi hai cau trudc mdi danh tir: (1) Dém duoc va sb it? — bit
budc c6 tir han dinh. (2) Nguoi doc biét cai nao chuwa? — biét thi the, chua thi a/an. Vi du “I
attached  file™: file dém duoc sb it, ngudi doc chua théy — afile; 6 causau“  fileisin
PDF” — the file.

Ask two questions before each noun: (1) Is it countable and singular? — it needs a determiner. (2)
Does the reader know which one? — yes: the, no: a/an. Example “I attached ___ file”: countable,
singular, not yet seen — a file; in the next sentence “___file is in PDF” — the file.

4.6. Ngir phap 3: DAu ciu va viét hoa trong email — Grammar 3: Punctuation and

capital letters in emails

Quy tic Sai
Rule Wrong
Déu phdy sau 16i chao va 16i két Dear Ms Lan: / Best
AU Phidy satl fo1 CRao va JoTEe: Dear Ms Lan, / Best regards,
Comma after greeting and sign-off regards.

Sau 101 chao, chit dau cau mé viét
hoa
Capital letter after the greeting

Dear Ms Lan, thank you Dear Ms Lan, / (dong mai)
for... Thank you for...

Dau céch sau dau cau, khong co
trude dau cau

Space after, not before, punctuation

Thank you I will call you Thank you, I will call you.

Khong viét hoa ca cau, khong dung

R B PLEASE REPLY Could you please repl
nhiéu dau cham than YOup P

, o TODAY!!! today?
No full capitals, no multiple !
Viét hoa thu, thang, quéc tich, ngén
ngit on monday, 5 november, a on Monday, 5 November, a
Capitals for days, months, nationalities, ~ korean client Korean client
languages
Chirc danh viét hoa khi dimg trudc
tén hodc trong chir ky our Accountant will call our accountant will call you
Job titles capitalised before a name orin  you / Chief Accountant Do Mai
a signature
Dai tir I'ludn viet hoa i think we can... I think we can...

“I"”is always a capital
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Ngay, gi0, so trong email — Dates, times and numbers in emails

Anh — Anh (dung trong dé
cwong)
British (used here)

Ghi chu
Note

N¢i dung

Item

Tranh 03/12/2026: nguoi My doc 1a 12

Ngay 12 March 2026 / Thursday 12 thang 3

Date March Avoid 03/12/2026: Americans read it as 12
March

Gid Ghi mui gio khi khac nuéce: 9.00 am

Time 9.30am/2.15 pm/ 14:00 (GMT+7)
Add the time zone for other countries
Tiéng Anh: ddu phay ngin nghin, dau

Tien VND 25,000,000/ USD 1,250.50  ham thdp phan (ngugc tiéng Viet)

Money English: comma for thousands, point for
decimals

S6 lwong . Khong viét 5.000 units

Ouantity 5,000 units / 2.5 tonnes Not “5.000 units”

LOI HAY GAP / COMMON MISTAKE — Viét ngay theo kiéu s6 Viét Nam “Deadline:
05/06/2026” cho ddi tac My: ho doc 1 ngay 6 thang 5, khong phai 5 thang 6. Viét s tién
“USD 12.500”: ngudi nude ngoai hiéu 1a 12 d6 la 50 xu. Viét thang bang chit: 5 June 2026,
va dung d4u phay ngin nghin: USD 12,500.

Writing the date the Vietnamese way “Deadline: 05/06/2026” to an American partner: they read it as
6 May, not 5 June. Writing “USD 12.500: foreigners read it as twelve dollars fifty. Write the month
as a word: 5 June 2026, and use a comma for thousands: USD 12,500.

4.7. Ngir phap 4: Tir ndi trong email — Grammar 4: Linkers in emails

Twr n6i cho nguoi doc bi€t quan hé gitra hai y: thém, do6i 1ap, nguyén nhan, két qua, trinh
tur. MOi tir ndi ¢6 vi tri va dau cu riéng; sai dau cau thi ciu sai ngit phap du diing nghia.
Linkers show the reader how two ideas are connected: addition, contrast, cause, result,

sequence. Each linker has its own position and punctuation; with the wrong punctuation the
sentence is ungrammatical even if the meaning is right.

Chirc nang | Twr noi Vi tri, dau cau Vi du
Function Linker Position, punctuation Example

and ndi trong cau; In

Thém § and / also / in addition, dau cau c6 phay We f)f:fef free d.elivery. In
Addition addition “and” inside a sentence; “In addition, we give a 5%
addition,” at the start + discount.
comma
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Chirc nang T noi Vi tri, dau cau Vi du

Function Linker Position, punctuation Example

but giita cau; However, dau
cdu c6 phay; Although +

e 1a N . The price is good, but
Doi lap but /however/ e delivery is slow. / However
Contrast although “but” mid-sentence; . ’

delivery is slow.
“However,” at the start; 4

“Although” + clause

because + ménh dé; because

Nguyén nhan because / because  of + danh tur The shipment is late
Cause of / as “because” + clause; “because  because of the storm.
of” + noun

so gitra cau; Therefore, dau
Két qua so / therefore /asa cAiu cod phéy The bank was closed, so we
Result result “so” mid-sentence; paid on Monday.
“Therefore,” at the start

Pau cau, thudng c6 phay

Trinh tu first / then / after : First, fill in the form. Then
: At the start, usually with a .
Sequence that / finally send it to HR.
comma
Muc dich to + V nguyén mau I am writing to confirm our
i to + V /so that o gy ) g
Purpose to” + base verb meeting.

z ~ 3
n A

So sanh cac cap tir noi dé nhAm — Linker pairs that are easy to confuse

Khac nhau Vi du

Difference Example

but ndi hai ménh dé trong mot cau;
however md cdu méi, c6 ddu phdy sau It is cheap, but slow. / It is cheap.

but / however RS . . .
but” joins two clauses, “however” starts ~ However, it is slow.

a new sentence + comma

Chi dung MOT tir cho mot y ddi 1ap Although it is cheap, it is slow. / It

although / but . . o
& Use ONE of them per contrast is cheap, but it is slow.

because / because because + S + V; because of + danh tir  because the port was closed /
of because + clause; because of + noun because of the port closure

so trung tinh, gilta cau; therefore trang

trong, dau cau We had no stock, so we cancelled.
“so” neutral, mid-sentence; “therefore” / Therefore, we cancelled.

formal, at the start

so / therefore

LOI HAY GAP / COMMON MISTAKE — “Although the price is high but the quality
is good.” Tiéng Viét ndi “Mic du... nhung...”, nén ngudi hoc ghép although véi but. Tiéng
Anh chi dung mét: “Although the price is high, the quality is good.” hodc “The price is
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high, but the quality is good.” Ldi twong tu: “Because... so...” — chi giit because hoic so.
“Although the price is high but the quality is good.” Vietnamese says “Mdc du... nhung...”, so
learners join although with but. English uses only one: “Although the price is high, the quality is
good.” or “The price is high, but the quality is good.” The same mistake: “Because... so...” — keep

either because or so.

Vi DU / EXAMPLE — Mego diu cau: tir ndi “nang” (However, Therefore, In addition, As a
result) dimg dau ciu va ludn c6 diu phiy sau; tir ndi “nhe” (and, but, so) dung giita cau va

¢6 dAu phay trude khi ndi hai ménh dé day du.
Punctuation tip: “heavy” linkers (However, Therefore, In addition, As a result) start a sentence and
always take a comma after,; “light” linkers (and, but, so) sit mid-sentence and take a comma before
when joining two full clauses.

4.8. Ngon ngir chirc nang va email mau — Functional language and model emails

Tinh hudng

Situation

Trang trong
Formal

Trung tinh
Neutral

Than mat
Informal

Néu muc dich
Giving the purpose

Dan lai email
trudce
Referring to an
email

Hoi thong tin
Asking for
information

Xac nhan
Confirming
Gt dinh kem
Attaching
Nhic lai
Following up
Xin 16i
Apologising
Moi lién hé
Olffering help
Cau két
Closing line

I am writing to enquire
about...

With reference to your
email of 3 October,...

I would be grateful if you
could send me...

I am pleased to
confirm...

Please find attached...

I am writing to follow up
on my email of...

Please accept our
apologies for...

Please do not hesitate to
contact me if...

I look forward to hearing
from you.

I’'m writing about...

Thank you for your
email of 3 October.

Could you please send
me...?

I can confirm that...

I have attached...
Just following up on
my email about...

Sorry for the delay in
replying.

Let me know if you
have any questions.

I hope to hear from you
soon.

Just a quick question
about...

Thanks for your
email.

Can you send me...?

That’s fine — see you
then.

Here’s the file.

Any news on...?

Sorry, I missed this!

Shout if you need
anything.

Talk soon.

PHAI THUQC / MEMORISE — look forward to + V-ing: I look forward to hearing from
you / to meeting you / to working with you. “To” ¢ day 1a gioi tir, khong phai “to” cua dong

tor nguyén mau.
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look forward to + V-ing: I look forward to hearing from you / to meeting you / to working with you.
“To” here is a preposition, not the “to” of the infinitive.

Email héi thong tin (enquiry) — Engquiry emails

Email héi thong tin gém: ai dang viét, hoi vé viéc gi, cac cau hoi cy thé (gach dau dong),
han tra 101. Mdi cau hoi dung cdu héi gian tiép hodc Could you...?

An enquiry email says who is writing, what the enquiry is about, the exact questions (in bullet
points) and when you need an answer. Each question uses an indirect question or Could you...?

EMAIL MAU 1 — HOI THONG TIN / MODEL EMAIL 1 — ENQUIRY
Subject: Enquiry about English for Finance courses

Dear Sir or Madam,

My name is Le Minh Chau, and I am an HR officer at Hoa Sen Accounting LLC in Da Nang.
I am writing to enquire about your English for Finance courses.

We would like to train 12 accountants, starting in November 2026. Could you please send
me the following information:

— the fee for a group of 12 people

— the start dates available in November

— whether the trainer can teach at our office

I would be grateful if you could reply by 20 October 2026.
I look forward to hearing from you.
Yours faithfully,

Le Minh Chau (Ms)
HR Officer, Hoa Sen Accounting LLC
Tel: +84 236 3812 470

Dich: Tiéu dé: Hoi vé khéa hoc Tiéng Anh tai chinh. Kinh giri Quy trung tam, T6i la Lé Minh Chau,
nhdn vién nhan sw Cong ty TNHH Ké todn Hoa Sen tai Da Néang. Téi viét thu dé hoi vé cac khéa
Tiéng Anh tai chinh ciia Quy trung tam. Chiing t6i muén dao tao 12 ké toan vién, bat dau tir thang
11/2026. Xin vui long giki cho toi cdac thong tin sau: hoc phi cho nhom 12 nguoi,; cac ngay khai giang
trong thang 11, giang vién cé thé day tai van phong chiing t6i khéng. Téi rat cam on néu Quy trung
tam tra loi trweée ngay 20/10/2026. Mong nhén dwoc hoi am. Tran trong, Lé Minh Chau.

Email tra loi ngz“'m (short reply) — Short replies
Email tra 161 bat dau bang 15i cam on hodc dan lai thu trude, tra 161 dung thir ty cau hoi
nguoi kia da dat, khong viét lai “I am writing to...”.

A reply starts by thanking the writer or referring to their email, answers the questions in the

’

order they were asked, and does not repeat “I am writing to...".
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EMAIL MAU 2 — TRA LOI NGAN / MODEL EMAIL 2 — SHORT REPLY
Subject: Re: Enquiry about English for Finance courses

Dear Ms Chau,

Thank you for your enquiry. Here are the answers to your questions:
— The fee for a group of 12 is VND 54,000,000 for 30 lessons.

— We can start on 4 or 11 November.

— Yes, our trainer can teach at your office in Da Nang.

I have attached our course outline. Please let me know if you have any questions.
Kind regards,

Mark Ellis
Course Manager, Bright Path Training Centre

Dich: Kinh giti chi Chdu, Cam on chi da giti yéu cau. Duwdi dy la cdu tra 107 cho cdc cau héi ciia chi:
Hoc phi cho nhém 12 nguoi la 54.000.000 dong cho 30 buéi. Chiing t6i cé thé khai giang ngay 4 hodc
11/11. Cé, giang vién cé thé day tai van phong ciia chi ¢ Da Néang. Téi giri kém dé cwong khéa hoc.
Chi c6 cdu héi gi xin cir cho téi biét. Tran trong, Mark Ellis.

Vi DU/ EXAMPLE — Ong Mark Ellis viét “Dear Ms Chau” vi chi ty ky “Le Minh Chau
(Ms)” trong mot van ban tiéng Anh: nhiéu ngudi nudc ngoai lam viée ¢ Viét Nam dd quen
goi nguoi Viét theo tén riéng. Néu chi ky “LE Minh Chau” thi nguoi nhan chua quen Viét
Nam s& viét “Dear Ms Le”. Ca hai déu chap nhan duoc; cach ky quyét dinh cach nguoi kia
£01 minh.

Mr Mark Ellis writes “Dear Ms Chau” because she signed “Le Minh Chau (Ms)” in an English
email: many foreigners working in Vietnam are used to calling Vietnamese people by their given
names. If she signs “LE Minh Chau”, a reader who does not know Vietnam will write “Dear Ms Le”.
Both are acceptable; the way you sign decides how others address you.

LOI HAY GAP / COMMON MISTAKE — M thu tra 16i bang hai cau mé: “Thanks for
your email. I’m writing to answer your questions.” Nguoi kia di biét vi sao ban viét. “I am
writing to...” ding cho email du tién; trong thu tra 151, sau 10i cam on di thang vao noi
dung: “Thank you for your email. Here is the information you asked for.”

Starting a reply with two openings: “Thanks for your email. I’m writing to answer your questions.”
The reader already knows why you are writing. “‘I am writing to...”" is for the first email; in a reply,

go straight to the content after the thanks: “Thank you for your email. Here is the information you
asked for.”

Email xac nhén (confirmation) — Confirmation emails

Email xac nhan nhac lai du céc chi tiét da thdéa thuan: ngay, gio, dia diém, s luong, gia.
Nguoi nhan doc lai mot 1an 1a biét c6 gi sai dé stra.
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A confirmation email repeats every detail that was agreed.: date, time, place, quantity, price. The
reader can check it once and correct anything that is wrong.

EMAIL MAU 3 — XAC NHAN LICH HQP / MODEL EMAIL 3 — CONFIRMING A
MEETING
Subject: Confirmed: meeting on Wednesday 14 October, 10.00 am

Dear Mr Tanaka,

Thank you for your email of 8 October. I am pleased to confirm our meeting with the
following details:

Date: Wednesday 14 October 2026

Time: 10.00 am — 11.30 am

Place: Meeting Room 3, 9th Floor, 21 Nguyen Hue, District 1, Ho Chi Minh City
Participants: Ms Vu Hai Yen and Mr Do Quoc Bao (our side), you and Ms Sato (your side)

There is a car park behind the building. Please show this email to the security desk on arrival.
If you need to change anything, please let me know by Monday 12 October.
Best regards,

Vu Hai Yen (Ms)
Business Development Executive, Phuong Dong Payment Solutions JSC

Dich: Tiéu dé: Pa xdac nhin — hop thir Tw 14/10, 10 gio sang. Kinh giti ong Tanaka, Cam on email
ngay 8/10 ciia éng. T6i xin xdc nhdn cudc hop voi chi tiét sau: Ngay thir Tw 14/10/2026; gio 10:00—
11:30; dia diém Phong hop 3, tang 9, 21 Nguyén Hué, Quén 1, TP.HCM; thanh phan: ba Vii Hai Yén
va éng P6 Quoc Bdo (phia chiing t6i), éng va ba Sato (phia éng). C6 béi do xe sau toa nha. Vui long
dea email nay cho qudy bdo vé khi dén. Néu can thay doi gi, xin bdo t6i truée thir Hai 12/10. Tran
trong, Vil Hadi Yén.

Email ni by thin mat va email nhac viéc — Informal internal emails and follow-ups

EMAIL MAU 4 — TRA LOI PONG NGHIEP / MODEL EMAIL 4 — REPLY TO A
COLLEAGUE
Subject: Re: Q3 sales figures

Hi Quan,

Sure, no problem. I’ll send the Q3 figures by 3 pm today. The Da Nang numbers are still
missing, so I’ve asked Thao to check them.

Thanks,
Linh
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Dich: Chao Qudn, Pugc théi. Minh sé giri s6 liéu quy 3 trudc 3 gio chiéu nay. Soé ciia Pa Nang van
con thieu nén minh da nho Thao kiem tra. Cam on, Linh.

EMAIL MAU 5 — NHAC VIEC / MODEL EMAIL 5 — FOLLOW-UP
Subject: Follow-up: quotation request of 2 October

Dear Ms Park,

I am writing to follow up on my email of 2 October about a quotation for 300 card readers. I
have attached my earlier email for your reference.

We plan to place the order next week, so we would be grateful for your quotation by Friday
16 October. If you need more details about the specifications, please call me on +84 28 3910
2277.

Kind regards,

Hoang Duc Thinh (Mr)
Procurement Officer, An Khang Retail JSC

Dich: Tiéu dé: Nhdc lai — yéu cau bdo gid ngay 2/10. Kinh giti ba Park, Téi viét thu dé nhdc lai
email ngay 2/10 vé bdo gid 300 méy doc thé. Téi giri kém email truée dé ba tién tham khao. Chiing t6i
dy dinh dat hang vao tuan sau, vi vdy rat mong nhan dwoc bao gia truoc thir Sau 16/10. Néu can thém
chi tiét vé théng sé ky thudt, xin goi t6i theo s6 +84 28 3910 2277. Tran trong, Hoang Pirc Thinh.

Vi DU/ EXAMPLE — Email nhic viéc khong trach ngudi nhan (“You did not reply to my
email”). Cau trung lap “I am writing to follow up on my email of...” néu ngay thu trudec,
dinh kém lai thu d6 va dua 1y do can tra 11 som.

A follow-up email does not blame the reader (“You did not reply to my email”). The neutral sentence
“I am writing to follow up on my email of...” gives the date of the earlier email, attaches it again
and gives a reason for a quick answer.

Trwéce va sau khi sira: mot email viet theo 10i tieng Vi€t — Before and after: an email

written in a Vietnamese style

EMAIL CHUA SUA / EMAIL BEFORE CORRECTION
Subject: Hello

Dear Mr Daniel,

I am Huong, staff of accounting department. I send you the file attach. Please check and reply
me soon. If have any problem, please contact with me.

Best regard,
Huong
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Dich: Loi: tiéu dé khong néu ngi dung; Mr + tén riéng; “staff of accounting department” dich tirng
chir,; thieu mao tir; “the file attach” sai dang tir; “reply me” thiéu to; “If have” thiéu chi ngir,
“contact with” thira with; “Best regard” thiéu -s; chit ky thiéu ho, chirc danh.

EMAIL PA SUA / EMAIL AFTER CORRECTION
Subject: Invoice INV-0917 for checking

Dear Mr Wong,

I am Dang Thu Huong, an accountant in the Finance Department. I have attached the invoice
INV-0917 for October. Could you please check it and reply to me by Thursday 22 October?
If you have any questions, please contact me on extension 305.

Best regards,

Dang Thu Huong (Ms)
Accountant, Viet Tin Software JSC

Dich: Kinh giti 6ng Wong, Téi la Pang Thu Hirong, ké todn phong Tai chinh. Téi givi kém héa don
INV-0917 thang 10. Ong vui long kiém tra va tra 161 t6i trude thir Nam 22/10. Néu cé cdu hoi, xin lién
hé t6i qua s6 may lé 305. Trdn trong, Pang Thu Hirong.

4.9. Bai doc: Nam quy tac email ciia mot cong ty fintech — Reading: A fintech

company’s five email rules

BAI PQC / READING
Seven emails, not seventy

Song Xanh Fintech is a payment company in Ho Chi Minh City. It has 45 employees and
partners in Singapore, Japan and Australia. Last year, the managers noticed a problem: staff
spent almost two hours a day on email, and many messages were unclear.

Ms Do Thanh Mai, the operations manager, decided to change this. In March 2026, she
introduced five simple email rules.

First, every email must have a clear subject line. “Hello” or “Question” is not allowed.
Instead, staff write the topic and the action, for example “Invoice 2219 — please confirm by

Friday”.

Second, the main point goes in the first two lines. Partners in Singapore often read emails on
their phones, so they want to see the request immediately.

Third, one email covers one topic. If an employee has questions about a contract and a
delivery, they send two separate emails. This makes old messages easier to find.

Fourth, staff use “Reply all” only when every person in the thread needs the answer. Before
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the new rules, a simple “Thanks!” sometimes went to twenty people.

Finally, the company created templates for common emails: enquiries, confirmations and
short replies. New employees learn them in their first week.

The results were clear. After six months, the average time spent on email fell from 115 to 70
minutes a day. Partners also replied faster. Mr Ryan Cole, a project manager at a bank in
Sydney, said the emails from Song Xanh were “short, polite and easy to act on”.

Not everyone liked the changes at first. Some older staff felt that short emails were rude. Ms
Mai explained that polite language does not need many words: “Could you”, “Thank you”
and “Kind regards” are enough. Today, Song Xanh shares its email guide with other
companies in its business network.

Dich: Bay email, khong phai bay mwoi. Song Xanh Fintech la cong ty thanh toan 0 TP.HCM, c6 45
nhdn vién va doi tac ¢ Singapore, Nhdt Ban, Uc. Nam ngodi, ban qudn 1y nhdn thay mét van dé: nhan
vién mdt gan hai gio: moi ngay cho email, va nhiéu thie khéng ré rang. Ba P6 Thanh Mai, gidm doc
vdn hanh, quyét dinh thay déi. Thang 3/2026, ba dwa ra nam quy tdc email don gian. Thir nhdt, email
nao ciing phdi cé dong tiéu dé ré rang; khéng dwoe viét “Hello” hay “Question”, ma phdi néu chii dé
va viéc can lam, vi du “Héa don 2219 — vui long xdc nhan truoc thie Sau”. Thir hai, y chinh nam & hai
dong dau, vi doi tac ¢ Singapore thiwong doc email trén dién thoai va mudn thdy yéu cau ngay. Thir
ba, méi email mét chii dé; néu cé cau héi vé hop dong va vé giao hang thi giri hai email riéng, dé dé
tim lai thie cii. Thir tw, chi bam “Tra 107 tat ca” khi moi nguoi trong chudi thw déu can cdu tra loi;
trudc day, mot chir “Cam on!” co lic gui toi hai muoi nguoi. Cudi ciing, cong 1y lam mau cho cdc
email hay dimg: héi thong tin, xdc nhdn, trd 1oi ngdn; nhdn vién méi hoc cdc mau nay trong tudn dau
Két qua ré rang: sau sau thang, thoi gian danh cho email trung binh gidam tir 115 xudng 70 phiit méi
ngay; doi tac ciing tra l6i nhanh hon. Ong Ryan Cole, qudn 1y dy dn ¢ mét ngan hang tai Sydney,
nhdn xét email ciia Song Xanh “ngan, lich sw va dé xit Iy, Liic dau khéng phai ai ciing thich thay doi.
Mot s6 nhdn vién 16m tuéi cho rang email ngdn la bat lich sw. Ba Mai gidi thich rang ngén ngit lich su
khéng can nhiéu chit: “Could you”, “Thank you” va “Kind regards” la dii. Hién nay Song Xanh chia
sé bé hirdmg dan email cho cdc cong ty khdc trong mang lwGi kinh doanh ciia minh.

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

1. Nam ngoai nhin vién Song Xanh méat bao nhiéu thoi gian cho email mdi ngay? —
Pap an: Gan hai gio (115 phat).
How much time did Song Xanh staff spend on email a day last year? — Answer: Almost two
hours (115 minutes).

2. Vi sao y chinh phai ndm ¢ hai dong dau? — Pap an: Vi ddi tac ¢ Singapore thuong
doc email trén dién thoai va mudn thdy yéu ciu ngay.
Why must the main point be in the first two lines? — Answer: Because partners in Singapore
often read emails on their phones and want to see the request immediately.

3. C6 cau hoi vé hop dong va vé giao hang thi nhan vién 1am gi? — Pap an: Gui hai
email riéng, mdi email mot chi dé.
What do employees do if they have questions about a contract and a delivery? — Answer:
They send two separate emails, one topic each.
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4. Quy tic thir tu giai quyét van dé gi? — Pap an: Nhirng thu nhu “Thanks!” bi gui
“Reply all” t&i hai muoi nguoi khong can doc.
What problem does the fourth rule solve? — Answer: Messages like “Thanks!” went to
twenty people through “Reply all” when they did not need them.

5. Ba Mai tra 10i thé nao khi nhan vién cho rang email ngan 1a bat lich sy? — Dap 4n:
Ngon ngit lich sy khong can nhiéu chir; “Could you”, “Thank you”, “Kind regards™ la

du.

How did Ms Mai answer staff who felt short emails were rude? — Answer: Polite language
does not need many words; “Could you”, “Thank you” and “Kind regards” are enough.

6. Pung hay sai: Sau sau thang, thoi gian danh cho email giam 45 phat mdi ngay. —
Pap an: Pung: tir 115 xubng 70 phut, giam 45 phit.
True or false: After six months, time spent on email fell by 45 minutes a day. — Answer:
True: from 115 to 70 minutes, a fall of 45 minutes.

4.10. Muoi 10i email nguwoi Viét hay mac — Ten email mistakes Vietnamese writers

often make

Sai
Wrong

discuss about the price

Please reply me.

Please contact with me.

I look forward to hear from
you.

Best regard, / Best Regards,

I send you the file attach.

staff of Phu Gia company

Please kindly send...

discuss the price

Please reply to me.

Please contact me.

I look forward to hearing from
you.

Best regards,

I have attached the file.

a sales executive at Phu Gia
Co., Ltd

Could you please send...? /
Please send...

Ly do

Reason

discuss 1a ngoai dong tur, khong
can about
“discuss” takes a direct object

reply can to trude tan nglr
“reply” needs “to”

contact khong di véi with
No “with” after “contact”

to 1a gidi tr — V-ing
“to” is a preposition — V-ing

regards sO nhiéu, chi¥ r viet
thuong

Plural, small r

attach — attached, dung hién tai
hoan thanh
Past participle; present perfect

staff 1a danh tir tap hop; dung at
+ tén cOng ty

“staff” is collective, use “at” +
company

kindly va please trung nghia,
nghe ra 1¢énh

Double politeness sounds like an
order
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Sai Dung Ly do
Wrong Right Reason

Chon mot 16 két

Thanks and Best regards, Thanks, / Best regards, Choose one sign-off
Kiém gi6i tinh; khong chéc thi
Dear Mr Linh, (Linh lant)  Dear Ms Linh, 150 il 7abingy »
Check gender; if unsure, drop the
title

LOI HAY GAP / COMMON MISTAKE — Dich timg chir cum “nhén vién ciia cong ty”
thanh “staff of the company”. Staff 1a danh tr tdp hop chi toan bo nhan vién. Mot nguoi
viét: “I work at Phu Gia Co., Ltd.” hoac néu chirc danh: “I am an accountant at...”, “I
am a member of staff at...”.

Translating “nhdn vién ciia cong ty” word for word as “staff of the company”. “Staff” is a collective
noun for all the employees. One person writes: “I work at Phu Gia Co., Ltd.” or gives the job title: “I
am an accountant at...”, “I am a member of staff at...”.

Vi DU/ EXAMPLE — Tru6c khi bam Gtri, kiém nam diém theo thir ty: Tiéu dé c6 chu dé
+ viée can 1am? Tén ding ho, ding giéi tinh? Tép dinh kém d3 dinh chua? Ngay, sb tién
viét kiéu qudc t&? Nguoi nhén, cc ding ngudi?

Before you press Send, check five points in order: Does the subject give the topic + action? Is the
name right (surname, gender)? Is the attachment attached? Are dates and amounts in international
format? Are the recipients and cc the right people?

4.11. Bai tap van dung c0 1oi giai — Applied exercises with solutions

Bai 1. Email héi gia nha cung cap Singapore — Exercise 1. An enquiry email to a
Singapore supplier

Chi Pham Thu Ha 13 nhan vién mua hang ctia Cong ty C6 phan Thuong mai Minh Phat
(Quan 7, TP.HCM). Ngay 6/10/2026 chi can viét email 1an dau cho ba Grace Lim, Giam
dbc kinh doanh cta Orchid Packaging Pte Ltd (Singapore), dé hoi: (1) gia 5.000 hop gidy
¢d 20 x 15 x 10 cm ¢6 in logo; (2) thoi gian giao hang vé cang Cat Lai; (3) sd luong dat
t6i thiéu. Minh Phat can bao gia truéc ngy 15/10/2026. Viét email 120-150 tir, giong
trang trong.

Ms Pham Thu Ha is a purchasing officer at Minh Phat Trading JSC (District 7, Ho Chi Minh
City). On 6 October 2026 she needs to write a first email to Ms Grace Lim, Sales Director of
Orchid Packaging Pte Ltd (Singapore), to ask about: (1) the price of 5,000 printed paper boxes,
size 20 x 15 x 10 cm, with a logo; (2) the delivery time to Cat Lai Port; (3) the minimum order

quantity. Minh Phat needs a quotation before 15 October 2026. Write an email of 120—150
words in a formal tone.

1. Dong tiéu dé néu chu dé va viéc can 1am: “Enquiry: price for 5,000 printed paper
boxes”. Khong viét “Hello” hay “Question”.
The subject line states the topic and the action: “Enquiry: price for 5,000 printed paper
boxes”. Do not write “Hello” or “Question”.
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. Loi chao: biét tén ngudi nhan nén dung danh xung + ho: “Dear Ms Lim,”. Lim 1a ho
ctia nguoi Singapore gdc Hoa dung tén tiéng Anh, viét theo thir tw phuong Tay
(Grace Lim).

Greeting: the name is known, so use title + surname: “Dear Ms Lim,”. Lim is the family
name of a Chinese Singaporean with an English first name, written in Western order (Grace
Lim).

. Cau md: gidi thi€u ban than va muc dich trong hai cau: “My name is Pham Thu Ha,
and I am a purchasing officer at Minh Phat Trading JSC in Ho Chi Minh City. [ am
writing to enquire about your printed paper boxes.”

Opening: introduce yourself and the purpose in two sentences: “My name is Pham Thu Ha,
and I am a purchasing officer at Minh Phat Trading JSC in Ho Chi Minh City. I am writing
to enquire about your printed paper boxes.”

. Than thu: dua ba cau hoi thanh danh sach gach dau dong, méi dong mot ¥, dung cau
hoi gian tiép (dong tir ding sau chii ngir): “how long delivery to Cat Lai Port takes”.
Body: put the three questions in a bulleted list, one point per line, using indirect questions
(verb after the subject): “how long delivery to Cat Lai Port takes”.

. Két thu: néu han chot c¢6 ngay cu thé, cdu mong hodi 4m “look forward to + V-ing”,
“Kind regards,” va chit ky day du.

Closing: give a deadline with an exact date, a “look forward to + V-ing” line, “Kind
regards,” and a full signature.

. Bai mau hoan chinh (138 tir). Dich: “Kinh gtri ba Lim, T6i 1a Pham Thu Ha, nhan
vién mua hang ctia Cong ty CP Thuong mai Minh Phét tai TP.HCM. Tai viét thu dé
hoi vé hop gidy in cia quy cong ty. Ching toi can 5.000 hop ¢ 20 x 15 x 10 cm in
logo. Ba vui long cho biét: gia mdi hop; thoi gian giao hang vé cang Cat Lai; sd
luong dit toi thiéu. Ching t6i rat mong nhan duoc bao gia trude ngay 15/10/2026...”
Subject: Enquiry: price for 5,000 printed paper boxes / Dear Ms Lim, / My name is Pham
Thu Ha, and I am a purchasing officer at Minh Phat Trading JSC in Ho Chi Minh City. I am
writing to enquire about your printed paper boxes. / We need 5,000 boxes, size 20 x 15 x 10
cm, with our logo printed on two sides. Could you please tell me: — the price per box, — how
long delivery to Cat Lai Port takes; — the minimum order quantity. / We would be grateful if
you could send us a quotation by 15 October 2026, as we are planning our orders for the

next quarter. / I look forward to hearing from you. / Kind regards, / Pham Thu Ha (Ms) /
Purchasing Officer, Minh Phat Trading JSC / Tel: +84 28 3775 1902

Bai 2. Sira mdt email viét theo 16i tiéng Viét — Exercise 2. Correcting an email written in
a Vietnamese style

Anh Nguyén Vin Nam, nhan vién kinh doanh cua Cong ty TNHH Phu Gia (Pa Nang),
giri email sau cho 6ng Paul Hart, Giam d6c mua hiang cia mot nha nhap khau &
Melbourne (Uc), sau budi gip & hoi chg ngay 2/10/2026: “Subject: (dé trong) / Dear Mr
Paul, / I am Nam, staff of Phu Gia company. Thanks for your email. I am writing to send

you informations about our cashew nuts. I very hope you can discuss about the price with
me. Although our price is high but the quality is good. Please reply me soon!!! / Best
regard, / Nam”. Tim va sira 11, viét lai email hoan chinh.
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Mr Nguyen Van Nam, a sales executive at Phu Gia Co., Ltd (Da Nang), sends the following
email to Mr Paul Hart, Purchasing Director of an importer in Melbourne (Australia), after they
met at a trade fair on 2 October 2026: “Subject: (blank) / Dear Mr Paul, / I am Nam, staff of
Phu Gia company. Thanks for your email. I am writing to send you informations about our
cashew nuts. I very hope you can discuss about the price with me. Although our price is high but
the quality is good. Please reply me soon!!! / Best regard, / Nam”. Find and correct the
mistakes, then rewrite the complete email.

1.

Tiéu dé trong: thém “Cashew nuts from Phu Gia — price list and samples”. Loi chio:
Hart 13 ho, viét “Dear Mr Hart,”; “Mr + tén riéng (Paul)” sai v6i ngudi phuong Tay.
Blank subject: add “Cashew nuts from Phu Gia — price list and samples”. Greeting: Hart is
the surname, so write “Dear Mr Hart,”; “Mr + first name (Paul)” is wrong with a Western
partner.

. Cau md: “staff of Phu Gia company” dich timg chir; viét “I am a sales executive at

Phu Gia Co., Ltd”. Ong Hart chua giri email ndo nén bé “Thanks for your email”,
thay bang “It was a pleasure to meet you at the trade fair on 2 October.”

Opening: “staff of Phu Gia company” is a word-for-word translation; write “I am a sales
executive at Phu Gia Co., Ltd”. Mr Hart has not sent an email, so delete “Thanks for your
email” and write “It was a pleasure to meet you at the trade fair on 2 October.”

. Ngit phap: “informations” — “information” (khéng dém duoc); “I very hope” — “I

hope” hoac “I really hope”; “discuss about the price” — “discuss the price”.
Grammar: “informations” — “information” (uncountable); “I very hope” — “I hope” or
“I really hope”; “discuss about the price” — “discuss the price”.

. T ndi: “Although. .. but...” dung hai tir ndi cho mét y; gilt mot: “Although our price

is higher than average, the quality is excellent.”
Linkers: “Although... but...” uses two linkers for one idea; keep one: “Although our price is
higher than average, the quality is excellent.”

. Két thu: “reply me” — “reply to me™; bo “I!1”; thay “soon” bang ngay cu thé; “Best

regard” — “Best regards”; chit ky du ho tén, chic danh, cong ty, dién thoai.
Closing: “reply me” — “reply to me”; delete “!!!”; replace “soon” with an exact date;
“Best regard” — “Best regards”; sign with full name, job title, company and phone
number.

. Bai mau hoan chinh. Dich: “Kinh guri éng Hart, Rét vui duge gap ong tai hoi cho

ngay 2/10. Téi 1a Nguyén Vin Nam, nhan vién kinh doanh ctia Cong ty TNHH Phu
Gia. Nhu da hta, t6i giri kém bang gia hat diéu...”

Subject: Cashew nuts from Phu Gia — price list and samples / Dear Mr Hart, / It was a
pleasure to meet you at the trade fair on 2 October. I am Nguyen Van Nam, a sales executive
at Phu Gia Co., Ltd. / As promised, I have attached our price list and some information
about our cashew nuts. Although our price is higher than average, the quality is excellent,
and all our products have export certificates. / I would like to discuss the price and a sample
order with you. Could you reply to me by 10 October 2026 with a suitable time for a short
call? / Best regards, / Nguyen Van Nam (Mr) / Sales Executive, Phu Gia Co., Ltd / Mobile:
+84 905 318 246
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4.12. Bai tap viét va dan y tra 106i — Writing tasks and answer outlines

Ciu 1. Ong Kim Jae-won (Cong ty Hanbit Logistics, Busan, Han Qudc) giri email dé
nghi hop trwee tuyén vé hop ddng van chuyén vao 9 gio sang thir Ba ngay 13/10/2026
(gid Viét Nam) va héi ban di nhan ban hop dong nhap chwa. Ban 1a Vii Hai Yén,
tro 1y kinh doanh Céng ty CP Xuit nhap khiu Sao Mai (Hai Phong). Viét email tra
10 80—120 tir: xac nhin cudc hop, xac nhin di nhin hop dong nhip, dé nghi diung
Microsoft Teams, héi danh sach nguo¢i tham du.
Question 1. Mr Kim Jae-won (Hanbit Logistics, Busan, South Korea) emails to suggest an online
meeting about a shipping contract at 9.00 am on Tuesday 13 October 2026 (Vietnam time) and
asks if you have received the draft contract. You are Vu Hai Yen, sales assistant at Sao Mai
Import-Export JSC (Hai Phong). Write a reply of 80—120 words: confirm the meeting, confirm
you have received the draft, suggest Microsoft Teams, and ask for the list of participants.
« Tiéu dé: giir “Re:” va thém tir khoa x4c nhan.
Subject: “Re: Online meeting — confirmed for 13 October”
* Lo1 chao: Kim 1a hg ctia nguoi Han, dung trudc.
“Dear Mr Kim,”
* Cam on va xac nhan cudc hop cé thir, ngay, gio, mui gio.
“Thank you for your email. I am happy to confirm our meeting on Tuesday 13 October at
9.00 am Vietnam time (11.00 am Korea time).”
« X4c nhan da nhan hop dong nhap.

“I have received the draft contract, and our team is reading it now.’

’

« B¢ xuit cong cu hop va hoi ngudi tham dy (cdu hoi gian tiép).
“Could we use Microsoft Teams? I will send the link on Monday. Could you also tell me who
will join from Hanbit?”

« Cau két va chir ky.
“I look forward to speaking with you. / Kind regards, / Vu Hai Yen (Ms) / Sales Assistant,
Sao Mai Import-Export JSC”

Ciu 2. Ban 12 Trin Minh Quan, trwéng nhém kinh doanh ciia mét cong ty vi dién
tir & Ha Noi. Han ndp bao cdo doanh so thang 9 dwoc doi tir thir Sau 9/10 sang thir
Tu 7/10/2026 vi ban giam déc hop sém. Viét email ndi bo 80—120 tir giri nhém 6
ngudi: thong bao han méi, 1y do, yéu ciu dung miu bio cio méi dinh kém, nhic
ngudi cin hd tro lién hé ban. Dung it nhit bon tir ndi khac nhau.

Question 2. You are Tran Minh Quan, sales team leader at an e-wallet company in Hanoi. The
deadline for the September sales report has moved from Friday 9 October to Wednesday 7
October 2026 because the board meeting is earlier. Write an internal email of 80—120 words to
your team of six: announce the new deadline, give the reason, ask them to use the new attached
template, and tell anyone who needs help to contact you. Use at least four different linkers.

« Tiéu dé néu thay doi.
“Subject: New deadline for September sales report — Wed 7 October”
* Lo1 chao ndi bd trung tinh.

)

“Hi team,’
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* Thong bao han moi va ly do (because).
“The deadline for the September sales report is now Wednesday 7 October, because the
board meeting has moved to Thursday morning.”

* Yéu cau dung mau méi (also, the attached template).
“Please also use the attached template. It has a new column for QR payments, so the old file
will not work.”

* Trinh ty cong viéc (first, then).
“First, update your figures in the shared folder. Then send me the report by 5 pm on
Wednesday.”

« P& nghi hd tro (however, if) va ky tén.
“I know the time is short. However, if you need help, just call me on extension 214. / Thanks,
/ Quan”

Ciu 3. Ban l1a Lé Bao Ngoc, sinh vién nim nhit nganh Cong nghé tai chinh. Ban
thiy thong bao tuyén thuc tip sinh mua hé ciia Ngan hang TMCP Phwong Nam (gi
dinh) trén trang web ciia ngin hang nhung khéong ghi rd yéu cau. Viét email 100
150 tir giri phong nhén sy héi: thuc tip sinh nim nhit c6 dwoe ndp hd so khong,
thoi gian thwe tap, han ndp ho so, cin trinh d6 tiéng Anh nao.
Question 3. You are Le Bao Ngoc, a first-year Financial Technology student. You saw a notice
about summer internships at Phuong Nam Commercial Bank (fictional) on the bank’s website,
but it does not give the requirements. Write an email of 100—150 words to the HR department
asking: whether first-year students can apply, the length of the internship, the application
deadline, and the English level required.
« Tiéu dé rd, khong c6 tén nguoi nhan nén chao chung.
“Subject: Enquiry about summer internships for first-year students” / “Dear Sir or Madam,’

’

* G161 thi€u ban than mot cau, néu muc dich mot cau.
“My name is Le Bao Ngoc, and I am a first-year student of Financial Technology. I am
writing to enquire about your summer internship programme.”

« Néu nguon thong tin.
“I saw the notice on your website, but I could not find the requirements.”

« Bbn cau hoi gian tiép trong danh sach.
“Could you please tell me: — whether first-year students can apply; — how long the internship
lasts; — what the application deadline is;, — what level of English is required? ”

« Cam on va mong hoi am.
“Thank you for your time. I look forward to hearing from you.”

« Khong biét tén nguoi nhan nén két “Yours faithfully”, ky dit ho tén va so dién thoai.
“Yours faithfully, / Le Bao Ngoc / Tel: 0912 457 830"
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4.13. Cau héi trac nghiém — Multiple-choice questions

22. Chon mao tir diing dién vao chd trong.

We need _ hour to check the figures before we reply.
A.a
B. an
C. the

D. (khong dung mao tir) / no article

23. Chon dang dung cua dong tur.
I look forward to ____ from you.
A. hear / nguyén mau
B. heard / qud khir phan tir
C. hearing / V-ing
D. be hearing

24. Email mé dau “Dear Sir or Madam,”. Chon 10i két dung theo tiéng Anh — Anh.
The email begins “Dear Sir or Madam, ”. Choose the correct British sign-off-
A. Love, / than mat
B. Yours sincerely, / biét tén nguoi nhan
C. Best regard, / thiéu -s
D. Yours faithfully, / khéng biét tén nguoi nhin

25. Chon trat ty dung cho cau hoi gian tiép.
Could you tellme ____ ?
A. when will the goods arrive / dao tro dong tir
B. when do the goods arrive / ddo tro dong tir
C. the goods will arrive when / sai vi tri tir hoi
D. when the goods will arrive / chu ngir trude dong tir

26. Chon tir ndi dung.
__the price is high, the quality of the boxes is excellent.
A. Although / mdc dit + ménh dé
B. But / nhung
C. However / tuy nhién
D. Despite / mdc di + danh tir

27. Chon tir dung dién vao chd trong.
Could you send me more _____ about the course fees?
A. informations / thém -s
B. an information / thém an
C. information / khéng dém duwoc
D. the informations / thém the va -s

Tai li€u nay dugc bién soan boi doi ngii cia website: https://globalmarket.vin
Trang 146



DPé cuong on tip Tiéng Anh trong kinh doanh / Business English Study Guide

28. Ban viét email 1an dau cho 6ng Thomas Weber, dbi tac nguoi Ptrc. Chon 16i chao

ding.
You are writing to Mr Thomas Weber, a German partner, for the first time. Choose the
correct greeting.

A. Dear Mr Thomas, / Mr + tén riéng

B. Dear Weber, / thiéu danh xung

C. Dear Thomas Mr, / sai trat tw

D. Dear Mr Weber, / Mr + ho
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Chwong 5. Marketing — Chapter 5. Marketing

Muc tiéu chwong — Chapter objectives

« Dung dung khoang 50 tir va cum tir vé 4P, thuong hiéu, khao sat va quang cio trén
mang.
Use about 50 words and phrases on the 4Ps, brands, surveys and online advertising
correctly.

* Lap cau so sanh hon, so sanh nhét, so sanh bﬁng; dat nhiéu tinh tr ding trat ty; phan
biét tinh tir va trang tur.
Form comparatives, superlatives and equal comparisons, put several adjectives in the right
order, tell adjectives from adverbs.

« Viét doan mo ta san pham 80120 tir va email bao cao két qua khao sat ¢ so ligu.
Write an 80—120-word product description and an email reporting survey results with
figures.

« Trinh bay ngan khach hang muc tiéu, kénh phan phdi va ké hoach quang cao ctia mot
san pham.
Briefly present the target customers, distribution channels and advertising plan of a product.

5.1. T vung marketing — Marketing vocabulary

Tur vung chia ba nhém theo cong viéc cua phong marketing: xay dung 4P va chon thi
truong; xay dung thuong hiéu, mo ta san pham; nghién ctru khach hang va quang céo trén
mang. Hoc mdi tir kém cum di cung (bang collocation & cudi myc).

The vocabulary is in three groups that follow the work of a marketing department: building the
4Ps and choosing a market; building a brand and describing products, researching customers

and advertising online. Learn each word with its partner words (collocation table at the end of
the section).

Bang 1. M6 hinh 4P va thi trwong — 7able 1. The 4Ps and the market

Loai

t0 hia tiéng Viét |
w Ng Ia tieng Vié Vidy
Part Vietnamese

Word / phrase 1IPA ) . Example
of meaning

T / cum tir Phién am

speech

hdn hop tiép thi,  Price is one part of the

. . . mo hinh 4P marketing mix.
marketing mix  /'makrtmy miks/  n . . S,
marketing mix, the | Gid la mot phan cua mo hinh
4Ps 4P.

Our main product is drip-bag
san pham coffee.
product San pham chinh ciia ching t6i la

product /"prodakt/ n

ca phé tui loc.
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T / cum tir
Word / phrase

price

place

promotion

distribution

target market

segment

consumer

competitor

Phién Am

1IPA

/prais/

/plers/

/pra ' maufon/

/ distrt ' bju:fon/

/"ta:grt ‘ma:kit/

/'segmont/

/kon'sju:ma/

/kompetita/

Loai
tr

Part
of

speech

Nghia tiéng Viét
Vietnamese
meaning

gia

price

phan phbi (chit P
thir ba: kénh, noi
ban)

distribution (the
third P)

xuc tién, quang
ba; khuyén mai
promotion

su phéan phdi

distribution

thi truong muc
tiéu
target market

phéan khtic

segment

nguoi tiéu dung
consumer

dbi thi canh
tranh
competitor

Vi du
Example

We set the price at VND
89,000 a box.

Chiing t6i ddt gid 89.000 dong
mot hop.

In the 4Ps, place means
where customers can buy the
product.

Trong 4P, place la noi khach
mua dwoc san pham.

Most of our promotion
happens on social media.
Phan lém hoat dong quang ba
clia ching téi dién ra trén mang
xd hoi.

We have two distribution
channels: supermarkets and
our website.

Chung toi co hai kénh phdn
phoi: siéu thi va trang web.

Our target market is office
workers aged 22 to 35.

Thi truong muc tiéu cua chung
t0i la nhan vién van phong 22—
35 tuoi.

Young parents are a fast-
growing segment.

Cac bdc cha me tré la phan khuc
tang nhanh.

Vietnamese consumers buy
more online every year.
Ngueoi tiéu dung Viét Nam mua
truec tuyén nhiéu hon moi nam.

Our main competitor is a Thai
company.

Déi thii chinh ciia chiing t6i la
mot cong ty Thdi Lan.
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Loai
Tir/cymtic | Phién 4m tir | Nghia tiéng Vigt
Word / phrase 1IPA

Vi du
Example

Part Vietnamese

of meaning

speech

We aim to increase our

market share /'mackit feo/ n thi phan market share to 12% by 2027.
’ market share Chung toi dat muc tiéu ndang thi
phan 1én 12% vao nam 2027.
tung ra (san We will launch the new
Jaunch florntf) v pham), kh’(”)’i model in May. i
‘ dong (chién dich) Ching t6i sé tung ra mau maéi
launch vao thang 5.
The summer campaign ran
) . chién dich for six weeks.
campaign /keem'pem/ n . D C
campaign Chién dich mua he chay trong
sdu tudn.
The advertising budget for
budeet S badart/ n ngan sach 2026 is VND 800 million.
& 3 budget Ngan sach quang cao nam 2026
la 800 triéu dong.
Three large retailers in Hanoi
retailer Jriterlo/ n nha ban 1¢ sell our products.
' retailer Ba nha ban 1é lon ¢ Ha Noi ban

san pham cua chiing toi.

nhom khach theo  Students are an important

: . tudi, gioi, thu i ,
demographic / dema’ graefik/ n R £ d.emogfap %110 f’or us'
nhap Sinh vién la nhom khach quan
demographic trong cua chung toi.

LOI HAY GAP / COMMON MISTAKE — Viét “customer” va “consumer” nhu nhau.
Customer 13 ngudi mua hang cua cong ty (c6 thé 1a mot cong ty khac, vi du siéu thi mua ca
phé dé ban lai). Consumer 13 nguoi ding cudi cung. Siéu thi 1a customer ctia nha san xuét ca
phé; ngudi udng ca phé 1 consumer.

Using “customer” and “consumer” as the same word. A customer buys from the company (it may be
another business, e.g. a supermarket buying coffee to resell). A consumer is the end user. The
supermarket is the coffee maker’s customer; the person who drinks the coffee is the consumer.
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Bang 2. Thwong hi¢u va mé ta san phAm — Table 2. Brands and product description

T / cum tir

Word / phrase

brand

slogan

reputation

loyalty

awarencss

reliable

affordable

durable

eco-friendly

Phién Am
IPA4

/brand/

/'slovgen/

/ repju terfon/

/' loralti/

/2'weanas/

/11'latabal/

/a'fa:dabal/

/'djuerabal/

/ i:kou ' frendli/

Loai
tir
Part
of

speech

adj

adj

adj

adj

Nghia tiéng Viét
Vietnamese
meaning

thuong hi¢u,
nhan hang
brand

khau hiéu

slogan

danh tiéng, uy tin
reputation

long trung thanh
(brand loyalty)
loyalty

miurc nhan biét
(brand
awareness)

awareness

dang tin cay, it
hoéng

reliable

gi4 phai chang
affordable

bén
durable

than thién véi
moi truong
eco-friendly

Vi du
Example

Customers trust the brand
because the quality is stable.
Khdch tin thwong hiéu vi chat
luong on dinh.

Our new slogan is short and
easy to remember.

Khdu hiéu méi ciia chiing t6i
ngan va dé nhé.

The company has a good
reputation for service.
Céng ty cé tiéng vé dich vu tot.

Brand loyalty is strong
among older customers.
Khdch I6n tudi trung thanh véi
nhan hang hon.

The campaign raised brand
awareness by 30%.

Chién dich ndng mirc nhdn biét
thuong hiéu thém 30%.

This printer is reliable and
easy to use.

May in nay bén, it hong va dé
dung.

We want to offer affordable
products for students.

Chiing téi muén c6 san pham
gid vira tii tién sinh vién.

The bottle is made of durable

steel.
Binh dwoc lam bang thép bén.

All our packaging is eco-
friendly.

Toan bo bao bi cua ching toi
than thién voi moi truong.
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T / cum tir

Word / phrase

compact

stylish

packaging

feature

benefit

premium

unique

Phién Am
IPA4

/kom'paekt/

/' statlif/

/' peekadzm/

/fittfo/

/"benifit/

/'pri:miom/

/ju: ' nizk/

Loai
tir
Part
of

speech

adj

adj

adj

adj

Nghia tiéng Viét

Vietnamese
meaning

nhd gon

compact

sanh diéu, hop
thoi
stylish

bao bi
packaging

tinh nang, dac
diém
feature

loi ich (cho
nguoi dung)
benefit

cao cap
premium

doc nhat, riéng
co
unique

Vi du
Example

The compact design fits in
any handbag.

Thiét ké nho gon vira moi tii
xach.

Young buyers like its stylish
look.

Nguoi mua tré thich vé ngoai
sanh diéu cua no.

We changed the packaging
from plastic to paper.
Chiing téi doi bao bi tir nhwa
sang gidy.

The main feature of the app is
QR payment.

Tinh nang chinh cua ung dung
la thanh todn QR.

One benefit is that payments
take only three seconds.

Mot loi ich la thanh todn chi mdt
ba gidy.

This is our premium range for
hotels.

Day la dong cao cap cia chung
toi danh cho khach san.

Each bag has a unique hand-
painted design.

Mbi chiée tiii ¢6 mét hinh vé tay
riéng.

PHAI THUQC / MEMORISE — Feature 14 san pham CO gi (pin 12 gid). Benefit 1a khach
DUQC gi (Iam viéc ca ngay khong can sac). M6 ta san pham tot luén ndi hai thir: “It has a

12-hour battery, so you can work all day without charging.”

A feature is what the product HAS (a 12-hour battery). A benefit is what the customer GETS (working
all day without charging). Good product descriptions always link the two: “It has a 12-hour battery,
so you can work all day without charging.”
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Bang 3. Khao sat khach hang va quang cdo trén mang — Table 3. Customer surveys
and online advertising

T / cum tir

Word / phrase

survey

questionnaire

respondent

feedback

satisfaction

sample

advertisement

advertise

social media

Phién Am
IPA4

/'s3:ver/

/ kwestfo 'nea/

/r1" spondont/

/'fi:.d baek/

/saetis' feekfon/

/'sa:mpal/

/od'v3:tismant/

/'&edva tarz/

/'saufal ‘mi:dia/

Loai
tir
Part
of

speech

Nghia tiéng Viét

Vietnamese
meaning

cudc khao sat
survey

bang cau hoi
questionnaire

nguoi tra 101
khao sat
respondent

¥ kién phan hoi
(khéng dém
duoc)

feedback

su hai long
satisfaction

mau khao sat;
hang mau
sample

mAau quang cdo
(dém duoc; ad,
advert)
advertisement

quang cao
advertise

mang xa hoi
social media
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Vi du
Example

We sent the survey to 2,000
customers.

Chiing téi giri phiéu khao sat
cho 2.000 khach hang.

The questionnaire has ten
short questions.
Bdng cdu hoi cé muwoi cdu ngan.

Most respondents were under
30.

Phan 16n nguoi tra loi dudi 30
tudi.

Thank you for your feedback.
Cam on anh/chi da gop y.

Customer satisfaction rose to
86% this year.

Murc hai long cua khdch tang lén
86% trong nam nay.

The sample included 500
shoppers in three cities.
Mau khao sat gom 500 nguoi
mua ¢ ba thanh phé.

We placed an advertisement
in a business magazine.
Chiing téi ding mét mdu quang
cdo trén tap chi kinh doanh.

We advertise mainly on
social media.

Chiing téi quang cdo chii yéu
trén mang xa hoi.

Social media is our cheapest
channel.

Mang xd héi la kénh ré nhdt ciia
chiing toi.
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Loai
Tir/cymtic | Phién 4m tir | Nghia tiéng Vigt
Word / phrase 1IPA

Vi du
Example

Part Vietnamese

of meaning

speech

We paid three influencers to

nguoi c6 anh review the product.
influencer /'mfluansa/ n hudng trén mang  Chiing t6i trd tién cho ba nguoi
influencer c6 anh huong dé danh gid san
pham.
Videos get higher
, muc tuong tac .
engagement /m’gerdzmant/ n i er.lgager’ner%t than phf)tos
engagement Video c6 mirc twong tdac cao hon
anh.
Our page has 45,000
, nguoi theo doi foll .
follower /" folava/ n £ © oweyrs P
Sfollower Trang cua chung t6i c6 45.000
nguoi theo doi.
The ad got 12,000 clicks in
click /klik/ n lugt nhap one, Week. , p
click Qudng cdo co 12.000 luot nhap
trong mot tudn.
chuyén dbi
(nguoi xem Our conversion rate is 2.5%.
conversion /kon'v3:fon/ n thanh nguoi Ty 1é chuyén doi ciia chiing t6i
mua) la 2,5%.
conversion
Good reviews help new
. . bai danh gia customers decide.
review /r1'vju:/ n . L a ; .
review Danh gia tot giup khdach méi ra
quyét dinh.
cr 1k We offer a 10% discount on
giam gia, chiét first ord
. . e racrs.
discount /' diskaont/ n khau 1S orders

) Chung toi giam 10% cho don
discount . FIDIN
hang dau tién.

LOI HAY GAP / COMMON MISTAKE — Viét “an advertising”, “advertisings”,
“informations”, “feedbacks”. Advertising (hoat dong quang cdo), feedback, information la
danh tir khéng dém dwoc: khong co a/an, khong thém -s. Mudn dém thi dung danh tir dém
duoc: an advertisement / an ad, a piece of feedback, two comments.

Writing “an advertising”, “advertisings”, “informations”, “‘feedbacks”. Advertising (the activity),
feedback and information are uncountable: no a/an, no -s. To count, use a countable noun: an
advertisement / an ad, a piece of feedback, two comments.
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Ho tivr — Word families

Pé thi hay cho cau dién dang dung cta tir. Nhin vi tri chd tréng: sau a/an/the hodc tinh tir
1a danh tir; trude danh tir hodc sau be 1a tinh tir; bd nghia cho dong tir 1a trang tur.

Exams often ask for the correct form of a word. Look at the gap. after a/an/the or an adjective
you need a noun; before a noun or after be you need an adjective; to describe a verb you need

an adverb.

Pong tir
Verb

compete
canh tranh

market
tiép thi

advertise
quang cdo

produce
san xuat

satisfy
lam hai long

rely (on)

dwa vao

afford

co du tien mua

Danh tir (sw viéc)

Noun (thing)

competition
su canh tranh

marketing; market (n)

hoat dong marketing;
thi truong

advertisement,
advertising

mau qudng cdo; hoat
dong quang cdo

product, production

san pham, viéc san xuat

satisfaction
sw hai long

reliability
do tin cdy

affordability

kha nang chi tra
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Danh tir (ngwoi) | Tinh tir

Noun (person)

competitor
doi thii

marketer
nguoi lam
marketing

advertiser
nguoi/cong ty dat
quang cdo

producer
nha san xudt

“were” — plural noun (person): respondents.

Trang 155

Adjective

competitive
co sirc canh tranh

marketable
ban duwoc

promotional
mang tinh quang ba

productive
néng sudt

satisfied,
satisfactory

hai long (nguoi), dat
yéu cdu (viéc)

reliable

dang tin cdy

affordable
gia phai chang

Trang tir
Adverb

competitively
mot cach canh
tranh

productively
mot cach nang
sudt

satisfactorily
mot cach dat
yéu cdu

reliably

on dinh
affordably
Vvoi gia phai
chang

Vi DU/ EXAMPLE — Pién dang dung: “Our prices are very ____ (compete).” — sau
“very”, trudc ddu chim, sau be — tinh tir: competitive. “We face strong  (compete)
from Thai brands.” — sau tinh tir “strong” — danh tur chi sy viéc: competition. “Most
(respond) were students.” — sau “most”, dong tir “were” s6 nhiéu — danh tir chi ngudi sb
nhiéu: respondents.

Correct form: “Our prices are very (compete).” — after “very” and be — adjective:
competitive. “We face strong (compete) from Thai brands.” — after the adjective “strong” —
noun (thing): competition. “Most (respond) were students.” — after “most”, plural verb
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Cum tir di kém (collocation) — Collocations

Danh tir Pong tir di kém Vidu
Noun Verbs that go with it Example
launch, develop, test, withdraw .

a product , p C . We withdrew the old model after three years.
. 2 tung ra, phdt trién, thit, rut khoi P .
san pham o Chung toi rut mau ci khoi thi truong sau ba nam.

thi truong
. It takes years to build a strong brand.
a brand build, create, strengthen M &

thuwong hiéu

xdy dung, tao, cung co

Can nhiéu nam dé xay dung mot thirong hiéu
manh.

We ran a campaign on social media last

a campaign run, launch, plan summer.
chién dich chay, khéi dong, 1én ké hoach Miia hé nam ngodi chiing téi chay mét chién dich
trén mang xa hoi.
carry out, conduct, do, send We carried out a survey of 1,200 coffee
a survey .
. out drinkers.
khao sat

market share

thuc hién, gui di

increase, gain, lose

Chiing téi khdo sat 1.200 nguwoi uong ca phé.

The company lost market share to cheaper
brands.

thi phan ting, gianh thém, mdt N o . o
Cong ty mat thi phan vao tay cdc nhan ré hon.
customers attract, target, keep, lose The discount helped us attract new customers.
khach hang thu hit, nhdm t6i, giir, mat Dot giam gid givp ching t6i thu hit khach méi.
. We cut the TV budget by half.
a budget set, cut, increase, spend TR ’g y , ) ,
L C e ) Chung toi cat mot nuira ngan sach quang cdo
ngan sach dat, cat, tang, chi P
truyén hinh.
a discount offer, give, get Members get a 5% discount.
giam gid dwa ra, cho, duoc Hoi vién duoc giam 5%.

LOI HAY GAP / COMMON MISTAKE — Dijch timg chit “lam m6t cudc khao sat” thanh
“make a survey”, “lam chién dich” thanh “make a campaign”. Tiéng Anh dung carry out /
conduct / do a survey, run / launch a campaign. Cum “make a survey” ngudi ban ngtr
khong dung trong ngit canh nay.

Translating word by word: “make a survey”, “make a campaign”. English says carry out / conduct /
do a survey and run /launch a campaign. Native speakers do not say “make a survey” in this sense.

5.2. Ngit phap: so sanh hon, so sanh nhét, so sainh bang — Grammar:

comparatives, superlatives and equal comparisons

Marketing luén so sanh: san pham cua ta véi doi thu, ndm nay véi nam trudce, phan khuc
nay voi phan khic khac. So sdnh hon dung cho hai doi tuong; so sanh nhat dung cho ba
doi twgng tré 1€én hodc ca mot nhom.
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Marketing always compares: our product with a competitor’s, this year with last year, one
segment with another. Use the comparative for two things, use the superlative for three or more
or a whole group.

Cach tao dang so sanh cua tinh tvr — Forming comparative and superlative adjectives

Loai tinh tir So sanh hon So sanh nhit Vidu

Adjective type Comparative Superlative Example

cheap — cheaper — the
cheapest; fast — faster —
the fastest

Mot am tiét + -er the + -est
One syllable + -er the + -est

Mot Am tiét tan cung - large — larger — the

+- the + -st
© . : s largest; safe — safer — the
One syllable ending in - =+ -r the + -st
e safest

Mot nguyén am + mot  gap doi phy am + - big  bigger — the

am cudi the + gép d6i + -est .
phu am cudi . “r e+ gap doi + -es biggest; hot — hotter — the
One vowel + one final double the consonant = the + double + -est hottest
consonant + -er ottes

Hai am tiét tan cung - sy — e e

y y = -ler s 7 —> skt easiest; busy — busier —
Two syllables ending in  y — -ier the +y — -iest . y
S the busiest

modern — more modern —

Hai am tiét tré 1én the most modern;

(con lai) more + adj the most + adj
_ , affordable — more
Two or more syllables more + adj the most + adj
affordable — the most
(others)
affordable
better, worse, the best, the worst, the
further/farther, furthest, the most, the
Bat quy tac more, less least good, bad, far,
Irregular better, worse, the best, the worst, the many/much, little
further/farther, more,  furthest, the most, the
less least

PHAI THUQC / MEMORISE — good — better — the best; bad — worse — the worst; far —
further — the furthest; many/much — more — the most; little — less — the least. Mt s tinh
tir hai am tiét dung duoc ca hai cach: quieter / more quiet, simpler / more simple,
narrower / more narrow; trong bai thi chon dang -er.

good — better — the best; bad — worse — the worst; far — further — the furthest; many/much — more —
the most, little — less — the least. Some two-syllable adjectives take both forms: quieter / more quiet,
simpler / more simple, narrower / more narrow; in exams choose the -er form.
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Cong thirc cau — Sentence patterns

So sanh nhit
Superlative

So sanh hon
Comparative

Dang cau

Sentence type

: + be + the adj-est / th tadj +
S + be + adj-er / more adj + than + N S+ be + the adj-est / the most ad

Khang dinh . in/of...
£ L Our app is faster than theirs. / It is more ( ) ) .

Affirmative i 1t is the cheapest model in the range. / It

convenient than cash. ) o
is the most popular brand in Vietnam.
S + be + not + adj-er + than / not as +
e i+ .

Phu dinh 2}? as T oo el S + be + not + the adj-est

Negative ¢ new. ox e lgge.r antieo Price is not the most important factor.
one. / It is not as expensive as the
competitor’s.

Nohi van Be + S + adj-er + than...? Which / Who / What + be + the adj-

Qfeslion Is online advertising cheaper than TV est...?
advertising? Which flavour is the most popular?

Sau than va as dung danh tur, dai tir tdn ngtr hodc dai tur sé hiru. Trong van viét cong vi¢e
ding dai tir s& hitu dé tranh lap danh tir: “Our price is lower than theirs” (= their price),
“Our delivery is faster than Tre Xanh’s”.

After than and as, use a noun, an object pronoun or a possessive pronoun. In business writing,
use a possessive pronoun to avoid repeating the noun: “QOur price is lower than theirs” (= their
price), “Our delivery is faster than Tre Xanh’s”.

T chi mire d§ di voi so sanh — Words that show degree in comparisons

Vi du

Hon nhiéu

Much more

Hon mot chat
A little more

Gap nhiéu lan

Times more

Nhét, bo xa
Clearly the most

Mot trong
nhiing
One of the

much, far, a lot + so sanh hon
much, far, a lot + comparative

slightly, a little, a bit + so sanh
hon

slightly, a little, a bit +
comparative

twice / three times + as + adj +
as
twice / three times + as + adj + as

by far + the + so sanh nhét
by far + the + superlative

one of the + so sanh nhat +
danh tir s6 nhiéu

one of the + superlative + plural
noun

Example

Online ads are much cheaper than TV ads.
Qudng cdo trén mang ré hon nhiéu so véi quang
cdo truyén hinh.

Our price is slightly higher, but the quality is
better.

Gid chiing t6i cao hon mét chiit nhung chat
liong tot hon.

The new battery lasts twice as long as the old
one.
Pin méi ding lau gap déi pin cil.

Beef is by far the most popular flavour.
Vi bo duoc wa chuong nhat, bé xa cac vi khdc.

It is one of the best-selling products in our
range.

Pay la mot trong nhitng san pham béan chay nhdt
cua chung toi.
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Vi du

Example

We are the second largest coffee brand in Da
Nang.
Chiing t6i la nhan ca phé lén thir hai & Pa Nang.

Thu hang the second / third + so sanh nhét
Ranking the second / third + superlative

LOI HAY GAP / COMMON MISTAKE — Dung “very” v6i so sanh hon: “very cheaper”.
Sai. “Very” chi di véi tinh tir nguyén dang (very cheap). Véi so sanh hon dung much / far / a
lot: “much cheaper”. Ciing khong viét “more cheaper”, “the most cheapest”, “more
better” — mdi cau chi mot dau hiéu so sanh.

Using “very” with a comparative: “very cheaper”. Wrong. “Very” goes with the base adjective (very
cheap). With comparatives use much / far / a lot: “much cheaper”. Also never write “more

o é FEENTS

cheaper”, “the most cheapest”, “more better” — one comparison marker per phrase.

So sanh bi‘ing, giéng va khac — Equality, similarity and difference

Céu tric Nghia Vi du

Structure Meaning Example

as +adj + as bang Our coffee is as good as imported coffee.

as +adj + as equal Ca phé cuia chiing téi ngon ngang ca phé nhdp khau.

khong bang (= kém

not as / not so + adj + as The old app was not as fast as the new one.

hon . S 7 2g
not as / not so + adj + as ) Ung dung cii khong nhanh bang img dung mai.
less than
the same + (N) + as gidng hét Our bottle is the same size as theirs.
the same + (N) + as identical Binh cua chung t6i cing co voi binh cua ho.
similar to gidng, tuong tu Their design is similar to ours.
similar to alike Thiét ké ciia ho giong ciia chiing téi.
different from khac Our target market is different from theirs.
different from not the same Thi truong muc tiéu cua chung toi khdc cua ho.
) kém hon (v6i tinh . .
less + adj + than tir dai) ( Leaflets are less effective than online ads.

less + adj + than To roi kém hiéu qua hon quang cdo trén mang.

lower degree

LOI HAY GAP / COMMON MISTAKE — Viét “different with”, “similar with”, “the
same like”. Gi6i tir dung: different from, similar to, the same as. Meo nhd: “khac tir”
(from), “gidng t6i” (to), “cting nhw” (as).

Writing “different with”, “similar with”, “the same like”. The correct prepositions are different
firom, similar to, the same as. Learn them as fixed pairs.
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Dau hi¢u nhan biét va cau truc “cang... cang...” — Signal words and “the more..., the
more...”

Dau hi¢u Cau truc can dung Vi du

Signal Structure needed Example

than so sanh hon

This year’s budget is bigger than last year’s.
than comparative y & g8 y

in + noi/nhém; of + s

luong; ever so sanh nhat the cheapest in the city; the best of the
in + place/group, of + superlative three; the best result ever

number; ever

as ... as tinh tr nguyén dang

o The new pack is as light as the old one.
as ... as base adjective

The + so sanh hon.. ., the

+ so sanh hon... cang... cang... The more reviews we get, the more
The + comparative..., the +  the more..., the more...  customers trust us.
comparative...

Vi DU / EXAMPLE — Cau “cang... cang...” trong marketing: “The lower the price, the
more we sell.” — Gia cang thap, ban cang nhiéu. “The more often customers see the ad, the
better they remember the brand.” — Khach thiy quang c4o cang thuong xuyén thi cang nhd
thuong hiéu. Hai vé déu bit diu bang “the”; khong thém “so” hay “then” & gitta.

" in marketing: “The lower the price, the more we sell.” “The more often
customers see the ad, the better they remember the brand.” Both halves start with “the”; do not add
“so” or “then” in the middle.

“The more..., the more...

Hai cau tric dé nham — Two easily confused structures

Piém so sanh So sanh hon So sanh nhat

Point Comparative Superlative

S6 dbi tuong Hai Ba tré 1én, hodac ca nhom

Number of items Two Three or more, or a whole group
Khong c6 “the” (trur “cang... Luon co6 “the” (hodc tinh tir s¢ hiru:

Mao tur cang”) our best product)

Article No “the” (except “the more..., the Always “the” (or a possessive: our best
more...”") product)

Tu di sau than in / of / ever / that-clause

Following word than in/ of / ever / that-clause

Brand A is the cheapest of the three
brands.
Nhan A ré nhat trong ba nhén.

Cau mau Brand A is cheaper than Brand B.
Model Nhan A ré hon nhan B.
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LOI HAY GAP / COMMON MISTAKE — Néi “Gi4 ré / gia dat” thanh “The price is
cheap / expensive”. Trong tiéng Anh, san pham thi cheap/expensive, con gia thi low/high:
“The bag is cheap.” nhung “The price is low.”; so sanh: “a lower price”, “higher prices”.
Khong viét “a cheaper price”.

Saying “The price is cheap / expensive”. In English a product is cheap or expensive, but a price is
low or high: “The bag is cheap.” but “The price is low.”’; comparing: “a lower price”, “higher
prices”. Do not write “a cheaper price”.

5.3. Ngir phap: trat tu tinh tir va trang tvr — Grammar: adjective order and adverbs

Trat tw nhiéu tinh tir truwée danh tiv — Order of several adjectives before a noun

Tiéng Viét dat tinh tir sau danh tir (“chiéc tGi da mau nau nho”); tiéng Anh dit trudc danh
tir theo thtr tw ¢d dinh. M6 ta san pham thuong dung hai dén ba tinh tir; qua ba tinh tir thi
tach thanh cau khac.

Vietnamese puts adjectives after the noun;, English puts them before the noun in a fixed order.

Product descriptions usually use two or three adjectives;, with more than three, start a new
sentence.

Thir tw Loai Vi du tinh tir
Position Type Example adjectives

! Y klén’ danh gid stylish, beautiful, reliable, excellent
1 Opinion

2 Kich c&

5 Size small, large, compact, tall

3 Tubi, d6 méi

new, old, modern, traditional

3 Age
4 Hinh dang
4 Shape round, square, rectangular, flat
5 Mau .
5 Colour white, black, green, dark blue
6 Ngugn goc Vietnamese, Japanese, German, Korean
6 Origin
7 Chat l.l . bamboo, leather, aluminium, ceramic, paper
7 Material
Muc dich (thuong la danh tir dung
8 nhu tinh tir) coffee (cup), desk (lamp), travel (bag), water
8 Purpose (often a noun used as an (bottle)

adjective)

PHAI THUQC / MEMORISE — Thtt ty Y kién — Kich ¢& — Tudi — Hinh dang — Mau —
Nguon gbc — Chit liéu — Muc dich + DANH TU. Meo nhé: “Y Kién Téi Hay Mua Nhiéu
Chiéc M¢6i” (Y kién, Kich ¢&, Tudi, Hinh dang, Mau, Nguén géc, Cht liéu, Muc dich). Vi
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du: a stylish small black leather travel bag.
Order: Opinion — Size — Age — Shape — Colour — Origin — Material — Purpose + NOUN. Memory
aid: “OSASCOMP . Example: a stylish small black leather travel bag.

VI DU/ EXAMPLE — Sép xép “bottle / green / steel / water / 500-ml / durable”: ¥ kién
(durable) — kich ¢& (500-ml) — mau (green) — chét liéu (steel) — muc dich (water) — a
durable 500-ml green steel water bottle. Trong mo ta that, tich bdt: “a durable 500-ml
water bottle made of green steel”.

Order “bottle / green / steel / water / 500-ml / durable”: opinion (durable) — size (500-ml) — colour
(green) — material (steel) — purpose (water) — a durable 500-ml green steel water bottle. In real
copy, splitit: “a durable 500-ml water bottle made of green steel”.

Hai tinh tir cing loai (thuong 1a hai tinh tir ¥ kién) dat cach nhau bang ddu phay hoic
“and”: “a cheap, reliable phone”, “a phone that is cheap and reliable”. Tinh tir khac loai
khong cé déu phay: “a small white box”.

Two adjectives of the same type (usually two opinion adjectives) take a comma or “and”: “a

cheap, reliable phone”, “a phone that is cheap and reliable”. Adjectives of different types take
no comma: “‘a small white box”.

LOI HAY GAP / COMMON MISTAKE — Tinh tir ghép c6 s6 dém thém -s: “a two-years
warranty”, “a 500-mls bottle”, “a ten-bags box”. Khi diing trude danh tir, cum “sd + danh tr”
1a tinh tir ghép: c6 gach ndi va khong thém -s: “a two-year warranty”, “a ten-bag box”. So
sanh: “The warranty lasts two years.”

Adding -s in number compounds: “‘a two-years warranty”, “a ten-bags box”. Before a noun, “number
+ noun” is a compound adjective: hyphen and no -s: “a two-year warranty”, “a ten-bag box”.
Compare: “The warranty lasts two years.”

¢

Trang tur: cach tao va vi tri — Adverbs: formation and position
Tinh tir bd nghia cho danh tir (a quick delivery). Trang tir bd nghia cho déng tir, tinh tir
hodc ca cau (we deliver quickly; extremely popular; Fortunately, sales rose).

Adjectives describe nouns (a quick delivery). Adverbs describe verbs, adjectives or whole
sentences (we deliver quickly, extremely popular, Fortunately, sales rose).

Quy tic Vi du
Rule Example

Thuong: tinh tor + -ly

i ickly; 1 Ily; cl learl
Usually: adjective +-ly quick — quickly; careful — carefully; clear — clearly

LN -.11y easy — easily; happy — happily; busy — busily

-y — -ily

_}z : -bl}y reliable — reliably; affordable — affordably; simple — simply
-ic — -ically

, . automatic — automatically; basic — basically
-ic — -ically
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Vi du

Example
Bt quy tac good — well; fast — fast; hard — hard; late — late; early —
Irregular early
By nafiia gilrd(llzh =A rllléu Ehlu‘ ‘knlllé?r% ’gkhf)ng phai “cham chi”); lately = gan
Meaning traps ay ong pha uo

hardly = almost not; lately = recently

Vi tri Loai trang tir | Vi du

Position Adverb type

Example

Sau dong tir hoac sau tan

noit Cach thuc
g ) Manner
After the verb or the object
Trudec tinh tu, trang tir khac PR
o oL e Mitc do
Before adjectives or other
Degree

adverbs

Trudc dong tir thuong, sau

be va trg dong tur Tan suat
Before main verbs, after be and = Frequency
auxiliaries

Dau céu, c6 ddu phay Binh luén
At the start, with a comma Comment

The product sold quickly. / We checked the data
carefully.

San pham ban nhanh. / Chiing téi kiém tra sé liéu can
than.

It is extremely popular. / It sells fairly well.
No cuc ky dwoc wa chugng. / No ban kha chay.

We usually advertise online. / Customers are
often busy.

Chung toi thuwong quang cdo trén mang. / Khach hang
thuong ban.

Unfortunately, the campaign started late.
Dadng tiéc la chién dich bat dau mudn.

So sanh trang tu: trang tor mot am tiét thém -er/-est (faster, harder, earlier); trang tur -ly
ding more/most (more quickly, the most carefully); bt quy tic well — better — best, badly

— WOrse — worst.

Comparing adverbs: one-syllable adverbs take -er/-est (faster, harder, earlier),; -ly adverbs take
more/most (more quickly, the most carefully); irregular: well — better — best, badly — worse —

worst.

LOI HAY GAP / COMMON MISTAKE — Viét “The product sells good” hoic “The new
design looks well”. Pong tir hanh dong (sell, work, grow) can trang tir: “sells well”, “grows
quickly”. Bong tur ndi chi trang thai — be, look, sound, taste, smell, feel, seem, become —
di voi tinh tur: “looks good”, “tastes great”, “sounds interesting”.

Writing “The product sells good” or “The new design looks well . Action verbs (sell, work, grow)

o«

need an adverb: “sells well”, “grows quickly . Linking verbs — be, look, sound, taste, smell, feel,

LI ENTS

seem, become — take an adjective: “looks good”, “tastes great”, “sounds interesting”.
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Dé nham

Tinh tw

Trang tir
Adverb

Confusing pair

good / well

hard / hardly

late / lately

fast

Adjective
It is a good product.

Pay la san pham tot.

It was hard work.
D6 la viée vit va.

The delivery was late.
Giao hang bi tré.

a fast delivery service
dich vu giao hang nhanh

It sells well.
N6 ban chay.

We hardly sold any in July.
Théng 7 chiing t6i hau nhuw khéng bdn
dworc cdi nao.

Sales have risen lately.
Gan day doanh s6 ting.

We deliver fast.
Chung toi giao nhanh. (khong co
“fastly”’)

5.4. M6 hinh 4P va phan khuc thi tredng — The 4Ps and market segmentation

Mo hinh 4P (marketing mix) gdbm bdn quyét dinh ctia doanh nghiép: ban cai gi (Product),
gia bao nhiéu (Price), ban ¢ dau, qua kénh nao (Place), cho khach biét bang cach nao
(Promotion). Trong budi hop marketing bang tiéng Anh, mdi P di v6i mot nhém cau hoi

quen thude.

The 4Ps (the marketing mix) are four business decisions: what to sell (Product), at what price
(Price), where and through which channels (Place), and how to tell customers (Promotion). In
marketing meetings in English, each P comes with a familiar set of questions.

Cau héi thwong gap

Typical questions

CAu tra 16i miu
Model answer

Product
San pham

Price
Gid

Place
Phdn phoi

What does it do? What are its main
features? How is it different from
competitors’ products?

N6 lam dwoc gi? Tinh nang chinh? Khac
san pham doi thi thé nao?

How much does it cost? Is it cheaper or
more expensive than similar products?
Do we offer discounts?

Gid bao nhiéu? Ré hon hay dat hon san
pham twong tw? C6 giam gia khong?

Where can customers buy it? Do we sell
directly or through retailers?

Khéch mua & dau? Bdn truc tiép hay qua
nha ban lé?

It is a QR payment app for small shops.
It is simpler than most banking apps.
D6 la ving dung thanh todn OR cho cia
hang nhé, don gian hon phan 16m img dung
ngdn hang.

It is free for customers. Shops pay a
0.5% fee, lower than the market average.
Mién phi cho nguwoi dimg; cira hang tra phi
0,5%, thap hon mikc trung binh thi trrong.

Customers download it from app stores.
Our sales team visits markets in person.
Khdch tai trén kho ving dung; doi ban hang
dén tan cdc cho.
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Cau héi thuong gip Cau tra 16i miu

Typical questions Model answer

How do customers find out about it? ) . . .
. . We advertise on social media and give
. Which channels do we use? What is the
Promotion shops free QR stands.
budget?
Khdch biét dén bang cach nao? Ding kénh
nao? Ngan sach bao nhiéu?

Xuic tién Chuing toi quang cdo trén mang xa hoi va

tang cura hang ké ma QR.

PHAI THUQC / MEMORISE — Product — Price — Place — Promotion. “Place” trong 4P
khéng co6 nghia “dia diém” chung chung ma 12 phan phdi: kénh ban va cach hang dén tay
khach. “Promotion” trong 4P 12 moi hoat dong truyén théng (quang cio, PR, khuyén mai),
khong chi 1a “khuyén mai giam gia”.

Product — Price — Place — Promotion. In the 4Ps, “Place” does not mean a location in general but
distribution: sales channels and how goods reach customers. “Promotion” in the 4Ps covers all
communication (advertising, PR, sales promotions), not only price discounts.

Phan khic thi trwong — Market segmentation

Phan khtc 1a chia thi truong thanh cac nhom khach cé nhu ciu giéng nhau, roi chon mot
hodc vai nhém 1am thi trweong muc tiéu. Bon co s¢ phan khuc hay gip:

Segmentation means dividing a market into groups of customers with similar needs, then
choosing one or a few groups as the target market. Four common bases:

Co sé Tiéu chi Ciu md ta miu
Basis Criteria Model sentence
Dia Iy thanh phf), vung, nong thon —  Our main market is large cities in the south.’
Géogmp hic thanh thi Thi truong chinh cua ching t6i la cac thanh pho
city, region, rural — urban [on phia Nam.
A . el AL i ey, Tl}e pr(?duct 'is aimed at women aged 25 to 40
Nhén khau hoc nohia with middle incomes.
Demographic ghicp i . San pham nhdam t6i phu nit 2540 tuéi, thu nhdp
age, gender, income, job .
trung binh.
Our customers care about health and the
Tam ly, 16i song 161 sdng, so thich, gi tri environment.
Psychographic lifestyle, interests, values Khdch hang cua chung toi quan tam suc khoe va
moi truong.
tan sudt mua, muc trung Most buyers order every two weeks, usually
Hanh vi thanh, dip mua on payday.
Behavioural how often they buy, loyalty, Phan lém khéach ddt hang hai tuan mét lan, thuong
occasion vao ngay nhan luong.
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Mau ciu noéi veé thi trudong va khach hang — Useful phrases: markets and customers

Chirc nang

Function

MAu ciu

Vi du

Néu khach muc tiéu
Stating the target

Néu xu hudéng phan
khte

Describing segment
trends

Néu kénh ban

Stating channels

So sanh véi dbi thu
Comparing with
competitors

Néu loi thé
Stating an advantage

Phrase
Our target customers are... /

The product is aimed at...

This segment is growing /
shrinking...

We sell mainly through... / It is
available in/at/on...

Compared with..., our product
is... / Unlike..., we...

Our main advantage is... /
What makes us different is...

Example

The product is aimed at first-year
students.
San phdm nhdm t6i sinh vién nam nhat.

The online segment is growing faster
than the offline one.

Phdn khiic trec tuyén tang nhanh hon phén
khiic ngoai tuyén.

It is available in 300 convenience stores
and on our website.

San pham c6 6 300 cira hang tién loi va
trén trang web.

Unlike our competitors, we offer free
delivery.

Khdc cac doi thi, ching téi giao hang
mién phi.

What makes us different is our local
coffee beans.

Piém khac biét ciia chiing t6i la hat ca phé
dia phuwong.

5.5. Thuwong hiéu va mo ta san phélm — Brands and product descriptions

Mot doan mé ta san pham trén trang ban hang thuong c6 nam phan: tén va ciu giéi thiéu;
tinh nang chinh; loi ich cho khach; thong sb (kich cg, chit liéu, mau, gia); 101 kéu goi
mua. Cau ngén, dong tir ¢ hién tai don, nhiéu tinh tir va trang tur chon loc.

A product description on a sales page usually has five parts: name and opening line; main
features; benefits for the customer; specifications (size, material, colour, price); a call to action.
Sentences are short, verbs are in the present simple, and adjectives and adverbs are carefully

chosen.

Churc nang

Function

MAu ciu
Phrase

Vi du
Example

Chat liéu
Material

Kich ¢&, khdi lugng
Size, weight
Mau, phién ban

Colours, versions

It is made of / from...

It measures... / It weighs... /
It holds...

It comes in... / It is available
n...

It is made of recycled paper.
San pham lam tir gidy tdi ché.

It weighs 350 g and holds 500 ml.
Nang 350 g, chira diroc 500 ml.

It comes in four colours and two sizes.
Cé bon mau va hai ¢é.
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Chirc nang MAiu ciu Vi du
Function Phrase Example

It is designed for... / It is
ideal for... / It is perfect
for...

It is ideal for busy office workers.
Ly twong cho nhan vién van phong ban ron.

Cong dung
Use

It has a 12-hour battery, so you can work

Tinh ndng — lgi ich  Ithas..., so youcan.../
all day.

Feat benefit Thanks to...

cature = benefi anks 1o..., you Pin 12 gio, ban lam viéc ca ngay.
Kéu goi mua Order now.../ Try it today...  Order before 30 June and get 15% off.
Call to action / Get yours... Bat truoc 30/6 dwoc giam 15%.

Ba lya chon tir 1am cdu mé ta nghe chuyén nghiép hon: thay “very good” bang tinh tir cu
thé (durable, reliable, stylish); thay “cheap” (dé hiéu 1a kém chat luong) bang
affordable, good value; dung trang tir chi muc do trudce tinh tr (highly effective, fully
recyclable, perfectly designed).

Three word choices make descriptions sound more professional: replace “very good” with a
precise adjective (durable, reliable, stylish); replace “cheap” (which can suggest low quality)
with affordable, good value; use degree adverbs before adjectives (highly effective, fully
recyclable, perfectly designed).

MO TA SAN PHAM MAU / MODEL PRODUCT DESCRIPTION
Tre Xanh Thermo Bottle TX-500

Keep your drinks hot or cold all day with the TX-500, a stylish S00-ml bamboo and steel
water bottle from Tre Xanh, Ho Chi Minh City.

The bottle is made of food-grade steel with a natural bamboo lid. It keeps coffee hot for 12
hours and water cold for 24 hours, so you can carry one bottle from morning meetings to the
evening gym.

At 320 g, the TX-500 is lighter than most steel bottles of the same size, and its compact
shape fits easily into a laptop bag. It is also one of the most eco-friendly bottles on the
market: every part can be recycled, and we pack it in paper, not plastic.

It comes in three colours: forest green, sand and black.
Price: VND 390,000. Order before 31 May and get a free cleaning brush.

Dich: Binh giit nhiét Tre Xanh TX-500. Giit d6 uéng néng hodc lanh ca ngay véi TX-500, chiéc binh
nueée tre va thép 500 ml sanh diéu ciia Tre Xanh, TP.HCM. Binh lam bang thép dat chudn thuwc phim,
ndp tre ti nhién. Binh giit ca phé néng 12 gio va nude lanh 24 gio, nén ban cé thé mang mot binh tir
cudc hop buéi sang dén phong tdp buéi toi. Nang 320 g, TX-500 nhe hon hau hét binh thép ciing cé,
ddng nhé gon dé dang vira tiii mdy tinh. Pdy ciing la mét trong nhitng chiéc binh than thién véi méi

trieong nhdt trén thi triong: moi bo phdn déu tdi ché dwoc, va ching t6i dong goi bang gidy, khong
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diing nhya. C6 ba mau: xanh rirng, mau cdt va den. Gia 390.000 dong. Pdt hang trude 31/5 dé nhin

mién phi mot co rika binh.

Vi DU/ EXAMPLE — Tir thong s6 tho dén cau ban hang. Thong sb: “battery 12 h”. Cau
yéu: “The battery is 12 hours.” Cau tot: “The battery lasts 12 hours, so you can work all day
without a charger.” Thong sb: “320 g; competitors 450 g”. Cau tot: “It is 130 g lighter than
most similar bottles.”
From raw specs to selling sentences. Spec: “battery 12 h”. Weak: “The battery is 12 hours.” Better:
“The battery lasts 12 hours, so you can work all day without a charger.” Spec: “320 g, competitors

450 g”. Better: “Itis 130 g lighter than most similar bottles.’

Noi vé thwong hiéu — Talking about brands

Y can noi

Idea

Hinh anh thuong
hiéu

Brand image

Mtc nhén biét

Awareness

Long trung thanh
Loyalty

Danh tiéng

Reputation

5.6. Khao sat khach hang — Customer surveys

Béang hdi khao sat dung ba loai cau: cau chon c6/khong, cau chon mic dd (thang 1-5) va

MAu ciu
Phrase

The brand stands for... / We
want customers to see us as...

Brand awareness is high/low
among...

Our customers are loyal to... /
They keep coming back
because...

We have a reputation for... / We
are known for...

>

Vi du
Example

The brand stands for quality and local
tradition.

Thuong hiéu dai dién cho chat lwong va
truyén thong dia phirong.

Brand awareness is still low among
students.

Mikc nhén biét thiong hiéu trong sinh vién
con thap.

They keep coming back because our
service is faster.

Khach quay lai vi dich vu cua chung toi
nhanh hon.

We are known for fast and friendly
service.

Chiing téi néi tiéng véi dich vu nhanh va
than thién.

cau md. Cau hoi phai ngan, moi cau hoi mét y, khong goi y cau tra 1o1.

Survey questionnaires use three question types: yes/no questions, rating questions (a 1-5 scale)
and open questions. Questions must be short, ask about one thing only, and not suggest an

answer.

BANG HOI MAU / MODEL QUESTIONNAIRE

SaoPay Customer Satisfaction Survey
Thank you for using SaoPay. This survey takes about three minutes. Your answers are

anonymous.
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1. How often do you use SaoPay?
o Every day o Several times a week 0 Once a week 0O Less often
2. What do you use SaoPay for most? (Choose one.)
o Shopping online o Paying at shops (QR) © Paying bills o Sending money
3. How satisfied are you with the speed of payments?
1 (very dissatisfied) — 2 — 3 — 4 — 5 (very satisfied)
4. Compared with other e-wallets, is SaoPay easier, the same or more difficult to use?
o Easier O About the same 0O More difficult
5. Would you recommend SaoPay to a friend? o Yes o No o Not sure
6. What is the one thing we should improve?

Complete the survey by 30 April 2026 and receive a VND 20,000 voucher.

Dich: Khdo sdt mikc hai long ciia khdch hang SaoPay. Cam on ban da dimg SaoPay. Khdo sdt mat
khodng ba phut, cdu tra loi dwoc giit an danh. 1. Ban ding SaoPay thiong xuyén dén mirc nao?
(Hang ngay / Vai lan mét tuan / Mgt lan mét tuan / It hon). 2. Ban ding SaoPay nhiéu nhdt cho viéc
gi? (Mua sam tryc tuyén / Thanh todn tai cira hang bang OR / Tra héa don / Chuyén tién). 3. Ban hadi
long thé nao véi toc dé thanh toan? (1 rat khéng hai long — 5 rat hai long). 4. So véi cdc vi dién tir
khac, SaoPay dé ding hon, nhir nhau hay khé dimg hon? 5. Ban c6 giéi thiéu SaoPay cho ban bé
khéng? (C6 / Khong / Chuea chac). 6. Mot diéu chiing téi nén cdi thién la gi? Hoan thanh khdo sdt
trueée 30/4/2026 dé nhdn phiéu qua tang 20.000 dong.

Bio cao két qua khao sat — Reporting survey results
Khi bao céo, chuyén phﬁn tram thanh cum dinh lugng roi dé sb trong ngodc. Pong tir chia
theo danh tir sau “of”: “60% of customers are...”, “60% of the budget was...”.

When reporting, turn percentages into quantity phrases and put the figure in brackets. The verb
agrees with the noun after “of”: “60% of customers are...”, “60% of the budget was...".

Ty 1€ Cum dinh lwgng Cau miu

Share Quantity phrase Model sentence

Almost all respondents (96%) use the app every

90-100% almost all / nearly all week.
? gan nhu tdt ca Gan nhu toan bg nguoi tra 16 (96%) ding vmg dung
hang tudn.
the vast majority / about three About three quarters (74%) were satisfied with
70-80% quarters the speed.
dai da 56 / khodng ba phan tw Khoadng ba phan tir (74%) hai long véi toc do.
. More than half (56%) pay at shops by QR code.
th / than half .
51-65% © I}lajonty ) m(,)re an ha Hon mét mika (56%) thanh toan tai cita hang bang
da so / hon mot nuea B
mad QOR.
about 50% around half Around half of the users are students.
° khodng mot nira Khodng mot nira nguoi dung la sinh vién.
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Ty 1€ Cum dinh lwgng Cau miu
Share Quantity phrase Model sentence
30-35% about a third / nearly a third Nearly a third (31%) want lower fees.
? khoang mot phén ba Gan m_étphdn ba (31%) muon phi thcfp hon.
. . One in five users found the app difficult.
0 one in four / one in five . e . N ;
20-25% Cir nam nguoi ding ¢6 mot nguoi thay ving dung kho

cit bon / ndm nguoi cé mot diing,
Only a small minority (6%) would not
recommend us.

Chi mét s6 it (6%) khéng gidi thiéu chiing téi.

dudi 10%  only a few / a small minority
under 10% chi mét so it

LOI HAY GAP / COMMON MISTAKE — Dich timg chir “bao nhiéu phan trim” thianh
“How much percent of customers...?”. Cau héi ding: “What percentage of customers use
QR payment?”. Khi viét sb: “41 percent” hoic “41%”, khong thém -s (“41 percents”),
khéng thém “the” trudc sb. Danh tir di kém: “percentage” (khong co sd), “percent” (c6 s6
ding trude).

Translating word for word: “How much percent of customers...? . Correct: “What percentage of
customers use QR payment?”. With numbers: “41 percent” or “41% ", no -s (“41 percents”), no
“the” before the number. Use “percentage’” without a number and “percent” after a number.

Mirc trang
trong
Formality

Moi khach tham gia khao sat Cam on sau khio sat

Inviting customers to a survey Thanking after a survey

We would be grateful if you could We sincerely appreciate your time and
Trang trong complete this short survey. feedback.
Formal Chiing téi rat mong quy khdch hoan thanh — Chiing téi tran trong thoi gian va y kién
khao sat ngcfn nay. cua quy khach.

Could you spare three minutes to
Trung tinh answer a few questions?
Neutral Anh/chi ¢6 thé danh ba phiit tra 161 vai
cdu hoi khong?

Thank you for taking part in our
survey.
Cam on anh/chi da tham gia khao sat.

Tell us what you think — it only takes
Than mat 3 minutes! Thanks for your feedback!
Informal Cho chiing minh biét ban nghi gi nhé —  Cam on gdp y ciia ban!

chi 3 phut thoi!

5.7. Quang cao trén mang — Online advertising

Béo cdo quang cao trén mang dung mot bo chi sb ¢b dinh. Can doc va néi dang tén chi sb
bang tiéng Anh, vi cac nén tang quang cao va cong ty dbi tac nudc ngoai déu dung cac
tén nay.

Online advertising reports use a fixed set of metrics. You need to read and say the metric names
correctly in English, because ad platforms and foreign partner agencies all use them.
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Chi so Nghia Cau miu
Metric Meaning Model sentence

s0 nguoi khac nhau da thay

reach quang céo The video reached 320,000 people in
reach number of different people who saw  two weeks.
the ad

s0 lan quang cdo hién thi (mot

impressions N Ao We had 1.2 million impressions but
impressions STl @9 105 ik mlitem Ll only 9,000 clicks
2 number of times the ad was shown Y7 ’

click-through rate
(CTR) ty 1& luot nhap / luot hién thi The CTR of the video ad was higher
click-through rate clicks divided by impressions than that of the photo ad.
(CTR)

ty 18 ngudi nhp da mua hodc
conversion rate dang ky Our conversion rate rose from 1.8%
conversion rate share of clickers who bought or to 2.5%.

signed up
engagement luot thich, binh luan, chia sé Short videos get the highest
engagement likes, comments and shares engagement.
cost per click (CPC) chi phi cho mdi lugt nhap The average CPC was VND 2,500,
cost per click (CPC) cost of each click lower than in March.

VI DU/ EXAMPLE — Tinh va néi chi s6. Quang cao ¢ 200.000 luot hién thi, 3.000 luot
nhip, 75 don hang, chi phi 6.000.000 dong. CTR = 3.000 / 200.000 = 1.5%. Conversion rate
=75/3.000 =2.5%. CPC = 6.000.000 / 3.000 = VND 2,000. Cau bao cdo: “The ad had a
click-through rate of 1.5% and a conversion rate of 2.5%, at a cost of VND 2,000 per click.”
Luu ¥: tiéng Anh dung d4u chdm thap phan (1.5%) va dau phiy phan cach hang nghin
(2,000).

Calculate and report metrics. An ad had 200,000 impressions, 3,000 clicks, 75 orders and cost VND
6,000,000. CTR = 3,000/ 200,000 = 1.5%. Conversion rate = 75/ 3,000 = 2.5%. CPC = 6,000,000 /
3,000 = VND 2,000. Report: “The ad had a click-through rate of 1.5% and a conversion rate of 2.5%,
at a cost of VND 2,000 per click.” Note: English uses a decimal point (1.5%) and commas for
thousands (2,000).
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MAu cAu dé xuit va danh gia kénh quang cao — Useful phrases: proposing and
evaluating channels

Murc trang

trong
Formality

Pé xuit Panh gia

Proposing Evaluating

I would like to propose that we
allocate 60% of the budget to video The campaign performed better than

T t
rang trong ads. expected.

Formal N . . .
Toi xin dé xuat danh 60% ngdn sdach cho Chién dich dat két qua tot hon ky vong.
quang cdo video.
I suggest we work with two or three Video ads were more effective than
Trung tinh local influencers. photo ads.
Neutral T6i dé xudt hop tac véi hai, ba nguoi c6 Qudng cdo video hiéu qua hon quang cdo
anh huong o dia phuong. anh.
A Why don’t we try short videos this ) .
Than mat A i The video did really well!
, time? . £ e
Informal Video chay tot lam!

Lan nay minh thir video ngan di?

EMAIL MAU — GUI CONG TY QUANG CAO / MODEL EMAIL — TO AN
AGENCY
Subject: Brief for SaoPay summer campaign

Dear Mr Tan,

Thank you for your call on Monday. As agreed, I am sending you the brief for our summer
campaign.

Product: SaoPay, an e-wallet for QR payments at small shops and food stalls.

Target customers: university students and young office workers aged 18-30 in Hanoi and
Ho Chi Minh City.

Goal: 50,000 new users and higher brand awareness among students.

Channels: short video ads on social media and two or three student influencers.

Budget: VND 450 million (about SGD 23,500).

Timeline: 1 July — 31 August 2026.

Our research shows that students choose the e-wallet that is the fastest and the easiest to use,
so the message should focus on speed. Please keep the videos short and simple — 15
seconds or less.

Could you send us your proposal and a cost estimate by 12 June? I would be happy to
arrange a video call if you need more information.

Kind regards,
Trinh Thu Trang
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Marketing Manager, Sao Mai Fintech JSC
Tel: +84 912 345 678

Dich: Tiéu dé: Ban yéu cau cho chién dich miia hé ciia SaoPay. Kinh giti 6ng Tan, cam on éng da goi
dién hém thir Hai. Nhue dd thong nht, téi giri ong ban yéu cau cho chién dich mia hé. San pham:
SaoPay, vi dién tir thanh toan QR tai cita hang nho va quan an. Khdch hang muc tiéu: sinh vién va
nhdn vién van phong tré 18-30 tuéi 6 Ha Néi va TP.HCM. Muyc tiéu: 50.000 nguoi ding méi va nang
mikc nhdn biét thwong hiéu trong sinh vién. Kénh: qudang cdo video ngan trén mang xd hdi va hai, ba
ngueoi cé anh hweong la sinh vién. Ngan sach: 450 triéu dong (khodng 23.500 d6 la Singapore). Thoi
gian: 1/7 — 31/8/2026. Nghién ctbu cia chiing t6i cho thdy sinh vién chon vi dién tir nhanh nhat va dé
dung nhat, nén thong dzep can tdp trung vao toc dé. Xin giit video ngdn va don glan — ]5 glay tro
xuong. Ong cé the gui dé xuat va di todn chi phi trieée ngay 12/6 khéng? Toi san sang sap xép mot
cudc goi video néu 6ng can thém théng tin. Tran trong, Trinh Thu Trang, Truong phong Marketing,
Céng ty C6 phan Sao Mai Fintech.

Email trén mo bang “Thank you for your call...” vi ng Tan da goi trude. Néu day 1a lan
lién hé dau tién, md bang “I am writing to...” va khong cam on mét cudc goi hay email
chua cé.
The email opens with “Thank you for your call...” because Mr Tan called first. For a first

contact, open with “I am writing to...” and do not thank someone for a call or email that never
happened.

HOQI THOAI MAU — HQP CHON KENH QUANG CAO / MODEL DIALOGUE —
CHOOSING AN AD CHANNEL

Trang: OK, we have two options for the summer campaign: influencers or paid video ads.
Linh, what do the numbers say?

Linh: Last year the influencer posts got much higher engagement than our own ads —
about three times as many comments.

Minh: True, but they were more expensive. Each influencer charged around 40 million dong
per post.

Trang: And the video ads?

Minh: They were far cheaper per click, and we could target students more precisely by age
and university.

Linh: I agree they’re cheaper, but students trust real people more than brands. Reviews
from influencers feel more honest.

Trang: So what about both? We spend most of the budget on video ads and work with two
smaller influencers. They’re less expensive and their followers are more loyal.

Minh: That sounds good to me.

Linh: Me too. I’ll prepare a short list by Friday.

Dich: Trang: Puoc roi, ta cé hai lwa chon cho chién dich hé: nguoi cé anh hwéng hodc qudng cdo
video tra phi. Linh, s6 liéu néi gi? Linh: Nam ngodi bai dang ciia ngueoi c¢6 anh hwong c6 mirc tiwong
tdc cao hon nhiéu so véi qudng cdo ciia minh — sé binh ludn gdp khoang ba lan. Minh: Piing, nhung
ho ddt hon. Mo6i nguoi ldy khoang 40 triéu dong mét bai. Trang: Con qudng céo video? Minh: Ré hon
nhiéu tinh theo heot nhdp, va minh nham sinh vién chinh xdc hon theo tuéi va truong. Linh: Em dong
¥ la ré hon, nhung sinh vién tin nguoi that hon tin nhan hang. Danh gia tir nguoi co anh hwong co vé
thdt hon. Trang: Vay lam ca hai thi sao? Danh phan [ém ngdn sdach cho qudng cdo video va hop tac
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véi hai ngueoi ¢é anh hieong nhé hon. Ho it ton kém hon va ngueoi theo doi ho trung thanh hon. Minh:
T6i thay dvoc. Linh: Em ciing vay. Em sé chuan bi danh sach ngan trudc thir Sau.

LOI HAY GAP / COMMON MISTAKE — Viét “Dear Ms Rachel” cho ba Rachel Lim.
V6i tén nude ngoai, sau Mr/Ms 14 ho: “Dear Ms Lim”; khi da quen va ba ky “Rachel”, viét
“Hi Rachel” (bé Ms). Tén nguoi Viét 1a truong hop riéng: “Dear Mr Minh” giri anh Nguyén
Vian Minh Ia cach goi quen dung ¢ Vi¢t Nam (xem Chuong 2).

Writing “Dear Ms Rachel” to Rachel Lim. With foreign names, Mr/Ms goes with the family name:
“Dear Ms Lim”; once you know her and she signs “Rachel”, write “Hi Rachel” (no Ms). Vietnamese
names are a special case: “Dear Mr Minh” to Nguyén Vian Minh is the usual form in Vietnam (see

Chapter 2).

Viét cau quang cao ngi'ln trén mang xa h¢i — Writing short social media ad copy

Cau quang cao trén mang x4 hoi dudi 40 tir, gdm: mot cau giy chi y (thuong 1 cau hoi
hodc so sanh), mot loi ich chinh, mot wu dai c6 thoi han, mét 101 kéu goi hanh dong.
Dung cau ménh 1€nh (Try, Order, Get, Download) va dai tur “you”.

Social media ad copy is under 40 words: an attention line (often a question or a comparison),

one key benefit, a time-limited offer, and a call to action. Use imperatives (Try, Order, Get,
Download) and “you”.

BAI PANG QUANG CAO MAU / MODEL SOCIAL MEDIA AD

Tired of slow payments at the canteen?

Pay with SaoPay in just 3 seconds — faster than cash and easier than a bank transfer.
Download the app before 31 July and get VND 50,000 for your first payment.
#SaoPay #PayFaster

Dich: Chan canh thanh todn chim ¢ cang tin? Trd bang SaoPay chi trong 3 gidy — nhanh hon tién
mdt va dé hon chuyén khoan. Tai vmg dung truée 31/7 dé nhan 50.000 dong cho lan thanh todn dau
tién.

5.8. Bai doc: Tim dung khach hang — Reading: Finding the right customers

BAI PQC / READING
Hat May Coffee: finding the right customers

Hat May Coffee JSC is a small coffee company in Da Nang. It started in 2019 with one
roasting workshop and four employees. At first, the company sold ground coffee in large one-
kilo bags to cafés and restaurants in the city. Sales were steady, but the market was crowded,
and bigger competitors offered lower prices.

In 2024 the marketing manager, Ms V0 Thi Ha, decided to study the market more carefully.
Her team carried out an online survey of 1,200 coffee drinkers. The results surprised them.
Office workers aged 22 to 35 were the fastest-growing segment. They wanted coffee that
was quick to make, healthier than instant three-in-one coffee and easy to carry to work.
Price was important, but it was not the most important factor: 64% of respondents said that
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quality mattered more.

The company decided to launch a new product for this group: drip-bag coffee. Each bag
contains 12 grams of Arabica coffee from the Central Highlands and fits over a normal cup.
The packaging is small, colourful and eco-friendly. A box of ten bags costs VND 89,000.
This is more expensive than instant coffee but much cheaper than a takeaway coffee from
a café.

For promotion, Hat May spent most of its budget online. It worked with six local influencers,
ran short video ads on social media and offered a 15% discount on first orders from its
website. It also sold the boxes through two convenience-store chains in Da Nang and Ho Chi
Minh City.

The campaign worked well. Within twelve months the company’s online sales rose by 140%,
and its social media pages gained 45,000 new followers. Customer reviews were mostly
positive, although some buyers said the boxes were too small. Next year Hat May plans to
offer a larger 30-bag box and to export to Singapore.

Dich: Ca phé Hat May: tim diing khach hang. Céng ty C6 phan Ca phé Hat May la mét céng ty ca
phé nho ¢ Pa Néng, thanh lap nam 2019 véi mét xudng rang va bon nhdn vién. Ban dau cong ty ban
ca phé bét déng tili 1ém mot ky cho cdc qudn ca phé va nha hang trong thanh phé. Doanh sé én dinh
nhung thi tricong dong diic, cac doi thit 1én hon chao gid thap hon. Nam 2024, truéng phong
marketing, ba Vé Thi Ha, quyét dinh nghién civu thi trwong ki hon. Nhkém ciia ba khao sat triec tuyén
1.200 nguwoi uong ca phé. Két qua gdy bat ngo: nhan vién van phong 22—35 tuéi la phén khiic ting
nhanh nhat. Ho muén loai ca phé pha nhanh, tot cho sirc khée hon ca phé hoa tan ba trong mét va dé
mang di lam. Gid quan trong nhung khéng phdi yéu té quan trong nhat: 64% nguwoi tra loi cho rang
chdt lwong quan trong hon. Céng ty quyét dinh tung ra san pham méi cho nhém nay: ca phé tii loc.
Méi tiii chita 12 gam ca phé Arabica Tay Nguyén, ddt vira miéng coc thong thuong. Bao bi nho, nhiéu
mau va than thién véi moi truong. Mot hop muweoi tii gid 89.000 dong, dat hon ca phé hoa tan nhung
ré hon nhiéu so véi mét ly ca phé mang di ¢ quan. Vé quang ba, Hat May danh phan 1ém ngdn sdch
cho kénh truc tuyén: hop tac véi sau nguoi c6 anh hwéng & dia phwong, chay qudng cdo video ngdn
trén mang xda héi va giam 15% cho don ddu tién trén trang web. Céng ty ciing ban qua hai chudi cira
hang tién lpi & Pa Nang va TP.HCM. Chién dich thanh céng. Trong muwoi hai thang, doanh sé trirc
tuyén tang 140%, cac trang mang xd héi c6 thém 45.000 nguoi theo doi. Panh gid ciia khdch phan
16m tich cuwc, dit mét s6 nguoi mua cho rc%ng hop qua nho. Nam toi Hat May dyw dinh ban hop lon hon
logi 30 tiii va xudt khau sang Singapore.

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

« Cau 1. Trudc nam 2024, Hat May ban san pham gi, cho ai? — Dap an: ca phé bot thi
16n mot ky cho quén ca phé va nha hang ¢ Pa Nang.
Q1. Before 2024, what did Hat May sell, and to whom? — Answer: It sold ground coffee in
large one-kilo bags to cafés and restaurants in Da Nang.

« Cau 2. Phan khuc nao tang nhanh nhat theo khao sat? — Dap an: nhan vién vin phong
22-35 tudi.
Q2. Which segment was growing the fastest, according to the survey? — Answer: Office
workers aged 22 to 35.
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« Cau 3. Gia c6 phai yéu té quan trong nhat voi khach hang khong? Dén s6 liéu. — Pap
an: khong; 64% ngudi tra 101 cho rang chit luong quan trong hon gia.
03. Was price the most important factor for customers? Give a figure. — Answer: No. 64%
of respondents said quality mattered more.

« Cau 4. So sanh gia hop ca phé tai loc voi hai san pham khéc trong bai. — Dap an: dat
hon ca phé hoa tan nhung ré hon nhiéu so véi ca phé mang di & quan.
04. Compare the price of the drip-bag box with two other products in the text. — Answer: It
is more expensive than instant coffee but much cheaper than a takeaway coffee from a cafe.

« Cau 5. Chi ra 4P cuia san pham méi trong bai. — Pép an: Product: ca phé tai loc
Arabica, bao bi nho than thién méi trudng; Price: 89.000 dong/hdp 10 tai; Place: trang
web va hai chudi cira hang tién loi; Promotion: ngudi ¢6 anh hudng, video ngan, giam
15% don dau.

035. Identify the 4Ps of the new product. — Answer: Product: Arabica drip-bag coffee in

small eco-friendly packaging,; Price: VND 89,000 for ten bags, Place: the website and two
convenience-store chains, Promotion: influencers, short video ads, 15% off first orders.

« Cau 6. Khach hang phan nan diéu gi, cong ty xir Iy thé nao? — Dap an: hop qua nho;
nam tdi ban hop 30 thi.
Q6. What did some customers complain about, and how will the company respond? —
Answer: The boxes were too small; next year it will offer a larger 30-bag box.

Vi DU/ EXAMPLE — Tim trong bai ba loai c4u tric vira hoc: so sanh hon (bigger
competitors, lower prices, healthier than, more expensive than, much cheaper than,
larger), so sanh nhat (the fastest-growing segment, not the most important), trang tir
(more carefully, well, mostly). Cum “small, colourful and eco-friendly” 1a ba tinh tir dtrng
sau dong tir be, ndi bang dau phay va “and”.

Find the three structures in the text: comparatives (bigger competitors, lower prices, healthier than,
more expensive than, much cheaper than, larger), superlatives (the fastest-growing segment, not the
most important), adverbs (more carefully, well, mostly). “Small, colourful and eco-friendly” is a list
of three adjectives after be, joined by a comma and “and”.

5.9. Phat am: trong am ho tir va &m cudi — Pronunciation: stress in word families

and final sounds

Trong ho tir marketing, trong 4m hay dich chuyén khi thém hau t6. Hau t -tion kéo trong
am vé am tiét ngay trudc nd; -ment, -ing, -er thuong giit trong am cua tir gdc (trir
advertisement).

In marketing word families, stress often moves when a suffix is added. The suffix -tion pulls the

stress to the syllable just before it; -ment, -ing and -er usually keep the stress of the base word
(advertisement is an exception).

Tir goc Tir phai sinh Ghi chu
Base word Derived word Note

gilt trong 4am dau

ket /'ma:kit/ keting /' ma:krtin/
market / ma:xd marketing /- ma-Kit stress stays on the first syllable
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Tir goc Tir phai sinh Ghi chu

Base word Derived word Note

trong &m chuyén sang &m

product [ prodAkt/ production /pra’dakfon/, productive tiét hai

/pra’daktrv/ stress moves to the second
syllable
. competition / kompa 'tifan/, -tion kéo trong Am vé “ti”
compete /kom pi:t/ P e .p J . e i
competitive /kom petitrv/ -tion pulls stress to “ti

Anh — Anh: advertisement

L advertisement /ad'v3:tismont/, nhén am tiét hai
advertise /' @&dva tarz/ C iy .
advertising /' @dva taiziy/ British: advertisement stresses
the second syllable
) , . : . -tion kéo trong am vé “fac”
satisfy /' saetisfar/ satisfaction /setis’ feekfon/ g

-tion pulls stress to “fac”

gilt trong am hai
promote /pra mout/ promotion /pra ' maufon/ stress stays on the second
syllable

Nguoi Viét hay nudt 4m cudi, 1am mat dau hiéu ngit phap: “product” nghe nhu “pro-
dac”, “launched” nghe nhu “launch”. Bang sau dung céc tir trong chuong.

Vietnamese speakers often drop final sounds and lose grammar signals: “product” sounds like

73 I T

‘pro-duc”, “launched” sounds like “launch”. The table uses words from this chapter.

Puoi Phat Am T trong chwong

Ending Sound Words from the chapter

sau am vo thanh /p t k £ 6/ . .
-s/-es /s/ afier voiceless Jp 1k [0/ products, budgets, discounts, clicks
sau nguyén 4m, &m hitu thanh ~ brands, campaigns, followers,
-s / -es /z/ , :
after vowels and voiced sounds reviews
sau /s z [tf d3/ .
s/-es Nz/ afier /s 2 [1f d3/ prices, places, launches, packages
sau am vo thanh /p k f's [ tf/ . .
- 1 h hed, lik lick
ed 1t/ afier voiceless Jp k fs [/ aunched, reached, liked, clicked
sau nguyén 4m, am hitu thanh  advertised, reviewed, followed,
-ed /d/ ,
after vowels and voiced sounds surveyed
ed nd/ sau /t/ /d/ promoted, targeted, segmented,
after /t/ /d/ recommended
_er / -est I/ - st/ so sanh hon — nhét . cheaper /o/, cheapest /1st/; larger,
comparative — superlative largest
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Vi DU/ EXAMPLE — Luyén cip t6i thiéu, doc to va nhan rd am cudi: “We launch in
May.” / “We launched in May.”; “Our brand is new.” / “Our brands are new.”; “a cheap
pack” / “the cheapest pack”. Néu nguoi nghe khong phan biét duoc hai cau, 4m cubi dang bi
nudt.

Practise minimal pairs aloud and pronounce the final sounds clearly: “We launch in May.” / “We
launched in May.”; “Our brand is new.” / “Our brands are new.”’; “a cheap pack” / “the cheapest
pack”. If a listener cannot tell the two apart, you are dropping the final sound.

5.10. Bai tap van dung c0 10i giai — Applied exercises with solutions

Bai 1. Viét mé ta san phém ¢6 so sanh véi ddi thi — Exercise 1. Writing a product
description with a comparison

Cong ty TNHH Anh Duong (Ha N¢i) ban dén ban sac pin AD-20 trén mot san thuong
mai dién tir cho khach mua & Uc va Singapore. Thong sé: gia 19 USD; pin dung 12 gio;
nang 380 g; ba mau tréng, den, xanh 1a; than nhom; bao hanh hai nam. San phém phé
bién nhit cua ddi thu trén cung san: gia 23 USD, pin 8 gid, ning 520 g, bao hanh mot
nam. Ngay 15/4/2026, truéng phong marketing B Minh Chau giao ban viét doan mo ta
san pham 90—110 tir bang tiéng Anh, c6 it nhat ba cau so sanh va mot cum c6 hai tinh tir
tro 1€n dat dung trat tu.

Anh Dwong Co., Ltd (Hanoi) sells the AD-20 rechargeable desk lamp on an online marketplace
to buyers in Australia and Singapore. Specifications: price USD 19; battery life 12 hours, weight
380 g; three colours (white, black, green); aluminium body,; two-year warranty. The best-selling
competitor on the same marketplace: USD 23, 8-hour battery, 520 g, one-year warranty. On 15
April 2026 the marketing manager, Do Minh Chdu, asks you to write a 90—110-word product
description in English with at least three comparative sentences and one phrase of two or more
adjectives in the correct order.

1. Lap bang so sanh: gia thap hon 4 USD; pin 1au hon 4 gio (gap 1,5 1an); nhe hon 140
g; bao hanh dai gap d6i. Mdi dong thanh mét cdu so sanh: “lower than”, “longer
than”, “lighter than”, “twice as long as”.

Build a comparison table: USD 4 cheaper, 4 hours longer battery (1.5 times); 140 g lighter;

I T ’

warranty twice as long. Each line becomes one comparative: “lower than”, “longer than”,

G«

“lighter than”, “twice as long as”.

2. Chon cum tinh tur theo trat tu y kién — kich ¢& — mau — chit liéu — muc dich: “a stylish
compact aluminium desk lamp”. Khong viét “an aluminium stylish lamp”.

Choose an adjective phrase in the order opinion — size — colour — material — purpose: “a
stylish compact aluminium desk lamp”. Do not write “an aluminium stylish lamp”.

3. Dung tinh tir déng chd cho gia: “a lower price”, khong viét “a cheaper price”. Dung
tinh tir ghép c6 gach ndi, danh tir khong thém -s: “a two-year warranty”, “a 12-hour
battery”.

Use the right adjective for price: “a lower price”, not “a cheaper price”. Use hyphenated
compound adjectives with no plural -s: “a two-year warranty”, “a 12-hour battery”.

99 <&

4. Thém trang tir dé ciu ty nhién: “charges quickly”, “works quietly”, “easily fits”. Két
bang 16i kéu goi mua: “Order today and...”.
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Add adverbs for natural style: “charges quickly”, “works quietly”, “easily fits”. Finish with
a call to action: “Order today and...”.

5. Bai mau. Dich: DPén ban sac pin AD-20 — nhe hon, bén pin hon, d4ng tién hon. AD-
20 1a chiéc dén ban nhom nhé gon, sanh diéu cho phong lam viéc tai nha. Pén chi
ning 380 g, nhe hon 140 g so voi hau hét dén cung loai, nén dé mang tir phong nay
sang phong khac. Pin ding duoc 12 gid, 1au hon 4 gio so v6i mau ban chay nhét trén
san, va sac ddy nhanh chéng chi trong hai tiéng. Gia 19 USD, thap hon hau hét ddi
thi1, kém bao hanh hai nim — dai gap d6i mirc thong thudng. Co ba mau: tring, den
va xanh 1a. Pat hang hom nay dé lam viéc thoai mai hon ngay tir tuan sau.

Model answer: “AD-20 Rechargeable Desk Lamp — lighter, longer-lasting, better value.
The AD-20 is a stylish compact aluminium desk lamp for your home office. It weighs only
380 g, 140 g lighter than most similar lamps, so you can easily move it from room to room.
The battery lasts 12 hours, four hours longer than the best-selling model on this site, and it
charges fully in just two hours. At USD 19, the price is lower than most competitors’, and
you get a two-year warranty, twice as long as the usual one. Choose from three colours:
white, black and green. Order today and work more comfortably from next week.”

Bai 2. Bio cdo két qua khao sat khach hang bang email — Exercise 2. Reporting
customer survey results by email

Cong ty C6 phan Thyc pham Sen Vang (Ha Noi) khao sat 500 khach hang vé dong pho
an lién moi tr ngdy 2 dén 16/3/2026. Két qua: 72% hai long voi huong vi; 41% cho rang
gia 15.000 déng/géi la cao; noi mua: siéu thi 58%, truc tuyén 27%, ctra hang ti¢n loi
15%; vi ban chay nhat: bo 46%, ga 33%, chay 21%. Ngay 20/3/2026, ban (Pham Qudc
Bao, chuyén vién marketing) viét email 120—150 tir giri ba Rachel Lim, giam déc khu
vuc tai Singapore, bao két qua va dé xuat mot budc tiép theo.

Sen Vang Food JSC (Hanoi) surveyed 500 customers about its new instant pho range from 2 to
16 March 2026. Results: 72% were satisfied with the taste; 41% said the price of VND 15,000
per pack was high; place of purchase: supermarkets 58%, online 27%, convenience stores 15%;
best-selling flavour: beef 46%, chicken 33%, vegetarian 21%. On 20 March 2026 you (Pham

Quéc Bdo, marketing executive) write a 120—150-word email to Ms Rachel Lim, regional
director in Singapore, to report the results and propose one next step.

1. Dong tidu dé ngan, c6 ndi dung: “Survey results: new instant pho range”. Loi chio:
“Dear Ms Lim,” — goi theo ho Lim vi ba 1a ngudi Singapore goc Hoa, ho viét sau

tén tiéng Anh Rachel.
A short, informative subject line: “Survey results: new instant pho range”. Greeting: “Dear
Ms Lim,” — use the family name Lim; in “Rachel Lim” the family name comes last.

2. Cau m& néu muc dich ngay, khong viét “Thanks for your email” vi ba Lim chua giri
email nao: “I am writing to share the results of...”. Néu c& mau va thoi gian: 500
khach, 2—16 March 2026.

Open with the purpose, not “Thanks for your email”, because Ms Lim has not written: “I am

writing to share the results of...”. Give the sample and dates: 500 customers, 2—16 March
2026.
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3. B4o s liéu bang cym dinh lugng: “Nearly three quarters of respondents (72%)...”,
“Over 40%...”, “the most popular flavour”, “more popular than”. Khong viét “How
much percent”.

Report figures with quantity phrases: “Nearly three quarters of respondents (72%)...”,

“Over 40%... ", “the most popular flavour”, “more popular than”. Never write “How much
percent”.

4. Bé xuit mot bude tiép theo, giong lich su: “I suggest that we...”, “Would it be
possible to...?”. Két bang 16i dé nghi hd tro va chit ky day du.

Propose one next step politely: “I suggest that we...”, “Would it be possible to...?”. Close
with an offer of help and a full signature.

5. Bai mau. Dich: Kinh giri ba Lim, t6i viét thu dé chia sé két qua khao sat khach hang
vé dong pho an lién méi. Tir 2 d&én 16/3, chung t6i hoi 500 khach hang tai Ha Noi va
TP.HCM. Gan ba phan tu ngudi tra 101 (72%) hai long véi huong vi. Tuy nhién, hon
40% cho rang gia 15.000 dong 1a cao hon cac nhin hang khac. Vi bo duoc ua chudng
nhat (46%), tiép theo 13 ga (33%) va chay (21%). Phan 16n khach mua ¢ siéu thi
(58%); mua tryc tuyén chiém 27%. T6i dé xuat ban thir géi ba vi véi gia thip hon
trén kénh truc tuyén trong thang 4. Toi dinh kém béo cao day du. Xin vui 10ng cho t6i
biét néu ba can thém thong tin. Tran trong, Pham Quéc Bao.

Model email: “Subject: Survey results: new instant pho range / Dear Ms Lim, /I am writing
to share the results of our customer survey on the new instant pho range. From 2 to 16
March we asked 500 customers in Hanoi and Ho Chi Minh City for their opinions. / Nearly
three quarters of respondents (72%) were satisfied with the taste. However, over 40% said
that the price of VND 15,000 was higher than other brands’. Beef was the most popular
flavour (46%), followed by chicken (33%) and vegetarian (21%). Most customers bought the
product in supermarkets (58%), while online sales made up 27%. / I suggest that we test a
three-flavour pack at a lower price online in April. I have attached the full report. Please let
me know if you need any further information. / Best regards, / Pham Quéc Bdo / Marketing
Executive, Sen Vang Food JSC”

5.11. Bai tap viét va dan y tra 106i — Writing tasks and answer outlines

Ciu 1. Viét doan vin 100-120 tir gi6i thiéu mot san pham Viét Nam (tw chon) véi
khach hang nuéc ngoai. Dung it nhat hai ciu so sainh va m§t cum nhiéu tinh tir
ding trat tu.

Question 1. Write a 100—120-word paragraph introducing a Vietnamese product of your choice
to foreign customers. Use at least two comparative sentences and one multi-adjective phrase in
the correct order.

« Cau chu dé: tén san phém, loai san phém, noi san xuét.
Topic sentence: “Lotus Silk is a soft, light Vietnamese silk scarf made by hand in Ha Pong,
Hanoi.”

« Pic diém chinh (chét liéu, kich c¢&, mau), dung trat ty tinh tur.
Main features: “Each scarf comes in a beautiful long rectangular shape and five natural
colours.”
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