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TRUONG DAl HOC VAN LANG
PON VI: KHOA NGOAI NGU

DPE THI, PAP AN/RUBRIC VA THANG DIEM
THI KET THUC HQC PHAN
Hoc ky 2, nam hoc 2023-2024

I. Thong tin chung

Tén hoc phan: | BUSINESS CORESPONDENCE

M4 hoc phan: | 7Z2ENGL40443 S6 tin chi: | 3
M3a nhém 16p hoc phan: | 232-72ENGL40443 01
Hinh thuc thi: Tw luan Thaoi gian lam bai: | 100 | phat
Thi sinh dwoc tham khdo tai liéu: [1Cé Khéng

I1. Cac yéu cau caa dé thi nhim dap wng CLO

Trong sb ,

Ky R . CLO tron A pea .2z | Laydirli¢u do
higu Noi dung CLO %L’i]:htgil:’uc thanh ph?ngrlm Ct?]Li' :60' Dtlg’irg;o lu’(‘))'/ng mire dat
CLO danh gia PLO/PI

(%)
@ _ (2) 3) 4) (5) (6) )

Ap dung céc thuat
ngt thuwong mai

CLO1 | vao céac loai thu Tu luan 20% 1 2
tin thuong mai
khac nhau.
Van dung duogc ca
phong cach viét

CLO2 | trang trong lan Tu luan 20% 2 2
than mat trong
viét email.

Van dung cach
viét va cac yéu to
CLO3 chinh cua t_hu’ tin Ty luan 20% 5 5
thuong mai trong
quy trinh mua va
ban.
Str dung k¥ nang
doc va viét thanh
CLO4 | thao khi xtr Iy thu | Tu luan 20% 3 2
tir hoac email kinh
doanh.
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Ap dung k§ ning
1ap luan dé dua ra
cac giai phap cho
CLOS6 | céc tinh hudng Tu luan 20% 3 2
khac nhau trong
cac thu tur Kinh
doanh khac nhau.

I11. N§i dung cau héi thi

Cau héi 1: (02 diém)

Part I: Match the informal language vocabulary with the more appropriate formal
option.

See you next week.

We want to tell you that we have not got the order made a month ago.

Please send me the catalogue of the machine required.

We are sorry to tell you that we don’t stock this product any longer since we
specialize in other products.

We haven’t gotten the quotation.

I’'m sorry I can’t come.

I promise that this won’t happen again.

I’m sorry for the inconvenience caused and hope our relationship will continue.
We want to clarify this problem.

O Shall I introduce some agents specializing in packaging and shipping?

Pwh

'—‘“390.\‘.@.0"

We would like to remind you that the quotation has not reached us.

I look forward to meeting you next week.

| am afraid I will not be able to attend.

We regret to advise you that we do not stock this product any longer since we
specialize in other products.

It is necessary for us to advise you that we have not received the order made a month
ago.

| was wondering if you could send me the catalogue of the machine required.

| can assure you that this will not happen again.

Would you like me to introduce some agents specializing in packaging and shipping?
Please accept our apologies for the inconvenience caused and hope our relationship
will continue.

J. We appreciate the opportunity to clarify this issue.
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Cau héi 2: (04 diém)
Part I1: Write a letter/email (of about 200 words) to reply to the following letter/email
(4 diém)

Trang 2 /5



BM-004

Subject: Inquiry regarding my research
Dear Mr. Han,

| am currently studying at Brilliance Business School, pursuing my MBA. | am in my second
year and have to give a presentation on the marketing field.

| have read about your company on your website and would like to conduct my research here.
| wish to research and know about the process of marketing. Therefore, | request you to grant

me one day’s permission from your company and inquire about the marketing process.

| would be thankful if you give me a chance to conduct the research. Please let me know your
answer.

Yours sincerely,

Roger Bingham

Read the above email of enquiry and write a reply to the enquiry to Roger Bingham. You can
enclose a copy of the marketing process.

Cau héi 3: (04 diém) ]
Part I11: Writing a report (4 diem)

You work for a manufacturing company, and you are requested by the Manager to make a
report on your sales over the last few months and the total revenue generated. You are
supposed to identify trouble spots, such as high unit sales that result in low revenue, which
may in turn indicate that the units are being sold too cheaply.

Examine the chart below and write a report of 4 parts:

- Introduction

- Findings

- Conclusions

- Recommendations

Summarizing the information by selecting and reporting the main features and make
comparison where relevant.

Write about 300 words.
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Units Sold

160
140
120
100
80
60
40
20

Jan

My sales

Feb Mar Apr May

B Units Sold === Total Transaction
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$8,000
$7,000
$6,000
$5,000
$4,000
$3,000
$2,000
$1,000
S0
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Phan cau héi |

N@i dung dap an

Thang diém

Ghi chd

. Tw luan

Caul

1-B; 2-E: 3-F; 4-D; 5-A; 6-C;
7-G; 8-I; 9-J; 10-H

2.0

Céau 2

The letter is supposed to be a reply to
a letter of complaint.

The writing style and language should
be formal style. The letter should
consist of 4 parts: Introduction,
Details, Action, Close

4.0

Céau 3

The students’ writing is supposed to
consist of:

This report has been produced at the
request of the Manager make a report
on your sales over the last few
months and the total revenue
generated.

Students are supposed to compare the
units sold and the total transactions,
give a conclusion and make relevant
recommendation.

4.0

Pié¢m tong

10.0

P. Trwéng bo mon

a

ThS. Cao Thi Xuan Tu

TP. Hé Chi Minh, ngay 07 théng 03 nam 2024

Giang vién ra de

>l
-

L/-
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