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TRUONG DAI HOC VAN LANG
PON VI: KHOA NGOAI NGU

DE THI, PAP AN/RUBRIC VA THANG DPIEM
THI KET THUC HQC PHAN
Hoc ky 3, nam hoc 2023-2024

I. Thong tin chung

Tén hoc phan: | BUSINESS CORRESPONDENCE

M3 hoc phan: | 7IENGL40723 Sé tin chi: | 03
M3 nhom 16p hoc phén: | 233_71ENGL40723 01, 02, 07
Hinh thirc thi: Tw luin Thoi gian lam bai: | 100 | phat
Thi sinh dwoc tham khdo tai liéu: [1Co Khéng

Luu y cho phong Khao thi
- Cai dit khong thé Copy-paste & trang 1am bai

IL. Cac yéu cau ciia dé thi nhim dap ing CLO

Trong s . | Ly dir ligu
. . . CLO trong | Céau Diem y ou e
Ky hi¢u s Hinh thire R X -, I do luwong
Noi dung CLO . .. | thanh phan | hoi i} .
CLO danh gia . < . X £ murc dat
danh gia | thiso | toida
PLO/PI
(%)
) ) @) (4) () (6) ()
Str dung thanh thao cac
cLoy | thuatngd thuge cc Ty ludn 20% 1 2 PI4.1
linh vuc tiéng Anh
thuong mai
Thyc hanh phong cach P14.3, 6.1,
CLO2 | viét trong c4c van ban Tu luan 30% 2,3 4 6.2, 7.1.
thu tin thuong mai 9.2,10.1
rslgnduélfcthznhié}? Echy P14.3, 6.1,
CLO3 | e e Ty luan 10% 2,3 4 6.2,7.1.
van ban thu tin thuong 9.2 101
mai
l\lleitt;,la ttrilrrll%[lhbay Ca; i P14.3, 6.1,
CLO4 | o8 tOu U LAUONE MAL | py 4y 30% 2,3 4 6.2,7.1.
theo md hinh doanh
A 9.2,10.1
nghiép
Thich ting va biét img
E“vkhtlhlam N d]g’.‘itlap P14.3,6.1,
CLO5 | 08¢ Teo miom, bie Ty lugn 10% 2,3 4 6.2,7.1.
chiu trach nhiém ca
AR . 9.2,10.1
nl}an va trach nhiém
do1 voi nhom
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II1. N§i dung cau héi thi

Céu héi 1: (2 diém) Match the informal language vocabulary with the more appropriate formal
option.

1. Here is our report A. 1 regret that | was not able to meet you when
2. Can you give me a hand with you paid a visit to my office.
this? B. Please find attached our report
3. Ifyou don’t pay the debt, we will C. We would be grateful if you could deliver
take you to court. them by this weekend.
4. What do you need? D. We will be forced to take legal action unless
5. It was a pity that | missed you the outstanding payment is not settled.

m

when you visited my office. Usually, we ask for payment on receipt of the
Please deliver them soon. goods.
7. Payment is usually required when Please let us know your requirements.

you have received the goods. I was wondering if you would be available for
8. Can we meet next week? a meeting next week.
9. Sorry, but I won’t make it to... I am afraid I will not be able to...
10. Don’t forget... We would like to remind you that...
I would appreciate your assistance in this
matter.

o
®m

“—T

Cau héi 2: (4 diém) Write a letter/email (of about 200 words)

You took the delivery of fabrics order No. 123 yesterday from a supplier with long term relationship.
On the opening of the shipment, you found that it contained fabrics of inferior quality. Write a
complaint to them. Remember to include all necessary elements of a complaint letter. The information
could be real or imaginary. You may include the following information:

Explanation of fabric status you received

Cutting of cloths from this shipment and from previous orders to compare

The influence on your business

Your feeling

Suggested solution or ask for solutions

Cau héi 3: (4 diém)

You work for a travel agent which provides tours to foreign countries. Your agent is currently
developing new tours to the Caribbean Island. You are requested by the General Manager to make a
report on tourist choices here. 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 making comparisons
where relevant.

Write about 300 words.
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Number of tourists visiting a Caribbean island (2010-2017)
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PAP AN VA THANG PIEM
Phin ciu héi N§i dung dap an Thang diém Ghi chu
I. Ty luan
Céul 2.0
1B, 2J, 3D, 4F, 5A, 6C, 7E, 8G, 9H, 10l
Cau 2 4.0
Can dam béo cac yéu cau:
- Subject + Salutation + referring to 1
the order + closing
- Mentioning the problem and details 1
- Mentioning your feeling and/or
influence on your business 1
- Requiring actions to be taken (and
warning, if any) 1
Céau 2 4.0
Can dam bao cac yéu cau:
- Subject + salutation + closing 0.5
- Introduction: purpose, methods 0.5
- Body: analysis of statistic/graphs 1
- Conclusion 1
- Recommendations 1
Diém tong 10.0

Truwéng bé mon

Nguyén Hai Long

TP. Ho Chi Minh, ngay 16 thing 6 ndm 2024

Gidng vién ra dé
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Tran Thi Bich Trim

Trang 4/4



