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OUTLINE

1. How to layout a business letter. (1)
2. How to deal with complaints.(3)
3. Transportation and shipping.(2)
* Mid-term Test
4. Emails.(1)
5. CV and Application letter. (1)

6. Revision. (1)
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COMPLAINTS AND ADJUSTMENTS

- Why do we make a complaint?
« How to make a complaint?

 How to deal with a cor?gint?
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PRACTICE:

Cong ty Nam Viét, dia chi giao dich 50 Trudng
Chinh Ha Noi dat mua 1000 bo guang soi cua
cong ty Pyramid dia chi 235 High Streets,,
Singapore, 20073 theo Hcg:) dérég nhap khau sb
HD™07/05. S6 hang trén duoc dong ’tron% 1
container dLidén cang Hai phong ngay 5 thang 1.
Cong ty Nam Viét dLTam thu tuc nhan hang tal
cang. Khi mo container dLlphat hién trong s6 100
hop carton thi cd t61 20 hdp c6 hang va. Trong s6
hang vo chiém 15% tri gia 16 hang tuang dgdng ,
2500 USD. Anh / Chi hLy thao giup 6ng Giam doc

N

1 bure thu khiéu nai gom ndi dung:
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Néu r6 qua trinh nhan hang, kiém tra hang hoa c6 mat Hai
quan va dai dién Cong ty Giam dinh Vina Control. Két qua
giam dinh cho thay viéc hang v& xay ra trong qua trinh van
chuyén va do bao bi kém chat lugng, khong phu hdp vai
hang dé va, nguai ban dLkhong lam dung cac chi thi vé
bao goi do nguai mua quy dinh trudc khi Ui hang. Do d6
10i la cGa ngudi ban.

Dé nghi nguai ban chuyen ngay k khoan tién boi hoan la 2,650
U SD bang T/T vao tai khoan cua ta tai Ngan hang Cong
Thuang, s0 tai khoan nhu ghi trong hOp dong, trong do tong
%lg tri thiét hai la 2,500 USD, tién phi giam dinh la 150

D.

GUi kem cac chung tur can thiét dé chimg minh cho khi€u nai

Luu y nguai ban khi lam hang chd y dong goi bao bi can than
la hang thuy tinh dé va.
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* YOU HAVE 40 MINUTES TO WRITE!
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Nam Viet Co., Ltd
50 Truong Chinh Street, Hanoi, Vietham

Our Ref: NP/In
Pyramid Co.

235 High Street
Singapore 20073

Dear Sirs,
Re: Contract No 107/05
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We are writing with reference to
the above contract covering a
purchase of 1000 mirrors/ sets of
mirrors packed in one container
and shipped on board the SS Lotus
and arrived at Hai Phong porton 5
January.
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However, on unpacking the container
under the supervision of Customs and
local Vinacontrol’s representatives, it
was found that out of 100 cartons, 20
had/ contained broken goods,
estimated at about 15% of the contract
value, equivalent to US$2,500/ an
equivalence of US$2,500
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We proceeded to have a Survey Report
made and it confirmed our findings
that this problem arose in transit/
during transportation and resulted
from substandard packages which are
not suitable for fragile goods. It
appears that you did not follow our
packing instruction reported/ sent
earlier/ in advance.
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On the strength of the Survey report we
would like to lodge/register our claim as
follows:

+ damaged goods value USS 2,500
+ inspection fee : USS 150
+ Total claim: USS 2,650

Would you please pay the above sum by
T/T to our account at Incombank on
account No... stated in the contract
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We would like you to pay due/ proper
attention to the packaging of the next
orders, the fragile glass items in
particular.

We look forward to your early
settlement for this claim.

Yours faithfully,

Nguyen Phuong

Director

Enc: Documents required for the claim.
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PRACTICE 2

Cong ty cUa anh/ chi, Cong ty TNHH Cong nghé cao
(High Technology Co. Ltd) s6 36 Ba Tri€u, Ha nQi,
dién thoai & fax: 048-38269743, nhan dwoc 16 hang
500 may diéu hoa nhiét do loai AL 309, cla cong ty
TNHH British Exporter (Brexport), dia chi West
House, 12 Green Lane, Luan Bon WC 209, Vuwong
Qudc Anh theo don dat hang s6 479NQ,, chd trén
tau Hoa Sen trang cap cang Hai Phong ngay 15- 11-
2010 trong tinh trang thiéu va hw hai.

Khi phat hién hang bi thi€u va hw hong, cong ty anh/
chi da cho m&i dai dién cua Vinacontrol Hai Phong
dén giam dinh va két qua giam dinh nhw sau:

- Giao thiéu 5 may diéu hoa

- 3 may bi hdng nang khong chay dwoc do bao bi kém
chat lwong bi vO trong khi van chuyén
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Anh chi hay viét mOt blrc thw cho Brexport théng
bdo cho ho biét tinh trang nay va dé nghi huwdng giai
quyéet nhu sau:

-DOi v&i sO hang bi thiéu, dé nghi Brexport gtti gap
sO hang thiéu d6, muOn nhat vao ngay 30 -01-2010;
vi sO diéu hoa nay dwgc dat cho mot khach san 5
sao cach Ha nQi 4km vé phia Nam. Khach san nay du
dinh khanh thanh vao culi thang 2 nam 2011 va bay
gior d3 13 15-1-2011 rdi.

-DOi v&i 3 chiéc may hong do bi v& hom, cong ty anh
chi gitr |ai d€ tuy Brexport dinh doat (ho cé thé hoac
cho ngw®i dén mang di hoac goi thg’ dén sra roi
ban ré) va dé nghi Brexport hoan tra lai cho cong ty
sO tién USD 2,730 (USD 910/ chiéc) la sO tién bOi
thwd'ng bang dién chuyén tién vao tai khoan cua
Cong ty TNHH Cong nghé cao tai Ngan hang Ngoai
thwwong Ha NOi v&'i moi chi phi do ngwo'i ban chiu.


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

* YOU HAVE 40 MINUTES TO WRITE!
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Dear Sirs,

We are writing with reference to the
consignment of 500 air conditioners
under the order No. 479NQ shipped on
the SS White Lotus which arrived at Hai
Phong Port on 15 Nov 2010.
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On examination the consignment was found in a short/
missing and damaged condition. We asked representatives
from / of Vinacontrol in Hai Phong to make a survey report
which shows/ indicates :

- Out of/ Of the 500 air conditioners ordered, only 495 were
found, 05 were missing.

- 03 of the delivered units were damaged beyond repair due
to poor/ substandard packaging

(The boxes in which 3 units were packed had been broken in
transit due to poor/ substandard packaging and
consequently the units were seriously damaged)
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We enclose herewith the survey report
and the photos of the damaged goods
and must ask you to send the missing
units without delay/ at once, not later
than 30th Jan 2011 as we urgently need
them to complete delivery to a 5-star
hotel, 4km to the South from Hanoi,
which was planned to open/ to be open
by the end of February 2011 and now it
is Jan 15th 2011.
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We are holding the damaged units at your
disposal. You could either send someone to
pick them up or have them repaired and sell
them off.

We would also be grateful if you could
reimburse us by T/T to our account at

Vietcombank the sum of USS ( USS ... each)
as a compensation at your expense.

We look forward to your early satisfactory
solution.

Yours faithfully,
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Questions and Answers
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CuuDuongThanCong.com https://fb.com/tailieudientucntt
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THANK YOU FOR YOUR ATTENTION!
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