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Loi giol thieu

HGi nhdp manh mé vao thi trudng khu vuc va thé gici
la xu thé ma nuidc ta da xdc dinh ; két qud la Viét Nam da
gia nhdp ASEAN va dang tich cuc chudn bidé gianhdp T8
chitc Thuong mai Thé gidi (WTO) ; nén kinh té dang ngay
cang thé hién ré nét tinh giao luu va canh tranh gitta
doanh nghiép Viét Nam véi doanh nghiép nudc ngoai.
Trong tinh hudng do, tiéng Anh khéng phai la “mdt thoi
thuong” ma thue swla mét logi “vén” khéng thé thiéu dugc
ddivoi cdc doanh nghiép Viet Nammudn vuon ramd'rong
giao dich, hop tdc, ddu tu véi cdc doi tdc nudc ngoai.

Véi mong mudn thdt sw la ngudi ban dong hanh cua
cdc doanh nghiép, ngodi viéc cung cdp théng tin vé kinh
té, tirndm 1993, Thaibao Kinh té Sai Gon dd mémuc “Anh
ngit chuyén nganh", nhdm gitip cdc nha doanh nghiép s
dung tiéng Anh mét cdch chinh xdc, gop phan ndng cao
hiéu qud trong kinh doanh.

Tdp sdch “Tiéng Anh trong hoat djng kinh doanh” tdp
hop c6 hé thdng tdt cd nhing bai viét ur muc “Anh ngit
chuyén nganh” ddng trén Théi béo Kinh té Sai Gén, cia
cdc tdc gid ¢ nhiéu kinh nghiém trong linh vuc gidng day
tiéng Anh chuyén vé thuong mai & cdc truong dai hoc :
Kinh té, Ngoai thuong, Vdn Lang...



Sdch dugc sdp xép theo titng chuyén muc :
- BANKING

- FOREIGN TRADE

- IMPORT - EXPORT

- SECURITIES MARKET

- SECRETARIAL WORK

- BUSINESS CORRESPONDENCE -

nham givip cac doanh nghiép di thdng dén voi nhitng tir
vimg, thudt ngit tiéng Anh cung cdch sir dung ciia chiing
trén mot s6 Iinh vuc giao djch kinh doanh ; tiét kiém duoc
thoi gian thay vi phdi di mét doan duimg dai thong qua
cdc sdch tiéng Anh day vé giao tiép thong thitong hién co
rat nhiéu trén thi trudng sdch ngoai ngi - ma vén co thé
cé duge mot “von liéng kha khd" vé tiéng Anh dé cdm théy
tw tin, chu dong hon trong cdc cudc gdp 9o, dam phdn véi
dbi tac nudc ngoai.,

Tuy nhién, ddy 1a ldn ddu tién thyuc hién loai sach Anh
ngiw chuyén nganh nén kho cé thé tranh khéi sai sot.
Chuing t6i rat mong nhdn duoc nhiéu y kién déng gop cuia
cdc bdc hoc gid va ban doc dé nhitg dn phdm tiép theo
dugc hoan chinh hon.

Trdn trong gioi thidu cudn sdch cung ban doc.
Thoi bao Kinh té Sai Gon
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Letters of credit (L/C)

When a buyer of goods contracts with a seller to purchase a quantity
of his product, the basis for a debt is created. When the seller delivers his
product to the buyer, the debt must be liquidated. In the context of
international trade, this basic buyer - seller relationship becomes highly
complicated. For obvious reasons of distance, time and vagaries of
international relations, the seller of goods will have doubts that payment
will be received from the buyer. In short, the seller in deciding whether or
not to prepare a shipment for the buyer must assess the creditworthiness
of the buyer. Will his debt be honored ? It is this primary debtrelationship
between buyer and seller that the commercial letter of credit is designed
to deal with.

The commercial letter of credit is an instrument by which a bank for
account of the buyer gives formal evidence toa seller of its willingness to
permit him to draw on certain terms and stipulates inlegal form that all
such drawings shall be honored. This instrument sets conditions which
must be met by the seller if these conditions are met. Thus, the bank by
issuing its commercial letter of credit replaces the buyer as the seller’s
debtor. The seller wil now judge the credit worthiness of the bank in
determining whether to make the sale. Since most banks which issue
commercial letters of credit are internationally known, a seller whois the
beneficiary of the L/C willno doubt feel assured thathisdraftwillbepaid.

Terminology practice

Commercial Letter of Credit (L/C): tin dung thu thuong mai.

To open a letter of credit : md mot tin dung thu,

To issue a letter of credit : phat hanh mét tin dung tha.

L/C issuing bank : ngén hang phat hanh tin dung thu.

- Saigon Bank for Industry and Trade is the issuing bank of this
L/C. (Sai Gon Cong thuong Ngan hang ]a ngan hang phat hanh tin dung thu
nay).
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- ITwant to know the terms and conditions for opening an L/C with your
good bank, please. (T6i mudn biét cac diéu ki¢n dé md mot tin dung thu
tai quy ngan hang).

Debt : mén ng.

Debtor : con ng.

To be indebted : thiéu ng.

- That bank has got a bad debt of more than 2 billion USD. (Ngan hang
d6 ¢6 mon ng kho doi hon 2 t do-la My).

- He used to be a debtor of our bank. (Ong dy timg 1a con ng ctia ngén
hang chiing toi).

Credit worthiness : kha ning tin dung, mic do tin nhiém.

Seaworthiness : kha ning di bién (ciia mét con tau).

- Is this ship seaworthy ? (Con tau nay c6 kha ning di bién khong 7).

- I suggest that you should assess his credit worthiness. (Toi dé nghj dng
nén danh gi4 mic d tin nhiém cla ong ay).

To honor : chip nhan (tra tién).

To honor a chegue : chip nhan tra tién mdt chi phiéu.

- Ex : Has the draft been honored by the applicant ? (Hoi phiéu c6 duge
nguoi md tin dung thu chip nhan khong ?). '

Beneficiary (ben): nguoi thu huodng.

- Please advise the ben that his draft has been honored. (Xinvuilong bao
cho ngudt thy hudng biét 1a héi phiéu ctia 6ng dy da dwgc chip nhan).
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L/C - Performance by the seller

The seller looks on the letter of credit (L/C) as his security in claiming
payment. The buyer - often mistakenly - looks on the L/C as a means of
ensuring performance by the seller. To what extent is this possible 7

a. Price

The letter of credit will specify what amount of money and in what
currency the seller is allowed to draw. This will ensure that that pre-
arranged price is not exceeded.

b. Performance date _

Bills of Lading must be stamped “On Board” and dated by the shipper.
The L/C will set a delivery date and an expiry date. If the seller does not
present his drafts to the hank before the expiry of the L/C, he loses his
right to draw. These dates serve asameans of ensuring prompt performance
by the seller.

¢. Quality of goods

If the buyer doubts the seller will perform under the terms of the pre-

arranged sales contract, he may require that the geller present a special
commercial invoice with his other documents.

The L/C should specify that the invoice describes the goods shipped
in a detailed fashion as per the terms of the sales contract. The buyer
would then believe that the invoice proved that the seller had performed.
Another means of attempting to ensure guality is to have an independent
testing firm issue & certificate of analysis. Such documentation will not

.ensure performance. The bank is under no obligation to examine shipments.

Under L/C's banks deal only in documetns. An invoice prepared exactly
as specified in the L/C means absolutely nothing. The seller could still -
have shipped rocks. However, because his documents are in order, he may
draw under the L/C. i

Terminology Study ¢z foor jo\é?(, 8

To perform (v} ; Performanfe (n: thuc hién
- The shipment has been performed under the forms and conditions of
the L/C. (Viéc chd hang da dugc thuc hién theo cac diéu khodn cda L/C).

T/ 24LEC
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- To ensure performance by the seller, the buyer may ask the seller to
have a caution deposit under a performance bond. (D€ bao dam viéc thuc
hién ctia nguoi ban, ngudi mua c6 thé yéu ciu ngudi ban phai ky gidy bao
dam dudi hinh thitc mét gidy bao dam thuc hién).

Currency : tién, tién té

Foreign currency : ngoai té

Hard foreign currency : ngoai té manh

Soft foreign currency : ngoai té yéu

- The issuing bank will effect payment in the currency specified in the
L/C. (Ngan hang md L/C sé thyc hién viéc tra tién béng déng ngoai té chi
dinh trong L/C).

Expiry date : ngay man han hiéu luc (L/C)

- The seller must present his draftto the bank before the L/C expiry date.
(Ngudi ban phéi xuat trinh héi phiéu cho ngan hang trirdc ngay man han
hiéu lyc L/C).

Bill of Lading (B/L) : van tai don

Marine Bill of Lading : van tai don duong bién

Airway Bill : vén tai don hang khéng

- The Bill of Lading must be endorsed to the order of the opening bank.
(Van tai don phai dugc ky hau theo lénh cia ngén hang ma L/C).

Sale contract: hop ddng ban

Purchase contract : hgp ddng mua

sale and purchase contract : hop ddng mua ban

- The two parties should sign a sale and pruchase contract. (Hai bén nén
ky mét hop déng mua ban).

Commercial invoice : héa dan thuong mai

Consular invoice : héa don lanh sy

Proforma invoice ; hda don hinh thitc, héa don tam

- The commercial invoice is made out in 3 copies. (Hoa don duoc lap

thanh ba ban). T
Certificate of analysis : chiing chi phan tich chit lugng hang héa

- A certificate of analysis issued by an independent testing firm is
required. (Doi héi phai c6 mét ching chi phan tich do mdgt hang kiém tra
ddc 1ap cép). .
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Letter of crerdit - the banks involved

The banking roles involved :

Commercial Letter of Credit fall predominantly within the province of
the international banking community. It is extremely rare to find non-
banking institutions (e.g. mercantile houses, brokerages) involved in
L/Cs. Therefore, we will deal only with banking roles as they relate to the
procedures making the Credit work.

1. Opening bank

The opening bank is the bank which issues the instrument itsefl. This
will normally be the bank of the buyer. Based on the bank’s credit
assessment of the buyer (and other considerations) they will issue for him
their Commercial Letter of Credit. This instrument will set forth the terms
and conditions under which the drafts of the seller will be honored.

2. Paying bank

When a draft is presented for honoring, it will either be paid or
accepted. The bank honoring the draft is known as the Paying Bank. This
function may be performed by either the drawee bank or the paying agent.

a. Drawee bank

Drafts drawn under a Commercial Letter of Credit are normally drawn
on a bank. The drawee bank is the bank on which one will either pay or
accept according to the tenor of the draft. This bank is most often also the
Opening Bank. However, it might also be a separate bank named by the
Opening Bank in the 1./C.

- b. Paying agent

The drawee bank is the bank named in the draft. It may either he the
Opening Bank, the Confirming Bank, or a third bank named in the L/C. The
role of the drawee bank is to honor the draft-pay it or accept it.

This role may also be delegated by the Opening Bank (also drawee
bank) to a second bank. In this case the second bank will serve as paying
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agent and perform the same functions as the drawee bank except that it
is not named on the draft. A paying agent may be designated specifically
in the L/C or be the Confirming Bank.

3. Advising bank

The seller (beneficiary of the L/C) must be notified that the L/C has
been opened in his favor. Normally the L/C is addressed to him by the
Opening Bank. The Opening Bank has the choice of sending the letter
directly to the beneficiary or to another bank located in the seller's own
country for delivery.

4. Confirming bank

The Opening Bank may upon the request of the buyer or onits own ask
another bank to confirm its L/C. The seller may also ask that the L/C be
confirmed by a major bank in his own country. Such confirmation is most
oftenrequested (1) because the seller has little knowledge of the Opening
Bank, and (2) because the seller wants his drafts honored locally. When a
bank confirms a commercial letter of credit, it lends its name to the credit.
In effect, it states to the beneficiary that it will honor them. In this regard,
the Confirming Bank acts as drawee bank or paying agent. In either case
when the Confirming Bank honors the seller’s drafts, the seller’s liability
under the draft is extinguished.

The Opening Bank willnormally send the L/C to its good correspondent
or local branch and request that the L/C be confirmed. If the bank decides
to confirm the L/C it will so notify the Opening Bank. The L/C is then
transmitted to the beneficiary. Thus, the Confirming Bank also acts as the
Advising Bank.

5. Negotiating bank

The final function which a bank may perform in the course of drawing
under a letter of credit is that of negotiation. The beneficiary may present
the draft to the drawee bank or paying agent for honoring or he may
simply negotiate his draft with a negotiating bank. The Negotiating Bank
negotiates the seller’s draft by purchasing it with recourse to the seller.
The Negotiating Bank becomes a holder of value of the draft and will
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subsequently present the draft to the drawee bank. The Negotiating Bank
may or may not be designated in the L/C by the Opening Bank.

Terminology study ,

International banking community : céng ddng ngan hang quéc té

- The international banking community plays an important role in
L/C’s and other banking services. (Cong dOng ngan hang qudc té gitt m6t
vai tro quan trong vé tin dung. thu va céac dich vu ngan hang khac).

Non-banking institutions : cac dinh ché phi ngan hang

- Such insitutions as mercantile houses, brokerages are non-banking
institutions. (Cac dinh ché nhu cac nha buén, cac nha trung gian 1a nhitng
dinh ché phi ngan hang).

Paying bank : ngan hang thanh toan, ngan hang tra tién.

- The paying bank will either pay or accept the draft of the seller. (Ngan
hang tré tién s¢, hodc 1a thanh toan, hoac 14 chép nhan héi phidu cia ngwoi
ban hang).

Drawee bank : ngén hang trd tién hodc chip nhan hdi phiéu

- Most of cases, the drawee bank is also the opening bank. (Hiu hét cac
trwéng hop, ngan hang tra tién hoac chip nhan héi phiéu cing 13 ngan
hing mad thu tin dung).

Paying agent : ngan hang dai 1y tra tién hoéc chip nhin héi phiéu

- The opening bank may designate a paying agent in the L/C. (Ngan
hang md thu tin dung c6 thé chi dinh trong thu tin dung mot ngin hang
dai ly @€ tra tién hoac chdp nhan héi phiéu).

Confirming bank : ngan hang xac nhén thu tin dung

- For the opening bank is new to us, we propose that the L/C have to be
confirmed by a prime confirming bank, take, Banque Indosuez. (Vi ngin
hang rad L/C qua mai dbi véi ching téi, chiing t6i dé nghij L/C phai duoc
mdt ng;an hang c¢6 danh tiéng xdc nhan, nhu Banque Indosuez ching han).

Tenor of the draft: han ky thanh toan héi phiéu : sight draft (héi phifu
tra ngay), usance draft (hdi phiéu c6 ky han).

- This is a usance draft drawn on VCB/HC.MC at 60 days from B/L date.
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(Day la héi phifu duoc ky phat doi tién VCB/HCMC vdi ky han 60 ngay ké
tit ngay phat hanh var téi don).

To advise someone of soinething : bao ai viéc gi.

Advising bank : ngin hang théng bao.

- Please advise SBIT/HCMC of the opening of this L/C by using your own
test with them. (Xin vui long thong bao Sai Gon Cong thuong Ngan hang/
TPHCM viéc md tin dung thu nay bang cach ding méat ma cda quy ngin
hang vdi ho).

To confirm : xac nhan.

Confirmation : sy xac nhan.

- In case the seller has little knowledge of the Opening Bank, he may ask
the L/C be confirmed by a major bank. (Trudng hgp ngudi ban khong biét
nhiéu vé ngan hang ma thu tin dung, 6ng ta c6 thé doi hoi thu tin dung phai
dugc mét ngédn hang 1on, ¢6 uy tin xac nhan).

To negotiate : thuong lugng

Negotiation : sy thuong lugng (hoi phiéu, chimg ).

Negotiating bank : ngin hang thuong lugng

- A negotiating bank may negotiate a draft by lending money to the
seller, discounting or purchasing it or simply send it to the paying bank for
collection. (Ngan hang thuong lugng cé thé thuong luong mot hdi phiéu
bing cach cho vay tién, chiét khiu, mua dirt héi phiéu hoac chi gt héi
phiéu cho ngin hang tra tién d€ thu ngan ho).

With recourse to : dugc truy doi.

Without recourse to : khéng dugc truy doi.

- This cheque has been endorsed wrth recourse to the endorser. (Chi
phiéu nay da duoc ky hau ma ngudi cAm phiéu ¢ quyén truy doi ngudi ky
hau - néu chi phiéu khéng dugce thanh toan).

To be designated : dugce chi dinh.

- The opening bank must be liable to paying the seller if a paying agent

is not des:gnated in the L/C. (Ngan hang md tin dung thu phai chin trach

n}uem tra tién cho ngudi ban néu trong L/C khong c6 chi dinh ngan hang
tra tién nao khac).
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The opening and amending of a
letter of credit

In the previous write - up, we discussed the functions of a letter of
credit, the advantages to both the buyer and seller, and the bank's role
as intermediary to the transaction. This write - up will concern itself with
the actual opening and amending of the letter of credit as related to the
internal operations of the banks.

The bank in opening a letter of credit lends its good name and
reputation to the transaction between two parties. The bank in a sense is
guarantying both sides of the transaction - first, by guarantying payment
to the seller and secondly, by guarantying the seller's conformance to the
conditions of the L/C to the buyer. The bank, of course, limits its liability
in the case of fraud or non - performance and is responsible only to the
extent of the exact wording of the docurnent itseif.

In agreeing to become a party to the transaction, the bank must
exercise particular caution in respect to the other parties involved.

1. The importer

Normally, in opening an 1./C, the applicant will be a known client of the
bank. Opening an L/C represents an extension of credit on the bank’s part
and the credit standards applied to granting an L/C line should be equally
as strict as those for granting aloan facility. It will be remembered that the
bank normally takes title to the goods under an L/C in the case of default.
But title to the goods should not influence the credit decision concerning
the applicant as the bank has no guaranty that the title documents are in
fact, worth a nickle.

2. The exporter

When a client opens a letter of credit with a bank, he is not only
guarantying his credit standing to the exporter but he is also trying to gain
some control over the exporter’s performance. By stipulating the terms
and conditions of the L/C and relying on the bank to see that the exporter
meets these stipulations, he shifts some of the responsibility for the
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exporter’s performance to the bank. The bank of course, tries to verify the
credit worthiness and moral character of the exporter prior to accepting
this responsibility,

Advising a letter of credit

The advising bank is notified either by cable or mail that a letter of
credit has been opened for an exporter locally domiciled. The advising
bank then transmits this information to the exporter. Of primary
importance in advising a letter of credit is care that transmittal of all the
terms of the letter of credit are accurate. It is important, however, to
emphasize that the advising bank may never be involved in the actual
negotiation of the letter of credit. The advising bank’s role is merely that
of anagent of the opening bank in bringing the instrument to the attention
of the exporter-beneficiary. The advising bank is responsible to the
issuing bank for accurate transmittal of all information it receives.
Ultimately, as the Article No.4 of ICC Brochure 222 states “the issuing

‘bank must send to the advising bank the original letter of credit and any

subsequent amendments”, The role of the advising bank then, is to notify
the beneficiary that the letter of credit has been opened and what the term
are, and to forward the mailed original L/C to the beneficiary. The letter
of advice to the beneficiary should bear a clause indicating clearly that it
is merely an advice of the credit opened and contains no engagemernt on
the part of the bank. This disclaimer of engagement is stated on the letter
of advice. The advising bank may eventually become the negotiating bank
and purchase the exporter’s drafts if the exporter should so choose. Only
at that time will the bank be drawn into the actual agreement as a full
partner. But as an advising bank, the bank’s obligation is to be a faithful

- agent of the opening bank.

Terminology study
To open an L/C ; md mit tin dung thu

- This L/C has been opened by a prime bank, so I think it is not necessary
to have it confirmed. (Tin dung thu nay do mét ngin hang lém, c6 uy tin
md, do d6, t6i nghi 1a khong cin thiét phii xac nhan).

To amend an L/C : tu chinh, sita d8i mét tin dyung thu.

Amend of an L/C : st tu chinh, sita d6i mét tin dung thu.
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- As per the terms and conditions of this L/C the amentment charges are
for the applicant’s account. (Theo cic diéu khodn cua tin dung thu nay,
ngudi md tin dung thuw phai chiu phi tu chinh).

Conformance : viéc tudn thuy, lam theo.

- The bank in opening a letter of credit, in a sense must guaranty
payment to the seller and simul taneously must guaranty the seller’s
conformance to the conditions of the L/C to the buyer. (Trong mét y nghia
chirng muc nao dé, khi md tin dung thu, ngan hang phai baoc dam viéc
thanh toan tién cho ngudi ban, dong thai ciing bao dam viéc ngudi ban phai
tuan theo cac didu khoan cia tin dung thu d6i véi ngudi mua).

Fraud : su gian tra, hta dao. '

Non-performance : sy khong thuc hién, sy khong thi hanh.

- In the case of fraud or non - performance, the bank is responsible only
to the extent of the exact wording of the document itself. (Trong truong hop
c6 su hra d4o hodc khéng thuc hién, ngdn hang chi chju trach nhiém t6i
mitc d6 dung y ndi dung ban van cia chinh chitng t ma thoi).

Credit standards : cac tiéu chudn cap phat tin dung.

- The credit standards applied to granting an L/C line should be equaily
as strict as those for granting a loan facility. (Cac tiéu chuin d€ xét cap mot
khoan tin dung cho tin dung thu ciing nén xem xét chét ché y nhu khi xem
xét cap mot khoan cho vay).

To take title to the goods : chiém quyén sd hitu ddi vdi hang hoa.

- The bank will take title to the goods in case where the importer has not

yet paid off the value of the L/C. (Trong truong hgp nha nhap khéu chua
thanh toan diit tri gia caa L/C, ngén hang sé chiém hitu 6i vdi hang héa).

Default : sy khong trd ng dung ky han.

- The bank has refused to endorse the B/L due to default of the applicant.
(Ngan hang da tt khudc khdng béi thy van tai don vi nguoi mo tin dung
thu khong tra ng).

Title documents : chitng tr s& hitu hang hoa trén tau (nhu B/L ching
han).
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- The title documents shall be endorsed to the order of the applicant if
he has already made caution depaosit up to 100 pc of the L/C value. (Cac
chimg i sd hitu phai dugc béi thy theo 1énh ciia ngudi md tin dung thu
néu ong ta da dong ky quy bao dam 100% tri gia L/C).

Credit worthiness : mic tin tudng (kha ning tra ng, git 161 mta).

- Commercial banks welcome any applicants of high credit worthiness
to open L/C’s at their banks under favored terms. (Cac ngan hang thuong
mdindng nhiét don tiép bit cirngudi md tin dung thu nio c6 mire tin tudng
cao dénmdL/C tai ngan hang clia ho véi cac didu kién duoc wu dai). To shift,
to shift off the responsibility : trat bd trach nhiém, tnit trach nhiém cho.

- Please don’t shift the responsibility to the bank. We are merely the
L/C advising bank which is not one party of the negotiation. (Xin ding trit
trach nhiém cho ngén hang. Chuing t6i chi 1a ngan hang théng bao tin dung
thit ma thoi. Chung t6i khéng phai Ia mét bén trong cude thuong hrong).

To notify someone of something : bao cho ai biét viéc gi.

Notification : sy thoéng bao.

Notice : bang théng bao, thong tri, yét thi.

- By the way, we would notify you of the new contact address of our Head
Office for any transaction with us counting from... Please note that our
telephone, fax and telex numbers remain unchanged. (Nhan tién, ching t6i
xin thing bao voi quy vi dia chi lién hé mdi tru sd chinh ctia chiing t6i cho
bat cit su giao dich nao ké t ngay... Xin ghi nhén 1a sé dién thoai, fax va
telex cia chung t8i van y nhu cd).

To transmit : chuyén (tin)

Transmittal : syt chuyén (tin) ‘

- The advising bank is responsible to the issuing bank for accurate
transmittal of all information it receives. (Ngan hang théng bao chiu trach

nhiém véi ngan hang phét hanh tin dung thu trong viéc phai chuyén chinh
xac cac thong tin ma no nhian duge).

The letter of advice : thu théng bao.

- In the letter of advice, the advising bank should have no comments on
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the L/C opened in favor of the exporter, however, whenever needed, the

advising bank is always quite willing to act as a consultant for the exporter

FOC. (Trong thu thong bao, ngin hang théng bao khong nén binh ludn gi

lién quan dén L/C md cho nha xuat khau, tuy nhiénbat cirkhi nao can, ngin

hang théng béo ciing rat sin long c¢6 vin mién phi cho nha xuét khau).
Disclaimer : sut tit bd, sy khong nhéan (trach nhiém).

- This disclaimer of engagement is stated on the letter of advice. (Viéc
t bo cam két nay dugce ghi ro trong thu théng bao).

A faithful agent of the opening bank : m6t ngén hang dai ly trung thuc
cuia ngan hang md tin dung thu.

- Just lately, a lot of foreign banks have become faithful agents of
Vietnamese commercial banks. (Chi mdi gin day, nhidéu ngan hang nudc
ngoai di trd thanh cac ngin hang dai ly trung thyc cua cac ngén hang
thuong mai Viét Nam).
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Letter of Credit Transfer

WAH BANK LIMITED
11 Medan Pasar,
Singapore 0102
Rank Corporation
28, Cury Road,
Singapore November 28, 1993.

LETTER OF TRANSFER No. 356/93.
Dear Sirs :

Documentary Credit No. 12235 dated 15th Nov. 1993, in favor of
Corona Trading Co. Singapore issued by Marina Bank Ltd. Tokyo, Japan.

By order and for account of Corona Trading Co. Singapore, we hereby
transfer the above documentary credit in favour of yourselves for an
amount of US$1,780. - C.LF, Tokyo.

This transfer is available at our counter by payment against presentation
of the documents detailed herein and of your drafts at sight drawn on
Marina Bank Ltd. Tokyo. Valid in Singapore until 12th December, 1993.

- Signed commercial invoices in triplicate

- Full set of clean on board bills of lading made out to order and blank
endorsed, marked “Freight prepaid” and notify Japanese Importers Co.
Fuji Street, Tokyo, Japan.

- Packing lists in duplicate
- Certificate of Origin in duplicate

-Insurance Policy in duplicate covering Marine Institute Cargo Clauses
(All Risks), War Risks and Strikes, Riots and Civil Commotions for full C.L.F
value plus 10%.

Evidencing shipment from Singapore to Tokyo :

50 dozens of Ladies Handbags as per buyer's purchase order No.345
dated 24th October, 1993.

Partial shipments : not permitted. Transhipment: Prohibited
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The number and the date of the credit and name of the issuing bank
must be quoted on all drafts.

Marina Bank Ltd. Tokyo irrevocably undertakes to honour all drafts
drawn in compliance with the terms of this credit.

This letter of transfer is subject to Uniform Customs and Practice for
Documentary Credits (1993 Revision) International Chamber of Commerce,
Paris Publication No. 400. :

Yours faithfully,
signed by WAH BANK LTD.
Singapore

VAN THU CHUYEN NHUONG TiN DUNG THU

Kinh gtii : Rank Coporation WAH BANK LIMITED
28, Cury Road 11 Medan Pasar,
Singapore Singapore 0102.

Ngay 28 thang 11 nam 1993

vian thu chuyén nhuong so 356,93

Thua quy Ong,

Tin dung thu kém chimg tit s6 12235 ngay 15-11-1993, nguoi thu
huéng 1a Corona Trading Co. Singapore do Ngan hang Marina Bank Ltd.
Tokyo, Japan phat hanh.

Theo 1énh cia Corona Trading Co. Singapore va phi ton do cong ty nay
chiu, theo diy, chiing tdi xin chuyén nhuong tin dung thu c6 kem clnmg
¥ néi trén cho quy 6ng, tri gia tin dung thu 1a 1.780 USD gia CIF Tokyo.

Su chuyén nhuong nay 6 gia tri thanh toan tai ngan hing chiing t5i khi
quy Ong xuét trinh cac chimg tir ligt ké chi tiét dudi day va cac hoi phiéu
tra ngay duoc ky phat d€ doi tién ngin hang Marina Bank Ltd. Tokyo. C6
gia tri hiéu luc 101 ngay 12-12-1993 tai Singapore.

- Cac héa don throng mai co ky tén 1ap thanh ba ban.

- M6t bd day du cac van tai don sach, chat hang lén tau, giao hang theo
lénh va béi thu khdng, cé déng dau “Cudc phi da trd”, c6 ghi chu tén nha
nhip khiu 13 Japanese Importers Co., Fujt Street, Tokyo, Japan.
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- Phiéu dong gdi lap thanh hai ban - Ching chi xudt xi hang héa (hai
ban).

- Don béo hiém 14p thanh hai ban, bao hiém theo didu khoan Marine
Institute Cargo Clauses (All Risks}), cong bao hiém chién tranh va dinh
cong, ndi loan va bao déng dan sy cho tong tri gia CIF cong thém 10%,
chiing minh viéc chd hang t Singapore tdi Tokyo : 50 18 xack ¢ . phu ni
diing theo don dat hang cija ngudi mua s6 345 ngay 24-10-1993.

Chd hang ning phén : khéng cho phép. Chuyén ti : cAm.

SO hiéu va ngay, thang tin dung thu va tén clia ngan hang phat hanh tin
dung thu phéi duge trich dan trén tat ¢a héi phiéu.

Marina Bank Ltd. Tokyo dam bao khéng hiy ngang la sé chip nhan
thanh toan tat cd hoi phiéu duoc ky phat ding theo cac didu khoan ctia tin
dung thu nay.

_ Van thu chuyén nhugng nay dugc thue hién can a tap quan va phuong
thite thue hanh thong nhét vé tin dung thu c6 kém ching tit (ban tu chinh
nim 1983) cia Phong Thuong mai Quéc té, Paris, 4n ban 400.

Tran trong
(ky tén)
WAH BANK LTD., Singapore
Terminology Study

By order (B/0O) of . theo lénh cia.
For account (A/C) of : do (mdt ngudi ndo dd) chiu phi.
Infavor of (IFO) : ngudi thu hudng 1a.
Hereby : theo déy. ’
Documentary Credit (D/0) : tin dung thu co kém chimg t.
Available : hién co, c6 gia tri.

Payment against presentation of documents : khi xuat trinh chimg t
thi dugc thanh toan.

Draft at sight (A/S) : héi phiéu tra ngay.
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Usance draft: héi phiéu tra cham.

To draw on : ky phat doi tién.

To make out : lam thanh.

P/L (packing list) : phiéu ddéng goi.

I/P {insurance policy) : don bao hiém.

C/0 (certificate of origin) : chting chi xuit x1t hang héa.
To evidence : cmimg minh.

To honor : chap nhan, thanh toan.

To undertake : ¢dm bao.

In compliance with : lam dung theo, pht hop vdi.
To be subject to: phai chiu, phai 1é thudc vao.
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Letter of Guarantee

Heller financial, Inc.

505 North Brand Boulevard
Glendale, California 91203-1903
US.A '

Gentlemen:

In consideration of your continuing extension of credit to our banking
client (name of Vietham trading company) (the “Purchaser™), arising from
merchandise sales by your factoring client(name of U.S trading company)
(the “Seller™), we, the undersigned Guarantor, hereby guaranty Purchaser’s
payment at maturity of suchamounts as shall be validly owing to you, from
time to time, for merchandise hereafter sold by Seller to Purchaser in
accordance with Purchaser’s purchase orders and specifications thereof.
This guaranty and liability hereunder is without deduction by reason of
set-off, defense or counterclaim of Purchaser, and is separate, direct and
unconditional and may from time to time or at any time be enforced
against us without any requirement that you first resort to Purchaser or
to any other right, remedy or security.

Our aggregate liability under this guaranty, at any time, and from time
to time, shall not exceed (amount of guarantee), and accordingly the total
payments to be made by us after the date hereof under this guaranty shall
in no event exceed that sum.

This is a continuing guaranty intended to cover any number of
merchandise sales by Seller to Purchaser during the term hereof. This
guaranty shall continue in force notwithstanding any change in the form
of such indebtedness or renewals or extensions granted by you.

1f Purchaser fails to make payment, you must furnish us with copies of
the unpaid Invoices and make written demand onus for payment within
thirty (30) days after maturity of the Invoice, but not later than on the
expiry date of this guaranty. We as Guarantor will effect payment without
any delay other than necessary for us to satisfy ourselves that the
conditions specified in this guarantee have been complied with, but not
later than ten (10) working days from the receipt by us of documentation
as set out ahove.
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This guaranty shall expire on (date of expiny). This guaranty and
undertaking shallbe governed inall respects by the (furisdiction)}laws and
shall remain in full force until the liability is extinguished.

In witness whereof, the undersigned has executed this Guaranty and
hereunder set its hand and respective corporate seal this...... day of.......
1995.

(Name of Vietnam Bank)

(Address)

(Address)

Terminology study

Letter of guarantee : thut bao lanh (néu con ng khong tra, nguai bao -
Janh - guarantor - moi ra).

. This letter of guarantee is subject to the Vietnamese legislation on
banking. ( Thu bao lanh nay bi chi phéi boi luat 1¢ vé ngan hang cla Viét
Nam).

Factoring : viéc trung gian mua lai cac tai khoan sé thu (accounts
receivable).

- In this letter of guarantee, the Vietnamese bank is the guarantor, the
Vietnamese trading company is the guaranteed, the U.S trading compatty
is the factoring client and Heller Financial Inc. is the factor. (Trong thubao
lanh nay, ngan hang Vi¢t Nam langudibaolanh, cong ty mau dich ViétNam
1a ngudi duoec bao lanh, cong ty mau dich My 1a khach hang ban tai khoan

g& thu, Heller Financial ]a ngudi trung gian mua cac tai khoan sé thu).

Set-off : tai Khoén bi tich bién do thiéu na.

Date of expiry : ngdy man han hiéu Iyc (cua thu bao lanh).

Counterclaim : phan 16, kién nguoc.
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What is a Eurodollar deposit ¢

A Eurodollar deposit is a dollar deposit in a bank outside the United
States. The depositors may be, for example, foreign manufactures who
have exported goods to the United States and obtained paymentin dollars.
Or they may be American residents who have withdraw funds from their
own accounts in the United States and placed them in a foreign bank,
generally but not always to obtain a higher interest return thanis available
in the United States on savings account deposits, the purchase of
certificates of deposit, treasury bills, commercial paper, or the like. Except
for an insignificant amount, dollar deposits in foreign banks are not
demand deposit liabilities of those banks. They are deposits for a
specified time period and bearing a stated yeild. The period of the deposit
may be for as short a time as overnight. But Eurodollars are typically not
an immediate payment medium ; one cannot generally write a check
against a Eurodollar account. To be used to make payments a Eurodollar
account must usually first be converted into a deposit with a bank located
in the United States, it must become a normal dollar demand deposit.
Investing in a Furodollar account is therefore more like placing funds in
a savings account or buying a certificate of deposit than like opening a
checking account.

Terminology study

Eurodollar : ddng d6-1a chau Au, dong do-la ky thac tai mot ngan hang
bén ngoai nudc My.

To deposit : ky thac, gii tién.

Deposti : sy ky thac, tién ky thac, tién ky quy.

Depositor . ngudi ky thac.

- A great number of depositors have withdraw funds from their
accounts to buy treasury bills the interest rate of which is higher than the
current deposit rate. (Nhidu ngudi ky thac da mit tién khai tai khoan dé mua
cong khd phiéu ma 1ai suét cao hon 1ai suat ky thac).
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Demand deposit account : tai khoan ky thac hoat kv.
Time deposit document : tai khoan ky thac dinh ky.
Certificate of deposit : chung chi ky thac.

Savings deposit account : tai khoan ky thac tiét kiém.
Checking account : tai khoan chi phiéu.

- Time deposit accounts bear higher interest rate than demand deposit
accounts. (Tai khoan ky thac dinh ky c61ai suét cao hon tai khoan ky thac
hoat ky).

Commercial paper - thuong phiéu, ching ti thuong mai.

- Our bank is prepared to negotiate all kinds of commercial papers
including bills of exchange. (Ngan hang ching t6i san sang thuong hrong
cac loai chimg tit thuong mai, bao gom cé héi phiéu).

Overnight, onite, O/N: ky thac gua deém, ky thac trén thi trudng tién té
ngin han trong vong 24 tiéng.

LIBOR : London Interbank Offered Rate: 14i suét cho vay gitta cacngan
hang tai thi truong tién té Luén Don.

- The onite LIBOR of today 3-1/16 Pct p.a. (Lai suit onite LIBOR ngay
hom nay 1a 3-1/16 phan tram/nam).

p.a. {per annum) : m6i nam.

Immediate payments medium : phiong tién dting dé thanh toan ngay.

- The snag with a Eurodollar deposit is that it is not an immediate
payments medium. (Bat tién cia viéc ky thac bing déng dé-la chau Au 1
n6 khong phai 1a mot phuong tién dung dé thanh toan ngay).

To convert : hoan chuyén (1t ddng tieén ndy sang dong tién khac).

. Please convert for JPY 10,000,000 from our A/C with yourselves into
U/SD and then remit the proceeds to our UsD A/C with 5.C.B/Singapore.
(Xin vui 1ong hodn chuyén 10 triéu yen Nhat tt tai khoan cua chung toi tai
Quy ngén hang thanh d6-la My, sau do xin chuyén s6 tién dd-la My nay vao
tai khoan do6-1a My ciia chung toi tai standard Chartered Bank/Singapore).
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Establishment and maintenance of
correspondent bank relations

As a consequence of its liquidity management functions, it is also the
function of the Treasury Department to establish and maintain
correspondent bank relationships, both foreign and local banks. Initially,
the thrust should be with foreign correspondent banks to accelerate the
development of international trade. Local correspondent banks will be
established later in areas where the bank will not be able or find it
uneconomical to establish a branch.

The first foreign correspondent banks to be established will follow the
direction of international transactions so it will be with banks in countries
with transactions with Vietnam, Depository accounts should be opened
with these banks and transactions in foreign currencies will be coursed
with these banks. Over time when credibility has been established, credit
relations may be started for payments of Letters of Credit and other
payments,

Reciprocal relations should be the objective of correspondent
relationships. The maintenance of good correspondent relationship is a
product of mutual trust and confidence. Knowing the capability of each
other and not taking advantage of the relationships will lead to a long and
lasting profitable relationship. This is also the task of the Treasury
Department and this means making sure that adequate balances are
maintained in correspondent accounts to meet maturing obligations and
pavments.

Terminology Study
Correspondent bank relationship : quan hé ngan hang dai ly.

- The establishment of correspondent bank relationships is one of the
main functions of the Treasury Department. (Viéc thiét 14p cac quan hé
nganhang dailylamot trong nhitng chitc nang chinh cia PhongNgan quy).

Liquidity : khd ndng tién mat hodic cac khoin cé thé chuyén ngay thanh
tién mat khi cin thiét.
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- There would be a run at commericial banks if their liquidity ran short,
(Néu kha nang tién mit can kiét, rat cd thé c6 su dé x6 rit tién tai cac ngan
hang thwrong mai).

Credit relations : cac quan hé tin dung.

- Where there is credibility, there are credit relations. (Noi dau ¢6 1ong
tin, noi dé c6 quan hé 1in dung).

Mutual trust and confidence : sy tin nhiém va tin tudng lin nhau.

- Letters of Credit are typical example for mutual trust and confidence.
(Tin dung thu 1a mot thi du dién hinh cho sy tin nhiém va tin tudng 13n
nhau).

To take advantage of : 1gi dung

- Be carefully ! He simply takes advantage of the L/C opened in his favor
to borrow money from our bank. As far as I know, he has no financial
capacity. (Hay cdn than. Ong ta chi 1¢i dung tin dung thue mé cho éng ta
dé cdt vay tién & ngan hang cia ta ma théi. Theo t6i biét, 6ng ta khéng c6
kha ning tai chinh nao).

Profitable relationship : mdi twong quan cé lgi.

- We do hope that this would be a relationship on a mutually profitable
basis. (Chung 61 hy vong day s& 1a mot méi tuong quan trén co sd hai bén
cung co lgi).
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Types of credits

We have already discussed sight and usance credits (based on the
tenor of the draft) and clean and secured credits (determined by who
controls the merchandise). Now we will consider several other factors

Straight credits

Straight Credits are those where the opening bank authorizes a
second bank to accept and pay under the terms of the L/C.

This satisfies the needs of either the small, lesser - known opening
bank in strengthening its L/C by having a larger, well - known bank as
paying bank or for any type of opening bank in facilitating payment
under its L/C in a foreign currency. The monetary unit stipulated in the
L/C to be drawn under the draft is that of the designated paying bank.

A confirmed credit, as discussed previously, is most often a Straight
Credit. The confirming bank promises to provide the necessary currency
stipulated in the L/C.

Negotiation credit

Negotiation Credits are those where that opening bank does not
restrict the seller from negotiating his draft at any one bank named in
the credit. Negotiation Credits have a particular advantage to the seller
when the drafts are to drawn in a currency other than his own. The seller
armed with a Negotiation 1/C and satisfying documents can negotiate
his drafts at the bank which offers him the best exchange rate.

Revocable credits

A revocable L/C is one where the contracting parties may revoke or
amend the L/C upon notification to the exporter. There is no credit
security, as the exporter has no choice in the matter. These L/C’s are few
and far - between, and many banks refuse to deal in them,

Irrevocable L/C

An irrevocable L/C is such that, once it is opened, neither the buyer
nor his opening bank can alter its terms and conditions without the
consent of all parties including the beneficiary. This means that the
opening bank will have to stand by its commitments which cannot be
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"altered without the seller's approval. This provides him with as much
credit security as would be indicated in the international standing of the
opening bank and/or paying bank. The commercial letter of credit will
invariably be irrevocable in nature.

Red - clause L/C

A red-clause credit is an L/C which provides clean advances that may
be made to the beneficiary prior to his formal presentation of the
requisite documents. The red-clause enables the beneficiary to draw
cash prior to shipment. Such an L/C is most often utilized by buyer’s
agents. They will use the money to purchase goods for the buyer.

The negotiating bank making the advances to the beneficiary relies
only upon the L/C as its guaranty for reimbursement. The opening bank
for a red-clause L/C undertakes to reimburse all such advances whether
or not the beneficiary ever presents documents and finalizes his
obligations under the L/C. For such reasons, the red-clause credit is only
opened for beneficiaries of the highest credit standing.

Periodic L/C

A letter of credit which rolls over its commitment regarding both the
amount of the credit and the length of stipulated time intervals is
considered periodic. Generally, the periodic letter of credit allows
drawings up to a specified amount during a specified interval of time,
after which the full amount of the L/C may be reinstated. A typical
L/C would allow a beneficiary to draw up to USD 1,000 each calendar
month. The specific conditions will be clearly stated in the L/C. Periodic
credits will always specify an expiration date. This type of credit is often
used when the account party wants to order a large quantity of goods
but desires periodic shipments of the total because of lack of warehousing
or sales facilities. Cumulative periodic L/C’s allow unused amounts
during one period to be carried forward to the next. More typically, the
periodic L/C is non-cumulative allowing only that amount specified for
a given period to be drawn during that period. No carry forwards of
unused portions are allowed.

Revelving Credits
A revolving credit will allow for reinstatement of availments under
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certain conditions so that although the total amount outstanding at
any time is fixed, the aggregate amount available during the life of a
credit is not necessarily limited. Such an instrument might allow
drawings of up te USD.5,000 - for any 30 days period. Thus, 30 days after
a drawing, the availment would be reinstated. The revolving L/C will, of
course, be issued with an expiration date. This credit is used when a
client knows he will need a credit that will have a total amount larger
than that the bank will open.

Back-to-back Credits

It may be necessary for an exporter who is the beneficiary of a
confirmed irrevocable 1./C to purchase the conguired merchandise from
a domestic company in order to make the shipment. However, he may he
unable to pay for the merchandise until paid by the importer, and the
domestic company may be unwilling to grant him sufficient credit.

In such a case, the exporter may request the confirming bank to issue
a domestic irrevocable L/C in favor of the local supplier, this new L/C
being merely a projection of the original L/C. The bank would minimize
its risk by requiring the beneficiary of the new L/C the same documents
(with the exception of the invoices) it would require the exporter to
satisfy the prime crdit. When making payment against the new L/C, the
bank would substitute the domestic supplier’s invoices by the exporter
invoices, and reimburse itself from the original L/C, the difference
between the two sets of invoices being the exporter’s profit.

This method of financing an exporter against the backing of an
L/C is called a back-to-back commercial credit operation.

Terminology study

Straight credit : tin dung thu dich danh. Tin dung thu ma trong dé
ngin hang md tin dung thu Uy quyén dich danh mot ngin hang khac
chip nhan va tra tién theo cac didu khoan cia L/C.

- A confirmed L/C is regarded as a straight L/C because in this case, the
confirming bank promises to provide the currency stipulated in the L/C
and undertakes to pay under the terms of the L/C. {Tin dung thu xac nhin
dugc xem nhu tin dung thu dich danh vi trong trudng hgp nay, ngan
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hang xac nhin cam két cung cap loai ngoai té qui dinh trong L/C va cam
két thanh toan theo cac diéu khoan cia L/C).

Monetary unit : don vi tién té.

- The monetary unit of the EC is the ECU. The acronym of the
Vietnamese Dong is the VND. (Bon vi tién té clia Céng ddng Au chau -
European Community - }Ja dong ECU - European Currency Unit, don vi
tién t& Au chau. Chit viét tat cda dong Viét Nam 1a VND - Vietnamese
dong).

Negotiation credit : tin dung thu thuong lugng. Tin dung thu ma theo
do, ngudi ban sau khi gii hang, dwgc quyén xuét trinh b chiing tit hop
18 tai bat it ngin hang nao dang ap dung mot ty gia hdi doai cao nhat,
dé thuong lugng bé chimg tt hang xuat.

- Don't worry : As you are d regular customer of our bank, we will apply
the best exchange rate for the proceeds of this negotiation credit. (Xin dung
lo. Vi 6ng 1a than chu clia ngdn hang chung t6i, chung t6i sé ap dung
héi suét cao nhat cho khoén tién thu duoc thude tin dung thu thuong
lugng nay).

Revocable credit : tin dung thu hiy ngang.

To revoke : hiy bd.

To amend : sita déi, tu chinh (cac didu khoan cia tin dung thuw).

- In the case of a revolving L/C, we suggest that you open a revocable
L/C which allows you to revoke the L/C at any time you want if you find
out that the price of the imported goods Is disadvantageous for you and if
you want to stop the validity of the L/C. (D6i vdi tin dung tuan hoan,
chuing t6i dé nghi 6ng nén md mot tin dung thu' ¢6 thé iy bo ngang vi
éng c6 thé hiy bo bat at luc nao 6ng mudn néu dng thay gia hang nhap
bat lgi cho 6ng va ong mudn ngung hiéu luc cda tin dung thu).

Irrevocable L/C : tin dung thu khéng thé hiy ngang.

- An irrevocable L/C can be considered a bank guarantee because it
cannot be revoked by the buyer or his opening bank without the consent
of the beneﬁciary (Tin dung thu khong thé hiy ngang c6 thé xem nhu
mét gidy bao 1anh ngén hang vi ngudi mua hodc ngin hang md tin dung
thu khong thé ty dong hiy ngang né ma khong duoc sy déng v ciia ngudi
thu hudng). :



Tiéng Anh trong hoat déng kinh doanh - 42

To stand by (nghia trong bai) : thye hién, thi hanh.
To stand by a commitment : thi hanh mét cam két.

- The opening bank is liable to standing by its commitments stipulated
in the L/C. It cannot maintain that, in view of failure of payments from the
importer, it will not effect the payment to the exporter. (Ngan hang mé thu
tin dung phai thwc hién cac cam két cda minh nhu qui dinh trong tin
dung thw. N6 khéng thé 1ap luin 1a vi nha nhap khau khong tra tién nén
no khéng tra tién cho nha xuat khau).

Red-clause L/C: tin dung thu cé diéu khoan dé. Tin dung thit ma theo
d6, ngudi mua ung trudc mot khoan tién cho ngudi ban, thuong wy
10 % - 20 % tri gia L/C, d€ ngudi ban c6 didu kién mua hang xuit khiu.

- Vietnamese rice exporters should ask foreign importers to open
red-clause L/C’s in their favor so that they can have enough funds for
collecting rice for export. (Cac nha xut khau gao Viét Nam nén yéu ciu
cac nha nhap khiu nude ngodi mé L/C ¢6 didu khoan dé cho ho dé ho
c6 di tién mua hang xuir khau).

(Xin noi thém, vé hinh thic, sé di goi la L/C diéu khodn dé vi trong
L/C, doan ghi khodn tién iing trudc dugc viét bang muc do).

Clean advance : khodan tién tmg trudc ma ngudi ban khdi cin xuét
trinh ching to.

To present documents : xuat trinh chitng tur.
Presentation of documents : viéc xuat trinh chimg .

- The exporter must present a full set of shipping documents within the
validity of the L/C via the negotiating bank to the opening bank to claim
cover. (Nha xuit kh&u phai xuét trinh bo chig tit chuyén chd trong thdi
han hiéu Juc cia L/C, théng qua ngéin hang thiong lugng cho ngin hang
md tin dung thu d€ doi tién).

To undertake : cam két.

- In case of a red-clause L/C, the opening bank undertakes to reimburse
the negotiating bank for advances made by this bank by issuing a letter of
indemnity in favor of the negotiating bank. (Trong trudng hgp mot L/C
c6 diéu khoan dd, ngan hiang mé tin dung thu cam két hoan tra lai cac
khodn tién do ngan hang thuong lugng di dng trudc, bing cach phat
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hanh cho ngan hang thuong ligng mét gidy bao lanh ngan hang cho céac
khoan tién tng trudc).

Periodic L/C : tin dung thu dinh ky (méi dinh ky 1 thang, ngudi ban
giao tung phin mot s6 hang tri gid 1.000 USD cho dén lic man han
L/C. Sau d6, L/C ¢6 thé tai tuc mot hoic hai 1an tiy theo théa thuan, hoic
khdng tai tuc, moi diéu kién phai dugc ghi ré trong L/C).

Time interval : khodng thdi gian xdy ra dinh ky.

To carry forward to : mang sang.

Cumulative : c6 tich ldy, ¢6 doén lai cho chuyén sau.

Non-cumulative : khong co tich Iy, khdng ¢6 dén lai cho chuyén sau.

- Periodic L/C’s are suitable for any importers who lack warehousing
or sales facilities. (Tin dung thu dinh ky thich hgp cho nhitng nha nhap
khau nao thiéu kho chia hang hoac phuong tién thuan loi cho ban
budn). '

- This is a non-cumulative periodic L/C which prohibits unused portions
to be carried forward to the next shipment. (Day lamot L/C dinh ky khong
tich ldy, khong cho phép cac khodn chd thiéu ctia ky trude don lai d€ ché
trong chuyén sau).

To revolve : tuan hoan.

Revolving L/C ; tin dung thu tuan hoan {loai tin dung thu ma sau khi
nguoi thu hudng sit dung xong lai cé gia tri hidu lyc dé€ sit dung tiép.
CO gia tri bao nhiéu 14n mita phai dugc qui dinh ré trong L/C).

- Some commercial banks refuse to open revolving L/C’s because in this
case, their undertaking will be prolonged. (Nhiéu ngin hang thuong mai
tit khéng chdi md tin dung thu tuén hoan, vi trong trudng hop nay, cam
két cia cac ngan hang sé bi kéo dai).

- The revolving L/C is more propitious for the importer than for the
bank. (L/C tuin hoan thi thuan tién cho nha nhap khdu hon 1a cho ngan
hang).

Reinstatement : st 1dy lai, su phuc hoi.

Availment : su gia tri, sy hi¢u luc (@€ 1anh tién).

- The L/C issued in your favor will reinstate its availment the same
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amount 30 days after your drawing. (L/C md cho 6ng sé phuc hdi hiéu
lyc nhu cd véi cing mét sé tién, 30 ngay sau khi éng rit tidn).

" Back-to-back L/C : tin dung thw gidp lung (ngudi thu hudng L/C diu
tién khong phdi nha cung cip hang. Ong ta ding L/C nay dem t6i ngin
hang xac nhan dé xin md tiép mot L/C thit hai cho ngudi thyc su cung
cap hang cho nha nhap khau. Ong ta ngdi khéng an sai biét gia. Nhu vay
nguoi thu hudng L/C dau tién vita 1a nha_xuét khdu, vita 1a nha nhap
khéu va L./C déu tién duge dung nhu mét bing chimg bao dam dé khoi
ky quy khi md L/C gidp lung, nghia 14 dwa vao lung cda L/C nay dé md
mot L/C khac).

Domestic company : cong ty trong nudc.

Supplier : nha cung cap.

Projection of the original L/C : su lap lai, viét lai nguyén si cac didu
khoan nhu L/C gdc, L/C dau tién.

A short dialog

Client (C) : khach hang

Banker (B) : giAm d6c ngan hang

C: Sir, may I use this L/C as a security for opening a back-to-back
L/C ?(Thua éng, ti ¢6 thé dung L/C nay nhu mdt dam bdo dé md mot
L/C giap lung khéng 7).

B: Ch,why not ? It has been confirmed by our bank. (6, dugc chit. N6
da duge ngan hang chiing t6i xac nhan roi).

Who is the beneficiary, Sir ? (Nguoi thu hudng la ai, thua 6ng ?).

C: The beneficiary is a domestic supplier who is maintaining a current
A/C with your bank. (Ngudi thu hudng 1a mot nha cung cap trong nuédc
cling dang c6 mdt tai khoan vang lai tai quy nga hang).

B: Great! Would you please see Mr. Smith, the Manager of International
Banking Department. He will help you fill out the formalities. (T6t qua. Xin
6ng vui long gap ong Smith, Truéng phong dich vu ngan hang qudc té. Ong
4y sé giup ong dién cac thi tuc).

C: I'thank you, Sir. Good-bye. See you again, Sir. (T6i cam on ong. Tam
biét. Hen gap lai).
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Letter of indemnity
(ADVANCE PAYMENT GUARANTEE)

Dear Sirs :
You concluded a contract No.......... with Messrs ........... o) o R for the
supply of ............ at a price of ..ocvcevvrrieeene .

According to the terms of the contract you will make an advance
payment of ..., 10 MESSIS. e nrierreereeenrereeaenrianns .

As security for the possible claim for the refund of the advance
payment, in the event that the merchandise is not delivered in confirmity
with the terms of the contract, an indemnity by a bank shall be furnished.

At the request of MeSSIS ...cecrvrenns , we, the SAIGON BANK FOR
INDUSTRY AND TRADE, hereby irrevocably undertake to refund to you on
your first demand, irrespectively of the validity and the effects of the
above mentioned contract and waiving all rights of objection and defense
arising from said contract, the advance payment in the amount
Of e .

Uponreceipt of your written and duly signed request for payment and
your written confirmation that Messrs ............ , have failed to delivered
such merchandise as specified in the above mentioned contract.

For the purpose of identification, your request for payment and your
confirmation hereunder have to be presented to us through the interme-
diary of a first rate bank confirming that the signature thereon are binding
for your firm.

The amount of this indemnity will automatically be reduced propor-
tionally to the value of each part-shipment uponreceipt by us of aninvoice
copy, issued by Messrs.......... It expires, however, on......cc.coveuene infull and
automatically, if your written request for payment and your written
confirmation together with a first rate bank’s confirmation of your
signatures are not in our possession on or before that date.
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This letter of indemnity enters into force only after receipt by us of the
advance payment in favor of MeSsrs ..oevevcrerecorneeeseeenns .

This undertaking is governed by Vietnamese law, place of jurisdiction
is Ho Chi Minh City.

Yours very truly,
SAIGON BANK FOR INDUSTRY AND TRADE

GIAY BAO PAM

(Gidy bao 1anh ngan hang cho khoan tién ma nhap khiu da tng trudc
cho nha xuit khiu nhu trong trudng hgp tin dung thu c6 didu khodn
dé ma ta da nghién i trude day)

Thua Quy vi : (nha nhap khau)

Quy vi da ky hop doéng so .......... véi cong ty (nha xuat khau) ngay
............ dé cong ty ndy cung cap (tén va sé lugng hang hoa) vai gia (t8ng
gia tri 16 hang).

Can at vao diéu khoan cia hgp dong, Quy vi sé tmg trudce sb tién (sd
tién \ing trudc) cho Cong ty (én cong ty xuit khau).

Nham bao dam cho viéc khiéu nai co thé cd dé doi hoan lai sé tién
da ting trudc trong trudng hop hang hoa khong duge (nha xuit khiu)
giao cho Quy vi theo cac diéu khoan cia hop ddong, do vy phai cd mot
ngan hang bao dam.

Theo yéu ciu clia cong ty (tén nha xuit khau), ching t6i, Sai Gon
Cong Thuong Ngan hang, dam bao khéng hdy ngang la sé hoan lai cho
Quy vi ngay khi Quy vi truy doi 1an dau, khodn tién ma Quy vi da img
trudc 1a (ghi s6 tién tng trudc), bat ké hidu hyc va két qua cia hop dong
noi trén va viée nt khirde moi quyén phén khang va bao vé nay sinh tix
hop ddng, ngay khi chiing t6i nhan dugc tt Quy vi van ban yéu ciu dugc
ky tén hop 1é d€ doi lai khodn tién trén va vin thu cda Quy vi xac nhan
la cong ty (nha xult khiu) da khéng thé gii 16 hang di dit hoic da
khong giti hang nhu da qui dinh trong hgp ddng néi trén.

Nham muc dich nhan dang d¢ kiém tra,van thu yéu ciu hoan tidn va
vén thu xac nhan cia Quy vi phdi duge xuét trinh cho ching t6i thong
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qua trung gian cda mot ngan hang hang nhat xac nhan la chit ky trén
van thu cda Quy vi chinh 1a nhitng cht ky hitu quyeén, cé gia tri rang budc
d6i voi Quy cong ty.

sé tien dam bao ndy sé dugc w dfng giam xudng tuong ing vdi gia
tri cda mdi 16 hang chuyén timg phan, ngay khi ching t6i nhan dugc
mét ban hoa don do cong ty (nha xuét khdu) cap phat.

Tuy nhién, sy dam bao ctia chung t6i s€ hoan toan va tw dong hét hiéu
1UC VA0 NEAY wevereecnn. (do ngan hang dam bao dyta vao hgp dong sé ghi vao
cOt nay), néungay vao ngay nay hoac trude ngay nay, chung toi khong nhan
dugc trong tay van thu doi hoan tién va vin thu xac nhan cua Quy vi cing
véi xac nhan chit ky ciia mét ngan hang hang nhat.

Gidy ddm bao nay chi cé hiéu luc sau khi chiing t4i nhan dugc khoan
tidn ma Qui vi tng trudc cho cong ty (nha xuat khau).

Sy ddm bao nay do luat 1& Viét Nam chi phéi va noi co thdm quyén tai
phén 1a Thanh phd Ho Chi Minh.

Tran trong,
SAI GON CONG THUONG NGAN HANG

Terminology study

To indemnify : bdo dam, béi thuang.

Indemnity : su bao dam, su boi thudng.

- Sometimes the ship had arrived at the destination port before the
importer received the full set of shipping documents; in this case, If the
importer wants to receive the goods before hand, he may resort to a
banker’s letter of indemnity. (D6i luc tau da dén cang trudc khi nha nhap
khau nhan duoc bQ chimg ti chuyén - chg, trong trudng hop nay, néu
nha nhip khau mudn nhén hang trudc, dng ta ¢d thé nhd dén mot gidy
bao dam ngan hang).

Advance payment : 6 tién tng trudc.

To make an advance payment : ing trudc.

- As per the article 2(a) of this contract, you are lo make an advance
payment of up to 20% of the contractvailue, namely USD. 3,000.(Theo diéu
2(a) cia hop dong, Ong pha1 ung truoc 20% tri gid hop ddng, tic 3.000USD).
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Claim : sy khiéu nai.
To make a ciaim : khiéu nai.

- Any claim and/or dispute that may arise during the course of the
implementation of the contract must be first of all settled through mutual
arrangement. (Bat.citkhiéu nai hoic tranh chip, xéyra trong thoi gian thirc
hién hop dong, trudc hét phai duoc gidi quyét théng qua swdan xép giita
hai bén).

At the request of the : yéu ciu cia.

Upon request : ngay khi dugc yéu ciu,

- At the request of the eéxporter, we, the SAIGON BANK FOR INDUS TRY
AND TRADE, hereby issue this letter of indemnity in your favor. (Theo
yéu cau cta nha xuit khdu, chiing t5i, Sai Gon Cong thuong Ngan hang
theo day phat cho Quy éng gidy ddm béo nay).

Towaive: trb6, irkhudc (mot quydn loi, mdt khi€u nai, mét ddc quyén)
mot cach ty nguyén,

Waiver : sy tit bo, s tit khude,

- By this document, he has waived all rights of claim which he is legaily
entitled to enforce. (Bing van kién nay, 6ng ta da t b moi quydn khiéu
nai ma éng ta dugc quyén thue hién mgt cach hop phap).

Upon receipt : ngay khi nhin dugec.

- Upon receipt of your telex DD 24 JUL 93, we instructed BFC E/Paris to
pay you as per your request. (Ngay khi nhan dugc telex ctia Quy 6ng dé
ngay 24-7-93, chung t6i da chi thi BFCE/Paris thanh toan theo yéu ciu ciia
Quy 6ng).

Duly signed request for payment - gidly yéu ciu thanh toan phai duge
ky tén hop 18 véi chiy ky hitu quyén.

- Please note that your request for payment must be duly signed by
authorized signatories. (Xin vui 1ong ghi nhan 13 don yéu ciu thanh toan
cia quy vi phai dugce ky tén hop 18 béi nhing vi c6 chi ky hira quydn),

To present : xuit trinh (chitng ).

Presentation : sy xuit trinh,
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. The documents must be presented within the validity of the L/C.
(Chimg t¥ phai dugc xut trinh trong thoi han hiéu Iuc cia L/C).

Part-shipment, partial shipment : chd hing ting phin

- As per the terms of this L/C, part-shipment and TTR are not allowed.
(Theo cic diéu khodn cia thu tin dung nay, chd hang ting phan va thanh
toan bing cach chuyén tién bing dién trude khi nha nhap khiu nhan dugc
b6 chitng tit thi khong duoc phép).

To enter into force : cd higu luc

- This contract shall enter into force since the date of its signing. (Hgp
ddng nay sé c6 hiéu hyc ké tr ngay ky).

Place of jurisdiction : noi c6 thim quyén tai phan, xét .

- The pIace of jurisdiction must be clearly stated in the contract. (Noi co

thdm quyén tai phan phai duoc noi ré trong hop dong).
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Multibank holding companies

A multibank holding company is defined by law as one that controls
two or more banks. Multibank holding companies have existed since the
turn of the century and have developed primarily in states that limit or
prohibit branch banking. In essence, the same reasons that contributed to
the growth of branch banking has become a significant force on the
American banking scene, it has not developed without opposition. The
critics have pointed out that group banking tends to lessen competition,
is not sufficiently concerned with the needs of local communities, and is
asubterfuge employed to evade state banking law. Federal regulation was
introduced in 1933, but it proved relatively ineffective. Consequently,
additional legislation was enacted in 1956.

The Bank Holding Company Act of 1956 defines a holding company as
one that controls two or more banks by the ownership of 25 percent of the
voting shares or controls in any manner the election of a majority of the
directors of two or more banks. The law prohibits new acquisitions
outside the state of the holding company’s principal place of business,
unless the company is authorized to make the acquisition by the state in
which it is desired. An important provision of the 1956 act, with certain
exceptions, prohibits bank holding companies from owning voting shares
in nonbanking corporations and from acquiring such interests in the
future, Furthermore, they were given the choice of relinquishing all their
banking interests with the exception of a single bank or relinquishing their
nonbanking interests.

The Board of Governors of the Federal Reserve System is charged with
the responsibility of administering the Bank Holding Company Act and in
so doing supervises the formation and expansion of Bank Holding
Companies. Organizers of a holding company are required to have board
approval before a holding company is formed, before a company can
acquire over 5 percent of the voting stock of any bank, and before bank
holding companies can merge. The act sets forth the five factors that the
board is required to consider before granting approval of these actions :
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(i) The financial history and condition of the company or companies
and the banks concerned.

(ii) Their prospects.

(iii) The character of their management.

(iv) The convenience, needs, and welfare of the communities and
areas concerned.

(v) Whether the effect of the acquisition, merger, or consolidation
would be to expand the bank holding company system involved beyond
limits consistent with adequate and sound banking, the public interests,
and preservation of competition in the field of banking.

Terminology study

Holding company (or parent company) : cdng ty me.

Subsidiary company : cOng ty Con.

Multibank holding companies : cac cong ty me da ngén hang.

- The form of multibank holding companies is very widespread in the
United States of America. (Hinh thitc cac cong ty me da ngan hang thi rat
pho hién tai My).

Branch banking : nghiép vu ngan hang chi nhanh.

- The Bank for Foreign Trade of Vietnam (VCB)hasa Iot of branches over
the country, so its branch banking is very strong. (Ngin hiang Ngoai thuong
Viét Nam c6 nhiéu chi nhanh khép nudc, do dé, nghiép vu ngén hang chi
nhanh ctia né rat manh).

To lessen competition : lam gidm suir canh tranh.

- To lessen competition in @ market economy seems o be unacceptable.
(Lam gidm bot sy canh tranh trong mot nén kinh té thi truong dudng nhu
khéng thé chap nhan dugc).

Subterfuge : 1y 1& 4@ l4n tranh, trén tranh.

To evade : trén, 4n tranh ; To evade taxes : tron thué.

- Group banking is a subterfuge employed to evade state banking law.
{(Nghiépvu ngan hang theo tap doan chi la sumugn cd nhim l1an tranh luét
ngan hang tiéu bang).
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Ownership : quyén sd hiu.

Ownership of 20 percent of the voting shares : quyén s@ hitu 25 % c8
phin duoc quyén bau.

To acquire : thu d3z.

Acquisition : sy, quyén thi déc.

- Pursuant to the Law on Land, the right of land use is different from the
ownership of land. (Theo Luat Pat dai, quyén st dung dit thi khac véi
quyén s& hitu da).

- You acquire one thing before you possess it. (Ban thi déc mét vat trudc
khi ban sd hiu nad).

To relinquish : 1t bo.

Relinquishment : sy tit bo.

- He has uttered his determination of relinguishing his heirship. (Ong ta
di bay té quyét tam tit bé quyén thuta ké).

The federal Reserve System :hé théng du trit lién bang (twong ty Ngan
hang Nha nudc cda ta).

To merge : sap nhip, hop nhit (nhidu ngan hang thianh mot).

Merge : sy sap nhap, su hop nhat.

- Many credit co-ops can merge into one commercial Joint-stock bank.
(Nhiéu hgp tac xa tin dung c6 thé sap nhap thanh mét ngin hang thuong
mai c8 phan).
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Payments mechanism

Providing for a payments mechanism, or the transfer of funds, is one
of the important functions performed by commercial banks, and it is
increasing in importance as greater reliance is placed on the use of checks
and credit cards.

Most of the checks in the nation are cleared through the commercial
banking system. Checks drawn on and deposited in the same bank merely
transfer funds from one account to another. If only two banks are involved
in the same town, there is a direct exchange of checks. When several banks
are involved within the same city, a clearing-house arrangement is usually
employed. The process becomes abit more complicated, time consuming,
and expensive when checks are cleared betweenbanks located in different
parts of the country. Such clearings are often handled through the
correspondent banking system. Banks located on the West Coast, for
example, might send checks drawn on East Coast banks to banks in New
York City, which would in turn route the checks to the banks in their area
on which the checks were drawn. Checks may also be cleared through
regional banks of the Federal Reserve System in a manner similar to
clearings through the correspondent banking system. Less than half the
checks are cleared through the Federal Reserve System, and the dollar
amount is even less.

Banks have employed computers and other sophisticated equipment
to speed the clearing process, reduce costs, and improve accuracy. In
recent years considerable thought and research have been given to what
has become known as checkless banking or the checkless society, that is,
the use of some form of electronic transfer of funds that would eliminate
the banx check and most of the work attendant to it. Experiments have
already been made with a system thatwould involve placing a card similar
to a baik credit card into a terminal at a retail store. This would activate
compu:ers in banks throughout the nation and thus transfer funds from
the purchaser’s account the seller’s account. A forerunmer of this system
is the use of automated teller machines now installed by many banks,
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whereby a bank credit card can be used to withdraw cash from a
depositor's account, make deposits and loan payments, and transfer
funds between a depositor's saving and checking account.
Terminology study

Payments mechanism : co ché, ky thuat thanh toan.

- The current payments mechanism is so different from that of the
previous century. {K¥ thuat thanh toan hién gio rat khac véi thé ky trudc).

Transfer of funds : viéc chuyén ngan.

- Telegraphic transfer of funds is widespreadly used in the commercial
banking system, today. (Chuyén ngan bang dién duoc dung rong rai trong
hé thong ngan hang thuong mai hién nay).

To be cleared : duogc giao hoan, dugc bu tru.

- Most of the checks in the nation are cleared through the commercial
banking system. (Hau hét chi phiéu trong nudc duoc bu trit qua hé théng
ngin hang thuong mai).

To be drawn on : dugc ky phat doi tién .

- French exporters always request that drawfts be drawn on the L/C
opening bank. (Cac nha xuat khau Phap ludn doi héi cac hoi phiéu phai
duge ky phat ddi tién tai ngan hang md tin dung thu).

To transfer funds from one account to another : chuyén ngan tit tai
khoan nay dén tai khoan khac.

Clearinghouse (CH) : phong giao hoan.

- The acronym CHIPS means The Clearinghouse Interbank Payment
System, (Chitviét tit CHIPS c6 nghiala hé thong thanh toan lién ngan hang
théng qua phong giao hoan).

Time consuming : t6n nhidu théi gian, mat nhiéu thai gio.

- The process becomes a bit more complicated, time consuming and
expensive. (Tién trinh trd nén kha phitc tap, tén thi gid va tién bac hon).

The correspondent banking system : hé thong ngin hang dai ly.
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- The correspondent banking system plays a very important role in
international payment. (Hé thong ngan hang dai ly déng mot vai tro quan
trong trong thanh toén qudc té).

West Coast : bo bién phia Tay (nudc My).

East Coast ; bd bién phia Péng (nudc My).

The Federal Reserve System (FRS or FED): Hé théng Du trit Lién bang
titc Ngan hang Trung uong clia My.

_ The discount and interest rates adjustment must be made by the FED.
(Didu chinh 13i xudt va chiét khéu phai dugc thyc hién boi FED).

Computer : may dién toan. :

Personal computer (PC): may dién toan ca nhan.

Sophisticated equipment : trang thiét bj tinh vi.

- Banks have employed computers and other sophisticated equipment
to speed the clearing process. (Cac ngan hang da st dung may dién toan
va cac trang thiét bi tinh vi khac nhim thic ddy tién trinh giao hoan).

Checklees banking, checkless society: nghiép vungan hang khong dung
déen chi phieu.

- Checkless banking or the checkless society is the use some form of
electronic transfer of funds. (Nghiép vu ngan hang khong dung chi phiéu
14 viéc st dung hinh thuc chuyén ngan bang dién ta).

Terminal at a retail store: may dién toan dugc ndimang dit tai cida hiéu
ban 1é.

Automated teller machines (ATM) : may ngan quy t dong hoa.

- ATM’s are now installed by many banks. (Biy gid nhiéu ngin hang
lap dat ATM).

Loan payment : thanh toan tién vay.

Depositor : ngudi gui tién, ngudi ky thac tién.

- Thousands of depositors have had a run at commercial banks to
withdraw money because the deposit interest rate is lower than that of
bond rate. (Hang ngan ngum gui tién da d6 xo rit tién tai cac ngin hang
thwong mai vi lat suét tién gii thap hon lai sudt tin phleu)
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Interest rates

In the absence of government intervention or restrictions, the
difference in the interest rates of different countries would be the major
factor determining the value of one currency against another. Certainly.
it is true that countries with high interest rates tend to attract fundg
frominvestors whose countries offer lowerrates. Investmentsin countries
with high interest rates are in demand-investors earn an attractive rate
of return (through the interest rate) and the higher rate in turn further
boosts the currency, so that an investor also wins by holding an asset
in a strong currency.

Recent examples of countries that operate with high interest rates
include the US, New Zealand and Australia. The US in the early 1980s
caused the largest disruption of modern times to exchange rates with
high interest rates that were necessary to finance the government debt,
Investors were quick to desert their own currencies and invest in USD
interest-bearing financial instruments. The rise in the value of the USD
compared with other currencies was due to the high interest rates, these
peaked in 1981 at 21 per cent for three-month eurodollars hut held above
9 per cent until 1984, Investors appeared to ignore other disturbing
factors about the US economy, such as its large domestic budget deficit
and deteriorating current account.

Terminology study

Interest rate : 1di sult.

Deposit interest rate : 13i suit ky théc.

Loan interest rate : 1di suit cho vay.

Discount interest rate : 13i suét chiét khéu.

- Only the Central Bank has the right to readjust interest rates. (Chi c6
Ngan hang Trung uong c6 quydn didu chinh lai suét).

- Deposit interest rates have recently been raised for the Government
wanls to attract more savings from the public. (Gin day lai suit ky thac
dugc day 1én cao vi Nha nude muén 16i cudn nhiéu tién tiét kiém hon nita
tt dan chiing).
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Intervention . s\t can thiép.

Restriction : sy han ché, sy khong ché (¢ mitc nao do).

- Loan interest rates must be always restricted at a sustainable level
which is acceptable to producers. (Lii suat cho vay phai dugc luén luén

khéng ché & mét mitc 6 thé chiu dung dugce, cd thé chip nhan dugc dbi
Vi cac nha san xudt).

- By posing restrictions to deposit interest rates, the Government hardly
attracts more savings. (Bng cachkhéng ché 1ai suit tién giti, Nha nude kho
long ma thu hut thém tién tiét kiém).

To boost : nang lén, tang gia.

- The higher rate boosts the currency. (Li sult cao lam ting gia ddng
tien). '

To finance : tai trg.

Financing : su tai trg, khoan tién tai tro.

- Wewill finance your project witha condition thatyou mustuse your self-
financing properly. (Chiing t6i sé tai trg cho du an cia quy ng vai diéu kién
1a quy 6ng phai sit dung khoan tién t ¢6 mdt cach hop 1§).

Interest-bearing : ¢6 sinh 1ai.

Non-remunerated : khéng sinh 1ai.

- Thisis an interest-bearing account. (Day la mot tai khoan c6 hudnglai).

- Current accounts are non-remunerated. {Tai khoan vang lai thi khong
c6 lai).

To be due to: boivi, do.

- Therise inthevalue of the USD compared with other currencies was due
to the high interest rates. (Viéc gia ting gia tri dong d6 la My so vdi cac ddng
tién khac 1a do 14i suat cao).

Budget deficit : sy thim thiing ngan sach.

Budget surplus : su thang du ngéan sach.

- For the first time the United States saw a budget deficitin 1981.(LAndau
tién nudc My ching kién mét su thim thuing ngan s&ch vao nam 1981).
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Factors offec’ring floating exchange
rates

Exchange rates are influenced by a number of factors, particularly
chief economic indicators such as inflation and interest rates, a
country’s bhalance of payments, fiscal and monetary policies and
government attitudes to intervention. Speculators can influence currency
movements. Wars and elections can affect the way a currency trades.
Last, but far from least, is that intangible and indefinable influence
known as market sentiment. Emotional factors can influence exchange
rate movement, often to an extent that defies rational explanation. Any
occurrence that generates uncertainly affects exchange rates.

A striking feature of foreign exchange markets that baffles observers
is the market’s tendency to focus on short-term influences and to mark
the currency up or down accordingly, while ignoring longer-term
fundamentals. Rightly or wrongly, this has a dramatic effect on
exchange rates. For example, a July 1985 rumour that the Australian
federal treasurer, Paul Keating, was about to resign sent the $A reeling.
The rumour was unfounded and the currency swiftly recovered ground.

Markets over-react to news, so that currencies are pushed too far, or
“overshoot”. This was evident in February 1989 when, following the
announcement of a disappointingly high inflation rate and a
disconcertingly bad trade performance, the government indicated that
the $A shout fall rather than maintain its then high level, which was felt
to be fuelling the overly-robust demand for imports. Market reaction,
plus central bank intervention, brought the $A down by nine per cent
over the course of a week.

Terminology study
To affect : &nh hudng dén, tic dong dén.

- The recent rise of deposzt interest rate has affected the volume of
savings deposits. (Vlec lai suat tién gui gia ting gan day da anh huéng
dén khéi lugng tidn gii tiée kiém).
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Floating exchange rate : ty gia troi ndi theo thi truong, ty gia tha néi.

- Please effect the payment as per floating exchange rate at the point of
payment. (Xin thanh toan theo ty gia thi trudng vao thai diém thanh
toan).

Intangible and indefinable influence : tac dong vo hinh, khéng dinh
nghia dugc.

Market sentiment : cam tinh thi trudng.

- Last but far from least, is that intangible and indefinable influence
known as market sentiment. (Sau rot nhung khong kém quan trong la tac
do6ng vo hinh va khéng dinh nghia dugc, chinh la cai cam tinh thi trudng).

To baffle : 1am réi, 1am lac hudng.

- The fluctuation of forex rates has baffled cambists. (Su bién dong ty
gia hoi doai da lam réi nhing ngudi mua ban ngoai t@).

Unfounded : vo can cit, khong c6 co sd.

. The rumour was unfounded and the currency swiftly recovered
ground. (Tin dbn 1a vé can cit va dong tién nhanh chong 14y lai vi tri cia
nd).

Central bank intervention : su can thiép cia ngan hang trung uong.

- With the central bank intervention, the Australian dollar has been
brought down by 9 percent. (VOi sif can thiép cta ngan hang trung uwong,
ddng dd-la Uc da dugc kéo xudng khodng 9 %).
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Review questions

Xin quy vi dgc gia trong gidi ngan hang tra 161 cic cau hdi 6n sau day.
Quy vi 6 thé kiém tra lai cu trd 181 cia minh véi cau tra 10i ding dudc ghi
phia dudi mbi cau hai.

1. Money market instruments consist of (cac ¢éng cu thi trudng tién
& gdm c6) :

a) all short-term debt instruments.

b} all short-term debt instruments issued by deposit intermediaries.

¢) all short-term direct and indirect debt instruments.

d) all short-term, highly liquid, large-denomination debt instruments.

Answer : (d).

2. Negotiable certificates of deposit (NCD) are liquid because (ching chi
ky thac c6 thé thuong lugng duge thi luu hoat vi) :

a) a deposit intermediary promises to redeem the deposit upon
demand.

b) a deposit intermediary promises to redeem the deposit upon 24-
hour notice.

¢) there is a secondary market for these deposits,
d) their maximum maturity is 2 weeks.
Answer : (c).

3. A bank must maintain adequate liquidity (mét ngan hang phai duy
tri dd thanh khodn d8) :

a) to meet the loan demand of customers and to minimize loan
default.

b) to expand transaction deposits whenever there is a deficiency of
secondary reserves,

¢) to meet loan demand and outflow of deposits.
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d) to meet the currency requests of depositors and the conversion of
loans into secondary reserves.

Answer : (c).

4. A bank is insolvent when (m6t ngan hang méit kha nang chi tra
khi) :

a} deposit liabilities exceed owners’ equity.

b) owners’ equity exceeds deposit liabilities.

¢) total assets exceed owners’ equity.

d) total liabilities exceed total assets.

Answer : (d).

5. When the spot and forward DM/USD exchange rates are the same
and interest rates are higher inthe United States than in West Germany (khi
1y gia spot va ky han gita ddng mark Dic va dong d6-la My bing nhau
nhung 141 sudt & MV cao hon 14i suét 6 Tay D thi):

a) it is more profitable to invest in the United States than West
Germany.

b} it is more profitable to invest in West Germany than the United
States.

¢) there is no difference in the return from investing in West Germany
or the United States because of the interest rate parity theorem.

d) there is no difference in the return from investing in West Germany
or the United States because of the purchasing-power theorem.

Answer : (a).
6. Eurodollar deposits are (ky thac bing dong dé-la chiu Auld):
a) Federal Reserve notes held by European banks.

b) dollar-denominated deposits located in banks throughout the
world.

¢} dollar-denominated deposits located in banks outside the United
States.
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d) European-owned deposits in the United States.
Answer : (¢).

7. Domestic monetary policy likely to have a greater impact on the
domestic economy when (chinh sach tién té trong nudc cé thé anh hudng
to 1dmn hon dén nén kinh té trong nudc khi) :

a) exchange rates are fixed.

: ; b) a country is on a gold standard.

¢) a country is on a gold exchange standard.
d) exchange rates fluctuate freely.

Answer : (d).

8. Under the Bretton Woods System, a country with a permanent
balance-of-payments deficit would (theo hé théng Bretton Woods, mdt
| \ nudc ludn ludn ¢é can cin chi phé thaim thing, sé) :

1 a) devalue the international value of its currency.

X b) appreciate the international value of its currency.

¢) decrease its domestic money supply.

d) increase its domestic money supply.

Answer : (a).

Q. Interest return is (tién 1ai mang lai trong cho vay 13) :

a) the sum received in lending to a deficit spending unit.

b) the bond’s yield to maturity.

¢) the present value of the annual flow of interest payments.

d) the coupon rate of interest.

Aswer : {a).

10. The interest return on a discounted money market instrument is.
(tidn 13i mang lai trén mot cdng cu thi trudng tién té chiét khau 1a) :

a) the difference between the par value of the obligation and its
purchase price.




63 - Tiéng Anh trong hoat déng kinh doanh

b) the coupon rate of interest times the par value of the obligation.

c) the present value of the annual flow of interest payments.

d) the coupon rate of interest.

Answer : (a).

11. Which of the following money market instruments has the highest
annualized vield ? (cong cu thi ruong tién té nao trong cac cong cu sau
day mang lai l¢i titc hang nam cao nhat ?) :

a) A USD. 1 million 91- day treasury bill selling for USD 985,000

b) A USD. I million 182 - day treasury bill selling for USD 985,000

¢) A USD. I million 91 - day treasury bill selling for USD 980,000

d) A USD. I million 182 - day treasury bill selling for USD 980,000

Answer : (C).

12. The yield to maturity on a long - term bond is (1gi tc mang lai téi
ngay d4o han trén mot tin phiéu 1a) :

a) the annual interest return plus the discounted par value of the
obligation.

b) the rate of discount that equates the present value of the annual
interest returns plus the par vaiue of the obligation with the current
price of the bond. ‘

¢) the rate of discount that equates the present value of the annual
interest returns plus the current price of the bond with the par value of
the obligation.

d) the rate of discount that equaies the present value of the annual
interest returns plus the discounted market price of the bond with the
current price of the bond.

Answer : (b).

13. When the market rate of interest rises (khi 1di suét thi trudng
tang) : '

a) a bond’s coupon rate of interest increases, so that the bond offers
a competitive yield.
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b} the market price of the bond falls, to bring the bond’s vield into line
with the current market rate.

¢) the market price of the bond increases, to bring the bond’s yield
into line with the current market rate.

d) there is no change in the coupon rate of interest but the par vaiue
of the obligation decreases.

Answer : (h).
14. Which of the following events will result in a higher nominal rate

of interest ? (bién c6 nao trong cac bién ¢6 sau déy sé mang téi hau qua
la lai suat danh nghia sé cao hon 7):

a) there is a decrease in the federal deficit, ceteris paribus (cac yéu
td khéc khong thay dai).

b) there is an increase in household saving, ceteris paribus.

c) there is a decrease in.wealth holders’ demand for money, ceteris
paribus.

d) a higher rate of inflation is expected, ceteris paribus.

Answer : (d).

15. Tax-exempt bonds (cic tin phiéu mién thué) :

a) usually offer the investor a higher pretax yield than taxable bonds.
b) are issued by the federal, state, and local governments.

c) are exempt from the federal income taxes.

d) are exempt from all state and local income taxes.

Answer : (c).
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Currencies

Convertibles : those actively dealt in interbank markets on either
global or local scale. There are three main geographic areas of conver-
tibles - US (comprising USD and CAD), European (involving currencies of
Western Furope) and Asian area (including jPY, HKD, 5GD and MYR). The
governments of these countries allow unregulated purchases or sales, and
the amounts of money exchanged in the interbank market are very large.

Semi-convertibles : those that can be bought or sold only through the
local central bank at predetermined rates of exchange. Largely Third
World currencies. Transactions are limited to documented commercial
deals.

Non-convertibles : those whose circulation is restricted by local
authorities. The exchange rate js artificially pegged usually at a much
higher level than the black market (or parallel market) rate which
inevitably develops. Most Eastern European countries fall into this
category.

Hard currency: A strong currency that is well supported by reserves,
in demand in world markets and therefore fairly easy to convert into
another currency. Usually currency of a country with large exchange
reserves and a surplus in its balance of payments. The exchange rate of
such currency is a likely candidate for upvatuation.

Soft currency: traditionally one not used as a “reserve currency” and
would not be in demand in world markets because of its falling value, e.g.
peso, ringgit. Usually currency of a country with low exchange reserves
and a deficit in the balance of payments. The exchange rate of such
currency is a likely candidate for devaluation.

Exotics : currency that is not widely traded in world markets or used
as a common settlement CurTency e.g. Fijian dollar, PNG kina.

Terminology study
Convertibles : dong tién c6 thé chuyén dai.
To convert : chuyén doi.

Conversion : su chuyén doi.
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- Please convert USD 50,000 into FRF as per the floating raie at the boint
of conversion. (Xin vui long chuyén di 50.000 USD ra dong FRF theo ty
gia thi truong vao thoi diém chuyén dai).

Semi-convertibles : dong tién ban chuyén déi.

- The Vietnamese dong can be considered a semi-convertible.(Ddng Viét
Nam ¢6 th€ dugc xem nhw mét dong tién ban chuyén dgi).

Non-convertibles : dong tién khong thé chuyén déi.

- A non-convertible cannot be used as an international settlement
currency. (Dong tién khong thé chuyén déi khéng thé dugc ding lam
déng tién thanh toan quéc té).

Hard currency : dong tién cimg, déng tién manh.

- The USD is used by many countries as a reserve currency because it
Is a hard currency. (Déng USD dugc nhiéu nudc dung nhw déng tidn du
tri¥ vi no6 12 mét dong tién manh).

Soft currency : déng tién mém, déng tidn yéu.

- The ringgit of Malaysia is a convertible currency bua; it is not used as
a reserve currency because it is a soft currency. (Pong ringgit cda
Malaysia la m6t dong tién chuyén d6i nmmg né khéng duoc ding 1am
dong tién du trit vi n6 1a dong tidn yéu).

Exotics : d6ng tién khong théng dung.

- The Fijian doilar, the Papua New Guinea kina are the exotics which are
not widely traded in world markets or used as common settletnent
currencies. (D6ng do-la Fiji, déng kina cta Papua New Guinea la nhing
déng tién khong thong dung, khéng dugc mua ban rong rai trén thj
truong thé gidi hodc khéng duge dung lam dong tién thanh toan théng
dung).

Deficit in the balance of payments : tham thung trong can can chi phe.

Surplus in the balance of payments - thang du trong can can chi phé.

Interbank market : thi truémg lién ngan hang.

Geographic area : khu viyc dia 1y.

To peg : kém giix.

To restrict : khdng ché.

Black market : thi truong chg den.

Parallel market : thi trudng song hanh.
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Credit risk

Whenever a bank makes a loan, there is a risk the loan will not be
repaid.

Whenever a bank makes a foreign exchange contract, it faces a risk,
however small, that the counterparty will not perform according to the
terms of the contract. In both cases, thereis a credit risk, althoughin the
foreign exchange case no extension of “credit” is intended.

To limit credit risk, a careful evaluation of the credit-worthiness of
the customer is essential. And just as no bank can lend unlimited
amounts to a single customer, no bank would want to trade unlimited
amounts of foreign exchange with one counterparty.

Credit risk exists because a bank’s counterparty may be unable or
unwilling to fulfill its contractual obligations. That happens most
blatantly when a corporate customer enters bankruptcy, a bank’s
counterparty is declared insolvent, or foreign exchange controls prohibit
payment. In any foreign exchange transaction, each counterparty agrees
to deliver a certain amount of currency to the other on a particular date.
Fvery contract is immediately folded into the bank’s foreign exchange
book. In balancing its trading position, a bank counts on that contract
being carried out. If the contract is not performed, then the bank’s
position is suddenly unbalanced, and the bank is exposed to any
changes in exchange rates since the contract was originated. To put
itself in the same position it would have been in had the contract been
performed, a bank must arrange a new transaction. worse, the new
transaction may have to be arranged at an adverse exchange rate. Since
the trustee for a bankrupt company may perform according to the terms
of those contracts which are advantageous to the company but disclaim
those contracts which are disadvantageous, any losses to the bank may
never be recouped.

Terminology study -
Credit risk : rii ro tin dung.

- In banking operations, credit risk is inevitable but we must know how



Tiéng Anh trong hoat déng kinh doanh - 68

to control it. (Trong nghiép vu ngan hang, rii ro tin dyng thi khéng thé
tranh khoi nhung chiing ta phai biét cach thite kiém soat su rii ro dé).

To make a loan : cho vay.

- Taking deposits ar d then making loans are the rwo main functions of
a commercial bank. (Nh@n ky thac va cho vay la hai chite ning chinh clia
mot ngan hang thitong mai).

Counterparty : bén déi tac.

- As a counterparty in a banking transaction, we should be shrewd but
not cunning. (Vdi te cach mot bén ddi tac, trong mét cudc giao dich ngin
hang, chiing ta nén khén ngoan sic sdo nhung khéng duge ma gido),

To limit credit risk : han ché nii ro tin dung.

- To limit credit risk, a careful evaluation of the credit-worthiness of the
customer is essential. (Nhdm han ché nii ro tin dung, viéc danh gia c4n
than nutc d§ dang tin nhiém ctia khach hang 1a hét sic cin thié).

Contractual obligations : nghia vu hop dong, nhitng rang budc trong
hop dong.

- Breach of contractual obligations is also another form of credit risk.
(Viéc vi pham nghia vu hop dong cting 1a mét dang riii ro tin dung khac).

Corporate customers : khach hang cong ty.

- When a bank’s corporate customer goes bankrupt, the bank will incur
a big credit loss. (Khi mot khach hang céng ty cia mét ngdn hang bi pha
sdn, ngan hang do sé chju mét tdn that tin dung réat 1dm).

Adverse exchange rate : ty gia bat lgi.

- Worse, the new transaction may have to be arranged at an adverse
exchange rate. (Té hai hon, cudc giao dich mdi co thé sé phai duoc dan
xép véi mot ty gia bat 1oi).

To disclaim : tit b6, khéng nhan.

To recoup : boi thudng, bu ddp nhimg cai di mat,

- Any losses to the bank may never recouped. (Bt o\t nhitng t&n that
nao cho ngéin hang c6 1& khong bao gid bu dap lai dugc).
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Bills received for collection

Colletion items are both clean and documentary bills remitted by a
bank, firm or an individual to a bank for collection of the amount of the
bill. Clean collection items might include personal checks, sight drafts,
bills of exchange, or other similar documents for obtaining payment of
money. Documentary collections are bills with documents attached to be
delivered against payment or acceptance. These documentary bills may
actually have been covered by the Bank’ s own Letter of Credit. However,
due to discrepancies in the documents, the negotiating bank refused to
negotiate and simply sent the bill for collection.

The key parties to a collection transaction are as follows :

Customer : Collection items originating from bank customers who
write personal checks, draw drafts, or present items for which they are
pavees.

Remitting bank : This is the bank to which the customer entrusts his
collection items. This bank merely transmits the items to one of its own
branches or to a correspondent for collection. The remitting bank may
choose to advance its customer cash against eventual collection ;
however, this is an extension of credit by the bank since the bank will
not be reimbursed until the item is ultimately honored.

Collecting bank : The bank to which the remitting bank sends its
collectionitemis the collecting bank. This will be abank or a correspondent
in the same country as the drawee of the collection item. In the cas= of
personal checks it may well be the drawee bank itself.

Drawee : This will be the bank or business firm on whom the check
is written or the draft is drawn. The collecting bank must contact the
drawer and present the collection items for payment or acceptance.

Thrse are the parties involved in the collection process. The Bank will
deal with collection items from two points of view : as the rimitting bank
and as the collecting bank.
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Terminology study
Clean collection items - cac khoan nhd thu khéng kém chimmg t.

- Clean collection items ng ht include personal checks, sight drafts, bills
of exchange, or other similar documents for obtaining payment of money.
(Cac khoan nhé thu khéng kém chimmg ot c6 thé bao gém cac hébi phiéu
ca nhén, cac héi phiéu thanh toan ngay, cac hdi phiéu, hoic cac ching
i twong tw khac gui nhe thu cét d€ duge thanh toan tién).

Documentary collections : cac khoan nhg thu ¢0 kém chuing .

- This is a documentary L/C whose draft must be attached with the
documentary stated in the L/C. (Day 1a mot tin dung thu c6 kém chitg
tit ma hoi phiéu phai dugce dinh kém cac chang nix liét ké trong L/C) when
the customer entrusts the collection draft (khi khach hang nh¢ thu héi
phiéu).

Remitting bank : ngin hang chuyén chiing t¥ nho thu.

- This bank merely transmits the items to one of its own branches or to
a correspondent for collection. (Ngan hang nay chi viéc chuyén cac khoan
nho thu toi mét trong nhing ngan hang chi nhanh ctia ng hoac t&1 mot
ngan hang dai Iy dé nho thu ngari).

- In the case of personal checks, the collecting bank may will be the
drawee bank itself. (Irong trudng hop chi phiéu ca nhan, ngan hang thu
ngén chinh la ngan hang phai tra tién).

Drawee bank : ngan hang tra tién.

- The collecting bank must contact the drawee bank and present the
collection items for payment or acceptance (Ngan hang thu ngan phai
tiép xic véi ngan hang tra tién dé xuat trinh cac khoin nha thu dé duwogc
thanh toan hoac dé€ duac chip nhan).
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The obligations of the collecting

bank

The bank, acting as collecting bank, receives clean items and
documentary items. Some are 0 be presented for payment, others for
acceptance. What are the obligations of the collecting bank ?

The International Chamber of Commerce has drawn up a uniform set
of rules for the collection of commercial paper. These rules are followed
in most of the world’s trading countries. They set out the basic
responsibilities of all parties involved. The primary responsibility of the
collecting bank is twofolds : 1) to follow the instructions of the remitting
bank, and 2) to present the collection item to the drawee promptly.

The remitting bank must cover all colletion items sent with a letter
of instriictions. This will :

a. Name the drawee and give his full address.
b. Instruct the collecting bank to present for payment or for acceptance.

¢. Give reimbursement instructions. will the collecting bank remit
funds directly or througi a third bank 7

d. In case of non-payment/acceptance, give full protest instructions.
When will protest be made ? How will it be advised ?
Also,

e. Disposition of the merchandise. Will same be stored and
insured ? If so, for whose account ?

The collecting bank will follow these instructions and make prompt
presentationto the drawee. However, the coileting bank is not responsible
for any delays, loss, or mutilation in transit of any messages, documents,
etc. These risks are borne by the original customer.

Terminology study
Letter of instruction : van thu chi thi.
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- The letter of instructions must cover all the details related to the
reimbursement, protest and also disposition of the merchandise in case of
non-payment/acceptance, (Van thu chi thi phai ghi ddy da cac chi tiét
lién quan dén viéc tra tién, chimg nhan viéc khéng tra tién/khéng ching
nhan héi phiéu va xit 1¥ hang hoa trong truong hgp héi phiéu khéng
duoc thanh toén hodc khong duge chip nhan).

Protest instructions : cac chi thi lién quan dén viéc ching nhan ring
hoéi phiéu da khéng dugc tra tién hodc khéng dugc chip nhan.

- The protest instructions must cover such details as when the protest
will be made and how it will be advised. (Cac chi thi lién quan dén viéc phan
khang khéng trd tién hoac khéng chap nhan hdi phiéu phai ghi 6 cac chi
tiét nhu khi nao thi thue hién viée phan khang va cach thire théng bao viéc
ching nhén sy phan khang d6).

Disposition of the merchandise : viéc xit 1y hang hoa (khi hdi phiéu
khéng dugc tra tien hoidc khong dugc chip nhan).

- The instructions concerning the disposition of the merchandise nmust
include such details as whether or not the merchandise will be stored and
insured and who will bear such charges. (Chi thi lién quan dén viéc xit ly
hang hoa phai bao gdm cac chi tiét nhu hang hoa phai duoc chia vao kho
va ¢6 dugc béo hi€m khong va ai sé chju nhitng chi phi dé).

To make prompt presentation : xuit trinh ngay tc khéc.

- The collecting bank will follow these instructions and make prompt
presentation to the drawee, (Ngin hang thu ngan sé tuan theo cac chi thi
nay va xuat trinh ching t ngay tic khic cho ngan hang tra tidn).

To mutilate : cit xén bot.
Mutilation : viéc cét xén bdt, bé bot.
- The collecting bank is not reponsible for any mutilation in transit of

any documents. (Ngén hang thu ngan khong chiu trach nhiém viéc cit
xén bét, bé bot nao trong hic chuyén chimg t).
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Principles of documentary
verification

For you as the beneficiary it is important to know that the bank may
only effect payment against documents conforming to the requirements
of the credit in every respect. The bank cannot decide whether an
irregularity in the documents is important or irrelevant. It is also not in
a position to decide no matters which only an expert in that field can
correctly evaluate. The bank has orly to examine the documents to
ensure that they conform to the terms and conditions of the credit.

Verification of the documents generally includes checking the
following points :

1. Completeness.

o Conformity with all the terms of the credit.

3. Consistency of the documents with each other.

4.Compliance with the UCP of the International Chamber of Commerce.

General points

1. Is the credit still valid and have the shipment dates been adhered
to?

2. Are the documents all present in the prescribed form and
number ? Can they be presented at the bank within the prescribed period
after the issue date of the transport document ? If no such condition is
stipulated in the credit, a period of 21 days is valid according to Art. 47
UcCP.

3. Are the data in the documents consistent with each other?

4. Are the attestation and legalization procedures completed?

5. Have, contrary to the terms of the credit, part-shipments or partial
utilizations been effected ?

Terminology study
Documentary verification : vi€c kiém tra lai chimg t.

To verify : kiém tra lai.
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- After having verified the documents, if discrepancies are found, the
issuing bank must hold the documents pending further instructions from
the importer and/or from the negotiating bank. (Sau khi kiém tra lai
ching ¥, néu co sai biét, ngan hang md tin dung thu phai gitt lai chiing
tY, chd chi thi thém cia nha nhip khiu hodc cla ngin hang thuong
lvong chning tw).

To conform to : phu hop vdi, dung v theo.
Conformity : su phu hgp, ding v theo.

- We undertake to effect payment in your favor in the currency stated
in the L/C if the documents to be presented conform to the terms and
conditions of the credit. (Chung t6i cam két thuc hién vide thanh toan cho
quy ong bing dong tién qui dinh trong tin dung thu néu cac chimg
s& xuat trinh phi hop voi cac didu khoan cda tin dung thu).

Complete (adj) : day du, hoan toan.

Completeness (n) : sit day du, hoan toan (khong thiéu mét loai chimg
i nao trong bd chirng .

Incompleteness : sy thiéu, khong diy du.

- We regret to advise you that we could not effect payment as per your
instruction due to incompleteness of your set of documents. Please be
advised that the C/0O was not included in the documents as per the
requirements of our L/C. (Chuing t6i rét tiéc bao quy 6ng r6 1a chiing tai
da khéng thé thanh toén theo yéu cAu cda quy éng do b6 chimg ti cua
quy 6ng khong day du. Ching t cia quy éng da khéng cé ching chi
xudt xit hang héa theo doi héi cda tin dung thu).

Consistency of the documents with each other : su phu hop sé liéu gitta
cac chung tit voi nhau.

- Please be advised that one discrepancy has been found in vour
documents : the amount of the invoice is Inconsistent with that of the draft.
{Xin bao quy 6ng la c6 mot sai biét trong b chimg ti : sé tidn trén hoa
don khac vai s tién trén hdi phiéu).

To comply with : tuin theo, lam duing theo.
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In compliance with : dung theo.

UCP (Uniform customs and practice for documentary credits) : cac tap
quan va phuong thike thue hanh théng nhat vé cac tin dung thu c6 kem
chung ta.

- This L/C is opened in compliance with the UCP ICC Publication No. 500

{Revision 1993). (Tin dung thu nay dugc md dung theo UCP, an ban s
500 cia Phong Thuong mai qudc té, ban tu chinh nam 1993).

Prescribed form and number : hinh thic va s6 lugng qui dinh.

- The documents must be subject to the prescribed from and number.
(Cac chimg tit phai dugc thyc hién theo hinh thitc va s6 luong qui dinh).

Attestation and legalization procedures : cac thu tc chung nhan va
cong chung.

- Unobservance of the attestation and legalization procedures stated in
the L/C may result in non-payment. (Viéc khong tuan thid cac thd ¢
chung nhan va cdng chuing not 16 trong L/C c6 thé dua dén viéc khong
thanh toan tién).
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General remarks on documentary
collection

A documentary collection can be defined as the collection of a sum
due from a buyer by a bank against delivery of certain documents. The
bank acting as trustee and intermediary between exporter and importer
presents documents - by order of the exporter - which are proof of the
actual delivery of a product or service rendered and in exchange receives
payment of the amount owed or obtain acceptance of a bill of exchange.

The basis of the execution of documentary collections is provided by
the Uniform Rules for Collections (URC) drafted by the International
Chamber of Commerce in Paris (ICC) and approved by the banks. They
regulate the main rights and duties of the parties with regard to the
documentary collection. These rules and provisions, however, are only
binding if they do not contradict any other agreements which have been
expressly concluded, or any national, federal or local legislation and/or
stipulation which take priority.

The liability of the banks with respect to the handling of documentary
collection orders is restricted mainly to the forwarding and releasing of
documents against payment or acceptance.

Contrary to documentary credits the bank does not assume any
responsibility if the buyerdoes not want or is unable to meet his payment
obligation. According to URC (Art. 1), the banks have to act in good faith
and exercise reasonable care, but assume no liability or responsibility for
consequences arising from Acts of God, delays or losses in transit of any
messages, letters or documents insofar as these are not dute to negligence
on the part of the banks (URC Art. 3/4/5).

The documentary collection offers, in comparision with an open
accourtt, considerably more security for the seller, but not to the same
extent as a documentary credit.

Terminology study
Documentary collection : thu ngan c6 kém ching .
- With regard to the documentary collection, the bank does not assume
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anyresponsibility if the buyer does notwant orisunable tomeet his payment
obligation. (Pdi véi viec nhd thu ngan co kém theo chithg n¥, ngan hang
khong chiu trach nhiém nao hét néu nguoi mua khong mudn hoadc khong
¢6 kha ning dap ung nghia vu thanh toan).

A sum due from a buyer: mdt s6 tién ma ngudi mua con ng.

A sum due to a seller: mdt sd tién con thiéu nguol ban.

- A documentary collection means the collection of a sum due from a
buyer by a bark against delivery of certain documents. (Thu ngan co kém
ching tt c6 nghia 1a ngan hang thu hd mot 56 tidén ma ngudi mua con ng
ngudl ban, déng thoi chuyén giao cho ngudi mua mot s6 cming t nao dé
(néu nguei mua thanh toan).

URC (Uniform rules for collections): cac nguyén tic théng nhit vé thu
ngan ho.

- For further information, please consult the URC, ICC Publication
No. 322. (Néu ¢6 thic méc gi nita, xin vui long tham khao URC, 4n ban so
322 ctia Phong Thudng mai quéc té).

To bind (bound / bound) : rang budc (cac bén ky két).

- To sign is to bind : but sa ga chét.

D/P (Documents against payment) : chi giao ching tit lanh hang cho
ngudi mua sau khi nguoi mua di thanh toan xong tién (trong trudng hop
héi phiéu A/S -At sight - thanh toan hoat ky).

D/A (Documents against acceptance): chi giao chung lanh hang cho
ngudi mua sau khi ngudi mua da ky két phu hop mat sau héi phiéu TD -
Time Draft - H6i phiéu tra cham, chap nhan thanh todn du tién hang vao
ngay dao han (at maturity).

To act in good faith : hanh dong ngay tinh.

- The bankisdischargedwithliability thankstoactingingood faith.(Ngan
hang dugc ri bd trach nhiém nhd hanh dong ngay tinh).

Act of God : truong hop bét kha khang (nhu bao, lut, dong dat...).

- The insurance policy does not cover acts of God. ®onbao hiém khong
6 bao hiém cac truong hop bat khd khang).

D/C(documentary credit) : tin dung thu ¢é kém ching .

- Almost all letters of credit are D/C's. (HAu hét cac tin dung thu la tin
dung thu co kém theo chimg ). 7

Open account : 1ai khoan md, thanh toan ghi so.

- Incompavisionwithan openaccount, the documentary collectionoffers
more security for the seller. (Néu so véi phuong thuc thanh toan ghi 56 thi
phuong thike thu ngén co kem chimg 1 vin dam béo hon cho ngudi ban).
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Regulation of commercial banking

What is the regulatory role of the following federal agencies : a)
Comptroller of the Currency, b) Federal Reserve System, and c) FDIC ?

a) The office of the Comptroller of the Currency was established
under the National Bank Act in 1863, its purpose was sup<i . sion of
nationally chartered commercial banks to ensure safe banking practices.
Its current regulatory responsibilities for nationally chartered commercial
banks include bank examinations, approval or disapproval of new
national bank charters, branches, and mergers, and enforcement of
operating regulations such as loan restrictions.

b) The Federal Reserve System, established in 1913, is responsible for
supervisory functions as well as monetary policy. Its supervisory
functions include bank examinations of all commercial banks which are
members of the Federal Reserve System, approval or disapproval of
branches and mergers, setting of reserve requirements for all deposit
intermediaries, and approval of the formation and acquisition of bank
holding companies.

¢) The FDIC was established in 1933 to insure bank deposits,
currently commercial bank deposits up to USD 100,000 - are insured.
Almost all commercial banks are insured by the FDIC and therefore come
under their supervision. The FDIC’s regulatory powers are similar to
those of the Comptroller of the Currency. To avoid duplication, the FDIC
supervises state-chartered banks that are not members of the Federal
Reserve System.

What is the purpose of a bank examination ?

Banks are examined to avert failure, Although bank examinationg
consist of examining the assets and liablities to detect embezzlement
and fraud, the principal focus of the bank €xamination is an evaluation
of the quality of the bank's loan portfolio. Loans viewed by the
examiners as probably uncollectible are required to be written off. In this
way, the bank is not allowed to carry worthless assets on its balance
sheet which would otherwise lead to an overstatement of owners’ equity
and a false impression of bank safety,
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Terminology study

Regulatory role : vai trd diéu hoa, diéu chinh.

- The regulatory role of the Central Bank with respect to commercial
banking operations is always essential. (Vai tro diéu hoa cia Ngan hang
]‘mng uone déi véi cac hoat dong ngan hang thuong mai thi ludn udn
t0i can thiét).

Comptroller of the Currency : Phong Tong kiém soat tién té.

Federal Reserve System (FED) : Hé thong Dy trit Lién bang.

iThe Federal Deposit Insurance Corporation(FDIC) : Lién doan Bao
hiém Ky thac Lién bang.

- To avoid duplication, the FDIC supervises state-chartered banks that
are not members of the FED. (Nhdm tranh sy tring lap, FDIC chi giam
sat cac ngin hang do chinh quyén tiéu bang cip phép, ma cac ngan hang
nay khéng phai l1a thanh vién cia FED).

Linforcement of operating regulations : vigc bat budc tuan thi cac luat
1é vé hoat dong ngédn hang.

- One of the current responsibilities of the Comptroller of the Currency
is the enforcement of operating regulations such as loan restrictions. (Mot
trong nhitng trach nhiém hién nay cla Phong Téng kiém soat tién té 1a
viéc bat tu§n thu cac luat 1é vé hoat dong ngan hang, chang han nhu
cac han che vé cho vay).

Failure ; su v& no, pha san (ngay tinh).

- Banks are examined to avert failure. (Cic ngin hang dugc thanh tra
nhdm ngdn ngua sy vi no).

Assets and liabilities : tich san va tiéu san.

- In a B/S,the assets and liabilities must be always exactly equaltoeach
other. (Trong mot bang cn ddi cong no, cac khoan tich san va cac khoan
tiéu san ludn ludn phai bang nhau).

Embezzlement : su thut két, dn cap cong quy.

Fraud : su gian tra, lira gat,

- In order to be employed, a treasurer must make a caution deposit to
avert embezzlement and fraud during time of service. (D€ dugc tuyén
dung, ngudi thu quy phai ky quy bao dam nhim ngin ngita sy thut két
va gian d6i trong thoi gian phuc vu).

Loan portfolio : danh sach cac khodn cho vay.

To write off : gat bo khoi s sach ké toan.

Overstatement : bao cao qua 16, qua su that.

Equity : vén it co, von c8 phan.
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How can | show creditworthiness 2

To evaluate your business' creditworthiness, the first step is to
review your past financial performance. You'll then need to examine
your business strengths and weaknesses, which will play a part in the
bank’s decision about your loan request. Some of those are :

Business weaknesses

- Fewer than three years in business.

- Past due taxes.

- Lack of profitability.

- Poor bookkeeping practices.

- Slow repayment to creditors.

- Inefficient paperwork procedures.

- Limited credit lines with suppliers.

Business strengths

- Profitability.

- Adequate cash flow.

- Sufficient collateral.

- Good record of receivables collection and inventory management.

- Well-written contracts for sales and services (prepared by an
attorney).

- Good accounting practices.

- Strong personal credit.

- Established track record of customer satisfaction.

How can I repay the loan ?

First and foremost, your banker wants you to be successful in getting
a loan and repaying it. So, as part of the loan application process, your
banker will work with you to design a repayment plan that complements

your projections for cash flow shortages. Together, you can create a
repayment plan that makes you both comfortable.
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However, because events do not always go exactly as planned, it is
important for you to develop a back-up plan to repay the loan. This plan
can take several forms.

* Rely on more than one sales contract.

* Liquidate other business or personal assets.

* purchase a certificate of deposit (CD) from the bank. The CD will
earn interest for you, and the term can usually be tied to the loan's
marturity.

in order to ensure a smooth working relationship with your banker,
you need to be willing to demonstrate a financial management capability
that is ideal for the bank. In other words, what is “ideal” for the bank
should be “real” for you.

Terminology study

Creditworthiness : su dang tin tudng, déng tin nhiém (trong tin dung).

- Creditworthiness always keeps the most important rolein banking.(Su
dang tin nhiém Juén ludn gift vai tro quan trong nhét trong nganh ngan
hang).

Financial performance : thanh tich tai chinh, viéc thuc hién vé tai
chinh.

- To evaluate your business’ creditworthiness, the first step is to review
your past financial performance. (Dé danh gia mc tin tudng cua doanh
nghiép quy vi, budc dAu tién 1a phai duyét lai thanh tich tai chinh vira
qua cua quy vi).

Strengths and weaknesses : nhing diém manh va nhing diém yéu.

. You should impartially examine the strengths and weaknesses of your
bank before you come up o a loan decision. (Quy vi nén danh gia thé
manh va thé yéu cia ngan hang mot cach vo tu trude khi quy vi quyét
dinh m6t khoan cho vay). :

Profitability : tinh c6 thé sinh 1ai, c6 thé mang lai l¢i nhuén.

- At last, the bank has gone bankrupt due to lack of profitability. (Cudi
cing ngan hang da bj pha ¢an vi thifu tinh sinh 1ai).

Crédit line : khoan tin dung.
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- The WB has just decided to provide Vietnam with a credit line of USD
100 mi for banking infrastructural improvement. (Ngin hang Thé gidi
vita quyét dinh c4p cho Viét Nam mdt khoan tin dung 100 triéu USD dé
cai tién co sd ha tang vé ngan hang).

Paperwork procedures : van dé thi tuc.

- It doesn’t matter, Sir. It's simply a matter of paperwork procedures.
(Viéc d6 khong thanh van dé, thua éng. bo chi don gian 1a van dé thd
tuc ma théi).

Cash flow : lwu lugng tién mat.

- Could you please show me the cash flow chart of your good bank ?
(Quy vi ¢6 thé vui long cho tdi xem biéu dd luu lugng tign mat cia quy
ngan hang ducgc khéng 7).

Collateral : vt thé chip, tai san thé chap (dé vay no).

- For you are a regular reliable customer of ours, we are prepared to
make a loan to you without collateral. (Vi 6ng la khach hang thudng
xuyén, dang tin cdy cia ching t6i, ching t6i sin sang cho 6ng vay ma
khoi cin thé chap).
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Balance of payments

Ideally, foreign exchange markets should be guided by the trend in
a country's balance of payments, rather than the month-to-month
movements, but in recent years the general fixation of the financial
markets with short-term barometers has included close monitoring of
the monthly balance of payments figures. Short-term currency reactions
to monthly announcements should be treated with caution, although
often, as is said in the markets, the trend is your friend.

The balance of payments consists of two accounts - current and
capital. The current account includes :

- Vigible trade (imports and exports of goods) ;

- Invisible trade (payments and receipts for services such shipping,
insurance and tourism) ;

- Private transfers such as remittances from migrant families, interest
and dividend payments ;

- Official transfers such as debtinterest and payments to international
organisations.

The capital account includes :

- Long-term capital flows (these, plus the current account balance,
are sometimes known as the *basic balance”) ;

. Short-term autonomous capital flows, excluding government
transactions for balance of payments purposes.

The combined current account and capital account are balanced -
total inflows must equal outflows - by changes in a country's reserves,
borrowing from (or lending to) international institutions, and foreign
currency borrowing (or lending) by the public sector.

Balances of payments interact among countries - one country's
surplus is equivalent to another's deficit or shortfall. A good example of
this was in the 1970s, when the counterpart to the vast surpluses of the
OPEC (oil-producing) countries was the accumulated deficits in the rest
of the world. As the OPEC surplus has declined, the corresponding
aggregate non - OPEC deficit has also fallen. Within the aggregate,
though, countries differ, for example japan has a large surplus and the
US a big deficit, each of which is equal to more than half of the less -
developed world's deficit. '

Because the current and capital accounts have to balance, a country
with a deficit on its current account must have a surplus on its capital
account (or vice versa). Countries which import more goods and services
than they export on their current account will have a surplus on their
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capital account. In Australia, most of this capital inflow is provided by
the private sector, mainly in the form of borrowings. Generally, a surplus
of imports over export and a deficit in a country's current account shows
up in a debased domestic currency.

The international debasing of currencies is not new. The practice
stretches back to the days when gold coins were used, when the currency
could be debased by melting the gold, adding other base metals and
producing new coins. The Romans used this method to “manufacture”
money and in due course it led to rampant inflation, unsuccessful price
controls, ineffectual laws about legal tender and a flight of gold and
silver out of the country to escape ancient Romes's tax collectors. The
modern approach includes large deficit financing, inflationary money
supply policies and general interference in the economic life of the
community.

Terminology study

Balance of payments : can can chi phé (b.o.p).

- Balance of payments is a statement identifying all financial transaction
of a country and its populatlon with the other nanons of the world. (Can
can chi pho 1a mét ban bao cao cho b1et tat ca giao du:h tai chinh cia
mot qudc gia va toan thé dan cia qudc gia d6 véi cac qudc gia khac trén
thé gidi).

Trend : khuynh hudng.

- The forecast of uptrend or downtrend of forex rates plays a very
important roIe in forergn currencies tradmg (Viéc du bao khuynh hudng
1én hodc xudng cia ty gia gitt mot vai tro rit quan trong trong viéc mua
ban ngoai té).

Current account ; tai khoan véang lai

- The current account includes : visible trade, invisible trade, private
transfers and official transfers (Tai khoan vang lai bao gom mau dich
hitu hinh, méu dich v hinh, chuyén ngin tu nhan va chuyén ngéan
chinh thi).

Capital account : tai khoan vén

- The capital account includes : long- -term cap:tal flows and short-term
autonomous capltal ﬂows (Tai khoan v6n bao gém hm legng von dai han
va lvu Iugng von ngén han ty quan).

Surplus : thang du.
Deficit : tham thuing.
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Foreign exchange risk management

Management of financial risk, to minimise the chance of losses
through exposure to movements in exchange rates, is part of the
operations of virtually all large companies - and many medium - to small
companties. Corporations become vulnerable to exchange rate exposures
as a side - effect of the normal course of their business. This represents
a fundamental difference between a bank and a corporatiens. In the case
of a bank, foreign exchange is likely to be a profit centre in its own right,
one of several areas of a treasury division which concentrates on trading
money and securities. Banks take a specific decision to ereate an
exposure, to mismatch and trade currencies, on their customers' or their
own behalf, to make a profit.

Banks

Banks are traders ; they are also corporations. In the context of
foreign exchange trading, most would be internationally operating
corporations with assets and liabilities in several currencies in addition
1o that of the home base. Foreign exchange risk - management for a bank
involves its activities as both trader and manager of risks (its own and
those of its clients), and its responsibilities as a corporation to protect
its balance sheet and capital. Any erosion of capital would undermine
a bank's capacity to write business in foreign exchange markets, thus
reducing its market share and potentially its profits.

Bank's risks in foreign exchange encompass market risk, credit risi
and operational risk. Being active, professional traders in foreign
exchange, banks are also exposed to settlement risk to a higher degree
than a corporation.

Market risk

Market risk includes liguidity risk, interest rate and currency risks,
‘and basis risk (applicable to those trading in futures, it is the difference
between the futures contract price and the physical market price).
Dealers should operate within suitable risk/reward guidelines laid
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down by their emplyyers, so that limits and responsibilites are clearly
defined.

Credit risk

The Bank for International Settlements’' proposals covering capital
adequacy provide a general approach towards safeguards against
potential losses stemming from credit default. Individual banks, though,
would still carry out their own assessments to protect against
counterparty risk. It is important, to avoid conflict of interest, that the
credit assessment process be separate from the treasury area.

Operational risk

This is an inevitable consequence of business. A first step towards
containing losses in this area is to indentify the likely sources of
problems, such as :

- Accurate processing of transactions ;
- Confirmation of deals ;

- Transfer of funds ;

- Receipt or delivery of securities ;

- Unauthorised trading.

Terminology study
Foreign exchange risk management : quan 1y rdi ro vé hoi doai.

- Foreign exchange risk management is part of the operations of all
large companies. (Quan Iy rii ro vé hdi doai 14 mét phan trong sb cac
nghiép vu cuia tat cd cac cong ty 16n).

Vulnerable to : cO thé bi ri ro, ¢ thé bi tdn thuong

- Corporations become vulnerable to exchange rate exposures as a side
- effect of the normal course of their business. (Cac cong ty c¢ thé bj rdi
ro vé cac giao dich v& ty gia nhu 1a mdt tac dong phu clda qua trinh hoat
dong théng thudng cia doanh nghiép).

Erosion of capital : sy hao mén ddng von
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- Any erosion of capital may bring about a reduction of market share
and profits. (B4t cd sy hao mon ddng vén nao déu cé thé mang dén mot
sy sit gidm vé thi phan va lgi nhuén).

Market risk : i ro vé thi trudng.

- Market risk includes liquidity risk, interest rate and currency risk and
basic rate. (RUi ro vé thi truong bao gbm riii ro vé thanh khodn, rii ro vé
ngoai té va 13i sudt va nii ro vé cd sd giao dich han ky).

Credit risk : Tii ro tin dung

- Accurate credit assessment may limit credit risk, (Viéc danh gia chinh
xac tin dung c6 thé han ché rii ro vé tin dung).

. Operational risk : i ro vé nghiép vu, vé hoat dong

- Operational risk is an inevitable consequence of business. (Rui ro
nghiép vu 1a mo6t hau qua khéng thé tranh khéi trong cong viéc lam an).

Accurate processing of transactions : xt 1y chinh xac céng viéc kinh
doanh.

Confirmation of deals : xac nhan cac giao dich.

Transfer of funds : viéc chuyén ngan.

Receipt or delivery of securities : nhin hoac giao chitg khoan.

Unauthorised trading : viéc mua ban khong dugc phép, khdéng duge
uy quyen.
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Soaring Yen pains receivers of
Tokyo's Aid

The yen's ascent to record levels is straining the finances of East Asia
governments that have borrowed heavily from Japan and now must pay
Tokyo back in a now more expensive currency.

Yen evenas Asian and Pacific nations beginmeeting Fridayin Indonesia
to map out increased cooperation, the issue threatens to sour relations
with Tokyo, which has bluntly rebuffed requests for relief.

East Asia has been the prime recipient of Japan’s soft-loan program,
which was signed to foster good relations with Tokyo, but which has
increasingly come to be seen as a new irritant. For Indonsia, Malaysia and
China, the hardest hit, the problem has vet to become critical, but
threatens to force a delay or cut back in domestic spending.

In private, some countries have repeatedly demanded relief or fresh
concessions from Tokyo but have received only rigid responses, They are
likely to raise the issue again in bilateral meetings with Japan at APEC, the
Asia-Pacific Economic Cooperation forum, where ministerial meetings
begin Friday in Bogor, Indonesia.

“We tried to renegotiate the loan in order to reduce slightly our debt
burden to Japan”, Prime Minister Mahathir bin Mohamad of Malaysia said
in a recent speech in Japan. But, he added, “We were not given even one
yven reduction”.

Japan, with $ 11,26 billion, was the world's biggest provider of
official development assistance in 1993. Most of the money is in yen-
based government loans and Asia, with more than 78 percent of the
total, is the biggest recipient. But while Japan's aid has helped lay the
groundwork for inflows of private capital that have been fueling the
region’s economic growth, the yen has more than doubled in value
against the dollar since the Plaza Accord of 1985 and has sadled many
countries with a heavier repayment burden than they planned for.
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Terminology study

Soft Ioan : su cho vay véi 1t suat thap.

- East Asia has been the prime recipient of Japan’s soft loan program.
(Dong A la nhitng nudc nhin dugc vién tro wu dai nim trong chudng
trinh cho vay nhe 1ai cia Nhat).

The Hardest Hit : nhitng nudc bi anh hudng nang né nhat.

- Indonesia, Malaysia and China are the hardest hit due to the soaring
yen. (Indonesia, Malaysia va Trung Quéc la nhitng nuGc bi anh hudng
nang né nhét do ddng yen dang ting gid manh).

Delay : hoan tra ng, cham tré trong viéc thanh toan ng.

- The problem threatens to force a delay or cut back in domestic
spending. (Van nan nay de doa bit budc phai hoan tra ng hodc cat giam
mitc chi tiéu trong nudc).

APEC (Asia-Pacific Economic Cooperation forum) : Dién dan hop tac
kinh & chau A-Thai Binh Duong.

- They are likely to raise the issue again in bilateral meetings with Japan
and APEC. (Ho c6 vé sé dat lai van dé néi trén trong cac budi hop song
phuong gitta Nhat va APEC).

Debt Burden : ganh ning ng nan.

- We tried to renegotiate the loan in order to reduce slightly our debi
burden to Japan. (Chung t6i da ) gang thuong thao lai khoan tién cho
vay nham giam bot ganh nang ng nin cia ching téi d6i véi Nhat).

Official Development Assistance (0.D.A) . vién trg phat trién chinh
thitc.

- Japan, with $ 11,26 billion, was the world’s blggest provider of O.D.A.
(Nhat Ban, voi 11,26 ti dé-la My, da 1a nudc cung cép vién trg phat trién
chinh thitc 16n nhit thé gici).

Yen-based : trén cg sO dong yen Nhat.

- Most of the money Is in yen-based government loans. (Phéin 10n s6 tién
duge vién trg dudi hinh thirc cac khoan cho vay chinh thitc trén co s¢
dong yen Nhat).
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Economic risk

Economic risk in foreign exchange is often not recognised, although
it occurs in many circumstances, For example, if costs rise in relation to
market prices for goods and services, a company loses volume or margin
or a mixture of both. Or, if there is a lack of demand for a product or
increased competition from a similar imported product, and costs
remain stable, again margin and/or volume must be lost. But financial
statements do not show lost sales, so the consequences of this kind of
risk are not regularly evaluated. Companies have to be alert to the chain
of consequences of economic events. For example, a collapse in the
domestic currency affects the building industry as it is likely to have an
adverse (upward) effect on interest rates and, theoretically, a downward
effect on new housing construction.

The structure of a country’'s economy is inevitably affected by
extreme fluctuation in the value of its currency. Take the case of a
commodities-based economy such as Australia : when demand for its
primary produce and minerals is high, the ensuing foreign exchange
inflow keeps the Australian dollar strong. Importing manufactured
goods is cheaper than manufacturing domestically, so Australian
manufacturing tends to be reduced. Low overseas demand for Australian
produce would depress the Australian dollar ; imports would thus
become more expensive, and this should lead to import subsitution and
a revival in domestic manufacturing industries.

A company’s economic risk is structural. It must be identified early
and managed over a long period, generally at board level. Given
sufficient time, a company can often alter its exposure to exchange risks
by changing its operations. For example, it may :

- alter its pricing policy ;
- change its sources of supply ;
- switch its funding onshore or offshore ; .

- relocate its production facilities ;
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- alter its product emphasis ;
- change its billing/paying currency.

It was apparent for some years, before it changed course in 1985, that
the Japanese yen was undervalued. (Many suspect this was due to
government influence.) The prudent Japanese manufacturers could see
that when the yen strengthened they would have trouble selling their
products, particularly in the US market.

Terminology study

Economic risk : mii ro kinh té.

- Economic risk in foreign exchange is often not recognised, although
it occurs in many circumstances. (Rii ro kinh té v& ngoai hoi thi thudng
khong ducc thita nhin mic du né xay ra trong rat nhiéu tinh huéng).

Financial statement : ban tudng trinh, bao cao tai chinh.

- Your financial statement as of 31 December 1994 must be included in
your control documents to be sent to us for the establishment of
correspondent banking relationship. (Bén tudng trinh tai chinh phai dugc
gui cung voi cac chu‘ng tit kiém soat cda quy dng cho ching toi dé thiét
Jap quan hé dai ly vé ngan hang).

Domestic currency : ndi té, tién trong nudc.

- A collapse in the domestic currency affects the building industry. (Mot
su sup do vé noi 1é sé tac dong dén nganh cong nghiép xay dung).

Upward effect : tac dong c6 khuynh hudng Ién.

- Downward effect : tac dong c6 khuynh huéng xudng.

- An upward effect on interest rates will theoretically bring about a
downward effect on new housmg construction. (Mot tac dong co6 khuynh
hudng 1én ve lai sudt thi vé phuong dién ly thuyét, sé mang dén mdt tac
dong co khuynh hudng giam vao nganh xdy dung madi nha cia).

A commodities-based econony : mot nén kinh té dua vao hang hoa, dat
cd sg trén thuong pham.
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What makes a good dealer

Like a skilled sportsperson, a good dealer, be it in foreign exchange
or money markets, must have lightning - quick responses. And the best
inboth fields have almost an intuition : they seem to see things moments
before they occur. A good dealer feels where the market is going ; he or
she senses a move or reaction 20 or 30 seconds ahead of the pack and
acts on that insight. It is an intangible quality but one that clearly marks
out the top dealers from the herd.

Trading in today's money and foreign exchange markets involves
more complex calculations than, say ten years ago. Forwards, swaps,
arbitrage and option trading are require a level of mathematical
aptitude that was not seen in the 1970s. So although the adage that a
good dealer is born rather than made might still hold true, an economics
degree is becoming an almost essential add - on to the instinctive skills.
That does not diminish the fact that it is the style of a person, rather
than his or her academic qualifications, that shapes a good dealer. No
amount of education can turn someone with the wrong personality into
a good dealer. Nor is there any shortcut or substitute for experience.

An effective dealer thrives on the pressure of the trading room. A
dealer who does not feel the pressure is likely to become arrogant and
careless. A dealer has to feel the heat, but be able to cope with it. Dealing
involves getting wounded from time to time, but the key to successful
dealing is the ability to sustain a wound and carry on, dodging further
onslaughts. Dealers cannot afford to dwell on past black moments ; they
have to be able to shrug them off, come back next day and start afresh.
They must learn from yesterday’s mistakes, but not allow them to cloud
today's judgment.

Dealers have to be seft - motivated. They have to be comfortable
working with figures, able to think on their feet and make quick

decisions, and cool under pressure - and they should have a sense of
humour (they need it often).
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Terminology study

Dealer : nhan vién giao dich, mua ban (chitng khoan hoac ngoai héi).

- The bank’s foreign exchange dealer can quote a rate for changing
traveller’s cheques. (Nhan vién giao dich ngoai hdi ciia ngan hang c6 thé
dinh ty gia dé déi cac chi phiéu du khach).

Intangible : (tai san) v6 hinh.

- A patent or a trade mark is an intangible asset. (Bing sang ché hoiic
nhan hiéu 1a mot tai san vo hinh).

Forward : giao dich han ky (k& tit thoi diém spot trd di).

Swap : ban gia spot rdi mua han ky hodc nguoc lai (nhdm tranh rii
ro).

Arbitrage : tai dinh ( dya vao sai biét gia d hai noi khac nhau, cliing
mot thoi diem).

Option : quyén chon (quyén chon mua, chon ban trong giac dich han
ky).

- Forwards, swaps, arbitrage and option trading all require a level of
mathematical aptitude that was not seen in the 1970s. {Mua ban dudi hinh
thitc quyén chon, tai dinh, ban spot rdi mua han ky hodc ngugc lai va han
ky, tit ca doi héi mét trinh d6 kha ning toan hoc ma ngudi ta khéng hé
théy trong nhitng ndm thudc thap nién 70).

To thrive : phat dat, thinh vugng, phat trién nhanh.

Trading room : phong mua ban, phong giao dich.

- An effective dealer thrives on the pressure of the trading room. (M6t
nhan vién giao dich cé hiéu qua phat trién nhanh chéng nhd vao ap hrc
cia phong giao dich).
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Some of the most common
discrepancies

1. Claused (unclean) bills of lading : transport document.

2. Charter party hill of lading.

3. No evidence of goods actually “shipped on board”.

4. Shipment made between ports other than those stated in the credit.
5. Goods shipped on deck.

6. Bill of lading (transport document) does not evidence whether
freight is paid or not.

7. Presentation of an insurance document of a type other than that
required by the credit.

8. Insurance risks covered not as specified in the credit.

9. Insurance cover expressed in a currency other than that of the
credit.

10. Under-insured.

11. Insurance not effective from the date on the transport document,
12, Document inconsistent with each other.

13. Description of goods on invoice differs from that in the credit.
14. Weights differ between documents.

15. The amounts shown on the invoice and bill of exchange differ.
16. Marks and numbers differ between documents.

17. Absence of documents called for in the credit,

18. Bill of exchange drawn on a wrong party.

19. Bill of exchange payable on an indeterminable date.

20. Bills of lading ( transport document), insurance document or bill
of exchange not endorsed correctly.
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21. Absence of signatures, where required, on documents presented.

22. Credit amount exceeded.

23. Credit expired.

24. Documents not presented in time.

25. Late shipment.

26. Short shipment.
Mot 56 sai biét thuong gdp nhdt trong bé chiing tir chuyén
cho

1. Cac van tai don c¢6 ghi chi : ching ti vin tai.

2. Van tai don thué tau.

3. Khéng ¢6 bing chitng 1a hang hoa da thuc su duge chd trén tau.

4. Chuyén hang duoc thuc hién tai cac cing khac véi cac cang duge
quy dinh trong tin dung thu.

5. Hang héa dugc chd trén boong.
6. Van tdi don (ching 1t van tai) khong chi ré 1a thiy cude da dugc
thanh toan rdi hay chua.

7. Xuat trinh mét loai chimg tir bao hiém, khac véi loai duoc quy dinh
trong tin dung thu.

8. Cac loai rii ro bao hiém khéng phai 1a loai quy dinh trong tin dung
thu.

9. Sb tien bao hiém dugc dién ta bing mét loai tién khac véi loai tidn
quy dinh trong tin dung thu.

10. $b tién dugc bdo hiém thap hon s tién dugc quy dinh.

11. Viéc bio hiém khong c6 hiéu luc k€ nit ngay ghi trén chimg tt vin
tai.

12. Cac chitng tit khéng phit hgp véi nhau.

13. Mo ta hang héa trén héa don khac voi moé ta hang héa ghi trong
tin dung thu.
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14. Trong luong hang hoa ghi trén cdc ching tt Khong phu hgp lan
nhau.

15. Sé tidn ghi trén hoa don khéc véi s6 tién ghi trén héi phiéu.

16. Déu hiéu va sb hiéu ghi trén cac chiing tit khong phu hop véi nhau.
17. Thiéu cac chimg t ma tin dung thu doi hoi.

18. HHi phiéu duge ky phat doi tién sai duong su.

19. Hbi phidu co thé duge thanh toan vao mét ngay thang khong thé
xac dinh dugc.

20. Céc van tai don (chitng titvan tai), ching tirbio hiém hodc héi phiéu
khéng dugc ky hau dung.

21. Thiéu cac chit ky dugc doi héi trén cac ching t xut trinh.

22. SO tién tin dung thu vuot qua.

23. Tin dung thu da man han hiéu lhec.

24. Cac chimg tir khong duge xut trinh ding han quy dinh.

25. Chd hang tré han.

26. Chd hang thiéu s6 luong quy dinh.
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Long-term factors affecting
capital flows

Besides fundamental economic realities, movemernts of capital are
influenced by political and human factors which can be summarised in
one word - Confidence.

In troubled times, capital seeks safety to the exclusion of other
factors. The concept of return cannot be thought of as being simply the
search for higher rates of interest but more basically the insurance that
capital is preserved. Whether the economy of countries is in good or bad
shape - and in today’s world, all the economies have a tendency to follow
similar trends - it is the fiscal and monetary policies of governmenits
which affect attention. It is perceived that the only effective way to
protect one's currency is not by artificially trying to prop it up in the
world’s markets, but by trying to put one’s house in order. Investors are
great believers in free markets and fiscal and monetary conservatism,
and will act accordingly.

It is unfortunate that too many politicians fail to understand
capital’s quest for security and worse, advocate short-term solutions
which ultimately prove disastrous; too often, trade or b/p problems lead
to “competitive devaluations” which are nothing more than attempts to
solve internal problems of low productivity and high inflation by
“beggar your neighbour” policies. Inversely governments have tried to
fight what they consider unwarranted depreciation of their own currency
through intervention, wasting away valuable reserves,

Terminology study
Capital flows : luu lugng von.
- Capital flows are influenced by political and human factors which can

be summarised in one word - Confidence. (Luu haong von bi tac dong bdi
cac yéu td con nguoi va chinh tri c6 thé tém tit bing mot chix : Iong tin).

To advocate : chi trudng.
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-Many politicians advocate short-term solutions which ultimately prove
disastrous, (Nhiéu chinh tri gia chu truong cac hién phap ngin han ma
sau rot cho thdy la rat tai hai).

Devaluation : si pha gia, sy danh sut gia (tién 1) (chui quan).

- Devaluation is the downward adjustment by monetary authorities in
the official exchange rate of a nation's currency in relation to a key
currency, such as the U.S dollard. (Su pha gia dong tién 1a cac cg guan
quyén Iyc ve tién té didu chinh xudng ty gia chinh thitc déng tidn trong
nudc, so voi mét loai ngoai té quan trong nhat, chang han so voi dong
do-la My).

Depreciation : si sut gia (khach quan).

- Depreciation is the decline in price of one currency relative to another
without market intervention by central banks. (Sy sut gia dong tién 1 gia
tri cia mot loai tién té giam xuéng 0 vOi mét loai ngoai té khac ma khéng
¢6 sy can thiép vao thi trirdng tién té clia cac ngin hang trung wong).

Reserves : khoan du .

- In the United States, the ratio of required reserves to deposits ranges
from 3 pct to 12 pct for transaction accounts and up to 3 pct for CDs.
(O My, 1y 1é du tr bat buge cho cic khoan ky thac 13 ¥ 3-12 % cho cac
tai khoan giao dich va t6i mirc 3 % cho cac chimg chi ky thac dinh ky).
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Options

An option is a contract that provides to its holder (buyer) the right
to purchase from or sell to the issuer (writer) a specified interest at a
designated price called the exercise price (striking price) for a given
period. Therefore, options contracts specify three conditions :

1. The property to be dilivered ;
2. The price of the property ; and

3. A specified period during which the right held by the buyer can be
exercised.

Options have standardized terms, including the exercise price and
the expiration time. This standardization makes it possible for buyers
or writers (sellers) of options to close out their positions by offsetting
sales and purchases. By selling an option with the same terms as the one
purchased, or buying an cpticn with the same terms as the one sold, an
investor can liquidate a position at any time.

Options can be a versatile investment vehicle for investors who
understand their risks and limitations. Strategies are not limited just to
buying, selling, and staying out of the market. Options allow investors
to tailor their positions to individual situations and be as conservative
or as speculative as they wish. An investor can reap the following
benefits from options :

1. Stock holdings can be protected from a decline in market price.
2. Income can be increased against current stock holdings.
3. A stock can be bought at a lower price.

4. An investor can benefit from a big market move without knowing
the direction of the move.

5. An investor can benefit from the rise or fall of a stock without
incurring the cost of actually buying or selling the stock.
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Terminology study

Option : quyén chon.

- Options contracts specify three conditions : (1) the property to be
delivered (2) the prize of the property, and (3) a specified period during
which the right hela by the buyer can be exercised. (Cac hgp dong quyén
chon quy dinh ré ba diéu kién: (1) tai sdn sé dugc chuyén giao (2) gia cia
tai san, va (3) thai gian duge quy dinh ré ma trong khodang thai gian do
guyen cia ngudi c6 thé dugce thuc hién).

To offset : bu tr.

- This standardization makes it possible for buyers or writers of options
to close out their positions by offsetting sales and purchases. (Sy tiéu chuin
hoa nay Jam cho ngudi mua hoac ngudi ban quyén chon c6 thé chim dit
vi tri mua ban cda ho bing cach bu tnt cac khoan tién mua ban).

The rise or fall of a stock : gia cO phiéu gia ting hoic sut gidm.

- An investor can benefit from the rise or fall of a stock without
incurring the cost of actually buying or selling the stock.(Mgt vai nha dau
tu c6 thé huong loi tit viéce gia tang hojc sut gidm gia ctia mot ¢ phidu
ma khong phai ganh chju phi t6n thit sw mua hodc ban mét ¢4 phiéu),
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Treasury bond futures

Futures contracts can be bought for all three Treasury securities :
bonds, notes, and bills. In addition, there is also a very active futures
market in Furodollars, which are U.S. dollars on deposit outside of the
United States. The most actively traded futures contract is the contract
traded on U.S. treasury bonds. Treasury bonds are treasury securities that
mature in from ten to thirty years.

The popularity of these bonds canbe attributed to several factors. First,
the massive deficits of the U.S. government have required the issuance of
many Treasury bonds. In addition, Treasury bonds have become the
benchmark for long-term interest rates to which other long-termrates are
tied. Thus, prices of treasury bond futures are a sensitive barometer of
long-term interest rates. Treasury bond futures are widely used to hedge
against the risk of bond holding.

Over 300,000 Treasury bond futures contracts were traded daily at the
Chicago Board of Trade in 1990, up over 20 percent from the previous year.
A contract is for future delivery of a $100,000 face value Treasury bond.
In actuality, futures traders rarely take delivery of Treasury bonds, and
most trades are canceled by making an offsetting trade.

The treasury bond futures contract accepts delivery of U.S. Treasury
securities with maturities or earliest call dates at least fifteen years in the
future.

Delivery is allowed at any time during the delivery month. The last day
of trading is the eighth-to-the-last business day of the delivery month.

Terminology study )
Treas:.ry bond futures : mua ban han ky cac trai phiéu kho bac

T. bonds (Treasury bonds) : trai phiéu kho bac, cong khé phiéu. Pay
1a chiing khoan kho bac dai han cia My, c6 théi gian déo han t 10 dén
30 nam. T. notes 1a cining khoan kho bac trung han cda My, c6 thdi gian
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d4o han dudi 10 nin va T. Bills 1a chiing khoan kho bac ngéin han cia
My c6 thoi gian dao han 13, 26 hoic 52 tuan 1é.

- Futures contracts can be bought for all three Treasury securities :
bonds, notes, and bills. (Ngudi ta cd thé mua cac hgp déng mua ban han
ky cho ca ba loai chnitng khoan kho bac : dai han, trung han va ngin han).

- The most actively traded futures contract is the contract traded on
US Treasury bonds. (Hop dong han ky duge mua ban sé6i dong nhit 1a
hgp dong mua ban trai phiéu kho bac dai han cia My).

- Prices of Treasury bond futures are a sensitive barometer of long-term
interest rates. (Gia cd mua ban han ky cac trai phiéu kho bac 1a mot
“phong vii biéu” nhay cdm dé do cac lai suat dai han).
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Using index options

Let’s consider some basic options strategies aninvestor might employ.
Assume that aninvestor anticipates arise in the marketand decides tobuy
call options to profit from the market’s appreciation.

Example :

Suppose thaton July 1, the S&P 100 Index closed at 335.00. Aninvestor
who buys three September 340 call options ata premium of 8 pays $2,400
{each point on the index represents $100). The market rallies by August
with the index standing at 350, and the investor decides to sell at a
premium of 15. The investor’s profit would be $2,100, computed as
follows :

$4,500

Buying price of 8 x 3 callsx § 100 $2,400

Profit $2,100

The investor makes arerurn of 87.5 percent (2,100/2,400)0ona$ 2,400
investment. Meanwhile, the index rose from 335.00 to 350.00, which
represents a 4.5 percent increase. If he index had decreased in value, the
maximumlosswouldbe the premiumof $2,400,because themaximumloss
of any option purchase is always defined by the premium paid.

Selling price of 15x3 callsx $ 100

n

As mentioned previously, stock index options are effective tools for
hedging strategies. Suppose that an investor of a well-diversified
portfolio concludes that the market is about to have a short-term drop.

A portfolio that is well-diversified is largely insulated from firm-
specific and industry risk. However, market risk cannot be diversified
away. Several strategies can be used to hedge against market risk. For
example, an investor could choose to gell calls. The sale of calls would
‘hedge market risk to the extent of premiums received from writing the
options. The premium could offset some of the downside risk from a
general market decline. The risk is the possibility that the index may
increase beyond the sum of the exercise price and the premium. In that
case, the loss on the options position could exceed the gains on the

nartfolin
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Terminology study
Index options : quyen chon theo chi s6 c8 phiéu.

- Stock index options are effective tools for hedging strategies. (Quyén
chon theo chi 80 ¢6 phiéu 1a nhing céng cu 6 hiéu qua nhim bu dap ruii
ro cho cac chién luac).

Well-diversified portfolio : danh sach 8 phiéu diu e duge da dang héa
thich dang.

- A well-diversified portfolio can be insulated from industry risk but
cannot be insulated from market risk. (Mt danh sach c8 phiéu diu tu
dugce da dang héa tot ¢6 thé tranh duge riii ro cong nghiép nhung khéng
thé tranh dudc rii ro th trudng).

To compute : tinh toan

- The investor’s profit would be USD 2,100, computed as follows :
+ Selling price of 15 x 3 calls x USD 100 = USD 4,500

+ Buying price of 8 x 3 calls x USD 100 =USD 2,400

+ Profit : UsD 2,100

(S6 lai ciia nha du tur sé 1a 2.100 USD, dugc tinh nhu sau :
-Ban 15 x 3 quyén chon mua x 100 USD = USD 4.500
-Mua 8 x 3 quyén chon mua x 100 USD = USD 2.400
-Lai:  USD 2.100

Mbi mot diém trén chi sé ¢8 phiéu bing 100 USD)
Market's appreciation : sy tang gia thj truong.
Market’s depreciation : sy giam gia thi trudng.



Foreign Trade
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Economics - unemployment
problems

Ho Chi Minh City, the biggest urban area of Vietnam, is currently
facing, among other things, a massive unemployment problem. It is
estimated by reliable sources that unemployment in Ho Chi Minh City
may reach 200,000 - 250,000 persons yearly.

How does unemployment come about ?

As Ho Chi Minh City is the most urbanised section of the country,
with its infrastructure and social amenitites better than elsewhere, it
has exerted a “pull” over other provinces, thereby inducing a rural-urban
migration towards it. On the other hand, those disaster-stricken areas
have also created a “push” over their people to seek better shelters in Ho
Chi Minh City.

Another cause to the unemployment problem of Ho Chi Minh City is
its natural population increase. Although Ho Chi Minh City has been
ranked among the lowest birthrate regions of the country, its rural area
has recorded a relatively high birthrate that could rival with that of
other provinces (approximately over 2% per annum).

The natural increase in population coupled with the migratory
movement from other provinces has created a host of a social problems
that Ho Chi Minh City will have to resolve satisfactorily.

One of the biggest problems has been how to creat enough jobhs for
the unemployed. The state sector, through the government labour
policy, is trying to reduce its manpower. So the task of employment
generation is left with the private sector, which includes the foreign
sector (foreign organisations and joint ventures).

The Vietnamese private sector is currently the main source for job
generation. The birth of private busineses and private limited liability
companies has created thousands of additional jobs for the Vietnamese
people. The private sector shall remain the most important source for
employment generation in the years to come.

On the other hand, the foreign sector with also be able to offer more
jobs for the Vietnamese people if more foreign companies are permitted
to come to Vietnam to set up their representative offices and joint
ventures and/or 100% foreign-invested companies. This can be only
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facilitated by a more rational approach to the forinalities and procedures
in project approval.

Another alternative for an employment solution is to launch massive
public works programmes undertaken by the government such as the
dredging of polluted canals and rivers irrigation, environmental protection
(planting trees, for example), road building and housing construction.

Vocabulary

Urban: 46 thi ; to urbanise : 36 thi hoa

Urbanisation : siy do thi hoa.

Unemployment(n): that nghiép ; employment: su tao cong an viéc lam,
su sit dung ; te employ : thug, mudn, sit dung.

Reliable (adj) : dang tin cdy ; reliability : su tin cay dugc.

Reliable source ; ngudn tin cay dugc.

Social amenities : nhitng cong trinh phuc lgi xa hoi (bénh vién, trudng
hoc,v.v...)

Migration (n) : sy di cu; to migrate : di cu.

Migratory (adj} : di chuyén tit noi nay sang noi khac. Trong trudng hop
nay co thé sit dung hai dong tit khac 1a to emigrate: ddi cu (di tiy mat nude
nay dénmét nudc khac) va to immigrate: nhap cu (dén luu tri tai mét nudc
khac).

Disaster (n) : tai hoa (co thé tu nhién nhu flood : lut ; drought : han
hén ; earthquake : Adng dat - hodc c6 thé do con ngudi gay ra nhu fire: hda
hoan v.v...).

Birthrate : sinh suit {(phin biét vdi deathrate : tit sut).

Private limitedliability companies: cac cong ty trachnhiém hitu han(chit
private & diy ching té ring cac cong ty nay, du c6 phat hanh ¢6 phiéu,
khong dang ky trén thi trudng chitng khoan).

To facilitate:1am cho dédang; facile(ad;): d€ dang; facility: phuong tién.

Rational (adj) : hgp 1y ; to rationalise : hgp ly hoa ; rationality : tinh hgp
Iy.

Alternative (n): phuong an lua chon; alternative (adj) : ¢6 tinh chgn lva.

Public works : cong chanh ; Department of Communication and Public
works : Sd Giao théng Céng chanh.
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The use of credit cards

Vietcombank has recently announced that it will issue credit cards, a

non-cash payment unstrument, to its depositors who are foreign and-

domestic businesses and individuals in Ho Chi Minh City and Hanoi
sometime this April.

The news has been welcome by the general public even though not all
the economic sectors of both cities shall be the holders of such credit
cards; for example, the depositors of other banks and savings institutions.

What are credit cards and how are they used ?

Credit cards were first used as a payment instrument during the
closing years of the 1970’s in commercial transactions which handled
large amounts of cash. Together with other modes of payment such as
cheques, autopay (standing orders and direct debits) and cashier’s orders,
credit cards have increasingly found their use in commercial transactions
in the local market.

A credit card enables the holder to obtain instant credit. The credit car
company enrolls a large number of sellers. These sellers agree to supply
goods and services to cardholders without receiving cash payments.

Each cardholders has a credit limit. This is the maximum amount he
can spend by using the credit card. After each purchase, the cardholder
presents the card to the seller and signs the credit card voucher. The
cardholder keeps one copy of the voucher. Another copyis send to the card
company.

The credit card company deducts a small percentage of commission
[rom the total amount and remits the rest of the money to the seller. Each
month the cardholderreceives a statement from the card company. Hemay
pay either the whole amount or only part of it. The minimum payment and
interest charge on the unpaid balance is fixed by the card company. Most
credit cardholders have to pay annual subscriptions.
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The major advantages of credit cards are quite obvious : 1) they can
replace large amounts of cashin transactions, 2) they can obtain instant
credit, and 3) one payment may be made for the total monthly purchases.
To the seller, the advantage of credit cards may be the increase in stock

turnover.

Nevertheless, the use of credit cards may also present some oro-
blems :

(1) The fraudulent use of credit cards, (2) Impulse purchase.

Impulse purchase is an irrational buying of goods by credit
cardholders. This type of purchase is normally found in women who
come to shopping centers and department stores to buy whatever goods
they are persuaded to buy without realising how much they have spent
on their goods. When the statement from the card company is sent to
them at the end of each month, they come to realise that their
expenditures have exceeded their monthly salaries. For this reason,
there has been a strong tendency for a lot of customers to resort to cash
payment to control their expenditures.

Vocabulary

Cash : tién mit (gdm tién giy va kim loai).

To announce : cong bd ; announcer (n) : xuoéng ngon vién ; announ-
cement (n) : su cong bd, thong bao.

To issue : phat hanh ; issurance (n) : su phat hanh ;

To issue treasury bonds : phat hanh céng khd phiéu ;

Date of issurance : ngay phat hanh.

Payment instrument : cong cu thanh toan.

Chegque {n) : ngan phiéu ; phiéu thanh toan, séc.

Autopay (n) : chi tra te dong. (Khi mot khach hang phai chi tra trén
co 8 thudng xuyén, déu dan, ngudi d6 c6 thé nhg nhan hang cia minh
tur dong dén ngay chi trd cac khodn muc do).
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Standing orders : 1énh chi ctia khach hang déi véi ngan hang (thudc
phan chi trd ty dong) d€ chi tra cho mdt ngudi nao dé vao mét ngay nao
cu thé. Chi tra tién thué, luong béng, phi bdo hiém va hoi phiéu déu st
dung cach chi trd nay.

Direct debit : ghi ng tryc tiép vao tai khoan. (Khach hang ¢é thé 1énh
cho ngan hang cia minh chi trad cho mét ngudi nao d6 da dugce xac nhin.
S tién chi tra khong dugc qui dinh nhu bién lai tién dién, tién nudc, Co
quan dién, nudc cd thé doi ngin hang thanh toan. Ngan hang co thé chi
tra cho cac co quan dé theo sb tién ghi trén bién lai rdi ghi ng vao tai
khoan cia khach hing).

Credit : tin dung, mua chiu ; to credit : ghi c6 vao tai khoan.

Credit limit : gidi han mua chiu.

Stock turnover : vong hian chuyén (vong quay) cia hang hoa.

Subscription (n) : su dong tién trudc (d€ mua bao ching han).

Impulse purchase : sy mua hang do ban ning, khong tin toén.

Expenditures : su chi tiéu.

Voucher (n) : bién lai, bién nhan.

Cashier’s orders : 1énh chi clia thd quy, sit dung khi 6 lién quan dén
mot 86 heong tién 16n. (Thudmg thi nguoi duge chi tra khéng chip nhan
ngan phifu cia ngudi chi trd. Do vay, ngudi chi trd dén ngan hang va
trd so tién do cho ngan hang trude réi nhan lénh chi cda thd quy. Nguoi
thu hudng, sau khi nhan 1énh chi nay réi, sé¢ dén ngan hang chuyén
thanh tién mat).
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Economics - The cash shortage
problem

(The following conversation took place at a Vietnamese bank between
Mr. John Freeman, an American businessman, and Mr. Phong, the bank’s
manager).

Freeman: There’s something 1 don’t quite understand, Mr Phong. You
know, your cash shortage problem. This is quite a phenomenon to me.
How does it happen ?

Phong : This happens when a customer goes to bank to cash his cheque
or withdraw his money, and is totally at aloss, when the bank teller coldly
tells him that there is no money left in the bank.

Freeman : That's bad, isn't it? In my country such a statement could
make a bank go bankrupt in no time. But what could have happened,
then ?

Phong : I think the bank has not observed the “reserve ratio” imposed
upon commercial banks by the central bank. This is an amount of funds
equal to a specified percentage of the bank’s own deposit liabilities which
a commercial bank must keep on deposit with the central bank or as vault
cash. Instead of making loans and investment on its “excess reserves”,
the bank utilises its actual reserves in its income-earning activities.
Therefore, at a point in time, nothing is left in the bank.

Freeman : 1 understand what vou're saying. In the States, our Fed
performs a wide variety of functions. First, the Federal Reserve Banks,
similar to your Central Bank, hold deposits called reserves, which are
made by banks. But two functions held by Fed that prevent the cash
shortage problem from happening are as follows. As the banks of all
bankers, the Fed holds the deposits, or reserves, of commercial banks.
Private businesses and individuals find it convenient to establish checking
accounts at commercial banks. In the same manner, commercial banks
keep money deposits with the Fred. When in need of currency, the
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commercial banks can, within limits, draw upon these reserves. When in
possession of surplus cash, commercial banks may deposit this extra
currency in their reserves. Another function performed by the Fred is to
supply the economy with paper currency. In this function, the Fred acts
as a reservoir of cash. When the economy needs more currency, the
reservoir is opened and currency spills into the economy. When the
economy has more currency than it desires to hold, the excess is
channeled back into the reservoir. The commercial banks act as
intermediaries between the public and the Fred in each case. Thus, the
problem of cash shortage is completely eliminated.

Phong : Thank you for your explanation.

Vacabulary

Cash shortage problem : van dé thiéu tién mat.

This is quite a phenomenon : diy 1a mgt chuyén la khéng thé tin duoc.

To cash a cheque : chuyén ngan phiéu thanh tién mat.

To be at a loss : sitng sd, ngac nhién.

To go bankrupt : phé san. Thanh ng@ “in no time” c6 nghia la nhanh
chong.

Reserve ratio : ty 1& du trit bat budc. (Thi du, khi mét khach hang ky
thac mét khoan tién I 100.000 dong, néu 1716 du tritbat budcla 15 % dieu
nay c6 nghia la ngan hang thuong mai chi dugc cho vay trén phin du trit
thing du (excess reserves) 1a 85.000 dong. Phin 15.000 déng phai dé lai
tai ngan hang dé chi trd cho khach hang).

Liabilities : tai san ng, tiéu san.

The Fred : cac ngan hang du trit lién bang Hoa Ky, twong ducng vai
Ngin hang Nha nudc.

Currency : tién (&, gdm c6 tién giay va kim loai.

Ghi chu : tir Money khdc vdi tir Currency & ché la titMoney (tién) bao
gom cd currency ldn demand deposits (ky thdc hoat ky) co6 nghia la tai
khodn ngdn phiéu.
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Delivery of documents

Where sellers and buyers have their places of business in different
countries, the goods sold must he transported from one country to
another, and the seller must deliver to the buyer all transport documents
relating to the goods. Two types of documents are used in international
commerce : (a) title documents and negotiable instruments and (b)
documents of evidence or receipt.

Title documents and negotiable instruments

{a} A documents of title is any document to which a right is attached
in such a way that the right cannot be be exercised or transferred
without the document. This term includes negotiable instruments (such
as bill of exchange), and documents of title to goods (such as bill of
lading and warehouse keeper’s warrants). Whenever the document
relating to the goods is a document of title, only the holder of the
document can take possession of the goods.

(b) Documents of title fall into three groups :

- Order documents : the person to whose order the document is made
out has the right to the property presented by the document, and he can
transfer this right simply by endorsement, i.e by recording the transfer
on the back of the document.

- Bearer documents ; the bearer of these documents has the right to
the property represented by the documents, and transfer is effected
simply by delivery of the document.

- Documents made out to a named person : Only the person named in
the document has the right to the property and transfer can be made
only by assignment, i.e a written contract of transfer which may be
recorded on the document or separately.

(c) The most important document in international trade is the bill of
lading.This document evidencing shipment is issued by the shipping
company or its agent as a receipt for the goods, and it also contains the
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terms and conditions of the contract of carriage. As mentioned before,
a bill of lading is a document of title. Thus, only the holder of the bill
of lading can take possession of the goods. It is usually made out “to
order” and can therefore be transferred by endorsement.

A bill of lading is usually issued in several signed originals (plus
copies), all of the originals together being referred to as a “full set”. As
soon as one of them has been presented for the purpose of obtaining the
release of the goods, the others become invalid. Therefore, the presentation
of the full set of bills of lading is normally indispensable. There are three
kinds of bills of lading :

- The “on board” bill of lading is issued after the goods have been
loaded on the ship.

- The “received for shipment” hill of lading merely confirms that are
shipping company has received the goods for shippment.

- The “through” bill of lading is issued when a number of different
modes of transport are involved.

{(d) The warehouse keeper's warrant or warehouse receipt is a receipt
issued by a warehouse-man for goods received by him for storage in his
warehouse. It is evidence of title to the goods thereby represented.

Vocabulary and explanation

Transport documents : Chitng ti¥ vin tdi. P6i khi con goi la shipping
documents.

To negotiate : thuong legng, trao doi, chuyén nhugng ; negotiation :
su thuong lugng, trao ddi, chuyén nhwong ; negotiable : ¢6 thé trao ddi,
chuyén nhuong.

Negotiable instruments : cac cong cu trao déi, chuyén nhugng.
A document of title : ching tt quyén sé hitu.

- A document of title is any document to which a right is attched in such
a way that the right cannot be exercised or transferred without the
document. (Mt chimg tit quyén sd hitu la bat ky chimg tit nao c6 gang
lign voi mot quyén loi nhu thé nao d€ quyén lgi nay khdng thé dugc hanh
st hoidc chuyén nhuong néu khéng cé chiing nt do).
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Bill of exchange : Hoi phiéu, mot hoi phiéu 1a mot 1énh chi vé diéu kién
do mét bén (bén phat) dua ra cho bén kia (bén nhan), yéu ciu bén nhan
chi tra theo yéu cau hoic ¢ mot thoi di€ém cé dinh hoac qui dinh trong
twong lai mot s6 tién nao d6 cho bén phat hoic theo 1énh cia mot bén
dugc xac dinh (bé duge chi trd). Do vay, ¢ ba bén lién quan dén mot
héi phiéu : bén phat (nha xuat khiu), bén nhan (nha nhap khiu hoac
ngin hang cia ngudi do) va bén duge chi tra (thudng 1a nha xuit khiu).

Bill of lading : van tai don dudng bién.

Warehouse keeper’s warrant : chitng nhan cda thd kho.

- Whenever the document relating to the goods is a document of title,
only the holder of the document can take possession of the goods. (Bat ky
khi nao chitng tit hang hda 1a mot chimg tit quyén sd hitu, chi c6 ngudi
nam gitt chiing tit 46 méi c6 quyén s¢ hitu hang héa ma théi).

Order documents : cac ching tnt cap phat theo lénh. Thi du: van tai
don dudng bién thudng theo loai hinh nay.

Bearer documents : cac ching tit cip phat cho ngudi cAm gid, thi du
v& loai hinh nay 1a héi phiéu, chi phiéu, trai phiéu.v.v...

Endorsement : ky hau, béi thu.

- As soon as one of them has been presented for the purpose of
obtaining the release of the goods, the others become invalid. (Ngay khi mot
ban chinh (van tai don dudng bién) duge xuat trinh dé lay hang ra, cac
ban con lai tré nén mét hiéu luc).

“On board” bill of lading - van t3i don dudng bién chitng nhin hang
hoa da chat 1én tau.

“Received for shipment” bill of lading : van tai don duong bién chung
nhin hing tau da nhin hang hoa dé boc.

)
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Delivery of documents -
documents of evidence

These documents, which are not documents of title, and consequently
do not represent the goods to which they relate, include the following :

1. The invoice is the accounting document which shows the sum of
money due to the exporter. Often a consular invoice is requested, ie. an
invoice authenticated by the consulate of the importer’s country
confirming that the amount shown in the invoice represents the actual
value of the goods. A consular invoice facilitates customs clearance in
the importer’s country.

2. The airway bill or “air consignment note” is evidence of a contract
of carriage with the air carrier and certifies that the carrier has received
the goods for dispatch. It also contains instructions for the handling,
routing and release of the goods.

3. The rail consignment note, the forwarder’s certificate of receipt and

the truck way bill ; evidence a contract of carriage between the seller and
the respective carrier and/or his forwarding agent.

4. The insurance policy / certificate proves that the seller has taken out
insurance as requested.

5. The certificate of origin, which frequently must be certified by
competent authorities, proves the origin of the goods sold.

6. The certificate of quality or analysis proves the quality and/or the
contents of the goods sold.

7. The packing list shows the contents, weight and other information
concerning the packing of the goods shipped.

It should be borne in mind by both the seller and buyer that their
contract should clearly specify the terms and conditions for the delivery
of the documents of title and other documents. The seller is normally
required to hand over the documents personally or through a bank, at
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a time and place and in rhe form required by the contract. Both the secller
and buyer, and the banks involved, must check that al! documents
issued in respect of the same goods are complete, correct and consistent
with each other. An irregular document must be returned by the buyer
orreceived by him "under reserve”, Only in this case will the seller be able
to remedy any deficiency in the documents.

Vocabulary and explanation

Invoice : hoa dan, proforman invoice ; hoa don tam thdi.

Consular invgice : hoa don lanh su.

Airway bill - vin tdi don hang khong.

Air consignment note : ching ¥ ky thac hang khong.

Rail consignment note : ching 1 ky thac duong xe Ia.

Forwarder’s certificate of receipt : chitng nhin cda hang giao nhan.

Insurance policy/certificate : hop doéng, gidy chitng nhan bao hiém ;
to take out an insurance policy © ky hgp ddng bao hiém ; insurance
coverages : pham vi bao hiém.

Certificate of origin : cmtng nhan xuét xu.

Certificate of quality : chiing nhéan chat lugng.

Packing list : danh muc hang héa.

Consistent (adj) : phu hgp ; consistency (n) : su phu hop.

Some notes on the certificate of origin :

In the Generalised System of Preferences (GSP), a certificate of origin
should be issued only upon written application from the exporter or his
authorised representative. It is recommended that form B be used for
that purpose. The exporter or his representative should submit with his
request any appropriate supporting document proving that the pro-
ducts to be exported qualify for the issue of a certificate of origin.

It is the responsibility of the competent governmert or other
authority of the exporting preference - receiving country to ensure that
the certificates and the applications are duly completed. Each certificate
should bear a serial number (whether or not printed) by which it can be
identified.
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Decisions to export are not made
overnight

Usually a company thinks about reaching into foreign markets
because it finds it self with unused capacity, unused resources, or it is
not operating to its margin. It is facing the need or desire to expand
operations, so it must look for wider markets, domestic or overseas. The
stage now has been reached for making some decisions. Is export worth
the effort ? How much effort can be given ? How soon ? These decisions
can not be haphazard or simply based on hunches. Sometimes they may
be, but when one has his money on the line or is handling other peoples’
money, such decisions call for cold, hand facts.

Two reasons why so much attention has been given to this topic in
the 1ast decade are the urge by the Vietnamese government to go into
exports because of balance of payments problems, and the establishment
of a number of policies and institutional aids to encourage and assist
in export attractiveness. Let us say that a Vietnamese company has been
attracted by the publicity and decides to give it a try. What must its
management think about in making its decisions ? One consideration is
that exporting provides an opportunity for larger markets in which to
sell. Another is that it offers a chance spread overhead and expand
production, and thus to take advantage of lower unit costs and
increasing profits.

Requirements of expansion

A businessman must think and act within the context of his own
business structure, however. He will realize that with the passage of
time, he will always need cash and working capital to replenish
merchandise that is sold and to pay maturing and debts and meet other
current operating expenses. In a T-account presentation, the structure
would be something like this :

Assets Liabilities
Cash Notes payable to bank

Receivables Payables to trade creditors



Tiéng Anh trong hoat déng kinh doanh - 120

Merchandise Other short-term debt,
including taxes, wages and
salaries, interest and other
current operating expenses.

Plant Non current debt
Other fixed assets Net worth

Investigating the attractiveness or possibility of exporting calls for
the same type of thinking that is required in considering any serious
expansion of one’s business. It may require new facilities, enlarged or
increased resources, and additional manpower. These additional assets
can be brought into focus by relating them to certain operational aspects
of the business. Moreover, one or more people in the company must
change their thinking to a wider broader base-they may have to move
away from the domestic market entirely.

Before deciding to export, the following considerations will have to
be taken into :

Production

If the foreign markets are to be added to the domestic markets now
being supplied, can current production lines be maintained and utilised
for goods destined for export, or will they have to be changed ? What
would be involved in a change - new designs, modifications ?

Sales Volume

What additional sales are anticipated ? Can the required goods be
provided by present production facilities ? Can the added volume be
handled by the present distribution set up ? Can the present sales
manager take on an additional big territory ?

New Functions

Because of different operational procedures, different laws and
regulations, and the different environments faced in foreign markets,
one is obliged to deal with new and varied documents, transportation
methods and rates, packaging, insurance, advertising, taxation, and
possibly with translation requirements. The question is whether present
personnel can handle all these matters or whether it will be necessary
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to hire specialists or farm out some of the responsibilities for a fee.
Management

No business, least of all international business, runs by itself. So here
the question is whether present management is in a position to give both
domestic and foreign operations all the attention they need. And this,
of course, presumes that management is able to handle what may well
be a wide range of new and perplexing problems.

Finances

In order to satisfy expanded markets, it will be necessary to carry
additional inventory, either because of lasge volume or because of the
wider variety resulting from modifications to satisfy foreign demand.
Further more, additional receivables based on credit sales abroad will be
called for. This, too, could be because of the larger volume of business
but also because of longer credit terms and possibly slower collection
than on domestic sales. Therefore a prime guestion is whether the
company has adequate finances for handling this enlargement of assets
or whether it is in a position to borrow the funds.

In any case, the foregoing considerations are minimal, so we can see
that one can not just wake up one fine morning and say, “We’re going
into exporting”. Company officers must ask themselves what the

company’s ultimate intent is.

Vocabulary and explanation
Margin (n) : 161 ; marginal (ad)) : bién té, nho.
- Marginal propensity to consume : Xu hudng tiéu thy bién té.
Marginal propensity to save : Xxu huong tiét kiém bién té.
Haphazard (adj) : ngau nhién, tinh co.
Hunch (n) : linh cam.
To have money on the line: cO thé sit dung tién mat cach tich cuc (nhur
san xuat).
Balance of payments : can can thanh toan.

Institutional aids : cac dinh ché hd trg nhu : cac cd quan quang ba,
Khuyén mai, khuéch truong xuit khau, cac cd quan nghién ciru thi
trudgng, tiép thi v.v..
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To give something a try : thit thoi van.
Overhead cost : dinh phi (phi ¢é dinh).

To spread overhead : trai phi tén cd dinh ra. Phi cé dinh la mét phi
khéng thay déi. Vi vay, khi tang san luong, dinh phi trén mét don vi san
pham sé nho di.

Unit costs : phi tdn trén mét don vi sin pham.
Business structure : co ciu, cdu tric doanh nghiép.

Working capital : von hru déng. Trén binh dién ké toan, day 1a hiéu
sO gilta tai sdn leu dong va ng ngdn han (difference between current
assets and current liabilities).

T-account : tai khoan hinh chit T. Vi du :
Tai san co Tai san ng
' |

|

Cac khoan phai thu, thuong phiéu phi thu

Receivables (accounts receivable and notes receivable). Trudng hop
nay ap dung cho viéc ban hang cho tra chiu (to sell on credit), hoac cho
vay, trai vai accounts payabie : cac khoan phai tra ; notes payable : thuong
phiéu phai tra.

Merchandise : hang hoa, con goi la stock : nguyén vat liéu dang trong
qua trinh san xuét va tén kho.

Plant : nha xudng, thiét bi, may moc.
Fixed assets : tai sén c6 dinh,
Non current debts : ng dai han.

Net worth : vén ciia cht: sé hitu (owner's equity). Day 1a hiéu sé gitta
t6ng tai san c6 va tong tai san ng (difference between total assets and total
liabilities).

To expand : md rong ; expansion: st md rong ; expansionary (adj) : c6
tinh md rong. Vi du : expansionary measures : cac bién phap kich thich
su tang gia dé tao ra lam phat va kiém soat, nhu ha 13i suat chiét khiu,
giam thué, ha ty 16 du mit bit budc (required reserve ratio} v.v..
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To be destined for : dén, danh cho.
Destination : noi dén, noi géi dén.

Port of destination : cng dén,

- These goods are destined for Nagoya Port.
Sales volume : khdi lugng hang ban ra.
Sales force : lyc lwgng ban hang.

- Due to an increase in output, the sales volume of this year will attain
the target.

Distribution : s phan phéi ; kinh tiéu.
Distribution channel : kénh phan phoi.
Distribution network : hé théng phan phoi.

- There are basically five distribution channels : (a) goods move directly
from producers to ultimate consumers ; (b) goods move from producers to
retailers and from retailers to ultimate consumers ; (c) goods move from
producers to wholesalers and from wholesalers to retailers, and then from
retailers to ultimate comsumers ; (d) goods move from producers to agents.
Then the agent delivers goods to wholesalers. Goods again move from
wholesalers to retailers and finally to ultimate consumers ; and (e) goods
move ultimate consumers through the post office.

Operational procedures : thé thire diéu hanh.
Law and regulation : luat 1& va qui dinh.

- Goods destined for the US may face different laws and regulations
from domestic ones.

To farm out : goi thau.

To farm out for a fee : giao cong viéc cho ai, xong tra tién.

- We can farm out the preparation of investment documents for a fee.
Perplexing (adj) : phuc tap ; Perplexing problems : van dé phic tap.

- Undertaking a market study is one of the most perplexing problems.

Inventory : tdn kho ; Inventory check : kiém tra ton kho ; Inventory
costs : chi phi ton kho.
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- Furthermore, additional receivables based on credit sales abroad will
be for : ngoai ra, khi ban chju ra nudc ngoai, sé phai gia tang thém cac
khodn phai thu.

Gidi thich : Khi ban chiu, ngudi ban sé khong nhan dugc tién lién ma
sé nhan sau mot thai gian ban chiu, do d6, trong phan tai sdn c6 (assets)
sé gia tang thém mdt phin goi 1 cac khoadn phéi thu (accounts
receivable). Dy 1a thi du vé ban trd cham (deferred payment).

- This, too, could be because of the larger volume of business but also
because of longer credit terms and possibly slower collection than on
domestic sales. (Diéu nay ciing c6 thé la vi doanh nghiép san xuit ra khéi
luong 16n hon. Nhung ciing co thé 1a do thdi gian ban chiu 1au hon va
thu tién cham hon khi ban ra trén thi truong ndi dia).
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Importance of Exported Products

Some of our exporters have very vaque ideas of what they are selling
to the foreign market. Since they have the resources, they strongly
believe that these resources can be exported to the foreign market
without knowing what that market really wants. The underlying
principle is that “our product cannot be almost what the market
wants ; it must be just what the market wants”.

Competition is constantly trying to offer a product that is more
appealing to a prospective purchaser. This is the fundamental require-
ment of a product - that it be appealing or useful to prospective buyers.

One guestion for a producer considering exporting, then, is : Is my
product exportable as is or with this or that modification for this or that
market ? This presumes that the company is able to offer its output at
a price that is bearable in the foreign market. It also presumes that a
potential exporter will see enough light at the end of the tunnel to justify
the expenditure of time and money necessary to identify a few foreign
markets and to do the necessary detailed study of the selected markets
on which to base a decision as to which ones, when, in what volume, and

SO on.

When one or more countries are selected for attention, a potential
exporter must try to get the dimensions of the isolated market, with the
product as-is, for economies of scale : this means without major
modification, if any at all. He will want to know who uses similar
products in that country, who buys them, and where. The product itself
will narrow consideration to a number of countries by ruling some out
entirely.

Product analysis

Evaluating a product made primarily for export calls for objective
thinking. Let us refer to this as product analysis, which involves such
considerations as :

- Recognizing what the product does and what needs it satisfies.
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- Identifying the features that differentiate one's product : sizes,
optional offerings, ranges of quality, operating conditions and restric-
tions.

- Understanding what a consumer needs in order to use it : skills,
complementary technology (such as other equipment).

- Recognizing the cost of operating the product (fuel, power, 1+ in-
tenance).

- Determining the seasonality of the product usefulness, and shelf
life.

- Estimating servicing requirements (repairs and spare parts).

- Relating the impact of taste style, custom, or religious preference to
a product’s size, color, shape, ingredients, taste and packaging.

These considerations suggest that product analysis involve an
examination of consumer needs in different environments as well as the
identification of new customers, with varying habits and characteris-
tics, in foreign environments.

Vocabulary and explanation

To compete : (with, against) : canh tranh ; competition (n) : su canh
tranh ; competitive (adj} : ¢6 tinh canh tranh ; competitor (n) : doi thu.

- In ader to penetrate into a foreign market, the price of a product must
be competitive enough.

To see enough light at the end of the tunnel : thiy anh sang cudi dudng
ham.

To differentiate : phan biét.

Product differentiation : nhitng sy khac biét vé san pham. Trong chién
luoc canh tranh, co thé s\ dung gia ca va sy sai biét vé san pham. Vi du,
canh tranh trén mau sic, khiu vi, dang vé , thiét ké, bé ngoai, bao bi v.v...

Complementary technology : ky thuat bd sung. Vi du, khi stt dung mét
may cassette dién thé 220V, phai can mot thiét bi bd sung 14 mot may
bién ap dé dua dién thé ty 110V 1én 220V.
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Seasonality : ¢6 tinh mua v,

- Clothes are often of seasonal character. A new season will render old
clothes obsolete.

Shelf life : thdi gian mdt sdn pham sau khi dugc san xuét ra duge
trung bay trong cac qudy, hodc trén ké cia cac cita hang ma van con tét
va khéng bi hu héng. Diéu ndy chi yéu 1a nhd bao bi (packaging).

- Another functional value of packaging is in extending storage and
shelf life (the time a product can be stored before it spoils).

Servicing requirements : cac yéu cau vé dich vu phdi cung c4p trong
giai doan hdu mai (after-sale services), vi du : si¥a chita, bao tri, cung cap
phu tung.

Religous preference : s3 thich vé ton gido

- Certain religious preferences call for a product to be adaptive to their

tastes and color. For instance, in funerals, oriental people prefer to wear
white clothes while occidental people prefer black color.



Tiéng Anh trong hoat dong kinh doanh - 128

Marketing research

After a decision to export is reached, a potential exporter must pay
specific attention to the market he wants to develop. He must bear in
mind that the uncontrollable evironmental variables that affect
international marketing are strikingly different from those in domestic
markets. This is why serious marketing research must be undertaken,
ranging from using published data to personal interviews with end
users and distributors in the country.

Economic conditions

There are several important rules to international marketing in light
of a country's economic condition : the product must fit the needs of the
country’s consumers and the product must be sold where there is the
income to buy it and effective means of distributing, using, and
servicing it. Four aspects of these considerations are:

1. Stage of Economic Development : All the countries of the world can
be classified into two major groupings that will help the potential
exporter better understand their needs. Developed countries have mixed
economies. Private enterprises dominate, although they have substantial
public sectors. Developing countries are in the process of moving from an
agricultural to an industrial economy. There are two sub-groups within
the developing category :

a. Those which have already made the move such as the four tiger
countries of Asia, Australia, ect.

b. Those which remain locked in the preindustrial economy. One
third of the world’s population is in this second group.

2. Economic Infrastructure such as communication, transportation
finacial, and distribution systems is a critical considerationin determining
whether to try to market a country's consumers and organizations.

3. Consumer Income An International marketer selling consumer
goods also must consider what the average per capita income is among
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a nation’s consumers and how the income is distributed. The latter is
important because it shows how many upper and middle class consumers
can afford imported goods.

4. Currency Exchange Rates Fluctuations is exchange rates among
the world's currencies are of critical importance in international
marketing. An appreciation or a devaluation of a country’s currency may
put a potential exporter’s products in a better or worse position as far
as his competitiveness is concerned. Normally, an appreciation of alocal
currency will give imported goods an edge over locally produced goods,
and a devaluation of the local currency is just the reverse.

Political and legal conditions

The difficulties in assessing the political and legal condition of a
country lie not only in identifying the current condition but also in
estimating exactly how long that condition will last. Some transnational
companies use analyses ranging from computer projections to intuition
to assess a country's condition. The dimensions being evaluated include
the government attitude toward foreign marketers, the stability and
financial policies of the country, and government bureaucracy.

Government attitude : some countries invite foreign investment
through offering investment incentives, helping in site location, and
other services. On the other hand, some countries are interested in
boosting foreigninvestors only on their own terms. Coca-Cola discontinued
business in India rather than give up majority control an reveal its
“gecret formula”, which is kept in an Atlanta bank vault.

Stability and Financial Policies : millions of dollars have beenlost in the
Middle East as a result of war and changes in governments. Holiday Inn
has been badly hurt during the war in Lebanon. 0il drilling firms have
lost vast sums throughout the Iran-Iraq war. Losses like these encourage
careful selection of stable countries not likely to be suddenly at war.

Wwhen instability is suspected, companies do everything they can to
protect themselves against tosses. Companies will limit their trade to
exporting products into the country, minimising investments in new
plants in the foreign economy. Currency will be converted as soon as
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possible. Even friendly countries can change their policies toward
international marketing. Quotas can be revised or set, currency can be
blocked, duties can be impossed, and in extreme cases companies can be
expropriated.

Bureaucracy : even though a law degree is not essential, it certainly
is advantageous when engaging in international trade. Government can
bog down any business transaction with restrictions in a number of
forms : tariffs, quotas, boycotts, barriers to entry, and state ownership.

These restrictions can apply to an industry, a company, or even a
specific product.

One way to measure a country’s attitude toward active encouragement
of international trade is to examine the restraints put on it. If tariffs and
quotas are plentiful and restrictive, chances are the country is not very
receptive to foreign investment in its economy.

Cultural factors

Understanding a foreign nation's society and its culture is of vital
importance. The culture of a country willinfluence what needs consumers
have and how they go about satisfying them.

An international marketer not only should know the native tongue
of a country but also the nuances and idioms of a language. This can
spell the difference between success and failure in marketing programi,

An example is that those who speak Spanish might wonder why
Chevrolet sells a car with the name Nova -which to them means “It won't
go”. Similarly, in Taiwan the ad slogan “Come alive with Pepsi” was
translated too literally and read in Chinese “Pepsi brings your ancestors
back from the grave.”

A nation’s custom and values reffect the religious or moral beliefs
and standard behaviour of its people. Understanding and working with
these aspects of a society are also factors in successful international
marketing. For example, a recent commercial ad on Ho Chi Minh City's
television showing a girl gulping down a beer can with a satisfying facial
expression has caused public Indignation because such an act is
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completely out of tune with the standard behaviour of Vietnamese
women in the eye of the public.

Vocabulary and explanation
To bear in mind : nh@, ghi nhé.
- You should bear in mind that tomorow is your wife’s birthday.

To control - kiém soat, kiém tra ; controlable (adj) : c6 thé kiém soat,
kiém tra : uncontroliable (adj) : Khong thé kiém soat, kiém tra.

- A force majeure is an uncontrollable factor.

End users : con goi 12 ultimaté consumers : nguoi tiéu dung

Mixed economies : cac nén kinh té hén hop, doi khi con goi la dual
economies, e 1a cac nén kinh &€ gom hai khu vuc : nha nude va tu nhan.
Mat khac, tit *dual economies” con c6 nghia 12 cac nén kinh té con ton tai
mot khu vie tan tién, hién dai va mdt khu vuce ¢ truyén (rraditional
sector) nhu thi cdng nghiép.

Infrastructure : ha tang cd sd. Su phin loai vé infrastructure doi khi
khong rd rang lam. Vi vay, dé chi r6 loai ha ting co sd ngudi ta thuong
ding mot tinh tt ditng trudc no. Vi du, technical infrastructure dé chi
loai cau dudmg, social infrastructure dé chi bénh vién, trudng hoc va cac
dinh ché xa hoi khac.

Per capita income : thu nhap binh quén diu nguoi. Day 1a mot chi o)
kinh té do ludng muc song dan cw. Per capita income thuong dugc do
bing cich 14y GNP (Téng san phdm qudc dan) chia cho dén 6, mic du
theo ké toan qudc gia (national accounting) con mot chi tiéu m¥a la
National Income (thu nhap quéc dan) dé 1a GNP trit di khau hao va
di cac loai thué gian thu (Indirect taxes).

Income distribution : phan phdi thu nhap ; income re-distribution : tai
phan phdi thu nhép.

Appreciation : su nang gia dbng tién theo mot hodc nhidu ngoai té.
St ning gia nay gay ra bdi cac luc cung va ciu cda thi tru’dng va chiu
anh hudmg bdi céc yéu td kinh té nhu lam phat va lai Xuét.

Devaluation : su giam gia dong tién so vai mot ngoai té, hdu qua cda
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sy giam gia, pha gia cda mot ddng tién 1a lam cho xuat khau cia mot
nudc trd nén co tinh canh tranh hon 1a 1am cho nhap khau khé khan hon.

Transnational companies : cong ty xuyén quoc gia. Py la mot tt mai
xuit hién gin day nham thay thé t “multinational corporations” bi xem
nhu Ja nhimg céng ty chuyén bdc 16t tai nguyén va sitc lac ddng cia cac
nudc dang phat trién.

Intiution : trigc giac ; intiutive : c6 tinh tryc giac.
Bureaucracy : hanh chinh quan liéu ; bureaucratic : c6 tinh hanh
chinh quan liéu.

- Red tape and bureaucratic procedures in obtaining the investment
licence in Vietnam have created a lot of difficulties for foreign investors.

On their own terms : theo cich thic riéng cia ho.

Majority control con goi 1a “controlling interests™ nam c& phén tuyét
dbi trong cong ty (tic 60%).

Blocked currency : nghia la chinh phd khéng cho phép mét cong ty
duge chuyén @6i ndi té cda qudc gia thanh ngoai té.

To expropriate : chiém doat ; expropriation : si chiém doat,chiém hitu

- Throughout the duration of their investment in Vietnam, the invested
capital property and assets of foreign enterprises and private persons shall
not be expropriated or requisitioned by administrative procedure. (Trong
qua trinh diu tu vao Viét Nam, vdn va tai sin cda cac t§ chitc ca nhan
nudc ngoai khong bi tnmg dung hoic tich thu bing bién phap hanh
chinh).

Boycott ; su tdy chay.

Nuances and idioms : séc thai va thanh ngu.

To gulp (down) : nbc can.

To be out of tune (with) : lac diéu, khéng phi hop.
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Distribution channels

International distribution system may be divided into two groups :
international marketing channels in the home market and international
marketing channels abroad. The distinction is made on the basis of the
location of each particular channel, not on the nationality of those
traders utilising it.

Distribution channels may also be classified according to whether
there is contact with the foreign importer or buyer, which is commonly
referred to as direct or indirect exporting.

Sales in the home market (indirect exporting)

'In this case the manufacturer or merchant is not in direct touch with
the foreign market. Indirect exporting channels are able to function onty
if they successfully fill the role of instructed or well-informed middlemen.

Foreign Buying Representatives (Resident Foreign Buyers)

Important in this group are purchases in Vietnam by resident foreign
buyers. They buy rice, coal, petroleum and other products from Vietnam
on behalf of their principals.

Foreign Trading Companies

Vietnamese offices of large international trading houses, such as the
well-known Japanese firms Mitsui, Mitsubishi, Marubeni, and Sumitomo,
often act as buying agents for their associates at home as well as
purchasing for their own export sales abroad.

Export Commission Houses

These experts in specific lines receive orders from foreign buyers and
search out the most advantageous sources of supply. In effect, they act
as purchasing agents and attend to the details of exporting. Obviously,
they may also keep their eyes open for good opportunities to be
suggested to their principals abroad. In any event, the key point is tnat
they work on behalf of a foreign buyer and are paid a commission by the

foreign “irms.
Expcrt Merchants

By definition, a merchant buys and sells on his own account and
runs the market risks. He must know his business and his products and
must be able to depend on his source of supply and know that his
channels abroad are open and friendly. Export merchants may handle
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a wide variety of products. In Vietnam, almost all export-import
companies are export merchants ; they handle all types of products
ranging from agricultural products such as rice, aquatic products such
a shrimp to handicraft products such as pottery and lacquerwares.

Sales abroad (direct exporting)

The second major category of export distribution channels is sales
abroad (direct exporting), in which Vietnamese producers are in direct
touch with representatives or markets in other countries. This form of
distribution system is still in its infant stage though it has been the most
effective system in all other exporting countries the world over.

According to this system, we have two principal subgroups :
independent businessmen abroad and home-office controlled outlets in
foreign countries.

Merchants (Wholesale and Retail)

A very significant channel, already established and operating in
almost every country, is merchants, both wholesale and retail. They have
their own distribution networks within the foreign country, including
warehouses and a staff of salesmen, and they may be in a position to
offer service, credit, and the like to prospective consumers abroad. It
must be expected, however, that because they buy and sell at their own
risk and work in their own interest, they will constantly be alert to
opportunities to buy where it will be to their benefit.

Agents and Distributors

Agents and distributors represent the ultimate in direct foreign
marketing through independent businessmen abroad. These two
identifications are sometimes used interchangeably and may appear to
overlap, but there is a distinction. An agent generally sells to an entire
country, normally carries no inventory and sells to distributors, each of
whom may be franchised for subterritories of the agent’s. As the
manufacturing exporter’s direct representative, he is paid a commission
by him. An agent finds and keeps distributors satisfied, participates in
advertising and other promotion, and may assist in clearing away
problems such as licences or customs formalities. Sales to distributors
are commonly on credit, and usually such orders require the exporter’s
approval, although the agent may guarantee the credit to his principal.

P
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In this case, the account is sometimes referred to as a del credere
arrangement, and the agent as a del credere agent.

Vocabulary and explanation

Distribution channel: kénh phan phdi; distribution network, distribution
system +'hé théng phan phoi.

Home market : thi trudng trong nudc, § day 6 nghia 1a xudt khau tai
cho.

To be in touch with : lién hé véi, lién quan voi.

- We must be in direct touch with each other so that we can keeps us
well informed of what is going to happen.

Agent : daily ; sole agent or exclusive agent : daily déc quyén. Agency
contract : hgp dong dai ly.

Principal : ngudi Uy thac, ngudi chd quan, cong ty chi quan.

- A Toyvota agent over here sells Toyota cars on behalf of his Tokyo-
based principal.

Franchised: tit ndy co hai nghia. Trong nghia thit nhét, franchised la
duoc cdp quyén mang tén cua mgt cong ty da co danh tiéng trén thé glo‘l
dé kinh doanh. Vi du, Cong ty MacDonald cia My 1a cong ty danh tiéng
toan ciu vé hamburger. Cong ty nay cho muén tén trén thé gidi, noi ndo
mudn kinh doanh hamburger vdi tén MacDonald. Trong truong hop nay,
MacDonald dugc goila franchisor, va cong ty kinh doanh hamburger véi
tén MacDonald dugc goi 1a franchisee.

Trudng hop thit hai, nghia nay 14 déc quyén ldnh thé. Vi du : mot dai
ly ctia BGI chi duge quyén phan phdi san pham ddng béng séng Citu Long ,
ma thoi ; mot dai 1y khéc chiu trach nhiém phan phéi cho cac tinh mién
Trung.

Del credere agent : dai 1y bio dam thanh toan, dai 1y chiu trach nhiém
thanh toan cho céng ty chd quan néu khach hang khong thanh toén ;
a del credere agency contract : hgp dong dai Iy ma trong d6 nha dai ly
chiu thanh toan cho cong ty chu quan néu khach hang, vi nguyén nhan
nao doé, khong thanh toan noi.
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An introduction to incoterms

It is absolutely necessary for the seller and the buyer to have a very
clear understanding of the terms of delivery they involve themselves in,
Since different laws contain different solutions for those questions
pertaining to who will arrange and pay for the carriage of the goods from
the seller’s works/factory/warehouse to the buyer’s premises, who bear
the risk if these operations cannot be carried out, and who will bear the
risk of loss of, or damage to, the goods in transit, the International
Chamber of Commerce (ICC) has set out the Incoterms to overcome the
problems of conflicting national laws and interpretations by establish-
ing a standard set of trade terms and definitions that offer “neutral”
rules and practices. As such, the Incoterms are used worldwide, and have
become part of the sales contract if agreed between the seller and the
buyer by simple reference to one of the trade terms expressly stating that
it should be interpreted according to Incoterms.

[t should be noted that special provisions in the individual contract
will override anything provided in Incoterms. Parties may adopt Incoterms
as a general basis of their contract but may also specify variations or
additions to them so as to fit them to the particular trade or to their
particular needs.

Due to limited space and the popularity of some Incoterms in
Vietnam, the presentation of Incoterms will rather be confined to FOB,
C&F and CIF.

FORB : Free on Board (named port of shipment)

The goods are placed on board a ship hy the seller at a port of
shipment named in the sales contract. The risk of loss of or damage to
the goods is transferred from the seller to the buyer when the goods pass
the ship's rail.

In this Incoterm, the responsibilities of the seller and the buyer are
stipulated in the following :

The seller must :
- Supply the goods in conformity with the contract of sale, together
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with such evidence of conformity as may be required by the contract.

- Deliver the goods on board the vessel named by the buyer, at the port
of shipment, in the manner customary at the port, at the date or within
the period stipulated, and notify the buyer that the goods have been
delivered on board.

- At his own risk and expense, obtain any export licence, export quota,
or other authorisation necessary for the export of the goods.

- Bear all costs and risks of the goods until such time as they shall
have effectively passed the ship’s rail at the named port of shipment,
including any taxes, fees or charges levied because of exportation, as
well as the costs of any formalities which he shall have to fulfill in order
to load the goods on board.

- Provide at his own expense the customary packing of the goods.

- Pay the costs of any checking ope-rations (checking quality,
measuring, weighing, counting) which shall be necessary for the pur-
pose of delivering the goods.

- Provide at his own expense the customary clean document in proof
of deliveryf the goods on board the named vessel.

- At the buyer’s request and expense, provide with the certificate of
origin.

- At the buyer's request, risk and expense, assist him in obtaining a
bill of lading and any documents, other than the certificate of origin,
issued in the country of shipment and/or of origin and which the buyer
may require for the importation of the goods into the country of

destination.

Vocabulary and explanation

Incoterm  tic International commercial terms, 1a cac diéu kién giao
hang qudc té.

International Chamber of Commerce : Phong Thuong mai quoc té.

To conform with : phu hop voi ; compliance : sy phu hop ; in
compliance with hodc in comformity with : phu hop vai.

Port of shipment, port of origin, port of loading : cang giao hang. Port
of destination, port of unloading : cang dén.
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In the manner customary at the port ; theo cach thirc théng thuong
tai cang. Piéu ndy c6 nghia la gom hang tai mét noi, hodc dé hang trong
kho, khong dé hang chiu suong gié.

Export licence : gifly phép xuét khau ; export quota : han ngach xuit
khau. Thudng, déi véi cac nhd xuét khau Viét Nam, gidy phép vé han
ngach 13 quan trong nhit.

- Ship's rail ; lan can tau ; to pass the ship’'s rail - qua lan can tau.

- 1.14: Tat cdmgei van dé trong phan nay ¢6 nghia 1a Bén xuét khau phai
chiu moi phi ton vé xuat hang.

Checking operations : cac hoat déng vé kiém tra hang hoa. Vi du : kiém
tra chat lugng. Trong truong hop Viét Nam, c6ng ty Vinacontrol sé chiu
trach nhiém vé kiém tra chét lugng. Hoic gia, néu khach hang yéu ciu mot
cong ty danh tiéng ding ra kiém tra chit lugng hang xut ctia Viét Nam,
ta c6 thé nho dén Cong ty Société Genérale de Surveillance (SGS) ciia Phap
thure hién c6ng tac nay.
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FOB terms of delivery

Inlast issue, we talked about the responsibilities of the seller when he
sells under the FOB terms of delivery. In this issue, the responsibilities of
the buyer will be discussed.

The buyer must :

- At his own expense, charter a vessel or reserve the necessary space
on board a vessel and give the seller due notice of the name, loading
berth of and delivery dates to the vessel.

- Bear all costs and risks of the goods from the time when they shall
have effectively passed the ship’s rail at the named port of shipment,
and pay the price as provided in the contract.

- Bear any additional costs incured because the vessel named by him
shall have failed to arrive on the stipulated date or by the end of the
period specified, or shall be unable to take the goods or shall close for
cargo earlier than the stipulated date or the end of the period specified
and all risks of the goods from the date of expiration of the period
stipulated, provided, however, that the goods shall have been duly
appropriated to the contract, that it to say, clearly set aside or otherwise
identified as the contract goods.

- Should he fail to name the vessel in time or, if he shall have reserved

to himself a period within to take delivery of the goods and/or the right
to choose the port of shipment, should he fail to give detailed instructions

'in time, bear any additional costs incurred because of such faifure, and

all the risks of the goods from the date of expiration of the period
stipulated for delivery, provide, however, that the goods shall have been
duly appropriated to the contract, that is to say, clearly set aside or
otherwise identified as the contract goods.

- Pay any costs and charges for obtaining a bill of lading if incurred
under Article 9 of the responsibilities of the seller.

- Pay all costs and charges incurred in obtaining the documents
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mentioned in Article 8 and 9 of the responsibilities of the seller,
including the costs of certificates of origin and consular documents.

Vocabulary and explanation
To charter : thué riéng mot phuong tién.

A chartered plane : mdy bay thué riéng ; A charter party : hop déng
thué riéng mot phuong tién van tai.

- If the quatity of goods to be exported warrants the hire of a complete
ship, the terms of the contract of carriage are embodied in a document
called the “Charter party”. (Néu khdi luong hang héa xuat khau di dé
thué riéng mot chiéc tau thi cac didu kién van tai dugc ghi vao mot ching
tu goi 1a “hop dong thué riéng chiéc tau”).

- However, in this case is rare ; in most cases, the exporter’s goods from
only part of the intended cargo of the ship and they are carried in the ship
together with goods belonging to other shippers ; here the terms of the
contractofcarriage are evidenced by a document called the “bill of lading”.
(Tuy nhién, tru'(mg hop nay rat hiém ; trong da sé cac trudng hop, hang
héa cia nha xuit khiu chi 1a mot phan ctia téng sb hang g di va sb
hang nay dugc chuyén chd cung véi hang cta cac chi hang khac).

To stipulate : qui dinh ; stipulation : syt qui dinh ; stipulated: dugc qui
dinh ; stipulated date : ngay quy dinh.

- Bear any additional costs incurred because the vessel named by him
shail have failed to arrive on the stipulated date or by the end of the period
specified, or shall be unable to take the goods or shall close forcargo earlier
than the stipulated date or the end of the period specified and all the risks
of the goods from the date of expiration of the period stipulated... (Ganh
chiu thém phi ton béi chiéc tiu ma ong ta néu tén khong dén ding ngay
qui dinh hodc cudi théi ky qui dinh, hoic khéng th€ chuyén hang héa
Ien tau hodc khang lay hang héa sdm hon thdi gian qui dinh hoic vao

cudi thoi gian qui dinh va moi rii ro vé hang hoa ké tw ngay hét han qui
dinh...)

Consulate : lanh sy quan ; General Cosul : téng lanh su ; consular
documents : cac chmimg ti lanh sy.
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Cost and Freight delivery terms
(C&F)

C&F means “Cost and Freight”. The seller must pay the costs and
freight necessary to bring the goods to the named destination but the
risk of lass of or damage to the goods, as well as of any cost increases,
is transferred from the seller to the buyer when the goods pass the ship’s
railin the port of shipment. Here again, we will discuss the responsibilities
of the seller and the buyer as we did in FOB. However, we will refrain from
discussing any responsibilities that are similar to those of FOB. In this
case, we will only point out to the reader those that are in addition to
the responsibilities of the seller already stipulated in FOB.

1. The seller must :

1.1. Contract onusual terms at his own expenses for the carriage of the
goods to the agreed port of destination by the usual route, in a seagoing
vessel (not being a selling vessel) of the type normally used for transport
of goods of the contract description, and pay freight charges and any
charges for unloading at the port of discharge which may be levied by
regular shipping lines at the time and port of shippment.

1.2. At his own expense furnish to the buyer without delay a clean
negotiable bill of lading for the agreed port of destination, as well as the
invoice of the goods shipped. The bill of lading must cover the contract
goods, be dated within the period agreed for shipment, and provide by
endorsement or otherwise for delivery to the order of the buyer or buyer’s
agreed representative. Such bill of lading must be a full set of “on board”
or “shipped” bills of lading, or a “received for shipment” bill of lading
duly endorsed by the shipping company to the effect that the goods are
on hoard, such endorsement to be dated within the period agreed for
shipment. If the bill of lading contains reference to the charter party, the
seller must also provide a copy of this latter docwment.

Note: A clean bill of lading is one which bears no superimposed
clauses expressly declaring a defective condition of the goods or
packaging.
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2. The buyer must :

2.1. Accept the documents when tendered by the seller, if they are in
conformity with the contract of sale, and pay the price as provided in
the contract.

2.2. Receive the goods at the agreed port of destination and bear, with
the exception of the freight, all costs and charges incurred inree 2ct of
the goods in the course of their transit by sea until their arrival at the
port of destination, as well as unloading costs, including lighterage and
wharfage charges, unless such costs and charges shall have been
included in the freight or collected by the steamship company at the
time freight was paid.

Note : If the goods are sold “C&F landed”, unloading costs, including
lighterage and wharfage charges, are borne by the seller.

2.3. Bear all risks of the goods from the time when they shall have
effectively passed the ship’s rail at the port of shipment.

2.4. In case he may have reserved to himself a period within which
to have the goods shipped and/or the right to choose the port of
destination, and he fails to give instructions in time, bear the additional
costs thereby incurred and all risks of the goods from the date of the
expiration of the period fixed for shipment, provided always that the
goods shall have been duly appropriated to the contract, that is to say,
clearly set aside or otherwise identified as the contract goods.

2.5, Pay the costs and charges incurred in obtaining the certificate of
origin and consular documents.

2.6. Pay all costs and charges incurred in obtaining other documents
issued in the country of shipment and/or of origin and which the buyer
may require for the importation of the goods into the country of
destination. :

2.7. Pay all customs duties as well as any other duties and taxes
payable at the time of or by reason off the importation.

2.8. Procure and provide at his own risk and expense any import
licence or permit which he may require for the importation of the goods
at the port of destination.
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Vocabulary and explanation

At someone’s own expense : bing tién riéng cia ngudi do.

At the expense of ; dugc tra gia bing cong sttc cia ai.

- His rise to the top of the echelon has been achieved at the expense of
his family. (Anh ta da len dén dinh cia nic thang danh vong bing su tra
gia cda gia dinh).

Seagoing vessel : tau di bién.

Sailing vessel : thuyén budm.

- Any charges for unloading at the port of discharge which may be
levied by regular shipping lines at the time and port of shipment. (Bt cit
phi béc dd nao tai cdng dd ma hang van tai co thé tinh luc béc xép tai
cang bdc xép).

A clean negotiable bill of lading : vén tai don dueng bién sach va
chuyén giao duge. Mot van tai don duong bién sach bao gém cac diéu
khoan sau day :

a} Khong co nhitng ciu phat biéu tinh trang bao bi déng géi xu. Thi
du: “thung dung roi”, hoac “hdp bi bé”,... .

b) C6 nhiing cdu nhin manh dén tinh cach phi trach nhiém ciia hing
tau vé nhitng rii ro xuat phat tit ban chat ciia hang héa hoic bao bi cia
hang héa do.

¢) C6 nhitng ciu phi nhin kién thitc cia hing tau v& ndi dung, trong
hrong, chat lugng hoac quy cach ki thuét clia hang héa dige chd trén tau.

Nén nhd ring hai ciu (a) va (b) khéng bién van tai don dudng bién
sach thanh vin tai don khong sach.

Be dated within the period agreed for shipment : dugc dé ngay trong
khodng thoi gian vin tai qui dinh.

Chii y : Nén so ngay dé ra trong van tai don duong bién vdi:

a) Ngay hét han cda Thy tin dung (deadline of L/C).

b) Ngay hét han phai ndp chimg t (ddi voi ngudi ban).

Endorsement : sut boi thy, su ky hau.

Charter party : hgp dong thué tau.
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To tender : dua ra, dé nghi.

- He has tendered his resignation to the Director. (Ong ta di dé donxin
tit chitc voi 6ng Giam ddce).

In the course of their transit by sea : trong qua trinh di bién.

In the course of : trong qua trinh.

- In the course of its operation, the joint venture company shall abide
by the laws of Vietnam. (Trong qua trinh hoat dong, cong ty lién doanh
sé tuan thyd theo luat phap Viét Nam).

Unloading costs : chi phi bdc dd hang héa.

Ligterage charges : phi 16ng hang (tién trd cho viéc chuyén chd hang
hoa bing xa lan ti¥ tau 16n dén cang hodc ngugc lai).

Wharfage charges : phi neo tai cang.

- Unless such costs and charges shall have been included in the freight
or collected by the steamship at the time freight was paid. (Tri phi cac chi
phi va phi tén dé da dudc gdp trong phi van tai hodc dugc cong ty vin
tai thu hdi lic trd phi véan tai).

- If the goods are sold “C & F landed”, unioading costs, including and
wharfage charges, are borne by the seller. (Néu ban hang theo diéu kién
«C & F d& 1én bo”, thi cac phi dd hang, k€ ca phi chuyén tai va phi neo
tau, s& do ngudi ban chi trd).

- In case he may have reserved to himself a period within which to have
the goods shipped and/or the right to choose the port of destination and
he fails to give instructions in time, bear the additional costs there by
incurred and all visks of the goods from the date of expiration of the period
fixed for shipment. (Trong truong hop ngudi mua danh quyén chi dinh
théi gian giao hang va/hodic quyén chon cang giao hang, néu ngudi do
Khéng thong bao kip thdi, thi ngudi dé phai ganh chiu thém cac phi tén
va moi rii ro khi hét han giao hang qui dinh).
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Cost, insurance and freight (CIF)

CIF means “Cost, Insurance and Freight”, This term is the same as C&F
but with the addition that the seller has to procure marine insurance
against the risk of loss of or damage to the goods during the carriage.
The seller contracts with the insurer and pays the insurance premium.
The buyer should note that under the present term, unlike the term
“Freight/Carriage and Insurance paid to”, the seller is only required to
cover insurance on minimum conditions (so-called FPA conditions).

Here again, not all the responsibilities of the seller are presented ;
" only the responsibility with respect to insurance will be discussed at
length.

This term requires that the seller be responsible for procuring, at his
own cost and in a transferable form a policy of marine insurance against
the risks of carriage involved in the contract. The insurance shall be
contracted with underwriters or insurance companies of good repute on
FPA terms, and shall cover the CIF price plus ten percent (10 %). The
insurance shall be contracted with underwriters or insurance companies
of good repute on FPA ferms, and shall cover the CIF prices plus ten
percent (10 %). The insurance shall be provided in the currency of the
contract, if procurable.

Note : The insurance terms are minimum and the period shall be
warehouse to warehouse. Whenever the buyer wishes more than the
minimum liability to be included in the contract, he should take care to
specify that the basis of the contract is to be “Incoterms” with whatever
addition he requires.

Unless otherwise agreed, the risks of carriage shall no include special
risks that are covered in specific trades or against which the buyer may
wish individual protection. Among the special risks that should be
considered and agreed upon between the seller and the buyer are theft,
pilferage, leakage, breakage, chipping, sweat, contact with other cargoes
and others peculiar to any particular trade.

Vocabulary and explanation
Marine insurance : bao hiém hang hai, dé€ phan biét vdi cac loai bao
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hiém khac nhu bao hiém tai san, bao hiém sinh mang, bio hiém héa
hoan, bao hiém dé tam nhan v.v...

Insurer hay underwriter : nha bdo hiém ; to insure hay to under-
write : bao hiém, bao dam.

Insurance : sy bao hifm ; insurance company : cong ty bao hiém ;
insurance broker : méi gidi bao hiém.

Insurance coverage : linh vuc bao hiém ; insurance premium: phi bao
hiém ;

insurance policy : hop déng bao hiém ; To take out an insurance
policy : ky hgp dong bao hiém.

FPA terms : cac diéu khoan bao hiém goi 1a “Free from Particular
Average” (Mién tén that riéng). Diéu khoan bao hiém nay chi chiu trach
nhiém vé cac rii ro c6 lién quan dén sy mat mat hay hr héng toan bd
hang hoa, va rii ro lién quan dén tén that chung. Nhitng diéu khoan nay
sé duge trinh bay khi dén phan bao hiém.

Warehouse to Warehouse ; tt kho dén kho, didu khoan nay bao gém
viéc bao hiém hang hoéa ngay tr khi chung rdi nha kho tai dia diém bat
diu cudc hanh trinh cho téi nha kho tai dia diém giao hang hoic cho
(i mot thai diém quy dinh trong hop ddng sau khi hoan thanh cong tac
béc xép tai cang giao hang, tuy theo didu nao xay ra trugc.

Theft : t6i danh dn trm ; thief : ngudi an trom.

Pilferage : an cip vt ; pilferer : ngudi an cap vat.

Chipping : su nut, vo.
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Modes of payment and securing
payment in infernational trade

An export transaction inevitably implies risks for both the importer
and the exporter. There is the risk of default of one or other of the parties
to the contract and there may be political or economic risk in the
countries involved. Moreover, it will not always be easy to evaluate the
credit-worthiness and business reputation of the other contracting
party. Consequently, payment on open account or by cheque or even by
bill of exchange will not normally be acceptable unless the parties have
a long-standing commercial relationship and the political, economic
and legal situation in the importer’s country is stable. If these conditions
are not met additional security is generally required. The modes of
securing payment recongcile the conflicting economic interests that are
present in any export transaction : the exporter wishes to obtain the
purchase price as soon as possible, but not to hand over to the importer
the documents of title to the goods (such as bills of lading) before having
received payment or, at least, being certain that his draft has been
accepted. The interest of the importer, on the other hand, is to postpone
payment of the purchase price until he has an opportunity of reselling
the goods or, at least, of having examined them to ensure their
conformity with the sales agreement. Customary modes of securing
payment have therefore become established and the most important of
these are documentary collections and banker’s documentary credits. In
both cases, one or more banks act as agents between the seller and the
buyer.

In the following presentation, we will first be discussing the arrange-
ments which provide for direct payment by the importer without the
necessity for a bank to act as an agent for the parties.

The invoice

With the invoice, the seller debits the buyer with the agreed price of
the goods and any other costs that the buyer has to bear, such as the cost
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of carriage and insurance. The sales contract may stipulate that the
invoice is to be in a particular form and must contain particular items
which the buyer may need for the purpose of complying with revenue
and other laws of his country. If the invoice does not contain these
specifications, the buyer may reject the document. In some cases the
contract may require th seller to supply a proforma invoice to the buyer
who may this document in order to be able to comply with foreign
exchange and import regulations of his country.

Vocabulary and explanation

Modes of payment : phuong thic thanh toan ; modes of transpor-
tation : phuong thitc chuyén chd ; modal (adjective) : thudc vé phuong
thite ; multi-modal means of transport : phuong thitc van chuyén bing
nhiéu phuong tién khac nhau.

Risk of default : rii ro khong thanh toan.

Political and economic risks ; cac rii ro vé chinh tri va kinh té (vi
du : cich mang, chinh pht khéng 6n dinh, lam phat gia toc v.v...}.

Credit-worthiness : su tin nhiém, tin tudng vao mat ddi tac. C6 thé sit
dung tu credibility.

- After his default in payment for his goods indue time, he has lost all
of his credibility (credit-worthiness) to his bank.

Open account : ghi s6, con goi la credit ; account : tin dung thuong
mai ; payment on open account : chi tra theo tin dung thuong mai. Thudng
khi nha xuét khiu giao hang, ngudi d6 sé gii kém theo hoa don. Viéc chi
tra sé dua theo mét thdi khoan an han{grace period) va mét diéu kign giam
gia néu hang héa dugc thanh toan som. Vi dy, diéu kién “3/10 net 30" ¢6
nghia 14 nguoi mua phai thanh toan trong vong 30 ngay, va néu tra trong
vong 10 ngay dAu thi s& dudc gidm gia 3 %. Mot vi du nifa cia sy thanh toan
biing tin dyng thirong mai 1a ngudi mua dan xép véi cac cita hang bach hoa
dé mua hang hoa téi mot trj gia théa thuin madi thang va chi tra vao cudi
thdi han théa thuin nhu cudi thang hay cudi quy.

Conflicting economic interests : cac quyén lgi kinh té mau thuén.

Draft hay bill of exchange ; hdi phiéu titc lénh chi tra bang van ban
1énh cho mét nguoi phai trd mét s6 tién cho mot ai dé ¢6 tén khi ¢ yéu
ciu hodc mét thoi han nao dé trong tuong lai.

Proforma invoice : héa don tam.
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Instruments for securing payment

The documentary collection and the documentary credit are the two
main and classic instruments for achieving security of payment in
foreign trade transactions, the latter offering substantially higher
security than the former. Documentary credits therefore are the preferred
mode of payment.

Documentary collection

A documentary collection is an operation in which the exporter
hands the shipping documents to his bank (remitting bank) with precise
instructions to have them presented through a collecting bank in the
importer’s country. The collecting bank delivers the documents to the
buyer only after he has satisfied all the requirements prescribed by the
selter, such as delivery against payment or against acceptance of a bhill
of exchange drawn by the exporter upon the importer. For the importer,
the documentary collection has the advantage that he obtains the
shipping documents, which evidence the shipment of specific goods
and give title to them, when making the payment or accepting the
draft ; thus, he may be reasonably sure that against his payment or
acceptance he actually receives the goods sold. The exporter knows that
the shipping documents will be delivered to the importer only if the
latter actually satisfies all his requirements. The exporter can dispose of
the sales proceeds only after the buyer has paid for the documents or
paid the accepted bhill of exchange at maturity, and even then only after
the proceeds have been transferred. However, at the moment when the
seller dispatches the goods, he has no assurance that the buyer wiil
actually pay or accept the draft. Consequently, a documentary collection
is suitable means of securing payment only if the parties to the export
transaction have a relationship of trust, and where the wolitical,
economic and legal sitwation in the importer’s country is stable.
Nonetheless, a documentary collection offers much higher security than
direct setttement by the buyer on open account.

Basically, a documentary collection involves three stages :
- T ae exporter and the importer agree in the sales contract upon the
terms of payment, including the terms of collection.

- The exporter dispatches the goods in accordance with the terms of
the sales agreement. Thereafter, he sends all necessary documents
(invoices, bills of lading, insurance certificates, certificates of origin,
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etc.) to his own bank (cailed the remitting bank) together with his precise
collection order. The remitting bank then forwards the documents to a
correspondent bank (collectinzbank) at the importer’s residence indicating
under which conditions the c.ocuments may be released to the importer.
- The collecting bank informs the importer of the arrival of the
documents and notifies him of the terms of their release. The importer
makes payment, or accepts the bill of exchange, and in return he receives
the documents. The collecting bank then transfers the collected amount
or the accepted draft to the remitting bank, which credits such an
amount to the exporter's account or delivers the accepted bill to him.

Vocabulary and explanation

Documentary collection : thu thap chung tit ; Documentary credit con
goi la letter of credit : thu tin dung.

To hand to, to hand over: giao, chuyén giao ; to hand in: nop (bai va, tap,
tai liéu).

- We handed over to the police the thief we had caught. Our professor
asked us to hand in our homework by next Friday.

Delivery against payment : chuyén giao ching t khi thanh toan ;
delivery against acceptance of a bill of exchange:: chuyén giao chiing tit khi
chap nhan héi phiéu.

Remitting bank : ngan hang chuyén (tién, ching tw) ; collecting
bank: ngan hang thu (tién, ching w). To remit (v), remittance (n): chuyén,
su chuyén (tién, ching tw).

- The foreign party may remit its profits overseas, but such remitted
profits must be subject to the withholding tax. (Bén nudc ngoai c6 quyén
chuyén lgi nhuén ra nudc ngoai, nhung phai chiu thué chuyén loi nhuan).

-The collecting bank informs theimporterof the arrival of the documents
and notifies him of the terms of their release. The importer makes payment,
oracceptsthe bill of exchange, and inreturn he receives the documents. The
collecting bank then transfers the collected amount or the accepted draft to
the remitting bank, which credits such an amount to the exporter’s acount
or delivers the accepted bill to him. (Ngan hang thu thdng bao chonhanhap
khau la chu‘ng t dén rdi va théng bao ludn cac dibu kién giao chung ur.
Nha nhap khiu thanh toan hoic chap nhan héi phleu rdi nhan chizng tit.
Sau d6, ngan hang thu chuyen so tién nay hoac héi phleu da dugc chap
nhin qua ngan hang chuyén dé ngan hang nay ghi ¢ s6 tién nay vao tai
khoan cia nha xuat khiu hoac chuyén giao héi phiéu cho ngudi do).
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Documentary letters of credit

If the exporter cannot rely on the buyer’s ability and readiness to pay
the purchase price and/or if the political, economic and legal conditions
in the importing country cannot be considered to be stable, the exporter
will insist upon securing payment by means of a documentary letter of
credit. This instrument involves a payment obligation assumed by one
or more banks, and consequently offers greater security than a
documentary collection.

A documentary credit is a written undertaking by a bank {(call the
issuing bank) given to the seller at the request of, and in accordance
with, the instructions of the buyer to effect payment up to a stated sum
of money within a prescribed time limit and against stipulated documents.

The procedure for payment by a documentary credit involves the
following steps :

1. The exporter and the importer conclude a sales contract providing
for payment by documentary credit. The “letter of credit clause” must
spell out all the terms and conditions of the documentary credit which
the importer is requested to open in favour of the exporter.

2. The importer instructs his bank (the issuing bank) to issue a credit
in favour of the exporter.

3. The issuing bank requests another correspondent bank, usually in
the country of the exporter, to advise or confirm the credit.

4. The exporter’s bank advises the exporter that a letter of credit has
been issued.

5. Upon receipt of the letter of credit, the exporter will arrange
shipment of the goods.

6. After shipment of the goods, the exporter presents the documents
10 the bank {negotiating bank or paying pank) for payment.

7. The negotiating bank pays the exporter and sends the negotiated
documents to the issuing bank for reimbursement.
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8. The issuing bank reimburses the negotiating bank and delivers the
documents to the importer against payment.

9. On settlement of the bill the importer will use the shipping
documents to claim delivery of the goods from the carrier.

Vocabulary and explanation

To insist on : doi cho dugc, khang khang yéu cau ; insistence : su doi
cho duoc, khiang khiang yéu cau.

- He insisted on going out even though he had not felt well.

To secure : dat dugc, c6 duoc,

- One of the obligations of the Foreign Partner is to secure a loan form
an international financial institution on behalf of the joint venture
company. (MOt trong nhitng nghia vu cia bén nudc ngoai la thay mit lién
doanh 1dy cho dugc mét khoan vay tr mét dinh ché tai chinh quéc té).

Security : an ninh, an toan ; national security : an ninh qud¢ gia.

To prescribe : quy dinh ; as prescribed : nhu quy dinh ; prescribed
capital : von quy dinh.

- If a limited liability company is engaed in the manufacturing industry,
its prescribed capital shall be about 250 million dong. (Néu mot cdng ty
trach nhiém hitu han tham gia vao nganh céng nghiép ché tao, vén quy
dinh phai 1a 250 triéu dong).

In favour of : cho at hudng loi.

Terms and conditions : cac digu khodn va diéu kién co ban. Day 1a cum
1t thudmg ding trong hgp dong.

- Any change of the terms and conditions stipulated in this contract shall
be subject to approval of SCCL (Bat cit sy thay déi nao vé cac didu khoan
va diéu kién quy dinh trong hop ddng nay phai dugc Uy ban Nha nudc
vé Hop tac va Pau tu phé chuin).

Documents against payment : thanh toan déi chiung .
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Methods of direct payment
by the buyer

1. Cash with order

The simplest case is where the parties agree on*cash with order” terms.
A sale on these terms will usually eliminate all financial for the exporter.

2. Sight payment

If the parties agree on “sight payment”, the importer must remit the
purchase prices against delivery to him of the documents of title to the
goods sold. In this case, the exporter will generally send the documents via
a hank to the impoter who will make payment to the exporter by cheque
or, more often, through a bank by telegraphic or mail transfer.

Sight payment is suitable only when the exporter has no doubt about
the solvency and integrity of the buyer.

3. Payment by bill of exchange
a. Avantages of bill of exchange

If the exporter is not willing, or not able, to pay the purchase price on
open account, payment by a bill of exchange will often be agreed upon.
This arrangement, which is a form of direct payment by the buyer, offers
considerable advantages to both parties; the exporter obtains a bill of
exchange accepted by the importer which is immediately negotiable; the
buyer, on the other hand, is granted a definite period for settlement
(unless, of course, the bill is payable at sight). In the absence of specific
arrangements made by the parties, the customs prevailing in the
particular trade will determine whether the price is to be paid on which
the bill has to be drawn by the exporter upon the importer.

b. Nature of the bill of exchange

A bill of exchange is unconditional written order, addr_essed by one
person (the drawer) to another (the drawee, also called the acceptee)
requiring the drawee to pay on demand or at a fixed determinable future
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time, a certain sum in money to the drawer or to the order of a specified
person (the payee), or to a bearer. Thus, there are three original parties to
abillofexchange: the drawer (exporter), thedrawee (importer ar, possibly,
his bank) and the payee, normally the exporter.

The obligations resulting from a bill of exchange are abstract and
seperate from the underlying transaction in connection with which it
was issued (sales agreement, letter of credit, etc.). The drawee/acceptee
cannot raise objections relating to the underlying transaction as
grounds for refusing to make payment to a bona fide holder of the bill
of exchange which is complete and regular on its face. Finally, most
countries have special accelerated procedures for the recovery of the
debt if the bill of exchange is not paid at its maturity.

Vocabulary and Explanation

Cash with order : tra tién ngay khi dat hang

Sight payment : thanh toan ngay khi thay hoi phiéu ; sight : thoi diém
ma hoi phiéu dugce xuat trinh cho ngwoi ¢6 trach nhiém thanh toan no ;
at sight : thanh toan khi dugc xuit trinh cho con no.

- A bill payable at sight is called a sight bill.

Telegraphic or mail transfer : chuyén tra bang dién tin hoac thr tin.
Telegraphic transferlamét hinh thitc chuyén tién nhanh bang dién tin cho
mot ngudi ¢ mot nude khac. Ngudi dudc chi tra ¢6 thé nhan tién mat hodc
tin dung chuyén thiang vao ngan hang cia minh. Ngudi Chuyén tien phai
ganh chiu phi tén dién tin tnt phi ngudi d6 cho thay chi phi nay do ngudi
duge chi tra ganh chiu.

Solvency : kha ndng chi tra ; insolvency : su maét kha nang chi trd dan
tdi truong hgp bankruptcy (pha san).

Integrity : su wong thién.

- His business is well known for its highly professional integrity.

To draw(abill of exchange, adraft): ky phat (héi phiéu) : drawer: ngudi
ky phar ; drawee : ngudi dugc ky phat ; payee : ngudi duge chi tra ;
bearer : bat cit ngudi ndo nbhan hdi phiéu.

Nhu véy, hi phiéu duge nguoi duge ky phat thanh toan hodc cho ngudi
ky phat hodc cho ngudi thit ba (ngudi dugc chi tra, bat ky ai ndm gitt no).

Bona fide (La;in): hongstly, truthfully, with good intentions. Bona fide
holder : ngudi nam giit hdi phiéu chan that, ¢é thién chi.

- I do not accept his bona fides : I believe he is not acting in good faith.
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Technical aspects
of a letter of credit

The following paragraphs shall examine those technical aspects that
must be paid attention to by the beneficiary of a letter of credit.
Overlooking these technical aspects may lead to a complete refusal by
the negotiating bank when the beneficiary presents his documents to
such bank. The following points must be borne in mind when the
beneficiary examines the credit.

Irvevocable Credit ; The credit must be issued by a bank and
expressly marked "Irrevocable”.

Beneficiary : The full name and address of the beneficiary must be
correcttly stated there in, because the commercial invoices must be made
out in the name of the apphcant for the credit.

Amount of Credit : The beneficiary should see to it that the amount
specified in the credit should be sufficient to cover the cost of the goods
to be shipped. However, if the credit amount is prefixed by the word
“about”, this will permit a leeway of 10 % more of the original amount.
For example : “about US $ 6,000” shall mean an availability of up to US
$ 6,600 only.

Bank Discount Charges : Usually a letter of credit is available by the
beneficiary's draft drawn at sight. When it is available by usance draft
or with deferred payment term, either the beneficiary or the buyer may
have to bear the discount charges. If the exporter is not willing to bear
such charges, he should sce that the credit has expressly authorised
negotiation to be effected on a sight basis and discount charges are for
the buyer’s account.

Description of Merchandise : Even though the discription of goods
is to be started briefly in general term, the description of the goods in
the commercial invoice must correspond with the description in the

credit.

Quantity : If the credit expressly states that the specified guantity
of goods must not reduce or exceed a certain percentage, this means the
specified quantity must only strictly complied with. However, in the
absence of such stipulation, it is to be understood the a difference of up
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to 5 % more or less of the specified quantity of goods will be allowed by
the credit provided that the drawing is not in excess of the credit
amount. For example, if the credit specifies 10,000 tons of rice, it could
mean that a maximum of 10,500 tons or a minimum of 9,500 tons will
be shipped provided always that the invoice value shall not exceed the
credit amount. But this tolerance is not applicable when the credit
specifies quantity in terms of a stated number of packing units or
individual items, e.g. 80 units of machines, 100 sets of furniture, 400
cartons of milk powder, etc.

Partial shipments

Partial shipments are permitted, unless the credit expressly states
otherwise. If partial shipments are not allowed, it means that the
stipulated quantity of goods must be carried by the same ship and in one
delivery only. However, goods carried by the same vessel or aircraft will
not be considered as partial shipment even if the bills of lading
indicated “On board” bear different dates and/or different ports of
loading.

Shipment by instalments

If the credit stipulates shipment by instalments is to be made within
specific periods, and any instalment which is not shipped within the
period allowed for that instalment, the credit wiil cease to be available
for that or any remaining instalments.

Transhipment

Unless transhipment is not permitted in the credit, banks will accept
transport documents which indicate that the goods will be transhipped,
provided the entire carriage is covered by one and the same bill of lading
(through bill of lading).

Dispatch by post

If the credit stipulates dispatch of goods by post, then the postal
receipt or certificate of posting must be stamped or authenticated and
dated in the place from which the credit stipulates the goods are to be
sent.

Deadline for shipment

The exporter must ensure that shipment of the goods is made within
the shipment date. Documents date later than the specified date for
shipment will be rejected by banks for reason of late shipment.
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Validity date for negotiation

The beneficiary must ensure that he is able to present the required
documents to the negotiating bank for negotiation before the expiry
date of the credit.

When the specified expiry date falls on a Sunday or a public holiday,
the expiry day will be extended until the first following business day.

Deadline for presentation of documents

As soon as shipment of goods is completed, it is necessary to have
all the documents presented to the negotiating bank within the specified
period stated in the credit. Attention should be paid to the following :

a) In addition to stipulating an expiry for presentation of documents,
every credit which calls for a transport document (s} should also
stipulate a specified period of time after the date of issuance of the
transport document (s} during which presentation of documents for
payment, acceptance or negotiation must be made. If no such period of
time is stipulated, bank will refuse documents presented to them later
than 21 days after the date of issuance of the transport document (s).
In every case, however, documents must be presented not later than the
expiry date of the credit. ’

b) The date of issuance of a transport document (s) shall be deemed
to be :

i) In the case of a transport document evidencing carriage by air - the
date of issuance indicated on the transport document or, if the credit
stipulates that the transport document shall indicate an actual flight
date, the actual flight date as indicated on the transport document.

ii) In the case of a transport document evidencing loading on board
a named vessel - the date of the issuance of the transport document or,
in the case of an on board notation, the date of such notation.

Vocabulary and explanation

To overlook : xem nhe, bo qua.

Beneficiary : nguoi thu hudng, hitc nguoi ban, nha xuit khiu ; to bene-
fit : thu hudng, thu loi.

Negotiating bank (xem phan ngan hang) : ngan hang cia ngudi ban,
nha xuit khiu. Pay la ngan hang ma ngudi ban co thé chuyén nhugng
héi phiéu cida minh dé dugc chi tré gia tri cda thu tin dung. Bing cach
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nay, ngan hang chiét khiu (discount) gia tri cia héi phidu. Vi vay, ngin
héng nay con duge goi 1a ngan hang chiér khau.

Leeway : quyén tu do danh cho ai d6 di chuyén, thay déi.

Bank discount charges : phi chiét khau.

Usance draft : hi phiéu dinh ky. Dy la loai héi phiéu st dung theo
Thur tin dung theo sy chap nhan. (Letter od Credit available v uaccep-
tance). Loai tin dung nay cho phép ngudi mua nhin hang trude va thanh
toan sau. Theo loai tin dung nay, hdi phiéu dinh ky ¢6 thé duge ky phat
thanh toan theo mét thoi han nao dé, thi du, 30 ngay, 60 ngay hodc 90
ngay sau khi xuat trinh (after sight). Mac du cac hdi phiéu dinh ky chi
dugc thanh toan sau mét thdi han quy dinh, ching ciing c6 mttc do an
toan nhu cac hoi phiéu at sight béi vi khi ngan hang cip phat thu tin
dung chap nhén ching, ngan hang nay chiu trach nhiém thanh todn
chung khi dén han.

Deferred payment : trd cham. Di kém theo thu tin dung tra chim
(Letter of Credit with Deferred Paymgnt). Theo lo‘ai thu tin dung nay,
ngudi mua c6 thé nhan hang trudc bing cach chap nhan chimg tit va
thanh toan sau mdt théi han quy dinh, thi dl} 120 ngay heac 180 ngay,
sau ngay ghi trén van don hoac sau ngay xuat tr}nh chli'ng‘ t cho ngan
hang chiét khiu. Loai thwr tin dung nay khong cin héi phiéu cia ngudi
thu hudng. Thong thudng loai thy tin dung nay sé ghi ro ty 1é ung trudc
clia ngan hang chiét khau 1a bao nhiéu khi xut trinh ching tit va phin
con lai duge thanh toan sau bao nhiéu ngay ghi trén héa don.

Partial shipment : giao hang ting phan.

Shipment by insmlmerqts : giao hang ting dot ; instalment : s6 tién
thanh toan timmg dgt, nhat la khi mua chiu (on credit) ; payment by
instalment : tra tién timg dot.

- In leasing, the lessee will have to make payment in equal instalments
throughout the lease period. (D6i vai viéc thud (thiét bi 1a chid yéu), ngudi
thué phai thanh toan nhing dot bing nhau trong sudt thoi gian thud.)

Transhipment : chuyén tai,

Dispatch by post : giao hang qua buu dién

To authenticate : chimg thyc ; authentication : su ching thuc.

Deadline for shipment : han chot giao hang.

Date of issuance : ngay c3p (phat) ; date of expiry : ngay hét han.
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Transport confracts -
Carriage by sea

Definitions

The contract concluded between the cxporter (referred to as the
“shipper™y and the shipowner (referred to as the “carrier”} is known as
a “contract of carriage by sea”. The fee (o be paid by the shipper to the
carrier is the “lreight”.

If the quantity of goods to be exported warrants the hire of a complete
ship, the terms of the contract of carriage are embodied in a document
called the “charter party™. However, this case is rare. In most cases, the
exporter’s goods form only part of the intended cargo of the ship and
they are carried in the ship together with goods belonging to the other
shippers ; here the terms of the contract of carriage are evidenced by a
document called the “bill of lading”. This is a receipt by the shipowner
acknowledging that goods have been delivered to him for the purpose
of carriage and reiterating the terms ol the contract which is concluded
prior to the issue of the document. Thus the bill of lading merely
evidences the terms of a contract which has already been partly
performed.

The shipper may be the selier or buyer under a sales agrecment, or he
may be a freight forwarder or any other consignor. The person to whom
the goods are shipped is called the consignee ; he may be the buyer, or
a freight forwarder or any other person acting for the importer. The legal
carrier may himself be the actual carrier or he may procure carriage by
another, in which case he is usually responsible for the acts and
omissions of the latter. In the former case, the carrier may be the owner
ol the ship or a charterer. With the development ol combined transport,
many [reight forwarders now contract {vis-a-vis the shipper) as carriers,
although they are not in any way personally involved in the sea
lransporl.
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Vocabulary and explanation
Shipper . ngudi gii hang.
Carrier : ngudi chuyén cho.
Charter party : hop dang thué tau chuyén.

(Giai thich thém vé charter party: van don dugce cap phat theo nhiing
diéu kién cia mat charter party duoc goi 1a charter party bill of lading
{van don theo hop déng thué taw). Sit khac biét duy nhat gitta mét véin
don thuong va van dan thué bao la van don nay dugce ky badi nha dai ly
cua ctra hang thué bao. Tru khi thu tin dung cho phép sit dung van don
thué bao, ngan hang (huong khong chap nhan loai van don nay).

Freight : phi van chuyén,

To reiterate : lap lai.

- We would like to reiterate our position in this matter. (Chung toi xin
lap lai quan diém cia ching toi vé van dé nay).

Freight forwarder : ngudi giao nhan.

Shipping agent : Day Ia mot (6 chute chiu trach nhiém t6 chtc thu gom
hang hoa, vin ai va giao hang, chuin bi cac ching t van tai, sap x¢p
chd trén tau, bao hiém, va giai quyét thu tuc hai quan. Tat ca nhing dich
vu nay duogc thuce hién nham muc dich kicm hea hong.

Vis-a-vis : true dién, doi lai voi.



161 - Tiéng Anh trong hoat dong kinh doanh

The bill of lading

Legal nature and form of the bill of lading

The bill of lading is a document evidencing shipment which is issued
by the carrier or his agent as a receipt for the goods. It also contains the
terms and conditions of the contract of carriage. The bill of lading is a
document of title and only the holder of the bill of lading can take
possession of the goods.

There are three basic types of bills of lading :

a) An “on board” bill of lading is issued after the goods have been
received on board ship. It is the most secure type of bill of lading from
the point of view of the importer and the banks involved, since it shows
when and in which vessel the goods were dispatched.

b) A “received for shipment” bill of lading merely confirms that the
carrier has received the goods for shipment.

¢) A “through” bill of lading is issued when the journey will involve
various modes of fransport.

Particulars contained in the bill of lading

In view of its practical importance in the export trade, the bill of
lading has been standardised by various maritime conferences. The
usual form of bill of lading includes the following particulars :

- The name of the shipping company.
- The name of the exporter (shipper).
- The name and address of the importer (consignee} or order.

- The name and address of the party to be notified on arrival of the
shipment, usually the importer. This only applies when the bill has been
made out to order.

- The name of the carrying vessel.

- The name of the port of loading and discharge.

- Where freight is payable and whether it has been paid.

- The number of originals in the set.

- The marks and numbers identifying the goods.

- A brief description of the goods (possibly including weights and
dimensions).
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- The number of packages.

- 'The signature of the ship’s master or his agent.

- The date on which the goods were received for shipment and/or
loaded on the vessel (this must not be later than the shipment date
indicated in the credit).

- 'The signature of the exporter {or his agent) and his designation if
applicable,

Any other points or conditions considered important by the parties
should be mentioned, such as the date of delivery and the number of
originals of the bill of lading, if more than one has to he issued. A hill
of lading is “clean” if it contains no remarks that the condition and
packing of the merchandisc is defective. A bill of lading which contains
such remarks will normally not be acceptable to the buyer of the goods
uncler a CIF contract, or to a hank which has agreced to pay the seller
under a documentary credit on receipt ol the documents.

Vocabulary and explanation

Secure {adj) : an toan ; security (n) : sy an toan, an ninh.

- The use of a large amount of cash for payment is not a secure method.
(Chi tra bang mot Iegng 1dn tién mat 14 khong an toan).

Point of view, viewpoint, standpoint : quan di¢m.

- I'rom the security point of view, non-cash payments such as credil
cards or cheques will be much preferable. (1rén quan diém an toan, nguoi
ta thich phuong thuc thanh toan khéng dung tién méat nhu thé tin dung
hodc ngan phiéu hon).
To standardise : chuan hoa ; standar disation : st chuin hoa : Institute
of Standar disation : Vién Dinh chuén.

- Today, all the spare parts and components are standar dised so that
they can fit in ail machines and equlpment (Ngay nay, moi phy ting va
linh kién déu duge chuin hoa, nén chiing ¢o thé rap vao bat cit may moc
thiét bi nao).

Maritime (adj) : thudc vé hang hdi ; The Maritime joint Stock Bank :
Ngéan hang ¢6 phan hang hai.

Particulars : chi tiét.

To be made out fo order : dugc 13p theo l1énh.

Ship's master : thuyén truéng.
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Responsibilities of the Carrier
and the Shipper

1. Duties and liabilities of the carrier

The carricr is bound to exercise due diligence to make the ship
scaworthy, to properly man, equip and supply the ship and to make the
holds, refrigerating and cool chambers and all other parts of the ship in
which goods are carried, {it and safe for their reception, carriage and
preservation. Moreover, the carrier must properly and carefully load,
handle, stow, carry, keep, care for and discharge the goods carried. This
includes a duty to take reasonable steps to ensure that the cargo is not
damaged by dangerous cargo shipped by other shippers. The carrier is
required o commence and complete the voyage contracted for with
reasonable despatch, and to follow the agreed route, or, il none is agreed,
then the usual route, without unreasonable deviation.

Under the various international rules mentioned above the carrier
will not be liable for loss of or damage to the cargo arising from certain
events which are not the responsibility ol the carrier. These include
perils of the sea, acts ol god, of war, or public enemies, inherent vice of
goods, sirikes, lock-out, cte. Moreover, the carrier’s liablity for loss of or
damage to cargo and for delay is normaly limiied to a fixed sum for each
package or unit shipped.

2. Duties and liabilities of the shipper

The shipper (ic., normaly the exporter) must deliver the goods to the
carrier al the time and place, and of the number, weight and quantity,
specified by the contract. He is deemed 10 have guaranteed to the carrier
the accuracy al the time of shipment of the marks, number, quantity and
weight as stated by him, and the shipper must indemnify the carrier
against all loss, damages and expenses arising or resulting from. Finally,
unless the shipper has specifically informed the carrier that the goods
shipped are dangerous, he impliedly warrants that the cargo is free from
undisclosed dangers and that the protective casing or packaging is
adequate.

‘The shipper is bound to pay to the carrier the freight, i.e, the charge
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for the transporting the goods. The carrier has a lien on the goods to
secure payment of freight.

3. Rights and duties of consignees and endorsees

As holder of the bill of lading, the consignee or endorsec is entitled to
delivery of the goods irom the carrier at the port of destination on
presentation of, and upon terms contained in, the bill of lading. In case of
defaulthe may bring proceeding against the carrier, and he may also claim
for any damage to the goods caused by the wilful act or negligence of the
carrier. However, under the appicable law, acceptance of the goods may
raise a presumption that he has undertaken to make payment to the
carrier. This will be the case if the payment clause of the bill of lading
specifics that the freight is to be paid by the consignee. Consequently, all
parties should pay close attention to the payment clause of the bill of
lading.

Vocabulary and Explanation

Diligence : can min, cham chi ; due diligence : sur siéng nang, cin min
phai co.

- His diligence coupled with caution has made him successful business-
man. (Su si€ng nang can man cong vdi su than trong da lam ong ta tr¢
thanh mot doanh nhan thanh céng).

Seaworthy : co kha nang di bién.

To man : b6 tri thuyén vién.

- Thisvessel hasbeenwellmanned by anexperienced crew.(Chiéctau nay
duge diéu khién béi mét thiiy thi doan co kinh nghiém).

Refrigerating and cool chambers : phong lanh déng va lam matr.

Perils of the sea : nhing hiém nguy ngoai bién ca.

acts of god : thién tai.

public enemy : ké thu chung.

inherent vice of goods : khuyét tit c6 hitu cia hing hoa.

lock-outs : sy dong cita nha may.

A proceeding:vuthuakién. Tobringa proceeding againsrsomeon_e: kién
tung ai. Wilful act or negligence : hanh déng ¢ chi tam hodc lo dénh.

- These fragile goods have been heavily damaged due to the carrier’s
wilful act or negligence. :
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Insurance contract

1. General

a) In every insurance agreement one party (normally an insuarance
company) undertakes to indemnify the other (the insured party) in the
event of the latter suffering damage or loss caused by the occurrence of
a specified event (the risk), in consideration of the payment of a certain
amount of money (the premiumj}.

h) Since export agreements always require the handling and trans-
porlation of goods, they invole certain risks against which the parties
to the contract normally wish to insure. The determination of which
party is to insure the goods during which part of the journey, what type
of insurance is to be contracted and who will bear the cost of paying for
the insurance, is therefore a very important part of the agreement.

The insurance of goods carried by sea has been largely standardised.
However, this is not the case for the carriage of goods by land and air,
although insurance contracts lor land and air carriage are based on
marine insurance practice wherever possible.

‘The basic principle for insurance contracts is that the insured party
must have an “insurable interest”. The buyer may take out a policy on
the goods he has thought, but he cannot make any claim in respect of
loss or damage to them if the risk has not yet passed to him at the time
when the loss occurred. Similarly, the seller cannol claim damages under
a policy if at the time of loss or damage to the goods the risk has already
passed on to the buyer.

It should be noted that the righs of the insured under 1 marine
insurance poiicy can be assigned to the assignee (i.e. the buyer) bv
endorsing and delivering the policy to the buyer. The question involved
are very complex and an exporter who intends to take out an insurance
policv and is not yet familiar with the subject should contact an
insurance broker for advice.

¢) The trade terms, in particular the Incoterms, used by the parties in
their export agreements normally indicate which party is to bear the cost
of insuring the goods. Thus, the use of an FOB contract shows that the
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seller is under no obligat.on to insure the goods sold, nor to bear the cost
of that insurance, while the use of CIT or CIP clauses impose on the seller
the duty to insure the goods sold.

The CIF condition provides for the minimum terms on a FPA basis
{Free from particular average), from warehouse to warchouse. Whenever
the buyer wishes more than the minimum lability to be included in the
contract, he should take care (0 specily that the basic of the contract is
to be "Incoterms” with whatever addition he requires.

Undera CIP clause, the buyer bears all risks of the goods from the time
when they have been delivered into the custody of the first carrier.

d} Even if the buyer is bound to pay separately for the insurance, the
selier may be asked to arrange the insurance of the goods at the buyer’s
expense and according to his instructions. When the seller does this he
is of course acting for the account of the buyer and not on his own behaft
as will be the case if the contract stipulates that the seller must insurce
the goods at his own expense (the cost for the insurance having been
included in the price quotation).

2. Types of Insurance Policies

An insurance policy is a document which describes the insurance
arrangements and defines the rights of the parties. The policy is issucd

- by the insurance company or its agents.

As Lo the types of insurance policy, the most frequent types of
policies are :

2.1 *Valued” or “Unvalued” Policies

Valued policies specify the value of the insured goods, so that this
amount will be payable to the insured party if the risk occurs. [f the
policy is unvalued and the risk occurs, it will be necessary to determine
the value of the subject matter of the insurance before the insurance will
be paid. The subject matter may consist not only of goods, but also
related expenses like customs duties, freight charges, etc.

2.2 “Tloating” or “Open Cover"Policies

These policies are normally used by large-scale exporters who do not
wish to conclude an individual insurance agreement for every sale they
make.
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a) A floating policy states only the general conditicns of the
insurance contract and is intended to cover goods and other items
against risks that may occur in multiple future voyages. The “floating”
policy does not identify the exact subject matter of the insurance, nor
the voyages during which the risk may occur : this information will be
detailed at a later date, before the actual voyages begin, normally by
notice given by the insured party to the insurer.

b) The open cover policy is similar to the floating pohcy in that it only
contains the general terms and conditions of the insurance, but not the
details of the subject matter of the insurance nor the specified voyages
during which the risk may occur. Unlike the (loating policy, where the
value of the risk insured on cach voyage is deducted from the valuce of
the insurance contracted until fully absorbed, the open cover policy
insurance limit is automatically renewed up to the specified maximum
amount alter each voyage. In open cover policies, the identilication of
the subject matter insured and the specific voyage, is normally found in
seprtilicates of insurance”, issued by the insurers according to the
insured party’s instructions. Such certificates may also contain a
cummarised version of the terms and conditions of the open cover
policy.

2.3 Time and Voyage policies

Time policies insure against the risks that may occur during a
specified period of time, while voyage policies cover the risks that may
oceur during a journey from one specified place Lo another. A combina-
tion of these two types ol insurance is, however, common {i.e. the
«warehouse to ware house” clauses cover a certain voyage plus a certain
period of time after the voyage is terminated).

Vocabulary and explanation

Insurance : bao hiém ; to insure: bao hiém : insurance company . hang
bao hifm ; insurance brokerage : moi gioi bao hiém ; insurance broker :
nguoi moi giéi bao hiém ; to insure against something : bdo hiém vé mot
dicu gi.
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Insuer : hang bdo hiém : insured party : bén dugc bdo hiém ;
premium : phi bao hi€m ; marine insurance : bdo hiém hang hai ; life
insurance : bdo hiém nhén tho ; property insurance : bao hidm tai san :
fire insurance : bio hiém hdéa hoan ; accident insurance : bao hiém tai
nan ; third-party insurance : bao hiém dé tam nhan ; vehicle insurance :
bdo hiém xe c6.

Risk : su nguy hiém, rii ro, to take risk : chiu nii ro.
Insurable interest : quyén loi co thé bao hiém.

1o take out an insurance policy : ky hop déng bao hiém.
Insurance contract, insurance policy : hop ddng bao hiém.

CIP: Freight Carriage and Insurance Paid to. Vé mét mat nao do, diéu
kién giao hang nay gidng nhur CIF, chi khac mér diéu 1a véi didu kicn CIP,
ngudi mua bit dau ganh chiu rdi ro ké 1 khi hang dudc giao cho ngudi
chuyén chd chit khong qua lan can tau, rdi s rii ro méi bat diu chuyén
i ngudi ban sang ngwoi mua.

Insurance policy : hgp dong bao hiém.

Valued policy : hgp dong bao hiém dinh gia ; unvalued policy : hap
dong bdo hiém khéng dinh gia.

Floating policy : hap dong bao hiém tha néi.
Open cover policy : hap dong bao hiém bao.

Ci hai hop dong nay duoc sit dung bdi cic nha xuit khiu qui mé ldn,
hang nam xuét di nhiéu chuyén hang. Cho nén, dé tiét kiém thi gid, mot
hop dong bao hiém nguyén nam sé duge ky gitta nha xudt khiu va hang
bao hiém. Trong truéng hop hop déng bao hiém tha noi, tri gia bao hiém
cda moi chuyén hang giao sé trir dan vao tri gia bio hiém nguyén nam
cho tdi khi tri gid bao hiém toan nam con lai sé khong. Trong khi dé, déi
voi hop dong bao hi€m bo ngd, méi mot chuyén hang sé quy dinh mét
idi han téi da vé gia tri bao hifm. Néu tri gia thuc té vigl qua mixe nay,
thi phan chénh léch s& dugc chita ra va dén cudi nam cac khodn chénh
léch nay se duoe cong lai va dua vio maét hop d6ng mai.

Time and voyage policies : hop dong bao hiém thai gian va hai trinh.

Warehouse to warehouse clauses : cac didu khoan bdo hiém tir kho nay
sang kho khac.
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Common clauses in insurance con-
tracts

The most common clauses in insurance contracts are the following :
1. FPA and WA clauses

a) FPA {Free from particular average) clauses cover only the risk of
total loss or damage of the goods, and the risk of general average. An
act ol general average is any expense or damage caused voluntarily, in
a situation of danger, for the purpose ol preserving the property
threatened by a common danger. As the expense or damage is caused
voluntarily for the benefit of all the interests involved in the voyage, all
such interests must contribute proportionally to the party that suffered
the loss or damage or incurred the expense. The most common forms of
general average are the jettisoning of merchandise during storms and
the towage of disabled ships. An FPA policy will not insure against the
risk of partial loss or damage. Under FPA clauses. however, each package
bale, crate or box is treated individually, so that if one box is totally lost,
the insurers will indemnify for the loss, bur will not have to pay any
amount if all the boxes are only partially damaged.

by WA (with average) clauses cover both general and particular
average, and in many cases are guite similar 1o the “all risks” clauses. All
damages not resulting from an act of general average constitute
particular average.

2. “All risks” clauses

Despite their denomination, “all risks” clauses do nor cover all and
every risk that may occur to the goods. They include most risks of loss
or damage to the goods, but not the delay in the arrival at the port of
destination. If the goods thought to be lost are lound and reach their
point of destination, the insurers are not obliged to pay any insurance,
and if the insured party has alrcady received an advance against the
insurance proceeds, it will be obliged to return the money received. In
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addition to this, the “all risks” policies will not cover damages or losses
caused by an inherent vice or a defect of the goods.

3. SRCC clauses

These clauses cover the physical loss or damage to the goods, caused
by strikes, riots and civil commotion (SRCC), but do not cover damages
caused by civil wars or revolutions. These latter events are, however,
covered by the “war” clause, which includes the risk of capture, seizure,
and acts of belligerent armies.

Vocabulary and explanation

I'vee from particular average clauses : cac diéu kién bao hiém mién ton
thar dac biét,

General average : t6n that chung. Nhu da gidi thich, day 1a lrudng
hop mot tau ché hang gédp phai mot thién tai ngoai bién nhu bao, song
than, dong dat v.v... ¢ thé gdy nguy hiém cho tau, hang hoa va sinh
mang thiy thit doan trén tau. Dé ciru chiée tau, hang héa va sinh mang
trén tau, ngudi thuyén trudng co thé phai hy sinh mét s6 hang hoa trén
tau bang cach ném xuéng bién. Chi hang nao co hang bi ném xuéng bién
¢6 thé nhan duge sw dong gop theo ty 16 cia cac chi hang khéng ¢o hang
bi ném di.

Partial loss or damage : mit mat, hay hu héng mot phin.

To treat individually : xit ly tung truong hop.

Treatment : su X 1y.

Water treatment plant : nha may xit Iy nudc (nha may loc nudc).

Riot : sir day loan, néi loan.

Civil commotion : hao dong dan suy.

Civil war : cudc noi chién.

Risk of capture, seizure and acts of belligerent armies: hiém nguy bibt,
cam git va cac hanh dong cua quan thi.
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Other insurance clauses frequently
used

1. “Warehouse to warehouse” clause

The * warchouse to warehouse” clause insures the goods from the
moment they leave the warchoure at the place of commencement of the
vovage, to the warehouse or point of storage at the place of destination
or up to a moment in time specified in the policy after unloading is
complete in the final port of discharge, whichever comes lirst.

2. So-called “important’clause

The *important” clause (so-called because it is frequently headed by
this word) or “obligations ol the insured party”clause requires the
insured party to take all rcasonable measures to minimize the losses or
damages, and to preserve all rights and exercise all available actions
against the carriers or other third partics who might he responsible for
the damage or loss.

3. “Constructive total loss”

The “constructive lotal loss”clause treats as a total loss any damage
suffered by the goods, where the cost ol saving the poods, together with
the cost ol sending them to their destination, would be higher than the
value of the goods at the place of destination.

4. “Free from...” clause

The "free from..." clause (e. “Irce from strikes, riots and civil
commotion”) indicates that the policy does not cover the particular risk
mentioned, while the "warranted..."or "warranted free.."clauses make
reference to a condition which it is not complied with, allows the insurer
(o aveid paying out the insurance.

What to do when the risks occur ?

1. Signing of statements

‘The insured party must be careful to comply with his duties under
the “important” clause. In particular, the insured party who has received
the goods must avoid signing statements or receipts confirming that the
goods received are in good order or condition, when they have not been
thoroughly inspected.
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2. Assessment

Once the claim has been submitted to the insurer, the amount of
msurance to be paid must be determined. This determination will
depend on whether the policy is “valued”or “unvalued”. In the first case,
the {ull value of the conrract will be paid if the loss is total, while if the
{0ss is partial the amount paid will normally be a percentage of the
insured value equal to the actual damage to the goods. If the policy is
unvalued, the value of the goods at their port of arrival will have to be
determined, and the insurer will then pay cither this amount (in the case
of total loss) or the actual value of the partial damages.

3. Subrogation

When the insurer pays out on a loss, he is entitled to benefit from the
rights of the insured party against thosc responsible for the loss or the
damage. ‘This is known as the right of subrogation. Through this
subrogation, the insurer lakes the place of the insured party as against
those partics who may be responsible for the occurrence of the risk, and
may exercise any right which the insured had before the subrogation, i.e.
the right to sue the party liable for the damage and to require
indemnilication.

Vocabulary and explanation
Point of storage : diém tdn tro.
The so-called : céi goi 1a.
To exercise : hanh xtt mdt quyén, trach nhiém, nghia vu.

- He must exercise all responsibilities entrusted to him to complete this
project successfully.

“Constructive total loss": 16n thét cdu tric toan phin. Pay 1a truong
hop bat ky 16n that nao duoc xem 1a t8n thit toan phin néu nhu phi
ton sita chita hang hoa va phi gti hang tdi cang dén cao hon 1a gia tri
hang héa tai cing dén.

“Free from..."clauses : cac diéu khoan mién...

Assessment : danh gia, luong gia, thim dinh.

~

Subrogation : thé quyén.
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Choice of applicable law - jurisdic-
tion - settlement of disputes

1. Introduction

An export transaction has connections with at least two countries,
that of the exporter and that of the importer. The performance of the
agreement may also involve contacts with other countries, e.g. where
wroods are transported through a third country. It is therefore necessary
to determine which law is to apply to the transaction. Moreover, once a
contract has entered into effect, a number of factors may disturb its
smooth performance and disputes may arise which can not be solved
through friendly negotiations between the parties. One way of sertling
disputes is to resort to the ordinary jurisdiction of one of the countries
involved ; in such a case, the question necessarily arises whether the
plaintiff should take action in the courts of his own country or in those
of the other party’s country. In commercial matters parties may often use
arbitration (i.e. a private procedure agreed upon by the parties) as a
means of settling their dispute.

When negotiating the contract, businessmen are often rejuctant to
consider the important issue of which law shall govern their agreement
and how potential disputes will be settled. This attitude is normally
based on the belief that, once the basic questions (price, quality,
payment conditions, etc.) have been agreed upon, the question of
potential disputes is inappropriate or even irrelevant. Such an attitude
is understandable, but can often cause greater problems. Importers and
exporters should not hesitate to insist upon the inclusion in the contract
of clear provision covering the governing law and the settlement of any
disputes.

2. Applicable law

There has not been up to now no specific universally recognised law
for international business transactions. In the absence of such a truly
international business law, the agreement will normally be governed by
the national law (s} of one or more countries involved in the export

transaction.
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3. Principle of party autonomy

Most national legal systems permit partics to an export transaction
to choose the law which will govern their contractual relationship, This
so-called “principle of party autonomy” generally allows the importer
and the exporter to choose the law which, in their view, is most
appropriate to their agreement, This law may be that of the ‘+psrier’s
or that of the exporter’s country, but it may also be of a third, neutral
country. Very often, a neutral law is chosen for the reason that it is
particularly well developed, such as the British shipping and insurance
law. Such choice of a third “neutral” law will generally be accepted as
reasonable by tribunals all over the world.

Vocabulary and explanation

To enter into effect : o take effect, to be valid : cG hiéu Juc.

- The new land law will enter into effect beginning this vear and will not
be retroactive, (Luit dal (?ai madi sé co hiéu luc bat dau to nam nay va
khdng co tinh cach hoi (o).

To dispute : tranh chip, tao nghi van ; disputable : c6 thé gy iranh
chap, nghi van.

- This provision in the contract should be left out for it may be
disputable. (Didu khoan nay khong nén dé vao hop ddng vi no co thé gay
tranh chap).

Jurisdiction : quyén luc phap 1y, quyén xét xi, quyén tai phan.

- The Steel Corporation is a state-owned company under the jurisdiction
of the Ministry of Heavy Industry. (Téng cong ty thép la mot céng ty qudc
doanh thuéc quyén quin ly cia Bo Cong nghiép nang).

Plaintiff : ngudi thua kién, bén nguyén cao.

Arbitration : s¢ phin xi, sy lam trong tai.

Autonomy : tinh déc¢ 1ap, tw quan, tu chy ; autonomous : co tinh doc
lip, tu qudn, tu chu.

- Most of the state-owned companiesin Vietnam are given an autonomy
in running their businesses.

Neutral ; cé tinh trung lap.
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Introduction to securities

Naturally, an investor is interested primarily in eventually selling a
security for more than he paid for il. Including the receipt of interest or
dividends during the time the security is held, the investor hopes to
achieve a higher reward than would have been possible simply placing
the same amount of money in a savings account. This reward, or return,
must be measured and estimated for each security being considered,
with approptiate adjustments for decision-making costs.

But in sccking rewards that exceed thosc available on savings
accounts, every investor, consciously or not, faces the very risk that his
hoped-for return will fall short of his expectation. Risk means the
uncertainty in the probability distribution of returns. This aspect of
investing in securitics must also be measurable and estimated for each
security being considered. The entire process of estimating return and
risk for individual securities is known as security analysis.

Traditionally, analysts have attempted to identily undervalued
securities to buy, and overvalued securities to seil. Modern-day thinking,
strongly intluenced by the efficient market hypothesis, questions the
validity of or benefit to be derived [Tom traditional security analysis. The
concept of market efficiency means that stock prices nearly always fully
reflect ali available information. If this is so, it would be exceedingly
difficult for the average investor or analyst to earn exceptional returns.

Securities that have return and risk characteristics ol their own, in
combination, make up a portfolio. Portfolios may or may not take on the
aggregate characteristics ol their individual parts. Portfolio analysis
thus takes the ingredients of risk and return for individual securities
and consider the blending or interactive elfects of combining securities.
Portfolio selection entails choosing the one best portfolio to suit the risk-
return preferences of the investor. Portfolio management is evaluating
and revising the portfolio in terms of stated investor objectives,

Vocabulary and explanation
Securities : ching khoan. Tt securities dung dé chi cac loai dau e vao
cac 8 phiéa (stocks, shares) va trai phi¢u (bonds).
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Investor : nha dau tu. (J day khéng chi cac nha diu tr san xudt, ma
chi cac nha dau tu vao cic tai san trén chung uy (paper assets).

Return : thu nhéap, loi tic.

Risk : rdi ro.

Uindervalued securities : chiing khoan co gia thi truong thap.
Overvalued securities : ching khoan co gia thi trusng cao.

Efficient market theory : 1y thuyét thi trudng hitu hiéu. Ly thuyér nay
cho rang gia thi-trudng phan anh kién thite va ky vong ctia moi nha dau
.

Portfolio : tap hop cac vén dau w, thi du nhu ¢ phiéu, trai phiéu,
hang hoa, diu tu vao dia 6c hoac cac tich sdn khac. Muc dich cla
portfolio 1a giam bdt mii ro bang cach da dang hoa.
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Investment versus speculation

An investment s a commitment of funds made in the expectation of
some positive rate of return. If the investment is properly undertaken,
the return will be commensurate with the risk the investor assumes.

Generally, investment is distinguished from speculation by the time
horizon of the investor, and often by the risk-return characteristics of
the investment. The true investor is interested in a goed rate of return,
carned on a rather consistent basis for a relatively long period of time,
The speculator seeks opportunities promising very large returns, earned
rather quickly. The speculator is less interested in consistent perfor-
mance than is the investor, and is more interested in the abnormal,
extremely high rate of return than the normal, more moderate rate.
Furthermore, the speculator wants to get these high returns in a short
lime and then seek greener pastures in other investment outlets.

‘The same stock can be purchased as a speculation or an investment
depending on the motivation of the purchaser. For example, AT&T -
American Telephone and Telegraph - 1s generally considered an invest-
ment-grade security. That is, it represents a basic service in the American
cconomy, and therefore the firm and the price of its shares should grow
pretty much with the cconomy on average over time.

Despite his motivations, the speculator's adds to the market's
liquidity and depth, for he is frequently “turning over” (changing) his
portfolio. Thus his presence provides a market for securities (depth) and
a wider distribution of ownership of securities (breadth) and enhances
the capital markets.

Investment is securities in the capital markets is a key factor in most
economies of the world. If the economic environment is ripe and
corporate management expectations are optimistic, a firm normally
wishes 10 expand. This expansion can take the form of an enlarged
physical facility, an increased sales force, or any one of a number of such
tactors. If conditions are appropriate, all this will lead to higher earnings
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and higher prices for the firm’s outstanding securities. Financing this
expansion often comes aboul by gaining access to the capital market-
namely, through the sale of stocks and bonds. Investors earn profits and
these profits are called capital gains.

Vocabulary and explanation

To speculate : dau cd ; speculation : su dau cd ; speculator : nguoi dau
ca.

Rate of return : ty suat thu hoi vén (1oi).

To be commensurate with : to be equal to: ta be lantamount to: taang
wng voi.

- The worker’s salary must be commensurate with his labour. (1Laong
béng cia nguoi lao déng phai twong wng voi cong lao ding cia nguoi
ﬁy).

The time horizon of the investor: khoang thai gian cac nha dau wr theo
dudi va thue hién cac dy an dau tr cia minh. '

Greener pasture : cac ddng ¢é xanh hon (v n6i cac co hoi kiém loi 16t
hon).

Abnormal : bat binh thudng.

Capital market : thi treong vén. Thi truong nay la thi truong cho cac
chitng khoan dao han trén mdot nam, khac véi Money market 1a thi trudng
cho cac clming khean c¢é thoi gian dac han dudi mot nam.

Depth : bé sau. Tr'()ng thudt ngit dau tu, ny nay chi mat hay hai ching
khoan, nhung trong moi chitng khoan ¢é nhicéu loai.

Breadth: bé rong. Chi nhiéu ching khoan, nhung s loai khong nhiéu.

Capital gain : 1ién 161 co dudgce do su chénh léch gitta gia mua va gia
han mot chirng khoan.
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The investment process - securify
analysis

Traditional investment analysis, when applied to securities,
emphasises the projection of prices and dividents. That is, the potential
price ol a firm’s common stock and the future divident stream are
forecast, then discounted back to the present. This intrinsic value is then
compared with the security’s current market price (after adjusting for
taxes and commissions). I the current market priceis below the intrinsic
value, a purchase is recommended. Conversely, if the current market
price is above this intrinsic value, a sale is recommended.

Although modern sccurity analysis is deeply rooted in the funda-
mental concepts just outlined, the emphasis has shifted. The more
modern approach to common-slock analysis emphasises return - and -
risk estimates rather than more price and divident estimated. The return
- and risk estimates, of course, are dependent on the share price and the
accompanying divident stream.

Any forecast of securitics must necessarily consider the prospects of
the economy. The economic setting greatly influences the prospects of
certain industries, as well as the psychological outlook of the invest-
ment public. Among industries the impact of the economy will differ,
and thus it is incumbent on the analysl to be thoroughly informed about
any industry peculiarities. [ven within industries, the outlook for
specific firms will differ. A company’s outlook will be related to such
things as product line, production eiliciency, marketing force, finances,
and management capability.

Vocabulary and explanation -
To discount : chiét khau ; discount rate : lai suat chiét khiu (dung cho
cac ngan hang trung wong) hoac chiét khau dung trong quy ddivé hién gia.
Present value : hién gia ; discounted back to the present value : chiét
khiu (quy déi) vé hién gia. Xin gidi thich nhu sau - néu moét ngudi cho
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vay 100 USD vai lai SUAL 5 %/nam, vao cubi nam nguoi do s€ nhan lai von
in 14 14 : 100 USD+ 100 USD x 5 % = 105 USD. Néu nguoi do khong lay
lai vom 1an 1ai sau mot nam ma cho vay thém mét nam nita, thi cudi nam
{hat hai, ngudi do sé nhan von lan 1aila: 105 + 1055 %= 105 (1 + 0,05)
hay 100 USD (1 + ¢,05)7 = 110,25 USD. Bay gid dat cau héi nguge lai la
néu cudi nam ngudi do sé nhan mot s6 tién 1a 103 USD, vay kién gia cia
o& tién do 1a bao nhiéu ? Cau trd 1oi Ja 100 USD 6 lai sudt 5 % nghia la
hién gia cda mét 100 USD =105 USD/(1 + 0,05)- Hién gia cha mot s tién
110,25 USD 1a 100 USD = 110,25 USD/( + 0,05)% Theo dinh nghia 0,05
1 151 suAt va 1/(1 + 0,05) Ja suét chiét khau.

Intrinsic value : gia tri thuc chét ; intrinsic value of a bond: gia tri thuc
chat cta mot wai phidu. Gia tri thue chét ctia mét trai phitu la gia tri
ctia né chiét khau vé hién gia. Mot trai phitu c6 mot ménh gid (nominal
value) va mot lai sudt (vield), va thoi gian dao han 1 n nam. Lai cia mot
trad phiéu duoc hudng hang sau thang. Vay néy mat trai phiéu co ménh
gia 1a 1.000 USD, thgi gian dao han la ba nam, va lai la 5 %, tht mOi nam
nguedi gilt trai phiéu dugc hudng kiila 5 % x 1.000 USD = 50 USD. Sau khi
trai phiéu dao han, nguoi do duogc hudng iron ménh gia cia trai phitu,
nze 1.000 USD. Hién gia cua trai phiéu nay nhu vay la PV = 50 USD/(1
+ 0,05+ 50 USDA + 0,057 +50 UsD/(1 + 0,05 + 1.000 USD/(1 + 0,05)%

Khi so sanh gia thi trugng cua trai phiéu vi hién gia cua no, ngudi
1a 5@ quyét dinh ban no ra hay mua vao.

Lconomic setting : hoan canh, moi trudng kinh té.

Return - and - risk estimates : su suy doan v& mue 11 va rii ro.
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Importing : selecting products
and suppliers

1. Selecting the right product is among the most important steps in
founding a successful import/export business.

while an excellent choice of products does not guarantee success, a
very poor choice will all but guarantee [ailure. This chapter will help you
learn how to develop product ideas, test them for [easibility, and locate
and work with foreign suppliers.

Gelting product ideas

'I'aveling is a great way to get product ideas. A few weeks ago, l was
sitting in the Hostal Los Alpes in Quito, Ecuador. That morning [ had
‘bought a fabulously beautiful wool sweater for 720 Sucres, $ 8.37 at the
current rate of exchange. Should I have brught a hundred to sell back
in the United States ? Should T have taken a few to show to buyers in
several stores so that, if 1 found a great deal of interest, I could return
to purchase a great quantity ?

Another excellent way to find products to import is to read special-
ized publications from foreign couniries. Many ot these are published by
public and private-sector export promotion organizations abroad. Most
countries have export promotion offices in New York ; Washington.
1DC @ Los Angeles ; and other major United States cities, and if you call
or visit them they can give you sample copics ol uselul publications.
Some of these offices can also show you product samples, give you
names and addresses of pofential suppliers, and even publish your
inquiries in their countries.

2. Trade Promotion Organizations. As mentioned before, many countries
have public and/or private sector trade promotion offices in the United
States that can help you find suppliers. Two countries that do this well
are Brazil and South Korea. If you write the New York office of the Korea
Traders Association (KTA}), and say you want to import (an example I
was involved in) high-density plastic bags, you'll receive several offers
over the next couple of months.
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Electronic Bulletin Boards. There are some trade opportunity electronic
bulletin boards that you can use. One, calted “Network,” is operated by
the World Trade Centers Association. You can get information about
Network by calling 212-466-7196, or from any of the World Trade Centers
that have bheen established in major U.S. cities. Another, named
“International Business Network,” is based in Rye, New York (telephone
914-921-1400). The cost as of carly 1991 was $50 forregistration plus $30
per hour of network time. Both of these systems can be accessed by
computer and cnable vou to communicate electronically with other
subscribers. The firm in Rye has other on-line services such as a
worldwide list of trade exhibits.

Import-Export Service Companies. Import-export service firms also
can help you find potential suppliers, with the obvious purpose of
keeping and increasing your business.

Terminology study

To import : nhip khau

To export : xuat khau

Import : su nhap khiu ; importer : nha nhap khau

Export : su xuit khdu ; exporter : nha xuat khiu

- Selecting the right product is among the most important steps in
founding a successful import/export business. (Chon dugc ding san pham
fa mdt trong cac hudc quan trong nthét trong viéc thiét 1ap cong cudc kinh
doanh xuit nhip khau c6 két qua).

To supply : cung Ca"ip, cung wng

Supplier : nha cung cap

- This chapter will help you learn how to develop product ideas, test them
for feasibility, and locate and work with foreign suppliers. (Chuong nay sé
gitp quy vi biét dugc cach trién khai cac y tudng vé san pham, thi ching
vé tinh kha thi, xac dinh ra va lam viéc véi cac nha cung cAp nudc ngoai).

Specialized publications : cac an pham chuyén nganh
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- Another excellent way to find products to impaort is to read specialized
publications from foreign countries. (MOt cach rat hay m¥a nham tim ra
cac san pham dé nhap khau la doc cac 4n pham chuyén nganh cua nudc
ngoai).

Public-sector . khu vuc céng

Private-sector : khu vuc v

- These publications are published by public an private-sector export
promotion organizations abroad. (Cac &n pham nay dugc cac t6 chire
khuéch truong xuat khau, khu vue céng ciing nhue khu vue tu ¢ nude
ngoai xuat ban).

An offer : su chao hang (do ngu’(‘ii ban thyc hién)

An order : sy dat hang (do ngudi mua thyc hién)

- Qur company has placed an order for a new fax machine. (Cong ty
chuing 161 da dat mua mét may fax mai.

- You will receive several offers over the next couple of months. (Quy
vi s¢ nhan dugc nhidu dé nghi cung cip (chao hang) trong vai thang tdi).

Electronic bulletin boards : ban tin dién tu

- There are some trade opportunity electronic bulletin boards that you
can use. (Cé vai ban tin dién tt vé co hdi méau dich ma quy vi co thé su
dung).

Subscriber . ngudi thué bao

- Telephone subscribers will receive a bill every month. (Nhiing nguai
thué bao dién thoai sé nhan dugc hoa don tinh tién hang thang).

On-line : dudc néi mang voi trung tdm dit liéu cia mot hé théng mady
Vi tinh.

- On-line updating of the customer orders database. (Cap nhat hoa
trung tam di liéu vé cac don dat hang cia khach hang dugc n6i mang).
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Getting Samples tor Testing

In the process of getting product ideas, you will have probably found
several potential foreign suppliers. Contact them, by mail or fax, and ask
for their catalogs and export price lists. At this stage, you don’ t have
to give information about yoursell or your company.

When the catalogs come, examine them carefully and, if possible,
show them to people who are in business and can give you good advice
as 10 what will sell. Pick out a small number of itcms that you think you
can (1) transporl to the United States at a rcasonable cost, (2) bring into
the country with minimum difficulty, and (3) sell in sufficient quantities
to be profitable. {Future chapters will cxplain each of these points in
detail). Then, ask for samples.

If the items are inexpensive and you want to try to get samples for
free, write a very professional letter cn your new business stationery.
Fxplain that you are an importer and that you have potential customers
for products of the exporting firm. Then ask for a small number of
samples, “for lesting”, and specily exactly which models you want and
how many vou want of each. If the package will be too valuable, bulky,
or heavy to send by air mail, you should ask that it be shipped collect
by courier or air freight. This procedure will usually get you cither the
samples or a quick reply explaining that you will have to pay for them.

Terminology study
Samples : hang mau

- If the items are inexpensive and you want to try to get samples for free,
write a very professional letter on your new business stationary. (Néu cac
mon hang gia khong dat va quy vi muén thit cd cac hang mau mién phi,
quy vi hay viét mot 1a thu rat chuyén mén trén giay thuong mai mai).

Exporting firm : hang xuat khau, cong ty xuat khiu.

- Explain that you are an importer and that you have potential
customers for products of the exporting firm. (Hay gidi thich rdng quy vi
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I3 mot nha nhap khdu va quy vi ¢6 cac khach hang tiém tang cho cac
san phdm cda hang xuit khau do).

Bulky (adj.): cong kénh

To be shipped collect : dugce g, cwde phi do nguoi nhan tra.

- If the package will be too valuable, bulky, or heavy to send by air mail,
you should ask that it be shipped collect by courter or air freight. (Truong
hop kién hang riv ¢é gia tri, cong kénh hodc qua nang khéng gui dugc
biing thut hang khong, quy vi nén yéu cau duoc gii bang hang dua tin
hodc bang dudng hang khong, do quy vi tra cudc phi).

Model : kiéu, kitu mau (hang hoa, san pham).

- Specify exactly which models you want and how many you want of
cach. (Hay chi dinh rd quy vi mudn kiéu nao va mdi kiéu la bao nhicu).



Tiéng Anh trong hoat dong kinh doanh - 188

Testing Product ldeas

The sad fact is that most foreign products, as you receive them, will
not be “right” for the United States market. They may not satisfy
government regulations or consumer preferences, the price may be too
high, or buyers may not be interesred. Therefore, you should go through
a lesting process to {ind out whether the product will sell as is, will not
scll at all, or {the most likely) will sell with modifications in its design,
size, package, brand, price, or other characteristics.

First, try to determine the uses of your product and who would be the
consumers (actual users) and the customers (buyers). Often the two are
dilferent. Then try to derermine where (from which kinds of stores or
other suppliers) the customers would buy the product. Identify several
of these, make appointments to see them, and show them the product.
I'ry making appointments by saying that you are an importer of (type
of product), you have a new item that you are considering adding to your
line, and vou would appreciate the buyer’s opinion of the new item.

When you mect with buyers, ask them what they think of the product,
whether they would recommend any changes in the product or its
package, whether they would be likely to buy it from an importer (or from
a loreign exporter through you as an agent), if so, how often they would
order and in which season, how many they would order at a time, and
how.much they would pay. '

Terminology Study
Regulations : cdc quy dinh
To regulate in detail : quy dinh chi tiét

- The Government has just promulgated the regulations on mortgaging
and pledging assets against bank loans. (Chinh phd vita ban hanh cac quy
dinh vé thé chap va cam cd tai sdn dé€ vay vén ngan hang).

Preference : sif thich, sw uu dai ; Preferential (adj.} : vu déi
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- They may not satisfy government requlaiions or consumer prefer-
ences. (C6 thé chiung khoéng théa man duge cac quy dinh cda chinh phu
hoic s& thich cua ngugi iitu dung).

To modify : stra d6i ; modification (n.) : su sita doi

Design : kiéu ddng, thidt ké.

Size ; kich thuwac, cd

Package : bao bi

Brand : nhan hang, hiéu

- The product will sell with modifications in its design, size, package,
brand, price or other characteristics. (San pham sé ban dudc voi su sita
d6i vd kidu dang, kich thude, bao bi, nhan hang, gia ca hodc cac dac diém
khac).

Agent: dai ly

To order : ddt hang ; Order: sy dat hang, don ddt hdng

~ You can place an order through an agent. (Quy vi ¢ thé dat hang
thong qua mot dai 1y).
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Finding foreign suppliers

Let’s suppose that onc of the products you looked at has passed the
market test with flying colors. You will probably be inclined to start
doing business with the company you got samples from, but this i« not
necessarily the best option. You should explore other oplions i the
same country and perhaps in other countries as well,

In the process of finding products by traveling, reading specialized
publications, attending trade shows, and perhaps checking statistics,
you will develop a list of potential suppliers. If you do not have such a
lisl, you can look at foreign manufacturers or exporters directories, ask
for help from the countries’ trade promotion organizations, consult
clectronic trade opportunity services, contact import/export service
lirms, and/or travel abroad.

Foreign business directories. Business directories from most countries
can be found in their trade promotion offices or embassies in the U.S. and
inmajorlibraries. Also, several can be purchased from Croner Publications
in Westbury, Néw York, (telephoné 516-333-9085). The Kompassdirectories,
for example, give exccllent information on substantial firms in most
major countries. You should be somewhat wary of using directories of
exporters from developing countries. I've seen cases in which, to make
the directory look good, it is padded by putting in tiny companies that
have only dreamed of selling abroad.

Traveling Abroad. Finqlly, you can identify potential suppliers by
traveling abroad. Suppose you want to import artificial flowers and you
get off a plane in Tegucigalpa, Honduras. Check in at the Hotel Maya, or
wherever you plan to stay, then visit the Promotion Department of the
Directorate General.of Foreign Trade, of the Ministry of Economy, to get
a list of exporters. Call them. to make appointments. If you need an
interpretor, the American Chamber of Commerce can help you find one
to hire. Therc is an AMCHAM in -almost cvery country, and the United
Slates embassy can direct you to it. This method works in most
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countries, except that your first visit should sometimes be to an
association of exporters rather than a government office. You can
identify these organizations before your trip by looking in Croner’s
Reference Book for World Traders, which is in librarics and is for sale by
Croner Publications in Westbury, N.Y. (New York City telephone 71 8-464-
0866). In general, there is no point in visiting the commercial office at
the American Tmbassy. It will take you 20 minutes to get past the
embassy guards; then, when you say you want to import to the United
Stares, you will be given little or no assistance.

[ some cascs, you can plan your trip abroad to coincide with a trade
exhibit, Want to import exetic clothing? Why not visit Trinidad cduring
the “Colour Me Caribbean” Fashion Week. Call Trinidad Express Newspapers
at 800-623-1111 1o ask when the next one will be held. There are
hundreds of rrade shows overseas. You can find out about many of them
from foreign countries’ trade promotion offices, the International
Busincss Network.

. Terminology Study
With [lying colors : v@i thanh cong to 16n, mdt cach my man.
- Let's suppose that one of the products you looked at has passed the

market test with flying colors. (Hay gia du la mét trong cac san pham quy
vi Juu tam da qua dugc s sat hach cda thi truong méot cach my man},

Trade promotion organizations . ¢ac & chite xuc tién méu dich.
Directory : quyén nién giam.
. Business directories from most countries can be found in their trade
promotion offices oy embassies in the U.S. (Co the ¢o duge cac quyen nién

giam kinh doanh tr hiu hét cac nude tai cac van phong xuc tién mau
dich hodc tai cac toa dai sit cac nudc do tai My).

To purchase : mua, thu mua.
Purchase (n.) : su mua, su thu mua.

- This company is a hub of purchase ofcommodmes for export. (Cong
ty nay la mot dau moi thu mua hang hoa xuat khau).

To be wary of : than trong, de dat.
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- You should be somewhat wary of using directories of exporters from
developing countries. (Quy vi nén than trong mot chut khi st dung cac
quyén nién giam cua cac nha xuat khau t cac nudc dang phat trién).

To pad : dén thém, nhdi thém (d¢é tréng 1én hon, tang kich thwdc).

To identify : xac dinh duge, xac dinh duge can cuoc.

- Finally, you can identify potential suppliers by traveling abroad. (Cubi
cung quy vi ¢6 thé xac dinh dudgc cac nha cung cap cé tiém luc bing cach
di du lich nudc ngoai.

Artificial flowers : hoa gia.
To check in - lam thi tc thué phong.
To check out : lam thi tuc ra phong.

- Check in at the Hotel Maya or wherever you plan to stay. (Hay lam
thu tuc thué phong tai khach san Maya hoac bat cit chd nao khac ma quy
vi dy tra lea tra).

AMCHAM (American Chamber of Commerce): Phong Thuong mai My.

- There is an AMCHAM in almost every country, and the United States
embassy can direct you (o it. {Tai hau hét mdi quoc gia déu c6 mdt Phong
Thuong mai My va Pai st quan My c¢6 thé hudng din quy vi tdi do).
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International Trade Agreement

The following are some topics that international trade agreements
often include. Many of these are relevant to both foreign and domestic
purchasing, as well as foreign and domestic selling, whether you plan
to work as an agent or as a merchant.

The Products. An agreement usually names the products you will
handle. The supplier may, for example, give you her line of TV sets but
not her computers monitors.

Competing Products. 5ome suppliers will try to restrict you from
handling products that complete with theirs. Other will want you 1o
handle several lines, so the customers will go toyou instead of to another
agent or importer.

Sales Targets. Suppliers oftenwant 1o have sales targets or minimums
written into agreements. A target tells you how much you are supposed
to sell, tells the supplier how much you are likely to sell, and gives the
supplier a way to void the agreement if you do not perform satisfactorily.

The Territory. This is the geographical area in which you are
authorized to sell the product and which you are supposed to cover. If
you have exclusivity in the territory as a merchant, the supplier should
not deal with any other importer who sells there. If you have exclusivity
as an agent, you should receive a commission on every sale made to a
customer in the area.

Prices, mark-ups, commissions. The “principal” - (the foreign supplier
in this istance) - usually sets the price at which his agents must sell. The
agreement will specify the percent of commission to be paid as well as
when it will be paid. For example, a 1.S. agent for heavy equipment from
Germany might receive 5 percent of the f.0.b/vessel value of shipments,
payable when the German supplier receives a letter of credit.

It is common also to have allowable mark-ups for import merchants
included in their contracts. This is because an importer may be able to
earn more by selling a small quantity, for alarge mark-up, than by selling
a large quantity for a gmall mark-up. In such a case, however, the
supplier will not do well.

Paynient terms. International trade agrecments usually say how the
supplier wants to be paid, either by an agent's customers or by his
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importer. If the supplier agrees to sell on other than secure terms such
as Cash in Advance, orders will be subject to approval by his credit
department.

Shipping terms. Agreements between exporters and importers usually
state how the exporter intends to ship, that is, to which point in the
journey he will make shipping arrangements, retain title to the
merchandise, and he responsible for loss or damage. This kind of clause
is often omitted in an agency agreement.

Level of Effort. The exporter may want a clause that gives a minimum
number of person-hours or sales calls that youmust devote to selling the
product. More often a vague term such as “best effort” is used, but if the
supplier wanls to cancel the contract and finds no other grounds tor
doing s0, you may be accused of not putting forth your best effort.

Promotion. There are often clauses in a contract that state how much
promotion an importer will be responsible for and/or how much
assistance the exporter will provide. For example, an importer of new
canned food products may get 13 cases for every 12 he orders in the first
year. The extra case is for promotional use.

Service and Warranties. Any product can be defective, and there
should be contractual provisions that say what will happen in such
instances. The cxporter may agree to replace defective products at his
expense, take them back for repair, or pay you for repairing them. The
exporter will be very concerned about the warranty given to final buyers
because, in most cases, he will end up paying the cost of repairs done
under warranty.

Priority of Orders. Export merchants or agents will always want
their orders to be given priority over the supplier's domestic orders. This
decreases the possibility that a customer tires of waiting and cancels his
or her order.

Order Lead Times. This is a clause similar to the above, that
specifies how soon the supplier should ship after receiving an order
from you. It may say, for example, that your orders will be shipped
within 30 days of receipt by the exporter.

Reporting. The supplier may want a clause that specifies how often
you should send reports. These reports may cover your sales activities,
sales results, and changes in the market country including the economy,
government regulations, competition, and customers.
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Patent and Trademark. Foreign manufactures’ products may be
patented or carry unique trade names or marks. In such case, they will
usually apply for U.S patents and/ or register the names or marks in the
United States, or ask you to do so on their behalf. Both registrations are
with the Commissioner of Patents and Trademarks, Washington, DC
20231. Getting a patent is often lime consuming and expensive, while
registering a trademark, if it is truly unique, is quick and inexpensive.

You may want to register your own trademark and have the supplier
putiton the items you purchase. Then you will own it and can use it even
it you change suppliers. As an option, you can have labels printed and
send them to the foreign manulacture. Under new, simplified rules you
can register a U.S. trademark without having previously used it in
interstate or international commerce.

Trademarks and brand names can also be registered with the U.S.
Customs Service. Then Customs will try to stop imports of counterfeit
goods, suchas fake Apple computers. As it now stands, however, Customs
willnot normally enforce business agreements. If you are the exclusive ULS.
Importer of “Beautiful You” cosmetics, and your supplier ships legitimate
Beautriful You products to someone else in the United States, they will
probably be allowed entry.

Il'your supptiers hold U.S. patents or trademarks, they may ask you to
waltch for cases of infringement. What action you must take if you hear of
infringement depends on your agreements with the suppliers.

Relabeling and Repackaging. Sometimes manufacturers will want
you 1o agree not to relabel or repackage their merchandise. In other cases
itwillbebetter for them to shipinbulk and have yourepackage, under their
labels or yours. Suppose, for example, that you import catfish for human
consumption. The market for catfishin Americais comprised significantly
of strong, patriotic people who buy Fords and Chevrolets no matter how
much better and cheaper Toyotas are. You prebably couldn’t sell catfish
in consumer packages that said, *Produce of China”.

Legal Agent. Most supply agreements have simple statements that the
agent or importer is not a legal agent of the supplier. That is, you cannot
enter into commitments that the supplier will be obliged to fulfill.

Assignment. There is usually a clause that says you can’t assign the
agreement to anyone else without the supplier’s approval. Without this
clause, the supplier would have no control over who ended up representing
him.
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Duration and termination. There is usually a statement that sets
forth the term of the contract, whether it will automatically be renewed
if not canceled by either party, and how it can be canceled. Normally, the
initial term of an agency or distributorship agreement should be for
about two years. You don't want to work very hard for a year and have
the agreement canceled just when you begin to write orders.

Disputes. Finally, there is a clause that relates to the settlement of
disputes. The agreement may say in which country disputes will be
settled and which country’s laws will apply. It is more common, however,
to specify arbitration. International contractual disputes are often
settled by arbitration under the auspices of the American Arbitration
Associationin Washington, DC or the International Chamber of Commerce
in Paris. ’

If, however, you choose your suppliers carefully and deal with them
competently and honestly, you should be able to resolve any disputes
with neither law suits nor arbitration. Ultimately, a long-term business
arrangement will not benetit you if it does not benefit the other party.
Throughout the world, business is fueled by- profit, but it is oiled by
friendship and trust.

Terminology study
International trade agreement : hap déng mau dich quéc té.

- The following are some topics that international trade agreements
often include. (Sau day la mot sé ndi dung ma cac hgp dong mau dich
£ A ~ A
quoc té thudng bao gom).

An agent : mé6t dai ly.

- An agent is a person or an organization that buys or sells goods for
someone else. (Dai 1y 1a mot nguoi hay mét 8 chie mua hodc ban hang
héa cho nguoi khac).

A merchant : mét thuong nhan, mét nha ban budn.

- Many of these are selevant to both foreign and domestic purchasing
and selling, whether you plan to work as an agent or as a merchan. (Nhiéu
trong sé néi dung nay <6 lién quan dén ¢4 mua va ban trong nudc cling
nhu nuw6c ngoai, cho du quy vi di tri 1am an nhy mdt dai ly hay mdt
thuong nhan).
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Sales targets : chi tiéu doanh sb ban.

- Suppliers often want to have sales targets or minimums written into
agreements. (Cac nha cung cip thuong mudn ghi chi thidu doanh sé ban
hoac doanh 86 ban téi thiéu vao hop ddng).

To void : 1am v hiéu (mdt hop dong), lam mét hiéu luc.

Null and veid (adj) : vo hiéu

- The document was declared null and void. (Ching it da bi tuyén bd
v hiéu). '

Territory : linh tho.

- This is the geographical area in which you are authorized to sell the
pmduc( and which you are supposed to cover. (Pay la khu vic dugce uy
quyén ban san pham va la pham vi ma quy vi nghi la quy vi c6 thé phu
trach, ban dugc).

Mark-up : ty 18 phin tram gia ban buén hoac gia von dugce phép thém

vao dé thanh gia ban 1é hoiic gia ban.

- It Is common also to have the allowable mark-ups for import
merchants included in their contracts. {Théng thudng ty 1é phan tram cho
Phép sai biét gitta gia buén va ban 1é ciing dugc bao gbm trong hop déng).

Commission : tién hoa hdng.

- The estate agent required 2% commission on the proceeds fromthesale
of the house. (Nha dai 1y bat dong sén doi 2% tién hoa héng trén sé tién
ban ngdi nha).

"Payment terms : diéu khoan thanh toan, diéu kién thanh toan.

- Under the payment terms of the contract, the importer must open an
irrevocable confirmed letter of credit. (Theo diéu khoan thanh toan cia

hop dong, .tha nhap khiu phal m¢ mot tin dung thu khdng hiy ngang, -

¢6 xac nhén).
Shipping terms : diéu khoan, diéu kién chuyén chd.

-Shiping terms are often omitted in an agency agreement. (Didu khoan
vé chuyén chd thuong khéng dugc néi dén trong mét hop dong dai ly).
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Title : quyén s& hi.
Title deeds : baag khoan dat, chitng tw s hitu dét.

- Do you have proof of title? (Ong c6 chimg cd v& quyén sd hia
khéng ?).

Defective products : cac san phim bi khuyét tat, cac san pham khéng
hoan hdo.

- The exporter may agree to replace defective products at his expense.

+ (Nha xuét khiu co thé dong v thay thé cac san phim khong hoan hao

va hoan toan chiu mei chi phi).
At one’s expense : chiu moi chi phi.
- Defective products will be repaired at the exporter's expense. (Cac $an
pham khuyét tat sé dugc sita chita do nha xuét khau chiu moi chi phi).
Priority of orders : wu tién cho cac don dic hang.

- Their orders are given priority over the supplier's domestic orders.
(Cac don dat hang cia ho duge wu tién hon cac don dat hang trong nudc
cia nha cung cap).

1o cancel order : iy bd mét don dat hang.

- This decreases the possibility a customer tires of waiting and cancels
his order. (Diéu nay lam giam kha nang mot khach hang chan nan trong
viéc chd doi va hily bé don dat hang).

Service : sita chita, bao tri.

Warranty : ddm bao boi thudng (néu san pham bi khuyét tat, hu héng
do k¥ thuat san xuéat).

To report : bao cao, tudng trinh.
Report : ban bao céo, ban tudng trinh.

- The supplier may want a clause that specifies how often you should
send reports. (Nha cung cap ¢6 thé mudn c6 mot didu khoan quy dinh sé
bao 1du quy vi nén g cac ban bao cao).

Government regulations : cac qui dinh cia chinh phi.

To regulate : quy dinh.
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- This Circular regulates in detail the implementation of law on land.
(Thong tw nay qui dinh chi tiét viéc thue hién luat dit dai).

Patent : bing sang ché, bing phat minh.

Trademark : nhan hiéu hang héa, nhan hiéu ciu ching.

- Gelting a patent is often time- -consuming and expensive, while
registering a trademark, if it is trulyumque isquickandi mexpenswe (Nhin
duoc bing sang ché thudng mat nhiéu thoi gian va ton kém, trong khi

dang ky nhan hiéu hang héa, néu thue su dé 1a nhian hiéu hang hoéa duy
nhit, thi nhanh va khong ton kémy).

Label : nhan, nhan hang

- I'read the information on the label before deciding w'/hich kind to buy.
(TG doc cac théng tin ghi trén nhan trudge khi quyét dinh mua loai nao).

Counterfeit goods : hang gia.

- Customs will try to stop imports of counterfeit goods. (Hai quan s cb
g,ang ngan chan viéc nhap khiu cac hang gia).

Fake Apple computers : may vi tinh hiéu Apple giad.
Exclusive importer : nha nhap khau déc quyén.

- This is the exclusive importer of “Beautiful You"” cosmetics. (Paylanha
nhap khiu déc quyén loai my pham hiéu Beautiful You).

Infringement : sy vi pham.

- If your suppliers hold U.S. patents or trademarks, they may ask you
to waich for cases of infringement. (Néu cac nha cung cip cta qui vi s&
hitu cac bing sang ché hoac cac nhan hiéu hang hoa My, ho co thé yéu
cau qu1 vi lru v dén cac trudng hop vi pham).

Relabeling . dén lai nhan khac.
Repackaging : déng lai bao bi khac.

- Sometimes manufacturers will want you to agree not to relabel or
repackage their merchandise. (D6i khi cac nha san xuat mudn quy vi thda
thu@n la sé khong dan lai nhdn hang hoa hodc bao bi hang héa cia ho).

Legal agent : dai ly hgp phap.
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Supply agreement : hgp déng cung cap.

To assign : chuyén nhuong quyén sd hiu.

Assignment : sit chuyén nhurgng quyén sd hitu.

- There is usually a clause that says you can't assign the agreement to
anyone else without the supplier’s approval. (Thuong ¢6 mét dieu khoan

qui dinh ring quy vi khong thé chuyén nhugng hop ddng cho mot nguot
khac néu khéng cé su dbng ¥ ciia nha cung cap).

Duration : thoi han (hop déng).

Termination : sy chim dirt( hop dong).

To renew : gia han (hop dong) ; renewal : su gia han,

- The duration of this contract is for two years. (Théi han cia hop déng
nay la hai nam).

- Anyrenewal and/ or termination must be subject to mutual agreement.

(Bat ctt sy gia han va/hodc chidm dit hop dong phai duoc su chép thuan
cda hai bény).

Dispute : sy tranh chap.

Settlement of dispute : su gidi quyét tracth chip.

- Finally, there is a clause that relates to the settlement of disputes. (Sau
cung, ¢6 mot diéu khoan lién quan dén viéc gidi quyét cac tranh chap).

Arbitration : s trong tai.

The American Arbitration Association : Hiép hoi Trong tai My.

Under the auspices of : dudi sy bao tro cia.

- The seminar is held under the auspices of the World Bank. (Cudc hbi
thdo duogc 6 chue dudi su bdo trg ciia Ngan hang Thé gidi).

- The award of the arbitration body shall be final. (Quyét dinh cta co
quan trong tai 1a quyét dinh cudi cung).
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Marketing imports as a merchant

As a merchant, you will actually import goods from overseas, take
title to them and probably (but not necessarily) possession of them, and
sell and deliver them to vour customers. A merchant normally invests
more money and performs more functions than an agent, but has the
potential to make a larger profit. Unfortunately, since a merchant loses
it he or she cannot sell, or sells but cannot -ollect, there is also a potential
for losing money.

In general, an import merchant will not selll to importers but to
retailers, wholesalers, industrial users, and industrial distributors. The
term retailers includes chain stores, independent stores, mail order
retailers, flea market operators, and other kinds of businesses that sell
directly to individual consumers. The term industrial users includes
business, government, and nonprofit organizations of all types. In
general, wholesalers are merchant (buy and sell} firms that sell to
retailers and industrial distributors are merchant firms that sell to
industrial users.

If you choose to sell directly to retailers, you can identify them from
telephone directories or from specialized directories such as the Salesman’s
Guide series from the publishing company of the same name in New York
City. There are similar books available from Merchandiser Publishing
Company in New York City and from Phelon, Sheldon & Marsar Inc. in
Fairlawn, New Jersey. These directories list the names and telephone
numbers of the buvers of each kind of merchandise in major stores and

store chains.
Terminology study
To take title : thi dac quyén sd hit.
Title document : chiing ty s6 hiu.
To take possession : chiém hitu, nam git (tai san).

- You will import goods, take title to them and take possession of them.
(Quy vi s& nhap khau hang héa, thii dac quyén sd hitu va chiém hitu hang
héa).



ki» o

Tiéng Anh trong hoat dong kinh doanh - 202

Retailer : nguoi ban 1é, nha budn lé.

Wholesaler : nguéi ban si, ngusi ban buan.

Mail order retailer : nha buén ban 18, dat hang qua buu dién.

Flea market : chg lac xoong, cho troi.

Consumer : nguoi tiéu dung.

User : nguoi dung, nguoi tiéu thu.

Distributor : ngudi (nha) phan phéi.

- In general, wholesalers are merchant firms that sell to retailers and
industrial distributors are merchant firms that sell to industrial users. (NG
m#t cach tdng quat, nha budn ban 13 cac hang thuong nhin ban hang cho

nhiing nhabuénban ¢, con nha phan phdi cong nghiép 1a cac hang thuong
nhdn ban hang cho nhing nguoi tiéu thu cong nghiép).

Telephone directory : nién giam dién thoai.

- If you choose to sell directly to retailers, you can identify them from
telephone directories. (Néu quy vi chon phuong thic ban hang truc tiép

cho nhing nha buén 1¢; quy vi c6 thé nhan biét ho trong cac quyén nién
giam dién thoai).
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Marketing exports

Assuming you are not a manufacturer, but choose to export products
made by other {irms, you will have to select and rest products, select
market countries and perhaps market segments, decide how to make
your product available to each market segment (which kind of
distribution channel), develop the channel, and price and promote the
products so as 1o maximize your profit. All these activities are critical
to your success.

suppose, for example, that you have worked as a head nurse and want
tobecome an exporter of nurses’ uniforms, from the cap to the shoes. You
begin by contacting the sales representatives, whom you already know, of
several American manufacturing firms. You find several who are willing
to work with you, select three or four whose products will give you a
complete line, and sign a preliminary agreement with each one. In
speaking with them you find that very few have substantial export
experience and are willing to perform the export function. T hus, you will
probably have to work as an export merchant. This will make it easier for
you to combine products from various manufacturers in the same
shipment in order to serve your customers better.

Next, you must select market countries in which there are substantial
numbers of nurses, competition is not overly severe, and there is money
to pay for imported goods.

Terminology study

Market country : quéc gia c6 nén kinh té theo co ché thi truong, thi
quoc.

Market segment : phan thj truong, thi phin.

- Our products take up a considerable market segment in the United
States. (San phdm cua chung t6i chiém mot thi phin dang ké & My).

To maximize : 16i da hoa.

- You will have to decide how to make your product available to each
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market segment so as to maximize your profit. (Quy vi s& phai quyét dinh

2, ~ -~ 2 d 2 . . . - . x. . X Y
xem phai lam sao d€ san phim ciia quy vi co mat tai moj thi phan nhim
t0i da héa loi nhuan).

Nurses’ uniforms : d6ng phuyc cia y ta.

Sales representative : nguoi {hdng) dai dién ban hang,

- You begin by contacting the sales representatives, whom you already
know, of several American manufacturing firms. (Quy vi bt diu bang
cich tiép xic véi cac dai dién ban hang ma quy vi da biét, cia nhiéu hang
sdn xuat My).

Preliminary agreement : hop ddng mé dau, hop ddng sd bé.

- A preliminary agreement just sets forth general terms and conditions
used.as grounds for detailed agreements to follow. (MGt hop déng so bo
chi néu cac diéu kién tdng quat dung lam co s6 cho cic hop déng chi tiét
sau nay).

Imported g;oads : hang nhip.

Exported goods : hang xuét.

Export function : chiic nang xuit khau.
Shipment : s chd hang, chuyén hang.
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Establishing distribution abroad

Note that emphasis here is on setting up long-term distribution
arrangements rather than on making ad hoc sales that may never be
repeated. Some ways of finding foreign representatives are using the
“Agent/Distributor Service” (ADS) of the U.S. Department of Commerce,
contacting firms listed in the USDC “Foreign Trade Index”, advertising
in foreign trade magazines, and exhibiting in trade shows in your target
markets.

Several years ago | used ADS to help me find potential agents for
office products in Nigeria. You can do likewise for any product and
country. For a small fee, U.S. commercial officers will select and send you
information on three potential agents or distributors. You can also
identify potential “reps” by having a computer run done from the
Foreign Trade Index. You can ask, for example, for medium and large
importing firms in Italy that handle machine tools. You will be charged
according to the number of firms on your computer printout,

If you choose to advertise for a agents or distributors you can use a
variety of international, regional, or local publications. Some of these are
published in foreign languages in the United States, for example, by
Johnson International Publications in Great Neck, New York. Many more
are published overseas, some in multilingual versions. If you want to
tind European importers for carambola (starfruit) from Florida, EuroFruit
magazine, published in England, will spread your message throughout
the continent.

Terminology study

Ad hoc : dac biét, ngoai thé thite.

- The emphasis here is on setting up long-termdistribution arrangements
rather than on making ad hoc sales. (Nhan manh ¢ day 1a vé viéc thiét
lap céac sdp xép cho sy phan phdi lau dai, hon 1a viéc chi thuc hién cac
thuong vi mua ban dac biét).
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USDC (The United Stated Department of Commerce) - B6 Thucong mai
My,

Agent/distributor service : dich vu vé ngudi phan phdi dai 1y, nguoi
dai ly.

- Some ways of finding foreign representatives are using the ag . qt/
distributor service of the USDC. (Mét vai cach thic nhim tim ra cac nha
dai dién & nudc ngoai 14 st dung dich wy vé nguadi phan phéi/dai Iy cua
B& Thuong mai My).

Fee : 1¢ phi

- Tor a small fee, US commercial officers will select and send you
information on three potential agents or distributors. (V& mot 1é phi nho,
cac vién chue thuong mai My sé tuyén chon va gui dén quy vi cac théng
tin vé ba ngudi dai Iy hodc phin phéi tiém tang).
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Selecting foreign representatives

When you have candidates to represent you in a country, correspond
with each to exchange infor\mation about your companies and ideas
about how you can work together. Then you will probably want to travel
abroad to make the final sclection and, hopefully, sign an agency or
distributorship agreement. This is not as easy as it sounds. The firms
you would most like te work with will probably not be available to you.
Iy to interest the best ones by showing that you are a valuable supplicer
with products that will sell well in the target country.

If you select an agent or distributor who has a poor reputation in his/
her own country, your reputation will suffer, and if you select one who
cannot sell elfectively you will be wasting time and money. Alsa, il you
pick the wrong representative, local laws may make it nearly impossible
for you to Iet him go. 1 once heard of an American exporter who traveled
to Saudi Arabia and fired his local agent, and was later detained at the
airport with the accusation that he had violated Saudi law.

Your main criterion for choosing foreign agents or distributors
should be how well equipped they are to do the job you need done. If you
are exporting electronic products that will need servicing, your distributors
must have service facilities and trained personnel.

Terminology study

To correspond with : lién lac thu .

- When you have candidates to represent you in a country, correspond
with it to exchange information about your companies. (Khi quy vi co cac
ung vién dai dién cho quy vi tai mot quéc gia, hay lién lac thu tir voi moi
ting vién dé trao déi théng tin vé cac cong ty cia quy vi).

To be available : co sin, san sang dé, c6 thi gio dé tiép.

- The firms you would most like to work with will probably not be
available to you. (Cac cong ty ma quy vi thich cdng tac nhat lai co thé
khéng san sang lam viéc voi quy vi).
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Reputation : danh tiéng, tiéng tam.

- If you select an agent or distributor who has a poor veputation in his
own country, your reputation will suffer. (Néu quy vi chon mét dai Iy hoac
mot nha phan phéi ¢6 tiéng xdu tai xt cda ngwoi do, tam tiéng clia quy
vi s8¢ chiu anh hudng lay).

To fire (tiéng long - slang) : sa thai, cach chitc,

- If you don't work well, you may be fired at any time. (Néu ban khong
lam viéc 16t, ban ¢6 thé bi sa thai bat ctt lic nao)

Criterion (sb it) : tiu chudn : criteria (s6 nhiéu) : cac tiéu chuin,

- Your main criterion for choosing foreign agents or distributors should
be how well equipped they are to do the job you need done. (Tiéu chuin
chinh d¢€ chon dai ly hodc nha phan phét nude ngoai 1a xem ho dudc
trang bi tt dén 6 nao dé thue hién cong viéc ma quy vi can duge thuc
hién).
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Starting with the market

Let's now assume a very different situation. You know which country
you want to sell to, but not which product you intend to sell. Or, you plan
to find and pursue specific export trade opportunities.

If you have picked a country to sell to, you obviously had a rcason
for doing so. Hopefully this reason is {or includes) a good contact who
is ready to buy from you. If, for example, you have a good friend in
Hyundai Heavy Industries Division in South Korea, and that friend has
asked you to quote on supplying certain kinds of machinery or
components, you have a good reason for seeking to sell to Korea.

In addition to speaking with friends, you can look at U.S international
trade statistics 10 sce which products your selected country is buying
from the United States. If you visit that country’s commercial office,
usually in Washington, D.C | New York ; Los Angeles ; or San Francisco,
you can also see what the country is importing from other parts of the
world. If you see, for example, that Korea is buying increasing quantities
of tropical fruits from several countries, it may be a good market for
mangos from Florida. If the value of imports is increasing faster than the
guantity, you can conclude that prices are rising. This is another good
indicator of market potential.

Terminology study
Heavy industry : nganh c¢éng nghiép nang.
Light industry : nganh cong nghiép nhe.
Machinery : may moc,
Components : bo phan lap rap.

- If you have a good friend in Hyundai Heavy Industries Division in
South Korea, and that friend asked you to quote on supplying certain kinds
of machinery oy components. (Néu quy vi c6 mdt ngudi ban tot trong mot
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ca s um;, nghiép nang cta hiang Hyundai & Han Qude, va nguoi ban dé
yéu cau quy vi bao gid nhdm cung cap loai may moc hodc cac bo phan
lap rap nao dao).

- You have a good reason for seeking to sell to Korea. (Quy vico ly do
chinh dang dé tim kiém véc ban hang cho Han Qudc).

U.S International trade statistics : théng ké mau dich quéc té clia My.

- You can look at U.S. international trade statistics to see which products
your selecfed country is buying fmm the United States. (Quy vi ¢6 thé tim
trong so liéu thong ké mau dich quéc té ctia My dé biét xem qudc gia ma
quy vi da chon dang mua gi cia My).

Indicator : vat chi thi (cho thay mot diéu gi).

- This is another good indicator of market potential. {Day 1a mot vat chi
thi khac nita cho thay ré tiém nang thi truong).

o T
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Why someone would buy from you

Why would someone buy a product from you? There are several
possible reasons. You have Lo find at least one of them rhat fits your
situation.

First, you might he selling a desirable product that buyers can’t get
anywhere else. This is rarely possible, but you rhay be able to get
exclusive rights to sell a particular brand of a product in the United
States or in foreign markets. A good friend of mine was one of the first
Americans to bring cloisonne artware from mainiand China when trade
was resumed in the early 1970s. For several months, he practically had
the 1.S. markel to himself. By the time compelition came on the scene,
my Iriend’s brand name was well established. If you can’t find a unigue
product, you may be able to create one, like the “Chia Pet” or the *Wacky
wall walker” (both imports) of a few years ago.

Second, you can Iry to offer the buyers a better value than anyone else
can offer. This implies providing them with a product which, by
comparison with those of competing suppliers, is of beiter design or
quality, has more attractive packaging or a more appealing brand name,
is sold more cheaply or on more liberal credit terms, is delivered faster,
or is promoted more extensively. For example, Nantucket Corp., a
computer software maker in Los Angeles, recently opened a sales office
in Moscow. This office will surely help Nantucket provide Soviet buyers
with products that are better designed for the market, perhaps sold more
cheaply, and certainly delivered faster than they would otherwise.

Terminology study
To fit : thich hgp vai, vita van vii.

- You have to find at least one of them that fits your situation. (Quy vi
phai tim ra it nhit mot trong s6 d6 thich hgp vai tinh huong cia quy
vi).

Desirable product . san pham dugc va chudng.
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- You might be selling a desirable product that buyers can’t get
anywhere else. (Quy vi c¢é thé ban mét san pham dwoc wa chuéng ma
ngudi mua khong thé mua dudc tai bat af chd nao khac).

Exclusive rights : d6c quyén.

- You may be able 1o get exclusive rights to sell a particular brand of
product. (Quy vi c6 thé cé duge su doc quyen dé ban mét hiéu san pham
nao doj.

On movre liberal credit terms : vai didu kién ban chiu thoai mai hon.

- This is sold more cheaply or on more liberal credit terms. (Cai nay dugc
ban ré hon hoac vai cac diéu kién ban chiu thodi mai han).

To provide someone with something : cung cap cho ai cai gi do.

- Vietham can provide the North American market with agricultural

products-and garments. (Viét Nam cd thé cung cip cac san pham nong
nghiép va quan ao cho thi truong Bac My).
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Protecting your interest

I once worked with a small company in the Boston area thal acted as
an import merchant for books from Africa and an cxport agent for
American books and school supplies. We received an inquiry from a
company in Haiti about desks for schools. After contacting a number of
polential supplicrs, we chose to guote on products of a company named
Adirondack Chair. This manufacturer agreed to pay us an agent’s
commission. We sent the manufacturer's catalogs and prices to Haiti
and, al'ter only a few phone calls and letters, the customer wrote an order
1o Adirondack Chair and mailed it to us. We torwarded it immediately
and followed up by phone to make sure it was acceptable to the
manufacturer. The goods were shipped, the importer paid, and the
manufacturer promptly remitted our commission.

Unfortunately, not all export transactions go so smoothly. It is
tempting for a U.S. exporter and a foreign importer to try to save money
by climinating the middleman, especially if (1) they are experienced
international traders, (2} the transaction is large, and (3) they don’t
know you.

It is very frustrating to be working on an export sale, have it fail 10
materialize, and then somehow find out that it was made without you.
There are a few ways to protect yourself : first, try to deal with reputable
companies ; second, obtain letters or other evidence that your conumissions
will be paid.

Terminology study
Import merchant : thuong nhan nhip khau.
Export agent : dai 1y xuét khau.

- That company acts as an import merchant for books from Africa and
an export agent for American books and schools supplies. (Cong ty d6 hoat
dong nhu mot thuong nhan nhap khiu sach tr chau Phi - va nhui mét
dai 1y xuit khiu sach va tiép liéu truong hoc cia My).
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Inquiry : su hoi mu i, hdi gia.

- We received ar mquiry [rom a company in Haiti about desks for
schools, (Chuug 16i dd nhar. dugce cua mor ¢cong ty ¢ Haiti hoi mua cac
ban viét dung cho trudng hoc).

To follow up : theo déi.

- We Jorwarded the order immediately and followed up by phone to
. make sure it was acceptable (o the manufacturer. (Chung 16i da gui don
dat hang di nga’ va theo déi bang dién thoai d€ dam bdo chéc chin la
né duge nha san xuat chip nhan).

Evidence : bing ching, chimg cd.
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General comments on safeguarding
against risks in foreign trade

The sale of goods and services to foreign buyers entails more varied
and greaterrisks than thosc encountered on domestic markets. Inthe case
of an export order, such risks can crop up all along the line - from the
obtaining of raw malerials, to the manutacturing and storing of the
finished product and, finally, to the delivery and payment within the
agreed time. Providing services entails the same risks - but to a lesser
degree. This does not deal with the actual risks that may occur, but
explains how the interests of buyers and sellers can be protected.

For the buyer, adherence to the terms ol performance is of primary
importance and for the scller, adherence to the payment terms. The risks
involved are accentuated in foreign operations since the buyer is not in as
good a position to judge the reliability of a supplier in another country as
that of one at home. In addition, legal action in the event the terms of the
contract are not fulfilled is much more difficult to initiate.

The same applies, of course, to the seller or exportcr, who not only
incurs additional transport risks but also the increased risk of taking a
loss on receivables. Furthermore, difficulties may arise in appraising
conditions in the country of the buyer's or importer’s domicile, such as
currency and transfer risks and problems in the social, political and
military spheres.

Terminology study

Risks in foreign trade : rii ro trong ngoai thuong.

- Risks in foreign trade are more varied and greater than those
encountered on domestic markets. (Cac rui ro trong ngoai thuong thi da
dang va Idn hon cac rui ro gap phai trén thi truong ndi dia).

To crop up : nady sinh, xdy ra bat ngo.

- In the case of an export order, such risks can crop up all along the line.
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(Trong trudng hop mot don dat hang xudt khiy, cac rii ro nhu thé cé
th€ ndy sinh trong sudt qua trinh).

Adherence to: tuan thu, thuc hién dung theo.

- For the buyers, adherence to the terms of performance is of primary
importance and for the seller, adherence to the payment terms. (D61 voi
nguoi mua, viéc tuin thu cac diéu kién thuc hién cé tim quan trong hang
diu, con ddi véi ngudi ban, do 1a viéc tuan thi cac diéu kién vé thanh
toan). '

Reliability : s@ dang tin ciy, mitc d6 dang tin cdy.

- Your correspondent banks are always in a good position (0 judge the
reliability of a supplier. (Cac ngan hang dai Iy cda quy vi ludn luon g mot
vi thé thuan lgi € xét doan muc do dang tin cay cua mot nha curg cap).

To initiate (take) legal action : kién, khdi t0.

- It is complicated, time-consuming and costly to take legal action in
foreign trade. (R4t phuc tap, ton nhiéu thi gio va tdn kém d€ khdi t6 trong
ngoai thuong).
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Summary of instruments for securing
performance and payment

How the buyer can secure performance

The buyer wants to be certain that the seller is in a position to honor
his commitment as offered or contracted. The former therefore makes it
a condition that appropriate security e provided. Such security may be
obtained through banks in the form of the following guarantees.

l. The bid bond guarantees that the seller considers his bid to the
buver binding until the contract is awarded. The buyer thus protects
himself from the seller backing out of the offer before an agreement can
be reached.

2. The performance bond is designed to provide financial assurance

that the seller meets his obligations in the manner and within the time
contractually agreed upon.

How the buyer can secure payment

Contracts frequently stipulate that the seller is to receive an advance
payment. This payment is intended to allow the seller to purchase raw
materials or to cover initial production costs. To ensure that such tunds
are not used for purposes other than those stated in the coniract, the
buyer may demand that an advance payment guarantee be provided
through a bank.

How the seller can secure payment

Payment methods according to dergrees of security :

[

. Open account
. Documentary collection
_Revocable documentary credit

B W NS

Irrevocahle, unconfirmed documentary credit.

. Irrevocable, confirmed documentary credit.

[¥3]
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6. Letter of indemnity in case of nonpayment (payment guarantee).
7. Standby credit.
Opent account :

When it comes to payment, various arrangements are possible, with
the form of payment chosen often depending on how well the buyer and
seller know each other. If the amount involved is fairly small and mutual
trust cxists between the two parties to the transaction, a foreign
business deal may under certain circumstancces be carried out preferably
on an open account basis. This method does not give any special security
for the payment but has the advantage that the administrative work
involved with a transaction can be Kept to a minimum. On the other
hand, it would be irresponsible for a company to supply goods or
services to a foreign buyer if a relationship of mutual trust is lacking or
it the country involved presents too many risks for this type of
settlement. The method of securing payment must therefore be carefully
considered by both supplier and importer.

Terminology study

Instruments for securing performance and payment : cac cong cu
nham dam bao viéc thuc hién va thanh toan.

- Instruments for securing performance and payment apply to both
parties : importer and exporter. {Cac cong cu nham dam bao viéc thuce hién
va thanh toan duoc ap dung cho ¢4 hai bén : nha nhap khau va nha xuat
khau).

Bid bond (B/B): gidy dam bao ky két hop dong (néu khong ky sé mat
$0 tién ky quy ghi trong B/B, duoc thuc hién dwdi hinh thite mot giay bao
[anh ngan hang).

Performance bond (P/B) : gidy dam bao thyc hién hgp déng (néu
khong thuc hién sé mét sd tién ky quy ghi trong P/B, duoc thuc hién dudi
hinh thitc mét gidy bao linh ngan hang.

- A bid bond or a performance bond is made out in form of a bank
guarantee. (MOt B/B hoac mét P/B duge thuc hién dudi hinh thitc mot
gidy bdo lanh ngan hang).
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To back out : rit lui, danh thao, bo cudc.

- The buyer protects himself from the seller backing out of the offer
before an agreement can be reached. (Ngudi mua bao vé minh trong
trudng hop nguoi ban rat lai dé nghi cung cap hang mia chimg trude
khi ¢o thé dat duoc mét hgp déng).

Open account : tai khoan ghi s6.

- Documentary collection : thu ngan ching ta.

Revocable documentary credit : tin dung chitng (¢ ¢6 thé hiy ngang.

Irrevocable, unconfirmed documentary credit : tin dung chiéng
khong xac nhan, khong 1thé hdy ngang.

Inrevocable, confirmed documentary credit : tin dung ching twco xac
nhan, khong thé hiy ngang.

Letter of indemnity in case of non-payment (payment guarantee) . thu
ddm bdo boi thudng trong trudng hop khéng thanh toan {giay baa lanh
thanh toan).

Standby credit : tin dung du phong.

- Open account is a series of transactions that give rise to credits and
debits, but that results in a single liability. ('ai khoan ghi s6 1a mét chudi
cac giao dich lam phat sinh cac khoan cé va cac khoan ng, nhung hinh
thanh mot trach nhiém duy nhat).

Mutual trust : tin nhiém ldn nhau.

- If the amount involved is fairly small and mutual trust exists between
the two parties, a foreign business deal may be carried out on an open
account basis. (Truong hop sé tién lién hé khong 1on, hai bén tin nhiém
1An nhau thi mét giao dich ngoai thuong cé thé dige thuc hién trén co
s¢ mot tai khoan ghi s8).
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The documentary credit in export
and import operations

Basic information on the documentary credit

A documentary credit represents a commitment of a bank to pay the
seller of goods or services a certain amount provided he presents
stipulated documents evidencing the shipment of goods or the
performance of services within a prescribed period of time.

As a credit instrument and as a means of making and securing
payment, the documentary credit is an essential implement for
conducting world trade today. It fulfills all the requircments for this
role, provided the conditions regulating its use are stated in clear and
unambiguous terms.

Strict requirements govern the composition of the documents used
in the documentary credit. It is important for the heneficiary of a
documentary credit to know that payment will be made only if the
documents are in absolute conformity with the required terms and that
the bank has to decide on the basis of the documents alone whether
payment may be made or whether a draft may be accepted. The Uniform
Customs and Practice for Documentary Credits (UCP) prepared by the
International Chamber of Commerce in Paris provides the basis for
judging the conformity of the documents. Article 4 of the UCP states :
“In credit operations all parties concerned deal in documents, and not
in good, services and/ or other performances to which the documents
may relate”.

Terminology study

Documentary credit in export and import operations : tin dung ching
¥ trong cac nghiép vu xuit nhap khau.

- Documentary credit is a commercial letter of credit provided for
payment by a bank to the named beneficiary, usually the seller of
merchandise, against delivery of documents specified in the credit. (Tin
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dung chirng i la mot tin dung thu thuong mai do mo6t ngan hang cung
cap dé thanh toan cho mét ngudi thu huong dich danh, thudng la ngudi
ban hang hoa khi ngudi nay giao chung tw duoc qui dinh trong tin dung
thur).

Inclear and unambiguous terms: bing cac thuat ngirrdé rang, chinh xac,
khong mo ho.

- The terms and conditions of a documentary credit must be stated in
clear and unambiguous terms. (Cac dieu khodn cua mot tin dung ching
t phai dugc quy dinh bang cac thuat ngit chinh xac, ré rang).

In absolute conformity with : tuyét déi phu hop véi, tuyét ddi ding
y theo.

- The documents are in absolute conformity with the requirved terms.
(Cac chung tir duge thuce hién ding y theo cac diéu khodn bat bude).

Uniform Customs and Practice for Documentary Credits (UCP): cac tap
quan va phuong thirc thuc hanh thong nhét vé tin dung chitng ti.
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Basic forms of documentary credits

Documentary collection

a) Documents agalnst payment. With regard to the collection against
documents, the bank so authorized (collecting bank) may re' s« the
shipping documents only when the invoiced amount has been paid. This
is, however, a means of payment to be used only if stable conditions exist
and absolute trust between the contractual parties prevails. In the event
of the buyer refusing to honor the documents, it is often extremely
ditficult to regain possession of the merchandise without suffering
sizeable losses.

b) Documents against acceptance. This is a special type of documen-
tary collection. As a rule, the shipping documents are sent via the seller's
bank to the importer’s bank with the instructions to release the
documents only upon acceptance of the accompanying draft. In most
cases, the buyer accepts the draft, but an additional guarantee, known
as a bill of exchange guarantee or aval, may be obtained from a bank.

This procedure has the disadvantage that the buyer can take
possession of the goods before actual payment is made. The buyer has
a commitment to pay, but it is not always easy to collect the sum
" represented by the draft in the buyer’s country.

Irrevocable, confirmed documentary credit

A confirmed documentary credit means that in addition to the
jgsuing bank a second bank (the confirming bank) assumes the
commitment to pay if the terms of the credit are fulfilled. The seller thus
avoids the del credere and the sovereign risks. (Sovereign risk = the risk
that moneys due from a foreign country cannot be repatriated because
of events which may be caused or influenced at least partly by the
government concerned but over which privately owned companies or
individual persons have absolutely no influence. The sovereign risk
consists of the so-called political and transfer risk).

Letter of indemnity in case of nonpayment (payment guarantee)

A payment guarantee contrains the promise of a bank to pay an
exporter on first demand if the latter presents a statement to the bank
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conlriming that he had not been paid for the goods or services he has
supplied. Such a guarantee is subject to time limits and is particularly
suitable for trade in consumer goods. The payment guarantee is
frequently used with the “open account” method of payment.

Adocumentary credil is not used exclusively for the delivery of goods
but may also be employed {or other purposes. For example, it is common
for entire turnkey projects to be sccured by documentary credits. Service
contracts, recurring payments, or commitments similar to guarantees
may also be combined with documentary credits. The prereguisite is the
insertion ol a clause allowing payment against presentation of a
prescribed document. A documentary credit may also be used as a means
ol obtaining credit when it is employed for example in transit trade as
a basic instrument to provide secondary credits.

Revocable credit

A revocable credit may be amended or cancelled by the issuing bank
at any tirne. Since in most cases the issuing bank takes such action only
al the jnstigation of the buyer, it is obvious that the seller or exporter
must rely fully on the buyer of his goods.

The issuing bank pledges payment upon presentation of the proper
documents. If a sight credit is involved, the bank may not revoke the
credit after payment nor make any changes affecting the payment. The
important point is not the time of the documents delivery to the bank,
but whether payment has already been made. Nor in the case of deferred
payment may the issuing bank amend its later payment commitment
after the documents have been taken up, that is, after the bank has
examined the documents and found them to he correct,

Irrevocable, unconfirmed documentary credit

In the case of irrevocable, unconfirmed documentary credits, the
issuing bank (usually the bank of the buyer) assumes a commitment to
pay the seller, provided the proper documents are presented within the
time and at the terms stipulated in the credit. No commitment on the
part of a second bank exists, which in countries where substantial
political or transfer risks are involved can lead to difficulties. With
regards to this type of documentary credit, the financial standing of the
issuing is of great importance.

Standby credit

A standby credit is essentially a substitute for a payment guarantee ;
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it is, however, subject to the Uniform Custoras and Practice for
Documentary Credits (UCP;.. As a rule payment is made upon the
presentation of copies of shiping and other documents, including sight
drafts, and against a statement confirming that payment has not been
made.

This type of credit has the nature of a guarantee and is used
primarily in the United States, where the granting of European type bank
guarantees ts not permitted by law.

Terminology Study

Documentary collection : thu ngan ching t

- There are two types of documentary collection : documents against
payment (D/P) and documents against acceptance (D/A). (Cé, hai loai thu
ngan chimg tt : thanh toan ddi chitng tt va chdp nhan hoi phiéu déi
chung t).

Invoiced amount : sO tién hoa don

- With regard to D/P, the collecting bank may release the shipping
documents only when the invoiced amount has been paid. (Trong phuong
thitc D/P, ngan hang thu ngan chi duoc phép giao chung t¥ chuyén ché
khi nao s tién hoa don da duogc thanh toan xong).

To accept : chip nhan (hdi phiéu)

Acceptance : st chap nhan (hoi phiéu)

- With regard to D/A, the importer’s bank is instructed to release the
shipping documenis only upon acceptance of the accompanying draft.
(Trong phuong thitc D/A, ngan hang cia nha nhap khau dugc chi thi
chi giao chimg ti¥ chuyén chd khi nao nguoi mua da chap nhan héi phiéu
gl kém).

Additional guarantee : giéy bao lanh bé sung

- An additional guarantee, known as a bill of exchange guarantee may
be obtained from a bank. (Mot giy bao lanh bd sung, thudng goi la gidy
bao lanh hdi phiéu, c6 thé o6 duge do mét ngan hang cip).

Irrevocable confirmed documentary credit : tin dung thir chitng ti xac
nhan, khong iy ngang.

- A confirmed documentary credit means that in addition to the issuing
bank, a second bank (the confirming bank) assumes the commitment to
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pay if the terms of the credit are fulfilled. (Tin dung chitng ti xac nhan
c6 nghia 14, ngoai ngan ‘hang phat hanh, mat ngin hang th hai (goi la
ngan hang xac nhan) cam két tra tién néu cac didu khoan cia tin dung
the duge thue hién day du).

Del Credit : giao kéo bao déam (thanh toan), hoa hoéng bac dam (thanh
toan)

Sovereign risk : rii ro vé chii quyén (mét chinh phtt nude ngoai ¢6 thé
khong tra ny, khéng cho chuyén tien vé nudc hodc khéng thuc hién cac
cam ket thuang mai khac do c6 su thay doi trong chinh sach thudc chi
quyén nde do, con goi la rui ro chinh tri hodc rii ro quéc gia).

- The sovereign risk consists of the so-called political and transfer risk.
(Rui ro vé chd quyén gom ¢6 cii goi la nii ro vé chuyén ngan va chinh
tri).

Letter of Indemnity : thu dam bao boi thudng.

- A letter of indemnity contains the undertaking of a bank to pay an
exporter upon first demand attached with the latter’s statement confirming
that he has not been paid for the goods he has supplied. (Thu dam bao bdi
thudng chita ndi dung cam két cia mét ngan hang rang ngan hang sé
thanh toan cho nha xuit khiu ngay 1an yéu cau dau tién, dinh kém i
* khai trinh ctia nha xuat khau xac nhan la 6ng ta chua duge thanh toan
tién hang hoa Ong ta da cung cap).

Turnkey project : dir an chia khoa trao tay.

- It is common for entire turnkey praojects to be secured by documentary
credits. (Thuong cac du an chia khoa trao tay duge dam bdo toan thé
bang cac tin dung chitng ti).

Prerequisite : diéu kién tién quyét.

- The prerequisite is the insertion of a clause allowing payment against
presentation of a prescribed document. (Dieu kién tién quyét la thém vao
mot diéu khodn cho phép thanh toan khi nao mét ching tit quy dinh
dugc xuit trinh).

To revoke : hiy bg.

To be revocable : c6 thé hliy ngang.

- A revocable credit may be amended or cancelled by the issuing bank
at any time. (Mot tin dung thu ¢6 thé€ iy ngang c6 thé duge ngan hang
phat hanh stra doi hoiic hiy bd bat ci lic nao).
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Sight credit : tin dung thu tra ngay.

-Ifa quht credit is involved, the bank may not revoke the credit after
payment. (Néu do [a mét tin dung thi tra ngay, ngan hang khong duge
phép hiy bd tin dung thu sau khi da thanh toan tién).

Deferred payment credit : tin dung thw tra cham.

Deferred payment 60 days after sight: tra cham 60 ngay sau ngay xuit
trinh héi phiéu.

Deferred payment 60 days after date : tra cham 60 ngay sau ngay ghi
trén hoi phiéu.

Deferred payment 60 days after B/L : trd chdm 60 ngay sau ngay ghi
trén van tai don.

Irrevocable, unconfirmed documentary credit © tin dung chirng wr
khoéng xac nhan, khéng hiy ngang.

- With regard to an irrevocable unconfirmed documentary credit, the
financial standing of the issuing bank is of great importance because in this
case, there is no commitment on the part of a second bank. (D1 voi mét
tin dung ching tir khéng xac nhan, khéng iy ngang, vi thé tai chinh
cla ngdn hang phat hanh tin dung thrr hét sitc quan trong, vi trong
trieong hop nay, khong co sw cam két nao nita cia ngan hang thi hai).

Standby credit : tin dung thu du phong.

- A standby credit is essentially a substitute for a payment guarantee.
(Tin dung thw du phong chu yéu dung dé¢ thay thé cho mét gidy bao lanh
thanh toan).

Sight - draft : hoi phiéu tra ngay.

(Usance, term, time, deferred payment) draft: hdi phiéu tra cham.

European type bank guarantee : gidy bao 1anh ngan hang theo kiéu
chau Au.

- A standby credit has the nature of a guarantee and is used primarily
in the States, where the granting of European type bank guarantees is not
permitted by law. (Tin dung thu du phong c6 ban chat cia méat gidy bao
lanh va chi yéu dugc stt dung ¢ My, noi ma viéc cp cac bao lanh ngan
hang theo kiéu chdu Au khong duoc luat phap cho phép)
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Sight credit and acceptance credit

Sight credit

The beneficiary receives the proceeds of the credit upon presentation
and examination of the documents. There is a step-by-step process of
documents against payment, whereby the bank is given reasonable time
to examine the documents. There are, however, sight credits in connection
with which paymenl is made with the value date extended by a few days.
‘This occurs mainly when the paying bank must obtain cover via several
intermediaries.

Acceptance credit (credit with time drafts)

In the case of an acceptance credit, the exporter draws a time draft
cither on the issuing or confirming bank, on the buyer or-on another bank
depending on the credit terms. The payment date under an acceptance
credit may be, for example, 90 days after the invoice date or the date of
the transport document. When the documents are presented, the draft
is accepted instead of payment being made. If drafts are accepted by
third parties (for example, by the buyer), the issuing and confirming
banks guarantee the acceptance of the draft and its payment at
maturity,

If the credit provides for negotiation through one or several banks,
the issuing and confirming banks have a commitment under the credit
to pay the after-sight draft or have it paid without taking recourse on
the drawer and/or on the bona fide holder.

Terminology study

Sight credit : tin dung thu tré ngay, tin dung thu hoat ky.

- In the case of a sight credit, the beneficiary receives the proceeds of
the credit upon presentation and examination of the documents. (Trong
trudng hop mot tin dung thu trd ngay, ngudi thu huong sé nhan dugc
mot s6 tién thudc tin dung thu d6, ngay khi xuét trinh va kiém tra ching
).
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Step - by - step process : qua trinh ting budc.

- There is a step - by - step process of documents against payment,
whereby the bank is given reasonable time to examine the documents. (Co
mot qua trinh tmg bucc trong thé thitc “thanh toan xong, giao chimg
tr", nho d6 ngan hang dugc cho mot thdi han hgp 1y d€ kiém tra chimg
).

Cover : tién bao chitng, nen ‘dam bao (de dam bao viéc thanh toan tin
dung thu).

- This occurs mainly when the paying- bank ‘must obtain cover via
several intermediaries. (Viéc ndy xdy ra, chii yéu 1akhi ngan hang tra tién
phdi nhan dudc tién bdo chimg théng qua phiéu trung gian).

Acceptance credit : tin dung thu chap nhan.

Credit with time-drafls . tin dung thu voi héi phiéu han ky.

-In the case of an.acceptance credit, the exporter draws a time draft
either on the issuing or 'c'onfirm‘\ing bank. (Trong trueong hop mét tin dung
‘thr chap nhan, nha xuat khau sé ky phat mét hdi phiéu han ky dé doi
tién ngan hang phat hanh hoac ngan hing x4c nhan tin dung thw).

To accept : chip nhan (hdi phiéu han ky) ; acceptance : su chip nhin
(hoi phiéu han ky).

To negotiate : thuong luo’ng (chimg 1) ; negotiation : su thuong luong
{chung ).
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Deferred payment credit

Deferred payment credit

The credit with deferred payment differs only slightly in
its effect on the beneficiary from the time draft. The main difference is
the lack of a dratt. Upon presentation of the proper documents, the bank
so authorized (the issuing or confirming bank) issues a written promise
to make payment on the due date. It must, of course, be possible to
calculare the due date on the basis of the credit terms. Deferred
payments are possible under confirmed and unconfirmed credits.

From the standpoint of commissions, the credit with deferred
payment can be more economical than the credit with ferm draft. The
disadvantage compared with the acceptance credit is that an advance
payment of the credit amount may normally be obtained only from the
issuing or confirming bank, whereas there are various possibilities for
discounting a draft. '

Term credits, i.e., acceptance credits and deferred payment credits,
are financing instruments for the buyer. During the payment period, the
buyer can often sell the goods and pay the credit amount with the
broceeds.

Terminology study .

Deferred payment credit : tin dung thu tra cham.

- In case of a deferred payment credit, the issuing or confirming hank
issues a written promise to make payment on the due date. (Trong truong
hop mot tin dung thw trd cham, ngin hang phat hanh hoac ngan hang
xac nhan tin dung thw sé phat hanh mét lénh phiéu cam két tra tién vao
ngay Jao han).

Lack : su thiéu, khéng c6,

- The main difference is the Iack of a draft. (Sukhac biét chmh la khéng
c6 mot hdi phleu)
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To discount a draft : chiét khau mot hdi phiéu.

- An exporter can negotiai ¢ a draft by selling it, using it as collateral or
discounting it. (MOt nha xuat khiu c6 thé thuong luong mot hoi phiéu
biing cach ban no, ding lam vat ddm bao, hodc chiét khau né).

Financing instruments : cac cOng cu (ai trg.

- Term credits, i.e, acceptance credits and deferred payment credits, are
financing instruments for the buyer. (Cac tin dung thu han ky, tuc la cac
tin dung thu chip nhan va cac tin dung thu tra chidm, 1a nhitng cong
cu tai tro cho ngudt mua / nha nhap khau).

To calculate : tinh, tinh toan. _

- It must, of course, be possible to calculate the due date on the basis of
the credit terms. (Di nhién, phai ¢6 thé tinh duoc ngay dao han trén ca
s@ cac diéu khoan cda tin dung thu).
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Credit with advance payment

Credit with advance payment

Advance payments under a documentary credit may take very
different forms. Generally speaking however, we distinguish between so-
called unsecured and secured advances. In the case of the Iatter, the
bank of the beneliciary of the credit must put up a guarantee. The
guaranteed amount is normally reduced as the deliveries are macde.

Unsecured advance payments do not give the importer any protection
against their misuse.
A special type of advance under a letter of credit is the so-called “red
clause” credit. The red clause incorporates a special concession to the
seller. It authorizes the advising bank to advance a part of the credit
“amount to the seller for the delivery of the merchandise. This type of credit

is used particularly in the Australian wool trade. The clause was formerly
- writteninredink - hence its name - and may, for example, read: “red clause
AS$ 50,000 permitted". This clause means that, with the issuing bank
assuming liability for the transaction, the advising bank is authorized to
advance the beneficiary 50,000 Australiandollars priortothepresentation
of the documents. The payment of such advances is usually made against
receipt, and the beneficiary also has to pledge to present the required
documents before credit expiry. Such advance pavments are made at the
risk of the applicant.

Terminology study
Credit with advance payment : tin dung thu c6 thanh toan wng trudge.

- Advance payments under a documentary credit may take very
different forms. (Cac khodn thanh toan (g trudge theo mét tin dung thu
ching tr ¢6 thé thuc hién dwdi rat nhidu hinh thitc khac nhau).

Secured advance : ung trudc ¢d dam bao.
Unsecured advance : ing trudc khong c¢6 dam bao.
- In the case of a secured advance, the bank of the beneficiary of the
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credit must put up a guarantee. (Trong trudng hop mot khoan ng trudc
c6 dam bao, ngan hang cda ngudi thu hudng tin dung thu phai phat
hanh mét gidy bac lanh ngan hang).

Misuse : si lam dung.

- Unsecured advance payments do not give the importer any protection
against their misuse. (Cac khodn thanh toan img trude khong co ddm bao
$& 1am cho nha nhap khiu khong dugc bao vé doi vai viéc lam dung cac
tién tng trudc do).

Red - clause credit : tin dung thu ¢ diéu khoan dd.

- A special type of advance under a letter of credit is the red- clause
credit. (Mot loai hinh tmg trudc dac biét theo tin dung thu Id tin dung
thu c6 diéu khoan do).

At the risk of : (ai d6) chiu rui ro.

- Such advance payments are made at the risk of the applicant. (Cac
khoan thanh toan ung trudc nhu thé dugc thue hién ma ngudi md tin
dyng thu phai chiu rii ro).
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Revolving credit

- Revolving credit

Buyers often order more merchandise than they may actually need at
the time in order to obtain a better price. The delivery of the goods is
made in instalments and at stipulated intervals. In such cases, the seller
canrequest that a revolving credit be issued which guarantees each part
payment. The text for such a credit might read as follows: “amount of
credit Fr. 10,000, revolving 5 times to maximum Fr. 60,000". As soon as
the first instalment of Fr. 10,000 has beenutilized, the credlt automatically
hecomes valid for the next Fr. 10,000 until the maximum amount of Fr.
60,000 is reached. The so-called “revolving” clause can be formulated in
many different ways according to circumstances. It is also possible to fix
the dates of individual instalments; for examiple, the following wording
might be used: “credit amount Fr. 10,000, revolving every month for the
same amount, for the first time in January, for the last time in May 19
maximum amount payable under this credit Fr. 60,000, If an instalment
with a fixed date is omitted or only partially used, the words “cumulative”
and “noncumulative” may be used to indicate precisely whether unutilized
instalments or balances may or may not be added to later instalments.

Terminology study
Revolvinh credit : tin dung thu tuin hoan.

In instalments : thanh nhiéu ky, nhiéu dot.

At stipulated intervals : vao nhing khoang cach thdi gian déu din theo
quy dinh.

- The delivery of the goods is made in mstalmenrs and at stipulate
intervals. (Viéc giao hang dugc thyc hién thanh nhiéu ky va vao nhimg
khoang cach thoi gian déu dan dugc quy dinh trudo).

- In such cases, the seller can request that a revolving credit be issued
which guarantees each part payment. (Trong cac truéng hop nhu thé,
ngu‘dl ban co thé yéu ciu md mot tin dung thu tuan hoan dé dam bao
mdi dot thanh toan).
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To be utilized : duoe st dung, duoc thue hién.

- Assoon as the firstinstalment of Frl 1 0,000 has been utilized, the credit
automatically becomes valid for the next FrF | 0,000 until the maximum
amount of I'rF 60,000 is reached. (Ngay khi dot diu tién tri gia 10.000
franc da dugc thuc hién, tin dung thu tu déng trd nén co hiéu luc cho
dot i, tri gid 10.000 franc cho t6i khi dat dén sé 16 da 60.000 franc).

Cumulative : tich ldy, dén (vao dot sau).

Non-cumulative ; khong tich Ry, khéng don (vao dot sau).

-If aninstalment with a fixed date is omitied or only partially used, the
words “cumulative” and “non-cumulative "may be used to indicate precisely
whether unutilized instalment or balances may or may not be added iolater
shipments. (Néu mét ky giao hang vao méal ngay nhit dinh bi bd qua,
khong thyce hién hoac chi thue hién tung phan, cac chir “dén” hoic
“khéng don” co thé dugc dung dé chi ro rang cac ky khong thuc hién hoic
$0 ltgng con lai dugc phép hodc khéng duoc phép céng dén vao cac
chuyén sau hay kheng).



235 - Tiéng Anh trong hoat dong kinh doanh

Authority to purchase

Authority to purchase

Authorities to purchase are used exclusively in trade with the Far
Fast. Originally, these were not actual documentary credits, bul
authorizations to purchase drafts with the right of recourse to the
drawer of the draft. The bank in the country of the importer authorized
a bank in the country of the exporter to purchase drafts of the supplier
which were drawn on the buyer and were accompanied by the prescribed
documents, with Full recourse to the drawer of the draft. Over the years,
these bill purchases assumed a form equivalent Lo that of the actual
documentary credit, although the term “authority to purchase” remained.

Parlicularly after the Sccond World War, sellers were no longer
satisfied with a notification that was not binding from the participating
banks. They also refused to assume the risk that they would be made
liable, as drawers of a draft with recourse, in the event of the buyer not
paying. Subsequently, irrevocable authorities to purchase with dralts
drawn on the buyers “withoul recourse” were issued. Frequently, the
issuing bank requests the correspondent bank to confirm such authorities
10 purchase. In this case, the scller attains virtually the same degree of
security as is given by an irrevocable, confirmed documentary credit. An
“authority to pay” serves a simitar function, but is seldom used to day.

Terminology study
Authority to purchase : quyén mua.

Authorization to purchase : iy quyen mua, uy thac mua, dugc phép
mue.

- Originally, authorities to purchase were not actual documentary
credits, but authorizations to purchase drafts with the vight of recourse to
the drawer of the draft. (Khdi thuy, quyén mua khéng phai la cac tin
dung thu chumg tit thuc su, nhung chi 1a su Wy thac mua cac héi phiéu,
véi quyen truy doi ngudi ky phat héi phiéu).
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To be binding : rang buébc.

- After the Second World War, sellers were no longer satisfied with q
notification that was not binding from the participating banks. {Sau Thé
chién thit hai, nhitng nguoi ban khéng con théa man voi mot su théng
bdo khong ¢o tinh chit rang bugc ur cic ngan hang tham gia). -

With recourse to : duoc quyén truy doi.
Without recourse to : khong duge quyén truy doi.

- This draft has been endorsed without recourse to the drawer. (Hbi
phiéu nay da duoc ky hau khong c6 quyén truy doi nguoi ky phat).

Authority to pay : quyén tra.

Authorization to pay : Gy quyén, tra, dy thac tra.

2
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Opening the credit

Opening the credit

In our example, the Industrial Bank of Asia, Tokyo (IBA) opens the
credit at the instruction of Electricity Supply Ltd., Osaka (ESL), the buyer
and the seller having agreed upon the delivery and the mode of payment.
After receiving the buyer’s request, the Industrial Bank of Asia checks to
see whether the necessary collateral in the form of credit balances or
open credit lines is available. In addition, the bank examines the order
to determine whether there are any points that need to-be cleared with
the client. Only after all particulars have been clarified does the opening,
or issuing, bank arrange for the opening advice to be mailed or telexed
to the bank in the country of the seller (in our example, Union Bank of
Switzerland (UBS), with the instructions or the authorization to confirm
the credit. Notification that this has been done is sent at the same time
to the buyer.

The bank in the country of the seller (UBS) examines the contents of
the credirt, the credit standing and reputation of the opening bank and
of the country of the buyer. If the result of the analysis is positive, the
bank will not hesitate to confirm the documentary credit, but it is in no
way obliged to do so0. Should the bank refuse to confirm the credit, it may
pass it onunconfirmed and inform the Industrial Bank of Asia accordingly.

Immediately upon receipt of the credit, the exporter should check the
credit text. Should it not comply with the wording of the contract or if
it contains terms which the seller cannot meet, the necessary changes
must be arranged with the buyer as quickly as possible.

Terminilogy study
To open a letter of credit (I/C): md mét tin dung thu.

- The Industrial Bank of Asia, Tokyo (IBA) opens the credit at the
instruction of Electricity Supply Ltd., Osaka (ESL). (Ngan hang IBA md tin
dung thu theo chi thi cia Cong ty ESL).
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Collateral : vat thé chap, vat dam bao.
Credir balance : két s6 dur
Credit line : lin dung khoan.

- IBA checks to see whether the necessary collateral in form of credit
balances or open credit lines is available. (IBA kiém tra xem vat ddm bao
dang ¢6 hiéu luc sé Ia két s6 du hay tin dung khodn md).

Opening advice : thong bao md tin dung thu.

Opening bank, issuing bank : ngan hang md tin dung thw.

- The issuing bank arranges for the opening advice to be mailed or
telexed to the bank in the country of the seller. (Ngan hang md tin dung
thu sap xép viéc givi thong bao md tin dung thur bing thu hoac bang telex
cho ngén hang tai x1¥ nguoi han).

Should the bank refuse = if the bank refuses : néu ngan hang ur chéi.

- Should the bank refuse to confirm the credit, it may pass it on
unconfirmed and inform IBA accordingly. (Néu ngan hang tr chdi xic
nhan tin dung thu, n6 c6 thé chuyén ma khong xac nhan va bao cho IBA
mdt cach pha hop).

Upon receipt of the credit - ngay khi nhan duoc tin dung thu.

- Upon receipt of the credit, the exporter should.check the credit text.
(Ngay khi nhin dugc tin dung thw, nha xuit khiu nén kidm tra lai noi
dung cta tin dung thu).
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What special points must the seller
observe in documentary credit
operations ¢

Before the credit is opened

- The seller should already decide during the sale negotiations which
formof creditwill be the most appropriate. The manner by which payment
is to be made is already determined when the buyer and seller agree upon
the sale contract and the mode of payment. The risk for the seller in
foreign transactions is greater if he has no experience with deliveries to
the buyer in question or to other buyers in the same country.

- The seller obtains the best guarantee of payment when the credit is
confirmed by his bank. Although the costs are somewhat higher, the
better security offsets the higher cost. However, in selecting this type of
creclit the seller should make certain pricr to concluding the contract that
the bank with which he does business is prepared to confirm the credit of
the buver’s bank.

- In the case of countries with foreign exchange restrictions and other
regulations impeding foreign trade transactions, documentary credits
may be delayed. It is therefore advisable for the seller to stipulate in the
contract the date by which he must be in possession of an acceptable
documentary credit. ' :

- To avoid controversies over details of the planned credit, the points
important to the seller should be stipulated in writing in the contract.
These are:

- Amount and currency (especially important when the contract -
amount and the credit amount are different):

- With regard to the credit amount and/or the quantity, the seller
should decide whether the necessary flexibility be granted by inserting
the term “about” {plus/minus 10% tolerance);
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- The place where the credit is available and payable;
- Whether the credit is to be confirmed and if so by whom ?
- Whether the credit must be transferable;

- Duration of the credit, delivery date of the goods and the period in
which the documents are to be presented;

- Whether payment is to be made at sight or on a time basis;
- Whether partial shipments and transhipping is permitted;

-The deIivery terms, dispatching and arrival points of the merchandise
(regarding delivery terms, it is advisable to consult the International
Chamber of Commerce’s” International rules for the interpretation of
trade terms” - “Incoterms” for short) :

- The documents to be presented upon utilization.
- Which credit costs are to be borne by whom.
After the credit is opened

- The seiler should check to see whether the docurmnentary credit sent
by the bank correctly reflects the credit terms agreed upon with the
buyer. If not, he should immediately request the buyer to have the credir
amended.

- The seller should make certain that the individual terms can be met
ta the letter. If any of the terms can be met, the bank security is lost ; the
bank can refuse to accept the documents even if only apparently
insignificant discrepancies exist.

Terms relating to dates in the credit

When a credit is valid “for one month”, “for six months”, etc., the
period during which the credit is to run will be deemed 1o start on the
date the credit is opened, unless otherwise stipulated.

In addition to the expiry date, all credits calling for transport
documents should also stipulate the date by which the transport and
other documents must be presented to the bank. If no such period is
stipulated, banks will refuse documents presented to them later than 21
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days after the transport documents have heen issued.

If the last date for the presentation of documents falls on a Sunday
or a holiday, banks may accept documents presented on the first
following business day.

If the validity period of a creditis extended, the date of dispatch or the
21-day period is not automatically prolonged but has to be extended as
well.~

Terminology study
To observe : tuan theo, tuan thd

- What special points must the seller observe in documentary credit
operations ? (Cac diém dac biét nao ngudi ban phai tuin thd trong cac
nghiép vu tin dung thue chitng i ?).

To offset : bu dap

- The better security offsets the higher cost. (S dam bao t6t hon sé bu
dap lai cac chi phi cao hon).

Foreign exchange restrictions : cac khong ché vé ngoai héi

- In case of countries with foreign exchange restrictions, documentary
credits may be delayed. {Trudng hop cac nude c6 khong ché vé ngoai hdi,
cac tin dung thu chitng tir ¢d thé bi cham tré).

To impede : can trd, ngan can

- Such %egulations may impede foreign trade transactions. (Cac qui
dinh nhu thé c6 thé can trd cac giao dich ngoai thuong).

To be in possession of : thi dac, cé dugc

- Itis advisable for the seller to stipulate in the contract the date by which
he must be in possession of an acceptable documentary credit. (Ngudi ban
duoc khuyén 1a nén qui dinh ré trong hgp dong ngay thang ma theo dé
ong ta phdi ¢6 dugc mot tin dung thu ching tir ¢6 thé chip nhan dugc).

To avoid controversies over details of the planned credit - nhim tranh
cac tranh cdi vé cac chi tiét cia tin dung thu du kién.

Tolerance : dung sai +/- 10 % (s& luong nhiéu hon hoac it hon 10 %)
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To insert : xen vao, thém vao

- The seller should decide whether the necessary flexibility be granted
by inserting the term “abmft " (Nguoi ban nén quyet dinh xem cé can phai
¢o sut linh dong khong, bang cach thém vao e : dd chung”).

- The place where the credit is available and payable. (Noi tin dung thu
¢6 hiéu lyc thanh toan).

Partial shipment : chd hang timg phan

Transhipping : chuyén tai

To be borne : chiu, ganh chiu

- Which credit costs are to be borne by whom. (Chi phi ndo cda tin dung
thu va do ai ganh chiu).

- The banking charges outside Viet Nam are to be borne b’y the exporter.
(Cac chi phi ngdn hang ngeai Viét Nam phai do nha xudt khiu chiu).

To have the credit amended : d¢ nghi tu chinh (sita d81) tin dung thu.

- He should immediately request the buyer to have the credit amended.
(Ong ta nén titc khic yéu ciu nguoi mua cho tu chinh tin dung thw).

Insignificant discrepancies : cac sai biét nhd, khong quan trong.

- The bank can refuse to accept the documents even if only apparently
insignificant discrepancies exist. (Ngin hang c6 thé khudg nt chap nhan
chung tr ngay ca khi chi ¢6 nhitng sai biét ngoai mat rat nhd).

To fall : r¢i vao (mét ngay nao do)

Business day : ngay lam viéc

- If the last date for the presentation for documents falls on a Sunday
or a holiday, banlfs may accept documents presented on the first following
business day. (Néu ngay chot dé xudt trinh ching ny roi vao .ngay chi
nhat hodc 1€, cdc ngan hang c6 thé chap nhan ching nt xuét trinh vao
ngay lam viéc dau tién tiep ngay sau do).

To extend : gia han, trién han.

Extension : su gia han, trién han.

- If the validity period of a credit is extended, the date of dispatch is not
automatically prolonged but has to be extended as well. (Néu thoi han hiéu
lue cua tin dung thu dugce gia han, ngay gdi hang khéng duong nhién
duoc kéo dai ma ciing phai duogc gia hanj).



243 - Tiéng Anh trong hoat déng kinh doanh

Check-list for the seller after the
documentary credit opening

1. Does the documentary credit correspond with the contract,
especially in connection with the following points ?

- Amount/unit price.

- Period of validity/time limit for shipment.
- Terms of delivery.

- Description and origin of the merchandise.

2. Is the documentary credit revocable, irrevocable/uncon-firmed or
confirmed ?

3. Is it transferable, if necessary ?
4. Where and when is the credit available and payable ?

5. If unconfirmed or confirmed by a bank abroad, how do you assess
the

a. credit risk (del credere bank).

b. conditions in the buying country (political and transfer risks).

c. mailing risk (if credit is available abroad) ?

- Are the names and addresses of the applicant and the beneficiary
correct ?

- Is the documentary credit subject to the ICC's currently valid
Uniform Customs and Practice for Documentary Credits ?

- Is there sufficient time available to complete attestation and
authentication procedures ?

- Are declarations requested in the documents which cannot be
made ?

- Are documents stipulated which are contradictory to the terms of
delivery ?
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- Does the credit stipulate documents which need to be drawn up or
countersigned by the buyer or his bank ? In such a case, the utilization
of the credit depends to a large extent on the goodwill of the buyer.

- Can the required nuraber of specified documents be furnished ?
Deadlines and shipment of goods
1. Can the shipment deadline be met ?

Are the terms regarding the place where the goods are to be taken into
possession and the points of departure and arrival feasible ?

2. Are partshipments and transhipments prohibited contrary to the
terms of contract ?

3. Can the prescribed marks and modes of transport be provided ?

4. Can the documents be presented in the desired form by the dates
specified in the credit ? (If the credit stipulates a transport document,
the documents have to be presented at the bank not later than 21 days
after the issue date of the transport document unless the credit
stipulates another time limit).

5. Are you familiar with the expressions of time utilized in the
credit ? '

Draft

Are you absolutely certain about the way the draft should be made
out ?

Invoice

Can the description of the goods in the invoice be taken word for
word from the documentary credit ?

Terminology study

- Checklist for the seller after the documentary credit opening. (Danh
sach kifm tra ma nguoi ban can ra soat lai sau khi ngudi mua da md
tin dung thu}.

- Does the documentary credit correspond with the contr-act ? (Tin
dung thu chimg t& c6 theo ding hop dong khang 7)

- Where and when is the credit available and payable ? (Tin dung thu
¢6 hiéu lyc thanh toan lic nao va & dau 7).
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- Is the documentary credit subject to the ICC’s currently valid UCP ?
(Tin dung thu chimng t c6 cin cit vao tap quan va cach thuc hanh thing
nhét vé tin dung ching ti dang c6 hiéu luc ciia phong thuong mai quoc
té khéng 7).

- Is there sufficient time available to complete attestation and
authentication procedures 7 (Co du thdi gian cin thiét & hoan tat cac thil
tuc chung thite va xac nhan khong 7).

To draw up : thao, ky phat.

To countersign : pho thu, tiép ky.

- Does the credit stipulate documents which need to be drawn up or
countersigned by the buyer or his bank ? (Tin dung thu ¢6 quy dinh cac
chirng ¥ can ngudi mua hodc ngan hang cia éng ta ky phat hodac pho
thuy khong 7).

Deadline : thai han chét, cudi cing.

- Can the shipment deadline be met ? (Thdi han chot d€ chd hang cé
thé kip khéng 7).

Prescribed mark : dau hiéu quy dinh {déng trén thing hang hoac
chirng tw).

Mode of transport : phuong thitc chuyén chd (van tdi).

- Can the prescribed marks and modes of transport be provided 7 (Cac
déu hiéu va phuong thite chuyén ché quy dinh c6 thé cung cap dugc
khéng ?). ' _

- If the credit stipulates a transport document, the documents have to
be presented at the bank not later than 21 days after the issuz date of the
transport document unless the credit stipulates another time {ir 1it. (HHéu tin
dung thu c6 quy dinh mét chitng tit chuyén chd thi chimg tir phai dwoc
xuit trinh cho ngan hang chim nhat la 21 ngay sau ngay phat hanh
chitng t chuyén chd dé, trit phi tin dung thu ¢6 quy dinh mot thoi han
kha.).

- Are you familiar with the expressions of time utilized in the credit ?
(Quy vi c6 ndm vitng cac nhém tr chi thai gian dugc sit dung trong tin -~
dung thu khong 7).
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Terms relating to dates in the credit

Expressions such as “prompt”, immediately”, “as soon as possible”
and the like used in connection with theday delivery or taking charge
of goods will be interpreted to mean that the shipment must be made
within 30 days from the date the credit is opened.

Such expressions as “on or about” will be interpreted to mean that the
shipment will be made within 5 days prior to the stipulated date or
within 5 days after it, both the first day and the last day being included.

It the words “to”, “until”, “till” and “from” are used, it will be
understood that the date mentioned is included in the period of time.
If the word “after” is used, it will be understood that the date referred
to is excluded from the period of time.

Such terms as the “beginning of the month”, “first half of the
month”and so forth that do not refer to a specific date will be interpreted
as fol-
lows :

First half of the month = from the st to and including the 15th of
the month.

Second half of the month = from the 16th to and including the last
day of the month.

Beginning of the month = from the 1st to and including the 10th of
the month.

Middle of the month = from the 11th to and including the 20th of the
month.

End of the month = from the 21st to and including the last day of the
month.
Terminology study

Prompt : nhanh chéng, ngay.

Immediately : ngay.

As soon as possible (ASAP) : cang sdm cang tdt.
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L "o

- Expressions such as “prompt”, “immediately”, “as soon as possible”and
the like mean that the shipment must be made within 30 days from the date
the credit is opened. (Cac tt hoac nhom t nhu “nhanh chéng”, *ngay”,
“cang s6m cang tot"co nghia 1 viec chd hang phai duoc thuc hién trong
vong 30 ngay ké tr ngay md tin dung thu).

First half of the month : nita diu ciia thang (hY ngay 1 cho dén va bao
gom ngay 15).

Second half of the month : mia sau cla thang (4 ngay 16 cho dén va
bac gbm ngdy cudi cing ciia thang).

Beginning of the month: dau thang (it ngay 1 cho dén va bao gdm ngay
10},

Middle of the month: gitta thang (ttt ngay 11 cho dén va bao gom ngay
20).

End of the month: cudi thang (nyngay 21 cho dén va bao gdm ngay cubi
cung cia thang).






Securities market
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Call Options

A call option gives its holder the right to buy a specified number of
shares of the underlying stock at a predetermined price (called the
striking or exercise price} between the date of purchase and the option's
expiration date. It must be emphasized that an option gives an investar
the right to purchase, but not the obligation to do so. A single call option
gives the holder the right to buy 100 shares.

For example, an investor who bought an XYZ October 40 call option
would have the right, but not the obligation, to buy 100 shares of XYZ
common stock at a cost of $40 per share at any time before the option
expires in October. The right to purchase common stock at a fixed price
becomes more valuable as the price of the underlying common stock
increases. '

Example :

Suppose you buy an XYZ 40 call option when the price of the stock
is $40 and pay a premium of $2. A premium or price of $2 means that
the option will cost $200 (an option contract is based upon 100 shares).
If the price of XYZ stock climbs 10 $45 before expiration and the premium
rises to $6, an investor has wo choices in disposing of the option :

1. The option can be exercised and the underlying XYZ common stock
can be bought for a total cost of $4,200 (including the $200 premium).
‘T'he shares can then be sold for $4,500, yielding a net profit of $300.

2. The option contract can be sold for $600, carning a profit of $400
($600-$200 premium). Here, the investor makes a profitof 33 1/3 percent
(200/600), while the profit on an outright purchase given the same price
movement would be only 12 1/2 percent ( (45-40)/40).

Terminology study
Call option : quyén chon mua.

- There are three kinds of options : call option, put option and double
option. (C6 ba loai quyén chon : quyén chon mua, quyén chon ban, va
quyén chon mua, chon ban).
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Underlying stock : ¢o phiéu co sd.

- The underlying stock is the stock that must be delivered in completion
of an option or futures contract. (C5 phiéu cd sd la ¢d phiéu phai duoc
giao khi hoan tat mét hop dong quyén chon hoac mét hop déng han ky).

Obligation : nghia vu bt buéc, trai - vu.

- It must be emphasized that an option gives an investor the right to
purchase, but not the obligation to do seo. (Can phai nhin manh la quyén

chon cho phép mot nha dau tr duge quyén mua, nhung khdng phaila nghia
vu bit budc phai thuce hién viec mua dé).

Premium : tién cuoc,

- Permium in terms of options is the przce paid by the buyer of an option
contract. (Tién cugc theo nghia cac quyén chon la gla ma ngudi mua mot
hop déng quyén chon phai tra).
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Put Options

A put option gives the holder the right to sell a specified number of
shares of the underlying common stock at a redetermined price (striking
or exercise price) on or before the expiration date of the contract. Buving
an XYZ October 40 put gives an investor the right to sell 100 shares of
XY7Z stock at $40 per share at any time before the option expires in
October.

Example :

Assume that you buy an XYZ October 40 put at a premium of 2 (or
$200) when the price of the underlying common shares is $40 per share.
If the price of XYZ stock fall to $35 before October and the premium
rises to 6, you have two choices in disposing of these in-the-money put
optons :

1. One hundred shares of XYZ stock can be purchased at $35 per
share. Then, you can exercise your put option to sell XYZ at $40 per share.
This produces a profit of $300 (3500 profit on the common stock minus
the $200 option premium).

2. The put option contract can be sold, producing a profit of $400
(5600 premium received less the $200 premium paid).

As discussed previously, you don't have to exercise an option to
realize the profit. It is generally a better strategy to sell an option than
to exercise it. Sales of options usually involve lower transactions cosfs
than exercising options.

If XY7 stock had climbed to $45 before expiration and the premium
fell to 1, the option would be out of the money. You could continue to
hold the option, hoping the price will drop, or sell it for $100. A sale for
$100 would mean a $100 loss (§200-$100). It is often a good strategy to
sell an option at a loss rather than wait for the price of the stock to
change in the investor's favor. The time value of an option rapidly
shrinks toward zero starting about six weeks before expiration.
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Terminology study
Put Option ; quyén chon ban.

- A put option gives the holder the right to sell a specified number of
shares of the underlying common stock at a predetermined price on or
before the expiration date of the contract. (Quyén chon ban cho ngudi s
hitu quyén duoc ban mét s6 ¢6 phan nhit dinh thudc ¢d phidu thudng
cd 84 voi mat gia dugce quy dinh trude vao thai diém, hoac . choi didm
man han hgp dong).

In-the-money put option : quyén chon ban khi gia thuce hién cao hon
gia thi truong.

- You have two choices in disposing of these in-the-money put options.
(Quy vi ¢ hai cach chon lua d€ xtt 1y cac quyén chon han khi gia thue
hién cao hon gia thi trudng).

Out-of-the-money-put option : quyén chon ban khi gia thuc hign thip
hon gia thi trudéng.

-If XYZ stock had climbed to $45 before expiration and the premium fell
to 1, the option would be out of the money. (Néu gia ¢6 phiéu XYZ da leo
1én dén 45 USD trude ngay man han, ddng théi tién cuge tudt xudng con
1, quyén chon ban sé dugc ban vdi gia thue hién thip hon gia thi truong),
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Financial futures

A financial futures contract is, in brief, an agreement between two
parties for the deferred delivery of financial instruments. The price for
the instruments is established at the time the contract is initiated. The
rerm “financial futures” is generally used to describe futures contracts
not only for financial instruments but also for precious metals, stock
indexes and foreign currencies. The term "interest rate futures” refers to
the narrower ranger of contracts on interest-sensitive securities or
financial instruments.

Comparvison with the forward market

The futures market ditters from the forward market is that the terms
of the contract -type,quantity, grade, maturity, delivery method, minimum
fluctuations and so on -are all standardized. Thus, price (of the contract,
not of the underlying security) is the only variable, making trading in
the contracts quite easy.

Long and short positions

The buyer of a futures contract, who has agreed to take delivery, is
gaid to be "long" ; he will benefit if the price of the underlying
instruments rises. Since the holder of the long position has already fixed
his purchase price, he has implied ownership.

The seller, who has agreed to make delivery, is said to be "short”; he
will profit from a fall in the price of the underlying instrumentt. Since
he has already established his selling price, the lower prices fall, the
higher his profit margin. Conversely, the higher the level of prices, the
more the short loses.

Liquidating a position

The buyer (long) or seller (short) may liquidate his contract by simply
making an equal and opposite transaction for the same delivery month
as his original contract. The buyer of a December U.S. Treasury bond
contract, for example, can liquidate his long position by selling one
December contract. He is then under no obligation to take delivery of
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Treasury bonds. His sale simply offsets hig origional position. Short
positions, similarly, are offset (or covered) by simply buying the same
contract month that was sold originally,

Terminology study
Financial futures : mua ban han ky tai chinh.

Long position : vi tri ngudi mua.

Short position - vi trf ngugi ban.

- The buyer of a futures contract, who has agreed to tgke delivery, is
said to be “long”. (Ngusi mua mét hop dong han ky, da thda thuan sé&
nhén hang, duoc goi la & “vi tri dai”).

- The seller, who has agreed tomake delivery, is said to be “short”. (Nguoi
ban nif)t hop dong han ky, da thda thuin sé giap hang, dvoc goi 1a & “vi
tri ngan”).

Liquidating a position : thanh Iy mét vi i,

- The buyer of a December U.S Treasury bond contract can liguidate
his long position by selling one December contract. (Nguai mua mot hop
ddng han ky trai phiéu kho bac My, nhin hang vao thang 12, ¢ thé
thanh 1y vi tri ngusi mua ciia ho bang cach ban mot hop dong han ky
cing giao hang vao thang 12).
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Tips on trading futures

Given the danger of trading futures, there are certain rules futures
speculators should abserve. The most important single charateristic of
successful futures traders is that they are disciplined. They have a plan
or system and thay follow it. If you don’t have a plan or system, you
should not be trading futures. This market is not for casual investors.
It is dominated by professionals who work full-time at searching for and
exploiting opportunities.

Rules to follow in trading futures include the following

1. Select an experienced broke. Trade only with a reputable firm that
has at least one broke with extensive experiences in trading futures. To
select a broker, ask for the opinion of the office manager, and then
arrange for an interview. Determine that he/she has appropriate
experience (at least three years) and qualifications to be of assistance to
you. If you are not comfortable with your broker, look elsewhere.

2. Set your maximum risk. Dicide how much Joss you are willing to
accept in advance. This loss you arc can be expressed as a specific
amount or a percentage of margin. Remember that you are likely to have
more losses than gains.

3. Avoid overtrading. If you don’t see opportunities, don't trade. At
certain times, futures should be avoided. Trade only when the risk-to-
reward ratio is acceptable.

4. Risk no more than 10 percent of your trading funds in any single
position. This limit will prevent the decimation of your trading capital
as a result of a bad trade.

5. Never average down. Don’t buy more contracts when you have a
loss in existing contracts. ’
Terminology study

Tips on trading futures : 16i Khuyén vé mua ban ky han.

- If you don't have a plan or sysiem, you should not be trading futures.
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(Néu quy vi khong c6 mot ké hoach hoac mot hé thdng, quy vi khéng nén
mua ban han ky).

Select an experienced broker : hay lva chon mat nha trung gian ching
khoan ¢o kinh nghiém.

- Trade only with a reputable firm that has at least one broker with
extensive experience in trading futures. (Hdy mua ban chi vdi mol hang
noi tiéng ¢o it nhit mor nha trung gian cd nhiéu kinh nghiém vé mua
ban han ky).

Sei your maximum risk 1 hiy dinh muc rii ro toi da.

- Decide how much loss vou are willing to accept in advance, (Hay dinh
triege nute thua 16 1a bao nhiéu ma quy vi san sang chap nhén dwgc).

Avoid overtrading : hay tranh mua ban qué tai.

Risk-to-reward ratio : ty s6 i ro trén loi nhuan.

- Risk no more than 10 percent of your trading funds in any single
position. (Khong dudce dinh mutc rdi ro qua 10 % (rén so tién mua ban trong
bal ¢ vi tri mua ban nao).

Never average down : khong bao gio dugc lam trung binh theo gia
xudng cac ching khoan mua barn.
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Hedgers

Hedgers are the fastest growing and most important gourp of
participants in the financial futures market. The need to hedge against
risk sparked the development ol financial futures, and a futures
contracts will remain viable only if it is ofuse to those secking to transter
risk. While speculative interest is helpful, only hedgers provide the
stable market participation that makes for long-term liquidity.

In brief, hedging is the use of the futures market to offset the interest
rate or currency risk inherent in commercial enlerprise. Financial
instirutions are one of the major groups of hedgers in the linancial
futures market. Banks and other financial institutions make their money
by borrowing funds from various sources and investing or loaning that
money al higher rates. The primary aim of any financial institution in
using futures is to stabilize their profit margin between asset yields and
lahility costs. Investment banks and securities dealers can also use
financial futures to protect themselves from rising interest rates while
holding large inventaries of bonds.

Depending on the nature of their business, corporations can also
make good use of the futures market for hedging against risk. The
primary use of futures by corporations is to stabilize their cost of
borrowing. Companies with variable-rate loans or commercial paper
programmes can offset the risk of rising rates hy initiating a short
position in U.S. Treasury bill, C.D. or Eurodollar futures.

Terminology study

lledging /hét-dzing/ : viéc mua mdt thuong phim, ¢ phdn hoac mot
cong cu diu tu khéc voi gia nhat dinh, giao hang ¢6 han ky nham de
phong cac thua 16 do su bién déng gia cd.

To hedge : thuc hién hedging.
Hedger : ngudi thuc hién hedging.
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- Hedging is a way of protecting yourself against unexpected price
increase. (Hedging la mét cach bdo v¢ ban chong lai su gia tang gia ca
khéng tién liéu duoc).

To offset the interes: rate or currency risk : bu dap rui ro tién té hoic
1ai suat.

- In brief, hedging is the use of the futures market to offset the interest
rate or currency risk inherent in commercial enterprise. (N6i tém lai,
hedging 1a viéc sit dung thi truéng han ky nhim bu dép cac ndi ro tién té
hodc lai suat von co trong cac xi nghiép thwong mai).

U.S Treasury bill : trai phiéu kho bac My.
C.D. (Certificate of Deposit) : ching chi ky thiac dinh ky.

Lurodollar futures : chung chi han ky dé-la chau Au (do-la ky thac tai
cac ngin hang ngoai nudc My).

- U.S. Treasury bills, C.Ds and Eurodoliar futures can be traded in the
securities market. (Trai phiéu kho bac My, chimg chi ky thac dinh ky,
chimg chi dé-la chau Au ¢6 thé dugec mua ban trén thi truong chitng
khoan).
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Stock Indexes

Stock marker indexes were developed to measure performance of the
stock market. Most investors gauge the state of the stock market from the
news media reports of the Dow Jones averages and the Standard & Poor's
(S & P) 500 index. Index options were introduced in March 1983, when
the Chicago Board Options [xchange (CBOE) began trading options on
the Standard & Poor's 100 index (8§ & P 100). Shoruly thereafter, the
American Stock Exchange f{ollowed wilth an options contract on the
Major Market Index, and the New York Stock Ixchange introduced
options on the New York Stock Exchange Composite Index. Within one
year of trading, index options accounted for over half of the volume of
all options traded, and daily volume in the options exceeded $4 billion
in the underlying common stock.

S & P 100 Index. The most popular stock index option and the most
actively traded of all options in the S & P 100 Index option, which is
traded on the CBOE. The § & P 100 Index is composed of one hundred
blue-chip stocks on which the CBOE currently lists stock options. Blue-
chip stocks are shares of common stock in a nationally known company
that has a long history of profit growth and dividend payments. It
includes most of the titans of American industry, such as AT & T, Exxon,
General Motors, and IBM.

The S & P 100 is a value-weighted index.This means that both the
price and number of shares outstanding are used to compute the index.
Therefore, stocks with large market capitalizations (market price of the
stock times the number of shares owned by the stockholders) iaflucnce
value-weighted indexes most.

Terminology study
Steck index : chi s ¢6 phiéu.
- Stock market indexes were developed to measure performance of the

stock market. (Chi sé thi truomg ¢ phiéu da duoc phét trién nhim do
ludmg két qua hoat déng cda thi trudng ¢6 phiéu).
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News media reports: cact ao cao thang qua phuong tién truyén thong.

- Most investors gauge the state of the stock market from the nesws media
reports of Dew Jones averages and the Standard & Poor's (S & P) 500 Index.
(Hau hét cac nha diu tr danh gia tinh hinh thi (rueng o phicu qua cac
bdo cao thong qua phuong tién truyén thong cho biét chi sé (rung binh
Dow Jones va chi s6 S & P 500},

Blue-chip stocks : <0 phitu cta cac céng ty lan, ndi tiéng.

- Blue-chip stocks are share of common stock in a nationally known
company that has a long history of profit growth and dividend payments,
(C6 phiéu clia cac cong ty 16, ndi tiéng la ¢8 phin thude ¢d phiéu thudng
cia mot cong 1y néi liéng toan quc, 6 lich st [au dai vé mire tang trucny
loi nhuan va thanh toan cd tde).

- Market price of the stock times the number of shares owned by the
stockholders. (Gia thi tredng cla o6 phiéu nhan voi khoi lugng ¢ phan
do cac ¢6 dong sd hitu).
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Opening a futures account

Futures and options on futures contracts are bought and sold
through brokerage firms. Therefore, the first step in trading futures is
seleeting a broker. This decision will e affeted by your expericence in and
knowledge of futures markets, and the commitment in time and effort
you plan to makce in trading futures. Many futures traders prefer to do
their own research and analysis and make their own decision. In other
words, they trade futures in a way that is a similar to the management
ol their own stock portfolios. Other traders rely the recommendations ol
a brokerage firm. Some traders purchase independent trading advice,
and make their decisions accordingly. Still others choose to participate
in a commodity trading pool.

There is no magic formula for deciding how to participate in futures
(rading. Your decision should be based on such factors as your
knowledge and experience in trading futures, the time and attention you
will devote to trading, the amount of capital you can afford to commit,
and your individual temperament and tolerance for risk.

Opening an account with a brokerage firm is not significantly
dilferent from opening a bank account. A prospective investor has to
provide his/her name, address, occupation, socia! security number,
citizenship, an acknowledgement that the customer is ol legal age, and
a suitable bank or financial reference. For futures traders, other
information, such as financial data, is used to determine whether the
individual is financially qualified to trade futures. In addition, every
new account must sign a risk-disclosure statement that describes the
risks associated with futures trading. if your broker does not strongly
advise you of these risks, you should perhaps look for another broker,

Terminology study

Opening a futures account : m¢ mot tai khoan han ky.

- Opening a futures account with a brokerage firm is not different from
opening a bank account. (MO mot tai khodan han ky vdi mdt hang trung
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gian ching khoan khéng khac vdi viec mé mot tai khoan tai ngén hang).
Futures : mua ban han ky.
Options : mua ban quyén chon.

- Futures and options on futures contracts are bouqht and sold through
brokerage firms. (Mua ban han ky va mua ban quyén chon trong cac hop
déng han ky duoge thuc hién théng qua cic hang trung gian ching
khoan).

Stock portfolios : danh sach dau tur ¢ phiéu.

- They trade futures in a way thar is similar to the management of their
own stock portfolios. (Ho mua ban han ky theo mét cach thife gidng nhw
viéc quan ly cac danh sach diu tw ¢8 phiéu cia ho).

Individual temperament : tinh khi riéng.
Tolerance for risk : chiu dyng nii ro.

To be financially qualified to trade futures: co di kha ning vé tai chinh
dé mua ban han ky.
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Covered call writing

Investors have been using two strategies involving stock options to
offset risk. These strategies are covered call writing and protective puts.
The strategy of choice for an investor is dependent upon the extent of
the expected stock or stock market decline.

Many investors view options as highty speculative, risky investments,
However, there are several options strategies that are conservative. One
such strategy is covered call writing. Investors write covered calls for the
{ollowing two reasons :

1. To realize additional income on the underlying common stock by
carning premium income

2. To provide a measure of downside protection (limited to the
amount of the premium) against small declines in the price of the stock.

Covered call writing is usually considered to be a more conservative
strategy than the outright purchase of common stock, because the
investor's downside risk is reduced by the amount of the premium he/
she receives lor selling the call.

‘The covered call writer either buys common stock and simultaneously
sells an equivalent number of call options against the shares purchased
(commonly called a “buy-write”), or sells calls against common stock that
is already owned. Any investor can profit from this strategy. Ifs
characteristics can be summarized as follows :

L. The sale of the option provides immediate cash flow.

2. Losses are reduced by the amount of the premium in the event of
the downward movement in the price of the common stock.

3. It provides a good return even if the underlying common stock is
called away.

Terminology Study
Covered call writing : ban quyén chon mua c6 dam béao bing ¢8 phiéu
co sd.
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- Investors write covered calls for the following two reasons

1. To realize additional income on the underlying common stock by
earning premium income.

2. To provide a measure of downside protection against small declines
in the price of the stock.

(Cac nha dau tw ban quy ‘¢n chon mua ¢6 bdo dam vi hai ly do sau :
I. D@ cod thém lui ke wr ¢d phiéu ¢o sd nhd thu nhap tién ca cuoc; 2. Cung
cap mol bién phap bao vé gia xuong khi gia cd phiéu giam xuéng chul
i),

Buy-write : mua ¢o phiéu thuémg rdi ban quyén chon mua duoc bao
dam bang ¢0 phiéu di mua.

- The covered call writer buys common siock and simultaneously sells
an equn'alem number of call options agamst the shares purchased. (Ngudi
ban quy ¢n chon mua ¢6 bao dam mua 6 phiéu thucng, dong thai ban
mdbt sd lugng tuong duong quyén chon mua doi vdi cac 6 phan da mua).

Outright purchase of common stock : mua ngay ¢6 phiéu thudgng.

Downside risk : rii ro do gia xudng.
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Uncovered call writing

Uncovered - or naked - call writing differs from covered call writing
is that the investor does not own the shares of the common stock
represented by the option. The objective of the writer of an uncovered
call is to earn a return [rom the writing transaction without committing
money to the ownership of the underlying shares ol stock. An uncovered
call writer must deposit and maintain encugh margin with his/her
broker to guarantce that the stock can be purchased for delivery if the
call is exercised.

Writing uncovered calls can be profitabte during periods of declining
or gencrally stable prices, but investors who arc considering this
strategy should be awarce of the signifigant risks involved. If the market
price of the underlying common stock sharply increases, the call could
he exercised. To satisfy the delivery obligation, the writer would have to
acquire stock in the market for substantially more than the exercise price
ot the option. This action could result in a large net loss. Therefore,
uncovered call writing should be undertaken only by investors who have
studied the options market closely and are financially able to afford the
risk.

To illustrate, an investor who writes an XYZ October 40 call for o
premium of 4 receives $400 inpremium income. If the stock price remains
at or below $40, the calls will not be exercised. However, if the stock price
rises to $55, the investor will be assigned and will incur a loss of $1,100
($1,500 loss on covering the call assignment less the $§400 premium). An
uncovered call writer may cancel the obligation at any time prior to being
assigned by excecuting a closing purchase transaction (buying a call in
the same series). :

Terminology study

Uncovered (naked) call writing : ban quyén chon mua khong c6 dam
bao bing O phiéu cd sd.
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- The objective of the writer of an uncovered call is to earn a return
from the writing transaction without commitling money to the ownership
of the underlying shares of stock. (Muc dich cia ngudi ban quyén chon
mua khong c6 dam bdo la thu mét khoan loi nic do viée ban nay mang
lai ma khoi phai sir dung dén tién dé c6 duoc quyén sd hitu cac cg phiéu
cO sd).

Margin : tién ky quy bao dam.

- An uncovered call writer must deposit and maintain enough margin
Wwith his broker to guarantee that the stock can be purchased for delivery
if'the call is exercised. (Ngudi ban quyén chon mua khéng cé déam bao phai
ky quy bdo dam tai nha trung gian chitng khoan véi mét mic di d€ bio
didm rang ¢6 phiéu c6 thé duge mua dé giao, mét khi quyén chon mua
dugc thire hién).

To assign : chuyén quyén sd hitu.
Assignment : viéc chuyén quyén sé hitu.

To incur a loss : chiu 1.
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Buying stocks

Buying stocks isn’t hard, but the process has its own rules, its own
distinctive language and a special cast of characters.

To buy or sell a stock, you have to go through a brokerage house, an
investment {irm that is a member of a stock exchange. Your deal is
handled by a steckbroker who has passed an exam on securities law and
has registered with the Securitics and Exchange Commission (SEC), which
regulates the investment industry.

What's in a4 name ?

Though a broker is generally recognized as someone who buys and
sells stocks, the financial markets use other, not so widely recognized,
job descriptions to identify the various ways securities change hands
and the people who get the job donc.

Brokers act as agents to execute buy and sell orders from the
investing public.
Dealers are people or firms that buy and sell securities as principals

rather than agents, making their money on the difference between the
cost of buying and the price for selling.
Investment bankers, or underwriters, buy new issues directly from

corporations and sell them to individual and institutional investors.

Traders, also called registered or competitive traders, buy and sell for
their own accounts. People who buy and sell for broker/dealers or
[inancial institutions are also called traders.

Terminology study

Brokerage House (BH): nha trung gian chung khoan

Stock Exchange (SE) . s& giao dich chung khoan

- To buy or sell a stock, you have (o go through a brokerage house, an
investment firm that is a member of a stock exchange. {Mua hoac ban c6
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phiéu, ban phéi thyc hién qua mét nha trung gian 1a mat hang dau t,
thanh vién cda mét sd giao dich chimg khoan).

Securities and exchange commission (SEC) : Hoi dong giao dich va
chirng khoan

- SEC is an independent regulatory agency established in the United
States of Americain 1934 to oversee the administration of federal securities
laws. (SEC 1a mot co quan diéu hoa ludt 16 ddc 1dp dugce thant p & My
nam 1934 dé gidm sat viéc quan tri cac luat vé chimg khoan lién bang)

Brokers : ngudi kinh k¥, ngudt méi gidi (ching khoan), an tién hoa
héng moi gidi (brokerage fee). |

Dealers : ngudi hodc hang mua ban (ching khoan), thiréng mua ban
chung khoan cho chinh minh hon Ia 1am moi gidi ; an chénh léch gia (the
difference between the cost of buying and the price for selling).

Investment bankers or underwriters : ngudi bao dam (phat hanh c8
phan méi cho cac cong ty va ban lai cho ca nhan hoic cdng ty khac).

Traders or competitive traders or registered traders : nha kinh doanh
(ching khoan), mua ban cho chinh minh. -
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The right to vote

As a stockholder, vou have the right to vote on major policy decisions,
such as whether to issue additional stock, sell the company to outside
buyers, or change the board of directors. In general, the more stock you
own, the greater your voice in company decisions.

All stocks are not equal

Usually, each share of stock gives you one vote. Some companies,
especially ones whose founders are active stockholders, issue different
classes of siock with different voting privileges. When stocks carry extra
votes, a small group of people can control the company while owning
less than 50 % ol the shares.

The way you vote

Mos! sharcholders vote by proxy, an absentee ballot they receive
before the annual meeting. Or they have the option of attending the
meeling and voting in persomn.

The mailing includes a proxy statement. It's often a jargon -filled,
legalistic document that presents information on planned changes in
company management that requirc shareholder approval.

By law, it must also present shareholder proposals, even if they are
at odds with company policy. The statement also identifies the nominces
for the board of directors, and lists the major shareholders.

New Security and Exchange Commission rules require proxies to
show in chart form the total compensation of the company's top five
executives. The proxy must also report stock performance in relation to
comparable companies in the industry and to the S&P 500 Index.

Terminology study
The right to vote : quyén bo phicu.
-Asa stockholdcr you have the nth to vote on major policy decisions.
(Vo‘l tw cach mot ¢o dong, quy vi co quyén bo phiéu dbi véi cic quyét dinh
vé chinh sach quan trong).
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The board of directors : hoi ddng quan tri.

- In a joint - stock company, the headman of the Board of Directors is
called the Chairman. (Trong mot cong ty c8 phan, nguoi ding diu Hai
dong Quéan tri dugce goi chu tich)

Founder : sang 1ap vién.

- Some companies, especially ones whose founders are active stockhold-
ers, issue different classes of stock with different voting privileges. (Mot s
cong ty, dac biét la nhing cong ty ma cac sang lap vién 1a nhitng c¢ dong
hoat dong, phat hanh nhiéu loai ¢ phiéu khac nhau véi nhimg dic
quyen bd phiéu khac nhau).

Proxy : gidy iy nhiém (d€ bo phiéu thay)

- Most shareholders vote by proxy, an absentee baliot they receive
before the annual meeting. (Phan 10n cac ¢ déng bd phiéu bing gidy dy
nhiém, mét 1a phiéu ving midt ma ho nhan duge trude dai hdi hang nam).
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Buying on margin

Buying on margin lets investors borrow some of the money they need
to buy stocks.

Investors who want to buy stock but don't want 1o pay the full price
can leverage their purchase by buying on margin. They set up a margin
account with a broker: sign a margin agreemient (or conlract), and
maintain a minimum balance. Then they can borrow up to 50 % of the
price of the stock and use the combined [unds to make their purchase.

Investors who buy on margin pay interest on the loan portion of their
purchase, but don't have to repay the loan itself until they sell the stock.
Any profit is theirs. They don't have to share it.

For example, il you want to buy 200 shares of a stock selling for $40
a share, the total cost would be $8,000. Buying on margin, you put up
$4,000 and borrow ihe remaining $4,000 from your broker.

If' the stock price rises to $60 and you decide to sell, the proceeds
amount 1o $12,000. You repay your broker the $4,000 you borrowed and
put $8,000 in your pocket (minus interest and commissions).

Terminology study

Buving on margin: mua ¢ phiéu bang cachvay tién théng qua hap dong
ky qu¥ dam bao (tai nha trung gian chimg khoan).

Margin account : tai khoan ky quy dam bao.

- They set up a margin account with a broker, sign a margin agreement
(on contract) and maintain a minimum balance. (Ho md mat tai khodn ky
quy ddam bao tai mot nha trung gian chitng khoan, ky mot thoa hiép hodc
hop dong ky quy dam bao va duy tri mot két s du i thicu).

Leverage. diu ca (bang cach diu wrsé tién vay vai 1ai suat cd dinh, vai
hy vong sé thu duge mot ty 1& tién 1di cao hon lai sudt di vay).

- Investors who want Lo buy stock but don’t want to pay (he full price can
leverage their purchase by buying onmargin. (Cac nha dau tr muon mua
¢6 phiéu nhung lai khéng muon thanh toan hét sé tién o thé dau cd viée
mua bang cich vay tién duoi hinh thuc hop déng ky quy dam bao).

To pul up: xuit von, bo vo.. (d¢ dau tw)

- Buyingonmargin, you put up s 4,000andborrowtheremaining USD
4,000 from vour broker. (Mua ¢ phiéu bing cach vay tién théng qua hop
déng ky quy dam bao, banbd vén 4.000 USD, conlai 4.000 USD banvay clia
nha trung gian chung khoan).
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Selling short

Investors may not want to sell stocks they don’t actually own, but
it's a good idea to know the risks and rewards of this kind of trading.

How selling short works

Selling short is a way to make moncy in the stock market by
borrowing rather than buying stocks. To sell short, you open an account
with a broker. It helps if you have good information or good instincts
about the future pricc of the stock you're selling short.

You borrow shares from your broker, sell them and get the money.
Then you wait, expecting the price of the stock to drop. If it does, you
buy the shares at the lower price and repay your broker to settle the loan
(plus some interest and commission). For example, you sell short 100
shares ol Apple at $50 a share. When the price drops, yeu buy 100 shares
ol Apple at $25 a share, give them to your broker, and pocket the $25 a
share difference as prolit - minus commission.

Buying shares back is called covering the short bosition. Becausc vour
cost to return the shares is less than it cost to borrow them, you make
a profit.

You borrow You sell the 100 shares
100 shares at the $10 price, gerting
at $10 per share $1,000

from your broker

Shares you owe
your broker

Stock value

$10
Your cost to pay 100
back the shares
Shares

Your profit or loss

Terminology study
Selling short : ban cac cd phan da vay & nha trung gian chimg khoan.
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- Selling short is a way to make money in the stock market by borrowing
rather than buying stocks. (Ban cac ¢& phan da vay la mot cach kiém tién
& thi truong 0 phiéu bing cach vay, hon la mua ¢O phiéu).

To drop: (gia) gidm xudng, sut.

- You borrow shares from your broker, sell them and get the money.
Then you wait, expecting the price of the stock (o drop. (Ban vay cac ¢
phan ti¥ nha trung gian chimg khoan, ban di va nhan tién. Sau do ban cho
doi, mong la gia ¢8 phitu ¢ gidm xudng).

To settle the loan : thanh todn khoan vay.

- If the price of the stock drops, you buy the shares al the lower price
and repay your broker to settle the loan. (Néu gia cé phiéu sut, ban mua
¢6 phan vai gia thip hon va hoan tra nha trung gian ching khoan dé thanh
1oan khoan vay)

Plus some interest and commission: cong thém tién 1ai va lién hoa hong.

Minus commission : trt bat tién hoa héng.

Covering the short position : phuc hai vi tri ngudi ban.



Tiéng Anh trong hoat dong kinh doanh - 276

The stock certificate

A stock certificate records all the important information about your
shares in a very traditional and elaborate format.

Before the araof electronicrecord keeping, written proofs of ownership,
called securities, were needed (o track investments. T oday, investors
often don't get certificates - in fact some brokerage houses charge a fee
to issue them. Instead, the information is stored in computer files.

But the certificates have a charm ol their own, and rather than
abandoning them as outdated, many companies, are redesigning them
for the '90s, with new images of their identities.

Lach corporation’s stock certificate is distinctive, but they all share
cerlain identifying features.

SEC registration numbers are assigned (0 all stock certificates by the
Securities and Exchange Commission as one way to establish their
authenticity and ownership. Stock certificates are negotiable, but
they're tracked in several ways 1o make stolen ones more difficult 1o
trade in.

The corparate sealof the issuer, with the date and place of incorporation
appears along the bottom of the certificate.

Certificates are designed in several shades of color on specially made
paper to insure they are difficult to forge. Delicate shades are cngraved
next to heavy shadows to make the artwork hard to copy.

Terminology study

Stock certificate : chung chi ¢6 phiéu.

- A stock certificate records all the important information about your
shares in a very traditional and elaborate format. (Ching chi 6 phidu phi

lat i thong tin quan trong vé cac o6 phin cda quy vi trong mét kha gidy
truy¢n thong, in 4n rat cong phu).

SEC registration numbers : s6 hiéu dang ky ciia Hoi dong Giao dich
va Chimg khoan (SEC : Securities and Lxchange Commission).
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Corporate seal : con dau cong ty.

- The corporate seal of the issuer, with the date and place of in
corporation appears along the bottom of the certificate. (Con diu cong ty
cia céng ty phat hanh, cing vdi ngay thang va noi cip tu cach phap
nhan duge in doc phia dudi cang cia chung chi).

To design : thiét ké

To forge : lam gid

- Certificates are designed in several shades of color on specially made
paper Lo insure they are difficult 10 forge. (Cac chiing chi dugc thiér ké
bang nhiéu sdc thai mau trén gidy duge ché tao dac biét dé dam béo kho
lam gia).
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Market cycles

Stock market ups and downs can’t be predicted accurately, but they
often can be explained logically, most of the time in hindsight.

The market goes up when investors put their money into stocks. It
falls when investment activity is down. A number of factors influence
whether people buy or sell stocks - as well as when and why they do so.

Changing market direction doesn't always mirror the state ol the
cconomy. The crash ol 1987 occurred in a period of cconomic growth,
and the bull market of the early 1990s kept rising despite a stubborn
recession. But most of the time the strength or weakness of the stock
market is directly related to economic and political forces.

Moving with the cycles

While pinpointing the bottom of a slow market or the top of a hot one
is almoest impossible - until after it's happened - investors who buy
stocks in companies that do well in growing economies, and buy them
at the right time, can prolit from their wise decisions (or their good luck).

One characteristic of expanding companies is their ability to raisc
prices as the demand for their products and services grows. Rising prices
mean more profits for the company and increased dividens and higher
stock prices lor the investors.

Terminology study
Market cycles : chu ky thi trudng.

- Market cycles are considered the periodic expansion and contraction
of the stock market and hard to be predicted accurately, (Cac chu ky thi
truong dude xem la sw banh trudng va suy thoai dinh ky ¢da thi truong
¢6 phiéu va khé doan trude chinh xac).

Hindsight : nhin thay van dé sau khi su viéc da xay ra.

- Stock market ups and downs can be explained logically, most of the
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time in hindsight. (Su thang trim cda thi truong ¢d phiéu co thé dugce gidi
thich mét cach hgp 1y, phan 1on chi sau khi su viéc da xay ra).

Bull market : thi trudng gia lén.

Bear market : tri truong gia xudng

- The bull market of the early 1990s kept rising despite a stubborn
recession. (Thi truong gid 16n vao dau nhing ndm 90 Udp tuc rang bat
chilp st suy thodi tram trong).

Crash : su pha san, su sup do.

- The crash of 1987 occurred in a period of economic growth. (Su sup
d6 nam 1987 xay ra trong modt thai ky tang trudng kinh 12).
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The electronic stock market

Thousands of stocks are traded electronically in the over-the-counter
market without being listed on an exchange.

Altogether, stocks of about 33,000 companies are sold over-the-
counter, a term that originated at a time when you actually bought stock
over the counter from a local broker :

NASDAQ stocks

A sophisticated electronic network run by the National Association of
Securities Dealers lets brokers trade rom their offices all over the
country. Continously updated prices are carried on their computer
screens, while they buy and sell over the telephone. NASDAQ, the
National.

Association of Securities Dealers Automated Quotation system, lists
4,700 companies - from small, ecmerging firms to corporate giants like
Microsoft, Apple Computer and Intel.

‘the rest of the OTC stocks are so low-priced or traded so inlrequently
that they aren’t quoted regularly. Brokers receive daily results, called the
pink sheets, for these stocks, or subscribe to an electronic listing service
thal provides guotes on selected pink-sheet issuces.

The largest and most actively traded NASDAQ stocks are listed in the
NASDAQ National Market Issues and arc published every trading day.
Because they are either small or start-up companies which need to pul
earnings back into the business, most of the NASDAQ companies pay no
dividend.

Terminology study
Electronic stock market : thi truong cd phiéu dién tg.

OTC (over the counter) market : thi truong chimg khoan giao dich
thong qua mang dién thoai va vi tinh, khong ¢o dang ky tai sd giao dich
chitng khoan (SE : stock exchange).
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- Thousands of stocks are traded electronically in the over-the-counter
market without being listed on an exchange. (Hang ngan ¢ phiéu dugc
mua ban thong qua mang dién t tai thi truong OTC khéng c6 dang ky
tai mot sd giao dich).

NASDAQ (National Association of Securities Dealers Automated
Quotations System) : hé théng bao gia tw dong thudc Hiép hdi qudc gia
nhitng ngudi mua ban ching khoan truc tiép.

- NASDAQ system lists 4,700 companies - [rom small, emerging firmsto
corporate giants like Microsoft, Apple Computer and Intel. (Hé thong
NASDAOQ dang ky 4.700 cong ty - 1it cac hang nhd, cac hing dang 1én dén
cac tap doan khdng 16 nhu Microsoft, Apple Computer va Intel).

Pink sheets (An ban hang ngay thudc Van phong bao gia quéc gia cho
cac cd phidu OTC, khong duge NASDAQ bao gia) : Pink sheets are the daily
publication of the National Quotation Bureau that details the bid and asked
prices of (VI'C stocks not carried in daily OTC newspaper listings of
NASDAQ.
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Selling new stock

The [irst time companies issuc stock, it's called going public. Alter
that, they can raise additional money, or capital, by selling additional
stock.

From private to public ownership

The road to public ownership often begins with an entrepreneur who
has come up with an idea lor a product or service and borrows enough
money to launch a start-up business. If the company grows, the
entreprencur can get funds for expansion in the private equity markei.

‘There, sophisticated investors have assembled pools of money, called
venture capital, that they're willing to risk on a new business in exchange
for a role in how the company is run and a share ol the profits,

Going public

If @ small company finds its product or service in great demand, it
quickly outstrips the ability of venture capitalists to provide money for
rapid growth. That's when it decides to go public.

First, the company goes to investment bankerswho agree 1o underwrite
the stock offering - that is, to buy all the public shares at a set price and
resell them to the general public, hopefully at a profit.

The underwriters have the small company preparce a prospectus, a
legal document that must be available to anyone interested in investing,
The prospectus is a detailed analysis of the company's financial history,
its products or services, and management's background and experience.
The prospectus also assesses the various risks the company laces.

Terminology study

Seiling new stock : ban ¢6 phiéu mai (1an dau tién phat hanh ¢6 phiéu
béan cho dan chung).

Going public : di vao céng chung, lan dau tién phat hanh ¢6 phiéu ban
cho cong chung dé huy dong von.
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- The first time companies issue stock, it's called going public. (Lin dau
tién cac cong ty phat hanh c6 phiéu con goi la di vao dén chung).

Private ownership: quyén sd hitu tw nhan.

Public ownership : quyén sé hitu chung, quyén sd hitu cong cong.

Entrepreneur : nha diu tr ¢d 6¢ mao hiém, tim kiém ngudn von ding
ra thanh lip m6t doanh nghicp.

Private equity market : thi truong vén riéng, thi trudng von ty co tu
nhan.

Venture capital : von thanh 1ap doanh nghiép moi.

- Venture capiial is used to finance the startup in return for a piece of
the equity. (Von thanh lap doanh nghiép mdi duge dung dé (i trg cho
su khdi diiu doanh nghiép nhim déi lai mot phan hun trong von tu cd).

Investment bank : ngin hang dau tu, ngan hang thuong nhan.






Secretarial work
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Secretarial work

Headlines

Headlines are often a god clue to the quality ol a newspaper. In general
a good headline is (1) appropriaic in size : (2) straightforward and
unbiased. Study these headlines :

1000 Attend Press Conference in HCMC

1000 Tlock 1o HCMC Press Conference

Only 1000 Appear for HCMC Press Conference

The lirst is straightforward report. The second indirectly calis the
conference a success ; the third calis it a failure. All threc start with the
same fact, bul the last two slant (3) the information.

Activity 1 - studying headlines
Only one headline in cach of these groupsis d straightforward report.
Point out the slanted reports and explain how cach is slanted.

|. a- No Selilement Reached in Transit Strike
b- Union Thwarts {(4) All Efforts to End Strike
¢- Company Thwarts All Efforts to End Strike
9 a- Commuters (5) Hit by New Fare Rise ’
b- Railroad Granted New Fare Rise
c- Railroad Wins Needed Fare Rise
3. a- Oliver Elected by Unexpectedly Small Majority
b- Oliver Elected in Landslide (6)
- Oliver Wins 55% of Vote
4. a- Mayor Has the Answer to School Porblem
b- Mayor Blunders (7) on School Problem
¢- Mayor Presents Plan on School Problem

¥}

- Smith Speech Cheered at Town Hall
b- Jones Applauded by Town Hall Crawd
¢- Smith and Jones in Debate at Town Hall
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Assertions for activity 1
la:is a straightforward report
1b : calls the strike a failure on the part of Union. (slanted)
1¢: calls the strike a failure on the part of Company. (slanted)
2a :implies a heavier fare imposed on commuters. (slanted)
2b :is a straightforward report.
2c¢ : calls the fare rise by Railroad a success. (slanted)
3a: underrates Oliver-elect. (slanted)
3b : highly praises Oliver-clect. (slanted)
3c :is a straightlorward report.
4a : commends Mayor for having a solution to solve the school
problem. (slanted)
4b : criticizes Mayor for not solving the school prob lem success-
fully. (slanted)
4c :is a straightforward report.
5a: implies a support to Smith. (slanted)
5bh : shows Town Hall crowd's crystal-clear admiration to Jones.
(slanted)
H¢ 1 is a straightforward report.
Writing invitations
Have you ever been familiar with formal (8) and informal () invitation
writing? You may find the following samples helpful.
Engraved (10) invitation to a formal dinner

Mr. and Mrs. Nguyen Viet Nam request the pleasure of your company
at dinner on Saturday, March the first at seven o'clock 50 fran Hung Dao
Street, Ho Chi Minh City.

+ or "request the pleasure of Mr. and Mrs. XYZ's company at dinner”.
Note : Handwritten is possible.

Informal invitation to dinner

Dear Mr. Kim,

Will you have dinner with us at our home on Sunday, March the thirty-
first, at seven o'clock.
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It has been a long time since we have had the pleasure of seeing you,
and we do hope you will find it possible to be with us.

Yours sincerely,
Mr. and Mrs. Lee

Salutation
Correct business salutation are :
Very formal : Sir: My dear Sir :
Madam : My dear Madam :
Formal : Dear Sir: Gentlemen :
Dear Madame : - Mesdames : or Ladies :

Less formal

and more personal : Dear Mrs. Brown ; Dear Mr. Young.

Use Gentlemen in writing to a business firm. “Dear Sirs” is out of date.
Capitalize the first word of the salutation and all nouns.

Place a colon at the end.

Closing

Correct closings are :

Very formal : Respectfully yours, Yours respectfully,
Formal : Yours truly, Very truly yours,
Less formal : Sincerely yours, Yours sincerely,
Personal . Cordially yours, Cordially,

Note : Respectfully yours and Yours respectfully are used in letters to
superiors - for example, in a letter from a student to his/her principal or
to the Board of Education. Begin the closing about halfway across the page,
capitalize the first word only, and place a comma after the last word.

Vocabulary

1. clue: dau moi; 2. unbiased : khong quanh co; 3. slant : ggiy gian
tiép ; 4. thwart: lam héng, gy trd ngai ; 5. commuler: nguoi di lai thudng
xuyén t ngoai 6 vao tinh thanh bing du phuong tién ; 6. landslide : dac
it vl da sb phiéu ; 7. blunder: sailam, thiéu than trong ;8. formal : trinh
trong ; 9. informal than mat ; 10. engraved :in; 11. handwritten : viét
tay.
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Applying for a job

One of the most important kinds of interviews you will ever have to
makeis a job interview. Interviewing for a part-time job will be a rehearsal
(1) for the time when you have to look for a full-time (2) job.

Preparing for a job interview

I. Know exactly what job you are applying for. Don't make yourself
ridiculous by saying, "I can do anything”.

2. Have honest, clear-cut answers ready for these questions frequently
asked by personnel directors and empioyers :

What hour can you devote (o the part-time job ? When do you plan to
do your homework for school ?

What salary do you expect ?

How many days have you been absent from school in this past year ?
I[fow many times have you been late ?

How good a record have you made in high school ?

What extracurricular (3) activities have you engaged in ?

How do you spend your spare time ?

What vacation are you planning to enter ?

Why do you want to work here ? Who referred you to us ?

In answering the second question, if you don't want to name a salary,
you may say, “I shall be satisfied with the salary you usually pay for part-
time work”.

3. If you have worked before, take with you the names and address of
your former employers and the exact dates of your employment. Be ready
to explain in derail just what kind of work you have done.

Poor : 1did office work,

Good : 1filed letters and memos and bills. I ran the mimeograph and
Ditto machines. [ also answered the phone and wrapped, addressed,
weight, and stamped packages.
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4. If you have never had a job, think of the unpaid experience you have
had which fits you for the job -for example, a hoppy, service as assistant
in the school office, secretary to a teacher, junior leader of a church club,
or messenger for the local Red Cross chapter. Prepare to tell the exact
dates of service and the name of the person in charge.

5. Be ready to tell what training your school courses have given you for
the job, how long you studied each subject, and what your marks were. If
the courscs were stenography and type-writing, know your speed in
taking dictation, typing from straight copy, and transcribing your notes.

6. Make a clear, accurate list of the names and addresses of two, three,
or four responsible persons who know you well and will answer question
about your character, training, and experience. Don't give the names of
relatives.

7. Your interviewer may ask, “Do you have any questions ?”. Think out
in advance what you want to know about the work. You may be judged as
much by the intelligence of your questions as by the persuastiveness {4)
of your answers.

8. Get a full night's sleep before the interview.

9. Your outfit need not be expensive, but it should be fresh, clean, and
pressed. Polish your shoes. Dress for business, not for school, a game, or
a party. Be conservative. Girls, avoid jingling jewelry and heavy make-up.
Boys, tone down the socks and ties.

10. Have a good ball pen ready before you go. You have to complete an
application blank.

The job interview (3)

1. Walk in confidently, and introduce yourself with a smile. Say, “Good
morning, Mr. Singer. I'm John Sutton (or I'm Marry Haller)”. Don't say “1'm
Mr. Sutton” or “I'm Miss Haller”. If you have an appointment for four
o'clock, be there when the clock strikes four.

2. State at once your purpose in coming. “I'd like to apply for the job
of part-time salesman which you advertised in last night's Trumpet”.

3. Don't sit down until invited. Unless the employer extends his hand,
don't offer to shake hands.
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4. Stand or sit erect not stiffly.

5. Be modest but self-confident (6). Relax as much as you can.

6. Look your interviewer in the eye. Listen sharply. Never interrupt.

7. Answer questions [rankly and fully, but don't talk too much.

8. Speak distinctly and earnestly, and keep your voice pitched low.

9. Avoid slang and wisecracks (7).

10. Never chew gum or eat candy during an interview.

11. If you are asked to fill out a written application, fill accurately and
neatly every blank that applies to you.

12. Emphasize your skill and experience. If you are asked directly
whether you have had a kind of experience which you lack, answer
truthfully, but add information which counteracts that admission. “No,l
have never held a paid selling job, Mr. White, but I have sold tickets and
Girl Scout cookies from door to door. 1 did pretty well too. And I enjoyed
it

13. Express your eagerness to work and to learn. Don't appeal to the
employer's sense of pity -“I need the job to keep me in chool”.

14. By the interviewer's words and manner you will know when the
interview is over. Stand up, thank the interviewer, and leave promptly.

Vocabulary

L. to rehearse : dién tap ; rehearsal (n) : su dién tap ; 2. full-time : toan
thdi gian (cf. part-time : ban thoi gian) ; 3. extracurricular (adj) : ngoai
khoa ; 4. to persuade : thuyét phuc ; persuasive (adj) :c6 tinh thuyét
phuc; persuasiveness : tinh thuyét phuc ; 5. job interview : phong véan vé
viéc lam ; 6. self-confident (adj) : c6 long tu tin ; self-confidence (n) : su tu
tin ; 7. wisecracks (n) : sy lam ra vé tai khon.




293 . Tiéng Anh trong hoat dong kinh doanh

Some techniques that may be used
by a secretary

1. Taking telephone messages (1)

Because so much business today is carried on (2} by telephone,
the ability to take telephone messages accurately (3) is an important
requirement in many jobs. A group of recent high school graduates, all
employed, were asked what training in school would have helped them
most in their jobs. Many listed training in this one simple but important
skill - taking telephone massages.

Hints (4) for taking telephone messages

1. Keep a pad (5) and a pencil near the telephone. Write down a
telephone message, even if it is short.

2. Listen carefully. If there is anoise in the room, ask the speaker to hol
on (6) a moment until you are able to secure (7) quiet.

3. If you fail to hear (8) an important word, say “I'm sorry. Will you
please repeat the sentence’.

4. When the speaker has finished, repeat the entire message to him/
her to make sure (9) you have it right.

5. Deliver (10) the message at the earliest opportunity, or leave a note
where the person for whom the message is inteded (11) cannot fail to
see it.

2. Five steps to improve your decision making
(5 budc giup ban cé quyét dinh vimg chac hon)
Professional secretaries are nol afraid to make decisions

The types of decisions you make as asecretary are different from those
made by a manager or a company president, but the process (12) is
ident.cal (13). Good decisions are based on (14) more than luck (15).If a
person understands the process, quality decisions (16) canbe made. If you
are decisive (17), you are much more valuable (18) to your organization.
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Following are five steps to better (19) decision making
With each step, an example is included for illustration (20):
1. Gather (21) information

Be well-informed (22). Learn the facts. Talk to other people.
(example : Mary needed to decide which of two software (23) programs
would handle (24) the travel records {25) for nine company sales reps (26).
She asked other departments (27) for their recommendations (28). She
visited retail softwarc stores and talked to their salespeople. She read
reviews (29) of each program and kept notes (30) of her findings (31)).

2. Evaluate (32) the information

Which facts are relevant to (33) the situation ? What are this
organization's values ? (For instance, is saving money on equipment more
important than getting the latest refinements (34) ? How many peopie will
use this particular program and how skilled (35) are they 7)

3. Recognize (36) the consequences (37) of each alternate (38)

(Example : If Mary bought one program, it would not run it on all the
computers in her office. If she bought the other program, it could not
accommodate (39) all of the categories she needed to record. Neither
program fulfilled all of her office needs).

4. Make a decision and inform others of it

Even when a decision is difficult, you should inform those directly
involved about the decision you plan to make, summarizing the pros and
cons (40). (Example : Mary elected to select the program that could
accommodate all of the needed travel categories).

5. Take action (41} on your decision

The actual decsion occurs when you act upon (42) it. (Example : Mary's
purchase of one computer program illustrates (43) taking action on the
decision).

Vocabulary

1. taking telephone messages: nhan thong diép qua dién thoai; 2. carry
on : thuc hién ; 3. accurately : mot cach chinh xac ; 4. hints ; cac chi
dan ;5. pad: tap gidy ; 6. hold on - git may chd ; 7. secure: lay lai ; 8. fail
to hear : nghe khéng kip ; 9. make sure - yén chi ; 10. deliver : chuyén
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giao; 11.1s intended : nham ; 12. process : dién trinh ; 13. identical : nhu
nhau : 14. be based on : dua trén ; 15. Juck - sy may man ; 16. quality
decision : nhung quyét dinh vitng chiac ; 17. decisive . qua quyét ;
18. valuable : co gia tri; 19. to better: lam t6t hon ; 20. illustration : minh
hoa ; 21. gather : thu luom ; 22. be well informed : c6 thong tin chinh
xac ; 23. software : phan mem ; 24. handle : diéu hanh, sip xép ;
5. records - ho sd ; 26. sales reps : cac nhan vién tiép thi (nguyén chit :
representatives) , 27. department : CO sO ; 28. recommendation 1 y kién,
khuyén cao ; 29. review : ban duyét ; 30. keep note . ghi chu ;
31. findings : nhing kétqud; 32. evaluate: ludng gia; 33. relevant to: lién
quan tdi ; 34. refinement : sang loc ; 35. skilled : co trinh do nghiép vu ;
36. recognize: nhinnhan; 37. consequence: hau qué; 38. alternative: thay
déi, lua chon; 39. accommodate: lam cho phu hop ; 40. pros and cons: cac
y kién thuan nghich; 41. take action: thi hanh ; 42, act upon. bét tay vao
viéc : 43. illustrate : phan anh.
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Writing a letter of application

Often the first step in getting a job is writing a letter of application.
Since many employers interview only applicants who write good letters,
plan your letter carefully and write clearly, concisely, correctly, and
courteously. Here are eight suggestions that will help.

1. Make your first paragraph Interesting and specific. Tell how you
found out about the job opening, and say that you are applying for the job.

Not : I've heard you need a full-time salesclerck.

But: Miss Dolores Kevin, head of our vocational center, has told me that
you need a full-time salesclerck. [ am applying for the job.

2. In the paragraphs that follow, give your age and the details of your
educationand experience that definitely meet the requirements of the job.
For example, if you're applying for the position of full-time salesclerck, it's
not necessary to mention that you are good at playing some musical
instruments, but it is essential to point out that you are very interested in
meeting people and waiting on them with pleasure.

3. Give a brief description of your previous experience in meeting
people, inkeeping accounts, in selling, or in office work. Secure permission
from three or more people who know you and your work, and give their
names as references. Do not mention salary unless the advertisement says
“State salary expected”.

Keep inmind the employer's point of view. Show him/her how valuable
you can be to him.

Not : T've always wanted to work in air-conditioned offices full of
comforts.

But : Serving in various department stores has made me quick and
efficient in taking and filling orders.

4.In thelast paragraphtry to secure action. The first purposeof aletter
of application is to secure an interview. Include your telephone number
in your request for an interview or type it at the left margin below your
signature.
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Not: 1 hope that you will grant me aninterview. Please letme hear from
yOu SOOI

But - 1 shall be giad to come for an interview any day after 3:00 p.m. |
can atso be reached at phone number 123456 any morning from 1¢ to '1
o'clock.

5. Revise your first draft carefully. Correct errors in punctuation,
grammar, spelling, capitalization, and word choice. A single mistake may
ruin your chances for the job.

6. Write or typewrite your revised letter neatly on plain white paper. If
you make a mistake you can't erase neatly, take a [resh sheet of paper.

7. Before sealing the envelope, read your letter again carefully. Ask
yourself the questions suggested in “How to Answer a Help Wanted Ad”
as follows.

a) Is your letter good-looking, well typed, pleasing to the eye 7

b) Have you answer everything the advertisement specified?

¢) Have you given a good, clear-cut picture of yourself and your
capabilities 7

d) Would a prospective employer, reading it, think you were a good
person to have in his/her organization ?

e) Does your letter have a compelling quality which would lead an
employer to call you for an interview ?

8. If your letter passes inspection, fold it property. Address and stamp
the envelope neatly and correctly. Send it out to get you that interview.

Check the following letter against the first seven suggestions for
writing a letter of application.
217 Tang Bat Ho Street
Phu Nhuan Dist, HCMC
April 28, 19...

Vietnam Department Store
1001 Le Loi Street
Dist. 1, HCMC
{Attn : Sales Manager)
Yesterday, When 1 read in Saigon Giai Phong that you were expanding
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(1) vour line, I knew that you would need more sales and I resolved (2) to
try and convince (3) you to let me make them for you.

At the present time [ am employed as a salesman for the NCV Paper
Company in Bien Hoa. 1 have been with the company for two years, since
my graduation from HCMC University. During that period Lhave increased
sales in my territory 45 per cent and carned three raises (4} in salary.
However, you canreadily understand (5) that my opportunities are limited
in this position. I would like to sell a line with a wider sales potential (6).

I am twenty seven years of age, I can drive cars and I would be willing
1o travel anywhere to cover a territory.

My present employers know of my plans, and they willundoubtedly (7)
tell you [rankly and sincerely what they think ol me, if you care (8) to get
in touch wit them.

May | call you in ten days to arrange for a personal interview 7 I know
that when I speak to you face to face, you will agree that I can be areal asset
(9) to your organization.

Very respectfully yours,
Vocabulary

1. Expand : md rong ; 2. resolve : quyét tim ; 3. convince : thuyét phuc; 4.
raise : tang lwong ; 5. readily understand : hiéu ngay ; 6. sales potential :
kha nang ban ; 7. undoubtedly : chic chin ; 8. if you care to : néu ong
mudn ; 9. asset : von, tich san.
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Let's get organized

When you consider your daily schedule, you may find that it reflects
(1) your past experience at another job, or perhaps developed by chance
(2), as you learned your present job. One exercise (3) that will help youre-
evaluate (4) your schedule is to imagine explaining your routine (5) to an
unexperienced visitor. Does it make sense (6) ? Have you ever really
considered why you do certain things at certain times of the day ? You are
invited to read the following suggestions which may make you more
cfficient.

Group tasks for greater efficiency (7}

1. Make out-going telephone calls in group. Time them when most
people can be reached. Use notes to guide each conversation and make
notes about responses and/or any follow-up (8) action that is required.

2. Sort and prioritize (9} the mail into specific (i.e. immediate action by
bass (10), “ can handle ” information, junk, ect.).

3. Draft (11) replies to incoming letters (12) immediately after opening
and sorting the mail.

4. Transcribe (13) letters during a specific morning or afternoon hour.

5. Stock (14) supplies once a week, rather than running to the supply
closet or requisitioning (15) items every day.

6. If you have assistants, give them all their work and instructions (16)
at one time, rather than for each separate job. Seta regular time for them
to bring completed work (17} to you.

7. Prepare the outgoing mail throughout the day rather than leaving it
all until the last minute and perhaps missing the last pick-up (18).

8. Make a check-list (19) and organize every step of a major mailing at
one time, so that all necessary letterheads, forms, envelopes, enclosures
(20), etc., can be ordered simultaneously.

9. At the end of each day, take a few minutes to organize a “To-Do" list
for the following day, with subjects such as : Mail, Reports, Telephone
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Calls, Appointments, Internal Follow-ups. If you wait until tomerrow to
make your list, it will take longer and you will run the risk of (21) forgetting
something important.

Are you well aware of these professional telephone techiniques ?

Another place (besides leters) where you are the voice of your
organization is on the telephone. You represent your manager and your
company every time you answer the phone. What do you think about the
following suggestions 7

1.1t is not acceptable to keep someone waiting on the phone while you
attend to another equally important task.

2. You should actually smile when you answer the telephone.

3. If you are the only person in the office and nobody is around to
answer aringing phone, don'tlet it ring even though it is not your assigned
job.

4. It is advisable (22} to return a call. Do not let the calling party (23)
try to call again.

5. Even the caller is rude (24), you'd better say calm and do not try to
be equally rude. '

6. You should identify yourself (25) by name when answering a
business related telephone call.

7. No matter how (26) slow the business is, itis not acceptable to make
personal calls to your friends.

8. It is important to communicate a sincere interest in the caller and
the information that is being requested or provided.

9. The conversation should be ended in an upbeat (27) manner, with
a summary of any action to be taken.

10.When you are upset (28), it is possible to communucate with a
negative attitude (29) over the phone without realizing it.
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Vocabulary

1. reflect : phan anh ; 2. developed by chance : tinh ¢d phat hién ;
3. exercise : thuc tap ; 4. re- evaluate : lugng gia lai ; 5. routine : cong viéc
thudmg ngay ; 6. make sense : c6 thé hiéu dugc, co ¥ nghia; 7. group tasks
for greater efficiency : phan nhom cong viéc dé tgo hig¢u qua cao hon ;
8. follow-up: theo dodi; 9. priovitize: xép loai wu tién ; 10. immediate action
by boss : cin chi giai quyét ngay ; 11. draft: tho van ban; 1 2. incoming
letters : van thu dén ; 13. transcribe : viét thanh van ban ; 14. stock : du
trit ; 15. requisitioning : yéu ciu ; 16. instruction : chi thi, huéng dan ; 17.
completed work : c¢Ong viéc da lam xong ; 18. pick-up : lay thu'; 19.check-
list: ban ké : 20. enclosures: vin ban dinh kém ; 21. run a risk (of sth): take
risks: chdp nhanriiro; 22. It's advisable: bannén; 23. calling party . nguai
g0i; 24. rude: thd 16; 25. identify yourself: ty gidi thicu minh; 26. no matter
how : du thé nao di nita ; 27. upbeat : lac quan, vui vé ; 28. upset : buc
boi; 29. negative attitude : thai dd bang quan, 1o la.
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Which effective presentation
you may have ...

Asaqualified (1) secretary to the boss you may have many opportunities
{ororal communication (2). For example, attending ameeting... Rosting (3)
visiting salespersons... or explaining your duties to lrainess thescactivities
can lead to public speaking in many different settings. Following is a
typical (4) example of presenting information to a group of collcagues :

Mary

Mary is invited, along with her manager, to attend a meeting of all
department heacds in the company. She is not expecting to say anything,
only sit and listen. During her manager’s presentation (5), he is asked a
question about the department's plan for the coming year. He turns to
Mary and says, “Mary, vou've been working on this project while I've been
away. May be you could say a few words about how this project got started,
where it stands and how it is going on”.

If somethings like this happen to you, don't panic! You know how to
arganize your thoughts and you know your job. With these two resources
you can effectively respond by taking the following steps:

(First, think 1)

Use your organizational skills (8). Any topic can be split into (9)
components (10). Before you speak, break your topic into a pattern (1 1)
such as :

A. past, present, future (or any time-oriented combination(12)),
B. topic 1, 2 and 3 (e.g. production, advertising, marketing (13)),

C. the pros and cons (14) of an issue (15) (useful in persuasive
situations {16)).

In Mary's case above, the time orianted sequence (17) fits right in.
(Then speak)
1. Give a few introductory remarks

Before youlaunch (18)into the gist (19) of your topic, give yourself time
to get collected (20). Make some general introductory comments, such
as : *Thanks, boss, I'm pleased to be here today to help provide some

3
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information. ! didn’t plan a formal presentation but would be happy to
describe the project we've been working on”.
2. Develop a clear preview (21) sentence of your main poinis

You will want to verbalize (22) to yourself and your audience (23) what
your key points are. From the example above Mary could simply state,
“Iwould like to tell you about how we started this project, where it stands
and where we plan to take it”. This is a time ordered sequence (24).

3. Deliver (25) the body of your presentation

Talk through ecach point [rom your preview sentence. (In Mary's
example, past, present and future). Having an organizational patiern
cstablished and knowing where your are going will take some of the stress
out of the situation. Il what you are speaking about is controversial (20),
first acknowledge the opposition's (27} casc but finish with yourviewpoint
s0 you end by summarizing your position.

4, Review the main points

Reinforce the mainidea you've touched upon hy briefly restating them.
Something like, “I've tried in these past few minutes to give you an
overview (28) of how this project started, where it is now and where we
think it will go”.

5. Conclude the presentation

Don’t leave your presentation high (29) and dry. Conclude it with
strong, positive, statement. This is what you may say, “I hope to attend
next month’s meeting to report a satisfactory conclusion to our project.
I would be happy to take any questions you may have at this time”.

Vocabulary

1. qualified : co kha nang ; 2. oral communication : giao tiép ; 3. hosting :
tiép khach ; 4. typical: dién hinh; 5. presentation: trinh bay ; 6. panic: hét
hoang ; 7. resource: qua trinh kinh nghiém; 8. organizational skills: téi_té
chuc; 9. splitinto:phannho; 10. component: phan, muc; 11. pattern: mau,
Kidu : 12. time:oriented combination : ket hop trinh ty thdi gian ;
13. marketing : tiép thi ; 14. pros and cons : ung ho va Chér}g doi ;
15. issue : van dé : 16. persuasive situation : tinh huodng ¢o6 thé thuyét
phuc ; 17. sequency : trinh tw; 18. launch : khai sy ; 19. gist : chu dich;
20. get collected : chuin bi thoéng tin phat biéu: 21. clear preview: md dau
rorang; 22. verbalize: trinh bay, phat biéu; 23. audience: cutoa; 24. time-
ordered * trinh dién 16p lang trudc sau ; 25. deliver : trinh bay ;
%6, controversial: tranh cii; 27. opposition: phe d6ilap; 28. overview: cach
nhin khai quat ; 29. high and dry : xa vai va khd khan.
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Initiative (1) : the problem solver of
your professional job 2

The difference between an office clerk and a world-class (2) secretary

(orassociate (3}, or administrative assistant {4), or executive secretary (5))

is a combination (6) of personal confidence (7), polished skills (8), and a

global (9), rather than rask-oriented approach (10} to each day’s possibili-
: ties.

: As you work toward professional excellence (11}, it is often helpful to

maodel (12) your behavior (1 3) after someone you respect.

You will discover that highly sucessful employees have much in
common. More than anything else, they share

, - a thorough knowledge of their organization :
its goals, products, service

its employees, clients (custormers), executives
its history

its futures possibilitites

- plus, an ability to perform each task so that the organization as a
whole (14) is best served (this is called global orientation (15).

Secretaries who concentrate on single tasks and never see “the bigger
picture” are merely clerk - leve] workers. The following examples of task
- oriented and global - oriented behaviors might help you to make a good

choice.
Professional behaviors Task - oriented behaviors
Being sensitive (16) to the Interupting hoss whenever help

“rhythm” (17) of the boss' dayand  is needed with individual tasks.
grouping questions at convenient
times.
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Updating (18) and monitoring
(19) files that reflect (20) current
needs of office personnel.

Noticing changed addresses and
phone numbers on incoming mail
(21). Making appropriate changes
immediately.

Noticing whenmany correspon-
dents (22) ask similar questions
and drafting {23) amodel response
letter to become more efficient.

Recognizing phone calls from
unhappy customers as an opportu-
nity to suggest improveménts in
company policies.

When another department re-
quests assistance, helping (or find-
ing help) as soon as possible.

When working on a project, be-
ing happy to insert last - minute
changes, even if it means consider-
able additional work.

Keeping files the way they've
always been, because it's earlier.

Changing nothing unless in-
structed by a manager.

Answering eachletter or request
individually, without nothing pat-
terns or trends (24),

Dreading (25) phone calls from
unhappy customers because of not
knowing what to say.

Delaying other department’s
requests “so they learn to do their
own work”.

Once a project has begun, refus-

“ing to alter its format or schedule.

Working with other secretaries in vour office, you certainly have had
the opportunity to observe contributions (26) they have made, ways they
have significantly helped their organization. Add such experiences to the
above listed suggestions to consolidate (27) your creative professional
performance (28). Remember “the more initiate the more success”, or

“good insight (29) pays off (30)".
Vocabulary

1. initiative ; sang kién ; 2. world-class : ngang tam c& quoc té ; 3. asso-
ciate : ¢dng su vién ; 4. administrative assistance : trg ly hanh chinh ;
5. executive secretary : thu ky diéu hanh ; 6. combination : su téng hop ;
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7. personal confidence : 10 tin ; 8. polished skill : thue tai ; 9. global
approach : phuong thite tong quat ; 10. task-oriented approach : pmtong
thire duge chi dao; 11. excellence : wu hang: 12. to mode! : dira viao khudn
méau ; 13. behavior : lac phong ; 14. as a whole : néi chung ; 15. global
orientation: chi dao téng qual ; 16. sensitive : nhaybén; 17. rhythm: nhip
do; 18. to update: cip nhat; 19. to monitor: theo doi ; 20. to reflect - phan
anh; 21. incoming mail: thu dén; 22. correspondents: khich hang trao i
thu uin ; 23. (o draft : thio van ban ; 24. trends : cac chiéu huwang ; 25. 1o
dread : nhat sg; 26. contributions : nhimg dong gop ; 27. to consalidate -
cung cb ; 28. professional performance - ¢ong tac chuyén moén ;
29. insighi : kha ndng danh gia chinh xac; 30. i0 pay off: mang lai thanh
qua toL.
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It is better to be a question asker
than a mistake maker |

Yes, i’s advisable to keep this motto in your mind whenever you are
in a position to solve the problems that are closely related to your daily
responsibilities as a qualilied secretary. Do not hesitate to ask questions
about juggling deadlines, or work prioritics.

Remember that when you write letters, speak on the telephone, or
make oral presentations you represent your organization. So, you've got
to have accurate information in hand for all the replies and /or statements
yvou should make. [t should also be noted that good communication skills
through asking questions make every other part of your job easier !

Your artention is invited to the following suggestions whenever you
are writing or speaking :

1. Never be afraid to say or write that you do not know something. Do
say, however, that you'll find out and let the other person know as soon
as possible. Then be sure to follow through on your promise.

2. Keep a written record of the information to ask for prior to making
any possible decision for your answers,

3. If your supervisor interrupts you with several new work requests,
take out your notebook, and ask which pr oject can be delayed.

4. Stay aware of any possible source of information that might be
available (from someone else in the office, an outside service, cic.),

Case Study

Eveisn't sure whether her boss really wants to cancel the appointment
with his lawyers, she has to ask for his final confirmation prior to putting
it into effect. She understands that in a rush her boss can hardly be well
aware of what is going on in the office, so she thinks her questions is
necessary. This can be illustrated in the following short conversation.
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Boss : Eve, please cancel my appointment with the company's lawyers.

(Eve, ¢ hay vui long iy bo cudc hen cia téi véi cac luat su cia cong
ty nhé).

Eve : Do you want to cancel or just postpone ?

(Ong chii mudn hdy bé hin hay 1a cho hoan lai bita khac ?)

Boss : Well, isn't there any difference ?

(Vay cod gi khac biét khdng ?)

Eve: Yes, of course. We must have the presence of our lawyers to go over

our rig sale contract this afterncon before we can sign it with the
Anchorage Pipeline Corporation tomorrow.

(Thua co chit. Su c6 mat cia cac vi ludt su dé duyét lai ban hop dong
ban gian khoan cia cong ty chiing ta chiéu nay la can thiét trudce khi chung
ta ky két voi ¢dng ty Anchorage Pipeline ngay mai).

Boss : Yeah. You're absolutely rvight, Eve. Well done ! So let's keep yvour
scheduled arrangement unchanged. Thanks a lot.

(U, c6 nhic that dung liic ddy, ¢6 Eve. Kha 1dm ! Vay cu gitt nguyén lich
tiép khach ctia cd nhé. Cam on cd rat nhiéu).



309 - Tiéng Anh trong hoat déng kinh doanh

How to plan and create a successful
meeting ¢

It’s advisable to bear in your mind that whether your boss is hosting
ameeting or attending one elscwhere, your assistance as his/her secretary
will play a significant role in how productive the meeting will be.

Needless to say, you may know for sure that planning and creating a
successful meeting requires managerial talent, tact, and also humor. The
following preparations are advised when you and your boss are planning
the meeting, and it is hoped that you'll find them helpful.

L. Set up a check-list of pre-meeting arrangements, such as room
reservations, audio-visual rental, food requirements, budget
considerations, etc.

2. Send written announcements to all participants (with an enclosed
agenda when possible).

3. Enclose RSVP postcards, a phone number or more elaborate cards,
depending on tradition and how important the meeting will be.

4. Be sure to follow-up with phone calls if people have not replied by
a certain date.

5. Start accumulating materials for the meeting. Sometimes it is
helpful to have a large box, basket or cart. Make a check-list of any
necessary charts, reports, extra agendas, nametags and pens, blank note
pads, your own ncte-taking necessities, etc.

6. Keep an up-to-date list of RSVP’s and advise your boss of any
feedback from others. These might include issues, “secret” agenda:,,
desires for time or date change, etc. Remember, the more your boss can
anticipate in advance, the better.

7. Plan to arrive at the meeting site before any one else. Make sure that

the room is clean, the temperature is comfortable, there are enough
chairs, and all needed supplies are on hand. If your pre-planning has been
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thorough, there should not be any surprises. However, something usually
needs adjustment, so :

|
i 8. Be sure to know where the nearest telephone is, and provide its
| number to someone in your office. ( They may need 1o relay telephone calls
to meeting participants, also).

9. As participants arrive, give them nametags and other appropriate
| materials.

10. Beready to supply anything further that your boss may necd as the
meeting progresses.

11. Take notes, or have someone else do so.

12. At an appropriatc time ollowing the meeting (i.c. the next day), sit
down with your boss and discuss how a similar meeting could be even
better next lime.

13. Keep a complete file on the meeting, including agenda, notes, list
of supplies, participants, and suggestions for improvement next time,

Well, this part of your responsibilities can be exhausting - but just try
it and vou'l} then find it the most [un !

Vocabulary
Make reservation : gilt chd trudc

- What about your hotel reservation ? Oh, yes. Please make the same
accommodations as last year's, same hotel, and the same suite, if possible.
(Con vé viéc gitt chd trude tai khach san thi saoa ? -0, vang. Xin vui léng
gitt gitim cho trude y nhu ndm ngoai vay, nghia la van tai khach san ci, va
néu dugc thi xin gitt trudc ludn cin phong ¢ 16i da & nhe).

Budget consideration : x¢t duyét ngan sach

- How much do you think the estimate of costs [or the coming conference
would be ? I would very much like to have your budget consideration [irst,
OK ?(Hay tinh thitxem chi phi cho budi hop sap t&ila bao nhiéu ? 1'6i mudn
(c6) xem lai ngan sach trudc roi cho tai biét nhe ?)

RSVP: xin vui long phic dap

- Shall I put RSVP in your invitation for the next reception, sir ? (Thua
ong co muon t8i ghi thém “xin phuc dap” trong thiép mai cia éng vé budi
tiép tan sip tdi khéng ?).

A
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Elaborate : chuan bi ky ludng

- I think our advertisement on the new product should be elaborated to
gain more attention from the customers. (Theo t6i ndi dung quéng cao cho
$dn pham mdi cda chung ta cin xem ky lai mdi thu hut dudc su chu v cia
khach hang).

Be/make sure : nha lam...

- Be sure to have a new gimmick for it, I mean something fresher. (Nho
quang cao sao cho mdi meé vi an khach hon nghe).

rollow sth up : theo d6i nhic nhd

- Keep the staff informed of the conference at 4 o’clock tomorrow
afternoon by telephone and follow up with a memo. (Hay bao cho cac thanh
vien dicu hanh vé budi hop 4 gics chiéu mai biing dién thoai, va gii gidy bao
tiép sau).

Accumulate materials : ting budc thu thap cac thong tin

- Don’t make any confirmation on this matter if you haven't finished
accumulating necessary information, Miss Sue. {Co Sue, dimg xac nhan van
d¢ nay néu co chua thu thap xong cac théng tin cin thiét diy).

Feedback : phan ing

- We need more feedback from the consumer in order to improve our
goods. (Chuing ta can nghe phan tng cia khach hang dé cai tién san pham
cta chung ta).

Relay : nhan tin

- The football match was relayed all vound the world. (Trin bong da do
da dugc truyen di khip thé gioi).

Ixhausting : mét, vat va.

- Don’t work so hard. What you're doing seems to be very exhausting.
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How do you see yourself
in your job ¢

Flexibility is a key quality in order to meet your manager’s and
organization’s ever - changing needs. Fach day pressures and adjustments
will require your ability to reprioritize in order to complete the most
important tasks. In time, within the framework of your particular job, you
will develop your own arcas of expertise. Chances are, you will find your
job respaonsibilities growing at the samc rate as your personal confidence
level. A professional secretary is a key player on the office team. Often it
is he or she who really “makes things happen”. Following are some of the
authenic profiles that show secretaries in action. Which is most like
you ? Are you harvesting the highest growth potential from vour job ?

Thomas

Tom’s office skills are adequate, although his writing and spelling
ability is poor. He hangs a “comic calendar” over his desk. It shows crazed,
depressed, or sleeping figures in the boxes for Monday through Thursday,
and laughing, happy figures on Friday, Saturday, and Sunday. On his
computer, he places a little statue holding a flag that say, “Think Friday”.
He's often fifteen or twenty minutes late in the morning. When he arrives,
his hair is wet from the shower, and he is munching a doughnut he bought
on the way to work, When given added responsibilities, he doesn't finish
on time or do a complete job, unless reminded and prodded by the
manager. He has never suggested additional duties for himself. He tells
his friends he would like a more interesting job and better pay, what
advice do you think Thomas should be given ?

Patricia

Pat did not work outside of her home for twelve years while her
children were young. Once she decided to return to the workplace she
attended the local community college to update her office skills. Once she
felt confident with her basic skills she began interviewing for a job and
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was soon hired by a local realty firm. She wants to eventually study for a
real estate license and has already begun to take courses. Would these
changes improve or detract her professional image as the company
secretary ?

Billie

Billie decided to accept a job a bank because she always enjoyed
working with figures and was intrigued with investments, She started as
a lemporary secretary at the headquaters of an international bank ard
became a permanent employee after six months. In the past eight years,,
she was worked in a virtually every department of the bank. She is
currently the assistant to the president, supervising an elegant two-floor
suite that was filmed in a James Bond movie. She composes and types
most of the president’s letters and memos. She has developed a sizeable
investment portfolio, based on opportunities discovered through her
research for bank reports.

Vocabulary

Flexibility : uyén chuyén, linh déng ; key guality : kha nang chinh
yéu ; ever-changing : luon luén thay déi ; reprioritize : xép lai wu tién ;
framework : khuon khd ; expertise : sir am tuong nghiép vu ; make things
happen : tao su viéc dién ra nhu y ; authenic profile ; dién hinh cé that i to
harvest : thu hoach ; crazed: tinh dam mé qua dang ; depressed : chan
nan ; to update : cip nhat hoa ; realty firm : cong ty dich vu bét déng
sdn ; eventually : chung cudc, t6i hau ; to detract : 1am giam uy tin, gia
tri ; to be intrigued with : say mé ; virtually : mot cach gan nhuw.
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Putting ideas into action

Do you think the following tips may help you feel comfortable about
moving toward a more professional approach to your work ? If they give
you the ideas {or managing your job differently, only you will know thern.
And you can decide when and how you'll put them into action.

- Not a few people often claim that they don’t like “being in a rut” but
then fight acrual changes in their work methods. [t is only natural (o fear
unknown consequences when you change vour hehavior,

- Some people believe “changing their Image” means not being true to
who they really are. Professional growth comes when new ideas lead to
new ways ol seeing. If you look around your office and notice that people
who arc not dressed professionally {wearing jeans for instance) are not
taken seriously, it makes sense to be aware of your appearance.

- The “us” versus “them” mentality ameng administrative staff is very
strong in some offices (particularly large offices). The support staff often
will feel loyalty to each other, rather than to the organization as a whole.

This attitude stops professional growth, yet can seem comfortable and
safe on a day-by-day basis.

It is therefore recommended that the below-proposed changes be
smoothly taken into consideration :

1. Do not change many things but one at a time - slow and easy does it.
2. Definc your change goal in simple, active, positive words.
3. Write your change goal and post it where you can see it daily.

4. If your change affects other people, just tell them what you plan to
do and why. Discuss your goal. If' they have other ideas, listen. The
discussion itself may lead to a better working relationship.

3. A great deal of practice may be needed before a new behavior
becomes natural. Remember, you don't have to be perfect every time !

Psychologically, each of the statements belowmay help you demonstrate
your progress if you think you really know the answer.
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- Be sure to bear in your mind that a professional secretary always
thinks globally and sees his/her office as part of the organization as a_
whole.

- Thinking globally means looking for new ways to serve customers or
clients more efficiently.

- A secretary who is task-oriented concentrates only on the job at hand,
and is annoyed at interruptions.

- As a professional secretary you should be well aware of the history
of your organization and the possibilities for its future.

However, it is further advisable that the following assessments should
be steered clear of :

- An office should have set rules and procedures that do not change.

- A positive attitude doesn’t really matter on the job.

- UIpgrading one's clothing and grooming is a way of showing off.

- An employee who suggests changes should be viewed with suspicion
by fellow employees.

In brief, it you understand the purpose and goals of your organization,
you can look for ways to make your office more efficient and supportivc...
and make yourseltf an invaluable asset.

Conversation

Val : (secrelary) What's your fresh idea, Mr.Moe ? (Thua 6ng chii, 6ng
cO ¥ gi mai la khong 7)

Moe : (the boss) No, not really. But I think your idea to use some of Tate's
photos may be a good tip. Yeah, that’s the idea. Fresh ! (That su thi khong.
Nhung theo t6i thi v kién ciia €6 cho sit dung mdt so hinh dnh cua Tate tuy
don gian ma co thé Ja rat hay day. Ding roi, ¥ kién that hay. Méi la day 1)

Val : well, when do you want to have it put into action, sir 7 (Vay chung
nao dng mudn cho thuc hién y kién nay, thua ong chi ?)

Moe : You know, the “Before and After” idea is a littie old by now. And
I don't like anything to be constantly in a rut, so it's about time we had to
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change our company's image, O.K ? (Co biét khong, v kién “quang cao
Trudce va Sau khi dua san phdm ra thi truong” hién gio hoi xva réi. Va lai
161 khong muon kéo dai tinh trang nham chan khéng déi mai, nén da téi
ltic cong ty ta phai thay d6i phong cach lam an ri, co phai viy khéng ?)

Val: Don’t you think it would be a good idea if all our salespeople had
a uniform mentality about this new gimmick prior to launching our new
product into the market 7 (Ong chi ¢6 cho ring néu tat ca nhan vién tiép
thi ctia chiing ta déu c6 y théng nhit vé thi thuat quang cdo méi nay trudc
khi tung san pham mdi cia céng ty chung ta ra thi truong 1a mét v kién
hay khong ?)

Moe : That’s a perfect idea, Val ! Let’s put your idea into action right
away. (Y kién cia c6 that tuyét voi day c6 Val 4! Chung ta hiy cho thire hién
ngay nhé).

Val : Thank you, Mr.Moe. I'm going to convene a meeling this afternoon
and show the salespeople how and where to post the posters efficiently. (Xin
cam on 6ng chi. Chicu nay tdi s tri¢u tap mot phién hop va huéng din
cac nhan vién tiép thi phuong cach va dia diém dan bich chuong sao cho
¢O hiéu qua).
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Make every letter a sales letter |

The cost to an organization of an original one-page letter is estimated
at tens of dollars when all office expenses are considered ! It is therefore
very important to make sure that your letters are professional in content
and appearance and support your organization.

Remember that every letter that leaves your office is a “Sales letter”.
This is because it represents your manager or your cormpany. You can
make or break important future business by the way you handle written
correspondence.

What Makes a Bad Letter ? Here are ten easy ways to make a letter
reader really mad :

1. Ramble around (1) the subject so it’s difficult to tell what the letter
is trying to say.

2. Fail to answer any questions asked in a previous letter.

3. Spell the recipient’s (2) name wrong ; get the address scram-
bled (3) ; assume an incorrect title or sex, or be too “familiar”.

4, Sound demanding, selfish, superior (4), or talk down to (5) your
reader.

5. Use cliché (6) after cliché, with nothing original or personal.

6. Forget to send a reply card or return envelope when you request a
quick answer.

7. Don't provide a telephone number when you ask for a return call.

8. Use small-sized or faintly printed type, so your letter is real strain
to read.

9. Have noticeable strike-overs (8} or erasures.

10. Refuse to have someone proof-read (9) your letter.

These ten commonly-made mistakes should at any rate be avoided,
that is, you have to take your letter-writing very seriously indeed. Why ?
Because you are your organization Lo your reader.
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It is practically thought that once vou apply the rules of the
“Four C's’ - clarity (10), conciseness (11), courtesy (12), correctness (13) -
in handling your written correspondence, you may expect to overcome a
lot of difficulties in your work performance as a professional writer. The
“Four C’s’ are indeed very important for all letters, Clarity means making
your ideas easily understood. Conciseness means brevity - eliminating
unnecessary words, phrases, or sentences. Courtesy ensures that your
rcader will want to answer your letter. Correctness is especially i . - ant
{forsecretaries. Theirbosses hold themresponsible for the neal appearance
of the letter, spelling, punctuation, and proper usage of the language.

Nowlet’s take alook in the two following letters for better comparison.
With no “Four C” rules applied

- Your letter of April lenth at hand. Thank you for your order for two
swivels. The order was duly noted and has gone to the store. We are,
however, returning by registered mail your check for $ 350.00, which
accompanled the order. The correct total is § 400.00, as the cost of each
swivel is $ 200.00. (Thu dé ngay 10 thang 4 cda 6ng da nhan duoe. Cam on
ong da dat mua hai vong xoay. Chung 161 da ghi nhan day du va hang dat
mua cia 6ng da gui téi tiém roi. Tuy nhién, chung t6i xin gui hoan bing
thubao ddm chi phiéu 350 d61a da gm kém voi thudat hang cida éng. Tong
s6 tién ding 1a 400 d6 la, vi gia moi vong xoay la 200 dé-la).

- You evidently overlooked the price change in the catalog. We trust that
you will send us the check for the full amount at the earliest opportunity.
(RO rang la 6ng da khong dé ¥ toi gia hang thay d6i trong sach miu hing
cua chiing t6i. Chung 161 tin tudng 6ng sé gdi chi phiéu tra du cho ching
toi trong dip gin day nhat).

- Note : The following trite expressions should be avoided in business
letters : contents noted, duly noted, in due course of time, and we trust.
(Trong cac thw tin giao dich kinh doanh nén tranh cac ti ngi¥ nham chéan
nhu': da ghi nhin ndt dung, da ghi nhan day di, trong théi han nhat dinh,
va ching t4i tin tudng).

With “Four C” rules applied

- Thank you for your order of April 10 for two swivels. This has already
gone (o the store and will be shipped immediately to you. (Cam on ongda
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dat mua hai vong xoay theo thu dé ngay 10 thang 4 cia 6ng. Chung t6i da
chuyén hang ctia 6ng toi cira tiém va sé cho g 16i ong ngay).

- Your check for $ 350.00, which accompantied the order, is appreciated.
However, it does not completely cover the cost, as the price listed in our
catalog is $ 200.00 per swivel, totalling $ 400.00 for two. (Chung toi rat
hoan hi rthan chi phiéu 350 d la g kém véi thr dat hang cia éng. Tuy
nhien, sé tién trén chira dung voi tong tri gid hang datmua ctia éng, vi gia
ghi trong sach mau hang ctia chung t6i la 200 do la mot vong xoay, nén
¢a hai vong xoay thanh tien 16ng cong la 400 do la).

T'he enclosed invoice credits youwith the amount already paid, leaving
a balance of $ 50.00. (Floa don gt kém theo day xac nhan s0 tién dng da
tra trude, va s6 tién con lai ma ong sé tra 1a 50 do la ntta).

- It is a pleasure to do business with you, and we hope to hear from you
soon. (Ching 161 r4t hdn hanh dugce giao throng veéi 6ng, va hy vong sim
nhan duge hoi dm cua ongh.

Vocabulary

| ramble around:vong vo; 2. recipient: nguoinhan; 3. scramble ; xao
tron khong ré rang ; 4. superior . trich thugng ; 5. talk down to some-
body : coi thuong ai ; 6. cliché : t ngut hodc ¢ kién nmham chan ;
7. strain : cang thang ; 8. strike-overs: nhitng nét gach xoa ; 9. proo-
fread: doc vasualai; 10. clarity :vorang; 11. conciseness : xuc tich ngan
gon ; 12. courtesy : nha nhan, lich sw; 13. correciness: dung van pham.
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A VERY SPECIAL RELATIONSHIP :
You and your manager

Normally you will not instantly (1) establish a special working
relationship with your manager. Like most other relationships, it will
develop over time (2). The quality of the ultimate (3) relationship will be
made up (4) of countless small incidents which demonstrate to each of you
what to expect from the other.

Your professional abilities are important. But even more significant is
your desire to carry out your tasks in a way that ‘fits’ with your manager’s
goals and style.

What makes a good manager ?

Secretaries who are most satisfied with their jobs and managers list
the following reasons :

1. A manager who shows respect and fairness toward all employees.

2. A person who builds mutual rapport and trust (5), and is willing to
share ideas and goals.

3. One who has the qualities of a good teacher, that is clarity and
patience when delegating new tasks.

4. A person who will delegate with trust, but who also monitors (6)
assignments and provides helpful feedback (7).

5. A boss who meets regularly with you (preferably daily) to set
priorities and goals.

6. One who encourages everyone to seek improvements in office
functions and procedures and listens when Improvements are suggested.

7. An individual who is accessible on a regular basis, despite a frantic
(8) schedule or problems in certain departments. (One who does not ‘blow
up’ in anger very often).

8. A well mannered person who says “thank you” and shows special
appreciation for extra effort.
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Of course, you want to know how your manager rates, don't you ? Well,
over time, you can influence your manager's behavior and attitude by
modeling professional behavior. Remember : your attitude affects everyone
around you... especially your boss !

Case Study

The following conversation between Mr. Poff, hotel manager, and Luli,
his secretary, may illustrate what the relationship with your manager is.

Poff: Luli, where's your smile this morning ?(Luli, sao ma sang nay ving
nu Cudai vay ¢) ,

Luli : I'm reaily concerned about Elva. We all like her because she's so
friendly. She's very conscientious, too. Yesterday she came to work when
she wasn't feeling well. {T61 dang ban khodn vé Elva qua. Chung t8i ai ciing
mén ¢6 ta vi c6 ta rat dé mén va rat chu dao nita. Hom qua bénh ma ¢o ta
van di lam).

Poff : What's your opinion of her work ? (Y kién ciia c6 vé cong viéc clia
¢H ay ra sao ?)

Luli : Although she tries, she doesn't compose satisfactory letters. You
know that the different letters we write don't always follow patterns. (Mac
déu c6 gang nhung cac vin thu cd ta viét chua dat yéu cau. Nhu 6ng thay
day, cac vin thu chung ta viét khong phai lic nao cing rép theo khudn mau
¢d dinh.)

Poff : What do you think ? Should we keep her ? Would you like her as
your assistant ?{C6 nghi sao ? Chung ta can giit ¢d ta khong ? C6 ¢é thich
¢0 ta lam phu ta cho ¢6 khong ?).

Luli : Personally, I like her a lot, but I don't know whether I can
recommend her or not. I'm not sure if she can do the work. It's more difficult
than what she is accustomed to. (Riéng tbi rit mén o ta, nhung téi khong
biét c6 tién ct ¢6 ta hay khong. Toi khong biét chic c6 ta c6 thé dam trach
cong viée duge khong. Viéc lam nay kho hon cdng viéc ¢6 4y quen lam).

Poff : Perhaps we can find her a place where there is less pressure. Until
she's more qualified, she must have more training. By the way, the Food
and Beverage Department needs a typist. Eiva would only have to do
interoffice correspondence there. (CO thé la chiing ta kiém cho c6 4y mot
chd naoit cang hon. Téi khicd Ay quenviéc hon thi chiclaco dy sé c6 nhiéu
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kinh nghiém hon. A, khau thyc phim va nudc ngot dang cin mot ngudi
danh may day. C6 thé1a ¢ do Elva chi phu trach cac van thu trao ddi giita
cac phong théi).

Luli: She's a pleasant person to have around. (Co ay 1a mau ngudi hoat
bat dé lam viéc chung vdi nhau).

Poff . Luli, we must face the facts. Whether or not she is a fine person
is not the problem. For our work here, we must have the most efficient
person we can find. Regardless of her pleasant personality, she just isn't
qualified. We must think of the hotel first. Besides, she'll be happier if she
has a job she can handle. (Luli &, chiing ta phai nhin thang vao su viée. Van
dé khong phai la c6 iy hoat bat hay khéng. Cong viéc cia ching ta & day
can phai kiém cho dugc ngudi ¢6 kha ning nhit mai dam trach cong viec
duge. Cho du ¢d 4y la ngudi hoat bat hay khéng thi van dé van 1a ¢6 dy
khong du kha niang dam trach cong viée nay duge. Ching ta phai nghidén
quyeén lgi cda khach san trude hét. Ngoai ra, néu ¢ viéc lam phi hop véi
kha nang thi ¢6 ay sé thich hon).

Luli : I'still don't want to hurt her feelings. (Nhung t6i vin khéng mudn
cd Ay bi cham tu ai).

Poff : Don't worry. Eventually she'll be a better [viend than if she had
stayed here. Send her in when she comes. I'll explain that I and B needs her.
{Cd khdi lo. Sau cung rdi ¢d dy ciing & 1a mot ngudi ban 16t hon 1a ¢o &y
phdi 4§ lai lam viéc tai ddy. Khi ndo c6 ta t6i cit noi ¢6 ay vao gap toi nhé.
T0i s& cho ¢6 ay biét khau thuc pham va nudc ngot cin nguoi nhu cé ta).

Luli: Thanks, Mr. Poff. That's probably the wisest decision. (Cam on 6ng
Poff nhiéu lam. Quyét dinh ctia dng qué 1a v6 cuing khon ngoan day).
Vocabulary

1. instantly : lién ngay tic Khic ; 2. over time : dan dan vdi thoi gian
3. ultimate : sau cung, sau hét; 4. make up: téng hap ; 5. mutual rapport
and trust : quan hé va tin twdéng lan nhau ; 6. monitor : (uan sat, theo
déi; 7. feedback : y kién phan tng ; 8. frantic : non nong, voi va lo au.
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How to establish good rapport with
your manager ¢

As professional secretaries, let's not forget that good rapport with our
managers is amatter of primary importance. It's a key to success no doubt.
You are therefore advised to scrutinize the following proposed check-list
for better consolidation of your career performance.

t. Observe his/her natural pace of work (1), and adjust your methods
accordingly (2). Tension (3) results when you do not understand priori-
lies ; try to figure these out (4) as soon as possible.

2. Most managers need you to act as a buffer (5) between them and the
telephone or unexpected visitors. Learn which people are welcome at any
time, and which should be screened (6) or helped by you.

3. Open channels of communication (7), especially about “little” things
such as the preferred way of answering the phone, whether or not your
manager always wants you to ask who is calling, whether he/she wants
1o let anyone clse take material out of certain files, etc.

4. Realize that YOU often know more than your manager about certain
incidents (8), procedures (9), and/or relationships in the workplace. Keep
your manager informed aboul things which are important.

5. “Save” your manager when he/she drafts (10) a letter or memo in
anger or when an important paper is misplaced. You might delay sending
an angry letter for a day, and then have your manager read it for “errors!”
with the lost paper, think of ways it might have been incorrectiy filed, and
help with the search. (Keep a chronological file (11) of every key paper
coming in and going out : this has solved many crises.)

6. Stay with your authority (12). Do notuse your manager’s status (13)
as a way of pushing other people around. The more important your
manager, of course, the greater your own power. But if you abuse (14) it,
it will reflect (15) poorly on both of you. (Example : If your manager asks
you to tell someone to turninreport at his earliest convenience, dor’t say,
“My boss wants this immediately ™).
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7. Help your manager keep to his/her schedule. Work out a method for
you to interrupt long-winded visitors or telephone callers without offending
anyone.

8. Above all, protec. and preserve your manager’s faith in your loyalty.
Your manager’s (and your) reputation can rest on your ability to keep
information private and confidential.

Case study

The conversation between Dall, the manager, and Anna, his secretary
may help you understand what a good rapport with your manageris. Let's
look in it.

Dall: Thank, Anna, for being a messenger and taking the cable to the
office. I can rest easier when you take charge of things.

Anna : That's OK. It was a lovely early morning break. Shall we check
the correspondence now ? Did you find a letter from Brown lying on your
desk ?

Dali: Yes, here it is. Thank for revising it and eliminating all my old-
fashioned expressions, like “thanking you in advance” and “it will receive
your prompt attention.” I talk like a parrot on the dictaphone. Anna, you
have too much work for today. Leave some of it for Vera and take this
afternoon off,

Anna : It's a long - distance call from someone down on Lake
Maracaibo. I can hardly hear. The connection is bad.

Dall: (Shouting) Speak louder, please. That's better. What ? No ! A blow-
out ? Isit bad ? I'll get hold of Pete. Yes, he's in town. Yes, I'll go down with
him. You'll meet us with the helicopter ? Yes, there is a plane out of here
about one o'clock. Yeah, I'll let you know only if we can’t make it. But
depend on it. I'll be there, (Hanging up the receiver). There’s never a dull
moment in the oil business. That was Sam, the drilling superintendent on
the Lake. There’s a blow-out on a rig there.

Anna: A blow-out ? The one in the picture you showed me looked like
a small voicano. It's serious, isn'tit ?

¥ |
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Dall - Any biow-out can be serious. By the way, Anna, make it three
reservations, one for me, one for Pete, and one for Claire. | promised to
take Chaire on my trip to the Lake.

Anna : 11 do it, for sure, Mr. Dall. Claire told me she has been looking
forward to a trip down there.

Dall - She’ll have fun, but I'll be tired. I wish I didn’t have to go today.
[ wish I could have at least onc day of rest.

Anna: | just thought of something. You'll miss the Conrads’ big party
this weckend.

Dall: Oh, Gosh ! I had forgotten about that. Claire will be sorry to miss
it.  think she bought herself a new dress. [ might have known something
would come up. In this business you can’t make any plans. Anna, please,
write a note of regret and ask Pedro to take it over to Conrad’s office this
afternoon.

Vocabulary

1. natural pace of work: ban nang lam viéc tw nhién 2. accordingly : thich
hop ; 3. tension : cang thang dau éc; 4. figure out : tim cach giai quyét ;
5. buffer: ngudi chia sé bat cong viéc; 6. screen: sang loc; 7. channel of
communication : ngudn giao tiép ; 8. incident : sy viéc co kha niang dién
ra; 9. procedure : thi tuc; 10. draft : du thao ; 11. chronological file : hd
sd theo trinh ty thoi gian; 12. stay with your authority: hiéu ré quyén han
¢tia minh ; 13. status: dia vi; 14. abuse: lam dung; 15. reflect: phan anh,
dude xem nh.
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Your role as office manager

Whether your “office” consists of just you and your boss, or of a large
number of other people, your office managing skills will set the climate
(1} for everyone. You can help others achieve berter performance.

You are especially valuable 10 your organization because you juggle (2)
many tasks at once. Computers and office technology will never make
your job obsolete (3). In fact, information from the U.S. Burcau of Labor
Statistics has indicated that there will be a possible increase of 13.1 in
secretarial jobs between 1986 and 2000. (In contrast, the Burcau has
projected a 13.9 percent decrease in the number of lypists and word
processors {4)and a28.2 percent decrease in the number of stenographers
(5).) Single task occupations can be phased out (6), but the diverse (7irole
of secretary/administrative assitant remains vital.

Youradministrative role requires you to establish priorities, coordinate
projects, and organize resources. As “office manager”, your professional
atlitude and behavior greatly influences each day's accomplishments.

Let's get organized

The first step toward control of your managerial duties is to list all of
your office tasks and then rate them. The following will help you to
determine your priorities.

Identify tasks and activities : List your tasks and activities at work. If
you have difficulty remembering them, just close your eyes and see
yourself in your work space, deing your job. Notice the varicus tasks and
activities. Do you answer the phone ? Complete forms ? Answer letters ?
Make a listing of them.

Rate impact (9) : Using a scale from 1 to 10, with | being “no impact”
and 10 being “great impact”, rate the impact that each activity Las upon
performance of your job.

Assign priorities : Use the impact ratings to assign priorities to each

task or activity. Assign as “A” priority for tasks with ratings over 7 ; “B”
priority for ratings from 4 to 6 ; and “C” priority for ratings below 3.

i
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Schedule : Use your priority rating system to schedule your day. Start
with “A” tasks and activities. Try scheduling them directly on your
calendar. Leave “C" priorities until last and, whenever possible, delegate
(10} them. What would happen if you didn't do the “C” activity at all ?
Discuss your opinions with your supervisor and ask for ideas about the best
use of your time.

Case study

You will see how Suc assumes the responsibility of organizing work for
her boss in the lollowing conversation as an executive secrctary.

SUE :What's happened to Mr. Moe ? He's usually on time. I called his wife,
and she said that he left an hour ago. I'm getting worvied. (Sorting out the
morning's mail) Eve, look ! 1U's here - Cole’s letter. (She opens and reads the
letter). He's arriving with Jones this Sunday. He also attached a list of
suggestions and a schedule for meetings.

(Khéng hiéu dng Moe ¢6 gap chuyén gi ching ? Thong thuong ong ay
van dén ding gid cd ma. Ti co dién thoai hoi ba vy clia dng, va ba dy cho
biét ong ta da roi khoi nha cach day mét tiéng réi. Toi dang lo khong hiéu
sao day. (Lya thu tin budi sang) Eve, xem nay ! Thu cda 6ng Cole day
nay.(Sue md thu ra doc). Ong Cole s€ cung vdi Ong Jones téi ddy vao Cha
nhat nay. Ong ta c6 gui kém ca ban ké cac dé nghj va lich trinh cac budi
hop trong Ut mta).

LVE : We'll probably have to work Saturday. (CO thé chiing ta sé phai
tam ca ngay thit bdy day).

SUE : Yes, it looks that way. Let's get busy and organize our material.
(Chéc 1a nhu vy roi. Chung ta hay bir dau Jam viéc va chudn bi tai liéu di).

" EVE : I just filed the advertising reports this morning (T6i vita mai xép
cac to trinh quang cao vao ho so hoi sang nay).

SUE : What about the data on commercials 7(Thé con ho so quang cdo
trén truyén hinh va dai thi sao ?)

EVE : I saw that file yesterday. It's here some place. I'll check. (She
returns from the filing room.)It's not in the files. (Toi c6 thay hd sa do hom
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gua. N6 nam déau day thoi. (D€ 16i kiém xem. (Eve tit phong lvu trit hd so
di ra.) Khong thiy ¢o trong ho sa).

SUE : We have to find it. It's Mr. Moe’s special project. (Minh phai kiém
cho ra ho so do, dir an dac biét cia éng Moe diy).

(As Eve leaves, Mr. Moe enters, dragging his coat. He slumps into a
chair - Luc Eve budc ra thi ng Moe butde vao, tay kéo 1é chiéc ao vét. Ong
ngdi phich xuéng ghé.)

SUE : Mr. Moe ! What happened 7 You look exhausted. Did you have an
accident ?(Ong Moe lam sao vy ? Trong 6ng mét mdi qua. Ong ¢o gap tai
nan gi khéng ?)

MOE : Well, not exactly. 1 was just stalled half an hour on the freeway.
Then coming up to the office, I was stalled fifteen minutes in the elevator.
(Khéng han nhu vdy. T6i bi ket ca mia tiéng ngoai xa 18. R6i khi 1én van
phong lai bi ket ca 15 phut trong thang may.)

EVE : (Dashing in, not seeing Mr. Moe) I found it. Now what other files
do we need for the meetings ?(Chay xdc vao, khéng nhin thay éng Moe) Tai
kiém duroc hd so do rdi. Bay giominh con cin nhitng hd so nao cho cac cude
hop nita ?)

MOCE : (Sitting up) Meetings ? What meetings ? (Ngbi day) ¢6 budi hop
& 7 Bubi hop nao ?

LVE : The meetings we have to set up for Mr. Cole and Mr. jones. (Thua,
cacbudi hop ma chung ta phai chuan bi sap xép cho éng Cole va 6ng Jones.)

MOL : Cole ? Jones ? Meetings ? Here ? (Sao, éng Cole, éng Jones hop 6
diava?)

SUE : Mr. Cole phoned about half an hour ago. They're arriving here
Sunday. He's waiting for you to call him back. Here, his letter explains
everything. (Cach day ntta gid 6ng Cole c6 dién thoai toi. Ho sip dén day
vao ngay chi nhat, éng 4y dang chd 6ng goi lai. Dy, 6ng ot xem thu clia
ong ay sé biét hét moi chuyén).
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MOE : With all my problems, that’s all I need... VIPs. (B 13 tat ca nhitng
gi t6i cAn d€ giai quyét moi van deé cda téi... nhan vat quan trong day.)

SUE: What you need is a good cup of coffee. Eve, please get Mr. Moe some
coffee. (Cai Ong can 1a mdt tach ca phé ngon. Eve a, em gitp chi 1dy ca phé
cho 6ng Moe nhe).

Vocabulary

1. Set the climate :tao cam nghi hoac phong thai chung ; 2. juggle : bo
tri, sap x¢p lai cho thich \ng yéu cau ; 3. obsolete ; khéng cén dic dung
mia; 4. word processor : may tao ban in ; 5. stenographer ; ngudi viét toc
ky; 6. phase out :bo dan; 7. diverse role :vai trd da dién: 8. vital : cin thiér,
quan yéu ; 9. impact : tac déng manh ; 10. delegate : giao cho thudc quyén

lam.
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Question to be reviewed for your role
as office manager

Successful secretaries are expert time managers (1). To reach your
goals, you must prioritize responsibilities (2), finish tasks completely,
create schedules (3) -and stick to them (4). The following secrets should
be observed.

- Do top priority tasks first.

- Divide big jobs into manageable steps (5) (a special calendar for a big
project may be helpful).

- Use a timetable, and be sure to use workable units (6).
- Do one thing at a time.

- Finish task completely (or use very good notes to yourself so that you
don't waste time when you return).

- Do it NOW!

For the materialization of these secrets, it's advisable to make a good
planning for yourself, each using a professional performance calendar as
{ollows :

1. Each day, 1 know my daily job priorities, and keep them in mind as
i schedule work,

2. 1 discuss my job priorities regularly with my supervisor.

3. I'plan definite timetable for big jobs, and stick to them to avoid last-
minute crises (7).

4. I group similar activities and do them together.

5. I anticipate upcoming projects (8), so I am prepared to insure
everything gets done ahead of time.

6. I assist my manager in identifying long-term goals.

7. I prepare a long-term goal calendar and check it regularly with my
boss.
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8. 1 welcome the chance to make decisions, and base them on
information I check and evaluate.

9. [ discuss upcoming decisions with people they affect and listen to
their opinions and suggestions.

10. To avoid work overload (9), 1 keep an assignment notebook and
consulr with my manager about conflicting priorities (10).

11, When overtoad problems arise, I suggest sources of additional
help.

12. 1try to attend courses and workshops regularly, in order to keep
growing professionally (11).

13. When writing letters and memos, { keep my audicnc'e in mind and
state a memo's main point in the first paragraph.

14. When writing, 1 choose simple language rather than elaborate
phrases (12} or trade jargon (13).

15. 1 view the telephone as an important customer service 1ool.

16. I understand and practice telephone courtesy.

17. When speaking in a business setting, 1 organize my thoughts in
logical order.

18. When arranging for mectings, I plan mailings, supplies, and room
arrangements well in advance.

19. After my manager attends a conference or meeting, I file all
materials so they can be easily retrieved (14).

20. I write down suggestions for improvement so future projects and/
or meetings will be more productive (15).

Case study

The short converation between Dall, the boss, and his secretary Anna
below is intended to illustrate a situation in which you have to show your
high effectiveness in handiing your job as an office manager.

Dall - There is a similar letter on the tape, but you have to compose a
letter about Dan yourself. As we discussed before, the accusation against
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him is unfair. Dan has brought in more business than any other salesman,
and his entertaining isn't exorbitant. When you write, point out how he
travels around the country and how he makes friends and contacts easily.

Anna : His expense accounts are large, though, aren't they?

Dall: Yes, he spends money, but he gets new business - the Laff rig, for
example. Anna, you know what to say. Being the most intelligent secretary
in the oil business, you can compose an effective letter.

Anna: The idea is that you want me to write a letter explaining that his
spending is getting good results.

Dall: That's right. I had been planning to ask for a promotion for him
betore | received that letter from New York. In fact, when I get back, we'll
do just that.

Anna : Do you have any idea when that will be ?

Dall: Anna, you know better than to ask such a question. My answer
is always, “As soon as possible”. Being an optimist, however, I think we
may expect a good result for Dan in this matter.

Vocabulary

1. Expert time manager : ngudt diéu phéi, thu xép thoi gian gidi ;
2. prioritize responsibilities : sap xép céng viéc dam trach theo trinh wuu
tién; 3. create schedules : 1én cac chuong trinh lam viéc ; 4. stick to: bam
sat ; 5. manageable steps : nhimg trinh ty dé kiém soat ; 6. workable
units : nhitng don vi ¢6 kha nang thyc hién ; 7. last-minute crises: nhing
cudng quit vao phiit chét ; 8. anticipate upcoming projects : tién liéu moi
viéc sé diénra; Y. work overload : cdng viec it dong qua tai ; 10. conflicting
priorities : nhing 1u tién dén do ; 11. to keep growing professionally : lién
tuc trao doi nghiép vu ; 12, elaborate phrases: nhitng van tiybéng biy chai
chudt ; 13. trade jargon : nhitng thuit ngit riéng biét vé kinh doanh cia
teng nganh ; 14. can be easily retrieved : dé dang tim lai duoc ; 15.
productive : ¢6 loi.
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Five steps to improve
your decision making

Professional secretaries are not afraid to make decisions. The types of
decisions you make as a secretary are different from those made by a
manager or a company president, but the process (1) is identical (2). Good
decisions are based on more than luck. If a person understands the
process, guality decisions (3) can be made. If you are decisive (4), you are
much more valuable to your organization.

Following are five steps to betier decision making. With cach step, an
examnple is included for illustration :

1.Gather information. Be well-informed (5). Learn the facts. Talk to
other people. (Example : Sue needed to decide which of two soltware
programs would handle the travel records for nine company sales reps.
She asked other departments for their recommendations (6). She visited
retail software stores and talked to their salespeople. She read reviews of
each program and kept notes (7) ol her findings (8)).

2. Bvaluate the information. Which facts are relevant to the situa-
tion ? What are this organization's values ? {For instance, js saving money
on equipment more important than getting the latest refinements (9) ?
How many people will use this particular program and how skilled are
they ?)

3. Recognize the consequences (10) of each alternative (11).
(Example : If Sue bought one program, it would not run it on all the
computers in her office. If she bought the other program, it could not
accommadate (12) all of the categories she needed to record. Neither
program fulfilled all of her office needs).

4. Make a decision and inform others of it. Even when a decision is
difficult vou should inform those directly involved about the decisionyou
plan to make, summarizing the pros and cons. (Example : Sue elected to
select the program that could accommodate all of the needed travel
categories).

5. Take action on your decision (13). (The actual decision occurs when
you act upon it). Example : Sue's purchase of one computer program
illustrates taking action on the decision.
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Case study
How are you going to help Elva with her following problem ?

Elva's manager, a TV producer, receives a steady stream of telephone
calls daily. This person also requires extensive help with correspondence.
The producer asks Elva to coordinate an upcoming meeting (bugi hop sap
tai) of other network producers, requiring much telephone work, the
drafting of a preliminary agenda, the reproduction of various fac sheets,
as well as taking notes at the meeting itself. This is a new job for Elva, and
she doesn't know where to begin. What should she say to the producer and
how should she plan her workload?(khéi hrong ¢6ng viéc phai 1am).

Decision making check-list

Use the format (mau biéu) shown below to help vou make your
next decision.

Decision to be made

....................................................................................................................

....................................................................................................................

(checking its relevancy (méi quan hé), my values, considering timing
needs).

3. The consequences of each of my alternatives are :
Alternative 1 ...cuveeeeevevveeerennnnn, bbb e re s e e e eeet e e ten
ATLEITIATIVE 2 ..ot s e eeees s e seeeeesesees oo

ALETTIATIVE 3 ettt s et eeeseees e

....................................................................................................................

....................................................................................................................
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5. MY GECISION I8 © wreereereesresssssesssessssisssms st

....................................................................................................................

Remember that the more decisions you make, the greater your skill
and self confidence. Welcome the chance to make decisions !

When you have difficulty making a decision at the office or in your
personal life, refer to this format and follow these steps. Every decision
yvou make doesn't have 10 be perfect !

Vocabulary

1. process : trinh Gy thue hién ; 2. identical : nhu nhau ; 3. quality deci-
sion: quyét dinh dang déin: 4. if youare decisive: néu cueong quyét; 5. well-
informed : nam thong tin xac thue ; 6. Recommendation khuyén céo ;
7. keep notes : ghi chép day dua ; 8. Findings: két qua; 9. refinement : hiéu
qua trién khai ; 10. consequence: hiu qua; 11. alternative : st lua chon;
12 accommodate: thiching ; 13. Take action on your decision : thuc hién
quyét dinh.
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Understanding your personality

Dealing positively with other people on two aspects of personality (1):
1. Assertiveness (2)
2. Receptiveness (3)

When you understand yourself in thege areas, you become more
skillful in handling your many responsibilities at work,

Assertiveness - Let's first look at Assertiveness which can be defined
as being pleasantly direct.

DO not mistake assertiveness with aggressiveness {(4). When you are
assertive you are being honest. Your attitude is “this is important to me
and I am entitled (5) to nly opinion. At the same time, I respect that you
are also entitled to your opinion”,

The very nature of your work involves (6) juggling (7) a variety of
duties. By your honest and direct communication with everyone, you gain
energy... and do a better job.

By honestly rating yourself with the following questions, you will
better understand your attitude toward assertiveness. An attitude, of
course, does not always show up inbehavior. You may feel more assertive
than you are in real-life sifuations. Check T (true) or F (false) :

1. I often feel like telling people what 1 really think of them. (T) (F)

2. When I find myself in a new situation, I watch what other people do
and then try to act in a similar fashion. (T) (F)

3. I enjoy doing things that others may regard as unconventional (8).
(T) (F)

4. I think it is important to learn obedience and practice social
F behavior. (T) (F)

5. In general, I find that 1 dislike non-conformists(9). (T) (F)

6. I prefer 1o listen to the opinion of others before I take a stand (10).
(D (F)
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7.1feel comfortable following instructions and doing what is expected
of me. (T) (F)

8. It often makes more sense to go along with “the group” rather than
try to persuade them to my point of view. {T) (F)

9. Confronting other people is extremely uncomfortable for me. (T) (F)"
10. 1 enjoy being seen as a person with strong opinions. (T) (F)

Now let’s score your assertiveness. If you answered TRUE to items 2,
4,5,6,7,8, or Y above, give yourself one point for cach. Also give one point
for FALSE answers to items 1, 3, or 10, and total your points. If you scored
6 or more points, low assertiveness may be a problem for you. You may
find yourself being far more reactive to the demands of others than you
are to your own aspirations.

How receptive are you ?

Receptiveness means being open to feedback (11). Obtaining fecdback,
even from your most severe critic, maybe the most important way for you
to gain direction and control. This feedback can lead to greater self -
understanding.

Some comments on feedback receptiveness

-1f you think that you usually get embarrassced when people point out
vour mistakes, or resent people telling you what they think of your
shortcomings (12), you may be putting up some attitude barriers (13) that
could deter (14) you from obtaining useful feedback. Remember that
successful people learn how to develop an attitude of looking for a gem of
good advice even when it's buried under a lot of worthless noise. {Chung
ta nén nhd ring con ngudi thanh cong 1a con ngudi biét phat huy tw duy
tim kiém y kién hay nht ngay ca ic ¥ hay nhét do bi do atlan at trudc hang
loat nhitng ¥ vién vong dua ra.) _

-1l you think that you regularly ask friends and/or associates you trust
to comment on how you're doing, you know how to offer constructive
criticism to others in a sensitive way, you're creating a climate where
helpful feedback is accepted and expected. Organizations fostering such
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aclimate are typically positive places to work and successfulin their results.
in a similar fashion, individuals who foster an attitude of being “recep-
{iveness” receive the benefit of input from others. (Nhitng td chire phat trién
tu duy nhu véy déu 1a nhitng ca sd dién hinh hoat dong vitng chic va tao
duoc nhiéu thanh qua tét dep. Ap dung tuong ti nhu vy, nhitng ca nhan
phat trién tw duy “nhay cam” déu duoc nguoi khac dap wng t6t.)

Ideally, the professional secretary will keep a healthy balance (15)
between Assertiveness and Receptiveness.

Your assertiveness enables you to set priorities, organize your time
and energies, and let others know that you are a serious professional.

When you are active, direct, and honest, you comrmunicate sclf-respect
and respect for others. People know where you stand, and trust you to
listen to their point of view.

Your receptiveness helps you listen and really hear what you need to
know about other people’s needs and priorities. Even when people say
things that are critical or unpleasant, you maintain your poise (6) and use
the information to help you do a better job.

Word study

1. Personality : nhan cach, t cach (We need someone with lots of
personality to organize the party : Chung t6i can ngudi cé i tw cach dé
t0 chitc bita tiéc).

2. Assertiveness : tinh qua quyét {(People of high assertiveness seldom
change their mind in any debates :Trong bat cit cude tranh luin nao nguoi
¢o tinh qué quyét it khi thay d8i ¥ cda minh).

3. Receptiveness :tinh nhay cam (Mr. Moe’s receptivenessto developmenis
of our company has brought in a lot of new customers : Tinh nhay cam cda
6ng Moe trong qua trinh phat trién cong ty da thiu hut dugc nhiéu khach
hang moai).

4. Aggressiveness : tinh hio théng, tranh thu bing dwdc (Sometimes a
salesman’s aggressiveness is a must if he wants to succeed : D61 khi nguot
tiép thi néu muén thanh cang phai tranh thi khach hang cho bing duoc),

2. Be entitled 1o : dwgc huéng quyén loi (You're not entitled to
unemployment benefit if you've never worked - Néu chua di lam viéc bao
gi0 thi ban khéng duwgc huéng trg cAp that nghiép).
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G. Involve : lién can tdi, dinh liu t6i (The job involves my living in
[ICMC ; Viéc lam nay doi hdi t6i phai § ngay tai TPHCM).

7. Juggle : sdp xép lat cho hiéu qua nhu mong muén ( The company has
been juggling the ﬁgure.? to hide a sharp decline in sales of its products :
Cang ty da thay déi cac so liéu dé che diy su thua l6 trong viéc ban cac san
pham ctia minh).

8. Unconventional : khéng theo mdt qui 1€ nao (Sometimes
uncon ventional action may lead to unexpected effects : D6i khi hanh dong
bat thudng ¢d thé tae dude nhitng tac dung bat ngd).

9. Non-conformist : ngudi khong thd cugu (She's too much of a non-
conformist to protect anything outdated : Co ta la con ngudi qua mdi nén
ludn phan do6i nhing gi da 16i thoi).

10. Take a stand : git vitng 1ap truong (He (ook a firm stand on
expanding the company’s branches into Asia : Ong ay git vimg lap (rudng
md& réng cac chi nhanh cta cong ty qua chau A).

11. Open to feedback : san sang don nhin phaniing (We should be open
to our customers’ feedback blecause it's needed to improve our products :
Chung ta can don nhan y kien phan tng cia khach hang dé cai tién san
pham cua chung ta).

12. Shortcomings : nhing sai lam, thiéu so6t (This is a very important
business reception, don't let any posszble shortcomings happen Day la
bubi tmp tan lam dn quan trong, ché dé nhitng thiéu sot vé phan chiing ta
X4y ra day).

13. Barrier: can trd (Poor health may be a barrier to success : sic khoe
yéu kém c6 thé gdy trd ngai cho su thanh dat).

14. Deter : ngan can (Continued fallure did not deter him from makmg
another attempt : Su thit bai lién tuc van khéng lam nhut ¥ chi phan du
cia Ong ta).

15. Healthy balance : su can nhic sang sudt (Prior to making an
important decision, a decision maker should be armed with a healrhy
balance between the do’s and the don’ts: Trudc khi quyét dmh maot van dé
guan lrong, ngu’o‘l 6 trach nhiém quyét dinh phai sang sudt can nhic diéu
nao nén lam, diéu nac khong nén lam).

16. Poise : su binh than cin nhéc (Sue is a secretary of great poise : Sue
la mol thu ky rat can trong cdn nhac moi lam).
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Building and consolidating
your network

Without realizing it, you have probably already built a network of
professional colleagues who are willing to help and advise you. Your
network consists of people both inside and outside of your organization
who know you and your work. Key associates(1) in your network keep you
abreast of (2) “what’s happening”. They may be in the same industry or
field as you, or they may give you tips on developments in unrelated fields.

Why should you have a network ?

- To give and receive support, advice, and insight (3).

-To exchange specificinformation about trends(4), pérsonnel changes
and career opportunities.

- To transact business, or get a (perhaps new or unfamiliar) job done.

Networking is a two-way street. When you invest time and energy in

other people, they become valuable allies when you, in turn, need support
or information. This is called a mutually rewarding relationship (5).

Are you setting up a conference ? Putting out a newsletter ? Re-
organizing a department ? Making a major office purchase ? These are
occasions when you can use your network. Why reinvent the wheel when
you can consult others who have faced the same challenges ?

The following may show you how to fruitfully build a network and keep
it alive (6).

1. Always ask (and write down for future reference) the name of
someone who has proven helpful with a project. Tell that person you
would be glad to reciprocate (7), should the need arise.

2.1f youmeet someone whose work really impresses you, ask about his
or her background, what training courses or materials have been useful,
what reading he/she recommends, etc.

3. Send letters of praise or congratulations to people in your office or
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industry who receive honors or special recognition, maybe even to people
you have never met.

4. A planned “Open House” (8) for your office can be a welcome
surprise - and lead to warmer contacts with other departments, suppliers,
clients, outside sales reps, etc.

5. If your organization encourages public service involvement,
volunteer - ir’s a great way 10 meet people you would not ordinarily see.

G. If you need (or desire} further training or education to meet your
goals, Iind someone to advise you and / or direct you.

7. Learn to draw an organizational chart of your company. Make a
bargain (9) with yourself to develop at least one contact from every major
part of it!

8. Join a trade / industry group appropriate to your organization.

9. Don't forget your personal network. It's about time you consolidated
it. Maybe you have friends or family members who could give you useful
professional advice. Ask them !

Word study

1. Key associates : cac cdng su vién chinh (Mr. Moe and Mr. Cold are key
associates in running the M + C corporation : Ong Moe va dng Cold 1a hai
¢ong sy chinh trong viéc diéu hanh cong ty M + C)

2. Keep abreast of sth:nam vitng théng tin, theo sat (You should follow
up the pro;ect file to keep abreast of its progress : Ban can theo déi ho sd
du an d€ nim ving dién tién day)

3. Insight : sang kién (Good insight pays off : Sang kién 16t dua tdi két
qua téo)

4. Trend : chidu huéng (The trend of gold prices is still upwards : Gia
vang con chi¢u huéng dang tang)

5. A mutually rewarding relationship : quan hé ¢6 loi ca ddi bén (It'’s
imperctive that we should apply a mutually rewarding relanonshrp pollcy
loincrease. the sales of our products in foreign markets : biéu quan yeu la
chiing ta cdn phai ap dung chinh sach tuwong quan 6 loi d@ tang s san
pham ctia chung ta ban ra thi truong nudc ngoat)
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0. Keep sth alive ; gi¥ vitng tinh sinh déng {Opening a business is easy
but keeping it alive is not so easy as one thought :Mdra mot hoat déng kinh
doanh thi dé nhung git vitng duge hoat déng dé 1au dai khong dé nhu
nguoi ta tudng dau)

7. To reciprocate ; hd tuong nhau (The seller and the buyer should
reciprocate to gain a mutual profit : Ngudi ban va ngudi mua phai h tuong
nhau dé cung c6 lgi)

8. Open House : tiép khach bat aitgid gidc ndo (The company has a guest
house at a nearby river where they keep open house all summer long : Cong
ty c6 mot nha khach gin séng dé doén khach sudt mua hé)

9. Make a bargain : tinh toan cach nao cho ¢6 lgi (Having scrutinized
Asian markets, Japanese businessmen made a good bargain with themselves
to increase the sales of their electronic devices : Sau khi diéu nghién kv cac
thi trugng chau A, cac nha kinh doanh Nhat Ban da tinh toan chiém lgi thé
nang sd ban cac mat hang dién ti cda ho).
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Resolving conflict in your office

Conflictis hard to avoid whether an office consists of two people or ten
thousand people. However, with your attitude tuned to (1) “positive”, your
value as a problem solver among people has unlimited potential.

It is thought that the following standard sources of conflict are usually
found in the workplace. You should bear them in mind as experiences to
solve each conflict efticiently :

~ Sources of conflict

- An organizalion whose siructure encourages conflict (perhaps by
making workers compelte against cach other for special rewards).

- Aggressive co - workers.

- Competition for resources (i.e. only one computer for three workers),

- Power struggles (i.e. who will head the department).

- Organizational change (people use many tricks (2) to avoid changing
comfortable routines).

- Unresolved previous conflicts (even when the current issue should
present no problems, previous grudges (3) may interfere).

- Differences in facts and assumptions, customs and habits, goals and
expectations, roles, methods and styles.

How to solve...

Anticipating conflict (and knowing its causes as just above listed) is
ane of the best ways of heading off a situation before it erupts. When a
conflict exists, either for you, or among people in your organization, try
using the following “six easy steps of resolution” to maintain a positive
environment.

1. Schedule a meeting with the other party. Decide on a time and place
to sit down and discuss differences. That way you have each made a
gesture toward resolution. Example : Elva, your department bookkeeper,
resists your requests for statistics you need to include in regular reports.
Think about the ideal time and place to meet with her, and say, “We need
to talk about our working relationship and how it can be improved”.
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2. Evaluate the cause. First acknowledge that there is a conflict. (Not
admitting that there’s a problem that makes it worse). Talk non -
Judgmentally (4) about the reasons for your differences.

3. Use "I" messages. Say “I thought vou wanted this”, or “1 heard you to
say that”. In this way, vou'll avoid destructive accusations (5). Here is a
pattern for an “I” message :

[ {leal, react).ceceneens when you (act, do)..........coeveeeeo. which causes
(consequences)

4. Encourage the other person to express his / her [eelings. Ask
questions that draw out what the other person is thinking. Use phrases
like “Iwould like your reaction to what happened”, or “I would like to hear
your reasons”. In the above example, the bookkeeper might say that she
had no idea of the importance of the reports you worked on, or who
needed the figures. She might also point out that you are often late giving
her the information she needs for the report. The idea is to let the other
party know that you are truly listening carefully to his / her opinions.

5. Structure your desired outcome. Negotiate 1 Be sure that you cach
contribute to the “solution” and feel satisfied that it is at least worth
trying. (Notevery problem is going to be solved overnight but progress can
usually be made, even on those that are most difficult). Some people like
Lo write down agreements ; but for most office situations, a handshake
symbolizes mutual respect and agreement to work toward a solution.

0. Evaluate. It's a good idea to set a definite time in the future (a week,
a month, ect.) to evaluate the sclution.

When you successfully negotiate a conflict, using the above guidelines,
you will be amazed at how powerful you feel ! Your ower is not to push other
people around, but to improve communications with those who may have
different views.

Word Study

1. Tuned to :uing xit, hiéu chinh (Salespeople should know how to handle
objection skillfully to tune to the exact needs of their customers : Nhan vién
tiép thi cin biét cach {tng x1t trong moi tinh huéng dé nim dugc ¥ muén
that su cia khach hang).
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2. Trick : muru meo, phinh gat (We need a trick for our commercials to
liquidate our goods in stock : Chung ta cAn quang cao cho thit hip din trén
dai va ti-vi d€ tiéu thu hét sé hang tdn kho ctia chung ta).

3. Grudge : ti hiém, ac cam (Let’s not nurse any grudges among us
colleagues : Gitta ddng nghiép ching ta chd nén giy ti hiém ac cam).

4. Non - judgmentally :mot cach hon nhién vé tw, khong phé phan (Any
reconciliation should be based on non-judgmentally suggested ideas : Moi
¥ kién giai hoa khong nén dua ra ¥ mang tinh phé phan).

5. Destructive accusation : két t0i ham hd (To prevent any possible
destructive accusation of aninnocent person, a scrutiny of the case in detail
is required : DE tranh tinh hudng két (61 ngudi vé can mét cach ham ho,
chiing ta can phai xem xét v viéc lién hé vai diy di moi goc canh chi tiée).
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Relationships in the workplace

Itis casy to assume Lthat your same standards for friendship should be
used for those with whom you work. Wrong ! Work relationships exist for
the purpose of getting jobs done. Whether or not a fellow worker is
someone you would want as a friend has nothing 10 do with whether you
can wark together effectively and efficiently.

Inorganizations you will encounter (1) people who have very different
values or standards from your own. Here are some tips on building good
relationships with all kinds of people :

1. Ask yoursell : what is the purpose of our relationship 7

2. Ask : am | bringing a posilive and open attitude (2) toward this
person ?

3. Ask : whatr are the person’s good qualities ? How are they helpful to
the organization ?

4. If there is an open conflict (3) ask : what can I do to set things
straight ? (Atlitude is more important here than any incident that created
difficuity. There will always be incident that are irritating. The only thing
you have control over is your own attitude toward them !)

Your attitude sets the stage for work (and personal) relationships.
Regardless of what actually happens, you always have the choice of
keeping positive attitude.

Case study : What’s wrong with Richard’s attitude?

Richard is a highly skilled secretary. He always completes his
assignments rapidly and the quality of his work is among the best in the
department. Unfortunately, Richard has a job that requires considerable
interaction (4) with others. He is intolerant of (5) those who do not deliver
the same quality of work he produces, and is not reluctant to express his
opinion. (Example : Your approach is dumb. Let me tell you how it should
be done !) His supervisor is considering changing his assignment because
hisattitude has caused co-workers to seck transfers to other departments.
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Despite his talent, Richard is a victim of his poor human relation skills.
What suggestions would you have for Richard ?

Word study

1. Encounter : duong diu hodc bat than gap phai (f encountered many
difficulties when [ first started this job : Khi méi khéi sy lam cong viéc nay
16i da phai duong dau trude nhiéu van dé nan giai).

2. Positive and open attitude : thai do cdi ma, dat khoat (Sue is really
a hard-to-find professional secrectary; her assisting colleagues is always
positive and open : Sue qua 1a mot ¢é thu ky ¢6 nghiép vu cao, kho kiém,
ludn giup dd cac dong nghiép cia minh rat thang than va céi ma).

3. Open conflict: bat ddng cong khai (a qualified manager should know
how to solve open conflicts among his staff members so as to keep the ball
rolling for the common interest of the company : Ngudi giam dde co kha
nang can biét cach gidi quyét moi bat dong céng khai gitta cac thanh vién
ditu hanh dé gitt vitng hoat déng lién tuc cho quyén Ioi chung ctia cong ty).

4. Considerable interaction : ¢6 nhitu quan hé vdi cac phﬁn vl khac
(Having considerable interaction with other department activities is a good
opportunity for your career consolidation : Trong quan hé 1am viéc ma co
nhicu tiép xuic vot cac phan vu khac 1a mét dip t6t dé cing ¢6 nghiép vu
cuia ban).

5. Intolerant of : cé thai dé phan déi trang tron (Mr. X is obviously
intolerant of criticism, so be careful when you have to talk with him: Ong
X la con ngudi ma ai phé binh 6ng ta 1a bi phan déi ngay, vay ban hay can
trong khi phai trao ddi van dé gi véi ong ta day).
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Nonverbal communication or body
language

This is what others remember about you long after they have forgotten
what you said. It has been proven that 65 % of all communication is
nonverbal.

Think about the following elements and observe the people in your
own office. Then, pledge (1) tha! the rest of your working life, you will
make your nonverbal communication say “professional”.

Handshake - Both men and women should have a firm, steady
handshake! This shows self-confidence (2)and a willingness to
communicate,

Appropriate or inappropriate laughter - This is a very individual trait.
In general, however, it is better to curtail loud horselaughs and foolish
giggling (3) in a business setting. Excessive laughter usually indicates
nervousness,

Facial expressions (4) - “Mugging” and “wild - eyed child” faces grow
tiresome very quickly.

Rate of speech - Slower is better than faster, especially on the
telephone.

Posture (5) - The professional personlooks calm, relaxed, yet ready for
work and challenge. This means standing, sitting, and moving with grace.
Don't slouch, twist, or contort yourself, especially when typing or work
processing (6).

Gestures - These can emphasize your point when appropriate, but too
many gestures can make other people uncomfortable.

Eye contact - Maintain eye contact with the person to whom you are
speaking. If you are sitting, turn around and face the person fully.

Remember that Your image is a picture - a portrait. What you wear, say
and do forms an overall impression. Make yours professional !

I’s pretty obvious that the following are inappropriate in an office
setting, and that you should avoid them to show self-respect to your fellow
workers.
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. Obscene language

. Gum chewing

. Run-down heels, scuffed shoes

. Long personal phone conversations
. Eating at your desk

. Sunglasses

. Clothing mended with safety pins

. Sports outfits

9. Application of make-up, lotions

Word study

1. Pledge: m¥a hen, cam két ( The Government has pledged itself to send
aid to the flood victims in the Mekong Delta : Chinh phu da hita cho gui
phim vt ciu trg nhitng  nan nhan 1G lut tat ving dong béng song Ctru
Long).

2. Self-confidence : niém tu tin (How can you expect to defeat your
opponent without having a least self-confidence under such circum-
stances | Trong nhing trudng hgp nhu vay ma khong c6 mot chit tu tin
nao thi 1am sao ban danh bai déi phuong dugc).

3. Curtail loud horselaughs and foolish giggling : gidm bot nhitng tiéng
cudi 6n ao, v v thite (Let’s keep quiet, will you ? You should not disturb the
lecturer with your horselaughs and foolish giggling like that : Ban vui long
gittim lang chit ? Ban cudi on &o thiéu § thirc nhu vy lam sao dién gid co
thé néi chuyén dugc).

4. Facial expression: nét thé hién trén guong mat (It should be noted that
your facial expressions during the interview may lead to success or
failure - Ban cin luu ¥ nhitng nét thé hién trén guong maét cia ban trong
cude tiép xic c6 thé din t6i thanh cong hoac that bai day).

5. Posture : cung cach dilai, ding ngoi (Poor posture during your long
typing hours will undoubtedly give you backache : Ngoi danh may law hang
gid khong dung tw thé chic chan ban sé bi dau lung thoi.)

6. Word processing : sip xép &n ban dé in (Best quality printing
materials require or largely depend on word-processing skills : Mudn ¢
nhiing tai liéu in &n chét luong doi héi hodc phéi tiy thude phan 16n vao
k¥ nang khéo léo trong viéc sap xép 4n ban dé in).

7. obscene language : ngbn ngd tuc tiu (How can you expect others to
respect you when you always use obscene language in your conversa-
tions ?: Lic nao ban noi chuyén cing day rdy ngon ngit tuc tiu thi lam sao
ngudi khac cé thé kinh trong ban dugc 7).

N U R WNS
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Make yourself look professional

As your professionat skills grow, it is normal for you to see yourself
differently. Your outward appearance and perscnal habits may change,
You are hereinafter provided with some examples of “finishingt ::c%” (1)
thatmake the difference betweena secretary and a professional socretary.

Let’s look professional

The first thing anyone notices about you is how look. We all know, too,
that how we look affects how we feel. Our self-image definitely influences
our attitude. Therefore :

To become a professional success, look like a success... every day you
never have a second chance to make a first impresison.

The specitics of what is in fashion and appropriate vary from place to
place, year by year. But you can always observe professionally-dressed
people in your own office or on the street, making note of styles and colors
which seem appropriate for you. (Also observe those details which label
(2) a person as unprofessional).

Consider how you can use the following elements to enhance the image
you want to project : 1. Simplicity ; 2. Flegance (3) ; 3. Orderliness,

These elements apply to your hairstyle as well as your clothing. Your
clothes make a statement about you : dress the partyou would like to play
in your professional world.

(At this point you may wonder if you have to throw out everything you
now own. Certainly not. But you don’t wear inappropriate clothing to the
office. 1f it turns out that you honestly have only three outfits appropriate
for a professional person in your office, rotate those outfits until you can
add more pieces).

How to sabotage your image
1. Buy cheap clothing,.

2. Wear worn-out or soiled (4) clothing.
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3. Look sloppy (5).

4. Dress too outlandishily (6) and too luringly (7).

5. Emphasize your worst features.

6. Minimize your good physical features.

7. Disregard your grooming (hair not combed, fingernails dirty, etc.).
8. Improperly match and blend items in your wardrobe.

4. Wear inappropriate accessories - things that stand out garishly (8),
such as cheap jewelry.

10. Dress inapproriately for the occasion - casual when you should
appear clegant or vice-versa.

1 1. Dress without any flair (9) - always dull and uninteresting, uninspired,
always the same.

12. Dress inappropriately for your age.

13. Ignore your personal habits {gum chewing, body odor, bad
breath, etc.).

14. Follow the latest fashion trends blindly, obediently and
thoughtlessly.

15. Allow clothing clerks to sell you, rather than serve you.

Word study

1. Finishing touch : chi tiét hoan chinh (Be sure don't forget to put the
finishing touches to your masterpiece before you have it presented to the
publisher : Nha dung quén cac chi tiét hoan chinh kigt tac ctia ban trude
khi gii thiéu véi nha xuét ban day).

2. Label: miéu ta, xép loai (His work is difficult to label accurately: Cong
viéc lam ctia 6ng ta that khé ma déanh gia chinh xac dugc).

3. Elegance : phong cach tao nhd, lich su (Just take a look at Sue’s
elegance in dressing, we could hardly be wrong to say she’s not only
fashionable but also quite modest: NBi nhin vao phong cach an mac tao
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nha, lich swrcia Sue, chung ta c6 thé nhan thay ring 6 ta qua 1a miu nguoi
khong nhing sanh thdi trang ma con rat khiém tén mita).

4. Soil: lam dagban (Though Paulisan easy-going man, he seldom wants
to soil his hands : Tuy la mau nguoi dé dai nhung Paul it khi muén lam gi
phai ban tay).

5. Sloppy : ludm thudém, ciu tha (You'd better not make yourself look
Sloppy, particularly at work : Ban chd nén 16 ra cdu tha, luém thudm, nhét
13 trong khi lam viég),

6. Outlandishly : 16 lang, ky quai (As g receptionist of this big firm, you
should not have such outlandish clothes on while you're on dutv, will
you ?: La tiép vién ctia mor hang lon nhu thé nay, ban khong nén an mic
nhing quan ao ky quai, 16 lang nhu vay trong lic lam nhiem vu day nhé),

7. Luringly : khéu gai (When you handle your customers’ objections, be
sure tg talk with them modestly and persuasively but not luringly: Khi gap
khach hang phan déi, ban nhd noi chuyén voi ho mét cach tix tén va thuyét
phuc chw dimg 8 ¥ quyén ri, kheu gai).

8. Garishly : 16e loet, choi chang (Wearing clothes garishly in the office,

your colleagues might make funofyou, no doubt: Trong van phong maban
méc do 1e loet thi thé nao cac dong nghiép ciia ban cing sé diéu cot day).

9. Flair : khéo tay, nhanh tri (She has a real flair for languages : Co6 1a
hoc ngoai ng rit mau gioi).
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What can success as a professional
secretary do for you ¢

Where are you now ? How can you manage ? (1) your job to best meet
your personal goals (2). First, you have to assess (3) what they are ! It is
hoped that the following questions will get you started. Remember ; be
honest with you self. No else will be affected by your answer but YOU ! So
spend part of your time doing this self-tes, and then you'll know where
are now.

1. Do you have a clear picture of where you are doing with your
professional life (4) during the next five years?

( )yes ( Yno

2. Do others (i.e. your supervisor / subordinates) know about your
plans ?

( )yes { )no

3. Have you set specific targets for your personal life for the next five
vears ?

( )yes ( Yno

4. Do those you count on for support (5) (family, close friends, ect.)
know about these targets ?

( )ves ( )no

5. Are you totally satisfied with the propogress you are making in yohr
professional life ?

( )yes ( Yno
6. Are you satisfied with your life progress ?
(.)yes { Yno

7. Do you have a written method to track your professional
and personal progress 7

( )yes ( )no
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8. Are your underlying values clear and sharp in your mind?
( )yes ( )no

9. Have you written them down ?
{ )ves { Jno

Because an administrative position is usually flexible (6), within
certain limitations, you have the power to make your jeb work for you. You
can test and challenge yourself, and grow professionally and personally.

Many good things can happen once you become a top-flight secretary.
You might tight the following statements greatly professional. Decide
yoursclf to be on the right way to success !

With greater professicnalism I will

- Increase my earnings potential.

- Have opportunities to learn more.

- Positicn myself for promotion.

- Increase myself-contidence.

- Try out my leadership wings.

- Learn and develop human relations skills.
- Have better feellings of self worth.

Remember that there is no evidence that top-flight secretaries have
more ulcers than other employees, because the prof‘essiqnal secretary
generally has more freedom and is trusted with far more authority by his/
her boss. Usually professional secretaries have advantages to develop
new friends and keep the old ones.

Word study

1. manage: chinh don, sp xép (How could you manage to clear up your
backlog in such a shortest period of time ?: Ban lam cach nao ma giai quyét
dugc cong viéc 1t dong cia ban qua nhanh nhu vay ?).
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2. meet one's personal goals : dap ing duge nhing muc dich riéng tw.
(Nothing else but your honesty and preserverance can help you meet your
personal goals: Chi ¢d su chan thatva nhan nai cia ban mdi gitip ban thuc
hién duge nhitng muc dich riéng tu cia minh).

3. assess : danh gia, nhin dinh. (No action can be taken on this
application unless you already get the applicant's qualifications tested :
Pon xin vice nay chira thé quyét dinh néu ban chua cho thi kha nang cia
duong su).

4. professional life: kha nang chuyén mon (Do you have a clear picture
of where you are going with your professional life during the next five
years 7 Ban ¢6 thé hinh dung cu thé sé ting dung kha nang chuyén mén
cta ban vao linh vire nao trong vong 5 nam toi day khéng 7).

5. count on for support: tin tuéng vao su giup dé (Unless your promote
your self-confidence, don't count on anybody else for support : Dung tin
tudng vao su giup do cua bt ctt ai néu ban khong phat huy niém twtin cda
ban}.

6. flexible : linh dong, mém déo, uyén chuyén. (Her flexible language
has been a remarkable behavior that may lead her to higher positionin the
company: Tac phong dang chu ¥ cia ¢d tala cung cach an noi mém mong
nén rat co the cdng ty st dé bat ¢6 ta 1én chirc v cao han).
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The finishing touch for your success...

Needless to say, you should remember that the first thing anyone
notices about you is how you look, and that how you look affects how you
feel, because your personal image is a portrait that reflects your attitude.
It is therefore advisable that the following should be avoided.

1. Don't wear sports clothes even on the days the boss won't be in the
office.

2. Unprofessional clothes are suitable only for your private life NOT for
your office wears.

3. It's not always safe to follow the latest fashion trends. Problems
might arise if you get used to them.

4. Il you are discreet, don't chew gum and / or eat “munchies” at your
desk.

5. A firm handshake with people you daily meet at your workplace
should notbe perfunctorily done. Be sure don't forget that firm handshake
means friendship and cooperation.

6. The faster your rate of speaking, the less businesslike you sound.

7. When speaking to someone, don't look over the person's shoulder
to avoid embarrassment. Eye contact is deemed necessary.

Should you decorate your office 7 Think carefully about this | Do not
bring anything into your work area until you have been with the organization
awhile. Think twice before you install :

1. Too many plants and flowers.
2. A gallery of family snapshots.
3. Children's artworks.

4. Decorations of any kind.

Ask yourself : Do other professionals in this office display personal
items ? What do I want my decorations to say about me ? Do [ want to share
my personal life with everyone who comes into the oftice ?

Sometimes one personal item of yours will be so odd or unusual that
itis the only thing remembered about you. What personal decorations do
you think are appropriate in an office setting ? Use only those that may
arouse common interest.
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Word Study

1. portrait : nét miéu ta (The book contains a fascinating portrait of
President Ho Chi Minh's revolutionary achievements: Noi dung cudn sach
miéu ta nhitng net sang ngoi vé su nghiép cach mang cia Chii tich HH Chi
Minh).

2. reflect credit on somebody :1am nguoi nao noi tiéng (These excellent
results reflect great credit on all our staff: Nhitng thanh qua tuyét vdi nay
tam cho tap the nhan vién chung ta ndi tiéng thém rat nhiéu),

3. trend : chiéu hudng chung (Under the State birth control policy, it
seems to have a growing trend towards smaller families: Duang nhurnhiéu
gia dinh dang co chiéu hudng han ché sinh dé theo chinh sach ké hoach
hda gia dinh cda Nha nudc).

4, discreet : can trong can nhic (Mr. Moe, would you mind letting
me make a few discreet enguiries about this firm before you sign
anything ?: Thura dng Moe, cam phién éng cho phép t6i kin dao tham do
mot it thong tin vé hang nay trudce khi éng ky bat ait vin ban nao dudc
khong 7).

5. munchies : do an nhai nhop nhép luén miéng (It’s really not so
courteous to eat munchies while talking to someone : N6t chuy¢n voi ai do
ma miéng minh et nhai nhép nhép thi qua 1a diéu bat lich su that).

G. perfunctorily : mét cach hai hot, tic trach (This financial statement
is very important, all the figures therein must not be perfunctonly checked,
so be careful, will you ?7: Ban phuc trinh tai chinh nay rat quan trong, ban
phai duyét xét cac sb liéu trong dé that ky ludng, ding hai hot tac trach
déy nhe ?).

7. embarrasment : su boi rdi, quiy ray (That talkative eliow is
undoubtedly an embarrassment to everybody in the office : Ban tinh noi
nhiéu ctia anh ta chic chin la mat su phién ha doi vdi moi ngudi trong van
phdng).

8. «napshot : anh chup (Sue showed me her holiday snapshots taken
with my hand- held Kodak camera yesterday : HOm qua Sue c0 cho 10i xem
nhitng hinh anh vé chuyén di nghi ctia ¢d ta chup béng chiéc may tai nthiéu
Kodak cia toi day).
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Summary check-list for the profes-
sional secretary (1)

Working toward professional excellence, for a secretary, leads in many
direction. The following check-list will help you analyze your job perfor-
mance and set goals for future growth.

When considering my job, I will :

- ldentify how my job fits into the organization as a whole.
- Describe the “service” my office provides.

- Look for ways to do my job more eilectively.

To assess my professional goals and image, I will :

- Determine my carcer goals.

- Begin changing my daily behaviors in oder to achieve professional
growth.

In my role as office manager I will :
- Survey my daily tasks and begin setting priorities.

- Avoid procrastination (1) and dependence on non-existent “catch up”
time.

-Determine several important long-range goals for my office and block
out periods of time to work on them.

- Practice making decisions by considering a variety ol alternatives,
rating them, and then taking action.

- Sct up a system to record work assignments and to get help when
overloaded (2).

- Learn about career-building classes in my area.

- Write letters and memos only alter considering the audience, and the
simplest, quickest way to state the message.
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- Realize that every phone call can deliver quality customer service.

- Plan impromptu (3) speeches by breaking the subject matter into
logical parts, and summarizing main points at the end.

- Create check-lists for planning, evaluating, and following-up after
meetings.

Case study - How to advertise creatively...

The lollowing short conversation between Maoe, the boss, and Sue, his
secretary mayillustrate efficient skills of'a professional secretary at work.
A perusal of it will help you to pick oul creative qualifications you are
louking for.

Moe : Sue, have you finished the letter to be sent to our salesper-
sons ¢

Sue : Yes, here it is. Will you sign it please 7

Moe : {reading)

Dear... :

Are you ready to begin the campaign ? The big day is set for April 3, a
nice spring day for rejuvenation (4).

Please check on the distribution of all materials : window ads, counter
displays, gift samples, brochures, and instruction sheets. 1 suggest you
distribute these a month't advance. It would be more advantageous if we
could set up demonstrations in big department stores. Some cosmeticians
in stores may need special training. They must know what to do and how
to do it. I'm sure you can explain the procedure to them. Remember how
important retail salespersons are to us. [ suggest that you give them
samples for themselves.

From our office here we are sending out circulars and brochures to
special customers. Your efforts plus the help from TV commercials should
make the promotion (5) a success.

If vou need anything, just come up to the office. We are ready to heip
you in any way we can.

Sincerely yours, L. Moe
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That's splendid, Sue. I believe you've included al} the important points.
Now piease get off a short note to cosmetic supervisors of stores on our
list. Inform them that our pecple will soon visit them and will explain all
about our new product. Enclose some information. Convey a personal
touch: We have to sell the idea to them if they are to sell our product. Ity
to arouse their enthusiasm. '

To build good working relationships I will

-See office relationships as a chance to listen to and learn about a wide
variety of other people.

- Practice expressing my own opinions and decisions in a -friendly,
positive manner.

- Build a network of helpful colleague, both inside and outside my
organization, who could contribute to my success.

- Recognize that conflict occurs whenever people work together and
pratice discussing and resolving issues as they arise.

- Arrange my work schedule to best meet my manager’'s needs,
remaining flexible (6) enough to accommodate (7) unexpected changes.

To complete my professional image I will

- Choose clothing and accessories that are appropriate for profession-
als in my office,

- Be concious of {8) my nonverbal communications - i.e. posture, eye

contact, personal habits-keep them in tune with (9) the rest of my image.

- Assess the appearance of my work area and see it as an extension of
my professional portrait.

My personal action and plan commitment (10) to positive change

The best intentions in the world lead nowhere unless they are put into
aclion (11). By completing the series of secretarial performance articles
published in this magazine, you have said “yes” to careet growth. The next
step is putting your plans into writing and setting up time schedute.

Using the foregoing Summary Check-list select three “I will” state-
ments which would help you perform your job in a more professional
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manner. Then, after each statement, write how you will fulfill vour
goal (12), and one (or more) steps you could take tomorrow to hegin.

(Example : I will set up a system of record work assignments and to get
help when overloaded. Possible methods : I will purchase a notebook,
setting up columns for the dates, the assignment, their project time
requirements (13), and their due dates. Then [ will discuss the usefulness
of the notebook with my manager, and suggest ways of obtaining
assistance when needed. What can | do tomorrow : Purchase the
notebook, set up the columns, possibly have the discussion with my
manager).

Your goals
I 1 O SOOI .

TOMOITOW T WL oottt s res bt ee s s sae s s e aesas e smmensaeens .

Word study

L. procrastination :1ang phi thoi gian (Procrastination is the thief of time
(prov.);: Lang phi thoi gian déng nghia véi &n cap thai gian).

2. overload : qua tai (Elva's work is so overloaded that she can hardly
finish it on time: Cong viéc cia Elva qua nhiéu, c6 ra kho ma hoan tit dung
thoi han dugc).

3. impromptu : thiéu chuan bi san sang (Unless you're well prepared for
the speech, don't speak impromptu, will you ?: Néu chuta chudn bi dién van
san sang thi ding co cuong au diy nhé).

4. rejuvenation : gitt dugc nét tré trung (Spring is coming, it's time for
us young ladies to renew our spirits, to feel young and happy, that iste keep
our rejuvenation as longer as possible : Xuan lai vé, thai gian ma phu nit
tré chiing ta phai nghi téi viéc lam tuoi mat lai tdm hon d€ givt dugc nhing
nét tré trung cia ching ta lau hon). -

5. promotion : quang cao nhiam ban duoc nhiéu san pham (Advertising
is often the most éffective method of promotion : Quang cao thuong la
phuong cach gidi thiéu mat hang hitu hiéu nhav.



Tiéng Anh trong hoat déng kinh doanh - 362

6. flexible : uyén chuyén, dé thich ing véi moi tinh hudng (Our sales
department is being badly in need of qualified and [lexible sales veps to get
our new products broadly expanded to other areas : Khau tiép thi cia
chung t6i hién rat can nhitng nhin vién tiép thi giau kha nang va biét ung
xit uyén chuyén dé mé rong viéc ban cac san phdm mdi cia hang ra cac
ving khac). '

7. accommodate : dap ung ( TV must accommodate many different
tastes: Hoat déng truyén hinh phai dap tng duge nhiéu sd thich khiac nhau
cia khan thinh gia).

8. be concioius of 1 cam nhan, y thue dugc (Are you concious of how
people will regard such behavior?: Ban ¢o cam nhin dwoc ngudi ta sé danh
gia tac phong do nhu thé nao chan ?).

9. in tune with : pha hop voi {Whatever your are working on seems to
be not in tune with the company's policy. I'm afraid : TOi e ring viéc ban
dang lam dudng nhu khéng phi hgp voi duong 16i cda cong ty day).

10. Commitment to: hita hen, cam két (We're looking for someone with
a real sense of commitment to the job : Chung 16i dang cin ngudi that su
thich lam viéc nay). '

11. put into action : thitc hién (f believe it'll be a good idea if we pul this
plan into action: Theo t8i, néu chung ta thuc hién phuong annay thi ciing
rit tot day).

L2. fulfill one’s goal : hoan thanh muc dich, thda dap ( The company has
{ulfill some stiff production goals this year: Namnay cong ty di hoan thanh
dugc motL so chi titu san xuit cao).

13. project time requirement : thdi gian du tinh can thiét. (This order
must be fulfilled according to the projected time requirement; otherwise we
might have to suffer great losses ar last : Ban dit hang nay bat budc phai
hoan thanh ding thdi gian du kién ; néu khéng thi chung cudc chic la
chung ta phai chiu 16 nhiéu day).
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External correspondence : the letter

Like memos, business letters vary in length and formality. Seme are
actually brief notes, whereas others extend over several pages. Letters
might be written to strangers or to friends who happen to be business
associates (1), 'They might be general or specific, argumentative (2) or
informative (3), friendly or impersonal {4). Since they allow writers to
present themscelves and their organizations to outsiders with whom they
wish to do business, letiers serve an important public relations role. A
letter's husinesslike format is as important as its clear prose style and
coherent organization.

Business letters have the following basic elements :

Heading : the writer's full address and the date appear here. The
writer's name should not beincluded in the heading, because it will appear
at the end of the letter. Stationery (5) with a letterhead may include the
address. I so, type the date two spaces beneath the letterhead, against the
Jeft margin. If you need to type the entire heading, place it just to the right
ol center.

Inside address: this includes the recipient’s name, title or department,
organization, and address. Place the inside address two spaces beneath
the dare, against the left margin.

Salutation: this politely addresses the recipient by title and last name.
The titles Mr., Mrs., and Dr. may be abbreviated, but Professor and Colonel
may not. Ms. is generally preferred for women whether they are married
or not, unless they go by another title. Do not use first names. When you
do not know the name of the person you should direct your letter to, you
may write to an organization by using one of these alternatives :

Dear Personnel Director :  To whom it may concern :
Dear Sir or Madam : Attention : Parts Department
Dear Apple Computer :

Use a colon rather than a comma after the salutationin formal business
letters.
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Body : begin the text of your letter two spaces beneath the salutation,
Single - space within paragraphs and double-space between them. Do not
indent (6) paragraphs.

Complimentary closing : two spaces beneath the body of the letter,
begin the closing. Place it either against the left margin or aligned with the
heading, just to the right of center. Standard closings include :

Sincerely, ~ Cordially,
Sincerely yours, Best regards,
Yours sincerely,
Capitalize only the letter of the first word, and end with a comma.

Leave four lines after the complimentary closing for the writer's
signature. Beneath the signature, type the writer’s full name. You may
place the writer’s title or department below the typed name.

Special notations : these indicate the following information :

Anyone receiving a copy Attachments

cc : Thomas F.Howell ' att. : Cost Estirnate
Enclosures Author and typist
enc. : Brochure NVH : hh

Additional pages : letters should be centered on the page. Any
additional pages should have at least two lines of the body of the letter ;
do not begin a new page with the complimentary closing.

Additional pages should not be typed on letterhead stationery. In the
upper left corner should be a three-line heading that includes the
recipient’s name, the page number, and the date.

Business Letter Formats : there are essentially three formats for the
business letter : block, modified block, and indention. The first sample
letter is a job application letter. The modified block format fits the

formality of the letter. The second example, a less formal letter requesting
merchandise from a magazine advertisement, is in the indention format.
Although business letters are normally typed, informal letters requesting
merchandise may be handwritten.
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415 Oakhurst Drive
Los Angeles, CA 90024
April 8, 1994

Ms Clara Dean

Personnel Manager ,
Robinson's

357 Main Street

[.os Angeles, CA 950030

Dear Ms Dean,

I am interested in a summer position with Robinson’s. When I finish
college, I hope to become a buyer with a southern California retail store.
If vou have any openings this summer for an assistant buyer or manage-
ment trainee, 1 would like to be considered for the position.

I have had experience in retail sales and recently had a college
internship in retail management with the May Company. During my
internship, | learned about mechandising and display. My responsibilities
included preparing and presenting progress reports at sales meetings and
designing several displays myself. Other details of my experience and
education are on the enclosed résumé.

I will be available for full-time employment after July 12, but would be
able to work part-time before then. I will phone you next week to see if an
appointment might be set up and look forward.to talking with you then.

Sincerely yours,
Helene Thompson

Enc. : Résumeé.
415 Oakhurst Drive

Los Angeles, CA 90024
November 12, 1994

Sales Department

Banana Republic Travel and Safari Co.

Department 430

224 Grant Avenue

San Francisco, CA 94108

(Attention : Sales Department)

Please send me a Hooded Bush Vest, size M, and your catalog as
advertised in The New Republic.
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I am enclosing a check for $46.11 :

vest $39.00
calalog 1.00
shipping 3.50
$43.50
sales tax 2.6]
$46.11

Please ship this merchandise to the address shown above.
Sincerely vours,
Helene Thompson

Word study

L. Business associate : ngudi cong tac lam an (A director general of a
large orqamzan(m should have a certain number of busmus associates in
hisor her staff: Tong giam déc mot cosd kinh doanh ldn ¢in phai céd nhitng
ngudi chng tac lam an trong bd may diéu hanh ciia minh).

2, Argumentative: thich tranh lun (Sue, you'd beiter advise Frank not
to be so argumentative but manage to win the cosmetics - supply contract
at the bidders' meeting tomorrow; we need this contract, don't you
know 7: Co6 Sue nay, t0t hon ¢d nén gop v véi Frank ding co tranh luan
nhiéu ma phai khéo léo lam sao danh dugc hop d()ng, cung cdp my pham
tai bum hop cac nha thiu cung cap ngay mai day. Co <o biét ring ching
ta cin c6 hop dbng nay khong 7).

3. Informative : co day du théng tin cin thiét (We hope you customers
will find this “How to use cosmetics effectively” handbook of our company
informative : Céng ty chung t6i wdc mong cudn cam nang chi din cach sit
dung my phim nay sé mang dén quy khach déy du cac thong tin cin thiét).

4. Impersonal: lanhlung (Giving people time to gel to know one another
will make the meeting less impersonal : Tao cho moi ngudi co dip tim hiéu
nhau sé giy duge khong khi chan hoa trong budt hop hany.

5. Stationery:van phong pham (Elva, if you need best quah’ry stationery,
Just call the stationer's across from our office, OK ?: Elva a, néu ¢6 ¢can van
phong pham thugng hang et dién thoai cho tiém ban van phong pham déi
dién sd minh nheé).

6. Indent : thut dau dong vao trong (For this important letter, please
indent the first line of each paragraph, Ms. Nga: Pau hang ciia méi doan
trong van thu quan trong nay nh¢ danh thut vao trong, ¢d6 Nga nhé).
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Let’s avoid using wordy phrases in
business correspondence |

When writing, it should be noted that many phrases are wordy because
they use several words where one would do. You are no doubt familiar
with many of these phrases : due to the fact for because, in the not too
distant future for soon, in close proximity to for near. As stock phrases, .
they come readily to mind ; consequently, we use them without considering
how well or poorly they express our ideas. Here is a list ol the most
common wordy phrases and possible single - word alternatives :

In view of the [act that for why, the reason for for since, for the reason
that, this is why, inasmuch as, in light of the fact that, on the ground that
lor for, despite the fact that for though, regardiess of the fact that, not
withstanding the fact that for although, as regards for regarding, in
reference to for about, concerning the matter of, wherc is concerned, with
respect to for concerning, it is necessary that for must, there is a need for,
it is important that for should, has the ability to, is able to, has the capacity
for, isin a position tofor can, on the subject of tor on/aboult, [or Lhe purpose
of for to, make contact with for meet, as amatter of fact for actually, aware
of the fact that for know, to the effect that for that, the way in which for
how, in the event that for if/when...

When you are editing or revising your writing, make a point to look for
wordy phrases for which you can substitute single- word alternalives.

The following examples will show you can make your writing more
effective by changing wordy phrases to single - word alternatives.

1. She left the company (on accounts of the fact that/because) (it was
necessary for her/she had) 1o run another business ol her own.

2. (In the event that/1f) you happen to (be in agreement/agree) with me
during (the course of) the meeting, please speak out.

3. (Despite the fact that/Although) 1 was not prepared, I could manage
to hanlde the customer’s objeclion about the late shipment of her order.
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4. Until (such time as) I have the opportunity to help with this problem,
1 will have to cope with it mysel!,

5. (In the not too distant future/soon,). city people must all (become
aware of the fact/know) that (there is a need for them to/they should) stop
burning firecrackers.

Word study

L. Stock phrases : nhitng tir ngit quen dung, sin nhé (Elva, apply the
rules of the “4C's" clarity, conciseness, courtesy, correctness - in all the
business correspondence you write. Imean you should avoid using trite and
wordy phrases to make your writing readable : Elva nay hay ap dung cong
thirc 4C- mach lac, sic tich, lich s, chinh xac - khi viét cac van thu giao
dich. Toi muén noi rang co nén tranh dung cac to ng regm ra quen dung
day).

2. Alternative : diéu tuy y lua chon (You may have the alternative of
working as Mr. Moe’s receptionist or staying in your applied position as
switchboard operation, Ms. Nga: Co dugc tuy ¥ lva chon lam tiép vién cho
0ng Moe hodc lam dién thoai vién 16ng dai nhw co da xin ddy, c6 Nga a).

3. Make a point : luu v (Gen, make a point to proofread Mr. Moe's
interoffice memo before vou submit to him for signature: Gen a, nhd doc
lai van ban nhéc nhd ndi bo cia ong Moe giii cac phong trudc khi trinh 6ng
dy ky ddy nhé).
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Punctuation, a supreme role in your
writing | (1)

Surely there is one supreme role : that punctuation (b6 d4u phan ciu
chiét tw) is best which best serves to make writing subtle, supple, delicate,
nuanced and efficient (Iam cho vin phong xuc tich, uyén chuyén, sic sao,
nhay bén). Of course you can write using only periods and commas for
punctuation. You can cook using only salt and pepper for seasoning (dé
gia vi). But why do it when there are so many seasonings pleasing to a
mature palate (khau vi thich thu).

This series illustrates the uses of punctuation marks. By giving
sentences from prominent published writers (nhiing nha van tén tuéi) for
both examples and exercises, we hope to show the full range of possibilities
for punctuation in contemporary writing (van phong duong thai). If you
study the examples carefully, you will gain understanding of how to use
each punctuation mark in your own writing. Besides learning how to use
punctuation correctly, you will see how it can be used to write new kinds

ol sentences.

Period - Periods are used to mark the end of declarative sentences.

I wish I owned a couple of acres of land now, in which case I would not
be writing autobiographies for a living. (Gia gi ma bay gid toi co dugc
chumg mot mau dat thi 1o dau con phai viét iy thuat tidu st dé kiém séng
mta).(Mark Twain)

Periods are used to mark the end of indirect questions.

Not Junior asked Susanna whether she wanted any more pancakes ?

But Juinor asked Susanna whether she wanted any morc pancakes
{banh b&t chién dep).

Periods are used with most abbreviations.

Titles (tudc vi) : Mr., Capt., Hon. (Honor/Honorable : danh vi ton

xung), Ms.
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Degrees (bang cap) : B.A., Ph.D., M.D., B.Sc.

States{cacbang): Calif., N.Y., Tex. (But not in postal abbreviations - CA,
NY, TX).

Months (cac thang) : Sept., Oct., Nov., Dec.

Names (tén ho) : T.S. Eliot, John F. O’Kane

Other uses (cach khac : St. (duong), Ave. (dai 19}, B.C. {trudc cong lich).

If a sentence ends with an abbreviation, one period marks both the
abbreviation and the end of the sentence.

Please give me a wake-up call at 6:00 A.M. (Xin vui long goi dién thiic
(61 vio lde 6 gid sang nhé). :

Notice that some abbreviations and most acronyms(nhiing ty téng hop
cdc mau ty dau cia méi chit - vi du nhw UNESCO L4 i téng hop clia cum tiy
United Nations Educational, Scientific and Cultural Organization: To chiic
Gido duc, Khoahoc va Van hoa Lién Hiép Quéc - donot have periods. Check

a dictionary if you are not certain about a particular abbreviation or
acronym.

mph (mile per hour : dim Anh/gid), ft (foot/feet : b0 Anh, khodng 30
cm)

I'AQ (Food and Agriculture Organization - of the United Nations : TG
chire Luong Nong Lién Hiép Qudc).

SRVN (Socialist Republic of Vietnam : Cong hoa Xa hoi Chu nghia Viét
Nam)

UNICEF (United Nations Children’s Fund {formerly United Nations
International Children's Emergency : Quy Bao trg Nhi déng quéc td).

How to use question marks (?)
Question marks are used after direct questions.

Can you count half of Herzog and a third of Moby Dick as one book ?
Gerald Nachman (Ban 6 cho rang mét nita cudn Herzog va mét phin ba
cuén Moby Dick hgp thanh mét cuén chung duoc khéng ?)

Would you feel better as someone else ? Alice Walker (Ban ¢o cdm thay
dé chiu hon nhu ngudi khic khong ?)
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Indirect questions and courteous requests do not require a question
mark.

Holly asked how to get to La Jolla Cove. {Holly ¢é héi cach di tdi ving
vinh nho La Jolla roi).

Wwill all of you please line up on the other side ol the net (Xin mgi tat
cd quy vi vui long xép hang & phia bén kia chiéc ludi nay).

Questions marks are used (10 nole a question about the accuracy of a
preceding word of ligure.

Socrates (470 ?-399 B.C.), the Greek philosopher and teacher, was
condemned to death for his unpopular ideas. (Socrates (470?-399 trudc
cong lich), nha triét hoc va nha giao ngudi Hy Lap, dd bj két an ¥ hinh vi
nhitng tu twdng di biét).

Question marks should not be used 10 express irony (diéu trd tréu,
chua cay, mia mai) or sarcasm (15i ché nhao chuachai).

Not Max's funny (?) comments spoiled the birthday party. (Lai binh
ludn hai hude ky quac cda Max da lam cho bita tiéc sinh nhit mat y nghia).

ButMax's clumsy attempts at humor spoiled the party. (Nhitng c6 ging
iy vui nhon mot cach vung vé cia Max da lam cho bita tiéc mat v nghia).

Exclamation point (1)

- Exclamation points are used to show strong emotion (cam xiic manh)
or unusual emphasis.

Call an ambulance ! (Goi xe ctu thuong dil)

Billy Joe challenged his opponent to step out of the hall ! (Billy Joe thach
thite ddi thy cda anh ta budc ra khéi phong dai sénh 1)

Ellipsis (...)

- Ellipses arc three spaced periods that are used to indicate omissions
within guotations.

In his classic essay on James Fenimore Cooper’s prose style, Mark
Twain reminds us that “... an author’s way of setting forth his matter is
called his style...”
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(Trong bai tiéu luan cia Max Twain ndi vé van phong cia James
Fenimore Cooper, Mark Twain da nhac nhd chiing ta ring “... cach md dau
tac pham clia mot tac gid dugce goi 1a van phong cda tac gia dé...”

The ellipses indicate that the writer is using only part of Twain's
sentence. Notice that th: final ellipsis includes an extra period to conclude
the writer's own sentence.

Somtimes ellipses are used to show dramatic pauses(nhing chd nging
nham gdy cam xiic manbh) in a sentence.

His dying words were, “The murderer was...” (Trong liic hap héi 6ng ta
da thét ra, “tén sat nhan do 1a...").
Comma (,)

The comma is the most frequently used internal mark of punctuation.
It has a great many functions - from sepa-rating the day and year in a date
to marking divisions between clauses and phrases. This section uses
examples from the works of established writers (nhitng rntha vdn tén tudi)
to illustrate the main uses of the comma.

Commas are used with full dates {month, day, and year) but may be
omitted with partial dates (month and year).

And it was only on July 4, 1962, that the seven Mercury astronauts
moved ta Houston. Tom Wolfe. (Va dling vao ngay 4 thang 7, 1962, bay phi
hanh gia vit tru cta phi thuyén Mercury da t6i thanh phd Houston. Tom
Wolfe).

In June 1983 Willie Scott decided to give New York a try. (Thang 6, 1983
willie Scott da quyét dinh dén New York thit thoi van).

Commas are required between most of the elements in place names
(dia danh) and addresses. {The one exception is between state and zip
code).

Ho Chi Minh City, Vietham

Miami, Dade County, Florida

Language College, Van Lang University, HCMC
5625 Waverly Avenue, La Jolla, California 92037
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In a complete sentence, acomma must follow the last element of place
names or addresses.

He shot himself twice, once in the chest and then in the head, in a police
station in Washington, D.C., with the cop looking on, Red Smith. (Ong tada
tu bdn minh hai phat, mot phat vao nguc va phat thit hai vao dau, tai mot
bot canh sat ¢ thi dd Washington trude su bang quan ding nhin ciia mot
canh sat vién tai d6. Red Smith).

Now lct’s insert any commas necded with dates, place names, and
addresses in the following sentences:

1. The earthquake of October 9 1871 whose epicenter was near
Wilmington Delaware delivered what for this area was the most intense
earth shock in historical times. John McPhee (Commas in this sentence
should be inserted to read : The earthquake of October 9, 1871, whose
epicenter was near Wilmington Delaware, delivered what, for this area,
was the most intense earth shock in historical times. john McPhee. {Tran
ddéng datngay 9 thang 10, 1871 khdi phat it tam dia chin gin Wilmington
Delawarela tran dong dat khdcligt nhat trong lich st tai viing dét nay. John
McPhee).

2. Onthe morning of June 5 1962 the Queen Elizabeth brought my wife
and me from Cherbourg to New York for the film premiére of Lolita.
Viadimir Nabokov (Commas in this sentence should be inserted to read: On
the morning of June 5, 1962, the Queen Elizabeth brought my wife and me
from Cherbourg to New York, for the film premiére of Lolita. Viadimir
Nabokov. (Vao sang ngay 5 thang 6, 1962, con tau Queen Clizabeth da chg
v chong toi 1 Cherbourg dén New York, d€ xem cuén phim Lolita trinh
chiéu 1an diu tién. Vladimir Nabokov).

Commas are used before coordinating conjunctions (and, but, for, yet,
so, or, and nor) that connect two indepen-dent clauses.

T u:ed to help him with his grammar and spelling after class, and he
paid me back by lending me his battered collection of French postcards.
Edward Rivera. (Trudc kia toi thudng giup anh ta hoc vian pham va chinh
td sau gid hoc § trudng, va dap lai anh ta cho t6i mugn bo suu tap buu thiép
¢l xia cia Phap. Edward Rivera).
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Construction of the breakwater alone would take four vears and four
million manhours, bui numerous endeavors of far-reaching complexity
had to be initiated first. John McPhee. (Chi riéng viéc xay dung biic tudng
chén song da mat t6i bon nam va bén triéu gic céng lao déng, huéng chi
con bict bao nhiéu chuyén phiic tap nan giai doi héi phii cé gang khdi su
thue hién triede nita. John McPhee).

Week after week and year after year the performance never changed,
yetldon't remember anyone's ever remarking on her sincerity or readiness
to sing. Maya Angelou. (Hét tnan nay sang tuan khac va hét nam nay sang
nam khac vin chi mét viéc trinh dién khong thay d6i. tuy nhién 6i khong
nhd dudc xem ¢o ai do chu v tdi swbén bi tip luyén clia ¢6 ta dé san sang
dién hat chang. Maya Angelou).

Now let’s underline the coordinating conjunctions and insert a comma
in the right place in the following sentences:

1. Children have never been very good at listening to their elders but
they have never [ailed (o imitate them. James Baldwin (A comma should
be inserted before the coordinating conjunction but in this sentence to
read : Children have never been very good at listening to their elders, but
they have never failed to imitate. James Baldwin, (Tré em xua nay von
chang bao #idbiét ngoan ngoan nghe 1di nguwdi lon, nhung bat chude nguai
16n thi chung diu ¢é thua. James Baldwin).

2. The Closerie des Lilas was the nearest good café when we lived in the
{lat over the sawmill at 113 rue Notre-Dame-des-Champs and it was one
of the best cafés in Paris. Ernest Hemingway. (In this sentence, a comma
should be inserted before the coordinating conjunction and to read : The
Closerie des Lilas was the nearest good café when we lived in the flat over
the sawmill at 113 rue Notre-Dame-des-Champs, and it was one of the best
cafés in Paris. (H61 ching t6i & trong can hé trén nha may cua tai s6 113
dudng Notre-Dame-des-Champs ¢6 tiém ca-phé ngon gan nha nhit, tiém
Closerie des Lilas, va tiém nay 1a mdt trong nhitng tiém ca-phé ngen nhét
& Paris. Frnest Hemingway).

3. People put up with less rockiness in a marriage now and the
opportunity to dissolve a bad marriage in a rather easy fashion tips plenty
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of marriages that are not nearly at all that bad into court. Edward
Hoagland. (In this sentence, a comma should be inserted before the
coordinating conjunction and to read : People put up with less rockiness in
a marriage now, and the opportunity to dissolve a bad marviage in a rather
easy fashion tips plenty of marriages that are not nearly at all that bad into
court. (Ngdy nay trong hon nhan ngudi ta it chiu dung su lung lay dé va
han, va ¢ hoi dé gidi quyét mét cude hon nhan bat hoa kha dé dang nhu
vay lam cho nhi¢u cap v chong dua nhau ra toa chi vi nhitng bat déng nhd
nhat. Ldward Hoagland).

Some very brief independent clauses may nol require a comma. We
deckeved and then we made a deal. Red Smith. (Sau khi ¢O ké thém bat
chung t6i da dat tdi gia thoa thuin. Red Smith).

Thave seen the future and I'm tived of it. Gevald Nachman. (T6i dd nhin
~thay twong lai va cam thay chan nan. (Gerald Nachman).

I one or both of the independent clause have internal punctuations
(especially commas), the writer might choose to separate the two clauses
with a semicolon and a coordinating conjunction so that the reader can
castly see the main division in the sentence.

Genelically, we are nearly indentical to mankind [ifty thousand years
ago ; and some of us delight in the continuity represented by this, while
others may be appalled. Edward Hoaland. (Vé phuang dién di truyén, con
nguoi chung ta gin gidng loai ngudi cach day 50 ngannam ; vamét so trong
chiing ta thich biéu hién nay tiép tuc, con nhitng ngudi khac lai cdm thay
kinh sg. Edward Hoaland).

A final note on using commas with coordinating conjunctions 1o join
independent clauses : remember that coordinating conjunctions are also
used to join many other sentence elements - modifiers (words or phrases),
subjects, verbs, or complements. Rarely is a comma uscd before the
conjunction in these cases, for it would separate closely ralated sentence
elements, interrupts the rhythm (sy nhip nhang) of the sentence, and
confuse the reader. Consider the following two sentences, for example.

The sun is high and hot. John McPhee. (Mat trdi thi cao va nong. John
McPhee).
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The conventional view of this time was that all species were immutable
and that each had been individually and separately created by God. David
Attenborough on Charles Darwin. (Theo cich nhin théng thudng cia thoi
dai 6ng ta thi moi ching loai déu mang tinh khong bién dang va mdi chiing
loai riéng biét déu do thuong dé tao ra. David Attenborough viét trong
Charles Darwin).

Cammas are used to separate two or more items in a series, including
the last two items when thay are joined by a coordinating conjunction.

Broad-canopied green, orange, purple, and red umbrelias shield produce
from the sun. John McPhee. (Nh@tng chiéc du tan rong mau xanh, cam, tim
va dé déu co tac dung che ching. John McPhee).

He appeared at our door in big-city pants, a floral-print shirt, and
oxblood shoes. Edward Rivera. (Anh ta xuat hién trude aita nha ching t8i,
mac chiéc quan dao phé, 4o so-mi in hoa, va mang déi giay mau huyét bo.
Edward Rivera).

Sometimes writers will usc aseries that has no coordinating conjunction
between the last two ilems.

Now she stops, turns, glowers. John McPhee. (Bdy gid ba ta khung lai,
quay ngudi, nhin cham chim mét cach gian dit. John McPhee).

Now let’s insert commas as necessary to separate items in series in the
following sentences.

Meteorologists were commissioned to make detailed portraits of New
Jersey’s caastal temperatures humidity precipitation fogs thunderstorms
tornado potentialities and “probable maximum hurricanes”. John McPhee.
(Commas 10 be inserted : Meteorologists were cornmissioned to make
detailed portraits of New Jersey's coastal temperatures, humidity
precipitation, fogs, thunderstorms, tornado potentialities, and “probable
maximum hurricanes”. John McPhee) - Cac chuyén vién khi tuong da dugc
dy nhiém trinh bay chi tiét vé khi hau viing duyén haii bang New Jersey, vé
d6 am, vé suong mu, mwa bio sdm sél, vé tiém nang cia nhig tran cudng
phong, va vé “nhiing tran bao td & cip manh nhat”. John McPhee),

Maplesare turning carmine and coral beech trees bronze and biackberry
leaves wine-dark. Edward Hoagland. {Comma to be inserted : Maples are
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turning carmine, and coral beech trees bronze, and blackberry leaves
wine-dark. Edward Hoagland - Nhiéu cay phong dang lam thay déi mau sic
dd tia va mau san ho clia nhitng 14 cay sdi sang mau déng dé, va nhitng 1a
déu den sang mau ruou chat ddm. Edward Hoagland).

She had na confidence in books written in English paid almost nothing
for them and sold them for a small and quick profit. Ernest [lemingway on
Sylvia Beach. (Commas to be inserted : She had no confidence in books
writlenin English, paid almost nothing for them, and sold them for a small
and quick profit. Ernest Hemingway on Sylvia Beach. - Ba ta khong tin
tudng vao nhing cudn sach viét bang tiéng Anh, gin nhi khong hé bé tién
ra mua nhitng sach do, va dem ban nhitng sach do dé mau kiém chut it tién.
Ernest Hemingway viét trong Sylvia Beach).

Commas are not required if the items in the series are all joined by
coordinating conjunctions.

I'd like to be considered good and honest and veasonably accurate. Red
Smith on sports writing. (Tdi mudn dudc ngudi ta danh gia t6i la con ngudi
luong thién va ding dén phai chang. Red Smith viét trong cac bai bao vé
thé thao).

Fremont Street is lined with shops peddling cheap clothes and hideous
souvenirs and zircon rings and pornography. A. Alvarez. (Doc phd
Fremont trai dai nhitng tiém ban 1é quan 4o ré tién va nhitng do luu niém
thd kéch x4u xi cling vdi nhiing vong da xam duc va tranh anh sach bao
doi truy. A. Alvarez).

Some writers omit the comma before the final item of the series if the
item is preceded by a conjunction. This omission is acceptable if it does
not cause any confusion. To avoid possible misreadings, however, itis a
good idea not to omit this comma.

JTwould hold my laugh, bite my tongue, grit my teeth and seriously erase
even Lhe touch of a smile from my face. Maya Angelou. (C6 thé 16i $¢ nin
cudi, cin ludi, nghién rang va nghiém nghi khong dé 19 nét vui cudindo trén
guong mat cia téi. Maya Angelou).
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Business correspondence

I. Introduction

Ourmodest ambitionin this article is to provideyou with general grasp
of business correspondence ; its style and requisite rules are applicable
to daily work though we know thatin “today's jobs” your stylistic and even
grammatical mistakes are sometimes treated with tolerance by our
“today's employers”. Anyway, a format and required layout (1) should be
strictly conformed to.

II. Letter format
Consider the following sample letters :
1. Flanagan's Department Store
12207 Sunset Strip
Los Angeles, California 91417
.June 7,19 ...
. Ketchum Collection Agency
1867 Hollywood Boulevard

e NS

Los Angeles, California 91401

4. Attention : Ms Terry Roberts

5. Gentlemen and Ladies :

6. Subject : Mr. Gary Daniels, Account / 63 112 093

we would like to turn over to your services the account of Mr. Gary

Daniel, 444 1 Natick Avenue, Sherman Oaks, California 91418. The balance
on Mr Daniel’s account, $ 829,95, is now 120 days past due ; (2) and,
although we have sent him four statements and five letters, we have been
unable to collect his debt. (3)

7. Mr. Daniels is employed by West Coast Furniture Showrooms,
Inc.

He banks (4) at the Natick Avenue branch of Third Nationai City
Bank and has been a customer of ours for four years. We have enclosed
his file for your reference.

e alE
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We are confident that we can rely on Ketchum as we have in the
past. Please let us know if there is any [urther information with which we
can furnish you.

8. Sincerely yours,

9. Flanagan's department store

10. Martha Fayman Credit Manager

11. Mf/wg

12. Enclosure

13. cc Mr. Norman Hyman

HI. Parts of the letter

1. Letterhead : This, of course, is printed and supplied by your
emplover ; it is uscd only for the first page of a letter.

2. Dateline : The date on which the letter is being prepared is typed
a few lines below the letterhead.

3. Inside address : The address of your reader is typed as it will
appear on the envelope.

4. Attention line : This is not always required ; it should be used
when the letter is addressed 10 a company or organization as a whole, but

you want it to be handled by a specific individual at the company or within
the organization. It should be underlined or typed in capitals.

5. Salutation: While “Dear Sir”, “Dear Madam”, “Dear Madam or Sir”,
«“Gentlement”, “Gentlemen and Ladies”, are acceptable in cases of extreme
formality, you should otherwise use an invidual's name whenever it is
known. When the reader's name is not known, the person's title is the next
best term in a salutation.

6. Subject line : Like the attention line, this is often omitted, but its
inclusion is a courtesy to your reader. By alerting him to the content of
your message, you enable him to decide whether the letter requires
immediate attention. It should be underlined or typed in capitals.

7. Body : This is the actual message of your letter.

8. Complimentary closing : This is a polite, formal way to end a
letter. Standard forms are “Yours truly”, “Sincerely yours”, “Respectfully
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yours”, etc., ... Excessively familiar closings should be avoided, except in
special situations. “Best wishes”, for example, could be used when the
reader is well known to you. Expressions such as “Fondly” or “Love”
should, obviously, be reserved for private correspondence.

9. Company signature : Another item often omitted from less
formal correspondence, it should be used when the signer of the letter is
writing as a spokesperson for the company, not as anindividual. Since this
information appearsinthe letterhead, some companies omit it altogether.

10. Signer identification: Typed four lines below the previous item
1o allow space for the signature, this includes the signer's name and
relevant titles.

1 1. Reference initials : consisting of the signer’s initials in capitals
tollowed by a slash or colon followed by the typist's lowercase initials, this
item serves as a reminder of who prepared the letler.

12. Enclosure reminder : Consisting of the word “enclosurc”; or the
word “enclosure” followed by alist of the enclosed items, this is a pratical
courtesy lo preventyour reader trom discarding (5) inportant matter with
the envelope.

13. “CC” notation : Also a courtesy, this tells the reader who has
been sent a carbon copy of the letter.

Vocabulary

1. Layout : b8 cuc, bd wi. 2. 120 days past due : qua han 120 ngay.
3. collect his debt : thu hdina. 4. to bank: ma tai khoan. 5. to discard: thai,
bé.
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How to organize letters

When planning your writing or dictating, you should strive for an
outline that will serve the composer inmuch the same way as a blue-print
serves a builder or a map serves a traveler. When the goal is to produce
a map or blue-print, thought procedes action. The same is true of
outlining. Before the first point of an outline is listed, the following
questions should be answered :

1. What will be the central idea of the message ?
2. What will be the most likely reader reaction to the message ?

3. In view of the predicted reader reaction, should the central idea he
listed first in the outline or should it be listed as one of the last items ?

To answer the first question, think about the reason for writing. Is the
purpose to get information, to answer a question, to accept an offer, to
deny arequest, etc. ? Or, if the letter were condensed into a one-sentence
telegram, that senltence would be the central idea.

Toanswer the second question (predicted reader reaction ask “If Iwere
the one receiving the message | am preparing to send, what would my
reaction be 7 ",

Because you would react with pleasure to good news and displeasure
to bad news, you can reasonably assume that readers’ reaction would be
similar. Recall the twin goals of a communicator, clarity and human
relations. By considering anticipated reader reaction, a writer facilitates
achievement of the second goal. Almost every letter will fit into one of four
categories of anticipated reader reaction : (1) pleasure, (2) displeasure, (3)
inferest but neither pleasure nor displeasure, or (4) no interest.

The answer to the third question (whether to place the central ideas at
the beginning or the end) depends on the answer to the second question
(readers’ reaction). If the reader can be expected to be pleased (category
1} or interested (category 3), begin with the main idea and follow with
details. If the reader can be expected to be displeased {category 2) or not
interested (category 4}, let details precede the main idea.
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Because letters in categories 1 and 3 employ the same sequence-of-
idea pattern they can be grouped in the same category. Letters in category
1 are referred to as “good news” letters, in category 3, “routine” letters,
as depicted in the following lines, both outlines follow a deductive
arragement the major idea is presented first, followed by supporting
details. In both, the third point (closing thought) may be omitted without
seriously impairing etfectiveness ; but including it unifies a letter and

avoids abruptness.

Good-news Deductive Routine
Letter Pattern Letter
Pleasantidea @ -smeeees Rig important idea
Details or . Details or
explanations ~ -eeemeeeee- explanations
Closing Closing
thought oo thought

By following this plan, we gain several advantages :

1. We can write the first sentence with very little hesitation ; and once
pasl the first sentence, we can follow easily with the details.

2. We have a beginning at likely to attract attention.

3. In good-news-letters, we put readers, in a pleasant frame of mind
right at the start ; in this state, they are receptive to details of the
correspondence.

4. We may save time for readers; once they get the important idca, they
can move rapidly through the supporting details.

This basic planis applicable in several business-writing problems : (1)
routine claim letters, (2) routine requests, (3) routine requests related to
credit matters.

In conclusion, an outline is a prerequisite condition for any well-
presented essay or letter ; otherwise, our essays or letters are merely a

melting pot of words.
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Vocabulary
L. Blue-print : ban thiét ké chi tiét trong xdy dung (ban vé thi cong)

2. Outline : dan bai, b6 cuc.

- An outline for an essay : bé cuc cho mét bai tidu luan
\ 3. Twin goal : muc tiéu kép.
| 4. Anticipate : mong doi, du kién.
- Anticipated reader reaction : phan ting du kién cia doc gia.
5. Sequence-of-idea pattern : cach $ap xép theo trinh 'y tudng.

6. Deductive: theo 10i dién dich ; deduction (n) Inductive - theo 16i qui
nap.

7. To impair : lam hu hai.
He has impaired his health by over work.

8. frame of mind : tam trang
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The order letter

A. Order letters

Order letters create one half of a contract. They constitute the offer
portion of a contract that is fulfilled when the shipper sends the goods,
thereby creating the acceptance part of the contract, Therefore, if we
seriously want to receive shipment, we should make our order letter a
definite offer. The outline for order letters is deductive :

1. Use order language in the first sentence. Say “Please ship”, "I order”,
or use some other suitable tanguage that assures the seller of the desire
to buy. Avoid phrases like “I'm interested”, “I'd like to..” or similar
indefinite statements.

2. Carefully detail the items ordered. Be specific by mentioning catalog
numbers, prices, colors, sizes, and all the other information that will
enable the seller to fill the order promptly and without the need for further
correspondence.

3. Include a payment plan and shipping instructions. Remember that
the shipperis free to ship by the normal method in the absence ol specific
instructions from the buyer. Tell when, where, and how the order is to be
shipped.

4. Close the letter with a confident expectation of delivery.

In large companies, the normal procedure is to use purchase order
form for ordering.

‘The most important thing we can do as customers is to make sure our
order letter or form is complete in every detail.

B. Favorable response to ovder letters

When customers place an order for merchandise, they expect to get
exactly what they ordered as quickly as possible. For most orders, we can
-acknowledge by shipping. No letter is necessary. But for initial orders or
for orders we carmot fill quickly and precisely, we need to send letters of
acknowledgement. Senders of initial orders like to know that they are
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going to receive what they ordered, they like 1o know their business is
appreciated, and they need some information about the firm with which
they are beginning a business relationship. If a regular customers’s order
1s not being filled immediately, some form of' explanationis expected. The
explanation usually takes the form of a duplicated or printed sheet,
similar to this :

Dear Customer :

We appreciate your order for...

You should receive it within... days.

Sincerely yours,

Forms like this arc often sent as a matter of routine when orders can
be filled immediately but will require considerable time in transit.

Although the form is Impersonal, it is appreciated because it
acknowledges the order and lets the customer have some idea of its
disposition.

C. Some don’t’s in habit of making letters

1. Begins with a cliché “Thank youforyour order which we are very glad
to have”,

2. Says to this customer the same thing that has been said already to
thousands of customers. “We extend to yOu a sincere welcome to our ever
growing list of satisfied customers”.

3.Sounds exaggerated and, thus, insincere. *We were delighted to send
you a dozen Sure - Alarm clock radios”.

4. Presents information that should have been presented earlier. “They
were shipped by express today”.

5. Includes an unsupportable statement of certainty. “We are sure you
will find our firm a good one with which to deal and that our electronic
units are unmatched in quality”.

6. States the obvious. “Our latest price list is enclosed”.
7. Ends with a cliché. “Thank you for your patronage”.

Is this letter good enough to increase business ? Let’s see how the same
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letter sounds when it confirms shipment of goods in the first sentences,
includes concretes resale on the product and business establishment, and
climinates business jargon.

1. "A dozen Sure Alarm clock radios were shipped by Fastway air -
express today”, Sufficiently implies that the order has been received and
filled. Refers to specific merchandise shipped and reveals method of
shipment.

2.“Thered ticket attached to each unit explains how the wake-up alarm
works perfectly - even if the clectric power fails”. Points out a specific
quality of the merchandise (uses resale).

3. “See the enclosed folder for price lists and form for ordering
additionat radios or other high quality electric units”. Implies expectation
of additional orders. Relers to enclosures without using an entire sentence
to reveal their presence. Mentions related merchandise (uses sales
promotional materrial) :

Vocabulary

L. Payment plan : ké hoach, phuong thitc thanh toan.

2. To ship : van chuyén (hang hoa).
Shipping Co. : cong ty hang hai.
Shipper : ngudi gdi hang (ngudi ban).
Shipping advice : thong bao gdi hang (dudng bién).
(Shipped) bill of lading : van don (da béc hang).
Shipping documents : ching 1 gdi hing.
Shipping instructions : yéu cau (chi thi ve viéc van chuyén).
Shipment : su xép hang xudng tau.
Instalment shipment / partial shipment : giao hang ting phar.
3. An order : dan dat hang (purchase order).

To place an order : dat hang.
Order form : mau don dat hang.

4. 7o purchase : mua.

To purchase on credit : mua tra cham.
Purchasing power : sic mua.

5. Letter of acknowledgement : thu xac nhan.
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The claim letier

A claim letter is a request for an adjustment. When writers ask for
something to which they think they are entitled {a refund, replacement,
exchange, payment fordamages, and soon) theletteriscalled aclaimletter.

These reqguests can be divided into two groups : routine claims and
persuasive claims. Persuasive claims assume that the request will be
granted only after explanations and persuasive arguments have been
presented. Routine claim (possibly becausc of guarantees, warranties, or
other contractual conditions} assume that the request will be granted
quickly and willingly, without persuasion.

Vocabulary

1. Claim : sut kKhiéu nai, yéu sach, thinh cau.

(Bdo hiém) : yéu cAu cia ngudi bao hiém déi véi co quan bao hicm vé
vige bdi thudng theo ché db (bdo hidm).

- To claim payment of a debt / of damages / of the sum insured : Yéu
cAu thanh toan cong no / thanh toan tén hai / thanh toan sé tién bao hiém.

Claim book : s& gop ¥ (ghi cac khiéu nai).

2. Guarantee: subo dam, bao hanh, cam két cia nha san xudt vé phiam
chit san pham cia minh trong mot thoi gian nhat dinh.

(Dong nghia : Guaranty, warranty ; maker’s guaranlee ; surely}.
- This TV is guaranteed for one year.

Performance guarantee : st bdo dam thyc hién, hop déng (dudi hinh
thitc ky quy trude 1y 5 % dén 10 % gia tri hop dong).

3. Warranty : su bao ching, bao dam.

- One magic element often makes the choice easier for customers : the
word “Warranty”. (Mot yéu t6 day ma luc thuong khién ngudi mua cam
thay dé dang hon trong viéc lya chon 1a t ngit Bao hanh).

(Investment Review - 10 Oct 93).
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- Warranty - key factor to sales success is under question. (Bao hanh -
yéu té then chdt dé kinh doanh thang loi dang bi hoai nghi).

Without warranty : (hang ban roi) mién déi lai, hay khiéu nai.

* (Luat) : didu khodn thi yéu ciia hop dong.

4. To be entitled : c6 quyén.

- If vou fqil three times, you are not entitled to try any more. (Néu ban
that bai ba lan, ban s¢ khong dugc phép thit lai thém lan nia).

5. Promaotion: Acti\fities aimed to increase the demand of for a product.
(N h,&ng hoat déng nham diy manh viéc gia ting nhu cAu vé mot loai san
pham).

Sales promotion : tac nghiép khuyén mai.

- The sales promotion can be carried out by all useful methods such
as : powerful advertising ; personal persuasion of possible customers by
visit, phone or Ietrepj ; exhibil*ion.}‘, displays ; Fompet{tion for prices ; free
samples. (Viéc khuyén mai c6 the thuce hién bang nhicu phuong phép hitu
hiéu nhu : quang cao manh mé, thuyét phuc ca nhan khach hang bang viéc
tham héi, dién thoai hay thu wt; trién 1am, trung bay va canh tranh gia cd,
bang viéc tang khéng hang mau...).

6. Legitimate : hgp phap.

- Public funds should be used for legitimate purposes. (Cong quy chinén
sit dung cho nhitng muc dich hop phap}.

7. Well-worn : (sentence) : (cdu...) dugc st dung phiéu 1an.

8. To grant : déng v cap cho hay cho phép.

- He was granted a pension (Ngudi ta da cdp huu béng cho ong ay).

Grant (Luat) : Thfz formal trapsfer of ownership of land. (Viéc chuyén
giao chinh thitc quyén sd hitu dat dai).

(Tai chinh) : A sum of money given by the government for a particular
purpose. (SH tién do Nha nudc trg cap cho mét muc tiéu dac tha nao do).

Student’s grant : trg cap sinh vién.

Capital grant : trg cAp ngan sach (& Anh Quéc) cia chinh quyén Trung
wong cho dia phuong nhim thite hién mét du an da duge chip thudn,
thudng 1a Jam dudng moi, hé théng chiéu sang via he.

9. Corrective measure : bién phap suta sai.
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Writing about the unpleasant

Wwriting bad news is more difficult than writing good news. The
difficulty is not in clarity; it is in human relations. Just as good news is
accompanied with detail, bad news is accompanied with supporting detail
(relations, explanations). If the bad news is presented in the first sentence,
the reaction is likely to be negative : “They never gave me a tair chance”,
“That’s unfair”, “This just can't be”, having made a value judgment on
reading the first sentence, readers are naturally a bit reluctant to change
their minds before the last sentence - even though the intervening
sentences present a valid basis f'or doing so. Having been disappointed by
theidea contained in the first sentence, readers are tempted to concentrate
on reluting {instead of understanding) supporting details.

From the writer's point of the view, details that support a refusal are
very important. If the supporting details are understood and believed, the
message may be readily accepted and good business relationships
preserved. Because the reasons behind the bad news are so important, the
wriler needs to organize the message in such a way as to emphasize the
reasons. The chances of getting the reader to understand the reasons are
much better before the bad news is presented than after the bad news is
presented. If presented afterward, reasons may not even be read.

People who are refused want to know why. To them (and to the person
doing the refusing) the reasons are vital; they must be transmitted and
reccived. The process is simplified if the writer employs the {ollowing
outline :

1. Begin with a neutral statement that leads to the reasons {or refusing
the request.

2. Present the facts, an analysis, and the reasons for refusal.

3. State the refusal.

4. Chosewith arelatedidea thatshifts emphasis away from the refusal.

How “no”is said really does affect a writer’simage. An effective refusal

can be transmitted without using the negative, For example, consider this
question: “Will you go with me to this afternoon’s baseball game ?”.



393 . Tiéng Anh irong hoat dong kinh doanh

Words used message conveyed

Answer A) No, ] won’t. (Direct) Invitation rejected.

B) I wish I could. (Indirect) Invitation rejected.

C) I must get my work done. ( **) Invitation rejected.

D) If | skipped work, I'd lose my job (*%) Invitation rejected.

[} I'm a football an. (*%) Invitation rejected.

For most people, an indirect statement ol refusal is sufficiently clear.
Especially when sound reasons precede it, most people expect the refusal.
However, if you think your reader will not understand the refusal until it
is stated directly, go ahead and state directly. For example, after starting
“I' wish I could go”, vou could add “But 1 can’t”. On most cascs, the twin
goals of clarity and human relations can be achieved without adding the
extra words.

The inductive outline is recommended for most letters that convey bad
news (as refusals usually do). Keep this point in mind: Your intent is to
learn the techniques available 1o you in accomplishing the goals of your
message, :

Normally, those goals are to present a clear message, and to present
it with sufficient ract to preserve the business relationship.

Vocabulary

1. Supporting details : nhimg chi tiét minh hoa, b0 sung.

2. A fair chance : mot cd hdi cong bang.

- Our educational system must offer fair chances to all students. (H¢
théng gido duc cia chung ta phai tao nhitng cd hgi cong bing cho moi hoc
sinh).

3. Judgement : phan doan, nhan xeét.

- In my judgement, the plan is ill conceived. (Theo ¥ kién t6i, ké hoach
nay thieu chin chan).

(Luat) : Phan quyét cia toa an.

- The court has still to pass judgement in this case. (Toa con phai théng
qua bdn an vé vu nay).
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4. To intervene : can thiép, can trd.

- The peasants in Phu Yen should have [inished harvesting, but a
dramatic storm intervened. (L& ra thi cac noéng dan & Phu Yén da thu hoach
xong, nhung mét tran bao tham khdc dd ngin can ho).

- The Trade Union has to intervene in disputes between employers and
employees. (Cong doan phai can thiép vao cudc tranh chap gitta chi va
ngudi lam).

- Some politicians protestzd against the armed intervention by the
country in the affairs of another. (Mot s6 chinh khach phan dbi viéc can
thiép vil trang ctia qudc gia vao cong viéc mdt quoc gia khao).

5. To tempt: Loi cudn ; To be tempted to: bi cam db, quyén ri.

- He was templed into a life of crime by greed and laziness. (Han dé sa
nga vao mot cude ddi 16i 16i vi long tham va si ludi biéng).

A reasonable tax policy will surely tempt foreigners into doing business
with VIETNAM.
G. To refute : bac hd ; Refutation (danh 1),

- The insurance co. refuted his claim due to insufficient evidences. (Cong
ty bao hiém da bac khiéu nai cda han vi thiéu chung ly.

7. Sound (reason}): {1y do) xac dang, viing chic...

- Many foreign investors are looking for sound business firms (doanh
nghiép dang tin cay) to be their partness.

8. Intent : Y dinh, muc dich.
9. Tact: Su khéo léo trong tng xit.

- Being a sussessful businessman, he showed great tact in dealing with
tricky situations. (La m6t doanh nhiin thanh dat, éng ta da ching 10 taitng
X1t tuy@t vai trong nhitng tinh hudng ngat nghéo).
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Memorandums

Qualities of Memorandums

To provide business with the functions described, memorandums
must have the Tollowing qualities :

1. Orderliness.

2. Logical organization.

3. Natural, informal writing style.

4. Graphic support when necessary.

The [irst two qualities will be carefully mentioned hercebelow :
Orderliness

The quality of orderliness in memorandums is a product of the
traditional headings used in their preparation. Sometime in the distant
past, someone came up with the following introductory items for me-
morandums :

Date:

To:

From:

Suhject :

When these items are filled in, orderliness permits easy filing reference,
the reader’s immediate recognition of the writer (not possible withregular
letters, where the name of the writer is at the end), and establishment of
the subject before the reader comes to the content. The quality of
orderliness is something like standardization of automobile parts and of
one-size-fits-all hosiery. When everyone in the organization uses the
standard memorandum format, uniformity is achieved ; the memorandum
hecomes a part of the business routine.

Logical Organization

The inductive-deductive or indirect-direct planning approaches apply
to memorandum writing as well as letter writing. Both plans dre logical,
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so the writer does have a choice and may planin terms of reader reaction.

"However, because the memo is an internal communication tool, the direct

approachis most common. Because members of a corporation frequently
write sensitive messages, they should consider the reader’s feelings as
well as the organization's morale, and so apply good human relations
techniques to their writing.

Because this memoradum makes use of a standard “subject line” the
inductive plan used for bad-news messages is relatively ineffective. If the
subject line indicates bad news will follow, the purpose of inductive
writing is defeated. Fortunately most memorandums do not carry
information pertaining to personal feelings and therefore can be planned
deductively.

Are subject lines necessary ?

As the first thing the reader sees, the subject line is a critical part of
the memorandum. The subject line tells the reader what the following
message is about and sets the stage for the reader to understand the
message better. If you, as the memo writer, think through the reasons for
the message and the purpose you hope to achieve, you should be able to
write a good subject line. On the other hand, if you are unable to phrase
the subject clearly, you probably won't be able to write your message
clearly. Try these suggestions for preparing subject lines :

1. Make the subject line as lengthy as necessary to do the job. Some
people tend to look at subject lines as though they were titles of books and
s0 try to make them as short as possible. If, for example, your subject is
the report of a meeting “Report of Meeting” is a poor subject line. “Report
of June” 10 meeting on the relocation of Plant X” is a better subject lines
provide information helpful to the clerks.

2. Take a suggestion from newpaper writers : Think of the five W's to
give you some clues for good subject lines : Who, What, When, Where, and
Why. Key words help in the development of good subject.

3. Even though you may write a complete subject line, you should not
assume the reader will remember it while reading your memorandum.
Opening sentences should not include wording such as “This is...” and.
“The above-mentioned subject... “The body of the memorandum should
be a complete thought in itself and should not rely on the subject line for
elaboration a good opening sentence might very well be a repetition of
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most of the subject line. Even if the subject lines were omitted, the
memorandum should still be clear, logical, and complete.

4, Keyboard the subject line in all-capital letters for added emphasis.

Vocabulary

I. Proximity : St gan gai, than can.

The café benefits from its proximity to several cinemas.

2. To characierize : m6 1a dac trung.

- The beautiful secretary chavacterizes her boss as capricious and
stingy. {C6 thu ky xinh dep phac hoa tinh cich 6ng chi nhu 1a mot ké that
thudng va ban tién).

3. Memorandum (S6 nhiéu Memoranda/ memorandums, viét Uit
Memo/ Mem.)

a. Ban thdng bao khdng chinh thic trong van phong, xi nghiép.

b. Ban bao cao ngin vé mot thuong vy, mot su viée hay mot budi déi
thoai.

) Memorgndum of understanding (M.O.U;) Ban ghi nha ky két gitta cac
d6i tac nham ghi nhan nhitng cam két budi dau.

Memorandum of association : Diéu 1é thanh 1ap ¢ong ty ¢ Anh-qudc
M.O.A. dugc gdi dén van phong dang ky Cong Ty (Resistrar of Companies)
nham xin giay phép thanh lap (Certificate of Incorporation}.

Memorandum of deposit : van ban ma ngudi thé chip c6 phiéu, va bat
ky tai sén nao vao ngan hang dé vay muon, phai ky.

4, Distortion : Su xuyén tac, hop méo.

- The interpreter was accused of having intqntionally distorfed the
workers’ opinion (Ngudi théng dich hibudc toi da co y xuyéntacykiencong
nhéan).

5. One-Size-Fit-All : ¢@ nao cing vita.

6. Morale : Trang thai tinh than, nhiét tinh.

To affect, boost, raise, lower, undermine sb’s morale. (tac dong dén,
thie day, nang ¢ao, ha thip, 1am hao moén tinh than cia ai).

7. Elaboration : Su chi tiét hoa, trau chudt, cong phu.

- T'he elaborations of your plan are requested to provide. (Ban cin phai
- cung cAp nhitng chi tiét cia ké hoach).
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