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Module 1 IntroductionJ [J O [J Part 0 The Structure of a Business Letterd] O 0 0 0 O 0O O O Part 0 The
Layout of a Business Letter(] 0 [0 [0 O [0 O [0 O Part [0 Business Letter-Writingll 0 0 0 0 0 O O O Part O
Sentencest] O O OO 0 O Part O Linkaged [0 [0 00 O O Module 2 Establishing Business Relations] 00 O O [ [
O O Part 0 Writing Techniques OO O O [0 [0 Part 0 Received Letterst] Repliesd] O 0 0 0O O O Case 10 O O
0 O Case 200 O O O O Part O English for Reference] 0 0 O O O Part O Practical Writingd O O O O [0 Part
O Linkage(d 00 O O O O Module 3 Promotiond O O O Part 0 Writing Techniquesd O O O O O Part O
Received Letters(] Replies] [0 0 0 0 O O Case 10 0O 0O 0O O Case 200 0 O O O Part O English for Referenced
0000 0O Part O Practical WritingD O O O O O Part O Linkaged OO O O O O Module 4 Enquiries and
Quotations[] O 0 O O O O Part O Writing Techniquest [0 OO O O O Part [0 Received Letters [1 Replies] [
O0000OCaseld d 00O Case 200 O O O O Part O English for Referenceld O OO O O O Part O Practical
WritingD O O O O O Part O LinkageD OO O 0O O O Module 5 Offers and Counteroffers(] [0 00 0 0 O [ Part
O Writing Techniquest [0 O O O 0O Part 1 Received Letterst] RepliesD) O O 0 O 0O O Case 10 0 0O O

0 Case 200 00 O O O Part 0 English for Referenceld O O O O O Part O Practical WritingD O O O O O Part [
Linkaged 0 OO O O O Module 6 Order] O O [J Part 0 Writing TechniquesC) O O [0 0 O Part 0 Received
LetterstJ Repliesd O O 0 0 0O O Case 100 0 0O 0O O Case 20 U O O O Part O English for Referencel O O O
O O Part 0 Practical Writingll O O O O O Part O LinkageJ O O O O 00 Module 7 Payment] O O [J Part [J
Writing Techniques [0 00 O O [J Part [0 Received LetterstJ RepliesT] O O O 0 0 O Case 10 O 0 O [J Case 2
00000 Part O English for Referencel O O [0 O [ Part [ Practical Writing[d [0 0 O O O Part [0 Linkage
00000 DO Module 8 Creditd O O O O Part O Writing Techniquest O O [0 [0 [J Part [0 Received Letters
ORepliess 000000 Caseld 0000 Case200 O O O O Part O English for Referencel 0 00 O O

O Part [0 Practical Writingd O O O OO O Part O Linkage[d 00 00 O O O Module 9 Packingd O O I Part (I
Writing Techniquesd [0 [0 [0 0O O Part [0 Received Letters(] Repliest] [J O [0 00 [0 0O Case 10 O O O [0 Case 2
0000 0O Part O English for Reference O O [0 O [ Part O Practical Writing[d [0 0 O O O Part [0 Linkage
00O 0O O O Module 10 Insuranceld [0 [0 00 Part 0 Writing Techniquesd 00 00 O O O Part [0 Received Letters
0 Repliesd 000000 Caseld 00O 0O O Case20 O O O O Part O English for Referenced O O O O

0 Part [ Practical Writingll [ 00 [0 0 [ Part 0 Linkage OO 00 OO0 OO OO Module 11 Shipment O O O Part O
Writing Techniquest] [0 [0 [0 OO [0 Part [0 Received LettersC] Repliest] [ [ [0 [0 O O Case 10 0O [0 [0 [0 Case 2
0000 0O Part 0 English for Referencel O [0 [0 OO [J Part [ Practical Writing[d [0 00 00 O O Part 0 Linkage
00000 O Module 12 Complaints and Claimsd O O [0 O [0 O Part 0 Writing TechniquesO O 00 0 O

0 Part 0 Received Letterst RepliesT] 0 O 0O 0 0O O Case 10 0 O O O Case 200 O O O O Part O English for
Reference} O O 00 O O Part O Practical Writingd O 00 O O O Part 0 Linkage U 0 O O 0 Module 13
Agencyl O O O Part 0 Writing Techniques OO O [0 [0 OJ Part 0 Received Letters] Repliesd] O O O O O

O Case 10 0 00O Case20) O O O O Part O English for Referencel] U [0 O O O Part O Practical Writing[
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00 O In reply to your letter of 31 August, 2009 inquiring about the packing of our Trip ScissorsC1 0 O O O O , we
state as follows:[J [J Our export Trip Scissors are packed in boxes of one dozen each, 100 boxes to a car- ton. The
dimensions of the carton are as follows: 17 cm high, 30 cm wide and 50 cm long with a volumell 00 [ O of about
0. 026 cubic meters. The gross weight is 23.5 kg. The net weight is 22.5 kg. As to the shipping marks outside the
carton, in addition to the gross, net weight and tare, the words "MADE IN THE PEOPLES REPUBLIC OF
CHINA" is also stenciled on the package. Should you have any special preference in this respect, please let us know
and we will meet yourd [ need to the best of our ability.[] [ We would like to take this opportunity to inform
you that we used to pack our scissors in wooden cases but after several trial shipments m carton packing, we found
our cartl] [ ns were as seaworthy[] [ [0 [J [J O O as wooden cases. Additionally, cartons are less expensive,
lighter and cost lower freight. Recently, there has been a huge demand from our clients for carton packing to
wooden case packing. We believe that you will agree this method of packing will be more profitable and
cost-efficient for your company.
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