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O OO O O O Chapter Oneld Business Letter Writing1.1 Essential Writing Principles of Business Letters1.2 Main
Sections in a Business Letter1.3 Writing of Each Section and Their Respective Positions in a Business Letter1.4 The
Layout of The Above 10 Sections in a Business Letter 1.5 Different Styles of Business Letters 1.6 Writing
EnvelopesExercises [1 [0 [0 00 00 0 O O O O O Chapter Twol Establishing Business Relations2.1 Relevant
Knowledge about Establishing Business Relations 2.2 Outlines for Relevant Letters2.3 Specimen Letters Useful
Sentences and ExpressionsExercises 0 [0 [0 00 O 0O O O O O O Chapter Threed Enquiries and Reply3.1
Introduction to Enquiries3.2 Outlines for Relevant Letters3.3 Specimen Letters Useful Sentences and
ExpressionsExercisest] (O O 00 0O 0O O O O O Chapter FourDd Offers 4.1 Relevant Knowledge about Offers 4.2
The Outline for Offer Letters4.3 Specimen Letters Useful Sentences and ExpressionsExercises [1 [ [0 [ [ [0

[0 Chapter Five[d Counteroffers and Reply5.1 Introduction to Counteroffers5.2 Outlines for Relevant Letterss.3
Specimen Letters Useful Sentences and ExpressionsExercises [ [1 [0 O O O O O O O Chapter Six] Orders and
Reply6.1 Relevant Knowledge about Orders6.2 Outlines for Relevant Letters6.3 Specimen Letters Useful Sentences
and ExpressionsExercises U [0 00 0 O O O O O O Chapter Seven[ SalesC] Purchase Confirmation 7.1
Background Knowledge about Salest] Purchase Confirmation7.2 Relevant Knowledge about Sales[] Purchase
Contracts7.3 The Outline for Letters to Confirm Sales or Purchase7.4 Specimen Letters 7.5 Specimen Contracts
and ConfirmationsUseful Sentences and ExpressionsExercises J U 0 00 0 O 0 O O O O O O Chapter Eight

[J Terms of Payment8.1 Modes of Payment in International Trade8.2 7he Outline for Letters Negotiating 7erms of
Payment8.3 Specimen Letters Useful Sentences and ExpressionsExercises [1 [1 [0 [0 00 0 O O O Chapter Nine

[0 Urging Establishment of L1 Cs 9.1 Relevant Knowledge about LT Cs9.2 Urging the Establishment of L[] Cs9.3
The Outline for Letters to Urge Establishment of L1 Cs9.4 Specimen Letters Useful Sentences and
ExpressionsExercises [1 [0 00 O O O O O O O Chapter Ten[] Requesting Amendments to and Extension of L

[0 Cs10.1 Relevant Background Knowledge10.2 Outlines for Relevant Letters10.3 Specimen LettersUseful
Sentences and ExpressionsExercises(] [0 [0 00 0 0 O O O O O O Chapter Elevend Packing11.1 Background
Knowledge about Packing11.2 Outlines for Relevant Letters11.3 Specimen LettersUseful Sentences and
ExpressionsExercisest] O O O O O O Chapter Twelve[d Shipment12.1 Basic Knowledge about Shipment12.2
Outlines for Relevant Letters12.3 Specimen LettersUseful Sentences and ExpressionsExercisesC] [1 [1 (1 [ I

(I Chapter Thirteend Insurance 13.1 Relevant Knowledge about Insurance 13.2 Risk Coverage for Marine Cargo
TranSponation13.3 Outlines for Relevant Letters13.4 Specimen LettersUseful Sentences and ExpressionsExercises
00000 O O Chapter Fourteen[J Complaints.Claims and Settlement 14.1 Relevant Knowledge about
Complaints and Claims 14.2 Writing Letters of Complaints or Claims14.3 Writing Replies to Claim Letters14.4
Specimen LettersUseful Sentences and ExpressionsExercises (1 11 01 0 0 O 0O O O O O O O Chapter Fifteen

[ Selling Agency15.1 Relevant Knowledge about Selling Agency15.2 Introduction to Agency Agreements15.3
Outlines for Letters Concerned with Selling Agency15.4 Specimen Letters15.5 Specimen Agency Agreements
Useful Sentences and ExpressionsExercises O [J [0 00 [0 O O 0O O Chapter Sixteen[] International Business
Contracts[] Agreements16.1 Language Features of International Business Contractst] Agreements16.2 Categories
of International Business Contract16.3 The Structure of International Business Contracts] Agreements16.4
Specimen Contracts or AgreementsUseful Sentences and ExpressionsExercises 1 0 0 0 00O O OO0 OO
(1 Chapter Seventeen[] Invitation for Bids and Bid 17.1 Introduction to Bid[J] Tender 17.2 ClassifiCation Of
International Bids 17.3 7he General Procedures of Bidding17.4 Specimen Letters17.5 Specimen Invitation for Bids
[ Call for Tenders 17.6 Specimen Bids[] Tenders Useful Sentences and ExpressionsExercises D O 0 O O O 0O O
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