000 0O, tushu007.com
<OQO00d0O0mn>>

gobooo

O00<<0ODOoDoogs>>
1300 ISBNUO O 0 9787305086755
1000 ISBNO 10 [0 7305086754
0udoon2012-1
gooooboooogooao
goooo

000163

guooobobbogooooopbrbbbggoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



000 0O, tushu007.com
<OQO00d0O0mn>>

goon

gboo20o0o0gobooboo.- bogboooboobooobuoobbooobooboboon
goooooo
gobbobbbuodgooobobobbuodoogobobobbooooooobobboougg
gobbobbougooogobobo
gobbobobbudgogobboobbioooguobbooobbooooooooooo
gobbobbboogoobobobbodoooobooboboogo
gobboobbboogogobbobbidoodobobobboooooobobobbooga
U

Page 2



000 0O, tushu007.com
<OO00Ogdods>>

good

Chapter 1 Typing ElementsC] 0 00 O O O 1.1 The Main Pointsand FingeringD O O O O OO 0O O O O O Part
One Warming-upPart Two English Touch SystemJ [0 [0 [0 [0 [0 O O Part Three Correct Typing Posture[d [ [
0 OO O O O Part Four Basic Fingering Practice] [0 [0 [0 00 0 O O 1.2 Basic Terms and Letter Format[] [1 [ [J
000000 O Part One Warming-upPart Two Sample LettersC] 0 0 O O O O O Chapter 2

Memos, Telephone Messages,Minutesand Reports 0 0 0 0 0 000 0O0OOOOOOO 2.1 Memos O O
[ Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge2.2 Telephone Messages(] [0 [
O O O Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge2.3 Minutesc [0 [0 [

[ Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge2.4 ReportsC] (I (I I Part One
Warming-upPart Two Audio typingPart Three Relevant KnowledgeChapter 3 Business Negotiation [0 [0 [1 [
[ 3.1 Invitation and Establishment of Business Relationshipst] [0 [0 [0 00 00 0 O O O O O Part One
Warming-upPart Two Audio-typingPart Three Relevant Knowledge3.2 Inquires and Repliest] (O [0 OJ [0 [0 [J Part
One Warming-upPart Two Audio-typingPart Three Relevant Knowledge3.3 Offer and Counter-offer(] [0 [J [0 [J
O O Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge3.4 OrdersC] O O [J Part One
Warming-upPart Two Audio-typingPart Three Relevant KnowledgeChapter 4 Business Credit] [ 00 00 0 0 4.1
Payment [0 [0 O Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge4.2 Delivery [
O O Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge4.3 After-sale Servicell O [ [J
0 [0 Part One Warming-upPart Two Audio-typingPart Three Relevant Knowledge4.4 Contracts and Agreements
000000 O Part One Warming-upPart Two Audio-typingPart Three Relevant KnowledgeChapter 5
Secretary. Tourism and JournalismO O 0O O O O O O O 0O 5.1 Secretary[d O [0 [0 Part One Warming-upPart
Two Audio-typingPart Three Relevant Knowledge5.2 Tourism [ O [0 Part One Warming-up O Chapter 6
Conference,Interview,Speech] O OO O O O O O O O References

Page 3



000 0O, tushu007.com
<OQO00d0O0mn>>

goon
gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 4



