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Unit 1 Basic Principles of Business English WritingModule 1 Basic Principles of Business English WritingModule 2
Some Features of Business Engligh WritingsUnit 2 Some Mind Sets about Business Letters and FaxesModule 1
ABC about Writing of Business LettersModule 2 ABC about Drawing up FaxesUnit 3 Company ProfilesModule 1
Company ProfilesModule 2 Job AdvertisementsUnit 4 Starting a CareerModule 1 ResumesModule 2 Application
LettersUnit 5 Internal CommunicationModule 1 Interoffice MemosModule 2 Phone MessagesModule 3
E-mailsUnit 6 Products DescriptionModule 1 General DescriptionModule 2 Specific InstructionUnit 7 External
Communication O | [0 --Establishing and Developing Relationships with Business AssociatesModule 1 Making
Self-introductionModule 2 Making Enquiries and OffersUnit 8 External Communication O 11 (I --Making
DealsModule 1 Placing OrdersModule 2 Writing of Contracts and AgreementsUnit 9 External Communication
0 1110 --Dealing with ProblemsModule 1 Getting Payment SettledModule 2 Complaining about
ShipmentsModule 3 Complaining about After-salesUnit 10 Business ReportModule 1 Investigation
ReportsModule 2 Feasibility ReportsModule 3 Summarizing Report(] [J (1 [
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