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PART 1 Introduction Lesson 1 The Letter is Personal Contact Lesson 2 Business Letter-WritingPART 2 Structure
and Styles of Business Letters Lesson 3 The Structure of a Business Letter Lesson 4 The Styles of Business Letter [

00 O PART 3 Credit Inquities and Replies Lesson 5 Credit Inquiry Lesson 6 Reply to Credit Inquiry Lesson 7 Trade
Reference Lesson 8 Credit Information [0 [0 [0 PART 4 Establihing Business Realtions Lesson 9 An Importer's
Self-Introduction Lesson 10 A Letter to a Japanese Experter Lesson 11 A Reply to the Letter in Lesson 10PART 5
Inquiries and Replies Lesson 12 An Inquiry and the Reply Lesson 13 Asking for Information about"Seagull" Lesson
14 Sending Catalogue and Price List Lesson 15 A specific Inquiry O [0 00 PART 6 Offers Lesson 16 An Offer
Without Engagement Lesson 17 A Firm Offer Lesson 18 Proforma Invoice Lesson 19 A Voluntary Offer O [0

(0 PART 7 Orders Lesson 20 An Order Lesson 21 Acknowledging an Order Lesson 22 Confirming an OrderPART
8 Telegrams Lesson 23 Sample Telegrams Lesson 24 Composing TelegramsPART 9 TelexesOJ O PART 10
Counteroffers and RepliesPART 11 AcceptancePART 12 PaymentPART 13 ShipmentPART 14 ClaimsO O O A
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