000 0O, tushu007.com
<OQO00d0O0mn>>

gobooo

O00<<0ODOoDoogs>>
1300 ISBNUO O 0 9787561845806
1000 ISBNO U0 [0 7561845804
0udodon2013-1
gooooboooogooao
goooo

guooobbggoooopbrbbgoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



000 0O, tushu007.com
<OQO00d0O0mn>>

goon

ooooobobobobob.bobobo@@uooboooboobOo)yYobobobobooo
gobbobbbouggoobobbbbbdooooobbbbboooooonoooooboogo
gobbobobbudggouobbobbbudooguoboobbuoooooon
—=11goooboudogogobobbbodoooobobbouooooonbbobbogo
gobboobbbuodgoguobobobbuodoodobobobobooooooobobboougya
gobbobobboogooobobbobbboooooon

Page 2



000 0O, tushu007.com
<OO00Ogdods>>

good

Module One Basic Knowledge of English Business Letters Section One Different Forms of Business Letters Section
Two The Layout of Business Letters Section Three Envelope Addressing Section Four Writing Principles of
Business Letters Section Five Projects Section Six Exercises Section Seven Professional Development Module Two
Establishin Business Relations Section One Brief Introduction Section Two Writing Steps Section Three Specimen
Letters Section Four Useful Expressions and Sentences Section Five Projects Section Six Exercises Section Seven
Professional Development Module Three Enquiry Section One Brief Introduction Section Two Writing Steps
Section Three Specimen Letters Section Four Useful Expressions and Sentences Section Five Projects Section Six
Exercises Section Seven Professional Development Module Four Offer Section One Brief Introduction Section
Two Writing Steps Section Three Specimen Letters Section Four Useful Expressions and Sentences Section Five
Projects Section Six Exercises Section Seven Professional Development Module Five Counter-offer Section One
Brief Introduction Section Two Writing Steps Section Three Specimen Letters Section Four Useful Expressions and
Sentences Section Five Projects Section Six Exercises Section Seven Professional Development Module Six
Conclusion of Business Section One Brief Introduction Section Two Writing Steps Section Three Specimen Letters
Section Four Useful Expressions and Sentences Section Five Projects Section Six Exercises Section Seven
Professional Development Module Seven Contract Section One Brief Introduction Section Two Writing Steps
Section Three Specimen Contracts Section Four Useful Expressions and Sentences Section Five Projects Section
Six Exercises Section Seven Professional Development Module Eight Payment Section One Brief Introduction
Section Two Writing Steps Section Three Specimen Letters Section Four Useful Expressions and Sentences Section
Five Projects Section Six Exercises Section Seven Professional Development Module Nine Packing and Shipment
Section One Brief Introduction Section Two Writing Steps Section Three Specimen Letters Section Four Useful
Expressions and Sentences Section Five Projects Section Six Exercises Section Seven Professional Development
Module Ten Insurance Section One Brief Introduction Section Two Writing Steps Section Three Specimen Letters
Section Four Useful Expressions and Sentences Section Five Projects Section Six Exercises Section Seven
Professional Development Module Eleven Complaint and Claim Section One Brief Introduction Section Two
Writing Steps Section Three Specimen Letters Section Four Useful Expressions and Sentences Section Five Projects
Section Six Exercises Section Seven Professional Development 0 O 10000000000 OO20000
O0DO00o0oooooooon
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O 0O0O0O Article 2 Payment Both parties agree to open letter of credit in favor of each other,i.e.Party A will
open,at regular intervals,long term-letter of credit in favor of Party B to pay by installments the total cost of the
machines and auxiliary equipment provided by Party B; whereas Party B will open sight letter of credit in favor of
Party A to pay the products to be delivered by Party A.Party A shah pay for the total cost of the machine and
auxiliary equipment with the money remitted by Party B as reimbursement for the products to be delivered by
Party A.In case sum to be paid by Party B fails to cover the value of the long-term letter of credit opened by Party

A the difference shah be made up by Party B by paying that much to Party A in advance,before the long-term letter
of credit is due,to enable Party A to reimburse on time the long-term letter of credit it opens.The payment of the
long-term letter of credit opened by Party A is based on Party B's opening a sight letter of credit under the
provision and on its paying the advance required herein. Thus,Party B warrants guarantees and covenants that it will
open the letter of credit and pay the advance as provided herein. Article 3 Reimbursement Party A shall reimburse
Party B for all the machines and auxiliary equipment supplied by Party B by delivering goods to Party B on a
monthly basis and the reimbursement will last for two years and six months.The reimbursement shall start
approximately 3 months after the first delivery of the machines and,in principle,the money to be reimbursed per
month shall be 10 percent of the total amount due for the machines.With a three-month notice to Party B,Party A
may reimburse Party B in advance.Within the reimbursement period,Party B shall,under the provision of the
additional salesagreement aforesaid,open sight,irrevocable,divisible and assignable letter of credit,covering the full
amount,in favor of Party A. Article 4 Standard Money and Price Standard The standard money for this transaction
is US dollars.All the machinery,auxiliary eqtuipment and measuring and testing instruments,etc.provided by Party
B shall be valued in LrS dollars,while the goods provided by Party A to Party B as reimbursement shall be valued
with the basis price US dollars of the same goods exported by Party A at the time when this agreement is entered
into,and the total price RMB shall be changed into that of US dollars in accordance with the exchange rate then.
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