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Part One Basic Knowledge of Business English Letters Chapter One The Structure and Layout of Business English
Letters Chapter Two Essential Qualities in Business Letter WritingPart Two Business Letters in International Trade
Chapter Three Establishing Business Relations Chapter Four Inquiry and Reply Chapter Five Offers and Counter
—offers Chapter Six Acceptance and ConfirmaionPart Three Application of International Trade Terms Chapter
Seven Quality and Quantity Chapter Eight Packing and Packing Marks Chapter Nine Terms of Price Chapter
Ten Shipping and Insurance Chapter Eleven Settlement of Payment Chapter Twelve Inspection] Clmms and
ArbitrationPart Four Telexes Chapter Thirteen Telexes Part Five Business Contract Chapter Fourteen Business
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[0 O Shipping and insurance arC tWO important parts in the international trade practice. They involve great
amount of knowledge.And they arc very complicated and professional.So[] learning it well enough is the basic
condition to fulfill the transactiontothe fullD D 0D 000000 0D0O00D0O0OODDOODOOOODOO
O0000000Db0o0boboOoobooooo

O0000o00o0obOooooooobooooon

0 O Basic Knowledgeld [0 1.Shipping Instruction Shipping Advicel 0 0 O 0O O O O O O O O O Shipping
Instruction is a kind of document given by the buyer to the seller before the shipment for the requirement and
instruction of the goods about its mode of packing[J the stencil of the shipping markd mode of transportation and
soon0 00 00DOODOOODODOODOOODODOODOOODOODODOOODODOODOOOODOOg
OD0ooooag

Shipping Advice is a kind of notification given by the seller to the buyer after the s~pment which contains the
statements of the description of the productsl] quantity of the goodsl] amount of money of the goods[] name of
the vessel and the date of sailingJ

Itis a very important document of the deal based on FOB.As it can call the buyer’ s attention to cover the
insurance in time for the goods after it has been shipped. 0 D O D O 000D O0O0OODOO0ODOO0OOOOOO
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