Juooodood

gooooo

goobobooboboooga

130 ISBNLI O [ 9787562832928

1000 ISBNLI O [J 7562832927

00000 2012-7

gobbobbboogodaon

gobooo

0276
gobbobobbodggooopebrOb0oooobbbobboooooobboboog

OOOO0O0OOQOwww.tushu000.com

Page 1



Juooodood

ERERERN

oo0oooobooobo:oboobogo@Ez20)yobooooboobooobooboooboooo
gooboobobboooooobobobbtodoodobobbobbtbooooooobbbbbouog
gooboobobboooooobobobbtodoodobobbbbooooooobbbbbooog
gobbobbobouoooooobbbbo
ooooobobo.oboboog@2o)yoboboboboobooooobooboboboo
gobbobbbuodggooobbbbbuoooogobbobbboooooobobbobboooog
gobbobbboogooobbobbbuoooooboboo

Page 2



Juooodood

ERERERN

Unit One
Job Requirements and the Forms of Business Lette
Part One Job Requirements
Part Two The Forms of Business Lette
Summary
Exercises
Unit Two
Establish Business Relatio
Introduction
Business Lette
Pattern A of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Three
Credit Inquiry
Introduction
Business Lette
Pattern B of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Four
Enquiries and Replies
Introduction
Business Lette
Pattern C of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Five
Quotatio and Proforma Invoices
Introduction
Business Lette
Pattern D of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Six
Offe, Counter-offe and Re-counter Offe
Introduction
Business Lette
Pattern E of Business Lette
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Relevant Terms

Useful Phrases

Summary

Exercises
Unit Seven

Orde and Their Fulfillment
Introduction

Business Lette

Pattern F of Business Lette
Relevant Terms

Useful Phrases

Summary

Exercises
Unit Eight
Sales Confirmatio
Introduction

Business Lette

Pattern G of Business Lette
Relevant Terms

Useful Phrases

Summary

Exercises

Unit Nine
Terms of Payment
Introduction

Business Lette

Pattern H of Business Lette
Relevant Terms

Useful Phrases

Summary

Exercises

Unit Ten

Packing

Introduction

Business Lette

Pattern | of Business Lette
Relevant Terms

Useful Phrases

Summary

Exercises

Unit Eleven

lurance

Introduction

Business Lette

Pattern J of Business Lette
Relevant Terms

Useful Phrases

Summary

Exercises
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Unit Twelve
Shipping Itructio and Shipping Advice
Introduction
Business Lette
Pattern K of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Thirteen
Trade Disputes and Settlement
Introduction
Business Lette
Pattern L of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Fourteen
Sales Promotion
Introduction
Business Lette
Pattern M of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Fifteen
Expos
Introduction
Business Lette
Pattern N of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Sixteen
Flexible Trade ([0 )
Introduction
Business Lette
Pattern O of Business Lette
Relevant Terms
Useful Phrases
Summary
Exercises
Unit Seventeen
Flexible Trade ([0 )
Introduction
Business Lette
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Pattern P of Business Lette
Relevant Terms

Useful Phrases

Summary

Exercises

Unit Eighteen

Miscellaneous

Introduction

Business Documents
Relevant Terms

Useful Phrases

Summary

Exercises

Appendix O Commercial Acronyms and Abbreviatio
Appendix [ Key to Exercises
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