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Chapter [0 Layout and Format of Business LettersPractice [ Supplement Electronic CommunicationChapter[]
Establishment of Business RelationsLesson One Initiating BusinessPrectice [0 Chapter] Enquiriest] Offers and
AcceptanceLesson Two An EnquiryLesson Three O A A Non—firm Offer] BO A Firm OfferLesson Four
Counter—offerLesson Five AcceptancePractice [ Chapter [ Orders and ConfirmationsLesson Six [ ALl An
Order for Antennaed B A ReplyPractice [0 Chapter [J PackingLesson Seven Packing RequirementsPractice
O Supplement On PackingChapter [0 LO C Establishmentd Amendment and ExtensionLesson Eight 0 A

0 Urging Establishment of an LCJ CO BO A ReplyLesson Nine Asking for LC1 C AmendmentLesson Ten Asking
for Extension of an L[ CPractice [ Chapter (I InsuranceLesson Eleven Request for Broader CoveragePractice
[ Supplement On InsuranceChapter [1 ShipmentLesson Twelve [1 A Asking for Earlier Delivery(] BOO A
ReplyLesson Thirteen Shipping AdvicePractice [ Chapter I Payment Terms[J Non—L[ C Payment[] Lesson
Fourteen O AJ Proposing to Change Payment Terms[] BO T T Paymentd C[J Reply from the BuyerPractice
[J Chapter 0 ComplaintsC] Claims and AdjustmentsLesson Fifteen[J AJ Claim for Inferior Quality(] B[1 A
Reply to the ClaimJ CO Asking for Prompt Settlementd DO Settlement of the ClaimPractice [
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[0 O 1.We come to know your name and address through... 0 O 0 OO0 000000000 OOOO

[0 O 2.We are indebted to Messtrs...for your name and address and should be pleased to open up business relations
withyour firminthelineof.. .00 0000000 0O0O0DD0D0O0OODOO0ODOO0ODOOOODOOODODOOO
oooooo

O O 3.We owe your name and addressto...inNew York. O O 0 OO0 00000000 0O0OOOOOOOO
0 O 4.Having had your name and address from the Commercial Counsellor’ s Office of the Em-bassy of the
People’ s Republic of China in...0 we now avail ourselves of this opportunity to write to you and see if we can
establish business relationship by a start of some practical transactions.] O O 0 0000000000 0OO0O
000000000000 00D0DbO00bO0o00oDbOO0o0oOo0ooDOOo0ooDoOoDbOOoOooDoOooDo
oo0ogn

0 O 5.Your company has been recommended to us by...as prospective buyers of Chinese Canned Meat.As the
item falls within the scope of our business activities[] we shall be pleased to enter into business relations with you.[]
oot odoooooon

oot ouodouooooooooao

[0 O 6.We wish to introduce ourselves as a state-operated corporation dealing exclusively in light industrial
products. 1 0000000000 0O0OOOODOO0OOOOOOOOODO

0 O 7.Through the courtesy of Mr...[J we are given to understand that you are one of the lead—ing importers of
electric goods in your area and that you are interested in trading with us in this line.For your selection[] we are
sending you our catalogue and samplebooks. 0 O O O OO0 00000 O0OoOoOoOoOO0O0O0oOoooooOn
O0o00o0ooo0obooboboooboooDbooboobDboobooooo

00 O 8.0ur linesare mainly chemicals. 1 O O OO OO0 O0O0O0O0O0OOO

[0 O 9.We are willing to enter into business relations with your firm on the basis of equality[] mutual benefit and
exchangeofneededgoods.0 O O D OO OO0 O00O0O0O0OOODOODOOOOOOOOOOOOO

O O 10.Your letter of...addressed to our head office has been passed on to us for attention and reply.00 O O O O
000000000000 00o0oDOOooooon

Ooood
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