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O O Unit 1 Introduction of Business Letters[] Case OnelJ Case TwolJ Case Three[] Case Four[J Case FiveUnit 2
Establishment of Business Relations.[1 Case Onel[] Case TwoUnit 3 Eogniry & Reply[] Case One [ Case
TwoUnit 4 Firm Offer & Non-firm Offerl] Case Onel] Case TwoUnit5 Counter Offer(] Case Onel] Case Two
[ Case Three[d Case FourUnit 6 COnfirmation & Acceptancel] Case Onel] Case Twol] Case Three[] Case
Four[ Case FiveUnit 7 Terms of Payment.[J Case Oneld Case Twol Case Three[] Case Four [ Case Five

[0 Case SixUnit 8 Examination of Letter of Credit(] Case Onel[] Case Two[] Case Three[d Case FourUnit 9
Packing & Shipment[] Case Onel[] Case Twoll Case Three[d Case FourUnit 10 Insuranceld Case Onel] Case
Twol] Case Threel] Case FourUnit 11 Orders & Contracts[] Case One[d Case TwoUnit 12 Complaints &
Claims[J Case One[d Case Twoll Case Threel[] Case Four[] Case FiveKeys to Exerclsest] Keys to Unit 100 [ [I
oooooo
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[0 O 5. Translate the following sentences into English.[] [0 [ 100 Weve come to know your name and address
from the Commercial Counselors Office of the Chinese Embassy in London.[J [0 [J 2[1 Your company are
exporting large quantities of textile to European countries.[J [0 [0 31 We are importers of wool blankets and wish
to establish direct business relations with you in this line.(0 [0 [J 400 Please provide/furnish us with some of your
latest samples.[J [0 [0 500 We specialize in the export of Japanese light industrial productst] and would like to
trade with you in this line.J 0 00 60 Our lines are mainly arts and crafts.(J [0 [0 700 Your letter expressing the
hope of establishing business connections with us has met with approval.(0 O [ 800 A catalogue and a price list of
our products are enclosed.[J (I [0 900 Several copies of your sales literature have been forwarded to you today.[]
00 01000 Anearly reply will be highly appreciated.] [1 6. Read the following letters[] trying to understand and
translate them.[J [J 7. Writing[J Please understand the given article and try to translate it into English. Dear sirst]
(0 O We have your name and address from the Commercial Office of Chinese Embassy in Russia. We are taking
this opportunity to write to you with a view to set up friendly business relations with you.[J [T We are a
state-owned company[] dealing specially in the export of cotton bed sheets. We are in a position to accept orders
according to the customers samples. In the customers samplesl] requests about the assorted patternt]
specification and package of the needed goods should be indicated particularly.(J [J In order to give you a general
idea of various kinds of the cotton bed sheets we are handling in[] we are airmailing youll under separate cover[]
our latest catalogue for your reference. Please let us know if you are interested in our products. We will send you
our price list and samples to you as soon as we receive your specific inquiry.[J [0 Looking forward to your early
reply.0] O &hellip;&hellip;
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