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Part One Fundamentals of Practical Business English WritingChapter 1 Differences between English and Chinese
WritingChapter 2 Using Proper WordsChapter 3 Making Correct and Effective SentencesChapter 4 Paragraph
Structure and Major QualitiesChapter 5 Paragraph Types and DevelopmentChapter 6 Basic Skills of EssaY
WritingChapter 7 Types of Short WritingPart Two Practical Business English WritingChapter 8 Basic
RequiremenLs for Modern Business WritingChapter 9 Informative Business WritingChapter 10 Persuasive
Business WritingChapter 11 Business Documents WritingChapter 12 Business Arrangement and SocialityChapter
13 Electronic CorrespondenceChapter 14 Graphic Information InterpretingKeys O O [
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