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Unit 1 Modern Business Letters Text A The Language of Modern Business Letters Text B The Parts of Modern
Business Letters New Words & Expressions Notes Key Words Preposition AT Reading Exercise Skill
DrillingUnit 2 Establishing Business Relations Text A TextB Text C New Words & Expressions Notes Key
Words Useful Sentences Preposition IN Reading Exercise Skill DrillingUnit 3 Enquiry Text A TextB Text C
New Words & Expressions Notes Key Words Useful Sentences Preposition ON Reading Exercise Skill
DrillingUnit 4 Firm Offer & Non-Firm Offer Text A A Firm Offer Text B A Non-Firm Offer Text C Quotation
New Words & Expressions Notes Key Words Useful Sentences Preposition WITH Reading Exercise Skill
DrillingUnit 5 Counter-Offer & Orders Text A A Counter-Offer Text B An Order Text C Counter-Offer New
Words & Expressions Notes Key Words Useful Sentences Preposition BY Reading Exercise Skill DrillingUnit 6
Confirmation & Acceptance Text A Accepting a Repeat Order Text B Confirming an Order Text C Declining an
Order New Words & Expressions Notes Key Words Useful Sentences Preposition FROM Reading Exercise
Skill DrillingUnit 7 A Sales Confirmation Text A The Import and Export Contract Text B Sales Confirmation
New Words & Expressions Notes Key Words Preposition AGAINST Reading Exercise Skill DrillingUnit 8 A
Sales Contract New Words & Expressions Notes Key Words Preposition INTO Reading Exercise Skill
DrillingUnit 9 Payment & Letters of Credit Text A Payment Text B Introducing Terms of Payment Text C Letter
of Credit New Words & Expressions Notes Key Words Useful Sentences Preposition UNDER Reading
Exercise Skill DrillingUnit 10 Examination of an L/C Text A Text B Asking for Amendments to Letters of Credit
Reading Exercise Skill DrillingUnit 7 A Sales Confirmation Text A The Import and Export Contract Text B Sales
Confirmation New Words & Expressions Notes Key Words Preposition AGAINST Reading Exercise Skill
DrillingUnit 8 A Sales Contract Text New Words & Expressions Notes Key Words Preposition INTO Reading
Exercise Skill DrillingUnit 9 Payment & Letters of Credit Text A Payment Text B Introducing Terms of Payment
Text C Letter of Credit New Words & Expressions Notes Key Words Useful Sentences Preposition UNDER
Reading Exercise Skill DrillingUnit 10 Examination of an L/C Text A Text B Asking for Amendments to Letters
of Credit New Words & Expressions Notes Key Words Useful Sentences Preposition OF] 1[0 Reading
Exercise Skill DrillingUnit 11 Shipment Text A Text B New Words & Expressions Notes Key Words Useful
Sentences Preposition OF 2[0 Reading Exercise Skill DrillingUnit 12 A Bill of Lading Text A TextB New
Words & Expressions Notes Key Words Useful Sentences Preposition TOO 100 Reading Exercise Skill
DrillingUnit 13 Insurance Text A Text B New Words & Expressions Notes Key Words Useful Sentences
Preposition TO (2) Reading Exercise Skill DrillingUnit 14 Packing Text A Text B New Words & Expressions
Notes Key Words Useful Sentences Preposition FOR(1) Reading Exercise Skill DrillingUnit 15 Complaints and
Claims Text A Text B Complaint Concerning Quality New Words & Expressions Notes Key Words Useful
Sentences Preposition FOR(2) Reading Exercise Skill DrillingUnit 16 Electronic Commerce Text New Words
& Expressions Notes Key Words Useful Sentences Preposition FOR(3) Reading Exercise Skill Drilling
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[0 O The language of old-style business letters is often long and complicated. Such lettersare liable to confuse the
reader. A confused and over long letter may be put aside untilsomeone explains its meaning[] and this may mean
delays. Since a letter is written for thereader] the language of modem business letters should be simple[d clear and
direct. Thewriter states the purpose of his letter brieflyC] and the letter is short and friendly. Suchletters help the
writer as much as the reader] and will probably mean an earlier reply.[] [0 Nowadays[J more and more people
like to do business through a fax machine bysending faxes or even on the Web by sending E-mails. The former is
the abbreviation offacsimile which is actually an exact copy of a documentd a picture or a piece of writingsent or
received by an electronic system using telephone lines. The latter is correspondencesent or received on the Web. At
the moment[] the E-commerce involves offeringl] orderingl] enquiringl] payment and complaint] etc. But all
these are still based on the business letters.[] [1 Here are two letters. One is an old-fashionedd pompous style of
English(J which is toolong and complicates the message. The other is in a simple and clear style.
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