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内容概要

本书教材通过进出口业务各主要环节所涉及的代表性信函，系统地介绍了外经贸英语函电的专业词语
、写作特点和写作技巧，并通过与课文内容紧密相关的练习，达到训练学生正确使用信函常用句型和
词汇，熟练习地翻译或撰写业务信函的目的。
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The Layout of a Business LetterChapter One  Estblishing Business RelationsChapter Two  Enpuiries and
OffersChapter Three  Counter-offers and OrdersChapter Four  Conclusion of BusinessChapter Five  Terms of
PaymentChapter Six  Establishment of and Amendment to L/CChapter Seven  ShipmentChapter Eight 
InsuranceChapter Nine  Complaints and ClaimsChapter Ten  AgenciesChapter Eleven  Electronic
Communications
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