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Chapter One Business Letters Section One The Structure and Layout of a Business Letter[] Section Two
Superscription] Section Three Dissimilarities in Letter Writing[l Supplement[] ExercisesChapter Two
Establishing Business Relations[] Specimen LettersC] Supplement[] ExercisesC] Chapter Three Enquiries

] Specimen Letters] Supplement] ExercisesChapter Four OffersC] Specimen LettersC] Supplement

[ ExercisesChapter Five Counter-offers[] Specimen Letters(] Supplement] ExercisesChapter Six Conclusion of
Business[d Specimen Letters] (I (O )Sales Contract] O (O )Sales Confirmation] O (O )Purchase Confirmation
O O (O )Contract for Purchased Supplement ExercisesChapter Seven Terms of Payment[d Specimen Letters

(I Supplement] ExercisesChapter Eight Establishment of L/C and Amendment[] Specimen Letters[] Supplement
[ ExercisesChapter Nine Packing, Shipping Marks and Shipment[J Specimen LettersC] Supplement

[J ExercisesChapter Ten Insurance and shipment[J Specimen LettersC] Supplement[] ExercisesChapter Eleven
Agencyl] Specimen LettersC] Supplement[] ExercisesChapter Twelve Complaints and Claims[] Specimen Letters
0 Supplement ExercisesChapter Thirteen Invitation for Bids and BidJ Section One Invitation for Bids[] Section
Two BidO Supplementd ExercisesChapter Fourteen International Business Contracts in Writing[] Section One
Basic Concept of Contract[] Section Two Main Features of International Business Contract[] Section Three
Categories of International Business Contract[] Section Four Language Features in the Contracts[] Section Five
Following Contractual Norms[J Section Six The Structure of Contract[] Supplement[] ExercisesChapter Fifteen
Agreements and Contracts[] Section One Consignment Agreement[] Section Two Agreement on Compensation
Trade[] Section Three Contract for Assemblingd Section Four Contract for Employment(J Section Five A Joint
Venture Contract[] Section Six Cooperative Oil Venture Agreement[] Section Seven Contract for Technology
Transfer and Importation of Equipment and (I MaterialsC] Supplementd ExercisesChapter Sixteen Other Letter
Writing Specimen LettersC] Supplement] ExercisesChapter Seventeen Job-Application Writing in English

[0 Section One Resumel] Section Two Cover Letter[] Section Three Follow-Up Letters] Section Four Sample
Writings[ Section Five Behavior-based Interviewd Supplement ExercisesAppendix] Part One Key to the
Exercises] Part Two Text Translation[d Part Three International Economic Organizations[] Part Four Glossary
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