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Unit 1 Basic Knowledge of Business Letter WritingUnit 2 Establishing Business RelationsUnit 3 Enquiries and
RepliesUnit 4 Quotations, Offers and Sales LettersUnit 5 Counter OffersUnit 6 Orders and
AcknowledgementsUnit 7 Business ContractUnit 8 PaymentUnit9 Packing and ShipmentUnit 10
InsuranceUnit 11 Complaints and ClaimsUnit 12 AgencyAppendix Key to the ExercisesReferences
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[0 O With the rapid development of global economics[] business letters are becoming more and more frequently
used to build and maintain a close and friendly relationship among all kinds of enterprises.especially overseas. There
are mainly four functions of a business letter[] (1)to ask for or to convey information] (2)to make or to accept an
offer] (3)to deal with matters concerning negotiation of businessC] (4)to remind the recipient of the senderd s
existence. Therefore[d to write a letter of good quality is very important for companies that are engaged in foreign
trade and commercial activities. There are some basic requirements and certain formats of business letters for
students majoring in International Trade and Business English to follow.[J [0 1.Principles of Business Letter Wilting
[ O There are some common requirements in the writing of a business letter,especially for the body of the
letter.which are known as the” seven C’ s

" .correctness,conciseness,clarity. Concreteness,completeness,courtesy,and considerationJ] Those seven C
principles are virtually reflected at different levels of a business letter] which refers to the language,content.attitude
and form of the letter. That" S to say,when one is writing a business letter,he or she should pay attention to the four
aspects and manage to meet those seven principles.
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