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Part One Negotiation of Contract[] Unit 1 Fundamentals of Modem Business Writing[l Unit 2 Establishment Of
Business Relations[] Unit 3 Business Status[] Unit 4 Sales Promotiond Unit 5 EnquiriesC] Unit 6 Offer] Unit 7
Counter—offer[J Unit 8 Orders and Their FulfillmentD Unit 9 Conclusion of Business[J Unit 10 Contract

[0 General Procedures of Export and Import Transaction] General Procedures of Import TransactionPart Two
Fnlfillment of ContractC] Unit 11 Terms of Payment[] Unit 12 Establishment of and Amendment to all L(I C

O Unit 13 Shipment Unit 14 Packing Unit 15 Insuranced Unit 16 ComplaintsC] Claims Unit 17 AgencyPart
Three Tests[J Test 100 Test 20 Test 30J Test 40 Test 500 Test 100 [J [0 Test 200 [0 O Test 301 O O Test 40 O

0 Test 500 [
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[0 O Sample Letterst] Establishing Business Relations[] [ Letter 1[0 [J Gentlemen[ [ [J Your name and address
have been given to us by the Commercial Counselors Office of our Embassy in Pakistan. We are now writing to
you in the hope of entering into business relations with you on the basis of equality and mutual benefit and
exchanging what one has for what one needs.[] [1 We are very well connected with all the major dealers of
industrial products hered and feel sure we can sell large quantities of industrial goods if we can get your offers at
competitive prices. We invite you to send us details and pricesC] possibly also samplesC] of such good as you
would be interested in sellingl] and we shall gladly study the sales possibilities in our market.[1 [ On the other
hand[d please favor us with a lIst of those goodsyOu are interested in obtaining from us so that we might be able to
guote on some and give you all the necessary information regarding supply possibilitiesC] (1 We look forward to
your favorable reply.0] O Yours faithfully
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