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Lesson Onel] O O O O O [0 Basics Of Business LettersPart Oneld O [0 [J O [0 Features And PrinciplesPart Two
000000 Format And Structurel. 0 O O 0O O O O O Format Of Ordinary Business Letters2. [1 0 00 0 [
00 Faxand E-mail3. 0 0 0 O O O O Layout of Business LettersLesson Twoll [ 00 O O O O International
MarketingPart Oneld [0 00 0 O O O O Understanding MarketingPart Twoll 00 0 O 0O O O O O Basics Of
International MarketingPart Three[d [0 [0 A DialoguePart Four(d O [0 New WordsPartFive[l 0 0 00 0O O O
Notes & Useful ExpressionsPart Six(J [0 [0 ExercisesLesson Three[d [0 [0 00 00 00 O Establishment Of Business
RelationsPart One[d [0 00 00 O O O Basics Of Business CommunicationPart Twol [ OO O O Some Specimen
Letters. 0000000 0O0OOO0OOOOOO0OO Selleriswriting to the buyerd making a
self-introduction in the hope of establishing business relations2. O O 0 0 OO0 0000000 OO An
exporter is writing to his foreign customer(d introducing his product and trying to promote its sales3. J (1 [J [J [J
00000000000 Amakeris writing to the foreign importer in order to promote the sales of his
products4d. O O 00 O O O O The maker is introducing his new software5. 0 [0 00 O O O O O Animporter is
making a self-introduction6. 0 D O O 0 0 0O 0O O OO O O Hoping to be a sales agent of a foreign producer7.
O00000D0000000000O00O Animporter is showing his interest in some product displayed at a trade
far. 0O OD0DOO Trytofindanewsupplierd. 00D 0000000 OODODOOO To purchase some
chemicals on the internet at sb’ s introductionPart ThreeJ O O [0 O O O Introduce Your CompanyPart Four[d
O O New WordsPart Five[d [0 [0 [0 00 O O O Notes & Useful ExpressionsPart Six[] [1 [ ExercisesLesson Four
000000 Inquiries And RepliesPart Oneld O O O O O Key Points Of0J InquiriesPart Twol [0 [0 O [
Some Specimen Letters1. D 0 O 00 000O0OOODO OO O A purchaser is asking for a price list after he saw
the advertisement2. 0 00 O O O O O O O A buyer is enquiring for some product to the seller3. 0 O O 0 0O O O
000000 Animporter is replying to the exporter’ senquiry4. OO0 OO OO OOOOOO0O The
importer is sending a request for besttermss. 0 O O O 0 0O O O O O O O The importer is making an enquiry
and asking forsomesamples6. 0 O OO0 000000000 OO O Areply toacustomer] giving details of
his terms and conditions7. O O O O OO0 00O OO OO O O The buyer is in urgent need of the cargo and
enquires about the delivery timePart Three(d O [0 A DialoguePart Four] 0 OO New WordsPart Five(l O OO0 [0 O
0 O O Notes & Useful ExpressionsPart Six[1 [ [ ExercisesLesson Five[d [0 O OO 00 [0 Offers And Counter
OffersPart Oneld O 00 00 [0 Key Points Of OffersPart Twoll [J O OO [0 Some Specimen Lettersl. 0 O 0O 00O O
0000000 Sellers making an offer on the basis of an enquiry fromthebuyer2. 0 0 000000000
A reply from the buyer[] requestingalowerprice3. 00 000000000000 OOODODONO Theseller
Is making an offer on a basis of an enquiry stipulatingaminimumorder4. OO0 OO0 0O0O0O0O0O0OOOOO
0000 OO Making an offer under the condition of sales by samplesC] and hoping to receive an early order5. [
O0000D000D000D0D0O0O Sending a letter to resume business relations6. 0 O 00 0000 O0OO
O O An offer from a sellerC] hoping to receive an early reply7. 0 O O Apricelist8. D OO OO O OO Areply
toanoffer9. 0 0 0O DO DO OO OODO Unable to make any offer because there isno stock10. 0 0 0O 0O 0O O
0000000 Grantadiscount on some conditions1l. 00 0O 0 0O OO OO O A buyer is rejecting a seller” s
offerl2. 0 0 OO O OO DOOODO Aclear-cut rejection of a request for price reductionPart Three[J [ 0 A
DialoguePart FourJ [0 [0 New WordsPart Fivell 0 O 0O O O O [0 Notes & Useful ExpressionsPart Six[] [1 []
ExercisesLesson Six(d [0 OO O 0 O Orders And AcknowledgmentsPart Onel] 0 O O O O O O O O Price Terms
Of Import And ExportPart Twoll O O O O Some Specimen Letters1. D O OO OO OO OO OO Decling
buyer’ s request for fu-ther price reduction2. 0 0 O O Anordinary order3. 0 OO [0 Atrialorderd. 0 0O 0 O O
000000 Sending an order] demanding a prompt delivery5. [0 [0 [0 A repeat order6. 00 O [J [J Separate
orders7. 0 0 000 0O0O0ODO Unabletoacceptanorderandapologize8. 0 0 000 O0O00OO0O0OOOOO
Accept an order and hope to maintain a long-standing business relationship9. [0 00 00 0 O O O O Suggest a
replacementl0. D O 0000000 OOOOOO A partial refusal of some terms in the orderPart Three[] [
[0 A DialoguePart Fourd [0 [0 New WordsPart Five(l [0 [0 [0 [0 O O O Notes & Useful ExpressionsPart Six[]
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[0 O ExercisesLesson Seven[] [ [0 ContractPart Oneld [J [0 [0 [0 Key Points Of A ContractPart Twoll [J [0 [
0 0O O Examples Of Business Contractl. J [J [0 A Sales Note2. J [J 0 O A Sales ContractPart ThreeJ [J [J
New WordsPart Four[d [0 [0 [0 [0 00 00 O Notes & Useful ExpressionsPart Five[l [I [J ExercisesLesson Eight[]
0000000 PaymentBy L/CPart Onell 0 00 0 O O 0O OO The Basic Procedure Of L/CPart Twoll (1 [
00 O Some Specimen Lettersl. 0 O 0O O O O O O O O Urging the establishment of L/C with the cargo being
ready forshipmen2. OO0 00O O OO0OO0O0O0O0OOOODODO Urging the L/C and emphasizing its
conformity with the clauses of S/C3. 0 0 O O O O O O O O Urgingabelated L/C4. 00 00O O0OOOOO0O
Acknowledge the receiptof L/C5. D D 0D OO0 O0O00OOODOODODOOO Anexporter is writing to an
importer in request for an amendment of L/C amount6. 00 00 O O O O O A request for an extension of the L/C7.
000000000 00000000 Arequest by the exporter for an amendment of L/C and the
permission of transshipment8. O 0 0 000000 O0OOOOOOODOOOOO Arequest for the
amendment of L/C due to some special occurrences9. [ [0 [0 0 00 O O O O O The opener agrees to amend his
L/C10.0 0000 0O O Arrival ofabankerll amendmentof L/C11. 0000 00000O0OOOODOOO0O
00O OO Aseller iswriting to his buyer] declining the newly proposed terms of payment on collection12. O [J
0000 Deferapaymentl3. 0 OO O OO OO Asking your customer to make paymentl4. 0 0 O 0 0O O
Urging payment15. [0 0 0 0O O O O O Anapplication for the establishment of L/CPart ThreeD O O O O O A
Talk About Problems Of L/CPart Fourd [0 [ New WordsPart Five[l 00 0 0 O O O O Notes & Useful
ExpressionsPart SixtJ O [0 ExercisesLesson Nined O 00 O O ShipmentPart OneJ 0 O 0 0O O O O Key Points
Of ShipmentPart Twoll O [0 [0 O Some Specimen Lettersl. 0 OO Urgingshipment2. 0 000000000
Userurgingdelivery3. 0 000000000 ODO OO O Exporter wants to cancel the shipment unless the
L/Carrivesd. OO0 D OO0OO0OO0O0OOOOODODO Arequest for an extension of the L/C due to a belated L/C5.
O0000D000000000D00ODO Arequest for an extension of the date of shipment due to force majeur6.
O0000D000000000 Arequest for the modification of shippingmarks7. O OO OO0 0O OO
Shippers charteringavessel8. 0 O O O O O O O Shippers booking containers9. 0 0 OO 0O O O O O Shipper
issues a shipping advice10. 0 O 0 0O O O O O An explanation of the shipping documents1l. 0 0 000 OO
[0 A discussion about new business terms12. 0 O O O O O O O O A shipper is designating his shipping agent13.
OO0O0DO0ODOOO0O Exporter explains the reason of late shipmentPart Threed O O O O A Talk About
LogisticsPart Four] [0 [0 New WordsPart Fivell [0 [0 [0 [0 O O OO Notes & Useful ExpressionsPart Six(] [ [J
ExercisesLesson Tend OO O Covering InsurancePart Onel] [0 [0 OO O O O Basics Of InsurancePart Twoll (I [
0O Some Specimen Letters1. D 0 00O O OOOOOOOOOMO The shipper is inquiring about the
insurance coverage2. 0 0 0 00000 OO Areply fromthe insurancecompany3. 0D O 000000 00O
0 O T.P.N.D.O The importer is proposing the coverage of TP.N.DA. OO DO OOOOOOOOODOO The
shipper agrees to the terms of the insurance company5. 0 0 00000 OO OO OO OO The clientis
demanding special insurance arrangements during the rainy season6. J 0 0 0 0 0 0000000 OOd
O The insurance company agrees to cover and demands payment by theshipper7. D 0D 0000 O0O0OO0DO0O
00 00O DO Shipper claiming against the insurer forashortage8. 0 0D O D D OO OO OO O Claims
rejected by the insurance companyPart Three[d [1 [ New WordsPart Fourll 0 0O 0O OO O OO [0 Notes & Useful
ExpressionsPart FivelJ [J [ ExercisesLesson Eleven] [0 0 0 0 O O O Settlement Of Business DisputePart One
00000000 Basic Ideas Of ClaimsPart Twoll [ [0 [0 0 Some Specimen Lettersl. 0 0 000 OO
Shortage was found on delivery2. [0 [0 [0 00 O O Complaint about the quality3. [1 [ A delay in shipment4. [ [J
00000 Aclaimonbicycless. 0 0 00O 00O OO O Complaint about delay in delivery6. 0 0 0 0 0O O O
[0 Areply about late delivery7. 0 0 OO0 O OO O O O O Complaint about quality defect8. 0 O 0 0O 0O 0O 0O O
Areplytoareportofdamaged. 0 0O OO0 OO Areplytoareportofshortagel0. 0O OO OO OO OO
Cargo lostduringthetransitll. DO OO0 00000000 OO Areply to the complaint from the shipperl2. O
O0000D0O0000000O0DDO Claims on the damage caused by inappropriate packingl3. 0 0 0 O O O
0 000 Complaint about after-servicePart Three[d (I O A DialoguePart Fourl] [ [ New WordsPart Fivell
O0000ODO Notes & Useful ExpressionsPart Six[ [ [0 ExercisesLesson Twelved 0O OO 00 OO OO Import And

Page 4



0000 0O, tushu007.com
<O0d00ooods>

Export ProceduresPart Oneld [J [0 [0 [0 Import ProceduresPart Twol [J (I [0 [0 Export ProceduresPart Three
00 00O Introduction Of Business OperationPart FourJ [0 O New WordsPartFiveO O 0 OO0 00O
Notes & Useful ExpressionsPart Six[] [1 [1 ExercisesLesson Thirteen] 0O O 00 O 0O 0O O O O Ordinary
Inter-Company CorrespondencePart Oneld O [0 [J [0 Business ReportPart Twoll 00 O O [0 Some Specimen
Letters1. 0 0 00O OO OO Introduce a new representative to China2. O O [0 0 [0 Send a letter of
introduction3. 0 O O O O An ordinary letter of introduction4. 00 [0 00 00 0O O O Areply to a letter of
introduction5. 0 0 O O OO O O O Invite somebody to a cocktails party6. [0 0 0 0 00 0O 0O 0O OO Notify
the customer of a change of premises7. 0 O [0 00 O O O O Send a small gift to your customer8. O O O O New
year congratulations9. [0 [0 [0 00 Booking air tickets10. 0 O [0 00 O Booking hotel1l. 00 00 O O Apply fora
visal2. 0 0 OO0 0000 Looking for salesman working abroad13. 0 O O O 0O 0O O O O O Rejectan
application for ajob14. [0 [0 [0 A letter of application15. 0 0 O O 0O O O O O O O O Announce the opening of
anew branch16. 0 O O O O O O O Congratulation for sb’ s promotionl7. 0 [0 00 O 00 O Appointing a
business manager18. 0 O O O O O O Letters expressing solicitude or condolencel9. [J [0 [0 Making an
apology20. 0 [0 OO OO ResumesPart Three[d [0 [0 A DialoguePart Four(d [J [0 New WordsPart Five[d [0 [0 [0 [J
O O O Notes & Useful ExpressionsPart Sixt [ [0 ExercisesLesson Fourteen [ 0 0 O 0O O O O O Business
Travel And Business MeetingPart OneJ U 0 0 O O 0O O O Learn To Plan A MeetingPart Two O [0 A
DialoguePart Three[d O O New WordsPart Fourd 0 00 O O O O O Notes & Useful ExpressionsPart Five[] [J
O ExercisesLesson FifteenJ 0 O O O 0O 0O OO O O Do Business In Many Different WaysPart Onel] O O 00 O
Business AgentPart Twoldl [0 [0 O [0 [0 O Distribution And DistributorsPart ThreeD O 0 OO0 O OO OO
Futures Trading And Futures MarketPart Four(d [J [0 New WordsPart Five[l [0 0 O O O O O Notes & Useful
Expressions(] [0 00 00 0 O
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