<gpguotg>>

gobooo

O00<<0ODOoDoogs>>
1300 ISBNUO O 0 9787301149669
1000 ISBNO 0 10 7301149662

0 dodogo2009-3
gooooboooogooao
goooon

00ois2

guoooon

000 0O, tushu007.com

gobbobbobougoggopbrODooobbbobooooooobon

00000000 http://www.tushu007.com

Page 1



000 0O, tushu007.com
<OQO00d0O0mn>>

0O

gobbobbooooooobobo
gobbobbbougoogobbobbodoooobobbouooooboboobo
gobbobbbodgoouobbobbbuoooogobooo

ObbOb00OHanner 040" OO0 ODODDOOOOO0O0OOOOOOOO0O0O0O0ObDOODOO
gobbobobbudggoguobobbbudoogouboobbuodoooon
TObodooooobobbbooooooobooboboooga
gobboobbuoogoooboboobbodooooobobob oo obobobobbooga
gooo” bbodooooboobobbdoooooboobobboooooooobobobboooa
gobbobobbodooooboboobbodoooooboobbooooooobobobbooaa
goboboboobboooooobobobbodoodwwooobbodoooobboobobbuooo
gobobobbbdooooobobbobbbodoooobobobobboooouoo
goz20bbobobooddoooobbobobbtioooooobobobbooooooo
gooboobobboooooobobobbtoooooobobbobboooooobobbbbbouog
gobooboogd

Page 2



000 0O, tushu007.com
<OQO00d0O0mn>>

goon

gobbobbbuodggooobbbbbuoooogobbobbboooooobobbobboooog
gobbobbbuoogooobbbobbuoooogobbobbooooooobobbooog
goobooooo
gobboobbudgogobbobobbuoooguobboobbooooooooboooo
gogobbobboooooon b0 a8 UiUidonobbudoogobobooogd
goooo

&zl U000 boobbodgooonobobbodooooobon

&zl U000 ooboodoooobobobobboooooon

&zl 0o boobbobodooooobobbbdoooooboobobbooooon
goon

g8z, 0000 obbodooooobboobobbooooon

Page 3



000 0O, tushu007.com
<OQO00d0O0mn>>

goon

1 Form and layout of business letters2 Office communication :telephoning3 Office communication: emails4
Enquiriess Offers and quotationsé Orders and acknowledgements7 Dealing with orders8 Payments and
reminders9 Complaints10 Applying for a jobGlossaryA-Z Word ListTranscriptsPacking containers and

materialsAnswer Key
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[0 O 1 We... you.., us the wrong goods.[] [0 2 The contents of case 7... with the packing list.C] [0 3 We... 500
sweaters, but only... 250.00 [0 4 When we... the consignment, we... that the jeans.., of the wrong sizes.[] [1 5
Unfortunately, the material.., the samples.[0 [0 6 When we... the case, we... that item 6 from our order...[]1 [ 7
Some of the china.., because the goods.., sufficiently well.(0 [0 8 We... no alternative but to... the goods to you.[]
[ 9 Please... that the replacement goods.., in time for the fair.(J [J 10 You... that the delay in delivery.., us

considerable inconvenience.
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