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Unit 100 Modem Business LettersText A: The Language of Modem Business LettersText B: The Parts of Modem
Business LettersNew Words & ExpressionsNotesKey Words: economy, trade, market, marketingPreposition:
ATReadingExerciseSkill DrillingUnit 2] Establishing Business RelationsText AText BNew Words &
ExpressionsNotesKey Words: business, deal, transact, transactionUseful SentencesPreposition:
INReadingExerciseSkill DrillingUnit 301 EnquiryText AText BNew Words & ExpressionsNotesKey Words:
enquire, enquiry, offer, bidUseful SentencesPreposition: ONReadingExerciseSkill DrillingUnit 400 Firm Offer &
Non-Firm OfferText A: A Firm OfferText B: A Non-Firm OfferNew Words & ExpressionsNotesKey Words:
price, buy, sellUseful SentencesPreposition: WITHReadingExerciseSkill DrillingUnit 501 Counter-Offer &
OrdersText A: A Counter-OfferText B: An OrderNew Words & ExpressionsNotesKey Words: commodity,
merchandise, goods, article, stock, refer,referenceUseful SentencesPreposition: BYReadingExerciseSkill
DrillingUnit 600 Confirmation & AcceptanceText A: Accepting a Repeat OrderText B: Confirming an OrderNew
Words & ExpressionsNotesKey Words: confirm, confirmation, accept, acceptance, acceptable,agree,
agreementUseful SentencesPreposition: FROMReadingExerciseSkill Drilling
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