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Unit 1 Modern Business LettersC] Text A: The Language of Modem Business Letters] Text B: The Parts of
Modem Business LettersC] New Words & Expressions] Notes [1 Key Words : economy, trade, market, marketing
Preposition : AT [ Reading [ Exercisel] Skill Drilling Unit 2 Establishing Business Relations[] Text A Text B

[0 New Words & Expressions] Notes] Key Words : business, deal, transact, transaction] Useful Sentences

O Preposition : INC Reading[] Exercise [ Skill Drilling Unit 3 Enquiry] Text A [0 Text B[ New Words &
Expressions [J Notes [1 Key Words : enquire, enquiry, offer, bid [0 Useful Sentences[] Preposition : ON

[0 Readingd Exercise [ Skill DrillingUnit 4 Firm Offer & Non-Firm Offer Text A: A Firm Offer TextB: A
Non-Firm Offer New Words & Expressions Notes Key Words : price, buy, sell  Useful Sentences] Preposition :
WITHO Readingd Exercisel] Skill DrillingUnit 5 Counter-Offer & Orders[] Text A: A Counter-Offer(] Text B:
An Order New Words & Expressions [ Notes[] Key Words : commodity, merchandise, goods, article, stock,
refer, reference [J Useful Sentences[] Preposition : BY[J Reading [ Exercise[] Skill DrillingUnit 6 Confirmation
& Acceptanceld Text A: Accepting a Repeat Order[J Text B: Confirming an Order(] New Words & Expressions
[0 Notes [ Key Words: confirm, confirmation,accept, acceptance, acceptable,agree, agreementd Useful
Sentences [J Preposition : FROMUO Reading[] Exercisel] Skill DrillingUnit 7 A Sales XonfirmationUnit 8 A Sales
ContractUnit 9 Payment & Letters of CreditUnit 10 Examination of an L/CUnit 11 ShipmentUnit 12 A Bill of
LadingUnit 13 InsuranceUnit 14 PackingUnit 15 Complaints and ClaimsUnit 16 Electronic Commerce
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