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Module 1 Basic Knowledge of Business Communications[] Unit 1 Basic Knowledge of Business
CommunicationsModule 2 Negotiation Procedure of Foreign Trade[d Unit 2 Establishment of Business Relations
[0 Unit 3 Enquiryl] Unit 4 OfferCJ Unit5 Counteroffer] Unit 6 Acceptance and OrderModule 3 Execution of
Foreign Trade Contracts[] Unit 7 Business Contract[] Unit 8 Paymem[ Unit 9 Letter of Credit(] Unit 10 L/C
Examination and Amendment[] Unit 1 Shipment Unit 12 Insuranced Unit 13 Packingd Unit 14 Complmnts
and ClaimsModule 4 Integrated Skills Practicel] Unit 15 Integrated Business Negotiation Skills Practice] [0 1 [J
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(0 O V. Business Letters Translation Skills Training.[1 [ Dear Sir or Madam [ [0 Thank you for your letter of 20
December[] 2008. We are disappointed to hear that our price for Dahu cigarette lighters is too high for you to
work on. You mention that Japanese goods are being offered to you at a price approximately 10% lower than that
quoted by us.[0 [0 We accept what you say[] but we are of the opinion that the quality of the other makes does not
measure up to that of our products.[] [0 Although we are keen to do business with yould we regret that we cannot
accept you counteroffer or even meet you half way.[J [0 The best we can do is to reduce our previous quotation by
2%. We trust that this will meet with your approval We look forward to hearing from you.[0 [0 Yours faithfullyd

O O VI. Writing Skills Training.[J O You are asked to write a letter to a foreign company to make a counteroffer.
The letter should cover at least the following pointsC] (1 [ 1. Your desire to do the business with the seller] [J 2.
Your opinion on the price offered by the sellerC] [ 3. Whats the acceptable price for your company[]
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