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Unit 1 Basics for International Business Correspondence FHiBiRE} 4

AR

1.1 LETTER

Principles of Business Letter Writing

Layout of Business Letters

Envelop

1.2 FAX

1.3 E-MAIL
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a. layout of Business Letter Fax & E-mail b. how to use them freely
Unit 2 Establishing Business Relations HiS N 4
N
2.1 Introduction
2.2 Specimen Letters: Leter—1. 2. 3
2.3 Useful Words and Expressions
2.4 Reference Expressions
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a. Introduction of your company and its business scope b. Information on definite

products
Unit 3 Enquiry and Reply FEiBiERt 2
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3.1 Introduction
3.2 Specimen Letters: Letter4. 5. 6.
3.3 Specimen Enquiry Sheet and Quotation
3.4 Useful Words and Expressions
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a. structure of FIRST ENQUIRY AND SPECIFICT ENQUIRY b. main contents :asking for
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common data such as catalogues, price list, samples, pictures

Unit 4 Offers and Counter-offers FR{SIRRT 4
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4.1 Introduction



4.2 Specimen Letters: Letter-11, 12

4.3 Specimen Sales Confirmation

4.4 Useful Words and Expressions
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a. structure of OFFERS AND COUNTER-OFFERS b. main contents: commodity name,
quality/specification, price, payment term, shipment

Unit 5 Orders and contracts FRIBIRRT 4
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6.1 Introduction

6.2 Specimen Letters: Letter 13.14.15

6.3 Specimen Sales Contract

6.4 Useful Words and Expressions
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a. full details of description, quantities and prices b. mode of packing, port
of destination and time of shipment c. the terms of payment

Unit 6 Terms of Payment pLiik7 el i
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6.1 Introduction
6.2 Specimen Letters: Letter—2.3.4.5.6.7.8.9
6.3 Specimen Application for L/C
6.4 Useful Words and Expressions
FINELR :
©  THERRESEFEKZ M7



@©  FER G5 E BRSO A 5 bR L S B F) Y
@ HEARAE LRSS fOF 22 2 A 9 S 007 ey 54 5 45 S SR A A5 BR
(VAR S
OFATEXTHEA G h ) & Rk 07 2SR 5
QBMEUETT L % BB 5 255 8 A Sl 55 3875 B SR 5
FATESE FHUEAT K T7 2Rk 55 B R 407 s
@FIIEFR S HNER . WA EEF;
Gz P £ AR E % FIBIERIART 55 U B A IE 508 -
B A
a. Payment term T/T ,D/P ,L/C and how to use them b. Main L/C terms
Unit 7 Packing & Marking — FERURRT 2
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7.1 Introduction
7.2 Specimen Letters: Letterl6.17.18
7.3 Specimen Packing List and Certificate of Origin
7.4 Useful Words and Expressions
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a. Shipping Marks b. Types of Packing: Inner Packing and Outer Packing
Unit 8 Shipment ZERIRES 2
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8.1 Introduction
8.2 Specimen Letters: Letter—-25.26.27
8.3 Specimen B/L
8.4 Useful Words and Expressions
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a. Shipment terms on a S/C b. B/L terms

Unit 9 Insurance FEiRIREA} 2
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9.1 Introduction

9.2 Specimen Letters: Letter-28.29.30

9.3 Specimen Insurance Policy

9.4 Useful Words and Expressions
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a. Main contents of Insurance Policy and how to fill init ~ b. How to lodge a claim on damaged

goods.

Unit 10 Complaints and Adjustments FE{ERE 2
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10.1 Introduction
10.2 Specimen Letters: Letter-1.2.3.4.5.6.7.8
10.3 Specimen Inspection Certificate
10.4 Useful Words and Expressions
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Main expression on settle a claim
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