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(0 O Chapter 1 Business Letters Writing [I Learning focus [ Section one Common letters and business letters

[0 Section two The layout of business letters [ Section three Format of a business letters [ Section four Writing
principles on business letters [1 section five Exercises Chapter 2 Establishment of Business Relations [ Learning
focus [0 Section one Introduction [ Section two Useful sentences [ Section three Specimen letters (1 Section four
Dialogue practice [1 Section five Exercises Chapter 3 Inquiry [I Learning focus [J Section one Introduction

[0 Section two Useful sentences [1 Section three Specimen letters [J Section four Dialogue practice [ Section five
Exercises Chapter 4 Quotations and Offer (I Learning focus (1 Section one Introduction [ Section two Useful
sentences [ Section three Specimen letters [ Section four Dialogue practice [ Section five Exercises Chapter 5
Counter-offer I Learning focus [ Section one Introduction [ Section two Useful sentences [ Section three
Specimen letters [J Section four Dialogue practice [J Section five Exercises Chapter 6 Order and Acceptance

[ Learning focus [J Section one Introduction [ Section two Useful sentences [J Section three Specimen letters

[ Section four Dialogue practice [ Section five Exercises Chapter 7 Terms of Payment [ Learning focus

[J Section one Introduction [J Section two Useful sentences U Section three Specimen letters (I Section four
Dialogue practice [J Section five Exercises Chapter 8 Payment by Letter of Credit [J Learning focus (I Section one
Introduction O Section two Useful sentences [ Section three Specimen letters [J Section four Dialogue practice
[ Section five Exercises Chapter 9 Commodity Inspection, Insurance and Arbitration O Learning focus [J Section
one Introduction [J Section two Useful sentences [1 Section three Specimen letters [ Section four Dialogue
practice [ Section five Exercises Chapter 10 Packing and Shipment [J Learning focus [ Section one Introduction
[ Section two Useful sentences [1 Section three Specimen letters [J Section four Dialogue practice [ Section five
Exercises Chapter 11 Claims and Complaints [ Learning focus [ Section one Introduction O Section two Useful
sentences [ Section three Specimen letters [1 Section four Dialogue practice [1 Section five Exercises Chapter 12
Agency [ Learning focus O Section one Introduction [ Section two Useful sentences [1 Section three Specimen
letters (1 Section four Dialogue practice [ SectionfiveExercises 0 O 00 OO0 OO0 OOOOOOOOO0O
00 O O O Chapter 1 Business Letters Writing [0 Chapter 2 Establishment of Business Relations [J Chapter 3
Inquiry O Chapter 4 Quotations and Offer [1 Chapter 5 Counter-offer (1 Chapter 6 Order and Acceptance

(I Chapter 7 Terms of Payment [1 Chapter 8 Payment by Letter of Credit [1 Chapter 9 Commaodity
Inspection,Insurance and Arbitration [J Chapter 10 Packing and Shipment [ Chapter 11 Claims and Complaints
(I Chapter 12 Agency
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[0 OO We learn from your letter of May 18,in which you think that our price for thesubject article is found to be on
the high side.[] [0 Much as we would like to cooperate with you in expanding sales, we are re-gretful that we just
cannot see our way clear to entertain your counter-offer,as the price we quoted is quite realistic and your
counter-offer is under ourcost, because the raw material itself has been increased very much. As a mat-ter of fact,
we have received a lot of orders from various sources at our level. Moreover, after investigation to your market, we
trust that it will not be dif-ficult for our products to get a footing in your local market if you should man-age to do
some marketing work.[J O If you see any chance to do better, please let us know. On account of a limit-ed supply
available at present, we would ask you to act quickly.In the meantime, please keep us posted of developments at
your end. Pleaserest assured that we would always do our best to help you and promote thesales of our goods in

your area.
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