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Agreement Specimen E-mails Notesimportant Words and PhrasesUseful ExpressionsExercises Appendix A
Commonly Used VVocabulary in International TradeAppendix B Major Ports of the World Appendix C
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O O First of allld make ure that your letter is so clear that it cannot be misunderstood.A point that is ambiguous in
a letter will cause trouble to both sidesC] and furtherexchange of letters for explanation will become inevitable[
thus time will be lost.(J [0 Next[] when you are sure about what you want to say[] say it in plain(] simple
words.Good[ straightforward and simple English is what is needed for business letters.[] [1 A letter can be made
clearer] easier to read and more attractive to look at bycareful paragraphing. A paragraph for each point is a good
rule.A concise letter is not necessarily a short one. Sometimes a letter deeling perhapswith a multiplicity of matters
cannot avoid being long. If conciseness conflicts withcourtesy] then make a little sacrifice of conciseness.
Generaily speaking[] you will gainin clearness and conciseness by writing short sentences rather than long ones.
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