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chapterl fundamentals of business correspondence
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chapter2 establishing business relations
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chapter3 enquiries

030 00

chapter4 offers
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chapter5 counter offers

050 004

chapter6 sales promotion
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chapter7 orders

070 o

chapter8 payment
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chapter9 packing
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chapter10 shipping

0100 OO

chapterll insurance
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chapter12 complaints and claims
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chapter13 flexible forms of trade
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chapterl4 business and private invitations
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chapterl5 corresponding with colleagues
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