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Chapter 1[0 Basic Knowledge and Layout of a Business LetterChapter 2[1 Establishing Business RelationsTask 1

[0 Establishment of Business RelationsTask 2[1 Credit & Status EnquiriesChapter 3[1 Enquiry and ReplyTask 1

[0 Making an EnquiryTask 2[1 Reply to an EnquiryChapter 400 Offer and Counter-offerTask 1[0 Making an
OfferTask 2[1 Making a Counter-offerChapter 5001 Conclusion of BusinessTask 1[0 Placing an OrderTask 2

[0 Accepting an OrderTask 31 Declining an OrderChapter 601 Terms of PaymentTask 1[0 Negotiating Payment
TermsTask 20 Urging & Advising Establishment of an L/CTask 300 Requesting to Amend an L/CChapter 7

O PackingTask 100 Informing Packing RequirementsTask 20 Reply to Packing IssuesChapter 81 ShipmentTask 1
O Giving Shipping InstructionsTask 20 Urging a Timely ShipmentTask 3[J Giving Shipping AdviceTask 4

O Asking for an Amendment to Shipment ClauseChapter 9C1 InsuranceTask 1[0 Requesting the Exporter to Cover
InsuranceTask 2[1 Type of Coverage AdoptedTask 3] Reply to the Letter Requesting Excessive InsuranceChapter
10 Complaint and ClaimTask 11 Making Complaints or ClaimsTask 2[1 Reply to Complaints and ClaimsChapter
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