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Chapter One Writing of Business Letters (1 0 O [ [ O [J [J Section 1 Writing Principles of Business Letters (CI
00000 DO O)1. Functions of Business Writing (O O O O O O )2. Principles for Effective Business Writing (
0000000 0O )3. Adapting to Modern Changes in Business Writing (O O O 000 0O O 0O O O)4.
Suggestions for Writing Techniques (CJ [0 00 [0 [0 0 )5. Basic Patterns of Business Writing (O O O 0O 0O 0O O

[0 )Section 2 Layout of Business Letters (O 00 O O [0 [0 )1. Letter Structures and Placement (OO O O [J )2. Format
of a Business Letter (O O O O O O )3. Envelope Addressing (0 00 00 O )Chapter Two Establishment of Business
Relations (O O O O O O )1. Seeking New Trade Companions (O O O O O O O O )2. Introduction of Export
Commodities (O O O O O 0 )3. Proposing Exporting Business (O O O O 00 [0 [0 O )4. Transmitting Business
Relations (O O O O O 0O )5. Sales (I O )Chapter Three Letter Kinds (I O O [0 [0 )1. Main Points of Applying a
Trade (0 O 0 0O 0O O O)2. Inquiry (O 0 )3. Offer (I O )4. Counter Offer (LJ [J )5. A Letter of Acceptance ([
[J [0 )6. A Letter of Order ([J I 00 )7. Accepting a Letter of Order ((J O [J 00 )8. Insurance (O O )9. Shipment (CJ
[1)10. Payment (J [0 )11. Claim ([0 [0 )12. Settlement of a Claim 0O O OO OO [ [J 13. Agency (O O )14. Sales
Promotion (0 O )Chapter Four Invitation (CJ O )1. Luncheon and Supper Invitation and Acknowledgement ([J
000000000 O)2 Party Invitation and Acknowledgement (O O O O O O O )3. Dance Invitation and
Acknowledgement (U O O O O O O )4. An Invitation of a Wedding (CJ O O [0 )5. An Invitation of an Export
Commodities Fair (0 O O O 0O O O O O )6. An Invitation of the Ceremony of the Founding of the Institute ([
00000000 DOO)7. An Invitation of an Inauguration of an Industrial Exhibition (D O OO0 OO0 OO
O O O )Chapter Five Ordinary Official Document (O [J [0 O )Section 1 Format of Contract (O O 0 O )Section
2 Memorandums ([J [0 [0 )1. Notification Memo (O O O )2. Policy Memo (O O O )3. Recommendation Memo
(O O O )Section 3 A Letter of Introduction ([J [0 [0 )Chapter Six Advertisement (I O )1. Inquiries about
Advertising (O O O O )2. Recommending Business Lines or Services on the Paper (C0 0 O O )Chapter Seven
Notice and Proclamation (O O O O O )Section 1 Notice [J [0 [0 [J 1. Business Notice (1 0 O O )2. Notice of
Change of Name (OO O O [0 )3. Relocation Notice ((I [ [ [0 )4. Opening Notice (I O [0 [0 )5. Notice of
Invitation for Bids (CJ 00 O [0 )6. Notice of Opening an Exhibition (O [0 00 O O O O )Section 2 Ordinary Notice
000 D00 D01 An Ordinary Notice (0 O [0 00 )2. Notice about a Report Meeting (O O O O O 0O O)3.
Meeting Notice (O OO O [0 [I [0 )4. Notice of an Open Class (I [0 [0 O O O O )5. Notice about a Visit (I O O
(0 0O 0O )Section 3Notices 1 0 O O 1. Lost 0 OO O O O 2. Found (O O O 00)3. Corrections (I O O O )4.
Notice of Soliciting Opinions from the Readers ([J OJ [0 0 [J [0 )5. Receptionists Wanted (CJ O 00 0 [0 )6.
Bewaring of Imitation (I [0 [0 [J )Section 4 Proclamation [ [ [0 [J 1. Proclamation of Election Results (O O [
0 O O)2. Press Communique (O O O [0 )3. Proclamation of Appointment (] 0 O O )Chapter Eight A Letter of
Applying for a Job, Resume and Visiting Cards (J U 0 O O O O O O )Section 1 Letters of Applying for a Job [
0 O O O Section 2 Resume ([ O )1. Resume of Applying for aJob (O O [0 [0 )2. Resume in Functional Format (
0 0O 0O O O)3. English Personal Details for Application (I O O O O O OO [0 O )Section 3 Certificate and Letters
of Recommendation (CJ [0 O O O O )1. Resume Certificate (CJ O [ [0 )2. Schooling Record Certificate (O [ O
[J)3. Graduation Certificate (U [J [0 O )4. Letters of Recommendation ([J [0 O )Section 4 Cards (O [J )1.
Ordinary Cards ([J OJ [0 [0 )2. Greeting Cards (O O )3. Cards with AccompanyingGit 0 0 O 0 0 0 QO OO0
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(0 O Dear Sirs,[1 [1 We have received your letter of December 15 and regret that our counteroffer was refused.

[0 As your product "bed sheets" are very much appreciated to our local customers and there is high demand at our
market, we are very desirous of concluding this transaction with you, for the purpose of strengthening our
friendship and cooperation, we agree to accept your offer. Bed Sheets US $19.99 per piece CIF Vancouver with an
order of 500 dozen.[J [0 We are very much pleased to have been able to transact this order with you after
exchanging letters in the past two months and we are now looking forward to your sales confirmation for this order
s0 as to enable us to open the L/C duly.O O As your make is comparatively famous here, the sales will be somewhat
quicker. If this initial order is executed satisfactorily, we shall be able to place repeat orders with you soon.
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