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Part 0 Tralation and Keys to Exercises
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Unit One Styles and Features in Language for International
Business English
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Unit Two The Structure and Layout of a Business English Letter
Ooooooon
Unit Three Abbreviatio in Business English and Message-Writing
and Tramitting for Faxes and E-mails
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Unit Four Establishing Business Relatio
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Unit Five Inquiries and Replies
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Unit Six Offe and Bids
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Unit Eight Acceptance and Order
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Unit Nine Making Contract
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Unit Ten Packing
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Unit Eleven Shipment
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Unit Twelve Payment and Settlement
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Unit Thirteen lurance
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Unit Fourteen Commodity Ipection
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Unit Fifteen Complaints-Claims and Adj ustments
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Unit Sixteen Agencies
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Unit Seventeen Some Special Trading Practices
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Unit Eighteen Economic and Technical Cooperation and
Joint Venture
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Part 0 Discrimination on Common Erroneous Sentences
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Unit 1 Business Letter-Writing(Structure&amp;Style)
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Unit 2 Business Telegrams and Telexes
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Unit 3 Establishing Business Relatio
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Unit 5 Price Negotiatio
oood

Unit 6 Order
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Unit 7 Conclusion of Business
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Unit 8 Payment
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Unit 10 lurance
0o

Unit 11 Claims
00

Unit 12 Agency
00

Unit 13 Othe
00

Page 4



0000 O, tushu007.com
<«<O000000ds>>

goon

OO00oo0obobobOoboboobooooooobob@sn)yooobobUobUé&ldguo; O +0
O&dquo0 000000000 0OO0ODODODODODODODODOOOODOODOODODODODO
gobbobbbugoggbobbobbodoogobobobbuoooooon
gobbobbbuoogooobbobbuoooogobobobboooooobobobboougg
goboboobbuoogogooboboboodagd
gobboobbboogogobbobbidoodobobobboooooobobobbooga
gobooboodd

Page 5



0000 O, tushu007.com
<«<O000000ds>>

goon

gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 6



