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Unit 1 Introduction to a Business LetterUnit 2 Establishing Business RelationsUnit 3 Inquiry and ReplyUnit 4
OfferUnit 5 Counter-offerUnit 6 Order and AcceptanceUnit 7 PaymentUnit 8 ShipmentUnit 9 PackingUnit 10
InsuranceUnit 11 Complaint and ClaimUnit 12 AgencyKeys for ReferenceAppendix[] Other Letters in
International TradeJ O O O
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[0 O A business letter is a letter written in a formal language. Since China joined theWTO, business activities and
information exchanges across borders have beenincreasing rapidly. Business letter is the essential means of
communication ininternational trade. Only through communication by letters can a deal be concludedbetween the
seller and the buyer. At all stages of an international transaction, it isnecessary for both the parties to write letters to
each other, informing the counterpartof the business situation on his side.[J [J The ability to write effectively is a
valuable business asset. One reason is that agreat deal of business is transacted in writing. Still another reason is that
proficiency inwriting gives the man or woman in business a personal advantage over less capablewriters and
contributes substantially to his/her self-confidence —— a necessary qualityfor business success.
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