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[0 O Chapter 1 Business Letter WritingLearning AimsSection 1Section 2Section 3NotesExercisesChapter 2
Establishing Business RelationsLearning AimsCase 2-1Case 2-2Case 2-3NotesIntroduce Sentence
PatternsExercisesChapter 3 Enquiries and RepliesLearning AimsCase 3-1Case 3-2Case 3-3Case
3-4NotesExercisesChapter 4 Offers and Counter-offersLearning AimsCase 4-1Case 4-2Case 4-3Case 4-4Case
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6-4NotesExercisesChapter 7 Modes of Modern CommunicationLearning AimsSection 1 TelegramSection 2
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8-3Case 8-4NotesExercisesChapter 9 Terms of PaymentLearning AimsCase 9-1Case 9-2Case 9-3Case 9-4Case
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10-4NotesExercisesChapter 11 InsuranceLearning AimsCase 11-1Case 11-2Case 11-3Case
11-4NotesExercisesChapter 12 ShipmentLearning AimsCase 12-1Case 12-2Case 12-3Case
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[0 O 1. Cartons, as a kind of packing container, have been extensively used in foreign trade. Therefore, you need
not worry about their seaworthiness.[] [1 2. Prices of goods usually include the cost of packing. The phrases
"including export packing" means that the quotation includes the costs of packing suitable for exports, tf the
quotation does not include the cost of packing, the word "Export packing is for buyersaccount” should be inserted
in the contract.(J O 3. We are afraid that we have to charge you extra for the designated packing, as it will call for
additional labor and cost.[J [ 4. We sincerely hope that you will take this matter into consideration and make
necessary improvements so as to avoid unforeseen trouble arising from faulty packing.[J O 5. These cartons are
well protected against moisture by plastic lining.[0 O 6. We trust that you will give special care to the packing in
order to avoid damage to the goods in transit.C] (I 7. The goods are to be packed in wooden cases containing 20
dozen each.O I 8. I must make it clear that with the different packing material, the packing expense will be
different.CJ [J 9. On the outer packing , please mark it with the phrase" Handle with Care".00 (J 10. Each case is
lined with foam plastic in order to protect the goods against impact.
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