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Chapter One Business LettersChapter Two Establishing Business RelationsChapter Three Enquiries and
OffersChapter Four Counteroffers and OrdersChapter Five Terms of Payment[] IC] Chapter Six Terms of
Payment[J 1100 Chapter Seven InsuranceChapter Eight ShipmentChapter Nine PackingChapter Ten Complaints
and ClaimsChapter Eleven AgencyChapter Twelve Flexible TradeChapter Thirteen Electronic
CommunicationsKey to the Exercisest] O O O O O O O O World Business Telex Abbreviations [0 [0 [
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[0 O A fax machine transmits and receives any kind of written message over telephonelines. It uses a digital process
to scan and encode whatever feeds into the transceiver. Areceiving fax machine decodes the information and prints
out the document on fax paper.So the operation of fax machine requires little training. All you need to do is to
placeyour original paper into the transceiver and dial the number of the recipient then thetransmission will be done
within seconds.[] [0 Some businesses have their names[] addresses and contact numbers printed in theform of a
letter head on up-centered of fax paper] using as fax head. Underneath followsthe fax messagel] which
comprises two partsC] fax headings and fax body.[J [0 Fax headings include the details of recipients name/title[]
company name of recipi-ent] senders name/title[] date of sendingl] fax number( subject line and number of
pa-ges. Under it is the body of the fax(1 which ends with the signature of the sender. In con-strncting the body of a
fax message[] you may follow the layout of a formal business let-terC] but the salutation and complimentary close
are normally omitted.[] [0 A specimen fax is given below.
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