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1. INTRODUCTION O O Principles of Good Communication--Consideration Form and Structure of Business
Correspondence The Facsimile The E-mail2. ENQUIRIES AND REPLIES [0 [0 [0 [0 [0 Specimen Letters Style
& Structure3. OFFERS AND TRADE PROMOTION 0O O O O O Specimen Letters Style & Structure4.
ORDERS AND REPLIESO OO0 O O Specimen Letters Style & Structure5. COMPLAINT AND
ADJUSTMENT O O O O O Specimen Letters Style & Structure6. TRANSPORT [0 [0 Specimen Letters Style
& Structure7. PAYMENT AND SETTLEMENT OF ACCOUNTS O O [0 O O Specimen Letters Style &
Structure8. CONSIGNMENT, BARTER, COMPENSATION TRADE & PROCESSING WITH SUPPLIED
MATERIALO O000OO0O0OO0OOOOO0OODO Specimen Letters Style & Structure9. JOINT VENTURE
AND LEASING O OO 0O O OO Specimen Letters Style & Structure10. AGENCY [ [0 11. CONSULTANCY
000 12. TENDERS O O OO O 0 13. INTERNATIONAL CREDIT O O [0 O 14. EMPLOYMENT 0O O 15.
MISCELLANEOUS CORRESPONDENCE [0 [0 00 O APPENDIX [0 O 1. Useful Sentences 2. General
Commercial Abbreviations 3. General Commerical Expressions 4. General Abbreviations in E-mail 5.0 0O 00 O
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