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Unit 1 Layout of a Business LetterExercisesUnit 2 Establishment of Business RelatlonsSentence Patterns[]
1.Self-introduction2.Initial Intentions and DesiresText[] 1.Self-introduction2.Asking to Establish Business
Relations3.Asking for Catalogues4.Invitation to Guangzhou FairWords in Focus inform[] benefitC] deal(]
encloseExercisesUnit 3 EnqulrySentence PatternsC] 1.Interest and Desires2.Enquiries3.RepliesText(] 1.Showing
Interests in Goods2.Making an Enquiry3.Reply to an Enquiry4.Asking to Send Proforma InvoiceWords in Focus
O interestd] appeald supplyd confirmExercisesUnit 4 Quotations and OffersSentence Patterns]
1.Quotations2.Offers3.Counter-offersTextld 1.Quotation2.Offer3.Request of Reduction in
Price4.Counter-offerWords in Focus[] quotel] offerl] pricel] adviseExercisesUnit 5 Sales PrOmotionSentence
Patternsl] 1.Introduction of Goods2.Comparison of Goods3.Offering Favorable Terms4.Advice and
RecommendationsText] 1.Introducing Commodity2.Comparison of Goods3.Promotion of a New
Product4.Recommendation of a SubstituteWords in Focus[] selll] comparel] competel] creditExercisesUnit 6
OrderSentence Patterns[] 1.Placing Orders2.Reply to Orders3.Execution of an OrderText[] 1.Placing an
Order2.Execution of an Order3.Delay in Fulfilling an Order4.Declining an OrderWords in Focus[] order] accept
[0 executel] stockExercisesUnit 7 Terms of Payment ([ )Sentence Patterns[] 1.Choice of Terms of
Payment2.Urging Establishment of L/C3.Establishment of L/CTextO 1.Introducing Terms of
Payment2.Acceptance of Payment by D/P instead of D/A3.Urging Establishment of L/C4.Advising Establishment
of L/CWords in Focusl] payl] draw(] stipulatel] chargeExercisesUnit 8 Terms of Payment ([J )Sentence
PatternslJ 1.Amendment of L/C2.Extension of L/C3.OthersText[] 1.Asking for Amendment to L/C2.Amending
L/C as Allowing Transshipment and Partial Shipments3.Extension of L/C4.Banking Advice of T/T
RemittanceWords in Focusl amount[J accountld cover[d valueExercisesUnit 9 InsuranceSentence Patterns]
1.Arrangement of Insurance2.CompensationText[] 1.Introducing Insurance Terms2.Asking for Insurance
Arrangement3.Advising Insurance Effected4.Clarification of Insurance TermsWords in Focus[] insure[] assurel]
effectl] referExercisesUnit 10 ShipmentSentence PatternsC] 1.Shipping Instructions2.Shipping Advice3.Shipping
DocumentsText 1.Urging Shipment2.Shipping Instructions3.Shipping Advice (O )4.Shipping Advice (

[0 )Words in Focus[] forwardd regard[] regretl] shipExercisesUnit 11 PackingSentence Patterns(]
1.Packing2.MarkingText[] 1.Buyers Requirements for Packing and Marking2.Information of Packing3.About
Outer Packing4.Size TicketsWords in Focusld pack[ specifyl] sourceld availExercisesUnit 12 ClaimSentence
Patterns[] 1.Making Complaints2.Lodging Claims3.Acceptance of Claims4.Rejection of ClaimsText[]
1.Complaint of Order Cancellation2.A Claim for Short-weight and Inferior Quality3.Proposal for Settlement of a
Claim4.Recommending a Joint ArbitratorWords in Focus] complain claimlJ compensate(]
settleExercisesUnit 13 AgencySentence PatternsC] 1.Asking for Agency2.Appointment of Agency3.Refusal to
Application for AgencyText[] 1.Application for Agency2.Stating Main Points in Agency Agreement3.Refusal to
Agency Application4.Agents Complaint of Slow DeliveryWords in Focus] act[] conformd market[]
favourExercisesUnit 14 Flexible TradeSentence PatternsC] 1.Processing Trade2.Compensation Trade3.Joint
VentureTextd 1.Processing after Samples with Suppliers Materials2.Concerning Compensation Trade3.Inquiry
about Conditions for Joint Ventures4.Confirmation of the Main Points in Joint Venture AgreementWords in
Focusl] negotiate[] businessC] limit(] exchangeExercisesUnit 15 E-mailExercisesKey to ExercisesExamination
and Keys
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