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PART ONE Chapter One Introduction O O OO O Chapter Two The Layout of Business Letterst] [0 (I [0 [0 [
OO0 Sectionl Introduction Section 2 Language Style Section 3 Format of Business Letters Section 4
Layout of the Common Blocked Lines for Business Letters Section 5 Addressing EnvelopesChapter Three
Establishment of Business Relations and Credit Status Enquiries 0 0 0 0 OO0 OO0 OO OO O  Section1
Establishment of Business Relations Section 2 Credit Status Enquiries Section 3 Useful Expressions Chapter
Four Enquiryand Offer 0 0 0 0O 0O O O  Section 1 Enquiry Section 2 Guidelines for Writing Enquiries
Section 3 Reply to Enquiries: Offer Section 4 Important Notes on an Offer Section 5 Guidelines for Replying
to Enquiries Section 6 Specimen Letters Section 7 Useful Expressions Chapter Five Response to Offers (1 [ [
OO0 Sectionl Decliningan Offer Section 2 Guidelines for Declining an Offer  Section 3 Conditional
Acceptance. Counter-offer Section 4 Guidelines for Writing Counter-offer Letters Section 5 Entire Acceptance
Section 6 Guidelines for Writing Acceptance Letters Section 7 Specimen Letters Section 8 Useful Expressions
Chapter Six Order Placing & Repliesto Orders 0 0 O O OO OO O  Section1 Introduction Section 2
How to Place an Order Section 3 Confirmation of an Order Section 4 Useful Expressions Chapter Seven
International Business Contract J 0 O 0O 0 O OO  Section 1 A Brief Introduction to International Business
Contract Section 2 The Contract Heading Section 3 The Recitals Section 4 The Main Body of a Contract
Section 5 The Validation of a Contract Section 6 Specimens of Contract Section 7 Useful Expressions
Chapter Eight Termsof Payment 0 O 0O O O O  Section 1 Payment Instruments Section 2 Method of
Payment Section 3 Specimen Letters Section 4 Useful Expressions Chapter Nine Letter of Credit 0 O O O [
Section 1 Introduction Section 2 Parties in a Letter of Credit Section 3 Contents of a Letter of Credit Section
4 Categories of Letters of Credit Section 5 Basic Documentary Procedure of L/C Section 6 Characteristics of
Settlement by L/C Section 7 Payment Terms in the Contract Section 8 Specimens of L/C Section 9 Specimen
Letters Concerning L/C  Section 10 Useful Expressions Chapter Ten Shipment and Ocean Bill of Lading [J B/L
OO0O0O00ODOO000O Sectionl Ocean Transport Section 2 Terms of Shipment in the Contract and the
Covering L/C  Section 3 Types of Ocean Bill of Lading Section 4 Contents of Ocean B/L and Its Making
Section 5 Specimen Letters Section 6 Useful Expressions Chapter Eleven Packing 0 0 O [0  Section1 The
Importance of Packing in Foreign Trade Section 2 Packing Terms in Foreign Trade Section 3 Different Kinds
of Transportation Packing and Their Packaging Containers Section 4 Packing Marks Section 5 Packing List
[J Weight List Section 6 Specimen Letters Section 7 Useful Expressions Chapter Twelve Insurance O O O [
Section 1 Insurance in Foreign Trade Section 2 Marine Insurance Section 3 Types of Coverage Section 4
Effecting Insurance Section 5 Specimen Letters Section 6 Useful Expressions Chapter Thirteen Complaints,
Disputesand ClamsO O 0 OO OO 0O OO  Section 1 Definition of Complaints, Disputes and Claims
Section 2 Different Types of Complaints, Disputes and Claims Section 3 Specimen Letters Section 4 Useful
Expressions Chapter Fourteen Agency [0 O O 0  Section 1 Introduction Section 2 Relations between
Principal and Agent Section 3 What to Be Covered in Agency Agreement Section 4 Specimen Letters Section
5 Useful Expressions Chapter Fifteen Quality Terms 0 O 0O O O [0  Section 1 Introduction Section 2 Means
to Express Quality Section 3 Terms of Quality Section 4 Quality Guarantee Section5 Specimen Letters
Section 6 Useful Expressions Chapter Sixteen Quantity Terms [0 [0 [0 00 00 O  Section 1 The Importance of
Quantity Clause Section 2 Units of Measures and Weights  Section 3 The Calculation of the Weight of Goods
Section 4 The Application of Quantity Terms Section 5 Specimen Letters Section 6 Useful Expressions
Chapter Seventeen Commodity Categorizationand Price Terms0 O O OO0 OO0 OO O  Section1
Categorization of Trading Commodities Section 2 Survey on International Trade Practice Section 3 Price
Terms Commonly Used in International Trade Section 4 Specimen Letters Section 5 Useful Expressions
Chapter Eighteen Business Fax and E-mail WritingD O O O 0000000 OO  Section 1 Introduction
Section 2 Fax Section 3 E-mail Section 4 Useful Expressions Chapter Nineteen Documentation in
International Trade O 00 00 0 0 O  Section 1 Introduction Section 2 Kinds of International Trading
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Documents Section 3 Issues Concerning Documents Section 4 Specimens Section 5 Useful
ExpressionsPART TWO Exercises Key to ExercisesReferencel] [
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