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Unit 1 Letter IntroductionUnit 2 The Structure of Business LettersUnit 3 The Different Patterns of Business
LettersUnit 4 The Letter of Establishing Business RelationsUnit5 The Credit InquiryUnit 6 InquiryUnit 7
Answering the Inquiry LetterUnit 8 Quotation and OfferUnit9 CounterofferUnit 10 Declining the Counteroffer
and Re-counter OfferUnit 11 Acceptance or ConfirmationUnit 12 OrderUnit 13 PaymentUnit 14 ShipmentUnit
15 InsuranceUnit 16 Complaintand ClaimUnit 17 AgentUnit 18 Introduction of a Contract (1)Unit 19
Introduction of a Contract (2)Unit 20 AgencyUnit 21 Service ContractUnit 22 TenderUnit 23 Submission of the
TenderUnit 24 AdvertisementUnit 25 ResumeUnit 26 Memorandum( 0 O [
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[0 O The ways dealing with the problems like the above should be clearly stipulated in thecontract.Ex. Party A shall,
at his own cost, provides Party B with first aid facilities and medicinesat the site.Ex. In case Party B is injured in an
accident while at work, Party A shall give himmedical treatment and 10 - 15 days sick leave with full pay. In case the
injury results fromviolation of operation regulations, Party B shall be responsible for the expenses of the
injuredpersons medical treatment.[J [0 19. Force majeure and accident [ The writer should stipulate clearly in
the contract the ways and programs of dealing withthe losses caused by force majeure and accident, death and
breaking down of the contract.(0 [0 Ex. The execution of this CONTRACT may be suspended after consultation
between theparties if it cannot be carried out further as a result of natural calamities, war,
internalcommotion,blockade, insurrection, illness of epidemic nature, coup detat, etc. Under suchcircumstances,
the Employer shall bear the travel fares of the return journey of the Personnel.[] [ Ex. If the performance of this
contract is interfered for any length of time, by act ofGod, war, civil commotion, riots, rebellion, revolution, fire,
epidemics and other similaroccurrence which are beyond the control of either party, neither party will be
responsible forthe non-performance of this Agreement for such length of time.[J [J 20. Payment of tax[J [J The
writer should state the tax item the employer or employees should pay and the wayshow to pay the tax in
accordance with the law.[J O Ex. Party B shall pay the taxes and dues imposed upon him by the
ChineseGovernment. Income tax which may be levied on the income of the Party B in Germany shallbe paid by
Party A.0J O Ex. Party B shall pay the taxes and dues imposed upon Bs Personnel by the ChineseGovernment.
Income tax which may be levied on the income of the Personnel in Iraq shall bepaid by the Employer.
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