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Part 0 Job Application -- delivering the personal messagel] Chapter 1 Rosumol] Chapter 2 Autobiography

[0 Chapter 3 Cover Letter[] Appendix 1 Adjectives ~[1 Appendix 2 Business Categories and Company
Organization] Appendix 3 Job TitlesT] Appendix 4 Action VerbsPart [1 Company Correspondence -- knowing
how to deliver informative, positive and negative messages] Chapter 4 Principles of Business Correspondence

[0 Chapter 5 Email Writingd Chapter 6 Memo Writing[D Chapter 7 Letter WritingPart 0 Writing a Business
Proposal -- knowing how to deliver persuasive messagesC] Chapter 8 Introductiond Chapter 9 Writing the Body
of a Proposall] Chapter 10 Writing an Executive SummaryJ] Appendix of a Business Proposal Part [ Writing a
Business Plan - seeking investment opportunities through informative and persuasive messages:[] Chapter 11
Introductiond Chapter 12 Starting to Write1 Chapter 13 Marketing and Sales Plan[J Chapter 14 Management
TeamO Chapter 15 Financial Plan(J Chapter 16 Executive Summary[] Chapter 17 Company Description

[J Chapter 18 Conclusion
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[0 O 1 Why learning a business plan?C] [0 To gain a competitive advantage in job-seeking[] [0 Getting familiar with
the business environment in advance would make a job applicant more confident and professional than other
competitors. Enterprises are often engaged in capital raising activities. As a hired intelligencel] you will be valuable
if knowing how to write a plan to initiate investment for the company.] [0 Moreover[] to cope with the global
economic changel] Chinese government has put forward a series of incentive policies to tackle the unemployment
issue. Young talents are encouraged to establish a business of their own as an important part of the governmental
Policy. Writing a business plan is an essential step for a start-up to get funding.[J (0 To enhance research and
analytical ability[] [J In order to persuade others to investl] writing a business plan involves in thorough analysis
on the market[d the industry[d the financial condition and so on. Consequently your research and analytical
ability grows.
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