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Chapter One Basic Knowledge of Business Letter Writing[l Section One[] Introduction of Business Letter Writing
[ Section TwolI Layout of a Business Letter[] Section Three[] Structure of Business Letter[] Section Four

[0 Addressing EnvelopesC] Section Fivel[l Good Writing PrinciplesC] Section Six[J Some Rules of Good Writing
[ Section Seven Notes[] Section Eight Useful Sentences] Section Ninel[d ExercisesChapter Two Establishing
Business Relations[] Section Oneld Introductiond] Section Twoll Specimen Letters[] Section Three Useful
Words & Expressions] Section Fourd Useful Sentencesd Section Fivell ExercisesChapter Three Enquiries

[0 Section Oned Introductiond Section Twol Specimen Letters] Section Three Useful Words & Expressions
[ Section Four[] Useful Sentences] Section Fivell ExercisesChapter Four Offers and Quotations[] Section One
O Introduction Section Twol Specimen Letters] Section Three Useful Words & Expressions[] Section Four
[J Useful Sentencesl] Section Five[ ExercisesChapter Five Counter-offerst] Section OnelJ Introduction

[ Section TwolJ Specimen Letters[] Section Three Useful Words & Expressions[] Section Four[] Useful
Sentences] Section Fivel ExercisesChapter Six Conclusion of Business[] Section Onel[] Introduction{] Section
TwolJ Specimen Letterst] Section Three Useful Words & Expressions[] Section Four[] Useful Sentences

[J Section Five[d ExercisesChapter Seven Terms of Payment[J Section OnelJ Introduction[] Section Two

[J Specimen Letters] Section Three Useful Words & Expressions[] Section Four[] Useful Sentencestd Section
Five[J ExercisesChapter Eight Establishment of L/C and Amendment,[J Section Onel[] Introductionl] Section
TwolJ Specimen Letters] Section Three Useful Words & Expressions[] Section Four[] Useful Sentences

[0 Section Five[d ExercisesChapter Nine Packing Section Onel] Introductionl] Section TwolJ Specimen Letters
[ Section Three Useful Words & Expressions[] Section Four[] Useful Sentences[] Section Five

[0 ExercisesChapter Ten Shipping Marks and Shipment[J Section Onel] Introductiond Section Twoll Specimen
LettersC] Section Three Useful Words & Expressionst] Section Four Useful Sentences[] Section Five

[0 ExercisesChapter Eleven Insuranceld Section Onel] introductiond Section Twol Specimen Letters(] []

[0 Chapter Twelve Complaints and ClaimsChapter Thirteen AgencyChapter Fourteen Trade FormsChapter
Fifteen Job-Application Writing in EnglishChapter Sixteen International Business ContractsChapter Seventeen
Telex,Fax and E-mailChapter Eighteen Other Letter WritingAppendix 10 [0 0 0O 0O O O O O Appendix 20 O
O0ooooon
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(0 O According to China” S* Contract Law” [J a contract[] whether or not there are domestic and
foreignfactors] Can be divided into two types of contractsC] domestic contracts and foreign-related contracts

[0 The SO-called foreign-related contracts referto a contract thatthe parties to the contract[] or the objectofa
contract[] modification] terraination ofthe contract between the legal facts ofany contract haveforeign factors(] In
the foreign-related contractsC] the most important part is with the nature offoreign-related contracts(otherwise
known as foreign trade contracts) it is that our legal persons orother organizations with foreign legal persons

[ other organizations or individuals enter into contractsin order to achieve certain economic goalsd] [

[0 Compared with domestic Contracts[] the foreign-related contracts mainly have the following twokey features[]
O O (1) The contracts with foreign factorsC] The most notable distinction between foreign-relatedcontracts and the
domestic contracts is that foreign-related contracts have feature of foreign factors[] Foreign-related contracts
generally include the following three factors(] in the main contract(subject)at least one is a foreigner(including legal
persons and other organizations and individuals) (] theobject of the contract is in the country or over their borders
or outsidel] some contract legal factsocculTe outside[d [ (2)China party in the contract is usually Our corporate
clientsl] or other organizationJ TheChinese citizens in current conditionst] in addition to international passenger
parties] in general t11leyCall only act as a foreign-related contracts party in non-foreign tradeJ such as serving
as aforeign-related gifts ofone party in the contractl]
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