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00O 0O Back to Basics
Chapter 1 Layout of a Business Letter
Chapter 2 E-mail and Fax
O OO Business Writing
Chapter 3 Business Negotiation
Module 1 Establishment of Business Relations
Module 2 Enquiries
Module 3 Offers
Module 4 Counter Offers
Module 5 Sending Samples
Chapter 4 Signing Contract
Module 1 Purchase Order
Module 2 Sending and Returning the Sales Contract
Chapter 5 Execution of Contract
Module 1 Establishment of L/C
Module 2 Amendmentto L/C
Module 3 Packing
Module 4 Insurance
Module 5 Urging Shipment
Chapter 6 Claim and Settlement
Module 1 Claim
Module 2 Settlement
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