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Job Requirements and the Forms of Business Letters
Establish Business Relations

Credit Inquiry

Enquiries and Replies

Quotations and Pro'forma Invoices

Offers, Counter-offers and Re-counter Offers

Orders and Their Fulfillment

Sales Confirmations

Terms of Payment

Packing

Insurance

Shipping Instructions and Shipping Advice

Trade Disputes and Settlement

Sales Promotion

Expos

Appendix ID OO0 D0 DOOO0DOOOOOOO
AppendixUD D OO0 0OD0DO0OO0ODODO@))ODOODDOO
AppendixUU D OO 0OD0DO0O0ODODO@))ODOODDOO
Appendix IV Commercial Acronyms and Abbreviations
Appendix V Key to Exercises
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