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PART ONE LAYOUT OF BUSINESS LETTERS PART TWO BUSINESS NEGOTIATION Chapter 1
Establishment of Business Relations Lesson 1 A Letter from an Exporter Lesson 2 A Letter from an Importer Lesson
3 Sales Promotion Lesson 4 An Invitation Letter Chapter 2 EnquiriesC] Offers and Counter-offers Lesson 5 [0 Al
A General Inquiry [0 B[O AReply Lesson 6 A Specific Inquiry Lesson 7 A Reply to an Inquiry Lesson 8 Making an
Offer Lesson 9 A Reply to an Inquiry about Insurance Lesson 10 A Counter-offer on Price Lesson 11 Acceptance
of a Counter-offer Lesson 12 Declining Request for Price Reduction Lesson 13 Asking for Payment by T/T Lesson
14 Declining D/A Payment Lesson 15 ACounter-offeronPacking Chapter 3 Conclusion of Business Lesson 16 An
Acceptance Letter Lesson 17 Placing an Order Lesson 18 A Reply to an Order Lesson 19 Sending a Sales Contract
Lesson 20 Counter Signature PART THREE EXECUTION OF CONTRACT Chapter 4 Payment Lesson 21
Urging Payment Lesson 22 [1 A0J Urging an L/C O B Advising Establishment of L/CLesson 23 ASampleofL/C
Lesson 24 Asking for L/C Amendment Lesson 25 Asking for L/C Extension Chapter 5 Shipment Lesson 26 Urging
ShipmentLesson 27 Asking for Partial Shipment Lesson 28 Alteration in Shipping Arrangement Lesson 29 Sending
Shipping AdviceChapter 6 InsuranceLesson 30 Covering Insurance for the BuyerLesson 31 Applying for Insurance
Chapter 7 Commodity Inspection and Customs DeclarationLesson 32 Inspection of Imported Food Lesson 33
Customs DeclarationChapter 8 Complaints and Claims Lesson 34 Complaint about Wrong Delivery Lesson 35
Settlement of a ComplaintLesson 36 Claim for Damaged Goods Lesson 37 Claim for Inferior QualityLesson 38
Declining a Claim PART FOUR OTHER TRADE FORMS Chapter 9 OtherTrade Forms Lesson39 [J ALJ Asking
for Sole Agency [J BI AReplyLesson 40 Compensation Trade Lesson 41 Processing Trade Lesson 42 Joint
Venture Lesson 43 Invitation to Bid Appendices
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[0 O 1. Our inspection agency will issue an inspection certificate to show that the consignment is in conformity
with export standards.2. For commaodities such as frozen beef[] Veterinary Inspection Certificate might be
required to prove that the commodity is free from diseases of animals.3. It is better to resolve the differences
through amicable consultation than to submit it to the arbitration if the results from the inspection and the
reinspection do not coincide with each other.4. If the result of the inspection is not positivel] the certificate turns
out to be the documents for refusal of the goods and claim for compensation.5. A seminar of technical specialists
including the surveyors from both sides will be held to clarify which result is correct.6. We'll accept the goods only
if the results from the two inspections are identical with each other.7. Reinspection should be made within 10 days
upon the arrival of the goods[] and if any discrepancy is found[] claim must be raised within 30 days.[]

[ &hellip;&hellip;
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