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Part One Fundamentals of Business English Writing Chapter One General Principles of Busines Writing Chapter
Two How to Write Effectively Chapter Three Skill-trainingPart Two General Business Paerwork Chapter Foru
Notice Chapter Five Report Chapter Six Notes Chapter Seven Fax Chapter Eight Memorandum Chapter Nine
Contract Chapter Ten Instruction Chapter Eleven Certificate Chapter Tweleve Invitation for Bids and
Pre-qualification Chpater Thirteen Form of a Bid Chpater Fourteen Proposals Chpater Fiffteen Agenda Chpater
Sixteen The Minutes of a Meeting Capter Seventeen Skill-trainingPart Three General Business Letter Writing
Chpater Eighteen Formats of Business Letter Chapter Nineteen Useful Expressions of Business Letters Chapter
Twenty Resume Chapter Twenty-One Letter of Introduction Chapter Twenty-Two Letter of Job-hunting
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