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Chapter 1 Writing Process for Business Letters (1) Prewriting[] 1. Approaching the Writing Process
Systematically] 2. The Prewriting Phase of CompositionChapter 2 Writing Process for Business Letters (2)
WritingO 1. Researching Data and Generating Ideas[] 2. Organizing Datal] 3. Composing the First DraftChapter 3
Writing Process for Business Letters (3) Revising[] 1. Revising Messages[] 2. Proofreading for the Finishing
TouchO 3. Evaluating the ProductChapter 4 Business Letters Writing[d 1. Envelope Addressing[d 2. The Layout
of Business LettersChapter 5 Establishing Business Relations[d 1. General Introductiond 2. Channels for
Information of Potential Partners(] 3. The Requirements for Writing the First Inquiryd 4. Status Inquiryd O O
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