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1.Help Wanted

2.Interview

3.Getting to Know You

4.An Offer Arises

5.Shall We Take It On?

6.Consensus

7.The Devil Is in the
Details

&.Give and Take

9.Signing a Contract

10.0Office Machines
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11.Banking

12.Making Appointments

13.Holding a Follow-Up
Metting

14.Supervising Sales Staff

15.Executive Meeting

16.Don’t Count Your
Chickens Before They
Hatch

17.Accounting the Results

18.Celebrating Success
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1. Writing Good (1) Organizing letters
: (2) Letter form & envelop
Business Letters and
(3) Types of reports

Reports (4) Steps in repot writing

2. Effective Writing
Skill of Business
Letter & Examples

Effective writing skills
Strategies and checklists of editing letters.

(1) Product list
(2) Company profile
(3) Traders’ express

3. Sales / Promotion
Letter

Raise questions specifically, clearly and

4. Inquiry Letter bricfly.

5. Making Offers and|Quotation and reply
Counter Offers
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6. Orders and
Confirmation Letter

Purchase order
Sales confirmation

7. Issuing Letter of
Credits

Elements of L/C
Letter of Credit
Correspondence Concerning L/C

8. Packing and
Shipping

Packing letter
Production letter
Shipment letter
Inspection letter

9. Claims and
Adjustments

Reasons for filling a claim or complaint
Complaints and adjustment letter

10. Personal and
General Letters

(1) Recommendation letter
(2) Application letter
(3) Resume

11. Social
Correspondences

(1) Notice of visit

(2) Invitation letter

Notice of new branch office
Notice of new employee

Hotel reservation

Reconfirmation for the flight ticket

12. Electronic Mail

(1) How to write email
(2) Personal and general
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