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Unit 1 General Introduction [ [

Unit 2 Letters of Establishing Business Relations [J (I [ [ [ [
Unit 3 Letters of Credit and Status Inquiry [0 (0 O [

Unit 4 Letters of Inquiry and Reply O 0O [0 O [0

Unit 5 Sales Letters [ [

Unit 6 Offer and Counter-offer Letters [1 [J [1 [ [

Unit 7 Order and Confirmation Letters (1 [0 [0 O OO0 O [

Unit 8 Letters of Payment [J [J

Unit 9 Letters of Packing [ [

Unit 10 Shipping Letters [J [

Unit 11 Letters of Marine Insurance O [ [0 [

Unit 12 Claim and Adjustment Letters [ [J [ [0 [

Suggested Answers

Appendix Useful Expressions in Business English O O O 0O O 0O O O
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