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Hx: CHAPTER ONE

AN OVERVIEW OF INTERNATIONAL BUS-

INESS COMMUNICATION

Lesson 1 Introduction to Business Communication
Lesson 2 Principles for Business Written Communication
CHAPTERTWO

THE LAYOUT AND APPEARANCE OF BUS-

INESS LETTERS

Lesson 3 The Standard Parts of Business Letters
Lesson4 TheSpecializedPartsofBusinessLetters
5 DHERR RSN D

CHAPTERTHREE
ROUTINEINQUIRIESANDREQUESTS
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Lesson5 LettersaboutRoutinelnquiries
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Lesson6 LettersabOutRoutine () rders
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lessonT LettersaboutRoutineCLaims and Complaints
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CHAPTERFOUR
LETTERSWITHNEUTRALANDPOSITIVE
INFORMATION \
EEPIENEEEERDIE

Lesson8 NeutralRepliestoRoutineRequests
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Lesson9 LettersSayingYestolnquiries

WK EEEE

LessOn10 LettersSayingYestoOrders
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Lessonll LettersSayingYestoClaimsandComplaints
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CHAPTERFIVE
LETTERSWITHNEGATIVEINFORMATION
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Lessonl? LettersSayingNOtoRequestsforFavors
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Lessonl3 LettersSayingNOtoOrders
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Lessonl4 LettersSayingNotoAdjustmentRequests
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CHAPTERSIX

LETTERSOFPERSUASION
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Lessonl5 PersuasiveRequestsforFavours
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Lessonl 16 Bargainingfor BetterTerms
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Lessonl7 SpecialAdjustmentRequests
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Lesson18 LettersforCollectingPayments
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ILesson19 SalesLetters
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CHAPTERSEVBN
SPECIALGOODWILLLETTERS
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Lesson20 LettersofAppreciation
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Lesson?21 LettersofCOngratulation
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Lesson2?2 Let tersofSympathy
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Lesson?23LettersofRecommendation
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CHAPTEREIGHT
TELEXANDFAXINBUSINESS
COMMUNICATIONS
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LessOn24 ConstructionOfTelexWordsandExpressions
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LessOn25 ConstructionOfTelexandFaxMessages
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