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. Company profile

. Product introduction

. Meeting notice & minutes

. Incoterms and trade processes
. arranging meetings

. social situations

. autobiography

. resume and application letter
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In this semester we will cover the following subjects:

1. Review trade terms and payment terms
2. Inquiries and Quotation

3. Reply and confirm

4. Order

5. Shipping

6. Dealing with complaints
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Please hand in assignments and attend class on time.




