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1.business letter formats
2.structuring your communication
3.language and tone

4.the process of international trade
5.introducing yourself and company
6.inquiries

7.replies

8.quotation

9.follow-up

10.arranging meetings

11.social situations
12.autobiography

13.resume and application letter
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In the course, we are going to cover the following subjects:

1. Company organization

2. Trade process

3. Trade terms and payment terms

4. Company profile

5. Inquiries & business establishment
6. Reply
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Please attend class and hand in your assignments on time.




