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Eﬁﬁmﬂj This course will introduce some basic international trade processes and business
communication concepts. Besides lectures, group discussions and presentations,
students will also need to write different forms of business correspondence.
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1. Cover letter

2. Company profile

3. Product introduction

4. Meeting notice & minutes

5. Incoterms and trade processes
6. Inquiry

AR TR Inquires and offers
orders and responses
complaints and responses
Payment

Sales letters

Insurance related letters
Merger, Bidding

Job offersand resume
Reference Letters

Invitations
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