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1 Unit 1 Layout of Business Letters WiR Letter Head
2 Unit 1 Layout of Business Letters %3] Letter Head
3 Unit 2 Establishing Business Relations WiR Sales Letter
4 Unit 2 Establishing Business Relations %3] Sales Letter
5 Unit 3 Enquiry and Reply R
6 Unit3 Enquiries and Replies Wi Quotation sheet
7 Unit4 Offers and Counter-offers pLANE SVAR L Offer
8 Unit4 Offers and Counter-offers %3] Counter-offers
9 Unit 5 Orders and Acknowledgements WiR S/C
10 Unit 6 Terms of Payment pEANE SVAE A Packing List
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12 Unit 7 Packing & Marking WiR L/C Application
13 Unit 8 Shipment %3] L/C Amendment
14 Unit9 Insurance pTAREiS VLN Insurance Policy
15 Unit 10 Complaints and Adjustments WR Claims
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