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International commercial correspondence
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Business email and the format of commercial correspondence.

Content and style, terminology of business in emails and letters.

Enquiry emails and replies to the quotation.

Orders and pertinent emails, how to place in your orders, and order executions PO —
purchase order and SC-sales confirmation.

International payment and banking —related warranties including bank guarantees and
their wordings.

Transportation and shipping correspondence and the related consignment note.

Complaint and the adjustment emails miscellaneous correspondence
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