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I.Question&Answer(80%)

1.What’simportantwhenviesringaforeigncountry?(10%)

2.What’simportantwhenwritingletterstootherbusinessassociates?10%)

3.What’simportantwhentakingamessage?(10%)

4.What’simportantwhennegotiatingonthephone?(10%)

5.What’simportantwhencomplainingtothecompany?(10%)~

6.What’simportantwhenworkinginanewcompany?(10%)[[微信公众号：ikaoti]
7.What’simportantwhenselectingapplicantsforajob?(10%)

8.What’simportantwhendealingwithlatepayments?(10%)

II.Writing(20%)
Sectionone(10%)

9.YouareworkinginthefinancialdepartmentofTivoliDesignCompany.Oneofyourbigclients[本科目答案页面导航：http://zk.ikaoti.cn/zikao.htm]
Hasdelayedlastpaymentfor90days.Youdecidetowriteanemailtohim.WritetoMr.Aaltio,yourclient.

Explainthatyouhavereceivednopayment,

Quoteyourtermsofbusiness:30daysnet

Stateyourcompanypolicyonunsettleddebts

Write60-70words.[最新年份咨询qq593777558]
Sectiontwo(10%)

10.YouworkinthepurchasingdepartmentofPacificInternational,amanufacturer.Lastmonth,

YouplacedanorderwithOceanViewSuppliesIn

C.ofNewJerseyforsomespecialcompo-

Nets.ThegoodsweredeliveredonMonday.NowitsFridayandyoustillreceivednoship-

ment.

SendafaxtoFred,thesalesmanager.

Explainthatyouhaveplacedtheorderof120boxesofarticleNo.231on15'hMay2006.

Youhavereceivednoshipment.[[微信公众号：ikaoti]
Askforimmediateshipment.[本科目答案页面导航：http://zk.ikaoti.cn/zikao.htm]
Write40-50words.
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