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1.commercial documents typically encountered in the global workplace
2.Contracts, Bills of Lading and other shipping documents,
3.Sales Letters, Enquiries, Orders, and Payments.

In this course, students will become acquainted with a number of typical, commercial documents which they might
encounter in the workplace. Students will learn about typical document construction, terminology, organization and
language. Sample documents will include simple contracts, Bills of Lading and other shipping documents, financial
documents, and documents used in common business communications.
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