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(Abbreviations)

/ How to Write a Correct Sentence

(Grammer Review)
( )
(Basic Sentence Patterns/Simple Sentence )
(Yes/No Question & WH Question)

(Indirect Question & Negative Sentence )
/ (Phrase & Clause)
/ (Compound/Complex Sentence )
/ (Parts of Speech)
(Mistake Checking)
(Useful Vocabulary)

Z Letter Form & Envelop



5 Effective Writing Skill of Business Letter & Examples

(Grammer Review)

¢ Business English Letter

(Sales/Promotion Letter)
(Product List)
(Company Profile)
(Trade Weekly)
(Trade Sources)
(Inquiry Letter)
(Quotation & Reply)
(Price List)
(Price List)
(Proforma Invoice)

(Bargain/Negotiation Letter)

(Sampling or Specification Approval Letter)
(Invoice)
/ (Follow Up Letter)
(Sales/Promotion Letter)
(Purchase Order)
(Sales Confirmation)

(Proforma Invoice)

(L/C & Other Payment Terms Discussion Letter)
/ / /
(Packing /Production/ Shipment/ Inspection / Letter)



(Inspection Report)
AQL

(Shipping Advice & Shipping Documents )

(Collection & Commission Letter)
(Debit Note)
(Credit Note)

(Staement)
(Complaints & Adjustment Letter)
(Agency & Agreement)

(Sales Agreement)
(Agent Agreement)
(Commission Agreement )
(Quality Agreement)

(Payment Agreement)

(Non-Disclosure and Confidentiality Agreement)

(Patent/Royalty Agreement)

5 Miscellaneous Letters

(Notice of Visit)
(Invitation Letter)
(Notice of Removal)
(Notice of New Branch Office)
(Notice of New Employee)
(Hotel Reservation)

(Reconfirmation for the Flight Ticket)



/
5 Recommendation Letter/Application Letter & Resume

7 Appendix

(Noun Phrases Abbreviations for International Trade)
(Abbreviations)
/ /

(English Names and Codes of the Main Cities in China and
Global Countries)

(International Trade Business)

(Supply Chain in Trade Business)

(International Trade Conventions)
(Flow Chart of International Trade)

(Additional Remarks of Quality Terms, Quantity Units,
Packing Methods & Shipping Mark)



FV
LV
Aux.

Vt
V-root

O.C.
S.C.
D. O.
I. O.

Pron.
Adj.
Adv.
Prep.
Conj.
Art.
Sing.
PI.
Ph.
ClL

p- t.
P. P.
V-ing
To + V-root

(ABBREVIATIONS)

(Subject)

(Verb)

(Function Verb)
(Linking Verb)
(Auxiliary )
(Intransitive Verb)
(Transitive Verb)
(Root Verb)
(Object)

(Object Complement )
(Subject Complement)
(Direct Object)
(Indirect Object)
(Noun)

(Pronoun)
(Adjective)
(Adverb)
(Preposition )
(Conjunction)
(Article)
(Singular)

(Plural)

(Phrase)

(Clause)

(Past Tense)

(Past Participle)
(Present Participle )

(Infinitive Phrase)
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How to Write a Correct Sentence




(Grammar Review)

(1) / (Simple Sentence/Basic Sentence Pattern)
(2) (Compound Sentence )

(3) (Complex Sentence )

(4) (Compound Complex Sentence)

(Spoken Language)

(1)S+FV

(2)S +FV + Adv. or Adv. Ph.

(3)S+FV +0

(4)S+FV+1.0. +D.0. or S+V +D.O. +Prep. +1. O.

(5)S+FV+0+0.C.

(6)S+LV +S.C.

(7)There + Be + S(N) + Adv.

(8)It + be + N/Adj. /Adv. /Prep. Ph.

a (S)

(FV/LV) (0) (S.C./70.C.)

2) (7)

(Written Language )



+ (and/or ) + =

+ / =
Yes/
No WH Information
(1)Yes/No
Be (Aux. can, could, may, might, will,
would, shall, should, have, has, had, etc. ) (S)
Be Do, Does, Did
- Do, Does, Did
(V-root)
Be + S + S. C.
Aux. + S + V-root
Do
Does + S + V-root
Did
(2)WH
WH  How Be
Do, Does, Did Yes/No

WH  How



WH Who, Whom, Whose When

Where Which Why What
Who + Be +S. +S.C. ( )
Whom +Aux. +S + V-root

Whose + N +do

does + S + V-root

did
When ( )
Where ( )
Which( +N) ( )
Why ( )
What( +N) ( )
How
How many +N + Be +S+S.C. ( )
How much ( +N) +Aux.  +S + V-root ( )
How often do ( )
How long +does  +S + V-root ( )
How far did ( )
How about + N/ V-ing ( )
How + Be + S ( )
5. (Indirect Question)
WH Yes/No WH Be
Do, Does, Did
(1)YES/NO +WH  + (S) +Be / (Aux. )

(2) (Sentence) + WH  + (S) +Be / (Aux. )



(Negative Sentence )
Be not Be
don’t, doesnt didn’t

no

(1) (S) +Be + not + (S.C.)

(2) (S) + (will/shall/can. . . ) +not + (V-root)
(3) (S) + (have /has/had) + not + (p.p.)
(4) (S) +don’t/doesn’t/didn’t + (V-root)

(5) (S) + (FV) +no + (N)

(1) (2)
(3) (4)
/ /
/ / /
- He is our customer. best in the States
— He is our best customer in the States.
He is our best customer who imports Toys.
Adj. CL
It is our policy. to  Adj. Ph. when  Adv.
ClL
— It is our policy to require payment by L /C when we deal
with a new customer.
: (Parts of Speech)
(1)  (N)

(S) (0) (S.C.) (0.C.)
S, O, S.C. O.C.
/ / / /



(2)  (Pron.)
S,0
(we, you, they, us, them...) / (any,
some ) / (this, that)/ (who, whom, which)
(3) (V)

FV (Function V) LV (Linking V)
(FV) buy, send, receive, offer. ..

(LV) Be become, seem. . .

] / 26

12

(4) (Aux. )

(D will, shall, may, can, must, do, does, did + V-root

@ have, has, had, is, are, am, was, were + p.p.

(5) (Adj.)

(my, your, his, her, our, their, its)/
(one, two, three, first, second... )/ (big, red,

good, old, new, iron... )



/ / + +
+ + /
(6)  (Adv.)
(V) (Adj. ) (Adv. )
/ / / / / / / / /
/ / /
(S) (V)
(7)  (Prep.)
+ (the) + (N) = (Adj. Ph.)
(Adv. Ph.)
(8) (Conj. )
- and or
(9)  (Art.)
a, an, the
a+ a sample, a catalogue
an + an order
the + /
- our, your, their. .. this, that

This is a new sample. This is our new



