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Export and Import Procedures

After reading this unit, you should be able to:
e know the process of export operations
¢ know the process of import operations

e master typical words and expressions in export

and import procedures




International trade, also known as world trade, foreign trade or overseas trade, is
the fair and deliberate exchange of goods and services across national boundaries. It concerns
trade operations of both import and export and includes the purchase and sale of both visible
and invisible goods. Exporting is selling products to another country. Importing is buying
products from another country. Foreign trade, the exchange of goods between nations, takes
place for many reasons. First, no nation has all of the commodities that it needs. For example,
the United States is a major consumer of coffee, yet it doesn’t have the climate to grow any
of its own. Therefore, the United States must import coffee from countries like Brazil,
Colombia and so on. Second, a country often does not have enough of a particular product to
meet its needs. For example, the United States is a major producer of sugar. However, it
consumes more than it can produce. Third, one nation can sell some items at a lower price
than other countries. Japan exports large quantities of radios and television sets because it can
produce them more efficiently. Therefore, it is no doubt that global trade is big business today
and will grow even more important throughout the 21st century. The following unit is written
for the purpose of helping you visualize the navigation roads to the export/import operations
on the macro basis so that you may prepare yourself with a smooth access to the exporting
and importing.

1. Export Procedures
(1) Preparation

Market research is vital to win the trade game. Even if you have some experience in
international trade, it is unwise and risky for you to jump into an un-researched market.
Generally speaking, evaluation of the target market is the first step in implementing profitable
import and export plans.' Figure 1.1 is designed to progress from the least to the most difficult

Figure 1.1 Selection of target market analysis based on the accessibility of the data.
a) The basic need potential of certain goods
\\ Basic fioed potenia I _~ is dependent on various physical forces, such as
> climate and natural resources. For example, if the
Feonpmic and financial f“rce?/ firm produces air conditioners, the analyst will
~___ Peliical and fegal forces look for countries with warm climates.

b) After the initial step, the analyst will have
Competitive forces / a much smaller list of prospects. This list may be
further reduced by a second screening based on

. Personal visits . .
the economic and financial forces. Exchange rate,

interest, credit availability, and paying habits of customers are among the major financial
points of concern.

¢) If you want to export goods to other countries, you must examine political and legal
factors of your target market such as the stability of the government, tax laws, price controls,



national security controls and so on. Therefore, no matter how large a nation’s potential
market is, if its legal and political constraints are unacceptable to management, that nation
must be eliminated from further consideration.

d) Competitive forces should be analyzed before an exporter wants to step into his target
market. Factors such as the number, size, and financial strength of the competitors, market
shares, and marketing strategies are major points of concern. \

e) Eventually, an exporter should take a trip or send a research group to visit those
countries that appear to be good prospects. Generally speaking, trade fairs, exhibitions, and
field trips are common ways of visiting a market.

Of course, there are still some other things an exporter should do before expanding
business. For example, before arranging a contract and subsequent overseas transaction, an
exporter should ensure whether he needs or could obtain the export license from the
government as well as register a brand in time.

At last, an exporter is usually required to make advertisements and develop marketing
programs for its goods and products before entering into export transactions.”

(2) Trade Negotiation

Trade negotiation is an indispensable
procedure in business transaction. It generally
includes the four procedures: inquiry, offer,
counter-offer and acceptance. However, in the
highly-competitive international business world, an
exporter’s ability to offer reasonable prices and
terms to customers might mean the difference
between winning and losing a sale.’ Negotiation is a
team sport. Negotiators should be familiar with

international trading practices, experienced in dealing with foreign customers and quick in
making wise decisions. When an agreement is reached, the two sides sign a business contract.
(3) Execution of Contract

As soon as the contract is signed, the exporter should do the following things to execute it.
a) Cargo Readiness

In order to deliver the goods within the stipulated time, an exporter should ensure the
readiness of the export goods. The quantity, quality, packaging and marking of the goods, and
the delivery date must strictly follow the stipulations in the sales contract.’ If the goods need
to be inspected before shipment, the inspection should be carried out at a proper time.
b) Terms of Payment

It is of essential importance to clearly stipulate in a written contract the various terms for
payment. Generally speaking, cash, bill of exchange, checks, promissory notes, and other
payment methods like remittance, collection, and letter of credit are often used to effect the
payment of international trade.”
¢) Customs Clearance

After effecting payment in export trade, the exporter should now declare the export
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goods to the customs by filling in certain customs forms and submitting appropriate
documents such as commercial invoice, export license, copy of sales contract, and inspection
certificates. The customs will inspect the export goods and decide if the shipment can be
cleared through. Once the goods are cleared, shipment can be made anytime.
d) Shipment

Transport in international trade will be either by sea, or combinations of road/rail, or
perhaps post. Sea transport is by far the chiefly used method in international trade in our
country. Shipment should be made according to the contract terms. Usually, the exporter shall
fill in the Shipping Note to book the shipping space or ship.® After receiving the Shipping
Order from the carrier, the exporter may start to ensure the loading of the goods. The exporter
should supervise the loading process, and get the Bill of Lading from the carrier.
¢) Insurance

Risk is common in every corner of the world. Therefore, goods should be insured against
loss or damage at each stage of their journey. Usually, insurance is arranged by exporter on
CIF or CIP term. But if the importer is responsible for the insurance (on FOB term), the
exporter should in due time send the importer all the necessary information the latter needs to
arrange the coverage.
f) Document and Payment

After shipment is made, if L/C is used, the exporter should present to the negotiating
bank the documents within the time specified by L/C to get paid.” Documentation should be
completed with absolute accuracy and clarity. Generally, the following documents should be
presented to the bank: Invoice, Bill of Lading, Insurance Policy, Certificate of Origin,
Inspection Certificate and Packing List.

2. Import Procedures
(1) Preparation

Market research is still vital in import trade. In order
to purchase goods at a lower price, importers need to
investigate the target country’s natural resources, price,
supplier’s financial status and credit, as well as
government policy, barriers and restrictions’” Many
countries have import controls by an import license
system. An importer must make sure whether a license is
needed and can be obtained before he starts the
negotiation with an exporter. What’s more, a detailed

importing program including specifications, quantities,
budgets, importing channels and payment terms should be decided before import trade.
{2) Trade Negotiation

This is also an indispensable procedure in business transactions, which generally includes
the four procedures: inquiry, offer, counter-offer and acceptance. When the agreement is
reached, the two sides sign a business contract.
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(3) Execution of the Contract
a) L/C

L/C is now widely used for payment in international trade in many countries. After
signing a contract, the importer should open the L/C in accordance with sales contract terms.
Otherwise, the exporter will ask the importer to amend the L/C. That will cause extra work
and may delay the shipment.
b) Booking Ship or Space

In China, FOB or FCA terms are generally used in import contracts. Therefore, the
importer is responsible for shipment. After receiving the exporter’s notification of cargo
readiness, the importer should book shipping space or ship and keep the exporter informed of
the progress to facilitate smooth delivery of the goods. The importer might also want to
supervise the shipment at the loading port.
¢) Insurance

Under FOB, FCA, CFR and CPT terms, the cargo insurance should be arrénged by the
importer. The importer should ask the exporter to advise the shipment in time so that the
goods can be covered by insurance without delay.
d) Document Examination and Payment

When L/C is used, after the shipment the exporter will present to the negotiating bank
the relevant documents to get payment. In consequence, the issuing bank will pay for the
documents if the bank confirms that all the documents are acceptable.” Then, the bank will
notify the importer to make the payment and get the documents. If no problem is found after
examination of the documents, the buyer should make the payment in the pre-agreed manner.
e) Customs Clearance

Like exported goods, the imported goods must be cleared through the customs too.
Necessary documents like invoice, B/L and inspection certificate should be submitted. The
customs officer will check the goods against the documents.
f) Taking Delivery and Inspection

With the shipping documents, the importer can now
take delivery of the goods from the carrier according to the
set procedures.” Then, inspection should be carried out to
confirm if the goods are in conformity with the terms
stipulated in the sales contract. Should any problem occur,
the importer need to make immediate claim against the
relevant party."
g) Claim

After the inspection, if problems such as weight

shortage, inferior quality or wrong shipment are found and attributed to the exporter, the
importer should make claims against the exporter.” If the loss or damage is due to the
negligence of the carrier, the claim should be made against the carrier. If the loss or damage
has been caused by the risks that are covered by insurance, the claim should be made against
the underwriter.



Claims should be filed within the time limit stipulated in the sales contract. Necessary
documents like inspection report should be presented to the relevant party.
h) Settlement of Disputes

In case a claim cannot be settled between the parties involved through negotiation, the
dispute should be submitted to arbitration if that has been agreed upon beforehand in the
contract. Otherwise, litigation will be necessary.
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Generally speaking, evaluation of the target market is the first step in implementing
profitable import and export plans. — i, Pl BAR T HR2LHA S S O RIw
F—4%, W Figurel.l i, TG EAET R LW 525, F—PRAEEATRKES
(Basic need potential), 55 25 & ¥ & £ 5 fl & Rl 89 &% W S (Economlc and financial
forces), 565 = A7 R0 5% BUIG A0 £ 4E A (Political and legal forces) %Ei’ﬁ%ﬁﬁm%ﬂ‘]%
“ﬁj](Competitive forces) , B & — B i# 17 5C H#b % 2% (Personal v1s1ts)o

At last, an exporter is usually required to make advemsements and develop markeung
programs for its goods and products before entering into export transactions. & /5 , i H #
RN OASZHBEN AWM SFHTFREHTR,

However, in the highly-competitive international bosiness world, an exporter’s ability to
offer reasonable prices and terms to customefsrrrlightr meao the diffefeoce loets\}een winning
and losing a sale. AT , ZE H WA EFRH 5 1 R B | 1 O % P 82 54 E A4 #& F
ZARMIBEH T REE THERNBRII S RM, “term” ZEX B0 REHEE,

The gquantity, quality, packaging and marking of the goods, and the delivery date must
strictly follow the stipulations in the sales contract. WY E 8 Gk frEMEHEH
HHETRTEERERAPHAE, AHFH “sipulation” B“HR, A" HEE,
“sales contract” &18 “BHEF", |

Generally speaking, cash, bill of exchange, checks, promissory notes, and other payment
methods like remittance, collection, and letter of credit are often used to effect the payment
of international trade. — & %¢ , M4 ILHE XT] AHE ﬂﬁ@ﬁm&?ﬁfﬁ%ﬁﬂ LA, ﬁ:q&&{n
A5 3 P L R 959 i STAT IR,

Usually, the expoxter shall fill in the Shipping Note to book the &
shipping space or Shlp ﬁ W, HOWBEEESR ﬁ%ﬂiﬂéfﬂﬂ“’ i R
FITH, “Shlpplng Note = MRTE R, %Hﬁ%ﬂi”fﬁ%
B, “book ship” & “FHH”, “book space” & “iTHE”,

After shipment is made, if L/C is used, the exporter should present to the negotiating bank

the documents within the time specified by L/C to get paid. F¥1% M5 , in &R F 4 £ 15



FIER A3, W O Ry R 7R 15 R E B9 BLE B9 398 PR P 1] AT A7 42 B R AR 34T A,
“negotiating bank” EUD(N'T:I,ET?I%NMB‘J@HO “document” fESH F I 55 < S5 B2
B, | o |

In order to purchase goods at a lower price, importers neced to investigate the target
country’s naturel resources, price, supplier’s ﬁnanciel status and credit; as well as
government policy, barriers and restrictions. & T B8 IR M XS, #HOHT
RiREBRERE BRBR, Hrif, HE R B B T BOR B AN, DA BB B B BE 2
W, “barrier” AEKELR B W, EIRTS T, WS QN R G b
B@%ﬁ‘%ﬁﬁﬂlﬁkﬁﬁ H?’Zﬁﬁ%l‘ﬁﬁﬂiﬁ%&%& ﬁﬁ%ﬁ: BT 4 S e B BE 2 AN
KBLEELFRY, Fﬁlﬁﬁéﬁﬁﬁ R O R R et — @%iﬁﬁj‘ Eﬂﬂlﬂ?ﬁ)ﬁﬁﬁ?ﬁ%ﬁ
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...the rssumg bank will pay for the documents if the bank confirms that all the documents
are acceptable ﬂﬁ%ﬁlﬁﬁﬁ%ﬂf’ﬁ%iﬁ—ﬂdﬁxﬁﬁﬁ }FﬁEﬁK‘rAﬁon

10. With the shipping documents, the importer can now take delivery of the goods from the

11.

12.

carrier according to the set procedures. ¥ # iz M SAIE, H#F OB W LURBE8E 926 TR K
iE ABRERBEY, “carrier” XBR“ERZNWER, EREFRP RKEANFTIE—
R GEF B R RIEFTEH R TR LRk HEH,

Should any problem occur, the importer need to make immediate claim against the
relevant party. “Should... ” ﬁi%ﬁ?ﬂ%%ﬁ‘l@]% %’79 ﬂﬂ%ﬁn@ﬂjﬂ" Iﬁﬂﬁf“_L
Eﬂﬁﬁiﬁﬁﬂj?ﬂ%o "

After the mspectlon, 1f problems such as welght shortage, mfenor quahty or wrong
shlpment are found and attributed to the exporter the importer should make clalms
against the exporter. E#Qﬁfﬁnn ZF ﬁﬂ%k R ﬁ@lﬂﬁ@ﬁﬂﬁ%iﬁZ;E h%
R, SH HRERY I‘]@F ﬁ wi ﬁ%’“[’] HJ' D ﬁ%tﬂ ?ﬂ%o welght shortage =

“shortage in weight” ﬁ 8 j\] Eﬁx ,E
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‘ . Exercises

0 Translate the following terms.

) H#OEF 2) HORF 3) #EOiF

@) iTHE 5) (6) EEREIE
(7) #5% 8) B (9) il E5C
(10) fRRK: 11w (12) R G RHA|
(13) B (14) ERUEH a5) B

9 Complete the following sentences.

(1) In making a market research, an exporter should at least do five things. They are:
a)
b)
c)
d)
e)

(2) Trade negotiation is an important part of conducting an export and import trade. It
generally includes four procedures. They are

(3) List five ways of effecting payment of international trade.
a) b) )
d) e)

(4) As soon as the contract is signed, the exporter should do the following things to execute it.
a) b)

c) d)
e) )
(5) Compared with the exporter, the importer should do the following things to perform the

contract.

a) . b)

c) d)

e) )

g h)

(6) When an importer takes delivery of his goods, he should immediately

and if any problem occurs, he should without delay.
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9 Communication activity.

In pairs, choose a task from the list. Student A is the manager. Student B is the staff member.
Make up a dialogue according to the following situations.

Make a market research for all sales managers.

Ensure the readiness of the export goods. Make sure the quality, quantity, packaging and
marking of the goods.

Lodge a claim to the exporter since the goods you received are not in conformity with
the terms stipulated in the sales contract.

STUDENT A STUDENT B

Tell Student B you’d like him/
her to do something.

Ask what the task is.

Explain the task.

Ask for more details.

report to you. Say OK.

Give details. Tell Student B to /
I

Thank Student B.




