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Preface

Recent years, international trade plays an important role and have been contrib—
uting greatly to the Chinese economic development. Our import and export business
have spread to most of the countries all over the world. Business English Correspon—
dence is a core course to prepare the students, who majoring in Business English,
International Trade and other related courses, for the field of international trade. It
teaches students how to negotiate international business through letters and to ac—
quaint the students with trading process and technical terms of foreign trade through
introducing various English correspondences in real trade practices.

This course is a combination of English and international trade , which means, it
will involve the knowledge of trade process, technical terms, and business English
format. The mission of this course is to train the students to achieve three aims,
which are aims of knowledge, aims of ability and aims of emotion. For the aim of
knowledge, the students should be familiar with import and export business activities
and understand relevant business knowledge, activities, English customary expres—
sions. The aim of ability is to train the students have the ability to use English to
solve practical problems, to deal with documents like contracts, L/C etc. , and e—
ventually, the students should have the ability to read, translate, and write business
letters, fax and e — mails. As for aims of emotion, the students should firstly learn to
follow international practice and rules, not only to negotiate by letters, but also to
conclude the deal to both parites’ satisfaction. Other aims of emotion are to train the
students’ profession ethics, and to improve the students’ competitiveness.

Among the teaching contents and practical contents, the terms and conditions of
a contract, which involve description of commodity, quality, quantity and packing;
price; shipment; insurance; payment; claim etc. ; are always the focus of teaching.
This book displays the negotiating process, as well as some negotiating skills, of all
the terms and conditions of the contracts through a number of letters, e — mails or
fax.

As Business English Correspondence is a very practical course, we suggest the
teaching schedule involve a special part: practical training classes, which would

LI
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greatly assists the students to put their theoretical knowledge into practice. To effec—
tively conduct the practical training classes, provide or simulate certain trade circum—
stances are quite important. ( Encouraging the students to work in foreign trade com—

panies during vocation is always a good idea. )
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Procedures of Business

I. What Are the Basic Procedures of Export Business?

In order to present a clear idea as to how the international trade proceeds, we
think it advisable to explain first the basic procedures of the export business.

In fact, the basic procedures of the export business may be summed up in the
following three stages, namely, preparation for export, negotiation of terms and

conditions for the formation of a contract, and fulfillment of a contract.
1. Preparation for Export

The preparation for export involves market survey, pricing, preparing goods,
advertising , contacting clients, etc. In a sense, the preparation for export lays a good
foundation for the next stage, the negotiation of terms and conditions for the
formation of a contract.

First of all, the market survey is a way to collect some related information about
the international market so as to study and predict its future movement, all of which
are the necessary basis for correct decisions. In international trade business, the
market survey usually focuses on the specific importing country with regard to its
political and economic conditions, its foreign policy and trade policy, its principle
trading countries, its usual exporting and importing commodities, etc. The market
survey also aims at the target market conditions of the importing country in general ,
the related products in particular, especially the varieties, styles, qualities, packing,
etc. of the products and their sale, cost, consumption, prices, principle suppliers,
etc. Meanwhile, the market survey should try to discover the prospective clients.

Second, the pricing is made on the basis of the market survey. It directly affects
the profit of the exporter. What are taken into consideration when making pricing are
the demand of the target market, the advantages and disadvantages of the exporting

products, and cost accounting, etc.
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Moreover, the advertising is an important way in the promotion of products. If it
is properly used, advertising will effectively influence the buying decisions of clients
in the importing country. The usual means of advertising includes newspapers,
magazines, TV, radio broadcast, brochure, etc. the exporter’ s duty to obtain the ex—
porting license or the quota before the negotiation of trade terms and conditions.

Furthermore, contacting clients to establish a stable sale network is above all
important to an exporter. A reliable client with wide connections in his country is a
sure way of minimizing risks and maximizing profits. When contacting a client for
business for the first time, however, it is always advisable to take a policy of
caution. The exporter needs to get such necessary information about the client as
reputation, credit, financial status and business mode, etc. before concluding a
transaction, especially one that involves a large sum of money.

Last but not the least, in some business; the exporter may be required to apply
for an exporting license or a quota according to the regulations of our country. It is
the exporter’ s duty to obtain the exporting license or the quota before the negotiation

of trade terms and conditions.

2. Negotiation of Terms and Conditions for the Formation of a Contract

for Export Business

Negotiation of trade terms and conditions for formation of a contract for the
export business is one of the most important stages in foreign trade to maximize the
exporter” s profit. The negotiation is usually conducted either in words, i. e. talks in
person or through telephone, or in writing, i. e. business correspondence which
includes letters, telexes, cables, faxes, e —mails, etc.

Generally speaking, a business negotiation goes through such steps as inquiry,
offer, counter — offer, and acceptance before a contract is concluded.

To be more specific, a business negotiation begins with an inquiry about the
possibility of doing business or the purchase or sale of a certain commodity. An
inquiry from a buyer ( importer) asks for the possibility of buying a certain
commodity and its price, etc. while an inquiry from a seller( exporter) asks for the
possibility of selling a certain commodity in the importing country.

.40
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When a seller receive such an inquiry either in words or in writing, the seller,
of he has the products to sell, may send either a non — firm offer or a firm offer to the
interested buyer. A non — firm offer is usually sent in the form of a quotation, which
includes catalogue, price list, etc. for the reference of a buyer. A non — firm offer is
but an invitation to offer and is legally an offer without engagement, which has no
binding force upon the offerer, A non — firm offer is subject to the offeror’ s
confirmation even if the offeree accepts it. However, a firm offer is made to a specific
person or persons ( legally termed as offeree) to express or imply a definite intention
of the offerer to make a contract under clear, complete and final trade terms set
therein. It should indicate price terms, quantity, shipment, payment, and validity,
etc. It is legally an offer with engagement, which has the binding force upon the offe—
rer within the validity. Once a firm offer is properly accepted by the offeree, the
transaction is then concluded.

On the other hand, a buyer may also send his buying offer which is referred to
as bid usually in the form of an order which, likewise, puts forward the price,
quantity , shipment payment, etc, for the interested seller to accept.

If the party who receives an offer disagrees with the trade terms and conditions
set, he may either decline it or make a counter — offer, that is, to put forward partial
amendment to the trade terms and conditions of the original offer or even puts forward
a completely different new offer. Anyhow, a counter — offer is, in fact, a new offer.

If the party who receives an offer accepts it, the acceptance should be
unconditional without any change of the trade terms and conditions. Even partial
acceptance with some changes on the original offer constitutes a counter — offer.

As mentioned before, the formation of a contract should be in writing usually in
the form of an international sales contract or a sales confirmation for the purpose of
clarifying both parties” contractual obligations and facilitating their fulfillment unless

otherwise agreed upon by both parties.
3. Fulfillment of a Contract for Export Business

At present, most of our export business is done on CIF basis and requires

payment by documentary credit. To ensure the fulfillment of a contract for the
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exporting business, therefore, an exporter should see to it that everything concerning
the exporting business be done without fail, in particular in such affairs as to prepare
goods for export, to secure documentary credit, to arrange for shipment and to get
ready all shipping documents for the settlement.

The preparation of goods for export should be in accordance with the stipulations of
a contract, such as requirements for quantity, quality and packing, all the necessary
certificates, 1. e. certificate of origin, certificate of quality, certificate of quantity, etc.

In most cases, the payment is made through a documentary credit. Therefore, it
is of vital importance to urge the importer to establish a covering L./C in time. Upon
receipt of the credit, the exporter should always examine it carefully to make sure
that the L/C stipulations agree with the contract. In case of anything that is not in
line with the contract stipulations, the exporter should inform the importer
immediately for an amendment. Or the exporter will risk a failure to collect the
payment from a negotiating bank after the shipment is made.

Shipping documents mainly refer to commercial invoices, bill of ladings,
insurance policies and other documents as required by the credit. They should be
made strictly in accordance with the L/C stipulation.

After the exporter’ s collection of payment from the negotiating bank, the export

business ends.

II. What Are the Basic Procedures of Import Business?

Somewhat similar to those of the export business, the basic procedures of the
import business may be divided into three major stages. They are preparation for
import, negotiation of terms and conditions for the formation of a contract, and
fulfillment of a contract. But naturally the focus of attention in each stage differs from

that of the export business.
1. Preparation for Import

The market survey still plays an important role in the import business.
The market survey helps collect information necessary for the importer’ s ana—
lytical study of the capability, reputation, credit standing and business mode
of both the producers and suppliers, and his comparison of prices, qualities,
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specifications and technology of similar products so as to select reliable clients,
and minimize the importing cost.
In some cases, the importer should apply for an import license or a quota

before the negotiation of trade terms and conditions with foreign exporters.

2. Negotiation of Terms and Conditions for the Formation of a Contract

for Import Business

The process of the negotiation of terms and conditions for the formation of a con—
tract for the import business is similar to that of the export business. It aims at reduc—
ing the importing cost and safeguarding the importer” s profit. But after the negotia—
tion, the importer needs to sign a purchase contract or purchase confirmation with the
foreign exporter so as to clarify both parties” obligations and enable the fulfillment of

the contract.
3. Fulfillment of a Contract for Import Business

If the import business is concluded on the basis of FOB or FCA and requires
payment by documentary credit, the importer has the obligation to open an L/C
through a bank, book shipping space or charter a ship, advise loading date, arrange
for insurance affairs, take delivery of the goods, make payment, make import entry
at customs and import inspections, etc.

With the completion of this stage, the whole import business ends.



