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Forward Introduction

According to national customs statistics, value and volume of China’s foreign trade have al-
ready broken the line of USD 200, 000, 000, 000, and now maintain a steady and healthy
growing trend. In great numbers, both men and women of all ages are taking up careers in the
field of foreign business. And thus, the knowledge of operation technique in actual foreign

trade practice seems to be in rather greater demand than before. .

But up to now, most of textbooks and lectures in college campus probably focus on internation-
al theory, policies, or just brief introduction of general foreign trade transactions. A newly
graduated student majoring in international trade in university may have a thorough under-
standing of the function of foreign trade to national economy, but at the same time may be un-
aware how to handle an concrete actual foreign transaction, while it is one of major required ca-
pacities considered by the employer, including export goods preparation, sustoms declaration
and clearance, application for inspection, arrangement for shipping and insurance, documents

processing, account settlement, etc.

This book, named the foreign trade documents transferring and processing, intends to give a
light to the students or any other persons who are seeking for opportunities in foreign trade in-

dustry.

Since 1995, our department, Economics and Business Department of Dalian Light Industry
Institute, has been engaging in a teaching reform program concerned with the operation of ac-
tual foreign trade cases. We try to establish a imitated foreign business environment leading the
students to operate as real foreign trade salespersons, aiming at improving students’ practical
operation capacity and bridge the gap between the present actual ability of new graduates and

the requirements of foreign trade enterprises where they want to take up careers.

During three years’ test teaching in our department, I have heen encouraged by the favorable
continuous feedback from our graduates, and decide to write this book, so that more people

could benefit from it.

This book is organized into three parts:
* Part I; Foreign Trade Contracts, including its negotiation, initiation, conclusion and its

content, forms, types, etc.
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e Part II; Performance of Export Contracts, the main part of the whole book, which is di-
vided into five chapters, named Export goods preparation; Letter of Credit checking;
Arrangement for shipping, Export insurance; Documents processing for account’s settle-
ment.

* Part III; Performance of Import Contracts, covering a rather concise part, considering
the similarity sharing by Part Il and III.

Together, this three parts present a detail and vivid picture of an actual transaction of interna-
tional trade. Together, the three parts present a detail and vivid picture of an actual transac-
tion of international trade. The combination of truly actual cases and concise pertinent reading

provides the necessary ingredients for a rich course on international trade.

Furthermore, I believe that all students of International Trade have a great deal to learn from
the study of the actual operation of foreign trade cases, especially in the process of Transferring
and Making of documents. This book means to help you to stand a competitive position among

the groups of foreign trade jobs hunters.

But you know; this field is rapidly evolving. Although the detail is included and every effort
has been made clear, current, complete please do not consider the technical notes, sugges-
tions, examples as substitute for exact current investigation of law, regulation in the interna-
tional market and practice before you really proceeding. Instead, you must pay attention to

every tiny change in this field for your success.

I am honored to cooperate with my colleagues, Ms. Liu Ying who wrote the second section of
Part I, Ms. Yue Qin who wrote the seventh section of Chapter V in Part II, and Ms. Lu
Yagin, Ms. Wang qi.

[ am indebted to the senior student assistants and some of foreign trade co. staff who gave me

so willingly their time, energy and ideas so that I could collect these case materials.

This book has been checked and confirmed by the senior professor Xiu Zongzhe, who gave
good suggestion and help to me.

In addition, I would like to state my appreciation to; Li Xiaoxian, professor in University of
International Business and Economics, who ever gave me the key guidance in this field; Yin
Qi, professor and Dean of Economics & Business Dept. in Dalian Light Industry Institute,
who promoted me to get confidence to publish this book; Mr. Ma and Mr. Li, salesmen
working in foreign trade co., who gave me a big help with collection of case material; and
Ms. Lu Jie, who took a part in the edition of the book.
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Finally, I would like to give my more personal statement of thanks to our department, my

family, and my friends.

Yin Zhe
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5 R o
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ERERYEESFFR-BRETMK, AFER, ARHK, BRI ZEROEBRERRA
BEHEA, BE, £, REENEEN - BEYEZSGRBAERLE-FTHERX. BKGHE
(HERttP#E ALY WAEHEAREERXTEAZEAMRM. BERBERE (¥
ShaFaRk), RENXIRESRLIRAREER.
PEAFRTEAHAKRR, BMIERX SR (Contract) MG EHBIAFH (Confirmation ),
BREENARE, BRARFERE,
ARIEETES AR TR A GER, W,
(1) BELRHNEEXXZMEITIERXR SR, Hl,: Import Contract, Export Contract,
Purchase Contract, Sales Contract %,

(2) EEEH., BR., BAERUN, R—FH SHEANER, HREITHIAS
&R, #lln. Sales Confirmation, Purchase Confirmation %,

(3) Wfafr. B, BAXRN, BUER. CREARBEZHNEREEIERS
&) A B

(4) BEEBS, LFLAXTERITHENSR, MERSHSHBE AR, Mo
HEmEaR. REAMIEHE. REEEASR%E, —BRNERKYEESRETAERER
FEMIIHAE, BIA A RS,

W —FESN, BEARLEHRIVFAHBER., FHSHIANE—BBAYE . &
X, N = H

#H (Preamble) BEERIMFE IS, QB FEMNER, ITADNT UHANSFRNL
I (2R, BEEEHNFITLERNEBRRMBITERMNMEIE, I “The sellers agree to

sell and the Buyers agree to buy the under mentioned goods on the terms and conditions stated

EX (Body) BAFMEWRES. BRFIIBETLSEMEALHLERK, BURT 4E
AMBRAIXNE, HE. SRR, BE. B4, S0, 0%, Bk, BEHR. 20
B, OB, RE. IAFR ., B8, UEKSR. BNEE. RTHAMHRES,

(1) /R %3 (Subject Matter Clause) MXERNBEMER, iTHEDEK. HE.
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s, B2, a%%,

(2) #r#% K (Price Clause) HEHPRBEMMEBH, HHRTE. EFHERE
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(3) B%#i2%3 (Transportation Clause) REMAREITHAEH TN, L5 ()
588 ), FHEE, REBHMITEMREE.

(4) REE %K (Insurance Clause) THHHEFHEHFAFTEMLE; A HHER, B
T B B AR B R

(5) A% (Payment Clause) ITHAATEKETR] . T35 R . AR BT B AG 65 T il 52
#.

(6) Br%& X (Inspection Clause) THAHFH DY BT E] ., M, kA
#, URKEVW., AHERIAERMSEIEAMBBIEHEERREANEE
g, HERREZXDTERHUIFHELIFHWEBIERAREERE, ITARRT S
BUBRFTHEEIES N,

(7) B3 %K (Exemption Clause) XIRARH S1H&EK (Force Majeure Clause) , ¥
RHEREADENMSG, SRPNITHARTHAMNEE LG ROLH, RalH
TP ABER . NERFEEX (ReRAREERFEFR), REAH
HHOGRIAR L ERRERAE AR,

(8) RIEHAK (Claim Clause) TEHRASPTLEELHYPSE. Hi. HE.
B, A%, 28, RRSEFAAELTHEL, ANTSBREMEEWRE, B
A R RLIT RIS . B, BT ERSHE, ‘

(9) BER%EI (Applicable Law Clause) tHMHEHEEFKX, RIEERALEETH
“BEAWKT BN (Autonomy of Will), SR KHF AR DEFA B MEREY
B, REXNSINRGERITSEE, ERAPEHE®E.,

(10) &% (Arbitration Clause) #UE MRS, Y. HREF. REBE N

DUEHBRAEFEHNE,

(11) &% (Remarks)

UERFAREREYLLARPWBELNE, FROLEER, HEATREEIY

WE, XEEHA/NDEEREBHETE.

YR (End) RAFMERHT. —MIIHARN G, BERHIEE (Original),

B3O RAER MR (ARX - MEAEITH), BRENTEFHE (signature) o

ERXGFEMEXEH (KFEGRAINE) 2HBNARHFEMHEXA. BREHR

L. ZFUH EAANERNES LARAR, BEEEFAFRSR N, MEENTHEY
Ko KRHMBRZBEANELS, ZRAEREF (Contract); MEBMAK, HEK
ZHE/PEFTEMRELIG, SESITIRE . BHSFKRPHIMNXEERARR SRR
P R#IN 4 (Sales Confirmation), BMEHAMAIR SR BEBE R, AAH N, FINE
WRRE, SEETNREN G ERAL, FHLg M A £,
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REEX IR G TR, TEHHTUFER,
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B EFRR HhFMEE, 2%ENERAKTHE, FL &
l R T EEEA.

LSRR TS N AR, SEEE.

KR, ERAMEZ, KF, AAEANESEEE

il LHBART LA REFE R ER ST, B R

BEERW S, BIRET, XERE R A RET MR

e Rk AR B2 BMEXH - FREFEEMNAES, EHRwBT

FRBE R, EXEDSE, —BEERE, EH
FR TG 36 I 200 B O 3 T A A RRAIE
RGN, Bk, BfE, KE%E. BT H
BT A FRRAS RIGEBRBEHRE, SRS EHAGEN,
DI, XS AT EIRAEMNERFRE) 2
nEH BCH XM YA BAE. HE. R, THEOHA
R, EERNFATUERRAE ., Bx. #5. XH%, TAHBEERNES,
2. ERMgHaERR
(1) RHBH%H
SRR G, XA, FHEALEARH, EXHEHNT.
®fk (The heading) RIS ABMULFIRIE BB,
Q# ANt (The inside add. )  WfE AHbdL,
QW (The solution)  —Rf& Dear Sirs (HR,) 3 Gentlemen (£ER),
@HH (The subject heading B Caption)
O©F %iE (The opening sentence) FFLiBWEERRWHAEREZR AN EXER
FEmAR, #RESEZEREHES, HESZETVHFBERE, —BREFARN
H; HERWBIESN HHRE, FEFZROAEHHRE, —BEBH “Fx B
BR&: We’ ve received your letter of X X” #ERRERISIHE. BERRFE MY
KERTHEME, XHBEBAERE, ROUUFMTRILERRER,
©fFHIIESX (Teh body) XU EAEHMMER,
D& RIE (The closing sentence) —MFEAAEERBIBE S5 RKEEERNEH KL
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M A BARER, AE%E, W “BrBIE . We are looking forward to your early re-
ply”s
@M% (The complimentary sentence) # “yours sincerely” %,
©% % (Signature)
(2) RN
BRAE XA IR, IF.
Gt A (Indented style) — HAMHE, fFL7EMTH, WL —THE . =W,
FIE, BERIFH—-TERESE T,
FhR (Blocked style) ®—BIFB—1TH G/ —1TBF, —BAHT,
B ER (The indented & semi-blocked style) A at R AT LR, HMBLRH
i, TEMESXAHHEH,

@ China National Light Industrial Products
Imp. & Exp. Corp. Dalian Branch
16 Kunming Street
Zhongshan District
Dalian, China
Oct.1,1997
@ EL Mar Trading Company
12 Main Street

Fresno
California, U. S. A.
@ Gentlemen:
@ Re: Zinc Sheets

® Referring to our order of Aug. 3for 1, 000 metric tons of Zinc Sheets, we shall
be glad to

® Know when we can expect delivery of the goods, which are urgently required.
Needless to say, we have been put to great inconvenience. [ t’s important, therefore, that
you inform us of the earliest possible shipment without delay. Should you fail in discharging
your obligations, we should be compelled to cancel the order.

(@ Please look into the matter as one of urgency and let us have your fax reply as soon

as possible.
Yours faithfully,
@ (signature)

BEHHHE, —BEFZEEHER. AR, 8. BRKBIEWEHNART AR,
RETEADRAGERERE . B, BREES. BEANBEERELR, FERIEAN, #4%
e EE,

3. REB X



