( /IVEW BENCHMARK y

RRAUSEIIZ7=

-

N,

HHEEE TR

[E MM EFESKFHEH
University of International Business and Economics Press



E & (New Benchm

S Y

) 2ESRBERRES KBRS

oREREEETERR e

SN FEIMERTFEETEME

[ o 7 45 e 1 D),
% U R

* & ArE

Bl £ & mEEm RS HAEH

SMEBAR (HHErZEHF)
IEE L WM FRE F W
I 4T F XBA K AL
FHE Bk BHER THEA
"%

XA 5B th R



EBEMBE (CIP) Hig

E PR 55 BRI E Y SR/ ph e . —Jba: XT
ST R 5 K& Hiiiat, 2009

(B (New Benchmark) £EHEIEEHRES
ERFIMRNEAE)

ISBN 978-7-81134-430- 1

[E 0. g I ERRS - KE - BE¥8R -#
# W.H31

HE A B R CIP fiEgr (2009) %5 133804 5

© 2009 &£ FHSPEFEBAFEHRATHEEZIT
WBIERE BESR

[l PR v 55 S IE B LI A2

4r¥ee R
BE&mE: F W

A& B R 5 K% W H
AHEMHHREHRFRE 105 dREgHEH: 100029
MEMAHLIS: 010 -64492338 B A7HBeiE: 010 -64492342
Rlak: http.//www. uibep. com E-mail: uibep@ 126. com

LRI R ELR R  FEBRIEERTHRET
RS, 185mmx260m  10.75 Epgk 248 F=
2009 429 AL LR 2009 489 ASE 1 WKEIR)

ISBN 978-7-81134-430-1
Ei%: 0001 -5000 F 4. 17.00 &



Hh R 5 BH

«grgr s (New Benchmark) 4 [E SR % BoAm & 308 RIIMUEM " BXISHE
O e A B 4 T A 2 B B T BB i — B R I i 5 R RS
ekt AESBOBHE R T4 E R B L A B M B 45/ LR S BIIE 7 I LA R
K A

HREBEERNT “ T2%a, WANDL, REESHE, APLE" N
E A, REEME R R AR, R TR 3 SRR AR ARk B
B, RETHEEMA. ZE6. EHR. ERVKHS TR, by b Emnsmnk
RE, FESCYIRT A BT

Hir, RESEESHE R EFR UMD SRS AR AN AL, HEME
e R P B RO RN RE . Bk S BAOREN R RUE R, AR
RIS, TR AR AR R B A CXGES” (HEREE
REIRIE) HOLMEE, AEHMRE HEBRM S IEESENER DR HIGEY
P EE A TS IR, e R EE E R R T A RS
MR, TERA CTIAMGER” WA, BHEUESAVNKE. BT RENKER
FRHEAR . TABAL.

REHHEE (HEIESARE) (1-48). (FHIEWR) (1 -28) .
(FE¥EmEY (1-20) . (ERESRTER) . (HLHIEEHE) . (HEIUEH
#) . (ERFREESR) . CERRSRN) . (ERAESHR) . (ERRESEEEMEY
Ry . (RSN . (OB . (BEXEER) . (FEEMB) . (RIFLE) .
(EEHEY . CHmEE) . (WEHEE) . (ORI . (SIHHE) . (RKSME
EY . (GRS WIE) %, AESMTEHEN, TEEEFHEER. ]
R BT AR, W T OB o

A I R OUEA £ 8 S ML AR, T HAHAL L RRL LR
. BTSN, EHRs 5L ERNAEARE, XEAEHHMHE IR
MEERE.

WAN, AETRAHIT BRI S L BCEVER, BT EESE (A
FBE L) o

st R B K dgAt
2008 45 A



B =

BEEF “+—H" MREES, REXIFHOLER TH R MR RIS, EHiR
R HSY A, ERESBEANAEE, L8003t EFRES AL NFERGARNY
e B, ETHEFOAFET, EHRTAMKERES AL SRS 8EE,

R, BRMERESSLTRANEMEZE GPRER) . (FHOHRE) %, R
GHATT KBNS, EERAN TR ERKRZEE, HE R4
W T RS R WA . BN A MM AR A, BB K
2T HE, SRS SR TAESH “ et WLl arEeE, xthER
TR ERHMWIET .

EM A HES . HHEPEEEAL, Bi2ESKPERSSIFRE L LiEE
W SZYI B BB & TR, BRI “SSl” MBATRRAE M E—MRE, AL
# RERRERA SR GIER, BHE 00 LEREERNYIZG. BRITAR, 51
BRI RSB B—R5IRCRSHEI, o REZRELMRNEIZE
TR A S, BN OB A S BRI AE R SR Y, RAEL AW
Brigszill, A REBETLRIREACEIN, ARVEATHIE G R E R ST U, BORE A AR AL B BB
Ko A BB B4y, 7E TAEh BETE 47 8 Hed ik 2 i 1 TAERIE SR

A EEBRMNAERE: 1) SVEMIRE S RWE RGBT
BFRAFAES BERERE; 2) SRS Bk T 5 AT AT B
JE R AT B o St B M S U R M s 3) A IEBIERAKER . TR B TR M o

AEM O FEROLORE: 1) BERES LS. BRSE. RIEHESITRER N
— ks 2) AR ERRRER BN LIAR; 3) AHEIR A S FREAE P AT
BE 2B B B0 IR AR 7 % 5 T HE o

Bk ST A 3 S B 00 £ BE SR R L BR R B 35 %5 . SN R T AR
e O BT R R S M AT A A S B 5 SRR SR, BEREAS
BBEAR bR, I SAMA LRSS A B M SRk B £ T B IR
. AR AT LIRS R, W DEN RIS Bk s, YRS
EERRS S ES S, ENAE TR B EST T R

AU BB SRS B T 5, SRR, B, o
Ui, SNRAWARLFASESHE . ABWNHREER THNMPEIMEHET RS HOE.
/1 4E#0T Ryan Rosevean F1 Net Paulsen £ 5 T A B8 B THE, fEH—HERHE.

& ¥ 8k
2009 %5 f 8 H

FrM AL



Part One

Unit One
Unit Two

Part Two

Unit Three
Unit Four
Unit Five

Part Three

Unit Six

Unit Seven
Unit Eight
Unit Nine
Unit Ten
Unit Eleven
Unit Twelve
Unit Thirteen
Unit Fourteen

Part Four

Unit Fifteen

Unit Sixteen

Part Five

Unit Seventeen

Unit Eighteen

Appendices

Contents

Preparation Before Business 1

Preparation of Price List 2
Sales Promotion 7

Business Negotiation 13

Inquiry and Offer 14
Bargaining 20
Acceptance and Signing a Contract 26

Executing the Contract 33

Urging 1/C Establishment and Payment Settlement
Establishing L/C 40

L/C Amendment 47

Packing 53

Booking Shipping Space 58
Commodity Inspection 65

Customs Declaration 71

Insurance 80

Shipment and Shipping Advice 86

Documents and Settlement 95

Preparing and Examining Documents 96

Documents Required by L/C 103
Claim and Settlement 113

Claim 114
Settlement 121

127

34



INTRODUCTION

AR O], A T %A B E RS R E RN R RN EE,
& —13 I TR 41 4 FOB SHENZHEN #4650 /S DULIRHI R S 4KIE, )
B RER, ATEECHRTLL, BB EE AL N REE,

#35 BUSINESS TIP 1, M8 7 A R TR S B2 TR 95
2, AR O SR ST %,

#E78 EMERGENCY & PRECAUTION mh, 48 730 3 R F955 S5 055 1E
T AN T o

@ OBJECTIVES

B AT, BERPA F LW SR R4 AL % X FOB CFR
CIF &% ¥R EXBHRNEXSH TR, LEETFHGHNEENER
=




Preparation of Price List

MODEL PRACTICE

[ BUSINESS SITUATION]
Guangdong Kaili Trading Co. , Ltd has just received a quotation from a manufacturer.
Mike Du, the Sales Managér, is preparing his FOB SHENZHEN‘price list.
After consulting his shipping agent, he gets to kn:bw the freight and starts to calculate

his FOB SHENZHEN prices.

(% |RR]ARMET FIROE , M RAEE %%, BB EC AR ITEH FOB

iR,
*1-1 TTHIERIAT R ifrRk
bk W/ EHE | M
1t = i 4 hee | ¥ | TH/AA - %
- €eM)s | (KG) | (m)
No.2 267 | BEE 44| ik |OPP X | 154T/2 R& | 79x42x86 | 34/31 2.58 |=f@ig%E
No. 2 268 | g4 @14 | &4 | OPP ﬁ 15412 & | 80x43 x87 | 39/36 2.72 | =@iBE
No.2 269 |54 +% | 1fE |PVC 3% | 12472 A& | 86 x46 x84 | 36/33 2.98 (=g
No.2 270 | B4 +% | Btk | PVCEE | 153T/2 & | 79 x42 x86 | 34/31 2.45 | =%
F1-2 FOB #ijll i it %
Doz/Inner | Specification |N. W/G. W | Price
Item No. | Description | Function | Packing Remarks
Package (CM) (KG) (USD)
Three models
No. 2 267 | Luxury Bus | Inertia OPP |15doz/2pkg | 79 x42 x 86 34/31 0.48
assorted
Three models
No. 2 268 | Luxury Bus | Inertia OPP (15doz/2 pkg| 80 x43 x 87 39/36 0.51
assorted
Three models
No. 2 269 | Luxury Bus | Inertia | PVC |12doz/2 pkg| 86 x46 x 84 36/33 0.54 )
assorted
Three models
No. 2 270 | Luxury Bus | Inertia PVC |15doz/2 pkg| 79 x42 x 86 34/31 0. 46 i
assorte:
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BUSINESS TIPS

L 8 ARSHR
- FOB ﬁ’r*ﬁﬁéﬂﬁﬁﬁig%‘ﬁ—/‘iuﬂﬁﬁﬁ Bp.20 %R”FE 40 JERAE B R 40 LR
AR, A R A AR ARBR N

ik #EL(CBM) ¥ #(CUFT)
1 x20 GP 27 -29 CBM 1050 %t
1 x40 GP 57 -59 CBM 2 050 ##
1 x40 HQ 67 ~69 CBM - - 2 400 ##

2. CBM, CUFT itH 5%

1) CBMiEZE : K CMxFTECM x5 CM +10 000 000,58 Kk Mx EMx B M
2) CUFT 8.4 CM x $ CM x & CM +28 317( 2K EX)

3) CBM 4y CUFT . 4A7 x 35. 32 (2 &%)

4) CUFT ¥4ty CBM: 411 +35. 32( 2R R )

3. FOB it EAR (1) |

FOB J53E% = (B MA + 105 + B4 200 < SR +
| BRSAR) x FFE
AR
1) S5 ARk T FHRA S o ,

. 2) TR RARYE H AT % K P sh 00 BT B B0 BB MO B R B R KU,
— 3R L BT SR .

3) BHMBHEREEHWEES. BXB (HMEH) . ORC (CHRITEH) . &
SR GRME TV TR R, RN AR . A BB 542 . FORM
A, C.O., ROSHAiF& % . ZREBE, SEMBHHERE.

HEARN: SHRBH L+ HB =S8

4) BHMB CUFT(SIFHER) =K x T x B (CM) 28 317 (2R AR

5) EATEAEET R,

6) [BHAINEN 5% , HEARN 1 +1x5% =1.05

Bl : 2 PERSLRE E A300, 4 B T, T HM R 10 55/ R, A300
SRS 7 B0CM x 60CM x 40CM, 44535 100 B, ARIH— 1 40 REMHERM, 5t
WEIETR 5 330 STTAR, BAFRIENS%, #HHE6.5 M2, 114 H FOB By %
#ro

BAFEH = B8 % 6.5 + Bb% =5 330 +6.5 +2 050 =0. 40 %55
FHIFFL =80CM x 60CM x 40CM =28 317 =6. 78
FOB | = (ST A + 1R + BH 3 < S8 « S85R5) < FigfnN



4 EFrE 5 IEARIM LI E

=(10+6.5+0.4x6.78 +100) x1.05 =1.65 £

4. FOB {HHA (2) D
FOB jGia# = GEBRA + B 24%) x BUHAIE « LR « SRM4H
WRU BRG], AXHESLERNT :

RSB R PR = MRS x A8
=(27CBM +0. 192CBM) x 100 =14 100 14
PERRA = MR x
=14 100 x 10 =141 000 5o A R 1fi
FOB SHENZHEN = (141 000 +5 330) x1.05 +6.5 +14 100 =1. 68 X5

LEA
L A THRE R, E?ﬁﬂiﬂ@iﬁi‘**%%%?"ﬁ (1) 0.03 35t
2. AAXTHIBERE, G B% (ZRYLEMH) . R, REBEHRA.

3. ZHRMMAEN CFR & CIF, MERWAE: #HRA. 2% (EBK
#) . MR%. WRBAMRKRHRAH (CIF), FEHEEEBEARLAFNE, Nosn
ERA—A M ER=ThArAACHH, fﬁ@i@?%ﬁﬁ’&ﬁﬁl‘ﬁmﬂj‘%f@
R :

EMERGENCY & PRECAUTION

TR HIBE 3 |

YRTILHRER, ARMICRERNERT, SRA TSR GRS
Mo KBTI R A L R B RS , SHAMBRAE R R U T =R

. ETTHMM. MATHBARR, AR TTICRK T E

2. BREERHAMEE S TR . SR HBEER, BN B RIBIC RIS R, T
PEFROT S LA BEE AE T R

3. ARTRM. HTHIESMNCAS S ERGH%, HhTAARTRN, &
GBI P Y B BRI SRR S AT o T/T R F R ERFAARTHRMN

Patterns & Useful Sentences

Contents of a quotation list:

I. Head ({3 AyLER)

1. Information about the seller SEZ{K{E &
2. Information about the buyer SLZ f{{= B

3. Order of the quotation list HE4t L #3k
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II. Price Terms {}{& &%

Trade terms (ESW, FOB, CFR, CIF... )
Loading Port, Destination Port ﬁ@& , By
Currency, Exchange Rate £, L&

Unit Price 8074 #%

ol

III. Quantity Terms #§ k&=

1. Quote according to a whole container FZzFAGERALH Hr

2. Quote according to minimum order quantity $%&/ME B EIRAIRM
3. Quote according to Q. T. Y in stock #zFE7EEHHr

IV. Payment terms 37 {43k
1. L/C {gHiE

2. Collection FEU

3. Remittance j 3%

V. Quality Terms [Fi &%
1. Certificate issued by Inspection and Quarantine Bureau #1846 R 48 & B9iE 35
2. Certificate issued by State General Administration for ‘.Quality Supérvision E% ﬁﬁf—j‘ 5]

B RHIESS

Exercises

I. Match the terms in Column A with the corresponding paraphrases in Column B.
Column A Column B

1. marginal cost pricing ' A. when the nioney from the sales of a product equals
the total costs and expenses involved in producing
and marketing it

2. break-even point B. the meth‘od‘ generally used to price an export
product effectively

3. equilibrium price C. the act of competitors who get together to raise or
lower prices

4. supply D. the price at which marketers are able and willing
to supply exactly the quantity of goods or services

that customers are willing to purchase
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5. price fixing E. quantity of a product offered on the market at a

specified price

II. Choose the best answer out of the four choices to replace the underlined part.
1.

Equilibrium price is not static but changes as demand and supply increase or
decrease.

A. in constant change B. powerful C. mobile D. frozen

. If marketers hold back products while waiting for prices to go up, these products are not

part of supply.
A. withdraw B. retreat - C. preserve D. reserve

. If the price is too high, customers may switch to the competitors.

A. turn to B. move to C. change to D. support
Customer reaction to changes in price is very critical.
A. sensitive B. decisive C. fault-finding D. risky

. Manufacturers find break-even analysis very helpful in figuring out what price to set to

achieve goals.
A. thinking of B. thinking about C. working out D. working on

II Translate the English into Chinese or Chinese into English.
1. As an exporter, the seller must be prepared to establish a sound approach to pricing.
2.

The method generally used to price an export product effectively is called marginal cost

pricing.

. The total of these costs represents a level below which prices would incur a loss.

4. It is assumed that the original tender was submitted with a margin of 30% on sales.

The negotiating objective on price level would be stated as; “To achieve a margin of 35% within
the validity period of the tender and without addition to the risks allowed for in the tender. ”

SRR B B L AR SRS, TSK T AR LB 1 4 I S TR £

R AU SS :
Mol H KR A, DGR A CABA ML M ik, SR &K
FREE . '

- ERER AR ZRZET, B ORI R T IR RA ST, DI O BB i

FH o

- RBAHHA BN S, XRAF T LB IR T EH A E MR KTk

H O3 10% B/ 5L, XAHEPTRBTRA 254k

10. Fil i ARLERIH O HEA KA LA+ EE



Sales Promotion

MODEL PRACTICE

[ BUSINESS SITUATION]

Guangdong Kaili Trading Co. , Ltd. is emailing its product information via the Internet
to its prospected customers and faxing its price list to its old customers in order to promote
the sales of the newly designed products.

[&RRR] AFESERMAGEERNEE PR DR S

Model 1 Sales Promotion on Internet

To: marketing@ kimhome. com

From: kailiexport@ kailiplastic. com. cn

Date; Tue, March 10, 2009 10. 35 AM (EDT)
Subject: YOUR FAVORITE — BRIGHT SPRING

Dear Customers:

We are one of the leading exporters of various toys in South China. BRIGHT
SPRING is our best seller. We are sending you FREE information on our plastic
products with intelligent development, fashionable designs and at competitive

prices.

If you are interested in them, just click on http: //www. kailiplastic. com. cn

Thank you for responding to this message, and have a nice day!
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Model 2 Sales Promotion by Fax

_ GUANGDONG KAILI TRADING CO., LTD.

No. 108, EAST HUANSHI ROAD, GUANGZHOU, GUANGDONG, 510620 CHINA
' Tel: +86 20 —87316291 Fax: +86 —20 - 87316292

Email: kailiexport@ Kailiplastic. com. cn http: //www. kailiplastic. com. cn

TO: Kim’s Home Center Inc. FROM: Mike Du, Sales Manager

ATTN; Mr. Alfred White, Chief Buyer DATE: March 10, 2009 .

FAX No. 001 -514 -62731630 FAX No. ; 0086 —20 — 87316292

No. OF PAGE (S) 1 SUBJECT: NEWLY DESIGNED PRODUCTS

MESSAGE
Dear Alf.
How are you these days?
Here’s the good news for you. We have recently developed some kinds of products,
which are of attractive designs, favorable prices and are sure to be salable in your market.

Enclosed please find our latest catalog and price list.

If you are interested in any of the items, please do not hesitate to contact me. We can

assure you of our best service.
Best regards!

Weke D
Mike Du

BUSINESS TIPS

1. IEPFERLSE

BEELTTW R, ATLUE BRI R A7 5 5 B, SR7E M b RS = R
B BEREEPNG, REREERRLHS . MES%, RATFET VSRR,
MTTFF IS X7 22 I ol 45 3K

BELH WS, FIRETT LU M LR =558, RN E &A= RS,




Unit Two Sales Promotion Q

WELZEPNE, REMEXEHRZH L. BRS%, RAZHFELLFER, A
TF g X5 2Z [ il %5 3R o 5 7 ; i -
2. #EPIE
ﬁiﬁﬁm,ﬁﬁﬁﬁaﬁﬁﬁmﬁijME%kﬁ ALT, RBEEEFRL
RS ML, jﬁ%%@P%M@%ﬁb ﬁmiEAjﬁﬂ%%,%%%%—%

W5 o
MEFTE, TUEER—EX5E, 8 TiTH, FBLFAHXEGE. &
ZWE, WiRF—8ks. . 5

i
"

EMERGENCY & PRECAUTION

J04RT B LE AR & B A RIRRIE

STPHFFRE, ERET AR R EE, %ﬁ%ﬁﬁ%gF%4%oﬁ?ﬁﬁ
LHEREN EBEKRNFHES, NP X7 REXN RS ITIRESK, @%7E
—Frih, RRE=R AR, TMARMEM B HE /Bl RENERE, A4 HRE
BB o WIRTNE . BT R R R MRTSEAT 10% - 30% By, RESRAE
FESZ AT, AT, ﬂ%ﬁﬁﬁ%ﬁﬁfﬁ%kU@ﬁﬁﬂﬁT%oEZ,ﬁTiﬁ%
Ui, IR EREEM :

Patterns & Useful Sentences

I. How to get the importer’s information . ‘ .

1. We learn from the Chamber of Commerce/Internet/Commercial Counselor’s Office/
advertisement that you are in the market for Chinese tea sets.
o T/ WL/ ek TR AR T B b B R R

2. You have been introduced to us by Audi Trading Company as one of the leading ‘importers
of children’s toys in Canada. :
Wi R G AR T RMERIILERREEH O AT Z—o

3. Thanks to Ms. Daisy Wang, one of our business friends, we have come to know your
name and address.
B TAL 51k Daisy Wang o934 ﬁMﬁﬁﬂﬁ“?%z?ﬁﬂﬂw

4. We owe your name to the Business Association through whom we learned that you are
interested in the import of nylon socks. = . . -
T AL e T 5 \7ﬁ%ﬁmﬁﬁ%ﬁo

5. We are very much impressed by. your .toy cars displayed at this year’s Spring Fair.

BAT S AE T 2 L FTRRF R A B BT RIS E BRI Z
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II. Introduce the company

1.

We are one of the leading exporters of first class china wears and are enjoying an excellent
reputation through twenty years’ business experience.
AARRREWE=SHEBEHORZ—. m@%ﬁ%i&ﬁ&ﬁ@ﬂﬂ%ﬁm%
HIFEE. -

We write to introduce ourselves as one of the leading exporters in China, with a wide
range of Sportswear.
RERERNE, FAAFRFTE-RIBHOW, LERFREIMR.

. We handle/deal in/specialize in various kinds of cotton goods.

RINEE SRR Mo

We have been in the line of china products for many years.

RINEZBEHECEREFET .

II. Introduce the products

1.

Our products enjoy a great popularity at home and abroad due to their hlgh quality and
low prices. ’

BATH =5 B TR0 BENEZENINE PR

Our products are very popular in European countries because of their excellent quality,

modern designs and reasonable prices.

RANWF=RGEER . BHE. MEEHE, ERMEERZRD.

IV. Send material about the products

1.

Enclosed please find a price list.

BRI 4R, A

. We are pleased to enclose our quotation list with the illustrated catalogue.

FEMM E AR B RRBRMR.

. We are sending/airmailing our latest illustrated catalogue.

BATAR I & 2/ iz iR Bl B B %o

V. Hope to establish business relationship

. We wish to express our desire to enter into business relations with you.

FBSHRITELFRR

. Please let us know if you are really interested in any of the products.

EREM P GIBNER, YOHBERER R

. If any of our products is of interest to you, please send us your inquiry sheet.

EXHEM T GEGR, HEH AR,
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We trust that many of the items in our catalogue will be of interest to you.

RATHIE B P EVFE RS ILRITRGER.

We are looking forward to receiving your kind confirmation on our offer and continue to
increase our potential business with you.

BrCEMR T SR BT EIBRIA, FFREBREES R

VI. Complimentary close

1. Regards. B,

2. B. RGDS f##t.

3. Hope to hear from you soon. H}B&H .

4. Look forward to your early reply. §r8% .

5. Expecting/ Awaiting your favorable reply. #%{E{iER .

6. Appreciate a swift response. B HEH, AR,

I. Match the terms in Column A with the corresponding paraphrases in Column B.

Column A . Column B

1, promotion ‘ _ A. any unpaid form of nonpersonal presentation of
ideas, goods, or services.

2. publicity B. any paid form or nonpersonal presentation of
ideas, goods, or services by an identified
SpOnSor.

3. advertising C. communicating information between seller and
potential buyer or . others in the channel to
influence attitudes and behavior.

4. sales promotion D. communicating with large numbers of potential
customers at the same time.

5. mass selling E. promotion activities — other than advertising,
publicity, and personal selling — that stimulate
interest, trial, or purchase by final customers or

others in the channel.

I. Choose the best answer out of the four choices to replace the underlined part.

1.

Further, most rental firms were lowering their prices — hoping for gains in market share
to offset the shrinking market.




