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Chapter One Written Communication -- An Overview[] Key to Skill Training & ExercisesChapter Two
Establishment of Business Relations[] Letter 1 Self-introduction] Letter 2 Tranferring business relations[] Letter 3
Request for establishment of business relations[] Letter 4 The first touchd Letter 5 Credit inquiry[] Letter 6
Favorable reply from the bank[] Letter 7 Unfavorable reply from the bank[] Key to Skill Traning &
ExercisesChapter Three Inquiries & Replies[] Letter 1 Requesting for catalogues and price listsCI Letter 2 The first
inquiry Letter 3 General inquiryd Letter 4 Specific inquiry] Letter 5 Tabulated inquiryd Key to Skill Training
& ExercisesChapter Four Making Quotations and Offers(] Letter 1 A reply to the general inquiry] Letter 2 A
reply to the specific inquiry Letter 3 Asking for pro forma invoicel] Letter 4 A tabulated quotation(] Letter 5
Making free offers] Key to Skill Training & ExercisesChapter Five Making Counteroffers & Declining Orders

[ Letter 1 Making a counteroffer(] Letter 2 A reply to the counteroffer(] Letter 3 Acceptance of a counter
counteroffer(] Letter 4 Declining the counteroffer(] Letter 5 Declining ordersl] Letter 6 Declining a duplicate
order[] Key to Skill Training & ExercisesChapter Six Acceptance and Orders[] Letter 1 An initial order(] Letter 2
Acknowledgement of an order] Letter 3 Placing a repeat order (A tabulater repeat order) Letter 4 Sending a
S/C with counter-signaturel] Letter 5 A reply from the sellerd Key to Skill Training & ExercisesChapter Seven
Terms of PaymentU Letter 1 Asking for payment by term L/CLI Letter 2 Asking for easier payment(] Letter 3
Declining term L/CU Letter 4 Asking for payment by D/AL Letter 5 Declining D/A paymentO Letter 6 Asking
for direct payment by the buyerJ Letter 7 Agreeing to the proposal for direct payment] Key to Skill Training &
ExercisesChapter Eight Letter of Credit[] Letter 1 Urging establishment of an L/CL Letter 2 Advising of the
establishment of an L/CO Letter 3 Asking for extension of the L/CO Letter 4 Asking for amendment to the L/C
[ Letter 5 Asking for amendment to the L/CLI Key to Skill Training & ExercisesChapter Nine Packing and
Shipment[] Letter 1 Shipping marks[ Letter 2 Shipping instruction] Letter 3 Shipping advicell Letter 4 Urging
shipment[] Letter 5 Asking for parial shipment[J Letter 6 Inquiry for container shipping servicell Key to Skill
Training & ExercisesChapter Ten Insurancel] Letter 1 Taking out an open policy[] Letter 2 Effecting insurance
for the buyer Letter 3 Asking the recipient to cancel breakage risk(] Letter 4 Insurance company writes to the
insurer] Letter 5 Asking to cover insurancel] Letter 6 Arranging insuranced Key to Skill Training &
ExercisesChapter Eleven Complaints and Claims[] Letter 1 Complaint of improper packing[] Letter 2 Settlement
for improper packing(l Letter 3 Complaint for delayed shipment [ Letter 4 Settlement of the delay[] Letter 5
Claim for short weight[J Letter 6 Settlement of the claim[J Letter 7 Declining the claimJ Key to Skill Training &
ExercisesChapter Twelve Agency[] Letter 1 Applications for sole agency[] Letter 2 Manufacturer's reply[] Letter
3 Offering to act as buying agents for importer] Letter 4 Manufactuer's confirmation of agency terms] Key to
Skill Training & ExercisesChapter Thirteen E-MailsC] Key to Skill Training & Exercises
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[0 O Paying for goods supplied in domestic trade is a fairly simple matter because paymentcan be made either in
advance or within a reasonable short period after delivery. But thisproblem is much more complicated in foreign
trade. Must the seller wait perhaps severalmonths for his money or shall the buyer pay several months in advance
before seeing hisgoods[]

Clearly, the seller runs certain risks of non-payment if he surrenders goods beforepayment has been made. As it is
not always possible for the seller personally to collectpayment before delivery, the appointment of agents for this
purpose in the importerscountries becomes necessary. This function is usually entrusted to the bank, who has
branchesor correspondent banks in most towns or cities overseas.[] [1 The most generally used method of
payment in the financing of international trade is theletter of credit [1 abbreviated to L/C [0 , which is a reliable and
safe method of payment,facilitating trade with unknown buyers and giving protection to both sellers and buyers.
Theprocess of issuing a letter of credit starts with the buyer. He instructs his bank to issue an L/Cin favor of the
seller for the amount of purchase. The buyers bank [J the opening bank[] sendsto its correspondent bank in the
sellers county the L/C, giving instructions about the amountof the credit, the beneficiary, the currency, the
documents required and other specialinstructions. The correspondent bank advises the seller of the receipt of the
credit. Sometimesa seller requires a confirmed L/C. In this case, the correspondent bank usually adds
itsconfLrmation, and advises the seller of the same; the seller will then dispatch the goodsaccordingly.C] O O [
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