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KEYS TO SU@@ESS

o Terms
ESichecule

o Protection:

o Consistency
o Accuracy!!!
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WHAT THEY SAY

Sales:
who, what, where, how much $

Shipping:
contents, insurance, responsibilities,
transportation mode

Compliance:
licenses, permits, safety certificates

Origin:
where made, not inferior goods
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WHAT’S A

PRO-FORMA

Price of goods, Shipping cost, Sales terms
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ALWAYS!
use d

Pro-Forma

for export quotes




L)

(L)

Session 12 A:
Export Documents

YOUR CUSTOMERS

NEED PRO-FORMAS

et a complete picture of the transaction
Set terms of Letter-of-Credit

Secure import licenses

Obtain allocations of U.S. dollars

description
(weight, dimensions, value)

Payment terms
(signed copies of P.O., L/C)

Harmonized code(s)

Special instructions?
(E.g., affected by heat, humidity?)

Hazardous materials?
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VWHAT YOUR

FORWARDER
TELLS YOU

Shipping costs.... Documents..... Insurance.....
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rinance Charges

aote and fee schedule)

gervice Fees &
[Request written
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REQUIRED INFO

(in a Pro-forma)

v
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Reference number

Description of the goods

Weight, volume, boxes (u.s. and metric)
Shipping method (Incoterms) & transit time
Sales & payment terms

Itemized price

Currency

Ports of exit and entry

Country of origin

Special routing instructions
Fabrication time and date of shipment
Time limit on quotation
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PURCHASE ORDER
Acrme Gmbh, 123 Irgendwo Strasse, Werweiswo, Federal Republic of Germany
Phone:  123-123-1234 Fax: 123-123-1235 WWW. bh. Com
Date: 15-Feb-08 Ref: 1234A
To: Wonderwipes, Inc. Attn: Mr, Frank Harris

123 Someplace Street Vice President - Sales

Any Town, Georgia Your Ref: ooo-12 date 1 Apr 2008

usa.

In accordance with our earlier communications, we submit our order for the following:

Product No. Units Cost/Unit Totals
i Wipers 5000 pair US5 4.26 UsS 21,300
Model Nr. 12345 ex lactary
[ Windshield Wipers 5000 pair USS 4.26 uUss 21,300
Model Nr. 12346 ex factory
CIF Bremerhaven: Us5 45,300

Payment Terms:

At Sight Letter of Credit

Ship By:  May 20, 2008

To be shipped by: Ocean Dellvered to: Bremerhaven, Germany
Transhipment: Mot permitted Partial Shipment: Mot Permitted
[Marks/Notations: B/L to be marked "Freight Prepaid® and “Notify: O'Higgins & Bern, Gmbh

345 Brewster Strasse, Hamburg, Germany™

f order cannot be executed in a timely manner as stated above, please contact the undersigned

10
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‘Wonderwipes , Inc.
123 Someplace Street
Ay Town, Georgia 30083,
USA
| Telephone: #04-123-4567 Fac 404-123-78%0

B [DaTE:  May15, 20008
Inwoice To: i,
Acme GmoH -
23 Irgendwo Strasse Your Reference 12345 A
Werwetiswo 15-Feb-08
Federal Republic of Germary Terms of Sale _ CIF Bremerhaven, Germany
ShipVia_ Ocean to Bremerhaven

Ship To: [Date of hipment: 15-May08

I Acme GmbH Vessel:  Parzival
For Wiper Blades moro iR ol v
Werwetsswo [ETA Discharge Port: T-lun-08
Federal Republic of Germany Cantainer No.: Evergreen 123456
[ Ha. of Cartans: 160 Cartons.

Remaric:

Actual bill to your customer et o gt M sl et et
Must match Pro-forma & L/C

[Quantity |Unit Price

- - 2 . ijmum S000pr  |USDA26
Gives essential info to =3 - s

= " |Model 12345 Windshield Wipers 5000pr  |USD4.26

fD 'wa FdEF - o | |Tatal: *10,000 pair of windshield wipers per 7.0. 12345A of Acme, Gmbh® e

Totat, Ex Factory

Total FOB Savannah

Shows value of goods to ‘ Tos] bt
customs

We appreciate your providing us this cpportunity to work with you.
g look forward to working with you to meet your future needs.
¥
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