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Module I International Business English Correspondence
Basics

Chapter I International Business English Corresp Ondence
Basics

I.An Introduction to the Course
I1.Guidelines for Effective Business Correspondence
I11.Layout of Business Letters[] E-mails

Skill Training

BUSiness Link

Module 11 Establishing Business Relations
Chapter 11 Establishing Business Relations
Lesson | About Us

Lesson 2 Self-introduction

Lesson 300 AJ A First Inquiry

0J BO Reply to the Above

Skill Training

Business Link&amp;Useful Sentences
Module 111 Business Negotiations

Chapter 11 Inquiry and Reply

Lesson 41 ALI General Inquiry

[0 BO Reply to the Above

Lesson 5 An Order Inquiry

Lesson 61 A[J Status Inquiry

(0 BO Reply to the Above

Skill Trainingd

Business Link&amp;Useful Sentences
Chapter IV Samples and Charges

Lesson 700 AJ Asking for Samples

[0 BO Reply to the Above

Lesson 81 AJ Refusing to Pay Sample Charges
0 BO Reply to the Above

Lesson 900 AlJ Sending Samples

[0 BO Sending Duplicate Samples

Skin Training

Business Link[J Useful Sentences

Chapter V Offers and Counter-Offers
Lesson 10 A Firm Offer

Lesson 1100 AJ A Counter Offer

[0 BO Reply to the Above

Lesson 1210 AJ New Price for Repeat Order
(0 BO Reply to the Above

Skill Training

Business Link&amp;Useful Sentences
Module IV Execution of Contracts

Chapter VI Orders and Contracts
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Lesson 13 A Purchase Order

Lesson 140 A Partial Acceptance ofan Order
[0 BO Reply to the Above

Lesson 1500 A Sending a Sales Confirmation
[0 BO Counter-Signature Letter

Skill Training

Business Link[J Useful Sentences

Chapter VII Payment

Lesson 161 AJ Asking for Paymentby TO T
[0 BO Confirming Paymentby TCI T

Lesson 17 Declining Payment by 60 Days L1 C
Lesson 1 8[1 A Asking for Easier Payment

[0 BO Reply to the Above

Skill Training

Business Link&amp;Useful Sentences
Chapter(J 1l Establishment of and Amendmentto L0 C
Lesson 1907 AJ Urging Establishment ofL[] C
0 BO Confirming LI C Application

Lesson 2000 ALl Amendmentto LI C

0J BOJ Reply to the Above

Lesson 2100 A Asking for Extension ofL] C
[0 BO Reply to the Above

Sklll Training

Business Link[J Useful Sentences

Chapter IX Packing&amp;Marking

Lesson 22 Inner Packing&amp;Labeling

Lesson 23 Outer Packing

Lesson 24 Container Loading

Skill Training

BUSiness Link[J Useful Sentences

Chapter X Shipment

Lesson 2501 ALJ Shipping Instructions

0 BO Reply to the Above

Lesson 2601 ALJ Requesting for Prompt Shipment
030 Reply to the Above

Lesson 27 Requesting for Transhipment and Partial Shipments
Skill Training

Business Link[J Useful Sentences

Chapter XI Insurance

Lesson 28 Insurance Information

Lesson 29 Asking for CIF Terms

Lesson 3000 A Inquiring for Insurance Rate
[0 BO Offering Insurance Rate

Skill Training

Business Link&amp;Useful Sentences

Chapter X1l Complaints.Claims and SeUlement
Lesson 3 1 Complaint about Inferior Quality
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Lesson 32 Claim on Late Delivery
Lesson 33 Settlement ofComplaint
Skill Training

Business Link&amp;Useful Sentences
Module V Documents

Chapter X111 Specimen of Documents
Skill Training

Appendix 10 0O 0O O

Appendix IO OO O OO
Appendix IO OO OO O OOO
oood
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00 O The major advantage of collection is the low costl] compared with an L/C. However[ thisis offset by the risk
that the importer might for some reason or other reject the documents. Since the cargo would have already been
loaded[ the exporter has little recourse against theimporter in cases of non-payment. Therefore the D/A or D/P
arrangements involves a highlevel of trust between the exporter and the importer.[J O The fundamental difference
between letter of credit and collection arrangements is thatthe former is bankers' creditC] under which the bank is
fully responsible for payment as long asthe buyer has done exactly what is prescribed under the L/CO the latter is
commercial creditC] under which banks only act as agents to collect payment form the drawee of the bill
ofexchange. Banks bear no responsibility if the buyer dishonors [J refuses to pay[d the bill. Therefore whether the
seller can get payment all depends on the creditworthiness andco mmercial integrity of the buyer.[] [J 3.
Remittancel] [J As the simplest method of payment in international tradel] remittance means that the payer

[ usually the buyerd remits a certain sum of money in accordance with the parties’ agreement tothe payee

O usually the sellerC through a bank. This method of payment is often used for downpayment] payment of
commission and for sampleld settlement of claimJ or as performance bond[] etc. Based on the means of
transferring funds a remittance usually falls into the foll owingthree typest O [J a. Mail Transfer O M/TO [

O b. Telegraphic Transfer O T/TUO O O ¢. Demand Draft 0 D/DO O O Mail transfer and telegraphic transfer
both refer to the movement of money from onebank account to another and differ in that the former is made by
airmail while the latter bycabled telex or SWIFT. Mail transfer is cheap but slow[d so it is typically used for
remittances ofsmall sums or of little urgency. While telegraphic transfer is safe and fastC] thus it is currentlythe most
popular way of remitting funds.[J 0 Demand draft is a draft drawn by the importer's bank on its branch or
correspondent bankin the exporter's country and is payable immediately the exporter or holder demands

payment. Thus] the procedures of demand draft are quite different from M/T and T/T and it is alsocalled
reverse remittance. Such a demand draft is a type of bills of exchange. This means thatthe payee can transfer the
draft before it is presented to the paying bank for payment. T/T andM/T do not have the same property as D/D.[]
[ Time of payment is also an important aspect for a sales transaction. It may be earlier orlater thand or the same as
the time of delivery.0 O O O
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