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PREFACE

Since Shanghai is becoming an international logistics hub，there will be a greater demand for logistics professionals．In addition to having industry knowledge，experience，vision and passion，logistics professionals require strong verbal and written communication skills in English．Operational professionals who have these skills will be more effective，accurate and efficient with their daily communication with oversea agents．

Our training course "Practical Logistics English
 " is just designed for those in the freight forwarding & logistics industry seeking to improve their English communication skills．The course covers various areas including：air，sea and multimodal freight operation，rate inquiries and quotation，cargo sales and marketing，agency agreement，and freight accounting etc．The course is customized and flexible to each organization needs and requirements and includes practical real world training．Course instructors process a wealth of industry experience in addition to their strong academic background．

The Shanghai freight forwarding & logistics industry has embraced this training course，provided positive feedback，and the success of the course has exceeded our expectation．Many students and company employees in other regions are requesting our training materials．We are particularly impressed by one of our clients，who currently resides in Wenzhou but manages to come to Shanghai every weekend for this course．In order to reach a wider audience in Shanghai and satisfy the logistics industry in other regions with our training materials，we are planning to publish a training kit …

For a clearer picture of what you are going to learn through this course，please move to the next page Contents．
 Before you start reading，we strongly suggest you have a concrete idea about your learning goals，which most probably relate to your current position plus your interest．To illustrate，if you currently work in operation but think about moving to sales & marketing，you need to give more attention upon Chapter 2，7 & 8．Needless to say that it helps to read through the whole book．What we stress here is that you should be aware of your objective and know clearly where you are heading … For more information，please feel free to contact us via airseatraining@yahoo.com.cn
 ．Now enjoy your reading！

Wang Chuanjian


前言

上海将建成国际航运中心之一，急需大批不仅通业务又精专业英语的人才。而目前各种物流／货代培训或以考证为目的或比较注重理论讲解，而对国际货代物流实务操作中的通用语言——英语却涉及甚少，从而使学员就业前景大打折扣。曾经碰到过有位学员考出了物流证书，但却不知“B／L”“PCL”“FORWARDING”这些最基本的术语为何意。鉴于此，我们在今年年初开发了国际货运代理／物流实务英语培训课程。内容涉及海／空运代理，物流运输中的询报价、单证、客户服务、操作到市场销售、国内外代理协议、货运财务、货运管理等内容。材料以英文为主，大多基于国内外货代物流企业业务函电，易学易懂，而且可操作性很强，这样学员在提高专业英语水平的同时，又能够进一步熟悉物流业务流程，从而提高综合素质。

培训自去年开办以来，以其实用性受到了相关企业和学员，特别是货代业在职人员的热烈好评。更有不少外地学员纷纷来信来电询问能否购买相关培训材料，也有机构愿意与我们合作共同开设货代物流实务英语专业课程。鉴于此，我们决定整理并推广此培训材料，希望能有更多的人，特别是外地学员受益。

请读者注意：为了便于学习，我们除了在每章后列出重难点词汇外，在本书后另附了货代物流词汇总表
 ，此表不仅包含本书所有的重点词汇及缩略语，也收录了不少本书中未出现但却是常用的专业术语，以便大家在学习或工作时随时查阅。

本书的读者对象主要是从事物流货运、国际贸易的在职人员，高校相关专业学生及其他有志于加入此行业的人员，尤其是目前报考了物流、货代、报关资格考试的学员。但需要指出的是：自学本材料的读者除了应具备至少三级以上的英语水平外，还应该了解国际物流运输的基本知识。为此，我们特意在本书后收录了相关中文资料，诸如集装箱、海空运物流、单证流转等，以供尚无实际操作经验的学员自学时参考对照。

由于国内目前尚无涉及物流运输实务英语的书籍，因此在编写本材料时可供参考的文献很少，加之编者水平有限，因此个中疏漏在所难免，尚希读者批评指正。另外：本书正文中出现的公司及人名、电话、邮件等多为虚构，请读者切勿对号入座。

在此感谢曾在上海海事大学执教的Richard H．Brown先生及英特尔公司高级经理Wayne Tran帮助审阅了部分稿件并提出了宝贵建议。同时感谢申庆兰、戴鹏程、耿业红、孙晏等好友和航运界人士在本书材料收集、整理和编写过程中提供的支持和帮助。

如有任何疑问或要求，请发送邮件至：airseatraining@yahoo.com.cn
 ．

王传见

上海对外贸易学院

2011年1月
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Evaluation Test

国际货代物流英语学前自我测试

If you get：85　good（良好）　　　　75　fair（一般）

PART ONE　Translate into Chinese（3×20）
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PART TWO　Translate into Chinese（8×5）

1．COSCO Airfreight Forwarding Co.，Ltd has a worldwide agency network．

2．I need both ocean and air rates from major Chinese ports to Miami，FL，USA．Pls quote ASAP．

3．Plan to ship LCL via APL direct vessel sailing SHA on 7／22 ETA LGB 8／7．

4．Pls work closely with vendors to ensure collection of documents as soon as vessels depart．

5．Please keep us advised should there be any problems with customs clearance．

参考答案

Part One

1．整箱

2．船上交货

3．信用证

4．装货单

5．战争附加费

6．转运

7．合并运输

8．收货人

9．集装箱货运站

10．商检

11．无船承运人

12．航空分单

13．体积重量

14．预报

15．库存管理

16．支线船

17．借记通知

18．亚特兰大

19．预付货

20．海运

Part Two

1．中远空运代理公司有一个全球性代理网络。

2．我需要从中国主要港口到美国佛罗里达州迈阿密的海运及空运价，请速报价。

3．计划装拼箱，走APL（总统轮船）直达船，7月22日上海起运，预计8月7日到达长滩。

4．船开后，请与售货方协作，以保证单证的交接。

5．如果报关有什么问题，请及时告知。


Industry Overview

Freight Forwarding & Logistics Business

货代物流业展望


本节为行业背景材料，阅读后可了解货运代理业的定义、服务范围，传统货代公司向物流业发展的趋势，我国货代市场（尤其是上海）的现状及未来。


Range of Services服务范围

Addressed as the designer of international cargo transport，
 freight forwarders act on behalf of importers and exporters，arranging the collection and delivery of their clients' goods to and from countries of the world．They are the link between the seller and the buyer，utilizing their expertise in various methods of transport to move cargo efficiently according to their customers' requirements．Responding to changing customer demands，many freight forwarders also provide more value-added services such as warehousing，distribution and total logistic solutions．

The following is a list of services that a freight forwarder performs on behalf of the consignor／exporter and the consignee／importer：


On behalf of the consignor（exporter）
 代表发货人

1）choose the route，mode of transport and a suitable carrier

2）book space with the selected carrier

3）take delivery of the goods and issue relevant documents such as the Forwarders' Certificate of Receipt etc

4）study L／C provisions and all government regulations applicable to the shipment of goods in the country of export and import；prepare all the necessary documents

5）pack the goods in the proper way

6）arrange warehousing，if necessary

7）weigh and measure the goods

8）remind the consignor of the need of cargo insurance

9）transport the goods to the port，arrange for customs clearance，related documentation formalities and deliver the goods to the carrier

10）arrange for transshipment if necessary

11）monitor the movement of goods all the way to the consignee through contacts with the carrier and the forwarders' agents abroad

12）note damages or losses，if any，to the goods

13）assist the consignor in pursuing claims，if any，against the carrier for loss of the goods or for damage to them


On behalf of the consignee（importer）
 代表收货人

1）monitor the movement of the cargo

2）receive and check all relevant documents concerning the movement of the goods

3）take delivery of the goods from the carrier and，if necessary，pay the freight costs

4）arrange customs clearance and pay duties，fees and other charges to the customs and other public authorities

5）arrange transit warehousing，if necessary

6）deliver the cleared goods to the consignee

7）assist the consignee in pursuing claims，if any，against the carrier for loss of the goods or for damage to them

8）assist the consignee in warehousing and distribution，under request

Generally speaking，the services offered by the industry vary according to the sophistication of the freight forwarder．The larger and more comprehensive freight forwarders，which have worldwide networks，offer a full range of transportation and logistics services including warehousing，consolidation，air express，trucking，distribution and customs clearance，tracking and monitoring of freight being transported，applying electronic data interchange（EDI）technology to facilitate just-in-time based supply chain management．In general，the smaller freight forwarders provide more basic and economical services．Related services involved in the import／export process such as the preparation of shipping documents，customs clearance and logistics may be undertaken by the import and export traders or their agents．However，the smaller firms do provide more flexibility and more personal services．In addition they have lower overheads，and therefore can provide lower rates．

Industry Development 行业发展趋势


Third-party Logistics（3PL）
 第三方物流

A number of global trends are affecting the freight forwarding industry，including the globalization of the supply chain，mass customization，shortening of product lifecycles，low inventory，and quick response requirements．Under these new environments，managing supply chain effectively is complex and challenging．In order to concentrate on the core business，most of manufacturers would prefer to dedicate a third party to take care of their logistic needs．Thus，3PL is expected to grow further in the coming years．

3PL providers not only provide the traditional transportation services，warehouse management and shipment consolidation，but also carry out light assembly and package，order fulfillment，inventory management and door-to-door service by using multi-modal transportation．At present，many traditional freight forwarding companies address themselves as logistics companies and have positioned themselves to become integrated logistics service providers，providing supply chain management solutions to cater for the market trends．In China，3PL providers are emerging but still at an infant stage．However，the idea of using 3PL providers is gradually accepted by local Chinese enterprises．

Market Outlook 市场前景

The destinations of freight forwarding services mirror the trade routes．The main markets for international freight forwarders are thus North America，Europe and Japan．China is on the way of becoming the most important source of cargo．The freight market is huge，as a result，most of the biggest freight forwarders and logistics providers have entered the Chinese market（either as Rep．Offices or co-invest with local partners），such as Kuehne & Nagel，Panalpina，Schenker，Sagawa，Bax Global，Fritz，Danzas AEI，Expeditors，Yusen … to name but above（please note that most of them base their China headquarters in Shanghai）．In addition，most Hong Kong freight forwarders conduct international freight forwarding business in the mainland．

At present，out of the 3，900 international freight forwarding enterprises（including headquarters and branches of the same companies）operating in China，over 500 are Sino-foreign joint ventures．Around 100 foreign-invested forwarders are from Hong Kong．Joint-venture is the most common form of investment in this sector．Sinotrans remains the largest local forwarder and its experience and networks have made it an attractive candidate for foreign investors looking for joint-venture partners．However some of the most famous freight forwarders are still waiting until the Chinese market is fully open so that they can establish their own WFOE．Wholly foreign-owned freight forwarding ventures will be allowed four years after WTO accession．

China's WTO commitments related to logistics are made on an individual industry basis（freight forwarding，warehousing，etc．）．There was no commitment on "integrated" logistics services．In June 2002，the Ministry of Foreign Trade and Economic Cooperation（MOFTEC）issued a notice introducing a new pilot scheme which allowed foreign companies to set up joint-venture logistics service companies in eight provinces and cities（Guangdong，Jiangsu，Zhejiang，Shenzhen，Beijing，Tianjin，Chongqing and Shanghai）to provide a wider range of integrated logistics activities such as international logistics services; 3PL services including transport，warehousing，packaging，and delivery of goods by road as well as domestic freight forwarding of goods．

In Shanghai，freight forwarding business is very competitive with around 400 licensed freight forwarders（Class A type）hiring over 100,000 employees，along with several hundred foreign liaison offices（Class B type）and those without licenses operating in the name of those registered companies…please note that in China the so-called Class B forwarders have to rely on Class A forwarders in terms of space-booking，customs clearance，opening invoices as they are not allowed to sell their services and generate income here．Things will be very different for them in two years when this sector is fully open to them，as per WTO commitment．

Questions：

1）What services does a freight forwarder provider on behalf of the exporter／importer？

2）What functions does a 3PL provider perform？

3）Name some of the most famous freight forwarding companies in the world．

4）How differentiates so-called Class A forwarders from Class B forwarders in China？

5）What is your understanding of Chinese freight forwarding and logistics market？


Unit One

Introduction to Logistics Companies

货代物流公司业务介绍


学过本章节，你应该在进一步熟悉本行业具体业务范围的同时，掌握此行业的相关英语词汇，争取做到可用英语向外商介绍公司业务。之后，请认真做练习。研习时可随时参阅本节后所列词汇，或查阅本书附录——货代物流词汇总表。








 Sample Introduction

1　Kenya Shipping

Kenya Shipping was founded in Shenzhen and has been involved in international container freight forwarding business for almost 20 years．

Our business covers import and export container（FCL and LCL）transportation and agency，door-to-door pick up and delivery，land haulage，warehousing and consolidation，customs clearance，quarantine services，documentation and communication．

Most of our outbound cargoes are loaded in Shenzhen Port．Destinations cover most of the major container ports in the world，as well as China costal destinations．Our main clients are buyers of toys and electronic products which are exported from China to Europe，US west coast and Middle East．In 2002 Kenya Shipping handled over 5,000 TEUs of outbound cargo．

Kenya has developed partnership with major liners operating in the Far East such as Hapag-Lloyd，MOSK，APL，Maersk，Hyundai，OOCL，P&O，China Shipping，Hanjin，Evergreen，CMA and MSC．For westbound cargo we use the service of Hapag-Lloyd，MOSK and China Shipping．For eastbound cargo we employ the service of Hyundai and Mearsk．In the meantime，an agency network for our company has been set up in major destinations of the world．

2　JET International Trans-portation Co.，Ltd

Introduction

Founded in 1994，JET is a state-owned enterprise under the Jinma Group．Within the short span of 9 years，JET has become one of the market leaders in China's freight forwarding and logistics industry today．JET prides itself as

➢Class A license holder with full authorization from the government to conduct space booking，customs brokerage and other related services．

➢One of the first companies in China to be awarded the ISO9001／9002 certificates．

➢One of the first companies in Shanghai to launch full line of services including nationwide logistics service，project cargo handling，bonded trucking，bonded warehouse facility，city-pair trucking service，exhibition logistics in addition to the air & ocean freight business．

Annual Figures（2002）
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Our Capability & Facility


Air Freight


➢24-hour air freight operation

➢the customs bonded warehouse（the biggest in Shanghai）

➢two operation facility in both Hongqiao & Pudong airport

➢involvement in Cargo Terminal Management

➢securing the most Export space during the peak season with block-space and pallets


Ocean Freight


➢JET's own station at every terminal of the Shanghai port

➢EDI linkage with the Customs

➢own trucking fleet and CFS warehouse

➢service contracts with major carriers


Logistics Services


➢providing customized，state-of-the-art solutions offering complete logistics services

➢customizing information system to support logistics needs

➢daily pick-up service，stock & store with IT scan in／out，pick and pack，inventory，logistics services and other various warehousing facilities around the country．

3　Fast Freight Forwarding Ltd．（3F）

3F was first established in Hong Kong in 1975 and is one of the leading agents in the territory．Active in both sea and air freight，3F has expertise in warehousing，cargo logistics，cargo consolidation and project shipments．3F has been accredited IATA agent and member of both FIATA and HAFFA．Furthermore，3F has been granted ISO 9002 certification．

3F has been developing the China market over many years and has licensed offices in Guangzhou，Shanghai，Ningbo etc．A full range of services is being offered from these locations．With a worldwide network of professional agent，3F operates services to and from major centers on all continents．

SEA FREIGHT

Weekly groupage and NVOCC services to and from major centers in Europe，USA，Australia，as well as Eastern Bloc countries，are being offered，in conjunction with our reliable worldwide agency network．

Further services offered include（both sea and air）：

●Consolidation for Overseas Buyers

●Warehousing and Inventory Control

●Cartage and Delivery Services

●Distribution

●Customs Clearance

●Packing

●Purchase Order Processing

●Shipment Tracking

●EDI with Clients and Carriers

3F is a member of both FIATA（The International Federation of Freight Forwarding Agents）and HAFFA（the Hong Kong Association of Freight Forwarding Agents）

AIR FREIGHT

Regular scheduled consolidation services to major world centers are being offered．

3F has been an approved and certified agent of IATA since 1985，having met the high professional standards of the International Air Transport Association（IATA）．

4　Translink Logistics（China）Ltd．

A Brief Timeline
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Our Mission

1．As a neutral 3PL，we provide total logistics solutions to our clients．

2．We strive to add more value to our customers．

3．To be amongst the leading Logistics Services Providers（LSPs）in China．

Translink Logistics directly engages in all of below activities：

⟡Booking Space

⟡Stuffing and Unstuffing Containers

⟡Issuing Cargo Receipts

⟡Collecting Freight and Other Charges for Authorized Services

⟡Repairing and Maintaining Containers and Other Equipments

⟡Arranging and Concluding Contracts with Trucking Companies for Trucking Services

⟡Inland Transportation

⟡Direct Contract with Licensed Customs Broker

What We Can Do

Import — Booking — Documentation — Warehousing — Trucking — Customs Declaration — Order Tracing — Air Freight — Ocean Freight — NVOCC

Value-added Services

Tallying and Stuffing Supervision — Free Storage（15 days）— Palletizing — Shrinking — Labeling — Fumigation — CFS GOH Handling — Quality Inspection — Vendor Education Program Assembling／Dis-assembling — Inventory Management — Pick and Pack — Barcode Scanning — Customized Reporting — Q．A．Center

Strengths

⟡Strong ties with the Chinese authorities

⟡Single contact point for the customer —“One-Stop-Shop”

⟡Strong management support and commitment

⟡Highly skilled and qualified team

⟡Solutions tailored for customers' needs

⟡Competitive price

Advantages

Compared with other freight forwarders，consolidators or logistics companies without "Class A" license，Translink has the advantages of —

Issuing own invoices — Issuing cargo receipts — Collecting freight and other charges — Booking with carriers directly and legally — Extending service scope，e．g．distribution — Investing in logistics industry

Translink Logistics Warehouses

1．Shanghai Huili Reylod — Total：18,100m2
 ，60 tallies

2．Shanghai Kingsman — for dangerous goods — Total：8,000m2
 ，35 tallies

Consolidation Process
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 Key Words and Expressions

1．container freight forwarding 集装箱货运代理

2．FCL and LCL 整箱和拼箱

3．land haulage 内陆托运

4．warehousing and consolidation 仓储集运

5．customs clearance 清关

6．quarantine 检疫

7．documentation and communication 制单和通讯

8．outbound cargoes 出口货物

9．destination 目的地

10．TEU 20英尺换算单位

11．partnership 联盟

12．liners 班轮

13．Hapag-Lloyd 赫伯罗特船公司（其他参见附录）

14．westbound 西行的

15．agency network 代理网络

16．state-owned enterprise 国有企业

17．logistics 物流

18．Class-A license 一级（货代）资质

19．authorization 批准

20．space booking 订舱

21．customs brokerage 报关

22．project cargo handling 项目货物运输

23．bonded trucking 保税托运

24．city-pair trucking service 城市间托运服务

25．exhibition logistics 展览品物流

26．operation revenue 营业收入

27．No．of jobs（处理货物的）票数

28．customer／auditor complaint ratio 客户／审计员投诉率

29．damage ratio 货损率

30．cargo terminal management 货物装卸区管理

31．peak season 旺季

32．block space 大量舱位

33．pallet 托盘

34．trucking fleet 车队

35．CFS 集装箱货运站

36．carriers 承运人

37．customized 客户化，个性化

38．state-of-the-art solutions 先进的解决方案

39．customizing information system 信息系统个性化

40．stock & store with IT scan in／out 货物扫描存取

41．territory 区域

42．accredited 认为

43．IATA 国际航协

44．FIATA 国际货运协会

45．HAFFA 香港货运协会

46．ISO 9002 certification 国际标准组织9002认证

47．licensed offices 有执照的办事处

48．groupage 大宗货运输

49．NVOCC 无船承运人

50．Eastern Bloc countries 东盟国家

51．in conjunction with 连同

52．cartage 装箱

53．purchasing order processing 订单处理

54．shipment tracking 货物跟踪

55．EDI 电子数据交换

56．approval 获准

57．neutral 3PL 中立的第三方物流提供商

58．stuffing and unstuffing 装／卸集装箱

59．issuing cargo receipts 出示货物收据

60．licensed customer broker 注册报关行

61．customs declaration 报关

62．tallying and stuffing supervision 理货和装箱监管

63．palletizing 装托盘

64．shrinking 捆扎

65．fumigation 熏蒸

66．GOH 挂衣

67．quality inspection 质检

68．vendor education program 售货方培训项目

69．assembling／dis-assembling 货物集中／分拨

70．barcode scanning 条形码扫描

71．customized reporting 符合客户需求的报告

72．Q．A．center 质保中心

73．one-stop-shop 一站式（服务）

74．commitment 承诺

75．solutions tailored for customers' needs 符合客户需求的方案

76．competitive 有竞争力的

77．consolidator 集运人

78．distribution 分拨






 Exercises

1．Check your understanding on the following terms
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2．Put the following into Chinese

Sinolink Express Services Co.，Ltd was set up in 1987 and has become the market leader in China's freight forwarding and logistics industry today．Its business covers sea，air，rail freight forwarding，express services and shipping agency services with access to a worldwide network．


Sinolink Ocean freight Department
 furnishes Door to Door services to our customers covering Door Pickup，Domestic and Overseas Space Booking，Insurance Covering，Charter Vessel，Unloading，Customs Brokerage，Application for Commodity Inspection and Quarantine，Warehousing，Trucking，Door Delivery and other logistic related services．It has the absolute predominance in the routes of Shanghai-Southeast Asia／Australia & New Zealand／America & Canada．

Sinolink air freight forwarding business involves air transportation of import and export cargoes，road-feeder services，customs declaration and clearance，space booking（including charter services），preparation of the relevant transportation documentation，consolidation and distribution．


Sinolink Shanghai Airfreight Department
 is to implement a quality management system for the whole operation procedures strictly in accordance with the ISO 9002 standards．Its operation procedures are automatically controlled and recorded by computers so that business queries and accounting settlements could be done conveniently and accurately．The personnel of each functional department has passed the professional training courses of CAAC and IATA．

3．Put the following into English

（注：最后一段可参考附录　中外船公司／航空公司一览表
 ）

天津快航货运代理有限责任公司（Tianjin Fast Forwarding Co.，Ltd）是主要从事国际货运代理业务的一级专业公司。公司主要承办海运、空运进出口货物的国际代理业务，包括：揽货（cargo canvassing）、订舱、仓储、中转、集装箱拼装拆箱、结算运杂费（freight & accessory charges settlement）、报关、报检（commodity inspection）、保险、相关的短途运输服务及咨询业务（consultation services）等。

快航公司总部设在北京，自1996年5月成立以来，取得了长足的发展，现设有深圳、广州、上海、天津、大连等九个分公司以及宁波、连云港、青岛、太原等办事处，并与中国许多内陆地区的货运企业建立了伙伴关系。快航公司现拥有海运、空运、陆运、报关、销售、计算机、财务等各类技术人员400余人，拥有自己的货运站（CFS）、海关监管库（customs supervision warehouse）、车队（trucking fleet），能够在中国绝大多数地区为客户提供“门到门”的服务。

快航公司努力拓展国际货运市场，与世界上知名的海运、空运或物流企业建立了紧密的合作关系（partnership），并在中国的某些地区成为它们的指定货运代理（designated cargo agent）。目前快航公司的国际货运网络已遍及欧、亚、美、非等地区，如与中远、韩进、达飞、中海、三井、总统轮船、太平船务、以星、日邮、马士基、东方海外等大中型船公司签订了代理协议（agency agreement），并成功地成为国航、东航、南航、加航、联邦快递、韩亚航空、新航等国内外航空公司的代理。基于上述国内、国际的货运网络，快航公司可以为中、外客户提供全方位的海、空运输及陆运配送服务。


Unit Two

Inquiries and Quotations

货运询价报价


本单元主要包括海运整箱（FCL）、拼箱（LCL）、空运（Air Freight）、集装罐（Tank Container）等报询价。报询价双方包括货代之间、货主与货代、船公司与货代等（forwarder，cargo owner，shipping lines）。阅读时注意报询价的格式。








 Sample Mails

Pre-reading Notes：

Inquiries in freight forwarding and logistics business are requested for information on sea／air／land freight rates，shipping space，frequency and transit time etc．Inquiries can be made by letter，fax，e-mail or even telephone．When making an inquiry，it is advisable to observe the following guidelines．

a）You may begin with the sentence by introducing yourself／your company．If you and the person／company you send inquiries to know each other very well，you need just to go stating direct the subject of your inquiry．

b）For each item of information you want，better to use a separate paragraph．

c）Keep your inquiry brief，specific and to the point; say what needs to be said，ask what needs to be asked and no more．Then close with a simple "thank you" or "awaiting your reply" "looking forward to your response" etc．

d）Avoid using long，big，stale words and those over-polite and very formal phrases．

Since inquiries represent a great source of business，the answers to them should be prompt，polite and helpful．When you give a quotation，you should first thank the inquirer for his／her inquiry，mention the date of the inquiry and quote any other references that appear．Give the information fully．Finally express the hope of a lasting friendly business relationship so as to create goodwill and leave good impression on the customer．

Also it is very much worth mentioning that in sea／air freight inquiries，it is advisable to specify the following items for your shipment：

➢the name of the commodity

➢origin／destination port

➢preferred mode of transport／carrier

➢weight／dimensions／volume of your cargo

➢other requirements，if any

Equally，the following items need to be included in your quotation：


rate／carrier／frequency／routing／transit time／validity period／other charges etc．


Needless to say that above is not a hard-and-fast rule，flexibility is allowed pending on circumstances and requirements … Now move on to read the following specimen mails．

1　Sea FCL Inquiry & Quotation


From：Airsea Express USA

To：Sinolink Cargo Shanghai

Attn：Mr Jonny Wong

Date：June，21，2003

Re：Request for sea rate fm SHA to MSP

Dear Mr Wong，

Please kindly provide your best all-in rate from Shanghai to MSP／rail-site．

Commodity：footwear

Size of containers used：40' or 40HQ

Volume：20 containers per month

The rate to beat on a 40-feet-container is 3,500 ALL-IN．

Please respond today as my customer is waiting．Thanks in advance for your soonest reply．

Jeffery Wart

Sales Manager

Airsea Express Co.，Ltd




Reply：

From：Sinolink Shanghai

To：Airsea Express

Mr Wart，

Referring to your enquiry dated June 21 for sea freight from SHA to MSP，please find our best all-in rate as follows：（including BAF，DDC etc．）

USD3679／40'HQ

USD3404／40'

Carrier：COSCO

T／T：20 days（direct vessel to Long Beach）

ETD：every Wed．

Advise your comment on the rates．Should you have other questions，please feel free to contact me．

Best regards，

Jonny Wong

Sinolink Shanghai



2　Sea FCL Inquiry & Quotation


To：Lloyd Triestino／Marketing Dept．

Attn：Andy Barter

From：Warren Wong／Cargo Express China

Re：Rate update ex．China ports to MED

Dear Andy，

I would like to take this opportunity to extend my regards，and hence would appreciate if you can update us with your latest rates from the ports of loading & ports of discharging hereunder．It has been well known in the market now that some carriers are implementing the new GRI increment and yet we do not know if that might be applied to your offered rate．

Awaiting your early reply．Pls find ports of loading and discharging here in below：
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Best regards，

Warren Wong




Reply：

OUR REF：F0394-19／04／03

TO：CARGO EXPRESS CHINA

ATTN：WARREN WONG

FM：ANDY BARTER／LLOYD TRIESTINO

RE：UPDATED RATES EX CHINA PORTS TO MED．PORTS

AS PER OUR TELECON ON 19-4-03 DISCUSSING SUBJECT ISSUE，WE NOW LISTED OUT THE FOLLOWING RATE GUIDELINE FOR YOUR REFERENCE．（GENERAL CARGO）
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PLS NOTE THAT FOR SUBJECT E MED PORTS，TERMS ARE ON FREE-OUT BASIS．

LOOKING FORWARD TO RECEIVING YOUR SUPPORT SOONEST．

ANDY BARTER



3　Sea FCL Quotation


From：Martin Gilbert［mailto：martin．gilbert@narita.com.cn］

Sent：Tuesday，September 04，2002 7：09 AM

To：Elie Bismargi［ebismargi@flyingcargo.com］

Cc：Yvonne．wong@narita.com.cn

Subject：RE：sea freight enquiry

Dear Elie，

I believe Yvonne has already forwarded these rates to you earlier．Anyway，resending as per your request…Pls adv．by return your selling rates…Pls mind that those rates are our net cost and on collect basis．


POD：DUBAI


POL／rate in USD

[image: ]


*above rates are valid with immediate effect until 30.09．2002

*as mentioned，offer is inclusive of BAF surcharge，but subject to all local charges where applicable

*offer is only valid for general，non-hazardous cargo

*Rates for other equipment：formula of 80％ out of 40's and 1．125 times 40's will be applied respectively for 20' and HQ containers

Martin

Narita Shipping Inc．



4　Sea LCL & Air Inquiry & Quote


From：Michelle Jensen［mailto：jensen@kkexpress.com］

Sent：Friday，August 24，2002 1：18 AM

To：Johnson Smith［Johnson.smith@ses.com］

Subject：door to port quotes

Dear Johnson，

I need both ocean and air quotes going from China to DEN．I do not have pieces，weight，or pick-up addresses，so if you can give me net rates for all weight breaks，it would be most appreciated．I need transit time as well．

I will also need air and ocean quotes for all weight breaks going from China to Rotterdam．These quotes are all DOOR TO PORT．Do not forget to include all handling and accessorial charges．If you have any question，pls do not hesitate to let me know．

Thank you so much in advance for all your help．

Regards

Michelle




Reply：

From：Johnson Smith［Johnson．smith@ses.com］

To：Michelle Jensen

Re：door to port quotes

Dear Michelle，

Pls find enclosed our most improved rates ex- Shanghai．

The rates as advised are our net cost subject to profit share．Please quote customer and advise selling rate by return．




— By Air

1）Denver，CO
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Carriers：UA／FX／NW

Transit Time：Max．2 days

Delivery：Airport to Airport by Airline services — no trucking in the states．

2）Rotterdam，Belgium
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Carrier：CV

Transit Time：one day

a — Airline fuel Surcharge USD 0.10／kg

b — THC／CFS：USD 0.10／kg Min 20 per shipment

c — Quarantine Inspection：USD 0.20／ctn

d — Customs Clearance：USD 40 per shpt

e — trucking charges pending weight／dims & location

— By Ocean

1）Denver，CO

Rate：USD 85／CBM

Sailing frequency：weekly

TT：18 days

2）Rotterdam，Belgium

Rate：USD 30／CBM

Weekly sailing

TT：26 days

a — THC／CFS：USD 10／CBM

b — Customs clearance：USD 40 per shipment

Regards

Johnson Smith



5　Sea LCL & Air Quotation


Mar．8，2003Yellow Ribbon Products

Mr Wendell Howton

1700 W Academy St．

Fuquay Vara，NC 27526


Freight Quotation


Dear Wendell，

Thank you for allowing Crown Logistics Ltd the opportunity to quote your business．Please see the below rates that we are pleased to offer you．



Commodity：
 Fishing Hook Spinners



LCL Charges
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LCL rates are based on 1CBM＝363 kgs

LCL rates are valid until Oct．1，2003


Air Freight
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Air freight rates are valid till Apr．10，2003


Accessory Charges
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The above rates are based on current tariffs，freight and exchange rates，which are subject to change without prior notice．The following terms and conditions will apply：

●Validity：shown as above

●Payment terms：the charges shown are payable in US dollars upon presentation of invoice，prior to release of goods．

●Insurance：unless specifically requested in writing，these rates do not include insurance，which can be arranged by Crown Logistics Ltd．

●Credit：Credit is not extended towards US customs duties．

●Other charges：charges at origin or destination，which are not included in the above quotation，will be additional and available by quotation upon request．

This quotation has been prepared exclusively for your company．Its contents are considered confidential．

Wendell，if you have any questions regarding the above quote，please feel free to contact me at（704）5120000（×123）．

Sincerely，

Maria Adkis

We hereby accept the above quotation．

Company：__________

Name and Title：__________

Signature：



6　Tank Container Rate Quotation
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P．R．China
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RE：DOOR Waigaoqiao，Shanghai to DOOR Bangkok

With many thanks to your recent enquiry we confirm our rates asf：


Door Shanghai to door Bangkok：USD 2,500 per tank／quote# 205555



Lead time：
 20 days

The rate includes：

▶Ocean freight，CAF，BAF and hazard surcharges using vessel of our choice．

▶Pier charges（THC）at port of entry／exit of vessel．

▶Customs clearance charges at port of exit．

▶Trucking to load（2 hours allowed free，with vehicle detention payable thereafter，spotting／recollection charges plus any additional chassis cost are extra．）

▶Tank rental（7 days are allowed free from arrival of vessel or railcar at port of entry or inland customs clearance point．Tank demurrage thereafter at USD 35 per day including weekends，public and／or religious holidays．）

▶Cleaning after use（maximum residual product allowed 5 gallons／19 litres．Over this amount，all expenses for additional cleaning，drumming，disposal and trucking for consignees' account）．

The rate excludes：

▶product insurance

▶local customs duties／taxes and destination customs clearance charges

▶product heating and related trucking／chassis costs

▶pier rent／storage charges

▶costs of additional equipment for loading and discharging（LOGIS will provide equipment if possible）

Where incurred，additional origin charges，including demurrage are for account of shipper and additional destination charges，including demurrage／heel disposal are for account of consignee．In the event of non-payment by the consignee，shipper agrees to settle these costs／charges．

Above rate is subject to tank availability，LOGIS Terms and Conditions of Trading based on current exchange rates and known charges．Subject to alternation of ocean freight and／or surcharges by shipping lines．This rate is valid till Nov．30，2003.

Maximum net weight per tank：20,000 kgs．


Please confirm by return with authorized signature and／or company stamp that this quotation has been accepted by your respected party．In the event that your party fails to do such confirmation，however，the captioned transportation service has been actually performed by both parties，all the contents，terms，and conditions of this quotation shall be deemed acknowledged and confirmed by your respected party．

We look forward to your booking confirmation（s）．

Best regards

Richard Ye

LOGIS Shanghai



CONFIRMED AND ACCEPTED BY




_______________
 （Signature and Company Stamp）

Date_______________









 Key Words and Expressions

（简称之全称可查阅书后附录）

1．commodity 货物

2．origin／destination port 启运／目的港

3．mode of transport 运输方式

4．weight／dimension／cargo volume 重量／尺寸／货量

5．frequency 运输频率

6．routing 路径

7．transit time 运输所需时间

8．validity period 有效期

9．fm SHA to MSP 从上海到明尼波里

10．40' or 40HQ 40尺柜或40尺高柜

11．referring to … 就……（而言）

12．BAF 燃油附加费

13．DDC 目的地运送费

14．COSCO 中远公司

15．T／T 运输所需时间

16．direct vessel to Long Beach 直达船到长滩

17．ETD 估计到达时间

18．rate update ex．China to MED 更新从中国到地中海的运价

19．extend my regards 致意

20．hereunder 以下

21．ports of loading & discharging 装货／卸货港

22．implement 执行

23．GRI increment 普通运价上调

24．as per our telecon … 根据我们的谈话……

25．for your reference 仅供参考

26．general cargo 普货

27．free-out basis 船方不负担交货费

28．adv．通知

29．POD 运送地

30．with immediate effect 立刻生效

31．inclusive 包括的

32．surcharge 附加费

33．subject to 取决于

34．applicable 适用的

35．non-hazardous cargo 非危险品

36．formula 公式

37．respectively 各自的

38．door to port quotes 门到港报价

39．weight breaks 重量分级

40．handling and accessorial charges（货物）处理及其他费用

41．profit share 利润分成

42．UA／FX／NW 联合／联邦快递／西北航空公司

43．Max．最大，最多

44．CV 卢森堡货航

45．airline fuel surcharge 航空燃油附加费

46．THC／CFS 码头／货运站（收费）

47．Min．20 per shipment 每票货最低收费为20（美金）

48．pending weight／Dims & location 根据重量／体积／距离

49．accessory charges 其他费用

50．emergency bunker fuel adjustment 紧急燃油附加费

51．consolidation fee 拼箱费

52．inbound service charge 进口服务费

53．CBM 立方米

54．lb 磅

55．B／L 提单

56．MIA 迈阿密

57．current tariffs 当前费率

58．exchange rate 汇率

59．prior notice 提前通知

60．presentation of invoice 提交发票

61．payment terms 付款方式

62．credit 信用

63．customs duties 关税

64．exclusively 单独地

65．confidential 机密的

66．hereby 在此

67．CAF 货币调整因素

68．pier charge 码头费

69．vehicle detention 运输车辆滞留费

70．chassis cost 托盘使用费

71．tank rental 集装罐租赁费

72．demurrage 滞期费

73．residual 残余

74．drumming 装桶

75．disposal 处理

76．for consignee' account 由收货人付款

77．exclude 不包含

78．availability 可得性

79．alternation of ocean freight 海运费变更

80．shipping lines 班轮

81．confirm 确认

82．company stamp 公司图章

83．in the event that 万一

84．captioned 标题中的

85．be deemed acknowledged 被认为接受

86．signature 签字






 Exercises

Ⅰ．Translate orally from English to Chinese

1）Re：Ocean Freight Quotation from Shanghai／Ningbo to destination：Beirut，Lebanon; We are pleased to offer you the following：（currency：USD）

Ex-Shanghai　　1,550／40' & 1,650／HQ

Ex-Ningbo　　1,750／40' & 1,850／HQ

Carrier：MSC／LT　　TT：28 days

Subject to BAF 100／40'／HQ and War Risk Insurance at cost as it varies between 100 to 270／container．

2）Please provide a sea-air freight quote for this existing customer．

Origin：SHA

Destination：ATL a／p

Weight：245 kgs（Customer didn't know the dimensions）

t／t：Customer is used to the transit time of 10-14 days．

*Please advise what the routing and LCL rate would be for the sea portion．Kristi advised that typically it's routed via LGB，and then pulled for immediate A／F delivery to destination of ATL．Please include full cost，including any additional charges．

3）Regarding your inquiry for air charge from Qindao to Lancaster，OH … pleased to offer you the following breakdown：

air freight rate Qin／CMH USD 3.50／kg

subject to：

a — war risk surcharge：USD 0.10／kg

b — airline fuel surcharge：USD 0.10／kg

c — customs clearance：USD 40 per shipment

d — airport terminal handling charge：0.10／kg

e — exam．& quarantine inspection：0.20／carton

delivery charges in US：

pick up & delivery to Lancaster（airport to Drew's door）USD 150 per job

delivery order & handling charge：USD 50 per shipment

airlines：UA

frequency：daily

departure from Beijing airport flight no．UA852

routing：Beijing／Chicago／Columbus

If above is acceptable，please let us know by return to expedite the booking arrangement with the factory．

Ⅱ．Translate from Chinese to English

1）请报贵公司最优惠港到港集装箱海运价格，详情如下：

3个20尺柜，下月出运

货物：家具

起运港：大连　　目的港：汉堡

船公司要求直达

请报至少两个船公司价格，以便我公司比较，同时注名船期、船名

希望尽快收到贵司回复。

2）就贵公司所询义乌／浙江到西雅图／美国门到港小箱海运价格，我公司报价如下： 义乌—宁波拖柜费：1900 RMB／20尺柜

报关费：100 RMB／票

订舱费：200 RMB／20尺柜

海运费：1500 美金／20尺柜（已包括BAF，DDC）

船公司：日本油船／总统轮船

船期：每周三／六　　15天到达

3）感谢贵公司询价，就320kg电动工具空运上海到NEWARK，PHILADELPHIA门到门报价如下：

上海报关费：每票40 USD

卫检费：USD 0.01／箱

货运站处理费：USD 0.01／kg

空运费（上海—纽约）：USD 3.10／kg

目的地提／送货费：USD 100

目的地清关费：USD 130／票

目的地关税：USD 180

航空公司：西北航空／每周三／2天到达

如有疑问，请随时致电我公司。

Ⅲ．Reading Comprehension



Reading the following mails and then do the exercises：



1


From：Hamid Lough／Cross Continental Trading Ltd

To：Robert Weed／Goldstar Logistics Inc．

Re：rate inquiry

Hello Robert，

I have one 20 feet container from Ningbo to Liechtenstein via France，can you offer me a rate and a date of shipment？My cargo is ready now and I want to ship them out ASAP．

Best regards，

Hamid


P．S．I want to make the document in a way that my client can not trace the factory AND the factory can not trace the buyer，please guide me the way．





Reply：

From：Robert　To：Hamid

Dear Hamid，

Our best offer is USD 3,000／20' Ex-Ningbo to Liechtenstein，Vaduz．This is all-in rate including local charges at Rotterdam Port．The container will be barged and trucked to Vaduz city．Should you have different delivery place，pls let us know as we might have some changes in the price pending distance and location．

Carrier：Happag Lloyd

TT：34 Days．

Re：Documentation … We can consign MBL directly to yr customer and show you as shipper．You let us know what docs we need to collect from the maker．We will mail everything to you in TWN．You take out MBL and you attach C／I，packing list，and etc … you mail the documents from yr end．We will not be updating yr customer from here so that info won't be leaked somewhere．You would take care of it from yr end．You let me know if this is workable for you．

Pls let me know if you need any further clarification．

Regards

Robert Weed



1．Explain these abbreviations or codes

（参考附录词汇表 please refer to List of Glossary）

T．T __________ C／I __________ MBL __________TWN __________ASAP __________

2．Regarding this shipment，fill in the blanks based on above mails：

e．g．Mode of transportation：sea freight ＋ land trucking


Name of commodity：not available


Country of origin：__________

Country of destination：__________

Port of loading：__________

Port of transshipment：__________

Carrier：__________

Freight forwarder：__________

Transit Time（TT）：__________

Rate quoted：__________

Shipper on MBL：__________

Location of marker／factory：__________

Cargo volume：__________

Date of loading：__________

2


From：Lewis @ IBR Wuxi［mailto：ibrwuxi@pub.wx.jsinfo.net］

To：Bill Cliton（Globe Cargo）

Cc：Lou（Changzhou Overseas Trade）

Date：April 2，2003 3：45 PM

Subject：FW：CIF price for Luko

Importance：High

Dear Bill，

Many thanks for your telephone call．I apologize for any misunderstanding．

Our client is：

Luko Enterprises LCC

8115 Hunter's Grove　Germantown，TN　38158　USA

Phone：＋1 901 708 2702 E-mail：koreyadam@aol.com

Contact：L．Susan Adams

37 boxes with estimated total weight of 115 kilograms．Each box measures 72cm×36cm×30cm．Total estimated value per Changzhou Overseas Trade Company is US1，280.

CIF door to door shipment

Client desires Globe to clear PRC & USA customs

Client will prepay all import，export，insurance，local fees，and shipping charges．

Please forward us your best estimate of sea or air CIF prices．

As soon as the seal samples are approved，Ms Lou will inform you with final

shipment details and request a firm price at that time．

Lewis F．Sage

International Business Resources Ltd




Reply：


From：Bill Cliton［mailto：bill．cliton@globecargo.com］



To：Lewis@ IBR Wuxi



Cc：Lou（Changzhou Overseas Trade），Linda Wu



Date：April 3，2003 10：23 AM



Subject：RE：CIF price for Luko


Dear Lewis，

Pls find enclosed a breakdown of anticipated cost by Air and Ocean as discussed．Pls review and let us know by return the routing option and cargo delivery date to our warehouse．

Ⅰ — By Ocean

a — THC／CFS／Customs Clearance：USD 8／cbm Min．3 CBM

b — Ocean freight SHA／Memphis w／h：USD 90／CBM

c — Pick up／delivery charges at Destination：USD 75 per shipment

d — Customs Clearance：USD 125 per application

e — Customs Duty and Taxes ＝ USD 167．30（Includes MPF and HMF）

Ⅱ — By Air

a — THC／CFS：USD 0.10／kg

b — Quarantine Inspection：USD 0.10／ctn

c — Customs Clearance：USD 40 per shpt

d — Air freight：USD 3.30／kg

e — Pick up／delivery charges at destination：USD 75 per shipment

f — Customs Clearance：USD 125 per application

g — Customs Duty & Taxes：USD 165．51（Includes MPF）

Regards

Bill Cliton

Globe Cargo Shanghai office



1．What are these abbreviations／codes in above e-mails stand for？

[image: ]


2．Four parties are involved in this shipment，namely

Globe Cargo

IBR Wuxi（International Business Resources Ltd）

Changzhou Overseas Trade

Luko Enterprises LCC

What is the relationship between them？

3．You are requested to work out all-in rate／cost for this shipment（by air and by sea separately）your calculating is to be strictly based on the above-shown cargo information and subsequent quotation．A broad hint is provided as below：

By Air　　__________

By Ocean __________

*** To do this exercise，you need to be aware of the usual practice for air freightage computation，it is on the basis of actual gross weight or volume weight whichever is higher：（比较实际重量与体积重量，以高者为计算标准，称计费重量chargeable weight）

[image: ]


so for this shipment：37 boxes with estimated total weight of 115 kilograms．each box measures 72cm×36cm×30cm

[image: ]



Unit Three

Daily Cargo Messages

每日操作信息传递


本节主要为海外联络／操作人员设计，以实际案例的操作（包括海运整箱、海运拼箱、空运、空海联运等常见的运输模式）为主，旨在帮助他们了解如何与国外代理协调沟通。文中不少单词使用了其简写形式，这完全符合操作语言的简洁实用性。而且实际业务中，传真或邮件以大写居多，请读者留意。单词的全称可随时查阅本章后的简写词汇表。

另：注意在实际操作中，使用缩略语应以交流双方都可以理解为基础。


如果你还是在校学生，既缺少货运的相关知识又没有实际操作经验，建议你先阅读一下编者特意收录的相关中文材料（见本书附录），内容包括物流单证及其流转，海空运操作流程，集装箱等相关知识。这样结合起来学习，既可以掌握了专业英语，同时又熟悉了具体的业务实践知识，从而为后几章的学习奠定基础。








 Sample Mails

1　（SEA LCL — ONE BOOKING 海运拼箱）



Note：
 SES（虚构）— name of a forwarder based in Atlanta（ATL），USA．with an office in Shanghai．All the booking information in China is to be sent to Atlanta headquarter for approval before cargo loading．Please note SES is a made-up company．FDD — code of a client name．MTH — code of a place．PMS — vendor code … Other abbreviations and codes please refer to Glossary List．


TO：SES-ATL／CHRIS　DATE：FRI，JULY 12

FM：SES SHA／CINDY

RE NEW BKG FR FDS FM SHA TO MTH

[image: ]


PLAN TO SHIP LCL VIA SEALAND DIRECT VSL "SL ENDURANCE V．159E" SLG SHA ON 7／22．ETA LGB 8／7．ETA ATL 8／14．RATE／SHA-ATL：US115／CBM．CO-LDR：SEALINK．

PLS ADV．SORRY，LOCAL FCTY CANNOT PROVIDE L／C# BCZ CNEE OPEN L／C TO HKG VNDR．PLS ADVISE．

RE NEW BKG FR FDD FM SHA TO WME
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PLAN TO SHIP LCL VIA SEALAND DIRECT VSL "SL ENDURANCE V．159E" SLG SHA ON 7／22．ETA LGB 8／7．ETA ATL 8／14．RATE／SHA-ATL：US105／CBM．CO-LDR：SEALINK PLS ADV．SORRY，LOCAL FCTY CANNOT PROVIDE L／C# BCZ CNEE OPEN L／C TO HKG VNDR．

TO：SES-ATL／CHRIS　DATE：MON．JUL．15

FM：SES SHA／CINDY

RE FDD／MTH PO# 23954／11．6 CBM & WME PO#23955／7．80 CBM … VNDR ADVD TDY SOME ACCESSORIES FR OUTPACKING HV NOT ARRIVED AT THE FCTY YET．THEY REQUIRED TO PUT OFF BOTH CGO TILL 7／29．PLAN TO SHIP VIA SEALAND DIRECT VSL "SL DEFENDER V．165E" SLG SHA ON 7／29，ETA LGB：8／14．ETA ALT 8／21．RATES N CO-LDR R THE SAME AS MY FAX DATED 07／12．PLS CFM．（FYI，L／C# IS F6714）

TO：SES-SHA／CINDY　DATE：MON．JULY 15

FM：SES-ATL／CHRIS

RYF 7／15，FDD／MTH PO# 23954／11．6 CBM & WME PO# 23955／7．80 CBM … INFO NOTED，STILL CKG W／CNEE — WILL ADV OUTCOME ASAP．

FM ATL TO SHA　JULY 16

RYF 7／15，FDD／MTH PO# 23954／11．6 CBM N WME PO#23955／7．80 CBM … CNEE IS DISCUSSING ISSUE W／BUYER OF POSSIBLY CMBNG ABV 2 PO'S TOGETHER TO SHIP IN 1×20' TO MTH I／O SHPG AS LCL TO EACH DEST．ND U TO ADV BOTH SEN VSL SKED N NYK MLB VSL SKED THAT THESE PO'S CUD SHP ON FOR CNEE'S INFO．ALSO PLS RE-CFM NYK MLB 1×20' RATE TO MTH SO TT WE CAN LET CNEE COMPARE DIFF COSTS／OPTIONS B4 THEY MAKE DECISION．TKS 4 YR HELP．

TO：SES-ATL／CHRIS　DATE：WED．JUL．17

FM：SES SHA／CINDY

RE FDD／MTH PO# 23954／11．6 CBM N WME PO#23955／7．80 CBM … INFO NOTED N PLS FIND BELOW SHPG SCHDL OF SEN N NYK：

SEN FDR "SHAN TUNG V．66" SLG SHA ON 8／1 CNTG W／MAIN VSL "DSR SENATOR V．EF635" ETD PUSAN：8／7．ETA SAV：9／3.ETA MTH：9／6．

NYK DIRECT VSL "CALIFORNIA ZEUS V．69" SLD SHA ON 7／29．ETA LAX：8／13.ETA MTH：8／20.ALL-IN RATE／SHA-MTH IS U3，351／20'

TO：SES-SHA／CINDY　DATE：WED．JUL 17

FM：SES-ATL／CHRIS

RYF …（SAME AS ABOVE）INFO NOTED WITH TKS．CNEE ALSO WANTS TO KNOW ZIM SKED THIS CGO CUD SHIP ON B4 MAKING DECISION WHICH WAY TO SHP．PLS ADV ASAP．TKS．

FM SHA TO ATL：

RE（SAME），THE 1ST AVAIL ZIM FDR CGO CUD SHIP ON IS "HJ NEWYORK V．073E" SLG SHA 7／30，CONNECTED BY MAIN VSL "ZIM PUSAN V．30E " ETD PUSAN：8／8，ETA SAV：9／5，ETA MTH 9／8．PLS ADV．

FM ATL TO SHA　JULY 18

RE … BUYER IS OUT OF OFFICE．SO WAITING FOR BUYER TO ADV HOW HE WANTS TO SHP．WL ADV ASAP．FYI，TKS FOR ALL YR HELP W／VSL SKED'S．

FM SHA TO ATL　JULY 19

RE … WAITG FR UR CFMTN．

FM ATL TO SHA

RE … STILL WAITING FOR BUYER TO ADV INSTRCTNS．FYI，THEY ARE CONSIDERING CMBNG ABV PO'S W／MTH PO# 28891 & WME PO# 28892，SO WIL LET U KNOW OUTCOME ASAP．

FM SHA TO ATL　JULY 23

RE FDD／MTH PO# 23954，WME PO#23955 N MTH PO# 28891 & WME PO#28892，NOTED．PLS TRY TO PUSH THE BUYER TO MAKE UP HIS MIND ASAP OTHERWISE IT IS TOO RUSH TO COMBINE ABV PO'S N CATCH FDR VSL SLD FIRST HALF OF NEXT WEEK．

FM ATL TO SHA

RYF … FYI，HV NOT RCVD BUYER'S INSTRCTNS WHETHER THEY WILL CMBN THESE PO'S OR IF THEY WILL SHIP PO'S VIA LCL VSL SEPARATELY INSTD，SO WIL ADV ASA RCV BUYER'S INSTRCTNS．MEANTIME … PLS CTC VNDR FOR PO#23954 & 23955 TO EXPLAIN THAT WE ARE NOT REFUSING THEIR BOOKING，WE ARE SIMPLY WAITING FOR CNEE'S INSTRUCTIONS HOW TO SHIP THS CARGO SINCE IT IS LCL CARGO AS CNEE USUALLY SHPS FCL'S，SO MUST BE APPROVED BY BUYER TO SHP AS LCL FIRST B4 ACPTG CARGO … FYI WE RCVD COMPLAINT FM VNDR TDY SAYING WE WUDN'T ACPT HIS BKG'S．ALSO，PLS RE-CFM VNDRS RDY DT AS THEY WERE TELLING US CGO IS READY NOW BUT THOUGHT VNDR ADVD U CGO WUDN'T BE RDY TILL 7／29？PLS ADV．

FM ATL TO SHA

RE … BUYER HAS ADVD SHE WANTS TO DELAY ALL 4 POS TILL PO# 20406 IS READY SO THAT SHE CAN CMBN CGO INTO FCL INSTD OF SHPG ABV PO'S AS LCL CGO．ADV VNDRS THIS AND IF THEY HAVE PROBLEMS，ASK THEM TO CTC BUYER DIRECTLY TO DISCUSS FURTHER．FYI，PLS ADV VNDRS TO KEEP CGO IN THEIR WHSE SO STORAGE CHGS DO NOT OCCUR WHILE WAITING FOR OTHER PO# TO GET RDY．

2　（SEA FCL LOAD 海运整箱）

FM：SHA HOLLY

TO：ATL CHRIS　JULY 17

BOOKING ADVICE

RE NEW BKG FR CATO FOB QINGDAO TO CLT
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PLAN TO COMBINE ABOVE CARGO IN 1×20' TO SHIP ON NYK FDR "SEA BRIGHT V．9635" SLG QIN 7／26，CNCTG MAIN VSL "CALIFORNIA ZUES V．69" W／ETD KOBE 8／2，ETA LAX 8／13.PLS ADV．THKS & RGDS．

FM：ATL TO SHA

RE CAT BKG／FOB QIN … CNEE CFMD OK TO CMBN PO# 12402，13511-2 W／PO#12371-3 FR TTL 22．73 CBMS TO SHP IN 1×20' VIA MLB VSL，HWVR CNEE ADVD THEY REALLY NEED A MLB VSL W／EARLIER ETA THAN CALIF．ZUES V．69．PLS CK W／OTHER MLB CARRIERS N ADV IF ANY WILL HAVE A VSL W／EARLIER ETA CLT … IF NOT，CNEE ADV OK TO SHP AS YOU MENTIONED ABOVE．

FM SHA TO ATL

RE CAT BKG／FOB QIN … NYK "CALIF．ZUES V．69" SLD QIN 7／26 IS THE FASTEST VSL WE CAN FIND．SO WIL BK SPACE ON THIS VSL．

FM ATL TO SHA

OK TO SHIP VIA CALIF．ZUES AS PLND．

3　（SEA-AIR海空联运）

FM SHA TO ATL

RE CATO PO# 13626-13643／48．40 CBM FOB DALIAN，FCTY ADVD GOODS WIL BE RDY BY 7／15 N WIL FAX US BREAKDOWN TMW，WIL SEND U BKG ADV N WIL ADV UPDATED O／F RATE N SEA-RATE TMW．

FM ATL TO SHA

INFO NOTED N CNEE RE-CFMD THAT THIS CGO WIL NEED TO SHIP VIA SEA-AIR N VNDR WILBE RSPNSBL FOR O／F DIFF．PLS MAKE BKG W／AIR-SEA AS CNEE HAS ALRDY APRVD TO SHIP THIS WAY … JUST PASS BKG DETAILS FOR CNEE'S INFO ADVG SEA／AIR SKED CGO WIL BE SHPG VIA．ALSO PLS ADV ALL COST DETAILS SO CAN ADV U AMT OF O／F DIFF TO COLLECT FM VNDR．

FM SHA TO ATL

RE CAT PO# 13626-43 … VNDR IS STILL WAITG FR CNEE TO OPEN NEW L／C OTHERWISE THEY CANNOT SHIP IT N WON'T FAX SHIPG DETAILS．LOWEST SEA-AIR ALL-IN RATE IS U 1．90 PER KG．NYK MLB ALL-IN RATE IS U5，707.50／40'．VNDR ALSO ADVD GOODS WIL NOT GET READY B4 7／20.

FM ATL TO SHA

RE …（SAME）… HV RE-CKD W／CNEE RGDG NEW L／C N THEY HV TALKED TO VNDR THIS SIDE WHO SAID THEY WUD CTC FCTY N ADV THEM THAT THERE DOES NOT NEED TO BE A NEW L／C ISSUED，EXISTING L／C IS FINE．PLS RE-CTC VNDR TO RE-CFM EVERYTHING OK NOW AND ADV BOOKING DETAILS ASAP．NEED TO SHIP VIA SEA-AIR AND I WIL ADV ACTUAL AMT OF DIFF TO COLLECT ONCE BOOKING DETAILS ARE CFMD．CNEE STRESSED THAT WE MUST COLLECT THIS DIFF YR SIDE B4 RLSG ORIG FCR TO VNDR．PLS CFM U／STNDG．

FM ATL TO SHA

RE … BKG DETAILS NOTED．PLS RE-CFM WHAT CHGBL WT WL BE FOR THIS CGO SO CAN ADV U AMT OF O／F DIFF TO COLLECT．ALSO PLS ADV WHAT SEA／AIR SKED WIL BE FOR THIS SHPT ASAP．

FM SHA TO ATL

RE CATO PO# 13626-13643／48．40 CBM／8040 KGS．PLS FIND ATTACHED BKG DETAILS IN EXCEL．IT'S A BIT DIFF FM YSTDY'S DATA GIVEN BY HKG VNDR．FYI，CHARG．WT FR SEA-AIR WUD BE 48．80 CBM／0.006 ＝ 8，133.33 KGS．

FM SHA TO ATL

RE … HKG VNDR FLEW TO FCTY TO DETERMINE ACTUAL CBMS N KGS．THEY WIL ADV TMW．SEA-AIR VSL SKED："DAIN V．083E" SLD DALIAN 7／23，TRUCKG FM INCHON TO SEOUL，CNCTG "OZ" W／ETD SEL 7／25 W／ETA NYC 7／26 ETA CLT 7／27．

FM ATL TO SHA

SEA／AIR VSL SKED NTD，TKS．WAITING FOR YR FURTHER INFO FOR CBMS／KGS SO TT I CAN ADV U O／F DIFF．

FM ATL TO SHA

RE … SEA AIR FM DLC．（DALIAN）URGENTLY NEED U TO ADV CHARGEABLE WT FOR THIS SHPT N BEST SEA／AIR RATE AS CNEE／BUYER RCVD CALL FM VNDR TDY ADVG THEY CUD GET CHEAPER RATE THRU AIR TIGER／DYNASTY INSTD SO VNDR DOES NOT WANT TO USE OUR SERVICES．PLS ADV IF U HV QUOTED ANY RATES TO VNDR N IF SO，ADV EXACTLY WHAT WAS SAID．IF NOT，PLS DO NOT QUOTE ANY RATES．ALSO ND TO KNOW WHAT NYK MLB RATE IS FOR 1×40' TO CLT AS CNEE WAS WILLING TO PAY FOR THEIR PORTION OF O／F CHGS N VNDR WUD BE RSPNSBLE FOR BAL OF COST FOR SEA／AIR SHPT．

ALSO，ANOTHER ISSUE VNDR TOLD CNEE TDY WAS THAT CHINA GOVT．WAS HOLDING THIS CGO DUE TO L／C EXPIRY … IS IT TRUE？IF SO PLS EXPLAIN IN DETAILS．PLS ADV IF CHINA GOVT CK L／C OR ONLY THE BANK WUD KNOW IF L／C HAS EXPIRED OR NOT？

FM SHA TO ATL

VNDR N FCTY CFMD ACTUAL CBMS／KGS AS FLWS：49．87 CBM／8,040 KGS．SO CHGBL WT IS 8,311.67 KGS．

FM SHA TO ATL

CHKD W／OTHER CO-LDRS N NEGOTIATED W／AIR-SEA，THE BEST RATE WE CAN GET IS U1．85／K（ALL IN）FM AIR-SEA，CHARG WT 8，311.67 KG．WE NEVER QUOTE ANY RATE TO VNDR，INSTEAD，VNDR IS COMPLAINING WE R TOO CONSERVATIVE．ACCORDING TO NYK SHA，WE HV A CONTRACT W／NYK TT RATE FM DALIAN，TJN，SHA N QIN TO CLT FR FAK IS THE SAME．NET O／F U3，795／40' PLUS DDC U970，BAF U85．

WE DON'T THINK CHINA GOVT．WL HOLD A CGO BCZ L／C EXPIRES SINCE WE HV SHIPPED SO MANY CGO ALRDY BEYOND DEADLINE OF L／C．ANYWAY，VNDR ADVD TDY THIS ISSUE IS SETTLED N THEY CAN SHIP THE CGO ON 7／23 FDR．

FM ATL TO SHA

… ALL INFO．NOTED．THKS．PLS ADV VNDR AMT OF O／F DIFF HE NEEDS TO PAY WL BE 14，134．18．MUST COLLECT IT B4 REL ORIG FCR．PLS CFM．CNEE ALSO ADV THEY WANT U TO BE IN CONSTANT CTC W／THIS VNDR TILL HE HAS TURNED CGO OVER TO U TO SHP VIA SEA／AIR VSL SLD 7／23 AS THEY THINK VNDR MAY STILL TRY TO SHIP THRU OTHER FWDR．PLS CFM U WL STAY IN CTC W／VNDR TO PUSH HIM TO TURN CGO OVER TO US．

FM SHA TO ATL

RE … RELAYD O／F DIFF U14，134．18 TO VNDR．HWVR FCTY INSISTED THEY WL NOT DLVR CGO TO THE W／H UNLESS THEY HAV RECEIVE L／C AMENDMT．THEY SUPPOSE L／C AMENDMENT WILL REACH THEM TMRW．MOREEVER，THEY HVNOT GOT COMMODITY INSPECTION CERTIFICATE WHICH IS CRUCIAL FR CUSTOM CLEARANCE HERE．T4，MOST PROBABLY，THEY R NOT ABLE TO CATCH 7／23 VSL．NEXT AVAIL SEA-AIR VSL SKED WUD BE "DAIN V．084E" W／ETD DAL 7／26，CNCTG "OZ" ETD SEL 7／28，ETA NYC 7／29，ETA CLT 7／30，PLS ADV．

FM ATL TO SHA

RE CAT／PO# 13626-13643.YR INFO NOTED N RELAYED TO CNEE．CNEE HAS TALKED TO VNDR THIS SIDE N THEY HV CFMD THAT INSPECTION IS DONE NOW SO CGO SHUD BE RDY FOR 7／23 FDR N ALSO，CNEE CFMD THAT L／C AMNDMENT HAS BN DONE N VNDR SHUD RCV BY TMRW．CNEE STRONGLY ADV THIS CGO BE SHIPPED ASAP．PLS PUSH THE FCTY AS HARD AS POSS．SHOULD THE CGO FAIL TO MAKE 7／23 FDR，WE WL NEED FULL EXPLANATION OF WHY & WHOSE FAULT IT IS THAT 7／23 VSL WAS MISSED．（FYI，WE MUST MAKE SURE THAT VNDR CANNOT BLAME US FOR MISSING VSL，SO PLS DO YR BEST TO STAY ON TOP OF SHPT N ADV OUTCOME．）

FM SHA TO ATL

VNDR DIDN'T RCV L／C AMNDMT UNTIL THIS AFTERNOON，THEN THEY SENT L／C AMNDMT THRU BANK TO FCTY IMMEDIATELY，BUT FCTY ADVD UP TO NOW IT HASN'T REACHED THEM．TDY IS CLOSG DATE FR CUSTOMS CLEARANCE OF 7／23 SEA-AIR FDR，WE SPENT A WHOLE DAY TRYING TO CONVINCE THEM TT IT WON'T DO THEM ANY HARM TO PRESENT DCMTS SINCE CGO IS STILL ON THEIR HANDS．HWVR，FCTY DEFINITELY REFUSED，T4，NO WAY TO SHIP ON 7／23 FDR．PLS ADV．

FM ATL TO SHA

YR DETAILED INFO WAS VERY HELPFUL FOR CNEE AS TO REASON FOR DELAY．TKS FOR STAYING RIGHT ON TOP OF VNDR．NOW CNEE ACPT CGO TO SHP VIA NXT SEA／AIR VSL SLD DALIAN 7／26 TO CLT．

FM ATL TO CLT

VNDR ADVD THEY DIDN'T RCV SAMPLE APPROVAL N INSPECTION CERTIFICATE WHICH SHUD COME TOGETHER W／L／C AMNDMT，THEY DEMAND EXPLANATION．

MEANWHILE，CO-LDR AIR-SEA ADVD THEY FAILED TO BK SPACE ON 7／26 FDR AS THEY R 2ND RANK FORWARDER N SPACE IS TIGHT．HV TO SWITCH TO 1ST RANK CO-LDR HENCY WHICH FINALLY AGREED TO OFFER THE SAME RATE AS AIR-SEA．BKD SPACE ON FDR "CHO YANG DALIAN V．630E" SLD DALIAN 7／26 TO BUSAN，TRUCKG TO SEOUL，CNCG "KE096" W／ETD SEOUL 7／29，ETA NYC 7／29，ETA CLT 7／30，URGENTLY ND UR CFMN OVER NIGHT．

FM ATL TO SHA

RYF.，CNEE HAS FOUND OUT VNDR'S REAL REASON FOR DELAYING CGO．IT'S NOT BCUZ OF L／C AMNDMNT OR DOC PROBLEMS … REAL REASON IS BCUZ QUALITY OF CGO DOES NOT MEET CNEE'S RQRMNTS AS SAMPLE FAILED INSPCTN，SO CNEE IS REFUSING TO ACPT CGO AT THIS TIME．VNDR HAS ADVD CNEE THAT THEY ARE WORKING ON QLTY OF CGO N WIL RE-BK WHEN RDY．

CNEE WANTS TO THK U FOR ALL YR HRD WRK TRYING TO GET CGO SHPD N IS SORRY FOR ALL INCONVENIENCE CAUSED BY VNDR NOT GIVING REAL REASON FOR DELAYING CGO．CNEE SAID THEY WIL ADV GES／CLT IF THEY DO WANT TO ACPT CGO AT A LATER DATE … BUT FOR NOW DO NOT ACPT CGO N PLS CNCL BKG W／CO-LDR．PLS CFM．

FM SHA TO ATL

RE CAT／PO# 13626-13643.INFO NOTED．WL WAIT VNDR TO IMPROVE QUALITY N RE-BK．

4　（AIR EXPORT空运出口）

From：Emma（Shanghai）　To：Carrie（USA）

Subject：A／F SHPT FOR C／CHESTA TO LAX

DEAR CARRIE

RE：S／：NEW SUCCESS HOLDINGS LIMITED

C／：CHESTA

COMM：WOODEN DISPLAY RACK

ORDER NO．693

28 CTNS／196 KGS／0.672 CBM

A／F CC FM C／

FM SHA TO LAX

AS THE CARGO WILL ARRIVE IN THE WAREHOUSE ON 11／22 MORNING，THE FIRST DIRECT FLIGHT IS ETD SHA 11／23 VIA MU N OUR COST IS USD 3.78／KG（A／I）．

PLS RELAY IT TO C／AND UR O／N REPLY IS APPRECIATED．

From：Carrie　To：Emma

OK TO SHIP VIA A／F TO LAX．PLS SEND PRE-ALERT，DOCS & D／N ASAP．

From：Carrie　To：Emma

FURTHER TO THE MESSAGE SENT TO U，PLS RE-CHECK KGS FOR THIS ORDER & ADV ASAP．CNEE SAYS 196 KGS IS FINE & HE STILL WANTS TO PROCEED WITH AIR FREIGHT TO LAX，HE WAS EXPECTING APPROX 30 KGS．PLS ADV．

From：Emma　To：Carrie

HV ASKED S／TO RECHECK KGS BUT GW IS STILL 196 KGS．

From：Emma　To：Carrie

AFTER BEING WEIGHED AT OUR HANDLING A／'S WAREHOUSE，THE ACTUAL GROSS WT IS 97 KGS N VOLUME WT IS 158．7 KGS AND MEASMT IS 0.952 CBM．S／FAIL TO CLEAR CUSTOMS AS ALL DOCUMENT FOR CUSTOMS CLEARANCE OFFERED BY S／SHOWS 196 KG．NOW S／IS PREPARING FOR CORRECT DOC AND WILL SEND TO US TMRW TO CLEAR CUSTOMS AGN．SO THE SHPT CAN'T CATCH 11／23'S FLIGHT AND WL BE DELAYED TO 11／24'S FLT．

RE UR REQUEST NOT TO PUT ACTUAL WEIGHT BUT ONLY PUT CHARGEABLE WEIGHT ON HAWB AND MAWB FOR CHESTA A／F SHPT，PLS NOTE ACTUAL GROSS WEIGHT MUST BE SHOWN ACCORDING TO AIRLINE'S REGULATION AND AIRLINE WILL ALSO SHOW VW AS CW．IF GROSS WEIGHT SHOWS THE SAME AS CW WHICH IS 158．7 KGS，S／CAN'T CLEAR CUSTOMS AS ALL DOC FOR CUSTOMS CLEARANCE MUST SHOW 97 KGS．

SO MAWB MUST SHOW 97 KG AS GW AND 158．7 KG AS CW AND WE WILL HV HAWB TO READ PER MAWB AS PER UR REQUEST．

From：Carrie　To：Emma

Subject：RE：A／F SHPT FOR C／CHESTA TO LAX

PLS BOOK IT & USE ACTUAL DIM WGHT．MAKE ALL PAPERWORK MATCH．WE ARE NOT TO ADD ANYTHING TO WGHT．






 List of Abbreviations

简写词汇表

本表收录了本章中出现的所有缩略语，也包含了其他商务函电中最常用的简写词汇。另外，表后列举了英语单词的简写规则，仅供参考。注意在使用它们时，应以交流的双方都可以理解为基础。
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 Extra Reading Material

Abbreviations Rules简写规则

（学习时请参阅本节后的　简写词汇表）

1．Using a letter or letters for a word according to the same pronunciation．
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2．Using first letter of a phase．
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3．Omitting all vowels except those at the beginning of a word，and retaining all consonants．
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Further omitting one in case of double consonant．
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4．Retaining the first syllable and the first consonant of the second syllable．
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5．Retaining the first and the last letter．

[image: ]


6．Simplifying some suffixes．
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7．Others．
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 Exercises

1．Write the complete word each of the following stands for．
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2．Write the short forms for the following words．
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3．Translate the following into English．

1）计划出运拼箱，通过海陆船公司直航服务，船名“SL ENDURANCE”航次“159E”，7月16日驶离上海，预计7月25日到长滩，8月2日到亚特兰大。运价每立方米100美金。

2）本票货因文件问题报关行未能清关，故不得不推迟到下班船期。

3）就你4月13日传真第一段，FDD收货人／到亚特兰大／采购号00107／159.35立方米……准备发放2个40尺高柜给发货人，船将于4月21日青岛离港。

4）假如报关没有问题，在我得到航班信息后马上发预报给你。

5）货很紧俏（hot），他们要求我们紧盯出运情况，有延误立刻告知。

6）请告知此票货的计费重量，以便向收货人收取海运差价。同时告知船名、船期。

7）我们还没有收到客户的指令，可能收货人想把这两票货合并，从香港一道出运。

8）请以实际体积重量订舱，并保证单单一致。请尽快交寄文件。

9）关于56立方米从大连到纽约，交易条款：离岸价，由于工厂货未备齐，故暂时不能向你发送订舱通知。详情明天告知。

10）这批空运货将于7月22日早晨运到仓库，头程航班为东航（MU），7月23日飞离上海。当天到达迈阿密（MIAMI），然后连接联邦快递（FEDEX）于24日飞抵目的地。

4．Checking your understanding on the following sentences．（This exercise is optional for you．）

1）PLS ADV ASAP OTHERWISE IT IS PRESSING FOR VNDR TO CATCH 7／5 ZIM FDR VSL．

2）CNEE ADVD THEY NEED ALL ABV CGO TO SHP IN 1X40HQ VIA SL．EXPLORER SLD TJN 8／9 TO LAX．

3）PLS NOTE，CNEE WANTED CGO DLVRD TO CFS … NO CY／CY LOADS．PLS CFM．

4）ATTACHED PLS FIND CM#，CARGO IS ON BOARD NOW．

5）PLS CK N RE-ISSUE ALL DOCS SINCE SHPT WAS SPLIT UP BTWN MLB N SEA／AIR NOW．

6）SHIPPER HERE WANTS TO ENTRUST THEIR OWN FORWARDER ISO US TO HANDLE THE SHIPMENT．

7）PLS LET US KNOW WHAT TO PUT ON THE OB／L，WHO SHUD BE THE CNEE N NOTIFY PARTY．

8）AS PER FCTY IT USU TAKES CNEE A WEEK TO APPROVE SAMPLE SO HAVE TO HOLD CGO FOR THE TIME BEING．

9）FYI，THE DCMTS MENTIONED B4 IS FM FCTY FOR CUSTOMS CLEARANCE HERE OTHER THAN DCMTS U ND IN USA WHICH S／B MADE BY HKG VNDR．

10）RE NEW BKG FR CATO FOB SHA TO ORF（NORFOLK，VA）BY SEA-AIR; PLAN TO SHIP ON FDR "SUNNY LAUREL V．627" SLD SHA 7／10 TO BUSAN，TRUCK TO SEL，CNCTG FLT "KE" W／ETD SEL 7／15，ETA CHICAGO 7／15，ETA ORF 7／17．CO-LOADER：THREE STAR ALL-IN RATE：USD2．60／KG CHARGEABLE WT＝VOLUME／0.006．PLS ADV．

11）UNTIL THE VSL HAS ACTUALLY DEPARTED，DO NOT ISSUE FCR TO ANY VNDR．

12）ADVANTAGE AIR IS ASKING US IF WE CAN BREAK BULK FOR THEM IN BEIJING N COLLECT N USD ON THEIR BEHALF．

13）RGDG 1 CTN SHORT FOR PO#12278 … CNEE SAID TO TELL VNDR TO DLVR OTHER CTN TO YR CFS ASAP．

14）VNDR IS COMING TO CFS TO LOOK AT DAMAGED CTNS N WIL EITHER RE-PACK THM OR REPLACE CGO DEPENDING ON OUTCOME OF INSPECTION．

15）VNDR DLVRD WET CGO TO CFS IN HEAVY RAIN N THEY SIGNED ON CFS RECEIPT TT THEY SHUD BE FULLY RESPONSIBLE FR WET CGO．

16）PLS FIND A NEW BOOKING ADVICE IN ATTACHMENTS N ADV．

17）PLS FIND COPY OF FCR ON UR FAX MACHINE N PLS NOTE THIS IS TEL RELEASED PER VNDR'S REQUEST．SO U CAN RELEASE CGO WTH THE PRESENTATION OF COPY OF FCR．

18）IT SEEMS TRADELINK（NAME OF CNEE）WL HV SERIES OF FCL'S EX CHINA BUT IT IS MOST IMPORTANT TT B4 COMMITTING FOR ANY SHPT，AND IMMEDIATELY UPON MAKING BKNG A PRE-ALERT SHUD BE FAXED TO US FOR COLLECTION OF PREPAID DUES．

19）TO MAKE SURE ALL CGO MAKE THE VSL，THEY SUGGESTED TO SHIP IN 5×40'，PLS ADV．

20）VNDR ADVD BOTH SHPMT R FREIGHT COLLECT N PLAN TO SHIP AT THE BEGINNING OF MAY．


Unit Four

Operation Correspondence

操作阅读函电


本章非第三章之翻版。编写本章时既考虑读者不仅要学习货代物流英语，而且需要进一步熟悉操作。因此所选材料知识性、情景性、模拟性较强。内容也较广泛，涉及海空运进出口操作协调、报关、装箱、索赔争议等。在阅读时体会不同作者的语言风格，每个函电中涉及关系方，作者立场。


学习重点：一些典型句型及常用语的运用。









 Sample Mails
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From：Emma　To：Alice Jones

Subject：FW：DOC FOR C／CHESTA A／F SHPT

Alice，

PLS FIND DOC INCLUDING HAWB，MAWB，INV，P／L AND D／N FOR CHESTA A／F SHPT．PLS NOTE ORIGINAL FUMIGATION CERT HV GONE WITH CARGO ON FLT．

From：Alice　　To：Emma

For this customer's a／f shipments you can not mark up the weight at all．The HAWB must read as the MAWB since the freight is going to LAX only and the customer's broker who pays us for the freight will see the difference since they do collect the original documents from the airline．

We are still making money on the shipments．

From：Emma　　To：Alice

WE HV CHANGED HAWB TO READ AS MAWB AND HV SCANED TO U UNDER SEPARATE MAIL．PLS ACK RECEIPT．

PLS NOTE WE HV SHARED DIFFERENCE BETWEEN GW 2,049 KGS AND VW 2，111．5 KG WITH OUR HANDLING A／．AS A RESULT OUR COST IS USD 3.02／KG×2,080.3 KGS＝USD 6,282．36 JUST AS STATED ON D／N01SHD03550 BECAUSE WE PLAN TO CHARGE C／BASED ON VW 2，111．5 KGS．IF U ONLY CHARGE C／BASED ON GW 2,049 KGS，WE WILL HV 31．3 KGS'S LOSS．PLS ADVISE IF WE NEED TO CHANGE D／N TO READ AS USD 3.02×2,049 KG＝USD 6,187．98？

From：Alice　To：Emma

Subject：RE：DOC FOR C／CHESTA A／F SHPT

For this shipment you can leave everything reading as it is．Just make sure for future shipments the MAWB reads per our HAWB and you need only to put the chargeable weight on them．
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From：Vera（SHA）　To：Alice Jones

Subject：FW：NEW LIBERTY UK A／F SHPT

ALICE，

RE：S／WENZHOU LIANHE

C／LIBERTY HARDWARE

COMM：HARDWARE

68 CTNS／1,218 KGS／1．54 CBM

FM SHA TO LONDON VIA AIR

PLS FIND ATTACHED INV N P／L FOR THIS NEW A／F SHPT．

PLS NOTE S／SAY THAT THE A／F SHOULD BE CC FM C／．

WE PLAN TO COMBINE ABV MENTIONED A／F SHPT WITH THE ORIGINAL LONDON A／F SHPT 456 CTNS／1,798 KGS／10.95 CBM AND ARRANGE THEM ON BOARD 10／12'S FLIGHT VIA VS TO LONDON．OUR UPDATED RATE FOR ABV 2,000 KGS SHPT IS USD 2．9／KG（A／I）．BUT WE HAVEN'T GOT FINAL CONFIRMATION FM VS THAT THERE IS SPACE ON 10／12'S FLIGHT FOR THIS NEW A／F SHPT 68 CTNS／1,218 KGS／1．54 CBM．TOMMORROW THEY WILL GIVE US REPLY．

WE WILL TRY OUR BEST TO ARRANGE THE NEW A／F SHPT TO CATCH 10／12'S VS FLIGHT．

From：Alice Jones　To：Tony

Here is an e-mail from Vera in Shanghai stating that they can not confirm yet that there is space on the 10／12 flight！You might want to call Albert and make sure this shipment is put on Shanghai's TOP list to do．

From：Tony Blaire　To：Albert Lou（Sha）

We need to find a direct flt leaving 10／11 in order to get to the UK on Thu and be cleared by Fri rather than getting stuck until Mon．This is very very hot．I had also asked you to adv about how long it takes to truck to Sha a／p etc for future planning … Pls respond with full details．Thks．




From：Albert Lou　To：Tony，Alice Jones，Vera li

Subject：Re：NEW LIBERTY UK A／F SHPT

I have just been informed that due to a suspect in the VS Aircraft on Tuesday's flight most of the cargoes were offloaded and inspected for many hours，and for this reason we may have a big space problem for Friday's flight．This will affect Liberty's shipments … however，the picture won't be clear till tomorrow．Will update you．

Regarding your question for trucking time，the truck left Wenzhou at 16：30 this afternoon; however they need to collect many other cargoes from different vendors on their way to Shanghai and we are expecting to receive cargo tomorrow B4 11：30 AM; if not，we will also have problems with customs if we still want to make VS flight．

Pls note that the transit time from our warehouse to the a／p is about 2 hours．

My idea is that should Liberty cargo fail to make VS flight，we can turn to LH which has accepted to ship both cargoes of Liberty's on Friday's flight LH 8393 ETD Shanghai at 21：30 and ETA UK on Sat morning Oct 13 rate USD 2．9／k（all in）．

Albert
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From：Johnson Smith　To：Patrick

Cc：Emma Liu

Subject：Import Samples To Shanghai

Dear Patrick，

Pls find enclosed a breakdown of all related charges：

a — Agency Fee：RMB 800 per shipment

b — Customs Clearance：RMB 300 per shipment

c — Customs Inspections：RMB 100 per job

d — Unstuffing & Airport Warehouse Charges：RMB 1．50／kg

e — Storage Charge：RMB 0.15／kg／day

f — Quarantine & Exam Inspection：RMB 0.20／Cartons

g — Delivery Order：RMB 100 per shipment

h — Trucking & Delivery Charges pending Weight & Dimensions to be billed at cost

i — Customs Dues & Taxes：Zero Amount for non value invoice．Should there be any customs dues，a collection fee 10％ to be applied automatically．

Pls ensure that all shipping documents; HAWB，CI & PL to be addressed to the following company：



Shanghai Scientific Instruments And Materials Co．Ltd．



MAWB to be consigned to our order．A copy of all above documents to be available to us once shipment is airborne．

Pls ensure that the airlines at the origin would be notifying their delivery agents in China about the shipment details prior to the arrival of the flight so that we can ensure successful pre-clearance．

Pls let me have your kind confirmation for above charges and full details of your company in Shanghai．

Johnson Smith
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From：Alice Jones　To：Johnson Smith

Cc：Emma; Tony

Sent：Tuesday，July 18，2002 8：34 AM

Subject：WALMART／CM# 00SHM01587，BERLIN SEN V．816 ETD XIA 4／16 TO FRR．

THERE ARE 7×40'HQ CFS／CY CNTRS ON THIS CM．CNEE IS UPSET WITH US THAT AT LEAST 6 OUT OF THE 7 40'HQ CNTRS THAT GES WHSE LOADED AS CFS／CY CNTRS DO NOT MEET CNEE'S MIN OF 65CBM PER 40'HQ REQUIREMENTS … WHICH MIGHT NOT BE TOO BAD IF THEY WERE ALL LOADED AS EVENLY AS POSSIBLE，BUT THE WAY THESE 7×40'HQ CNTRS WERE LOADED MAKES THINGS LOOK EVEN WORSE BECAUSE WE HAVE SOME CNTRS THAT ARE LOADED TO THE MAX & THEN OTHERS THAT ARE REALLY LOW LOADED（i．e．CNTR# INKU2841791 ONLY HAS 45．46 CBM IN A 40'HQ）… WHY SUCH A LOW LOAD IN A 40'HQ CNTR？？THE WAY I SEE THE TOTAL CFS／CY CBMS FOR THIS SHPT WAS A TOTAL OF 433.26 CBM WHICH WE SHOULD HAVE LOADED IN 5×40'HQ & 2×40' INSTEAD OF 7×40'HQ CNTRS．

NEED YOUR OVERNITE EXPLANATION ON WHY CNTR# INKU2841791 ONLY HAS 45．46 CBM IN IT & IF IT IS BECAUSE AN ORDER WAS NOT READY THAT WAS PART OF THE LOAD PLANS，THEN NEED TO KNOW WHY WE DON'T SEE WHERE THERE WAS ANY MSG'S ADVISING US OF THAT INFO SO WE COULD HAVE ADVISED YOUR OFFICE TO CHANGE CNTR SIZES TO ACCOMODATE THE REDUCED CBM'S … PLS GIVE AS MANY DETAILS AS YOU CAN FIND AS CNEE IS TRYING TO BILL US BACK FOR THE LOSS OF SPACE IN 5 OF THE 40'HQ CNTRS，SO THE ONLY WAY WE CAN AVOID THIS（IF WE EVEN CAN AVOID IT）IS TO PROVE TO THEM WHY WE LOADED CNTRS THE WAY WE DID．

From：Johnson Smith （mail to：johnson．smith@sealink.com）


Sent：July 18 2000　To：Alice Jones Cc：Emma，Tony Blaire

Subject：Re：WALMART CM# 00SHM01587

Alice，we send a booking advise to your side on 04／05 asking you on how to load the 436．43 Cbm for WALMART．Your side replied with instructions to load the 436．43 Cbm in 7×40HQ（which counted 433.26 Cbm after loading）．

Yes，I agree with you that we might have loaded them in 5×HQ & 2×40'，but these were your instructions & our agent in Xiamen followed the instruction to the letter．I am unable to identify who confirmed the booking from your side，since it doesn't show on the booking reply when we print it out．Please cfm if I am wrong．

Tony，read in copy，this is what I mean by we don't know who is replying us and who is handling what．

John Smith
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From：Bam Corp Ltd．　To：Emma（SHA）

Subject：Re：PO#8689

Dear Emma，

Thank you for your messages of October 8 regarding P．O．8689．

Please note that we have many consignees in different countries so please follow our shipping order instructions．

Every time you have a shipment for BAM you need to send the original B／L to Sealink HKG where I collect it and pay them．

On each original B／L the consignee is as advised by us and the shipper is BAM Corporation．Freight is prepaid on the B／L．

After the factory pays you the local FOB charges you give them FCR showing them as shipper and BAM Corporation as consignee and under no account or situation should they know the real consignee．

Before the carrier issues the final B／L we need you to fax us a proof copy to 852 2314-1327 to make sure all information is correct．

Please note，that around October 15th，we have another shipment，P．O．0361 to Dallas，Texas USA and four more shipments for which we will advise details later．Thanks．

George
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Date：January 6，1999

To：Airsea Transport Inc-Xiamen

Attn：Miss Sara Shen

From：Global Express Services-Shanghai

Re HBL：#ASXM709111079

Dear Sara，

It was a pleasure of talking to you on the phone today and I sincerely hope to meet you someday soon in Xiamen．As per our conversation，today I received a fax from our Charlotte office complaining about the above captioned shipment．

For ASXM709111079，our charlotte office paid the sum of 1,785．34 to co-loader "Trans-nation" based on the rate 118／CBM which was given by your office previously．The co-loader is still refusing to release cargo and insisting on 138．65／CBM．

I appreciate you make up the difference to co-loader，change the rate，or at least ask them to release our cargo ASAP and we will solve this problem between GES and Airsea later．

Please，Sara，in the future we would like our cargo to be handled ALL THE WAY by Airsea from origin to destination．You see，we have an understanding with TONY that GES cargo will never be held or delayed because of a dispute over payment．Unfortunately when a third party is involved such promises can no longer be kept and we might end up loosing our customer and yours．

Thank you very much for your cooperation，and I hope to hear from you soon regarding this issue．

Sincerely，

Jeffery Farhat

GES Chief Rep SHA
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To：Qindao Zhiyuan Trading Co．Ltd

Attn：Mr Song Liao

From：Johnson Smith／Sealink SHA

Dear Mr Song，

Re the shipment appointed by Golden Eagle Co.，in Hong Kong … I do confirm that it is only today that we have received a confirmation from Airsea Cargo，the co-loader we have used in Qingdao to move your FCL cargo that you have settled your charges to them．

As a matter of fact，one of your operation staff called me yesterday requesting me to send you our House Bill of Lading．I have confirmed to her that you need to settle the charges of the co-loader first，as he is holding our Maritime Bill of Lading and hence we cannot custom clear cargo without．Therefore I would like to correct saying that it is not for several RMB we were holding the HBL，rather not receiving our BL from co-loader．

I have asked your company several times to send me a copy of your bank receipt or transfer slip that you have settled the charges to my co-loader．Up to the moment，I didn't receive any … Though，the HBL was sent to you this morning by EMS upon the confirmation of Airsea Cargo Qingdao．

I do apologize on the behalf of Ms Huang being her boss to your staff．This shouldn't have happened and I agree with you，in our business we do not have room for rudeness．However，I do regret to inform you that the charges you claim us for compensation is not accepted．I am surprised from the fax you have addressed to my attention，though you would have confirmed over the phone your understanding for the need of the T／T in order to receive our BL which was released to us today by Airsea upon receiving your T／T．

Looking forward to a more positive reply，in the meantime，we remain always at your service．

Sincerely yours，

Johnson Smith
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From：SES-ATL／George Avakian

To：SES SHA／Nold

Re：Customs for VIA PIELLA

Hello，I have one more question regarding customs I hope you can answer．The handbags were manufactured in Guangzhou and originally shipped to US from HKG．US Customs requires they be returned to and re-shipped from china（due to Quote）to clear customs in the US．This is why we think shipping back to Shanghai is less complicated than going back to HKG then moving freight from HKG back to China to re-ship to US．If it is OK with Chinese Customs，pleases let me know all the charges involved．Tks．

George Avakian

SES ATL




To：SES-ATL／George Avakian

From：SES SHA／Nold

Re：Customs for VIA PIELLA

1．Cargo should lay in A／L warehouse then move to the inbound warehouse whereby during this period we will be working on the import customs clearance．Then we will have to work on the export customs clearance／DOCS to export cargo again to USA．For that reason I believe the period will exceed 3～5 days．

2．Charges for importation will be as follows：

[image: ]


3．Charges for exportation will be as follows：

[image: ]


Plus all other charges related to（export）customs clearance depending on the nature of goods．

Pls note the above charges were offered by JET Express，our co-loader in Shanghai．In case the above charges meet your client's requirement，pls find herebelow Jet Express' agent that can assist you：
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Should you need any further information，please let me know．

Nold Menasa／Sealink SHA








 Key Words and Expressions

1．original 正本

2．fumigation certificate 熏蒸证书

3．mark up the weight 标高重量

4．LAX 洛杉矶

5．PLS ACK RECEIPT 请确认收到

6．handling agent 操作代理

7．MAWB 航空主单

8．HAWB 航空分单

9．chargeable weight 计费重量

10．offloaded（货）卸下

11．breakdown 分类

12．automatically 自动地

13．consigned to our order 收货人凭我方指示

14．airborne 上飞机的

15．pre-clearance 预报关

16．CFS／CY 货运站／堆场

17．accommodate 容纳

18．prepaid 预付

19．FOB charges 离岸费用

20．FCR 货代收货凭证

21．under no account 在任何情况下都不

22．as per 根据

23．above-captioned 以上标题中

24．co-loader 操作伙伴

25．previously 以往

26．make up the difference 弥补差额

27．release cargo 放货

28．end up losing our customer 最终失去我们的客户

29．house bill of lading 海运分单

30．maritime bill of lading 远洋提单

31．bank receipt 银行收据

32．transfer slip 转账凭证

33．EMS 特快专递

34．compensation 赔偿

35．addressed to my attention 引起我的注意

36．T／T 电汇

37．A／L 航空公司

38．inbound warehouse 进口货仓库

39．DOCS 单证

40．exceed 超出

41．express customs brokerage 加急报关

42．computer entry fee 录入费

43．airport transfer fee 机场转运费

44．MU's ground service 东航地面服务费

45．SOC 操作费

46．HEC 卫检费

47．EDC 加急运送费

48．AWC 单证费

49．SEC 服务费

50．NYC 纽约

51．BB fee 分拨费

52．H／C 货物处理费






 Exercises

1．Review these phrases／patterns adopted in this chapter，make a sentence with each of them．

（有些短语在前几章中已出现过，检查你是否掌握了其用法）
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2．Put the following into English．

1）这些40尺集装箱，有些箱子货物装到了最大量，有些却远远没有装满。请解释原因。

2）我们已经修改了航空主单内容，使其与分单一致，并在另一邮件中扫描传输于你，请确认是否收到。

3）将来我们希望由贵司全程操作我司的货物，从发货地到目的地，其他代理不要介入。

4）航空主单收货人请做成由我司指定，货物一旦上机待运，请尽快把上述的文件复印件传真于我公司。

5）请联系售货人（vendor），确认是否可以电放货物。现在货已到纽约，交运之前只等售货人放货。

3．Optional reading task．

1）No cargo will be released in China without the specific and personal sign-off by Mr Dawkins，President of Marketing Services，Inc．This "hold" will remain in effect pending the release／signature of Mr Dawkins．

2）NOTICED YOU FWDD TWO CNTRS ON ZIM PACIFIC V5 UNDER TWO DIFRNT B／LS AND TWO C／MS … WHY？THEY WERE BKD TOGETHER AND FDD WIL BE UPSET AND IS SURE TO FINE US AND MAKE US PAY FOR THE SECOND UNNECC CUSTOMS ENTRY．ADV．

3）AS LONG AS FCR SHOWS SHPT CNED TO ORDER，SHPT CANNOT BE RELAESED TO FDD OR ANY OTHER PARTY UNLESS AUTHORIZED BY THE SHIPPER．FOR FUTURE IN SUCH CASES WE NEED SHIPPER TO AUTH RELEASE ON CASE BY CASE BASIS UNLESS HE IS WILLING TO GIVE YOU A BLANKET RELEASE IN WRITING．

4）Moreover，you are well-organized in a way that we keep on receiving messages from your side asking for docs which has been mentioned that they will be sent from another station．I am wondering if all the blame should fall on us，or rather get yourselves better organized．

5）Pls adv why this shipment was consigned to SES in ATL when the port of discharge is Bahrain？FDD is complaining that their customer Capital Furnishings cannot clear the cargo because the Senator Line B／L is issued to SES in ATL．Pls issue a new set of Original Bills showing Capital Furnishings as the consignee and send them to me asap via FedEx courier．

6）Please note that I have assigned one person to monitor all our shipments．Emma will call carriers and co-loaders we are using every 3 days & shipment file will not be closed until we get confirmation that cargo made assigned master vessel．In case of any changes，ATL will be immediately informed．

7）This FCR is in CNTR # NYKU6592570／0890370，CM # 00SHM01795，which made a later sailing CM was transmitted earlier，however，it was retransmitted on 6／29 after the correction has been made．You were informed of that change and didn't update your files．

8）Re：00TPF02518 & 00TPB02097 … Both shipments were loaded on same vessel which closed on 09／28，and sailed on 10／1．Our Pre-alert with above-mentioned documents were E-mailed to you on 10／03.I'm only concerned about one thing if you are really receiving and reading carefully our E-mail or not on time．

9）Please check w／vendor as above and confirm if ok to telex release cargo traveling under house bill of lading 01SHB00419．Freight has arrived in Savannah & is awaiting vendor release before we can arrange delivery．Need overnight reply … URGENT．

10）In reference to this shipment please be advised that I have contacted the shipper and am waiting for a phone number or some other way of communicating with the consignee．We also would like to inform you that we never send all three originals as all three are not needed．


Unit Five

Operation Instructions／Procedures

操作指令／流程


国际货运的时效性、规范性强。为协调并保证货物顺利出运，大的收／发货人与运输行之间、运输公司各部门之间都订有标准的操作流程，如文件寄交时间、运单制作要求、装箱标准、船公司使用、货物报关、配送分拨等。货运操作人员只要严格“照章办事”即可。操作经理的职责之一也是保证下属人员正确遵循相关流程，以保证服务质量。就上述内容，我们特单列一章。鉴于本章内容的特点，其语言也较规范严谨，指令性强。读者在阅读时，要细心体会个中遣词用语
 。同时希望本节的研习有助于学习第七章：协议与合同。本章后另附补充阅读材料，供读者各取所需。生词和简写请参考附录：货代物流词汇总表。








 Sample Mails

1


From：Johnson（Manager／SES SHA）

To：SES SHA Staff

Subject：Documentation Procedure

Emma，Christina & Laura，

I am setting for you the documentation procedures for your follow-up and reference．This might help you in better organizing your shipments and hence keep the complaints away from our office．

Documents：

Documents should reach SES Shanghai 5 days（utmost）from the sailing date of the shipment．All vendors must be informed that failing to send us docs in due time will accumulate a Penalty Fee that we would be charging them．On the 6th day，should we still not receive any document for the said shipment，you need to make sure you include the late document fee in your invoice along with our local charges．

Meanwhile，SES USA should be automatically informed on the 6th day，that vendor failed to send us docs．A D／N of the late document fee amount should be sent to ATL no later than the 7th day．

Now should documents reach us within the 5 days period; however，and after going over them，we find any discrepancy．Vendor should be immediately informed and asked for the correct set．Meanwhile，a message should be sent to USA informing that docu．For the said shipment were received，however a need for correction is required from vendor who is duly informed．

In the case whereby vendor is to send documents directly to consignee．You are to advise USA in each and every time that docs are sent directly by vendor．You are to make sure that a copy（by fax）of documents is to be sent to us respectively．You need to forward this copy of the docs to USA for their reference．Now should vendor refuse for a certain reason to fax us their docs，you need to report to USA on that and make sure you mention what was the reason given by the vendor．

When documents are required to be sent from a second SES office other than SES Shanghai，the respective office should be informed and the person in charge of the said shipment in ATL should be copied．For example：if Alice is handling DDS shipment，docus are to be sent from SES HKG．You need to inform SES HKG on that and CC Alice in your message．


At every time you send a document pouch to USA，and on that same day，you need to include in your daily messages a note saying that you are sending docus for the said shipment and make sure you provide them with the AWB number！


Container Manifest

CMs of the respective shipments should be transmitted to USA in the 3rd day after the sailing of the shipment．Needless to mention that CMs are to be cleared from error．Please go over the CM twice before transmitting it in order to avoid any errors … should CM for whatever reason can not be issued，you need to inform USA no later than the 3rd day and make sure you include the reason behind not being able to transmit the CM．（ACC to me on that Email is needed）You need to make sure that all needed remarks are to be shown on CM．

7 days after the sailing of the vessel，you need to check on a daily basis with the respective shipping line on the M／V connection．You need to make sure that we don't receive any e-mail from USA inquiring us about a certain CM's connecting vessel．

Document Cover Sheet／Document Transmittal Advise

This is a sheet included in every documentation pouch you send to ATL．You need to make sure that all docs included in the sent pouch are mentioned in details on that document cover sheet．Should we still have any missing document，you need to mention it on the document cover sheet．

To illustrate：suppose you are sending docs for a certain shipment，and for a certain reason B／L is not included．You need to mention what docs are sent（Com．Inv．）and what docs are missing（B／L for example）always make sure you justify yourself，that is，in other words，make sure you mention why these documents are missing．

Another good example would be：suppose we had a P．O．to be shipped out of Shanghai and for some reason we had to split the shipment（part of the cargo not ready could be a reason）a separate FCR is needed，along with the number of cartons shipped out at one time．When you include this FCR in your Document Cover Sheet，you need to make sure you mention that this is a split FCR and identify part of which P．O．or shipment it is．

Let me know if you have any of the hereabove points not clear．We need to work in a more organized way and a sharper concentration is demanded．

Thanks & regards

Johnson
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From：Tony Blaire（SES USA）

To：All Offices

Subject：DDS Operation Issues

We have definitely not done a good job for DDS lately，in all zones，and we were disappointed in their management and more so in their import dept．

I am addressing all on this subject which I have written about many times before．We continue to see mistakes most of which are out of negligence and carelessness．You should know by now that competition is at the door and that we cannot afford to see DDS going anywhere other than staying with us．

Everything must be perfected．Managers and supervisors are to come to the call of help，train and support your staff．Make sure they know what they are doing and are following standard procedures．Ask them to communicate well with ATL and with vendors and providers．

I am not going to state too many details but just mention a few requirements：

A．Booking：the booking info sent to ATL must match exactly the P．O．details．We have set you all up to have the FDS P．O．listings at all times．DO NOT SEND A BOOKING IF YOU DO NOT HAVE THE P．O．Do not use the vendor's info．or fictitious figures esp． "SHIPPING WINDOWS"．SES Shanghai is notorious for this．Pls do not volunteer info that you do not have on the P．O．

B．C／Ms must be perfect and MATCHING THE BOOKING AND P．O．No mistakes will be tolerated any more．They must also be sent within 48 hours from sailing．

C．Traffic：info regarding ships，schedules，rollovers，feeders etc must all be communicated immediately to ATL．You must always give the master vessel's name and schedule when using feeders．

D．Codes：they must not be touched by anyone other than SES ATL．Do not add or change any．If you need a new code be it for vendor，port，customer etc，pls ask Tiffany．

E．Documents：this is the cause of most of our problems．Pls work closely with vendors to ensure collection of DOCS as soon as vessels depart．Delays in receiving the DOCS here have a direct impact on our invoicing and thus liquidity．

The cover sheet that you prepare must be for only "ONE" C／M，do not mix with other C．Ms．

If you are missing any document from a file，pls mention what doc is missing on the cover sheet．

F．Communication：proper and immediate communication is required．If one party asks a question，a response must be sent on the same day．Pls take the time to explain and be elaborate．

Pls confirm your understanding and concurrence．Thank you for your support．

Tony Blaire

SES ATL（head office）
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From：Andre Simon［andre．simon@sealink.com］

To：all　Cc：Tony

Re：Atlanta Operations Request For Documentation Uniformity

Importance：High

Good morning SES offices

As many of you are aware，ATL operations has been striving toward process improvement and need your continued assistance with the following：

Documentation at origin

The Hongkong，Taiwan and other offices have been providing Atlanta operations with all required documents in a prepared format that has been very helpful and efficient．We request that all offices／agents implement and model the same format．The steps shown below are to be followed：

1） separate all sets of documents at origin into：

a）customer

b）brokerage

c）SES／ATL set

The above sets should have copies made before sending to ATL and separated into each set with the Broker's set getting the original copies．The documents should also be standardized in their layout as the following：

a）cover sheet（this document will entail vessel name，ETA，customer name，FCR numbers and more）

b）forwarders cargo receipt

c）commercial invoice

d）packing list

e）visa（s）

f）interim footwear invoice

g）all other documents can follow below

It is also important not to hold documents if waiting on the master bill of lading．Please send the documents in hand and send master B／L when it arrives．It is also important to note on the cover sheet that the master B／L will follow shortly which will avoid confusion of document being lost．The master B／L and copies must only be applied to the SES／ATL set and not the broker and customer sets．

Note that for DDS documentation：feel free not to send ATL Operations the "customer set" of documents as we only use SES & Broker set．

Andre Simon

SES ATL
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From：Tony Blaire

To：Origin Stations

Re：LIB SHPTS

LIB has requested us to speed up the booking process of their shipments from all their current vendors．In order to expedite the process and to avoid wasting precious time we need to do the following：

1）Any time an LIB vendor calls you for an A／F shipment，you are required to accept it and to ask them to deliver it to the A／P or facility ASAP while you make a booking．Then you need to send your pre-alert to SES ALT with full details．Copies of AWB，packing list and commercial invoice need also to be faxed to us．

2）LIB has also waived any preliminary approval regarding the booking process for full containers．When an LIB supplier asks for a container，pls work on releasing it immediately upon their request and then advise ATL the booking and shipping details per SOP．

All LIB containers need to be booked "all water" using ZIM containers．If for any reason，ZIM is not able to provide containers，the next option is to release SEN containers．

3）No MLB shipments for now are allowed unless instructed by SES ATL．

4）For LCL shipments，please accept them immediately but do not forward before you get instruction from us．SES ALT will give the instructions whether to forward LCL or to hold and consolidate for FCL …

Pls ACK／CFM

TONY
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From：Johnson（SES SHA）

To：Joseph（SES HKG）Cc：Ziad，Emma，Tally

Subject：Compass Issue

To my surprise，mailing docs／billing and settling freight are still very much pending at your side．Something for which I felt disappointed and stroke again by BOB．FYI，for future CY shipments，I have requested the staff in charge to comply with the following procedure：

a）Booking thru SES system will be sent to Compass for his guidance．

b）Shipping advice／CM will be issued from SES & sent out to Compass directly．

c）Shipper's original docs will be collected and mailed out directly to Compass rather than to HKG．

d）A complete set will be made out of the following docs：

d-1 shipping docs as collected from suppliers

d-2 shipping advice／manifest

d-3 copy of MBL whereby telex release is shown

d-4 HBL

d-5 our SES invoice（invoice will be issued in Sha instead）

e）payment request will be made by the staff in charge addressed to Tally cc Joseph supported by copy of B／L approved by myself and enclosed our billing reference（both invoices; supplier & Compass）

f）collection：Tally will be combining our statement with SES HKG and credit back SES SHA once money collected from Compass．

g）Need to have the selling rates set for Adler's account．

While for CFS cargoes，previous instructions will remain unchanged and full coordination with your office shall be maintained．

Pls review and let me know if above can be acceptable as new basis to deal with Compass or any other agents in the future．

I have enclosed the said ZIM B／L，appreciate you would trace the shipment and check if freight has been already settled to ZIM and if there is an invoice to Compass in place．If not，we will be issuing the invoice from here instead．

Johnson Smith

Chief Rep．-SES SHA








 Key Words and Expressions

1．documentation procedure 单证流转程序

2．follow up 跟踪

3．in due time 及时

4．accumulate 累积

5．penalty fee 罚金

6．D／N 贷记单

7．discrepancy 差错

8．correct set 正确的一套（文件）

9．ATL 亚特兰大

10．document pouch 文件袋

11．container manifest 集装箱载货清单

12．transmit 传输

13．be cleared from errors 完全正确

14．M／V 商船

15．document cover sheet／transmittal advise 寄单声明

16．illustrate 举例

17．Com．Inv．商业发票

18．P．O．购货单

19．concentration 注意力

20．negligence 粗心

21．providers 供应商

22．fictitious figures 杜撰的数目

23．notorious 名声不好的

24．volunteer info．杜撰信息

25．rollovers 滚装车

26．feeders 支线船

27．ensure collection of documents 确保单证交接

28．liquidity 资产流动性

29．elaborate 详细说明

30．concurrence 一致

31．format 格式

32．be standardized in their layout 格式标准化

33．packing list 装货单

34．visa 签证

35．interim footwear invoice 临时鞋业发票

36．speed up the booking process 加快订舱程序

37．expedite 加快

38．A／F shipment 空运货

39．A／P 机场

40．waive 取消

41．preliminary 预选的

42．SOP 标准操作流程

43．ZIM 以星轮船公司

44．ACK／CFM 确认接受

45．pending 未解决的

46．comply with 遵守

47．thru 通过

48．telex release 电放






 Exercises

Translate the following sentences．

1．The C／M information must be keyed in and transmitted to ATL on the same day you receive the P／L from the vendors．

2．If there is a feeder involved，you must track the cntrs to ensure that they make the M／V as originally booked．

3．To facilitate and expedite the booking process，we need you to make sure that you start showing the customer's name of the direct shpts on the booking messages．

4．Appreciate your cooperation to instruct your concerned staff about the procedure which needs to be followed to the letter．Now no more mistakes will be tolerated from the customers．

5．All Los Angeles shipments（LCL and FCL）are to be shipped immediately without any delays．No need for approval．All Compass shipments are to be telex released and freight is to be paid ONLY in Hong Kong．

6．A shipment's file must be broken into 3 parts，one for our company，one for the customer and one for the broker．Pls ack／cfm．

7．All are to make sure the above process is followed．You need to report to us should vendors be late in handling over info or docs．

8．Further to above，the whole process must not take more than 8～10 days and customers must receive our invoices by the tenth day．

9．Effective immediately，Senator MBL will show freight PP iso CC．Pls review the above and make sure to comply with these instructions．

10．All NY shipment need to come to HKG，unless the cargo can fit in a 20' container and will be cost effective．Anything above 20CBM should be booked directly to NY in a 20'．Less than 20 CBM should be shipped to HKG to be combined with HKG orders．






 Extra Reading Materials

补充材料

1．Limber Standard Operating Procedures（规范操作流程）

This is to advise that all Limber shipments are to be considered highly sensitive shipments in transit times．We should do everything in our power not to delay these shipments．The following SOP should be followed by everyone effective immediately．


FCL Shipment
 — for all FCL moving all／water，please use the first available ZIM sailing（that should be a maximum of 4～5 days from ready date）．


MLB shipment
 — for the time being，we shall continue to use Senator and Hapag Lloyd．It is imperative that you pick the fastest transit times to load on（keep in mind that some vessels take 17 days to reach L．A．while others only 12）．Accordingly，all MLB shipment must be on the 12-day vessels．Atlanta Traffic must follow up and make sure that containers off the Senator vessels board the train within 48 hours of the arrival of the vessel．Traffic must expedite the final delivery from the railhead．Traffic must work closely with the S／L to ensure availability of chassis at railhead at all times．（Traffic refers to Traffic Dept
 ．）


Team Trucking
 — now and then Limber requests team trucking．The booking sections must be sure that the fast vessels are used up to the west coast and that origin is advised accordingly and that such shipments are mentioned under remarks on the C／M．Traffic must be immediately notified and upon receiving the C／M from origin，it must be highlighted under remarks that this is a team trucking operation and given to Mary to make arrangements with the trucking company．The broker must be notified as soon as possible．Container must move by team truck no later than 48 hours after arrival of vessel．


Documentation
 — the documentation section must make sure that the documents pertaining to team trucking shipments are available in ATL 4～5 days prior to the arrival of the vessel to the w／c and that they are given to the broker to be cleared prior to the arrival of the vessel．


Payload
 — stations of origin must watch max．allowable net payload on the containers due to road restrictions．A）MLB：45,000 lbs — 40' and 37,000 lbs for 20' B）team trucking：17,000 kg／40' and 17,000 kg for 20'（same）．Make sure we do not exceed these loads．


LCL
 — when you receive an LCL shipment，origin must check with all the suppliers to see if more cargo is expected．We should minimize LCL moves and consolidate to FCL．Booking section at the same time will have to check with Limber to see if they are expecting more LCL cargo within a reasonable span of time in which to consolidate．Do not forget that LCL shipments take 10 days longer than the MLB／FCL to reach Greensboro and a bit longer than AW／FCL，not to mention the time you go thru with the co-loaders．


Air Freight
 — must always obtain Limber's pre-approval for air freight shipments and make sure that Limber has a rate．Do not authorize air freight if a rate is not in place．Origin must send docs to traffic and CHB for immediate release and customs clearance．CHB will handle appointment／delivery to Limber warehouse．


Containers
 — A／W containers — Mary will make appointment with Limber w／h and instruct truckers．This is done on a swap and drop basis．Truckers must always pick up an empty container on the return leg．Should a container not be available，Mary must be immediately notified and the driver should not leave Limber without an authorization．


MLB Containers


These are scheduled by Mary on a drop basis as long as Transus is doing the delivery．Limber warehouse will notify Mary when containers are emptied so that she in turn notifies Transus to pick it up．

Free Time


1）All Water


Demurrage — the allowable free time at Savannah for loaded import containers is 20 consecutive days after the arrival of the vessel．A demurrage charge of $20／day will apply for the next five days and $25／day thereafter．

Per Diem — seven days are usually the allowable free time at Limber's D．C．From the 8th through the 14th day the charge is $10／day and from the 15th day onward，the charge is $40／day．


2）MLB


Free time at rail head is limited to a maximum of five days．Thereafter the rail will charge $50／day．

Free time at Limber's yard is also limited to 5 days，thereafter $45／day．


3）Team Trucking


We have managed to increase the free time at the dock to 4 hours from the arrival of the truck．Thereafter detention will apply at $50／hour．

I hope this SOP will put us back on track and deliver Limber shipments as close to the scheduled ETA as possible．We all need to work together to make this happen．

2．FGV & SES　Standard Operating Procedures
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CUSTOMS BROKER：SEALINK EXPRESS SERVICES（SES）— RONALD AVAKIAN

CUSTOMS CONTACT：AL DI TOMMASO　TEL：614 265 2160

It was decided，during our meeting on 2／12／02，that this S．O．P．would cover the movement of FGV's purchases from point of origin through customs clearance in Los Angels．We would then notify Physical Distribution Service，Inc for picking up at the port and consolidation and transportation to FGV's distribution center in Columbus，OH．

As per our discussion，FGV will be assigned Alice Cook for all communication with origins and Lisa Green will have responsibility once shipment has left the origin point for tracking and any updates which may be needed．FGV had stated that they would use our own customs services and the contact for any questions regarding clearance etc．would be Ronald Avakian．All of the above individuals can be reached at 1-800-874-8825．

In order for FGV to receive the maximum benefits of Sealink Express Services consolidation program，we suggest the following guidelines be implemented．

1）Issue letter to vendors assigning SES as your consolidator．

2）Stipulate a clause in your L／C and purchasing documents that a "Forwarder's Cargo Receipt（FCR）" issued by SES is required for negotiation with the corresponding bank in lieu of the ocean Bill of lading．

3）Stipulate a shipping window within your L／C or P／O．

4）Supply SES with copies of the L／C or P／O．once issued to a vendor．Upon receipt，SES will then monitor these orders and collect the required documents from vendors．

5）Advise SES of any changes in order requirements，i．e.，cancellations，increases or decreases in quantities and extension of shipping window dates．

6）Advise all vendors of the following requirements／conditions which must be strictly followed：


VENDOR REQUIREMENTS


1）Obtain shipping orders from SES with the shipper's column marked： "Sealink Express Services on behalf of（vendor's name）"．

2）Obtain shipping instructions from SES based on the instructions of FGV．If shipments are approved on CY-CY basis，the minimum load acceptable in a 40' standard container will be 53 CBM and in a 40' high cube 63 CBM．Any CY-CY loads delivered back to SES under load requirements will be subject to penalties paid by the vendor as outlined by FGV．

3）If shipments are approved on CFS basis，vendor must deliver cargo to the designated warehouse of SES．Damaged cartons，i．e.，wet or crushed，will not be accepted for shipment without approval from FGV America．

4）Obtain dock Receipt for exchange with SES FCR．GES will not issue the FCR until all the required documents as stipulated in the L／C have been delivered with the Dock receipt．FCR will only be issued after SES has received the Master B／L and the FCR must include the master B／L number and the On Board date．

5）Original documents must be delivered to SES no later than 2 working days after the vessel has departed．Late delivery of documentation will be subject to a Late Penalty fee as stipulated by FGV．Documentation should include original Commercial Invoices，Packing List，Interim Footwear Invoices，others if required．


SEALINK EXPRESS SERVICES — FUNCTIONS


1）Establish a SOP in collaboration with FGV that will outline the procedures for handling your shipments in the most efficient manner possible．

2）Monitor shipments with vendors based on the shipping windows as established in the L／C and P／O．

3）Provide daily breakdown of bookings received from vendors from each origin．This information will be sent to FGV by 11：30 PM each day via the SES Booking module and will contain all essential information as outlined．SES would appreciate replies to daily bookings by 3：00 PM each day．

4）Provide daily updates on delays of shipments due to late deliveries by vendors or other reasons．

5）SES will utilize all containers to their maximum and according to FGV's instructions．SES will provide FGV with a container manifest as per example included in our proposal．This will include all information concerning the PO's loaded on the container as outlined．Acceptable minimum load on our containers will be 40' standard-56 CBM and 40' HC- 66 CBM．Only upon instructions from FGV will SES release containers not meeting these minimums．One carton of each P／O will be placed on the rear of the container to facilitate customs inspection．

6）We can only issue original FCR to each vendor for payment negotiation once all the necessary requirements as previously outlined have been met by the vendor and we have the master B／L．The FCR should be dated when we receive the Merchandise and all related documents from the vendor．

7）Collect all original documents from each vendor and forward complete sets of original documentation by courier to the Custom House Broker division of SES in Los Angeles for customs entry and clearance．Copies of documentation will be sent to the Atlanta Operation Center．SES will provide FGV with copies attached to the invoice for services rendered．Below please find the documents needed by US customs for clearance，if they are others which you would need please let us know．

[image: ]


8）Provide custom house brokerage services for clearance for goods through US customs．


Unit Six

Freight Marketing Development

货运市场拓展


本章内容涉及销售线索（sales leads）、货运市场开拓计划（marketing developing proposal）、客户管理（account management）等。由于本章与操作无关，因此出现的货运专用术语不多。读者对象是销售、市场、海外联络及管理人员。注意本章仅从英语语言的角度选编与本节标题关联的几份函电，其主要目的并不是教授如何进行货运市场开发；而是要求读者借鉴个中词汇和句型的运用，特此说明。








 Sample Mails

1


From：Warren Wong

To：Matthijs De Rijke

Sent：Friday，July 5，2003 10：03 AM

Subject：Sales Leads

Dear Mr Rijke，

This is Warren Wong from Marketing Dept．of Sealink Express Services Shanghai office．I am very pleased that we will be able to work together developing & promoting China-Holland freight market．

As you may already know，Sealink Express Services has been successful providing consolidation services from Far East to USA，now we believe it is the right time for us to utilize our experience and professionalism gained to explore EU market，however，we understand it can not be done without your support．

To start with，I would like to supply you with some sales leads．Attached you will find a list of importers which are Holland companies importing from China to Europe．Please kindly review these leads and follow up each of them accordingly．If you find them positive，more will be coming，pls advise outcome at your earliest convenience．

Awaiting your feedback．

Warren Wong

Marketing Executive

SES SHA




From：Matthijs De Rijke

To：Warren Wong

Sent：Mon．July 8th，2003 5：05 AM

Subject：Sales Leads

Dear Warren，

Thank you for your list of importers ex-China to the Netherlands．

As discussed with Johnson，I will start chasing the companies after my holidays．Please be informed that most of the people are starting their holiday at the moment or in the coming weeks．We will make sure that all relevant information about our progress is sent back to you for your administration．

In the meantime，please feel free to contact us at any time for your questions or remarks．

Best Regards，

Matthijs de Rijke

Fast Forwarding Cargo Rotterdam B．V．




From：Matthijs De Rijke

To：Warren Wong

Cc：Johnson Smith

This is an update of the sales leads you have given to us．We will keep you advised of progress．Some of the leads seem to be of real potential．Some don't．I am running a numbered system for leads that we are working on to make sure we keep track of things．

1．Kilop

I am sending info．out to the traffic Manager Richard Harris today．He is interested in our services．I will call back to set appt．They import yarn and fibers and export waste material．

2．Stanforg

They already have 2 freight forwarders and are not looking for another at this point．Will follow up in 6～8 months．

3．Beaulieu

They currently have contracts with the SS lines with low commitments and feels a FF company cannot compete．Could not get an opportunity to bid at the moment．Will try in the future．

4．Card Monreo

Contact is Linda．She has 12×40' scheduled thus far this year．Commodity：garment．They also have airfreight which is time sensitive and she must have quotes back within 2～3 hours from the time of request．She said she has her own FF so I try to remain consistent in my contact with her without offending．

5．Bodingtons

Simon Elwes confirms that they do not import from China but do import from Taiwan but only infrequently．Following up on the Taiwan business．

6．S & P Sparnac

Will be importing soon from Nanjing and will give us the opportunity to quote for the carriage at that time．No regular business yet．

7．Progressive footwear

Just a distributor of branded goods．No direct imports．But they would recommend our service to other companies．

8．Safeline Metal Detection

This company does not import from China but export to Mainland．Currently they have problems coordinating customs clearance for end-users．I am visiting the co．yesterday．

Had a good meeting with Ian Dyson，they will use us for future exports to China provided our pricing is competitive．Well done on this one，Warren — this is a big company with regular traffic and good potential．

Other 12 leads I have contacted，they do not import from China or Far East in general．No potential with them unfortunately．

Tks n Best Regards．

Matthijs De Rijke




From：Johnson Smith

To：Matthijs De Rijke; Warren Wong

Good work Matthijs，

Don't get depressed by the negative sales leads，you will be getting plenty of them，but I am sure you will agree with me，if one turns out to be positive that is more than what is expected．

Pls keep on pushing from your side，I am positive in the near future，Warren will learn the art of filtering the leads before they get to your side，as he is excelling on that to the States．

Regards

Johnson
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From：SES SHA／Warren warren.wong@ses.com


To：bill.clinton@virginnet.co.uk

Cc：Johnson.smith@ses.com


Date：Mon．Mar 17，2003 9：34AM

Subject：Developing Sino-UK Market

Dear Bill，

Your message noted with thanks n hope u had a nice weekend．

I note with great interest the conclusion you made after visiting some clients in UK．

Some importers in UK have no language skill and can not communicate directly with Chinese manufacturers（by the same token most Chinese manufacturers do not speak and write English），but，we do．

Importers in UK may not be fully aware of the true manufacturing cost — it is their weak point where we can strike．By assisting them to find out the true cost here，even assisting them with supplier sourcing，price negotiation etc．（look at these additional attractive benefits）they probably betray their current freight partners and turn to us．I believe few FF here is willing and able to assist them in this regard．As for some large prospects，we do not care to go further to help them．

With our joint effort，I believe SES will be enjoying a much larger share in Sino-UK freight market．

Warren




From：bill.clinton@virginnet.co.uk

To：warren.wong@ses.com


Cc：Johnson.smith@ses.com


Subject：Developing Sino-UK Market

Warren，

Thanks for your e-mail．You are absolutely right and here is your chance to improve it！Our prospective customer Mario Designs is going to visit the office and warehouse in Shanghai next Friday．Ctcs are Mario（owner）and his assistant John（who is responsible for most of the administrative backup）．They have been working with a buying agent for over 12 months．

They have no real understanding of what is possible in China in terms of cost．Because we are trying to get them to put pressure on their "agent"，who is supposed to be earning 5％ commission from their purchases … to switch from C&F trading on 50％ prepayment by TT to FOB trading on L／Cs specifying Sealink as nominated carrier．I need you to enlighten these guys as to what the large US wholesalers are achieving to open their eyes a little．

To impress these guys，you need to research some comparable US clients who fall into the same category i．e．middle to cheap end of the market，and show them how cheaply they are achieving volume production in China．

Here's an example of what they are doing at the moment．

32 ctns 1204 kgs（probably about 4M3）by airfreight

4,000 garments @ $2.90 each＝$11,600 C&F

But it arrived by airfreight as the manufacturer was late，I estimate air freight cost is around $4,000 max．

[image: ]


Freight cost as a proportion of garment value＝approx 35％

And so，if they had been on time with the manufacturing，even using our SEALINK LCL seafreight rate @ $60 w／m．

[image: ]


Freight cost as a proportion of garment value＝approx 3％

This is the direction they are headed in and it is up to us to help them achieve it as soon as possible．

To give them confidence that we have a good handle on the true Chinese manufacturing costs you need to be showing them individual piece costs for blouses and trousers that are well below $1.90 per item．

Can you do it？Thanks and best regards．

Bill／SES UK




From：Warren　To：Bill Clinton

Fantastic idea！Will act as per your instructions．

Warren



3


From：Michelle Krin（SES Miami）

To：Johnson Smith（SES SHA）Kelly．Xu（SES GUA）

Subject：new a／c secured

Hello Johnson，

Pls note that we recently acquired a new customer out of Florida（Kad Furniture）that has awarded us a large portion of their business out of China（approx．500 FEU）Kad has several vendors within the states that import goods from several different Chinese factories．I have been attempting to make contact with each vendor in order to learn what origin ports they handle for Kad so that I could forward them our office contact information via routing instructions．Also we have asked for factory information to pass onto our overseas offices in order to make instructions．

1．Standard Furniture — US vendor that supplies to Kad．

— factory located in Tianjin （unsure of overseas ctc info．）


2．Riverside designs — US vendor that supplies to Kad．

— factory located in Dalian

3．Lifestyle — US vendor that supplies to Kad．

— factory located in Guangzhou

There might be additional vendors that import from your territory．I am still in the early stages of introducing and gathering information．However，all have been provided our information and may call you w／o first notifying any of us．

Hope above notification will prevent so many surprises in case you start receiving calls or information in the near future．Let me know if you have any questions．

Michelle




From：Johnson　To Michelle

Glad to know that biz has been already secured．We look forward to receiving their booking at Xingang and Dalian port．（Guangzhou is in Kelly's territory）

Awaiting to receive the suppliers list／purchase orders and the final draft of SOP．

Regards

Johnson



4


[image: ]


Hello all，

I put forward below ideas for reference，more will be coming．

First stage — for the first 3 months

The most crucial is that for this period we must establish rapport with our existed clients and we can not afford to see our clients leaving us for our competitors any more．

As some of our staff left and new people came in，I am positive our competitors are smiling nastily behind us … they may invent negative stories about us and spread them among our customers．To meet this situation，we need to take immediate action by calling our clients or paying them visits，hone-stly telling them what are going on here．We can certainly address to our clients in a different way，as there are two sides in one coin，let us show them the brighter side．

Needless to mention that we should change the impression we leave to our clients，we are not arrogant，rather we do care．To our VIP clients，we must have long-term plan，we serve as their strategic partner instead of a mere traffic provider．As a multinational company and a leader in chemical transport field，we should stand firm with our policies yet we are to be also flexible．

Sales people in this stage，while trying hard to learn industry knowledge，need to hit the road，face to face talking with our clients，listening to them and answering their questions．

New market needs to be explored to exceed our budget and keep us growing．We need to be running faster in order to maintain our leadership and be ahead of our competitors．There are many ways to penetrate new markets yet this will be under future discussion．

Support we need

In every logistics company，good customer service is of great help to support sales，this includes fast responding to clients' requests，prompt quotation，therefore we must strengthen our customer service level in order to beat our competition．Operations，sales and customer service should work in a strong team towards the same goal … suggest company run sales meetings every week to discuss with participation from operation and customer service dept．

Kindly review above and I appreciate your comments．

Warren
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WCW-hi，Warren，agree with your comment 100％，the requirement is there for us to act promptly，re-lay the foundations from where we can forge ahead with our ongoing business and work towards the increased expansion of our China market．

It is vital we can get the correct message out to all our customers，your point about c'tion using the news of our changes to their advantage is quite possible，and we should be looking to ensure our company is the first one to be notifying the customers of the changes，show them that this is viewed positively from outside，and that our business & services will be continual as normal．

The concept about being more than just a transport service provider，the term，strategic partner，is the exact direction our company should be heading in China．This forms part of our company policy and mission statement，and separate us from our competition and their approach to running a business．

As we discussed yesterday during our meeting，tomorrow I would like you to put forward a sales／marketing plan for the coming months，we shall sit and review this the day after tomorrow．

This should incorporate a travel plan，a customer list，areas of responsibility，how to prioritize the coverage，how you propose to allocate the customers，an acc management table etc．

Before I leave the day after tomorrow，we need to have a plan in place，which clearly outlines the program for the coming months．We are seeing a real dip in our export volumes，for reasons we cannot explain at this time．We need to regain our momentum and increase our exposure，and of course our people back into the market place．

Look forward to meeting you，some tremendous initiatives you have，important we act them all．

Thanks and Regards．

Alan








 Key Words and Expressions

1．marketing dept．市场部

2．promote 促进

3．professionalism 专业化

4．explore EU market 开发欧洲市场

5．accordingly 相应地

6．sales leads 销售线索

7．advise outcome 告知结果

8．at your earliest convenience 尽早地

9．feedback 反馈

10．marketing executive 市场经理

11．administration 管理

12．keep you advised of progress 告诉你进展

13．potential 潜力

14．keep track of 跟踪

15．set appt．设定约会

16．SS lines 船公司

17．FF company 货代公司

18．thus far 迄今为止

19．time-sensitive 对时间敏感的

20．consistent 一致的

21．carriage 运输

22．distributor 分销商

23．end-users 终端用户

24．provided 假如

25．negative 消极的

26．filter 过滤

27．by the same token 同理

28．supplier sourcing 寻找供应商

29．betray 背叛

30．prospective customer 潜力客户

31．in terms of 关于

32．C&F 成本及运费价

33．prepayment 预付

34．L／C 信用证

35．specify 标明

36．nominated carrier 指定的承运方

37．enlighten 使……高兴

38．wholesalers 批发商

39．approx．500 FEU 大约500个40尺柜

40．w／o 没有

41．final draft 终稿

42．nastily 恶意地

43．arrogant 傲慢的

44．strategic partner 战略伙伴

45．hit the road 在路上（出差）

46．penetrate new market 开拓新市场

47．under future discussion 在以后讨论

48．prompt quotation 及时报价

49．re-lay the foundation 重铸……基础

50．c'tion 竞争对手

51．mission statement 目标书

52．incorporate 包括

53．prioritize the coverage 以重要性区分（销售）区域

54．allocate 分配

55．acc management table 客户管理表

56．dip 下降

57．momentum 高潮

58．initiative 首创，主动精神






 Exercises

1．Questions for Discussion．

1）In a freight forwarding company，what role does its sales & marketing team play？

2）Through what channels do you think sales leads can be generated？Which is the most effective way？

3）How do you view the freight forwarding market in your area？

4）Suppose you have newly joined an international logistics company as Sales & Marketing Manager／or representative，how would you carry out your job in the first month？

5）What makes your company beat your competitors and retain your customers，in such a highly competitive business environment？

2．Additional Reading Task．

1）Simon，appreciate taking care of this lead．This is a prospective client and a new field for us．Pls follow up and keep us updated．

2）Met w／Greg yesterday and quoted a／f and ocean export from Chicago to Shanghai port．Shipments vary from smaller a／f loads to palletized ocean freight．

3）Self went to the fair．Presented cards to local trading companies，most of which are responsive saying they will call us if necessary in the future．

4）The sign of a good salesman is his／her ability to work for increases，at worst look to keep rates at the same levels，avoid losing money．

5）To sell our service and secure prepaid shipments here，good rate is the key．So we should file competitive rates with carriers．Also we should be flexible with our payment terms，commission and credit granted to our shippers．

6）PFC's contribution to SES in year 2002 is about 360 20' container and 45 tanks．

7）To generate sales leads，there are many channels，we can get the information from suppliers，trade fairs，hotels，chambers，biz clubs，customs houses or even the local foreign trade bureau．

8）The status of our account Sinochem Sichuan：biz fixed 01／02 from Logis then lost to Hoyer，now back 100％ to SCT．

9）STT looks forward to serving its customers better and further expanding market share by appointing Sunrise as its exclusive handling agent in China．

10）As competitors seem getting around，we have to work harder to beat or keep pace with them．We do not want to be left behind our competitors．


Unit Seven

Agency Agreement

代理协议


由于国际物流运输是跨国／地区进行的，如果一个国家或地区没有直接设分公司，那么在这里开展业务要通过代理进行。而委托方与代理方之间是通过代理协议来确定双方的权利及义务。代理协议成为双方操作的最基本依据。本章收集整理了具有代表性的货运代理协议，供读者研习。主要包括：跨国互为代理协议（货代之间）；货代与承运人之间服务合同；一级货代与二级贷代之间。本节后亦编录了部分中文协议，以帮助读者参照学习，或作为翻译练习的内容。本节学习目标：你至少应读懂各协议内容，优秀者可用英文起草协议／合同。同时留意协议语言的规范性与严谨性。









 Sample Agreements

1　AIR FREIGHT AGENCY AGREEMENT


This agreement is entered into by Sea Eagle Logistics，100 lighting way，Secaucus，New Jersey 07094 USA（hereafter known as SEL），and __________（hereafter known as __________），and jointly known as the parties．

General

SEL agrees to become the agent for __________ in the United States of America，and __________ hereby accepts this appointment．__________ agrees to become the agent of SEL in __________ and SEL hereby accepts this appointment．

a）Purpose and Responsibilities

The parties agree to cooperate with one another for the purpose of developing airfreight business to and from their respective countries．The parties further agree to follow the instructions and procedures mutually established to develop the business and to protect at all times the interest of the other party．

b）Breakbulk

The parties hereby agree to perform normal and customary break functions for each other's consolidations．This function，include，but is not limited to，airline document retrieval，document transferal to customs brokers，and coordination with handling agents，trucking companies and consignees as required．

c）Profit Share

The parties hereby agree to share profit on routed shipments on a 50％／50％ basis．Profit shall be based on the difference between the agent's buying and selling rate，and shall be calculated from the airfreight amount on the house air waybill or direct air carrier bill of lading．Trucking，terminal，documentation and any accessorial charges shall not be subject to profit share．

d）Sales

The parties agree to represent one another in their respective countries，and to fully cooperate with each other to develop business through the use of sales leads，and through the exchange of sales information and business intelligence．The parties agree to correspond and reply to all sales requests in a prompt manner．

e）Disclosure

The parties agree to fully and accurately disclose all airline buying rates and profit margins．The parties further agree to disclose all details of new business development and transactions．

f）Collection and Payment

The parties agree to be fully responsible for the collection of all air freight and other charges in their respective countries．

The parties further agree to be responsible for all payments to airlines，trucking companies，customs brokers and customs authorities and any other vendor in their respective countries．

The parties agree to process and remit payment on all invoices for collect freight charge，accessorial fees，and other fees and charges as listed on the air waybill and／or invoice within 30 days of receipt．

The parties further agree to remit profit share amounts within 30 days of date of air waybill，unless otherwise agreed to in writing．

g）Miscellaneous Expenses and Duration

Unless otherwise agreed to in writing，the parties agree to cover at their own cost all expenses incurred in advertising or promotional campaigns，travel expenses，communication costs，and sales development expenditures．

This agreement shall remain in effect until rescinded by either party in writing with a 30-day notice to the other party．


IN CONSIDERATION AND ACCEPTANCE OF THE ABOVE CONDITIONS：
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2　COOPERATION AGREEMENT


BETWEEN

SEALINK EXPRESS SERVICES — UAFEN LOGISTICS CO LTD（AIRFREIGHT BRANCH）

This arifreight cooperation agreement is applicable from the 11th of April 2002 between Sealink Express registered at __________（hereinafter referred to as SES）and Huafen Logistics … registered at __________（hereinafter referred to as Huafen）．

1．Representation

Agreement to actively seek and promote air freight services for each partner from USA to P．R．China，and vice versa．

2．Sales

Sales leads will be exchanged and sales reports are to be provided on the results of the canvassing activities．Joint programs will also be developed from time to time．All sales leads and other information will be kept in strict confidence between each party，and will not be made available to any outside parties．All sales leads will be followed up and replied to within a reasonable time after receipt．Periodic visits to and from both countries will be made by operations and sales personnel to help develop traffic．

3．Handling Expenses

All local expenses are for the accounts of either the shipper or the consignee，according to tariffs made available to the parties involved．However，it is agreed that no communication expenses will be levied unless approved by the concerned party in advance．

4．Payment

All bills and accounts for all charges will be settled monthly，on or before the 15th day of the month following the month being settled，unless either party will urgently require a settlement．In this case settlement will be agreed by mutual consent．

5．Credit Limit

The amount of credit extended to each partner will be established after review of financial information and will be reviewed any will be reviewed annually with confidential exchange of annual reports．

6．Air Freight Activities

a）Service standards — Each party will do all possible to maintain efficient operations，departments and personnel that provide services designated to meet customers' needs and thereby maintain a high level of retention to each others' accounts．

b）Master air waybills — MAWB will always be sent on a prepaid basis unless agreed otherwise．Attached to MAWB's will be the international manifest of shipments in consolidation，house air waybills（HAWB）and customs documents．

c）Alerts — each party agrees that an alert（sometimes called a pre-advie or pre-alert）will be sent by fax／e-mail to cover each consolidation and that this alert will contain at least the following information：MAWB number／date／airline／flight number／HAWB numbers／total pieces and weight／shipper／consignee．

d）Notice of arrival — each party agrees that arrival of every consolidation is confirmed by fax／e-mail stating MAWB number，date of arrival，irregularities if any．

7．Profit Sharing

a．50／50 profit sharing will be for all cargo generated jointly（in either market）by both parties，unless specific exclusions are agreed to，in advance of shipment，or for shipments generated by an outside organization（for which profits will be shared 50／50 net of any commissions of fees payable to such outside sales organizations）profit sharing is not applicable to outbound cargoes generated solely by the agent at origin．

b．All other domestic charges related to freight transportation such as pick up，commissions，handling，communication etc，are excluded from profit sharing except in the case where the inland transportation charges are part of a through rate being applied．

c．Credit notes for appropriate profit sharing will be provided per consolidation，together with relevant invoices．

8．Arbitration

Any dispute in connection with this agreement shall be reverted to arbitration in accordance with the rules for conciliation and arbitration of the International Chamber of Commerce．Any arbitration shall be held either in Atlanta or in Shanghai．

9．Confidentiality of Information

SES and Huafen agree that information exchanged concerning each other's respective companies，including but not limited to reports，customers names，copies of AWB's，routing orders，sales leads etc，shall be deemed to be a trade secret and the sole property of their respective companies for the exclusive use of themselves and their employees．Violation of this clause shall cause immediate termination of this agreement，notwithstanding any further action necessary by either party as compensation for such violation．

10．Termination and Notices

a．This agreement shall remain in force until termination by either party on no less than sixty（60）days written notice．

b．Any notice to be given by one party to the other must be in writing and communicated by airmail or fax．Any notice served by airmail shall be deemed served 5 days after posting．And any notice sent by fax shall be deemed served on consideration of transmission．
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From：Ashley Davis（Alpha Logistics HKG）

To：Janet Avakian（Transpacific Int'l USA）

Subject：Handling Arrangement between Alpha Logistics Ltd and Transpacific International

Thanks for choosing Alpha to be your handling agent in the Far East and we are looking forward to a good and lasting relationship between our two companies．Further to our discussion，please review the following：


Communication：


Transpacific will be communicating directly with the relevant offices of Alpha for booking and routing instructions．They will report to you booking details and await your instructions for further action．To help us to be proactive and ahead of the shippers，I urge you shall furnish them with Purchase Orders and L／C available on hands．


LCL cargoes：


No LCL cargoes（from mainland ports）are to move directly to New York．Instead they have be transshipped in HKG for more consolidations．However，LCL cargoes destined to LA are to be shipped out directly．


Documentation：


For shipment ex-mainland China，HKG and TWN：

MB／L will be showing consignee and shipper respectively as Transpacific and Alpha Logistics and Freight Prepaid As Arranged only．

HB／L（Alpha B／L）will be showing the real shippers and ultimate consignee．

Taiwan and Hong Kong will bill you for the ocean freight（cost＋profit share）and other charges if any．

The original documents（MB／L，HB／L，Container Manifest，Invoice and other documents if required to collect from shippers）will be mailed to you in New York within ten days thereafter the sailing date．The courier fee will be on collect basis．


Payment terms


TWN and HKG will be compiling and forwarding to your attention a monthly statement of all transactions by the end of each month．We shall expect to wire the due amount within seven days to our bank account in HKG and TWN．

I，myself，will be following up on your account and monitoring the process of your shipments from Hong Kong．Should any problem arise or should you need to query about rates and arrangement，please feel free to approach me at all time．

Please review and advise by return your selling rates（based on our previous quotation for 40 feet container，which is our net cost：good and valid for one year）and Fedex or DHL Account No．to advertise to our offices accordingly．
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From：Johnson Smith

Sent：Friday，July 4，2003 11：16 AM

To：Ashley Ye

Subject：Agency Appointment／Ningbo Zhiyuan Freight

It has been a pleasure visiting you in Ningbo and getting more insights about your operations setup and having acquaintance with your staff team．We would be very much interested in your services and would like to appoint you as our handling／booking agent for all shipments loaded Ex-Ningbo．

As discussed and agreed upon，enclosed shall serve major guidelines for our agency cooperation：

1）Communication

You would be requested to contact suppliers to obtain the freight，arrange trucking if desired by suppliers and assist and guide them with customs clearance formalities，collect the necessary documents and forward them to us in Shanghai and release our document：FCR or HBL upon collecting the needed shipping documents and your local charges．

You would be requested to place booking with our respective carriers：Zim，Senator，HL，NYK，KL，CMA and many others of our choice．Should you encounter any equipment or space problem，you would report to us and we will be taking up matter from our end．Under no circumstance should your company be allowed to switch booking to any other carriers not instructed and duly confirmed by us．

2）Documentation

You would be requested to obtain from carrier MB／L or Seaway bill drafted & documented based on our instructions．The document shall be dispatched to our Shanghai office along with the shipping documents collected from vendors．Under no circumstance shall this document be held by carrier at your office if suppliers are late to settle the local charges and submit the shipping documents．

3）Mailing

You would be requested to collect shipping documents from suppliers as stated above，obtain MBL from carriers and mail them to us in Shanghai within three days thereafter ETD of Feeder／Mother vessel calling at Ningbo port．We will be mailing to you HBL／FCR once info compiled．You would be requested to hand them over to suppliers as stated above upon collecting shipping documents，if any and your local charges．

4）Local Charges & Billing

You would be requested to bill directly suppliers from your end based on attached sheet and breakdown enclosed as well．You would be requested to maintain those charges as low as possible and keep them in line with the market．You would not be allowed to overcharge them．For any complaint related to charges，it shall be entertained by your office to suppliers' satisfaction．

5）Refund & Our Billing

As agreed upon，we shall retain a fee of USD 40 per container（regardless of size）．An invoice will be opened from our side and mailed to you with our document：FCR／HBL．

You would be requested from time to time to collect some accidental charges from suppliers on the top of your normal FOB charges．An invoice of these charges will be opened by us along with above-mentioned fees．

6）Settlement

You would be requested to arrange settlement for our invoices accumulated for 45 days．Cutoff date is the 15th of each month．Amount is to be wired to our Hongkong office．Bank details will made available at the time of the statement．

You would be requested to make settlement for the freight to carriers at some time on our behalf．The said amount will be deducted from the total outstanding．

Pls review above and let us have your kind confirmation．

This agreement shall go into effect from Monday，July 7，2003．We would kindly propose a trial period of one month．We would appreciate you send over Laddor Wong to meet our staff in charge Emma Liu for further familiarization of our handling procedure．

Regards

Johnson Smith

SES SHA



5　AGREEMENT

Part A：Sealink Express Shanghai Office

Part B：Chuanjian Logistics & Warehousing Co.，Ltd

In order to establish a long and much closer relationship between Part A and Part B，both of the parties agree to sign the agreement as the following：

1．All cargos of Part A's should be put into the highly-leveled store-room after they are delivered to Part B's warehouse．

2．Part B should fax Part A "daily Cargo Receiving report" with all PO's，style no's，name of shipper，weight and measurements on the report．

3．Part B should fax Part A "container loading report" as soon as cargoes are loaded．

4．Regarding invoice-opening and charge-collecting，please do per below instructions：


CFS CARGO PROCEDURE


1）Part B should charge shipper rate of full-container as RMB 1，500／40' and 950／20'

2）Part B should also open another two items：RMB 20／CBM（H．C．）and RMB 250／set（document fees）on the same invoice to shipper and collect on Part A's behalf．


DOOR TO DOOR CARGO


Part B should put these two items：RMB 450／Cntr（H．C．）and RMB 250／set（document fees）on the same invoice to shipper and collect on Part A's behalf．


CONSOLIDATED CARGO


Part B should cover RMB 25／CBM（H．C）and RMB 250／set（Document fees）when opening invoices to the shipper．

Additional Clauses：

All the invoices should be presented to Part A within two days after sailing date．Part A should fax Part B bank receipts after local charges are paid by shippers．

Part B should make a financial report with all the breakdowns to Part A on 25th of each month．After Part A Confirms，Part B should T／T the due amount to Sealink-HKG account．

6　AGENCY AGREEMENT


SWISSAIR（CARGO DEPARTMENT SHA）

HONGDA BUILDING，ROOM 402，2550 HONGQIAO ROAD SHANGHAI 200335

FURTHER REFERRED TO AS SWISSAIR CARGO AND

COSCO SHANGHAI FREIGHT

FURTHER REFERRED TO AS THE AGENT，HEREBY AGREE THE FOLLOWING

Swissair cargo will supply the agent with airway bills，which the agent will use in a proper and responsible manner．

The agent will act as cargo agent between shipper as well as Class B agent and Swissair Cargo．

The agent will book space．Swissair Cargo will supply the agent with a confirmation and cargo acceptance receipt，so the agent can deliver the cargo into the handling agents warehouse．

The agent is due to deliver the cargo to the handling agent of Swissair（China Eastern Airlines）in time and pallets are built up to the handling agents' requirements．

Swissair cargo department will close-out their reservation 24 hours before departure．

The Agent agrees that payment will be sent within 14 days after receiving the invoice from Swissair Cargo to：Acc．No．413301 81 200 121 Bank of China，Downtown Branch．
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 Key Words and Expressions

1．agency agreement 代理协议

2．hereafter known as 以下称为

3．for the purpose of 目的是……

4．procedure 程序

5．mutually 共同地

6．break-bulk 分拨

7．customary 一贯的

8．retrieval 收回

9．coordination 协调

10．routed shipments 指定货

11．business intelligence 商业信息

12．disclosure 公布

13．profit margins 利润率

14．transactions 交易

15．unless otherwise agreed to in writing 除非另有书面约定

16．miscellaneous expenses 杂费

17．promotional campaigns 推广活动

18．expenditures 开销

19．rescinded 取消

20．representation 代表，代理

21．canvass 揽（货）

22．be kept in strict confidence 完全保密

23．levy 征收

24．mutual consent 一致同意

25．alerts（货到）预报

26．shipment generated by … 由……承揽的货物

27．commission 佣金

28．through rate 直达费率

29．arbitration 仲裁

30．violation of this clause 违反此条款

31．termination 终止

32．notwithstanding 不论

33．proactive 积极的

34．cargoes destined to LA 到洛杉矶的货物

35．transactions 交易

36．acquaintance 熟悉

37．guidelines 指令

38．formalities 手续

39．dispatch 遣送

40．in line with the market 与市场一致

41．overcharge 多收费

42．refund 退还

43．regardless of 不管

44．settlement 结账

45．cutoff date 截止日

46．outstanding 欠款

47．trial period 试用期

48．familiarization 熟悉

49．container loading report 装箱报告

50．open invoices 开发票

51．due amount 欠款

52．Swissair 瑞航

53．B licensed agent 二级货代

54．close-out their reservation 截止订舱

55．departure 出发






 Exercises


Translate the following into Chinese：


1．This agreement，made and entered into on this 20th day of June，2003 by and between __________（hereinafter known as Part A）and __________（hereinafter referred to as Part B）．Whereby it is agreed as follows：

2．Part A appoints Part B as its break bulk agent in China and Part B hereby agrees to accept to accept such appointment．

3．Each party shall render expedient service in customs clearance and delivery of the individual shipments for the other party's consolidations．

4．Concerning shipments with freight charges due from consignee，it is the break bulk agent's responsibility to receive payment of all charges due before making final delivery．

5．Regarding settlement，all accounts between the parties shall be settled on monthly basis，with the cutoff date 15th of each month．

6．Sales leads will be exchanged regularly．All sales leads will be kept in strict confidence and will be followed up and replied to within a reasonable time after receipt．

7．You would only be allowed to place booking with our respective carriers：Evergreen，China Shipping，COSCO，APL．Under no circumstance should your company be allowed to switch booking to any other carriers not instructed and duly confirmed by us．

8．Any doubts or disputes arising out of this agreement or any matters not covered shall be settled by amicable consultation between the two parties．

9．The agreement shall come into force on 4th，July，2003 upon signature by both parties and shall be terminated by 3 months' prior notice in writing from either to the other party．

10．IN WITHNESS WHEREOF，both parties execute this agreement by their duly authorized representative on the day and year first above written．






 Extra Reading Materials

附录：中文协议样本


空运进出口代理协议书

甲方：上海中联国际航空货运代理有限公司

乙方：飞天国际空运（香港）有限公司

进口协议

双方就飞天国际空运（香港）有限公司世界各地进口上海的空运货，本着互谅互让、互惠互利的精神友好商谈，达成以下协议：

a）甲方为乙方上海进口地第一指定收货代理，并负责国内段接货、清关、转运、储存、送货上门等工作。乙方负责在国外的揽货、国内客户的联系。

b）代理费用（按人民币计算）

[image: ]


c）费用结算

每月25日甲方送出费用清单，经双方确认，月底前由乙方付清甲方费用。

d）操作规定

i．每票到达货，甲方接受后立即和乙方联系，并发出货通知，再由乙方和实际客户联系。

ii．每票货如委托甲方清关，乙方必须及时提供足够完整的单证，甲方须在三天内清关。如果由于文件不准确而造成付滞报金，由乙方负责，反之由甲方承担。

iii．每票货物清关后，甲方及时通知乙方，实际货主凭乙方签发放货通知，甲方才能放行。

iv．委托甲方送货上门，要本着合理调度，批量，尽量拼车发运，费用由甲方向乙方一并计算，价格另议。

双方就上述进口协议如有未尽事宜，双方可随时洽谈，达成共识。

上海出口至香港代理协议

1．乙方接受甲方委托，为甲方在香港的货运代理，并提供优质快速的清关及港内之运输服务。

2．乙方同意每一分单退佣给甲方HKD 120／票。超过300kg以上以HKD 0.40／kg计算，抛货以体积千克计算。（汇率107.00）

3．甲方在主单受货人栏打上乙方之公司名称。

4．甲方在航班到港前一天，传真“CARGO MANIFEST”给乙方以便乙方做电脑海关申报。（甲方最晚须在货物到港前两小时通知乙方）。

5．会计部在每月5日前出一份上月之会计清单与甲方核对，经甲方同意后，乙方在三个工作日之内汇款于甲方指定的银行账号，或由乙方上海公司直接支付给甲方。

6．一式两份，甲乙双方各执一份。本协议经双方签字后立刻生效。
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航空货运代理协议书

上海外运国际货运公司（甲方）与 __________（乙方）

经友好协商就上海地区航空货运代理业务有关事宜达成如下协议：

一、合作项目

1．甲方同意代理乙方在上海地区的空运货物进出口业务并为对方提供报关、订舱、装板等事宜，乙方应给予积极配合。

2．双方相互提供自己的海外分支机构或代理机构，处理对方空运到货的清单、交货、转运及收取到付运费等有关事宜。

二、利润分成

1．航空公司给的佣金双方各得50％；

2．主、分运单的差价归乙方所有；

3．去欧洲的货，民航给的折扣甲方得20％，乙方得80％；

4．当航空公司实行季节性特价时，双方利润分成将酌情浮动。

三、运费结算

1．运费和利润实行月结算，乙方同意每月初在收到甲方提供的上月份业务明细表和利润结算，经核对无误后，五天内将应给甲方的运费及利润分成汇给甲方。银行账号另行通知。

四、服务费结算（人民币）
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以上运费和服务费以人民币计算，用支票或付汇形式与运费一起结算。

五、上述协议自　　年　　月　　日起生效，有效期一年，协议中未尽事宜，双方本着互谅互让的原则协商解决。
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海运代理协议书
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甲乙双方经友好协商，就海运进出口货物运输代理事宜达成以下协议：

一、代理事项

甲方委托乙方为进出口货运代理，委托范围：进出口货物舱位／箱位洽订，海关，动植物检申报，装箱，拆箱，运输，现场货运组织，单证缮制，提单签发，代付海运费，代付国内运费及港务，港建，港杂费，代办与货物相关的其他业务。乙方应在受委托范围内向甲方提供良好的与进出口货运相关的一条龙服务。

为适应甲方的业务发展需要，乙方为甲方专门配备负责甲方的货物运输操作。乙方应确保服务质量。如因乙方内部业务调整要求更换客户代表，乙方需提前三十天通知甲方，经甲方认可后，乙方可调换客户代表。双方业务合作中出现的问题及其他需解决的具体事宜，乙方由__________全权负责协调解决。

二、双方职责

（一）海运出口

1．甲方将通过宁波口岸的集装箱货物委托乙方作为其货运代理。乙方必须接受委托并做好订舱、装箱、报关，直至拖箱进港作业。

2．甲乙双方应分别对各自的过失而引起的损失负责，对由于不可抗力所引起的货损、货差（包括码头，船公司方面），甲乙双方有责任共同作好善后处理工作。

3．甲方负责与其客户的业务联络及单证传递交接工作，并应按预定的船期备妥货物，在接到配船通知后作好以下工作：

A）门到门装箱：甲方的客户应保证指定集装箱场地适宜集卡安全通过，应在接到通知后做好装车准备，确保及时装运。

B）乙方货运站装箱：甲方应在舱位确定后通知客户送货进站，并保证在船舶截港前一天送齐，特殊情况提前通知。乙方负责在中转站卸车接货，作好书面交接记录。应甲方要求，货运站现指定天山仓库。乙方不另收甲方短驳费。

C）甲方应将全套出运单证及时送达乙方。（整箱最迟在船舶截港前两天，集装箱装运最迟在送货前一天，报关单证在船舶截港前一天中午以前，特殊情况另议。）

4．乙方根据甲方委托，负责安排海运出口服务，（即代为办理出口货物的制单、订舱、运输、报关、货运站收货、仓储、装箱业务等服务）直至将船公司签发的提单交由甲方为止。

5．甲乙双方协商制定的标准操作程序及流程供双方遵守，特殊情况另议。

（二）海运进口

1．甲方委托乙方代为办理进口报关、报验、内陆运输、拆箱、仓储等相关运输事宜。应在船抵港一天前，将下列报关必需的单证文件送达乙方，并保证所提供的报关单证无讹，且单单一致与单货一致：

1）提单或其他运输单证

2）商业发票

3）装箱单

4）进口贸易合同

5）进口免税表／许可证／手册／证明

6）代理报关委托书

7）海关认为需要的其他文件

8）估价报告，信用证，价格调查表

甲方应在船抵港后，乙方报关前及时提交提货单。（正本提单）

2．乙方应在船抵港前当天向甲方报告到货信息，在海关开始接受报关后，乙方一旦接到甲方提供的完整的报关资料后，即应在一个工作日内向海关申报。报关工作在3天内完成。结汇报关单在放行后当月月底内递交甲方。如甲方发生货损、货差，由乙方联系有关单位进行鉴定。

3．甲方委托乙方代为办理货物的内陆运输时，应在委托单或相关函电中予以明示。包括代为联系仓储、拆箱、短驳、转运等事宜。

4．进口收费见附表。

三、费用结算（海运出口）

1．人民币包干费及其他额外操作费按甲乙双方书面确认结算。如因市场或其他因素一方要调整，须提前30天以书面形式提出，经双方商定后确认新的收费标准。

2．海运费以乙方的书面报价为准。需提供具体航线、中转港船期、运费及附加费，退佣标准及有效期。如甲方与船公司有协议价，应在书面订舱要求上注明运价及合同号。乙方在与船公司确认后，在订舱回单上确认此有效价格。甲方也享用乙方从船公司得到的优惠价格。

3．乙方须在开船后第二个工作日内，根据附件协议收费标准，并由甲方航线操作主管再次确认后向甲方开具单船人民币费用发票和海运费发票。乙方在每月5日前开发票，甲方15日前确认，当月25日前付清。

4．退佣以双方认可的比例（见附件）各得50％。乙方应于每周五以书面形式向甲方逐票确认本周产生的退佣情况，并在每月向甲方开具应收／应付清单时注明当月退佣明细表。经甲方确认无误后退到甲方指定账户或抵冲甲方应付运费。

四、因甲方有关办事处业务范围是开展有关货运代理及仓储业务的联络服务工作，甲方为遵守相关法规，所有的提单在货物出运时均须由乙方代为签章。为方便起见，由甲方保存乙方海运签章一枚，并在每次签单后将提单复印件交由乙方存档，以便日后核查。

五、本协议签字盖章，自2002年10月10日起生效，有效期一年，协议中未尽事宜，双方本着互谅互让的原则协商解决。
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Unit Eight

Freight Accounting

货运账款收付


收账付款的重要性不言而喻。就货运业而论，看起来比较简单，但由于行业跨国越界的性质，其账款的收付远比纯国内交易复杂得多。本章目的不是讲述财务的专业知识，而是帮助读者学习货代业常见的英语词汇。本节内容有：运费催收／代收函电、对账单、运费发票／借记通知单等内容。除此之外，我们特别收集了
财务常用词汇

 作为练习的一部分内容。你的学习目标应该是：熟悉货运财务英语词汇及一般函电。








 Sample Mails

1


From：Emma Liu

To：Johnson／SES SHA

Subject：Payment

Re 1×40' from Sha to Felixstowe，freight prepaid USD 2,600.00.Xiamen Feihang Freight disagrees to let our vendor Jiurong Artware to transmit this freightage to their USD account，as it is not legal to do so．So pls advise how vendor could pay the ocean freight — directly transmit USD to SES HKG Account or convert to RMB and transfer to our Sha co-loader JET RMB account．Appreciate your prompt reply．




From：Johnson

To：Emma

Subject：Payment

Pls get in touch with SES HKG to send you an original invoice for them to remit the O／F to SES HKG．

Johnson




From：Emma／SES SHA

To：SES HKG

We have one prepaid shipment from Shanghai to Felixstowe．Vendor will transmit ocean freight USD 2,600.00 to SES HKG A／C．So pls issue an invoice to "JURONG QUANSHAO ARTWARE CO.，LTD" as soon as you receive my e-mail．



2


From：Advantage Air

To：SES Sha

Ref：Mawb # 020 3521 4454 hawb#197327 for Camina Collections

Attn：station manager

Pls find listed above for inbound collect shipment．This letter／memo is to give full authority on our behalf to collect all money from Shanghai Center．Pls collect accordingly and send to our add．Listed on collect invoice number 3099．Your help in this matter is greatly appreciated．




From：SES SHA／Cindy Shen

To：Advantage Air

Re：A／F fm ATL to SHA

We have received 4 pages from you regarding above shipment for Camina Collections Co.，Shanghai office．As there are no other remarks on these 4 pages（they are only invoices and packing list），we can not trace the cargo，so pls send MAWB & HAWB．Also advisable to talk to shipper there to offer us more instructions．

In addition，from the "INT'L INVOICE" you presented，I saw "10,319.40" in the right column "Collect"，which seems to me this cargo is under "Freight Collect"．But sorry to advise we can not collect money in Shanghai，we will entrust our HKG office to collect on your behalf．




From：SES HKG

To：SES SHA／SES ATL

Re：Air shipment fm ATL to SHA

We hereby confirm receipt of USD 10,319.40 from Camina for above captioned shipment．Our credit note will be faxed to you accordingly．Kindly，arrange immediately to release the shipment with related documents favoring above consignee in Shanghai．

Thanks for your prompt action and kind attention．



3


From：TONY BLAIRE

To：OMEGA

Cc：ELIE／ZIAD

Re：OUTSTANDING 653 AWB 988-0809-2335 SHA／MSP

Above amount is still open since August 2002．

On 12／2／97 I had accepted your argument and agreed with you to freeze said amount until end 2002 to allow you some extra time to resolve your problem with the issuing bank of the L／C．

We are approaching end of Feb／03 now and I'd appreciate it if you would remit this amount at your earliest convenience to close 2002．

From：OMEGA

To：TONY

Thank you for your fax dated Feb．25，2002，subject as above．To update you on the situation，we have not been able to collect any of the monies that were paid out against fraudulent shipping documents used by the manufacturer in China．At this given time we are out in excess of 40,000 with legal fees still mounting．

However，in the sense of good faith but against advice of council，your outstanding invoices will be processed in our next pay cycle; and，as word of caution，I do respectfully suggest stricter diligence in your document control as the next situation may not involve a client who is a good friend．



4


From：K&K EXPRESS，INC

To：ACCOUNTIGN DEPT．／SES



RECONCILIATION OF ACCOUNT
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5


INVOICE
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6

DEBIT NOTE


M／S：
 DHANGXIN LEATHER TRADING CO.，LTD
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TERMS OF PAYMENT：14 DAYS OF INVOICE
 PAYABLE UPON PRESENTATION．ACCOUNTS OVER 30 DAYS OLD ARE SUBJECT TO SUSPENSION OF CREDIT AND INTEREST ASSESSED AT 1％ PER MONTH．
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 Key Words and Expressions

1．freight prepaid 运费预付

2．freightage 运费

3．account 账户

4．convert 兑换

5．O／F 海运

6．inbound collect shipment 进口到付货

7．advisable 明智的

8．entrust 委托

9．credit note 借记通知

10．documents favoring above consignee 收款人为上述收货方的文件

11．freeze 冻结

12．issuing bank 出票行

13．fraudulent 虚假的

14．in excess of 超过

15．mount 增加

16．diligence 勤勉

17．balance 余额

18．receiving bank 托收行

19．beneficiary 收益人

20．suspension 终止

21．interest 利息

22．HKD 香港元






 Exercises

1．Check your understanding upon the following terms

下面收录了一些货运财务常见词汇
 ，请解释每个词的意思（可参阅货代物流词汇总表
 ）
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2．Translate the following sentences

1）Till date we haven't rcvd from HKG office c／n for enclosed documents．For future，it's imperative that you keep checking with SES HKG until you rcv c／n and you close the file accordingly．

2）Pls double check yr side to see if we need to pay this invoice or not？Miss Wong from UTT kept saying this invoice is outstanding．

3）We shall issue／send you the C／N once we receive the amount in our account（should there be any deduction for bank charges，this will be deducted from the C／N amount）．

4）Invoice # 01SHI02824，DTD 3-02-01 in the amount of 419．60.Have effected wire transfer to you today．

5）Pls remit our booking commission to our Ningbo agent — Sinotrans Zhejiang Company．

6）Regarding the payment of air freight to Boston，I appreciate you inform your Boston office to release our cargo upon receipt of copy of check by fax from our Atlanta office，and I hereby guarantee that SES SHA will bear any unpaid invoices to the fullest．

7）In ref to your d／n 01SHD02323 you need to cancel this debit note．I have never seen this d／n and I did not receive any kind of backup or documentation from Shanghai back in August of 2001 last year to bill Walmart．I can not request cnee to pay for something that happened over a year ago．

8）When there is a shipment like this I need to be made aware of the shipment and you must send me copies of the documents and the d／n so I can invoice cnee．

9）We have already generated invoice based on our quote as follows：Ocean Freight Tampa Door／Sha Port 2,053.00×20ft＝ 6,159.00 forwarding fee：125.00　courier：66.00　Total invoice：6,350.00

10）Pls find attached file of Inv．Collection Rpt fm Jan till Mar．Pls confirm and issue original invoices at exchange rate 8.4 and bill to our shanghai co-loader．Pls deduct from total amount USD 4,550.34，which offsets the same amount of sea freight our co-loader has paid on our behalf．


Unit Nine

Tests for Practical Logistics English

货代物流英语自我测试


在本书最后一章，我们特意设计了两套自我测试题，试题基本涵盖了本书的主要内容，目的既是为了检验，更是为了复习和总结。每套需2小时完成，共100分。完成测试后，请对照参考答案，给自己打分，以检验你的学习效果，检测标准如下：

90＋（优秀excellent），

80＋（良好good），

70＋（一般fair），

60＋（过关pass）。








 Test One

Part 1 — Translation from Chinese to English（50×0.5／每词0.5分）
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Part 2　Translation from Chinese to English（business introduction）（15分）

海峡国际货运有限公司是一家集船舶运输与货代于一身的综合性国际企业，同国内外主要船公司有着广泛密切的联系与业务往来。

公司经营范围

承办各类进出口货物的海运、陆运、空运、多式联运、展品运输、汽车运输、各类来华人员私人物品进出境运输等业务。提供订舱配载、报关报验、签单接交、中转分拨、仓储包装、集港集站、装拆箱、代办保险等项服务。

出口海运拼箱部

出口海运拼箱部是随着公司的组建既而成立的一个部门。“海运拼箱”是公司的经营特色。出口海运拼箱不仅在天津新港口岸服务最佳，运价最合理，同时在上海、青岛、大连建立了最具竞争力的强大的代理网络。

出口海运整箱部

出口海运整箱部拥有一批有丰富经验和专业知识的海运人才，并与船东建立了稳定的业务合作关系。与中远，外运，中海，长荣，太平等知名船公司签有具有竞争力的运价协议，并可在旺季时保证舱位。在国内各口岸均有代理。

进口部

因我司在海外有着强大的代理网络，使我们的进口拼箱运输更具实力。现可提供从欧洲、美国、日本、中国香港、新加坡进口的整箱和拼箱服务。同时可代客清关、提货、送货到门。

空运部

承揽发往世界各地的空运货。同时旨在为客户提供最佳的航线，优惠的价格和快捷的服务，以得到客户的满意。

Part 3　Translation from English to Chinese（10×1）

1．The rate as advised are our net cost subject to profit share．

2．Pls find enclosed our most improved rates ex-Shanghai．

3．I need your air rates for all weight breaks，pls kindly quote at your early convenience．Also do not forget to include all handling and accessorial charges．

4．The charges shown are payable in US dollar upon presentation of invoice，prior to release of goods．

5．Charges which are not included in this quotation will be additional and available by quotation upon request．

6．Pls confirm by return with signature and company stamp that this quotation has been accepted by your respected company．

7．FOR THIS SHPMT，BROKER FAILED TO CLEAR CUSTOMS DUE TO PROBLEMS OF DCMTS．SO HV TO POSTPONE TO NEXT AVAIL VSL．

8．AS CGO IS VERY HOT SO THEY WANT US TO FOLLOW SHPT CLOSELY N ADV IF ANY DELAYS ASAP．

9．PLS FIND COPY OF FCR ON UR FAX MACHINE N PLS NOTE THIS IS TEL RELEASED PER VNDR'S REQUEST．SO U CAN RELEASE CGO WTH THE PRESENTATION OF COPY OF FCR．

10．All vndrs must be informed that failing to send us documents for the shipment in due time will accumulate a Penalty Fee that we would be charging them．

Part 4　Abbreviations-Write Down the Complete Word Each Stands for（20×0.5）

[image: ]


Part 5（15×1）

The following are documents commonly used in FF industry，which are grouped into 3 types（official docu．／commercial docu．／freight docu．）put the corresponding numbers into the brackets they belong to．In addition，put them into Chinese．

1．import licence／export licence

2．commercial invoice

3．mate's receipt

4．bill of exchange or draft

5．FCR

6．shipper's letter of instruction

7．Customs declaration form

8．debit note

9．shipping order

10．packing list

11．export tax rebate form

12．bill of lading

13．letter of credit

14．insurance policy

15．container load plan
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Part 6　Reading Comprehension

Read the following 2 mails，and decide if the statements are true or false（write T for true and F for false）（6×2．5＝15）

Mail 1


Dear Lily，

Pls pass enclosed to them and let me know outcome．As explained to you，cargo via air will be customs cleared at JFK Airport（Customs Int'l Airport）．Pls use as first choice MU at 2．64／kg or UA 2．91／kg as secondary backup．

Once shpt effected，you need to credit clt a／f difference based on our net cost 2．75／kg＋ Trucking charge．Those rates are exclusive of any customs duties and customs clearance at destination．

Rgds

Andrew Scot

enclosed：

Airfreight：3.32／kg


Trucking from airport to door：
 124

Plus FOB charges additional．

a — 1 thc／cfs USD 0.10／kg

a — 2 Quarantine Inspection：USD 0.20／kg

a — 3 Cust．Clearance：USD 40 per shpt

a — 4 Airlines Fuel Surcharge 0.10／kg

Statements：

1）The destination of this cargo quoted should be somewhere not far from NYC．

2）The cargo will be air shipped via MU and UA respectively．

3）The rates quoted does not include customs clearance charges at destination．



Mail 2


From：Elie Bismargi［mailto：ebismargi@transfreightdubai.com］

To：Pierre Geagea; Noel．Menassa

Subject：Tong Yang - Afifuddeen … corrected

Dear Pierre & Noel，

Pls find below details of our routing order：
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Special instructions：

*House B／L to be consigned to a／m cnee on CC basis reading POD as Port Sudan

*M．B／L consigned to Trans Freight reading POD as DUBAI．

*Supplier to be informed that shipment is going to port Sudan．

*Supplier should not know that shipment is coming to Dubai．Pls confirm．

*Trans Freight to pay freight charges．

Pls let me know if u need any further information．

Regards，

Elie

Statements：

1）The real final destination of this cargo is in Sudan．

2）Vender should NOT know by any means that shipment is destined to Dubai．

3）The person who sent this e-mail was not sure of the port of loading．



Part 7　Composition（1 × 10）

Suppose you are currently working as marketing／sales manager for SINOLINK CARGO based in Shanghai and your company is getting in touch with XYZ Freight Ltd（an freight agent in Italy）to co-develop Sino-Italy air／sea cargo market．Write a business proposal to XYZ to further introduce your company，to express the desire of appointing XYZ Co．as your handling agent in Italy（and vice verse）and your rough ideas on how to develop freight biz，settle accounts，and how to coordinate operation and communication etc．






 Test Two

Part 1　Translation from Chinese to English（phrases）（40×0.5）
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Part 2　Translate into Chinese（10×4）

（You can leave some proper nouns，e．g．codes for clients／cities，as they are．）

1．Our business covers international container（FCL and LCL）transportation and agency，door-to-door pick-up and delivery，land haulage，warehousing and consolidation，customs clearance，quarantine service，documentation and communication．

2．RYF 4／13 PARA 1，FDD／MTH／PO#00107／159．35CBMS … CFM WL CY LOAD 2×40'HQ N ASK VNDR TO SEND BAL TO ZIM W／H TO BE LOADED ON 1×20' SLG QIN 4／21．

3．Will you please give me an update on these shipments？Please note that shipments are to be held until you have received notification from our office to release．

4．Please keep us advised of any problems that may arise with this cargo，such as late delivery of the merchandise，and subsequent need for a change in vsl details，or for some reason there is not enough cargo to combine with for full loads．

5．Please check vendor and confirm if ok to telex release cargo traveling under house bill of lading 01SHB00419．Freight has arrived in NYC & is awaiting vendor release before we can arrange delivery．

6．What documents do you expect from us other than our usual in-house docs such as MB／L，HB／L，SES Invoice，Shipping Advice／Container Manifest？Others we are not collecting from vendors per your request．

7．This is an update of the sales leads you have given to us．Will duly keep you advised of progress．Some of the leads seem to be of real potential．I am running a numbered system for leads that we are working on to make sure we keep track of things．

8．This airfreight agency agreement，made and entered into on this 20th day of June，2002 by and between Alpha Express（hereinafter known as part A）and COSCO Airfreight Co.，Ltd（hereinafter referred to as Part B）．Whereby it is agreed as follows．

9．You would be requested to arrange settlement for our invoices within 45 days．Cutoff date is the 15th of each month．Amount is to be wired to our Hong Kong office．Bank details will made available to you separately．

10．We have one prepaid shipment from shanghai to South Ampton．Vendor will transmit ocean freight USD 2，600.00 to SES HKG A／C．Pls immediately issue an invoice to "JURONG QUANSHAO ARTWARE CO.，LTD" as soon as you receive my e-mail．

Part 3　Reading Comprehension（30）

1


Please read the following e-mails carefully to do the exercises：（For a better understanding，pls read from the bottom to the beginning，as the last e-mail was actually earliest written．）



From：AEI-BEY［aeibey@aei.com］

Sent：Thursday，August 23，2001 4：56 PM

To：Lawrence Rabaul

Cc：Dang Shan

Subject：RE：A／F SHPT FM SHA TO BEY

Dear Lawrence，

You can do it without any problem．The most important is that GW must be identical on both MAWB and HAWB．No problem for the chargeable weight．

Please state on the HAWB the actual GW and CW to enable us to collect from CNEE according to HAWB CW．

Thanks & Rgds

RUDY




From：Lawrence Rabaul［mailto：lawrence．rabaul@aei.com］

Sent：Thursday，August 23，2001 9：53 AM

To：Dang Shan; "AEI-BEY"

Subject：RE：A／F SHPT FM SHA TO BEY

Rudy，

Further to the enclosed，pls note that：

Actual GW：138kgs

Volume Weight：179 kgs（1．073 cbm）

We can enjoy a volume shave of 20.50 kgs less than VW after we split the difference with our handling agent，but the MAWB would be still showing CW weight same as GW 138 kgs．Pls let me know if you do have any objection on this arrangement … Pls mind that HAWB will be showing the actual GW & VW as stated … Do you make use of MAWB to clean the goods or just HAWB would do … Pls adv．


Awaiting yr urgent reply as shipment is going through customs and we need to prepare MAWB to MH．


Rgds

Lawrence rabaul




From：Dang Shan［mailto：dang．shan@aei.com］

Sent：Wednesday，August 22，2001 4：54 PM

To：AEI-BEY

Cc：Lawrence Rabaul

Subject：RE：A／F SHPT FM SHA TO BEY

DEAR RUDY，

WELL NOTED UR S／R WITH TKS．AND WE HAVE ARRANGED THIS SHPT VIA MH SERVICE ETD SHA 8／25．

PLS KINDLY CONFIRM IF THE C／ON THE MAWB SHOWS AEI-BEY．

WILL SEND U PRE-ALERT，DOC AND D／N WHEN READY．

TKS N RGDS．

DANG SHAN




From：AEI-BEY［mailto：aeibey@aei.com］

Sent：Wednesday，August 22，2001 2：42 PM

To：Dang Shan

Cc：Lawrence Rabaul

Subject：RE：Various

Dear Dang Shan，

Please note our selling rate to Asaco for ＋ 100 kg is USD 3.85／kg．

Please keep us informed of shipping details by Pre-Alert．

Thanks & Rgds

RUDY




From：Dang Shan［mailto：dang．shan@aei.com］

Sent：Tuesday，August 21，2001 10：29 AM

To： "Lawrence rabaul" Rudy／AEI-BEY

Subject：RE：Various

Hello Rudy，

I have contacted the supplier and the shpt details are shown as follows：

28 pcs／154 kgs／1．02 cbm … Cargo ready date：Aug．21

Documents for customs clearance ready date：Aug．22

Supplier has confirmed to pay sha local charges．

Regarding the rate，Mr Rabaul is checking with MH．

What I find about MH include：

Frequency：Four Flights ex-Sha … Tue／Thu／Fri／Sat

Flight No．：MH389

Routing：sha／kul／bey

Transit Time：about 6 days

Pls kindly advise us s／r when ready．

Tks n Rgds．

Dang Shan




— Original Message —

From：Lawrence Rabaul［mailto：lawrence．rabaul@aei.com］

Sent：Tuesday，August 21，2001 11：55 AM

To：Dang Shan

Cc：Rudy／AEI-BEY

Subject：FW：Various

Dang Shan

Pls expedite the contact with the supplier．You let me know anticipated volume to work out the rates with MH．

Re：O／F sha／Le Havre … I will be taking care of it．


Rgds



Lawrence Rabaul




Exercises（25×0.5）

1．Please interpret these abbreviations in above mails：e．g．Sha → Shanghai（12×0.5）
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2．Please fill in the blanks regarding details of this shipment：e．g．mode of transport air freight
 （9×0.5）
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3．Answer the questions（4×0.5）

a）How did the forwarder make profit from this air shipment？

b）Who would pay the local charges at origin？

c）What date do you think the consignment would arrive at destination？

d）Who was the consignee on the MAWB？

2


From：SFS-HAM／Secure Freight System

To：SFS XMN

Re 1×20' consolidation from 2 shippers to Hamburg for A／C Nabil Kelauy．

Further to our phone conversation last week，please contact the following suppliers：

1）Fuzhou stationery and sporting goods corp．

2）Xuanzhou Arts & crafts corp．

Both suppliers have cargo to be shipped FOB Xiamen through L／C terms．Today Cnee amended L／C terms to mention shipment exclusively through Secure Freight Systems Xiamen Office．Therefore please check readiness of cargo and coordinate to load the 2 shipment in 1×20' FCL．

You will issue for each shipper your HBL negotiable and you will load the container against one Master B／L stating SFS XMN shipper and SFS HAM consignee．

We will advise you within the next two days if shipment will be effected through Nedlloyd or Senator as we are still waiting for rates confirmation．

Hope above is clear，if you need any additional info．Pls do not hesitate to let us know．

Thomas／SFS HAM



Exercises（15×0.5）

1．Interpret the following codes／abbreviations：（7×0.5）
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2．Fill in the blanks based on information in above e-mail：（8×0.5）
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3


Thursday，February 14，2003-7-8

Dalian Fairwood Furniture Co.，Ltd

Fax：86 22 2639 4013

Attn：Mr Pei Xin（Vice President）

From：Joseph Korban／Apex Logistics Inc．

Dear Mr Pei，

I shall thank you for taking time out of your busy schedule having me in your office．This has been a great opportunity for myself to present my company view and clarify our position．We do regret the situation of which your company was not able to recover the cost of your goods from Standard International Furniture
 ，originally known 
International Furniture Designs

 ．We do all agree this is your legitimate right and we do all understand that there is always proper channel to get back your money．As I explained to you and your lawyers，our role as a forwarder is strictly forwarding the shipments per Heiling-Mayers'
 instructions and under their direct arrangement with the respective carriers：NYK and Evergreen．This is based on existing standard operating procedure of which copies have been made available to you．

As a gesture of goodwill and as promised that we do our utmost to cooperate and assist you．Please find enclosed a copy of transfer，a proof that Heiling-Mayers
 had already settled the cost of the goods to your direct buyer．Details are provided in the attached letter．

By copying Grace Lee，per our tel conversation，I trust she will do her best to trace back the payment with her people based on Payment Proof as attached．As discussed with her，I believe she will be putting some words for the new management people at Standard International Furniture
 ，in the hope for a positive action to be taken from their side by releasing the money to you．

Mr Pei，as discussed thoroughly and as we all agree that pursing the matter with us is a waste of our both companies' resources．Hope you would reassess the situation．

Looking forward to your kind understanding and positive action．

Best regards

Joseph Korban

Apex North China Chief Representative

Cc：Ms Pamela Rose／Heiling-Mayer Import dept．

Ms Grace Lee／Standard Int'l Furniture fax：852 2891 3444




Write the answers to the following questions in English
 ：（2×5）

1）What are the relationships between Standard International Furniture，International Furniture Designs，Heiling-Mayers，Dalian Fairwood Furniture Co.，Ltd and Apex Logistics Inc．

2）What was the problem going on with Dalian Fairwood Furniture Co.，Ltd
 ？Which party should be blamed，as per Joseph Korban's point of view？Do you agree？

Part 4　Writing Task（1×10）

Read the following e-mail，then based on the inquiry，you（George）need to give a quotation in English; if you like，you may even call Shanghai local airline or forwarding companies to get relevant figures，or you can fabricate information; your mark will depend on the degree of your English fluency，the layout，and how complete your quotation is …


From：Paul Kassab

Sent：Wednesday，July 31，2003 12：25 PM

To：George Zhang［George．zhang@sealink.com］

Subject：Air Freight Inquiry：Sha／Bey

George，

Please I need your best air quote from SHA to BEY．

Commodity：electronics

Weight：850 kgs

Pls investigate if there is direct flt available with the shortest transit time．Also let me know all the local charges in Shanghai．Your overnight reply is appreciated．

Paul Kassab








 Key to Test One

Part 1 — Translation from Chinese to English（50×0.5）
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Part 2　Translation from Chinese to English（business introduction）（15）

Just For Reference

Strait Int'l Transport Co.，Ltd has been known as a comprehensive enterprise specialized in both maritime and cargo forwarding services，with a close and firm business linkage with major domestic as well as overseas carriers．

Business Scope

Business covers sea fright，air freight，land transport，multimodal transport，exhibition logistics，trucking along with handling personnel goods movement for expatriates relocated to China．Services provided include cargo booking，space allocation，customs clearance & inspection，documentation，transshipment，distribution，warehousing，packing，terminal services，vanning and devanning，insurance，to name but above．

Sea-Export Dept．（LCL）

This dept．was set up right after the company itself was initially established．Our sea export LCL service stays on top of company service features．Thanks to its best service provided and its most favorable rates，it enjoys the highest reputation at Xingang port，Tianjin．Meanwhile，in Shanghai，Qindao and Dalian，Strait boosts a powerful and competitive agency network．

Sea Export（FCL）

This dept．prides itself with a pool of highly experienced shipping professionals．The stable business relations with shipping lines，especially COSCO，China Shipping，Sinotrans，Evergreen，PIL etc．enables us to enjoy not merely competitive freight rates but also guaranteed space even in peak seasons．In addition，it has its agent in almost every Chinese port．

Import Dept．

Thanks to a powerful overseas network，the import LCL service we supply is much more competitive．We handle both FCL and LCL for cargo from Europe，USA，Japan，Hongkong and Singapore．Along with above，our customers can entrust us with customs clearance，cargo pick-up and final delivery．

Air Freight Branch

This branch is responsible for canvassing air cargo destined to any corner of the globe．We strive to fully satisfy our clients with the best route options，favorable rates and expedient service．

Part 3　Translation from English to Chinese（10×1）

1．所报运价系成本价，不含利润分成。

2．随附我司上海港出口最好运价，请查收。

3．请尽早报各个重量级空运价格，同时报操作及其他所有杂费。

4．提交发票时，先以美金付清所列费用，之后放货。

5．此报价中不包括之费用将另列备案。

6．签字盖章并回传确认此报价贵公司已接受。

7．本票货因文件差错报关行未能清关，故不得不推迟到下班船期。

8．货很紧俏，他们要求我们紧盯出运情况，有延误立刻告知。

9．收货单副本已传真给你，请查收。请注意这是根据卖方之要求电放。因此凭出示之收货单副本便可放货。

10．应通知所有卖方，如不及时寄单，我们将向他们收取罚金。

Part 4（20×0.5）
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Part 5　（15×1）

official document：（1，7，11）

commercial docu．（2，4，8，10，13，14）

freight docu．（3，5，6，9，12，15）

For translation，pls refer to "List of glossary" 翻译请参阅　
货代物流词汇表



Part 6　Reading Comprehension

Mail 1

Statements：
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Mail 2

Statements：
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Part 7　Composition（for reference）


Date：July，7，2003

To：XYZ Freight ltd

Attn：General Manager

From：Sinolink Express Shanghai

Re：business cooperation

Dear Sir or Madam，

My name is Mike Ma from Sinolink Express Shanghai．I am writing to explore the possibility for our cooperation to develop the Sino-Italy cargo market．

For your information，Sinolink Express was set up in 1997 and is relatively new．However，within a short span of 6 years，our company has become one of the market leaders in China's freight forwarding and logistics industry today．We are confident we are qualified to serve as your handling agent in China．

Meanwhile，as we do not have an agent in Italy for the time being，we would like to know if you would consider representing us in your area．Should you have interest I would like to further propose the following guidelines：

1）Both Sealink and XYZ assign a special person to handle and monitor our shipments．On sea or air waybills，the consignee should be either Sinolink or XYZ in order to expedite the traffic and guarantee the delivery to the final consignee．

2）Both parties should，with great care，provide break bulk，distribution，customs clearance，freightage collection and other relate service in its respective countries．

3）We suggest we exchange sales leads monthly and our sales people meet at least once a year to exchange ideas．Leads should be followed up and outcome is to be advised as promptly as it can be．

4）We agree to share profit on 50／50 basis．Account settlement is on monthly basis，with the cutoff date being 15th of each month．

Please review above ideas and advise your comments．If you have interest in further discussion，I suggest we meet shortly either in Shanghai or in Italy，in order to take it further to the next stage．

Sincerely Yours，

Mike Ma

（Signature）

Marketing Manager／Sinolink








 Key to Test Two

Part 1　Translation from Chinese to English（40×0.5）
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Part 2　Translate into Chinese（10×4）

（You can leave some proper nouns，e．g codes for clients／cities，as they are．）

1．我公司业务包括集装箱（整／拼箱）国际运输代理、门到门收货送货、内陆托运、仓储、集运、报关、检疫、制单和信息服务。

2．就你4月13日传真第一段，FDD收货人／到亚特兰大／采购号00107／159．35立方米……确认发放2个40尺高柜装货送堆场，其余货物要求发货人送以星轮船货站装一个20尺柜，船将于4月21日青岛离港。

3．可以告知货物最新动态吗？请注意在没收到我司通知之前不能放货。

4．货物运输有任何问题请及时通知我们，问题诸如：延迟交运货物，及由此导致需要变更订舱，或者因某种原因没有足够货物以整箱集运。

5．请联系售货人，确认是否可以电放分单01SHB00419项下的货物。现在货已到纽约，交运之前只等售货人放货。

6．除了我们之间常用的单证如海运主单、分单、SES公司的发票、出运通知／舱单之外，你还需要什么？其他单证，按照你的要求，我们没有要求售货方交寄。

7．以下是你提供的销售线索的最新跟踪报告，进展情况会及时通知。一些客户线索很有潜力，对此我们以数字排序以便跟踪信息。

8．兹有ALPHA快运（以下简称甲方）及中远空运公司（以下简称乙方）于2002年6月20日就空运代理事宜达成如下协议。

9．我公司所开发票，要求贵公司45天内结清。截止期为每月的15日，账款电汇到我公司香港账户。账户信息另行通知。

10．兹有一票预付货从上海发往南安普敦。售货方将汇2,600美金海运费到SES香港账户上。因此，收到此电子邮件后，请开发票，抬头是：JURONG工艺品公司。

Part 3　Reading Comprehension（30）

1


Exercises（25×0.5）


1．Please interpret these abbreviations in above mails：e．g Sha — Shanghai（12×0.5）
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2．Please fill in the blanks regarding details of this shipment：e．g．mode of transport air freight
 （9×0.5）

Origin：Shanghai


Destination：Beirut


Carrier：MH Malaysian Airline


Forwarder：AEI


Chargeable weight on HAWB：179 kgs


Selling rate：USD 3.85／kg


Total air freightage CNEE paid：3.85／kg × 179


Transit time：6 days


Port of transshipment：Kualalumpur（KUL）


3．Answer the Questions（4×0.5）

a）How did the forwarder make profit from this air shipment？

Cheating on MAWB


b）Who would pay the local charges at origin？

Supplier


c）What date do you think the consignment would arrive at destination？

Between Sep．1 to Sep．2


d）Who was the consignee on the MAWB？

AEI-BEY


2

Questions（15×0.5）

1．Interpret the following codes／abbreviations：（7×0.5）

[image: ]


2．Fill in the blanks based on information in above e-mail：（8×0.5）

mode of traffic —sea freight


carrier —Nedlloyd or Senator


freight forwarder —Secure Freight Systems


country of Origin —P．R．China


country of destination —Germany


cargo volume —one 20 feet container


shipper on MBL —SFS XIAMEN


consignee on MBL —SFS HAMBURG


3


Write the answers to the following questions in English
 ：（2×5）

1．Standard International Furniture — VENDOR

International Furniture Designs — ORIGINAL NAME OF VENDOR

Heiling-Mayers — BUYER（buying from vendor）

Dalian Fairwood Furniture Co.，Ltd — SUPPLIER（selling to vendor）

Apex Logistics Inc．— FORWARDER（coordinating between supplier，vendor，buyer etc．）

2．What was the problem going on with Dalian Fairwood Furniture Co.，Ltd
 ？Which party should be blamed，as per Joseph Korban's point of view？Do you agree？

— failed to recover the cost of their goods from Standard International Furniture


— vendor

— somewhat yes

Part 4　Writing Task（1×10）





Sample Reply for Your Reference




From：George Zhang

Sent：Wednesday，August 1，2003 10：50 AM

To：Paul Kassab［paul．kassab@milkway.com］

Subject：Re：Air Freight Quotation Sha／Bey

Dear Paul，

Thanks for approaching us．For the captioned shipments 850 kgs，our best offer would read as the following：

Air Freight Rate：USD 4.00／kg

Subject to Sha Local Charges：

a — Customs Clearance：RMB 250 per shipment

b — Stuffing／THC：RMB 0.40／kg

c — Quarantine Inspection：RMB 1.00／carton

Carrier：TK at www.turkishairlines.com Flight Schedule：

a — SHANGHAI - ISTANBUL

TK 021 20：30／04：30 Every Wed／Thur／Sun

b — ISTANBUL - BEIRUT

TK 1228 21：50／23：35 Every Wed／Thur／Sun

Pls note at the moment in Shanghai TK is the only airline flying to BEY．To expedite the shipment we will do our utmost to have the shipment connecting the same day flight Istanbul／Bey leaving Shanghai or by latest the next day．

Let me know should you need additional information．

Rgds

George Zhang




Appendix Ⅰ

Documents

物流单证


单证是完成国际贸易不可缺少的手段，国际货运物流是依靠单证的流转完成的，因此，熟悉单证应该是该行业人员的必修课。本附录收集列举了部分常见的出口单证（范本附件见本节）及相关单证知识，要求读者不仅掌握各单证的功能及制作，更重要的是应掌握单证中出现的所有英语词汇，因为它们占据了本行业商务语言的最核心部分。








 Documents in International Logistics Transport

国际货运物流业常见单证

Government Documents　官方单证

1．Import license／export license 进／出口许可证（本节附件一）

2．Customs declaration form 报关单（附件二）

3．Inspection certificate 商检证（附件三）

4．Certificate of origin 原产地证（附件四）

5．Generalized system of preferences certificate of Origin Form A 普惠制产地证（附件五）

6．Customs declaration entrustment note 报关委托书

7．Foreign exchange cancellation-after-verification note 外汇核销单

8．Export tax rebate form 出口退税单

Commercial Documents　商务单证

1．Bill of exchange or draft 汇票

2．Insurance policy 保险单（附件六）

3．Commercial invoice 商业发票（附件七）

4．Packing list 装箱单（附件八）

5．Customs invoice 海关发票

6．Consular invoice 领事发票

7．Beneficiary's statement 寄单证明

8．Shipping advice 装船通知

9．Captain receipt 船长收据

10．Itinerary Certificate 航程证明

11．Certificate of Sample 寄样证明

12．Beneficiary's certificate 收益人证明

13．Credit note 贷记证明

14．Debit note 借记证明

15．Letter of credit 信用证（附件二十二）

Shipping Documents　货运单证

1．Shipper's letter of instruction 出口货物代运委托书（附件九，十九）

2．Space booking note 订舱单（附件十）

3．Shipping order（S／O）装货单（附件十一）

4．Mate's receipt 收货单（附件十二）

5．Container shipping note 集装箱托运单（一式八联）（附件十三）

6．Container loading note 集装箱装货单（附件十四）

7．Dock receipt 集装箱场站收据

8．Container load plan（CLP）集装箱装箱单（一式十联）（附件十五）

9．Bill of lading 海运提单（MB／L & HB／L，Sea waybill）

10．Combined transport B／L 联运提单（附件十六）

11．Delivery order（D／O）提货单（一式五联）（附件十七）

12．Equipment interchange receipt 设备交接单（一式六联）（附件十八）．

13．Railway bill of lading 铁路运单（一式五联）

14．Cargo receipt（C／R）承运货物收据

15．Cargo manifest 舱单

16．Cargo plan 货物积载图

17．MAWB（Master air waybill）航空主单（附件二十）

18．HAWB（House air waybill）航空分单（附件二十一）

19．FCR（Forwarder's Certificate of Receipt）货代收货凭证





附件一　中华人民共和国出口许可证
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附件二　出口货物报关单
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附件三
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附件四　产地证明书
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附件五　普惠制产地证书Form A
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附件六　保险单
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附件七　商业发票
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附件八　装箱单

[image: ]


附件九
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附件十　订舱单
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附件十一　装货单
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附件十二　收货单
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附件十三　集装箱托运单
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附件十四　集装箱装运单
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附件十五　集装箱装箱单
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附件十六　集装箱联运提单
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附件十七　提货单

[image: ]


附件十八　设备交接单
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附件十九　国际空运货物托运单
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附件二十　航空主运单

[image: ]


附件二十一　航空分运单
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附件二十二　电开信用证

TLXG：73092 DAOHN HX

PRI TXT075 9406241737—

（6784）—

OCR132 9406241738 … Missing eom

73092 DAOHN HX

MSG NO．08216

（TESTED TELEX）

①TO／BANK OF CHINA，HEAD OFFICE，BEIJING，CHINA

FROM／DAO HENG BANK LTD，HONG KONG

DATE／24 JUNE 1994

②TEST FOR USD 137,615.00

OUR REF．51941—113924（PLS QUOTE IN ALL CORRESPONDENCE）

ATTN／L／C ADVISING DEPT

WITHOUT ANY RESPONSIBILITY ON OUR PART，PLS ADVISE TRANSFEREE／

③CHINATEX KNITWEAR AND MANUFACTURED GOODS I／E CORP．

WOOLLEN KNITWEAR DEPT

82 DONG AN MEN STREET，BEIJING，CHINA（A／C NO．40100554）

④THAT FLWG CREDIT HAS BEEN PARTIALLY TRANSFERRED TO THEM BY FIRST BENEFICIARY／LIST FINE LTD.，HONG KONG

⑤AMOUNT OF TRANSFER／USD 137，615.00

（UNITED STATES DOLLAR ONE HUNDRED THIRTY SEVEN THOUSAND SIX HUNDRED FIFTEEN ONLY）

／／／THE FIRST BENEFICIARY RETAINS THE RIGHT TO REFUSE AMENDMENT（S）TO BE ADVISED TO THE SECOND BENEFICIARY／／／

DETAILS ARE AS FOLLOWS/

⑥ISSUING BANK　　　/REPUBLIC NATIONAL BANK OF NEW YORK

　　　　　　　　　　　　　　　　　　　　NEW YORK USA

⑦FORM OF DOC. CREDIT　　/IRREVOCABLE

DOC. CREDIT NO.　　　/L099711

DATE OF ISSUE　　　　940413

⑧APPLICANT　　　/SADIMARA KNITWEAR, INC.

　　　　　　　　　　　　　·512 SEVENTH AVENUE

　　　　　　　　　　　　　 NEW YORK, NY 10018

⑨FIRST BENEFICIARY　　　/LIST FINE LTD.

　　　　　　　　　　　　 UNIT 11038, 11/FL CONIC INVESTMENT

　　　　　　　　　　　　 BUILDING, 13 HOK YUEN STREET,

　　　　　　　　　　　　 HUNGHOM KOWLOON, HONG KONG

⑩DRAFTS AT　　　　　　/SIGHT

DRAWEE　　　　　　　/REPUBLIC NATIONAL BANK OF NEW YORK L/C

　　　　　　　　　　　DEPARTMENT

　　　　　　　　　　　452 FIFTH AVENUE

　　　　　　　　　　　NEW YORK, N.Y.10018

⑪PARTIAL SHIPMENTS　　　/PERMITTED AS INDICATED BELOW

TRANSHIPMENT　　　　　　　　　 /PERMITTED

ON BOARD/DISP/TAKING　　　 BEIJING/SHANGHAI, CHINA/HONG KONG

　　　　　　　　　　　　　　　　　CHARGE

FOR TRANSPORTATION TO　　　　　　　/NEW YORK

⑫DESCR GOODS AND/OR

SERVICES/LADIES APPAREL

STYLE 5515.2 TOP P.O. 048316 6,500 PCS AT USD 5.91/PC

5515.2 BOTTOM P.O. 048315 6,500 PCS AT USD 4.96/PC

TO BE SHIPPED NOT LATER THAN JUNE 30,1994 BY BOAT

STYLE 5515 P.O. 009027 4,800 PCS AT USD5.52/PC — BY BOAT

5513 P.O. 009027 3,600 PCS AT USD6.00/PC — BY BOAT

5514 P.O. 009027 1,200 PCS AT USD4.32/PC — BY AIR

5519 P.O. 009027 2,400 PCS AT USD5.70/PC — BY BOAT

TO BE SHIPPED NOT LATER THAN JULY 05, 1994

ALL ABOVE C AND F NEW YORK

⑬DOCUMENTS REQUIRED

1．COMMERCIAL INVOICE IN QUADRUPLICATE INDICATING APPLICANT'S PURCHASE ORDER NUMBER AND ALSO INDICATING FULL DESCRIPTION OF MERCHANDISE AND FABRIC CONTENT．

2．CHINA TEXTILE EXPORT LICENSE／COMMERCIAL INVOICE SHOWING UNIT PRICE AS WELL AS VALUE DIFFERENT FROM COMMERCIAL INVOICE ISSUED BY LIST FINE LTD．IS ACCEPTABLE．

3.DETAILED PACKING LIST IN TRIPLICATE SHOWING NUMBER OF PIECES PACKED IN EACH CARTON，NET AND GROSS WEIGHT OF EACH CARTON AND TOTAL NET AND TOTAL GROSS WEIGHT OF EACH SHIPMENT，ALSO SHOWING APPLICANT'S PURCHASE ORDER NO．AND STYLE．

4．MANUFACTURER'S STATEMENT CERTIFYING THAT THE EXTERIOR OF EACH CARTON SHIPPED AGAINST THIS L／C SHOWS IN CLEAR PRINT FINAL DESTINATION — NEW YORK．

5．MANUFACTURER'S SIGNED STATEMENT CERTIFYING MERCHANDISE SHIPPED UNDER THIS L／C IS NOT SUBJECT TO US EMBARGO PRIOR TO SHIPMENT．

6．LIST FINE LIMITED'S SIGNED STATEMENT CERTIFYING THAT THEY HAVE SENT ONE COMPLETE SET OF NON-NEGOTIABLE DOCUMENTS DIRECTLY TO THE APPLICANT．（FOR BOAT SHIPMENTS）

7．MANUFACTURER'S SIGNED STATEMENT CERTIFYING THAT THE SIZE AND COLOR BREAKDOWN SHIPPED IS WITHIN 2 PERCENT OF WHAT IS INDICATED ON PURCHASE ORDER WHILE MAINTAINING THE SAME SIZE AND COLOR RATIO．

8．DECLARATION OF COUNTRY OF ORIGIN．

9．QUOTA STATEMENT．

10．CERTIFICATE OF ORIGIN．

11．LIST FINE LIMITED'S STATEMENT CERTIFYING THAT SAMPLES SENT APPLICANT FOR APPROVAL．

12．COPY OF FAX SENT BY APPLICANT APPROVING SAMPLES FOR PRODUCTION．

13．INSPECTION CERTIFICATE ISSUED BY LIST FINE LTD．SIGNED BY MR．GARRY HUI．

14．LIST FINE LTD'S STATEMENT CERTIFYING THAT THEY HAVE AIRMAILED ONE COMPLETE SET OF NON-NEGOTIABLE DOCUMENTS DIRECTLY TO THE APPLICANT ATT．ANNIE VIA ANY OVERNIGHT COURIER．

15．FULL SET PLUS TWO NON-NEGOTIABLE COPIES OF CLEAN ON BOARD OCEAN BILLS OF LADING ISSUED TO ORDER OF ISSUING BANK（L099711）MARKED NOTIFY APPLICANT INDICATING FREIGHT PREPAID EVIDENCING SHIPMENT VIA AMERICAN PRESIDENT LINES．

16．AIR WAYBILL CONSIGNED TO ISSUING BANK SHOWING L／C NO．L099711 MARKED NOTIFY APPLICANT INDICATING FREIGHT PREPAID AND MUST INDICATE THE FLIGHT NUMBER AND DATE OF FLIGHT．

17．LIST FINE LTD．'S STATEMENT CERTIFYING THAT ALL ORIGINAL DOCUMENTS ACCOMPANIED AIR SHIPMENT．AS ORIGINAL DOCUMENTS ARE DIRECTLY FORWARDED AS INDICATED COPIES／PHOTO COPIES OF SAME ARE TO BE PRESENTED FOR PAYMENT PURPOSES．（FOR AIR SHIPMENTS ONLY）

⑭ADDITIONAL CONDITIONS／

A— DOCUMENTS INDICATING BOYCOTT CLAUSES OR RESTRICTIVE US TRADE PRACTICE CLAUSES ARE NOT ACCEPTABLE FOR PAYMENT．

B— THIRD PARTY SHIPPER AND DOCUMNTS ACCEPTABLE．

C— INSURANCE COVERED BY BUYERS．

D— PARTIAL SHIPMENTS ARE ALLOWED ONLY WHEN A STYLE IS SHIPPED COMPLETE AS PER THE QUANTITY COVERED IN THIS LETTER OF CREDIT PER SHIPMENT DATE．

E— HOUSE AIRWAY BILL IS ACCEPTABLE IN LIEU OF AN AIRWAY BILL．

⑮CHARGES　　　　／ALL BANKING CHARGES OTHER THAN THOSE OF ISSUING BANK ARE FOR BENEFICIARY'S ACCOUNT

⑯A FEE OF USD 50.00 WILL BE IMPOSED ON EACH SET OF DOCUMENTS RECEIVED BY ISSUING BANK CONTAINING ANY DISCREPANCIES，UNDER THIS CREDIT．ISSUING BANK WILL HONOR DRAFTS DRAWN UNDER IN COMPLICANCE WITH THIS CREDIT TERMS IF PRESENTED WITHIN THE VALIDITY OF CREDIT．

⑰EXCEPT SO FAR AS OTHER WISE EXPRESSLY STATED，THIS DOCUMENTARY CREDIT IS SUBJECT TO UNIFORM CUSTOMS AND PRACTICE FOR DOCUMENTARY CREDITS，1993 REVISION，ICC PUBLICATION NO．500.

⑱EXPIRY DATE／15 JULY 1994

AT THE COUNTER OF DAO HENG BANK LTD.，HONG KONG

⑲ALL DOCUMENTS MUST BE PRESENTED TO DAO HENG BANK LTD.，33／F WU CHUNG HOUSE，213 QUEEN'S ROAD EAST，HONG KONG IN ONE MAILTHROUGH YOUR BANKER，FOR SUBSTITUTION OF DRAFT（S）AND INVOICES BY THE FIRST BENEFICIARY，WITHIN 10 DAYS FROM DATE OF SHIPMENT BUT WITHIN THE VALIDITY OF THIS TRANSFERRED CREDIT．

⑳／／／PLS NOTE THAT PAYMENT WILL BE EFFECTED ONLY UPON RECEIPT OF FUNDS BY US FROM L／C ISSUING BANK．

THIS IS AN OPERATIVE INSTRUMENT．

PLEASE ADVISE TRANSFEREE ACCORDINGLY．RGDS

PTC／OB

73092 DAOHN HX

单证阅读材料

一、如何填写空运托书

托运书（Shippers Letter of Instruction）是托运人用于委托承运人或其代理人填开航空货运单的一种表单，表单上列有填制货运单所需的各项内容 。托运书应由托运人自己填写，而且托运人必须在上面签字。

托运书包括下列内容栏：

1．托运人（SHIPPER）

填托运人的全称、街名、城市名称、国名，以及便于联系的电话号、电传号或传真号。

2．收货人（CONSIGNEE）

填收货人的全称、街名、城市名称、国名（特别是在不同国家内有相同城市名称时，必须要填上国名）以及电话号、电传号或传真号，本栏内不得填写“order”或“to order of the shipper”（按托运人的指示）等字样，因为航空货运单不能转让。

3．始发站机场（AIRPORT OF DEPARTURE）

填始发站机场的全称。

4．目的地机场（AlRPORT OF DESTINATION）

填目的地机场（不知道机场名称时，可填城市名称），如果某一城市名称用于一个以上国家时，应加上国名。例如：LONDON UK 伦敦，英国；LONDON KY US 伦敦，肯塔基州，美国；LONDON TO CA 伦敦，安大略省，加拿大。

5．要求的路线（REQUESTED ROUTING）

本栏用于航空公司安排运输路线时使用，但如果托运人有特别要求时，也可填入本栏。

6．供运输用的声明价值（DECLARED VALUE FOR CARRIAGE）

填供运输用的声明价值金额，该价值即为承运人负赔偿责任的限额。承运人按有关规定向托运人收取声明价值费，但如果所交运的货物毛重每公斤不超过20美元（或其等值货币），无需填写声明价值金额，可在本栏内填入“NVD”（NO Value Declared 未声明价值），如本栏空着未填写时，承运人或其代理人可视为货物未声明价值。

7．供海关用的声明价值（DECLARED VALUE FOR CUSTOMS）

国际货物通常要受到目的站海关的检查，海关根据此栏所填数额征税。

8．保险金额（INSURANCE AMOUNT REQUESTED）

中国民航各空运企业暂未开展国际航空运输代保险业务，本栏可空着不填。

9．处理事项（HANDLING INFORMATION）

填附加的处理要求，例如：另请通知（ALSO NOTIFY）。除填收货人之外，如托运人还希望在货物到达的同时通知他人，请另填写通知人的全名和地址。

10．货运单所附文件（DOCUMENT TO ACCOMPANY AIR WAYBILL）

填随附在货运单上往目的地的文件，应填上所附文件的名称，例如：托运人的动物证明（SHIPPER'S CERTIFICATION FOR LIVE ANIMALS）。

11．件数和包装方式（NUMBER AND KIND OF PACKAGES）

填该批货物的总件数，并注明其包装方法，例如：包裹（Package）、纸板盒（Carton）、盒（Case）、板条箱（Crate）、袋（Bag）、卷（Roll）等，如货物没有包装时，就注明为散装（Loose）。

12．实际毛重（ACTUAL GROSS WEIGHT）

本栏内的重量应由承运人或其代理人在称重后填入，如托运人已经填上重量，承运人或其代理人必须进行复核。

13．运价类别（RATE CLASS）

本栏可空着不填，由承运人或其代理人填写。

14．计费重量（千克）（CHARGEABLE WEIGHT）（kg）

本栏内的计费重量应由承运人或其代理人在量过货物的尺寸（以厘米为单位）由承运人或其代理人算出计费重量后填入，如托运人已经填上时，承运人或其代理人必须进行复核。

15．费率（RATE／CHARGE）

本栏可空着不填。

16．货物的品名及数量（包括体积及尺寸）

NATURE AND QUANTITY OF GOODS（INCL．DIMENSIONS OR VOLUME）托运书 货运单号码 货运单号码 NO．OF AIR WAYBILL SHIPPER'S LETTER OF INSTRUCTION

17．托运人签字（SIGNATURE OF SHIPPER）

托运人必须在本栏内签字。

18．日期（DATE）

填托运人或其代理人交货的日期。

二、如何填制航空运单（Completion of the air waybill）

以下介绍了航空运单之主要栏目（黑体字）
 的填制方法及注意事项，学习时对照实际运单效果最好。


Shipper's Name and Address 托运人姓名地址


Full name，address，city，state，and zip code of the person，company or organization tendering the shipment．


Shipper's Account Number托运人账号


Leave this box blank．It is used by issuing carrier．


Consignee's Name and Address 收货人姓名地址


City，state and zip code of the person，company or organization to whom the shipment is directed．


Consignee's Account Number 收货人账号


Leave this box blank．It is reserved for the last carrier．


Issuing Carrier's Agent Name and City（填开货运单的）承运人之代理的名称／城市


List the name and city of the carrier's agent．


Agent's IATA Code-代理人国际航协号码


Usually it refers to 7-digit IATA code of the agent．


Account Number 承运人之代理的账号


Issuing carrier's agent account number．Normally leave this box blank．


Airport of Departure and Requested Routing 始发站机场与要求的运输路线


Enter the name of the airport of departure in full
 ，any requested routing might be inserted．


Accounting Information 财务说明


Where applicable，enter the method of payment．（e．g cash，cheque，credit etc．）


Routing and Destination by First Carrier 第一承运人运输路线及目的地


The IATA 3-letter code for the airport of destination or first transfer point may be inserted．The name of first carrier either in full or using the 2-character code must be inserted．

The completion of the boxes "to" and "by" is optional and not necessary if there is no transshipment involved．


Airport of Destination 目的地机场


Please write out the full name of the airport of destination．


Declared Value for Carriage 供运输用声明价值


Enter the value of carriage declared by the shipper．When no value is declared，NVD（No Value Declared）shall be entered．


Handling Information 运输操作注意事项


The number and nature of any documents which accompany the air waybill to the airport of destination，such as "shipper's certification for live animals"．Also any other special handling information may be inserted in this space．


Number of pieces 货物件数


List the total number of pieces in the consignment．


Gross Weight 毛重


Give the combined gross weight of all pieces in the shipment．Mark the weight in lbs．or kgs．as appropriate．


Commodity Item Number 商品品名编号


List the applicable rate class（运价等级）code and commodity item number code．If this information is unknown，please leave this space blank．


Rate／class 运价等级


Insert the code such as（根据需要打印代号，如：）

⟡M— Minimum charge最低运费

⟡N— Normal charge 45千克以下运价

⟡Q— Quantity Charge 45千克以上运价

⟡C— specific commodity rate指定商品运价

⟡R— class rate reduction等级货物附减运价

⟡S— class rate surcharge等级货物附加运价

⟡U— unit load device basic rate集装化设备附加运价


Chargeable Weight 计费重量


Chargeable weight when applicable．


Rate／Charge 运价／运费


Rate or charge that applies to the shipment．


Total 总计运费


Normally it is chargeable weight times applicable rate／charge．


Nature and Quantity of Goods 货物品名和数量


A description of the nature and quantity of the goods being shipped．This information should include dimensions or volume．In case of consolidated shipment，mark "CONSOLIDATION AS PER ATTACHED LIST" in this box．


Prepaid — Weight charge — Collect 预付—运费—到付


Enter the weight／volume charge for air carriage in this box; both the weight／volume charge and the valuation charge must be shown on the air waybill as either wholly "prepaid" or wholly "collect"．This is applied to the subsequent items namely：Tax，Total other charges Due Agent，total other charges due carrier．


Total prepaid — Total collect 预付总计—到付总计


Enter in this box either the total of all prepaid charges or the total of all collect charges．


COD 货到付款


Check this box if charges are to be collected by the consignee as C．O．D．


Signature of Shipper or Agent 托运人或其代理签名


Printed or signed signature of shipper or shipper's agent．


Executed On 承运人填写此栏


Give the date，time，place and signature of issuing carrier or carrier's agent．

三、主要海运单证介绍（Ocean Shipping Documents）

The documents commonly used in carriage of goods by sea are bills of lading，sea waybills，manifests，shipping notes，delivery orders and mate's receipts．


The bill of lading
 by itself is not a contract of carriage as it is signed only by the carrier．However，it provides evidence of contract of carriage．It serves as a receipt for goods delivered to the carrier．Besides the bill of lading serves as a document of title（物权）enabling the goods to be transferred from the shipper to the consignee or any other party by endorsement（背书）．


A sea waybill
 is the replacement of the traditional ocean bill of lading．The waybill is a non-negotiable（不可转让）document and made out to a named consignee who is allowed，upon production of proper identification（提交适当身份证明），to claim the goods without presenting the waybill．


A cargo manifest
 provides information regarding cargo on board．A freight manifest gives information regarding freight rates，surcharges，rebates，etc．the manifest is prepared by the carrier's agent but the freight forwarder have to handle it while dealing with the customs and port authorities．


A shipping note
 is issued by the shipper to the carrier requesting allocation of shipping space．It is a commitment on the part of the shipper to ship the goods and serves as the basis for the preparation of the bill of lading．


A delivery order
 is issued by the carrier or his agent to enable the consignee or his forwarding agent to take delivery of the cargo（import cargo）from the vessel．


A mate's receipt
 is the receipt issued by the carrier in the acknowledgement of the goods received on board（export cargo）which is subsequently exchanged for the bill of lading．

四、缮制提单注意事项（completion of bill of lading）

根据跟单信用证统一惯例（UCP500）的有关规定及银行审单标准，单式（unimodal）海运或港对港提单的正确缮制有如下要求：

（一）整套正本提单（whole set original B／L）注有张数。是否按信用证条款交呈。

（二）提单正面是否打明承运人（CARRIER）的全名及“承运人（CARRIER）”一词以表明其身份。

（三）如提单正面已作如上表示，在承运人自己签署提单时，签署处无须再打明承运人一词及其全名。举例：如提单正面已打明（或印明）承运人全名为XYZ LINE及“CARRIER”一词以表明其身份，在提单签署处（一般在提单的右下角）经由XYZ LINE及其负责人签章即可。如提单正面未作如（二）表示；且由运输行（FORWARDER）签署提单时，则在签署处必须打明签署人的身份。如：ABC FORWARDING CO as agents for XYZ LINE，the carrier或ABC FORWARDING Co on behalf of XYZ LINE the carrier。如提单正面已作如（二）表示，但由运输行（FORWARDER）签署提单时，则在签署处必须打明签署人的身份，如ABC FORWARDING CO as agents for the carrier或as agents for／on behalf of the carrier。

（四）提单有印就“已装船”（“Shipped in apparent good order and condition on board …”）字样的，无须加“装船批注”（“On board notation”）；也有印就“收妥待运”（“Received in apparent good order and condition for shipment …”）字样的则必须再加“装船批注”并加上装船日期（on board date）。

（五）提单印有“intended vessel”、“intended port of loading”、“intended port of discharge”及／或其他“intended …”等不肯定的描述字样者，则必须加注“装船批注”，其中须把实际装货的船名、装货港口、卸货港口等项目打明，即使和预期（intended）的船名和装卸港口并无变动，也需重复打出。

（六）单式海运即港对港（装货港到卸货港）的运输方式下，只需在装货港（Port of Loading）、海轮名（Ocean Vessel）及卸货港（Port of Discharge）三栏内正确填写；如在中途转船（Transshipment），转船港（Port of Transshipment）的港名，不能打在卸货港（Port of Discharge）栏内。需要时，只可在提单的货物栏空间打明“在××（转船港）转船”“with transshipment at ××”。

（七）“港口”（Port）和“地点”（Place）是不同的概念。有些提单印有“收货地点”（place of receipt／taking in charge）和“交货地点／最后目的地”（place of delivery／final destination）等栏目，供提单用作“多式联运”（multi-modal transport）或“联合运输”（combined transport）运输单据时用。单式海运时不能填注，否则会引起对运输方式究竟是单式海运抑或多式联运的误解。

（八）提单上印有“前期运输由”（pre-carriage by）栏也为“多式联运”方式所专用，不能作为转船提单时打明第一程海轮名称的栏目。只有作多式联运运输单据时，方在该栏内注明“铁路”、“卡车”、“空运”或“江河”（rail、truck、air、river）等运输方式。

（九）提单的“收货人”栏（consigned to或consignee）须按信用证要求说明。例如，信用证规定提单做成“made out to order”，则打“order”一字；“made out to order of the applicant（申请开证人）”，则打“order of ××××（applicant全名）”；“made out to order of the issuing bank”，则打“order of ××××Bank（开证行全名）”。如信用证规定提单直接做成买主（即申请人applicant）或开证行（issuing bank）的抬头，则不可再加“order of”两字。

（十）提单不能有“不洁净批注”（unclean clause），即对所承载的该批货物及其包装情况有缺陷现象的批注。

（十一）提单上关于货物的描述不得与商业发票上的货物描述有所不一致。如提单上货物用统称表示时，该统称须与信用证中货物描述并无不一致，且与其他单据有共通连结（Link）特征，例如唛头等。

（十二）提单上通知人（Notify Party）须注有符合信用证规定的名称和地址、电讯号码等。

（十三）提单上有关运费的批注须符合信用证的规定和UCP500第33条的规定。

（十四）提单上的任何涂改、更正须加具提单签发者的签章。

（十五）提单必须由受益人及装货人（Shipper）背书。

五、填写报关单 & 海运托运单注意事项

1．出口货物报关单

出口货物报关单的填写要求：1）报关单填写的项目要准确、齐全、清楚，填报项目若有更改，应在更改项目处加盖核对章；2）不同合同的货物，不能填在一份报关单上；3）如果同一合同中包括多种商品，应注意，在一份报关单上填写的海关统计商品编号的货物一般不要超过5项；4）报关单与随附合同、发票、箱单等应相符，报关单所申报的内容与实际出口的货物要相符。

出口货物报关单的填写方法：出口口岸，填写货物出境的口岸名称；经营单位，填写经营出口货物业务的公司或单位名称（对于外商投资企业委托外贸公司出口的货物，其经营单位应为外商投资企业，并在报关单备注栏注明“委托××公司出口”）；指运港，填写出口货物的目的港；合同协议号，填写本批货物合同或协议的编号；贸易方式，主要有一般贸易、补偿贸易、来料加工、租赁贸易、寄售贸易等；运输工具名称及号码，填写船名、航次；装货单号，海运方式下填写提单号；海关统计商品编码，按《中华人民共和国海关统计商品目录》的规定填写；货品规格，填写货物中文品名；收结汇方式，按实际收结汇方式填写，例如L／C、D／P等；成交价格，填写合同或协议规定的价格，出口货物的成交价格填写FOB价、进口货物的成交价格填写CIF价。

2．海运出口托运单

信用证或合同是制作托运单的依据。由发货人缮制的托运单必须在相应的船期表规定的截单日前提交给货运代理人或船公司，办理订舱手续。

海运出口托运单的项目包括：目的港，港口名称需明确具体，如有同名港口时，需在港口名称后注明国家、地区；货物名称，应根据货物的实际名称，用中英文填写，要与信用证上货名相符，凡危险品须写清化学成分和物理性能，并附危险品包装说明书和危险品说明书，冷藏货物、保温货物需标明温度、标记及号码、包装、件、重、尺；运费付款方式，要注明是运费预付还是运费到付；可否转船、可否分批，以及装期、效期等均应按信用证或合同要求一一注明；托运人、收货人、通知人；有关的运输条款、订舱、配载若有特殊要求的，也一定在托运单上一一注明。

六、介绍几种货运单证

（Introduction to a few freight documents）

为了保证进出口货物的安全交接，在整个运输过程中需要编制各种单据。这些单证各有其特定的用途，彼此之间又有相互依存的关系。它们既把船、港、货各方联系在一起，又能分清各自的权利和义务。

按实际业务程序介绍一些主要的货运单证。


托运单（BOOKING NOTE）


托运单俗称“下货纸”，是托运人根据贸易合同和信用证条款内容填制的，向承运人或其代理办理货物托运的单证。承运人根据托运单内容，并结合船舶的航线、挂靠港、船期和舱位等条件考虑，认为合适后，即接受托运。


装货单（SHIPPING ORDER）


装货单是接受了托运人提出装运申请的船公司，签发给托运人，凭以命令船长将承运的货物装船的单据。装货单既可用作装船依据，又是货主凭以向海关办理出口货物申报手续的主要单据之一，所以装货单又称“关单”，对托运人而言，装货单是办妥货物托运的证明。对船公司或其代理而言，装货单是通知船方接受装运该批货物的指示文件。


收货单（MATE'S RECEIPT）


受货单又称大副收据，是船舶收到货物的收据及货物已经装船的凭证。船上大副根据理货人员在理货单上所签注的日期、件数及舱位，并与装货单进行核对后，签署大副收据。托运人凭大副签署过的大副收据，向承运人或其代理人换取已装船提单。

由于上述三份单据的主要项目基本一致，我国一些主要口岸的做法是将托运单、装货单、收货单、运费通知单等合在一起，制成一份多达九联的单据。各联作用如下：第一联由订舱人留底，用于缮制船务单证。第二、三联为运费通知联，其中一联留存，另一联随账单向托运人托收运费。第四联装货单经海关加盖放行章后，船方才能收货装船。第五联收货单及第六联由配舱（space allocation）人留底。第七、八联为配舱回单。第九联是缴纳出口货物港务费申请书。货物装船完毕后，港区凭以向托运人收取港杂费。


海运提单（BILL OF LADING）


提单是一种货物所有权凭证。提单持有人可据以提取货物，也可凭此向银行押汇，还可在载货船舶到达目的港交货之前进行转让。


装货清单（LOADING LIST）


装货清单是承运人根据装货单留底，将全船待装货物按目的港和货物性质归类，依航次、靠港顺序排列编制的装货单汇总清单，其内容包括装货单编号、货名、件数、包装形式、毛重、估计尺码及特种货物对装运的要求或注意事项的说明等。装货清单是船上大副编制配载计划的主要依据，又是供现场理货人员进行理货，港方安排驳运，进出库场以及承运人掌握情况的业务单据。


舱单（MANIFEST）


舱单是按照货港逐票罗列全船载运货物的汇总清单。它是在货物装船完毕之后，由船公司根据收货单或提单编制的。其主要内容包括货物详细情况，装卸港、提单号、船名、托运人和收货人姓名、标记号码等，此单作为船舶运载所列货物的证明。


货物积载图（CARGO PLAN）


货物积载图是按货物实际装舱情况编制的舱图。它是船方进行货物运输、保管和卸货工作的参考资料，也是卸港据以理货（tallying）、安排泊位（berth）、货物进舱的文件。


提货单（DELIVERY ORDER）


提货单是收货人凭正本提单或副本（copy）提单随同有效的担保向承运人或其代理人换取的、可向港口装卸部门提取货物的凭证。

七、海运货物单证流程（Shipping document flow）

货物由发货人托运开始至收货人提取货物为止，几种主要海运单证及其流转程序如下：


1．装船单证 Documents for loading（由托运人办理）


托运人填制托运联单（包括托运单、装货单、收货单等）后，向承运人的代理人办理托运，代理人接受承运后，将承运的船名填入联单内，留存托运单，其他联退还托运人，托运人凭以到海关办理出口报关手续；海关同意放行后，即在装货单上盖放行章，托运人凭以向港口仓库发货或直接装船；然后将装、收货单送交理货公司，船舶抵港后，凭此理货装船，每票货物都装上船后，大副留存装货单，签署收货单；理货公司将收货单退还托运人，托运人凭收货单向代理人换取提单，托运人凭提单等到银行办理结汇，并将提单寄交收货人。

承运人办理的装船单证：承运人的代理人依据托运单填制装货清单和载货清单，根据承运人的要求，依据装货清单编制货物积载图，船舶抵港后，送大副审核签字后，船方留存一份，提供给代理人若干份，转寄承运人的卸货港代理人；编制分舱单；代理人根据装船实际情况，修编载货清单，经大副签字后，向海关办理船舶离境手续；依据载货清单填制运费清单，寄往承运人的卸货港代理人和船公司。


2．卸船单证Documents for discharging（由收货人办理）


收货人收到正本提单后，向承运人的代理人换取提货单；代理人签发提货单后，须保持正本提单、舱单和提货单内容相一致；收货人凭提货单向海关办理放行手续后，再到港口仓库或船边提取货物；货物提清后，提货单留存港口仓库备查；收货人实收货物少于提单或发生残损时，须索取货物溢短单（over／short shipment note）或货物残损单（cargo discrepancy note），并凭以通过代理人向承运人索赔（claim）。

承运人办理的卸船单证：承运人的代理收到舱单、货物积载图、分舱单后向海关办理船舶载货入境手续（entry formalities），并向收货人发出到货通知书（arrival notice），同时将上述单证分送港口、理货等单位；船舶抵港后，理货公司凭舱单理货，凭货物积载图指导卸货，当货物发生溢短或残损时，编制货物溢短单或货物残损单，经大副签认后，提供有关单位。


3.装、卸船货运单证的流转程序


托运人向代理公司办理货物托运手续：

代理公司同意承运后，签发装货单（S／O），并要求托运人将货物送至指定的装船地点；

托运人持代理公司签发的装货单和二联（收货单）送海关办理出口报关手续。然后，装货单和收货单送交理货公司；

代理公司根据S／O留底编制装货清单（L／L）送船舶；

船上大副根据L／L 编制货物配载图（C／P）交代理公司分送理货、装卸公司等按计划装船；

托运人将货物送码头仓库，其间商检和海关到港口检验、验关；

货物装船后，理货组长将S／O和收货单（M／R）交大副核对无误后，留下S／O ，签发收货单；

理货组长将大副签发的M／R交托运人；

托运人持M／R到代理公司处支付运费（在预付运费情况下）提取提单（B／L）；

代理公司审核无误后，留下M／R，签发B／L给托运人；

托运人持B／L到议付银行（negotiation bank）结汇，议付银行将B／L邮寄开证银行；

代理公司编制出口载货清单（M／F），向海关办理船舶出口手续，并将M／F交船随带；

代理公司根据B／L 副本编制出口载货运费清单（F／M），连同B／L副本送交船公司，并邮寄或交船代交卸货港的代理公司；

卸货港的代理公司接到船舶抵港电报后，通知收货人船舶到港日期；

收货人到银行付清货款，取回B／L;

卸货港代理公司根据装货港代理公司寄来的货运单证，编制进口载货清单等卸货单据，约定装卸公司，联系泊位，做好卸货准备工作；

卸货港代理公司办理船舶进口报关手续；

收货人向卸货港代理公司付清应付费用后，以正本提单换取提货单（D／O）；

收货人持D／O 送海关办理进口报关手续；

收货人持D／O到码头仓库提取货物。


Appendix Ⅱ

International Transport Knowledge

国际货运业务知识

一、货运代理服务对象

从国际货运代理人的基本性质看，货代主要是接受委托方的委托，办理有关货物运输、转运、仓储、装卸等事宜。国际货代所从事的业务主要有以下几个方面。

（一）为发货人服务

货代代替发货人承担在不同货物运输中的任何一项手续。

1．以最快最省的运输方式，安排合适的货物包装，选择货物的运输路线。

2．向客户建议仓储与分拨。

3．选择可靠、效率高的承运人，并负责缔结运输合同。

4．安排货物的计重和计量。

5．办理货物保险。

6．货物的拼装。

7．装运前或在目的地分拨货物之前把货物存仓。

8．安排货物到港口的运输，办理海关和有关单证的手续，并把货物交给承运人。

9．代表托运人／进口商承付运费、关税税收。

10．办理有关货物运输的任何外汇交易。

11．从承运人那里取得各种签署的提单，并把他们交给发货人。

12．通过与承运人于货运代理在国外的代理联系，监督货物运输进程，并使托运人知道货物去向。

（二）为海关服务

当货运代理作为海关代理办理有关进出口商品的海关手续时，他不仅代表他的客户，而且代表海关当局。

（三）为承运人服务

货运代理向承运人及时订舱，议定对发货人、承运人都公平合理的费用，安排适当时间交货，以及以发货人的名义解决和承运人的运费账目等问题。

（四）为航空公司服务

货运代理在空运业充当航空公司的代理。它利用航空公司的货运手段为货主服务，并由航空公司付给佣金。同时，作为一个货运代理，继续为发货人或收货人服务。

（五）为班轮公司服务

货运代理与班轮公司的关系，随业务的不同而不同，近几年来由货代提供的拼箱服务，即拼箱货的集运服务已建立了他们与班轮公司及其他承运人（如铁路）之间的较为密切的联系。

（六）提供拼箱服务

随着国际贸易中集装箱运输的增长，引进集运和拼箱的服务，在提供这种服务中，货代担负着委托人的作用。集运和拼箱的基本含义是：把一个出运地若干发货人发往另一个目的地的若干收货人的小件货物集中起来，作为一个整件运输的货发往目的地的货代，并通过它把单票货物交给各个收货人。货代签发提单，即分提单或其他类似收据交给每票货的发货人；货代目的港的代理，凭初始的提单交给收货人。拼箱的收、发货人不直接与承运人联系，对承运人来说，货代是发货人，而货代在目的港的代理是收货人。因此，承运人给货代签发的是全程提单或货运单。如果发货人或收货人有特殊要求的话，货代也可以在出运地和目的地从事提货和交付的服务，提供门到门的服务。

（七）提供多式联运服务

二、国际货运出口流程

（一）接受货主询价

1．海运费询价

①需掌握发货港至各大洲、各大航线常用的及货主常需服务的港口、价格，问清工厂货何时可以好，由此判断要提供给货主的船公司的船期以及报关时间是否来得及；

②主要船公司船期信息；

③需要时应向询价货主问明一些类别信息，如货名、危险级别等（水路危规）。

2．陆运询价（人民币费用）

①需掌握各大主要城市公里数和拖箱价格；

②各港区装箱价格；

③报关费、商检、动植检收费标准。

（二）接单（接受货主委托）

接受货主委托后（一般为传真件）需明确的重点信息：

1．船期、件数

2．箱型、箱量

3．毛重

4．体积

5．付费条款、货主联系方式

6．装箱情况，拖装还是场装

（三）订舱

1．缮制委托书（十联单）；制单时应最大程度保证原始托单的数据正确、相符性，以减少后续过程的频繁更改。

2．加盖公司订舱章订舱。

（四）装箱

1．拖装。

填妥装箱计划中的时间、船名、航次、中转港、目的港、毛重、件数、体积、联系人、地址、电话等要因，提前1～2天排好车班。

2．场装。

填妥装箱计划中的船期船名航次、中转港、目的港、毛重、件数、体积、进舱编号等要因，提前1～2天排好计划。

（五）报关（有时同时、有时先于做箱）

了解常出口货物报关所需资料。

①商检；②配额；③许可证；④产地证等。

（六）提单确认和修改

（七）签单

1．查看每张正本提单是否都签全了证章。

2．是否需要手签。

（八）航次费用结算

1．海运费

①预付（FREIGHT PREPAID）

②到付（FREIGHT COLLECT）

2．陆运费

①订舱

②报关（包括返关之前已经报关的费用）

③做箱（内装／门到门）

④其他应考虑的费用：冲港费／冲关费、商检、动植检、提货费、快递费、电放、更改

（九）提单、发票发放（提单样本）

三、集装箱货运常识

（一）集装箱（container）

集装箱是具有一定强度、专供周转使用的大型装货容器。使用集装箱转运货物，可直接在发货人的仓库装货，运到收货人的仓库卸货，中途更换车、船时，无需将货物从箱内取出换装。按所装货物种类分，有杂货集装箱、散货集装箱、液体货集装箱、冷藏箱集装箱等；按制造材料分，有木集装箱、钢集装箱、铝合金集装箱、玻璃钢集装箱、不锈钢集装箱等；按结构分，有折叠式集装箱、固定式集装箱等，在固定式集装箱中还可分密闭集装箱、开顶集装箱、板架集装箱等。

（二）集装箱计算单位（twenty-feet equivalent units 简称：TEU）

集装箱计算单位又称20英尺换算单位，是计算集装箱箱数的换算单位。目前各国大部分集装箱运输，都采用20英尺或40英尺长的两种集装箱。为使集装箱箱数计算统一化，把20英尺集装箱作为一个计算单位。40英尺集装箱作为两个计算单位，以利统一计算集装箱的营运量。

（三）集装箱后方堆场（container yard）

集装箱后方堆场是集装箱重箱或空箱进行交接、保管和堆存的场所。有些国家对集装箱堆场并不分前方堆场或后方堆场，统称为堆场。集装箱后方堆场是集装箱装卸区的组成部分。是集装箱运输“场到场”交接方式的整箱货办理交接的场所（实际上是在集装箱卸区“大门口”进行交接的）。

（四）中转站或内路站（container depot or inland depot）

中转站或内路站是指海港以外的集装箱运输的中转站或集散地。它的作用除了没有集装箱专用船的装卸作业外，其余均与集装箱装卸区业务相同。中转站或内陆站的度量，包括集装箱装卸港的市区中转站、内陆城市、内河港口的内陆站均在内。

（五）集装箱货运站（container freight station 简称：CFS）

集装箱货运站是为拼箱货装箱和拆箱的船、货双方办理交接的场所。承运人在一个港口或内陆城市只能委托一个集装箱货运站的经营者，由它代表承运人办理下列主要业务：（1）拼箱货的理货和交接；（2）对货物外表检验如有异状时，即办理批注；（3）拼箱货的配箱积载和装箱；（4）进口拆箱货的拆箱和保管；（5）代承运人加铅封并签发站场收据；（6）办理各项单证和编制等。

（六）交接方式（receiving and delivery system）

集装箱运输中，整箱货和拼箱货在船货双方之间的交接方式有以下几种。

1．门到门（door to door）：由托运人负责装载的集装箱，在其货仓或厂库交承运人验收后，负责全程运输，直到收货人的货仓或工厂仓库交箱为止。这种全程连线运输，称为“门到门”运输。

2．门到场（door to cy）：由发货人货仓或工厂仓库至目的地或卸箱港的集装箱装卸区堆场。

3．门到站（door to cfs）：由发货人货仓或工厂仓库至目的地或卸箱港的集装箱货运站。

4．场到门（cy to door）：由起运地或装箱港的集装箱装卸区堆场至收货人的货仓或工厂仓库。

5．场到场（cy to cy）：由起运地或装箱港的集装箱装卸区堆场至目的地或卸箱港的集装箱装卸区堆场。

6．场到站（cy to cfs）：由起运地或装箱港的集装箱装卸区堆场至目的地或卸箱港的集装箱货运站。

7．站到门（cfs to door）：由起运地或装箱港的集装箱货运站至收货人的货仓或工厂仓库。

8．站到场（cfs to cy）：由起运地或装箱港的集装箱货运站至目的地或卸箱港的集装箱装卸区堆场。

9．站到站（cfs to cfs）：由起运地或装箱港的集装箱货运站至目的地或卸箱港的集装箱货运站。

（七）整箱货（full container load 简称：FCL）

整箱货是拼箱货的相对用语，指由发货人负责装箱、计数、积载并加铅封的货运。整箱货的拆箱，一般由收货人办理。但也可以委托承运人在货运站拆箱。可是承运人不负责箱内的货损、货差。除非货方举证确属承运人责任事故的损害，承运人才负责赔偿。承运人对整箱货，以箱为交接单位。只要集装箱外表与收箱时相似和铅封完整，承运人就完成了承运责任。整箱货运提单上，要加上“委托人装箱、计数并加铅封”的条款。

（八）拼箱货（less than container load 简称：LCL）

拼箱货是整箱货的相对用语，指装不满一整箱的小票货物。这种货物，通常是由承运人分别揽货并在集装箱货运站或内陆站集中，而后将两票或两票以上的货物拼装在一个集装箱内，同样要在目的地的集装箱货运站或内陆站拆箱分别交货。对于这种货物，承运人要负担装箱与拆箱作业，装拆箱费用仍向发货方收取。承运人对拼箱货的责任，基本上与传统杂货运输相同。

（九）站场收据（dock receipt）

站场收据是指承运人委托集装箱装卸区、中转站或内陆站收到整箱货或拼箱货后签发的收据。站场收据由发货人编制。如同一批货物装有几个集装箱时，先凭装箱单验收，直到最后一个集装箱验收完毕时，才由港站管理员在站场收据上签收。站场在收到整箱货时，如所装的箱外表或拼箱货包装外表有异状时，应加批注。站场收据的作用，相当于传统运输中的大副收据。它是发货人向船公司换取提单的凭证。

（十）集装箱整箱流转过程

1．发货人在自己工厂或仓库货装箱地点配置集装箱；

2．发货人在自己工厂或仓库货装箱地点配箱、装箱；

3．通过内陆运输，将集装箱货物运至集装箱码头；

4．根据堆场计划在堆场内暂存集装箱货物，等待装船；

5．根据装船计划，将集装箱货物装上船舶；

6．通过海上运输，将集装箱货运地卸船港；

7．根据卸船计划，从船上卸下集装箱货物；

8．根据堆场计划在堆场内暂存集装箱货物，等待收货人前来提货；

9．通过内陆运输，将集装箱货物运至收货人工厂和仓库；

10．收货人在自己工厂和仓库掏箱地点掏箱；

11．集装箱空箱回运。

（十一）集装箱拼箱流转过程

1．发货人自己负责将货物运至集装箱货运站；

2．集装箱货运站负责备箱、配箱、装箱；

3．集装箱货运站负责将装载的集装箱货物运至集装箱码头；

4．根据堆场计划将集装箱暂存堆场，等待装船；

5．根据装船计划，将集装箱货物装上船舶；

6．通过海上运输，将集装箱货运达卸船港；

7．根据卸船计划，从船上卸下集装箱货物；

8．根据堆场计划在堆场内暂存集装箱货物，等待货运站前来提货；

9．集装箱货运站掏箱交货；

10．集装箱空箱回运。

四、集装箱出口货运流转程序

1．委托单位（货主）将托运委托书连同报关单据（包括退税单、外汇核销单、商业发票以及不同商品海关需要缴验的各类单证，如托运时间紧迫，亦可先交委托书，随后补交报关单据）交货运代理人。

2．货代核阅委托书及有关报关单据后缮制托运订舱单（场站收据、装货单）送船公司或船代订舱。

3．船公司或船代配载后将场站收据或装货单等联退给货代。

4．货代向海关办理电脑报关预录，并提交全套报关单据向出境海关申报出口。

5．海关核运后在装货单上盖章放行，将装货单、场站收据等联退给货代。

6．货代将盖章放行的装货单、场站收据交码头配载室。

7．船公司或船舶代理人根据订舱配载留底缮制装货清单、预配清单，预配船图、货物舱单等送到码头供收货和装船之用。

8．货代向船公司或船代领取集装箱设备交接单到指定堆场领取空箱。

9．货代到委托单位储货地点装箱（或委托单位送货到货代仓库装箱）后，将集装箱货物连同集装箱装箱单、设备交接单送到码头。

10．船公司或船代提供的装货清单及集装箱装箱单送海关供海关监管。

11．码头收货后根据预配船图和预配清单配定载位。

12．大副凭装货单接载，装货后签发场站收据。

13．装货后场站收据由码头交船公司或船代。

14．码头根据装船实际情况绘制实装船图交船公司或船代。

15．船公司或船代将实装船图、舱单、运费舱单、提单副本、集装箱装箱单副本等交船舶带交卸港。

16．船公司或船代凭场站收据签发装船提单给货代。

17．货代将装船提单送交委托单位。

18．船公司或船代将船舱单送海关。

19．海关根据装船舱单核发退税单等凭证给货代。

20．货代取到退税单、外汇核销单等送交委托单位。

五、集装箱进口操作流程

一、接到客户的全套单据后，要查清该进口货物属于哪家船公司承运、哪家作为船舶代理、在哪儿可以换到供通关用的提货单。（注：全套单据包括带背书的正本提单或电放副本、装箱单、发票、合同。）

注意事项：

1．提前与船公司或船舶代理部门联系，确定船到港时间、地点，如需转船应确认二程船名。

2．提前与船公司或船舶代理部门确认换单费、押箱费、换单的时间。

3．提前联系好场站确认好提箱费、掏箱费、装车费、回空费。

二、凭带背书的正本提单（如是电报放货，可带电报放货的传真件与保函）去船公司或船舶代理部门换取提货单和设备交接单。

注意事项：

1．背书有两种形式，如果提单上收货人栏显示“TO ORDER”则“SHIPPER”背书；如果收货人栏显示其真正的收货人，则需收货人背书。

2．保函是由进口方出具给船舶代理的一份请求放货的书面证明。保函内容包括进口港、目的港、船名、航次、提单号、件重尺及进口方签章。

3．换单时应仔细核对提单或电放副本与提货单上的集装箱箱号及封号是否一致。

4．提货单共分五联，白色提货联、蓝色费用账单、红色费用账单、绿色交货记录、浅绿色交货记录。

5．设备交接单：它是集装箱进出灌区、场站时，用箱人、运箱人与管箱人或其代理人之间交接集装箱及其他机械设备的凭证，并兼管箱人发放集装箱凭证的功能。当集装箱或机械设备在集装箱码头堆场或货运站借出或回收时，由码头堆场或货运站制作设备交接单，经双方签字后，作为两者之间设备交接的凭证。

集装箱设备交接单分进场和出场两种，交接手续均在码头堆场大门口办理。出码头堆场时，码头堆场工作人员与用箱人、运箱人就设备交接单上的以下主要内容共同进行审核：用箱人名称和地址，出堆场时间与目的，集装箱箱号、规格、封志号以及是空箱还是重箱，有关机械设备的情况，正常还是异常等。

进码头堆场时，码头堆场的工作人员与用箱人、运箱人就设备交接单上的下列内容共同进行审核：集装箱、机械设备归还日期、具体时间及归还时的外表状况，集装箱、机械设备归还人的名称与地址，进堆场的目的，整箱货交箱货主的名称和地址，拟装船的船次、航线、卸箱港等。

三、用换来的提货单第1、第3联并附上报关单据前去报关。

报关单据：提货单第1、第3联海关放行后，在白联上加盖放行章，发还给进口方作为提货的凭证。正本箱单、正本发票、合同、进口报关单一式两份、正本报关委托协议书、海关监管条件所涉及的各类证件。

注意事项：

1．接到客户全套单据后，应确认货物的商品编码，然后查阅海关税则，确认进口税率，确认货物需要什么监管条件，如需做各种检验，则应在报关前向有关机构报验。报验所需单据：报验申请单、正本箱单发票、合同、进口报关单两份。

2．换单时应催促船舶代理部门及时给海关传舱单，如有问题应与海关舱单室取得联系，确认舱单是否转到海关。

3．当海关要求开箱查验货物时，应提前与场站取得联系，调配机力将所查箱子调至海关指定的场站。（事先应与场站确认好调箱费、掏箱费。）

四、若是法检商品应办理验货手续。如需商检，则要在报关前，拿进口商检申请单（带公章）和两份报关单办理登记手续，并在报关单上盖商检登记在案章以便通关。验货手续在最终目的地办理。如需动植检，也要在报关前拿箱单发票合同报关单去代报验机构申请报验，在报关单上盖放行以便通关，验货手续可在通关后堆场进行。

五、海关通关放行后应去三检大厅办理三检。向大厅内的代理报验机构提供箱单、发票、合同报关单，由他们代理报验。报验后，可在大厅内统一窗口交费。并在白色提货单上盖三检放行章。

六、三检手续办理后，去港池大厅交港杂费。港杂费用结清后，港方将提货联退给提货人供提货用。

七、所有提货手续办妥后，可通知事先联系好的堆场提货。

注意事项：

1．首先应与港池调度室取得联系安排计划。

2．根据提箱的多少与堆场联系足够的车辆尽可能按港方要求时间内提清，以免产生转栈堆存费用。

3．提箱过程中应与堆场有关人员共同检查箱体是否有重大残破，如有，要求港方在设备交接单上签残。

八、重箱由堆场提到场地后，应在免费期内及时掏箱以免产生滞箱。

九、货物提清后，从场站取回设备交接单证明箱体无残损，去船公司或船舶代理部门取回押箱费。

六、空运进出口手续及单据

（一）进口手续

1．进出口公司将合同副本或订单一份寄交当地中国对外贸易运输分公司。

2．货物到达后，中国民航通知中国对外贸易运输分公司从民航机场或营业处取回运单。

3．中国对外贸易运输分公司根据进出口公司提供的合同资料或订货单，与运单实货进行核对，对合同号唛头标记、品名、数量、收货人或通知人等核对无误后，缮制“进口货物申报单”进行报关。

4．中国对外贸易运输分公司在机场或营业处提取货物时，发现货物短少破损等情况时向民航取得商务事故记录，交收货人与民航交涉索赔，也可接受委托，办理索赔。如包装完好，内部货物有质量或数量问题，收货人直接向商品检验局申请商检，并向订货公司联系对外索赔。

（二）出口手续

1．进出口公司将出口合同副本一份或空运出口货物委托书一份，寄送有关中国对外贸易运输公司，由运输公司办理提货、报关、托运等工作。

2．货物备妥后，进出口公司向中国对外贸易运输公司提出有关出口单证。运输公司安排从仓库至民航营业处或机场的市内运输。

3．进出口公司凭中国对外贸易运输总公司的分运单或民航的运单办理结汇。

4．货物在运输途中发生短少破损等事故，属于航空公司责任的，由民航直接向进出口公司赔偿，属于航空货运代理公司责任的，由中国对外贸易运输公司负责联系赔偿。

（三）航空运单（AIRWAYBILL，简称AWB）

航空运单是承托运双方缔结的运输合同，也是货物收据，但它不具有物权凭证的性质，不能转让也不凭其提货。收货人提货凭航空公司发出的通知单。航空运单正本一式三份，分三种不同颜色：蓝色的交托运人，绿色的承运人留存，粉红色的随货同行，在目的地交收货人。副本至少六份，有需要还可增加份数，分别发给代理人、目的港、第一、二、三承运人和用作提货收据。副本除提货收据为黄色，其余均为白色。


一般货物空运进出口程序
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关键注意问题

1．此类货物中部分商品另需其他报关单据。如：商检证明、配额、许可证、产地证等。

2．货物木制包装需有熏蒸证明。进口机电产品需有机电产品审批证明。




Appendix Ⅲ

Codes & Abbreviations

代码／简称

一、中外船公司简称与缩写一览表
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二、中国及世界主要航空公司代码
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Incoterms
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三、主要城市简码
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Appendix Ⅳ

Glossary

货代物流词汇总表
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请后购买kindle电子书的读者按以下步骤下载相关音频：

1.登录我社网站http://press.ecust.edu.cn/book/9608.html


2.注册成为会员（免费）

3.点击MP3下载→本地下载→继续下载
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1) The real final destination of this cargo is in Sudan.
2) Vender should NOT know by any means that shipment is destined to Dubai.

3) The person who sent this e-mail was not sure of the port of loading.
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1) The destination of this cargo quoted should be somewhere not far from NYC.
2) The cargo will be air shipped via MU and UA respectively.

3) The rates quoted does not include customs clearance charges at destination.
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BEY — Beirut HAWB — house air waybill CW — chargeable weight

A/F — air freight GW — gross weight D/N — debit note

VW — volume weight O/F — ocean freight S/R — selling rate

MAWB — master air waybill CNEE — consignee ETD — estimated time of delivery
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HAM — Hamburg FOB — free on board XMN — Xiamen
A/C — account HBL — house bill of lading FCL — full container load
L/C — letter of credit
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Operating revenue - 1.54 billion RMB
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October, 2002 “Class A" License Approval
July, 2003 Shanghai Branch Grand Opening
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BEIJING LIGHT INDUSTRIAL PRODUCTS IMPORT AND EXPORT CORPORATION. LTD.
17 ZANG JING GUAN ROAD. DONG CHENG DISTRICT BEIJING. CHINA.

¥ M OB
PACKING LIST/WEIGHT LIST

INV NO. 89630666
BEIJING June. 4. 1998

SHIPPING MARKS: DESCRIPTION & QUANTITY G.W.: (KGS) N.W.: (KGS) MEAS.

CUSHION
@8/5,000PCS/625CTNS @22.6/14,125 @21.6/13,500
N/M 5,000PCS 625CTNS 14,125KGS 13,500KGS 15. 23M°

TOTAL QUANTITY: 5,000. 0000PCS
TOTAL: SIX HUNDRED AND TWENTY FIVE CTNS ONLY.
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BEIING LIGHT INDUSTRIAL PRODUCTS IMPORT AND EXPORT CORPORATION., LTD.
17 ZANG JING GUAN ROAD. DONG CHENG DISTRICT BEIJING. CHINA.

TELEX: 22142 LITBJ CN
CABLE: INDUSPK BEIJING

K 24t
INVOICE
To: Messrs. SAM WOO EXPRESS CO. LTD. RM1101 No. 8963066G
DONG-A JEIL BLDG. 37 - 16, 4KA. Date: June. 4. 1998
CHUNGANG-DONG, CHUNG-KU, PUSAN. FROM HSINKANG
KOREA To PUSAN KOREA
CONTRACT NO.98BG1653 . SHIPPED BY VESSEL GLORY STAR V.821E B/LADING NO.DYSCR005 _____
,,,,,,,, Marks&Nos. | Descriptions & Quantity | _ Unitprice | Amount
BY L/C AT - SIGHT
FOB HSINKANG
N/M CUSHION 5.,000PCS USD3. 25000 USD16.250. 00
PACKED IN 625CTNS G. WT. 11,125 kgs. NWT. 13,500 kgs. USD16,250. 00
Total Quantity: 5,000. 0000 PCS

ORIGIN: CHINA

E. & O. E.
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CHINA OCEAN SHIPPING AGENCY
W %
MATE’S RECEIPT S/0O No.
fif#4 iIR/N BRIk
Vessel Name Voy For

EEA

Consignee
&R

EZE RN/ N AN &7 v 1

Received on board the following goods apparent in good order and condition:

o W
brid &A% ¢ % 4 G{r;iu\lv;ﬁm Measurement
Marks & Nos. Quantity Description of Goods 2Rt WEIE DR S

in Kilos cuM

R ORT)

Total Number of Packages in Writing

Ho W RF ]
Date Time
FAFE

StOWed
S e

Received
PR 144 PN

Tallied By Chief Officer
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CHINA OCEAN SHIPPING AGENCY

SHIPPING ORDER S/0 No.

e ALK H s
Vessel Name Voy. For

Consignee

3

TR R R e R,

Receive on board the undermentioned goods apparent in good order and condition and sign the accompanying receipt for the same.

T Wi
Pric B S 7 % % % C;Eoig\g).v‘ri?';:ﬂ Measurement
Marks & Nos. Quantity Description of Goods . . cle YRS
in Kilos Ccu.M

R R
Total Number of Packages in Writing

H I [
Date Time
YNy

Edl'e

T L4 2905

TalliedBy ApprovedBy
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o iE BB
(CERTIFICATE OF ORIGIN)

ko

Shanghai
PRic S5 5 w4 /G
(Marks & Nos. ) (Commodity) (Quantity)
as per invoice Trousers 21 Cartons

No. G. 02151

ZZEM LA SR PE e
This is to certify that the above mentioned commodities were produced or manufactured in
CHINA.
i A v/
CHINA NATIONAL IMPORT & EXPORT CORPORATION BRANCH
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PRARERE LTS O HRERA
BEIJING IMPORT & EXPORT COMMODITY &l 7
INSPECTION BUREAU OF THE PEOPLE’S  COPY
REPUBLIC OF CHINA

bt LSRR 17 54 No.
Address: Building No. 17,

Yongandongli, Beijing ﬁzgﬁmﬁ;ﬁ .
HLAfE - dbst 2914 19
Cable: 2914 BEIJING INSPECTION CERTIFICATE pate
AL
Tel: 59 « 4580

ﬁ % }\ H

Consigner
W 5%

Comsignee
i % FRid B 5 -

Commodity Mark & No.

TR K /A

Quantity/Weight

Declared

0

RESULTS OF INSPECTION:

FAER 5L -
Chief Inspector
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FEARRKE R A

The Weople’s Snsurance Compang of China

BN RTAT — WA 2
Head Office: BEWING Established in 1949

iy 7 4T W) 02 AR R
MARINE CARGO TRANSPORTATION INSURANCE POLICY
LT
Invoice No. Policy No.

o R B T LA B AR 2 7)) ARG
CLL TR A B I A 0 SRR o b A A 1 A< 2 1
S PRI AR B

‘This policy of Insurance witnesses that the People’s Insurance Company of China (hereinafter called “The Company™). at the request of

(hereinafter called the “Insured”) and in consideration of the agreed premium being paid to the company by the Insured. undertakes to insure the under-

mentioned goads in transportation subject to the conditions of this policy as per the Clauses printed overleaf and other special Clauses attached hereon.

LI o R B 8% M 1 "B & #
Marks & Nos. Quantity Description of Goods Amount Insured
it B & #.

Total Amount Insured

"o % % ERT R

JT RS o i AR« A2 T SEAC R 0 B Ay § Mo
PIRG4S AP Gl 400 A I T BV A 2 R R SRR M) .
Claims. if any. payable on surrender of this Policy together with other relevant documents. In the event of accident whereby loss or damage may

result in a claim under this Policy immediate notice applying for survey must be given to the Company’s Agent as mentioned hereunder:

BoEoOA R R A A
THE PEOPLE'S INSURANCE CO. OF CHINA
B 2
Claim payable at _
F A | il Hi
Adds of Issuing Office Date

el
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COPY

1. Goods consigned from (Exporter’s business name. | Reference No.

address. country)

GENERALIZED SYSTEM OF PREFERENCES
CERTIFICATE OF ORIGIN
(Combined declaration and certificate)
FORM A

2. Goods consigned to (Consignee’s name. address, issued in THE PEOPLE’S REPUBLIC OF CHINA

country) (country)

See Notes overleaf
3. Means of transport and route (as far as known) 4. For official use
5. Item 6. Marks and 7. Number and kind of packages: de- | 8. Origin cri- | 9. Gross 10. Number
number numbers of packa- | scription of goods terion  ( See | weight or and date of in-
ges Notes overleaf) | other quan- | voices

tity

11. Certification
It is hereby certified. on the basis of control car-
ried out. that the declaration by the exporter is
correct.

Place and date.
thority

gnature and stamp of Certifying au-

12. Declaration by the exporter
The undersigned hereby declares that the above details
and statements are correct: that all the goods were pro-
duced in
(country)

and that they comply with the origin requirements spec-
ified for those goods in the Generalized System of Pref-
erences for goods exported to

d signatory
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Shipper : TONG YANG CONFECTIONARRY CORP
CTC: JACKY YANG
Tel. 8622 710 6225
Fax. 8622 715 8280
Cnee: Afifudeen Trading Est
New Industrial Area
Khartoum, Sudan
Tel: 249 1146 5354

Comm: Chewing Gum
Vol 2x%20" Cont
POL: Xingang, However pls double check.

Final destinaton: DUBA |
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FROM; SHANGHAI CHINA

TO: ATLANTA USA MODE: | SENR

carrer. SUN LAUREL V112
B/L OR AWB NO. 960 1FSHAQD102

DESCRIPTION

CNEE: CATO

PO# . 98159/60/61/62

85CTN/2,090. 2KGS/8.9CBM

CHARGEABLE MEASUREMENT; 2,0902/167=
12.52CBMS

CFs-CY

SHANGHAI HANDLING CHARGE :

@HKD75 X 12.52 = HKD938.71

TOTOAL: EXCHANGE FOR (TUSED=7.73HKD=9. 32RVB)
SAY RVB ONE THOUSAND AND TEN AND 5 CENTS ONLY

AMOUNT

HKD 938.71

RMB 1,010.05

PLEASE REMIT TO:

STANDARD CHARTERED BANK MONGKOK BRANCH
630 — 636 NATHAN ROAD, HONGKONG

A/C NO. 0035700009876 -3

AIRSEA LOGISTICS SERVICES LTD

TEL: 385 1445 FAX: 385 6556
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Questions concerning this invoice MAKE ALL CHECKS PAYABLE TO:
Call. John Smana Sealink Express Services
901 345 5221 P.0.Box 23015
Memphis, TN
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INVOICE NO. SHAQ00150
INVOICE DATE JAN16,2002
YOUR REFERENCE NO.
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PLEASE REMIT TO.

RECEIVIGN BANK: NATIONAL CITY BANK OF MINNEAPOLIS, MINNESOTA

ROUTING# ABAZ# 091001157
BENEFICIARY : K&K EXPRESS
ACCOUNT % . 0001630601

TO FURTHER CREDIT :
K&K AIR EXPRESS,INC
7550 24TH AVE S., SUITE 170
New York. NC 20001
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Sealink Express Services INVOICE NO SEA 4002
P.O.Box 23015 INVOICE DATE 04/18/02
Memphis, TN 38120 OUR ORDER NO

CUSTOMER ORDER NO

Phone. 901 345 6227 TERMS PREPAID

Fax. 901 345 2335

e-mail: jsamana@ses. com SHIPPED VIA DOPHINE LINE
SOLD TO. SHIPPED TO.

LUYON CORPORATION To Order

3820 Del Blvd

Torrance ,CA 90253

QUANTITY UNIT DESCRIPTION UNIT PRICE AMOUNT
""""" 3 200comt. fasteners  $2,053.00  $6,159.00

1 SES handling fee $125.00 $125.00

1 courier documents $66.00 $66.00

TOTAL $6,350.00
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K&K HABWz= SES HAMBZ  AMOUNT CREDIT  AMIOUNT DEBIT

508271 166.54USD 0.00UsSD
NO INVOICE ISSUED

TOTALS 166.54USD 0.00

BALANCE DUE K&K AIR EXPRESS
166.54USD
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Sealink Express Services Huafen Logistics Co. Ltd (Air Branch)

Signed by: Signed by
Title: Title:
Date - Date -





OEBPS/Image00052.jpg
Swissalr Cargo ‘The Agent
Signature Signature
Date Date
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AEM To. WCW/JJS/SZW/MOP
04,/08,/2003 07 :21PM Subject: Re: Sales Proposal
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(SINGED) (SIGNED
name and title name and title

(DATED) (DATED)

For: SEA EAGLE LOGISTICS For:
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CUSTOMER: FGV America
2015 INNF ROAD
COLUMBUS, OH 42112 - 4568
TEL: 614 523 1230
FAX: 614 5213 1231
CONTACT. GEARGE H BUSH
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Maple Freight Systems C/O Secure Cargo Ltd
Tel. 604 828 5212 Fax. 604 213 5689
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ATTN: Ms Diana Ye
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FM. Richard LIN
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OEBPS/Image00098.jpg
5 P N HERRHUS
% %ﬁ i Container No. Type of Container: 20 40
CONTAINER LOAD PLAN L wHRE  FC
Seal No. Reefer. temp. Required
. [i &N ZEBEHLAT
. =
i 4 B W | e of Receipt % 1 i 0 it Place of Delivery
Ocean Vessel Voy. - " . i : s . -
No o % O b o '] Port of Loading Port of Discharging O- i O uh O il
. CY CFs Door Y CFs Door
N . SYSEIE LB 5 INTISVYiE 9]
WOk | RES L RRA 2 A oA | msmue | TRXOERR % & BRI | RO
Owner B/L No. Shipper Consignee  Notify | Marks & Numbers of Pkgs. Description of Goods Weight kg. Cu. M
B %
% Total Number of Packages
@ bt S
Total Weight & Measurement
fee B W) | ORI Ly 4 H 1Y Date of vannin, W E
2 6 b | New Seal No. ! Reason for SR aty e Tare Weight
H RN 1 breaking seat (IL #U I % Place & Country)
In case of dan- ”
. . E2N
gerous goods. | iy 4 A i 35 % W Packed by: 5 i
please enter | Export Received by Drayman Received by CY BAE A (RiE Gross Weight
label clas- Shiver/CES
sification  and ppe
ash - poi Gt N AR T
flash point of | 4 I f 3% 9 % e " AR A7
thegoods: Import Received by Drayman Received by CFS (%% Signed 1, SHIFPER,CFS
L L ¥ = W =R R






OEBPS/Image00019.jpg
TN(
MPF(
w/h(

)
)

CIF(
HMIF(
Ctn{

)
)
)

THC(
CBM(
shpt(

)
)

CFS(
Min(





OEBPS/Image00097.jpg
v

Bt
Yyl A

RES

Shipper (RN
Consignee [{'$:IN]
Notify Party GAIA)

Received by the Carrier the Total number of
containers or other packages or units stated
below to be transported subject to the terms

Pre carriage by (NIBSZEH)

Place of Receipt (HCH45)

and conditions of the Carrier’s regular form
of Bill of Lading ( for Combined Transport or

Ocean vessel (fi47)

Voy. No. (fiiik)

Port of Loading C1£ils)

port to Port Shipment) which shall be
deemed to be incorporated herein.

Date  (EOD:
i
Port of Discharge (Iils) Place of Delivery (14,5 ! Final Destination for Merchant's Referencs
U
Container No. : | No. of contain- | Kind op Packages: De-|  Gross Weight Measurement
S GEEES) : iers or Pkgs. ! scription of Goods : Eii (T30 IRAG LK)
> Marks&Nos. | CREGRIFEO | EEESERZ)
= RCTEE I :
3 i :
2 | : : ;
E ; y : :
] ; : / ;
= : ; ] ;
L TOTAL NUMBER OF CONTAINERS | :
OR PACKAGES (IN WORDS) ! ]
LERMBEIPR AT RS '
Container No. (}%)  Seal No. (Bi6%5)  Pkgs. (fF¥0  Container No. (J%)  Seal No. (B&%5)  Pkes. (%0
Received (S0 By Terminal clerk G731 %5
Prepaid at (Fiifsf i) Payable at (F{:bd) Place of Issue (%4 H145)
FREIGHT
& Total Prepaid (Hif} 480 | No. of Original B(s)/L | BOOKING
CHARGES GEASERN O APPROVED BY (ITHI#A)

Service Type on Receiving

Service Type on Delivery

Reeter Temperuture Required. (% 4 %
[-CY, [-CFS, [-DOOR [-CY. [-CFS, [1-DOOR 1) 4
TypE | L] Oxdinary. ] Recfer. [ Dangerous. (] Auto. o | s
oF Q) i kel BRED | | prpeny,
GOODS | 7 Liquid. [ Live Animal. (] Bulk O i, | IMDG Code Page:
G [E 13 i) (s UN NO.






OEBPS/Image00016.jpg
Air Freight Handling Fee

$22.50

Pick-up in Miami to Airport

$.35/kg

Airport Transit

$.10/kg

Documentation

$45.00/B/L






OEBPS/Image00100.jpg
FESMERERR LiBH AR
CHINA OCEAN SHIPPING AGENCY SHANGHAI BRANCH

R’ &
No. 0043601
DELIVERY ORDER
. WX 55 3
WA
IR C I T T 38 AT  HET AP
A ik | wisit Hii
B Zehtak [ siftivian
Wi HisA 7 H Rk
i S et | % | mioe | kB
AR
o AR L 47
C | H
FUIR 5k Ko RORE RS 1 ALY B BB B
Hese A 5 e

o

a
&






OEBPS/Image00017.jpg
Logis Tank Transport Co. , Ltd
Shanghai Rep. Office

1901 Binkang Mansion
890 Pu Cheng Road
Shanghai 200122

Tel: 86 21 50813301
Fax: 86 21 50813302

www. logistank. com
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From: Qingdao Dalian Xingang Nanjing Ningbo
To. Genoa Valencia Fos Larnaca Beirut Istanbul
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LCL Charges

Emergency Bunker Fuel Adjustment $2.00/CBM
Consolidation Fee $2.50/CBM
Inbound Service Charge $20.00
Warehouse Charges( if applicable in MIA) $.05/Ib

Air Freight Charges

Air Freight Fuel Surcharge $.15/kg
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Origin Destination LCL Transit Time
Shanghai Miami, FL CFS $110/CBM 24 days
Shanghai Guatemala, CFS $170/CBM 45 days
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Miami, CFS

Guatemala Airport
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2~3 days






