
Overview of Export-Import Communications

Purpose of Export-Import Communication:

• Efficient communication is essential for smooth international trade transactions.

• Key correspondences help manage agreements, documentation, payment terms, 
and risk mitigation strategies.

• Proper communication ensures compliance with international laws, reduces 
misunderstandings, and strengthens business relationships.

Areas of Focus:

• Offer and Acceptance with Overseas Buyers/Sellers

• Letters of Credit (L/C)

• Cargo Insurance & Claims with ECGC

• Bank Correspondences

• Clearing and Forwarding Agents



Offer and Acceptance in Export-Import 
Transactions

Offer and Acceptance:

•The first step in any trade transaction, where one party 
(the exporter or importer) makes an offer and the other 
party agrees to the terms.

•Offer: Should clearly state the price, delivery terms, 
quantity, and specifications of goods.

•Example: “We offer to supply 10,000 units of ABC 
product at $5 per unit, FOB Mumbai.”

•Acceptance: The buyer/seller accepts the terms as 
outlined in the offer, confirming the terms and 
conditions.

•Example: “We accept your offer to supply 10,000 units 
of ABC product at the stated price and delivery terms.”

Importance of Clarity: Clear and 
unambiguous communication in offers and 

acceptances ensures both parties are on the 
same page, reducing the risk of disputes.



Correspondences Regarding Letters of Credit (L/C)

Letter of Credit (L/C):

• A Letter of Credit is a financial document provided by the buyer’s bank to 
ensure payment to the seller upon fulfillment of terms.

• L/C Application:

• Buyer’s Request: "We request you to issue a Letter of Credit in favor of 
[Exporter's Name] for the amount of $50,000 to cover our order."

• Seller’s Response: "We acknowledge receipt of your L/C and are preparing 
the necessary documents for shipment."

• L/C Terms:

• Should detail the amount, payment terms, expiration date, and conditions 
under which payment will be made.

• Common Issues: Incorrect or incomplete documentation can lead to delays in 
payment or disputes.



Cargo Insurance 
in Export-Import 
Communication

•Cargo insurance protects the goods during international transit, covering risks such as 
theft, damage, or loss.

•Correspondence Example:

•Exporter’s Request for Insurance: "We request cargo insurance coverage for the 
shipment of 1,000 units of electronics, valued at $20,000, from Mumbai to New York."

• Insurance Provider’s Response: "We have issued cargo insurance coverage for your 
shipment under policy number 12345, covering damage, theft, and loss during transit."

• Importance: Ensures risk management and provides peace of mind to both the exporter 
and importer.

Cargo Insurance:



Claims with ECGC (Export Credit Guarantee Corporation)

ECGC Overview:

• ECGC offers credit risk insurance to protect exporters against the risk of non-payment by 
overseas buyers.

• Types of Claims:

• Political Risk Claims: Arises when payment is blocked due to government restrictions.

• Commercial Risk Claims: Arises when a buyer defaults on payment due to insolvency or 
other commercial reasons.

• Claim Correspondence Example:

• Exporter’s Request to ECGC: "We are claiming a payment under the ECGC policy due to 
non-payment by our buyer in XYZ country."

• ECGC Response: "We have received your claim request and will process it after 
reviewing the relevant documentation."

• Importance: Helps mitigate financial losses in case of buyer default, especially in high-risk 
markets.



Correspondences with Bankers Regarding 
Status Enquiries

Bank Status Enquiries:

• Ensuring that financial transactions and documents are 
processed correctly is crucial in international trade.

• Common Enquiries:

• Regarding L/C Status: "Could you kindly provide an 
update on the status of the Letter of Credit issued in favor 
of [Exporter's Name]?"

• Document Collection: "Please confirm if the necessary 
shipping documents for the payment have been collected 
and are in order."

• Bank’s Response Example:

• "We confirm that the L/C has been issued and the 
shipping documents have been collected. Payment will be 
processed upon presentation of the correct documents."



Collecting 
Documents 
in Export-

Import 
Transactions

Document Collection Process:

• The exporter needs to ensure that all required 
documents (invoice, bill of lading, certificate of 
origin, etc.) are collected and submitted to the 
bank for processing.

• Correspondence Example:

• Exporter’s Request to Bank: "Please confirm if 
all documents related to the shipment of 
goods to [Country] have been collected and 
are ready for submission to the buyer’s bank."

• Bank’s Response: "We have received the 
required documents and will proceed with the 
collection process."

• Importance of Accurate Documentation:
Incorrect or missing documents can delay 
payments and lead to disputes.



Shipping and Retirement of Bills Shipping Documentation:

Shipping documents include the 
bill of lading, commercial invoice, 

packing list, and certificate of 
origin. These documents are 
crucial for clearing goods and 

claiming payments.

Retirement of Bills:

The process of clearing 
outstanding bills and releasing 
documents to the buyer upon 

payment or acceptance of 
payment terms.

Correspondence Example:

Exporter’s Request: "Please 
advise us once the bills related to 
our shipment have been retired 
and the documents have been 

handed over to the buyer."

Bank’s Confirmation: "We 
confirm that the bills have been 
retired, and the documents are 

now with the buyer."

Importance: Ensures the exporter 
receives payment and the buyer 

receives goods and 
documentation for customs 

clearance.



Correspondence 
with Clearing and 

Forwarding Agents

Clearing and Forwarding Agents:

• These agents handle the logistics of clearing goods through customs 
and forwarding them to the buyer.

• Communication with Agents:

• Exporter’s Instructions: "Please ensure that the shipment of goods 
is cleared through customs and forwarded to the buyer’s address in 
[Destination City]."

• Agent’s Response: "We have cleared the shipment through customs 
and are preparing the documents for delivery to the buyer’s 
location."

• Importance: Timely and efficient communication with agents ensures 
smooth delivery of goods and minimizes delays.


