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. CIF |cost, Insurance, and Freight (named port of 6. Open accounts RS N

destination)

. DDP |Delivered Duty Paid 7. Cash-in-advance | g IR &

. BEXW | Ex Works 8. Documentary BH T

collections

. FAS | Free Alongside Ship (named port of destination) | 9. Letters of (B

credit

. FOB | Free on Board (named port of destination) 10. On consignment | # &/ £33 &
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. Reading Comprehension: If the statement is true to the text, mark “T” or otherwise, “F” (60 4 )

( F ) When responding to an order letter, you should reply as late as possible.

( T ) When you need to reject an order. You should explain the reason and suggest an alternative.

( T ) A payment letter 1s used to help customers familiar with payment terms.

( T ) Some customers overlook the date or terms of payment and should be notified of the amount outstanding by
reminder.

F ) If your long-term business partner pays late for the first time, you should send a serious reminder.

T ) A positive mindset and good manners often contribute to successful communication.

T ) It 1s critical to comply with the company’s code of conduct and be careful with making a formal apology.
F) If the complaint 1s involved in legal terms and conditions, youmay transfer the 1ssue to amarketing consultant.
F ) When replying to a general complaint, i1t i1s the first step not to show empathy.
. (T) Before the negotiation, you should write down what 1s your best alternative, possible trade-offs, acceptable
price, as well as the walk-away point.
. ( F ) A quotation 1s not a formal statement listing the estimated cost of the product or service you provide.
( F ) Providing incorrect quotes may not cause misunderstanding and confusion.
( T ) Mentioning of the validity period of the offer, terms of payment, possible discounts, and delivery terms
should be including in a letter of quotation .

( T ) If you cannot fulfill a request, you should try to help in other ways.

( T ) Delaying a response may jeopardize your business opportunities, especially if 1t is an initial contact.
( F ) When responding to the inquiries, you do not pay attention to the tone and manner.
( F ) When requesting a favor or information, it 1s ok to be bossy.

( T ) Use an endorsement, recommendation, or testimony from a third party, such as a research institution,
government, or previous customer can add credits to your product.

19. ( T ) Most people pay attention to what is relevant to them.
20. ( T ) In general, all sellers want to receive payment as early as possible.

ITI. Match the terminology in the Letter of Credit with the correct explanation. (10 4)

1. ( J ) Credit No. A. Applicant of the letter of credit

2. ( D) Drawer B. One kind of accompanied document with L/C, regarding
3. ( B ) Packing List packing information

4. ( C ) Commercial Invoice C. One kind of accompanied document with L/C, regarding
5. ( A/E) Drawee a bill for the purchased goods

6. ( F) Covering D. Indicating the seller or exporter

7. ( G ) Prices Terms E. Indicating the buyer or importer

8. (I ) Negotiating Bank F. The content of the goods

9. ( D) Beneficiary G. Payment terms

10. ( H ) Issuing Bank H. The bank that creates or issues the letter of credit

at the applicant’s request.
I. The bank that works with the beneficiary

J. The document number
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IV. Select the best word to complete the following letter. (10 4 )

Dear Ms. Huang:

an order for 100 (2) of ARTs Fun!

Following up our discussions on July 5, we are pleased to (1)
book, written by Judy Wong on the following terms and conditions.
-The cost of each will be US$25 (inclusive of al taxes).
-3 terms will be a post-dated cash for advance with order. This check will be cleared
on the day of the delivery.
_The order shall arrive within two weeks.

If the order 1s not (4) as per the above terms and conditions, the order stands cancelled. Please
find the (5) check number A-12. Hoping to have a long-term business relationship with you.

Best regards,
John

) (a) place (b) provide ( ¢) send (d) make

) (a) books (b) numbers ( ¢) copies (d) pieces

) (a) Shipping (b) Contract ( ¢) Payment (d) Quantity

) (a) arrived (b) fulfilled ( ¢) posted (d) placed

) (a) delivered (b) attaching ( ¢) sending (d) enclosed
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