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Topics:

« Presentation of the business letter
- Structure of the business letters
- Content and style
- Order and sequence
- Enclosures
« Sales letters
- Announcing a new product
- Selling existing product
- Brochure and catalog cover letters
» Enquiries
- Making enquiries
- Asking for price list, catalog, etc
- Suggesting terms, methods of payment, and discount
- Request for general information
« Replies and quotation
- Replying to an enquiry
- Opening
- Confirming that you can help
- Preparing a quotation
« Orders and order execution
- Placing an order
- Delays in delivery
- Refusing an order
- Acknowledging an order
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Topics:

« Preparing a Proforma Invoice
- Specification of a P/I
« Terms of payment
- Statement of accounts
- Advice of payment
- Delayed payment
- Asking for more time to pay
« International banking
- Letter of credit
- Bills of exchange
- The stages in documentary credit transaction types of L/C’s
- Shipping documents
« Complaint and adjustments
- The language of complaint
- Explaining the problem
- Asking for time to investigate the complaint
- Suggesting a solution

« Agents and agencies
- Types of agency
- Finding an agent
- Asking for an agency
- Convincing the manufacturer
- The agency’s contract
« Transportation and Shipping
- Road, rail, and air transport
- Shipping
- Shipping documentation
- Bill of lading
- Container services
- Documentation
For exporting goods
For importing goods
« Insurance letters
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Getting Started in Export & Export planning for SMEs

Slyote slafibasgys sla)lS ol 5 Sl jolo yal 4 bas po Blas b awgia § S8 slo o8 0 colis g alT:dun

bsgle 9 SzsS sl 25,8 JLlid)5 5 olnae il

Topics:

« What is exporting?
- Structure of “IRAN-EXPORT *“
- Assessing your Company export potential
- Assessing export markets for SME’s
- Criteria for Selection of a Market
- CASE STIDY : Market Selection

o Product Improvement
- Quality control
- The need for standardization
- Product design and adaptation
- Packaging and sales promotion

« Costing and Pricing
- Pricing policy
- What are your costs?
- Break —even price

« INCOTERMS 2000
- Terms of Delivery
- Risks & Costs of Buyers & Sellers
-Case study: Quoting Prices with different delivery terms
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Topics:

« Marketing Channels
-Direct and indirect customers
-Marketing Channels for SME’s

« Marketing Communications
-The marketing communication mix
-Communications techniques
-Trade fairs and exhibitions

« Export Marketing Plan
-Developing an export strategy for SME’s
-Why should there be an export marketing plan?
~Outline for an export and marketing plan for SME’s
-Organizing for Export

» Work book : must be completed and submitted by the
Participants in the class
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Topics:

« Different Terms/Definition of contract, MOU, LOI, PACT, Agreement,

« The Characters of a Good Contract?

« What are the Elements in contract law?

« General Contents of an international Commercial Contract , The overview of
Each Article in the Contract

 Samples of:
- A Short “‘M.O.U”"
- A Short Agreement
- A Sample of a “Sales Contract”
- A Sample of “ Purchase Contract”
- An International “AGENCY Contract”
- An International “Sales & Distribution Contract”
- What is “FIDIC “?
-A glance at “E.P.C.” Contracts.

Work book : must be completed and submitted by the
Participants in the class.
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