
                                                                     Syllabus 2016-2019 BATCH 

 

Bachelor of Commerce (Computer Applications) (2017-18) Karpagam University  

 

    KARPAGAM ACADEMY OF HIGHER EDUCATION 
(Deemed to be University) 

(Established Under Section 3 of UGC Act 1956) 

Coimbatore - 641021. 

 DEPARTMENT OF COMMERCE 

__________________________________________________________________________________________________________________________________________________________________________  

SSuubbjjeecctt      ::IInntteerrnnaattiioonnaall    BBuussiinneessss  ((PPrraaccttiiccaall))  
  

SSeemmeesstteerr    ::  VVII  
  

SSuubbjjeecctt  CCooddee    ::  1166CCCCUU661111BB                                                                                                                        CCLLAASSSS  ::  IIIIII  BB..CCOOMM  ((CCAA))  
__________________________________________________________________________________________________________________________________________________________________________

SCOPE:  

To learn about different types of documents used in Foreign trade (import and export), which 

documents are usually required by customs, the requirements for various documents and how to 

fill in these documents correctly. 

OBJECTIVES: 

            To analyze the various types of documents required for International Trade  

To learn the functions export documents 

To learn the different types of documents of origin that evidence the origin of products. 

To analyze the various commercial and administrative documents. 

To examine other documents that may be required in International business transactions. 

List of Practical 

1. How to prepare the following documents 

a. Documents of origin  

b. Certificate of origin 

2. How to fill up the following documents 

a. Commercial documents  

b. Proforma Invoice 

c. Invoice,  

d. Packing List/Packing specialization 

3. How to prepare Transport documents. 

a. Shipping Bill 

b. ARE 1 
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c. Master’s Receipt 

d. Bill of Lading 

e. Airway Bill 

4. Explain the Administrative documents. 

 

5. Discuss in group the other documents required for import and export. 

6. Prepare the procedure for  

   - Documents needed for export to Brazil. 

7. Prepare the Documentation for export of fish to Angola 

 

Note: Record note to be submitted and Viva-voce will be conducted. 

Suggested Readings:  

Text Book  

1. Subba Rao,( 2008)  International Business. New Delhi, Himalaya Publishing House.  

Reference Books: 

1.  Charles W.L. Hill and Arun Kumar Jain. (2008). International Business. New Delhi, McGraw 

Hill. 

2.Daniels John, D. Lee H. Radenbaugh and David P. Sullivan. International Business [15th 

Edition]. New Delhi, Pearson Education,    

3. Johnson, Derbe, Colin Turner(2015). International Business - Themes & Issues in the Modern 

Global  Economy. [2nd Edition] London: Roultedge 

4. Cherunilam, Francis. International Business: Text and Cases [ 5th Edition]. New Delhi, PHI  

5. Michael R. Czinkota. et al. International Business [9th Edition].  Fortforth, The Dryden Press 

7. Bennett, Roger (2003).  International Business. New Delhi, Pearson Education 

7. Peng and Srivastav (2011).  Global Business. New  Delhi,Cengage Learning 

         8. SumatiVarma, International Business [2nd Edition] New Delhi, Pearson Education  

  

  

 

  



 

 

 

CERTIFICATE OF ORIGIN 

AIM 

Write a program to prepare certificate of origin 

ALGORITHM 

Step 1: Write exporters business name, address, country in goods consigned from 

Step 2: Write importes business name, address, country in goods consigned to 

Step 3: Write notify party name and address 

Step 4: Fill the details of transport and route 

Step 5: Write item number, number of packages and description of goods. 

Step 6: Fill the details of gross weight 

Step 7: Fill the details of date and invoice 

Step 8: Write certificate of origin number 

Step 9: Fill the details of declaration given by exporter 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 

 

 

 

 

 

 



DOCUMENT OF ORIGIN 

AIM 

Write a program to prepare Document of origin 

ALGORITHM 

Step 1: Write exporters business name, address, country in goods consigned from 

Step 2: Write importers business name, address, country in goods consigned to 

Step 3: Write notify party name and address 

Step 4: Fill the details of transport and route 

Step 5: write item number, number of packages and description of goods. 

Step 6: fill the details of gross weight 

Step 7: fill the details of date and invoice 

Step 8: write certificate of origin number 

Step 9: fill the details of declaration given by exporter 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 

 

 

 

 

 

 

 



COMMERCIAL INVOICE 

AIM 

To prepare a commercial invoice statement for export order 

 

ALGORITHM 

Step 1: Write exporters name and address with identification number 

Step 2: Write the details of ship consigning including company name and address  

             with tax identification number 

Step 3: Write the date of export 

Step 4: Write the order number and commercial invoice number 

Step 5: Fill the details of consignee phone number 

Step 6: Write the details of origination state and exporters contact name. 

Step 7: Write the details of unit value, total value and total weight. 

Step 8: fill the details of proforma invoice number and customer account number 

Step 9: Write the details of harmonized code. 

Step 10: write the details of shipment term and write the details of description. 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 



PROFORMA INVOICE 

AIM 

To prepare a proforma invoice 

 

ALGORITHM 

Step 1: Write the details of name and address of seller with tax identification number 

Step 2: Write the details of name and address of buyer with tax identification number 

Step 3: Fill the details of date of enquiry and buyer reference number 

Step 4: Write the details of commercial and proforma invoice number 

Step 5: Write the required product details with description and quantity 

Step 6: Fill the details of price of items and trade discount details. 

Step 7: write the details of weight and size of packages. 

Step 8: write the details of insurance cost and shipping code. 

Step 9: write the details about delivery point 

Step 10: fill the details of product ID, unit price and total price 

Step 11: erite the details of description and country of origin and authorized signatory. 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 



INVOICE 

AIM 

Preparation of Invoice 

ALGORITHM 

Step 1: Write the details of name and address of company with phone number and Zip  

            code. 

Step 2:  Write the details of invoice number and customer ID  

Step 3: Write the details of date of invoice and number of days 

Step 4: Write the details of bill to (company name and address with phone number  

             and zip code. 

Step 5: Write the details of ship to (company name and address with phone number  

             and zip code. 

Step 6: write the details of description with quantity, unit price and total value. 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 



PROFORMA INVOICE 

AIM 

To prepare packing list for import and export 

 

ALGORITHM 

Step 1: Write the details of name and address of company 

Step 2:  Write the details of order number and order name 

Step 3: Fill the details ship to (name and address) 

Step 4: write the details about shipped by name and address with final draft) 

Step 5: to write the details of invoice number with date. 

Step 6: write the details of number of items shipped. 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 



SHIPPING BILL 

AIM 

To prepare Shipping bill 

 

ALGORITHM 

Step 1:  Create a document with company name with address, contact number and  

              other detail. 

Step 2:  Write the invoice number and date of invoice 

Step 3: Write the name and address of the exporters with zip code. 

Step 4: Write the name of the exporting country 

Step 5: Write the name of bill of lading number, voyage and port of lading details. 

Step 6: Fill the details of destination and number of packages. 

Step 7: Write a gross and net package of the product 

Step 8: Fill the details of destination and number of packages. 

Step 8: Write the description with quantity, unit price and total value of the exporting  

             product. 

Step 9: Write the total value with service tax. 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 



MASTERS RECEIPT 

AIM 

Preparation of master’s receipt 

 

ALGORITHM 

Step 1: Write the details of name and address of company with phone number and Zip  

            code. 

Step 2:  Write the details of receipt number and customer ID  

Step 3:  Write the details of date of receipt 

Step 4: Write the details of bill to (company name and address with phone number  

             and zip code. 

Step 5: Write the details of ship to (company name and address with phone number  

             and zip code. 

Step 6: write the details of description with quantity, unit price and total value. 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 



BILL OF LADING 

AIM 

Preparation of Bill of Lading document 

ALGORITHM 

Step 1: Write the name and address of shipper 

Step 2:  Write the details of consignee 

Step 3:  Write the details of  routing and carrier 

Step 4: Fill the details of customer goods with description 

Step 5: Write the details of quantity, rate , weight and total amount. 

Step 6: Fill the reference number 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 



AIRWAY BILL 

AIM 

Preparation Airway Bill 

 

ALGORITHM 

Step 1:  Fill the details of name and address of shipper. 

Step 2:  Write the consignees name and address. 

Step 3:  Write the issuing carrriers agent name and address. 

Step 4:Fill the details of airport IATA Code with Account number 

Step 5:  Fill the details of airport departure and routing  

Step 6: Goods details and gross weight, net weight, rate. 

Step 7: Fill the details of air consignment note. 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 

 



 

 

 

PREPARATION OF ADMINISTRATIVE DOCUMENTS 
 

The administrative document is a form Search for available translations of the preceding link used for 

customs declarations in the EU, Switzerland, Norway, Iceland, Turkey, Macedonia and Serbia. It is 

composed of a set of eight copies each with a different function. Using one single document reduces the 

administrative burden and increases the standardization and harmonization of data collected on trade. 

 Proforma invoice 

 Commercial invoice 

 Freight invoice 

 Weight note 

 Packing list 

 Manufacturer's analysis certificate 

 Certificate of inspection 

 Certificate of Origin 

 Radiation Certificate 

 Consular invoice 



Documents required for import and export 

Commercial Documents 

Quotation 

An offer to sell goods and should state clearly the price, details of quality, quantity, trade terms, 

delivery terms and payment terms. 

Prepared by: exporter 

Sales Contract 

An agreement between the buyer and the seller stipulating every detail of the transaction. Since 

this is a legally binding document, it is therefore advisable to seek legal advice before signing the 

contract. 

Inspection Certificate 

A report issued by an independent surveyor (inspection company) or the exporter on the 

specifications of the shipment, including quality, quantity, and / or price, required by certain 

buyers and countries. 

Prepared by: inspection company or exporter 

Insurance Policy 

An insurance document, with full details of the insurance coverage, evidencing insurance has 

been taken out on the goods shipped. 

Prepared by: insurer or insurance agent or insurance broker 

Insurance Certificate 

This certifies that the shipment has been insured under a given open policy and is to cover loss of 

or damage to the cargo while in transit. 

Prepared by: insurer or insurance agent or insurance broker 

Product Testing Certificate 

This certifies the products are conformed to a certain international / national technical standard, 

such as product quality, safety and specifications. 

Prepared by: accredited laboratories 

Health Certificate 

Document issued by the competent country when agricultural or food products are being 

exported, to certify that they comply with the relevant legislation in the exporter's country and 

were in good condition at time of inspection, prior to shipment and fit for human consumption. 



 

Transport Documents 

Shipping Order S/O 

A document with details of the cargo and the shipper's requirements, and is the basic document 

for preparing other transport documents such as bill of lading, air waybill, etc. 

Prepared by: shipper / transport companies 

Bill of Lading (B/L) 

An evidence of contract between the shipper of the goods and the carrier. The customer usually 

needs the original as proof of ownership to take possession of the goods. There are two types: a 

STRAIGHT bill of lading is non-negotiable and a negotiable or shipper's ORDER bill of lading 

(also a title document) which can be bought, sold or traded while goods are in transit and is used 

for many types of financing transactions. 

Prepared by: shipping company 

Sea Waybill 

A receipt for cargo which incorporates the contract of carriage between the shipper and the 

carrier but is non-negotiable and is therefore not a title document. 

Prepared by: shipping company 

Air Waybill (AWB) 

A kind of waybill used for the carriage of goods by air. This serves as a receipt of goods for 

delivery and states the condition of carriage but is not a title document or transferable / 

negotiable instrument. 

Prepared by: airline 

Packing List (sometimes as packing note) 

A list providing information needed for transportation purpose, such as details of invoice, buyer, 

consignee, country of origin, vessel / flight date, port / airport of loading, port / airport of 

discharge, place of delivery, shipping marks / container number, weight / volume of merchandise 

and the fullest details of the goods, including packing information. 

Prepared by: shipper 

  

 

 



Financial Documents 

Documentary Credit D/C 

A bank instrument (issuing or opening bank), at the request of the buyer, evidencing the bank's 

undertaking to the seller to pay a certain sum of money provided that specific requirements set 

out in the D/C are satisfied. 

Prepared by: the issuing bank upon an application made by the importer 

Bill of Exchange (B/E) or Draft 

An unconditional written order, in which the importer addressed to and required by the exporter 

to pay on demand or at a future date a certain amount of money to the order of a person or 

bearer. 

Promissory Note 

A financial instrument that is negotiable evidencing the obligations of the foreign buyer to pay to 

the bearer.  

Government Documents 

Certificate of Origin (CO) 

This certifies the place of manufacture of the exported goods to meet the requirements of the 

importing authorities.     

Landing Certificate 

A document issued by the government of country of destination, certifying a specific commodity 

has been arrived in the designated country. In Hong Kong, it is issued by the Census and 

Statistics Department. Application requirements include letter stating the reason for the 

application, import declaration & receipt; bill of lading, sea waybill & land manifest; supplier's 

invoice; and packing list (if any). 

Prepared by: Census and Statistics Department 

Customs Invoice 

A document specified by the customs authorities of the importing countries stating the selling 

price, costs for freight, insurance, packing and payment terms, etc, for the purpose of 

determining the customs value. 

 

 



Documentation in Brazil for Export 

 
1. Verify that the product can legally be exported to Brazil 

2. Before shipment, a proforma invoice must be sent to the Brazilian importer 

3. The Brazilian importer have to request a Import License (LI) from Integrated Foreign Trade System  

4. The exporter must send the Brazilian importer all necessary document following embarkation. This 

include: 

 Shipping information 

 Commercial invoice 

 Certificate of origin 

 Other certificates if required 

 The Import Duty and the Tax on Industrial Products (IPI) will have to be paid. 

 When goods arrive to Brazil the importer must prepare the Import Declaration (DI). 

 All documents including the Import Declaration, a receipt generated by 

the Siscomex and ICMS payment receipt (or waiver) must be presented to the Secretariat of Federal 

revenue (SRF). 

  

 



 

DOCUMENT FOR EXPORT 

AIM 

To prepare the document for export of fish to Angola 

 

ALGORITHM 

Step 1:  Create a document with company name with address, contact number and  

              other detail. 

Step 2:  Write the invoice number and date of invoice 

Step 3:  Write the name and address of the exporters with zip code. 

Step 4: Write the name of the exporting country 

Step 5: Write the name of bill of lading number, voyage and port of lading details. 

Step 6: Fill the details of destination and number of packages. 

Step 7: Write a gross and net package of the product 

Step 8: Fill the details of destination and number of packages. 

Step 8: Write the description with quantity, unit price and total value of the exporting  

             product. 

Step 9: Write the total value with service tax. 

 

 

 

 

 

 

 

 

RESULT 

 The above program has been executed successfully 
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