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Business  documents
Match the abbreviations with their meaning:

B/L



Value Added Tax

COD



For Attention Of

CAD



Cash with Order
HGV



Cost and Freight




D/P



Bill of Landing
EXW



Documents against Payment
CIF



Ex Works
AWB



Cost, Insurance, Freight
F.A.O.



Letter of Credit
IMO



Free On Rail
B/E



Air waybill
L/C



Heavy Goods Vehicle
VAT



Cash against Documents
CWO



International Money Order

C&F



Bill of Exchange

FOR



Letter of Credit

Find the definitions of these documents used in foreign trade:

COMMERCIAL INVOICE, BILL OF LADING, DANGEROUS GOODS DECLARATION, CERTIFICATE OF ORIGIN, PACKING LIST, EXPORT LICENCE, AIR WAYBILL, CONSULAR INVOICE, PRO FORMA INVOICE, CUSTOMS INVOICE

a) A specific document required by customs in some countries, e.g. the USA when importing goods. It includes more details than a commercial invoice.
b) A contract between carrier and shipper which specifies the goods to be shipped and the delivery terms. It is also a receipt of shipment and accompanies the goods to their destination.
c) A document that contains specific information about the goods shipped and the conditions agreed between buyer and seller.

d) A document used in foreign trade which states where the goods were produced. It is often required by customs authorities.
e) A draft invoice which the seller prepares before the actual shipment takes place.

f) A document that specifies the contents of any form of packaging, without indicating the value of the goods shipped.

g) A special kind of invoice required by the importing country. It needs to be approved by an embassy.

h) A contract between airline and shipper. It is a shipping document which states the terms and conditions of carriage and it is also a receipt for the consignment.
i) A document which is granted by a government authority. It states that specific goods can be exported.

j) Certificate prepared by the shipper / consignor which states that hazardous goods are handled according to international shipping regulations.

How to complete business documents 

How to fill in an invoice

Fill in the missing words
PROVIDES, DOCUMENT, LISTS, RECEIVER, SERVICE, PAYMENTS, INVOICE,  AMOUNT, RESPONSIBLE, RECEIVABLE, PAYABLE, ACCOUNTING

An invoice is a ........... issued when a person or company ..........  a product or ......... to someone. For example, if you do work for someone, and you are self-employed, you will give them an ............. . The invoice ........ products or services, quantities, and prices. It states when the ......... of the goods must pay. The receiver may be charged interest for late payments. The invoice should also show the amount of tax paid. 

     Companies generally have an ..........  department with accountants, who are ............ for invoices – the department can be divided into accounts ................... (responsible for paying invoices which have been received), and accounts ..................... (responsible for making out / submitting and sending the invoices for which the company needs to receive payment).

A commercial Invoice usually consists of these parts which must be completed:
1. Shipper / exporter

2. Country of Manufacture

3. Importer

4. The international Air Waybill number 

5. The description of each commodity

The following sentences explain the meaning of commercial invoice parts. Match items 1-5 with their definitions:

a) Write down the name of the importer. If the shipment will be handled by an importer who is not the recipient, add his full name and address 

b) You must indicate the contact name, company name, full address and VAT number
c) Description of goods, reasons for export, serial numbers of goods, country of manufacture

d) Indicate the country in which each of the commodities were produced or manufactured
e) Add the international  Air Waybill number, the main reference for the shipment

How to fill in an Air Waybill 

In an Air Waybill you must complete the following items:

Sender information (name, address, phone number, account number)
Reference (any reference you want to appear on your invoice)
Recipient (name, company name and address, state, VAT number)
Services (if they are available to a destination)
Packaging (type of packaging)
Delivery / handling instructions (in case that the shipment contains dangerous goods you must supply at least one original and one copy of a Shipper´s Declaration for Dangerous Goods form)
Transportation charges (account number )
Duties and Taxes (the shipment can be subject to duties and taxes at destination)

Shipment information (weight – including packaging, country of manufacture
Sender signature

Try to give definitions of the items, use the words in brackets.
Match parts of an invoice with explanations of them:

	Company
	The date of the invoice

	Billing address
	The number of the invoice

	The issue date
	A specific description of what you are charging for

	Payment terms
	Your company´s name, address and contact information

	Tax Registration No
	If you are registered to bill and collect tax

	Invoice No
	How soon expect to be paid. In the CR the due date is more common (the day when the amount should be paid)

	Description of services
	Customer´s address where the bill is sent. If the delivery is sent elsewhere, give also the shipping address.

	The supply date
	The date when the goods or service were provided

	The amount(s) charged
	If it is a foreign money transfer, state also International Bank Account Number (BAN).

	VAT amount
	You must indicate materials which are enclosed

	The total amount owed
	Also called the Balance Due

	Payment information
	Via Bank transfer

	Enclosures
	The amount of money which should be paid


How to fill in Certificate of Origin
Match the parts of Certificate of origin with their definitions:

	Owner / Agent
	Address of shipper

	Name and address of shipper
	Enter the total number of packages, cartons, or containers for the shipment

	Consigned to
	You must enter the Bill of Landing or Air Waybill number

	Marks and numbers
	Indicate the shipping weight, including containers, for each commodity. This weight does not include carrier equipment.

	Number of Packages
	Name of shipper

	Weight
	The consignee is the person or company who receives the goods for end-use or the person or company listed  on the export licence

	Description
	Identify any special marks, codes, numbers that may appear on your package

	Bill of Landing / Air Waybill
No
	You must provide a complete description of each 
commodity being exported. Identify what it is, what it is made of, and what the commodity will be used for


Business correspondence
Check the meaning of the words and fill them in the gaps:

Enclosed, different, fill in, date, filed, closed, private, right-hand, official, addressee, page, greeting. 
The form of business letters is .........  from the form of  ..........  correspondence. Business letters are written on ........... paper with a letterhead, i.e. the full address of the sender printed at the top. The letter itself starts with the address of the ..........., on the left-hand side of the .......... . Below you must ...... .... the numbers or abbreviations under which the copy of the letter has been .......... and the initials of the member of the staff or his typist. The ....... is written on the ......... side of the page.
In a letter to a firm, the formal .............  is “Dear Sirs” in Britain and “Gentlemen” in the USA or Canada. In a business letter to a person whose name you do not know you write “Dear Sir” or “Dear Madam”. After the greeting (a comma is put after it in British letters and a colon in US letters) the letter begins with the initial phrase.

The letter is ................  with “Yours sincerely” in Britain and “Yours truly” in the USA or Canada, a comma comes after these phrases. 

When some material is .............. , this must be indicated. For example, if there are two items, write “2 encls.” or “Enclosures: 2” below and to the left of the signature. 

PARTS OF BUSINESS LETTERS

Starting the letter

*  Thank you for your letter of ...... (date)


asking if / about .......
*  I have received your letter of ...... (date)


concerning .......






in which you asked .......

Explaining the purpose of letter

* We are writing to enquire about / whether ....

* We are writing to ask about / if ....

* I am writing in connection with ......

* I am writing in response to ......

* With reference to ......

* Further to ......

* With regard to .......

The main part 

Requesting

* We would be very grateful if you could ....

* I would be much obliged if you could ....

* We would appreciate if you could ......

* Please could you ....... (informal)

Giving information or replying to a request for information

Positive





Negative

* Please find enclosed 





* We regret to inform you .....

* We are happy to enclose




* We are sorry to tell you....

* We wish to inform you .....

* We are pleased to inform / advise you .......
Thanking

* I am much obliged to you for sending me ....

* I am grateful to you for ...

* We are much obliged to you for ...

* Thank you for ...... (informal)

Apologising

* We were (very / extremely / most) sorry to hear about the problem.

* We regret that this problem has happened.

* We apologise for ......

Finishing the letter

* I look forward to meeting / hearing from you.

* Looking forward to meeting / hearing from you.

* We look forward to receiving the proposal / your order / your reply.

There are various types of business letters. Match the types of them with the Czech translation:

General information




Poptávka

Inquiry




Různé

Offer




Expedice

Prices




Placení

Order




Reklamace

Dispatch




Všeobecné zprávy

Payment




Nabídka

Claims




Ceny

Miscellaneous




Objednávka

In which business letters can you find these phrases?

* Thank you for your inquiry.

* We have a new product for you.

* We would appreciate your detailed offer / your documentation / your personal visit.
* We regret we cannot confirm your order, because ......

* Please reserve for us ....

* We agree / cannot agree  ......

* We have an exceptional offer for you.

* Thank you for your preliminary order which we have noted  .....

* We are checking our possibilities of delivery  ....

* To be able to confirm the order......

* We are pleased to enclose our price list / catalogue.
* We are investigating how for the preparation of this order has progressed, and will inform you as soon as possible.

* Referring to previous correspondence and negotiations we are sending you our order No. 

* We are considering the possibility of purchasing .....
* We are pleased to inform you ....

* We are looking for a suitable supplier.

* Please confirm that the necessary steps have been taken ...

* We offer you personal visit / time of delivery / price / terms of payment ...

* Referring to your enquiry we wish to inform you ...

* Your complaint of ....

* We enclose our order confirmation No. .......

* The letter of credit should be payable against presentation of our invoice / the packing list 
* Your order No. .... dated .... for ......

* We thank you for your enquiry and offer on the basis of our general terms of sales and delivery.

* We remind you of an advance payment of / a cheque for the amount of ....

* We are interested in ......

* We regret we cannot accept this claim, because .....

* We confirm receipt of your advance payment / receipt of your cheque No. ...

* We enclose our preliminary order / our specifications on / pro forma invoice for ....

* We agree to dispatch according to your suggestion / in the usual way / on condition that ...

* We wish to inform you / We repeat our information of ..... 

* Please investigate the claim on the spot and let us know ....

Translate these examples of business documents into English:

1. Nabídka

Vaše poptávka ze dne …… na (zboží) …..

Děkujeme Vám za Vaši poptávku a nabízíme k dodání 
- ihned po obdržení objednávky

- do …. týdnů / měsíců po obdržení objednávky

zboží

- podle Vaší poptávky

- podle přiložené pro forma faktury

Těšíme se na Vaši objednávku.

2. Ceny

Výrobek ……

Přikládáme náš ceník / katalog ….

Ceny se uvádějí 

- v (měně)

- včetně obalu / bez obalu

- s množstevní slevou …

Ceny platí od / do ….

3. Objednávka

Naše objednávka č. …… na …….

Vaše potvrzení objednávky č. …..
Vracíme podepsanou kopii Vašeho potvrzení objednávky …..

Translate these examples of business documents into Czech:

1. Dispatch

Report on dispatch of goods:

Goods  have been prepared for dispatch since / were dispatched on ... / will be prepare for dispatch on ....

Goods are scheduled for dispatch in .....

Goods cannot be dispatched before ....

Dispatch is delayed.

We are waiting for payment (letter of credit) ...

Unexpected transport / technical difficulties have arisen .....

We are sending a detailed report under separate cover.

2. Payment-reminder
To date we have not received payment of the following invoices. Please check whether this has escaped your attention and arrange for payment in the quickest possible way. We would appreciate it if you indicated the time of payment in the reply column of the attached copy.
Reply column:

Contract:


Invoice: 



Amount:

Due:





Has been paid / Will be paid




3. Claims

It seems that a mistake has been made with regard to the customs invoice No. .....
 Could you please let us have a corrected invoice by return?

There seems to be a discrepancy between the items on your statement and the goods delivered. After having finally checked the condition of the goods we found:

- missing / damaged / defective goods

Could you please make sure that the missing goods are replaced?
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