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INTERNAL TRADE 

 

DOCUMENTS USED IN EXPORT TRANSACTIONS 

A. Documents related to goods: 

1. Export Invoice: It is a seller’s bill information about goods like quantity, number of 

packages, marks on packing, name of ship, port of destination, terms of deli very 8: 

payments etc. 

2. Certificate of Inspection: For ensuring quality the government has made inspection 

of certain goods compulsory by some authorised agency like export Inspection council 

of India (EICI) etc. After inspecting the goods, the agency issues a certificate of 

inspection that the consignment has been inspected as required under the export 

(Quality Control & Inspection) Act, 1963. 

3. Packing List: This document is in the form of a statement regarding the number of 

cases or packs & the details of the goods contained in these packs. It provides 

complete details regarding the goods exported & the form in which they are being 

sent. 

4. Certificate of Origin: This certificate specifies the country in which the goods are 

being manufactured. This certificate enables the importer to claim tariff concessions or 

other exemptions. This certificate is also required in case when there is a ban on 

imports of some goods from certain countries. 

B. Documents Related to Shipment: 

1. Shipping Bill: It is the main document on the basis of which permission is granted 

for the export of goods by the custom office. It contains full details regarding the 

goods being exported name of the vessel, exporters name & address, country of final 

destination etc. 

2. Mate’s Receipt: This receipt is issued by the captain or mate of the ship to the 

exporter after the goods are loaded on board of the ship. It contains name of the 

vessel, description of packages, marks, conditions of the cargo at the time of receipt 

onboard the ship etc. 



3. Bill of lading: It is a document issued by the shipping company. It acts as an 

evidence regarding the acceptance of shipping company to carry the goods to the port 

of destination. It is also referred to as document of title to the goods & is freely 

transferable by endorsement & delivery. 

4. Airway Bill: Similar to a shipping bill, an airway bill is a document issued by the 

airline company on receiving the goods on board, its aircraft and at the same time 

giving its acceptance to carry them to the port of destination. 

5. Marine Insurance Policy: It is a document containing contract between the exporter 

& the Insurance Company to indemnify the insured against the loss incurred by the 

insured in respect of goods exposed to the perils of the sea transit in consideration of a 

payment called premium. 

C. Document related to payment: 

1. Letter to credit: It is a guarantee letter issued by the importer bank stating that it 

will honour the export bills to the bank of the exporter up to a certain amount. 

2. Bill of Exchange: In export & import transaction, exporter draws the bill on the 

importer asking him to pay a specified amount to a certain person or the bearer of the 

instrument. The documents required by the importer for claiming title of exported 

goods are passed on to him only when the importer accepts this bill. 

3. Bank Certificate of Payment: It is a certificate that the necessary documents 

relating to the particular export consignment have been negotiated & payment has 

been received in accordance with the exchange control regulations. 

IMPORT PROCEDURE 

1. The first step involved in importing goods is to gather information about the 

countries & firms which export the product required by the exporter. It can be 

gathered from trade directories, trade associations & organizations. The exporter 

prepares a quotation also known as Performa Invoice & sends it to the importer. 

2. The Importer Consults the export import (EXIM) Policy in force, in order to know 

whether the goods that he/she wants to import are subjected to import licensing or 

not. If License is required then it is to be obtained. 

3. In case of an import transaction the supplier resides in a foreign country hence he 

demands payment in foreign currency. This involves exchange of Indian Currency into 

foreign currency. The Exchange Control Department of the Reserve Bank of India (RBI) 

regulates foreign exchange transactions in India. As per rules, every importer has to 

secure the sanction of foreign exchange. 

4. The importer places an import order or indent with the exporter for the supply of 

specified goods. The order contains information regarding price, quality, quantity, size 

& grade of goods instruction regarding packing, delivery shipping, mode of payment 

etc. 



5. When the payment terms are agreed between the importer & the overseas supplier, 

the importer obtains the letter of credit from its banker & forward sit to the overseas 

supplier. 

6. The importer arranges for the funds in advance to pay the exporter on arrival of 

goods at the port this enables the importer to avoid huge penalties on the imported 

goods lying uncleared at the port for want of payments. 

7. The overseas supplier after loading the goods on the ship dispatches the Shipment 

Advice to the importer. It provides information regarding, shipment of goods like 

invoice number, bill of lading/airway bill, name of ship with date description of goods 

& quantity etc. 

8. After shipping the goods, the overseas supplier hands over the various documents 

like commercial invoice, bill of lading, insurance policy certificate of origin to his banker 

for their onward transmission to the importer when he accepts the bill of exchange 

drawn by the supplier. The acceptance of bill of exchange by the importer for the 

purpose of getting delivery of the document is known as retirement of import 

documents. 

9. When the goods arrive in the importer’s country, the person in charge of the carried 

informs the officer in charge at the dock or the airport about it. The person in charge of 

the ship or airway provides the document called import general manifest for unloading 

of cargo. 

10. Imported goods are subjected to customs clearance which is a very lengthy process 

& involves a lot of formalities. The importer usually appoints a C&F agent for fulfilling 

these formalities. 

First of all, the importer obtains a delivery order which is also known as endorsement 

for delivery. This order enables the importer to take the delivery of goods after paying 

the freight charges. Besides freight charges, importer also has to pay dock dues for 

obtaining port trust dues receipts for which he submits two copies of a duly filled in 

form know as application to import to the Landing & Shipping Dues Office. After 

paying dock dues the importer get back one copy of applications a receipt which is 

referred as port trust dues receipts. Finally, the importer fills in a form known as bill of 

entry for assessment of customs import duty. An examiner examines the imported 

goods & gives his report on the bill of entry. This bill is then presented to the port 

authority which on receiving necessary charges, issues the release order. 

 

 

 

 


