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Ramakrishna Mission Vivekananda College 

 (A unit of Ramakrishna Mission Vidyapith, Mylapore, Chennai-4)  

Certificate Programme on “Export Import Documentation & Procedures” 

Conducted by the PG Department of Accounting and Finance, RKMVC 

1. Significance 
The world economy is becoming more globalized and liberalized leading to a sharp 

rise in both the volume of international trade and the complexity of the issues brought about 

by radical adjustments to the international business systems. The advantages and challenges 

brought about by the business are becoming more and more worldwide, but to successfully 

handle the business the demand for competent professionals and experienced managers is 

unmatched with the availability. 

Keeping this in view, the PG department of Account and Finance has plans to offer a 

series of certification courses for upskilling. As a first of this kind, the proposed course is 

designed to give the learner a thorough understanding about the international trade 

encompassing the framework of global trade activities, legal regulations, documentation 

requirements, packing, shipping paperwork, international trade security, logistics, freight 

forwarding, the function of the other intermediaries, etc. 

2. Scope 
Realizing that export diversification is essential, both the startup and the established 

enterprises anticipate young managers to possess a thorough understanding and working 

knowledge of conducting business in a variety of international markets. Such skilled managers 

enable enterprises to create specialized business plans and market entry strategies, that not only 

helps in business sustenance amidst stiff competition but also aid in carrying out expansion 

plans. 

Thus, this certificate course aims at giving the learner a comprehensive understanding 

of the essential components of export/import management. The conduct of course examination 

and evaluation system guarantee that the learner consistently works on the indigenously 

designed course material and carries out the model applications which eventually empowers 

them to become valued professionals. 

3. Course Objectives 
A. To provide the learner an opportunity to get upskilled beyond the degree curriculum 

B. To gain practical knowledge in Export – Import documentation. 
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C. To familiarize the learner with the practical aspects of Logistics and Finance. 

D. To develop interest in the learner regarding entrepreneurial development relating 

to Foreign trade. 

4. Course Outcome 
A. The learner will be able to describe the nature and significance of various types of 

export and import documents used in International Business and understand the 

concept of Aligned Documentation System. 

B. The learner will get acquainted with the steps involved in export procedure starting 

from pre-shipment procedure to quality checking, role of clearing and forwarding 

agent, modes of export financing and customs clearance. 

C. The learner will know about the concept of international payment and credit risk 

involved. 

D. The learner can follow the basic steps in import procedure including exchange control 

regulations concerning imports. 

E. The learner gets aware of the cargo risk involved in International Business. 

5. Course Structure and Topics Covered 
Day 1: Introduction 

Definition of Export Import – Understanding Export Import transactions. 

Regulatory Compliance- Export Licensing –Registration Formalities for exports, IEC, 

RCMC, Export License, Selection of Export Products, FPS, FMS - Export Control. 

Liberalization of imports, negative list of imports, Categories of importers, Special 

Schemes for importers. 

Day 2: Customs Procedures 
Customs declarations – Role of the Customs House Agent (CHA)- Certificate of 

origin –   Certificate of Inspection. Trade Agreements and Market access- Regional 

trade agreements (RTA)- Preferential trade agreements (PTA). 

Day 3: Export Documentation 
Introduction to Export Documentation – Importance – Types of export documents – 

Commercial invoice – Packing list –Consular Invoice- Proforma invoice- Bill of 

Lading – Shipping Bill – Digital signatures and e- documents. 

Day 4: Import Documents 
Bill of entry, Certification of Measurement, Freight Declaration. 

Practical Session – Sample preparation of Commercial invoice and Packing list. 
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Day 5: Financial Documents 
Letter of Credit- mechanism of Letter of Credit - Bank draft- Bill of Exchange. 

Guidelines of Foreign Exchange Regulations Act (FERA)– Guidelines of Foreign 

Exchange Management Act (FEMA). 

Day 6: Methods of Export Payment 
Understanding INCOTERMS- Different modes of payments in international trade - 

Payment in Advance, Open Account, Consignment Stock Payment. 

Practical Session –Preparing and verifying Letter of Credit documents. 

Day 7: Steps in Export procedures 
Pre-Shipment Procedure, Shipment Procedure, Post-shipment Procedure, Pre-

shipment inspection and quality control, Role of clearing and forwarding agents. 

Role of E- Commerce in Export Import trade. 

  Day 8: Import Procedure 
Pre-Import Procedure, Legal dimensions of import procedure, retirement of import 

documents, custom clearance for imported goods, warehousing of imported goods, 

Exchange Control Regulations concerning imports. 

  Day 9: Transportation Documents 
Airway bill – Roadway and Rail documents – Marine Insurance Policy 

Logistics Management – Role of Freight Forwarders – Selection of Transportation 

mode. 

Practical Session – Preparing and Airway bill and Marine Insurance Policy. 

Day 10: Risk Management 
Export Credit Insurance-Concept and importance, role of Export Credit Guarantee 

Corporation (ECGC), covers issued by ECGC, basic principles of ECGC operation, 

financial guarantees.   

Cargo Insurance - Introduction to need and importance of marine insurance. 

  Basic principles of insurance applicable to cargo clause A, B & C- Ocean, air and inland 

  transit clause- Insurance Premiums-Insurance claim procedures, documentation and 

time   limit. 

6. Course Material 
Texts Reference Prescribed 

1. Acharya & Jain , Export Marketing , Himalayan Publishing. Francis 

Cherunilam: 2. Khushpat S. Jain, Export Import Documentation and 

Procedure 
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E- Reference K.Aswathappa 

http://ebookcentral.proquest.com/lib/iisuniv-ebooks/home.action 

International 

Business 

 

7. Course Details 

 

8. Pedagogy and Assessment 
a. The classes are handled by industry experts and professionals. 

b. The pedagogy comprises lectures, practical sessions, and case studies. 

c. A minimum of 80% of attendance is compulsory for giving final examination. 

d. The participants have to work on individual/group assignments. The main objective of 

such assignments/ assessments is to help the participants apply their 

conceptual learning gained in the course to actual organization's decision scenario. 

This assignment/ assessment will be for 20 marks. 

e. A final examination for 80 marks will be held at the end of the course for 3 hours. The 

learners will have to give the examination compulsorily on the designated date. 

f. The learner securing a minimum of 40% will be eligible for the award of course 

certificate. The ineligible learner may apply for a "once only re-exam" by duly paying 

the re-exam fee 

9. Course Highlights 
 All classes are held through Personal Contact Programme mode 

 Lectures are given by Professionals and Practitioners from the Industry 

 Limited seats per batch, thereby focussed individual attention. 

 Rich Learning Experience with state-of-the-art Teaching Aids 

 Practical sessions and Case Study Analysis for better conceptual understanding 

 Evaluation system to ensure learner’s takeaway from the course 

Duration: 30 hours (3 hours a day for 10 days) 

Eligibility: Pursuing / Completed Graduation 

Timings: Monday to Friday (9:30 am – 12:30 pm) 

Course Fee: 

(Subsidized) 

Rs. 6000/- (Rupees Six Thousand only)*  

*(Fee non- refundable after admission. Fees paid also includes examination fee of Rs.500/-) 


