
 

 

8 

 

 

CHAPTER III 

THE DESCRIPTION OF THE ACTIVITIES 

 

     This chapter explains about the description of the activities which were 

done. It includes the job position, coordination, responsibilities and the topic that 

was chosen in this paper ( concepts of common terms in Export – Import  ). 

 

3.1 Job Position 

 The writer has done a job training in PT. Shinko Toyobo Gistex Garment 

and was assigned at Export - Import Division, handling the correspondence of 

Export – Import, especially making Export-Import documents. Beside doing that 

job, the writer also helped the counselor to make, to edit and to reply an email as 

side jobs. 

 

3.2 Coordination 

 At the Export – Import Division, the writer was given a free hand to 

coordinate with all the Export – Import staffs, but the formal counselor was the 

leader of Export – Import Division, Mr. Nugraha Gusti. 
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At the Export – Import divison, the writer also cooperated with the other 

divisions such as: Accounting, in handling financial matters; Sampling and 

Pattern, in handling the sampling of goods and making patterns of t-shirts or 

shirts; Warehouse in handling the ready stock of goods and in packing the goods 

that will be sent; Purchasing, in handling the purchase of goods; and Custom in 

handling the tax levies. 

 

3.3 Responsibilities 

 During the job training, the writer managed two jobs, those were the main 

and the side jobs. The main job was managing English correspondence, especially 

in making Export – Import documents. The side jobs were replying, editing and 

sending an email. Related to topic chosen, in the next session concepts of 

common terms would be explained. 

 

1.4 Concepts of Common Terms in Export – Import (A Description)  

3.4.1 An Introduction 

 On the first day the counselor explained the terms of Export – Import; the 

types of Export – Import document and their purposed; and the procedures in 

doing Export briefly. For example, he mentioned about shipping.  There are two 

types of shippings; by air and by boat. The scheme of shipping by air may be 

illustrated followed : 
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description was managed base on the source. The Export – Import documents and 

emails mentioned followed: 

3.4.2      Data Description   

     The data were taken from the transport document, shipping document 

and email which will be explained and mentioned here . 

 

3.4.2.1     Transport Document 

The transport document is the document that serves as an evidence of 

acceptance and receipt of goods for carriage and may also serve as a document of 

ownership. It covers Bill of Lading (B/L), Air Way Bill (AWB), Master B/L &  

Master Air Way Bill House,  & House (MAWB & HAWB). 

 

3.4.2.1.1  Bill of Lading (B/L) 

Bill of Lading (B/L) is a document issued by a carrier to a shipper, 

acknowledging that specified goods have been received on board as cargo for 

conveyance to a named place for delivery to the consignee who is usually 

identified. 

B/L is required in all claims for compensation for any damage, delay, or 

loss; and for the resolution of disputes regarding ownership of the cargo. The Bill 

of Lading (B/L) is used for shipping by sea. Here is an example :  
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Here are the details:  

1. The name and address of ownership of the cargo, as a title 

2. The name and address of Shipper 

3. The name of consignee  

4. Notify party 

5. The names of the ports of departure 

6. Name of the vessel 
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7. The names of the ports of destination 

8. The issue of a negotiable or non-negotiable form.  

In negotiable form, it is commonly used in letter of credit 

transactions, and may be bought, sold, or traded; or used as 

security for borrowing money. On the contrary, the non-negotiable 

form is not able to be bought, sold, exchanged, or transferred. This 

term can be applied to documents or other instruments and not 

open to negotiate. "The terms of this contract are absolutely non-

negotiable; the company will not budge." 

9. Marks and numbers on the packages 

10. List of goods being transported with number of packages and kind 

of packaging 

11. Freight and charge 

In the B/L of PT. Shinko Toyobo Gistex Garment which was   

found,  the freight and charge is ‘freight collect”, which means that 

the freight is paid by the consignee (who get the goods) 

12. Weight and/or volume of the cargo 

 

 

 

 



14 

 

 

 

3.4.2.1.2  Air Way Bill (AWB) 

 Basicly, the Air Way Bill is the same as the Bill of Lading; in the contents, 

terms and form; but if the Bill of Lading (B/L) is a term used for shipping by sea, 

the Air Way Bill is a term used for shipping by air. Here is an example :  
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The explanation : 

1. The name and the address of ownership of the cargo, as a title 

2. The name and address of Shipper 

3. The name and address of consignee  

4. The name and address of carrier’s agent  

5. The agent’s code 

6. Freight and charge 

In the AWB above,  the freight and charge is ‘freight prepaid”, 

which means that the freight was paid by the shipper. 

7. The names of the ports of departure  

8. The details of date destination and container 

9. The name of airport destination and the amount of insurance 

10. The handling information  

11. The details of goods, weight, tax and charge 

12. The names of the port and the date of destination 

 

3.4.2.1.3 Master & House B/L,  Master & House Air Way Bill (MAWB & 

HAWB) 

 

Master BL and Master Air Way Bill is an ownership of the cargo which  

will be signed by issuing carrier or its agent. House BL and house Air Way Bill is 

an agent of the cargo, which will be signed by issuing consolidator or its agent. 

Here is an example of HAWB: 
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The explanation : 

1. The number of HAWB 

2. The name and address of Shipper 

3. The name and the address of ownership of the cargo, as a title 

4. The name and address of consignee  
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5. The notify address 

6. Freight and charge 

In the AWB above,  the freight and charge is ‘freight collect”. As the 

explanation before, it means that  the freight was paid by the consignee. 

7. The names of the ports of departure  

8. The details of date destination and container 

9. The name of airport destination and the amount of insurance 

10. The handling information  

11. The details of goods, weight, tax and charge 

12. The names of the port and the date of destination 

 

 

3.4.2.2  Shipping  Document 

A Shipping document is the documents required to clear customs to take 

delivery of the goods. It consists of Commercial Invoice and Packing List. 

 

3.4.2.2.1 Commercial Invoice 

The invoice is a document that is used in foreign trade, issued by a seller 

to the buyer, indicating the products, quantities, and agreed prices for products or 

services the seller has provided the buyer. An invoice indicates that the buyer 

must pay the seller, according to the payment terms. The buyer has a maximum 

amount of days to pay these goods and are sometimes offered a discount if paid 

before. 
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Here is an example : 

The explanation: 

1. A number of  the invoice 

2. The date of the invoice. 

3. Name and contact details of the buyer 

4. The shipping details 

5. The name of the port departure 

6. The name of the destination city 
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7. The payment terms 

8. Mark and number 

9. Description of the products 

10. Quantity of goods 

11. Price of goods 

12. The amount 

13. The details of weight and measurement 

14. The date arrival 

In the invoice, so many unfamiliar word and terms of export – import, which 

are found. Namely : 

D/P is a Abbreviation for Documents Against Payment, is a terms of 

payment arrangement in which an exporter entrusts the ownership 

documents of an asset to his/her bank, which then presents them to 

an importer only after the bank has received payment for the asset. 

L/C is a Abbreviation for Letter of Credit. A Letter of Credit is a 

payment term generally used for international sales transactions. It 

is basically a mechanism, which allows importers/buyers to offer 

secure terms of payment to exporters/sellers in which a bank (or 

more than one bank) gets involved. 

FOB 

destination 

is a Abbreviation for Free On Board. It designates the seller will 

pay shipping costs, and remain responsible for the goods until the 

buyer takes possession. 
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NOS  is a Abbreviation for Number of Shipping. It is a number in the 

pack/box of goods. It contains the kind of goods and kind of color. 

ETD  is a Abbreviation for Estimation Time Delivery. Is the estimation of 

time the goods that will be delivered. 

 

 

3.4.2.2.2 Packing List 

The packing list is an itemized list of articles usually included in each 

shipping package, giving the quantity, description, and weight of the contents. It is 

prepared by the shipper and sent to the consignee for accurate tallying of the 

delivered goods. Commonly, the packing list is followed by the summary packing 

list and bundled  invoice. Here is the example of the packing list : 
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The explanation of form packing list : 

1. The name of the consignee 

2. The number of L/C (L/C was explained in section 3.4.1.2.1, page 19) 

3. The number of invoice 
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4. The date 

5. The details of goods 

 

 

3.4.2.2 The additional Export - Import document 

 

Beside the Export – Import documents above, there was also an Export – 

Import document which was found by the writer, that was shipping instruction. 

Basically, shipping instruction is a document about the instructions of shipping 

and is made by the shipper to the cargo company. Here is an example of the 

shipping instruction ( SI ) : 
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The detail of Shipping Instruction are : 

1. The name of the freight company 

2. The number of shipping instruction 
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3. The stuffing date 

4. The vessel 

5. The date on board 

6. The destination city 

7. The quantity of goods 

8. The name of t shipment port 

9. The name of shipper 

10. The name of consignee 

11. The notify address 

12. The number of packing 

13. The details of goods 

14. Mark and number of goods 

15. The weight of packing 

16. The measurement of packing 

17. The freight 

18. The attachment of B/L or AWB ( B/L or AWB was explained in section 

3.4.1.1.2 , page 11 ) 

19. The L/C number and data ( L/C was explained in section 3.4.1.2.1, page 

19  ) 
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3.4.2.4  Email  

The data were also taken from email. It were mentioned bellow based on 

the kinds of email. 

 

3.4.1.2.1 The Email About  Cost Calculation Export  

Dear Mr.Itadani 

Pls find the attch Cost-Cal exp inv:3524-3525 

rgds 

ahmad 

Explanation : 

The word “attch” is the clipping word from “attachment”. Cost-Cal Exp” 

is the clipping word from “cost calculation export”, which is the details cost of the 

export goods. “inv” is the clipping word from “invoice”, as the explanation before 

that the invoice is a document that is used in foreign trade, issued by a seller to the 

buyer, indicating the products, quantities, and agreed prices for products or 

services the seller has provided the buyer. “rgds” is the clipping word from 

“regards”. As the explanation above, it can be seen that the Exort-Import Division 

always use clipping words. The aim of using the clipping word is to make short 

email by using understandable words to deliver information quickly and 

accurately. 
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3.4.1.2.2 The  Email About  Final Data 

----- Original Message -----  

From: Anita Yuliasari  

To: Anita Yuliasari ; nuki nugraha ; Mulkan Senjaya ; benny ; Kiki Sukirna  

Cc: ahmad robi ; biru ; ade_rukmita@stg.co.id  

Sent: Monday, July 26, 2010 11:25 AM 

Subject: RE: SI NO. 141 

Dear Mr. Nuki, 

Lampiran revisi delivery order depo Bandung. 

Brgds, Anita 

Explanation : 

The words that are marked by the underline, such as “re” is clipping word 

from “revision”, the “SI” is the abbreviation from “Shipping Instruction”, it is a 

document that explain about the instruction of shipping which is made by the 

exporter/shipper to the company which is an owner of the cargo. “Brgds” is the 

clipping word from “best regards”. 
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3.4.1.2.3 The  Email About  IJEPA 

Dear Mr.Itadani 

> i will revised inv:3542,but Ijepa origin pls shipback to indonesia. 

> for the HRD210、HRD214、HRD215 Fabric  made in Japan ,not CHINA  

> it's true made in japan pls confirm 

> rgds 

> ahmad 

 

Explanation : 

The underlined and bold word above is an acronym of Indonesia Japan 

Partnership. It is an agreement between Indonesia and Japan (ASEAN countries) 

to cooperate in economic partnership. “rgds” is the clipping word from “regards”. 

 

3.4.1.2.4 The  Email About  S/D Export By Sea Inv. K4421 

Dear All, 

 Find the attach S/D Export By Sea Inv. K4421 ETD JKT : July 30, 2010 and 

DHL Inv. K4422 HAWB NO. 1011583602 

Ueda-san in reading 

S & P Data in attach 

B.Rgds  

Nuki 
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Explanation : 

The email above, contains the acronym “S/D”, “S & P”.  “S/D” is a 

shipping document, as the explanation above about the shipping document, it 

consists of commercial invoice, packing list and summary packig list. “inv” as the 

explanation before is the clipping word from “invoice”, “ETD” is a Abbreviation 

for Estimation Time Delivery (explained in section 3.4.1.2.1, page 19  ), HAWB 

(explained in section 3.4.1.1.3 , page 15), “S & P” is a summary packing list.  
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3.4.3. Problems and Solutions 

          The problem and solution were found during the job training, generally 

were described bellow : 

 

 3.4.3.1. Problems 

             During doing a job training at export - import division in PT. Shinko 

Toyobo Gistex Garment, the writer had many problems in doing the job, 

involving to understand the common terms in Export – Import and the word forms 

of those terms. 

 

3.4.3.2. Solutions 

           The solution made, were: 

1. Looking up on the oxford dictionary to grasp the meaning of special terms 

in Export – Import. 

2. Analyzing the word forms on those terms. 

3. Looking for information from the conselor and the staffs in export−import 

division about the terms. 

4. Reading Export – Import book to gain the meaning of terms.  

 

 


