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Trade process: A Step-by-Step Guide for Exporters and Importers 

International trade involves several steps, from sourcing and documentation to logistics and 

delivery. Below is a structured step-by-step guide for exporters and importers to ensure a 

smooth trading process.

 

Step-by-Step Guide for Exporters 

1. Market Research & Product Selection 

• Identify the target markets with high demand for your product. 

• Study import regulations, tariffs, and trade agreements of the importing country. 

• Evaluate competition and set competitive pricing. 

2. Business Registration & Compliance 

• Obtain necessary licenses (e.g., Import Export Code (IEC) in India). 

• Register with export promotion councils and trade associations. 

• Ensure compliance with international standards (ISO, HACCP, FSSAI for food 

products). 

3. Sourcing & Quality Control 

• Establish reliable supplier relationships. 

• Conduct quality inspections and obtain certifications as required. 

• Ensure proper grading, sorting, and packaging of products. 

4. Pricing & Trade Terms (Incoterms) 

• Decide trade terms such as FOB (Free on Board), CIF (Cost, Insurance, and Freight), 

or EXW (Ex Works). 

• Factor in transportation, insurance, and customs duties when quoting prices. 

5. Documentation & Legal Formalities 
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• Essential documents required for export: 

✔ Proforma Invoice: Initial quotation for the buyer. 

✔ Commercial Invoice: Final sales invoice with payment details. 

    ✔ Bill of Lading (B/L) or Airway Bill (AWB) document. 

   ✔ Certificate of Origin (CO) – Pro(CO):f the product's origin. 

   ✔ Insurance Certificate: Ensures protection against loss or damage. 

  ✔ Export Declaration & Customs Documents: Required by the country of export. 

6. Secure Payment & Contract Terms 

• Choose a safe payment method: 

✔ Letter of Credit (LC) Secure, bank-backed payment method. 

✔ **Advance Payment: Safer for the exporter. 

✔ Open Account or Documentary Collection: Based on trust, riskier for exporters. 

7. Logistics & Shipping 

• Arrange transportation (sea, air, or land freight). 

• Work with a freight forwarder for efficient shipping and customs clearance. 

• Use proper packaging and labelling as per international standards. 

8. Customs Clearance & Export Approval 

• Submit necessary documents to customs authorities. 

• Pay applicable export duties or fees. 

• Obtain clearance and approvals before shipment departure. 

9. Delivery & Tracking 

• Share tracking details with the buyer. 

• Ensure timely delivery as per the contract. 

• Stay in touch with the shipping company to resolve any delays. 

10. Post-Shipment & Customer Support 

• Provide after-sales service and handle any claims. 
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• Keep 

records for tax and compliance purposes. 

• Maintain relationships for repeat business. 

 

Step-by-Step Guide for Importers 

1. Identify Product & Supplier 

• Research potential suppliers via B2B platforms. 

• Verify supplier credentials and request samples. 

• Ensure compliance with domestic import regulations. 

2. Place an Order & Negotiate Terms 

• Finalize pricing, delivery timelines, and Incoterms (FOB, CIF, etc.). 

• Agree on payment terms (LC, TT, Open Account). 

• Sign a contract or purchase agreement. 

3. Obtain Import Licenses & Permissions 

• Ensure necessary import licenses and certificates are in place. 

• Check for any restrictions or quotas on imported goods. 

• Apply for tariff concessions if applicable. 

4. Arrange Financing & Payment 

• Secure funding through banks or financial institutions. 

• Issue an LC (Letter of Credit) for secure transactions. 

• Ensure advance payment terms are met. 

5. Shipping & Logistics Management 

• Choose a shipping mode: air freight, sea freight, or land transport. 

• Appoint a freight forwarder for hassle-free customs clearance. 

• Arrange marine insurance if needed. 

6. Customs Clearance & Duties 
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• Submit required documents: 

✔ Bill of Entry, Impot Declaration. 

✔ Commercial Invoice: The supplier’s final invoice. 

✔ Packing List: Details of the shipment. 

✔ Certificate of Origin for trade agreement benefits. 

✔ **Import License—if applicable. 

• Pay import duties, VAT, or GST as per local regulations. 

7. Receiving & Inspection 

• Inspect the received goods for quality compliance. 

• Verify quantity and condition against the packing list. 

• Report any discrepancies immediately. 

8. Warehousing & Distribution 

• Store goods in a safe, compliant facility. 

• Plan logistics for onwards distribution or retail sales. 

9. Payment Settlement & Record-Keeping 

• Complete the final payment as per contract terms. 

• Maintain documentation for tax and audit purposes. 

• Build supplier relationships for future orders. 

 

Conclusion 

Following a structured approach to exporting and importing ensures smoother transactions, 

reduces risks, and helps businesses grow in the global market. Partnering with reliable 

suppliers, staying compliant with regulations, and maintaining strong trade relationships are 

key to success in international trade. 
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