
PARTICIPATION FEES 
Members: RM 935.00 per participant 
Non-Members: RM 1,050.00 per participant     
5% Discount for 3 or more participants 

WHO SHOULD ATTEND  
This programme is designed for those who 
are involved in Import/Export/Shipping 
Operation; Freight Forwarding; Purchasing 
and Supply Chain Activities; Transporting; Bill 
Processing; Trade Documentation; 
Manufacturing; Sales Administration; Marine 
Insurance; and Finance and Administration. 
 
REGISTRATION 
Registration is on a first-come-first-served 
basis. Cheques made in favour of the “FMM 
Institute” should be forwarded one week 
before the commencement of the 
programme. Completed registration form, 
that is faxed, mailed or e-mailed to FMM 
Institute, would be deemed as confirmed. 
Certificate will be issued upon full payment. 
 
REPLACEMENT / CANCELLATION   
All cancellations must be made in writing. 
There will be no charge for cancellation 
received 10 or more working days before the 
start of the programme. Cancellation 
received 6 – 9 working days before the start 
of the programme is subject to a cancellation 
fee of 50% of the course fees. Cancellation 
received 5 working days and below before 
the start of the programme is subject to a 
cancellation fee of 100% of the course 
fees. If the participant fails to attend the 
programme, the full course fees are payable. 
However, replacement can be accepted at no 
additional cost. The FMM Institute reserves 
the right to change the facilitator, reschedule 
or cancel the programme and all efforts will 
be taken to inform participants of the 
changes.  

INCOTERMS 2010 IN INTERNATIONAL TRADE AND SHIPPING 

DOCUMENTATIONS 

 

Date : 19-20 December, 2018 Time : 9.00 am - 5.00pm      Venue : Palm Seremban Hotel 

HRDF 

Claimable 

Company Stamp 

REGISTRATION FORM 

FMM Institute Negeri Sembilan Branch  Fax : 06-603 1628                                                                                                                           Required vegetarian meal 

Attn : Pn Lina / Pn Liza                                                                                                                                                                                                           

Name Designation Email 

1. 

_______________________________________________________________________________________________________________________________________________________________  

2. 

_______________________________________________________________________________________________________________________________________________________________ 

Payment :Enclosed cheque/Bank Draft no . _____________________ for RM ____________  being payment for __________ participant (s) made in favour of “FMM Institute” 

Submitted by :                                             Please tick  /                           FMM Member                NON– Member        

Name : _________________________________________________     Designation : _____________________________________   

Company : __________________________________________________________________________________________________ 

Address : ___________________________________________________________________________________________________ 

Tel : __________________________  Fax : __________________________    Email : ____________________________________   Membership No : _________________________________ 

 

For further enquiries kindly contact: 
Liza : aliza@fmm.org.my 

Lina : akmalina@fmm.org.my  
Tel: 06-6031627 / 26 / 16    

 
Closing Date  
18 Dec, 2018 

INTRODUCTION 
Incoterms are a set of rules 
which define the responsibilities 
of buyers and sellers for the 
delivery of goods under sales 
contracts for domestic and 
international trade. They are 
authoritative rules for determining how costs and risks are allo-
cated to the parties and can significantly reduce misunderstand-
ings among traders, thereby minimize trade disputes and litiga-
tion. The choice of an Incoterm has a direct impact on the alloca-
tion of cost and risk. If the use of an Incoterm simplifies contrac-
tual drafting, the contractual parties must pay special attention 
to the choice of the right Incoterm rule. The choice of the Inco-
term rule has also an impact on the documents to be exchanged, 
an important point if payment is made via documentary credit in 
conformity with International Chamber of Commerce (ICC) 
rules.  
 
OBJECTIVES  
At the end of the programme, participants will be able to: 
 understand the import and export procedures and documen-

tation from a practical point; 
 learn the various steps of import and export procedures and 

documentation flow; 
 determine the trade terms, which offer greatest cost savings; 
 avoid shipping errors and accurately describing the materials 

to be shipped; 
 identify proper claims procedures and obtaining thorough 

understanding on claims documents; and 
 update on the relevant Government Controlling Regulatory 

Trade Requirements. 
 
COURSE CONTENTS  
 
Import Documentation and Procedures 
International Purchases 
Issues in International Purchasing 
Import Procedures and Documentation 
Import Licenses 
Handling Hazardous Materials 
How to Avoid Shipping Errors 
International Trade Terms (INCOTERMS) 
Documentary Credit 
Import Documentation 
Various Steps of Import Procedures and Documentation Flow 
Definition of Import Value 
Direct Release 
 
Export Documentation and Procedures 
Definition of Export 
Export Documentation 
Various Steps of Export Procedures and Documentation Flow 
Claims Procedures 
Claims Documents 
The Golden Rules of INCO-
TERMS 
Tips For Importers and Exporters 

TRAINER  

Dr Pathepen Elumalay obtained his Doctor of Business Administration (DBA) from Commonwealth Open University (UK) and the Masters in 
Business Administration (MBA) from Victoria University of Technology (Australia). Dr Pathepen holds a Graduate Diploma in Purchasing and 
Supply Chain Management from CIPS (UK), a Diploma in Purchasing and Materials Management from MIPMM (Malaysia), a Certificate  in 
Certified Purchasing Management from NAPM (USA), a Certificate in Shipping and LCCI Accounting, Business Statistics and Costing. He had 
worked in a Multinational Manufacturing company for 22 years before moving to Telecommunication, Oil and Gas and Leisure indu stry. His 
last appointment was as Procurement Manager for an internationally recognised Malaysian corporation engaged in both manufacturing and 
retailing activities. With more than 27 years of experience in both manufacturing and service industries and having gone through the entire 
organisation in a manufacturing environment, he is well placed to assist organisations in taking a quantum leap in managing P urchasing, 
Materials Management and Store Warehouse and Distribution Management. 


