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FOREIGN TRADE SALES MANUAL.
Company: Chengdu punk e-commerce.
Department: Sales Department.
Position: Foreign trade salesman.

Description: In this position you are in charge to keep update the catalog of the company and
receive the arriving leads, then you are going to attend the inquiries of the customers about
prices, sizes, colors and all the variables of the products. Also you will learn how to contact
customers, with tools of the Alibaba platform.

1- Introduction Alibaba.com
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Alibaba is the company's main platform, as it has all the necessary tools to make a successful
and reliable sale for both the customer and the seller, which is why day by day more companies
worldwide decide to stock up through this platform.




2-Our webpage in Alibaba

£ 2 Alibaba com  soucing solutions - Services & Membership  Help On Alibaba My Alibaba € (%1 Orders @ English - USD

@ W - Chengdu Punk Electronic Commerce C. \/ ) Favorite Supplier

PUIlK

pet supplies

In Alibaba.com each company’s team can create their own website, where they can manage the
business, advertise the products and receive customer inquiries primarily, and then be able to
continue the sales and after-sales process. In the page we can find the following options:

Home: Name of the company, brands, main products and advertising.
Products: Categories of all products to organize and show it easier.

Company Profile: Information about the company, experience, industry, main worldwide
customers and structure.

Contacts: Name of the sales and business consultants.

Promotion: The products with discounts and seasons products.



3-Catalog of products.

Top Picks All Products Customization Ready to Ship
, All Products Search within results
P 1u d
Sort by: Order | New ] =
Cat
Pet Collars & Leashes Selected Products (0/20) = Contact Supplier ( st fer
Pet Training Supplies e =
Click 3 toselect products and contact the supplier.

Pet Bowls & Feeders

Pet Festival Accessories
Pet Clothes& Shoes&Acc...
Pet Bed&Accessories

Pet Toy

Pet Travel & Outdoor sup...
Pet Cages & Portable ba...

Pet Grooming & Cleaning

Ungrouped

dog warm scarf dog wool knits
scarf pet collar accessories..

Hot selling Wholesale
Pet Funeral Wooden

$0.50 - $49.00 / Picce
$1.60 - $2.80 / Piece 1.0 Pieces (.
500 Pieces..

Foldable cat litter box
portable plastic
$11.00 - $13.50
10.0 Pieces.

Pet 2020 Amazon
i@— _ | Best Selling Product

AAND
$9.90-812.20
5.0 Pieces_..

New Amazon Hot Sale Five
Finger Cleaning Dog And Get..

$1.50 - $1.80 / Piece
300 Pieces (Min Order

2020 New Pet collar with
leashes noctilucous and...

Fashion pet cats scratching
ball toy catnip creative green

$1.90 - $5.19/ Fiece
10 Pieces (in Order)

$0.90 - $62.00/ Ficc=
1.0 Pieces (Min. Orde

In the product catalog part we can find all the posts of the company’s sellers, and it is divided

by categories, where you can find:
Cat
Pet collar & leashes
Pet training supplies.
Cat litter box
Cat product
Pet festival accessories
Pet bowl & feeders

Feeders

Bowls

Pet clothes & Shoes & Accessories
Pet bed& Accessories

Pet Toys

Pet grooming & cleaning

Pet cages & portable bags & nest

Pet travel & Outdoor supplies



4- How to post products in the webpage

‘= Categories Readyto Ship  Trade Shows  Personal Protective Equipment  Year-End Sale Services Sell on Alibaba Help
Home = AllIndustries > PetProducts > Pet Beds & Accessories Subscribe to Trade Alert
Ready to Ship In Stock (! Fast Dispatch

Luxury pet sofa velvet style with fancy designs dog bed accessory different
colors wholesale hot sale pet nest

1 buyer

10-99 Pieces 100-999 Pieces >=1000 Pieces

$69.00 $59.00 $49.00

Color: - 5 : E|
B $ 0 [+]
B S 0 [+]

Customization:  Customized logo (Min. Order: 800 Pieces
Customized packaging (Min. Order: 800 Pieces) More v

Trade Assurance protects your Alibaba.com orders

[3Share Payments: WISA @ T/T Online Transfer #Pay WesternUnionwu |51

To post one product on Alibaba webpage is necessary to have the photographs or videos, sizes,
prices, measures, colors, dimensions of the packaging, etc. The best strategy for publishing
products is to copy a similar product that has already been posted which is very easy and time-
saving.

You should be careful when copy the products, the information must be published correctly
according to the selected product.

Below we are going to see the step by step of publishing the product on the platform.



Firstly you must to define the category to which the product belongs, and then start with the
basic information:

Product name: You have to type the product name using 128 characters, in order to achieve
more chances of having visibility on the page, you must be very clear and use Keywords for
search engines to throw the post to more people which is looking for the product category.

Product Keyword: Keywords are common words that people use on the webpage to refer to a
particular product, which makes the platform to filter and show them the products that come
closer to the description that they wrote in the search section, to find this keywords you can
search in the marketing section of Alibaba.com or you can also use tools like Google Trends. You
could also use words in other languages to gain greater visibility into specific target markets.

Product group: This is the category of the current product.



Basic Information  Product descption  Trade Information Logistics Information  Featured services & others
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More Details: Specific details can be recorded that you want to add, for example: Color, size,
minimum order quantity (MOQ), packing, function, delivery time, material, and so on.

This part provides a fast overview of product details.



Basi Information  Product description  Trade Information  Logistics Information  Featured services & others

Product description
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Product photo: You can upload the photos from the computer, but it is important that these
photos have mostly white background, to keep the style of the Alibaba.com website, and if it is
not preserved, you can have a bad rating at the end of the publication which will make the post
not seen by the same number of people, or also that the page penalizes you by putting barriers
to your publications.

Product video: Videos showing product quality and details must be published, so that the
customer has an approach to the product they are purchasing.



Basic Information  Product descnptior Trade Information  Logistics Information  Featured services & others

Preview
Ednt template

B PC Proview D
Specification
Product name Pet sofa
Color Picture
Size Multiple Sizes
MOQ 10pcs
Packing Carton Packing
Delivery time 7-15 Days

Product Description

SLEEPING UPGRADE

Cute boom large sofa pet litter

Specification: More specific information on product details can be provided here.

Product description: This part shows in detail the benefits of the product and features in quality
and style issues.



Product information score

Product information score: This part helps you get a better picture and make better decisions
to make publications more successful, all based on the rules set by the Alibaba.com platform.

FAQ

1. who are we?

We are based in Sichuan, China, start from 2015,sell to Domestic Market(45.00%),Southeast
Asia(20.00%),0ceania(10.00%) North America(10.00%),Africa(5.00%) Western Europe(5.00%),Mid East(5.00%). There are
total about 11-50 people in our office.

2. how can we guarantee quality?
Always a pre-production sample before mass production;
Always final Inspection before shipment;

3.what can you buy from us?
Pet clothing,Pet furniture,Pet toys,Pet supplies,Pet bed

4. why should you buy from us not from other suppliers?

Pet furniture is our core products, provide customized services!We provide pet furniture and pet products for many foreign
pet stores, Amazon, EBAY, WISH and other e-commerce platforms!Welcome to consult!

FAQ (Frequently asked questions): here you can write the most frequently asked questions of
customers, they usually have general information about the conditions of sale of the products,
the categories in which the company specializes, details of the sales process, payment methods,
methods of transport and other concerns that customers may have.



'l Westem Unic a MoneyGraer " Paypal

Trade information: in this place prices must be assigned to the products, but since the price
allocation is so variable since it depends on the quantities and sizes, a price range is usually
assigned, then the customer has a reference point of how much is the minimum and the
maximum that they should pay for the product. In addition, the minimum order quantity (MOQ)
to place an order is stated and finally the payment options accepted by the company are shown
which all except letter of credit (L/C) are usually.



Baszic Infarmaton Product descnplicn Trade Infarmation Laistics Information Featured services & others

Ly

Codor Shape Size sku code Diperation

5 Activated

B 2l S Che

M Activated
4 Activated
B Erowm Cami-cirche
5] Activated
5 Activated
. Pham Semi-cirche
M Activated
-
-
i ) el L]
1 Piece/Pieces
mie
ample price 1] Piece/Pieces
.armple descripon  carton packaging Please contact customer service before placing an order, atherwise we cannot deliver the goods. Thank
yau

On the next step, the sizes of the product and the available colors are assigned, and details must
be taken about the price of the samples and the maximum number of samples that can be sent.



Basic Information  Product description  Trade Information  Logistics Informatior Featured services & others

Logistics Information
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Logistics information: Logistics information show the dimensions of the packaging and the
weight of the products, so then the customer has a better picture about dimensions of the
products to be ordered. Then we can find some spaces to diligence the estimated delivery time
for a certain amount, to also give the customer an approach to these deadlines.

In addition, it shows some logistical suggestions of the platform, only in case you want to carry
out the transport through the Alibaba platform, but it is not very common, because it is usually
more expensive for the customer.



+ Agreement

a Please double check and confirm your submitted information does not violate any and all listing related policies before submission.

Freview ) I save I m

Finally, when you have reviewed that your Product information score has exceeded the score of
4.5 which is the minimum requested by the administrator, you can proceed to save and
subsequently submit the product.

5- Baidu cloud application.
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The Baidu application is highly used in the company because to send the contents of the
products that are published, email is not used, instead this application is used which is a virtual
file where all the company information is handled, the administrator will give you the user and
the password so you can access it. There you can find all the photos, videos, product catalogs,
and any material you need to carry out your activities. This application is only available in
Chinese language so below you can find the translations of the general categories then you could
find the file you are looking for, easier:

&l R =Picture



MM =Video
N #4=Document
 R=Music

Al A = Others

For the effective use of this tool you can contact the person of the design department, who is
the one who updates this virtual file.

6- Reception of inquiries from customers.

#ﬂ'h Mibaba.com, My Alibaba My Account @unu cations English
® Notice: Get more biz epportunity, try Alibaba Supplier!
= Inquiries
= All Inguiries My response rate @ 92.5% Platform average respanse rate 73.2%
° 2
& Sent Box
-1 Assignto Add 1o Delete | Report Spam || More Unread Messages
[> Flagged
= &2
- 2, Spam Al Pendingforreply ~ Newinquiry ~ Ordercreated  Pending payment Pending confirmation Recent Year 18589 resuli(s) | Search Sender n
- 2]
L fij Trash Flag Date Country/Region Owner Status Action 2
al 5 By Inquiry ID : 101112357369 Update Time: 10:43 Create Time: 07:40 manager auto assigned a
° Receptions
Munlika saepaisamn
Inquiry & TM Assignr “ @ Inquiry from Munlika saepaisarn about your Blue Puppy Dog Training Pet Pee Thicker Pad with P Sales punk Ongoing View Detai
= 6 =
My Folders
€
Inquiry Types . I ) . .
Inquiry D = 101107447707 Update Time: 01:26 Create Time: 2020-10-4  manager auto assigned
-] Manage Message
® (5 TM Message Manage gy ! V¥ 10 buy the product you are selling on Alibaba.com (&) Daniel Werner sales punk ongeins —
’ 0= )
A My Services
(7 Draft Order .
o - Inquiry ID : 12508289117 Update Time: 2020-10-5 Create Time: 2020015 AFQ - Request for Quotation (2 manager assigned
55 Order Templates
A . @ Ashwin van kempen
< Recommend - “b Dog Bark Control PUNK ANL Ongoing ew Deta
& RFQRecommend LA ]
$ AllOrders
Inquiry ID : 101106245312 Update Time: 2020-10-5 Create Time: 2020-10-5  manager auto assigned
fP SamGoh
« g Inquiry from Sam about your Factory Supply Pet Bed home decoration simple elegant design mul 9 Sales punk ongoing ew Deta
om ™

After posting the products, messages will begin to arrive with inquiries from customers who
usually want to know the price of the product and the cost of shipping to their country, it is
important to answer these inquiries quickly, because the customer is in another country with
time difference, and you may lose contact with it. The information can usually be found in the
product posts or in the company catalogs, if it is information that you don't know, the best
option is consult the administrator.



7-Chat with customers and sales.
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After answering the first messages and when you are already in a more fluent conversation you
can continue in the Alibaba Supplier app, where it is easy to have customer data and offer a
faster response, there you will be able to grant all the product information and carry out the
sale process, also the company will give you a cell phone with this application so you can be
connected and respond when you are not in the office.

8- Customer list, follow up.
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When you have a considerable customer base, it will be important to organize all this
information that you receive because many contacts will surely not finish the sale in the first
conversation, but recording their data in this Excel file you will be able to make a follow up to
customers, about their preferences and the state of the products quote has been handled, to
offer better alternatives and have a faster response to future inquiries.

9-Product Feeds, advertise and content creation.

Pet Interactive tunnel toys! 28/64

New design pet Interactive Play, Interactivity Toy, Funny With Fun Ball Play, with competitive prices!

102/140

o/l

RUSR, BEOZNEA-ALSKARBAN SWRH

Video quality check result low

* Add Product

=gl 4 T
e ®

......................

* Content Tag
Supplier
New product release Product Evaluation Operation process pular trend Price dismantling
Product Trends Latest hot sale

selected 2 items

Save a draft

This amazing tool offered by the platform allows you to publish your latest products to attract
the attention of customers who will receive this advertising on the homepage or through
Banners when they visit your Page, allowing them to see the new trends and star products that



the company launch, if they are interested they can contact you with just one click on the
banner.

To make these publications you only have to go to the Marketing section, and click on the My
feeds option, and then get to the previous image where you will have to take the following
information:

Title of the publication: you can choose an eye-catching message that attracts people's
attention, should not exceed 64 characters.

Product Description: Here you can offer more details and type phrases about your products.

Add video: You can post a video describing the benefits of the products and show how novel
they are.

Add products: You can add the links of the products published in the main catalog of
Alibaba.com.

Content tag: Here you will have to select the label and category of the post, for products that
are discounted, or that are new.

10-Send quotations with the RFQ tool (Request of Quotation).

Sourcing Solutions Services & Membership Help & Community _| On Alibaba My Alibaba CEED $1 orders @ ./ Favorites @ English

(Z Alibaba.com Request for Quotation Engiish Buy Accessto Quotes Im ABuyer RFQ performance scroe  Help

r
y | N YOLKBUSineSS Begins ‘ere
Type a keyword to search RFQs

My Searches (2)

If you think the recommended RFQs are not good, Please go to RFQ Subscription

Recommended RFQs

° X
Dog Leash With Collar Hand Poop Bag Collar And Leash Custom Rose Gold Metal Buckle Tweed A Angela Fordham
Dog Leash ...
Trade Actions Email Confirmed
Quantity Required: 50 Unit/Units Destination: =5 United States
Quotes Left 5
Material:Nylon =~ Season:All Seasons  Size:S
15 hours before
e X
Pet Tralning Clickers @ Leanne walker
*hw Bonus Quotation Quantity Required: 200 Pieces Posted in: g5l Australia Emeil Confitmed
Quotes Left 5

Application:Dogs

s before



The Request of Quotation Tool is an option that buyers have on the website where they publish
a massive message that will be received by suppliers in the specific sector, indicating the
products they are looking for, the quantity and their location, then suppliers can send them
qguotes and buyers can choose which option they will choose to do the final purchase.

Monthly platform allows you to answer 26 RFQs, if you want to respond more this will have an
additional cost, which the company does not usually assume, so you have to be very selective
and careful with the answers you send and try to make them fit the products that the company
is offering. To reply, simply click on the Quote now option.

£2 Alibaba.com Request for Quotation english

BFQ Details Your Quotation | Quotation template

You have plenty of time to make an offer. Please fill in the content of the guotation or make a guotation template to improve

Pet Training Clickers i -
your recovery rate for business opportunities.

Product Detailed Specification Product & Price 1 X

quote on 400 cckers shipped to Western Product Information  Import from my posted product
Australia. NO LOGOType:Pet Toys Toys
Type:Chew Toys Material:Plastic
Application:Dogs Feature:Sustainable
Place of Origin:CN;GUA Brand Pet dog pee pads high guality factory wholesale dog pads puppy training
Name:Henshine Type:Pet Training
Clickers Material-Plastic, Stainless Steel
Caolor:Black, Yellow,White,Sky
blue,Orange,Blue,Red Size:7cm, 9cm
MOQ:100pcs Free sample:YES NEQL009-010
Sample:Avialable Sample time:2-3 Days
Logo:Customized Brand Logo
Item:Clickers for Dog

* Product Name:

Model Number:

* Product Details:

Product name:Pet dog pee pads
ColorBluepink&white
Quantity Required Usage:Clean-up

I Keyword:dog pee pad

200 Pieces Size:Customized Size
Packing:Carton
MOQ:1000pcs

Expire After Payment.T/T
Delivery Time:7-15 Days

2020-10-31 Shape:Sguare

Type:Pet Cleaning & Grooming Products
Item Type:dog pee pads

Company Name Material:wood

Power Source:Mot applicable

Pttt kit Charging Time:Not applicable =

Name

Product photos/files:
Leanne Walker

Business Type .
Other ‘;JE . '
Country/Region o == |

—



Charging Time:Not applicable

Voltage:Not applicable

Grooming Products Type:Clean Up Products
Application:Dogs

Feature:Eco-friendly

Feature:Stocked

Place of Origin:CN

Brand Name:PUNK

Pet Training Clickers

Product Detailed Specification

quote on 400 cckers shipped to Western
Australia. NO LOGOType:Pet Toys Toys
Type:Chew Toys Material:Plastic
Application:Dogs Feature:Sustainable
Place of Origin:CN;GUA Brand Product photos/files:

Name:Henshine Type:Pet Training o
Clickers Material-Plastic,Stainless Steel tfiles (Max. SMB each). Formats supported: jpg, jpeg. png, gif, tif, bmp, doc
' - Ql\u -
B e & —

CaolorBlack,Yellow,White, Sky
blue,Orange,Blue Red Size:7cm, 9cm
MOQ:100pcs Free sample:YES
Sample:Avialable Sample time:2-3 Days
Logo:Customized Brand Logo
Item:Clickers for Dog

H31...e7.jpg Hc8...bz.jpg H5a...7Th.jpg Hdé...0S.jpg
Quantity Required g .
200 Pieces Y

. Hec...3m.jpg
Expire After
2020-10-31 Price Details
* Shipping Terms: * Port: * Quotation Valid Till:
Company Name FOB all ports 2020-10-25
P********h***********a
Name * Currency Unit: * Quantity Unit: * Payment Terms:
Leanne Walker usD Pieces T
Business Type - " "
Other * Order Quantity: * Unit Price:
Country/Region 6000 Pieces or more FOBUSD 0.032 / Pieces
5l Australia
+ Add more (Max.2

To respond to an RFQ successfully it is important to redact the information clearly and concisely
so the customer can find what they are looking for faster and a contact can be made efficiently.
To diligence is very simple you only have to type the Product Name, the details you want to add
and photos of it, then the customer can view the product. Finally you should write a price per
unit for the amount that the customer is requiring, and an introductory message where you
make a greeting with your name and the name of your company, to make a more polite contact.



11- Visitors not emailed (contact customers with automatic suggestions)

Visitor details

My Visitors:

g
i

E

I+

In this part the platform shows you limited information about the users who visited the
company's website, but the platform did not show you their names or emails, it only show you
the nationality, keywords which they use to came to your webpage and the categories they



consulted from the catalog.

Alckarakit

THerwmkRD AN

Preferred Industry Pet Toys,Other Engine Parts, Intake & Exhaust Valves & Valve Tappets,Pet Beds & Accessories,Other Auto Parts,Other Suspension Parts,Pet Cleaning &
Grooming Products,Other Vehicle Tools, Piston & Parts,Auto Sensors

Buyer Recent
Searches

Buyer Behavior  Recently 90 days viewed supplier(s) 22, Recently 90 days sent ATM(s) 0, Provide feedback to 0 seller(s), Recently 90 days inguiry(s) 0

Edit marketing message Marketing card demo

*Title

Coupon(®

Mo coupons available. Contact main account to create. Create a coupon

Recommend products

Product Information * Quantity Unit * Unit Price Total
Piece(s) uss Us $0.00

Delete

+ Add products listed on Alibaba.com
+ Add New Product

* Message

Send Marketing Email

In this section you can use inbound marketing tools where you can contact these customers
discreetly, and send them suggestions based on their preferences and visits to the website. They
will receive it in suggestion banners when they enter the Alibaba.com homepage again, often
customers contact us through this means because it is possible to advertise the products that
customers are looking for.

To make this publication is important to choose an attractive label, such as: Hot products with
competitive prices.



*Title

Hot products with competitive prices v
Coupon(®
Mo coupons available. Contact main account to create. Create a coupon

Recommend products

Product Information * Quantity Unit * Unit Price Total
i@ Pet food ball toy Pets Amazon best selling Pet Dog High 100 Piece(s) USS 39 US $ 390.00
Quality Suction Cup Tug Chew Leakage Food Ball Toy Pets
Qf? Nnns Chew Tove
Delete
§e Factory Wholesale Dog Leaky Food Toy Interactive High 100 Piece(s) US S 4.20 US § 420.00
@ Quality Hot Sale Food Leakage Feeder Dog Leaky Food Toy
S Pet | eakv Tnve
Delete
3: 12 2P20 .ﬂ.w_?azor ff\shion cesignphot selling d srpensertrelat fooEl 100 Piece(s) v US S 2.90 US S 290.00
. a Interactive pet cat toy for cats smart pet toys cat playing toy
Delete
. Petinteractive toy 2020 cat rotate laser cat 1oy electric 100 Piece(s) Uss 15 US S 1500.00

# — feather ribbon laser cat toy turntable USB charging Amazon
S hntcale

Delete

. Cat laser toy auto-rotating laser light infrared light funny pet 100 Piece(s) v USS 7.50 US S 750.00
". toy electric funny pet stick USB charging cat toy laser 2020

Delete

+ Add products listed on Alibaba.com

+ Add New Product

* Message

Hello dear friend! we have many kind of pet products , for different animals, if you have any special product in mind please feel free to contact us,
and we will reply you as soon as possible! The prices are only for reference , but if you increase the order the price can improve!

Send Marketing Email

Then you should choose 5 products from the company catalog to post them in the customer
suggestions banner, you could also add a quantity and a unit price that serves as a reference for
the customer to make the decision to do the purchase or not. And finally an attractive message
for the customer where he finds the motivation to make contact with the seller.

Finally, Day by day you will have to complete the following tasks:

1- Answer all inquiries that come from customers.

2- Keep the customer list update.

3- Post the products that are reported by the person in the design department.
4- Post at least 2 daily Feeds (novelties or hot products) for customer attraction.



5- Keep the number of Visitors not emailed at zero, (Which are the suggestions of
products that you sent to them).

6- Respond to RFQs that are suitable and that are in line with the products offered by the
company.



