
1 
 

Disclaimer: This sample is intended for illustrative purposes only and demonstrates how 
to effectively organize and present supporting documentation. Each portfolio is assessed 
individually to ensure that the submitted evidence aligns with the required competencies. 
While we have provided examples of acceptable evidence, these are not exhaustive. 

 

 

PATHWAY 2: INTERNATIONAL BUSINESS (IB) 
EDUCATIONAL CREDENTIAL HOLDERS 

SAMPLE PORTFOLIO 
 

Updated July 4, 2025 

  



2 
 

SAMPLE TABLE OF CONTENTS 
 

Table of Contents 
 
Cover Letter ............................................................................................................................. 3 
Competency Assessment Form and Evidence Grid .................................................................. 4-6 
Resume ................................................................................................................................ 7-8 
Reference Letters ................................................................................................................. 9-10 
College of International Trade Transcript ................................................................................... 11 
College of International Trade Certificate .................................................................................. 12 
Maple Global Logistics Job Description  ............................................................................... 13-14 
Cost-Benefit Analysis  ......................................................................................................... 15-17 
Risk Mitigation Strategy  ...................................................................................................... 18-19 
Class Project: Market Expansion Plan  .................................................................................. 20-22 
Course Outline: Global Market Entry Strategies  .................................................................... 23-24 
Indirect Exports Midterm  .................................................................................................... 25-26 
Course Outline: International Trade Finance  ........................................................................ 27-29 
Reference Letter  ..................................................................................................................... 30 
Business Disputes Training Session Outline and Certificate  .................................................. 31-32 
Course Project: Comparative Supplier Analysis .................................................................... 33-34 
Course Project: Case Study  ................................................................................................ 35-36 
Course Project: Packing and Labelling Products for Foreign Markets  ........................................... 37 
Developing and Delivering International Trade Services Conference Outline  .......................... 38-39 
Course Outline: International Marketing  .............................................................................. 40-41 
FITT Transcript  ........................................................................................................................ 42 
Workplace Example  ................................................................................................................ 43 
TTP LTD. Job Description  .................................................................................................... 44-45 
Reference Letter  ..................................................................................................................... 46 
Course Outline: Legal Aspects of International Trade  ................................................................ 47 
Ethical Decision Making Workplace Simulation Outline  ........................................................ 48-49 
Work Observation Letter  ......................................................................................................... 50 
In-Class Organizational Resiliency Simulation  ..................................................................... 51-52 
Confirmation of Employment Letter  ......................................................................................... 53 
Cross-Cultural Communication Midterm  ............................................................................. 54-55 
Course Outline: Cross-Cultural Communication  .................................................................. 56-58 

 



3 
 

SAMPLE COVER LETTER Jane Doe 
123 Trade Avenue 
Toronto, ON, M1A 2B3 
(555) 123-4567 
jane.doe@email.com 
January 1, 2025 
 

Dear Members of the Certification Council, 

I am writing to express my interest in applying for the Certified International Trade Professional 
(CITP) designation under Pathway 2. With a strong academic background in international business 
and over seven years of work experience in international trade roles, I am confident that I meet the 
educational and professional experience requirements, and that my qualifications align with the 
CITP competency framework. 

I have successfully completed a post-graduate certificate in International Business Management 
from the College of International Trade, a one-year program that emphasized global market 
strategies, international trade finance, logistics, legal compliance, and cross-cultural business 
communication. The curriculum was directly aligned with the CITP competency categories, giving 
me a strong foundation in the key areas of global business. 

As an International Trade Coordinator at Maple Global Logistics Inc., I manage end-to-end export 
and import operations, negotiate international contracts, coordinate with customs brokers, and 
facilitate logistics for multi-national shipments. Prior to this role, I worked as an Export Manager, 
where I conducted international market research, developed export strategies, and supported trade 
compliance initiatives. 

Together, my education and experience cover all 15 CITP competency categories, including global 
business environment analysis, international marketing, trade finance, supply chain management, 
legal aspects, and intercultural communication, among others. I have attached my resume and 
transcript as part of my application and am happy to provide any further details or documentation 
upon request. 

I am proud to pursue the CITP designation as a mark of professionalism and excellence in 
international trade. Thank you for considering my application. I look forward to the opportunity to 
contribute to the global trade community with the integrity and expertise the CITP designation 
represents. 

Sincerely, 
Jane Doe 
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SAMPLE PORTFOLIO 
Competency Assessment Form and Evidence Grid 

Competency 
Self Assessment 

Supporting Evidence 
NIL                                                Expert 

 0 1 2 3 4 5  
Feasibility of International Trade 
1. Conduct Situational 
Analysis 

☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: International Trade 
Coordinator with Maple Global Logistics from 
October 2020-Present. See pages 13-14 for job 
description.  

2. Conduct Cost Analysis ☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Regularly prepared 
cost-benefit analysis’ for Maple Global Logistics. 
See page 7-8 for resume, pages 15-17 for sample 
analysis, and page 53 for confirmation. 

Market Expansion Planning 
4. Mitigate Risk  ☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Regularly completed 

risk mitigation strategy documents for Maple 
Global Logistics. See page 7-8 for resume, pages 
18-19 for sample report, and page 53 for 
confirmation. 

5. Develop Plans ☐ ☐ ☐ ☐ ☒ ☐ Projects and Reports: Successfully completed 
projects on comprehensive market expansion 
plans for INTB502. See page 11 for transcript, and 
pages 20-22 for sample project. 

Market Entry Strategies 
6. Manage Direct Exports ☐ ☐ ☐ ☒ ☐ ☐ Educational: Successfully completed a 3-month 

Global Market Entry Strategies Course at the 
College of International Trade. See page 11 for 
transcript and pages 23-24 for course outline.  

7. Manage Indirect Exports ☐ ☐ ☐ ☐ ☐ ☒ Projects and Reports: Passed Indirect Exports 
Midterm Test at the College of International Trade. 
See page 11 for transcript, and pages 25-26 for 
test copy.  

Finance 
11. Conduct Trade 
Transaction 

☐ ☐ ☐ ☐ ☒ ☐ Professional Experience: Responsible for 
coordinating trade finance documentation in my 
role as International Trade Coordinator with Maple 
Global Logistics. See pages 7-8 for resume.  

13. Manage Payment 
Defaults 

☐ ☐ ☐ ☐ ☒ ☐ Educational: Successfully completed a 3-month 
International Trade Finance Course at the College 
of International Trade. See page 11 for transcript 
and pages 27-29 for course outline. 

Business Disputes 
14. Resolve Business 
Disputes 

☐ ☐ ☐ ☐ ☒ ☐ Professional Experience: Regularly and 
successfully resolved business disputes in my 
role at Maple Global Logistics. See pages 7-8 for 
resume and page 30 for reference letter. 
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14. Resolve Business 
Disputes 

☐ ☐ ☐ ☐ ☒ ☐ Professional Experience: Attended a 1-week 
training session on Resolving Business Disputes in 
International Trade. See pages 31-32 for training 
outline and certificate of completion.  

Procurement 
15. Purchase Goods ☐ ☐ ☐ ☒ ☐ ☐ Projects and Reports: Completed purchasing 

goods projects at the College of International 
Trade. See page 11 for transcript and pages 33-34 
for project requirements and excerpt.  

16. Purchase Services ☐ ☐ ☐ ☒ ☐ ☐ Projects and Reports: Completed case studies 
on services at the College of International Trade. 
See page 11 for transcript and pages 35-36 for 
project requirements and excerpt. 

Product/Service Development 
18. Manufacture Product ☐ ☐ ☐ ☐ ☒ ☐ Projects and Reports: Completed projects on 

packing and labelling products at the College of 
International Trade. See page 11 for transcript and 
page 37 for project requirements and excerpt. 

19. Develop Services ☐ ☐ ☐ ☒ ☐ ☐ Professional Experience: Attended a 1-week 
conference on Developing and Delivering 
International Trade Services. See pages 38-39 for 
conference outline and certificate of completion. 

Inventory Management 
21. Manage Inventory ☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Responsible for end-

to-end export logistics in my role as Export 
Manager with TTP Ltd. See pages 7-8 for resume. 

21. Manage Inventory ☐ ☐ ☐ ☐ ☐ ☒ Projects and Reports: Successfully Passed with 
Distinction (PWD) the Challenge Exam for the 
FITTskills Global Value Chain Course. See page 42 
for transcript. 

Distribution 
22. Transport Goods ☐ ☐ ☐ ☐ ☐ ☒ Projects and Reports: Successfully PWD the 

Challenge Exam for the FITTskills Global Value 
Chain Course. See page 42 for transcript. 

23. Deliver Services ☐ ☐ ☐ ☒ ☐ ☐ Professional Experience: Attended a 1-week 
conference on Developing and Delivering 
International Trade Services. See pages 38-39 for 
conference outline. 

Document Management 
27. Manage Control 
Documents 

☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Responsible for 
managing control documents in my role as 
International Trade Coordinator with Maple Global 
Logistics. See pages 7-8 for resume. 

27. Manage Control 
Documents 

☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Managed control 
documents in my role as International Trade 
Coordinator with Maple Global Logistics. See 
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page 43 for workplace example and page 53 for 
confirmation. 

Sales and Marketing 

28. Market Products and 
Services 

☐ ☐ ☐ ☐ ☒ ☐ Educational: Successfully completed a 3-month 
International Marketing Course at the College of 
International Trade. See page 11 for transcript and 
pages 40-41 for course outline. 

29. Sell Products and 
Services 

☐ ☐ ☐ ☐ ☒ ☐ Educational: Successfully completed a 3-month 
International Sales and Marketing Course with the 
Forum for International Trade Training. See page 
42 for transcript. 

Intercultural Competence 
32. Build Relationship with 
Other Cultures 

☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Export Manager with 
TTP Ltd. See pages 44-45 for job description. 

32. Build Relationship with 
Other Cultures 

☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Regularly negotiated 
agreements with international partners for TTP 
Ltd. See pages 7-8 for resume and page 46 for 
reference letter. 

Law and Ethics 
35. Comply with Legal 
Requirements 

☐ ☐ ☐ ☐ ☒ ☐ Educational: Successfully completed a 3-month 
Legal Aspects of International Trade Course at the 
College of International Trade. See page 11 for 
transcript and page 47 for course outline. 

36. Exhibit Business Ethics ☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Successfully 
completed a workplace simulation on Ethical 
Decision Making. See pages 48-49 for simulation 
outline and evaluation of performance. 

Resiliency 
37. Develop Organizational 
Resiliency 

☐ ☐ ☐ ☐ ☐ ☒ Professional Experience: Regularly displayed 
organizational resiliency in my role as Export 
Manager with TTP Ltd. See page 50 for workplace 
observation letter. 

37. Develop Organizational 
Resiliency 

☐ ☐ ☐ ☐ ☐ ☒ Projects and Reports: Successfully completed 
an in-class simulation on Organizational 
Resiliency at the College of International Trade. 
See page 11 for transcript and pages 51-52 for 
post-simulation report and rubric. 

Communication 
40. Communicate Effectively ☐ ☐ ☐ ☐ ☒ ☐ Projects and Reports: Passed Cross-Cultural 

Communication Midterm at the College of 
International Trade. See page 11 for transcript and 
pages 54-55 for test copy. 

40. Communicate Effectively ☐ ☐ ☐ ☐ ☒ ☐ Educational: Successfully completed a 3-month 
Cross-Cultural Communication course at the 
College of International Trade. See page 11 for 
transcript and pages 56-58 for course outline. 
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SAMPLE RESUME Jane Doe 

123 Trade Avenue | Toronto, ON M1A 2B3 
(555) 123-4567 | jane.doe@email.com | LinkedIn: linkedin.com/in/janedoe 

Profile 

Results-driven international trade professional with 5+ years of experience managing cross-border 
trade operations, market entry strategies, and global supply chains. Holds a post-graduate 
certificate in International Business Management. Proven track record of success in export 
logistics, trade compliance, and international business development. Seeking the CITP designation 
to further establish professional credibility and contribute to the global trade community. 

Professional Experience 

International Trade Coordinator 
Maple Global Logistics Inc. – Toronto, ON 
October 2020 – Present 

• Conduct situational analyses to evaluate the feasibility of entering new international 
markets across North America, Europe, and Asia. 

• Assess trade environments, customs regulations, and economic indicators to support data-
driven market entry and expansion strategies. 

• Prepare and present comprehensive feasibility reports highlighting logistical, financial, and 
regulatory considerations. 

• Evaluate the financial viability of trade initiatives, markets, and logistics options through 
detailed cost-benefit studies to support strategic decision-making and optimize 
international operations. 

• Collaborate with cross-functional teams to align international trade strategies with 
business development goals and operational capacity. 

• Manage global shipments and ensure compliance with international trade regulations, 
Incoterms®, and customs procedures. 

• Develop and document comprehensive risk management strategies to address potential 
challenges in international trade, including geopolitical risks, supply chain disruptions, and 
regulatory compliance. 

• Coordinate Letters of Credit and trade documentation with financial institutions and clients 
to mitigate financial and regulatory risk. 

• Liaise with freight forwarders, customs brokers, and international vendors to optimize 
shipping routes and improve cost-efficiency, resulting in a 15% reduction in logistics 
expenses. 

• Handle international trade-related conflicts by investigating the issue, identifying the root 
cause, and negotiating mutually acceptable resolutions that maintain business 
relationships and ensure contract compliance. 
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• Maintain meticulous trade documentation to support internal audits and ensure 
compliance with international trade and internal control standards.  

 

Export Manager 
TTP Ltd. – Mississauga, ON 
July 2017 – August 2020 

• Led the development of export strategies for new markets in Latin America and the Middle 
East. 

• Managed end-to-end export logistics, including shipping schedules, customs clearance, 
and compliance documentation. 

• Negotiated distribution agreements and pricing terms with international partners. 
• Conducted international market research and advised senior management on risk 

mitigation strategies. 
• Designed and implemented a digital inventory management system that improved accuracy 

and traceability. 

Additional Skills 

• Bilingual: English & Spanish 
• Trade Documentation (BOLs, COs, Letters of Credit, Commercial Invoices) 
• ERP & Supply Chain Systems: SAP, Oracle NetSuite 
• Trade Compliance (CBSA, USMCA, Incoterms® 2020) 
• Strong intercultural communication and negotiation skills 

Education 

Post-Graduate Certificate, International Business Management 
College of International Trade – Toronto, ON 
September 2019 – September 2020 

Professional Development 

• Certified Logistics Professional (CLP), 2023 
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SAMPLE REFERENCE LETTER 1 

REFERENCE SIGNATURE 

Name 
Position 
Company Name 
Company Address 
City, Province, Postal Code 
Email Address 
Phone Number 
Date 

 
 
Dear Certification Staff, 
 
I am writing to provide a reference for Jane Doe, who is applying for the Certified International Trade 
Professional (CITP) designation. I have known Jane for over five years in my capacity as [Position] at 
[Company Name], where she served as [Candidate's Position]. 
 
During her tenure from [Start Date] to [End Date], Jane was actively involved in various aspects of 
international trade. Specifically, she managed export operations, developed market entry 
strategies, and coordinated international logistics. Her responsibilities included negotiating 
contracts with international clients, ensuring compliance with global trade regulations, and 
overseeing supply chain management to optimize delivery timelines and costs. 
 
In my professional opinion, Jane possesses the expertise, ethical standards, and dedication 
required for the CITP designation. She consistently demonstrated a deep understanding of 
international trade principles and applied them effectively to achieve company objectives. I am 
confident that she will continue to contribute significantly to the field of international trade. 
 
Please feel free to contact me at [Phone Number] or [Email Address] should you require any further 
information. 
 
Sincerely,  
 
 

 

Name 
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SAMPLE REFERENCE LETTER 2 

REFERENCE SIGNATURE 

Name 
Position 
Company Name 
Company Address 
City, Province, Postal Code 
Email Address 
Phone Number 
Date 
 
 
Dear Certification Staff, 
 
I am pleased to provide this reference for Jane Doe in support of her application for the Certified 
International Trade Professional (CITP) designation. I have had the privilege of working with Jane for 
the past three years as [Position] at [Company Name], where she held the position of [Candidate's 
Position]. 
 
Jane has been involved in international trade for approximately [Number] years. At [Company 
Name], she played a pivotal role in expanding our business into new international markets. Her 
responsibilities encompassed conducting comprehensive market research, developing and 
implementing international marketing strategies, and managing relationships with overseas 
partners and clients. Additionally, she ensured adherence to international trade laws and 
regulations, mitigating risks associated with cross-border transactions. 
 
I wholeheartedly recommend Jane for the CITP designation. She has consistently exhibited a high 
level of professionalism, strategic insight, and a thorough understanding of the complexities of 
international trade. I am confident that she will uphold the standards and values represented by the 
CITP designation. 
 
Should you need any additional information, please do not hesitate to contact me at [Phone 
Number] or [Email Address]. 
 
Sincerely, 
 
 

 

Name 
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SAMPLE TRANSCRIPT 
 

College of International Trade Transcript 

 

 

College of International Trade 
Toronto, ON, Canada 
Post-Graduate Certificate Program: International Business Management 
Program Duration: September 2019 – September 2020 

Student Name: Jane Doe 
Student ID: 2020-IB-123456 
Date of Issue: September 30, 2020 

Academic Record 

Course Code Course Title Grade 

INTB 501 Introduction to International Business A 

INTB 502 Market Expansion Planning A 

INTB 503 Global Market Entry Strategies A- 

INTB 504 International Marketing B+ 

INTB 505 Cross-Cultural Communication A 

INTB 506 Indirect Exports and Intermediary 
Management 

A 

INTB 507 International Trade Finance B 

INTB 508 Legal Aspects of International Trade B+ 

INTB 509 Procurement and Logistics B 
  
This transcript is issued by the Office of the Registrar at the College of International Trade. 
 
Registrar: John Doe 

Signature: John Doe 
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SAMPLE CERTIFICATE 

Post-Graduate Certificate Program: International Business Management 
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SAMPLE 

Maple Global 

Logistics Inc. 

Maple Global 

Logistics Inc. 

 

 

Job Title: International Trade Coordinator  
Company: Maple Global Logistics Inc. 
Location: 123 Trade Street, Toronto, ON, K01 1K1 
Employment Type: Full-Time 

Job Description: 

The International Trade Coordinator supports global logistics and market expansion initiatives. This 
position focuses on conducting situational analyses and feasibility studies to evaluate 
opportunities and risks in international trade. This role requires a strong foundation in global trade 
regulations, market research, and supply chain logistics, with the ability to assess and support 
strategic entry into new international markets. 

Key Responsibilities: 

• Conduct situational analyses to assess the viability of international trade initiatives in key 
global regions (North America, Europe, Asia). 

• Evaluate trade environments, customs regulations, economic indicators, and market 
conditions to inform strategic decision-making. 

• Prepare feasibility reports that include logistical, financial, and regulatory assessments of 
target markets. 

• Collaborate with internal teams to align trade feasibility studies with company goals, 
market expansion plans, and risk tolerance. 

• Support the development and implementation of international trade strategies based on 
research and data-driven recommendations. 

• Coordinate with international vendors, freight forwarders, and compliance officers to 
validate operational capacity and legal considerations. 

• Maintain up-to-date knowledge of international trade agreements, Incoterms®, and cross-
border regulatory requirements. 

• Assist in creating documentation for Letters of Credit and work closely with financial 
institutions to mitigate trade risk.  

Skills: 

• Proven experience conducting situational analyses and preparing trade feasibility reports. 

• Strong understanding of global trade practices, Incoterms®, Letters of Credit, and customs 
procedures. 
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Maple Global 

Logistics Inc. 

EMPLOYER SIGNATURE 

• Analytical mindset with the ability to synthesize data from various sources and deliver 
actionable insights. 

• Excellent communication and presentation skills; ability to convey complex findings to 
stakeholders. 

• Proficiency in Microsoft Office Suite; experience with data analysis tools or ERP/logistics 
platforms is an asset. 

 

 

Employer Name 
Employer Position  
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SAMPLE 

Cost Analysis: Exporting Consumer Electronics to Europe 

Date: June 2021 
Prepared by: Jane Doe, Maple Global Logistics Inc 

 

Executive Summary 

This report outlines the estimated costs associated with exporting consumer electronics from 
Canada to key European markets. It includes a breakdown of production, logistics, tariffs, and 
compliance expenses, as well as recommendations for cost optimization. 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer vel risus nec lectus fermentum 
pretium. 

1. Cost Breakdown 

1.1 Manufacturing Costs 

• Component Sourcing: $45.00/unit 

• Assembly Labor: $15.00/unit 

• Quality Control: $5.00/unit 

Total Manufacturing Cost: $65.00/unit 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed ut perspiciatis unde omnis iste natus 
error sit voluptatem. 

1.2 Packaging & Labeling 

• Retail Packaging: $3.00/unit 

• Instruction Manual Printing: $0.75/unit 

• Barcode & Compliance Labels: $1.25/unit 

Total Packaging Cost: $5.00/unit 

2. Shipping & Logistics 

2.1 Freight Costs 

• Sea Freight (20 ft container): $3,000 

• Air Freight (optional, per kg): $6.00 

• Warehousing (per pallet/month): $30.00 

2.2 Insurance 
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• Transit Insurance: 1.2% of invoice value 

• Product Liability (Europe): $500/month 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut enim ad minima veniam, quis nostrum 
exercitationem ullam. 

3. Import Duties & Taxes 

3.1 Tariffs (based on HS Code XXXXX) 

• Average EU Import Duty: 2.5% 

• Country-Specific Fees: varies by destination 

3.2 VAT 

• VAT Range: 17% (Luxembourg) – 27% (Hungary) 

• Average recoverable VAT: Yes (based on registration and filing) 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Quis autem vel eum iure reprehenderit qui 
in ea voluptate velit esse quam nihil molestiae consequatur. 

4. Regulatory Compliance Costs 

• CE Certification: $1,200/product family 

• RoHS Compliance Testing: $850/sample 

• Translation of Product Manuals (6 languages): $900 

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque 
laudantium. 

5. Total Estimated Cost per Unit (Standard Sea Freight Route) 

Cost Category Estimated Cost (USD) 

Manufacturing $65.00 

Packaging & Labeling $5.00 

Freight (per unit est.) $2.50 

Insurance & Compliance $1.75 

Tariffs & Duties $1.75 

Total Estimated Cost $76.00 
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6. Recommendations 

• Bundle Shipments to reduce per-unit freight costs 

• Use bonded warehouses to defer VAT payment 

• Negotiate long-term shipping contracts for lower rates 

• Leverage EU Free Trade Agreements where applicable 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Duis aute irure dolor in reprehenderit in 
voluptate velit esse cillum dolore eu fugiat nulla pariatur. 
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SAMPLE 
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Prepared By: Jane Doe for 123 Trade Company 
Date: September 12, 2022 
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Grade: 86/100 

SAMPLE 

 
The report below was taken from a course project which asked students to create a Market 

Expansion Plan for a small Canadian company looking to enter the European Union (EU) market. 
Sections below focus on… [Provide Details]. Full report available on request. 

EU Market Expansion Plan for Canadian SME 

Prepared by: Jane Doe 
Institution: College of International Trade 
Course: Market Expansion Planning (INTB502) 
Project Date: November 1, 2019 

 

1. Executive Summary 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi tincidunt, sem a fermentum 
posuere, lorem turpis tincidunt velit, sit amet porta metus ipsum ac metus. This plan outlines a 
strategic framework for a Canadian small business to expand its operations into the European 
Union. 

2. Company Background 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nunc in ligula nec elit accumsan luctus. 
The company operates in the consumer electronics sector and has seen steady growth in North 
America. 

3. Market Opportunity Analysis 

3.1 Target Markets 

• Germany 

• Netherlands 

• France 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce non est non nunc consequat 
finibus. 

3.2 Market Trends 

• Increase in e-commerce adoption 

• Growing demand for eco-conscious electronics 

• Regulatory push for energy-efficient products 

4. Regulatory & Trade Environment 
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum luctus quam sed sapien 
imperdiet, a posuere nulla luctus. 

• CE Marking compliance 

• RoHS and WEEE directives 

• Tariff classifications under HS Code XXXX.XX 

5. Entry Strategy 

5.1 Recommended Entry Mode 

• Indirect Exporting via Distributors 

• Local E-Commerce Platforms Integration 

• Strategic Partnerships with Regional Logistics Providers 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Praesent volutpat et massa vel 
malesuada. 

5.2 Go-To-Market Timeline 

Phase Duration Key Activities 

Market Research 1 Month Detailed analysis of buyer behavior 

Partner Outreach 2 Months Contact and negotiate with distributors 

Launch Preparation 1 Month Finalize logistics, marketing setup 

Market Entry Month 4 Product launch and first shipments 

 

6. Marketing Strategy 

• Social media campaigns targeting eco-conscious millennials 

• Localization of website and packaging in French and German 

• Collaborations with EU-based tech influencers 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur iaculis lacinia diam sed 
fermentum. 

7. Financial Projections 
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Category Estimated Cost (CAD) 

Regulatory Compliance $5,000 

Distribution Setup $10,000 

Marketing Campaign $8,000 

Logistics & Freight $6,500 

Contingency $3,000 

 
Total Initial Investment: $32,500 CAD 

8. Risk Assessment & Mitigation 

Risk Impact Mitigation Strategy 

Regulatory delays High Early application for certifications 

Currency fluctuations Medium Use forward contracts for euro exchanges 

Low brand awareness Medium Launch awareness campaign pre-entry 

 

9. Conclusion 

Lorem ipsum dolor sit amet, consectetur adipiscing elit. This plan offers a scalable, cost-conscious 
pathway to establishing a foothold in the EU market. By leveraging digital platforms, maintaining 
regulatory readiness, and forming strong local partnerships, the company is well-positioned to 
succeed abroad. 
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SAMPLE 
 

 

 

 

Course Title: Global Market Entry Strategies (INTB503) 

Institution: College of International Trade 
Duration: 12 Weeks (September 3, 2019 – December 3, 2019) 
Level: Post-Graduate 

 

Course Description: 

This course provides a comprehensive overview of the strategic, operational, and financial 
considerations companies face when entering international markets. Through real-world case 
studies, practical frameworks, and market simulation exercises, students will explore a range of 
entry strategies—from exporting and licensing to joint ventures and foreign direct investment. 

Participants will analyze the risks and rewards of entering emerging versus developed markets, 
assess regulatory environments, and learn how to adapt business models for cross-border 
success. The course also emphasizes decision-making in diverse geopolitical and cultural 
contexts, with a focus on building resilient global expansion plans. 

 

Key Topics Covered: 

• Examine and compare major foreign market entry methods including direct and indirect 
exporting, licensing, franchising, joint ventures, and wholly owned subsidiaries 

• Learn to develop and manage a direct export strategy, including identifying foreign buyers, 
navigating documentation and logistics, and ensuring compliance with international 
regulations 

• Analyze how to select and evaluate intermediaries (agents, distributors) in direct export 
models 

• Explore the legal, financial, and operational considerations that influence entry strategy 
decisions 

• Assess risk, cost, control, and resource allocation for each entry method 

• Apply market entry strategy frameworks through case studies and simulation exercises 
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• Create a comprehensive market entry plan for a real or hypothetical business entering a 
new international market 

 

Learning Outcomes: 

By the end of this course, students will be able to: 

• Evaluate the strategic rationale for entering new markets 

• Select appropriate entry modes based on business objectives 

• Identify and mitigate key risks in global expansion 

• Develop market-specific entry plans aligned with organizational goals 

• Communicate recommendations effectively to stakeholders 
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SAMPLE 

8/8 

7/7 

5/5 

Program: Post-Graduate Certificate in International Trade 
Institution: College of International Trade 
Course: Indirect Exports and Intermediary Management (INTB506) 

Midterm Test (Total: 20 marks) 
Instructions: Answer all questions. Use real-world logic and examples where applicable. 

 

1. (5 marks) 
Define indirect exporting and explain how it differs from direct exporting. List two advantages and 
two disadvantages of using an indirect exporting approach. 

• Indirect exporting involves selling products in foreign markets through intermediaries like 
export management companies or trading houses. 

• Differences: Indirect requires less market knowledge but gives up control. 

• Advantages: Lower risk, easier entry for new exporters. 

• Disadvantages: Limited market feedback, less control over branding/sales strategy. 

 

2. (7 marks) 
Scenario-Based Question: 
Your company manufactures gourmet packaged foods in Canada and is looking to test the waters in 
Southeast Asia without committing major resources. 

a. What two types of intermediaries could you use for indirect exporting, and how would each 
operate? 
b. Why might this approach be more favorable than direct exporting in this case? 

• Intermediaries: Export Management Company (EMC), Export Trading Company (ETC) 

• EMC handles marketing/sales overseas as if it's part of your business 

• ETC buys your product and resells it overseas, taking on risk 

• Favorable because: limited resource investment, faster market entry, reduced operational 
complexity 

 

3. (8 marks) 
Mini Case Study: 
A Canadian outdoor apparel brand is using an export trading company to enter the Japanese 
market. The company finds its branding is poorly represented and market feedback is slow. 
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Total: 20/20 

a. Identify two major risks of indirect exporting highlighted in this scenario. 
b. Suggest two mitigation strategies the company could consider while still using an indirect model. 
c. If the company wanted more control but wasn't ready for a full subsidiary, what intermediate step 
could they take? 

• Risks: Loss of brand control, lack of customer insights 

• Mitigation: Provide branded marketing materials, maintain regular communication with the 
intermediary 

• Intermediate step: Transition to a local agent or representative model 
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SAMPLE 
 

 

 

Course Title: International Trade Finance (INTB507) 

Institution: College of International Trade 
Duration: 12 Weeks (September 3, 2019 – December 3, 2019) 
Level: Post-Graduate 

 

Course Overview: 

This course provides a practical and theoretical foundation in international trade finance, focusing 
on how cross-border trade is funded, the tools used to manage payment and risk, and the legal and 
regulatory environment. Designed for professionals and students in international business, 
banking, and finance, it equips participants with the skills to navigate the complexities of global 
trade transactions. 

 

Course Objectives: 

• To understand the key financial instruments and mechanisms used in global trade 

• To evaluate and mitigate the risks involved in international trade finance 

• To gain proficiency in trade documentation, payment methods, and compliance 

• To analyze the roles of banks, insurers, and ECAs in trade finance 

• To develop practical skills in managing defaults and trade credit exposure 

• To apply trade finance structures in real-world scenarios 

 

Learning Outcomes: 

By the end of this course, participants will be able to: 

• Identify and explain the various methods of trade financing and their relative risks 

• Use and interpret trade documentation such as letters of credit, bills of lading, and invoices 

• Structure trade finance deals tailored to the needs of importers/exporters 

• Understand the application of Incoterms and the UCP 600 in trade transactions 
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• Assess the impact of regulatory frameworks, sanctions, and compliance requirements 

• Utilize credit insurance and guarantees to mitigate political and commercial risks 

• Respond effectively to payment defaults and implement recovery strategies 

 

Core Topics Covered: 

1. Introduction to International Trade Finance 

o Trade cycles and financial needs 

o Stakeholders in trade finance 

2. Payment Methods in International Trade 

o Open account, advance payment, documentary collections, letters of credit 

3. Letters of Credit and Documentary Credits 

o Types, operations, UCP 600 rules 

o Roles of banks and parties involved 

4. Trade Finance Instruments and Techniques 

o Bills of exchange, promissory notes, guarantees, standby LCs 

o Forfaiting and factoring 

5. Incoterms and Shipping Terms 

o Incoterms 2020 and their financial implications 

o Transfer of risk and cost responsibilities 

6. Trade Documentation 

o Commercial documents, transport documents, inspection certificates 

o Importance of document compliance in LCs 

7. Risk Management in Trade Finance 

o Types of risks: credit, political, currency 

o Mitigation tools: insurance, hedging, ECAs 

8. Structured Trade and Supply Chain Finance 

o Pre-export and post-shipment financing 
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o Inventory, receivables, and supplier finance 

9. Managing Payment Defaults and Non-Performance 

o Causes of default in international trade 

o Legal remedies and contract enforcement 

o Role of credit insurance and guarantees 

o Debt collection and dispute resolution 

o Restructuring, arbitration, and recovery strategies 

10. Export Credit Agencies and Multilateral Support 

o Role of ECAs, World Bank, IFC, and regional banks 

o Political risk insurance and financing support 

11. Legal and Regulatory Frameworks 

o AML/KYC compliance, trade sanctions, and embargoes 

o International trade contracts and dispute resolution 

 

Assessment Methods: 

• Case Study Analysis – 25% 

• Final Project (Structured Trade Finance Deal) – 30% 

• Mid-course Quiz – 15% 

• Participation and Practical Exercises – 15% 

• Final Examination – 15% 
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SAMPLE 
Maple Global 

Logistics Inc. 

Maple Global 

Logistics Inc. 

SIGNATURE 

 
123 Trade Street, Toronto, ON, K01 1K1 
123-456-7890 
j.smith@mgl.com 
January 1, 2025 

To Whom It May Concern, 

I am pleased to provide this reference letter for Jane Doe, who serves as an International Trade 
Coordinator at Maple Global Logistics. During their tenure with us, Jane has demonstrated 
exceptional professionalism, analytical skill, and diplomacy in managing complex trade operations 
and resolving cross-border business issues. 

One particular situation stands out as a testament to her capability in international trade dispute 
resolution. In mid-2023, our company encountered a significant dispute with a freight forwarding 
partner in Southeast Asia regarding a delayed shipment of high-value medical equipment. The 
consignee had rejected the cargo due to damage sustained during transit, which the carrier initially 
denied responsibility for. This posed serious legal, financial, and reputational risks to both us and 
our client. 

Jane took full initiative in managing the situation. She began by thoroughly reviewing all shipping 
documents, insurance policies, and Incoterms stipulated in the contract to determine liability. After 
identifying inconsistencies in the documentation submitted by the foreign partner, she led a multi-
party negotiation that included the carrier, the overseas agent, and our legal and insurance 
representatives. 

Through clear communication, cultural sensitivity, and a firm grasp of international trade protocols, 
Jane was able to secure a partial liability acceptance from the carrier and negotiate a 
compensation agreement that was satisfactory to all parties. She also facilitated a claims process 
with the cargo insurer to ensure our client’s losses were mitigated promptly. 

This incident demonstrated her ability to resolve disputes with a solution-oriented approach 
grounded in international trade law, commercial diplomacy, and risk management. Her actions 
helped preserve a key client relationship and avoided prolonged legal escalation.  

I have no doubt that Jane will bring the same dedication, insight, and professionalism to any future 
role in the field of international trade. Please feel free to contact me directly if you require further 
information. 

Sincerely, 

 
 
John Smith 
CEO, Maple Global Logistics 
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SAMPLE 
 

Training Outline: Resolving Business Disputes in International Trade 
Duration: 1 Week (5 Days – 20 Hours Total) 
Offered by: Global Trade Compliance Solutions Inc. 
Delivery Format: In-person (Live Sessions + Case Work) 
Audience: Trade professionals, compliance officers, procurement managers, and international 
sales representatives 

 

Day 1: Introduction to International Business Disputes 

• Common sources of disputes: contracts, delivery failures, quality issues, payment delays 

• Cultural misunderstandings and miscommunication 

• Key stakeholders and dispute environments (B2B, B2G, cross-border supply chains) 

Day 2: Legal Frameworks Governing Disputes 

• Overview of international commercial law (e.g., CISG, WTO rules, UNIDROIT) 

• Role of national vs. international courts 

• Understanding jurisdiction and choice of law clauses 

Day 3: Dispute Resolution Mechanisms 

• Negotiation and mediation in cross-border contexts 

• Arbitration (ICC, UNCITRAL, LCIA) – procedures, pros/cons 

• Litigation: when it's necessary and how it's handled internationally 

Day 4: Drafting Contracts to Prevent Disputes 

• Best practices for contract clarity in international settings 

• Including effective dispute resolution clauses (DRCs) 

• Risk mitigation through well-structured SLAs and INCOTERMS 

Day 5: Case Study Simulation & Assessment 

• Participants work in teams to resolve a fictional cross-border trade dispute 

• Apply negotiation and arbitration strategies 

• Group presentations and feedback session 

• Final assessment (short quiz + role-play evaluation) 
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Learning Outcomes: 

By the end of the training, participants will: 

• Understand the legal and procedural foundations of international dispute resolution 

• Be able to evaluate and select appropriate resolution mechanisms 

• Gain practical skills in drafting contracts to avoid disputes 

• Demonstrate confidence in handling disputes with cultural sensitivity and legal awareness 
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SAMPLE 

 
Project: Comparative Supplier Analysis for Purchasing Goods 
Course: Procurement and Logistics (INTB 509) 
Objective: Students are assigned a scenario where a company must purchase $50,000 worth of 
electronic components (e.g., sensors for manufacturing). They must identify at least three potential 
suppliers (domestic and international), request quotations (RFQs), and compare bids based on 
cost, delivery terms, quality, and compliance. 

Key Tasks: 

• Create a weighted supplier evaluation matrix 

• Analyze total cost of ownership (TCO) 

• Recommend the best supplier and justify the decision in a written report and class 
presentation 

Skills Demonstrated: Strategic sourcing, supplier evaluation, cost analysis, purchasing decision-
making 

 
 
 The report below was taken from the above course project. Sections below focus on… [Provide 
Details]. Full report available on request. 

Course: Procurement and Logistics (INTB 509) 
Project Title: Supplier Selection for Electronic Sensors – Case Study Analysis 
Student Name: Jane Doe 
Date: March 21, 2020 

Executive Summary: 
This project involved evaluating three international suppliers for the procurement of electronic 
sensors needed for an automated manufacturing line. The objective was to analyze each supplier 
based on cost, quality, delivery reliability, and compliance with ISO standards. 

Methodology: 

• Issued RFQs to three suppliers: 

o Supplier A (Canada) 

o Supplier B (Germany) 

o Supplier C (China) 

• Collected pricing, lead time, warranty terms, and certifications 

• Applied a weighted scoring model (TCO, 40%; Quality, 30%; Delivery, 20%; Compliance, 
10%) 
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Total: 14/20 

Findings: 

Supplier Cost (USD) Delivery Time Quality Rating Compliance Score Final Score 

A 48,000 10 days 8.5/10 10/10 86% 

B 52,000 7 days 9.2/10 9/10 89% 

C 45,500 20 days 7.0/10 6/10 73% 

 

Conclusion: 
Supplier B was recommended due to its superior product quality and delivery reliability, which 
outweigh the slightly higher unit cost. The higher initial investment is expected to yield long-term 
savings through reduced returns and minimal downtime. 
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SAMPLE 

Name: Jane Doe 
Assessment: Procurement of Marketing Services Case Study 
Course: Procurement and Logistics (INTB 509) 
Objective: Students review a case study where a company plans to hire a marketing agency to 
launch a new product. They must evaluate a sample Request for Proposal (RFP), assess service-
level agreements (SLAs), review contract terms, and identify legal/compliance issues. 
Grade: 75% 

Key Tasks: 

• Analyze proposals from two competing service providers 

• Identify contract risks and suggest modifications 

• Write a brief recommending the selected agency, supported by legal and service-based 
justifications 

Skills Demonstrated: Service procurement, contract analysis, risk identification, compliance with 
procurement policies 

 
 
 The report below was taken from the above course project. Sections below focus on… [Provide 
Details]. Full report available on request. 

Course: Procurement and Logistics (INTB 509) 
Assignment Title: Contract Review and Vendor Selection for Marketing Services 
Student Name: Jane Doe 
Date: May 1, 2020 

Scenario Summary: 
The simulated client, "EcoGlow Appliances," sought marketing services for a product launch in 
Canada and Europe. Two agencies submitted proposals in response to an RFP. The task was to 
evaluate the proposals, assess service-level agreements, and recommend a vendor based on legal 
and strategic factors. 

Agency Comparisons: 

Criteria GreenWave Marketing NovaReach Agency 

Cost $28,000 $25,500 

SLA Terms 3-month deliverables, 98% uptime 6-month deliverables, 90% uptime 

Legal Risks Standard IP clause Ambiguous IP ownership 
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Criteria GreenWave Marketing NovaReach Agency 

Cultural Fit Strong European experience Limited international portfolio 

 

Risk and Contract Analysis: 
NovaReach’s lower cost was offset by vague contract language regarding intellectual property 
rights, which could expose the client to brand misuse. In contrast, GreenWave’s SLA included clear 
IP protections and service benchmarks tied to measurable KPIs. 

Recommendation: 
GreenWave Marketing is recommended as the service provider based on stronger legal safeguards, 
international experience, and well-defined SLAs. Suggested amendments to the contract include a 
dispute resolution clause referencing ICC arbitration and an NDA covering pre-contract 
discussions. 
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SAMPLE 

Project Title: Packing and Labelling Product for Foreign Markets 
Institution: College of International Trade 
Course: International Marketing (INTB 504) 
Name: Jane Doe 
Date: July 15, 2025 
Grade: 86% 

 

Project Overview / Requirements: 

Students were required to select a consumer product and develop a comprehensive export-ready 
packing and labelling strategy for entry into two international markets. The project had to include:  

• An analysis of labelling regulations in each target country (language, safety info, standards) 

• Recommendations for export packaging (durability, material, climate considerations) 

• Compliance with international marking requirements (e.g., ISPM 15, UN markings, etc.) 

• Cultural and marketing considerations in packaging presentation 

• A sample export label and detailed packaging specifications 

• A reflection on challenges faced and how they were addressed 

Excerpt from Completed Project: 
The report below was taken from the above course project. Sections below focus on… [Provide 
Details]. Full report available on request. 

Product: Organic Herbal Tea 
Target Markets: Germany and Japan 

To ensure successful entry into Germany and Japan, the packaging design was adapted to meet 
each country’s regulatory and cultural expectations. For Germany, all labelling was translated into 
German and included mandatory information under EU Regulation No 1169/2011 (e.g., nutritional 
content, allergen info, country of origin). For Japan, I researched and applied the requirements set 
by the Ministry of Health, Labour and Welfare, including the inclusion of the product’s 
manufacturing date, best-before date in Japanese format, and importer contact details. 

From a packaging standpoint, I selected biodegradable inner pouches for freshness, and reinforced 
corrugated outer cartons marked with ISPM 15-compliant wood treatment stamps. For Japan, 
special attention was paid to aesthetics and compact sizing, while for Germany, environmental 
sustainability was emphasized through visible recycling symbols and eco-labels. 

This project helped me understand how packaging and labelling are not just operational tasks but 
essential elements of trade compliance and international marketing. I gained practical insight into 
the importance of tailoring packaging for each market’s legal, logistical, and cultural needs. 
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SAMPLE 

Conference Outline 

Title: Developing and Delivering International Trade Services 
Duration: March 5-9, 2020, 5 Days (1 Week) 
Location: College of International Trade / Virtual Option 
Hosted by: International Trade Professionals Association (ITPA) 
Format: Daily seminars, breakout sessions, and case-based workshops 

 

Day 1: Introduction to International Trade Services 

• Opening Keynote: The Role of Trade Services in Global Commerce 

• Overview of Trade Advisory Services: Public vs. Private Sector Roles 

• Identifying Business Needs in the Global Marketplace 

• Group Activity: Mapping Trade Service Delivery Models 

 

Day 2: Structuring and Customizing Trade Services 

• Developing Client-Centered Service Packages 

• Needs Assessment Frameworks for Exporters and Importers 

• Workshop: Building a Customized Export Readiness Program 

• Case Study Review: Supporting SMEs in Emerging Markets 

 

Day 3: Client Relationship and Cultural Intelligence 

• Understanding the Client Journey in Global Trade 

• Communicating Across Cultures and Jurisdictions 

• Panel Discussion: Challenges in Cross-Border Client Engagement 

• Simulation: Resolving Miscommunication with International Clients 

 

Day 4: Legal and Technical Support in Trade Services 

• Overview of Trade Documentation and Compliance Guidance 

• Supporting Clients with Market Access Barriers 

• Interactive Session: Advising on Tariff Schedules and Incoterms® 
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• Breakout Labs: Delivering Post-Brexit and NAFTA-2.0 Guidance 

 

Day 5: Measuring Impact and Future Planning 

• KPIs and Success Metrics in Trade Service Delivery 

• Feedback Mechanisms and Service Improvement Planning 

• Workshop: Designing Scalable Trade Service Programs 

• Closing Session: The Future of Trade Support Services in a Digital Economy 
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SAMPLE 

 

 

 

Course Title: International Marketing (INTB 504) 
Institution: College of International Trade 
Duration: 3 Months (12 Weeks) 
Delivery Mode: In-Person / Online / Hybrid 
Prerequisites: Introduction to International Business  

 

Course Description: 

This course provides students with a comprehensive understanding of how to develop and 
implement marketing strategies in a global context. Learners will explore how companies adapt 
products, pricing, promotion, and distribution to meet the unique needs of international markets, 
while considering cultural, economic, political, and legal factors. 

Through case studies, applied projects, and real-world simulations, students will gain hands-on 
experience in global market analysis, cross-cultural consumer behavior, digital international 
branding, and export marketing planning. The course emphasizes ethical considerations, 
sustainability, and the use of international marketing research tools to make data-driven decisions. 

Upon completion, students will be able to design and evaluate international marketing plans 
aligned with global trade strategies. 

 

Course Outline (Week-by-Week): 

Module 1: Foundations of International Marketing (Weeks 1–2) 

• Defining international vs. domestic marketing 

• The global marketing environment: economic, political, legal, and cultural 

• The role of international marketing in trade development 

Module 2: Market Research and Entry Strategies (Weeks 3–4) 

• Conducting international market research 

• Identifying and evaluating foreign market opportunities for products and services 

• Market entry modes: exporting, licensing, franchising, joint ventures 

Module 3: Cultural Intelligence in Global Markets (Weeks 5–6) 
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• Understanding cross-cultural consumer behavior 

• The impact of language, customs, and values on marketing decisions 

• Adapting brand messaging for local audiences 

Module 4: International Product and Pricing Strategies (Weeks 7–8) 

• Standardization vs. adaptation of products and services 

• Product life cycle in international markets 

• Global pricing strategies, currency impact, and transfer pricing 

Module 5: Global Promotion and Distribution (Weeks 9–10) 

• Advertising and promotion across borders 

• Digital marketing and social media in international markets 

• International distribution channels and logistics integration 

Module 6: Export Marketing Plan & Final Project (Weeks 11–12) 

• Designing a comprehensive export marketing plan 

• Presentation of final projects 

• Course review and evaluation 

 

Learning Outcomes: 

By the end of the course, students will be able to: 

• Analyze global markets using relevant marketing and research tools 

• Develop culturally informed and compliant marketing strategies for products and services 

• Adapt product, pricing, and promotional decisions for diverse markets 

• Create a strategic marketing plan for international trade 

• Demonstrate ethical and sustainable marketing practices globally 
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SAMPLE 

FITT Transcript 
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SAMPLE 

Managing Control Documents in International Trade 

Workplace Example: 

While working as an International Trade Coordinator at Maple Global Logistics, I was responsible 
for managing all control documents for a high-value export of industrial machinery from Canada to 
a client in Saudi Arabia. This involved coordinating and verifying a full suite of international trade 
documents to ensure accuracy, legal compliance, and timely customs clearance. 

I prepared and cross-checked the commercial invoice, packing list, and certificate of origin, 
ensuring all product details matched contractual terms and met the client’s import requirements. I 
submitted an electronic export declaration (B13A) through the CBSA G7 system, confirming correct 
HS codes, export control codes, and end-use statements. 

To comply with the terms of a letter of credit, I ensured all shipping documents conformed precisely 
to bank requirements under UCP 600. I also coordinated with the client to confirm their import 
license details were correctly reflected in the documentation. 

As a result of proactive document management and attention to compliance, the shipment cleared 
customs without delay, payment was released on schedule, and the company maintained a strong 
international client relationship. 
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SAMPLE 

 

 

Job Title: Export Manager 
Department: International Sales & Logistics 
Location: Mississauga, ON 
Reports To: Director of Global Operations 

Position Summary: 
The Export Manager is responsible for developing and executing international trade strategies to 
support TTP Ltd.'s expansion into global markets. This role requires strong intercultural 
competence, in-depth knowledge of international trade regulations, and the ability to manage 
complex export operations across culturally diverse regions. The Export Manager plays a critical 
role in ensuring compliance, optimizing logistics, and fostering sustainable international 
partnerships. 

Key Responsibilities: 

• Develop and implement export strategies for emerging and established markets, with a 
focus on Latin America and the Middle East. 

• Manage all aspects of export logistics, including shipment coordination, customs 
clearance, and regulatory compliance, ensuring smooth end-to-end operations. 

• Negotiate distribution agreements, pricing structures, and service-level terms with 
international partners, applying cultural awareness and regional knowledge to build long-
term relationships. 

• Conduct international market research and risk assessments to support strategic decision-
making and inform executive leadership. 

• Lead the design and deployment of digital tools to streamline inventory management, 
enhance supply chain traceability, and improve cross-border collaboration. 

• Monitor and ensure compliance with all applicable international trade laws, including 
export control regulations and documentation standards. 

Qualifications: 

• Bachelor's degree in International Business, Supply Chain Management, or a related field; 
MBA preferred. 

• 5+ years of experience in export management or international logistics. 

• Proven track record of success in developing and managing trade relationships across 
culturally diverse markets. 
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EMPLOYER SIGNATURE 

• Strong understanding of INCOTERMS, trade compliance, and global shipping regulations. 

• Excellent communication, negotiation, and intercultural skills. 

• Proficiency with digital inventory and logistics systems. 

 

 

Employer Name 
Employer Position 
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SIGNATURE 

SAMPLE 

Global Distribution Partners Inc. 
123 Avenida de Comercio, Mexico City, Mexico 
Phone: +52 (55) 1234-5678, Email: l.hernandez@gdpintl.com 

January 1, 2025 

To Whom It May Concern, 

I am pleased to write this letter of recommendation on behalf of Jane Doe, with whom our 
company, Global Distribution Partners Inc., had the pleasure of working with over a period of three 
years in connection with TTP Ltd.’s expansion into the Latin American market. 

During our collaboration, Jane consistently demonstrated exceptional intercultural competence 
and an ability to build and maintain strong, respectful, and productive relationships across cultural 
and linguistic boundaries. From the outset, she approached our partnership with a clear 
understanding of the cultural context in which we operate, showing great sensitivity to local 
business customs, communication styles, and negotiation protocols. 

One of the most notable examples of her effectiveness was the negotiation of a multi-year 
distribution agreement that required careful alignment of Canadian operational practices with Latin 
American market expectations. She not only ensured regulatory compliance on both sides but also 
adapted product offerings, documentation styles, and service approaches to better fit our 
customers’ needs—without compromising TTP Ltd.’s global standards. 

Jane was proactive in engaging with our team in Spanish, even arranging for bilingual materials and 
using culturally relevant analogies and examples during presentations. This effort went a long way 
in establishing mutual trust and credibility, ultimately allowing us to expand our reach with 
confidence. 

Her professionalism, cultural awareness, and sincere commitment to long-term relationship-
building have made a lasting impact on our business. I highly recommend Jane to any organization 
looking to strengthen its international partnerships with skill, sensitivity, and strategic insight. 

Please feel free to contact me directly if further information is required. 

Sincerely, 
 

 

Luis Hernández 
Regional Director 
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SAMPLE 

 

 

Course Title: Legal Aspects of International Trade (INTB508) 

Institution: College of International Trade 
Duration: 12 Weeks (January 5, 2020 – March 5, 2020) 
Level: Post-Graduate 

 

Course Description: 
This course provides students with a comprehensive understanding of the legal frameworks that 
govern international trade. Over three months, learners will explore the key legal principles, 
agreements, and institutions that shape cross-border commercial activity. Special emphasis is 
placed on complying with legal requirements, including export controls, import regulations, 
international contracts, dispute resolution mechanisms, and the application of trade agreements 
such as the WTO, USMCA, and others. 

Through case studies, simulations, and real-world trade scenarios, students will develop practical 
skills to identify and manage legal risks in international transactions, interpret compliance 
obligations, and ensure alignment with regulatory standards across jurisdictions. The course also 
examines ethical considerations, intellectual property rights, anti-corruption laws, and the role of 
legal counsel in trade operations. 

Learning Outcomes: 
By the end of the course, students will be able to: 

• Identify and interpret key international trade laws and agreements. 

• Apply compliance best practices to meet legal obligations in export and import activities. 

• Draft and evaluate international contracts and commercial terms (e.g., INCOTERMS). 

• Understand dispute resolution mechanisms including arbitration and mediation. 

• Assess legal risks and propose mitigation strategies in international trade scenarios.  
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SAMPLE 

Simulation: Ethical Decision-Making in an Export Licensing Dilemma 
Apply ethical standards and legal principles in international business situations. 

 

Scenario Title: Exporting Under Pressure 

Context: 
You are the Export Compliance Officer at a Canadian tech company. A valued international client 
places a high-value, time-sensitive order for encryption-enabled telecommunications hardware. 
These goods may be classified as dual-use under Canadian export control regulations. 

While processing the order, you identify that part of the shipment requires an export permit under 
the Export and Import Permits Act (EIPA) due to national security concerns. 

Your sales manager urges you to ship immediately and file for the permit afterward, citing client 
trust and the importance of closing the quarter’s sales target. You must decide how to proceed and 
communicate your decision. 

 

Your Task as the Participant: 

1. Analyze the situation to identify legal and ethical risks. 

2. Decide whether or not to proceed with the shipment, and provide your rationale. 

3. Prepare a brief internal memo to your supervisor explaining your decision and proposed 
course of action. 

 

         Evaluation: What Good Performance Looks Like 

Performance Area Good Performance Indicators 

Legal 
Understanding 

Accurately identifies that the goods fall under controlled export regulations 
and require a permit. 

Ethical Reasoning 
Clearly articulates that shipping without a permit would violate the law and 
ethical standards. 

Decision-Making 
Recommends holding the shipment until the proper export license is 
obtained, despite pressure. 

Communication 
Drafts a professional, fact-based memo that outlines the legal risk, company 
liability, and proposes next steps. 
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EMPLOYER SIGNATURE 

Performance Area Good Performance Indicators 

Proposed 
Solutions 

Suggests responsible alternatives such as: partial shipment (of non-controlled 
items), fast-tracking the permit, or negotiating a revised delivery timeline with 
the client. 

Professional 
Integrity 

Maintains a principled stance without compromising under commercial or 
internal pressure. 

 

Evaluation Findings: 

During a trade compliance simulation exercise, Jane demonstrated a strong understanding of legal 
responsibilities and ethical standards in international business. When presented with a scenario 
involving the potential export of controlled telecommunications equipment without the proper 
Canadian export permit, she correctly identified the legal risks under the Export and Import Permits 
Act (EIPA). 

Despite internal pressure within the scenario to prioritize commercial outcomes, Jane maintained a 
principled and professional approach. She declined to proceed with the shipment, clearly 
communicated the potential consequences of non-compliance, and proposed responsible 
alternatives such as fast-tracking the permit process and partially fulfilling the order where 
possible. 

This performance reflected her ability to apply legal knowledge, exercise sound ethical judgment, 
and communicate effectively under pressure.  

 

 

Employer Name 
Employer Position 
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EMPLOYER SIGNATURE 

SAMPLE 

 

 

Workplace Observation Letter 
Re: Organizational Resiliency – Jane Doe, Export Manager, TTP Ltd. 

To Whom It May Concern, 

I am writing to share my firsthand observations of Jane’s consistent display of organizational 
resiliency in their role as Export Manager at TTP Ltd. In her 3 years, I had the opportunity to work 
alongside Jane on several international logistics and market expansion initiatives, during which they 
repeatedly demonstrated the ability to adapt, recover, and lead effectively under pressure. 

One notable example occurred when unexpected regulatory changes in the Middle East required 
urgent revisions to our export documentation and distribution agreements. While many teams 
struggled with the sudden shift, Jane calmly assessed the new requirements, coordinated cross-
functional input, and led the update of all relevant compliance documents within 72 hours—
avoiding potential shipment delays and preserving client trust. 

On another occasion, during the COVID-related port disruptions in Latin America, Jane proactively 
developed contingency shipping routes and renegotiated delivery terms with key partners. Thanks 
to their efforts, TTP maintained delivery timelines for critical clients despite severe global logistics 
challenges. 

Beyond crisis management, Jane has also demonstrated long-term adaptability. As our company 
transitioned to a new digital inventory and customs tracking system, they took ownership of the 
implementation, trained our team, and ensured a smooth migration with minimal disruption to 
export operations. 

Throughout all these situations, Jane exhibited clear communication, composure, and an 
unwavering commitment to upholding business continuity. Their ability to maintain performance 
and guide others through uncertainty has been an asset to our entire department. 

Sincerely, 

 

 
[Colleague’s Name] 
[Title] 
TTP Ltd. 
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SAMPLE 

Class: Introduction to International Business (INTB 501) 
Student: Jane Doe 
Date: October 1, 2019 
Report: In Class Simulation - Organizational Resiliency 

As part of my Introduction to International Business course, I participated in a team-based 
simulation where we acted as the executive leadership of a multinational company facing a series 
of international crises. These included a sudden supply chain disruption caused by political unrest 
in a key supplier country, a currency devaluation impacting our cost forecasts, and a major port 
closure that delayed exports to several high-priority markets. 

My assigned role was on the operations and logistics planning team. We were responsible for 
proposing immediate and long-term strategies to keep the company functioning effectively through 
these disruptions. This included identifying alternate suppliers in politically stable countries, 
negotiating revised delivery timelines with overseas clients, and adjusting contract terms to include 
flexible incoterms and force majeure clauses. I also helped develop a continuity framework based 
on real-world case studies of resilient companies during the COVID-19 pandemic. 

Through this project, I developed a deeper understanding of the concept of organizational 
resiliency—not just as the ability to recover from disruption, but as the ability to anticipate, adapt, 
and thrive in an uncertain global environment. The experience reinforced how critical proactive risk 
planning, cross-functional coordination, and agile decision-making are to sustaining international 
operations. It also gave me practical insight into how global businesses respond strategically under 
pressure. 

Marking Grid: Organizational Resiliency Simulation 
Course: Introduction to International Business (INTB 501) 
Institution: College of International Trade 
Simulation Topic: Organizational Resiliency 
Student Name: Jane Doe 
Date: October 1, 2019 
Instructor: Mr. Smith 

Assessment Criteria 
Weight 
(%) 

Performance Description 
Grade 
Awarded 

1. Understanding of 
Organizational 
Resiliency Principles 

20% 

Demonstrated comprehensive knowledge of 
resiliency frameworks, including redundancy, 
adaptability, and recovery. Integrated theory and 
real-world examples fluidly. 

A+ (20/20) 
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Assessment Criteria 
Weight 
(%) 

Performance Description 
Grade 
Awarded 

2. Application of 
Concepts to the 
Simulation Scenario 

25% 

Applied resiliency concepts strategically and 
effectively. Decisions were aligned with 
international business challenges and showed 
insight into global risk factors. 

A+ (25/25) 

3. Strategic Thinking & 
Decision-Making Under 
Pressure 

20% 

Displayed excellent strategic acumen in managing 
uncertainty. Responses were agile, evidence-
based, and well-justified. Scenario planning and 
mitigation strategies were creative and realistic. 

A+ (20/20) 

4. Team Collaboration & 
Communication 

15% 
Collaborated constructively with peers. 
Communicated clearly, encouraged diverse 
perspectives, and contributed to team synergy. 

A+ (15/15) 

5. Reflective Analysis & 
Debrief 

10% 

Reflection demonstrated deep insight into what 
worked, what didn’t, and what could be improved. 
Connected learning outcomes with long-term 
professional development. 

A+ (10/10) 

6. Professionalism & 
Presentation 

10% 

Delivered with confidence, clarity, and 
professionalism. Visuals and verbal explanations 
enhanced understanding. Maintained audience 
engagement. 

A+ (10/10) 

 

Total Score: 100/100 
Final Grade: A+  

 

Instructor Comments: 

"An excellent demonstration of applied international business knowledge in a crisis context. You 
showcased a nuanced understanding of organizational resiliency and acted decisively, creatively, 
and collaboratively throughout. Your reflective analysis further solidified the depth of your learning. 
Exceptional work!" 
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SAMPLE 

SIGNATURE 

Maple Global 

Logistics Inc. 

Maple Global 

Logistics Inc. 

 

 

Confirmation of Employment Letter 

January 1st, 2025 

Subject: Confirmation of Employment  

To whom it may concern, 

I, [Name], [Job Position] certify that Jane Doe is currently employed by Maple Global Logistics as 
International Trade Coordinator and has been since October 2020.  

I also confirm that Jane Doe completed the following projects as part of her responsibilities as 
International Trade Coordinator: 

• Cost Analysis: Exporting Consumer Electronics to Europe (June 2021) 
• Risk Mitigation Strategy for New Market Entry (September 2022) 
• Managed All Control Documents for High-Value Export of Industrial Machinery from 

Canada to Saudi Arabia (January 2023) 

 

With regards,  

 

 

[Name] 
[Job Position] 
[Division] 
[Company] 
[Email] 
[Phone] 
[Address] 
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30/30 

25/25 

SAMPLE 

Midterm Exam 

Program: Post-Graduate Certificate in International Trade 
Institution: College of International Trade 
Course: Cross-Cultural Communication (INTB 505) 

 

Section A: Short Answer (30 points) 

Answer each question in 3–5 sentences. (10 points each) 

6. Explain how ethnocentrism can negatively impact cross-cultural business 
communication. 
Ethnocentrism is the belief that one's own culture is superior to others. In business, this can 
lead to misunderstandings, lack of respect, and poor communication when working with 
international partners. It may cause a person to dismiss valuable input or practices from 
other cultures, leading to conflict or failed negotiations. 

7. Describe two challenges that can arise in multinational virtual teams. 
First, differing time zones can make scheduling meetings and deadlines difficult. Second, 
cultural differences in communication styles—such as directness versus indirectness—can 
lead to misunderstandings or perceived rudeness, especially in written communication. 

8. How do high power distance cultures differ from low power distance cultures in terms 
of workplace communication? 
In high power distance cultures, hierarchy is respected, and communication is typically top-
down, with limited feedback from subordinates. In low power distance cultures, open 
communication is encouraged across levels, and subordinates may feel more comfortable 
challenging or questioning authority. 

 

Section B: Case Analysis (25 points) 

Read the following scenario and answer the questions that follow. 

Scenario: 
You are a U.S.-based manager negotiating a partnership with a Japanese firm. During meetings, 
your Japanese counterparts often remain silent when you ask for input and avoid giving direct 
responses. You also notice they exchange business cards with both hands and bow during 
introductions. 

Questions: 

9. Identify and explain two cultural differences that may be contributing to the Japanese 
team’s behavior. (10 points) 
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15/25 

Total: 70/80 

o High-context communication: Japanese culture relies on implicit communication, 
where silence and nonverbal cues carry meaning. Their silence may indicate they 
are processing information or being polite, not disinterested. 

o Respect for hierarchy and face: In Japan, people avoid confrontation and direct 
refusals to maintain harmony. Avoiding direct responses may be a way to save face 
and prevent embarrassment. 

10. What strategies can you adopt to improve communication with your Japanese 
counterparts? (15 points) 

• Practice patience and allow time for responses, understanding that silence can be a sign of 
respect. 

• Learn and follow formal etiquette, such as the correct exchange of business cards and 
bowing, to show cultural sensitivity. 

• Avoid putting them on the spot in meetings; instead, send questions ahead of time or follow 
up in writing to give them time to respond thoughtfully. 

 

Section C: Essay Question (25 points) 

Answer the following question in approximately 400–500 words. 

11. Compare and contrast Hofstede’s dimensions of Individualism vs. Collectivism and 
Uncertainty Avoidance. Provide examples of how these cultural dimensions can 
impact business decisions in a global context. 

• Define Individualism vs. Collectivism and Uncertainty Avoidance 

• Discuss how these dimensions influence workplace dynamics, communication, and 
decision-making 

• Provide examples (e.g., U.S. vs. Japan or Germany vs. Brazil) 

• Conclude with implications for international managers 
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SAMPLE 
 

 

 

Course Title: Cross-Cultural Communication (INTB505) 

Institution: College of International Trade 
Duration: 12 Weeks (September 3, 2019 – December 3, 2019) 
Level: Post-Graduate 

 

Course Description: 

This course explores the role of culture in international business, focusing on effective 
communication strategies across diverse cultural contexts. Students will examine theoretical 
frameworks, analyze case studies, and develop practical skills for managing intercultural 
interactions in global business environments.

 

Course Objectives: 

• Understand the impact of culture on communication and business practices. 

• Identify and compare key cultural frameworks. 

• Develop strategies for effective cross-cultural negotiation and conflict resolution. 

• Improve interpersonal communication skills in global business settings. 

 

Weekly Outline: 

Week 1: Introduction to Cross-Cultural Communication 

• Course overview and expectations 

• Importance of culture in international business 

• Definitions: culture, communication, intercultural competence 

Week 2: Theoretical Frameworks 

• Hofstede’s Cultural Dimensions 

• Hall’s High-Context vs. Low-Context Cultures 

• Trompenaars’ and GLOBE studies 
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Week 3: Verbal and Nonverbal Communication Across Cultures 

• Language barriers, idioms, tone, and silence 

• Body language, gestures, proxemics 

Week 4: Stereotypes, Bias, and Cultural Perceptions 

• Ethnocentrism and cultural relativism 

• Overcoming unconscious bias 

• Cultural self-assessment 

Week 5: Business Etiquette and Social Norms 

• Greeting customs, gift-giving, time orientation 

• Business cards, dress codes, and hospitality norms 

Week 6: Communication in Multinational Teams 

• Challenges in virtual and global teams 

• Leadership and team dynamics across cultures 

Week 7: Cross-Cultural Negotiation 

• Preparation, process, and negotiation styles 

• Case study: Negotiation simulation 

Week 8: Conflict Resolution in a Cross-Cultural Context 

• Identifying sources of intercultural conflict 

• Strategies for resolution and mediation 

Week 9: Marketing and Branding Across Cultures 

• Cultural adaptation of messaging 

• Successful and failed cross-cultural campaigns 

Week 10: Ethics and Corporate Social Responsibility 

• Different cultural interpretations of ethics 

• CSR expectations in global markets 

Week 11: Presentations and Cultural Adaptation 

• Student presentations on assigned countries 
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• Focus on cultural traits, business customs, and communication styles 

Week 12: Course Review and Final Project Presentations 

• Reflection and key takeaways 

• Final group presentations: Cross-cultural business plans or conflict resolution strategies 

 

Assessment Methods: 

• Class participation and discussions (10%) 

• Case study analyses (20%) 

• Midterm exam (20%) 

• Group project & presentation (30%) 

• Final reflective paper (20%) 

 


