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YEP MED COURSE – OT2 – OT3

Administrative processes

in International Trade 

12-23 June 2023

ONLINE COURSE



Digitalisation, environmental and

sustainability are currently a priority for all

ports and port logistics

communities. Operations are also

analysed from the point of view of their

impact. New generations must understand

the impact of their decisions on the

environment and must be able to design

sustainable logistics chains.” – Eduard

Rodés, Director of the Escola Europea –

Intermodal Transport
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The YEP MED Project

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)



The YEP MED Project

The "Youth Employment in the Ports of the Mediterranean"

(YEP MED in short) project, co-financed by the European

Neighbourhood Instrument (ENI) Cross-Border Cooperation

(CBC) Mediterranean Sea Basin (MED) Programme and led by

the Escola Europea – Intermodal Transport (Spain), aims to

develop port-logistics training and vocational (TVET) resources

adapted to sector needs to strengthen youth employability;

increase and upgrade local employment opportunities through

the creation of real dual-learning programmes with job

placements, strengthening the role of SME’s operating in the

port ecosystems for future employment creation; and setting up

collaborative national and transnational partnerships between

port-logistics associations, operators, SMEs, training centres

and VET providers, whilst introducing a public-private

partnership (PPP) co-management process.
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Objective: To teach using the Simulated Practice Enterprise methodology  

The Simulated Practice Enterprise is a methodological didactic strategy of "Learning by

Doing". Its objectives are to:

• Promote the simultaneous and integrated development of functional competencies of

organisational management (social, human and business) based on a methodological-

didactic simulation device that allows for, within the framework of formal education,

contextualized and experiential knowledge.

• Stimulate the responsible and autonomous development of the participant to become

fluent in problem solving and decision-making in the event of unforeseen circumstances,

incidents and conflicts produced by the dynamics of a company and its interactions with

customers and suppliers.

• Develop a system that stays on top of current market developments and operations and

adapts its contents to them, ensuring a seamless connection of the teaching-learning

model with the local industry trends.

• Contribute to the occupational guidance of participants and the employability of

unemployed through role-playing tests and specific tasks typical of the world of work.

Objectives & Participants’ profile

PARTICIPANTS’ PROFILE & REGISTRATION

Unemployed or people with risk of losing their job at a short term who have an administration  background.

ADMINISTRATION AND ACCOUNTANCY IN INTERNATIONAL TRADE 

(OT2 & OT3)
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CONTENTS
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• Freight Forwarding operations: from quoting to invoicing ERP for 

Freight Forwarders: introduction and case study 

• Management of insurances 

• Customer risk analysis 

• Payment methods: letter of credit 

• Invoicing and management of payments 

• Tax treatment of international trade transactions

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)



STRUCTURE OF THE TRAINING

The training is structured in the following activities: 

- Lectures

- ERP Simulation teamwork:

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)



PROGRAMME

14:15 14:30 16:00

Freight Forwarding 
operations 

Documentation 

aspects

Francesc Margalef

Opening Ceremony

Presentation and 

explanation of the 

course

Mar Monzó

16:30

Freight Forwarding 
operations: 

Export Operations 

Francesc Magalef
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17:30 19:00

End of day 1Exercice – ERP 
practice

Nuria Tobella

Monday, 12th June 2023

Break

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)



14:30 16:00

Break
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16:30 19:30

End of day 2

Presentation of a Case study

Tuesday, 13th June 2023 ERP Platform: Click & Cargo

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

ERP Practice

Nuria Tobella/Águeda Capafons

Case of Study

Nuria Tobella



14:00

10

16:00

PROGRAMME

Tax treatment of international 
trade transactions 

Nuria Tobella

15:30

Break

17:30 19:00

End of day

4

From Quoting to Invoicing 

Francesc Magalef

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

Wednesday, 14th June 2023

Tax treatment of 
international trade 

transactions 

Nuria Tobella



15:00 16:30
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1730 20:00

End of day 3

Break

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

Thursday, 15th June 2023

Tax treatment of international trade transactions 

Nuria Tobella

Administrative management 
in Freight Forwarders 

Companies

Nuria Tobella 



14:00 16:00
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Friday, 16th June 2023

17:30 19:00

End of day
5

16:30

Paymment Methods

Águeda Capafons Break

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

Paymment Methods

Águeda Capafons

Paymment Methods

Águeda Capafons



14:30 16:00

Administrative management in Freight 
Forwarders Companies

Nuria Tobella 
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17:30 19:30

End of day 
7

Monday, 19th June 2023

Break

Administrative management in Freight 
Forwarders Companies

Nuria Tobella 

16:30

Administrative management in 
Freight Forwarders Companies

Nuria Tobella

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)



14:00 16:00

14

17:30 19:00

End of day 
7

Tuesday, 20th June 2023

Break

16:30

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

Management of Insurances

Águeda Capafons

Management of Insurances

Águeda Capafons

Customer risk analysis

Águeda Capafons



114:00

Teamwork ERP practice

15

19:00

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

Wednesday, 21   June 2023

16:00

Freight 
Forwarding 

operations Import  
Operations. 

Francesc Magalef

Break

16:30



14:00

Teamwork ERP
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Thrusday, 22 June 2023

19:00

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)

16:00

Airfreight 

Operations

Francesc Magalef

Break

16:30



09:00 12:00

Door to door offers and final 
presentations & debate
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End of the 
TrainingBreak

Closing 
Ceremony

Friday, 23rd June 2023

14:0012:30

PROGRAMME

ADMINISTRATION IN INTERNATIONAL TRADE 

(OT2 & OT3)
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Aspectos a tener en cuenta
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https://www.playforwarding.com/about-us
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Mi cliente me pide una cotización…

¿Por 
dónde 

empiezo?



Aspectos a tener en cuenta
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Aspectos a tener en cuenta
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¿Qué Documentos necesito?
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Mi cliente me pide una cotización

¿A qué naviera le pido 
cotización?

https://www.sdglines.com/

https://www.sdglines.com/
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 https://playforwarding.clickandcargo.com/

Usuario: YEPMED
Contraseña: Click@2021

 https://webmail.nominalia.com/

https://playforwarding.clickandcargo.com/
https://webmail.nominalia.com/
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Correo electrónico Nombre del alumno Apellidos del alumno Equipo

karla+B3:E21.c.lucero@gmail.com Karla Coronel Lucero Ambar

svit587@yahoo.es Svitlana Baydak Ambar

sanchismarta27@gmail.com Marta Sanchís Ambar

j0rg3sevilla@gmail.com Jorge Sevilla Fernandez Apricot

celiauhden@yahoo.es María Celia Uhden Doñate Apricot

domeborre97@gmail.com Nela Borreguero Doménech Apricot

Racim.meziane@gmail.com Mohammed Meziane Aqua

rociollorca6@gmail.com Rocio Llorca Aqua

martapaleng@gmail.com Marta Palencia García Aqua

maribel.morales38@gmail.com María Isabel Morales Ribera Azure

luis.mestre1981@gmail.com Luis Mestre Rincon Azure

cristina.fdez.saiz@hotmail.es Cristina Fernández Saiz Azure

natsanmon02@gmail.com Natalia Sánchez Montero Cherry

 emejiaurbano@gmail.com Emanuel Mejía Urbano Cherry

pacovidcau@gmail.com Francisco Javier Vidal Causanillas Cherry

ballesmozo2@gmail.com Ana Ballesteros Monzó Garnet

yeray.serneguet@gmail.com Yeray Serguenet Garnet

LASCHAIMA33@GMAIL.COM Chaima Lasfar Rhaim Garnet

isabelcamanes.72@gmail.com Isabel Camañes Honey

ana_marco93@hotmail.com Ana Marco Honey

balbifd@gmail.com Balbina Farga Honey

mailto:celiauhden@yahoo.es
mailto:rociollorca6@gmail.com
mailto:martapaleng@gmail.com
mailto:emejiaurbano@gmail.com
mailto:pacovidcau@gmail.com
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• Ofrecer los servicios de Play Forwarding

• Tipos de transporte utilizados

• Cotización CIP: Desglose y Margen

• Descripción detallada de la operación (fecha 

de recogida de la mercancía, fecha de 

embarque…)

• Valor añadido de vuestra compañía: 

Digitalización, respeto por el medio 

ambiente…

• Tenéis 7-8 minutos por equipo.   



MORE INFORMATION:
Valencia: Mar Monzó 

mmonzo@fundacion.Valenciaport.com
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