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[IPONOI 0% IAPYMATOZ EYTENIAOY

‘O Euyévioc Euyevidng, 0 iSputng kai xopnyds 1ol « 18puuarog Evyevidour, rmo-
AU vwpic mobPAewe kai axnudtioe tiiv menoi@non 811 1) GpTia KATEGPTION TWV TEXVI-
kv pac, o€ auvduaoub ué Tiv é8vikh dywyn, 64 ritav dvaykaios kai amropacioTi-
k6¢ rmapdyovrag T1ri¢ npoddou rou 'EBvoug uag.

Thv merroiBnorn Tou authi O Euyevidng ékdnAwae pé tn yevvaibgpova rnpasn
evepyeoiac, vd kAnpodorriaer gefaocTd mood yid Ty ouoraon ‘18pouarog rrou 64
elxe agkomb v& ouuBdAAer oTriv Texvikn ékmaideuvon Twv véwv Tii¢ ‘EAAGSag.

"Eror 16 QeBpoudpio Tod 1956 aquarri@nke 16 «‘1dpupa Euyevidour, Tou ormoiou
v S1oiknon avéAaBe rn adeApn Tou kupia MapiavBn Ziuou, ocoupwva ué Trv €rni-
Buuia Tou di1aBérn. |

Ao 16 1956 uéxpr onuepa 11 ouuBoAn rod 16pouaTOS 0TV TEXVIKI) €EKMAIOEU-
on npayuaromnoieital ué Sidpopeg Spaarnpidotnres. “Ouws dr’ autég ) onpavriko-
repn, Mol KpiBnke amé Thv dpxn W< mpuwtng dvaykng, eivar ry Ekdoon BiBAiwy yi&
TOUC HABNTEC TWV TEXVIKWYV OXOAWV.

Méxpr onuepa éxd68nkav 150 téuor BiBAlwy, mou &éxouv SrareBei o€ moAAG €-
Karouuopia reuxn, Kkai kaAanrouv dvaykes rwv Karwrepwyv kal Méowv Texvikwyv
2xoAwv Ttod ‘Y. lNaideiag, rwv ZxoAwv Tod ‘Opyaviouod AnaoxoAncews Epyari-
koU Auvauikod (OAEA) kai twv Anuooiwv ZxoAwv "Eumopikod Nautikod.

Movadikry gpovtida Tod ‘I18pouaroc o’ autr v ékSoTikri Tou mpoonéBeia ritav
kai €ivar 1y mo1déTnTa TWv BiBAiwv, Grié Grown Bxr ubévov émoTnuovikn, naIsaywyikn
kai YAwooikn, GAAG kai arié drrown éugaviocews, wore 16 BifAio v ayannBei drié
ToU¢ véouc.

[1G tiv émornuoviknh kai maiSaywyikr moiétnra twv BiBAiwv, T1¢ keiueva vro-
BaAAovrar o€ moAAéc émeéepyaaiec kai BeATiwvovrar mpiv drré kGBe véa Ekdoon.

1diaitepn onuaocia anédwoe 16 “1dpupa and tnv dpxrn ornv moidrnra Twv Bi-
BAiwv érié yAwaoaikry &rmown, yiari morever 8 kal 16 Texvikd BifAia, rav efvar
voaupéva oé yAwooa Gpria kai duoiduoppn dAAG kai kardAAnAn yid tn ordBun
Twv uabnrwyv, urropodldv va cuufdAAouv arnv yAwoaorkn driarmaibaywynon Twv ua-
Enrwv.

‘Eror yé anégpaon rmou napBnke ridn dré 16 1956 SAa rd BiBAia tric BiBA10Br)-
kn¢ Tou Texvirn, dnAadn 7¢ BiBAia yid tic Karwrepeg Texvikég ZxoAéc, Srmwe dpyo-
repa kai yiG 1ic SxoAéc rod OAEA, eivar ypauuéva o€ yAwoaa nuotiki ué B&on
v ypauuatiki Tod TpiavraguAAidn, éva SAa 16 dAAa BiBAia elvar yoauuéva oriv
arAn kaBapedouvoa. ‘H yAwooikn énefepyacia rwv BiBAiwv yiverar arné @IAoA6-

yous ToU ‘Idpouarog kai €ror ééaocpaliferar ny éviala ouvraén kai dpoAoyia kGBe
karnyopiac¢ BiBAiwv.




‘H moidtnra rod xapriod, 76 €/60¢ TWV TUMTOYPAQIKWV OTOIXEIWY, TQ CWOTA OXN-
puara kai n kaAaioBnrtn oeAidorroinon, 16 ééwW@uAlo kai 6 uéyeBocg Tou BiBAiou rre-
piAauBavovrar kai aurd oric gpovridec Tod 1dpuuarog.

T6 “18puua Bewpnoe 811 eivar omoxpéwar) Tou, ocuuPwva ué 16 nNvedua ToU i-
Spurtn Tou, vd Géoer ornv 61468eon rod Kpodrouc 8An aurry tnv rreipa tou Twyv 20 é-
Twyv, avadauBdvovrag triv €kdoon Twv BiBAiwv kai yia Tic véeg Texvikés kai ‘Emay-
veAuartikéc 2xoAéc kai Ta véa Texvikad kai ErmayyeAuarikd Nokera, ooupwva ué rd
Avadutikd lpoypdauuara o K.E.M.E.

Té xpovikd mepiBwipra yi’ adTh THv véa ékdoTikr) mpoonéBeia rirav moAs mepio-
prouéva kai iows yi’ aurd, idiws T4 npwra BiBAia auTr¢ 1S o€IPAS, vd mapouoid-
oouv aTéAelec arn ouyypapn ri orv éxrurmwon, mou 64 é10pBwBodv oTn véa Toug
éxdoon. 1" autd 16 oxkordé émxkalovuaore v BonBeia SAwv Sowv 84 xpnoiuo-

rmomoouv 14 BifAia, wore va pdc yvwororomoouv KGBe rmaparnpnor Tous yia va
ouuPdAiouv kai auroi orn BeAtiwon Twv BiBAiwv.

ENITPONH EKAOZEQN IAPYMATOZ EYTENIAOY
‘AA€ERavbpoc |. Mammdag, ‘Opy. Kadnyntrig EMN, MNpdedpoc.
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MixaiA . "AyyeAbénoudog, Takmikdég KaOnynting EMM, 1. Aioiknrtiig AEH.:
Nav y. ¢ Xar{mwavvou, Mnx.-"HA. EMMN, Tev. A/vrig 'Enay/kig "Exm. “Yn. Naideiag.
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tant Professor, ToU0 TuprRuaro¢ ‘AyyAik@wv Inoudwv 1i¢ Pihoocodikis ZIxoAlg Mavemornpiou
"ABnvwv.




MMPOAOI0OZ TOY XZYITPA®EA

To BiBAlo ToUTO KaAAunTel TNV €ldikn OpoAoyia nmou Bewpeirat dnapaitnTn yla ToVvV
touéa Olkovouiag kai Awoiknoew¢ o0 ’EnayyeAuarikod Aukeiou, Tunuara ‘YrnaAAnAwv
Noyiotnpiou kai MNpageiou. ‘H éktaon ™G UAnG elvat t€tola, WOTeE NMIOTEVwW, nNw¢g 64
SWOEL OTOUC MaBnTEC TNV driapaitntn urntodoun yia €va OAoOKAnpwuevo Ae&EIAOyLo rmou
vd dvrarnokpivetal oOTic dvdykec Kai TiC dnaitnoels 1ng £(0ikoTnTdg Ttouc ue Bdon kai
TO AvaAuTikO nipoypauupa tov pabnudrwv eldikornrag.

‘H davanrtuén ¢ UAnc xwpiletrat o€ 8 evornreg. KdBe £vornra npayuareveral
E&va OUYKEKPIUEVO BE€ua, mou oAokAnpwverat o€ 2 - 3 tunuara mne evornrag. ‘H idia
n évornra uéoa ornv 8An doun touU BiBAiou elvat autévoun. Aév ocuuBaivel Suwg 10
(dlo kai pué 1a Tunuara péoa ornv évornra. Auta npoxwpoulv dno 1i¢ Baotkes kai rio
YEVIKEC YVWOEIC OTIC o €ldIKEC Kai AenTouEpelakES. KdBe tunua ndAt drnioteAegirai
aro 3 - 4 uépn.

Auta elvai:

(a) ‘H nmapouoiaon toU AVvTIKEMEVOU UEca A0 elkovec kai diaypauuara.

(B) ‘H avdrituén toU B£uatoc uE napoxn MEPIOOOTEPWV AEMTOUEPEIWYV NMAdvw OTO
Bgua.

(v) ‘H nmpaktikn doknon rnou Baociletat ord dud npwra uEpn kai £xet okorod va
onBrioet v gungedwon TV yVWOEwWV rou mapg€xovral u’ aurd.

(0) To Ae&iAoyto rnmou kaAuntet SAec Tic Katvoupylec A€Eeic nmou napouotdlovral
0¢ KdBe tunua.

“Orav ué€ 2 - 3 tunuara OoAokAnpwBei uta évornra, dkoAouBolv AokKnoelc mnou
avagépovrat o& 6An tnv Ekraon NG £vornracg. "Etot yivetrar utd dvakukAwon oTto
Béua g évornrag kai rmorteuw nwc elvat kai xprniown kai anapaitntn.

‘Ao nAeupac Ae&idoyiou 1a keiueva elvar ypauuéva kdnwc €AeuBepa. Autd Td
kdvet BEBaia rio duokoAa, Suwe avaugioprnitnrta mo avbevrikd. Aév gluat TAC yvwunc
OTtL urtopeic va O1ddéelq €idikn opoAoyia uéoa amo danAoroinuéva o€ ueydAo Baduo
keiueva. ‘H xpnowotntd toug elvat 10te nMoAu uikpn kai dugiBoAn.

“Ooo dgopd Suw¢ 1 doun TNC YAwWooag, autn neptopiletat OoTO MHEYAAUTEPO
MOOOOTO OTIC YVWOEIG nMoUu drtoktnénkav oro npwrto BiBAio ¢ oeipdag. “Ornou undp-
XOUV ypauuatika f Kal ouvtaktika gaivoueva kailvoupyla, auto yiverat arnd tnv dvd-
Ykn n a¢nynon va elvait o yvioia kai owotn kai oév npénet va é&EnynBoldv dvaAurTi-
KA oto udénua. 2’ aurn ™ ¢don deév 6d BonBoloe oé Ttinora.

To BiBAio xpwora 11 QpovTIoMEVN LOPPI} TOU OTIN) OUYKIVNTIKA MOAUTIUN, UNEUBuU-
vn Kai dvunokptrn ponbeta tod npoowrkoU toU ékdoTikoU Tunuarog tou ‘Idpuuaroc.

Na exkgppdow tnv evyvwuoouvn uou yiautro S&v elvat napd utd nmoAu uikpn dvra-
nokpton ornv ami@ava pueydAn kai onoudaia npoogpopd ToUu.
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NINAKAZ NEPIEXOMENQN

. OEA.
KEY TO PHONETIC SYMBOLS ..., 5
UNIT 10FFICE DEPARTMENTS oovoovn.... e 7
1. 1a S C=11=1 01 2= 1 ([0 ] o HEPUTU TP 7
1. 1b D VIO P IMENT e 8
1. 1c o - Vol (o1 = ST PP 9
VOCEDUIAEY icomenmmmmmssesmosamrmsvosmmmssmenss s esss o e e s S Teeaos 10
OFFICE MANAGEMENT FUNCTIONS .....ciiiiiiniiiiiamsisimcrissmosssssonsasas 12
1. 2a- PreSentaltbon ccoeammissmasssimssemes i e s s s s s e v eh e e 12
1. 2b DEVEIOPIMENT e eas 12
1. 2¢ PractiCe .o, et et ne e 13
Vh e Tor- 1 o 1V ] -1 oV 2NN UPPRR 14
OFFICE MANAGEMENT ACTIVITIES .o, 15
1. 3a PEESENIATION  .cvvivisimivvsvonmimsessassmessss iivmesasies susse e ss e s aie sassse v kog s ss s 15
1. 3b DEVEIODINENT icnmiscmimiamsinan s s e issass s S s an it s s e 5o s e SR e mans 16
1. 3¢ PTACKHICE  coviisimosss i siiiin s il i iis afefitommam st s s e a1 o i m A SR RS 17
AV oY or=1 o 1V ] F-Y oV A OO OSSP PSUPRPP PPN 18
SE CRE T TARIAL DUTIES oottt e e eee e e 19
1. 4a Presentation .......coccecvvvenenn... e e e e e e e a e et n e n e rea e aaeaa 19
1. 4b DeVEIOPIIONT ... s ssnmamssss vy sovis s s sess FisssamsnsRissim 20
720 T or=) s TH =1 o O O OO S 20
CLERICAL DUTIES v s s i e s e s s st s 21
1. Sa PrESENTALION oo st i saisiaeiisnme b i bnns st ansnssnessmmmmmsms oo 21
VOCADUNBEY, i oumsmisio s s s s imins shuivis Shmn s ke annmss sn s s s simmsio s s samm e s sy 21
o ] ol F 1= F T RO UOUORR 22
UNIT 2COPYING AND DUPLICATING EQUIPMENT oo, 27
2. 1a o (ST 0 6= 1 AT e ] o TSRS 24
2. 1b 811V 0 e 1o T2 4110 o SR S ——— O 24
2. 1c 225 5 A T - ORI 25
2. 2a Yo T g €2 1 4 o] o R U 26
2. 2b DeVEIODMENT: .ucimmmmimsssmmns s s s mis 7 i snsansmnssm st assm me s e mssrn s 26
2. 2¢C PTACHIGE  covvnvsimmmsosinssiosssss i 8 55s o mmnsn emomms soms s s st s mcp s i 27
VOCBDUIANY  oiiiiisinciiimnsanm fonnnannenssmsnsisnmris msmmes s oo s s s 27
o ] ol 111 TSP 27
2. 2d Further development ... e 28
Vo Tor- 1 o TU] £- 1 oY ORI 28
UNIT 3 BANKS AND BANKING .ooooeeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeoeeeeeeee 28
3. 1a o (CET=1 21 €= 14 0] o TR 28
3. 1b Developmient . .osssuscvsassssnsrosssnss I TS 29
3. 1c 2 & 7o) 4 o1 - R ————————— 29
VOCABUIATY  5000m00mmmsammsmsas i ssssssnsissinssom s ananssmesnssnammss s e axmmsssa s s s 29
3. 2a Presentation .o, S — 30
3. 2b BIAVI 1 ToY o] 4 1= 1 | SRRSO RO OR RS 31
3. 2¢C Further development ... e 31
VOCADUIAIY o 32




3. 3a Presentation MONETARY UNITS ..cicvimmmmane. S 33
3. 3b DISVBIGPIMIEIL . comemmmmemnumnnsmsmammmmmsssmssmemsns £ 0 6 S0 R ST 4 T S B 34
3. 3¢ Further development ... 34
VOCaDUIArY .o 34

3. 4a PreS N atiON oo 35
3. 4b BISI=1 o] o111 ¢ QR N 36
3. 4c Further development ... 36
NOCBIUTETN .. somnnmnomams sonmacrme s RS S 8 D SR P S A S B S R s PR A SR S5 36

EXOTEISEE  connommmrmmmmummmer s mmnpomsssnmasn s s e snss 5505 5 05 5S35 VA S 37

UNIT 4 BUSINESS DOCUMENTS ..o 38
4. 1a PreSeNtatioN ... 38
4. 1b Development ;. acsvamssosmmmsmmmnsnims s e comm s s e s 39
4. 1c PHACTICE ..oeomumnonmemmmnmmanm om0 T S O R R S PR O S G 39
VOCHBUIALY  ..covmmenrmmmunnns inmmnsnns somanmssnnns§i 0500 R e RS AR S A oS R RS S 40

EXCFOISEE. ncrmmsvimssvmmeussmimmmmmnmmmramammnssmsmssmenmnn s S 50555 (6 00 0 PR R R 9 40

UNIT S5 SHIPPING PRACTICE ..o, 42
9. 1 The Shipping COMPaANY ..o eens 42
5. 1a PrESENTEIVON  som e i omasss s s s s o s n s smsmsomaons 42
5. 1b DENEIODIMIEINL ooenonmmmmamames 56 AR50 S R TS S S Y i SR 5% 42
5. 1¢ Further development ... 43
VOCABLIIATY concrsmsnessammmsmmmmnasnmmumnonmmmmmnsmanmmnamsss i i e e sy o ms 43

b. 2 CRAMBIING .o smmsomrmmrmsmas s amdinie il A0 ST s 408 44
5. 2a PreSENtaAtION .ooeieiee e e aas 44
5. 2b DIEIVZ11oT o] 1 4[] o 1 (U TSR PPURN 44
5. 2¢C Further development ... e, 45
NOCBDUNBYY - ccomunmmnmnnn s s i i o ARy SR s R v S s s sa s ok st o 45

5. 3 FEEIGIT ....ocomurmmommmnnnmnnononnssin il s s i S B SEA b a i S J— 46
5. 3a PFESOITATION .conrmmmrmmmmmnmrmnssmmesmamsnd 555 2R RN 03 S A R H S ORRETS v 46
5. 3b DEVEBIOPIIEMT .ovcinconmermmmennemmmmmmmmnnsmsnsnassnnss oo id 65 fEnssas s s s s G S s 46
5. 4 Register of Ships ..o s s onslod Hh SRR S GRS SRS 47
5. 4a PresSentatioN ...oooovnieiiiiee e raaas 47
5. 4b DIZAV7=1 0] 0] 2.4 11 o | GRS PPP 47
NVOCADULATY .. comssmmmmmsensmims e s aas e sy s s s s s s s s 48

EXBICUSES ..ovmumommio i 80 0o 65 0558 4 A S 58 S A PR b o e R A s e e m s R 49

UNIT 6 MORE ABOUT SHIPPING .....cooooiiieeeeeeeeeeeeee et 50
6. 1a PTeSENTALION .c.ccvmosmmnmmmsnnmmvansnnmessamsans swosnonss s 64 Eiassass s s Siusassmsemsoiesimamy 50
6. 2 AGENTS ANU AQBNCY  wevicomccinmmmmmmmnnmnmsomsnensnnnaedssnbbsiss s siisssssmssmsmmesmys 51
6. 2a PresSenlatioN . cuvosmmvammss o amomssmmmsnasnnmmnmsmmrssssnenannd i s s s snse s ssnas 51
VOCADUIAEY vairpmrmmmsmmmsmsssmsssunsmrsrmesmenmmsnsmssmmsasanssmsnyams S SE S5 R85 51

EXOTCISES i s s e ssas s s s snngm msssssss sams §55 51

UNIT 7 INSURANCE ..ottt 52
7. 1a Presentation — SCOPE OF INSURANCE ..., 52
7. 1b B IAT70T F0d 010 0 1=l PSP O 53
7. 1¢ PERACTIER  .oomerrmnnnsis s s s s hr s S S0 S A s F g Oy Sow e s e s s s snmare 54
VOBADUIATY  onrmonnosnn socins 550 R S RS R S SRR H AP o s S Y ssa s 54

7. 2a Presentation — FORMS OF INSURANCE ..o, 55
7. 2b DEVEBIOPIMEBIT covon v mvanmnmmmmennmonnosenmsms 500888 555005 SR GF T S oo wses 55
7. 2¢C Further develOPMENt ...ttt et eeneesnensneeneanrnenns 56




NGGEBBUIATY rvumvenismsssvesimsvorsmanasmasnsess R T R SR G0 Stk 56

EXOTCIBES  icinomcvmvimsimssisss s s siiimis i fesems sy i s et s aip st s s s s 57
UNIT 8 ACCOUNTING oo er e ee e e e, 58
8. 1 LEAGEIS. ..ovvvmmrrrersasrssnsmmmrssenmrmaens e sasnssxvenmsssns son s s vas snaesassssassss sossasssssssnns 58
8. 1a e =111 21 € 1 4 [0 T o T 58
8. 1b DEVBIODMBNT  .vcrvmmimemsoninmmm st ssvess s s e s i s pas s 58
VOBBBUIBEY .oovmsmenmmmmessims s s s i S sh i s 0 i b s s 59
8. 2a Presentation — BALANCE SHEET ..ot 60
8. 2b DeVelOPMENT .o 60
VOCADUIAIY oot e e e e e e e e e ee e e eeeaeeeeena, 60
o ] o] =1 = T TP 61
FUN AL TE ST e et e e et e s 62







E. Key to the phonetic symboIS-l 25. / n/ seven

(a) Vowels ll. Examples of words with
1. /i/ see . L
/1] sit phonetic transcription:

2.
3. /e/ t :
2 7%/ ha Ly
s Fol apn 2. sit/sit/
8 7o/ got 3. take / teik /
7: 157 all 4. home / havm /
8 7o/ put 5. now/ nav /
9. 7u/ 100 6. book / buk /
10. /A7 cup 7. child / tfaild /
1. 737 fur 8. thlnk/9u;]/
| 12. /a/ ago I1l. Phonetic symbols compari
(b) Dipthongs son table
13. /ei/ take
14. /ou / home
:llg 5::0// :;Igsv In this book EPD Simplified
17. /ov/ to ' i
18. /19 / ne‘;r 12 : ll l|
19. /ea/ hair 3. e & e
20. /va / poor 4, = & 2
(c) Consonants 9, a a. a
1. /p/ pen 6. O 0 O
2. /b/ book & 2 = u
3. /t/ ten 8. O ¥ a
4. /d/ do 9. u u. u
5. /k/ cat 10. A A s
7. /1 /_child 12. S o 9
8. /d3/ June 13. el & ei
9. /f/ fall 14. 90U O'U ou
10. /v / voice - 15, al o 2!
11. /87 think 16. av <.
12. /8/ this 1L °' - -
13. /s/ six 18. 19 E )
14. 12/ 200 19. es €3 ea
15. /(] she 20. U9 us ua
16. /z/ vision 21. "" oo 0
17. /h/ how
18. /m/ man
19. /n/ no
20. /n/ sing
21. /1/ leg
22. /r/ red
23. [/ vyet
24. /w/ wet







OFFICE DEPARTMENTS S

| 1.1;Study the following chart:l

A >®
. ~
\* . ;:
- P
/
P
yd
yd




Basic Functions

A — Communications

B — General Administration
C — Accounts and Stock

D — Payments

E — Personnel

Subdivisions

Ai — Reception
A, — Telephone and Switchboard
As; — Mail (inwards and outwards)
B; — Centralised Services

1a —= Typlng

1b — Reproducing
ic — Recording
B. — Data Processing

C — Inter-connection with:
Centralised Services
Data processing

Payments
D; — Cashier
D, — Wages
E. — Recruitments
» — lraining
. — Wages
E: — Purchasing
E. — Sales
E; — Export
E:. — Transport

[1.1b Read the following statements carefully:

a. We can group the main office departments under five titles:
I. Communications
li. General Administration
ili. Accounts and Stock
iv. Payments
v. Personnel
b. The Communications section includes:
). The Reception
ii. The Telephone and Switchboard
ii. The Mail (inwards and outwards)
c. Under the term of General Administration we can list quite a number of
functions in a large enterprise. But even in the small ones we can find the
functions of:




I. typing
Il. reproducing
Iii. recording
and sometimes that of data processing.

d. The Accounts and Stock departments rank among the most important in an
enterprise.

e. The Payments department deals both with customers and personnel. There
may be a cashier for the customers and the staff and a wages section dealing
with increases and payments of salary to the staff, holiday pays, pension
schemes, taxation etc.

f. The personnel department deals with the staff itself and with the type of job
this staff is responsible to perform. Problems referring to the staff are:

l. its recruitment

ii. its training

lii. the payment of its wages

Major areas of responsibility are under the sections:

I. purchases

Il. sales

. export

lv. transport

1.1c Study the following:

(a) The graphical survey is very important in large business offices. You
can get quite handy information about an extended variety of topics.
(b) Look at the following graphs:

Mail IN OuT
Hundreds ) B -
15 —
14 ,’\ /)‘ -q\
/\\ / \\ / \
12 | ' \ // \
10 // ' \\ / v \
/ \
8 d ¥ \\\
6 »
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Graph 1
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Graph 2

(c) Answer the following questions:

1. What was the number of in-coming mail in May?
2. Which is the peak number for in-coming mail?
3. Which month was it?
4. Give the month for the lowest figure of out-going mail.
5. Which were the months during which out-going mail was the same?
6. Which was the total number of personnel, fully employed and under
training, in March 1979?
7. When was the lowest figure for unfilled vacancies?
8. During which period can you trace no change in the figure of fully employed
personnel?
9. During which period can you trace the biggest (anticipated) figure for
unfilled vacancies?
10. Which figure can you give for personnel in December 19787
Vocabulary

department / di'patmoant / TunRua

function / fagkfn / Aewtoupyia

commucation / ka'mjuni’keifn / €rukowvwvia
administration / ad’'mini’streifn / dloiknon, diaxeipion
account / a'’kaunt / Aoyaplacuéc

stock / stok / anoéBeua

payment / 'peimant / TIANPWHN

personnel / 'p3sn’el / MPOoCWIIKO
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subdivision / 'sabdi’'vizn / unodlaipeon
reception / r1'sepfn / urtodoxn

switchboard / 'swit['bod / TNAEPWVIKO KEVTPO
inwards / 'inwads / glogpxdueva

outwards / 'avtwads / €Eepxoueva

centralise / 'sentrlaiz / QUYKEVTPWVW
reproduce / ripra’djus / avanapayw

record / ri'kod / kataypdow

data / 'deita / otolxeia

process / 'prauses / ene&epyaloual

inter connection / 'mnta kan’ekfn / €vdo-erukolvwvia
cashier / k&'[1a / TQMiag

wage / weidz / nobég

recruitment / ri’krutmant / mPOCANYN
training / 'treinin / €Knaideuon

purchase / 'patfas / ayopad

sale / seill / nwAnon

export / 'ekspot / £Eaywyn

transport / 'transpot / petagpopad

list / list / mivakag, KataAoyoqg

enterprise / 'entopraiz / £ruxeipnon

rank / r&nk / ouykataAg€youal

customer / 'kastomd / MeAATNG

staff / stef / npoowrkd

salary / 'szlor1 / uwoB06¢g

holiday pay / 'holadi 'pe1 / enidopa adeiag
pension / 'penfn / oclUvtagn

scheme / skim / ox€dio

taxation / tek’'seifn / ¢popoAoyia

responsible / ri’sponsabl / UnevBuvoq
perform / pa'fom / EKTEA®

major / 'meid3za / oroudaioq

area / 'eor1a / mePLOXN

graphical / 'grefikl / ypadpikdg

survey / sa'ver / eruokémmon

handy / 'ha&nd1 / €Uxpnotog

extended / 1k’'stendid / €éxteTaQuévog

variety / va'raiati / nowkiAia

topic / 'topik / B€na

fully employed / 'full im’ploid / pé mAnPEn dnacxoAnonm
under training / 'ando 'treinip / EKNAISEUOUEVOQ
unfilled vacancies / an fild 'veikansis / Kevég B€oelC
peak / pik / Kopuon

trace / treis / Qvixveluw, Bpiokw

anticipate / '&'tisipeit / poBAéNW
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OFFICE MANAGEMENT FUNCTIONS

1.2a Study the following diagram:

OFFICE MANAGER

functions
INITIATING
PLANNING/ORGANIZATION CONTROLLING
Section 1 | Section 3 l
Section 2 Section 4
area 1 I area 3 area 1 area 3
area 2 area 2

group 1 group 2

Diagr. 1

| 1.2b Now consider the following statements: I

a. The basic functions of a manager are to p/an and organize the office, to
delegate and coordinate the activities of the personnel.

. He can group the staff on a departmental or functionai basis.

. One section must deal with correspondence (diagr. 1 — section 1).

. Another section deals with records (diagr. 1 — section 2). Records may be
financial, structural or of any other form according to the activities of the
office and may fall into three areas: checking of records, maintaining of
records and filing.

e. A third section may refer to calculations. They deal with billing and

accounting and may also provide accurate information about stocks. This
section is the “‘brain’’ of any modern business office.

Q O O
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f. Finally, there should be a section for all other activities (diagr. 1 — section 4).
It may be subdivided into the area of reception (sect. 4 — area 1), the area of
messages, with groups for preparing and transmitting them (sect. 4-area 2,
groups 1 and 2), and the area for duplicating reports (sect. 4 — area 3).

g. Apart from planning and delegating the duties of each section, the manager
should coordinate the relationships between departments and the activities
within each of them. -

h. As far as initiating is concerned, this deals with the following activities:

i. start of the work itself.
it. follow up of plans. _
iii. personnel — motivation and inspiration to use its highest
capacities.
I. Planning, organization and initiating cannot be effective without persistent
controlling. This control should refer to:
I. the performance of clerical work.
Ii. the improvement of methods used.
lii. the measuring of work performed.
iv. the determination of costs per unit of work.
v. the setting of standards to be reached.

). The first function of controlling refers to sections 1, 2 and 4 (diag. 1), the
functions two, three and four refer to section 3 and the fifth function is
concerned with all sections regarded individually or as a whole.

1.2c Bar charts can give information both with their width and
height. Look at the following graph (Graph 3). The height
shows the percentage breakdown of costs and the width the

relationship of all sectors under consideration within the
years concerned:

A Figures denote
- thousands of pounds.
100 |
140 ‘ 210
80 D Labour
Material
9 60 =
g A Overhead
o 40
20
O
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Now complete the following sentences with one of the listed words:

Increased material remained
30% expenses 40%

20% equal material
50% cost overhead

The total expenditure from £ 70,000 that was in 1977 has — to £ 210,000 in
1979. Overhead expenses — at the same percentage whereas — expenses
Increased from 20% in 1977 to — in 1978 and — in 1979. On the other
hand, labour — decreased from 40% in 1977 to 30% in 1978 and — in 1979.
Labour expenses were twice as much as — expenses in 1977 and — to
overhead expenses. In 1978 — expenses were more than either material or
labour expenses. Finally, in 1979, overhead expenses were equal to material
expenses, and labour expenses covered the percentage — of material or
overhead —.

Vocabulary
planning / 'pl&ning / mMpoypappHATIONOG, oxediaon
departmental / 'dipat’mentl / UNMNPECIAKOG, KATA TUARMA
record / 'rekod / dApxeto, PAKEAAOG, OTOIXELO
accounting / ?'kavntip / Tipnon Aoyaplacp®v
motivation / 'mauti’verfn / dpactnplonoinon, kKivntpo

bar chart/ ba tfat / didypaupa HE napaAAnAdypaupa
consideration / kan'sido’re1fn / £E€taon, HEAETN

organization / 'asgonar’zeifn / 6pydvwon report/ ri’pot / EkBeon, avagpopa

initiating / 1'nif1e1tin / elocaywyn follow up / 'folou Ap / TAPAKOAOUB®
controlling / kan’travlip / EAeYX0Q inspiration / 'inspa’reifn / Eunveuon
delegate / 'deligert / avaBeTw capacity / ke'pasat1 / ikavotnTta
coordinate / kau'odnat / ouvTtoviGw effective / 1'fektiv / QMOTEAECHATIKOG
activity / k’tivati / dpaoctnplotnta persistent / pa’sistant / CUVEXNG, ETMOVOG
functional / 'fagkfnl / AelTOUPYIKOG performance / pa’'fomans / EKTEAEON
section / 'sekfn / TURUQ, TOMEQG clerical / "klerikl / UTTIAAANALKOG '
financial / 'far'nenfl / 0iKkOVOMIKOG improvement / 1im’pruvmant / BeATiwon

determination / di'tami’'neifn / KABOPIOHOC

structural / 'straktfarl / AELTOUPYLIKOG
cost / kost / K6OTOG

check / tfek / eEAEyxw ] set / set / KaBopilw

maintain / 'mem’temn / TEW standard / 'stendad / npétuna

filing / 'failip / apxelobeTNnoN regard / ri'gad / Bewp®d, £EeTAlw
calculation / 'kalkjuleifan / UNOAOYIOUOG individually / 'indi’vidzuali / HEMOVWHEVA
billing / 'bilin / xpgéwon percentage / pa’sentid3 / £€KATOOTIALIOG
provide / pro’vaid / mapexw breakdown / ‘breikdaun / avaAuon

stock / stok / andBepa denote / di'naut / kaBopilw, mapouotalw
brain / brein / £YKEPAAOG labour / 'leiba / €pyaocia

subdivide / 'sabdivaid / urodtaipw material / ma’tiarial / UAIKO

message / 'mesid3 / pynvupa decrease / di’kris / pelwwvopuat

prepare / pri’pea / MPOETOINALW overhead / 'auva’hed / naywa €Eoda
transmit / trenz'mit / HETASIOW twice / twais / dud popéqg

duplicate / djuplikeit / avtiypa¢w expenditure / 1k’'spenditfa / danavn
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OFFICE MANAGEMENT ACTIVITIES

IlSa Look at the following chart:J‘

Manager—{ office

section A

section B

— Section C

group a
group b
group c
group d

group f

—— group e

group g
group h

—» section D

—» Section E

group kK

- group |
|___group m

- group n

L—» section F

- group o

___, section G

L— section H

— Section |

—— section J

> section K

N
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[ group q

_group s

|
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Activities: Areas:

1. Constant Attention. 1. Working space.
2. Information on latest developments. 2. Furniture and Equipment.
3. Responsibility. 3. Office personnel.
4. Concern. 4. Working methods.
5. Ability. 5. Data.
6. Design. 6. Office forms.
Sections: A — Accommodation.
B — Conditions.
C — Saving.
D — Security of Accuracy.
E — Employment.
F — Performance.
G — Analysis.
H — Improvement.
| — Handling.
J — Storing.
K — Media.
Groups: a — size of accommodation. |} — time.
b — needs for expansion. k — job description.
c — privacy offered. | — selection.
d — cost. m — training.
e — ventilation of space. n — motivating.
f — noise control. O — supervising.
g — proper light. p — evaluating.
h — work flow. q — classiffication — recording.
I — labour. r — duplication — distribution.
s — analysis — storing.
Results: | — affect morale and efficiency.

Il — relieve routine tasks and drudgery.
Il — increase productivity.

IV — find easier and better
ways of performance.

V. — meet needs for accurate
and reliable information.

VI — avoid duplication, waste of

time, effort and accuracy, confusion.

I 1.3b Study the following statements: |

a. There should be a close relationship and a firm link between the manager
and the office and vice versa.
His activities should concentrate on how to secure morale, efficiency and
productivity as regards his personnel, on how to improve performance, have
reliable information available and make the best possible use of time and
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space available as regards the work itself and relieve himself of unnecessary
duties and activities.

b. One of the most important activities of the manager is that he should pay
constant attention to the working space of the business enterprise he
manages. The term «working space» denotes the whole area where the
general administration of the enterprise is carried out, and includes:

— accommodation, with further reference to its size, the possibility of
expansion to meet future needs, the privacy it offers and its total cost, and

— conditions of work which include ventilation of the space, control of the
noise, proper light and any comfort which facilitates the work flow.

All these result to a high morale and increased efficiency.

c. The manager should be informed on all latest developments in the field of
furniture and equipment. A careful selection of these items will save
unnecessary labour and waste of time and secure accuracy of performance.
As a result he will relieve himself and his staff of unimportant routine tasks
and drudgery.

d. A characteristic activity of the manager is his responsibility on employment
and performance procedures.

As regards employment of personnel he should describe precisely the forms
of the jobs required and then proceed to the selection and training of the
necessary staff. The required standard of performance is reached with the
correct motivation of the staff, a firm supervision and a fair and undisputable
evaluation. ~

The increase of productivity will be the unquestionable result.

e. A high concern about working methods, which includes analysis and
improvement of those in use at present, will result to the application of easier
and better ways of performance.

f. Then, the ability of the manager to handle and store all relevant data will
enable him to meet the needs of his enterprise for accurate and reliable
information successfully.

g. Last in the series of activities, but not less important, is the design of office
forms. These will refer to all necessary media and should provide for:

classification and recording,
duplication and distribution, and eventually,
analysis and storing.
A keen manager always wants to avoid duplication of work, waste of time and

effort, confusion — all at the expense of accuracy. The use of carefully
designed office forms certainly results to this.

1.3c Study these notes carefully:

(a) He will make the best possible use of time and space available.
(b) He wants to have reliable information.

In (a) above the use of the adjective ‘‘available” is predicative, i.e. the adjective
forms part of the predicate, it says something about the subject.

In (b) above the use of the adjective ‘“‘reliable’ is attributive, i.e. it names a
quality and is used with the noun.

17




Now, read again the whole paragraph 1.3b and make a list of all adjectives in
two columns:

I. Predicative
I1. Attributive

Vocabulary

constant / 'konstont / otaBepocg

responsibility / ri’sponsa’bilati / euBuUvn, unteuBuvotnTa
concern / kan’'san / evdlagpEpov, oxeEon

design / di'zain / oxediaon

accommodation / 3'’koma’deifn / OTEyaon, KTIPIAKEC €YKATAOTACELQ
condition / kan’difn / ouvBnRKeQ

accuracy / '&kjorasi / akpiBela

improvement / im’'pruvmoant / BeATtiwon

handling / "ha&ndlig / diaxeiplon, AVTILETWIUON
media/ 'midia / yéoa

expansion / 1k’'sp&nfn / EMEKTAON

privacy / 'privasi / TIEPIBAAAOV (XWPIC EEWTEPIKES EVOXANOELS)
ventilation / 'venti'leifn / deplouodg

supervising / 'supavaizin / eniAeYn

evaluating / 1'valju’eitinp / a§loAdynon
classification / 'klasifi’keifn / tagivounon
recording / ri'kodin / kataypaodr), apxelo6€tnon
distribution / 'distri’bjufn / 6lavoun

affect / a'fekt / ermpealw

“morale / ma'ral / HBIKO

relieve / ri'liv / avakouilw

routine / rutin / pouTtiva

drudgery / 'dradzori / povotovn douAeld
productivity / 'prodak’tivati / mapaywylkotnta
confusion / kan’fjuzn / cuyxuon

relationship / ri'leifn-f1p / ox€on

link / lipk / 580“0(;

vice versa/ 'vaisi 'v3sa / avtiotpoda
concentrate / 'konsntreit / CUYKEVTPWVW®

secure / si'kjua / ¢Eaocdpaiilw

comfort/ 'kamfat / Aveon

facilitate / fa'silatert / SIEUKOAUVW

equipment / 1'’kwipmant / ¢EOTIALGUOG

precisely / pri'saisli / u€ akpifela

supervision / 'supa’vi3n / eniBAeyn

fair / fea / dikalog, AUEPOANTITOC |
undisputable / andispjutabl / adtaPpIAoviknTog
unquestionable / An'kwestonebl / avaudpioBiRTnNTOC
store / sto / AnoBnKeLw

design / di'zain / oxediaon

keen / kin / OEUOEPKNC

predicative / pri’'dikativ / katnyopnuatikog (ypau)
predicate / predikeit / katnyoépnua

attributive / 3'tribjutiv / ETuBeTIKOC (Ypau.)
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SECRETARIAL DUTIES

|1.4a Look at the following diagram: |

SPECIAL
DUTIES

STAFF
OFFICE

POSITIONS

MACHINE

OPERA-
TORS

Diagr. 2

— switchboard operator
— receptionist

— bookkeeper

— cashier

stenographer

— secretary

— typist

— clerk

— business-machine

— electronic-machine

CTIOMMOOm>
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1.4b StudthE_e following statements:|

a. There are some skills a secretary must have:
I. Typing.
il. Shorthand.
iii. Office machines operation.
iv. Knowledge of filing systems.
b. There are some basic qualifications a secretary must possess:

I

Ii.
.
V.
V.
Vvi.
vil.
Viil.

IX.

Competence.

Interest.

Imagination.

Tact and good manners.
Sound judgement.

Integrity.

Sense of responsibility.
Initiative.

Methodical approach to work.

c. There are some characteristics of personality important for a secretary:
I. Good appearance.
il. Pleasing personality.
d. Some of the responsibilities of the secretary are listed below:
i. She handles correspondence.
ii. She schedules meetings and appointments.
lii. She deals with callers.
iv. She records the minutes of meetings.
v. She cares about filing.
vi. She acts as administrative assistant to her employer or manager, in

general.

Vocabulary

contact / 'kontxkt / emtapn

operator / 'opareita / XEIPIOTNG

receptionist / ri'sepfnist / UTTAAANAOG UTIOOOXNG
bookkeeper / 'buk-kipa / AOYI0THG, KATACTIXOYPAPOG
stenographer / sta’nograofa / otevoypadog

clerk / klak / UtAAAnAog

business machine / 'biznas ma’[in / EéNAYYEAHATIKY pnxavn
skill / skil / erude&oTNTA

typing / 'taipin / daktuAoypdaonon

shorthand / '[>the&nd / otevoypadia

office machine / 'ofis ma’[in / unxavn ypageiou
qualification / 'kwolift’keifn / npocévta
competence / 'kompitons / ikavotnTaQ, EUNeLpia
imagination / i'mad3i’'neifn / ¢avraocia

tact / t&kt / AetréTnTA

sound / savnd / OWOTOGC

judgement / 'dzadzmont / Kpion

integrity / in‘tegrat1 / akepatdétnTa
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personality / 'pasa’nzlati / mpoocwrukotnTa
appearance / 3'piarns / ¢udpavion
correspondence / 'kori'spondans / AAAnAoypadia
schedule / 'fedjul / mpoypappuatiCw

meeting / 'mitin / cuvavINON, CUYKEVTPWON
appointment/ 3'pointmant / cuvavinon

deal / dil / GoxoAoupal

caller / 'kala / ETUOKETTING

minutes / 'minits / MPAKTIKA (CUVEDPLACEWV)
administrative / ad’'ministrativ / SLOIKNTIKOG

CLERICAL DUTIES

1.5a Study the following statements:

a. There is a variety of clerical duties depending on the department in which a
clerk works.

b. Here are some forms of clerical work:

i.

ii.
.
iv.
Vi.
vi.

Vii.

Filing.

Payroll.

Billing.

Ledger.
Correspondence.
Mailing.

Stock.

C. The corresponding duties are listed below:

Iv.
. The correspondence clerk carries out all correspondence of the company

vi.

The filing clerk arranges and maintains the files of the company for easy
reference.

The payroll clerk maintains salary records for the personnel of the
company.

The billing clerk prepares and sends bills to customers for services and /
or goods.

The ledger clerk maintains financial records for the company.

with customers, banks etc.

The mailing clerk directs incoming and outgoing mail and memoranda
between offices and departments.

vii. The stock clerk maintains and distributes stationery supplies to company
personnel.
Vocabulary

depend / di’pend / £§apTwual

payroll / 'peiravl / xatacotaon uicBodooiag
ledger/ 'led3s / KaABOAIKS

corresponding / 'kori'spondip / avrioTtoixoq
bill / bil / Aoyaplaocpog

customer / 'kastoma / neAdng
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incoming / 'inkamin / €iCEPXOHEVOG

outgoing / 'avtgavin / £EEPXOMEVOQG
memorandum (—da) / 'mema’re&ndom / unouvnua
distribute / di'stribjut / poipalw

stationery / 'steifnari / ypa®ikn UAn

supply / sa'plai / £podla

| EXERCISES

|. Answer the following questions using one complete sentence for each
answer:

COoO~NOOTPA,WN =

10.

11.

12.
13.

14,
15.

. Which are the main office departments?

. What does general administration mean?

. What does payments department deal with?

. What is the export section in a company?

. Which are the basic functions of a manager?

. Which are the areas of the records section in a company?

. What does calculations section deal with?

. How do bar charts give information?

. Which is one of the most important activities of a manager according to the

content of para. 1.3b?

What does the term working space denote?

What does a keen manager want to avoid?

Which are the skills a secretary must have?

Which characteristics are important for a secretary?

Which of the qualifications of a secretary do you consider important?
What do clerical duties depend on?

Il. Match a word or phrase from column A with a word or phrase from column B

N o o A W

-t —
-0 o™

. Planning and organization are

. Training and motivation of
. The switchboard operator

. The stenographer belongs to the

to make sense:

A

. The Reception is part of the - - - -

. Recording is a function of the - - B

...... Manager of a company.

The recruitment of staff is an the morale and efficiency of

activity of the - - - - - - - - persqnnel. |
special duties staff.

. a secretary must have.
Communications section.
a secretary must possess.
. Personnel department.
General Administration.
Contact staff.

increase productivity.

. Mail department.
Accounts section.

op

functions of the - - - - - - - -
Accommodation and working
conditions affect - -------
personnel - - - -----

belongs to the - - - - - - - -

XTI TQ r0 Q0

. Shorthand is a skill - - - -----
. Integrity is a qualification - - - - - -

Payment of wages is a function
of the--------




IIl. Match the clerical staff in column A with the duties in column B.

B
prepares bills for customers.
. maintains financial records.

. maintains the files of the
1 SeCfetary """" Company_

>
o oTe

2. Receptionist - - - - - - - - d. handles correspondence.
3. Switchboard operator - - - - - - - - e. directs incoming and outgoing
4. Billing clerk - - - - - - - - mail.
5. Filing clerk - - - - - - - - f. receives telephone calls.
6. Payroll clerk - - - - - - - - g. the first contact of the company
7. Stock clerk - - - - ---- with a customer.
8. Ledger Clark s === =xn= h. writes down the minutes of
9. Mailing clerk - - - - - - -- meetings.
10. Stenographer - - - - - - - - i. maintains and distributes

stationery supplies.
j. controls the staff of a company.
k. maintains salary records.

IV. Say whether the following statements are TRUE or FALSE:

— 1. The Accounts and Stock departments are very important in an enterprise.

. The Payments department deals only with customers accounts.

. Graphical surveys give information on limited topics.

. We can group the staff of an enterprise on a departmental or functional
basis.

. The manager co-ordinates the relationships between departments.

. Bar charts give information referring to the percentage breakdown and
the relationship between sectors concerned.

. Pie diagrams give the same information as bar charts.

. Ventilation of space does not affect working conditions.

. Analysis and storing of office forms is a waste of time.

. A link between the manager and his office is not always necessary.

. The right selection of personnel and the correct training result to the
increase of productivity.

. Sense of responsibility is a very important qualification for a secretary.

|
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COPYING AND DUPLICATING EQUIPMENT 1

2.7a Look at the following pictures:

A
|

N
N

ol

E‘;j“é
-

@
AN

pict. 2 pict. 3

pict. 1

2.1b Study the following statements:

a. There are three basic types of Copying equipment. They are:
i. The Xerox machine.
ii. The thermal machine, and
iii. the transfer diffusion machine.

b. The Xerox machine is an electrostatic photocopying machine. It gets its name
from the manufacturer Rank Xerox Ltd.

c. The Xerox machine (pict. 1) produces copies quickly; and for large numbers
of copies is not expensive. On the other hand, we do not need special paper
for the copies.

d. The thermal machine (pict. 2) may be cheaper than the Xerox one. It doesn’t
pick up coloured originals, either. It's mainly used for black printed or
typewritten work. We also use it to produce masters for ink and spirit
duplicators and also transparencies for overhead projectors.
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e. The tranfer diffusion machine (pict. 3) needs special paper. It is equnsive but
can print coloured originals. Of course, it doesn’t give coloured copies but
reproduces the colours in black and white.

2.1c Look at the following graphs. Graph 4 gives production
figures and graph 5 gives expense figures (In thousands of
copies for graph. 4, and hundreds of pounds for graph. 5.)
The broken line (-+------ ) represents forecast figures and the
straight line (——) actual figures:

100

I A A
. -
_ 74 1o
/ et |
60 7
.\K\/+l =
40 1 T
|
1 A [
MJ J AS ONDJ FMAMJIJ
——mT T — —m T —
1978 1979
Graph. 4
100 — T I
LT T Jl: L
80 { ﬁ\\q:
- —t
=] < X
a) Ny
avi ’
40 >
2
S =

MJ J ASONDUJF M AMJI J
—m T mmm— T ———
1978 1979

Graph. 5

Now fill the blanks in the following sentences with one of the words listed
below:

photocopies May smallest greatest
expensive March September lower
bigger lowest 60,000 75,000

65,000 £7500 £7000 £7000
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10.

. The smallest figure of —— made was in April 1978 and the greatest in ——

19709.

. Forecasts provided the —— figure in December 1978 and the —— figure in
March 1979.

. The most —— month in 1978 was expected to be —— .

. The most expensive month in 1979 was —— .

. Production started at a —— level in January 1979 than in May 1978, but in

May 1979 was —— than in May 1978.

. The —— figure of expenses for the year 1978 was in August and the

corresponding figure for 1979 was in January.

. The number of photocopies made in September 1978 was more than — .
. The number of copies expected for March 1979 was —— , whereas those

made were about —— .

. In September 1978 the company expected —— as total expenses. However,

the total expenses were only ,
The highest figure of expenses from May 1978 to July 1979 was —— .

|2.2a Look at the followil_rg picfures;‘ I

|2.2b Study the following statements:l

SO 0000

. There are two main types of duplicators:

i. The ink duplicator, and
ii. The spirit duplicator.

. We use a stencilwith an ink duplicator.

We can use a typewriterto write on the stencil, or we can use a stylus.

. We can get as many copies as we like with ink duplicators.

We must use methylated spiritto clean both duplicator and stencils after use.
We use a carbon and a sheet of paper, as a spirit master.

. We can have seven colours in one printwhen using a spirit duplicator.
. We simply use different colours of carbons.

We can, also, get different colour prints with ink stencils, but, we must
change the drum, use different stencils for each colour and make as many
runs as the number of the colours.

. We can drawboth on spirit masters and on stencils.
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| 2.2¢ Use theToﬁwing words in sentences of your own: l

Ink duplicator Thermal machine
Original Spirit duplicator
Stencil Transparency
Methylated spirit Stylus

Copies Special paper

Vocabulary

copy / 'kop1 / avtiypa¢o, avtiypadpw

duplicate / 'djuplikat / avtiypa¢o, avriypaodw, AvTiTumo
Xerox / 'ziroks /

thermal / 63ml / BEpUIKOQ

transfer / trens’f3 / petapep

diffusion / di'fjuzn / diaxuon, draomopa

electrostatic / 1'lektra’stetik / HAEKTPOOTATIKOG
photocopying / 'fautou’kopin / pwTOoAVTITUNO
manufacturer / 'manju’'fektfors / KATAOKEUAOTAG
produce / pra’djus / mapayw

special / spefl / €ldkdQ

original / ' 1dznl / mpwTOTUNOG

printed / 'printid / €vTuTog

typewritten / 'taip'ritn / dakTuAoypadnuévoq

master / 'masts / Baciko, MPWTOTUTO

duplicator / 'djupli’kerts / moAUypadoqg

transparency / tren’'spearnsi / diapavela

overhead projector / 'auvohad pro’dzekts / ypadpookoruo
actual / zktfusl / npayHaTIKOG

stencil / 'stensl / peuBpdvn noAuypdadou

stylus / 'stailss / ypaoida

methylated spirit / me0Bi1'lertid 'spirit / peBuUAIkS olvénveuua
carbon / 'kaban / ¢pUANO KaQpuTIOV

drum / dram / TUunAQVO -

| Exercises I

I. Answer the following questions using one complete sentense for each
answer:

. What is the Xerox machine?

. What does it produce?

. Which is the main use of a thermal machine?

. What can the transfer diffusion machine print?

How many duplicators can you mention?

. Which is the use of.a stencil?

. Where do we use a stylus?

. How can we get coloured prints from a spirit duplicator?
. How can we get coloured prints from an ink duplicator?
. What do we use to clean duplicators and stencils?

COMNOUTHAWN =

oty
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I 2.2d Study the following table:l

Type of originals for reproduction:

Typewritten matter YEeSs
Pencilled matter yes
Newspaper cuttings yes
Line drawings yes
Ink stencil duplicates yes
Coloured pencil no
Felt pen no
Marker no
Ball-point pen no
Printed matter on colour paper no
Spirit duplicated matter no
Litho duplicated matter yes

Vocabulary

reproduction / ripra’dakfn / Avanapaywyrn
typewritten / 'taip’ritn / SQKTUAOYPAPNHEVOG
pencilled / 'pensld / YPQUUEVOG UE MOAUBL
cutting / 'katin / anékouua
coloured / 'kalad / EyXpwHOG
felt pen / 'felt 'pen / HAPKASOPOG
marker / 'maks / HaQpKAdOPOQG
ball-point pen / 'bal point pen / nmEvva HE oPalPiKn AKEN
printed / 'printid / TUTIWHEVOG
. litho / 'l1B8a / AiBo -, AlBoypadia

UNIT 3
BANKS AND BANKING

3.1a Look at the following diagram:

l TYPES OF BANKS '

SAVINGS | | MERCHANT COMMERCIAL CENTRAL
BANKS BANKS BANKS BANKS

et

Diagr. 3.
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| 3.1b Study the following statements:l

a. Savings Banks, mainly, accept deposits. They, sometimes, do little other
banking business. An example of saving bank is the Post Office Savings
Bank.

b. Commercial Banks undertake all kinds of banking business. They deal both
with jndividuals and firms.. They receive deposits, extend loans, transfer
funds, purchase and sale foreign exchange, safekeep valuables etc.

c. The Merchant Bank is a type of banking Institution specialized in business
relating to bills of exchange.

d. Central Banks are responsible for the monetary policy of a country and
exercise control over the commercial banks.

e. Commercial Banks have branches all over the country.
f. Commercial Banks are subject to the supervision of Monetary Committee.
g. We can group banks according to function, organizational set-up, or
relationship to each other. So, we have:
Correspondent Banks
Drive-In Banks
Industrial Banks
Investment Banks
Mortgage Banks
apart from the types of banks mentioned previously.

3.1c Following are some definitions of banking Institutions. Fill
the blanks at the end of each definition with the
corresponding name of the bank type:

1. They deal with the financing of the -capital

requirements of an enterprise. (IN)
2. They are responsible for the monetary policy of a

country. (CA)
3.They provide tellers’ windows at the outside of

buildings for the convenience of customers. (DR)
4. They accept deposits from individuals, mainly (SA)
5.They derive their funds through savings known as

«investment shares” (IND)
6.They undertake all kinds of banking business. (CO)
Vocabulary

Saving / 'seiviy / dniotapisuon

deposit / di’'posit / katdBeon

Post Office Savings Bank / Taxudpouik6 Tauleutnplo
Commercial / ko'm3fl / ’Epnopikég

undertake / 'anda’teik / dvaAaupBdavw

individual / 'ind1’'vidzual / ATopikog

firm/ fam / €éruxeipnon

extend / 1k’stend / &nekteivw
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loan / laun / davelo

transfer / trens'fa / EuBAAW

funds / fands / xpnuaTtika rmoocd

foreign exchange / 'foran 1ks’tfeind3 / cuvdaAAayua

safekeep / 'seif'kip / daocpaiilw, npooTaATEVW

valuable / 'valjubl / moAUTIHOG

Merchant / 'm3tfant / €uropItkoOQ

Institution / "institjufn / dpupa

specialized / 'speflaiz / €ldikevopal

relate / ri'leit / avagpepopual, oxetiopat

bill of exchange / 'bil av 1ks'[eind3 / cuvaAAQypATIKNA

Central / 'sentrl / KevTplKOQ

monetary / 'manitri / VOUIOMATIKOG

policy / 'polasi / TIOALTIKY

exercise / 'eksasaiz / AOK®

control / kan'trauvl / EAeyxoqQ

branch / braentf / uUnokatdotTnua

subject to / 'sabdzikt to / Unékeuar

supervision / 'supa’vizn / éniBAeyn, erubBewpnon

committee / ka'mit1 / Erurporm

set-up / 'set 'Ap / d1apBpwon

correspondent / 'korr’spondant / QvTanokpitmq

drive-in / 'draiv 'in / tpdanela énou eEurmpeteital 6
neAdmng péoa otd autokivnTo Tou

investment / in'vestmant / ¢énEvouon
mortgage / 'mogid3z / UTTOBNKN

financing / 'fnin@nsiya / xpnuatodoTnon
capital / 'kepitl / kepaAiato

teller / 'tela / Tauiag

convenience / kan'vinians / €EurmpeTnon
customer / 'kastoma / MEAATNG

derive / di'rarv / QvTA®

investment share / 1in’vestmant [ea / OuOAOYO

I 3.2a Look at the following diagram: l

FUNCTIONS

ssue of Advances
Notes v

Diagr. 4
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3.2b Study the following statements:

a.

The basic function of a bank is to accept deposits.
There are deposit accounts on which interest is paid.
Rates usually vary according to the type of deposit
accounts. Withdrawal is subject to notice.

. There are, also, current accounts. No interest is paid

on these accounts. Withdrawal is made by cheque and
no notice is required.

Current account holders effect payments by means of
cheques for goods they purchase or services they
enjoy.

. Central Banks usually have the privilege of issuing

bank-notes, which are in fact promissory notes.

. There are four ways of effecting advances to

customers:
i. by loan;
ii. by overdraft,
tii. by discounting bills of exhange;
iv. by financing hire-purchase transactions.

. There are, also, a number of services for the

customers of the banks:
I. the issue of travellers’s cheques;
ii. foreign-exchange business;
ili. import-export transactions;
Iv. stock-exchange securities.

3.2c Look at the f;iﬁawing chart shovgng the “route’’ of
a cheque:

Chart 3
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A — Mr X orders some goods from Mr Z and issues a
cheque drawn on his account with Lloyds Bank,
London.

B — Mr Z deposits the cheque on his account with
Barclays Bank, Newcastle.

C — Barclays Bank credits Mr Z's account subject to
final collection and sends the cheque for credit to
its account at the Central Bank.

B — The Central Bank forwards the cheque to Lloyds
Bank, London, where the amount of the cheque is
deducted from Mr X's account.

E — Lloyds Bank debits the account of Mr X and returns
the cheque to him with his monthly statement.

Vocabulary

issue/ '1fu / EkdIdW

note / naut / TpaneloypPAMUATIO

advance / ad’vans / Xpnuatodotnon, MPoKATaBoAn
agent/ 'eidznt / npdKTopaAG, AVTIMPOOWITOG
interest / 'intrast / TOKOC

rate / reit / ETUTOKIO

withdrawal / wi1'0’drol / avaAnynm

notice / 'nautis / eidoroinon

holder / 'haulda / KGtOX0GQ

privilege / 'privlidz / mpovouto

bank-note / 'ba&nk 'naut / TparneloypaAuUATIO
promissory note / 'promisari 'naut / UTIOOXETIKN ETIOTOAN
loan / lsun / dAvelo

overdraft / 'auvadraft / UnEpRaon

discount / dis’kaunt / nipoe&dPAnon

finance / 'fainens / XpnMATOOOTW

hire-purchase / 'hais 'p3tfas / ayopd ue dOOELG
transaction / tren’zek[n / cuvaAAayn

travellers’ cheque / trevls tfek / TAEIOWTIKA £€rutayn
import / 'impot / eicaywyn

export/ 'ekspot / £Eaywyn

stock-exchange / 'stok 1ks'tfeindz / xpnuaTiomELO
security / s1'kjuaret1 / xpewypado, TITAOG
collection / ka'lekfn / elompa&n

forward / 'fowad / daBBalw

deduct/ di'dakt / ekrinmTw

statements / 'steitmoant / avtiypado Aoyaplacpou
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l 3.3a Look at the following diag';_rams_:;l

Dollar

U.S.A.
Canada
Australia
Ethiopia

Lira

Italy
Turkey

@

MONETARY UNITS

Diagr. 5

Pound Franc Krone Mark
Gr. Britain France Denmark Federal
Cyprus Belgium Norway Republic
Israel Switzer. Sweden of Germany
N. Zealand land Iceland German
Democratic
Republic
Dinar Schilling Drachma Ruble Yen
Algeria
Iraq Austria Greece USSR Japan
Yugoslavia
Diagr. 6
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E._Sb Stu_ay_t—l-'ne follow_i-ng statements:l

Currency consists of coins and bank notes.

. In every day practice we use cheques instead of currency.

. There are various denominations both of coins and notes.

. Gold coins are no longer in circulation.

Silver coins are still in circulation in some countries.

Nickel and copper coins are used quite a lot.

. Each country has its own monetary unit.

. Exchange rate is a term that denotes how much of the monetary unit of a
country equals to that of an other country.

For example, the official exchange rate in 1946 was 18.95 cruzeiros to the
dollar.

I 3.3¢c Study the followingﬁf;ble: I

Country Currency Kind Denominations
Greece Drachma Coin 10 lepta, 20 lepta
50 lepta, 1, 2, 5
10 and 20 drachmae
Note 50, 100, 500 and
1.000 drachmae
US.A Dollar Coin 1 cent, 5 cent, 10 cent,
25 cent, 50 cent, $1
Note $1, $5, $10, $20
$50, $100, $500

Q0 Q0T E

and $1000
Great Britain Pound Coin V2 penny, 1, 2, 5, 10
Sterling and 50 pence
Note 1,5, 10 and 20
pounds

Vocabulary
currency / 'karonsi / vOuIOuQ
dollar / 'dols / doAAGplO
pound / paund / Aipa
franc / frenk / ¢ppdyko
Krone / 'kraun / Kopwva
Mark / mak / uapko
Lira/ 'liara / Aipéta
Dinar/ 'dina / dnvapio
Schilling / [ilin / ogAAivi
Ruble / 'tabl / poUBAL
Yen / jon / yiév |
denomination / di'nomi’'neifn / povada
circulation / 's3kju’leifn / kukAodopla
rate / reit / TIun




3.4a Look at the following pictures:

the ~ Current account credil R e R
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I 3.4b Now study the following statements: |

. Picture 6 is a current account credit slip.

. Picture 7 is a deposit account credit slip.

. Picture 8 is a Savings Bank account credit slip.

. Picture 9 is a Bank Giro credit slip.

. A current account is the account most people need. To open a current
account you walk into a bank, you complete a few formalities, deposit an
amount of money and within a short time you get a cheque book.

You withdraw money for your own use and pay other people by cheque.

. You get regular statements showing your balance and providing a record of
the transactions passed through your account.

. A deposit account enables you to earn Inferest on the money you save.

You withdraw cash from the branch that keeps your account. When you give
/7 days’ notice of withdrawal, you get interest right up to the day you take
your money out.

j. A savings bank account is like a deposit account. This form of account has
something extra. You get a passbook and you can draw up to a certain
amount at any branch of your bank.

k. Giro accounts are kept with Post Offices. You can put in and draw out cash
during normal Post Office opening hours.

. With Bank Giro accounts you can pay a number of bills with one cheque.

3.4c Study the following statements about the different types of
cheques: _ _

a. A cheque is an order of a customer addressed to his bank to pay the amount
indicated to the person named.
b. There are two kinds of cheques:
i. the open cheques (fig. 10 and fig. 11);
ii. the crossed cheques (figures 12-15).
c. The open cheque allows the payee to obtain cash at the branch where the
account is held. .
d. Crossed cheques are saferthan open cheques.
e. The computer - recognisable numbers in a cheque, from left to right,
indicate:
i. the cheque number,
ii. the branch code number;
fii. the account number.

QO TD

i o wny ™

Vocabulary

slip / slip / anodelgn

current account / 'karont 9'kaunt / TPEXOUUEVOG N/ OUOG

deposit account / di'pozit 3’kaunt / A/OHOG KATAOECEWV

savings account/ 'seivigs 9'kaunt / A/ouédqg tauteutnpiou

giro account/ 'dzairau 9’kaunt / TaxuSPOHIKOG TPEXOUMEVOG A/ONOG
formality / fo'malot1 / datirnwon

cheque book / 'tfek buk / BIBAlo érutay@v

balance / 'balans / urtOAoino

record / 'rekad / eyypadn
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passbook / 'pasbuk / BIBALdplo TauleuTnpiou
indicate / 'indikeit / deixvw

open cheque / "aupan 'tfek / AvOIKTH €rutayn
crossed cheque / 'krost 'tfek / dlypauun £rurayn
payee / per't / dikaAloUX0G

computer/ kam’pjuta / UTIOAOYLOTNG
recognisable / rikog'naizabl / avayvwpioluog

Match a type of bank from column A with a corresponding function from
column B.

More than one answers may be correct.

B
a. Give loans
A b. Finance capital requirements of
. Commercial Bank companies.
. Central Bank . Sell foreign exchange.

. Savings Bank d. The investment shares provide
. Merchant Bank their funds.

. Investment Bank . Mainly deposits.

. Mortgage Bank Exercise control on banks.

. Industrial Bank . Purchase foreign exchange.
. Mortgage financing.

. Transfer funds.

O

~NOoOOWs WN =

X JT K ™o

Il. Answer the following questions using one complete sentence for each

answer:

. Which are the functions of banks, in general?

. Which is the basic function of a bank?

. What is a bank-note?

. How do banks effect advances to customers?

. Name some services the banks offer to their customers.
. What does currency consist of?

. What does exchange rate mean?

. Do you earn interest on current accounts?

. What is a cheque? '

. How many kinds of cheques have we got?

. What do the computer numbers in a cheque indicate?
. What are Giro accounts?

-t
CQCOWOONOOAWN -

(R %
N —

Ill. Put the following statements about the ‘‘route’” of a cheque in their correct

o~NOOA~WN -

order:

. Lloyds Bank returns the cheque to Mr X.
. The Central Bank forwards the cheque of Mr X to Lloyds Bank, London.
. Mr Z deposits the cheque on his account with Barclays Bank, Newcastle.

Barclays Bank sends the cheque to the Central Bank.
Lloyds Bank debits the account of Mr X.

. Mr X issues a cheque drawn on Lloyds Bank, London.
. Barclays Bank credits Mr Z's account.
. Mr X orders some goods from Mr Z.
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BUSINESS DOCUMENTS e L

4. 1a Look at the following pictures:

W.H. Smith and Co Ltd., Date: 2/12/1979
135, Park Lane, London E.C.2.
SOLD TO: Mr John Black, POBox 316 INVOICE No 03581
London

No Description of goods Qnty Price Total

1. Electronic Equipment 2 £ 108.00 £ 216.00

plus V.AT. 15% £ 32.40

£ 248.40
Less discount 5% £ 10.80

Total payable £ 237.60

fig. 16 An invoice

W.H. Smith and Co Ltd.,
135, Park Lane, London E.C.2.
DELIVERY NOTE
Ex works to Mr John Black, POBox 316
Loncon

2 Cases Electronic Equipment unit price £ 108.00
Invoice No 03581/2-12-1979 follows

S P S

fig. 17 A delivery note

RECEIVED from: W.H. Smith and Co Ltd, I
135, Park Lane, London E.C.2.
Amount: Pounds stg ten and 80p
Being: Discount 5% on invoice 03581/2-12-1979 I
Signature .........coveeiiniennneen.

fig. 18 A receipt

JOHN BLACK, P.O.Box 316, LONDON Date: 28/11/1979
ORDER FORM No 325

To: W.H. Smith and Co Ltd.,

135, Park Lane, London E.C.2.

2 cases Electronic Equipment No | 35/03681/0672

Dispatch date: 5/12/1979

Invoice amount payable after delivery

fig. 19 An order form




Eﬂﬁ?h? leFT:?CEANK a/c 21 3658/;]

Date Debits Credits Balance Remarks
3/11/79 £ 11535 Dbalance b/f
4/11/79 £ 12.59 £ 102.76 215367
. £ 8.67 £ 94.09 215358
£ 68.00 e 26.09 215369
6/11/79 £ 1005.60 £ 1.031.69 transfer from Midland J

fig. 20 A statement

W.H. SMITH and Co Ltd 1
Date: 30/11/1979
135, Park Lane, London EC2
CREDIT NOTE
To: Mr John Black |
POBox 316, London *
Date Amount credited Description
25/11/79 £ 106.53 special discount
on October
purchases as
per agreement |

fig. 21 A credit note

W.H. SMITH and Co Ltd
135, Park Lane, London EC2
Date: 2/10/1979
DEBIT NOTE |
To: Mr John Black
POBox 316, London
Date Amount debited Description i
329/9/1979 £ 36.82 V.A.T. Ommitted
from invoice
[ 03191 - ]

fig. 22 A debit note

4. 1b Study the following statements:}

a. An invoice is a list of goods which a manufacturer or a merchant prepares
and which accompanies the goods. The invoice includes:
I. a complete description of the goods.
ii. the quantity, or number of items.
ill. the quality.
iv. the price of the goods (per item) and,
v. the total amount.

b. The invoice may, also include any taxes added to the amount payable and
also any deductions, or discounts.

c. The delivery note is a note that accompanies the goods and gives some
particulars of the items concerned.
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d. The receipt is a written acknowledgement signed by the person who receives
something, usually money.

e. The order form is a statement signed by the customer, but usually prepared
by the seller. it must give some details, such as delivery date, advance
payment and any other necessary terms.

f. The statement is, usually, a bank statement. It is a record of all transactions,
or entries, passed over an account and lists all cheques debited and deposits
credited with the balance after each posting.

g. The credit note is a document similar to the invoice. It is a form of advice to
a person stating that its account is credited with a certain amount either for
the return of goods, or for some allowance.

h. The debit note is a document evidencing that a customer owes some money
because of an undercharge, or despatch of goods or services offered.

41c Consider the following abbrevnatlons__]They refer to the subjects

mentioned in this unit:

A.R. =  Advice of receipt D/O =  Delivery Order
Bal. =  Balance D/y = Delivery
C.B.D. = Cash before delivery Inv. = Invoice

C/N. =  Credit Note IOU = | owe you
C.0.D. =  Cash on delivery Mdse. =  Merchandise
C.W.0O. =  Cash with order Qlty = Quality

Diff. = Difference Rect. = Receipt

Dis. = Discount Wit. = Weight

D/N =  Debit Note

Vocabulary

invoice / 'invois / TIMOAOQYLO

delivery note / di'livr1 naut / deATio mapaddéoewC
receipt/ ri'sit / QriodeEn

order/ 2da / £€VTOAN

credit note / 'kredit nout / THOTWTIKO ONUEiWMQ
debit note / 'debit naut / XpeEWOTIKO onuUeEiwpa
manufacturer / 'manju’fektfars / KQTAOKEUAOTNAG
merchant / 'm3tfont / EuUnMOPOC

prepare / pri'pea / €toldalw, npoeTolpnalw
accompany / 3'’kampni / cuvodeUuw

description / di'skripfn / meplypadmn

quantity / 'kwontati / moodTnTa

quality / 'kwolat1 / moldétnTa

tax / teks / ¢6poQ

payable / 'peiabl / MTANPWTEOG

deduction / di'dakfn / kpdtnon

discount / 'diskavunt / EKnitwon

particular / pa’tikjulo / Aenttopépela
acknowledgement/ / ak'nolidzmant / BsBalwcm
term/ tam / 6poOQ

record / 'rekod / aneikovion, kataypaon
entry / 'entr1 / €yypadn

posting / 'paustip / kaTaxwpon

document/ 'dokjumant / €yypaoo

allowance / 9'lavans / EKMITwoON
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owe/ v / XPWOoOTW

undercharge / 'anda’'tfad3z / xpewvw ALYOTEPO
despatch / di'sp&tf / ArMOCTOAN

abbreviation / a'brivi‘eifn / cGvTUnoN
balance / 'balans / UTIOAOINO

cash / k& / HeTPNTA, TANPWMN METPNTOLG
merchandise / 'm3tfandaiz / eynopevuaTa
weight / weilt / Bapog

|. Which is correct in the following a, b or c?

1. The abbreviation C. B. D. means - ----- - -
a. cash before delivery.
b. cash on delivery.
c. cash with order.
2. A debit note is a document evidencing that a person - - - - - - - -
a. has to collect some money.
b. has to pay some money.
c. has paid some money.
3. A credit note is a document evidencing that a person - - - - - - - -
a. has to collect some money.
b. has to pay some money.
c. has paid some money.
4. The order form refersto - -------
a. transactions or entries over an account.
b. delivery of goods.
c. purchase of goods.
5. The statement of account refersto - - --- - - -
a. transactions or entries over an account.
b. delivery of goods.
c. purchase of goods.
6. The delivery note refersto - - - - - - - -
a. transactions or entries over an account.
b. delivery of goods.
c. purchase of goods.
7. The abbreviation D/N‘'means - - ---- - -
a. debit note.
b. delivery order.
c. delivery.
6. The abbreviation CW.0. means - -------
a. cash on delivery.
b. cash with order.
c. cash before delivery.
9. The abbreviation IOU means - --- - - - -
. cash with order.
. cash before delivery.
. | owe you.
10. AR. means - -------
a. receipt.
b. advice of receipt.
c. weight.

O o
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SHIPPING PRACTICE UNIT 5

5.1 THE SHIPPING COMPANY

| 5.1a Look at the folloWi-nQ drawing:_l

direct
Rines

|_ SHIPPING COMPAN_EE:I——

vessels

regular
services
between
ports

Passenger
Liners

Dry-cargo
freighters

Bulk
carriers

lTankersl
Diagr. 6
l 5.1b Study the following statements: I

The purpose of a shipping company is to run direct lines and regular services
between certain ports and/or to own vessels which they charter.

. The term line includes any vessel which runs on a service between ports.
The duty of a company is to provide speedy and safe vessels.

Tramp steamers sail here and there, picking up business on their courses.
Dry-cargo freighters were tramps originally. They are still used as such,
sometimes. They move wheat, coal, lumber and other bulk cargoes.
Tankers carry gasoline, crude oil, fuel oil and other petroleum products.
Bulk carriers carry, mainly, iron ore.

. The total number of passenger liners drops rapidly, nowadays, for various
reasons.

L

c00g

SQ
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|5.1c Study the following terms referring to the shipping bﬂbsiniss?-l

Affreightment: A contract for the carriage of goods by sea.

Bill of lading: A receipt for goods shipped on board a steamer or received
for shipment.
Cargo: Merchandise on board a ship.

Charter-party: A contract between a ship-owner and charterer for the
carriage of goods.

Consign: Send goods from one place to another.
Consignor: The person who forwards the goods.

Consignee: The person who will receive the goods.
Indemnity: Security of compensation against loss or damage.

Landing order: Authority to a dock company to receive goods from a ship.

Open charter:  Charter-party whereby a vessed may fix for any cargo and for
any ports.

Transhipment: The removal of goods from one vessel to another, or from one
port of discharge to a further destination.

Vocabulary

shipping / ' [ip1g / vauTtAia, $opTwon, Baldooia petadpopa
practice / 'prektis / dladikaoia

service / 's3avis / £EumpeTNON, YPAHUN (OuyKolvwvia)
port/ pat / Aijuavi

vessel / 'vesl / okadog

dry-cargo / 'dra1 'kagau / oteped popTtio

freighter / 'freita / ¢poptnyd

tanker / 'tenka / de&auevoniolo

bulk / balk / ¢poptio xUua

carrier/ 'karia / petapopéaqg

liner / 'laina / mMAOLO YPAMMUNGC

purpose / 'p3pas / OKOTOG

run/ ran / A&ITOUPY®, EKMETAAAEUOMAL

line/ lain / CUYKOWVWVIAKYA YypPauun

charter/ 'tfats / MoBWVW

include / 1in'klud / neplAauBdavw

speedy / 'spid1 / ypnnyopog

tramp / tremp / EAeUBEPO POPTNYO (XWPIG KABOPIOHEVO SPOHOADYLO)
steamer / 'stima / QTUOTIAOLO

pick up / 'pik'Ap / CUAAEYW

originally / 9'rid3znl1 / Gpxika

wheat / wit / otdpl

coal / kaul / kGppouvo

lumber / 'lamba / Euleia

gasoline / 'gesslin / Bevlivn

crude o0il / "krud ‘o1l / 4pyd metTpéAato

fuel oil / 'fjul 'o1l / dkdBapto nMeTpéAaio

petroleum / p1'trouvliom / netpéAaio

ore/ 5/ ueTAAAeUMQ

drop / drop / nédpTw, HELDVOUAL
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rapidly / 'repidl1 / ypryyopa

affreightment / 9'freitmont / vauAwon

contract/ 'kontrekt / cuyBoAaio

carriage / 'karidz / yeragopad

bill of lading / 'bil av leedin / pOPTWTIKN

shipment/ '[impant / $pOpTWON

charter-party / 'tjata 'atr / vAuAooUuPWVO
shipowner / '[ip’auna / MAOIOKTATNG

charterer / 'tfators / HIOBWTNAC

consign / kan'sain / oTEAAW (Eunopevpuata)
consignor / kan’saina / ArnooToAEQC (EUTIOPEUNATWY)
forward / 'fowad / ArOCTEAANW

consignee / 'konsain’t / mapaAnning (EUMOPEUNATWY)
indemnity / in’demnati / dnolnuiwon

security / st'kjuarat1 / eEaodpaAion

compensation / 'kompan’seifn / ano{nuiwon, anokatdoctaon
loss / los / AnwAela

demage / 'demidz / {nua

landing order / 'lundig 'oda / €VTOAN] EKPOPTWOEWS
authority / 5'8orat1 / €Eouoclo0d6TNON

dock / dok / arnoBdadpa

open charter / 'aupan 'tfats / AvOIKTO VQUAOGUHMOWVO
whereby / 'weabai / n€ 16 6noio

fix / [1ks / kaBopilw

transhipment / tren’ fipmant / petapopTwon
removal / ri'muvl / d¢aipeon

discharge / dis'tfadz / €ékpoOpTwon

destination / 'desti’'neifn / mpooploudg

5.2 CHARTERING

‘5.2a Look at the following list of some clauses for charter parties: I

. Title of contracting parties.

. Name of the vessel and description.
. Loading and discharging ports.

. Freight.

. Cargo.

. Brokerage clause.

. Lien clause.

. Average clause.

. Arbitration clause.

Penalty for non-fulfilment clause.

|5.2b Study the following statements explaining the above clauses:l

1. Title of contracting parties means to give the names of the charterer and
owner of the ship

2. This clause gives the name of the vessel and its gross and net tonnage.

3. The charter gives full particulars of the ports of loading and discharge.

COONDOOAWN =
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. The clause about freight gives details about the payment of funds to the

master and the charters or owners of the vessel.

. The cargo clause provides description of the merchandise and the relative

amount to be carried.

. This clause, (brokerage clause), states the rate of brokerage agreed.
. This clause, (lien clause), gives the owners of the vessel the right to hold

cargo against payment of freight.

. This clause, (average clause), states that general average will be paid

according to York-Antwerp rules. -

The Arbitration clause provides details about the conditions of arbitration.
This clause, (penalty clause), gives the amount to be paid, if the charter
party agreement is not carried out.

5.2c Here are now some examples of the clauses written in a
charter-party. B .

L

N

o ©O ~ o O,

It is this day agreed between. W.S. Smith and Co., as Agents/Brokers for
and on Behalf of the Owners- - - - - - - - and Messrs Starlight L.t.d.,
Charterers - - - - - - - -

S e e m e - - in and upon the good vessel called PACIFIC classed A1 of 33,000

tons net and 79,000 tons gross register or there-abouts - - - - - - - -

e the steamer shall load as follows, viz. at two safe loading ports in

the River Panama - - - - - - - - - - - - - - - - the steamer shall proceed to St.
Vincent, Las Palmas or Teneriffe (Canary Islands) - - - - - - - -

. The Freight shall be paid as follows, viz,: sufficient cash for Steamer’s use

(not exceeding one-third of the freight) - - - - - - - - and the balance of
Freight on the right and true delivery of the cargo, in cash.

.Acargoof -------- (so many) tons coal, (so many) tons coke, etc.
. The brokerage of 5 per cent on the amount of freight is due to W.S. Smith

and Co.,

. The Owners or Master shall have an absolute lien on the Cargo for the

recovery of all Bill of Lading freight - - - - - - - -

. Average, if any, payable according to York-Antwerp Rules, 1924,
. All disputes arising from this contract shall be referred to the final

arbitrament of two Arbitrators carrying on Business in London.

. Penalty for non-performance of this Agreement not exceeding the amount of

freight.

Vocabulary

chartering / 'tJataring / vaUuAwon
clause / kloz / pritpa, 6pog

load / laud / ¢opTio '

freight / 'freit / vaoAog
brokerage / 'brauvkarid3 / peotteia
lien/ lian / eunpdyuatoc dodpdAela
average / '®&varidz / dBapia
arbitration / 'abitreifn / diartnoia
penalty / 'pentli / mowvi

fulfiment / ful'filmant / ékrMARpwon
charterer / 'tfatara / VQuAWTAC
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5.3 Freight

gross / gros / MIKTOG

net/ net / kKaBapog

tonnage / 'tanidz / Tovval

particular / pa'tikjula / AentopEpela

charter / 'tfata / vauAwon, charter party - vauhoouudwvo
state / steit / AvadpEpw

rate / reit / moocooTO

hold / havuld / kKpatw

condition / kan'difn / 6po¢

broker / 'bravks / npakTopag

on behalf/ on bi'haf / yia Aoyaplacpo

register / 'red3ista / vnOYVWHOVAG, KATAXWPLIOUEVOG
thereabouts / dearabaots / repinou

proceed / pra’'sid / mpoxwpw

sufficient / sa'fifnt / QpKeETOQ

- exceed / 1k'sid / unepBaivw

balance / 'balans / UtOAoLO

delivery / di’livr1 / napdadoon

absolute / '&bsslut / anoAuTtocg

recovery / ri'’kavarl / avaktnon, ano{nuiwon
dispute / 'dispjut / aupiopnt®

refer/ rif3 / avapEpw

arbitrament / a’bitromant / diaitnoia

5.3a Look at the following drawing:

Freight l

Freight

Dead Freight . rLumD SU""J Back Freight

| Advance freight Stoppage in Transitu I

Diarg. 7

|5.35 Stﬁdy the folﬁlov—ving statements: l

a. There are three ways to calculate freight; according to:
I. weight of cargo.
Ii. measurement of cargo, and
Ii. ad valorem, i.e. so much per cent on the value of the goods.
b. Dead freight is the amount of money the shipper pays to the owner for space
booked but not used.
c. Back freight is the freight charged for the return of goods not accepted at
the port of delivery.




d. Lump sum freight is an amount paid for the carriage of the goods not based
upon quantity.

e. Advance freight is the most important type. It is payable in advance and the
cargo owner cannot get it back in case of loss. Payment on account of
disbursements is not advance freight.

f. Under the tern ‘“‘stoppage in Transitu'’ the carrier has the right of stopping
goods in transit if freight has not been paid within a stipulated time before
delivery.

5.4 Register of Ships

|5.4a Look at the falowing data frgm Lloyd’'s Register of Shipping:l

1. 2. | 3. 4. 5.
74540 | QUEEN MARY | 81237 | CUNARD British| "100 A1 12/52
164282 33129 S.S. Co.

GBTT RDR 17000 Ltd.,
MT2/57 " Liverpool
6.
QS 5-1936

John Brown and Co. Ltd., Clydebank
1019’ 6" 118’ 7" 39" 4V2" 7 dks, 6th and 7th
dks clear of mchy. space

7.
16 steam turbines
John Brown and Co. Ltd., Clydebank

5.4b Study the following explanations of the columns of the
register:

a. Column 1 shows the number in the book (74540), the official number of the
Ship’s Register (164282), the call sign (GBTT), and the valid date of the
Ministry of Transport Certificate (February 1957).

b. Column 2 provides for the name of the vessel (Queen Mary) and the
navigational Aids (RDR for ‘“‘radar”).

c. Column 3 contains particulars about the ship’s gross tonnage (81,237), net
tonnage (33,129) and her summer dead-weight (17,000).

d. Column 4 contains the name of the owner (CUNARD S.S. Co. Ltd.,), the flag
(British) and the port of registry (Liverpool).

e. Column 5 contains classification particulars (100 A1), meaning the build is in

accordance with Lloyd’'s Rules and Regulations, and the last date of Special
Survey (December, 1952).

47




f. Column 6 shows the type of propulsion (QS =quadruple steam), the
shipbuilders (John Brown and Co. Ltd.,) with the date (May, 1936) and place
(Clydebank) of build, the overall length (1019 feet six inches), the extreme
breadth (118 feet seven inches), and the summer draught (39 feet four and a
half inches). It, also, gives the number of decks (7 decks) and any special
features (6th and 7th decks clear of machinery space).

9. Column 7, finally, shows full particulars about the engines (16 steam
turbines), the engine builders (John Brown and Co. Ltd.,) and where built
(Clydebank).

Vocabulary

freight / freit / vauAog
dead freight vekpoC vauAog
back freight vauAog eruotpodpng
lump sum freight vauAog Kat’ amnokorm
stoppage / 'stopid3z / mapakpatnon
stoppage in transitu mMapakEATNoN KATAa 11 SIAUETAKOMLION
calculate / 'kalkjulert / urtoAoyilw
ad valorem / '&d valoram / €l TAC a&iag
space / spels / XWPOog
book / buk / kKAgivw (B£€on, X®WPEO, EICITAPLIO KTA.)
disbursement / dis’'basmoant / danavn
transit / 'trensit / dlaQueTAKOMLION, TPAVILTO
stipulate / 'stipjulert / ka@opifw
register of shipping / vnoAdylo
call sign / 'kol sain / onua KANCEwWG
valid / 'velid / £€ykupog
ministry / 'ministr1 / “YTIOUPYELO
transport / tran’spat / petagopa
navigational / 'nzvi’geifnl / TAG vauoirniotag
aid / exd / Bonénua
deadweight / 'dedweit / vekpo BAapog
registry / 'redzistri / vnoAOylo
survey / sa'velr / emuBewpnon
propulsion / pra’palfn / mpowBnon, npoéwaon
quadruple / "kwodrupl / TeTpAMAOUG
shipbuilder / '{ip'bilda / vaunnyog
build / bild / kaTtaokeun
overall / 'auvarsl / OUVOAIKOG
extreme / 1k'strim / QKkpatog
breadth / bredd / mMAQTOG
draught / draft / BuBioua
feature / 'fitfa / XQPAKTNPLIOTIKO
turbine / 'tabain / oTPOBINOG
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|. Answer the following questions using one complete sentence for each
answer:

. What is the purpose of a shipping company?
. What does the term liner mean?

. What is a tramp steamer?

. What do tankers carry?

. What do dry-cargo feighters carry?

. What do bulk carriers carry, mainly?

. What does title of contructing parties mean?
. What does the cargo clause provide?

. What does the Arbitration clause provide?

. What does the brokerage clause state?

OCOWO~NIOTOBDWN =

et

Il. Match a term from column A with an explanation from column B to give
sense:

B
a. He forwards goods.
b. A .contract between a shipowner
A and a charterer.
1. Cargo. c. Removal of goods from one vessel
2. Landing order. to another.
3. Bill of lading. d. Under this any cargo and any port
4. Charter party. may be fixed.
5. Affreightment e. Compensation against loss or
6. Transhipment. damage.
7. Indemnity. f. He receives goods.
8. Consignor. g. Goods on board a ship.
9. Consignee. h. A contract for the carriage of
10. Open charter. goods by sea.

i. Authority to a company to receive
goods from a ship.

Ill. Say whether the following are TRUE or FALSE according to the passage:

— 1. The charter party gives the name of the charterer only.

. The gross and net tonnage are included in the charter party.

. Under the lien clause the owners of a vessel may hold cargo for non-
payment of freight.

. The cargo clause describes the merchandise to be carried.

. Lump sum freight is not based upon the quantity of the goods.

. Advance freight is very important for ship owners.

. Payment on account of disbursements is advance freight.

. Under the term ‘‘stoppage in transitu’’ the carrier may stop the goods if
freight has not been paid to him.

. The number of the Lloyd’s Register and the official number of the ship’s
register are the same.

. The Arbitration clause provides details about the conditions of arbitration.

|
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IV. Which is correct in the following a, b or ¢?

1. The charter party gives full particulars of - - - - - - - -
a. the ports of loading.
b. the ports of discharge.
c. both “a’’ and “b".
2. We calculate freight accordingto - ----- - -
a. weight of cargo.
b. measurement of cargo.
c. both “a” and “"b"".
3. The merchandise is described in the - - - - - - - -
a. cargo clause.
b. brokerage clause.
c. lien clause.
4. The rate of brockerage agreed is stated in the - - - - - - - -
a. cargo clause.
b. brokerage clause.
c. lien clause.
5. The owners may hold cargo against payment of freight under the - - - - - - - -
a. cargo clause.
b. brokerage clause.
c. lien clause.
6. The general average is paid according to the - - - - - - - -
a. lien clause. |
b. average clause.
c. arbitration clause.

UNIT 6

MORE ABOUT SHIPPING
| 6.1a Study the following abbreviations: I
a.f. Advance freight. f.a. Free alongside.
B/L Bill of Lading. f.0.b. Free on board.
C. & F. Cost and freight. frt. Freight.
C. &I Cost and Insurance. G/A. General average.
C).F. Cost, insurance, and freight. R Invoice value.
dd Delivered. n.d. Non-delivery.
dp Direct port. p.o.C. Port of call.
d.w Dead weight. s.d Short delivery.

YAR York-Antwerp Rules.




6.2 Agents and Agency.

I 6.2a Consider the following statements: l

Q0T ®

®

. An agent is a person who acts for or on behalf of another. This other person

is the principal.

. The principal is liable for all the acts of the agent.

There are many ways in which one can create an agency.

. By express agreement the agent receives definite instructions to do certain

things.

. Implied agency is another way of appointing an agent. An example is the

master of a vessel. He is the agent of the owner in relation to the conduct of
the ship’s business.

. Agency by ratification occurs when the agent does something out of his

authority. The principal, then, agrees after the agent’s action.

. There is no authority to on agent to delegate his duty to another person to

act for him.

. A special point about agents is that whilst an agent can fix a charter party, he

cannot alter its terms and clauses after the agreement.

Vocabulary

cost / kaust / KO6OTOCQ

insurance / 1n'jurans / acpaiela
alongside / 3'logsaid / dirtAa
agent / 'eirdznt / npAKTOPAQAG
liable / 'laiabl / unevBuvoC
express / 1k'spres / pntoqg
implied / im'plaid / €EunMaKoOuUOUEVOQG
appoint/ 3'paint / dopilw
ratification / 'retifi’keifn / KUpwon
occur/ aks / eugaviCopal
delegate / deligeit / petafialw
whilst / wailst / Ev

alter / 'slta / petatpeEnw

Answer the following questions using one complete sentence for each answer:

. What is an agent?

. What is express agreement?

. What is implied agency?

. What is agency by ratification?

. Give an example of implied agency.

. Can an agent delegate his duty to another person?
. Can an agent alter the terms of a charter party?

NOoOO A~ WN =
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L7.1 b Study the following statements: ‘

S8 ™

. The scope of insurance is to provide people with financial protection against

inevitable situations.

. Examples of social insurance are:

A. Old age insurance.
B. Unemployment insurance.
C. Disability insurance.

. The scope of life insurance is to provide protection against possible events

like injury, prolonged illness or death.

. Insurance is a matter of give-and-take. It gives individuals protection against

a specific risk. It takes from them a certain amount of money.

. Here is how the whole thing works:

The policy |« A contract
The Insurer |«— binds someone
The insured |<— to protect another
person
The risk |« . against inevitable
situations

. |

in return for some
payment

The premium-«—

House insurance is a protection that every owner needs.

. Fire risks are increasing year by year.
. The scope of insurance, in general, is to play animportant role in personal or

business finances.

. Life Assurance is always a good way of making personal savings.
. Insurance also offers protection against a_variety of other risks.
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l—_7.1c Look at the following grap_lzi_,

The rise in building costs
£9000

£7000

£5000

£3000

£1000
1939 45 50 55 60 65 &6 67 6 & M0 7

Now, fill in the blanks in the following sentences with one of these words:

lowest building cost
£ 6000 £ 7000 £5000

1. The cost of — increases year by year.

2. The — cost was in 1939.

3. The highest — was in 1971.

4. To buy a building you had to pay — in 1969.
5. In 1970 the building cost was —.

Vocabula ry

insurance / 1n’fuvarns / AcpdAela

scope / skaup / okonog

social / 'saufl / KOWVWVIKOC

property / 'propat1 / Idloktnoia
retirement / ri'taramant / artoxwpenon, cuvtaglodotnon
provide / pra’vaid / napexw

financial / 'fair'n&nfl / olkovoulkég
protection / pra'tekfn / mpootacia
inevitable / in'evitabl / Avandé¢peukTog
situation / 'sitfueirfn / kardotaon
unemployment / anim’ploimant / avepyia
disability / 'disa’bilat1 / avikavotnta
possible / 'posibl / muBavog

event/ 1'vent / YEYOVOQ

injury / 'ind3ar1 / tpadpa

prolonged / pra’lond / mapaTeTQUEVOG
matter / 'mats / UndéBeoN

individual / 'indi’'vid3zual / Gtouo
specific / spa’sifik / €l0IKOG, CUYKEKPLUEVOG
risk / risk / Kivbuvog

contract / kan'trekt / cuupBaon

policy / 'polasi / cupyBOAalo
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bind / baind / deONEVW

insurer / in’'fuars / AodaAloTQ

protect / pra'tekt / mpootatevuw

insured / 1in’ fuord / AoPAAICUEVOG

premium / primiom / AcPpAAIOTPO

owner/ 'aund / IBIOKTATNG

need / nid / xpetalopual

important / 1m’patant / ortoudaiog, oNHAVTIKOG
role / raul / pOAOG

assurance / &' fuorans / aodpdaAiela, eEacpaAilon

e

E.2a Forms of Insuranc:_l

Apart from those mentioned in 7.1a here are some other forms of insurance:

). casualty
ii. coinsurance
iil. deposit
iv. employers’ liability
v. life
vi. reinsurance

| 7.2b Study the following statements: \

a.

b.

Examples of life insurance are:

D. Term insurance: |t is the simplest kind of life insurance. It usually insures
the life of a person for one year.

E. Whole life: The amount of the policy is payable on the death of the
insured.

F. Limited Payment Life: Under this form, one pays a premium for a period
of, say, 20, 25 or 30 years. The beneficiary collects the agreed amount if the
insured dies during the period within which payment of premium takes place.
Otherwise, after the agreed date, no premium is paid and the amount of the
policy is collected when the insured dies.

G. Endowment: Under this form the agreed amount is paid either if the
insured dies within a period stipulated in the policy or, at the end of that
time, to him.

H. Group Life: Business firms insure their employees and pay part or all of
the cost.

l. Pension Plans: They also provide benefits for employees. The contributions
for these plans usually come in part or entirely from the employer.

Under the term business insurance we may include:

J. Marine Insurance: There are various policies that cover risks during
transportation and also innumerable tailor-made forms.

K. Multi-line Insurance: It incorporates in one contract coverage that
previously required two or more policies.

L. Export Insurance: It may cover cancellation or restriction of export or
import licences etc.




. 7.2c Study the following definitions and abbreviations:

]

Advance = A loan.

Agent = Any person who acts for
another with the latters
consent.

Beneficiary = The person who will receive
the benefit of some transaction.

C = Casualty.

Canc. = Cancel.

C/P = Contract price.

D.l. = Double indemnity.

E. & O. = Errors and omissions.

Examiner = An insurance underwriter.

G.A. = General Agent.

K.O. = Keep off — do not insure
this.

Non-can = Noncancellable.

Q.P. = Original Premium.

P.D. = Property damage.

R.P. = Return premium.

Risk = Any chance of loss.

Term = The period of time for which

an insurance policy is Issued.

Vocabulary

endowment / in'"davmant / (PolkodOTNON) HIKTY) acPpAAela
coinsurance / 'kauin’ fuarns / ocuvac$paAloTng, -AEla

apart (from)/ 3'pat from / ekT6G ano payable / 'peiabl / TANpwTEOQ
mention / 'menfn / avapEPw limited / 'limitid / meplOPIOUEVOQ
casualty / 'kezuslti / atuxnua premium / 'primiam / A0PAALOTPO
liability / 'laia’bilatl / €bO0VN beneficiary / "benififar1 / dikalouxoq
reinsurance / rin’ fuarns / avtacpdaAilon  collect / ka'lekt / giompatiw

term / tam / 6poc, XPOVLIKN nepiodoq otherwise / 'Adowaiz / dlaPOPETIKA
policy / 'polasi / cupBoAalo export / 'ekspat / EEaywyn

stipulated / 'stipju’leitid / kaBoplopEvog

pension / 'penfn / cuvtagn

benefit / 'benifit / enidona

contribution / 'kontri’bjufn / eiopopa

entirely / in'tara(r)li / €§ OAOKANpOU

transportation / 'transpa’teifn / peragpopa
innumerable / 1'njumrabl / Avapi@untog, AUETPNTOG
tailor-made / 'teilo meid / €éni mapayyeAiq

multi-line / 'malt1 'lain / mMOAAQTAGG

incorporate / in’koparat / €éVOWMATOVW, TIEPIAAUBAVW
coverage / 'kavrid3 / KQAuynm

previously / 'priviasli / iponyoupeva

require / rik’waia / anattw
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cancellation / 'k&nsl’erfn / akUpwon
restriction / ri'strik[n / MEPLOPIOUOG

import/ 'impot / eloaywyn

licence / 'laisns / 4d€ela

advance / ad'vans / nipokataBoArn, davelo
consent/ kan'sent / ouykatdBeon, cuvaiveon
cancel / 'kansl / AKupwvw

indemnity / in'"demnat1 / ano{nuiwon, €yyunon
error/ 'era / opAAMQ

omission / 2'mifn / mapAAewyn

underwriter / 'Anda’raitsd / vautacdaAlomg
noncancellable / 'non’kanslabl / uf AKUPWCIUOG
property / 'propati / idloKTnoia, neplovacia

[-Exercises

|. Answer the following questions using one complete sentence for each
answer:

. What is the scope of insurance?

. What is the scope of life insurance?

. How many forms of social insurance can you identify in the diagram 87
. Which are they?

How many forms of life insurance can you identify in the diagram 87
. Which are they?

. What is a term insurance?

. What is a whole life insurance?

. What is group life insurance?

. How many forms of business insurance can you identify?

. Which are they?

. What is an endowment?

amdy el el
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Il. Match a term from column A with an explanation from column B to make
sense,

A B
1. policy a. property damage
2. term b. person undertaking an insurance
3. K.O. c. amount paid to an insurer
4. P.D. d. general agent
5. insurer e. contract
6. risk f. person acting on behalf of another
7. premium g. loan
8. E. & O. h. do not insure
9. G.A. I. original premium
10. O.P. j. errors and omissions
11. agent K. chance of loss
12. advance |. period of time




ACCOUNTING UNIT 9

8.1 Ledgers

8.1a Look at the following diagrams:

Bookkeeping

/ \

single entry system double entry system
Y Y
one transaction one transaction

: l

one entry two entries

cash book goods sold goods bought

N

money received goods lost

goods received money paid

8.1b Study the following statementsj

Q

. There are two basic systems in bookkeeping: the single entry and the

double entry.

. Debit entries are made when:

I. assets are increased
ii., liabilities are decreased
iti. proprietorship is decreased

. Credit entries are made when:

i. assets are decreased
ii. liabilities are increased

. Single-entry bookkeeping is suitable for a small business.
. Double-entry bookkeeping provides a check against error.
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f. There are three types of books in double-entry bookkeeping:
i. day book or journal
ii. cash book
iil. sales book
g. Transactions recorded in these books are transferred to the ledger. We call
this operation posting.
h. The ledger is the most important book in a company.
i. The auxiliary books include:
i. the blotter
ii. the bill book
iif. the order book, and
Iv. the invoice book

Vocabulary

accounting / a’kauntin / AOYLOTIKN

ledger / 'led3zo / KaBOAIKO (BLBAiLO)
bookkeeping / 'buk’kipig / ™pnon BRAiwv
single / 'singl / QnAOG

entry / 'entr1 / €yypaon

transaction / tren'zek/n / npd&n

cash book / 'k&f 'buk / taueio, BIBAiIo eiopdEeswv kKai MANPWU®OV
debit / 'debit / xpéwon

asset / '®set / EvepynTikO (ETUXEIPNOEWR)
increase / m'kris / avtavw

liability / 'laia’bilati / madnTiké (ETXEPHOEWC)
decrease / di'kris / HEIWVW

proprietorship / pro ‘praiata(r)f1ip / KuptdtNTAQ, iéloxmola
credit / 'kredit / miotTwon

suitable / 'sutabl / KATAAANAOCQ

provide / pra'vaid / nap€xw

check / 'tfek / EAeyxog

day book / 'de1r 'buk / mpdxeipo HjuEPOAdYLO
journal / 'd3zanl / juepoAdylo

sales book / 'seilz 'buk / BiIBAIO MwARCEWV
record / r1'kod / kKataxwpilw

transfer / 'trensfa / petapépw

operation / 'opa'reifn / npa&n

posting / 'paustin / KataxwpLlon

auxiliary / sg'ziliar1 / BondnTikog

blotter / 'blota / mpoxepo BiBAio

bill book / 'bil 'buk / BiBAi0 cuvaAAayHaATIK®V
order book / 'ada 'buk / BIBAio napayyeAl@v
invoice / 'invals / TIMOAOYLO
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8.2a Look at the following specimen of a balance sheet:

ASSETS LIABILITIES & CAPITAL
Current assets: Current liabilities:
Cash £ 2,010 Accounts payable £ 2,060
Accounts Receivable £ 3,150 Notes payable £ 3,240
Merchandise £ 5,840
Total C/L £ 5,300
Total C/A £ 11,000
Long term liabilities:
Fixed assets: Bonds payable £ 5,000
Land £10,000 S
Buildings £25 000 Total liabilities £10,300
Total F/A £35,000 _
Capital:
Total assets £ 46,000 Capital stock £ 20,000
Retained earnings £ 15,700
Total capital £ 35,700

Total liabilities and capital £46,000

8.2b Now study the following statements::,

a. The balance sheet is a statement. It shows a company’s financial position
(or condition) at any one time.

b. The difference between total .assets and total. /iabilities represents the

firm's net worth. |

The term assets denotes the total of, property available.

Current assets represent immediate purchasing power in the form of cash

or claims to cash.

Accounts receivable are debts owed to the firm.

Fixed assets are those acquired with the intention .to be held and used

over a long period. They are necessary to the operations of most

enterprises.

The term Jliabilities, stands for debts, obligations, to third parties.

. Current liabilities are trade debts to be met within a short period.

Long term liabilities extend over a term of years.

Notes payable (bills payable) are written obligations of a firm to third

parties for payment on the date they are due.

k. Bills receivable (notes receivable) are written obligations of third parties to

a firm.

oo

A ¢

S = o (0




Vocabulary

specimen / s'pesiman / d€elyua, unodelyua

balance sheet / 'balans [it / [OOAOYIONOQ

current assets / 'karant '&sets / TPEXOV EVEPYNTIKO
accounts receivable / 3a'kaunts ri'sivabl / Aoyaplacuoi elonpakteol
merchandise / 'm3tfandaiz / gunopevpaTa

fixed assets / 'fikst '@sets / MAylO EVEPYNTIKO
liabilities / 'la13’'bilatis / Unoxpewoelg (Mabntiko)
capital / 'kapitl / kepAaAalo

current liabilities / 'karant 'laia’bilatis / AnaltnTEC UTIOXPEWOELQ
(Bpaxunpobeopeq)

accounts payable / 3'kaunts 'perabl / Aoyaplacuoi nMAnpwTEOL
long term / 'log 'tzam / pakponpdOeouog

bond / bond / ypaupatio, xpewypado

stock / 'stok / andéBeua

retained / ri'teind / mapakpatnOeic

earnings / 'anins / KEPON

statement / 'steitmont / dnAwon, availuon

position / pa'zifn / 6éon

net / net / kaBapoc

worth / w30 / a&ia (net worth - kaBapry 6€on)
denote / di'naut / onuaivw, pavepwvw

property / 'propati / neploucia

immediate / 1'midiat / GuECOQ

purchasing / 'p3atfasin / AyopaoTikég

power / 'paus / duvaun

clain / kleim / anaitnon

debt / 'det / xpg€ocg

acquire / 3'kwaia / AQrOKT®

intention / in'tenfn / npdBeon

operation / 'opa’reifn / Aettoupyia

enterprise / 'entopraiz / &€nuxeipnon

‘'obligation / 'obli'ge1fn / urtoxpéwon

trade / treid / EuNOPLO, EUMOPLKOC

note / naut / ypauudrtio

bill / bil / ypauuatio

I Exercise:‘

l. Answer the following questions using one complete sentence for each
answer: | -

. How many systems have we got in bookkeeping?

. What system is suitable for a small business?

. What is a balance sheet?

. What does the difference between total assets and total liabilities
represent? -

. What are accounts receivable?

. What are accounts payable?

(o) M6y HWON =
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7. What are current liabilities?

8. What do current assets represent?
9. What are notes payable?

10. What are bills receivable?

FINAL TEST
l. Fill in the blanks in the following sentences with one of the words listed
below:
department manager relationships link
informed developments duplication accept
distributes current privilege coins
circulation record carriers agent
iInsurance financial protection systems
sheet liabilities debts net
1. The payments — deals with customers and personnel.
2. The basic functions of a — are to plan and organize the office.
3. The manager coordinates the — between departments.
4. There must be a close relationship and a firm — between the manager
and the office.
5. The manager should be — on all latest — in the field of furniture and
equipment. =
6. A keen manager always wants to avoid — of work.
7. The stock clerk maintains and — stationery supplies to company
personnel.
8. The basic function of a bank is to — deposits.
9. No interest is paid on — accounts.
10. Central banks have the — of issuing bank-notes.
11. Currency consists of — and bank notes.
12. Silver coins are still in — in some countries.
13. The statement is a — of all transactions or entries.
14. Bulk — carry iron ore.
15. An — is a person who acts for or on behalf of another.
16. The scope of — is to provide people with — protection against inevitable
situations. .
17. House insurance is a — that every owner needs.
18. There are two —'in book-keeping.
19. The balance — is a statement.
20. The difference between total assets and total — represents the firm's —
worth.
21. The term liabilities stands for —, to third parties.

Il Say whether the following statements are TRUE or FALSE:

22.

The Accounts and Stock departments are not very important in an
enterprise.

23. The Payments department deals with customers accounts.

24.

Graphical surveys give information on limited topics.

25. We can group the staff of an enterprise on a departmental basis only.
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26. The manager co-ordinates the relationships between departments.

27. Bar charts give information referring to the percentage breakdown and
the relationship between sectors concerned.

28. Pie diagrams give the same information as bar charts.

29. Ventilation of space affects working conditions.

30. Analysis and storing of office forms is a waste of time.

31. A link between the manager and his office is always necessary.

32. The right selection of personnel and the correct training do not result to
the increase of productivity.

33. Sense of responsibility is not an important qualification for a secretary.

34. The charter party gives the name of the charterer only.

35. Only the gross tonnage is included in the charter party.

36. Under the lien clause the owners of a vessel may hold cargo for non-
payment of freight.

37. The cargo clause describes the merchandise to be carried.

38. Lump sum freight is based upon the quantity of the goods.

39. Advance freight is important for ship owners.

40. Payment an account of disbursements is advance freight.

41. Under the term ‘“‘stoppage in transitu’’ the carrier may not stop the goods
If freight has not been paid to him.

42. The number of the Lloyd’'s Register and the official number of the ship's
register are the same.

43. The Arbitration clause provides details about the conditions of arbitration.

lll. Which is correct in the following a, b or ¢?

44. A credit note is a document evidencing that a person - - - - - - - -
a. has to pay some money.
b. has paid some money.
c. has to collect some money.
45. The abbreviation CW.0. means - - - - - - - -
a. cash before delivery.
b. cash on delivery.
c. cash with order.
46. A debit note is a document evidencing that a person - - - - - - - -
a. has to collect some money.
b. has to pay some money.
c. has paid some money.
47. A.R. means - - - - - - - -
a. weight.
b. receipt.
c. advice of receipt.
48. The order form refers to - - - - - - - -
a. transactions or entries over an account.
b. delivery of goods.
c. purchase of goods.
49. The abbreviation D/N means - - - - - - - -

a. debit note.
b. delivery order.
c. delivery.




50. The statement of account refers to - - - - - - - -

a. transactions or entries over an account.
b. delivery of goods.

C. purchase of goods.
51. The abbreviation C. B. D. means - - - - - - - -

a. cash on delivery.

b. cash before delivery.

c. cash with order.
52. The delivery note refers to

a. transactions or entries over an account.
b. delivery of goods.

Cc. purchase of goods.
53. The abbreviation IOU means - - - - - - - -

a. cash with order.

b. cash before delivery.
c. | owe you.
54. The merchandise is described in the
a. lien clause.
b. brokerage clause.
c. cargo clause.

55. The owners may hold cargo against payment of freight under the

a. cargo clause.

b. brokerage clause.
c. lien clause.

56. The rate of brockerage agreed is stated in the
a. lien clause.
b. cargo clause.
c. brokerage clause.

57. The charter party gives full particulars of
a. the ports of loading.
b. the ports of discharge.
c. both “a’”’ and “b".

58. We calculate freight according to - - - - - - - - - -
a. weight of cargo.
b. measurement of cargo.
c. both “a” and “‘b".

59. The abbreviation C/P means
a. casualty.
b. cancel.

c. contract price. .

60. Sometimes, business firms insure their employees under a scheme known
as - ------- Insurance.

a. group life.
b. whole life
c. endowment.
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