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Introduction

e

Vocabulary ;3 %

1. What is commerce?

Commerce in its broadest sense is the wide and complex field of
economic activity concerned with the buying and selling of goods®
and their movement from producers to consumer®.

Marketing assures the distribution of goods, carrying raw materials
from the producer to the manufacturer who transforms them into
semi-finished and finished articles. The latter are sold to various
traders® who resell them to consumers.

Trade is the essential part of commerce; it includes only the buying
and selling® of goods.

2. What are the different branches of commerce?

Commerce includes trade and certain specialized activities auxiliary
to trade. Industry may also be considered as a branch of commerce,
since the manufacturer who buys raw materials from the producer
and sells the finished articles is a trader. Commodity Exchanges
and Stock Exchanges, where goods and securities are bought and
sold, may equally be regarded as an integral part of commerce.

3. What are the auxiliaries of trade?

A. TRANSPORT, which is the work involved in moving goods
from their place of manufacture to their place of consumption.

B. BANKING, which provides money to meet the needs of
industry and trade, and holds it in trust for the bank’s
customers® .

C. INSURANCE, which covers possible risks.
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D. WAREHOUSING, which provides storage for goods.
E. ADVERTISING, which makes goods known to the public. .

4. What are the main branches of trade?

s.

A. HOME (or DOMESTIC) TRADE, which is carried on inside a

country.

B. FOREIGN (or OVERSEAS) TRADE, which is carried on with
foreign countries, and involves transit trade when goods cross

one country on their way to another.

What are the two categories of home trade?

A. WHOLESALE TRADES, in which goods are sold in large
quantities. The wholesaler is a middleman who buys goods in
bulk from the producer or manufacturer and holds them ready

to sell to the retailer.

B. RETAIL TRADE, in which goods are sold in small quantities
or by the piece to the consumer. The retailer keeps goods in
stock from which the final customer can meet his immediate

requirements.

6. Which are the two categories of foreign trade?

A. IMPORT TRADE. The trader who imports goods from’ a

foreign country is an importer.

B. EXPORT TRADE. The trader who exports goods o a foreign

country is an exporter.

7. What is the fundamental aim of commerce?

8.

It is to make goods available in areas when they are not normally

obtainable. The aim of the trader is to make a profit®.

When a trader sells goods at a price higher than he paid for® them,
he sells them at a profit. When he sells goods at a lower price, he

sells them at a Joss™®.

How can profit be defined?

Profit is a financial gain. The gross profit is the difference between
the selling price and the buying price. The net profit is the profit
which remains to the trader after all his overhead expenses (trading

expenses)!! have been deducted from the gross profit.



9. What is the style of a firm!2?

It is the name under which a business trades. It may be either the
name of the owner, John Smith, the name of the partners, Smith
& Jones, or the name of the company, Plastex Products Limited.

10. What is meant by the head-office?

It is the main office of a company (and its branches) in which the
administration is centralized. The origindl company may become
the parent company fer one or more subsidiary companies, each
with its own head-office.

11. What is a Chamber of Commerce"

It is a voluntary association of businessmen aﬁ&persons interested
in trade, manufacturing and shipping, orgamzed to further and pro-
tect their interests. Most cities have Chambers of Commerce that
promote, support or oppose measures affecting trade, collect
information for the use of their members, arbitrate disputes arising
between buyer and seller, provide translation and employment
services, and encourage commercial and technical education.
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The business letter

ExREH

1. What is meant by the lay-out of a business letter?

It is the way in which the parts of a letter are displayed according
to certain accepted standards. Most firms adopt one particular
form of lay-out which is followed by the typists.

2. What are the main parts of a business letter?

They are the heading, date, inside address, salutation, body of the
letter, complimentary closure and signature.

3. What is the heading?

It is a minimum of essential information about a business, set
centrally at the top of a sheet of stationery. It must include the
style, address, telephone number and telegraphic address of the
firm. Other information such as a list of products, branch offices or
directors may appear at the side or at the bottom of the page. It is
a common practice to print the words “Your reference” and “Our
reference” under the heading®®.

4. How is the date written?
It appears on the right under the heading: 1st January, 1981.

5. How is the inside address written?
It is written exactly as on the envelope:
Messrs.!* B. Cole & Son, Mr. John Lee, Miss Alice Tam,

5001, King’s Road, 762 Nathan Rd., 32 Love Lane,
Hong Kong. Kowloon, Kowloon,
Hong Kong. Hong Kong.

6. What are the forms of salutation?

They depend on the writer’s relationship with the person to whom
he addresses his letters. The usual forms are:
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7.

Dear Sir (or Dear Madam), for one person;

Dear Sirs (or Mesdames), for two or more persons;

Dear Mr. Smith (or Mrs. Smith), when the correspondents are
personally known to each other or when a firm wishes to add a
personal touch to their letters to customers. In an English business
letter, the salutation is typed immediately below the inside address.

What is the correct form of complimentary closure?

Yours faithfully is the standard closure for business letters. Yours
truly may also be used, and Yours sincerely is appropriate when
the writer desires to shed formality.

8. Where is the typed signature placed?

The name of the signer of the letter and his designation is either
centred or placed to left: G. T. Lennon

9. What is the accepted British lay-out for a business letter?

There are half a dozen accepted displays in current use, but the
modernized layout with fully punctuation is to be recommended.
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R. WMEREAU ?
SeebfEE A B
B- fIE % L] 351 e PR - E/
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R B (yours faithfully) » R EGEEMEREE - hlHE
FBK (yours truly ) » EBEAFEITWEA  REMAIRERMY
(yours sincerely ) ©
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1. Goods % FNBM > Merchandise HHAMNER -
2. Consumer: BB
3. A Trader 5 & B AI AoTradesman —FHERRANTERG °
4. REARBEEWRE To Buy > MEHEMWREAR To Sell ©
5. W% (Customer) @i @% AEHEL  WERBPHHEA » EF
R e LFETBREPHEERA
6. i Wholesale EEHHE : AKX EAY-HL Reteil EEXE (RN EM -

9



11.

12.
13.

14.

From #5360 K B[ - To R D FHHEEM T o

Profit : @ ¥EiGE)FH BFIBFIE o

Paid for BFEEWFEBIEA

FERE . ) A8 (Loss); b) EBEEE ( #)5 to be lost ) ;
c ) BhiAE M (to loose) FISEFAME A (Loose ) °

R ¥R B EBE % ( Overhead expenses or overheads include )
FIIGEREE - B BT FM - 8 HeF -

Afirm : —~EEELE o

g EOE B ESAMAE S EE G BiE At EFENEE
fikmo

Messrs : £ Mr. WIEBIE R - BiAF EHBEPEEAS

10



M

iracle Book Company

18 Sun Street, Kowloon,
HONG KONG,

Tel: 3-256789

Cable Address: MBCBOOK

Our Ref: KHY/DTE
Your Ref:
Date: 21th October, 1981

Miss K. Jones,
345 Austin Road,
Kowloon,

HONG KONG.

Dear Miss Jones,
Indented Letter Style

This letter is typed in the traditional indented style. The
inside name and address is typed in block form, but the
paragraphs forming the body of the letter are all indented six
spaces.

Left-hand and right-hand margin of 1% in. have been
adopted. The letter is of course typed ift single line-spacing. The
subject heading is centred two line-spacings below the saluta-
tion, which in turn begins three line-spacings below the inside
name and address. The paragraphs are separated by double line-
spacking.

The complimentary close is typed to fall evenly accross
the centre of the typing line, with the designation similarly
centred. Some typists prefer using this style to placing the com-
plimentary close to the right of centre rather than in the centre.

Yours sincerely,
for MIRACLE BOOK COMPANY

K. L. Leung
Managing Director

Indent Style
1




Miracle Book Company

8 Sun Street, Kowloon,
HONG KONG,

Tel: 3-256789

Cable Address: MBCBOOK

Our Ref: KUP/ED
Your Ref:
Date: 7th May 1981

Mr. K. Hung

54 Nathan Road
Kowloon
HONG KONG

Dear Mr. Hung,
Block Letter Style

This letter-style is very modern. It is no being increasingly
adopted in Britain and is popular in the United States. Its main
feature is that all typing lines, including those for the date, the
inside name and address, the subject heading and the com-
plimentary closure, begin at the left-hand margin.

For this letter the open style of punctuation has been adopted,
that is to say only essential punctuation marks are used outside
the body of the letter. You will notice, for example, a complete
absence of punctuation marks from the date, the salutation, the
complimentary close, and from the ends of lines forming the
inside name and address, except the full-stops to mark
abbreviations.

Yours sincerely

for MIRACLE BOOK COMPANY
K. L. Leung
Managing Director
Block Style
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CHANNELS OF DISTRIBUTION
For products which For goods transformed
do not need to be manufactured or processed
(for instance: home-grown (for instance:
fruit) cacao into

chocolate or cocoa)

Producer Producer
Manufacturer
Wholesaler Wholesaler
Retailer Retailer
Consumer Consumer

Other middlemen may also appear in a channel of distribution
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