5l go 23

ey Wlala gLl sa oladl Bladl (e a1l of (V)
The purpose of business is to satisfy our needs and wants.
5 o) Bl dasi il 1 g8 Y1 (Y)
Production is the principal function of business.
alakall e 5Ol e 553 e Ll LalaaY (s jladll Balad) ) s (V)
¢ Sl y Gl
We need business for the supply of many things besides food,
clothing and shelter.
Al Dol g LY 53 dee sl Y i (1)
Production means any work done to satisfy a human need.
Asgiia il ) Ll 2 gall ygad ing s Y1 (m 6 S ginadl ) (0)
. c.‘....g]\
Manufacturing is one part of production and it means changing
raw materials into finished goods.
gl (e olina b ael 2 lY1 o) (1)
Production is wider in meaning than manufacturing .
cZEY) e oline (b Bl paiaill o (V)
Manufacturing is narrower in meaning than production.
oY) dals g LY o Jae ! WY ey (A)
Production means any work done to satisfy a human need.
Ayl s A5 Clatie LY b pana adliay GBYIy el Hluudl a3 (4)
Cars and furniture are durable goods because they are
products that last for along time.

e

dyylacill doa loi
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oy oAl elidly Cpptigall o S dae () giaadl zling ¥ (1 1)
- XS ol Sl Jlae 5 bl Jy Caunnd
A factory needs the work not only of engineers, storekeepers
and sales-men but also drivers and electricians.
—ibgay llsall ilhgay el () Liaf picadl #liay (V1)
i, Sl
A factory also needs managers, bookkeepers and secretaries.
i Jdal o s Al 4l Jeel e ading (g lad dae JS o (VY)
oo Jyeanll a0 4y 5las Al o adiey LY piias of el Jlay
gy ssabisall g alal
Every business depends on several other businesses for its
production. e.g a shoe factory depends on other businesses ,
for obtaining leather , nails and tools.

- oSl I aiial (e ailiadl i &yl g5 A, ini (1Y)
Distribution means the way of getting goods from the
producers to the consumers.

el 3o llgiundll ) patiall e giliad) JiiE o cany (1 £)
After the goods are produced, they must be moved from
producer to consumer.
Acliadl giay s pasdl g gl o) (10)
The producer is the one who makes the goods.
- deliad) pasiy o3l sl g dllgiudl (V1)
The consumer is the one who uses the goods.
- 5 8 ellgual iiall g gp g5 3 T ) (VV)
The simplest form of distribution is when the producer sells

directly to the consumer.
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-3yl il (e LS agilaliinl (5T 4 o gadil (5 55y (VA)
In villages farmers always buy their needs directly from the
villagers .
cpala e 3k Wlalfal abiae e diaai (V4)
We obtain most of the things we need indirectly .
3l jals G—u)b e sl lgle Juasiy gladl aibiall adiay (Y+)
353 e gk
The manufacturer makes the goods. Then we usually obtain
them indirectly through the retailer .
Ayl lad e lailiay aline (5 5idi (YY)
We buy most of our goods ﬁ'org retailers .
cllgianall 5 yiu0 iy piliad) a oA Ll Hali dighy o) (YY)
The task of the retailer is to sell the goods in small quantities
to consumer .
oLl sabiey (s lath panally AN jakia s A 3 225 (YY)
In Cairo, we find grocenies, supermarkets and department
stores.
B g gy |l g ) dlac 458 5055 A IS G (Y )
The place where we do buying and selling 1s called market .
- Al jlad e aeide Ladll lad alaes (5 518 (Vo)
Most retailers buy their supplies from wholesalers.
el S lgmss ms oS5 08 S iliad) Aaad) 52 5 i (Y1)
Al el
The wholesaler purchases goods in large lots to resell them in
smaller amounts to retailers.
o opadial e debiadl J6 3 o gae by opll GalalY aa el (YY)
oSl
Middlemen are the persons who help in getting goods from
producers to consumers.
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(e A lnl i 3 & poe i oY ol y 45500y Aanll Jlad yins (YA)
oiSginall Y aial
Wholesalers and retailers are considered as middlemen
because they help goods pass from producers to consumers.
A Jadl) by il e DS Aeall 2l asly (Y9)
The wholesaler serves both the producer and the retailer.
Alaall Jlad e Jil saal ul) el Jeusd) e (V4)
It 1s easier for producers to sell to a few wholesalers.

Ll qany bl S oY (o latll Jaadl 8 Aaga Aiida g JED ey (V)
Transport is an important function in business because all
goods must be transported.

e S 3 JE Qe 8 cplelall Jisll ae by (YY)
Transport helps the workers in the transport field to earn their
living.
AT g gl A Zilaall wiliadl o (YY)
Packaged goods are easy to handle and to store.
A paliy lisdai leay g alalall e calell kil (V£)
Packing keeps goods clean and fresh.
Al wbiaall 0535 JlsS dead s (70)
It is easy to handle and to store packaged goods.
Adledl pe adliadl o385 J ol aeiall (e (Y1)
It is difficult to handle and store un-packaged goods.
_puali g Ailai Ledaial AaalaY) Cilas 4uSall (e (YY)
It is wise to pack foods to keep them clean and fresh.
sl Jia debiag an e el 531 58 cadaill of (YA)
It is package that helps sell goods as sweets.
LSS U8 (e elaBY) iyl e sl o) (T9)
Processing means changing things from form to form.
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Al lad L il ba ailiall gal picall ALlS dilagl 335 (€+)
Finished goods are stored by the manufacturer until the
wholesalers buy them.

Al i sacluall (5 alally (U o ¢yslany (il gl aa o Uas gl (£))
REPENRL I
Middlemen are those who come in between the seller and the
buyer to help the settlement of a transaction.
3 ghana g¢b Al e piliay
When the wholesaler sells goods abroad he is called exporter
and when he buys foreign goods he is called importer.
e A G 2 Y b 35 5451 Jeagll 5 a0 Laill jals yiey (£V)
el dllgiunall Sl
We consider the retailer the last link in the chain of production
as he sells goods to the final consumer.
Jilde AW o Al deliad) my 3 el s JSSH o (£4)
A gac
An agent 1s the one who can sell goods on behalf of others in
return of a commission.
— Aol @l 3ah ¥y ¢ JSpall e all deliad) jluaull gy (£0)
BT
A broker sells the goods for the principal and has not
possession of the goods.

peiin b delall sl mll o3, o (£1)
Factors have possession of the goods.
e el deladl o JYAI ) (2Y)
The auctioneer sells the goods at the highest price.
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o b (e By alaa Jilie Lt 333 el by ¢ 3l cadd (f (£4)
< Oaaa
The warehouse- keeper receives goods for storage in return of
payment called storage charges.
Y ol clalial o Wil 218 55kt LU b Jyaall e o (£9)
e Al
Opportunities for entering business are always opening
because people’s needs are endless .
(s il Jankl g1 gl (s 3 Jpaall e il S G (04)
Not all people are qualified to enter the same types of
business.
oAl e dasll g g gaddl s Y caay (01)
One must not choose the type of business which proves
importable.
Lipaall o 2 ainy ¥ (sl L b plaill Gad2l a i o (0F)
Lo Luadll cliall Je s caund
One’s chances of success in business are based not only on
knowledge but also on personal qualities.
o L 3all e 25 Apuad 3l Aagill g SLa®Y) 5 Jandt ad gl o (oY)
Apndlia Slo Jlet da ) Lo 35
Better location, economy and personal prestige are advantages
a businessman might have over his competitors.
o By ) pindl (i Aaliadl g il pas3l gy of cg ()
s pe ey ay e Jaall g1
One must study the opportunities in the community to notice
which types of business are profitable and which are not
profitable.
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o ya 4 (g oladll Janll () 5S) paina sl AaSall (4 (00)
It is wise to choose a community where business is profitable.
el d g dic g (5 lad Jae 8 el iy candl ) (01)
The most favorable time to start in business is when prices are
falling.
Oauliall gy yaiaaally cplalall (35 U el 30 Jlae Y da il (oY)
oseaally
The businessman has obligations towards customers, workers ,
investors , competitors and the public.
ceDaall debiay Gual Jue1 da ) sl o Gaay (0A)
The businessman must give the customers the best goods.
Ofalall G gis Jlae ¥l Ja )y psing o g (09)
The businessman must respect the rights of the workers.
Adyyal e Ladliad) Jle) da )y cainy of gy (1)
The businessman has to avoid unfair competition .
Gaaatll y 4ua gy bahadil i padl ae by Cunall (g jlatlh ciSal of (1Y)
Jaadl e 3kl y
The modern business office helps the manager in planning ,
directing , coordinating and controlling the work.
Plias aaniy @iy Jaall (55 Ty phaiall (o laill il G (TY)
- Aaiaadl @l I dalall die Leasali y Sl gleal)
A well- organized business office arranges the work by
gathering sources of information and presenting it when
required to the departments concerned.
chlaally Jal dlae cililuall Gl ga o (TV)
A book-keeper keeps books and accounts.
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Al gy of o Al Ay 8 0 ) il o (16)
 Fipally A5 lall B (5 531 3 pay 2, ety
Employees hoping to obtain a well- paid job should master
English and other subjects as arithmetic , shorthand and
computer.
Loas 3l Glivall Q) daall alle Jsao i ludl &y of caay (10)
A (s gl & gllaall DA gall
Before entering the world of office work young people should
be aware of the personal qualities and qualifications required
in the various jobs.
By graill g QBN ST A ale 058 of g SN ile ¢f (1Y)
A telex operator should be clever at memorizing codes and
typing with accuracy.
gl st S e dalall e 550l 85 o sl dlale e caay (1Y)
. Gl
A telephonist should be able to deal with all kinds of calls.
e gt e paad) Ol aa fapa el o caay sl Al (TA)
A telephonist should deal well with unwelcome callers.

- sl AV il e 108 06K o caag A3y Al @l ok ga (19)
A counter clerk must be able to operate a calculator .

- Ay sliaall 4 el Y Gilla e 50l (685 o cang SN Jale (V)
A telex operator must be able to dial the required codes .

- ooSEN alasiuly Jl g el e ey s b gledl JB S (V)
Information can be transmitted at any time of the day or night
by using a telex.
sy € oy g 5ol lacal s yia Apaddll B o) (YY)

. ¢ Uniandll
Personal relationships are very important to ensure that
everyone is as happy and contented as possible.
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Jaley pelia usi ) go dand o daaa o280 431 (VY)
It is nice to have an agreeable understanding boss.
Oy oSy i) ga p M e ST 12 g0y il pall 53 VT any (V)
Aalaial JI5 A LY S
An office worker must not be too chummy with his boss but
must show an interest in the things that matter to him .
1A dla pat ) 1Y el 468 o SSal Cilhga e cany (VO)
An office worker must be patient if the boss is bad tempered.
slhal (€ 5 laie dlliach i Y (V1)
When you make mistakes , don’t lose your temper .
A ld 3y el il i e AUATl b juria Gl Glilla (5 jad Laie(VY)
gamll DL ¢ 33 1 e (3lky
When we buy small orders regularly over brief periods , it is
called hand to mouth buying .
Aaadll Aoy 4 s ealt Jiill 35 o) (VA)
The advantage of air transport is speed of service.
Aol ady agie Qg Jall g9 il jlail aliea (V)
Most merchants buy on credit a few of them pay cash.
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Translate into Arabic:

1- A retailer is the person who sells goods in small quantities
to consumer whereas a wholesaler buys large quantities of
goods from the manufacturer and resells them to the retailer in

smaller quantities.

Al ey 2 mg ailadl e o paS @liaS (5 % Aaall als G opa
yral el 45 ja)

2- The simplest form of distribution is when the producer sells

directly to the consumer . This happens for example , when a

villager , as consumer , buys vegetables from the farmer , who

1s the producer .

Only a small part of the things we buy is obtained in this
way .A manufacturer who produces goods by hundreds or
thousands must sell them in small lots to individual consumers
. The same is true of a farmer who grows many acres of potato
or tomato. Therefore we obtain most of the things we buy
indirectly .

e 138 aany g5 e dllgiaall i) gy Lovie s gl S5 lad )
i gilialls . A gl ellsy o L 180 I oY) e | gpiea e o<
25V Sl 5 € e Leany o camy GYTL o lially plliay ety
o bl ol Aol e dpaall & 50 A g el sailly oy o ) g

e Gaob Ll ) oL akiee o dian Wl sl 13gd L alalakall

3

- il
3- Most goods require storage. Putting goods away to keep
them safe is called storage . Not all goods are used as soon as
they are produced . Woollens which are produced in summer
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are usually sold in winter . Toys for children are made all the
year round , but they may not be bought by customers until
just before feasts.

All goods get from producers to consumers, it 1s sometimes
necessary to store them several times. Finished goods are
stored by the manufacturer until wholesalers buy them. And
retailers must keep enough goods in hand to meet the needs of
their customers - the consumers.

e Ll @AY deliad) Lais o L 00385 ) aSbiad) aliea 7 la
= A geall Gl Lali) b ailiadl JS pasiad ¥ 4l LS L Ly jas
O-STy plall J sk piead Jlikal qandg .+ o8l b g 15 L sole Canall i 530
el Jal V) L il Y ellgid

Lsbial 3 g pall (pad CpSlgtanall ) il (e dasad giliad! (f Guga g
Loty o N bl s aiaall ALIS ailadl 55855 . < e 3ae gy 135
Joltie i 4lS wiliay shaitay O 4 5ad) Hlad e sy dleal) Slas
conSigiaal) st agiily 3 clalial £ s

4- Forwarding and shipping Agents: their main concern is to
arrange for the shipping and delivery of the goods. They
arrange for abroad or local delivery of the goods till they reach
safely the buyer’s hands. Their job is delivery only, they have
no part in bringing the buyers and sellers together. Either the

buyer or the seller hire them to make arrangements for the
safe delivery of the goods.

sl oa e el yal AT a Tpsi ) pgiish s aubuadlly il Sy
i o ) Jalally g sl 8 deliadl sl o glany by deliad
J—als 59 aed oy Tl aludl) oa agiihagy . s il y W UL
abatd g ) e paY W) g s it e palien s L el o sl

Ol dclizadl
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5- Before starting a business, one should obtain as much
information as he can to guide him in making decisions and
operating the business. The following are sources from which
information can be obtained. Ministry of Commerce, Ministry
of Economy, Ministry of Supply, Ministry of Industry,
chambers of commerce, banks and credit offices.
i & 38l U Cilaslaall (o lia 5o aadl e pasdl duasy of cang
oSans -+ (sbadll Jaall 50} g 40 i )8 AaS 8 ead i S iy (5 el dac
3 gs s b=l 5 ) 5 0 AJE joliadll (e 3,88 Glagles Je J suaall
Gil—Say o gl g 4y jladll o jadt g deliall 5 59 Csaill 50 595 SLaify)
. Oty
6- The basis of control activities is the report. If a member of
the staff notices something wrong, he should reportite. g. If
an employee sees that a bill has remained unpaid and reports
that, he may save his firm from losing such money as future
bad debts. Many reports are required as routine procedures
from departments to head offices. There the reports are
considered and analyzed to discover whether the affairs of the
firm are being properly conducted or not.
L tell e gume Baa¥ 13y . 4 aSal bl ga A6 0 Dadi) Lulid o
LAY 13 el 15 Jla . ) dle pai of Gang 4l L g ol s Al
O gy @b 1 ails . @l e Uly Jaely asy saud a5 of Cali g
c Jitall (8 A gana ()38 358 03 g L 4ilitie
< oYY e i el Yt Sl N e HESSH ) dala ellia )
Oo—e i SSU Jlagy lhe¥) G il s dllia L L ) ol Y
Cdade (e Aagbus 4yl 3 gl slanal @55 s
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7- As a general rule, employees who hope to obtain a well -
paid job should be prepared to reach recognized levels of
ability in English language in particular and other subjects in
general such as arithmetic or mathematics . People wishing to
take secretarial posts should be skilful in typewriting and
office work.
B sa iy e Jpeaall b gl il il sl e o e 520
Lalll (855 (e 4By ya Sy giane )V ghoay O opnions 535S o Y
gl Ny el Jia le JS2 (5581 e gungay ¢ duald &y jlaiy)
Gy A, S S Ay o Jgeanll (B e ol palalY)
- i€l Jlact y 450 AV e sl y B 5V 6 o jabe 530S
8- Put visitors at ease , try to pacify the angry visitor and deal
patiently with the difficult customers. Apologize if visitors
have been unnecessarily delayed and have had to wait some
time, remember that your attitude to members of the public
will have wide reflection. A bad impression may mean loss of
business for a company, while a good impression may result in
increase in orders.
iy JalaZy Ganalall i SRS Gl o g Aal g0y
F R O Lk 3 Al 0 50 HTiel . aa glia ) uanall (i e
Al o il olad iyl of S L G aamy JUEEY agale ol OMS
Jiael (35 )i ny 38 gl LYy ¢ S Sl A (08 i g
Gl 35 Y 53 8 Gl pluall) o o b 48,20
9- Transportation moves goods from the places where they are
produced to the places where they are consumed. It is a
powerful factor in the development of markets. Goods are
moved by railroads , trucks , ships, pipelines , animals and
human beings .
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o OSLYT Y e it ) SLYY (g Aol bl gall Sl y Ji5
Sl iy 3l 4l b 5 8 ule a5 Aebiadl g ellgind
il g bl gall g Y i g il g il yall g Lnaall S
10- An auctioneer is a person authorized to sell goods at a
public sale. The auctioneer sells the goods for his principal at
the highest price to the highest bidder .
a2y lall 3 el 8 ailiay s Al ey 3 pad S0 g8 JYAI
2 3e Y jrn el 4l e e il el
11- Wages is the reward given for labour by hand whereas
salary is the reward given for brain work.
sl S s iyl Lty ¢ sl Jaal) o Jant A SBSA g8 a1 )
i Jasd) e e Il
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Translate into Arabic :

* When goods are ready to be sent to the buyer, they are
carefully packed. The main purpose of packing is to protect the
goods from any possibility of damage during the journey from
seller to buyer. Another purpose is to save space on ships,
trains. trucks, etc . As the packages are carefully marked, the
marks help to avoid any possibility of misdirection of goods.
i il Aling o 3 e lh (5 _sidall o (S elial gad Lavie
oLt Gl o gn S e il dlen g Clil g o Sall

< ptadlly haall (A S 5855 s JAT (it s - s ikl AU e il
Gl Sall b () aled Lo sale aghll of Cuay &V L Aol @y g

- deliall bl sty dlad e sl

(1) Most of the Arab countries have new industries. They
need markets for their own products. The Arabs should create
an Arab common market to protect their new industries against
outside competition . If they succeed in doing so, their new

industries will flourish.

(2) By commerce, we mean trade carried on between different
nations. The goods sent out of a country are called its exports;
goods received into a country are called its imports. Without
this interchange of goods, we should have to do without many
of the comforts we now enjoy. Thousands of people who , at
present, find employment in our factories and workshops,
would no longer be required and food would be much dearer.
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(3) The term marketing includes all the activities we need to
help goods to flow from producers to consumers. When the
production stage is completed, goods are sold and delivered to
a consumer who uses them, or to a wholesaler who, in his turn,
sells and delivers them to a retailer. The retailer cuts up big
lots into smaller lots suitable for his customers. The
wholesalers and retailers who help goods to go from one stage
to another are called middlemen.

(4) Commerce plays a very important part in our life. Without
commerce, we would have to do without many of the comforts
we now enjoy. Many important articles are imported from
foreign countries. Commerce therefore, finds an outlet for the
surplus production of the country. Many people find work in
factories, the different means of transport, markets, banks and
even in big and small shops. Commerce offers great chances
to the unemployed and helps the progress of the country.

(5) Markets are places where people meet to buy or sell. They
are always held in the open and on certain days. A market is
usually divided into different parts. Each part displays a
certain article. There are more than on market in a town. The
citizen can buy his needs at any time. Markets help commerce
very much. There are many types of markets. But they all help
man to realize his welfare and comfort.
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(6) Competition is the natural desire to surpass our rivals. It is

the prevailing spirit in sports and commerce. Matches are
arranged between various clubs and accurate tables showing
the results are kept. Competition leads the different producers
to improve their products. Competition also results in a
reduction of prices and producing the best article. The public 1s
well aware of such a fact and judges for the best. Therefore,
competition may ruin the poor firms and the bad producers.
Some merchants who are fond of competition may give
facilities or lottery tickets with money prizes.

(7) Transport plays a very effective part in our life. One could
not go to any place if there were no means of transport such as
trains, buses and airplanes. The various means of transport
carry the raw materials to where they are manufactured. They
also carry the finished articles to where they can be obtained
by consumers. Besides, these ways join the different parts of a
country with one another. In this way they help to spread
commerce and industry.

(8) A businessman should bear in mind that he should be
successful. To be successful, a businessman should learn how
to deal with different people. He should also have a wide open
eye on his business. He himself must supervise the different
divisions of his business. He should have a clever accountant
to wrte down all expenses and income. He should also be one
of good manners.
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(9) Commerce depends to a very great extent upon
advertisements. When they are cleverly shown, they attract our
attention. We step into the shops and buy our needs.
Newspapers and magazines are very useful and cheap ways of
propaganda. Hoardings, advertising posts and boards are used
to advertise the different articles. Some advertisements are
broadcast by radio or shown on television or cinema screen.
Neon lights beautifully display our best products. Advertising
makes the merchants’ names and goods known to us. Many
merchants have made great profits through advertising. It is
always said [ It pays to advertise.]

(10) Insurance is one of the most important aids to commerce.
Insurance companies make merchants sure that they will get
their goods in good time and condition. Goods sent by rail,
land , sea and air are insured against dangers. Insurance
companies are ready to give certificates to workers and
officials . They make sure that such people are trustworthy and
reliable. One can authorize one’s bank to pay his insurance
premium. Insurance premiums may be monthly or yearly paid.
Insurance makes us sure that highly perishable articles will be
handed in good condition . Without insurance, commerce
would go bad. People would be unable to get their needs.

(11) Most large cities have markets for vegetables and fruits,
such as Al-Oubour Vegetable and Fruit Market. Supplies must
be received frequently, sometimes daily if they are to be fresh
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and 1in good condition. Such markets are necessary because
they enable the buyer to see and choose the goods he wants.
Moreover, retailers can always find sellers in these markets,
without these markets they would have to spend more time
travelling from on place to another in search of what they

want.

(12) An editor must never forget that the success of any
newspaper depends on advertising. He is usually anxious to
keep the good will of businessmen for this reason. If the
newspaper is well written and news items have been carefully
chosen to attract readers, the businessmen are grateful for the
opportunity to keep their products in the public eye.
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