ke s Wlala gLl o (5 ladll bl (e a1l o (V)
The purpose of business is to satisfy our needs and wants.
- 5 obadll alaill A N digh gl g8 LYY (Y)
Production is the principal function of business.
aloakall e 3o 5,3 oLyl Lalasy (5 jlall blaall ) o lisi (V)
c OSaaall g Gualall
We need business for the supply of many things besides food,
clothing and shelter.
gl dals g LB o dae Gl Z Y e ()
Production means any work done to satisfy a human need.
L giia piliay () aladh ol gall i gaS ey g 2 BY) (e 6 S gaialdll o ()
. c_'ua“
Manufacturing is one part of production and it means changing
raw materials into finished goods.
gl e olina S acl 2 EY1 ) (1)
Production is wider in meaning than manufacturing .
c Z Y e olina (b Bl il o) (V)
Manufacturing is narrower in meaning than production.
Ol dals g LY o dae ) Y ixg (A)
Production means any work done to satisfy a human need.
gl sae 25 Cladie LY b pana ailiay GBYIy il Hluull a5 (3)
Cars and furniture are durable goods because they are
products that last for a long time.
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iy oAl elidl g Grunigall (e IS dae ) piadl zliay Y (V1)
- S o by Sl Jlae 5 Gafilall s runnd
A factory needs the work not only of engineers, storekeepers
and sales-men but also drivers and electricians.
il gay Sl wall il ey oy ppaadl W L pdeadl 2lisy (V)
i, Sl
A factory also needs managers, bookkeepers and secretaries.
aliy Jal o a0 4lad Jeel o ading (5 5la3 dae IS o (VY)
o—le Jsaall 5l 4 las Al e adiey L3aY) pias of @lld Jliay
g g saabiaall g alall
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.

+ cSlgaall I cpntidl cpn bl i &yl gl A ini (1Y)
Distribution means the way of getting goods from the
producers to the consumers.

Lealil any gl ) opaiiall (e piliad) JES of cany (V) £)
After the goods are produced, they must be moved from
producer to consumer.
Acliadl giay s pasdll g gl of (10)
The producer is the one who makes the goods.
- deliad) pxdiy 53l Jaddll g dllgiadl (V1)
The consumer is the one who uses the goods.
5yl dllgiudl piiall o g a5l <3 Jad o (VY)
The simplest form of distribution is when the producer sells

directly to the consumer.
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- 3 abe Gug il e Wi agilalial (5 A1 8 (gl (5 535 (YA)
In willages farmers always buy their needs directly from the
villagers .
by 3k Walal abes e Juasi (14)
We obtain most of the things we need indirectly .
i_ijﬂﬁ‘_’lé_l)}:dputcteﬁbdmﬂjéwcﬁw‘éq(*~)
3 yile ye 43y Hhy
The manufacturer makes the goods. Then we usually obtain
them indirectly through the retailer .
A il Hlad (e Lalliay aliea (5 ik (YY)
We buy most of our goods frorg retailers .
cllgiunall 5 o Sl piladl o 8 B jadl Halidishy o) (YY)
The task of the retailer is to sell the goods in small quantities
to consumer .
oLl jabiey (s olath panally AN jalia 5 Al 3 225 (YY)
In Cairo, we find grocenies, supermarkets and department
stores.
B g ana o158 g aadl) dglac 43 5355 A IS o (Y £)
The place where we do buying and selling is called market .
Al Hlal O agise Bjadll jlad ahea 5 % (YO)
Most retailers buy their supplies from wholesalers.
il SlsaSs g dny (S35 08 il gilamd) Aaadl 3l (5 iy (Y1)
Al il
The wholesaler purchases goods in large lots to resell them in
smaller amounts to retailers.
) Cuaiall e deliadl JB i 0 gaclig 0l GalisY) aa sl gl (YY)
oSl
Middlemen are the persons who help in getting goods from
producers to consumers.

155



(e el i 8 & gae o pgd¥ ol g 45530y Aanll Jlad ey (YA)
oSl ) onial
Wholesalers and retailers are considered as middlemen
because they help goods pass from producers to consumers.
A Jadll el il (e DS Aleal) 2l asly (Y4)
The wholesaler serves both the producer and the retailer.
Al a5 e Jilf saad aal) cpatiall Jeudi! e (Y1)
It is easier for producers to sell to a few wholesalers.

L Gang bl S oY (o ladll Jaadl 8 daga Aids g JED ey (V)
Transport is an important function in business because all
goods must be transported.

oelie S b JE e 8 oleladl JE acby (TY)
Transport helps the workers in the transport field to earn their
living.
cOn A g J gl Ao Adleall ailiaddl (Y‘\“)
Packaged goods are easy to handle and to store.
A pualiy lislai dleay g aladall e calesl Bl (Y€)
Packing keeps goods clean and fresh.
Adlaal) wiliadl 55355 ol Jgll 0 (Y0)
It is easy to handle and to store packaged goods.
Adlial e piladl (3805 Jol caaall G ()
It is difficult to handle and store un-packaged goods.
_ypuali g Ailai Ledaind aalaY) Cinlas LuSal) (e (TV)
It is wise to pack foods to keep them clean and fresh.
(olal)l Jie deliay aw gle el 3 ga Caladll o (¥A)
It is package that helps sell goods as sweets.
LIS ) S e LB digad i gl of (YY)
Processing means changing things from form to form.
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Alaall lad L il S ailiall ool piall ALlS diliagl 335 (€+)
Finished goods are stored by the manufacturer until the
wholesalers buy them.

alail i sacbuall (5 adally &l (@ slany (Gl gl aa eUas gl (£))
REPIELRTTI
Middlemen are those who come in between the seller and the
buyer to help the settlement of a transaction.
2 shna g¢d AN e piliay
When the wholesaler sells goods abroad he 1s called exporter
and when he buys foreign goods he is called importer.
e 4 Cuan 2 W) ALl 35 a1 Jea gl 5 ea Laill jals yhey (£V)
el dllgtuall gSlagd)
We consider the retailer the last link in the chain of production
as he sells goods to the final consumer.
dilda AV e Ll deladl my A padZl g8 JSI ol (£1)
A gac
An agent is the one who can sell goods on behalf of others in
return of a commission.
o—i Aol alls 33 ¥y ¢ JSpall (e Ll deliad) jluaull gy (£0)
C )
A broker sells the goods for the principal and has not
possession of the goods.

ot G Heladl il gl 038, g (1)
Factors have possession of the goods.
e Gleb delal g JYAN ) (£Y)
The auctioneer sells the goods at the highest price.
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o 2 (i By gl Jilie Ly 333 deliny by ¢ jll el (f (£4)
< O
The warehouse- keeper receives goods for storage in return of
payment called storage charges.
Y ol claliial o Wil 18 (5l Ll Jgaall ga b o (£9)
Al Al
Opportunities for entering business are always opening
because people’s needs are endless .
(s 3l Jasdl g1 g s (3 Jaall ala e el JS i (04)
Not all people are qualified to enter the same types of
business.
oAl g dasll g g gaddll s Y caay (01)
One must not choose the type of business which proves
importable.
Liymall o 2 ainy ¥ (sl bl b plaill gas2l e o (oY)
Laf Luad 2l clivall Je Jy cuasd
One’s chances of success in business are based not only on
knowledge but also on personal qualities.
o Lt 3l (5 305 A3 Aol y SLaBY) 5 Juaii) g gal) ¢ ()
Aguilie e Jlae da )y b G5t
Better location, economy and personal prestige are advantages
a businessman might have over his competitors.
ol sy < adaall 8 ASball gasil paddll gy o cxg (o)
Aagye gt ey dayye Jaall g
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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sy 45 (5t anll 5% e L1 LSl e (00)
It is wise to choose a community where business is profitable.
) Ty ie a5 lad dae (B eull iy cail g (01)
The most favorable time to start in business 1s when prices are
falling.
Opmdliall o o3 yatianall g cplaladl (5 31 Ji bl 50 ) da sl (o)
- oseaxlly
The businessman has obligations towards customers, workers ,
investors , competitors and the public.
v Daall debiay Gual JueW1 da ) gl of Gaag (0A)
The businessman must give the customers the best goods.
LOdalall G s JlaeV day asiss of g (09)
The businessman must respect the rights of the workers.
Ay al e adliall Jee) Ja ) quindy of g (V4)
The businessman has to avoid unfair competition .
Gimaiil y a5l g Jashadil 3l sebuy Suaall (5 ladll Sl o (1Y)
daadl e 3kl
The modern business office helps the manager in planning ,
directing , coordinating and controlling the work.
Pl i gl @l Dy Jaall o5 laya ahaiall (g jladll casall o] (1Y)
- Aaiaddl @l ol el die Ll § il glall
A well- organized business office arranges the work by
gathering sources of information and presenting it when
required to the departments concerned.
- Shluadly plaal clue lluall Gl ga of (1Y)
A book-keeper keeps books and accounts.
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e o oy 4wl Aiday g ) il sall ) (1£)
- Fisaaly 015V 5 ) Fia 5 41 o gy By ey
Employees hoping to obtain a well- paid job should master
English and other subjects as arithmetic , shorthand and
computer.
Tpad 2 clisall S Jaall alle Jgas JF Gl @y of casy (o)
A Gt gl 4 glaall e 5l
Before entering the world of office work young people should
be aware of the personal qualities and qualifications required
in the various jobs.
A8y el g 2B Y1 ST (8 ale 058 of g e il ¢f (V1)
A telex operator should be clever at memorizing codes and
typing with accuracy.
gho U e a dalaill e 5008 0585 of sl alele o g (1Y)
- aladlcd
A telephonist should be able to deal with all kinds of calls.
e s ya ) (paliall ae o Jalai o cang o5l Alile (TA)
A telephonist should deal well with unwelcome callers.

CAalal) AW Qs e Va8 o6 o cang A3 5ad) @llud (il ge (19)
A counter clerk must be able to operate a calculator .

- Agsthaall 4y 3a A6V qlla o 5olE 05 o cang uSEN Jale (V)
A telex operator must be able to dial the required codes .

c oS abastaly Ja o Sleal) e iy ol 3 b gladd) i oS (V)
Information can be transmitted at any time of the day or night
by using a telex.
iy a8 IS g salen laal Aol yiiad Apad Sl 8Ll o) (VY)

. ¢ Unusal
Personal relationships are very important to ensure that
everyone is as happy and contented as possible.
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sy pdia (i) ga dani OF dsaa el 4 (VY)
It is nice to have an agreeable understanding boss.
O g oSy iy a2 D o ST gy il gall 9% YTy (VE)
Aaldial JI5 Al e LY g
An office worker must not be too chummy with his boss but
must show an interest in the things that matter to him .
V5l aa G OIS 1 Ll (6 0 (Sl ik ga e (V)
An office worker must be patient if the boss is bad tempered.
celhal (a5 5 Laie dliliact a5 Y (V1)
When you make mistakes , don’t lose your temper .
A ld Gy el b e WUsTl b gpiia GLeS Gl g d Laie(VY)
gl Dl ¢l 53 13 e (3l
When we buy small orders regularly over brief periods , it is
called hand to mouth buying .
Aadll de a5 5al) Jiil 530 o (VA)
The advantage of air transport 1s speed of service.
Aol ady agie Qg Jal oy il el aliea (V)
Most merchants buy on credit a few of them pay cash.
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Translate into Arabic:

1- A retailer i1s 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.
o— llgianall 5 jia LS debindl 53 Gad 2l g L5ad b o)
AL e 2wy allmll e S @ilaaS (5 5% Aaall ol of s
yaal Gl 4 e
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
is 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 Gy g5 il dllgtuall piiall aay Lovie g a5l JSS bl ¢
- kel PO e gl paaddl (5l llgtd) 5 i Levie JBaN i
i gilalli . A gl el o Ly it (D 2T Ga | a3 oSy
S Sl 5 508 ey Leany of oy YT clially il gy
o el ol Aol e paall 5 (s g ) all Lpilly oy 6 ) i
ot Gk L ) el adane e Juans Wli ) 134 L kel

- ke

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 is 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.

iy Al LlignY Aol hia o+ 53588 Y giliadl alans o lias
=0 A guall GuDlalld Lalis) b ailiadl JS aadis ¥ 4 LS L Ly 3a3
O-SIg alall gk it JUikal Caalg . B8N 8 LS L sdle Capall b 5
et Jad W) L il Y ellgid)

Llal 355 —all b pSlgianddl ) gpadiall e Jaai bl o
L ity of ) paliall sl pinall ALl adladl 5380 . O e Bae gy ja3
JlTia o 44lS wiliay | shaiiay of 45530 Hlas e qaayye Aaadl las
SIginall (51 a5 laliin) A pgand

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.

al iy a5 el ya) MAT 8 dust ) agTislhy ¢ anbudlly Al eSS
i O ) Jalally ) b e ladl plud o glasy aa g - deliad)
Jals 530 aet Gy kb aludll s agilagy . s idall & I olb
il s ) el paY Wl gl ikl aa el L el oy sl

.JLAL ac il
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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.
o £ 3 08 o gl 0 a8 ] e a8l sy f oy
SSang - sl Jaall 50} g 494 8 A 8 ead 5 S ellig 5 lad Jac
501559 5oL 5 ) 5y A joliaddl (e 3 S Clagles o gl
GilSay gl g 4y jlaill o jall g deliall 5 j gy Cnsaill 30 g SLiai®Y)
. Okt
6- The basis of control activities is the report. If a member of
the staff notices something wrong, he should report ite. 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 te) e guze BaaY 13y . A bl sa A6 0 Dadi Lulid o)
Ta a1y el 15 Jla . |y die aa of Gang 4l Lo o8 3 s Ll
e —dgdl T dili . ollb e uguhcijwamgs”:uoi alh ge
c Cnall (8 A gana () 33S 300 23 gL alitie
<l Y o A gl el pa ) Jie plEN e S ) 4als dllia o)
oo i SSI Jlaty eVt (G il s i llia L L ) colsdl )
C e (pe Aal 4dy yha 3 e sLandl 08 oS
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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.
S dighy o Jpeanll 3 o5kl 0l il gall e Cang dule 32l
el (83l (ye A gaye Cilysiann () Vshay o paniana 15365 o 2 W)
@ilgaly g Glwall Bia ale J<8 5 a0 Cle g gay ¢ Luals 4 5laiy)
Gy S o S Ak e Jgaaall (B Gy 08l palalY
- il Jlaely 450K A1 e sl y JFAY1 G o pabe 15358 o
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.
sy JalaTiy conalall 3 SRR bt of cang - Aal gl Sy
g1 Ot pe—Lhaad &5 Al 0 5L el aa gl ) el (iGN s
a3l ol i olas ol e S35 gl amy SUSIYY agle cpal S
Jael i3 )t ey 3 fadl LRV ¢ S QulSail 4 (6K G g
ccallall a5 (s A8 Guadl g luall Gf g (43S ,00
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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— LYY Y e it A 8L (e Aeliadl el sall Sl y Jis
ol Jiy . Bl i B s 8 dale a5 deliadl g el
il g il gaall g Y haghad g il g il jall g Lagaall Sl
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 .
e —a el o 3l (3 adliay g 4l resy A Gadl e JYAN ¢
e el e el 4l e Al deliad)
11- Wages is the reward given for labour by hand whereas
salary is the reward given for brain work.
s g el ety ¢ gl Jaall g Jhas 1SS ga sa¥
i Jasl) e e 3
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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 ally « Ay o 55 L (5 il a5 S Aol gad Losie
L2 Gl (ol G gan ) o piliadl Glaa g caladll g p5all ol

il y il (A GlSa 85 ga JAT pa sy - s kall Wil (e il
Ol Sall b 8 alad e sale oy yhll of Cus g &l L deladl @l g

Aol blal slafy odlad e selu

(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 1s

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 write 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 in 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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