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ABBREVIATIONS
This list contains well-known abbreviations commonly used in business contexts.
a/c Account
A.G.M. annual general meeting
Approx. Approximately
c.a.d Cash against documents
c Cents
c.c. copies to
C.E.O. Chief Executive Officer
Cr Creditor
Co. Company
C.0.D cash on delivery
C.W.0. cash with order
D/A documents against acceptance
D/C documents against cash
dept Department
Div Division
E.G.M. extraordinary general meeting
G.D.P gross domestic product
G.N.P. gross national product
Dr debtor
1.0.U I owe you
ji.t Just in time
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nr. Junior
Jr
L/C letter of credit
Ltd. Limited
mngr. Manager
Mo Month
mth
N/A Not applicable
N.B. Note
P pence
P.A. personal Assistant
p-a. per annum
P.p. per pro
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Introduction to Business Concepts

I. PAY AND BENEFITS

1. salary: money that you receive as payment from the organization you

work for, usually paid every month.

2. overtime: time that you spend working in your job in addition to normal
working hours.

3. wages: money you earn that is paid according to the number of hours,
days, weeks that you work.

4. minimum wage: the lowest amount of money that an employer can legally
pay to a worker.

5. fringe benefits: additional services or advantages given with a job beside
wages.

6. pension: an amount of money paid regularly by the government or
company to someone who does not work any longer, for example because
they have reached the age when people stop working or because they are ill.
7. bonus: money added to someone's wages, especially as a reward for good

work.
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II. BUSINESS PHILOSOPHIES:

1. Total quality management: (TQM) The objective of quality control is
conformity to specifications, the idea that product should be made exactly
as it was intended, with zero defects: no faults at all.

2. Continuous improvement: it refers to the small improvements or
enhancements in a business organization.

3. Benchmarking: it is a system used to compare a company performance
with another.

4. Business process re-engineering: BPR is applied in service industries
as well as in manufacturing when a business organization redesigns the

processes in management, administration, and customer services.

III. MARKETING:

1. Marketing: is the process of planning, designing, pricing, promoting and

distributing ideas, goods and services, in order to satisfy customer needs, so as
to make a profit.
2. The seven Ps:

-product: deciding what to sell.

-price: deciding what prices to charge.

-place: deciding how it will be distributed and where people will buy it.

-promotion: deciding how the product will be supported with advertising,

special activities, etc...

- packaging: All the materials used to protect and present a product before it is

sold.
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-positioning: How the service/product is seen and thought about by customers.
-people: The people inside and outside the business who are responsible for every
element of sales and marketing strategy and activities.

IV. SALES AND COSTS:
Sale

1. make a sale: sell something

2. be on sale: be available to buy

3. unit sales: the number of things sold.

4. Sales: a company department

5. A sale: a period when a shop is charging less than usual for goods.

6. The sales: a period when a lot of shops are having a sale.

Costs

Costs refer to the money that a business spends.
1. direct costs are directly related to providing the product (e.g salaries)

2. fixed costs do not change when production goes up or down (e.g. rent, heating ,

3. variable costs change when production goes up or down(e.g. materials)

4. cost of goods sold (COGS): the variable costs in making particular goods (e.g.
materials and salaries)

5. indirect costs, overhead costs or overheads are not directly related to
production (e.g. administration ).

6. Some costs, especially indirect ones, are also called expenses.
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V. ASSETS, LIABILITIES AND THE BALANCE SHEET

An asset is something that has value, or the power to earn money. These

include:

-current assets: money in the bank, investments that can be easily turned

into money, money that customers owe, stocks of goods that are going to

be sold.

-fixed assets: equipment, machinery, building and land.

-intangible assets: things which you cannot see. For example, goodwill: a

company's good reputation with existing customers, and brands.

Liabilities

Liabilities are a company's debts to suppliers, lenders, the tax authorities,

etc. Debts that have to be paid within a year are current liabilities, and

those payable in more than a year are long-term liabilities, for example
bank loans.

Balance sheet

A company's balance sheet gives a picture of its assets and liabilities at the

end of a particular period, usually the 12-month period of its financial year.
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BUSINESS ORGANIZATION AND STRUCTURE

Business organization:

Generally, there are three types of business:

A. Sole proprietorship: owned and operated by one person.
Example: small grocery store.
B. Partnership: owned by two or more people.
Example: a small factory

C. Corporation: owned by stockholders.

Example: a large international company or factory.

The main differences between these are:
A. Type of ownership.

B. Size.

C. Distribution of profits.
D. Legal obligations

The main departments in a company:

Administration

Purchasing Transport Human

Resources

Finance © Legal
Production Marketing Research &

Development

(R& D)
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The bank is a financial institution that is licensed to deal with money i.e. .1

Definitions in Banking

receiving, lending, safeguarding money and transacting other financial
business. The bank generates profits from the difference in the interest

rates charged and paid.

2. Banking is defined as the business conducted or services offered by a bank.
Banking provides a safe place to save excess cash, known as deposits. It also
supplies liquidity and allows consumers to purchase homes, cars and consumer
products.

3. Types of Banks

Different types of banks specialize in different lines of businesses:

o Retail banks

e Commercial banks
e Investment banks
e Central banks

e Credit unions

¢ Online banks

Savings and loans
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Other definitions

1-deposit: to put money or valuable things in a bank where it will be safe.
2-account: an arrangement in which a bank keeps your money safe so that you
can pay more in or take money out.
3-Types of accounts: The most common accounts are:

» current account= cheque account = checking account.

» savings account

> deposit account.

4-withdraw: taking money from the bank account (machines )

5-credit card: a plastic card to buy goods or services and pay for them later.
6-loan: an amount of money that you borrow from a bank.

7-mortgage: a legal arrangement in which you borrow money from a bank in
order to buy a house and pay back the money over a period of years.
8-bullion: bars of silver and gold.

9-bond market: the trading based on documents promising a company to
pay back money that has been borrowed with interest.

10-shipping: the delivery of goods by ship or the amount you pay for

delivery.
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11-insurance: an arrangement with a company in which you pay them
money, especially regularly, and they pay the costs if something bad
happens (claim for something on your insurance)

12-foreign Exchange: buying and selling foreign money.

BUSINESS LETTERS

A business letter is a document used to relay information between two or more companies. It
is written in block or indented using a formal language. A formal salutation (Dear Mrs.
Brown) and a complimentary ending (Yours faithfully, sincerely) are used to begin and end a
letter.

The following is an example of a business letter.
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1. letterhead

2.sender’s address|

4. addressee's name and address|

6. subject title

7. body of letter]

8. complimentary close|

. signature

i

12. enclosures

13. copies

TOWER
STATE P.0.Box2369
BANK 1314 North39th street

Kanas City, Kanas
56230 1-3100

January 3, 2006
Mr. George Cooper
2954 Wyandotte' lane
Greens leaves, Wyoming 90786

Dear Mr. Cooper:

Welcome to Tower Sate Bank land!

We are pleased to learn that you have moved in to the area
served by Wyandotte newest bank. We cordially invite you to
do your banking services here. Checking and savings
accounts, loans for all purposes, and complete banking
services are available to you at our convenient location.

Our drive in banking windows are open Monday through
Thursday until 5:30 PM Friday 6:30 PM, and Saturday from
9:30 PM to 12:30 PM. Lobby hours are 9:30 AM to 2:00 PM
Monday through Friday, and 3:30 PM to 6:30 PM Friday.

Yours Sincerely,
Arthur J.Green
GM

Enc:
Cc: PR department
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A memo is short for memorandum, which is a document sent within a company to advise,
inform, or announce policies or procedures to employees. It is somewhat informal and written
without letterhead or addresses. Paragraphs in a memo are usually numbered.

The following is an example of a memo:

MEMO

To: Rosalind Date: 10 May 2108

From: Sarah

Please type a reply to Claudio Bini of International Books.

» Address: via Santovetti 117/9, 00045 Grottaferratta, Rome, Italy.

» Use reference RW/SB

» His letter dated 8 May
He asked about story —books in English and Italian for intermediate students. Tell
him they're out of stock at the moment, but we'll be publishing a new list of them this
summer. Send him details of the list, and a current catalogue of present stock.

Thanks
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MEETING MINUTES

Meeting minutes are formal written documents of business matters that occurred during the
meeting. After the meeting, the notes are typed, and a copy is sent to each person present, or

those who should have been at the meeting. The following is an example of minutes taken at

a meeting:
Present: Mr. Fransworth Ms. Woods Mrs. Flanegan (Sec)
Mr. Lockwood Ms. Deloney

Apologies: Mr. Townsed and Ms. Haley were not present and sent their apologies.
Minutes of last meeting: No business remained from the previous meeting.

Membership of the committee:

It was proposed that the production manager be invited to become a member of the
committee.

Proposer: Mr. Woods

Seconder: Mr. Lockwood

Carried unanimously

THE PURCHASE ORDER:

Placing an order for a business usually involves the following stages:
A department (e.g. Marketing) sends a memo listing required
items (e.g. Pens, paper) to the purchasing department in the
same company. The purchasing department drafts a purchase
order and sends it to the vendor (seller). The vendor sends
items to the department (Marketing) and sends invoice (bill) to
the accounting and/ or the purchasing department.
The following is an example of a purchase order:
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AE Construction Purchase Order
35 Hazel Wood Terrace Ship prepaid * add all delivery charges on invoice
Logan, Utah 84321 *** Not to exceed $1000.00***

801-561-3120

Vender Executive office supplies Ship To: Yuki Shibata marketing Department
15 Watergate Plaza (use above address unless otherwise indicated)
New Orleans, LA 70116

Bill to: purchasing Department

Reference: P.V 02-3450-6 (use above address unless otherwise indicated)

Delivery Date: ASAP

Item Stock Number | Quantity Unit Cost Total Cost
Copier Paper (8810 1/2 C 9837 4 ctns $54.85/2 $109.60
Pens black P 4344 12 doz $22.45/ doz $269.40
Pens, Red P 5633 6 doz $22.45/ doz $134.70
Paper Clips, Larde C4758 5 boxes $1.95 $9.75S$532.75
Subtotal $52.38
Shipping/ Handling10% $576.13
TOTAL
Prepared by:......cccoevvevenne Approved by:.......ccu.....
Date Prepared.:................... Date approved..................

Cc: Y. Shibata, Marketing/ Accounting/ purchasing
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APPLYING FOR A JOB

Recruitment by a company usually occurs in the following manner:

1. Person reads an advertisement.

2. He / She sends a C.V (resume) and a letter of application to
company.

3. Company makes a short list of qualified applicants.

4. Company contacts applicant for an interview and may ask
applicant to fill out an application.

5. Sometimes a second interview is arranged.

6. Applicant sends letter or telephones interviewer to say thank you.

Before going to the interview, an applicant should make a list of possible
questions to be asked during the interview.
Curriculum Vitae (Resume)

A C.V is a brief background of the applicant. It usually contains the following
information:

A.

B.

o o

&

Personal Details: Full name, address, date of birth, telephone number,

Education: The dates and names of schools and universities attended,
beginning with the most recent. Applicants should mention degrees,
certificates or diplomas received.

Professional Experience: Dates, names of companies, and job title of
previous work. The most recent employment is listed first.

. Skills: Applicant lists special skills acquired, such as computer skills

or a foreign language.

Hobbies: Free time activities are listed here, such as, reading, listening
to music, sports, etc..........

References: Applicant writes the name, company, job title, and contact
information of a person who has observed the applicant’s work or
study.
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JOB APPLICATION LETTER

A letter of application is sent with the
C.V to:

A. Give information about the position
the applicant is applying for.

B. Where or how the applicant learned
about the job.

C. Highlight qualifications and skills
of the applicant which suit the job.
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Job Opportunity

CUSTOMER SERVICES ASSISTANT

Are you highly efficient with good communication and
inter — personal skills?

We are leading manufacturer of video and audio
equipment, and are looking for someone special with
good administrative and secretarial abilities to join our
very busy customer services Department. Salary
Dependent on age and experience.

Apply to: Brenda Haworth,
Specter (UK) Ltd,
12 Roth say Terrace.

Edinburgh EH3 7SE
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CURRICULUM VITAE

Personal Details

Fiona Scott

7 August 1980

British

Hanover Street, Edinburgh EH 5 LM

031 449 0237

Education

2001 -2002

London Chamber of Commerce and Industry Diploma in public relations
1996 — 2000

University of London.

BA (honors) in journalism and media studies (class2).
1989 — 1995

Fetes College, Edinburgh

A- Levels in German (A), English (B) and Geography (C).

Work Experience

1992 to Present
Scottish Wildlife Trust
Department of Public Relations.

Responsible for writing articles on all aspects of Trust’s activities and
ensuring their distribution to the press. Editor of the Trust’s monthly
journal. 1990 - 1991

Sales Assistant in the record department of Harris Stores Ltd,
Edinburgh.

Languages

Fluent German

Good working knowledge of French.
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Job Application letter

16 North Road
Berkeley, California, 95436
June 29, 2007
Mrs.Smith
Human Resources Director
Pearle Employment Agency
1900 Grant Avenue
Dear Mrs. Smith:

| am writing in application for the post of North-Western Area Sales Manager, as currently
advertised on your website.

As you will see from my enclosed Curriculum Vitae, | am a 28-year-old graduate in Business
and Marketing from Hamburg University, with five years of experience in marketing and sales
with Audi AGF based in Bermen. My Current position is Assistant Sales Manager for the
Bremen and Neirdersachsen region.

Since leaving University, apart from practical experience in the various posts | have held, | have
studied extensively at a night school, attending courses in Negotiating Skills, Personnel
Management and Marketing. | have also attended internal courses in the same areas in the
companies | have worked for.

| am interested in the post advertised because it seems to represent the type of opportunity |
am seeking: to move into a large international producer of consumer products and to have the
experience of managing regional sales.

| hope my application and my curriculum vitae will be of interest to you. | am available for
interview at any time, and my present employer would be happy to supply a reference.

| look forward to hearing from you

Yours sincerely,

Christa Schmidt
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MISCELLANEAOUS TOPICS

1. Reference books used in an office such as dictionaries, thesaurus,

a. Diary: a book in which you write down the things that happen to
you each day.
b. Manual: a book that gives you instructions about how to do
something, especially how to use a machine.
c. Catalogue: a complete list of things that you can look at, buy or use
d. Calendar: a set of pages that shows the days, weeks, and months of a
particular year.
e. Encyclopedia: a book or CD, or a set of these, containing facts about
different subjects, or containing facts about one subject.
f. Directory: a book, or a list of names, facts etc, usually arranged in
alphabetical order.
g. Thesaurus: a book in which words are put into groups with other

words that have similar meanings.

2.Filing systems: Filing is the work of arranging documents in the

correct files. There are different types of filing, here are some of them:
a. Chronological: arranged according to when things happen.
b. Alphabetical: arranged according to alphabetical order(a,b, c etc...... )

Geographical: arranged according to places, countries, areas, etc.....

o

e

Thematic: arranged according to subject.

e. Numerical: arranged according to number.
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Required English Grammar

Tenses

Modal Auxiliaries (may, might, can, must, etc.....)

Passive Sentences

Reported speech
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