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MODERN
MANUALS OF COMMERCE

BY

FrReEDK. HooPER and JAMEs GRAHAM

Commercial Education at Home and Abroad. A
Comprehensive Handbook, providing matenials for a Scheme
of Commercial Education in the United Kingdom, including
suggested curricula for all grades of commercial institutions,
with illustrations and plans.  Price 7/-.

Home Trade, or Modern Commercial Practice.
Price 3/6.

Fac-simile Modern Business Forms :—Book No. 1, The Home
Trade. For students’ use; providing practice in filling up
actual documents. Price 1/3.

Teacher’s Companion to the Home Trade: Modern Business

ethods ; containing hints as to how to deal with each chapter
in the Manual, a list of articles desirable for practical work
(with estimated cost), and concise Answers to the 200 Questions
in the Manual. Price 6/- net

The Beginner's Guide to Oﬂice Work (covering the elementary
stage of the Syllabus for Modern Business Methords) Price
2/6. Sewed, 2/-

Import and Export Trade, or Modern Commercial
Practice. Price 4/6.

Fac-simile Modern Business Forms :—Book No. 2, Export Trade.
Price 1/3.

Fac-simile Modern Business Forms :—Book No. 3, Imports and
Ships Price 1/-

Modern Commercial Practice with Correspond-
ence. By F. HrrLis, F.R.G.S., F.Inc.S.T.
Part I. The Home 1I'rade. Price 2/6.
Part [I. The Export Trade. Price 3/-.
Modern Book - keeping and Accounts. By Wwm.
ApgGIg, F.C.A. Complete, 6/-, or
Part 1. Price 2/-. Part 11. Price 2/6.
Part III. Price 3/-.
Key to Parts X., IX., and III. 3/- net each.
Household Accounts. By Miss KATE MANLEY, Organising
Sccretary Yorkshire Ladies” Council of IEducation.  Price 2/6.
Loose Sheets—ruled for the week for Class Practice. Price 6d.
per dozen.
Modern Commercial Arithmetic. By G. H. DoucLas,
M.A. Partl. Price 2/-.
French Commercial Practice. By Jamrs GRaAHAM and
GEORGE A S. OLIVER.
Part I. Price 3/6. Parct II. Price 5/-.
German Commercial Practice. By Jamrs Granam and
GEORGE A. S. OLIVER.
Part I. Price 3/6. Part 11. Price 5/-.
Spanish Commercial Practice. By Jamis Granam and
GEORGE A S. OLIVER.
Part 1. Frice 3/6.

The Foreign Traders’ Correspondence Handbook.
By Jamrs GRaHaM and GEORGE A. S. OLiver. Price 4/-.
Foreign Traders’ Dictionary of Terms in English,
German, French, and Spanish. By James GrkaHnam

and GEORGE A. S. OLiver. Price 4/-.

MACMILLAN AND CO., Ltp., LONDON.
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PREFACE.

The series of transactions now published has been pre-
pared with a view to furnishing the necessary practical work
for students who are studying the advanced stages of Commer-
cial Practice or Business Methods.

The working, out, of cemplete transactions is now re-
garded by experienced teachers of the subject as the only
satisfactory method of illustrating the the‘(‘)r tical instruc-
tion given in class. As each letter or document is intro-
duced in its proper sequence, the student is able to appre-
ciate, not only the exact relation which one item bears to
another, but also the place of each in the completed whole.

The plan recommended in the Home Trade book by
which one class of students represents the buyers, whilst
another class, working in conjunction with them, represents
the sellers, may be followed in the transactions illustrating
the export and import trades. Additional interest is in this
way given to the work, and a healthy spirit of rivalry
created between the classes.

In the earlier transactions students may be allowed to
copy the letters and documents, paying special attention to
the form of each ; at a later stage they should read the let-
ter which is being dealt with, afterwards writing it in their
own words without reference to the book. The transactions
given in outline only will furnish ample material for unaided
work on the part of the student.



vi. PREFACE.

In order to secure the material for these transactions the
writer has been in correspondence with over 300 firms in
the British Isles, and has interviewed about 50 merchants
and others in the Leeds and Bradford district who are en-

gaged in the export or import trades.

To those who have supplied him with original documents
or copies, and who have also at considerable inconvenience
given him information which otherwise would have been
inaccessible, he returns his sincere thanks.

F. HEELIS.

London,
January, 1911,



INTRODUCTION.

‘When working through our text-books on ¢“Home Trade”
and “Tmport and Export Trade” (Modern Business Mothods
or Commercial Practice) students in Commercial Subjects have
frequently felt the need—both for practice and for reference—
of a series of model transactions showing how the different
documents arise in actual business, and this manual has been
prepared to meet that want.

Tn addition %o acting as Assistant in connection with the
Training Courses for Teachers, Mr. Ileelis has had extensive
experience in conducting classes in the above subject in
Technical and Secondary Schools, and we can confidently
recommend this series of transactions as being admirably
adapted for the purpose in view, and for use in connection
with our manual on Import and Export Trade.

A similar series of transactions dealing with the Ilome
Trade has appeared.

FreEpk. HooPER,
Formerly Secretary, Bradford Chamber of Comnmerce.

James Granam,
Director of FEducation, City of Leeds,
Formerly
Inspector for Commercial Subjects and Modern
Languages to the West Riding County Council.

March, 1911.
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MODERN COMMERCIAL PRACTICE

PART II.

EXPORT TRANSACTIONS.

T”“ﬁ‘(‘;‘?t‘ion Parties. (é?,i'?]g_f Country.

1. Buyers: W. H. Jonks & Co. Cocoa. Victoria.
Sellers : RownBUrY & Co.

2. Buyer : I.. INGLEBY. Machinery. Egypt.
Sellers : G. DUNKERLEY & SONS.

3. Buyers: I. Wormarp & Co. Ready-made  S. Africa.
Sellers : AsriNALL, BarraN & Co. Clothing

Lrb.

4. Buyers : C. Harping & Co. Dress Goods. Canada.
Sellers : EDWARDS & APPLLEYARD.

5. Buyers : KRUGER & STEYN. Worsteds. Transvaal.
Sellers : WoopHEAD & LIGHTFOOT.

6. Buyers : Toco & Oxu. Italians. Japan.
Sellers : A. FLercHER & BRros.

7. Buyers : G. Nrrprrox & Co. Machinery. Russia.
Sellers : BATLEY, GREENWOOD & Co.

8. Buyers : A. C. Powrit & Co. Dress Goods.  France.
Sellers : WM. TavrLor & Co.

9. Buyers : J. Morris & Co. Bacon. Natal.
Sellers : T. & C. HarrisoN & Co.

10. Buyers : S. RaTtanavarTi & Sons. Paper. Siam.
Sellers : W. G. IsBisTER & Co.

11. Buyers : G. HiLL & Sons. Hardware. Natal.
Buyers’ Agents : PaurL, RAYNER & Co.
Manufacturers : METROPOLITAN

Emery Co., and FrReEDERICK GEE
anp Co.
12. Buyers : Levy & Levy Fius. Linings. Belgium.

Sellers : SMmITH, JONES & SMITH.

E B



2 COMMERCIAL PRACTICE

EXPORT TRANSACTIONS—continued.

Transaction : Class of :
‘g?’f 10 Parties. Goods. Country.

13. Buyers : PETERsOoN & KiLLNER.  Dress Goods. Germany, for
Sellers : R. Ross & Sons. S. America.

14. Buyers : B. BaprtisTa & SONS,
Sellers : Joun Cook & Co. Carpets. India.
Manufacturers : REDMAYNE & SMITH.
Forwarding Agents : PEATE AND
WELLDON.

15. Buyers : D. HARTLEY & SONS. Biscuits. New Zealand.
Sellers : NorTH & EDWARDS.

16. Buyers : Brnxsamin & Co. Worsteds. Canada.
Sellers : T. C. Jonas'& Co.

IMPORT TRANSACTIONS.

17. Importers : B. F. HaLsteaDp & Co. Wool. Australia.
Buying Agent: F. SHALLARD.

18. Buyers : MorLEY, PiCKERSLEY & Co. Machinery. U.S.A.
Sellers : THE CROCKER-WHEELER Co.

19. Consignors : J. MENDONCA & Sons. Castor Seed.  Brazil.
Brokers : BErNArRD HunT & Co.

20. Buyers : RoBErT FostER & CoO. Dried Fruit.  Greece.
Sellers : 'W. Marcororr & Fivs.

21. Buyers : CampBELL Bros. & Co.  Tea. Ceylon.
Sellers : Tue CEYLON TrA ESTATES,
L.



COMMERCIAL PRACTICE 3

TRANSACTION No. 1.
Buyers : MEssrs. W. H. JONES & CO., MELBOURNE, VICTORIA.

Sellers : Mzssrs. ROWNBURY & CO., Tue Cocoa WORKS,
BirmINGHAM.

SUMMARY.

The Sellers, Messrs. Rownbury & Co., of Birmingham, have a
traveller who represents them in Australia. Having secured an order
from Messrs. Jones & Co., of Melbourne, he transmits the necessary
order form to his Principals, at the same time furnishing the Buyers
with a copy. When the order reaches Messrs. Rownbury’s works in
Birmingham, the goods are packed and despatched by rail to London
for shipment through a firm of Forwarding Agents, who effect insurance
and. take out the Bills of Lading. When this is done, the Insurance
Policy and Bills of Lading, togother with a note of their charges, are
sent to the Sellers, who remit a cheque in sottlement. As the goods
are sold f.0.b. it is necessary to add the insurance and freight charges to
the invoice, one copy of which is sent, along with a letter advising
shipment, direct to the Buyers. A draft is drawn for the amount due,
and to this the Bill of Lading in triplicate, the Insurance Policy, and
a copy of the invoice are attached. It is then handed to the Sellers’
bankers for collection, with instructions that it shall not be presented
for acceptance until the goods have arrived.

DOCUMENTS AND CORRESPONDENCE.

(1) Order Form received from firm’s representative ; (2) Consign-
ment Note; (3) Instructions to Shipping Agents; (4) Lettor from
Shipping Agents enclosing Bs/L, &c.; (5) Bill of Lading ; (6) Insurance
Policy ; (7) Freight Note ; (8) Letter advising romittance ; (9) Cheque ;
(10) Receipt; (11) “ Compliments and Thanks” slip; (12) F.o.b.
Invoice for goods; (13) Documentary Draft; (14) Instructions to
Bankers re collection of Draft; (15) Advice of Shipment to Buyers,
enclosing invoice; (16) Specification,






COMMERCIAL PRACTICE 5

1.—Order from Firm’s Representative.

Rowxnsury & Co.,

BirMINGHAM.
Dare OrpER ENTERED.
5th January, 19......
TRAVELLER'S NAME H. Webster.

Buvgrs.... Messrs. W. H. Jones & Co., Melbourne.

InvoicE To.. Buyers, and one copy to H. Webster, Running
e Order No. 326, e
SEND GOODS TO............Order,” Melbourne, Wharf.
1/20
UNDER MARK. ... WH.J > /
MFLBOURND
T Bize : o T
No. of GOODS. Price. £ s d
_ench, | |
20 | 28 1b. Boxes “ Sel@;’i’iC’ocoa,w per Lb. 1. -
?0 28 ,, 7 ”,,,“ Imperial > w e 1/i_ ________
280 | 4 ,, ,» Confectionery B
Assorted Nos. 22, 24, 25 & 29| )
per 1. 1/-
- F.0.b.
o London. N L
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COMMERCIAL PRACTICE 7
3.—Advice of Goods for Shipment,

THE Cocoa WORKs,
BirMINGHAM,

lst March, 19......
To Messrs. J. H. Purham & Co.,

SHT D O B e eee e eeeseeessee e ss e es e eeme e
DESTINATION ... Melbourne, Victoria. .
CONSIGNEE To * Order.”

DESCRIPTION 10 Cases, each 2" 47 x 2" 3" X ?' __0”.

.10 Cases, cach 2" 3" X 2 07 X 2" 0" ...
CONTENTS oo 00 S Oonfectionery.
Ner WEIGHT 10 Cwts. 10 Cuts.
VaLuk vor Customs  £90- o E86
INSURE FOR...... .. S0 F P A.
FrEIGHT TO BE PaAID BY. _ Senders.
How FORWARDED TO SHIP....... per LM. & 8. Railway.
StarioN ... . Orient Docks.
Date ForRwARDED To Snre .. . I8 March. .

Please ship the above, make out Bills of Lading, and clear

at Customs, &c.
Rowxnsury & Co.



8 COMMERCIAL PRACTICE
4.-—Letter enclosing Shipping Documents,

J. H. Durham & Co.,
Shipping and Forwarding
Agents,
Telegraphic Address:
‘“PROMPT, LONDON.”

29, LincoLN Roap,
Lonbon, E.C.,
8th March, 19......

Messrs. RownBUrY & Co.,
Cocoa WORKS,
BIRMINGHAM.

Dear Sirs,
We are obliged for your instructions for the shipment of

the following, viz..—

1/20
20 Cases ‘@ Melbourne, Wharf.

per s.s. “ Arab.”

The goods are now on board, and we enclose herewith 3
copies of Bill of Lading, Insurance Policy, and note of charges.

The vessel is due to sail on Tuesday next.
Awaiting your further esteemed commands.
We remain,
Yours faithfully,
J. H. DURHAM & CO.






Sramp

TN

W HJ

Mecgovrve VYHARFE,

Ft. in.
Freight on V4 ‘/?.‘;" ——

£ 8. o
at ?Zé per Ton ... ._A..,.._? W.Qu?
10% Primage ... ... W_ng._a..

Total LB AN -2

5. BILL OF LADING.

ghippfﬁ , in good order and condition, by

now lying in the port of LONDON, and bound for ..

with liberty to proceed to and stay atany intermediate Port or Ports, in any rotation, for the purpose of trading, or for any other purpose
whatsoever ; and with liberty to sail with or without Pilots, to tow and assist Vessels in all situations, and to carry goods of all kinds,

dangerous or other

AAL] T ... PACKAGES MERCHANDISE, being marked and numberod as per
margin, and also specially marked uponfeach Package by the shippers, before shipment, with the name of the Port of Destination in lotters
not less than two inches long (withaut which the Owners are not to be held liable for correct delivery) and to be delivered from the ship's
deck (where the ship's responsibility shall cease) in the like ggod order and condition, at the aforesaid Port of

or &0 near thereunto as she can safely got (the Act of God, the King’s FEnemies, Pirates, Robbers, Thieves, Barratry of Master or Mariners,
Rostraint of Princes, Rulers end People, Fire, Vormin, Rain, Spray, Sweating, Leaking, Breakago. Rust, Decay, insufficiency of Wrappers
and Package, and all injury to the same, and all damage arising from Errors, Obliterations, insufficiency or absence of Marks, Numbors,
Addresses, or description of any goods shipped ; risk of Lighterage to and from the Vessel or Craft or Hulk, or Transhipmeat, Explosion,
Heat, Fire at any time and place whatever, Boilers, Steam, or Machinery, and the consequence ot any damage to or defect in Boilers or
Machinery, Collision, Stranding, Steaming, Jettison, or any other Peril of the Sea, Rivers, Navigation, or of Land Transit, of whatsoever
nature or kind, and whother any of the Perils, causes, or things above mentioned, or the loss or injury arising therefrom, be occasioned by
the wrongful act, default, negligence. or error in judgment of the Owners, Pilot, Master, Officers. Crews, Stevedores, or other persons whom-
soover in the service of the Ship, or for whose acts tie Shipowner would otherwise be liable, or by unseaworthiness of the Ship at the com-
mencement of the voyago, provided all reasonable means have been taken to provide against such unseaworthiness or otherwise howsoever,

. Ondev

or to his or their assigns, Freight forthe said Goods as per margin, to be pard by shippers in  London (free of interest), on or
before departure of the Vessel. Géneral Average according to York and Antwerp Rules.

Woeight, Measure, Quality, Condition, Brand, Contents, and Value unknown, and the Shipowner not accountable in any way for same.
Not accountable for kny Goods of whatever description which are above the value of £100 per package, unless the value be herein exressad
and extra freight, as may be agroed on, paid ; nor for Money, Gold, Silver, Bullion, Specie, Precious Metals, Manufactured or Unmanu-
factured, Plated Articles, Glass, Chins, Jewellery, and Articles used for Jewellery, valuable and Precious Stones, Watches, Clocks, Timeo-
pieces, Mosaics, Bitls, Bank Nctes of any country, Orders, Nctes, or securities for payment of any Money, Stamps, Maps, Title Deeds, or
other Documents of any nature whatsoever ; Paintings, Pictures or Statuary, Quinine, Silk, Laces, Furs, or Cashmere, Manufactured or
Unmanufactured, made up into Clothes or othefwise, unless Bills of Lading are signed therefore, with the value thereof therein expressed,
and Extra Froight, as may be agreed upon, be paid.

The Goods to be discharged from the Ship as soon as she is ready to unload, into Hulk, Lazaretto, or Hired Lighter, by the Agents
of the owners of the Vossel, at tho Shippers’ or Consignees’ risk and expense.

The Shipowner is not liable for any loss, detriment, or damage to any goods which are capable of being covered by Insurance, nor for
any claim of which notice is not givea bdfore the removal of the goods, nor for any claim for damages to or detention of any goods where the
damage is dons or detention occurs while the goods are not in the pcsseesion of the Shipowner, nor in any case for more than the declured
or invoice value oi the Goods, whichever shall be least.

Goods of an inflammable, explosive, or otherwise dangerous nature, shipped withcut permission ard without full disclosure of their
nature, whether the Shipper be aware thereof or not, may be seized and confiscated or destroyed by the Shipowner at any time before
delivery, without any compensation to the Shipper, Consignee, or Owner.

All fines and expenses, losses or damages, which the Shipowner or his Agents or 8ervants or the Ship or Cargo may incur or suffer on
account of incorrect.or insufficient merking or description of any packages or their contents, or the dangerous nature of their contents
(whether the Shipper be aware thereof or not), shall be paid by the Shipper or Cousignee, whether they or he be Agents or Principals, as
may be required. and the Shipowner shall have a lien and right of sale over the goods for payment thereof.

Freight payable by Shipper to be paid Ship lost or not Jost. The Shipowner shall have a lien on all Goods for payment of Freight,
whether payablo in advance or not.

IN WITNESS whereof the Master or Agentt of the said Ship hath affirmed to %’!.a . Bills of Lading, all of this
tenor and date, the one of which being accomplished, the others to stand void.

Dated ot 'LONBON, the ?d day of M /6,?.
A/

. Master or Agens.
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COMMERCIAL PRACTICE

7.—Freight Note.

29, Lincorn Roap,

Loxpon, E.C.,

8th March, 19....

br.to J. H. DURHAM & CO,,

Shipping and Forwarding Agents.

1/20 To Freight as per B/L | -

20 Cases per s.s. ““ Arab”’ 101

Bills of Lading | | | 2

Melbourne Commission and Charges| |9

Wharf | Insurance and Stamp | || |12
- | B &O0E | |

g 11| 0
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8 —Letter covering remittance.

Rownbury & Co.,

Manufacturers of Cocoa,
Chocolate, and Confectionery.

Makers of

"¢ Select” and ‘‘Tmperial”

Cocoas, Gum Pastilles,

French Confections, &c.

Tae Cocoa WORKS,
BIRMINGHAM,
9th March, 19......
Messrs. J. H. Duraam & Co.,
29, LincoLN Roab,

Lownpox, E.C.

Dear Sirs,
Enclosed please find cheque for £11 0s. 5d. in settlement of

account.
Please acknowledge receipt in due course and oblige,
Yours faithfully,
ROWNBURY & CO.

Ww.J.
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COMMERCIAL PRACTICE 19

14.—Instructions to Bankers re Draft,

Rownbury & Co.,

Manufacturers of Cocoa,
Chocolate, and Confectionery. THE Cocoa WORKS,
Muakers of
“Select ” and ‘‘Imperial”
Cocons, Gum Pastilles,
French Confections, &e. 9th March, 19

BIRMINGHAM,

THE MANAGER,
BirmingaAM & Mipranps BANK,

BrMINGHAM.

Dear Sir,

Herewith we beg to hand you, for collection on our account
draft for £125 15s. 5d., drawn on Messrs. W. H. Jones & Co.,
Melbourne, at 30 d/s against shipment of goods per s.s. ““ Arab.”
The following documents are attached :—Invoice, Insurance
Policy, and Bill of Lading in triplicate, and these are to be
surrendered on acceptance of draft.

In case of need communicate with Messrs. Wilson & Co.,
George Street, Melbourne, whose instructions may be acted
upon, and to whom the documents may be surrendered on
application.

Kindly arrange that the bill shall not be presented for
acceptance until the goods arrive.

Yours faithfully,

For ROWNBURY & CO.,
W. BURY,

Secretary.
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15.—Advising Shipment and enclosing Invoice.

Rownbury & Co.,

Manufacturers of Cocoa,

Chocolate, and Confectionery. Tar Cocoa WORKS,
Makers of . .
*“Select” and ‘‘ Imperial ” B IRMINGHAM,
Gocoas, Gum Pastilles,
French Confections, &ec. Oth M arch, 19......
)

Messrs, W. H. Jo~ngs & Co.,

MELBOURNE.

Dear Sirs

Confirming our respects of the 18th ult., we now beg to
advise shipment of your order dated 5th January, viz., 10
cases Cocoa and 10 cases Confectionery, per s.s. “Arab”
sailing on Tuesday next.

We enclose invoice, for the amount of which, viz.,
£125 15s. 5d., we have drawn on you at 30 days’ sight, order
ourselves, documents to be surrendered on the draft being
accepted. The draft we have handed to our bankers, the
Birmingham and Midlands Bank, for collection. Insurance
has been effected by us as usual.

Awaiting your further esteemed orders, and recommending
our draft to your kind vrotection.

We remain,
Dear Sirs,
Faithfully yours,

ROWNBURY & CO

per W. BURY,
Secretary.
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22 COMMERCIAL PRACTICE

TRANSACTION No. 2.
Buyer : Mr. L. INGLEBY, ALEXANDRIA, EcYPT.

Sellers : Mgssrs. G. DUNKERLEY & SONS, ENGINEERS,
Havirax, YORKS.

SUMMARY.

A letter ordering sundries is forwarded by the Buyer to the Sellers,
with instructions to forward part of the goods by parcols express at
once, the balance to follow by the usual route. The receipt of the order
is acknowledged, and within a fow days the first part of the order is
executed, the goods being sent through Forwarding Agents in Liverpool,
and the Buyer advised of the shipment. The remainder of the goods
having been got ready for shipment, the case is forwarded through the
same firm for shipment by first steamer direct to Alexandria. A ship-
ping advice note is filled in and despatched to the agents, who effect
insurance under their own floating policy. As the goods are sold
“loco ” the forwarding charges are added to the account, a docu-
mentary draft being drawn for the amount due, and handed to the
Sellers’ bankers for collection, the documents being surrendered on
payment of the draft. The Buyer is advised of the shipment, and
requested to honour the draft on presentation.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter from Buyer ordering goods ; (2) Letter acknowledging
receipt of order; (3) Shipping Advice Note; (4) Letter to Buyer,
advising shipment ; (5) Invoice; (6) Freight Note; (7) Shipping
Advice Note for balance of order ; (8) Freight Note; (9) Insurance
Letter ; (10) Bills of Lading (particulars only); (11) Invoice; (12)
Statement of Account; (13) Draft; (14) Letter to Buyer, advising
shipment, &c.
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1.—Letter ordering Goods,

ALEXANDRIA,

bth August, 19......

Messrs. G. DUNKERLEY & SONS,
ENGINEERS,

Harirax, ENGLAND.

Dear Sirs,

I shall be obliged by your forwarding the undernoted
Machinery and Sundries at your earliest convenience.

If possible please despatch items 1 and 2 by parcels express
not later than the 16th instant, and the balance of the order
by steamer from Liverpool as usual.

Relying upon your prompt attention.
I remain,

Yours faithfully,
L. INGLEBY.

0/232

1.—1 Corner Cutting Shears No. 236.
2.—2 Special Guides for above.
3.—1 No. 18 Screw Press.

4.—1 Rubber Buffer for above.
5.—1 Combination Die No. 186.

6.~ 1 y , 193
7—1 , . 132,
8.—1 . 214,

9.—1 Die for No. 16 Screw Press,
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2.—Acknowledgment of Order.

Harirax,

12th Awugusit, 19......

Mr. L. INGLEBY,

ALEXANDRIA.

Dear Sir,

We are in receipt of your esteemed favour of the 5th inst.,
with order for Machinery and Sundries, for which we are

obliged.

The work is now in hand, and we hope to forward the
Shears and Guides in the course of a few days. The Presses
and Sundries will be ready for despatch in about a fortnight’s
time.

Yours faithfully.
G. DUNKERLEY & SONS.
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3.—Advice of Shipment.

Harirax,

16th August, 19......
Messrs. SMALLEY & SMALLEY,

SHIPPING AGENTS,

LIVERPOOL.

SPECIFICATION of one case Machinery, as per particu-
lars below, forwarded to you this day per I.. & Y. Railway,
carriage paid, for shipment by parcels express to Mr. L.
Ingleby, Alexandria. '

All charges to us.

G. DUNKERLEY & SONS.

Marks and Description. Meansurements. Weights. Remarks.

Numbers.

e . B R —

1 tese | _19x0'1| Gross | Insure
Machinery | x0°77 | 0.1.2 | for £3

Alexandria | v | Net

0.0.20
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4.—To buyer, advising shipment.

HALIFAX,

16¢th August, 19......

Mr. L. INGLEBY,

ALEXANDRIA,

Dear Sir,

Confirming our respects of the 12th inst. we have the
pleasure to inform you that we have this day forwarded to
Messrs. Smalley & Smalley, Liverpool, 1 box Machinery, for

shipment to you by parcels express.
The remainder of Order No. 232 will be forwarded before

the end of the month.

Yours faithfully,
G. DUNKERLEY & SONS.
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28 COMMERCIAL PRACTICE

6.—Freight Account.

LivERPOOL,

24th August, 19......

Messrs. G. DUNKERLEY & SoONS,

HALIFAX.

or. to SMALLEY & SMALLEY,

Freight and Charges on ... ... I Box of Machinery,
shipped per . . Farcels Bapress, e
to .. . Mr L Ingleby, Alezandria,
8 d.
Freight (in full), including
B carriage to port | 10 | 6
~ Cartage and Porterage ‘ 1) 0
Dues and Eniry o 173
Insurance | ) | I| 6
14| 3
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T.—Advice of Shipment,

Havrmrax,
27th August, 19......
Messrs. SMALLEY & SMALLEY,
SHIPPING AGENTS,

LiveErPOOL.

SPECIFICATION of 1 case Machinery, as per particulars
below, forwarded to you this day per L. & Y. Railway, carriage
paid, for shipment per first steamer to Mr. L. Ingleby,
Alexandria.

All charges to us.
G. DUNKERLEY & SONS.

Marks and

Numbers, Description. Measurements, Weights. Remarks.
1 1 Case 4 11" x 2" 6"| Gross
Machinery x1" 10”7 | 9.3.21 | Please

Net msure

Alexandria ‘ '8 —0,. 14 __/91:_#4@
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8.—Freight Account.

LiverrooL,

1st September, 19......

Messrs. G. DUNKERLEY & SONS,

HaLirax.

Br. to SMALLEY & SMALLEY,

Shipping and Forwarding Agents.

Freight and Charges on One Case Machinery shipped
per s.s. Casabianca to Mr. L. Ingleby, Alexandria.

£ ] s | d
Freight (in full), including
__ carriage to port - 1| 3
|| Dock Dues, &o. N
|| Agency Commission _ 10
) Customs Entry - 1 2| 6
|| Insurance on £40 @ 10/-%
||  and effecting and Policy | 43
Bills of Lading 21 0
o £l 1
Net Cash. | _
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9.—Insurance letter.

From To

SMALLEY & SMALLEY, | 3feers. 6. Duntortey @ 5oms

Shipping, Forwarding | 5.

...... Engineers,
and 4 T o
Insurance Agents. | = .. Halifaz.
LivERPOOL.
30th August, 19......
1
1 Cs. per s.s. «“Casabianca.”
ALEXANDRIA,

Please note that we have written off our Open Insurance
Policy £40 to cover the above package from here to Alex-

andria.
Yours truly,

SMALLEY & SMALLEY.
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10.—Bill of Lading (particulars).

Shipped by G. DUNKERLEY & SONS,

LivERPOOL to ALEXANDRIA,

To ¢ Order.”

ALEXANDRTA. One Case M&C}linely.

Three affirmed.

30th August, 19......
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11.—Invoice,

33

Bought of G. DUNKERLEY & SONS,

0/232.

1

1

ENGINEERS.,
N T A
No. 18 Screw Press 141101 0
Rubber Buffer for above | || 1,10/ 0
Combination Die No. 186 | | 41 15] 0
.............. 2o M No. 193 41120
oo No. 132 | KRR I
» No. 214 77777 51 0» 0
_»lﬁ)ie_z for No. 1_6 Sc_rew' Press e 2 10 0
mEInm
....................... less 10% ..|....| 3|16 2
.................................. 34| 6|10
...................... 1 Case e | A510
o 35| 0110
.................................... less 2% . | .. |.. |17 | 6
....................................................................... £ 34 38 4
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12.—Statement.

Halifa.x, 5th September, 19,

Dr. to G. DUNKERLEY & SONS,

Engineers.

» 25|, Freght, &c. LEL S
» 271, Goods CE R N . e
Sept. 2| ,, Freight, &c. 2 30 | |
£38 | 6| 11
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36 COMMERCIAL PRACTICE

14.—Advising Shipment, &c.

HaArirax,

bth September, 19......

Mr. L. INcLEBY,

ALEXANDRIA.

Dear Sir,
We had this pleasure last on the 16th inst., and now beg
to inform you that we have shipped per s.s. ‘Casabianca ™

to your address the balance of Order No. 232.

Enclosed you will find copies of invoices, together with

notes for forwarding charges and Statement of Account.

For the amount of the latter, viz., £38 6s. 11d., we have
drawn on you by our sight draft, the documents attached to
which are to be surrendered on payment, and have handed

the same to our bankers as usual for collection.

Recommending our draft to your kind protection, and

awaiting your further esteemed orders.
We remain,
Yours faithfully,

G. DUNKERLEY & SONS.
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TRANSACTION No. 3.

Buyers : Mgzssrs. I. WORMALD & CO., SoMERSET ROAD,
Carr Town.

Sellers : Mzessrs. ASPINALL, BARRAN & CO. LTD., 186,
WELLINGTON RoaDp, LEEDS.

SUMMARY.

An indent for ready-made clothing is forwarded by Mossrs.
I. Wormald & Co., of Cape Town, to Messrs. Aspinall, Barran & Co.
Ltd., a firm of wholesale clothiors in Leeds, the recvipt of which is
acknowledgoed by letter.

The goods having been manufactured are packed in a wood caso,
lined with oilskin as a protection against damp, and the invoice is mado
out, a discount of 3} per cent. being allowed. Although the price is
c.i.f. Cape Town, it is understood that the Buyers will pay for the
packing, the charge for which is made out on a separate invoice. At
the foot of the invoice for tho goods a form of Declaration of Origin is
printed, and this is signed by a responsible person on behalf of the
exporters. The case is forwarded, carriage paid, by rail to the port of
shipment, the Shipping Company being advised of this and furnished
with the necessary instructions. The exporters having a floating
policy with the Empire Marine Insurance Company, fill in a printed
declaration form, and despatch it to the company by post.

The Steamship Company transmit to the exporters the Bs/L,
together with the Freight Note, the amount of which is remitted by
cheque.

A 10 a/s Documentary Draft is drawn in duplicato for the amouny
of the shipment in favour of the County and Commercial Bank Limited,
to whom it is hypothecated.

The Buyers are advised of the shipment and of tho draft, a copy
of the invoice being enclosed. On payment of the draft, which will
be presentod by the bank’s agents in Cape Town, the Bills of Lading
are handed to the Buyers, who are then able to claim delivery of tho
goods from the Steamship Company.

DOCUMENTS AND CORRESPONDENCE.

(1) Order from Buyers direct ; (2) Letter acknowledging receipt ;
(3) Invoice, c.i.f. with Certificate of Origin; (4) Invoice for packing
case ; (5) Advice to Shipping Agents; (6) Letter declaring insurance
against Floating Policy ; (7) Particulars for Bill of Lading ; (8) Freight
Note; (9) Draft, with documents attached ; (10) Letter of Hypothe-
cation ; (11) Letter advising shipment, &ec.
D
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1.—O0rder.
1st January, 19......
InpENT No....20% .
OrpEr From 1. Wormald & Co., Cape Town. oo

To Messrs. Aspinall, Barran & Co. Ltd., Leeds.

British Union Steamship Co.

FoRWARDED BY 2 e
To ARRIVE 1st August, 19......
PACK n wood case, lined otlskin.

Cope Worp .. Semaphore.” — = . L
Ttem. | TiKeU guantity DESCRIPTION. wwl’;icc.
1 | 26 | 2f | Clfton Suits, 12/2, 12/4 8/6_
2 | 68 | 12 | Harrow Suils, 8/8, 4/9 | 22/

3 | 92 | 10 parlqyiSuits, 516, 57 o ]0/6

4 35 20 “prs’_’ rousers, 11/5, 9/6 7/~

6 | 42 | 10 | Derby Overcoats, 5/5, 5/6 18/-
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2.—Acknowledging receipt of Order.

186, WELLINGTON ROAD,
Lrgbs,

23rd January, 19......

Messrs. I. Wormarp & Co.,

Care Town.

Dear Sirs,
We have the pleasure to acknowledge the receipt of your
Indent No. 204, dated lst January, for which we are much

obliged.

The goods will be forwarded so as to reach you on or
before 1st August as desired, and you will reccive advice of

shipment in due course.

Yours faithfully,

ASPINALL, BARRAN & CO.

per W.B.
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COMMERCIAL PRACTICE

5.—Shipping Advice Note.

ASPINALL, BARRAN & CO. Ltd.

186, WELLINGTON RoAD,
LEEDS,

10th June, 19......

Southampton.

Please ship the undermentioned goods, sent...?"% 4%y per
L. & N.E. Railway, (arriage P44 to your care, per .52 Sawon.”
in accordance with the following instructions.
a1 Wood Case,  Marks & Nos. W. & Co.
tion of Puk'tgu lzned ozlskm O(Lp(’ 1'0wn'

Contents. Ready-made C’lot/ung
—Tv—— kt / *"I"“ Cwts. grs. “)S. B T T

eight or/anc . p 7 vy 2

Moght ot || Weight 3. 0. 26. L. 40" B.34" D.3(
Value. £50
Insure for We have declared.

To be consigned

Messrs. I Wormald & Oo Oapf’ Town

to
F";;ﬂ‘dt lﬁ‘y’ be O’onszgnors.

Bills of Lading to do.
Charges to be d;_

paid by

ASPINALL, BARRAN & CO. Lu.
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6.—Declaration of Insurance.

186, WeLLINGTON RoaD,
LEeEgDs,

10th June, 19......

To Taue UNDERWRITER,
EmPIRE MARINE INSURANCE Co. LTp.,
CapeEL CoOURT,

Lonpoxn, E.C.

Dear Sir,

Please note that insurance for the following shipment will
attach to open policy of

MESSRS. . QUrsel0es. e

Onx I Case Ready-made Clothing.

1
Cape Town.

Fifty-five Pounds (£55).

Yours truly,
ASPINALL, BARRAN & CO. LTD.
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7.—Particulars for Bill of Lading.

12th June, 19......

In NAME oF Aspinall, Barran  Co.

From Southammvton to Cape Town, per s.s. < Saxon,” Captain

Wright.

To < Order.”

1 Case Merchandise 1
Three copies affirmed. .@

Cape Town.
8. d.
23" 8" @ 28/6 per steamer ton ... 16 10

Primage 10%, 1 &8

18 6
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8.—Freight Note.

SOUTHAMPTON,

12th June, 19......

Br. to THE BRITISH UNION STEAMSHIP CO.

= = £ s [ d
111 T'o Freight as per B/L o

Cape Town | To Bills of Lading 2| 6
Oartag_qz_&c. ) N J __,_0__

£ 2|0
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COMMERCIAL PRACTICE 47

10.—Letter of Hypothecation,

LEeEDS, 13th June, 19......
To TaE DIRECTORS OF

TreE County & CoMMERCIAL BANk, LTD.,
Lonbon.
Gentlemen,
We have negotiated through your Leeds Office a bill drawn by
us on_ Messrs. Wormald & Co., Cape T'own, for £50 5 6, and, as collateral

security, have delivered with tho said Bill shipping documents for the
following goods :—

Invoice for one package amounting to £50 5s. 6d.
Policy of Insurance (1) Floating F.P.A. for £55 payable in

London.
Bill of Lading for one package 1
marked Cape Town.

The freight on which amounting to 18/6 is (2) paid by wus.
These documents are to be given up on payment of the Bill.

In easo the said Bill should suffer disho. our, either by non-accept-
ance on presentation or non-payment, we hereby authorise you to cause
the said goods to be sold according to your discretion, such sale being
for our account, at our sole risk, and subject to the usual charges for
commission and all incidental expenses, it being understood that The
County and Commercial Bank, Ltd., is to bo free from all responsibility
whatever in respect of such sale. The proceeds of the goods, if sold
under this authority, you will account for hcre, and we hereby
undertake and agree to pay you, with a re-exchange of 109, thereon,
the amount of any defictency which may ariso between the said Bill
and the proceeds of the goods; and should any surplus be realised, we
consent to your retaining a general lien thereon against any other
liabilities we may have incurred to your bank.

In case of any loss arising, for which you may recover under the
insurance effectod on these goods, you are hereby authorised to hold the
amount so recovered at the disposal of _Messrs. I. Wormald & Co.,
provided said Bill shall have received due honour. But in tho event
of the dishonour of the Bill, either by non-acceptance on presentation
or non-payment, we hereby give you authority to retain the amount
so recovered for our account, subject to any claim the bank may have
thereon.

Wo are, Gentlemen,
Yours faithfully,

ASPINALL, BARRAN & CO.

(1) State if goods are insured F.P.A., or to cover all risks.

(2) Stato whether the freight is paid, or is payable on the delivery of
the goods.
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11.—Letter advising Shipment and Draft,

186, WELLINGTON Ro0AD,

LEEDS,

13tk June, 19......

Messrs. WormaLp & Co.,
Care Town.

Dear Sirs,

We beg to advise shipment, per s.5. “Saxon ” sailing on
Thursday next, of the goods ordered by your Indent No.

204, particulars as per invoice enclosed.
We have drawn upon your good selves for £50 5s. 6d. by

our 10 d/s Draft No. 826 in favour of the County and Com-

mercial Bank, Ltd., the shipping documents attached to be
surrendered on payment.

Trusting the goods will reach you in good order and con-

dition, and recommending our draft to your kind protection.

We remain, dear Sirs,
Yours faithfully,

For ASPINALL, BARRAN & CO. LTD.
S. ASPINALL,

Secretary.
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TRANSACTION No. 4.

Buyers : MEssrs. CHARLES HARDING & CO., 42, WEL-
LINGTON RoAD, MONTREAL.

Sellers : Mussrs. EDWARDS & APPLEYARD, BrRAMLEY,
LEEDSs.

SUMMARY.

The transaction opens with a cable message, instructing the Sellers
to repeat an order which has previously been executed. On receipt of
the cable a ““ Copy Order ” is prepared by the Sellors, showing full
particulars as to quantity, measurements, and prices. Patterns of
tho goods are also attached in the space provided, and a column is
reserved for code words, which are to be used in case a repoat order is
necossary. The ““ Copy Order ” is despatched by the first availablo
mail, with & covering lottor giving the dato on which it is expected
the goods will bo shipped. When the goods are ready thoy are for-
warded to Messrs. Fenwick, Martin & Co., of Manchestor, for shipment
by s.s. * Cookridgo > to Montreal, a Shipping Advice Note (a printed
form which in this case has been furnished by the shipping agonts)
being sent to them by post. The goods having been shipped, the
forwarding agents make out their account for charges and transmit it,
with Insurance Policy and Bills of Lading, to the Sellers, who are then
in a position to make out tho invoice. It should be noted that, although
the goods are sold nominally f.o.b., the packing case is charged as an
extra at cost prico. The Sellers advise the Buyers of the shipment,
and enclose shipping documents, the transaction closing by the Buyers
transmitting demand draft in settlement.

Note.—The abbreviation “Stg” used in the invoice represents the
word ‘‘ String.” When the picces are examined in the warehouse of
the Sellers, should any flaw or weak place be discovered in the material,
a piece of coloured string is attached to the selvage of the piece, and
an agreed upon allowance is made to the Buyers for every such string.
In some cases this is so many pence per string, whilst in others it may
represent a quarter of a yard of the material.

DOCUMENTS AND CORRESPONDENCE.

(1) Cablogram ; (2) Lotter acknowledging receipt of cable, and
enclosing  (3) Illustrated ““ Copy Order ” ; (4) Shipping Advice Note
to Forwarding Agents ; (5) Letter advising placing of insurance (cover-
ing note) ; (6) Letter advising shipment, and enclosing ; (7) Bills of
Lading (particulars only given); (8) Insurance Policy (particulars
only); (9) Freight Note; (10) Letter to Buyers, advising shipment
and enclosing documents; (11) Invoice; (12) Account of expenses
%ndf“ charges paid on”; (13) Letter from Buyers, encloging (14)

raft.
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COMMERCIAL PRACTICE

1.-~-Cable,
Woolard Leeds
sensitive replica
TRANSLATION :

Opposite=Repeat order.
Sensitive= February.
Replica=Despatch immediately.
Harding =Chas. Harding & Co.

opposite

Harding



COMMERCIAL PRACTICE 5}

2.—Acknowledging Receipt of Cabla

Messrs, Edwards & Appleyard,

Woollen Manufacturers.

Low BANK MiLLs,

Katablished 1810, BramLey, LLEEDS.
Telephone No. 826.
Telegrams: “ WOOLARD, LEEDS.” 26th Sept., 19......

Messrs. Caas. HarpiNg & Co. Lp.,
42, WELLINGTON ROAD,

MONTREAT..

Dear Sirs,

We duly received your cable, ordering 12 pieces Serges
as before. This did not, however, arrive in time for us to
ship by this week’s boat, but we will forward the goods in
time to catch the vessel sailing on October 4th. We hope

this delay will not cause you inconvenience.
Attached we beg to hand you illustrated copy order,

and remain,

Yours faithfully,
p-p- EDWARDS & APPLEYARD.

J. BALFOUR.
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COMMERCIAL PRACTICE 53

4.—Shipping Advice Note.
To FENWICK, MARTIN & CO,,

SHIPPING, FORWARDING, AND INSURANCE AGENTS,
CHURCH STREET, MANCHESTER.
Telegrams : *“ NAUTICAL, MANCHESTER.”
Telephone: 222.

Particulars of Goods forwarded on the 1st inst., per Lanc.
and Yorks. Railway, carriage paid, consigned to the Manchester
Docks Station, to your order for shipment per s.s. ¢ Cookridge ”
sailing on the 4th inst.

Marks and Nos, Packages. Contents,

e
§ 1 Case, Zinc | Dress Stuffs (5541 yds.).
C.H Lined L.28" B.3& D.35
C. Gross Weight, 2.3.9.

Net Weight, 2.0.19.

_ Montreal.

Value for Customs Clearance £28 bs. (‘))d.

Bills of Lading in the name Selves—ithree C()pi(’«s‘
of, and how 1any required :

Chas. Harding & Co., Montreal.

Consigned to

TFreight payable by .. . Oansign()rs .
Charges payable by ... .. | Consignors.
Insurance To be cﬂected ]‘07‘ £35, .4./R.

Stateifintinornot .. .. | Wood case, zinc lined.
Policy payable in ... England.

Name and Address of Shipper :---
Edwards & Appleyard,
Date : 1st Oct., 19... Bramley.

E



54 COMMERCIAL PRACTICE

b.—Placing Insurance.

Inzurance Department,

Telegrams ‘‘NaurioaL.”
Telephone: No. 222.
From To
FENWICK, MARTIN & CO. Messrs. Edwards & Appleyard,
CHURCH STREET, .. Bramley,
MONTREAL. | . Leeds.
drd October, 19......

Dear Sirs,

We beg to advise that we have, acting as your Agents,
placed the Marine Insurance on the undermentioned goods.

Particulars as follo»ys —

ASSURED f1essrs. Lidwaras &« Aappreyard. -

““ A} . "
VESSEL &% C00kridge. e e

CLAUSE B

AMOUNT *92 ' D Jo \RtAmMPp o¢.) XU <8. ¢ e

Montreal.
Yours very truly,
FENWICK, MARTIN & CO.
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6.—Advising Shipment, c.

Fenwick, Martin & Co.,

Shipping, Forwarding
and

Insurance Agents,
— MANCHESTER,

Telegrams : * Nautical.”
Telephone : No. 222, Tth 00tober, 19......

Enclosures.

CIlURCH STREET,

Messrs. EDWARDS & APPLEYARD,
BRAMLEY,
LEEDS.

Dear Sirs,
In accordance with your instructions we have shipped

on your account one case goods per s.s. “ Cookridge ” for

Montreal, and now beg to hand you three copies of Bill of

Lading, together with Insurance Policy and Freight Note.
Awaiting your further esteemed commands, which shall

have our careful attention.

We remain,

Yours faithfully,
FENWICK, MARTIN & CO.
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7—Bill of Lading.

To be made out from the particulars given in the Advice

Note, Freight Note, &e.

8.—Insurance Policy.

Form to be filled in from the particulars given in the

Insurance Cover Note.
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12.—Account of charges “Paid on.”

Telephone No. 826. ESTABLISHED 1810.
Telegrams: “ WOOLARD, LEEDS.”

Dr. to EDWARDS & APPLEYARD,

Spinners and Manufacturers,

No allowance for shorts or Low Baxk MiLLs,

damages can be entertained .
unless made within three Bramrry, Leebs,

days after delivery. 9th October, 19......

essrs, Charles Harding & Co., Montreal,

MONTREAL.
R A O
_____ Shipping Charges on case |
It 24
""""""""""" MoNTREAL. | |
_per 8.8, Cookridge” ||
__________ ~ Freight, &c., as per B/L 1,716
_____ Insuramce ... | .|2|4
_________________________ Less 5% off Freight IEARS
..................................................... q1ls|7
.............................. Boeok T
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10.—Advising buyers of Shipment, and enclosing documents.

Edwards & Appleyard,

Woollen Manufacturers. Low Bank MiuLs,
Established 1810, BrAMLEY, LEEDS,
Telephone No. 826, 9th October, 19......

Telegrams: ** WOOLARD.”

Messrs. CHarLES Harping & Co. Ltp.,
42, WELLINGTON ROAD,

MONTREALL.

Dear Sirs,
We had this pleasure last on the 26th ult., and now beg

to hand you Bills of Lading in triplicate, insurance policy,

invoices, and note for freight and insurance charges in respect

24 shipped to you per

to the case .
8.8, ““ Cookridge.”

MONTREAL.
Kindly remit by Demand Draft on London as usual.

Trusting the goods will reach you safely, in good order and
condition, and awaiting your further esteemed favours,
We remain,
Yours faithfully,
EDWARDS & APPLEYARD.
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60 COMMERCIAL PRACTICE

9.—Freight Account,

CHURCH STREET,
MANCHESTER,

Telegrams: ‘*“ NAUTICAL,”
TZlephone: No. 222. Tth OCt()ber, 19..,

Messrs. EDWARDS & APPLEYARD,
BramLEy, LEEDS.

7o FENWICK, MARTIN & CO.

Freight, &c., per s.s. < Cookridge,” Manchester to Montreal.

Marks, d&c. 1 Case Dress Goods
1 |
24
MON'I‘REAL.

Frewght 13" 7" (minimum 20 feet) @ 50/ per

ton 1 ]

Primage at 109, 21 06
Inland Carriage

Bills of Lading 21 6

Insurance £35 ar 6/-9%, A.R. 2 1

Stamp 3

Cartage 9

Commission 1] 6

1|14 7

Less 59, off freight 1| 3

E. & O.L. £l 1 113 4

As the payment of all Propaid Freight should be made in exchange
for Bs/L, we must ask you to kindly let us have a remittance in settle-
ment of this account by return.
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13.—Letter covering draft, &c.

42, WELLINGTON ROAD,
MONTREAL,
18tk October, 19......

Messrs. EDWARDS & APPLEYARD,
BRAMLEY,

LEEDS.

Dear Sirs,
We are in receipt of your letter dated 9th October, with

shipping documents and invoice for the goods ordered by

cable on the 25th September, and despatched per s.s. * Cook-

bl

ridge.” The vessel has not yet arrived, but is expected in the

course of a few days.

We have the pleasure to enclose herewith our D/D No. 296
for £29 15s. 3d., drawn on Messrs. Sanderson & Co., London,

which we trust you will find in order.
Yours faithfully,

p.p. CHARLES HARDING & CO. LTD.
J. KAYE.
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COMMERCIAL PRACTICE 63

TRANSACTION No. 5.
Buyers : Mzessrs. KRUGER & STEYN, WEST STREET,

PRETORIA.

Sellers : Mrssrs. WOODHEAD & LIGHTFOOT, CHARLES

STREET, BRADFORD.

SUMMARY.

The two firms above named have had frequent transactions, but
some time has elapsed since the last order. The present transaction
is opened by an inquiry for samples of latest patterns of cloth, which
in due course are forwarded by sample post. To each pattern is
attached a tickot bearing a code word, and each firm has, in addition,
a copy of a recognised code adapted to the woollen cloth trade. An
order is sent by cable, and on the same day a confirmation of this,
with full instructions for forwarding, is despatched by mail.  On receipt
of the cable the order is placed with the manufacturer and tho receipt
of the cable is acknowledged by letter. The goods having been made
aro delivered by the manufacturers to Messrs. Woodhead & Lightfoot,
who are merchants only. They are packed in three cases, and con-
signed, as per instructions from the Buyers, to the Shipping Company
at Southampton, to whom an Advice Note is sent. The Stearnship
Company are also asked to effect insurance. The Insurance Policy,
three stamped Bills of Lading, and the Freight Note are sent to the
Sellers, who remit the amount due by cheque. Two copies of the
invoice are made out, one being enclosed, along with one Bill of Lading
and the Insurance Policy, in the letter to the Buyers advising shipment,
whilst the other is sent, along with the remaining Bills of Lading, to
the Forwarding Agents at the port of destination. A draft at 60 d/s
is drawn for the amount of the invoice, and this is discounted with the
Bradford Banking Company, Messrs. E. Wilson & Co., Cape Town,
friends of the drawers, being named in case of need.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter of Inquiry ; (2) Reply quoting prices, &ec.; (3) Cable
(order); (4) Letter confirming, with instructions, &ec.; (b) Letter
acknowledging receipt of order ; (6) Shipping Advice Note ; (7) Letter
from Shipping Agents enclosing (8) Freight Note ; (9) Bill of Lading ;
(10) Insurance Policy ; (11) F.o.b. Invoice; (12) Letter of Advice to
Buyers, enclosing invoice, &c., and advising ; (13) Draft at 60 d/s;
(14) Letter of Advice to agents in Durban enclosing Bs/L.
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1.—Letter asking for Quotations, &c.

WEST STREET,
PRETORIA,
TRANSVAAL,
1st February, 19......

Messrs. WooDHEAD & LIGHTFOOT,
WooLrLeN MERCHANTS,
CHARLES STREET,

BRADFORD.

Dear Sirs,
We shall be glad if you will favour us, by return mail, with
a full range of samples of your latest patterns in Cheviots,

Meltons, and Mixtures.

Business at present is not very brisk. The boom which
was expected at the close of the year has not come up to
expectations, and no very great improvement is likely to
occur until the labour question has been adjusted. There
seems, however, at the moment of writing to be a prospect of
an early settlement, and as soon as this happens great develop-
ments will take place in connection with the mines, which
we hope will have a stimulating effect on business generally.

We trust that in executing our orders you will do so with

your usual promptitude.

Yours faithfully,

KRUGER & STEYN.
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2.—Reply stating Prices and Terms.

CHARLES STREET,
BRADFORD,
24th February, 19......

Messrs. KRUGER & STEYN,
WEST STREET,

PRETORIA, TRANSVAAL.

Dear Sirs,

We are in receipt of your esteemed favour of the 1st inst.,
and are pleased to hear from you again after so long an inter-
val.

In accordance with your request we are forwarding by
this mail under separate cover samples of our New Season’s
Goods, which are just coming to hand. The prices quoted
are f.0.b. Southampton, and are subject to the usual discount

of 219,
In ordering by cable you will oblige by using the code
words as indicated on the tickets attached to each pattern.

We trust that your anticipations of increased business will
be more than realised, and assure you that any orders you
may place with us shall have our immediate and most careful

attention.
We remain,

Yours faithfully,
WOODHEAD & LIGHTFOOT.
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3.—Cable,

22nd March, 19......

“Wood Bradford. Capital symmetry numerical retrospect
Kruger.”
TRANSLATION.
CaPITAL :—Send 5 pes. 44”7 Meltons No. 185. Pattern A.
SYMMETRY :(—Send 5 pes. 44”7 Meltons No. 185. Pattern D.

NumERICAL :—Send 20 pes. Mixtures No. 126, 10 each Nos. 18
and 20.

RETROSPECT :—Shipment in 5/6 wecks by Union Line from
Southampton.

KruGERr :—Kruger & Steyn.
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4.—Conflrming Cable, and giving instructions for forwarding

Goods.
From Kruger & Steyn, WEST STREET,
Kine EDWARD STREET AND PRETORIA,
WEST STREET, PRETORIA. 22nd March, 19......

No. 93.
Messrs. WoopHEAD & LIGHTFOOT,
CHARLES STREET, BRADFORD.

Dear Sirs, .
We cabled you to-day as follows :—‘“ Wood Bradford

capital symmetry numerical retrospect Kruger,” which we
now beg to confirm as per particulars below.
Yours truly,

KRUGER & STEYN.

10 pes. Meltons No. 185, 5 pes. ea. patts. A & D at 3/3 per yd.
f.o.b.

20 pes. Mixture No. 126, 10 ea. patts. No. 18 & 20 at 2/10 per
yd. f.0.b.

ParceLLING :—To be wrapped in damp-proof paper and packed
in zinc-lined cases.

SAMPLES :—As usual by mail.

FrereuT :—To be paid and charged to us.

TERMS :—60 d/s draft. Discount 249%,.

InsuraNce :—To be effected in London and charged to us.
To be declared at invoice value of goods and charges
plus 109,.

SHipPING INSTRUCTIONS :—To be forwarded per Union Line
Steamer from Southampton to Durban. Advice of
shipment to be sent to us direct and also to Messrs.
Lawson & Beitt, Shipping Agents, Durban, to whom the
B/L should be sent.

SHIPMENT :—In 5/6 weeks from receipt of order.

MARKS AND NUMBERS :— /f&’k\ 11/13

PRETORIA via DURBAN.




68 COMMERCIAL PRACTICE

b.—Acknowledging Receipt of Cable.

CHARLES STREET,

BRADFORD,
22nd March, 19......

Messrs. KRUGER & STEYN,
WEST STREET,

PRETORIA.

Dear Sirs,

We have your cable to hand to-day as follows :—* Wood
Bradford capital symmetry numerical retrospect Kruger,”

for which we are obliged, and which we now beg to confirm.

We have put the order in hand, and hope to be able to
ship the goods by the steamer due to leave Southampton on

the last Thursday of next month.

We presume you will forward immediately the necessary
instructions as to shipment, and these shall have our attention

in due course.
Yours faithfully,

WOODHEAD & LIGHTFOOT.
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7 —Letter from Shipping Agents, with Enclosures.

WM. SYKES & CO.,

Shipping and Forwarding SOUTHAMPTON
Agents. ’
Telegrams : 29th Apml, 19......

“ FORWARD, SOUTHAMPTON.”

Enclosures.

L]

Messrs. WooDHEAD & LIGHTFOOT,
BRADY¥ORD.
Dear Sirs,

We are favoured by your instructions for the shipment

i
of 3 cases &S. per s.s. ““ Southern Cross,”

PRETORIA.
and now have the pleasure to hand you Bills of Lading and

Insurance Policy, together with a note of our charges, for the
amount of which we shall be pleased to have your remittance

in due course.
Awaiting your further esteemed commands.
We remain,

Yours faithfully,

WM. SYKES & CO.
per M. B.
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9.—Particulars for Bill of Lading.

28th April, 19...
Shipped by Wm. Sykes & Co.
Per s.s. ““ Southern Cross ” Southampton for Durban.

Goods : 3 Cases Merchandise.

To Order.

Three Bills affirmed.

Ay

PRETORIA,
Via Durban.
3 Cases Woollen Goods
88 ft. @ 22/- per ton ... 5 8 ‘Zi
109, Primage ... 4 10
£213 3

——————
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73

10.—Particulars for Insurance Policy.

In favour of Messrs. Woodhead & Lightfoot.
At and from Southampton to Durban.
Per s.s. ““ Southern Cross.”

No. 8119. Value £160.

3 Cases Woollen Goods.

o28th April 19...

11/13
/fsé\ /

PRETORIA,

Via Durban.

PreEMIUM at 7/69.
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12.—Letter Advising Shipment and Draft,

CHARLES STREET,
BRADFORD,

30th April, 19......
Messrs. KRUGER & STEYN,

WEST STREET,
PRETORIA.

Dear Sirs,

We had this pleasure last on the 22nd ult., and now beg to
advise shipment of your Order No. 93, viz., 3 cases Woollen
Goods per Steamer “ Southern Cross,” sailing about the 2nd
prox.

We enclose Insurance Policy, one Bill of Lading, and
Invoice, for the amount of which, viz., £142 13s. 8d., we have
drawn on you at 60 d/s, order ourselves, and have negotiated
the draft through the Bradford Banking Company.

We are forwarding Bs/L per same mail to Messrs. Lawson
and Beitt, Shipping Agents, Durban, as directed.

Recommending our draft to your kind protection, and
awaiting your further advices,

We are, dear Sirs,
Yours faithfully,
WOODHEAD & LIGHTFOOT.
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14.—Advice to Forwarding Agents at port of destination.

CHARLES STREET,
BRrADFORD,
30th April, 19......

Messrs. Lawson & BErTT,
SHIPPING AGENTS,

DurBan.

Dear Sirs,
We beg to advise shipment, per s.s. ““Southern Cross,”

sailing about the 2nd prox., of 3 cases Woollen Goods,

11/13
/ﬁ%\ /

PRETORIA,
Via Durban,

with which on arrival you will please deal as per instructions

to be forwarded to you by Messrs. Kruger & Steyn, West

Street, Pretoria.

Enclosed we beg to hand you a copy of the invoice, to-
gether with two Bills of Lading, which we trust you will find

in order. All charges forward.
We are,
Yours faithfully,
WOODHEAD & LIGHTFOOT.
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TRANSACTION No. 8.

Buyers : MEssrS. TOGO & OKU, YoroHAMA, JAPAN.

Sellers : MzEssrs. A. FLETCHER & BROS., Kina Epwarp

STREET, BRADFORD.

SUMMARY.

An order is sent by mail from Messrs. Togo & Oku, to whom tho
Sellers have previously forwarded pattern book. The goods are packed
in two cases and despatched to Liverpool for shipment. The prico
quoted being c.i.f., all charges aro paid by the sellers, who effect insurance
F.P.A. The Buyers are advised of tho shipment, and a copy of the
invoice is sent to them, a draft at 90 d/s being drawn in triplicato for
the amount. This is handed, together with the three Bills of Lading,
Insurance Policy (in duplicate), and two copies of the invoice to the
Hong Kong Banking Corporation for collection, the shipping docu-
ments to be surrendered on payment.

DOCUMENTS AND CORRESPONDENCE.

(1) Indent ; (2) Acknowledgment of receipt of order ; (3) Invoice,
with Certificate of Origin; (4) Shipping Advice Note; (5) Bill of
Lading (particulars); (6) Insurance Policy (particulars); (7) Letter
to Buyers, advising shipment, &c.; (8) Draft, in triplicate ; (9) Letter
to bank, enclosing shipping documents and draft for colleetion.

Norr.—Freight Account is not given, it being assumed that the
Sellers have an open account with the Forwarding Agents, rendered
monthly.

Letters from London to Yokohama via Vancouver, 32 days;
via Suez, 38 days.
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1.—O0rder Form,

INDENT No. 229.

To Messrs. A. FLETCHER & BROTHERS,

BRADFORD.

From Toco & OKU,

YOROHAMA

Lst Sept., 19......

50 pieces 32”7 Italians, No. 186.

Assortment : 25 Pattern D and 25 Pattern H.
Selvage : As patterns submitted.
Parcelling :  As usual.

Ticket : None reauired.

Samples :  Need not be sent.

Price : 53d. per yard.
Terms : Draft at 90 d/s, with 79, int. from date of invoice
Shipment : At once.
Marks and Numbers | T. & O. 1011
~ YOKOHAMA.

(Signed) Toco & Oku.
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2.— Acknowledgment of Order.

BRADFORD.

8th October, 19......
To Messrs. Toco & Oxwv.

Dear Sirs,

We beg to acknowledge with thanks the receipt of your
esteemed order of the 1lst Sept. as below, which shall have

our most careful attention.

50 pes. 32” Italians No. 186 (25 patt. D x 25 patt. H)
at 5}d. per yard.

(Signed) A. FrLercHER & BRoOs.
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6.—Particulars for Bill of Lading.

Shipped by Brandon & Hall (as Agents), Liverpool.

Per s.s. ¢ Allerton Hall,” for Yokohama,.
Two Packages Merchandise.

To * Order.”

Freight payable in Liverpool.

Three Copies affirmed. Captain Wren.
Date 14th October, 19.......

Two Cases T.& O.

YOKOHAMA.

Freight at 38/6 and 109, primage.

83



84 COMMERCIAL PRACTICE

6.—Particulars for Insurance Policy.

Insured : A. Fletcher & Bros.
Amount : £40. F.P.A.

Rate : 7/69%;.

Date : 14th October, 19.......
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7.—Advising Shipment,

~ BrADFORD,

16th October, 19.......
1 Enclosure.

Messrs. Toco & Oxuv,

YorOHAMA.

Dear Sirs,

We have much pleasure in handing you herewith invoice
for the goods you were kind enough to order from us per your

indent No. 229, amounting to £33 3s. 6d.

In accordance with our arrangements we beg to inform
you that we shall draw upon you for this amount at 90 days
sight to our order, and we request you to honour our draft

on presentation.
Hoping soon to be favoured with your further commands.

We remain, dear Sirs,
Yours truly,
A. FLETCHER & BROS.
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9.— Letter to Bank.

Kivna EpwarDp STREET,
BRADFORD,

15th October, 19......
3 Dfts.

3 By/L.
Ins. Policy (in duplicate).
Invoice ’ )

THE MANAGER,
Honag KoNG BANKING CORPORATION,
LoxNDON.

Dear Sir,

We beg to hand you herewith Documentary Drafts for
1 Case Italians shipped per Steamer ‘“Allerton Hall ” to
Yokohama to

Messrs. Toao & OxvU, YOROHAMA,

amounting to £35 3s. 6d., at 90 d/s, which we shall thank you
to collect, paying in proceeds to London Joint Stock Bank,
Ltd., as usual for our account.

We are, dear Sir,
Yours faithfully,
A. FLETCHER & BROS.
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TRANSACTION No. 7.
Buyers : MEssrs. G. NEPPEOK & CO., Moscow.

Sellers : Messrs. BATLEY, GREENWOOD & CO., ALBERT
Works, LEEDS.

SUMMARY.

The Buyers are general merchants and importers of machinery,
with headquartors in Moscow. Having an inquiry for a shearing
machine, they write the Sellers, asking for quotations, &e. It will
be noted that in order to prevent confusion, the letter is dated both
in the old style and the new, the difference between the two being 13
days. The letters sent from England bear only one date, i.e., the
recognised date in England.

On receipt of the inquiry the Sellers reply, giving the price at
which they are prepared to supply the imachine, and enclosing photo-
graphs and detailed specifications in duplicate. (The latter in metric
measures.) Messrs. Neppeok ask by cable for better terms, and a
reply is cabled giving a more favourable quotation, on receipt of which
the Buyers cable an order for two machines. The revised quotation
is confirmed in writing, as is also the order, a cheque on London for
one-third of the value being remitted along with the latter. The
Sellers acknowledge receipt of order, and the machines when ready
for delivery are packed in two cases and forwarded by Great Northern
Railway to Hull for shipment.

Shipping Advice Notes are sent to the Shipping Agents in Hull
and Windau, and a letter advising shipment is despatched to the
Buyers, the invoice and statoment being enclosed. The balance due
will be remitted in due course by cheque or sight draft on London.

Note.—Letters London to Moscow, 3 days.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter of Inquiry; (2) Reply, stating prices, terms, &c.; (3)
Cable asking for better terms; (4) Cable giving amendod quotation ;
(5) Letter confirming cable; (6) Cable, ordering machines; (7) Letter
confirming order and enclosing shipping instructions, and cheque on
account; (8) Cheque on London; (9) Letter acknowledging receipt
of order ; (10) Shipping Advice Note to agents at port of shipment ;
(11) Shipping Advice Note to agents at port of destination; (12)
Letter to Buyers, advising shipment, and enclosing (13) Invoice and

(14) Statement,
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1.—Letter Requesting Quotations.

G. Neppeok & Co.,
MOSCOW.

Importers of Machinery, &ec.
Moscow,

Telegraphic Address:
* NEPPROK, MOSCOW.” 25/7 February, 19......
A B C, 4th KEdition, and Lieber’s ¢
Codes used.

Messrs. BATLEY, GREENWO0OD & Co.,
ALBERT WORKS,

LEEDS.

Dear Sirs,

Will you kindly quote us your lowest price for a Shearing
Machine, No. 2278 in your List No. 19a, at the same time
stating exact net weight, with time of delivery, and furnishing

us with illustration and full description in duplicate.

Our clients requiré a high-speed Shearing Machine for

round iron up to 1} inches.

Your early reply will oblige.
Yours truly,

G. NEPPEOK & CO.
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2.—Letter giving Quotations and Terms.

Codes used :
nBaathl'B ¥ ?;?er}:wogd 16;[ EO.., ENGINEERING and A.B.C.
achine an achine ool Makers, (6th Kdition) A.1.

Electrical & Hydraulic
Engineers, &c.

Telegraphic Address: ALBERT WORKS,
“ BATWOOD, LEEDS.” LEEDS,

Telephone No. 222.
12th February, 19...

Messrs. G. NErPEOK & Co.,

Moscow.

Dear Sirs,

In reply to your favour of the 25/7th instant, the price
of the Shearing Machine described in List 19a (No. 2278) is
£100 (say One Hundred Pounds), packed for shipment and
delivered f.o.b. Hull. Enclosed you will find photographs
and detailed specification in duplicate as desired.

We could deliver in 10 weeks after the receipt of the
order. The net weight is 26 cwts. (kilos. 1320-80), and the
gross weight 30 cwts. (kilos. 1524-00).

Terms of payment, cash, less 59, one-third of the amount
payable with the order, and the balance prompt on shipment.

We hope to be favoured with your order, which shall
receive our most careful attention, and remain,
Dear Sirs,
Yours very truly,

For BATLEY, GREENWOOD & CO.,
JAMES BATLEY,
Managing Director.
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3.—Cable (Translation).

4th March, 19......

From NEPPEOK, Moscow.

To Barwoop, LEEDS.

If you can increase discount ten per cent. we

can order two Shearing Machines wire.

4.—(able (Translation).

bth March, 19......

From Batwoop, LEEDS,

To NEpPEOK, Moscow.

We will accept £92 net cash each for two Shearing

Machines.
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5.—Letter confirming Cables.

Batley, Greenwood & Co., Codes used :

Machine and Machine Tool Makers, ENG'NEE“" NG and A.B.C.
Klectrical and Hydraulic (5th Kdition) A.1.
Engineers, &c.

Telegraphic Address: ALBERT WORKS’
“ BATWOOD, LEEDS.” LEEDS,
Telephone No. 222,
5th March, 19...

Messrs. G. NeprrOK & Co.,
MoscdW.

Dear Sirs,

We duly received your telegram reading :-—
“If you can increase discount ten per cent. we can
order two Shearing Machines, wire,”
and you will no doubt have received our wire in reply, viz. :—
“We will accept £92 net cash each for two Shearing

Machines.”

This is the best we can do, and we trust it will meet with
your wishes, and enable you to send us the order for the
two machines in question.

Awaiting your reply,
We are, dear Sirs,

Yours very truly,

For BATLEY, GREENWOOD & CO,

JAMES BATLEY,
Managing Director.
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6.—Cable (Translation).

6th March, 19

To Barwoop, LEEDS.
Order two Shearing Machines.

NEPPEOK.

oooooo
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7.—Letter confirming Order, &c.

G. Neppeok & Co.,

MOSCOW.
TImporters of Machinery, &c.
Telegraphic Address: Moscow,
‘“ NEPPEOK, Moscow.” 21/6th March. 19
AUy cee

A B C, 4th Edition, and Liebery

Codes used.

Order No. 23,133.

Messrs. BaTLEy, GREENWOoOD & Co.,

LEEDS.

Dear Sirs,

to

Please forward the goods named below, strictly according
the following instructions, viz. :—

GrEASING :—Every plain or polished part, outside or
inside, must be thoroughly and thickly greased to prevent
rust.

Packing :(—Special attention to be paid to careful
and strong packing.

MAarkING Pacraces :—Packages to have your own
mark, the name of the town of destination, and con-
gsecutive numbers.

SPECIFICATION of packages to be sent to us, containing
mark, numbers, description, contents, with exact net
and gross weights and measurements of each package.

Insurance :—You will please instruct your shipping
agents to effect, charging forward.

SHIPMENT :—From Hull through medium of Messrs.
Leathem & Barley, via Windau, c¢/o Hey & Gerhard,
transit to Nishni Novgorod.
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BiLL or LapiNg :—Not to be demanded from shippers,
but instruct them to send same to us direct.

Invoick :—To contain number and date of this order,
price and discount, place of delivery, and to be sent
immediately after despatch of goods.

With reference to your quotation of the 12th February,
confirming our telegram of 19/4 instant, and your reply of
yesterday, we wired you :—

“Order two Shearing Machines.”

We hope you have put in hand two Shearing Machines,
described in List 19a, at £92 net cash, delivery within 10
weeks, if possible. Net weight of each machine to be 26 cwts.

Shipment via Hull to Windau, transit to Nishni Novgorod.

Enclosed we beg to hand you cheque for £61 6s. 8d. drawn
on Anglo-Austrian Bank, as one-third payment on account.

We propose to remit you the remainder on receipt of your
goods here, i.e. within 3/4 weeks from the date of your invoice.
As to our responsibility and standing, we may say that we are
sole agents for Messrs. Simmons, Ltd., of Leicester, and
Messrs. Crosse & Co., of Manchester.

We presume that you will supply us with shears of first-
class materials and sound workmanship.

Yours very truly,
G. NEPPEOK & CO.

CoNsiGNORS WILL BE HELD RESPONSIBLE for any fines
inflicted by Custom House authorities for incorrect weights or
wrong declaration.



COMMERCIAL PRACTICE

96

U22Y8D)

YANTAL XVIU g :9: 719 =
‘moosopr fo yyung oy <y

popro gp 03 B E9&%@;..@%@..‘“W_VMwwvwmp.......................\N\u@
NOANOT

p772007 (2P0 ) wWPD77717777 z, \ .
THI
g6 ON
e R Zrr e
‘Pl

‘Moosom

‘onhag)—-g



COMMERCIAL PRACTICE 97

9.—Acknowledging Receipt of Order.

Batley, Greenwood & Co., Codes used:
Machi PR " ENGINEERING and A.B.C.
achine and Machine Tool Makers, (5th Kdition) A.T

Electrical and Hydraulic
Engineers, &c.

Telegraphic Address: ALBERT WORKS, *
“BATWOOD, LEEDS.” ’
Telephone No. 222, LEEDS,

10th March, 19......

Messrs. G. Nerreor & Co.,

Moscow.

Dear Sirs,

We beg to acknowledge the receipt of your esteemed
order No. 23,133 of 21/6th instant (in confirmation of cablegram
of 21/6th instant), for two Shearing Machines as per List

No. 19a, at £92 each nct, for which we thank you.

We put these in hand immediately on receipt of your

cablegram, and will forward as soon as ready.

We are obliged for your cheque for £61 6s. 8d. on account.

Yours truly,

For BATLEY, GREENWOOD & CO.

JAMES BATLEY,

Managing Director.
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10.—Shipping Advice Note to Agents in Hull,

Codes used :
ENGINEERING and A.B.C.
(5th Edition) A.1.

Batley, Greenwood & Co.,
Machine and Machine Tool Makers,
Electrical & Hydraulic
Engineers, &c.

TelegmpWAddress : ALBERT WORKS,

“ BATWOOD, LEEDS.”
Telephone No. 222, LEEDS’
12th May, 19...
Messrs. LEATHEM & BARLEY
SHIPPERS,
HuLL.
Dear Sirs,

We beg to advise you that we have this day forwarded to
your care, per Great Northern Railway (Carriage Paid), 2 Cases
of Machinery, as noted at foot, which you will please ship per
first steamer to Hey & Gerhard, via Windau, transit to Nishni
Novgorod, for the order of Messrs. G. Neppeok & Co., Moscow.

Delivered free on board by us. All other charges forward,
including insurance for £205, which please effect.

We are, dear Sirs,
Yours faithfully,
For BATLEY, GREENWOOD & CO.,

J. W.S.
Weight. Dimensions. Contents.
Gross, Net,
T ¢ q. Ibs| ¢ q. Ibsfb, in. ft. in. ft, dn |
2 Cases. Two
1/2GQ.N. & Co. Shearing
M. Machines
No. 1 30 0 626 1 25 10x4 8x3 6
No. 2 29 32226 0 35 10x4 8§x3 6
Value £184
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11.—Shipping Advice to Agents at Port of Destination.

Batley, Greenwood & Co., Codes used :
Machine and Machine Tool Makers, ENGINEER‘IN,G, and A.B.C.
Electrical and Hydraulic (5th Edition) A.1.
Engineers, &c.

Telegraphic Address: ALBERT W ORKS,
g (o »
BATWOOD, LEEDS. LEE s,

Telephone No. 222.
12th May, 19......

Messrs. HEY & GERHARD,
WINDAU.

Dear Sirs,

We beg to inform you that we have this day forwarded
to Messrs. Leathem & Barley, Hull, for shipment per first
steamer to your address, transit to Nishni Novgorod, to order
of Messrs. G. Neppeok & Co., Moscow, two Cases of Machinery
in good order and condition, as noted below. Please deal
with these as per instructions, which you will receive from
Messrs. G. Neppeok & Co.

We are,
Yours faithfully,
For BATLEY, GREENWOOD & CO.,
J.W.S.
- a ‘V(.’ig]{t; ) ])ilnensi;;s. Contents.
Giross. o _‘_}f{gg;_ .
¢c. q Ibs. e. q 1bs.|ft. in. ft. in. ft. in.
2 Cases Two
1/2G.N. & C. Shearing
M. Machines
No. 1 30 0 626 1 26 10x4 8x3 6
No. 2 29 322|26' 0 36 10x4 8x3 6

Delivered free on board by us. Other charges, including
insurance, forward.
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12.—Letter to Buyers, Advising Shipment, &e.

Batley, Greenwood & Co., Codes used:
Machine and Machine Tool Makers, ENGINEERING and A.B.C.
Electrical and Hydraulic (5th Edition) A.1.

Engineers, &c.
Telegraphic Address: ALBERT WORKS
“ BATWOOD, LEEDS.” ’
Telephone No. 222 LEEDS:
12th May, 19......
Messrs. G. NerpeOK & Co.,
Moscow.
Dear Sirs,

We beg to advise you that we have this day forwarded
to Messrs. Leathem & Barley, Hull, for shipment per first
steamer to Messrs, Hey & Gerhard, via Windau, transit to
Nishni Novgorod, to your order, two Cases of Machinery in
good order and condition, as noted below, which we hope
will arrive safely and prove satisfactory.

We enclose herewith Invoice and Statement of Account,
which we trust you will find in order.

Awaiting your further esteemed favours,

We remain, Sirs,
Yours faithfully,
For BATLEY, GREENWOOD & CO.,

J. W.S.
Weight. Dimensions, Contents.
_ Gross. Nett. o B
¢. q Ibs|ec q.lbsfft. in.  ft. in. ft. in,
2 Cases Two
1/2@.N. & Co. Shearing
M. Machines

No. 1 30 0 626 1 25 10x4 8x36

No. 2 29 3 22;26 0 35 10x4 8x3 6

Delivered free on board by us. Other charges, ixul}zl_uding
insurance, forward.
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TRANSACTION No. 8.

Buyers : MEssieurs A. C. POIRE & CO., RUE pE 1A POMPE,
Paris.

Sellers : MEssrs. WM. TAYLOR & CO., SoutH PARADE,
BRADFORD.

SUMMARY.

A lottor is sent to the Sollers ordering dress goods, which are to
be forwarded via Goole, through Messrs. H. E. Blain & Son, Forward-
ing Agonts, Boulogne. The receipt of the order is acknowledged, and
in due course the goods are despatched. The Shipping Agents in
Goole and Boulogne are each advised of the shipment.

The invoice is made out in French curroncy, weights and measures,
the price being c.i.f., and a draft is drawn in duplicate for the amount
in francs, payablo at a fixed date. This is sont direct to the Buyers
for acceptance.

On its being returned duly accepted, it is endorsed and negotiated
by the drawers, and presented for payment by the holders at the due
date.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter ordering goods; (2) Letter acknowledging receipt of
order; (3) Invoice; (4) Shipping Advico to Buyers; (5) Letter en-
closing Invoico and Draft ; (6) Draft.

Note.—Letters London to Paris, 8 hours.
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1.—Letter ordering Goods.

Paris,

1st September, 19......

Messieurs Wy, TavrLor & Co.,
SouTH PARADE,

BRADF¥ORD.

Dear Sirs,

We shall be obliged by your forwarding us, by first available
steamer from Goole, through Messieurs II. E. Blain & Son,

Boulogne, 30 pes. 54” Dress Fancies No. 540.
Packing, forwarding, and reimbursement as usual.
(w24 )

Trusting you will use every effort to expedite the despatch
of these goods, of which we are in urgent nced, awaiting your
advices,

We remain,

Yours faithfully,
A. C. POIRE & CO.
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2.—Letter acknowledging receipt of Order.

SouTH PARADE,
BRADFORD,

3rd September, 19......

Messrs. A. C. Poiri: & Co.,

PARIs.

Dear Sirs,

We beg to acknowledge with thanks the receipt of your
esteemed order for 30 pes. 54” Dress Fancies No. 540, which is

having our attention.

We hope to have the goods ready for shipment on Friday,

and will advise you of their despatch in due course.

Yours faithfully,
WM. TAYLOR & CO.



PRACTICE

COMMERCIAL

106

W i |
........ ‘ M T ot .NQ% Q _

........................ L T e quaaoy e aavkng T
........................... ol B E—

W * fvo _
........................... [ S R N

0F'|L8CT "9 &J% %¢ 1unoosyq

.......................... 08°89¢I| 660 | © 0FIG9L saurir =00-9¢/9 ‘pg-eely

| ~ sung

W w 04 ‘00°ce/0T ‘0S°'F%/9 ‘00FE/F
.......................................... T T ey ssva e sl g e 1 (O

'sn Aq pojoage eouransuy

_ ‘ouSomog o) pue
urelqg " "H ‘sissoyy ® inodea jxou rod juswdiys I0J ‘O[00Y) ‘SUOS B UOSHOB[ "SISSOY{
0} JSII pu® JUN00dE INOA WO PIpIBMIO] Pue sn wodj Jydnoq soroueg ‘sod g Io7

‘0D ¥ AOTAVL "WM 97 *af
S194vV g

61 “1dag 1L “0) ® EEIO] ") 'V 'SISSOIY
‘agoaavag !
‘9910AUT—"¢



COMMERCIAL PRACTICE 107

4.—Shipping Advice to Buyers.

SouTH PARADE,
Braprorb,

6th September, 19......

To Messrs. A. C. POIR}é & Co.,

Paris.

Dear Sirs,

We beg to advise you that in accordance with your in-
structions we have to-day forwarded the under-mentioned
goods to Goole for shipment per steamer ““Saxony ” to your
address through Messrs. H. E. Blain & Co., Boulogne, to whom

Bs/L have been sent.

Yours faithfully,
WM. TAYLOR & CO.

1 Cs. 30 pes. 54” Dress Fancies.

Paris.
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5.—Letter enclosing Invoice and Draft

SouTH PARADE,
BrADFORD,

7th September, 19......

Messieurs A. C. Porg & Co.,

Paris.

Dear Sirs,

We have the pleasure to hand you herewith invoice of the
goods ordered by you on the 1st instant, which have been
forwarded, according to your instructions, through Messrs.
H. E. Blain & Co., Boulogne.

We have taken the liberty of valuing on you for the amount,
viz., Fes. 1537.40, by our draft No. 82 due 30th November,
which we enclose herewith, and which we shall feel obliged
By your accepting and returning in due course.

Trusting the goods will reach you safely, and soliciting
your further esteemed orders.

We remain,

Yours faithfully,

p.p. WM. TAYLOR & CO.
S. PEARSON,
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TRANSACTION No. 9.

Buyers : Mgessrs. J. MORRIS & CO., SoMERS AVENUE,

PIETERMARITZBURG, NATAL.

Sellers : Messgs. T. & C. HARRISON & CO. LTD., CALNE,

WiLts.

SUMMARY.

The Buyers, a firm of provision merchants in Pietermaritzburg,
Natal, are anxious to get into communication with a British firm, with
a view to direct shipment of provisions. They address an inquiry to
friends in Durban, and the Sellers are recommended to them as a
reliable firm, likcly to meet their requirements. They write, stating
their position, and are furnished with price lists and terms. These
being found satisfactory, an order is placed. The goods are to be
delivered f.o.b. at Southampton, where the Buyers are in regular
correspondence with a firm of forwarding agents, whom they instruct
as to shipment of the consignment. Reimbursoment is effected by a
demand draft, which, with a copy of tho invoice attached, is presented
to the bankers named, who have already been advised by the Buyers
that such a draft will be presented, and requested to honour on present-
ation, charging to Buyers’ account.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter of Inquiry ; (2) Letter in reply, recommending suitable
firm ; (3) Lettor requesting quotations and terms; (4) Lotter stating
terms and conditions ; (5) Shipping Order ; (6) Letter of instructions
to shipping agents ; (7) Invoice, with Certificate of Origin ; (8) Shipping
Advice Note ; (9) Letter to Buyers, advising shipment ; (10) Draft.
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1.—Inquiry.

J. Morris & Sons, SOMERS AVENUE,
Provision Merchants. 5
PIRTERMARITZBURG,
1st June, 19.....,

Messrs. BELL & BRrADLEY,

Dursan.

Dear Sirs,

We have of late experienced some difficulty in securing
regular supplies of provisions and tinned goods through the
usual channels, and as this is proving injurious to our business,
we are anxious to get into touch with a house of good repu-

tation and standing, with a view to direct shipment.

We think you may be in a position to suggest the name of
a firm who would be willing to study our interests and meet
our requirements, and if you will be good enough to do so we
shall deem it a favour. Should we at any time be able to

reciprocate we shall be happy to be of service.
Yours faithfully,
J. MORRIS & SONS.
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2.—Reconimending Suitable Firm.,

DURBAN,
3rd June, 19......
Messrs. J. Morris & SoNs,
PIETERMARITZBURG.
Dear Sirs,

Replying to your letter of the lst inst., after careful in-
quiry from several of our friends here we have every confidence
in recommending the firm of Harrison & Co. Ltd., Calne,

Wilts, England.

A friend of ours, who has done business with this firm for
a number of years, informs us that not only are their goods
of a uniformly high standard of quality, but that the greatest
care is given to the method of packing, thus ensuring delivery
in good condition. This is a point which we feel sure you will
appreciate.

Yours faithfully,

BELL & BRADLEY.
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3.—Inquiry re Prices, &c.

J. Morris & Sons, SOMERS AVENUE
Provision Merchants. PIETERMARITZBURG
b
5th June, 19......

Messrs. T. & C. HarrisoN & Co. Ltp.,
CaLNE, WILTSHIRE,
ENGLAND.

Dear Sirs,

In response to an inquiry addressed to our friends, Messrs.
Bell & Bradley, of Durban, your name has been given to us
as that of a reliable firm shipping provisions and tinned goods
to this country.

We shall be glad if you will forward us by first mail your
lowest quotations and best terms, together with any par-
ticulars as to packing, ete., which you may deem necessary.

We have not hitherto imported direct, but have bought
from importers at the coast. This arrangement, however,
has not proved very satisfactory, and we are anxious to deal
directly with the actual producers.

Your prompt reply will oblige.

Yours faithfully,

J. MORRIS & SONS.
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4.—Stating Terms and Conditions.

T. & C. Harrison & Co. Ltd. CALNE,
Bacon Curers. WILTSHIRE
* ’
Telegrams: * HARRISON, CALNE.” 28th June, 19..... .

Messrs. J. Morris & Soxs,
SOMERS AVENUE,
PIETERMARITZBURG,
NATAL.

Dear Sirs,

We are in receipt of your esteemed favour of the 5th inst.,
and have pleasure in enclosing our Export Price List for
bacon, tinned goods, etc., as desired.

The prices quoted are f.o.b. London, Liverpool, or any
British port, and are subject to market fluctuations. We
advise all bacon and hams being packed in canvas, salt, and
cases, the cost price of which (6/- per cwt.) will be charged in
addition to the price of the goods. The prices quoted for
tinned goods cover charge for packing. Terms:—Cash
against Bill of Lading or approved London trade reference.

We are also sending you under separate cover a pamphlet
which will give you some idea of the universal demand for
our bacon, hams, etc., which we ship to all parts of the world.

Trusting to receive your orders, which shall have our
prompt and careful attention.

We are, dear Sirs,
Yours faithfully,
T. & C. HARRISON & CO. LTD.
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5.—0rder.
J. Morris & Sons, SOMERS AVENUE,
Provision Merchants. PIETERMARITZBURG
- bl
Narar,
30th July, 19......

Messrs. T. & C. HarrisoNn & Co. L.,
CALNE, WILTSHIRE,
ExcraND.

0/186.

Dear Sirs,

We have your favour of the 28th ult., with price list and
pamphlet, for which we thank you. Will you please forward
the goods specified below, strictly in accordance with the
instructions given, and oblige,

Yours faithfully,
J. MORRIS & SONS.

5 Middles Branded Bacon ... @ 103/- per cwt. f.o.b.
10 Bellies ” ’ .. @ 87/- ,, "
50 Smoked Chaps ... e (@ 56/- v v
100 Hams ... .. @ 112/- '
10 doz. Tins Sausages ... ... @ 10/-per doz. ,,
10 ' Sliced Bacon . @ 10/6 '
10 ' Sliced Ham ... .. @ 12/6 '

Packing :—To be packed in cases. Bacon and hams to be
packed in canvas and salt.

Forwarping :—To be forwarded through Messrs. Dawson
and Co., Shipping Agents, Southampton, to whom all
necessary particulars must be sent. Our instructions
are being sent to them direct.

PaymeENT :—Will be made by the Anglo-African Bank,
London, on presentation of Demand Draft on us, with
copy of invoice attached.

Margks :(—Cases to be numbered from 101 upwards, and to

be marked
Dursan
: ; In Transit.

Invoice to be made out in triplicate, one copy to be attached to Draft, and two
copies to be sent by Mail to us immediately on shipment of goods, each copy to be
certified for Customs purposes. Insurance will be effected by us.
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6.—Instructions to Shipping Agents.

SOMERS AVENUE,
J. Morris & Sons, PIETERMARITZBURG,
Provision Merchants.
30th July, 19......

Messrs. Dawson & Co.,
SHIPPING AGENTS,

SOUTHAMPTON.

Dear Sirs,
We have placed an order for provisions with Messrs.
T. & C. Harrison & Co. Ltd., Calne, Wiltshire, with instructions

to forward as soon as ready to your order to St. Catherine’s

Dock, Southampton.
You will please forward if possible by the s.s. ¢ Skipton

Castle,” which we believe is announced to sail on the lst Sept.

We have instructed Messrs. Harrison & Co. to furnish you
with necessary particulars as to value, measurements, etc.
Insurance to be effected by you on our behalf for the gross
amount of the invoice plus 109;. The goods are to be delivered

f.o.b.; all other charges to be debited to our account.

Relying upon your usual care and promptitude and await-
ing your advices.
We remain,
Yours faithfully,
J. MORRIS & SONS.
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7.~—Invoice, with Certificate of Origin.

Telegraphic Address: CALNE, WILTSHIRE,
**HARRISON, CALNE.” 26th August, 19.....,

Messrs. J. MORRIS & SONS,
PIETERMARITZBURG.

Bought of T. & C. HARRISON & CO. Ltd,,

Bacon Curers.
Consigned to Messrs. DAWSON BROTHERS,

Bankers : WILTSHIRE BANKING SOUTHAMPTON, for shipment by the s.s.
COMPANY LIMITED. ‘“Skipton Castle,” sailing on the
R T T q. |lbs.
101/119 5 | Middles, Branded Bacon No.101| 1| 0 | 14 || 108)-
10 | Bellies do. do. 02| 1| ol s7)-
60 | Smoked Chaps 108 1| 1111} 56/-
100 | Hams 104111 | s | 3|24 || 119~
10 | Doz, Tins Sausages pejr dloz. || 10/-
10 , , Sliced Bacon ;112/119 " 10/6
0| , ., Sliced Ham » | 126
DURBAN |
In transit. Cost of packing Bacon, Hams, d&c|., 6/- pelr chwt.

Size. Weight. Size.

Inches. c. (. lbs. Inches. c. Ibs.
No. 101 ... 30 X 17 x 16 2 0 15 No 111 .. 36x18x15 .. 2 14
. 102 .. " 2 0 19 o, 112 .. " 2 1 186
» 103 . ” 2 0 12 » 1138 .. »” 2 0 27
., 104 " 2 0 16, 114 .. " 2 1 15
5 1056 . ” 2 0 I » 115 .. " 2 1 12
. 108 . " 2 1 4 , 16 .. . 2 1 19
, 107 .. " 9 0 12, 117 .. " 2 1 18
o108 .. " 2 1 14, 18 .. " 2 1 92
» 1090 .. 1 2 1 1o w 19 .. " 2 1 22
w 110 .. ”» 2 0 18

I, ..... Thomas Harrison , hereby certify that T am a Director of THOS. & CHAS.
HARRISON & Co. Ltd., CALNE, WILTS., the exporters of the articles included in this
invoice, and that I am duly authorised to make and sign this certificate on behalf of
the said exporters, THos, & CHAS. HARRISON & Co. Lud. I have the means of
knowing, and I do hereby certify that this invoice from the said Tios. & Clas.
HARRISON & Co. Ltd., of CALNE, WILTS, amounting to £ 84 _8_0_js true aund correct,
that all the articles Included in the said invoice are bona fide the produce and
manufacture of Great Britain, and that the labour of such country has entered
into the production of every article included in the said invoice to the extent in
each article of not less than one fourth of the value of every such article in its
present, condition, ready for export to__ Durban, Natal. _

Signed, THOS. & CHAS. HARRISON & CO. Ltp.,
this_%th day of  August. 19... ! Thomag Harrison,  Director.

CALNE, WILTS,
1
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8.—Shipping Advice.

To Messrs. Dawson & Co.,
SHIPPING AGENTS,
SOUTHAMPTON.
26th August, 19......

Weights and dimensions of nineteen cases of Provisions
packed and marked as under, forwarded per G.W. Railway
to your order at St. Catherine’s Dock, Southampton, for
shipment per s.s. “ Skipton Castle ”” to Algoa Bay, for account
and risk of Messrs. J. Morris & Sons, Pietermaritzburg, whose
instructions you will please follow. Carriage and delivery
free on board at our cost.

By T. & C. Harrison & Co. Ltp.,
CaLng, WILTS.

Invoice value £84 8s.

No. of Case. Dimensions. | Weight. || 5% f | Dimensions. | Weight.
101 30 x17 x16\2 0 15| 111 |36 x18x1512 1 14
102 ., leo19 112 L. ler11s
W 103 " 20 12| 113 » 20 27
Durban. 104 . |2016 114 . 2115
In transit 105 . 12014 115 . 2112
106 ’ 21 4 116 ) 2119
107 ) 20 12| 117 ’ 2116
108 ) 21 14| 118 ' 2126
109 ’ 2110 119 ” 2122

110 " 20 18
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9.—Advising Buyers of Shipment of Goods.

T.& C. Harrison & Co. Ltd., CALNE,
Bacon Curers. WILTSI{IRE,
Telegrams : “IIARRISON, CALNE.” 26th August, 19......

Messrs. JaMES Morris & Soxs,
SOMERS AVENUE,
PIETERMARITZBURG,
NATAL.

Dear Sirs,

We have to acknowledge the receipt of your Order No.
186 dated 30th July, for which we are much obliged.

The goods have been forwarded by G.W. Railway to St.
Catherine’s Dock, Southampton, for shipment per s.s. *“ Skip-
ton Castle ”” for Algoa Bay, through Messrs. Dawson & Co.,
whom we have furnished with all the necessary particulars as
per your instructions.

We enclose two copics of invoice, for the amount of which,
viz., £84 8s., we have drawn on you by our Demand Draft
No. 382, which we propose to negotiate through the Anglo-
African Bank, London, as directed.

We have given special attention to the packing, and trust
the goods will reach you safely and in good order and con-
dition. We recommend that the goods be allowed to remain
in their original packages until required.

Awaiting your further esteemed orders, which shall at
all times have our most careful attention,

We remain,
Yours faithfully,
T. & C. Harrison & Co. Lrp,
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TRANSACTION No. 10.

Buyers : Mgssrs. S. RATANAYAPTI & SONS, BANGEOE,

S1am.

Sellers : MEssrs. W. G. ISBISTER & CO., CARDIGAN LANE,

Loxpon, E.C.

SUMMARY.

The Buyers forward an order for paper, which is to be shipped
as early as possible by steamer direct. The Sellers, who are paper
merchants, and who also act as agents for cortain paper mills, send on
the order to Messrs. S. Dixon & Co. Ltd., but without giving the name
of tho customer. The goods are made roady for shipment and Messrs.
Isbister advised of the fact. Instructions for shipment are then for-
warded, and the Shipping Agents are communicated with as to ship-
ment. Messrs. Dixon advise despatch of the goods and enclose their
invoice. Insuranco is effocted against the Sellers’ Open Policy, and
as the price charged is f.o.b. the cost of insurance and freight is added
to the export invoice. A draft at 90 d/s is drawn for the invoice
amount, and negotiated, with documents attached, through the London
branch of the Hong Kong and Bangkok Bank, who are directed to pay
the proceeds to the account of tho Sellers at their own bank. A letter
advising shipment is sent to tho buyers.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter covering; (2) Order; (3) Order to manufacturers; (4)
Letter requesting forwarding instructions; (5) Instructions for for-
warding ; (6) Instructions to Shipping Agents; (7) Manufacturers’
Invoice ; (8) Letter from Shipping Agents advising shipment and
enclosing (9) Freight Note; (10) Particulars for B/L; (11) Letter
advising insurance against Open Policy ; (12) Export Invoice; (13)
Statement ; (14) Documentary Draft; (15) Letter advising Buyers
of shipment and draft ; (16) Letter covering document to bank.
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1.—Letter Covering Ordcr.

BaANGROK,
SIAM,
3rd Scptember, 19......

Messrs. W. G. Issrstir & Co.,
CARDIGAN LANE,

Lonpon, E.C.

Dear Sirs,

We beg to hand you herewith an order for Printing Paper,
to which we shall be glad if you will give your immediate
attention.

We trust there will be no delay in delivery, as this might
cause us serious inconvenience, owing to the fact that our

stock of this particular grade of paper has run somewhat low.
Awaiting your advice.
Yours faithfully,
S. RATANAYAPTI & SONS.
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2.—Order.

Order 285.

S. Ratanayapti & Sons, BANGKOK,

Merchants.
Stam,

3rd September, 19......

Messrs. W. @. Issister & Co.,
CARDIGAN LANE,

Lonpon, E.C.

Dear Sirs,

Please forward as directed the goods indicated below,

drawing on us as usual by a Bill of Exchange at 90 days’ sight.
Yours faithfully
S. RATANAYAPTI & SONS

120 reams White Printing Paper No. 2122,
14 x 23. 18 Ibs.

500 sheets.
Pack in bales of about 5 cwt. each.
Ship as soon as possible.

Forward by steamer from Liverpool.
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3.—Order to Manufacturers.

Order No. 8162,

29th September, 19......
From To
W. G. ISBISTER & CO Messrs. S. Dizon & Co. Lid.,
Cardigan Lane, Hapstey Paper Mills,
LONDON, E.C. Berkhampstead,
Herts.

Please supply the undermentioned for export. It is
absolutely necessary that the goods supplied should conform
to the particulars stated, if the order is accepted. Reams
to be tied or sealed, and to have covered ends. To be care-
fully packed for export in bales. The contents, mecasure-
ments, and net and gross weights of each package to be
stated. Packages to be marked and numbered as per shipping
instructions which are to follow.

Reams : 120.

Description : White Printing.
Size : 14 x 23.

Weight : 18 lbs.

Sheets : 500.

How Packed : Flat.

Price : 14d.

Note.—Four sample sheets of each line must be sent when

applying for instructions.
W. G. ISBISTER & CO.
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4—Asking for Forwarding Instructions.

HarsTEy PAPER MILLS,
BERKHAMPSTEAD,
Hzxrrs,
bth October, 19......

Messrs. W. G. Issister & Co.,
CARDIGAN LANE,

Lonnon, E.C.

Dear Sirs,
0/8162.

We beg to inform you that the goods comprising this order
are now ready for shipment, and we shall be glad to be favoured
with your instructions.

Yours faithfully,

for S. DIXON & CO. LTD.
R. SLATER.
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5.—Instructions for forwarding. *

Memorandum,.

6th October, 19......
From To

w_ G ISBISTER & CO, essrs. S. Dickson & Co. Litd.,
CARDIGAN LANE,
LONDON, E.C.

Order No. 8162.

Please note that these goods are to be packed for exporta-
tion in bales of about 5 cwts. each, marked and numbered
as at foot, and forwarded to the order of Messrs. Beck & Nixon,
of Dock Street, Liverpool, for shipment, on our account.

Do not fail to state on the invoice the actual measurements,
net weight, gross weight, and contents of each package.
Also send these particulars, with value, to the above-named

firm, for Customs purposes.

P ANE

BANGKOK.
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6.—Instructions to Shipping Agents.

W. G. Isbister & Co. CARDIGAN LANE,
Lonpoxn, E.C.,
6th October, 19......

Established 1812,

To Messrs. BECK & NIXON,
Dock STREET,

Li1vERPOOL.

Dear Sirs,

We have this day instructed Messrs. S. Dixon & Co. Ltd.,
of Berkhampstead, to forward to you on our account the under-

mentioned goods. F.o.b. charges to be paid by them.

Please ship same at lowest rate of freight per first steamer
for Bangkok. Three Bills of Lading to be made out in the
name of ourselves as shippers, and consigned to “‘ Shipper’s
order.” Freight payable here. We attend to insurance, so
please inform us of the name of the vessel and date of sailing

at once.
Yours faithfully,
W. G.-ISBISTER & CO.

4 Bales Paper for Bangkok
Marked

14
PN

Bangkok.
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8.—From Shipping Agents.

Beck & Nixon, Dock STREET,

Shipping and Forwarding Agents.
Liverroor,

Telephone 1909,
Telegraphic Address : 10th OCtOber, 19......

‘““NICOTINE, LIVERPOOL.’

Messrs. W. G. IsBisTer & Co.,

LoNDoN.

Dear Sirs,

We have this day shipped according to your instructions
four cases marked and numbered as below, per steamer
“Simla,” and now beg to enclose three Bills of Lading, to-

gether with note of our charges.
The vessel is due to sail on Saturday.
Yours faithfully,

BECK & NIXON.
4 Bales Paper

/2\8/5\1/4

BANGEOK.
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9.—Freight Note.

Telegraphic Address: Dock STREET,

“NICOTINE, LIVERPOOL.”

Telephone 1909,

Messrs. W. Q. Isbister & Co.,
London.

Liverroor,

10th October,

Dr. to BECK & NIXON,

Forwarding Agents.

19.

£ s |d

Freight on 4 Cases Paper per - L
_ &8 " Simla T as ! S
per Bs/L ] 21314
Bs/L 126
] - H 2516

Note.—Other charges to S. Dixon & Co. Ltd., who are

responsible for placing the goods F.o.b.
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18.—Bill of Lading (Particulars).
Str : “Simla.”
Captain : Kenyon.
From Liverpool to Bangkok.

4 Bales Paper.

Freight on 45 feet (@ 35/- per ton and Primage 10%.

To Order.
Three Bills affirmed.

Dated : 10th October, 19......
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11.—Declaring Shipment tor Insurance

W. G. Isbister & Co. CARDIGAN LANE,
o Lonpon, E.C.

Established 1812,
11th October, 19......

THE MANAGER,
Tae MERCANTILE MARINE INsuranor Co..
THREADNEEDLE STREET,

LoNDON.

Dear Sir,

Please note that the following will attach to our Open
Policy No. A.C. 19,026, namely :—
4 Bales Merchandise

1/4
PN

Bangkok. Value £25.

London to Bangkok
per Steamer “Simla

sailing on the 14th inst.

Yours faithfully,

W. G. ISBISTER & CO.
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134
13.—Statement.
London, _ 12th October, 19
A essrs. 8. Ratamayapti_ & Sons,

Dr. to W. G. ISBISTER & CO.,,

Paper Manufacturers, Mill Agents, &c.

R I £ s | d
_To Goods 1916 )10
..................... Bank Charges AN
____________________________________________________________________ £ 019|810
Honlg Kong & Bangkok Bank ajt 90 dfs. || | |
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15.—To Buyers, Advising Shipment, &c.

W. G. Ishister & Co. CARDIGAN LANE,

Lonpon, E.C.,
12th October, 19......

Established 1812,

Messrs. S. RATANAYAPTI & SONS,

BANGKOK, SiaM.

Dear Sirs,

Acknowledging the receipt of your esteemed favour of
the 3rd ultimo, we now beg to advise shipment of the goods
ordered, which have been despatched by s.s. “ Simla,” which

is due to sail from Liverpool on the 14th inst.

Herewith we enclose copy of invoice, for the amount of
which, together with bank charges, we have, as usual, drawn
on you at 90 days’ sight, and onegotiated the draft, with docu-
ments attached, through the Hong Kong and Bangkok Bank,

the documents to be given up on payment.

Relying upon you to honour the draft on presentation,

and awaiting your further commands.

We remain,
Yours faithfully,
W. G. ISBISTER & CO,

1 Enclosure.
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16.—To Bank, Enclosing Document,

W. G. Ishister & Co. CARDIGAN LANE
Fstablished 1812, Lonvox, E.C.
12th October, 19......

Tur MANAGER,
Hona Kong AND BANGKOR BANK,

Loxpon.

Dear Sir,

Herewith please find draft for £19 8s. 10d., drawn at
90 days’ sight, with documents, on Messrs. S. Ratanayapti
and Sons, Bangkok, Siam, which kindly negotiate, handing
net proceeds to the London and Westminster Bank, Cheapside,

for our account.

Documents to be given up on payment.
Yours faithfully,
W. G. ISBISTER & CO.
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TRANSACTION No. 1i.

Buyers : Mgessrs. G. HILL & SONS, MARITZBURG, NATAL.

Buying Agenis : Mgessrs. PAUL RAYNER & CO. LTD.,
67, Duke Roap, Lonpon, E.C.

Manufacturers : Tue METROPOLITAN EMERY CO,,
266, Harron CGarpEN, Lonpon, E.C.

Manufacturers :  FREDERICK GEE & CO.,
Pren Roap Works, BIRMINGHAM.

SUMMARY.

A firm in South Africa write their London agents and request
them to purchase and ship, on their behalf, goods from two manu-
facturers. The London merchants despatch orders for the goods to
a London and a Birmingham firin respectively. The goods are sent
direct to Forwarding Agents, who effect shipment. The manufacturers
each supply at least two copies of their invoices, which are certified
as required for Customs purposes. These are sent by mail, together
with the freight account and statement, to the Buyers, the account
being closed by the remittance of a bankers’ draft on London.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter ordering goods ; (2) Order to London firm ; (3) Letter
acknowledging receipt ; (4) Invoice; (5) Letter to Shipping Agents ;
(6) Order to Birmingham firm ; (7) Postcard acknowledging receipt ; (8)
Letter asking for forwarding instructions ; (9) Forwarding instructions ;
(10) Delivery Book ; (11) Shipping Advice Note; (12) Invoice; (13)
Certificate of Origin; (14) Letter with shipping instructions; (15
Freight Note; (16) Statement; (17) Draft.
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1.—O0rder for Goods.

G. Hill & Sons, MARITZBURG,

General Merchants.
Narar,

1st November, 19......

Messrs. PAUL RAYNER & Co. Lip.,
67, DukE Roabp,

Loxpon, E.C.

Dear Sirs,

Please purchase and ship on our account, per first direct
steamer to Port Natal, the goods enumerated below, and oblige,

Yours faithfully,
G. Hiun & Sons.

5 gross Cash Bowls, 14”7, No. 956.
4 Best Quality Emery Wheels, 16” x1}” x11”.

4 ”» 99 14:” X 2// X 1;11—",
3 . Bevelled Edges, 12" x }"x .
3 ” ) ’ 12”)(’2‘” X %”

Pack in Wood Cases.

DEeLIvERY as early as possible.

Magrks AND Nos. Usual mark. Nos. 613 onwards.
INSURANCE to be effected by you, F.P.A.

REemMBURSEMENT by Bankers’ Draft on London, remitted
on receipt of goods.

BirLs oF LADING to be made out to order.
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2.—(rder.
Telegraphic Address:
“RAYCO, LONDON.” Telephone No. 8006, Hop.
PAUL RAYNER & CO. LTD,,
MERCHANTS,

67, Duke Roap,
Lowbox, E.C.,
30th November, 19......

All orders must be initialled by one of the Directors.

No goods received without invoice, on which must be stated
the number of the order.

Order No. 822.

Tur ﬁMETROl;i(A)LI'I‘iAN EMER;{CO,
266, HATTON GARDEN,
Loxpon, E.C.

4 Best Quality “ Atlanta ” Emery Wheels.

16” x 14”7 x 1}”. 11 GG/2 and 11 G (2 each).
4 Best Quality ‘ Atlanta” Emery Wheels.

147 x 27 x 117, 1 N. 11 G (2 each).
3 Best Quality * Atlanta ” Emery Wheels.

127 x 4" x §”. Bevelled edges. 11 GG/a
3 Rest Quality “ Atlanta ” Emery Wheels.

127 x §” x . 11 K. Bevelled edges.
Pack in Wood Case.
DeLivery :(—Wanted by December 6th at latest.

MARgS AND Nos. :—Mark 11 61

Naran
ForwaArD to West India Import Dock, for shipment per
s.8. “Inyana,” o/o Messrs. B. Kenneth & Sons, 99, East
India Avenue, E.C.
Three copies of invoice required, with all discounts deducted
and duly eertified for South African Customs.
PAUL RAYNER & CO. LTD.,
W. RAYNER,
Director.
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3.—Acknowledging receipt of Order.

Telegraphic Address:
“ EMERITUS, LONDON.”

Telephone 0890 Central.

266, HATTON GARDEN,
Lowpon, E.C.,
1st December, 19......

Messrs. Pavr, Rayner & Co. Lrp.,
67, Duke Roan,

Loxpon, E.C.

Dear Sirs,
We beg to acknowledge with thanks the receipt of your

order No. 822, which is having attention.
Yours faithfully,
p.p. THE METROPOLITAN EMERY CO.,

SAMUEL REYNARD,

Secretary.
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5.—Advising Forwarding of Goods.

Telegraphic Address: 266, HATTON GARDEN
‘“ EMERLTUS, LONDON.” ’
Telephone 0890 Central. Lonbon, EC,
5th December, 19......

Messrs. B. KeENNETH & SONS,
99, East InDpIA AVENUE, E.C.

Dear Sirs,

At the request of Messrs. Paul Rayner & Co. Ltd., 67,
Duke Road, London, E.C., we have this day delivered to
your order at the West India Import Dock, for shipment
per s.8. “Inyana ”’—

1 Case Emery Wheels.

Marked 1t 615.

NATAL.
Value, £18 2s. 9d.

Cwts. qrs. lbs.
Gross Weight, 3 2 7.

Net ’ 2 2 14,

Measurement, 18”7 x 18”7 x 227,
Yours faithfully,
For THE METROPOLITAN EMERY CO.,

SAMUEL REYNARD,
Secretary.
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6.—Order.

Telegraphic Address:
‘““RAYCO, LONDON.” Telephone : No. 8006, I{or.

PAUL RAYNER & CO. LTD,

MERCHANTS,

67, DukE Roabp,
Loxbon, E.C.,
30th November, 19......

All orders must be initialled by one of the Directors.

No goods received without invoice, on which must be stated
the number of the order.

Order No. 821.

Messrs. FrEDERICK GEE & CoO.,
PEEL RoaD WORKS,

BIRMINGHAM.
5 gross Plain Tin Cash Bowls, 956, 14 inch, at 38/- per

gross.
F.0.b. London.

Cases free.
59 Cash monthly.

PAck in 2 cases, each containing 2} gross.
DEeLivERY wanted by December 6th at latest.
Apply for marks and instructions when ready.

Three copies of invoice required with all discounts deducted,
and duly certified for South African Customs.

PAUL RAYNER & CO. LTD.,
W. RAYNER,
Director.
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7.—Acknowledging receipt of Order.

Frederick Gee & Co. Perr. Roap WORKsS,
BIrMINGHAM.
1st December, 19......

Dear Sirs,

We are in receipt of your order, No. 821, for which we
are obliged. We expect the goods to be ready for delivery

by the date mentioned.
Yours faithfully,

FREDERICK GEE & CO.

Messrs. Paun, Rayner & Co. Lrp.
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8.—Requesting Forwarding Instructions.

Frederick Gee & Co. PEEL RoAaD WORKS,

Telegraphic Address : BirmiNagHAM

“IMPERIOUS, BIRMINGIAM.” N
4th December, 19......

Messrs. PauL, Rayner & Co. Ltp.,
65, Duke Roabp,

Loxpon, E.C.

Dear Sirs,

We beg to advise you that your esteemed order, No. 821

(30th November), is now ready, packed in two cases.

Kindly hand us marks and forwarding instructions at

your earliest convenience, and oblige,
Yours faithfully,

FREDERICK GEE & CO.
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9.—Shipping Instructions.

Telegraphic Address: Telephone No. 8006, Hop.
“RAYCO, LONDON.”

PAUL RAYNER & CO. LTD.,,

MERCHANTS
To
JMessrs. Frederick Gee & Co., 67, Duxe Roap,
Peel Road Works, Loxpon, E.C,,

__Birmingham, 5th December, 19......

Please forward the undermentioned packages, at once—
To s.s. ‘“Inyana,” West India Import Dock, London, o/o
Messrs. B. Kenneth & Sons, 99, East India Avenue, E.C.

Order No.  Marks Numbers. Packages.

821 it 613/614. 2 Cases
(Cash Bowls).
NATAL.
11 613/4.

State at foot of invoice cost of carriage to London.

Three certified invoices required, with all discounts

deducted.

Gross weight and measurements t0 be marked on every
package and stated on invoices,
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13.—Certificate of Origin,

( Printed on back of Invoice.)

I, Peter Parkes, hereby certify that

Tam. oo ... of

the manufacturers of the articles included in this Invoice,
and that I am duly authorised to make and sign this certificate

on behalf of the said manufacturers.

I have the means of knowing and I do hereby certify

that this Invoice from the said . __,_,1”?_“%9”9’? Gee & .O_Of,,...,..,
to . Messrs. Paul Rayner & Co. Lid.,

amounting to

is true and correct, and that all the articles included in the
said Invoice are bona-fide the manufacture of the United
Kingdom, and that a substantial portion of the labour of
that country has entered into the production of every manu-
factured article included in the said Invoice, to the extent
in each article of not less than one-fourth of the value of
every such article in its present condition ready for export to
South Africa.

PETER PARKES,
Secretdry.”

Birmingham, 5th December, 19......
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14,—S8hipping Instructions.

Paul Rayner & Co. Ltd.,

Merchants.
Telephone ¢ No, 8006, Hop.

Telegraphic Address :
“RAYCO, LONDON.”

67, Duke Roab,
Lownpon, E.C.

Messrs. B. KenNETH & SoNs,
99, East Inp1A Avenvug, E.C.

Dear Sirs,

Please note that the following packages are awaiting
your order at the West India Import Dock for shipment per
8.8. “Inyana ” for Natal. Be good enough to effect ship-
ment, insuring for the sum of £35, F.P.A., and taking out
three Bills of Lading to order. All charges to be debited tc
us.

Yours faithfully,

PAUL RAYNER & CO. LTD.,
Per B. TIMMS.

2 Cases Hardware, each measuring 323" x 174" x 29}".

1 Case Emery Wheels, measuring 18” x 187 x 227,

Marks 1t 613-4-5.

NATAL.
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15.—Freight Account,

Telegrams : 99, EastT INDIA AVENUE,
‘““MARINERS, LONDON.” L E.C
oNpoN, I.C.

Messrs. PAvn, RayNer & Co. Litp.,
67, Dure Roap, E.C.

Dr. to B. KENNETH & SONS,

Shipping and Forwardlng Agents,

e R R e b e

For Frezght and C’harges per s.8. “Inyana ' for N atal

£ s [ do || £ ] s |d
Freight on

613-4-5

It
Natal

2 Cases Hardware, measur-
g 19" 5" @ 3 5/- ... 17| 0

1 Case Emery Wheels,

measuring 6’ 2” @ 37/6 59
e 1| 2] 9
Primage 109, .. 21 3

1 45| 0
Dock Dues, &c. 6| 0
Bills of Lading 21 0

Insurance on £35 @ 6/- Y,

and Stp. 2| 4

— 10| 4
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TRANSACTION No. 12.

Buyers : Mzssrs. LEVY & LEVY FILS, BRUSSELS.

Sellers : Mmssrs. SMITH, JONES & SMITH, MERCHANTS,

PArRk LANE, LEEDS.

SUMMARY.

A firm in Brussels write to merchants in Leods asking for samples
of cloth (“Slaterline ’) togethor with prices. Before the morchants
are in a position to quote it is necessary for them to communicate with
the manufacturers in Manchester, and also to secure a price for dyeing
the goods.  This having been done, samples are sent, and prices quoted
loco Leeds. An order is plaeed for 500 pieces, which is acknowledged
by the Sellers by means of a *“ Copy Order.” The goods when delivered
by the manufacturers are handed to the dyers. When ready for for-
warding they are packed in fivo trusses, and forwarded through firms
of Shipping Agents in Grimsby and Brussels respectively. The invoice
is transmitted by mail, and the account closed by a bankers’ draft

(or cheque) on London.

DOCUMENTS AND CORRESPONDENCE.

(1) Inquiry from abroad; (2) Letter from merchants to manu-
facturers ; (3) Manufacturers’ reply ; (4) Lotter to dyers requesting
quotation ; (5) Quotation sent ; (6) Merchants’ letter to buyers; (7)
Form of Quotation ; (8) Letter accompanying order ; (9) Order Form ;
(10) Letter acknowledging receipt of order ; (11) “Copy Order” ;
(12) Order to manufacturers ; (13) ¢ Copy Order ” from manufacturers ;
(14) Manufacturers’ Invoice ; (15) Order to dyers ; (16) Dyers’ Invoice ;
(17) Railway Consignment Note; (18) Shipping Advice Note; (19)
Foreign Shipping Advice Note; (20) Notification of shipment ; (21)
Loco Invoice ; (22) Bankers’ Draft.
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1.—Inquiry from Abroad.

BRUSSELS,

1st January, 19......

Messrs. SmitH, JONES & SMmITH,
MERCHANTS,

LzEDS.

Dear Sirs,

Please favour us by return with patterns of your 36”
Slaterline, quality 4321, together with your lowest prices,

for not less than 500 pieces.

What would be the earliest date on which you could
deliver, in case an order was placed with you in a week’s
time ?

Yours faithfully,

LEVY & LEVY FILS.
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2.—Letter from Merchant to Manufacturer.

245, PArRK LANE,
LEEDS,

3rd January, 19.....,

Messrs. JOHNSTON, WRIGHT & JOIINSTON,
MANUFACTURERS,

MANCHESTER.

Dear Sirs,

We have just received an inquiry for 500 pieces of your
quality 4321 Slaterline in 40”, and shall be glad if you will
let us know by return your lowest price and the earliest date

at which you can deliver.

Yours faithfully,
SMITH, JONES & SMITH.
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3.—Manufacturers’ Reply.

PENFIELD ROAD,
MANCHESTER,

4th January, 19......

Messrs., SMITH, JONES & SMITH,
245, PARK LANE,

LEEDS.

Dear Sirs,

We thank you for your inquiry to hand this morning for

500 pes. quality 4321 Slaterline, in 40”.

Our lowest price is 40/— per piece, and we could guarantee

delivery in six weeks from date of order.
Yours faithfully,

JOHNSTON, WRIGHT & JOHNSTON.
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4.—Letter to Dyers, Requesting Quotation.

245, PARK LANE,
LEEDS,
3rd January, 19......

Messrs. WHITE, SHIPMAN & BROWN,
CENTRAL DYEWORKS,

LEEDS.

Dear Sirs,
Kindly let us know, by return, your dyeing price for
Siaterline in blue black, 40” grey, to finish 36” dyed, length

35 to 40 yds.
Yours faithfully,

SMITH, JONES & SMITH.



COMMERCIAL PRACTICE 161

b~-Dyers’ Quotation.

CENTRAL DYEWORKS,
LEEDS,

4th January, 19......

Messrs. SmiTH, JoNES & SMITH,
245, PArRk LANE,

LEEDS.

Dear Sirs,

Replying to your iavour to hand we beg to say that our
price for dyeing Slaterlines, 40” grey, to finish 36” dyed, 35 to
40 yards, is bs. per piece.

Trusting to receive your order, and assuring you of our

most careful attention to your instructions.

We remain,
Yours faithfully,

WHITE, SHIPMAN & BROWN.
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6.—Merchants’ Quotation.

245, PARK LANE,
LEeEDs,

4th January, 19......

Messrs. LEvy & LEVY FILS,

BRUSSELS.

Dear Sirs,

We beg to acknowledge the receipt of your esteemed
mquiry for Slaterlines, and have pleasure in sending you

patterns, together with our lowest quotations, as desired.
Hoping to receive your orders in due course, and assuring

you at all times of our desire to serve you.

We remain,
Yours faithfully,

SMITH, JONES & SMITH
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8.—Letter Accompanying Order.

BRrussgLs,
6th January, 19......

Messrs. SmiTH, JONES & SMITH,
245, PARK LANE,

LEEDS.

Dear Sirs,

We are in receipt of your letter of the 4th instant, with

patterns and quotation of your Slaterline, quality 4321.

Enclosed please find our Order Form for 500 pieces at
1s. 3d. per yard. We trust you will be able to deliver not
later than the end of April.

Yours faithfully,

LEVY & LEVY FILS.
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10.—Letter acknowledging Receipt of Order.

245, PArk Lang,

Lerps, 8tk January, 19......

Messrs Levy & Luvy riLs,

BrusstLs.

Decar Sirs,

We are in receipt of your favour of the 6th inst., for

which please accept our best thanks.

Herewith we have the pleasure to enclose copy order,

and remain,

Yours faithfully,

SMITH, JONES & SMITH.
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20.—Notification of Shipment.

Messrs. JoiIN SUTCLIFFE & SON,

GRIMSBY.

Have this day shipped in good condition the following
packages, 5 Trusses L. & L.F 11/5})61‘ ,,,,, s.s. “ Flyer >

sailing 20th of April for Antwerp, and to our Agent, Mr. Jones,
in Antwerp, for Mr. O. Tahon, Brussels.

To Messrs. Smrri, JoNus & SmiTH,

LEEDS.

GrivsBy, 20tk Aprid, 19......
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TRANSACTION No. 13.

Buyers : PETERSEN & KILLNER, 15, ROSENGARTEN-
STRASSE, HAMBURG.

Sellers : RICHARD ROSS & SONS, 254, MARKET RoAD,
MANCHESTER.

SUMMARY.

A firm in Hamburg are anxious to pluce an order with an English
firm for goods intended for shipment direct to San Francisco. They
write the English firm requesting them to submit samples and quote
prices. * These being satisfactory, an order is placed, with instructions
that when the goods are ready for shipment they are to be forwarded
to a firm of Shipping Agents in Liverpool, and the Buyers advised that
this has been done. The Buyers forward shipping instructions direct
to the Shipping Agents, the work of the Sellers being completed as soon
as the goods have been despatched. Payment is made by means of
a bankers’ draft on London.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter of Inquiry; (2) Roply, quoting prices; (3) Order;
(4) Letter acknowledging receipt of ordoer ; (5) Invoice; (6) Lotter to
Shipping Agents; (7) Letter to Buyers advising forwarding; (8)
Bankers’ Draft; (9) Covering Letter; (10) Reoceipt and Covering
Letter.
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1.—Write a letter from the Buyers, asking for samples o
Mercerised Crape and Black Novelties, suitable for export.

2.—Draft a suitable reply to the above inquiry, stating
that samples have been forwarded by post, and that the
prices are marked on the tickets attached to each pattern.

3.—Write out an order, on behalf of Messrs. Petersen and
Killner, to Richard Ross & Sons, embodying the following
particulars :—

8 pes. 28/29 in. Mercerised Crape.

4 pes. 30/31 in. Black Novelties (1 pe. each of patterns
Nos. 302, 304, 307, and 310).

A\R

To be packed in a bale and marked San Francisco
946.

To be ready for shipment within 14 days of receipt of order.

Invoice to state gross, net, and net net weights in kilos.,
and the cubic measurement of the bale.
Bale to be forwarded to Messrs. Baker, Perry & Co., Liver-

pool, to the order of Petersen & Killner, and the latter to be
advised as soon as the goods have been forwarded.

Payment to be made by sight draft on London.
4.—Write a letter from the Sellers, acknowledging the

receipt of the order, and promising delivery within the time
specified.

5.—From the following particulars make out the invoice :—
8 pes. 28/29 in. Mercerised Crape, 38, 2/40%, 3/41, and
2/42 yds.=326 yds. at 7§d. per yd.
Net net weight, 13.40 kilos.
Net ,, 13.95
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4 pes. 30/31 in. Black Novelties. No. 302, 42;
No. 304, 421 ; No. 307, 44} ; No. 310, 50} yds.
=179% yds. at 91d. per yd.

Net net weight, 13.40 kilos.
Net ,, ~14.06

Tare 2.00 kilos. Gross weight, 30.00 kilos.
Measurements of bale 79 x 26 x 26 cm.
Charge for baling, 6s. 6d.

6.—Write a letter to Messrs. Baker, Perry & Co., Liverpool,
advising them that the bale has been forwarded to them per
Lancashire and Yorkshire Railway for shipment. Weights
and measurements, as shown in the invoice, should be quoted.
The bale to await instructions to be sent by Messrs. Petersen
and Killner.

7.—Draft a letter from the Sellers to the Buyers advising
them that the goods have been forwarded to Liverpool for
shipment, and enclosing invoice.

8.—Draw up a form of bankers’ draft, payable at sight,
and drawn by the United Bank of Hamburg on the British
and Continental Bank Limited, Holborn Viaduct, London,
for the amount of the invoice.

9.—Write a letter from the Buyers to the Sellers, enclosing
the draft in settlement.

10.—Make out a receipt for the amount of the draft, and
write a covering letter to the 1suyers, soliciting further orders.
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TRANSACTION No. 14.

Buyers : B. BAPTISTA & SONS, 17, MANUEL STREET,

CALCUTTA.

Sellers : JOHN COOK & CO., 290, SwANN Roap, MAN-
CHESTER,

Manufacturers : REDMAYNE & SMITH, HirsipE MiLLs,
HALIFAX.

Forwarding Agents : PEATE & WELLDON, BIRKENHEAD.,

SUMMARY.

An Indian firm in the ordinary course of business instructs its
Buying Agents in England to purchase and ship a consignment of
carpets. The order is passed on to a firm of carpet manufacturers in
Halifax, who are roquested to prepare tho goods and forward them
to Birkenhead for shipment. The order having been executed, the
manufacturers forward their invoice for the goods, payment being
aftorwards made by cheque. The Sellers request the Forwarding
Agents in Birkenhead to effect shipment, insurance, &e., the charges
being debited to the Sellers’ account. The shipping invoice is then
made out, and one copy sent with a letter advising shipment, and
informing the Buyers that a documentary draft at 30 d/s for the amount
of the invoice has been drawn and negotiated through the bank, by
whom it will be presented for accoptance.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter ordering goods; (2) Acknowledgment of receipt of
order ; (3) Forwarding order to manufacturers ; (4) Shipping advice ;
(5) Letter advising despatch of goods: (6) Manufacturers’ Invoico ;
(7) Cheque ; (8) Covering Letter ; (9) Receipt ; (10) Lettor instructing
Shipping Agents, &e.; (11) Export Invoice ; (12) Documentary Draft ;
(13) Letter to bank enclosing draft, &c.; (14) Lotter to Buyers advising
shipment, &c.
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1.—Write a letter from Messrs. Baptista & Sons, requesting
Messrs. Cook & Co. to purchase and forward by first steamer
the following goods, viz.:—
16 pieces Tapestry Squares, 24 in. x 234 in. Four
designs.
To be packed in bales and despatched as early as possible.
Marks <8BS, Nos. 104 and upwards.
Calcutta..\/

2.—Write a suitable reply on behalf of Messrs. Cook & Co.
acknowledging receipt of the order, which is having attention.

3.—Write a letter from Messrs. Cook & Co. to Redmayne
and Smith, Hillside Mills, Halifax, ordering the goods
mentioned above. They are to be packed in bales, and
forwarded to Peate & Welldon, Shipping Agents, Birkenhead.
Bales to be marked and numbered as stated in the order
from Baptista & Sons, and Messrs. Cook to be advised as soon
as the bales have been forwarded.

4.—Write a letter from Redmayne & Smith to the For-
warding Agents, advising that the bales have been forwarded
for shipment, and that instructions will be sent by Messrs.
Cook & Co., Manchester.

5.—Write a letter from the manufacturers to Cook & Co.,
notifying them that the goods have been sent for shipment to
Birkenhead, and enclosing invoice.

6.—From the following particulars make out the invoice
which would be sent from the manufacturers to Messrs.
Cook & Co.:—

16 pieces Tapestry Squares, 24 in. x 23} in. Four
designs. (1,280 mats) = 853} yds. at 113d.
per yd.

Four bales charged 8/6 cach.
Less discount at 7%, and 23%,
Railway carriage paid on 16/-.

7.—Make out a cheque in settlement of the account.
The cheque is drawn by Cook & Co. on the Manchester and
Liverpool Bank, Ltd., in favour of Redmayne & Smith.
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8.—Write a letter enclosing the cheque to the manu-
facturers, and requesting them to acknowledge receipt.
9.—Make out the receipt.
10.—Write a letter from Cook & Co. to Peate & Welldon,
instructing them to undertake shipment of the four bales of
carpets, which are to be insured for £50 F.P.A. Bills of Lading
to be made out “to order.”
11.—Make out the export invoice to be sent to the Buyers.
To the items given in No. 6 the following should be added :—

Freight .. ..£3 9 8

Bill Stamps 6
Bank Charges 4 0
Insurance 2 5
Dock Charges and

Haulage 3 6

Buying commission at 239,.
Goods shipped by s.s. ““ Logician,” Liverpool to Calcutta.
Weights and measurements are :—

Net weight. Gross weight. Measurements.
No.104..2024 21 8 34 in.x33 in.x25 in.
105..21 0 21 11 35 in.x34 in.x25 in.
, 106..2325 30 9 46 in. x34 in. x25 in.
, 107..21 7 2119 35 in.x52 in. x25 in.

12.—Make out a documentary draft, at 30 d/s, for the amount
of the invoice.

13.—Write a letter from the Sellers to the manager of the
Manchester and Liverpool Bank, Ltd., enclosing the draft,
together with the documents attached, and requesting him
to do the necessary.

14.—Write a letter on behalf of the Sellers, advising Baptista
and Co. that the goods have been shipped, and that you have
drawn on them by a 30 d/s draft, which has been negotiated
through the Manchester and Liverpool Bank, Ltd., documents
to be surrendered on the draft being accepted.

”»
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TRANSACTION No. 15.

Buyers : DOUGLAS HARTLEY & SONS, Pinewoop Roab,
Avckraxp, N.Z.

Sellers : NORTH & EDWARDS, Biscuir Works, NORTH-
AMPTON.

SUMMARY.

The Buyers are morchants in Auckland, New Zealand, the Sellers
being a weoll-known firm of biscuit manufacturers in England. An
order is forwarded for biscuits, which are to be first of all packed in
soldered tins. Wood packing cases would be of no value when thoy
arrived at their destination, and as there is in New Zealand a stoady
demand for iron tanks for water storage purposes, it is arranged that
the tins of biscuits shall be packed in three 400 gallon tanks. The
Sellers undertake to effect insurance, &c., the prices being c.if. It is
estimated that one-third of the woight of the biscuits represents sugar,
on which the Sellers will be able to claim a drawback of duty which has
been paid to the Customs authorities at the rato of 4s. 2d. per ewt. The
amount is allowed as a rebate, and is so shown on the invoice. Pay-
ment is made by means of a draft which is negotiated through the
bank, it being understood that the draft shall not bo presented for
payment until after the arrival of the goods.

DOCUMENTS AND CORRESPONDENCE.

(1) Order; (2) Covering Letter; (3) Consignment Note; (4)
Shipping Advice Note ; (5) Letter enclosing Freight Note ; (6) Cheque ;
(7) Letter accompanying cheque ; (8) Lettor re insurance ; (9) Invoice ;
(10) Bills of Exchange; (11) Letter to bank; (12) Letter to Buyers
advising shipment.
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1.—From the following particulars make out, in proper
form, an order for the goods specified :—

125 10 1b. tins Lemon Creams.
125 ,, ,, Finger Creams.
78 doz. small tins Afternoon Tea.

To be packed in tanks, as usual, and forwarded per first
steamer via Melbourne. Tanks to be marked

MELBOURNE

and numbered from 28 upwards. Usual discounts to be
shown and net c.i.f. prices. Reimbursement by draft at 60 d/s.

2.—Write a covering letter to accompany the above order,
requesting that it may receive immediate attention, as owing
to abnormal sales, stocks have fallen very low.

3.—The goods having been packed ready for shipment,
you are required to make out a Consignment Note. The
following are the particulars :—

3 Tanks containing biscuits.

c. q. Ib.
No. 1 weighs 13 2 4
s 2 , 14 1 6
w 3 9 1 3

The Consignees are the Australian Steamship Company,
East India Docks, London, the carriage being paid by the
Consignors.

4.—Make out a Shipping Advice Note, to be forwarded by
the Sellers to the Australian Shipping Company, Queen Victoria
Street, E.C., advising them of the forwarding of the three
tanks of biscuits. requesting them to effect shipment. make*
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out the necessary Customs documents, &c., and forward to
the Sellers three Bills of Lading “to order,” together with
a statement of their charges.

5.—Write a letter from the Steamship Company stating
that the goods have been shipped by the s.s. “ Countess,”
sailing on Thursday, and enclosing a Freight Note.

6.—Make out a cheque, drawn on the Northampton and
County Bank, in payment of the Freight Note, amounting to
£16 12s. 8d. Drawers, Messrs. North &"Edwards; Payees,
The Australian Steamship Company.

7.—Write a letter enclosing the above cheque and request-
ing a receipt in due course.

8.—Write a letter from the Sellers to the London and
Liverpool Marine Insurance Company, King William Street,
London, requesting them to insure, F.P.A., the three tanks
of biscuits referred to above, for the sum of £150, charging
the sum to the Sellers’ account, and forwarding the insurance
policy by return.

9.—Make out the invoice which will be rendered by the
Sellers to the Buyers. The particulars are :— )

No. 28.—One 400 gallon painted tank containing :—

125 10 1b. tins Lemon Creams—2 @ 10}, 21 @) 11,
26 @ 11%, 58 @ 114, 18 @ 11} Ibs. = 12 cwts.
2 qrs. 23} lbs. @) 56s. per cwt.

No. 29.—One 400 gallon painted tank containing :—

125 10 Ib. tins Finger Creams—1 @) 11§, 18 @ 11},
49 @ 12, 40 @ 12}, 16 @ 12}, 1 @ 123 lbs. =
13 cwts. 2 qrs. 1§ lbs. (@) 56s. per cwt.
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No. 30.—One 400 gallon painted, tank containing :—

78 doz. small tins Afternoon Tea @ 14s. 6d. per doz.
250 tins charged £8 6s. 8d.

Discount 1239,
Add cost of three tanks at £3 2s. 6d. each net.
Allow a rebate on sugar as follows :—

Net weight of Sugared Biscuits = 34 cwts. 2 qrs.
91 1bs. @ 33} 9% = 11 cwts. 2 qrs. 3 1bs. @ 4s. 2d.
per cwt.

Each tank measures 4 ft. 1 in. x 4ft.1in. x 4 ft. 1 in.

10.—Make out a first and second of exchange at 30 d/s for
the net amount of the account, drawn by Messrs. North and
Edwards, Northampton, on Douglas Hartley & Sons, -Auck-
land, in favour of the Bank of Australia and New Zealand,
Ltd.

11.—Write a letter from the Sellers to the Manager of the
Bank of Australia and New Zealand, Ltd., Threadneedle
Street, London, enclosing the bills, together with three copies
of the Bill of Lading, two copies of the invoice, and the Marine
Insurance Policy, with a request that the bill may be negotiated
as usual, and the proceeds placed to the Sellers’ account.
The draft not to be presented for acceptance until after the
arrival of the goods.

12.—Write a letter from the Sellers to the Buyers, informing
them of the shipment of the goods, enclosing a copy of the
invoice, and stating that the draft has been negotiated through
the bank as usual. Express the hope that the goods will
arrive in good order, and that the Buyers may receive further
favours at an early date.
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TRANSACTION No. 16.

Buyers : Mussrs. A. W. BENJAMIN & CO., QueBec Roabp,

MONTREAL.

Sellers : Mzussrs. T. C. JONAS & CO., HicHGATE MILLS,

BAaTLEY, YORKS.

SUMMARY.

The buying firm in Montreal forward an order by cable for certain
pieces of cloth. The receipt of the cable is duly acknowledged. A
formal order, confirming the cable, is made out and despatched by
mail to the Sellors. The goods having been prepared for shipment
are consigned through a firm of Forwarding Agents in Liverpool, who
are instructed to effect shipment, insurance, &c. The invoice is then
made out, together with a draft for the net amount. These are for-
warded by mail to the Buyers, who accopt and return the draft in due
course.

DOCUMENTS AND CORRESPONDENCE.

(1) Cablegram ; (2) Letter acknowledging receipt of cable mossago ;
(3) Formal order confirming cablegram ; (4) Invoice; (5) Shipping
Advice Note; (6) Draft; (7) Letter covering invoice and draft; (8)
Acceptance and Covering Letter.
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1.—Rule up a telegraph form and insert the following
cable :—
TO “Cloth, Batley,” 601/1, 405/12, 109/5, 103/2
follicle motmot.—FROM Benjamin.

2.—Write a letter from the Sellers acknowledging receipt
of cablegram order for—

6 pieces Blue Serge, 37H, @ 2/2.

4 ,, Drab Melton, 8DL, @ 2/7.
1 piece Oxford Vicuna, 4H, @ 1/11.
1 ,, Black Beaver, H8H, @ 3/6

if delivery can be effected this month.

State in reply that the goods will be despatched on the
31st inst., unless a cablegram to the contrary is received.

3.—Make out on behalf of the Buyers a formal order
confirming the cablegram, as follows :—

TO T. C. Jonas & Sons, Highgate Mills, Batley.
Terms—Net 6 months 1st following month.

Samples : None required.

Delivery of goods: This month certain.

Cable No. Pattern No.’ | Quantity. ]’r'iw"
01 374/1 6 pieces Blue Serge 2/2
05 8DL/12 | 4 ,, Drab Melton ... 2/7
09 44/5 1 piece Oxford Vicuna ... 1/11
03 48X /2 1 ,, Black Beaver ... 3/6

!

Signed : A. W. Benjamin & Co.
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4 —TFrom the following particulars make out the invoice :—

Order No. 136. 1 Bale, No. 39 i B.:

Montreal.

Containing 6 pes. Blue Serge, 37H.
Pce. No. 98,674, 63 yds.

» s 97,329, 62,
88,235, 61 ,,
., 05496, 48
s 89,324, 57
» s 90,017, 60,
at 2/2 per yard.

1 Bale No. 40

Montreal.

» »

Containing 4 pcs. Drab Melton, 8DL.
Pce. No. 92,319, 58 yds.
» s 96,318, 64
w5 98,265, 49
., 93,110, 68
at 2/7 per yard.
1 pce. No. 88,634, 43 yards,
Oxford Vicuna, 4H, @ 1/11 per yard.
1 pce. No. 76,239, 66 yards,
Black Beaver, H8X, @ 3/6 per yard.

Deduct 1/37th and 1/40th, representing the usual over-
measure allowance in-this trade.

A charge of 9/~ per bale is made for double canvas and
oilcloth, otherwise the prices charged are f.o.b. Liverpool.
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The Buyers’ forwarding agents, Messrs. Langstaff & Co.,
effect shipment, insurance, &c., sending their aeccount to
the Buyers direct.

5.—Make out a Shipping Advice Note addressed to the
forwarding agents mentioned.

6.—Draw a draft at 6 m/d. from the first of the succeeding
month for the net amount of the invoice. Show the value
of the stamp.

7.—Write a letter from the Sellers to the Buyers enclosing
invoice, together with draft for acceptance.

8.—The draft is accepted, payable at the Bank of Scotland,
London. Show the acceptance and write a letter covering
‘the return of the acceptance to the Sellers.
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TRANSACTION No. 17.

Importers : Mussrs, B. F. HALSTEAD & CO., BRADFORD,
YORKSHIRE.

Buying Agent: Mr. F. SHALLARD, WooL EXCHANGE,
MELBOURNE.

SUMMARY.

The transaction illustrates the procedure adopted in the case of
an English firm purchasing wool in Australia for shipment to England.

A Buying Agent is appointed in Australia, and an arrangement
fade with a London bank having a branch office in Melbourne by which
the Agent may draw cash in exchange for drafts, with invoices and
Bills of Lading. This enables the Agent to at once secure the money
with which to pay for the wool purchased.

The Agent buys the wool at various sales held in Melbourne,
shipping it as may be convenient, and forwarding to his employers
the selling broker’s weight slips, together with an invoice giving full
details of the wool shipped.

The Bill of Lading in duplicate, along with one or two skeleton
invoices, is handed to the bankers in Melbourne, who advance cash to
the extent of the value of the wool. The documents named are then
sent to the London office of the bank, and as soon as they arrive in
London the draft is forwarded to tho drawees for acceptance.

When the Buyers receive advico of the shipment they instruct
their Insurance Broker to preparo the policy, arrangements having
previously been made for a Floating Policy to cover various shiproents.
The policy whon propared is sent to the bank in London in accordance
with the terms of the credit application.

Should the vessel arrive beforo the draft is due, the Bill of Lading
is released under rebate or othorwise as arranged, but the draft must be
met at maturity whether the vessel arrives or not. On reccipt of a
remittance for the amount of the draft the bank will forward to the
Buyers the documents as recoived by them from Melbourne. The Bill
of Lading is then sent by the Buyors to their Forwarding Agents in
Hull, who arrange for the goods to be forwarded by rail to their desti-
nation.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter from Agent to Buyers offering his sorvices ; (2) Reply
accepting offer and giving instructions to purchase ; (3) Letter to bank
re the opening of a credit; (4) Bank’s roply ; (5) Application for credit ;
(6) Letter from bank granting credit ; (7) Letter from Agent to Buyers
advising purchase and shipment of wool; (8) Specimen DBroker’s
Weight Note; (9) Invoice; (10) “Skeleton ” Invoice; (11) Draft;
(12) Particulars for Bill of Lading; (13) Declaration of Marine In-
surance ; (14) Particulars for Insurance Policy; (15) Letter from
bankers enclosing draft for acceptance; (16) Letter covering accopt-
ance ; (17) Letter to Forwarding Agents; (18) Freight Account.
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1.—Letter offering Services.

MELBOURNE,

10th June, 19......

Messrs. B. F. Harsteap & Co.,
Braprorp,

Y ORKSHIRE.

Dear Sirs,

I have the pleasure to offer you my services as Buying
Agent for wool in the Australian markets. I have been
established in this city for a period extending over 15 years,
and have an expert knowledge of wool, acquired, in the first
instance, in connection with manufacturing processes in
England, followed by several years’ practical experience on
sheep rearing estates in this country.

I have succeeded in establishing a very wide connection
with woollen merchants in England and may refer you to
Messrs. Chadwick & Reeves, of Huddersfield, and Messrs.

Bancroft & Co. of your city.
I should be prepared to buy and ship for you for a com-

mission of 1} per cent., all charges to be debited to you.
Trusting that I may be honoured with your instructions.
I am,

Yours faithfully,
F. SHALLARD.
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2.—Reply accepting offer of services.

MARKET STREET,
BRADFORD,
30th July, 19......

Mr. F. SHALLARD,
Woor EXCIHANGE,

MELBOURNE.

Dear Sir,
We are in receipt of your letter of the 10th ult., and feel

inclined to take advantage of your offer to act as Buying
Agent for wool. By way of a trial shipment we shall be glad
if you will purchase at the next sales about 100 bales at an
average price of not more than 7d. per pound.

We will arrange for a credit to be opened with the Melbourne
Branch of the United Australian Bank, I.td., to the extent
of £50,000, on which you will be in a position to draw against
drafts on us at 60 or 90 d/s on depositing Bills of Lading

and duplicate invoices.

You will please keep us informed by cable of the state of
your market and advise us immediately the wool is shipped,
in order that we may effect insurance.

Relying upon your best services.

We are,
Yours faithfully,
B. F. HALSTEAD & CO.
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3.—Letter to Bank re credit.

BRADFORD,
30th July, 19......

THE MANAGER,
UNITED AUSTRALIAN BANK, LTD.,

HoLsorN Viapuct, LoNDON.

Dear Sir,
We are anxious to open a credit with your Branch Office

in Melbourne and shall be glad if you will forward us the
necessary printed application form.
Thanking you in anticipation.
Yours faithfully,
B. F. HALSTEAD & CO.
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4.-—Letter enclosing credit application.

HoLBorN Viabpucr,
L.oNDON,
3lst July, 19......

Messrs. B. F. Harsteap & Co.,

BRADFORD.

Dear Sirs,

In conformity with your request I have the pleasure to
enclose a form of application for credit, which I shall be
pleased if you will kindly fill in and return in due course.

Yours faithfully,
for THE UNITED AUSTRALIAN BANK, LTD.,

WM., BARING,

Manager.
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5.—Application for Credit,

Ist August, 19......

To TugE UNITED AUSTRALIAN BANK, LIMITED,
Loxnpox, E.C.

Gentlemen,
We request you to establish a Credit with your branch at
Melbourne to the extent of £50,000 (say Fifty Thousand Pounds

sterling), guthorising the negotiation of the draft or drafts of
F. Shallard on us_at, 60 or % days after sight, payable in
London, and in consideration of your so doing we engage to

accept such drafts and to pay the same in London at maturity.

The drafts are to be secured by the due endorsement and
delivery as collateral security to the Bank of Bills of Lading for
or correctness of the Bills of Lading or any endorsement
thereon, nor in the event of any misrepresentation, as to the
quantity, quality, or value of any goods comprised therein,
nor for the shippers’ charges on any such goods. The in-

by the Bank in case such insurance should not be arranged
to its satisfaction, the cost of which insurance we engage to
pay ; and the amount insured is to be held as available to
the Bank until payment of the draft or drafts.

In the event of s failing either to accept or pay such

hereby fully authorised to do, we undertake to pay on demand
the amount of any deficiency on such sale, together with all
usual commission and charges and expenses whether incidental
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thereto or otherwise. It is understood that on due payment
of any draft with the cost of insurance and any other expenses
incurred by the Bank in connection with the shipment eon-
cerned, the relative documents are to be given up to us,
provided all other drafts due, cost of insurance, and expenses
shall have been paid.

It is understood that the negotiation of the draft or drafts
above referred to shall be optional on the part of your Branch.

All drafts are to be marked as drawn under Credit of this
date.

Your obedient Servants,
B. ¥. HALSTEAD & CO.

Slip attached.

REBATE on Binrs PAID BEFORE MATURITY, on arrival
of vessel carrying the relative goods, shall be at the rate
allowed by leading London Joint Stock Banks for short
deposits, but in no case to exceed 5 per cent. per annum.
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6.—Bank’s Letter granting Credit.

HorsorN ViApucr,
Loxbpon,

2nd Awugust, 19......

Messrs. B. F. Hausteap & Co.,

BRADFORD.

Dear Sirs,

I have to acknowledge the receipt of your communication
of the 1st inst., and to inform you that I have arranged for
the credit applied for to be opened with our Melbourne Branch,
which will be prepared to negotiate your drafts in the terms

of your application.

Yours faithfully,

for THE UNITED AUSTRALIAN BANK, LTD.

WM. BARING,
Manager.
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7.—Letter advising purchase and shipment of Wool.

WooL EXCHANGE,
MELBOURNE,

4th November, 19......

Messrs. B. F. Harsteap & Co.,
BRADFORD,

Y ORKSHIRE.

Dear Sirs,

I have to thank you for your esteemed favour of the 30th
July, and now beg to advise that, in conformity with your
wishes, I have purchased at recent sales 108 bales of wool, for

which I enclose weight slips and invoice.

I have drawn on you by 90 d/s draft in favour of the
United Australian Bank, Ltd., for the amount of the invoice,
namely, £945 15s. 1d., under credit No. 3286 of 2nd August,
and have handed to the Bank two skeleton invoices, together

with Bills of Lading.
Hoping to be entrusted with your further instructions.

I am,
Yours faithfully,
F. SHALLARD.
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8.—Specimen Weight Note.

BANCROFT & COMPANY Limited,

MELBOURNE,
19......

WEIGHTS AND PARTICULARS OF WOOL.

Lor... 6. .. 3...BALES.  Sacks.. 0. @ _ 6id.
Bouvenr By... JF. Shallard. .
| MAAR.KQ. W A &0. *ﬁﬁVVEIGHT. DESCRiP';‘;ON. o
BW. | "7 X B
THE RANCH. 9 9 0 4
3 | 21 27
Lol e
- |- 40 -
Tare 33 - e ‘—;57_*_‘__“
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12.—Particulars for Bill of Lading.

FrEicHT PAYABLE IN HULL.
AUSTRALIAN AND NEW ZEALAND TRADE.

BILL OF LADING.

Shipped by F. Shallard.
Good Ship “ Derwent.”

Master Cook lying in Hobson’s Bay and bound for Hull
One hundred and eight Bales Wool unto Order.

Freight at the rate of five-sixteenths of a penny per pound
Greasy, seven-sixteenths of a penny per pound Scoured,
gross weight delivered at the King’s beam with Five per cent.
primage.

Dated in Melbourne 4th November, 19......

THOS. COOK.
Two Bills affirmed.

(Stamped in Melbourne by the Shipper with 6d.
adhesive stamp, which is cancelled.)

Countermarked.
Marks. Nos.
B.W.

The Ranch 1/3
C.R. (Red) 111
B.S. (Yerk) 1/13
M.B.R. 117
Abbot 1/28
R.8. (Red) 1/16
Omoe 1/9
K.T.G. 1/6

R.S. 1/5
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13.—Declaration of Marine Insurance.

Tth December, 19......

To Mr. S. ALLPRESS,
INSURANCE AND MORTGAGE BROKER,

BRADFORD.

Please insure as under, with . .Commercial Marine Tng, Co.

Per S. “Derwent”

From Melbourne
Via

Invoice and Charges..£%0.. Open on cover...£50,000
1% added R Now declared ..1%I.
Total ELOM Left open LRI

Rate ../~ per cent. Average each bale or package.
Policy in name of . B. . Halstead & Co.
For A/e of g0

Signed B. F. Halstead & Co.
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15.—Letter enclosing Draft for Acceptance.

HorBorN Viapucr,
LonNbpon,

7th December, 19......

Messrs. B. F. Harsteap & Co.,

BRADFORD.

Dear Sirs,
We beg to enclose draft as per particulars at foot, which

we shall be glad if you will accept and return in due course.

Yours faithfully,
for UNITED AUSTRALIAN BANK, LTD.

WM. BARING,

Manager.

Draft No. 8269.

Date, 4th November, 19...... at 90 d/s.
Amount, £945 15s. 1d.

Drawer, F. Shallard.
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16.—Letter covering Acceptance.

BRADFORD,

8th December, 19......

TaE MANAGER,
UNITED AUSTRALIAN BaANK, LTD.,

HorBorRN Viabpuct, LONDON.,

Dear Sir

We have the pleasure to return herewith draft No. 8269,
dated 4th November, 19...... , for £945 15s. 1d. duly accepted.

Yours faithfully,

B. F. HALSTEAD & CQ.
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17.— Letter to Forwarding Agent.

Bravrorp,
26th January, 19......

Messrs. M. WRIGLER & SONS,
FoRWARDING AGENTS,
HuLr.

Dear Sirs,

We have had consigned to us by Str. “ Derwent,” Melbourne
Hull, 108 bales of wool.

The vessel is due about the 30th inst., and we shall
be glad if you will arrange to have the consignment forwarded
to us by L. & Y. Railway without delay, notifying us imme-
diately the vessel arrives.

We enclose Bill of Lading duly endorsed.

Please debit all charges to our account as usual.

Yours faithfully,
B. F. HALSTEAD & CO.



212 COMMERCIAL PRACTICE

18.—Freight Account.

HuLr,
4th Feb., 19......

Messrs. B. F. HarsteEaD & Co.,

BRADFORD.

To Freight Account, ss. “DERWENT.”

e S
To 108 bales Wool as per B/L. |

40,650 1bs. @ 5/16d. .. ol 2118 | 7

5%, Primnage .. . . | 2 12|11
N £55 1 11| 6
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TRANSACTION No. 18.
Buyers : Mussrs. MORLEY, PICKERSLEY & CO., ELec-

TRIC PRESS, LEEDS.
Sellers : THE CROCKER-WHEELER CO., AvENUE WORKS,

AmpPErRE, NEW JERSEY, U.S.A.

SUMMARY.

The Buyers are a firm of printers in Loeds, whose establishment
is fitted with modern machinery, using electricity as the motive powor.
They desire to replace or renew cortain parts, and write to the Sellers,
a firm of electrical engineors in Amorica, asking for a quotation. This
is forwarded, and the prices being satisfactory an order is given and
duly acknowledged. The Sellers point out that one of the motors
ordered will have to be specially made, and consequently they propose
to forward at once the parts in stock, and to send the remaining motor
asg soon as ready. The order is executed in this way, payment after-
wards being madoe by a bankers’ draft.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter requesting quotation; (2) Reply, quoting prices;
(3) Order Form ; (4) Letter covering order ; (5) Letter acknowledging
receipt of order, &c.; (6) Letter advising shipment of first consignmeont ;
(7) Letter advising shipment of balancoe of order; (8) Invoice; (9)
Statement ; (10) Letter sent with bankers’ draft ; (11) Draft; (12)
Receipted statement.
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L.—Letter requesting Quotation.

FLECTRIC PRESS,
LxEps,

12th February, 19.....

Tue CrOCKER-WHEELER Co.,

Awmpere, U.S.A.

Dear Sirs,
We shall be glad if you will kindly quote us your lowest
price for the following electrical fittings, delivered free at our

works :(—

1 armature for 2 h.-p. motor, 156 amps., 120 volts.

1 2 » 1 ”» 8 ”» 120 2
1 » » % 2 4 bR} 120 »
., » 10 ” B, 120

Trusting to have your reply by return I;m.il,
We remain,
Yours faithfully,
MORLEY, PICKERSLEY & CO.
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2.—Reply, quoting Prices.

AVvENUE WORKS,
Avprere, US.A.,
21st February, 19......

Messrs. MorLEY, PiockeErsLEY & Co.,
Errctric PRESS,
LEEDS, ENGLAND.
Dear Sirs,
We beg to acknowledge the receipt of your esteemed
inquiry of the 12th instant, and have pleasure in quoting
you as follows :—

1 armature for 2 h.-p. motor

1, w1 2 $350 the lot,
1 I3) » % ”
1 )y ys 10 )

Delivered free at your works.
.

Trusting to be favoured with your commands, which shall
have our most careful attention,
We remain,
Yours faithfully,

For THE CROCKER-WHEELER CO.,
RALPH HOLMES,

President.
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3.—O0rder.

OrpEr No. 19002. | March 1st, 19.....

From ) The Crocker- Wheele?j___Oo.
MORLEY, PICKERSLEY & C0.

Dear Sirs,
Kindly send the undermentioned goods, carriage paid, at
your carliest convenience, and oblige,

Yours faithfully,

MORLEY, PICKERSLEY & CO.

Amps. Volts.  Revs, Makers’ No
1 armature for 2 h.-p. motor 15 120 1,000 797

1 '’ o 1 ’ 8 120 1,000 2,109
1 ” o B " 4 120 1,200 1,625
1 ” ,» 10 ” 78 120 750 414
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4.— Letter Covering Order.

ELEcTRIC PRESS,
LEEDS,
1st March, 19......

Tue CrockeER-WHEELER Co.,
AvpERE, U.S.A.

Dear Sirs,

We are obliged by your favour of the 2lst ultimo, and
now beg to hand you an order, No. 19,002, for one spare
armature, each for }, 1, 2, and 10 h.-p. Crocker-Wheeler
motors, and we shall be glad if you will give this your earliest
attention. Some of our motors are now in need of new

armatures, and we are anxious that there should be no delay.

We have quoted on the order form the shop number of
the motors at present working, which we think may be of
some service to you.

Please be good enough to let us know by next mail when
we may look for delivery

Yours faithfully,
MORLEY, PICKERSLEY & CO.
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b.—Letter Acknowledging Receipt of Order.

AVENUE WORKS,
Avrere, US.A.,
March, 19......

Messrs. MorLEY, PickeErSLEY & Co.,
EvLecTRIC PRESS,

LErEDS.

Dear Sirs,

We are much obliged by your favour of the 1lst inst.,
enclosing your order, No. 19,002, covering four armatures.
We are glad that you quoted the machine numbers, as this

enables us to fill the order with greater assurance.

We hope to be able to ship the half and one h.-p., and
the two h.-p. in a week’s time, but it will take about five
weeks to get out the 10 h.-p. armature.

We propose therefore to make one shipment of the half,
one, and two h.-p., and to send the 10 h.-p. as soon as it is
completed.

We trust this method of shipment will be in accordance

with your wishes.
Yours faithfully,

THE CROCKER-WHEELER CO.
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6.—Letter Advising Shipment of First Consignment.

AVENUE WORKS,
AmpERE, U.S.A.,
21st March, 19......

Messrs. MorLEY, PickERSLEY & Co.,
ELECTRIC PRESS,
LeEeDps, ENGLAND.

Dear Sirs,

We beg to advise the shipment to-day, via American
Express, prepaid, the following pieces of electrical machinery,

viz, i—

Package No. 1,1 armature for 1 h.-p. motor, 120 volts.
Y} 21 1 % i) 120 2]

» bRl ”

” bR 3’ 1 bR} bR} 2 I 120 bR}
covered by your order, No. 19,002.

Dimensions and weights :—

Package No.1,10" x 10” x 27”. (Gross 541bs., net 40 lbs.
,, 2,107 x 107 x 227, . 36, ., 26 ,,
, 3,107 x 10” x 26”. , 80, ,, 60 ,

”»

»

Trusting these will reach you safely, in good order and
condition,
We are,

Yours faithfully, ’
THE CROCKER-WHEELER CO.



220 COMMERCIAL PRACTICE

1.—Advising Shipment of Balance of Order.

AvENUE WORKS,
Amrere, US.A.,
April 21st, 19......

Messrs. MorLEY, PickERSLEY & Co.,

ErLecTrRIC PRESS, LEEDS.

Dear Sirs,

We beg to inform you that we have this day shipped, via
American Express, carriage paid, the following pieces of

electrical machinery, viz. :—
1 armature, complete, for 10 h.-p. motor, 120 volts.

Case measuring 15”7 x 15”7 x 42”. Gross weight 290

1bs., net weight 195 1bs.

Yours faithfully,
THE CROCKER-WHEELER COMPANY,

MARK WHEELER,
Secretary.
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9.—Statement.

AVENUE WORKS,
AvPERE, N.J.,
Fol. 198, 30tk July, 19......

Messrs. MorLEY, PickERrsLEY & Co.,

LEEDS, ENGLAND.

tn Account with The CROCKER-WHEBLER Company
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10.— Letter covering Draft.

ErLECTRIC PRESS,
LEEDS,

10th August, 19......

THE SECRETARY,
Tae CrockErR-WHEELER Co.,

AvPERE, NEW JERSEY, U.S.A.

Dear Sir,

We have the pleasure to hand you herewith draft for
350 dollars on the New York and Jersey Bank, and shall

be glad to have your acknowledgment in due course.

Yours faithfully,
MORLEY, PICKERSLEY & CO.
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12.—Receipted Statement.

AvPERE, N.J.,
19th August, 19...

Messrs. MorLey, PickersLEy & Co.,
LEEDS, ENGLAND.

pr. t« THE CROCKER-WHEELER CO.
Your Order : 19,002.
Our Order : 3978.

Via American BExpress.

April 21st To Four Armatures | 8380

Paid, 19th Aug., 19...
CROCKER-WHEELER €0. || | [ .

............. RoOBERT FOSTER,

Cashier.
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TRANSACTION No. 19.

Consignors : Mgessgrs. J. MENDONCA & SONS, WESTLANDS

Roap, PERNAMBUCO, BRrRAZIL,

Brokers : Mzessrs. BERNARD HUNT & CO., EXCHANGE

BuiLpiNgs, LIVERPOOL.

SUMMARY.

The Consignors forward for sale to a firm of produce brokers in
Liverpool, a consignment of 1,330 bags of castor seed. On arrival in
Liverpool the seed is warehoused pending its sale by auction. In the
meantime it is insured, under the Brokers’ Floating Policy, with the
Liverpool and Manchester Marine Insurance Company. A circular
letter is sent out to likely firms calling attention to the fact that the
consignment will be offered at the forthcoming sales. The seed having
been disposed of, an Account Sales is drawn up by the Brokers and
forwarded, along with a draft representing the net proceeds, to the
Consignors, who acknowledge its receipt, and announce that they hope
to make further consignments later.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter advising shipment of consignment ; (2) Letter. advising
safe arrival of vessel; (3) Letter to Insurance Company declaring
against Floating Policy ; (4) Circular letter to clients, calling attention
to sale; (5) Account Sales; (6) Letter covering Account Sales and
draft ; (7) Bankers’ Draft ; and (8) Letter acknowledging receipt of
draft.
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1.—Write a letter from the Consignors advising the Brokers
that a consignment of 1,330 bags of castor seed has been
shipped by s.s. “ Renwick ” for sale on account of the Con-
signors. The vessel is due to arrive in Liverpool in three
weeks’ time, and it is hoped that the seed, which is of ex-
ceptional quality, will find a ready sale. The Brokers are
requested to effect insurance of the consignment as usual, to
the value of £850. Bill of Lading is enclosed.

2.—Write a letter from the Selling Brokers, acknowledging
receipt of the above letter, and stating that the vessel has
arrived safely at Liverpool and discharged the consignment of
seed, which has been warehoused, pending the usual sales
which take place the following week.

3.—Write a letter from the Brokers to the Liverpool and
Manchester Marine Insurance Company, 28, Blake Street,
Liverpool, declaring the above consignment under their own
Insurance Policy No. 2153.

4.—Write a circular letter such as might be sent out by
the Brokers to their clients, calling attention to the fact that
the above consignment will be offered for sale at the Brokers’
rooms on the following Wednesday, at 2.30.

5.—From the following particulars make out an Account
Sales such as would be rendered by the Brokers to the Con-

signors :—
1,330 bags of castor seed.
¢. q. lbs.
Gross weight ... 1,939 0 18
Tare ... 14 1 0

with draft at the rate of 4 1bs. for every 5 bags, sold at 9s. per
cwt.

Loose collected seed 26 cwts. 0 qrs. 1 1b. sold at 8s. 6d. per
cwt., and a further lot of loose seed, weighing 12 cwts. 1 gr.
12 1bs. sold for £2 15s. 7‘d.
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Discount is to be allowed at the rate of 239,.
The charges are as follows :—

Dock and town dues . .. £7 7 3
Marine Insurance on £850 =... 213 6
Freight on 1,963 cwts. 1 qr. 31bs. @ 15 O per ton.
Quay porterage ... .. 91 3
Quay rent 3 9
Watching . .. 03 7
Cartage and housing ... .. 1111 0
Rent (warehouse) 10 6 O
Fire Insurance ... 9 0
Sampling and attending welghmg
and delivery 15

Petties ... 2 6
Bank commission 510
Interest on charges ... 1 2 5

Mending and collecting loose

supplying bags and twine.. 1 05
Bank commission on £774 6s. 8d. @ 1%.
Commission on £875 15s. 4d. @ 19%,.
Due in cash 4th March, 19......

6.—Write a letter from the Brokers to the Consignors
informing them of the result of the sale, enclosing Account
Sales and bankers’ draft.

7.—Draw up a form of bankers’ draft drawn by the National
and Commercial Bank, Liverpool, on the Brazilian Bank, Ltd.,
Pernambuco, for the net proceeds, and payable at 10 d/s in
favour of the Consignors.

8.—Write a letter from the Consignors acknowledging
receipt of the Account Sales and draft, and stating that as
the result has been more than equal to their expectations they
hope to be in a position to forward further consignments
shortly.



COMMERCIAL PRACTICE 229

TRANSACTION No. 26.

Buyers : Messes. ROBERT FOSTER & CO., BIRKDALE
RoaD, MANCHESTER.

Sellers : MEssrs. W. MARCOPOLI & FILS, PaATras, GREECE.

SUMMARY.

The two firms have been in the habit of doing business with each
otner at intervals ; it is consequently unnecessary to enter into details
as to terms, &c. A letter is written respecting samples of currants
which have been forwarded for the inspection of the buyers. From the
samples submitted the Buyers select three difforent qualitics and order
100 x % cases of each.

The fruit is forwarded by steamer direct to Manchester, and as
the price charged is f.0.b. the Buyers arc rosponsible for payment of
freight, insurance, &e.

As soon as the goods are shipped the Sellers forward an invoice,
together with the Bill of Lading, and at the same time draw on the
Buyers for the amount of the invoice. The draft is made payable in
London to the Societe Generale de Paris, to whose branch manager
in Patras it is handed by the drawers.

On arrival of the consignment in Manchestor, the Consignees are
required to fill in a special Customs document such as is used when
dutiable goods are imported. After payment of the Freight Account,
the goods are handed over to the Consignees by the Shipping Company,
provided in the meantime that the import duty has been paid. If the
duty is not paid, the goods must be warehoused in a bonded warehouse.
The draft is presented by the bank and duly accepted, and honoured
on the due date.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter re samples forwarded to Buyers; (2) Reply, ordering
goods ; (3) Letter acknowledging receipt of order ; (4) Foreign Invoice ;
(5) Bill of Lading ; (6) Letter advising shipment and enclosing invoice,
&c.; (7) Draft; (8) Lotter re Insurance; (9) ‘‘ Entry for Home Use
ex-Ship.”
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1.—Write a letter from the Sellers to the Buyers informing
them that samples of the new crop of currants have been
forwarded by post under separate cover. Point out that the
season has been an exceptionally good one, and that in con-
sequence the fruit is in perfect condition. Express the hope
that business may result, and assure them of attention to any
orders which may be placed.

2.—Write a suitable reply to the above letter, ordering
the following, viz.:—
100 x } Cases “Diamonds” at 20s. per cwt.

100 x + ,, “Specials” at 19s. ,,
100 x 3 ,, “Choicest ” at 18s. ”
f.o0.b. Patras.

To be forwarded by first regular steamer to Manchester.

3.—Write a letter acknowledging the receipt of the order
referred to in the previous question, and stating that the
fruit will be despatched within a few days.

4.—From the following particulars make out an invoice :—

100 x } Cs. ““ Diamonds.”
Gross weight, 5,485 lbs.
Tare 600 ,,

at 20s. per cwt.

100 x } Cs. “ Specials.”
Gross weight, 5,517 lbs.
Tare 600 ,,

at 19s. per cwt.

100 x } Cs. “Choicest.”
Grogs weight, 5,281 lbs.
Tare 600 ,,

at 18s. per cwt.

f.o.b. Patras. Shipped per Steamer ‘ Angora
to Manchester direct.

bR

Patras
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5.—The following are the necessary particulars for the
Bill of Lading which you are required to make out :—

Shipped by Messrs. W. Marcopoli & Fils.
Per s.s. ““ Angora.”

From Patras to Manchester direct.
Three hundred quarter cases of currants.
Weighing 16,283 lbs. gross.

Freight at 17s. 6d. per ton of 20 cwts.
Dated.

Captain William Crookes.

6.—Write a letter from the Sellers to the Buyers, enclosing
two copies of invoice, and Bill of Lading, and notifying them
that the goods have been shipped.

7—Draw the first of exchange at 3 m/d for the gross
amount of the invoice, in favour of the Societe Generale de
Paris, and made payable in London. Show the acceptance.

8.—Write a letter to the Union Marine Insurance Company
requesting them to issue a policy covering the shipment.
The amount to be the invoice value with ten per cent. added,
plus freight as ascertained in Bill of Lading. The consign-
ment to be insured so as to cover all risks

9.—From the particulars already given you are required
to fill in an * Entry for Home Use ex-ship ” form, as required
by the Customs authorities when the goods are subject to duty.
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TRANSACTION No. 21.
Buyers : Messrs. CAMPBELL BROTHERS & CO., MiNciNag

LANE, LoNDoN.

Sellers : Tur CEYLON TEA ESTATES, LTD., CorLomso,

CEYLON.

SUMMARY.

The Buyers aro a firm of tea merchants in the City of London.
Having had numerous dealings with the Sellers, who are tea growers
and exporters in Ceylon, they forward an order for 20 chests of tea,
which are at once purchased by the Sellors and shipped on account of*
Messrs. Campbell Brothers. The cost of the tea is stated separately
on the invoice, the charges being set out in detail in Cingalese currency.
For the purposes of exchange the rupee is taken as being worth 1s. 4gd.
The Consignors take out Bills of Lading and effect marine insurance,
the documents in each case being forwarded along with the invoice
when the shipment is advised. An Abstract Invoice is made out,
omitting all details, to be forwarded by a later mail along with the
Second of Exchange.

DOCUMENTS AND CORRESPONDENCE.

(1) Letter incorporating order; (2) Letter acknowledging receipt
of order; (3) Shipping Invoice; (4) Abstract Invoice; (5) Draft—
First of Exchange; (6) Letter advising shipment and enclosing B/L
and Marine Insurance Policy ; (7) Letter enclosing Second of Exchange
and Abstract Invoice ; (8) Letter from Consignees advising safe receipt
of consignment and payment of draft. '
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1.—Write a letter on behalf of the Buyers, to the Ceylon
Tes Estates, Ltd., Colombo, Ceylon, requesting them to
purchase and ship as early as possible, 20 chests Ceylon Pekoe
Tea, similar in quality and flavour to the consignment of the
20th July last. Freight is to be paid in Colombo, and the
Consignors are to effect insurance as usual. Reimbursement
by demand draft payable in London.

2.—Write a lotter from the Ceylon Tea Estates, Ltd.,
acknowledging the receipt of the order, and stating that
shipment will probably be made in about a fortnight’s time.
3.—From the following particulars make out the invoice :—

20 chests Ceylon Pekoe Tea, 2,040 1bs. net.  Rupees.

Cost .. 728.44
Packing, &c., at 33 cts. per 1b.... v. 11.40
799.84
CHARGES. Rupees.

Interest . . 3.20

Shipping Charges % ct. perlb. ... 10.20
Export Duty at 10 cts. perlb. ... 1.82
Harbour dues e 140
Marine insurance on £100 abt

ex. 1-4,', Rp. 1497.08 at

5% to pay average ... 6.55
Less 259, dis. ... 1.64

4.91
Policy and stamp .. 1.25
—— 616
B/L, stamps, petties, and
Fire Insurance ... e 6.00
Freight on c. ft. 111 ft. 8 in.
at 30s. per ton 50 ft. =
£3 7s. at exchange 1-4.);
paid in Colombeo ... 50.15
_— 78.93
878.77
219, Commission ... 21.97

Rp. 900.74
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LoxNpon.

By our draft No. 24 at sight on Messrs. Campbell Bros.
and Co., London, exchange 1-4.

4.—From the above particulars make out an Abstract
Invoice, showing only :—

Usual form of heading.

Number of packages.

Net weight of tea.

Gross amount of invoice (including charges) in
sterling.

5.—Draw the First of Exchange, payable on demand, for
the amount of the invoice, in sterling, in favour of the Ceylon
Tea Estates Limited, Colombo, but payable in London.

6 —Write a letter from the Consignors to Messrs. Campbell
Bros., advising shipment of the 20 chests of tea per steamer
“ Invicta,” and enclosing (a) Invoice, (b) Bill of Lading, and
(¢) Insurance Policy. State also that the draft has been
negotiated through the National Bank of India, Limited,
and express the hope that it will be duly honoured on presenta-
tion.

7.—Write a further letter from the Sellers confirming the
one already written, and enclosing Second of Exchange and
Abstract Invoice. It is supposed to be written seven days
after the previous letter, and is sent by the next mail.

8.—Write a letter from the Consignors stating that the
consignment has been delivered and accepted, and that the
draft has been presented by the bank and duly honoured.

Printed in Great Britain by R. & R. CLaRK. LiMITED. Edinburgh.
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