| SV iols Jgf o J9YI whuadl - ey gl o )90 bk B O hbid g/ s
| |

“) J
J |‘ﬁJ
S <




1

FoVipls Jol o JOYI vhuadl - el 50V ot gl sl | o8 )0 uihe S 0N b ol i/ s

N
@ By  First Term Jo¥ipiliQlepdope | () @
Details page
Chapter (1)
Introduction to secretarial
of Secretary Definition 7
of Secretary Tasks 7
Technical skills of Secretary 7
Qualities of a successful Secretary 8
Type of secretaries 8
Chapter (2)
Types of Letter
personal Letter- Formal Letter- Business Letter 11
Good writing rules for business letter 11
Importance of business letter [] 11
parts of business letter [] 12
Chapter (3)
Inland Transactions
Home Trade
The main of business letter 21
Terms of delivery 24
Main Expensesin Home Trade 24
Terms of Payment 25
The Invoice
Definition and Model of Invoice 37
Writing The amount in word 39
Adjustment Noted
Debit note 61
Credit note 69
Abbreviations 71
Model of Examination 73

()




| FeVieks Jol o J9Y) el - dudei Y1 ot ] G 9 el B D ki g/

@ @9  STUDENT'S DATAcdlaliGility () @

School's Name

Student's Name

Subject . | Secretarial English
Class No.
Items No. :
@m@
Topic Page| Mark
1 Introduction to secretarial 9
2 Types of Letter 17
3 Types of Letter 17
4 Enquiry -Terms of delivery —Main Expenses 31
5 Quotation -Terms of Payment 33
6 Order Letter 35
7 The Invoice 49
8 The Invoice 52
9 The Invoice 55
10 The Invoice 58
11 Debit note 67
12 Credit note 69
13 Model of Exam No.1 74
14 Model of Exam No.2 76
15 Model of Exam No.3 78
16 Model of Exam No.4 80

’255 jjj jA [.: '.M S _D. jA ‘Z'.L_a'.[‘w




1

Sovimls Jgl oi—  JoI vhuadl - dui pY) ot sl o )90 bk B O hbid ot g/ s

( Introduction to secretarial di sk ySwadl (§ 4o 2o )

Secretary s Sl iy ad,

Is s& person uad&ll who ¢ assists *lw the manager sl
and is trusted 4 @sis to accomplish Ja¥ important

and confidential work Ay ad) g Aalgd) Alas )

@(@ 2l Oilopope @}@

Tasks of Secretary Sl algs
1-Typing the document il abal) 45LS
2-Answering telephones calls A silil) clallSal) o 3
3-Arranging appointment A gall cusi i
4- meetings and conferences Sl el gall g Clelaial) i
5-Filing and indexing A g dl) g Jadal)
6-Dealing with malil &l & Saladl)
Technical skills of Secretary s Sell 4l &) jlgall
1-communication skill cNlaty) & jlga
2-planning skill bubitl) 3 jlge
3-problem-solving skill CMEal Ja 3 lga
4-Foreign language skill Agsin) SR Balag) Bl
5-interpersonal skill dpaddl) cldal) 3 jlga
| Qualities of a successful Secretary galll jb Sl dlial ga
1- polite Qi 3a
2-good appearance B Gea
3-Good communicator Juaiy) g
4- Calm and patient Jalal) Ao 5 a8 9 ¢ g8
5- tactful and discreet Asall g 5 jlgall
Type of secretaries 4t Sl g4
1-General secretarial dalad) 4 U Sl
2-Private secretarial dualdl) 4y U Sal
3-Specialized secretarial duaaiiall 4y G Sl

()
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A weses TG

General secretarial 4alal 4,4 <)

It helps 3=l different —liss department Glelad in an
accomplishment =¥ of there works Jlac V!

Private secretarial 4alid) 4, 1 <

It helps s:=lus manager »l in an accomplishment Y
of his works and tasks aledl s Jlac V!

Specialized secretarialdawiiall 4, G Kl

it provides = Technical consulting 4xdll &l Lauy) in
domain Of work Jes!l Jlas & such Jis: Legal 54l
Medical k! —press sl

@ 6 Types of Letters Jiwdi g1 il 6 @

1-personal Letterduaid Jiu

Letter are exchanged between (relatives & friends)
slBaual g )Y G Aabie Bl o

2- Formal Letterdwaid Jitu,

Letter are exchanged between the (departments of
government)ie sSall cileUad ;o dabie Jils ) o
3-Business Letterd ias Jibu,

Letter are exchanged between (Business men&
Business firms)<iliidl s Jee I Jla ) o daliie Jilu ) 4

@ Good writing rules for business @

Lal) Qladl) cilia) ga

1-Be Accurate |((:22)43 [ 4-Be Clear )
2-Be Complete d-«lS 5-Be Courteous g

3-Be Concise

ME 2) <hay sml 9

(°)
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@ () Importance of business letter[] | ) @

¢ il i) dani
1-used a document el addiioy
2-Means of advertising Ale 3 Ay oS addiiey
3-increases the volume of trade 5 ladl) aaa Bab ) Ao Jary
4-establishes good relations Ba cildde e-“-‘
5-save time and money Jlall g B gl) 3 g

@( §§§ parts of business letter] | (2 )@

Q;Jl.;ﬂ\ eUadl) f«\j@i
The sender's data Jul 1) elila Y
The Date Gl -
The Addressee data aQl) Ju el iy
The Salutation dpaliid) das ¢
The Body g 3 gall -0
The complimentary close dalid 4as Y
The Signature &l -V
The enclosures <ul8d oA
@ Sender's dul ) ol sis <l juaial | @
Jalsily Akl il A al) dall das
Telephone Tel. Oséatil)
Mobile phone Mobile Jbiga
Facsimile Fax (ransid
Electronic Mail Mail 9 A &
é A mish for SRR é
//”/////5/7 for S\
//




| FeVieks Jol o J9Y) el - dudei Y1 ot ] G 9 el B D ki g/

Al | ge &l laidl

1-January Jan. 7-July July.
2-February Feb. 8-August Aug.
3-March Mar. 9-September Sep.
4-April Apr. 10-October Oct.
5-May May. 11-November Nov.

6-June June. 12-December Dec.

sender's name [
Address - Town

Addressee's - name

Address - Town
Dear sir
The Body
Your faithfully
Encs........ (Signature

SHod 08 L8 dulaed w e Al
A==l f3 G =lbededdl) () ) S

™)
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You have the following data

SenderJ«! ) a: Mervat Abdullah ElI-Gohary st. , Cairo
(Mobile:01221230017 — Fax:02/2269853 — E-Mail:ME@yahoo.com)
Addressee4) Juall sl :TECHNOGAS co , 33 Farouk st. Shargia
Bodyf s#<asal): please send the price list for Gas Cooker
Size(60%60)

Datef Y : October 1, 2018

Reguired:a model of business letter

Mervat Abdullah

El-Gohary st. , Cairo

Tel.:01221230017

Fax:02/2269853

E-Mail:ME@yahoo.com
Date: October 1, 2018

TECHNOGAS co
33 Farouk st.

Shargia
Dear sir
We are pleased to send the price list for Gas
Cooker size(60x60)
Your faithfully
Mervat Abdullah
Signature
Encs:.......

Activity Questions i Aliu

You have the following data

SenderJ-' )l aul: ElI-Shark insurance Co. , 30 Soliman st. , Cairo
(Mobile:01100220023 — Fax:02/2288960 — E-Mail:SH@yahoo.com)
Addressee+ Ju il sl : ABDEL KARIM , 39 Salah Salem st. Giza
Bodys s sall: please send the price list for TV Color 20 inches)
Datez 4l : October 1, 2017

Required:a model of business letter

(N)
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Home Trade 4dila 3 ail:Means Buying s's& and selling &=
Goods dsladl inside country Akl Jal
Divided into ) axdii: 1-wholesale trade 4das 3 s
2-retail trade 4 3 jlad

The main of business letteraswi i 4 lail) Jilu )
1- The Enquiry Letter jbwdiuy) dllu
2-The Quotation Letters pawdl) Al
3-The Order Letterdsla) qil Al

1- The Enquiry Letter Jlwdia) Al

It is an a letter ) sent by sl 52 Jw 5 the buyer 2l to the
seller £ asking for o= Jww price J of goods 4claidl and of
termsk s s delivery il and payment g8l by s
Jhadiay) Al Z gl

buyer's name ¢s_siiall aul
Address — Town sal- 4l sic

Telo.......... Osili
Fax............. oSl
E-mail.:......... el
Date:.....cccvvveennne &
seller's — namexl aul
Addressi sic
Townsak
Dear sir
Please gquote: W .
Description deladl ol Q 4s
A waiting your reply

Your faithfully
Signatureg sdal ad s

)
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@ N 2)-The Quotation Letter §ypmed) b 7 @

2)-The Quotation Letter 3 sl Alu
It is an a letter 4w, 4 sent by 4l » Ju 5 selleral) to the buyer ¢ il J
telling him 3_:3 about the price of goods 4cbadl jul ceand terms of

delivery aduill by 55 and payment gl s

@ B 2)-The Quotation spauddl Mlwyzipss | () @

Buyer's — name s _iiall aul
Addressiil sie

Townsal

Dear sir

seller's name @l aul
Address — Town sal- 43 sic

Tel:.......... Ol

Fax............ oSl

E-mail.:......... Jaal
Date:.................... o

Please to quote: S s

Description deladl by

Q%<

Unit price sas 5l jau

A waiting your reply
Your faithfully
Signaturea aé s

el &l laidl g clals

Terms Delivery aludll ag 55 | seller ]
Terms Payment giall Ly 4 | Buyer & il
Q= Quantity aSl) Discount aad

artrtradd 2] Shay pRD §

Q)
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@ 6 3-The Order Letter adstad! ello dlu) @ @

3)-The Order Letter dolad) clb dlu
It is an a letter 4w, sent by buyer 34l to the seller &4 ordering
him <« <k to send the goods agreed upon lele il deball Jus )

Ao Loy ik Al )l 73 ga

Buyer's name ¢ iiall aul
Address — Town sak- 4l 5ic
Tel:.......... Ol
Fax............ oSl
E-mail.......... il
D | (- o

seller's — name &Ll aul

Addressiil sic

Townsal

Dear sir

Please send: W Ju )
Description 4sladl gk [ Q 4w | Unit price 3l s

A waiting your Goods
Your faithfully

Signatureg idall a5
é A Hish for SR é
//”/////5/7 for SIS
//
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@ Terms of delivery asldll Jag y (")

1-Ex works(EXW)akdl ¢ jlas

Delivery the goods at seller's warehouse gkl ¢ jlis delad) adus

2- Delivery Duty paid (DDP) s _idull ¢\

Delivery the goods at Buyer's warehouse ¢ idall (s dsbad) plus

@ Main Expenses 4wl ciy laal) @

1- porterage : Juall ciy juas

Cost of carryingds goods dcladl by porter Juil

1- Cartage <l sl Jalll di uaa

Cost of transporting (carrying)J= goods 4cladl by Cars <k ]l

@ Terms of Payment gl Jag & (") @

Cash with order C.W.0O delay) culb die ady o idial)
Cash On delivery C.O.D doladl adud die adyy o sidiall
Prompt Cash delayd) alud Cra(al) ¥ DA by (o il
Cash Payment delay) alud Cra(all Vo PR ady (o bl
(Sl — Jluayly 1485 adal) ¢ 5<y

Credit Payment Badaa Baa Ao (L) My adyy g idiall
(—ed) A — Apay adal) ¢ 585

DS_hediscound) i [Z)(A

1-Trade discount (ks aad

It is reduction =33 on the price J=- of goods to encourage him 4l
to the Purchases /il 5 <l jiiall e

2-Cash discount 2 mad

It is reduction =33 on the price J=- of goods to encourage him 4xsil
to the Prompt payment sl gdall 5l sl 4 yud

()
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Trade discount g aill madll | Cash discount il aadll
reduction to encourage the Purchases | reduction to encourage the Prompt payment
by dial) gl ) B Gagdi o) ) 38 juu )yl B il
Appears in invoice Appears in the book

(AR ek ¥ g)8 gty ey (sl ks V) aally ek

It is neither again nor loss It is again to buyer and loss to seller

Al Yy cilsa ol gl B bl g (g idall uka

(Exercise No.(2) ) Aaia T M)

You have the following information

Buyer's: Saad Kamel, 22 Canal st. , Suez

(Mobile:01006392842 — Fax:06/667791 — E-Mail:SK@gmail.com)
Seller's: Samir &Aly Stationary co, 1 Adly st. Cairo

(TeI 02/23344567 — Fax:02/23344568 — E-Mail:SAS@gmail.com)

Description Q Unit price
Goods: Stapler 50 EGP 150
Terms :Delivery :DDP Payment :C.W.O

Required : 1- Enquiry Letter Jlwiiu¥) 4l ) dated 1, October ,2018
2-The quotation Letter 3 =il s ) dated 20, October ,2018
3- order Letter ikl 4l ) dated 31, October ,2018

/ Jall 08 daly cillaadle \
Jag il Jla¥) 83 (gt Apasll g dobidagl) iy i€l laadiedd) Alluay
Jagyddly Jlaw) 83 aa dgasll g dsbiagd) Gy ST ) Ay
bag yally ) S0 pa dasl g Ao Ll oy iS5 jlaadin) Ay B
il b iy uaall gl ¥
busill A Ciy aall aras gdiS Ex works(EXW) aededdll by
k OJJAUS\QALM“JUAA@\)@EAYDDPM\EW

(")




| SVioks Jol o J9Y) il - e 58V ol gl | o 9 el B ) mbid il a4t

Saad Kamel
22 Canal st. , Suez
Tel:01006392842
Fax:06/667791
E-Mail:SK@gmail.com
dated 1, October ,2018
Samir &Aly Stationary co
1 Adly st, Cairo

Dear sir
Please quote:
Description Q
Stapler 50

A waiting your reply
Your faithfully
Signature

quotation Letter 3 il 4l

Samir &Aly Stationary co
1 Adly st , Cairo
Tel:02/23344567
Fax:02/23344568

E-Mail:SAS@gmail.com
dated 20, October ,2018
Saad Kamel
22 Canal st. , Suez
Dear sir
Please to quote:
Description Q Unit price
Stapler 50 EGP 150
Terms:  Delivery :DDP Payment :C.W.O
A waiting your reply
Your faithfully
Signature
(%)
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@( (S ) The order Letter <kl 4L, | ( 2 2 )@

Saad Kamel
22 Canal st. , Suez
Tel:01006392842
Fax:06/667791
E-Mail:SK@gmail.com
dated 1, October ,2018
Samir &Aly Stationary co

1 Adly st
Cairo
Dear sir
Please quote:
Description Q
Stapler 50
Terms:  Delivery :DDP Payment :C.W.O

A waiting your reply
Your faithfully
Signature

The Invoice (Inv.): (5.5l i %)
It is a detailed statement Lualli iis g of Goods 4sladh and expenses
iy ladly sent by dw s the seller to the buyer g idall il

(g’((i! 3)\93&\&}’4\94&&\}44&\@&\ |f§iug’

Full Abbreviations

E.&.O.E. JErrors and Omission Excepted

Inv. Invoice 5 gLl
EGP Egyptian pound § pan Aix
Q. Quantity sl

/A z./: '-M ofia ¥ 4';{ /'-/L“'
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seller's name &l aul
Address — Town - &l sic

Invoice No:( )

Sold To
Buyer's — name s _iiall aul
Addressiil se
Townsab
Terms :Delivery.................. Payment: ...........c.ccccovvinennnn..
Description Q [ Unit price Total
EGP EGP

(-)Trade discount.............. .. | | | ...

(DExpenses |1

ST TTTTTTTTTTT Egyptianpound | | ...

A jalady) Aadll a8 1A

E.
Eleven One hundred
Twelve| 20] Twenty| 200| Two hundred
Thirteen] 30 Thirty| 1000|] One Thousand
Fourteen| 40 Forty| 2000| Two Thousand
Fifteen| 50 Fifty
Sixteen| 60 Sixty
Seventeen| 70| Seventy
Eighteen| 80 Eighty
Nineteen| 90 Ninety

Y



https://www.timeanddate.com/calendar/months/december.html

| TVipls Jgl o= J9Y) huadl - i 58V ki | o )9 deluided B N i e/ )]
@( 6 Covering letter @i wtlaill- @ )@

seller's name gkl aul
Address — Town sak- 43 gis
3 i.'sﬁ

Buyer's — name . idull aul
Address4il sic
Towns
Dear sir
We enclose @ ourgeinvoice No.(......) &, 588 For.. i EGP
(]3] 2 pound i gall duall)
A waiting your reply
Your faithfully
Encs:inv.No:....... Signature gkl P

5 giLal) @Juué:\,ig‘gs’.) 5 gilal) &Aéﬁﬂ\ cUadll Z\.Bjah
delad) pu ddpdll = JITotal Ay deladl el Juagii
Q 4wslix unit price s = dslag)

B a1 ol Y il g

r3

25 Twenty Five

43 Forty Three

421 Four hundred twenty one

6570 Six thousand five hundred seventy

986532 I Nine hundred and eighty-five thousand and five hundred and
thirty-two

Y)
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You have the following data:

Seller's: EI-Shaboury Co. 1, Abdeen st. , cairo (Manager:Adel Emam)
(Tel:02/22435050 — Fax: 02/22435051 — E-Mail: ASC@yahoo.com)
Buyer's: Gamal Aziz Boules, 5 Saleem st. Asyut

(Tel:088/455780 — Fax: 088/455781 — E-Mail: GAB@gmail.com)

Goods: Description Q Unit price
Deep freezer kiriazy 5 EGP 2700
Mixer Kenwood 10 EGP 1000
Terms :Delivery :EX Works Payment :C.0.D

Expenses: porterage EGP 100 — Cartage EGP 400
Make out : 1- Enquiry Letter Jbusiu¥) dlu, dated 2/12/2018
2-The Invoice No.:(333) 2,5, dated 12/12/2018

JM:\MY‘ Al =

Gamal Aziz Boules
5 Saleem st. Asyut
Tel:088/455780
Fax: 088/455781
E-Mail:GAB@gmail.com
dated 1/12/2018
El-Shaboury Co

1, Abdeen st.
Cairo
Dear sir
Please quote:
Description Q
Deep freezer kiriazy 5
Mixer Kenwood 10

A waiting your reply
Your faithfully

Signature

QA)
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El-Shaboury Co
1, Abdeen st. , cairo
Tel:02/22435050
Fax: 02/22435051
E-Mail:ASC@yahoo.com
dated 12/12/2018
Invoice No:( 333 )
Sold To
Gamal Aziz Boules
5 Saleem st.
Asyut
Terms :Delivery: EX Works
Payment:. C.0.D

Description Q |Unitprice [Total
EGP EGP
Deep freezer kiriazy 5 | 2700 13500
Mixer Kenwood 10 | 1000 10000
23500
(+)Expenses
porterage 100
Cartage 400
Only: Twenty four Thousand Egyptian pound 24000
E.&.O.E.
4 dalay cdaaMa A

Trade discount s U g adll aadl)
bl & iy uaall e gl EX Works psleadl) by

J

9
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You have the following data:

Seller's: EI-Shaboury Co. 1, Abdeen st. , cairo (Manager:Adel Emam)
(Tel:02/22435050 — Fax: 02/22435051 — E-Mail:ASC@yahoo.com)
Buyer's: Gamal Aziz Boules, 5 Saleem st. Asyut

(Tel:088/455780 — Fax: 088/455781 — E-Mail: GAB@gmail.com)

Goods: Description Q Unit price
Deep freezer kiriazy 5 EGP 2700
Mixer Kenwood 10 EGP 1000

Terms :Delivery :DDP Payment:prompt cash trade discount EGP 500
Make out : 1- order Letter kbl 4w, dated 2/12/2018
2-The Invoice No.:(333) 23,5 dated 12/12/2018

delay) alls Al 5 )

Gamal Aziz Boules
5 Saleem st. Asyut
Tel:088/455780
Fax: 088/455781
E-Mail:GAB@gmail.com
dated 1/12/2018
El-Shaboury Co

1, Abdeen st.
Cairo
Dear sir
Please send:
Description Q | Unit price
Deep freezer kiriazy 5 12700
Mixer Kenwood 10| 1000

Terms :Delivery :DDP Payment :prompt cash trade discount EGP 500
A waiting your reply
Your faithfully

Signature

()
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@( <§§ invoice (gt aaiy)s ) silal) ‘@)@

El-Shaboury Co
1, Abdeen st. , cairo
Tel:02/22435050
Fax: 02/22435051
E-Mail:ASC@yahoo.com
dated 12/12/2018
Invoice No:( 333 )
Sold To
Gamal Aziz Boules
5 Saleem st.
Asyut
Terms :Delivery: DDP
Payment: prompt cash trade discount EGP 500

Description Q |Unitprice [Total
EGP EGP
Deep freezer kiriazy 5 | 2700 13500
Mixer Kenwood 10 [ 1000 10000
23500
(-)Trade discount.............. 500
23000
Only: Twenty three Thousand and Five 23500
hundred Egyptian pound
E.&.O.E.
4 iy Uaa Pl )

Trade discount EDP 500 4xis ©++ Jals il Lia (5 laill aadl
deladl gai (e 8 e pady (5 i) aadll
wyul\@wj.@%;b@_h‘i DDP@-\LMA \.L)u:
- /

(M)
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@ INVOICe (Yohsmd (g kol auady)s ) sildl @

You have the following data:

Seller's: EI-Shaboury Co. 1, Abdeen st. , cairo (Manager:Adel Emam)
(Tel:02/22435050 — Fax: 02/22435051 — E-Mail: ASC@yahoo.com)
Buyer's: Gamal Aziz Boules, 5 Saleem st. Asyut

(Tel:088/455780 — Fax: 088/455781 — E-Mail: GAB@gmail.com)

Goods: Description Q Unit price
Deep freezer Kiriazy 5 EGP 3000
Mixer Kenwood 10 EGP 1000

Terms :Delivery :DDP Payment: trade discount 5% -1/2 C.O.W
Make out : 1- order Letter bl 4., dated 2/12/2018
2-The Invoice No.:(333) 8,5 )54 dated 12/12/2018

FISTNTIAKF T

Gamal Aziz Boules
5 Saleem st. Asyut
Tel:088/455780
Fax: 088/455781
E-Mail:GAB@gmail.com
dated 1/12/2018
El-Shaboury Co

1, Abdeen st.
Cairo
Dear sir

Please send:
Description Q | Unit price
Deep freezer Kiriazy 5 13000
Mixer Kenwood 10| 1000

Terms :Delivery :DDP Payment : trade discount 5% -1/2 C.O.W

A waiting your reply
Your faithfully

Signature

(V)
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El-Shaboury Co
1, Abdeen st. , cairo
Tel:02/22435050
Fax: 02/22435051
E-Mail:ASC@yahoo.com
dated 12/12/2018
Invoice No:( 333 ) Stamp

Sold To
Gamal Aziz Boules
5 Saleem st.
Asyut
Terms :Delivery: DDP
Payment: trade discount 5% -1/2 C.0.W

Description Q |Unitprice [Total
EGP EGP
Deep freezer kiriazy 5 | 3000 15000
Mixer Kenwood 10 | 1000 10000
25000
(-)Trade discount(25000x5%)=1175 1250
23750
(-)1/2 C.O.W 11875
Only: Eleven Thousand and eight hundred 11875
seventy fiv Egyptian pound
E.&.O.E.
4 il clas S A

Trade discount 5% 42 s 4o Lia (5 ol auadll
1/2CWO=lhall aie deliadl Caal dlaw
3)}AM\LALWJ¢@}(»AM kw\wﬁwcﬁd\mmj)
\_ bl (& oy jlas gl el Y DDP ol L.}zj

(")
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You have the following data:
Seller's: EI-Shaboury Co. 1, Abdeen st. , cairo (Manager:Adel Emam)
(Tel:02/22435050 — Fax: 02/22435051 — E-Mail:ASC@yahoo.com)
Buyer's: Gamal Aziz Boules, 5 Saleem st. Asyut

(Tel:088/455780 — Fax: 088/455781 — E-Mail: GAB@gmail.com)

Goods: Description Q Unit price
Refrigerator(18 Feet) 4 EGP 5000
Electeric Heater 20 EGP 800

Terms :Delivery :EX works
Payment:paid in advance EGP20000 (CWO)
Expenses: porterage EGP 100 — Cartage EGP 400
Make out :
2-The Invoice No0.:(333) ~, 5,54 dated 12/12/2018
1- covering Letter & !l clailidated 12/12/2018

1-- covering LetterGé ydl sl

El-Shaboury Co

1, Abdeen st.cairo

Tel:02/22435050

Fax: 02/22435051

E-Mail:ASC@yahoo.com
dated 12/12/2018

Gamal Aziz Boules
5 Saleem st
Asyut

Dear sir

We enclose our invoice No.(333) For EGP 16500
Only: sexteen Thousand and Five hundred Egyptian pound

A waiting your reply
Your faithfully
Adel Emam
Managr
(%)




| FeVieks Jol o J9Y) el - dudei Y1 ot ] G 9 el B D ki g/

El-Shaboury Co
1, Abdeen st. , cairo
Tel:02/22435050
Fax: 02/22435051
E-Mail:ASC@yahoo.com
dated 12/12/2018
Invoice No:( 333 )
Sold To
Gamal Aziz Boules
5 Saleem st. Stamp
Asyut
Terms :Delivery: EX works
Payment: paid in advance EGP20000 (CWO)

Description Q |Unitprice [Total
EGP EGP
Refrigerator(18 Feet) 4 | 5000 20000
Electeric Heater 20 | 800 16000
36000
(-)paid in advance ~2« EGP20000 (CWQO) 20000
16000
(t)Expenses
porterage 100
Cartage 400
Only: sexteen Thousand and Five hundred 16500
Egyptian pound

El-Shaboury Co

Adel Emam
E.&.O.E. Managr

s Al ola 29 3 alEll Cuy ) s delianll Aad e e Al &3 13) -4l gala
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( Adjustment Noted dulGuatsiadl Gblﬁé!)

@ The debit Note (D/N) ¢raall jlad) @

Debit note( DIN ) ¢paall Jladl) <y jas

It is anote wdl To correct geawail decrease error gabil i in invoice
s8N & sent by Juu seller &lito buyer s idall

LE

seller's name @&kl aud
Address — Town sal— &) gic
Tel.:.......... Q98
FaX.i....oeee... usld
E-mail.:......... Jaal
DE: | (- - &
D/N No:( )
Buyer's —name ¢ idall aul
Address 4 sie-Town 2k
Description Total
EGP
undercharge 3
undervalue xX
omission xX
only:.......ccoiiiiiiiiiiiieeen, XXXX

NS DY)

Reasons (maall jlady) Jlw ) clawd

An undervalue means total (lower than) total actual (aisic g sesall

An undercharge _means price (lower than) price agrees gaidia gl

An omission (good &expenses not recorded) dilas e oy uadll 5 dcliall

()
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Credit note( C/N.) ¢ilall jlady) ? @

Credit note( C/N.)? cilall Ll Cay s

It is a note & To correct geaall increase error 33u3uad in invoice
s8N A sent by Juuseller &ldito buyer g idall

@ The debit Note bl ladll zisad Z) @

seller's name k) aul
Address — Town sak— &) gis
Tel.:.......... Qo8
=EV ST uslé
E-mail.:......... e
Date:........ccoevnrennne GO
C/N No:( )
Buyer's —name ¢ idall aul
Address 4 sis-Town sk
Description Total
EGP
overcharge XX
overvalue 3
omission xX
Oonly:....ccooviiiiiiiiiiicciee e, XXX X

@ ) ) Jon) @

Reasons gl jled¥) Jus )l il
An overvalue means total (higher than) total actual g g gaal
An overcharge means price (higher than) price agrees  giis
An omission (good not recorded)4iias & dslal
trade disc- is omitted ciis g il aadl)
Good returned by buyer g sidall (e dslay 4,

(')



https://www.timeanddate.com/calendar/months/december.html

| FeVieks Jol o J9Y) el - dudei Y1 ot ] G 9 el B D ki g/

@ 6 The Debit Note(/DIN.) ¢l Jai¥) e o

You have the following data:

Seller's: ElI-Shaboury Co. 1, Abdeen st. , cairo

(Tel:02/22435050 - Fax: 02/22435051 - E-Mail:ASC@yahoo.com)

Buyer's: Gamal Aziz Boules, 5 Saleem st. Asyut

(Tel:088/455780 — Fax: 088/455781 — E-Mail:GAB@gmail.com)

The seller on checking uead his invoice discovered the following
Description Unit price

undercharge :on invoice No.:22 dated Dec-,7,2018 EGP 1000

Required:The Debit note No0:40 dated December,7,2018

@ B The Debit Note(/D/N.) cuall jlad) 7 @

El-Shaboury Co
1, Abdeen st. , cairo
Tel:02/22435050
Fax: 02/22435051
E-Mail:ASC@yahoo.com
dated December,8,2018

D/N No:(30 )

Gamal Aziz Boules
5 Saleem st.
Asyut

Description Total

EGP
Undercharge :on invoice No.:22 dated Dec-,7,2018 1000
Only: one thousand Egyptian pound 1000
g < < <
= D) et s 2 8

(TA)




FoVipls Jol o JOYI vhuadl - el 50V ot gl sl | o8 )0 uihe S 0N b ol i/ s

@ (N The credit Note(C/N.) et Jaddl e oy el

You have the following data:

Seller's: EI-Shaboury Co. 1, Abdeen st. , cairo

(Tel:02/22435050 - Fax: 02/22435051 — E-Mail:ASC@yahoo.com)
Buyer's: Gamal Aziz Boules, 5 Saleem st. Asyut

(Tel:088/455780 — Fax: 088/455781 — E-Mail:GAB@gmail.com)
The seller on checking uead his invoice discovered the following

Description Unit price

Overvalue :on invoice No.:45 dated December,8,2018 | EGP 1000

Required:The credit note No:30 dated December,8,2018

@ a The credit Note(C/N.) cila) jlady) 7 @

El-Shaboury Co
1, Abdeen st. , cairo
Tel:02/22435050
Fax: 02/22435051
E-Mail:ASC@yahoo.com
dated December,8,2018

C/N No:(30 )

Gamal Aziz Boules
5 Saleem st.
Asyut

Description Total

EGP
Overvalue :on invoice No.:45 dated Dec-,8,2018 1000
Only: one thousand Egyptian pound 1000
é A mish for SR é
A9 WIsh fo
g 7
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Jo¥l a il ylxiel Zs43 The First Term Model Exams
Lobieha. da3ht gola 6o 91 lalt 2 oy 1 A0 2ty Sl / 330

Question No (1) : Translate the following (4 Mark)
English Meaning Arabic Meaning
1-Private Secretarial

Question No (2) : Complet_the following Table (4 Mark)

Abbreviation Abbreviation Meaning
1-COD N
2 2- Debit Note
3-Inv. LR
G- 4-Mobile Phone

Question No (3) : Choose the correct answer (4 Mark)

;LSRN Means delivery the Goods at the seller's warehouse
1)DDP 2)CWO 3)EXW 4)COD
b-....... Letter is sent by the Buyer's enquiring about price and terms of Goods
1)Quotation 2)Enquiry 3)Order 4)Personal
Crrererersnnnnanenens Is note to correct decrease error in the invoice
1)c.d 2)C/N 3)D/N 4)d.
(o E Is one of the secretary skills
1)polite 2)communication 3)concise 4)Accurate

Question No (4) : (4 Mark)
Seller's: Arts Stationary shop 6, Faggala st., cairo (Tel:02/23354440 - Fax: 02/23354441)
Buyer's: Samir salem . 10, Nasr st. , Red Sea (Tel:065/6655490 — Fax: 065/6655450)

The seller on checking w<s? his invoice discovered the following

Description Unit price

Undervalue :on invoice No.:3445 dated October,1,2018 EGP 500

Required :The suitable note dated October,9,2018

()
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Arts Stationary shop
6, Faggala st. , cairo
Tel:02/23354440
Fax: 02/23354441

Question No (5) : You have the following data__ (20 Mark)

Seller's: Misr trading Co. 44, Naser st. New Valley (Sales Manager :Mr. Adel Emam )
( Fax: 092/456079 — E-Mail:MTCO@yahoo.com)

Buyer's: Saleh Gad Mohamed , 7 River st. Luxor

(Mobile:01114779550 - E-Mail:SGM@gmail.com)

Goods: Description Q Unit price
Calculating Mashine 10 EGP 500
Mixer Kenwood 20 EGP 1000

Terms :Delivery :EX Works Payment: COD - trade discount EGP 1500

Expenses: porterage EGP 50 — Cartage EGP 250

Make out : 1- order Letter dated October,10,2018 (5 Mark)
2-The Invoice dated October,25,2018 (15 Mark)

Saleh Gad Mohamed

7 River st. Luxor

Mobile:01114779550

E-Mail:SGM@gmail.com
dated October,10,2018

Description Q | Unit price

Terms : Delivery : .. erceeceercceeeec e
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Misr trading Co

44, Naser st. New Valley

Fax: 092/456079
E-Mail:MTCO@yahoo.com

Sold To
Terms :Delivery: ......iiviiniiinncinisenncseniennns
Payment: ......ccccivireerverneeneennnnniecnnnennen
Description Q Unit price Total
EGP EGP
(-)Trade discount | | | ..

(+)Expenses




1
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NG

ABBREVIATION < jlaisy)

20

No. | Abbreviation Arabic Meaning English Meaning
1 c.d. Cash discount $485 aad
2 coD Cash on Delivery asleddl) die adal)
3 |cwo Cash With Order ullall aa adalf
4 C/N Credit Note Gl )
5 Co. Company 4
6 d. discount PRES
7 DDP Delivery Duty Paid g Siall ()l audud
8 D/N Debit Note Oada ladi)
9 E.&OE Errors and omission Excepted Wadll g sgaad) tae L
10 |EGP Egyptian Pound G Haa dxia
11 | E-mail Electronic mail AN &) o) i
12 | Encs Enclosures 88 ya
13 |EXW EX Works il OB anled
14 | Fasx Facsimile s
15 | Inv. Invoice 5
16 | Mobile Mobile Phone Jgeaa O odull
17 | Q. Quantity das
Telephone O odlil)

(")

1




