MODERN BUSINESS METHODS: BEING A
GUIDE TO THE OPERATIONS INCIDENTAL
TO THE TRADE OF THE UNITED
KINGDOM, WITH THE CUSTOMARY
DOCUMENTS AND CORRESPONDENCE.
IMPORT AND EXPORT TRADE



Published @ 2017 Trieste Publishing Pty Ltd

ISBN 9780649650576

Modern Business Methods: Being a Guide to the Operations Incidental to the Trade of the
United Kingdom, with the Customary Documents and Correspondence. Import and Export
Trade by Fredk. Hooper & James Graham

Except for use in any review, the reproduction or utilisation of this work in whole or in part in
any form by any electronic, mechanical or other means, now known or hereafter invented,
including xerography, photocopying and recording, or in any information storage or retrieval
system, is forbidden without the permission of the publisher, Trieste Publishing Pty Ltd, PO Box
1576 Collingwood, Victoria 3066 Australia.

All rights reserved.

Edited by Trieste Publishing Pty Ltd.
Cover @ 2017

This book is sold subject to the condition that it shall not, by way of trade or otherwise, be lent,
re-sold, hired out, or otherwise circulated without the publisher's prior consent in any form or
binding or cover other than that in which it is published and without a similar condition
including this condition being imposed on the subsequent purchaser.

www.triestepublishing.com



FREDK. HOOPER & JAMES GRAHAM

MODERN BUSINESS METHODS: BEING A
GUIDE TO THE OPERATIONS INCIDENTAL
TO THE TRADE OF THE UNITED
KINGDOM, WITH THE CUSTOMARY
DOCUMENTS AND CORRESPONDENCE.
IMPORT AND EXPORT TRADE

ﬁTrieste






1%

MODERN
MANUALS OF COMMERCE

Frepk. Hoorer and James Granam

OPINIONS OF THE PRESS

“ Modern Busipess Methods—The Home Trade," 3/6

JOURNAL OF THE INSTITUTE OF BANKERS. - The necessity
inhhinmnhjnfimpmﬁngmrtﬂhnimluﬂmmmialodumﬁonh,’m
vur President has remarked, being incressingly realised. As an sasistanoce
towards so desirsblo an object, wo welcome the first number of this seriss.
Tt has been said that if we were to attompt to establish in the City of London
2 business collegre on the lines of those which heve sncecoded so admirably on
the eontinent, wo shonld, at the outsct, be hindered by the lack of two moat

. important fictors, viz., proporly qualified teachers and satisfactory text-books.

There is little doabt that hoth these difficulties san be surmounted, snd the
appesrsnce of s work will tend to strepgthen this opinion.  The sccond
aeption of the work trests of monpey, banking, bills of exchaoge, and contains
much nesfnl information, sod may very well be read, not only by those who
intend to heoome clerks in merchaots” offices, but by those who are already in
such smployment, and indeed, by clerks in banks. Nof the least useful parc
of the hook i that whinh deals with bills of exohsnge, sounail bills and tele-
graphic tranafers. Finally, we have s oollection of 20 Queationa for the
examination of thosa who have studied the book, and 7t may be said with
confidence that anyone who can satisfactorily answer them has gone s consider-
ablo distance on the way to become an efficient clark. '

DATLY MAIL.—* This handbook is ‘designed either for use in a
commercial school or for private work., It is admirable for cither purpese.
Everything is put very simply and very plainly, from tho neatest style of
addressing an envelops to the mysteries and pitfalls of a bill of exchange., For
& boy, of say, fifteen years, who ia not above sequiring the rudimenta of the
commercial craft he will have to practise, we cun think of uo more valuable
introduction to his business career,™

POLYTECHNIC MAGAZINE —* 1t is without question the best book
of its kind yet bronght out, both in its spirit and in the wethod sdopted, aod
[ only wish thet every young man engaged in clerical work—and a good many
who, even while not earning their living by clerical work, are yet called wpon
to undertake it, in however small & way—could have a copy placed in his
hands, and could be made to moster it from the firat page to the last.”
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i PRESS OPINIONE (confinued )

EDUCATIONAL REVIEW.—'* We can sum our opinion of the book by
saying that we cannot imagine how any parent or teacher of a youth who
intends to go into business, knowing of the existence of this work, could fajl
to ingist on his studying it. The scquirement of & tithe of the information
here given is caleulated to redoce the labour of his apprenticeship and inoresss
his chances of promotion & hundredfold. Even the general reader wounld
profit largely by studying the chapter oo cheques. We cordially recommend
the book to all teachors of vial el i

JOURNAL OF EDICATION.—* The suthors aro men of practical
cxperience, and also bave the pift of making their meaning perfectly clear.
We have looked up mors than one point lisble te prove diffcult for buginners,
aad have foand the explanations given all thet they sbonld be. Publications
sneh 5y these will be found of the greatest value wherever clasees are sstab-
Tighed for giving commeraial education in the troe sense of the term.™

DATLY TELEGRAIH.—' It ia a reforence book for bosinesa men, &
text-bouk for students, and & guide to the beginner in an office or counting
bouse conevroed with home trade. A thorvugh scquaintance with the whole
conrss shonld prove useful 1o the stedent éntering upon a businees caroer.™

YORRESHIRE POST.—'This mancal, dealing with the home trade,
begina with the work which iz vsuelly done by & jomior on his entrauce to
busineas life, and advancsa to work of mest complex kind, not unly giving
tlear instruction as to how things should he done, bot explaining why thay are
#0 dono. Other manusls, on the import and export trades amd on business
lotters, are in proparation. As they become known, they will inform a goad
many people of the extraordinery ysp which commereial courses sre capablas
of GMling.”

NEWCASTLE LEADER.—* No hetter beginning could be
than that outlived in this ussful book on Modern Fusineas Methoda,™

INSURANCE, BANKING, AND FINANCIAL REVIEW.—"Cor-
regpondence, invaices, snd all the other forme used in the aversge office, are
dealt with in an exesedingly clear style, and the youngster whe has earefully
studied the matter contained in this book sheuld never e at a loss to carry
ont his office duties to the entire satisfaction of his employer.™

CHAMBER QF COMMERCE JOURNAL.—*The ground covered is
too great to admit of detailed notice, but from a careful perusal of the varions
<hapters, mast office work, cepecially that of merchante’ offices, appears to be
thoronghly explained in simple langnage. In fact, shility to pas un examina-
tion on every part of the manusl wonld be beymni the cupacity of a good many
senjors.  Students can, with a little application, almost dispense with other
‘aagigtance than the book itealf,”
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PRES8 OPINIONS (continuad) 1id

COMMERCE —~'""An interesting volume. To those engaged in purely
commercial pursvits we can favenrably recommend this volume for study,
Particularly interesting and instructive are the chapters on mediums of
exchange, banks and banking, and bills of exchangs. The less ambitious
duties of invoices, forwarding of goods, remitting money throogh the post-
office, &e., are al'l of n eatisfactory cheracter, and ehould ba of value to the
beginner in a business house,™

BRITISH TRADE JOURNAL. - That the sbove-named book shoald
be alresdy in ils second edition is striking testimony of the inorewsed atteation
pow being piven to commercial education, Primarily it mnat be regarded as a
text-book for the students of commercial schools and eolleges, although os
reference book for those already engaged in basiness it is not without value,
Tha styla is thoronghly praectical, and its comprehensive character and
thoroughness render thia book the hest work of the kind we have sesn, We
shall look with interest te the volume, which will shertly he ready, by the
same anthors, dealing with the import and export irmc'las,”_

BRITISH & SOUTH AFRICAN EXPORT GAZETTE —* Every-
thing sppeare to be eet forth with the ntmost Teidity, -copiovs exntuples being
given on all subjects. The main bedy of the work is followsd by a number of
uscfol guestions, seversl County Council examinstion papers, snd is also
provided with an index.”

HARDWAREMAN,— Ths right tims and the right msn. With two
auch anthors, it goes withont saying that this book must covor the ground, and
it does. From the dutiea of the ofice boy, with a dvscription of hie utensils,
the copying press and the letter book, up to the moet delicate and complex
negotiations, thia ° Introduction to Modern Business Mutheds” lcavea nothing
to be desired. We are glad to sco thet this book is the firet of u series by the
same suthors, snd we lock to thueir future wurks for resl * valuo received.”
Wemnhmrtﬂjrmmmmdmr rewders Lo obtain this aod the succeeding
volumes. "'

SCHOOLM ARTER. —* This text-book hrs been most carefully prepared
by those who have evidently made a epecisl study of the subject, and they
have done their work well, and with great clearncss and aptitude of illustre-
tion. We recommend the work hearlily to our frivnds.”

EDUCATIONAL TIMES —* For s boy entering a business offica "this
treatize will cartainly be very useful ; and it contsine u great desl of informa-
tion which would make it o serviceable book of refereuce for the older handa.™

EDUCATION. — It is & compendium of kuﬂwlcdgulm B vast mass of
matters relating to office correspondence, buginess procedure, meney matters,
banking, hills, and chequee, &¢., postal and other details, all of which will he
ugeful, not only te beginoers in commerce, but for referedes to those already
engaged in the sfiirs of business. The matter is well arranged and clearly
set forth, terms are cxplaived, and the details are numerous without being
burdsnsome. The book is full of useful information, snd it remains to induce
thoss entering wpon business to maater its contants. ™



iv PRESS OPINIONS {continued)

BOOKSELLER.—' Now that the Technical Education Committecs of the
varions County Councils are including subjects of commercial education within
the acope of their operations, the provision of suitable snd satisfactery
manuals on the subject becomes of specinl importance. The present volume is
an attempt to supply such & text-book, at least, as far as our home trade is
concorned, and if is certainly very complete and deals with the subject ina
very cloar and satisfactory manner. It commences with the most elementary
facts of busincss or office routine, and gradually progresses to the hipher parts
of the subject. The suthors are evidently thoronghly familiar with the best
business methods, ond their work should find scceptance among sll who have
to learn, and mony who have to teach this increasingly important aubjeet.”

POBLISHERS CIRCULAR.—"The valee of maonals such ss thess
can hardly be overlooked.™

THE BAZAAR.—* They first volume of the serivs treate of ‘The Home
Trads,’ and is admirably sdapted for commercial schools or private study.
It ie as simple as it well can be, and to & boy of ffteen or sixtesn years of age
invaluable, for he can learn from its pages as mioch as he could pick upin
severa] years from hard, snd perhope bitter, experience on the treadmill of
Life.” .

WRITING MACHINE NEWS.—This excellent hawdbeok contains
much veluable information besring tpon the details of offiee routine and the
transection of business., The chapters on cheques and bills of sxchange are
clearly and explicitly written, and should be extremely useful. A careful
study of ‘Modsrn Business Methods " will well repay even the established
business men to whom soch & handy work of reference may ovcasionally be of
BerYice,”

REPORTERS MAAZINE — Tt is a practical guide to office datails
written in the simplest and most eanily understood style. We shall probably
retarn to the beok later op to extract some of ite excellent adviea ™

SIFORTHAND WRITER.— An admirsble text-book on office work.
Oaght to be in cvery buainese establishment, as well as in the handa of all the
junior and sonior clerks.”

THE MANCHESTER EVENING ETUDENT.—''Thia book is an
admirsble treatise 0o the Home Trade Sectioa of the subject with which it
deals, and promises well for the suoceeding volume on Foreign Trade, The
book cannot fail to afford much ussful information, as well to those who are
already in business houses aa to thoee about to commence a business qarser.*

&o., &o.

Blank Fac-simile " Modern Business Forms,"” 6d.
{ For students’ use, provding praciice in filling wm achuel documents. )
SCHOOLMASTER. —% Thess spacimen forms are intended to be naed
by the pupil in connection with the text-book on * Modern Busivess Methods,”
issned by the suthora. They furnish n very correct ides of the chisf models

which the young clerk should be expected to be fomiliar with, and are
published in an exorciee book for practics.”




PRESH OPINIONS (continmued ) ¥

BRITISH TRADE JOURNAL.—" They are offered at & populsr
pries, and will doubtless bo asceptable and useful to all business frms whe
desive to carry on their work in the most systemntic and spproved manner,”

&o., ke,

“The Begioner's Guide to Office Work,” 1/-

SCHOOL GUARDIAN, - Even those whe do not contemplate making
office work their profession will get & good desl of information from this
useful book.™

PURLISHERS CIRCILAR.—""The hook explains simply and clearly
a1l the work whish is ususily performed by the jonior on his entrance into
commercial life, and the information will be found of the greatest service in
practically any britniniees.

WRITING MACHINE NEWS.—"Thia is a capital shilling msnusl
pablished by Mesars, Macmillan & Co. Aa may be gatherad from its title, it
aims at supplying vseful and necessary information to those shogi to entor
npmﬂu:duﬁmuf an offica.  Thorough instruction is given in the varioua
methods of press-copying, indexing, making-up letters for the post, addresing
covolopes, shd the opening of bocks. The meaning and mae of debit and
crodit uotes, invoices and statoments, arc fully oxplained, and some little

is devoted to the m cs of the telophone. This Istter information
:rlo\.:mimghm s e i

"o The Teacher's Companion,” 2/6.

COMMERCE,—* The design of the book appsars to us vory practical,
xnﬂmnmdwiwtmobﬂwmﬁthﬂmmthﬂmgﬂnmtnm
every way clear and sensible, A good deal of the metter is
techniesl, but on the other heud there is alao 2 good deal thet the mere layman
may spprociste. For instance, in treating npon the subject of correspondence,
we aro informed that the student should be taoght to pote down the seversl
heads of the pubject matter, and to compose & latter from thess, desking with
them in their proper consecutive order, and devoting & parsgraph to sach, so
thet they may he kept perfectly distinct. Thia made us quite reflective. If
typists who ocoasignally have the honour of transmitting the wisdom of the
editors of this journal to the printers in the form of *oopy’ could only bave
& chance of getting a Littlo training of this kind, what & blessing it might be.”

JOURNAL OF EDNTCATION,—* This is intended as & help to those
teachers who use the ‘Modern Basiness Methods,” and supplies spswers to
the questions set in thet book. It also explaine how to equip and conduct
clagses in the subject. The hints given seem to us o propos snd useful

&e., &o.
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