
LESSON 111 
MARGINS: Pica, 20-70; Elite, 

30-80. 

Improve Accuracy 

30 wpm 7 minutes. 

A37- Sl 1.32 

Test your Skill 

7 minutes. 

MARGINS: Pica, 10-72; Elite, 
15-85. 

Keep the right margin as straight as 
possible. 

Use double-line spacing. 

Mark all your errors and look up 
the suggested corrective exercises in 
the Clinic Index. 
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UNIT 28 

There are two main forms of transP-ort in this 
country and they are road and rail. For ~~ 
before and after the Roman invasion, the rough and 
winding tracks which crossed the countryside and a 
navig~ river or two, were the only ways to move 
about. The size of load that could be moved about 
was limited to how much a horse could carry or how 
much could be pulled in carts over those tracks. 

The speed of the early transport was limited, 
the limit being the speed of the horse and that in 
winter could not have been very quick. Because of 
the limitation on size of goods and speed, traders 
enjoyed ~p2ratively small markets in goods which 
were small in size. The only ways of transporting 
bulk cargoes were by sea or river and even here it 
was not possible to move goods on the scale that a 
modern merchant would call large, or indeed quick. 

The fi~st break-through in transport was late 
in the eig~ century when the canal system in 
this country was built. Although the speed of the 
system was limited to the speed of the horse, load 
size increased ~Y· 

If goods are sent to you for your inspection, 
in other words on approval, a pro-forma invoice or 
for forms sake invoice will be sent. This invoice 
does not charge for the goods but shows what costs 
would be involved should you decide to buy them as 
a result of your inspection. 

When goods are ordered it is usual to confirm 
the fact that an order has been placed, by sending 
a note to that effect giving some indication as to 
possible date of delivery. When it is intended to 
send the goods, a document known as an advice note 
is sent and this tells the buyer when and how they 
will be sent and the number of packages there will 
be in the consignment. As the goods are delivered 
they should be checked against the delivery note. 

Should there be a shortage in a delivery or a 
claim for damaged goods a credit note will be made 
out by the seller to correct or adjust the invoice 
while a debit note will cover an under-charge. It 
is not a normal practice to make any change to the 
invoice. The invoice charges for the goods, while 
a document called a statement of account shows the 
state of affairs between the buyer and the seller, 
after a period of trading. The bill is settled in 
the normal way. 
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