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1. COMMERCIAL TERMS AND USAGES

i JHERE is a distinetion between the
| usage of the names COMMERCE and
| BUSINESS. The interchange of prod-
| uets and manufactured articles be-

{2 I 1 tween countries, or even between dif-
__71; J ferent sections of the same country,
is usually referred to as commierce. The term business re-
fers more particularly to our dealings at home — that 13,
in our own town or city. Sometimes this name is used in
connection with a particular product, as the coal business
or the lumber business, or in connection with a particular
class, as the dry-goods business or the grocery business.
The name commerce, however, seldom admits of a limited
application. In the United States TRADE is synonymous
with business. The word TRAFFIC applies more especially
to the conveyance than to the exchange of products; thus
we refer to railroad traffic or lake traffie. PRODUCTS,
when considered articles of trade, are called merchandise,
goods, wares. The term MERCHANDISE has the widest
meaning, and includes all kinds of mo rable articles
bought or sold. Goops is applied more particularly to
the supplies of a merchant. WARES 1s commonly ap-
plied to utensils, as glassware, hardware, ete.

Gross commonly means coarse or bulky. In trade it
is used with reference to both money and goods. The
gross weight of a package includes the weight of the case or

3

-
APy ey o
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wrappings. The larger sum in an account or bill —that is,
the sum of money before any allowance or deductions are
made — is the gross amount of the bill. The word NET
is derived from a Latin word meaning neat, clean, un adul-
terated, and indicates the amount of goods or money after
all the deductions have been made. To say that a price is
net is to indicate that no further discount will be made.

The word FIRM relates to solidity, establishment,
strength, and in a business sense signifies two or more
persons united in partnership for the purpose of trading.
The word HOUSE is very frequently used in the same
cense. In mercantile usage house does not mean the
building in which the business is conducted, but the men
who own the business, including, perhaps, the building,
stock, plant, and business reputation. The name COX-
CERN is often used in a very similar way.

The name MARKET expresses a locality for the sale of
goods, and in commerce is often used to denote cities or
even countrics. We say that Boston is a leather m arkef,
meaning that a large number of Boston merchants buy
and sell leather. In the same sense we call Chicago a
orain market, or New Orleans a cotton market. In its
more restricted sense the name market signifies a build-
ing or place where meat or produce is bought and
sold. We say that the market is flooded with a particular
article when dealers are carrying more of that article
than they can find sale for. There is no market for any
product when there is no demand. The money market
is tight or elose when it is difficult to borrow money from
banks and money-lenders. :

II. COMMERCIAL TERMS AND USAGES (Continued)

THE NATURAL RESOURCES of a country are mainly the
mineral commodities and agricultural produce that it
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yields. The lumber and fish produced in a country are
also among its natural resources. The positions and
industries of cities are usually fixed by natural condi-
tions, but the most powerful agent is the personal energy
of enterprising and persevering men, who, by superior
education, or scientific knowledge, or practical foresight,
have often been able to found industrial centres in situa-
tions which no geographical considerations would sug-
gest or explain.

COMMISSION MERCHANTS receive and sell goods be-
longing to others for a compensation called a com-
mission. A SELLING AGENT is a person who represents
a manufacturing establishment in its dealings with the
trade. The factory may be located in a small town,
while the selling agent has his office and samples in the
heart of a great city. As regards the quantity of goods
bought or sold in a single transaction, trade is divided
into WHOLESALE and RETATIL. The wholesale dealer
sells to other dealers, while the refail dealer sells to the
consumer — that 1§, the person who consumes, or uses, the
goods. A JOBBER is one who buys from i]'l'lpOl‘tE[‘SI&lIld
manufacturers and sells to retailers. He is constantly
in the market for bargains. The names JOBBER ana
WHOLESALER are often used in the same sense, but a
jobber sometimes sells to wholesalers. \'VHOLF.S_';T,E has
reference to the quantity the dealer sells, and not to the
gource from which he buys, or the persbn to whom he
'-,rll~ The wholesaler, as a rule, deals in STAPLES — that
is, goods which are used season after season — though of
course there are wholesalers in practically all busm:&‘ses.

Wholesale dealers send out TRAVELLERS or DRUM-
MERS, who carry samples of the goods. Frequently the
traveller starts out with his samples from six months to a
year in advance of the time of delivery. It is quite a
common thing for the retailer to order from samples
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merchandise which at the time of placing the order may
not even he manufactured.

By the PRICE of a commodity is meant its value esti-
mated in money, or the amount of money for which 1t
will exchange. The exchangeable value of commodities
depends at any given period partly upon the expense of
production and partly upon the relation of supply and de-
mand. Prices are affected by the ereation of monopolies,
by the opening of new markets, by the obstructing of the
ordinary channels of commereial intercourse, and by the
anticipation of these and other causes. Tt is the business
of the merchant to acquaint himself with every cirecum-
stance affecting the prices of the goods in which he deals.

The entire world is the field of the modern merchant.
He buys raw and manufactured products wherever he
can buy cheapest, and he ships to whatever market pays
him the highest price. Qur corner grocer Or produce-
dealer may furnish us with beef from Texas, potatoes
from Egypt, celery from Michigan, onions from Jamaica,
coffee from Java, oranges from Spain, and a hundred
other things from as many different points ; and yet, so
complete is the interlocking of the world’s commereial
interests, and so great is the speed of transportation,
that he can supply us with these necessaries under exist-
ing eonditions more easily and readily than if they were
all grown on an adjoining farm.

III. BANK CHEQUES

A CHEQUE is an order for money, drawn by one who has
funds in the bank. It is payable on demand. Inreality,
it is a sight draft on the bank. Banks provide blank

cheques for their customers, and it is a very simple matter

to fill them out properly. In writingin the amount begin
at the extreme left of the line.
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The illustration given below shows a peorly written
cheque and one which could be very easily raised. A
fraudulent receiver could, for instance write, * ninety ”
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A poorly drawn cheque.

before j(hc “siz” and “ 9”7 before the figure “6,” and in this
way raise the cheque from $6 to $96. If this were done
and the cheque cashed, the maker, and not the bank,
would become responsible for the loss. You cannot
hold other people responsible for your own carelessness.
A cheque has been raised from $100 to $190 by writing the
words “and ninety” after the words “one hundred.” One
of the eciphers in the figures was changed toa “9” by
adding a tail to it. It is wise to draw a running line 1.11.118
ey after the amount in words, thus prev\entiugg‘ any
additional writing. :

The illustration on page 8 shows a cheque carefully and
correctly drawn. The signature should be in your usual
style, familiar to the paying teller. Sign *_\-'0111? 1-1111110“1-]].(‘,
same way all the time. Have a characteristic signature
as familiar to your friends as is your face. : :

A cheque is a draft or order upon your bank, and it
l_leeci not necessarily be written in the preseribed form.
Such an order written on a sheet of note-paper with
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a lead-pencil might be in every way a legally good
cheque.

Usually cheques should be drawn “to order.” The
words ¢ Pay to the order of John Brown » mean that the

No 2304 Qgﬂiow‘w Dee.22 1896
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however, that a cheque drawn to order and then indorsed
in blank by the payee is really payable to bearer, and if
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A earefully drawn cheque.

money is to be paid to John Brown, or to any person that
he srders it paid to. If a cheque is drawn “ Pay to John
Brown or Bearer? or simply “ Pay to Bearer,” any person
that is the bearer can collect it. The paying teller may
ask the person presenting the cheque to write his name on
the back, simply to have it for reference.

Tn writing and signing cheques use good black ink and
let the copy dry a little before a blofter is used.

The subject of indorsements will be treated in a subsequent
lesson.

IV. BANK CHEQUES (Continued)

Tur banks of this country make it a rule not to cash a
cheque that is drawn payable to order, unless the person
presenting the cheque is known at the bank, or unless he
satisfies the paying teller that he is really the person to
whom the money should be paid. It must be remembered

A cheque drawn so as to insure payment to proper party.

the paying teller is satisfied that the payee’s signature is
genuine he will not likely hesitate to cash the chéque. In
1'11.1;;'!:1-11 d all eheques apparently properly indorsed are paid
without identification.

In drawing a cheque in favour of a person not likely to
be well known in banking eircles, write his address or his
business after his name on the face of the cheque. For
ilJSlEIIHL.‘,(.*.’ if yon should send a cheque to John Brown, St.
Louis, it might possibly fall into the hands of the wrong
John Brown; but if you write the cheque in favour of
“John Brown, 246 West Avenue, St. Louis,” it is more
than likely that the right person will collect if.

I you wish to get a cheque cashed where you are un-
known, and it is not convenient for a friend who has an
g.::ca_:unt at the bank to go with you for the purpose of
identification, ask him to place his signature on the back
of your cheque, and you will not lilx:ély have trouble in
g?tnng it cashed at the bank where your friend keeps
his account. By placing his signature upon the back of
the cheque he guarantees the bank against loss. A bank
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is regponsible for the signatures of its depositors, but it
cannot be supposed to know the signatures of indorsers.
The reliable identifier is in reality the person who 1is
responsible.

INDORSING CHEQUES

_Tn indorsing cheques note the following points:
. Write across the back — not lengthwise.

‘2. If your indorsement is the first, write it about two
inches from the top of the back; if it is not the first in-
dmwmom write immediately under the last indorsement.

_ Do not indorse wrong end up; the top of the back
is thv left end of the face.

4. Write your name as you are accustomed to w rite it,
ho matter how it is written on the face. If you are de-
pOsiting the cheque write or stamp “ For Deposit” or ““ Pay
GO BANK..... ey’ a8 may be the custom,
over your signature. This is hardly necessary if you are
taking the cheque yourself to the bank. A cheque with
a simple or blank indorsement on the back is paya ble to
bearer, and if lost the finder might succeed in collecting
it s but if the words “ For Deposit” appear over the name
ihc bank officials understand that the cheque is intended
to be deposited, and they will not eash if.

5. If you wish to make the che que pay able to some par-
ticular person by indorsing, write * ‘PAY TO ___ (NAME
OR ORDER,” and under this write your own name as you
are accustomed fo sign it.

6. Do not carry amund indorsed cheques loosely. Such
cheques are payable to bearer and may be collected by
an_\' one.

. If you receive a cheque which has been transferred
’ro you by a BLANK indorsement (name of indorser only),
and you wish to hold it a day or two, write over the in-
dorsement the words ¢ PAY TO THE ORDER OF (yourself —
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A cheque payable to order.

A blank indorsement.
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writing your own name).” This is allowable legally.
The cheque cannot then be collected until you indorse it.

8. An authorised stamped indorsement is as good as a
written one. Whether such indorsements are accepted
or not depends upon the regulations of the clearing-
house in the particular city in which they are offered for
deposit. The written indorsement is considered safer
for transmission of out-of-town collections.

9. If you are indorsing for a company, Or society, or
corporation, write first the name of the company (this
may be stamped on) and then your own name, followed
by the word “ TREAS.”

10. If you have power of attorney to indorse for some
particular person, write his name, followed by your own,
followed by the word “ ATTORNEY” or “ ATTY.,” as it is
usually written.

11, Tt is sometimes permissible to indorse the payee’s
name thus, “BY _ or——ooor. (your own name).” This
may be done by a junior member of a concern when the
person authorised to indorse cheques is absent and the
cheques are deposited and not cashed.

12. Do not write any unnecessary information on the
back of your cheque. A story is told of a woman who
received a cheque from her husband, and when cashing it
wrote “ Your loving wife” above her name on the back.

V. BANK CHEQUES (Continued)

Ir you wish to draw money from your own account,
the most approved form of cheque is written “ Pay to the
order of Cash”? This differs from a cheque drawn to
“ Bearer”” The paying teller expects to see yourself, or
some one well known to him as your representative, when
you write “Cash.” If you write “ Pay to the order of
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(your own name)” you will be required to indorse your
cheque before you can get it eashed. .

[f your note is due at your own bank and you wish to
draw a cheque in payment, write ‘“Pay to the order of
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A cheque made to obtain money for immediate use.
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Bills Payable” TIf you wish to write a cheque to draw
money for wages, write “ Pay to the order of Pay-roll.”
If you wish to write a cheque to pay for a draft which you
are buying, write “Pay to the order of N. Y. Draft and
J,‘,TJ,.‘.(‘./HHF!_}r?_‘-"\ or whatever the circumstances may c:ail for.

It you wish to stop the payment of a cheque which you
have issued you should notify the bank at once, giv:ing
full particulars. :

_Bz-i.nk.s hf‘l ve a custom, after paying and charging cheques,
of cancelling them by punching or making some cut

through their face. These cancelled cheques are returned
to the makers at the end of each month. |
If you have depositedacheque and it is returned through
your bank marked “No Funds,” it signifies that the cheque
1s worthless and that the person upon whose ﬂ@couﬁt it
was drawn has no funds to meet it. Your bank will
charge the amount to your account. The best thing to
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THE USEFULNESS OF BANKS

Banks are absolutely necessary to the succes
modern commercial enterprises. They provide a place
for the safe-keeping of money and securities, and they
make the payment of bills mueh more convenient than
if currency instead of cheques were the more largely
used. But the great advantage of a banking institution
to a business man is the opportunity it affords him of
borrowing money, of securing eash for the carrying on
of his business while his own capital is locked up in mer-
chandise or in the hands of his debtors. Another im-
portant advantage is to be found in the facilities afforded
by banks for the collection of cheques, notes, and drafts.

VI. BANK DRAFTS

A DRAFT is a formal demand for the payment of money.
Your bank cheque is your sight draft on your bank. Tt is
not so stated, but it is so understood. A cheque differs
irom an ordinary commercial draft, both in its wording
and in its purpose. The bank is obliged to pay your
cheque if it holds funds of yours sufficient to meet it,
while the person upon whom your draft is drawn mav
or may not honour it at his pleasure. A cheque is used for
paying money to a creditor, while a draft is used as a
means of collecting money from a debtor.

Nearly all large banks keep money on deposit with one
or more of the banks located in the great commercial

centres. They call these cen rally located banks their
correspondents.

The larger banks have correspondents
in New York,

Chicago, Boston, and other large cities.
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As business men keep money on deposit with banks to
meet their cheques, so banks keep money on deposit with
other banks to meet their drafts.

A BANK DRAFT is simply the bank’s cheque, drawn upon
its deposit with some other bank. Banks sell these
cheques to their customers, and merchants make large use
of them in paying bills in distant cities. These drafts, or
CASHIERY CHEQUES, as they are sometimes called, pass as
cash anywhere within a reasonable distance of the money
centre upon which they are drawn. Bankers’ drafts on
New York would, under ordinary financial eonditions, be
considered cash anywhere in the United States. A draft
on a foreign bank is usually called a BILL OF EXCHANGE.

Cheques have come to be quite generally used for the
payment of bills even at long distances. If a business
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bought in San Franeisco is cash when it reaches New
York, while a San Franciseo cheque is not cash until it
returns and is cashed by the bank upon which it is drawn.
In the ordinary course of business cheques are considered
cash no matter upon what bank drawn. The bank re-
ceiving them on deposit gives the depositor credit at
once, even though it may take a week before the value
represented by the cheque is in the possession of the
bank.

All wholesale transactions and a large proportion of re-
tail transactions are completed by the passing of instru-
ments of credit—notes, cheques, drafts, ete. ; a part only of
the retail trade is conducted by actual currency-bills and
“change.” Banks handle the bulk of these transferable
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A cheque for the purchase of a draft.

man desires to close an important contract requiring cash
in advance he sends a bank draft, if at a distance, or a
certified cheque, if in the same city. If he desires sim-
ply to pay a debt he sends his own personal cheque.
Bank drafts are quite generally used by merchants in
the West to pay bills in the East. A draft on New York

A bank draft.

titles and deal to a very small extent — that is, propor-
tionally —in actual money. The notes, drafts, bills of
exchange, and bank cheques are repre‘smnat:i\;e of the
property passing by title in money from the producers to
tl‘le eonsumers. A small proportion — perhaps six or
eight per cent. — of these transactions is conducted by the
use of actual bank or legal-tender notes. This trade in
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instruments of credit amounts in the United States to
fifty billions of dollars yearly.

VII. PROMISSORY NOTES
A PROMISSORY NOTE is a written promise to pay a sper

cified sum of money. At the time of the note’s issue —
that is, when signed and delivered —two parties are
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kind of paper, in ink or pencil. It is wise, however, to use
ink to prevent changes. All stationers sell blank forms
for notes which are easily filled in.

The samples of notes which appear in this lesson are
selected simply to illustrate to students the fact that there
are a great many special forms of notes in common use.
The wording differs slightly in different States.

The DATE of a note is a matter of the first importance.
Some bankers and business men consider it better to

// / i /m/__'aehnLam.‘_&_/Jqq
i i M&(&A% //{/ 7o et //J‘/AMJ'///ZL /4;?/
22 »‘?/f//&ffdgy?/

Lottt MEC '\ICS mmo.\;u BAN

i = [
ntor s % wlicn /g)

-j,&i’i ,f(.:(/

Ordinary form of promissory note.

connected with it, the maker and the payee. The maker is
the person who signs or promises to pay the note ; the payee
is the person to whom or to whose order the note is made
payable. NEGOTIABLE in a commereial sense means trans-
ferable, and a negotiable note is a note which can be trans-
ferred from one person to another. A note to be made
negotiable must contain the word bearer or the word erder
— that is, it must be payable either o bearer, or to the order
of the pa‘\'ee. A NON-NEGOTIABLE note is payable to a
particular person only. A note may be written on any

A promissory note filled out on an engraved blank,

draw notes payable at a certain fixed time, as, “ ITpromise
to pay on the 10¢h of March, 1897.” The common eus-
tom 1s to make notes payable a certain number of days
or months after date. A note made or issued on 51111(1&17
is void. The DAY OF MATURITY is the d: 1y upon which a
note becomes legally due. In several of the States a note
is not legally due until three days, called DAYS OF GRA ACE,
after the expiration of the time specified in the note.

The words VALUE RECEIVED, which usually appear upon
notes, are not necessary le 0{11]\' Thousands of good notes
made without any value consideration are handled daily.




