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CLOSING THE BOOKS.

1' tut' close' ut a Iliascial ytî Ils alitost- Ait)A iisitîess. Iîi t' are' a large latiiselr of outstatiti
ing itenis lîîcpaitl or mîill <lise as tlt case mav
bt'. lu lie ittovi(iet foi, akos apport îonhîîeîts
of dillerent charges tu tite proper tccotlnLi.

Bukveîê.K s lavîng t bis ilepar tielt Ils hanltl, vou id do0
weli lu keeli .t record as iliese i tests Lurai up duiiîg the
yvar lin order that il would itot 1)-e zîecesarv tu go batli

ov.ei te work of the' îear lu tiisc<iver thelli. Tihis record
îîtay lie klet out cirds arrangeti atjlabcetivaity, Ntiowi'ng
the dte pald. te date Io ivhich lthe accoulit is ibrcpaid
andî aiiîy ottes-informîationt 1,.cessary tu ascertain piar-
ticulatN lt ut-gard tu the accotint ciîargetl.

'The folluwarag outstandings should all be provided lui,
vil-

Insurance-Preîaid oîr dite.
Advertiaing-I>es-niitent wdvertiscerits, sicil w,;si

bo:îrds. îzîngailles. ec.
Fuel, Water and-.Light-Ftàtul oit bond, %water and liglit

irt.pai(l <'r dute.
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iir'îefoiet, Nhiil îîîval lie talu pei bruii Liais depart-
usent o! lits îît'îl< as quickiv as possile.' still ohiiaiîîin)
thei desiretl t esulis, bit wt itutît te-wifiitig thte sainie
ilaateril Ilu ait) vay..

'lle b.ts!alenan t akilg (lit' urdtii shoulid îî1ýt' i 11t miV taIe

catstî, sale os charge hou1h, gtvting tlle elistoiîter tlle ut ig.
tuai copy, or, if the goods are delivercut tiv a ilriver, Nendi
hIe or iginal lu t11e vustoîtier wi ti thlit goods. The total
ailutît or the' %.lie aaay thenl le posted dit cet fi oii Ile

sale lîoek to the custoner's accoulît lis the ledger and te
btais t the sale for the day. week, tir !iioîîtt rc'eiipitu-

Ialt'd fruits lthe sanie booh lthe grandî total brisg llçstt.ed
lo the' crê'dit of als'acetin or "M\ercliaindise'' ic-

cotafi .

%%'iîen rîit(leriiig iiîontlily stateilu.',îs 14) Ille cttstouiier.s
it, slîould ouîly bc e uccssary 10 enter oit stateniet t le
talc antI ainotit o!.iiurciîasc, as the eustoitner lias lrt'ady
te original bill of gooda witii wlîicl tu chieck luis state-

nicenta.
The retail nterchaaît doe-s not deinandi (rosit lt wtoie-

sale btouse a-slaleniient of te goots is dtetail-cachiîuionth.
anid if tic custoiic o! the retail ineîeiîaut uîrescrvcs Ille

Crt

Dits formi of crsti journal iç a ttl'ret'îp-nnt 'if ilhe oid six coltmo potrnal and comprises cash book. blank boo0k andi journal. In a am.til
tuzsigaes aî.woutd tbc founci verv useful.

Rebates-la<' t. jtieli or-sales.
Refltaslreîinid or lise.
Taxes->reliltii -1 r <lue.
Catalogues, frice Lista, etc.-Stîîck aI Iiîind.
Salaries-,,%jlîjii-,, înea sitî'"e diftî'rt.uî

dt'î'nIrtnbtit'nîs
W'ages-Apîiurtiu.in fot uillroducti'e labor over diflh'rviaî

deîamrutttts.
Freigbt. Pa>a:lbh oii pis ini ti-tttstt.
Cash Discount-Ap1 i 'tliata.-te anlîwathîh'l niaes' 4-r

Iziterest-'lentied oiu bis or îîoles.

A -FEW RINTS TO THE RETAILER ABOUT RIS
RECORDS.

SI ~ ALLV at rviail nicrchîant, has very 111.11e line Io
tote to lias huîoks o! record, andî. cspcctaiiy ii a

sotail leuincss%. the niargmn o! profit* wouid not pet-
iiIi .)f <>1 Iel'tîg a Ihookket'ptr for %lits lturpo, Ilis obtljC.

original bll sent witlî tilt gootîs, att itemnizcd accousit
woliu lie unnecceSSary. 1f, huowever, il "'as (outtls iltat
loo nîatty requesîs werc being madie for the contpketc
statenteuît of gootîs purciiasi'd duirng tic aruomtia. a trlpli-
cale bill cotald lac made by the salesatian wiîo orsginally
trinl tîte oriter. andti hesc bills wvouu lu filed alplîablt-
calir unstîl reqirdi ai Ille elid 01 the 121011111- As a g'nîdl
chetck oilth iiea'iveri' o! zhoods.. it illiglil bc w'li lu iiaîc
the cit'rk layaîig tit tlie' uinitceîck varhlissent on theîc' i
fianl side ut Ilte ortile afidilie 4it itci whio dlcimvc'ts, i,,'
gouds doîule chaeck lte gous wlien liacizol tii% us ig"tî
or on delivery.

FORCEË AS A SUCCESS-IPACTOR.

Illtîru profile 1.ail front lat'k 4-1 force tulais front iack orf
vturatioit or oiiportuttstt -1 lisiin a be welii ctlucatud.
or lurilliamî and vet. for iack of force. be a coaipleti'
(allure in hi-_. vocalion. A man or woîtians anay succievîl
witout educaton, but not without force. wltlsoutcaplal.
but not wtîloul energy.-Succcss.
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