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A SIMPLE METHOD OF BOOKKEEPING FOR
RETAIL MERCHANTS.

I T T Donser Cole

M books to be used are as tollows : Ledger and
l two common manmla two-column sales hooks (ournal
rhng).  On the first page of the ledger enter a
statement ot assets and habiltties contamng at least the
tollowing data
Assets. Laamlities.
Cash. Aceounts Payable,
Stockh (Mdse ). (Other tndehteduess)
Accounts Receivable,
Other Assets,

The difference between the assets and lialnlities will
bhe the dealer’ net worth,

Head the last eight pages o the ledeer as jotlows

1 Gowmds sold for cash.
2. Goods sold on credit,
3. Gootds hought on credit.
t. Gowds bought for cash.
5. (Cash recenned on account,
6. Cash paid on account.
7. lLxpense.,
8 Goods returned from customers

Take one of the sales hooks, head columns as n
form  (\). :

As eredit sales are made, enter customer's name and
tems bought, but carry only the total of the purchase
mto the first column.  Any goods returned by the cus-
tomer should be entered as above, except that the total
would be entered in the second column.  As the page fills
up, foot each column separately and carry to correspond-
mpE colmm on next page until the end of the month, when
the total of the first column s entered on the page
the ledger marked Goods sold on eredit,”” and the foot-
ing of the secoud column is entered on the page headed
cGoods returned by customers >

If duplicate sales tickets are used, sumply enter the
customer’s name, date and amount of sale or return in
its proper coltmun and file the sales tichet i shape (or
convenient reference. Now, at such tume i the dav as
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Form A.

is most convenient the sales ate entered e “he ledeer as
charges to the customer’s account and the returns as
credits, and checked in the sales book to show that they
have been so entered. ’

Now turn to the last page of the sales hook and head
columns as in form (B).

As goods are reccived [rom the wholesaler the invoice
is, of course, checked for quantities, prices and exten-
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OFFICE STAFFS OF
BUSINESS

ESTABLISHMENTS

stonsAny returns o deductions ate notetdh on ivoies
and deducted from it Tonting. Now, oo tus last page
enter the name o1 the house the goods were bought from,
the date of the awvmae, and the amount atter makhing all
deduction~, Frear all imvoices in this maunetr until the
page is full. then carry woting over  to the preceding
paze, and <o on to ewd of month, when footing is carried
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Form B.

to ledper page marked  “Gowds  pmchased on credn
Aiter so entering the mvoce, hie alphabetically

No o ledger account  is wecessary  with the prople of
whom the retailer buys goods, as they have to keep s
account in shape for convenicut reference and will send
bim statements pertodically, at which tune he should
cheek with imvoices on his file and notiv them at ouce
of any diffetence. T retailer discounts s tl, the dis-
count should be taken from mvoice when it s cheched up
and net amount of invoice entered.,

Freight s considered  as  expense and  so entered
through cash hook.

For the cash transaction  the retailer  will use s
other manila sales hook.

Skip the first page and commence work on the second
On the right-hand page rule an extra column beside the
two alteady there, as in form (C)  On the left-hand page
mark fitst column **Cash on account,” and second *“*Cash
sades ™ Ay cnstomers pay on account, therr names are
entered and the amount placed in the tist column from
which 10 18 placed to the credit of the customer's account
m the ledger s cash sales are made, the amounts are
placed i the second columu,

On the rght-hand page head the extra column *Cash
paid on account.” the next “Goods hought for cash,”™
and the last Eapense '’ As money s paid ond on ac-
count, o an settlement v fl, enter amount an first
columi opposite the name of petson to wham pad AN
cash purchases are entered jn seeand column, and all cash
paid for running expenses, frengh', rent, clerh lure, cte,
placed in the third column

As soon as either page is fuil, foot cach eolumn separ
ately and carry to proper column on next corresponding
page, dalwavs remembering that **Cash receipts™ are on
the deft-hand page and **Cash shsbursements™ are on the
right A the end ol tie month, carry the footine of
cach columu to s proper paze w the ledper The hiffer
cuce at any time hetween the footing of the left anil
tight <ide of the cash book iy the amonnt of cash there
should be on hand  Fhe bank account s considered as o
much cash.  As chechs are drawn, the dealer constders
them exacth  as he does the nones  he pavs out, and

makes his entries accordhingiy When makinr his deposits,



