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PREFACE.

The plao of thif work being lomewhat different from that

of those on Book-lceeping we already have, a few words io

iuitification may be neceiiary. That justification finds its

ground mainly in the anxiety of the authors to remove, as

much as possible, the difficulties which beset the path of

the young scholar on his first approach to this subject Long

lists of definitions of terms which are of no immediate use^

and a formidable array of the books required are, doubtless,

calculated to have a confusing effect upon his mind. AccoM-

ingly, no definitions are given at the outset but such as are

absolutely necessary. As assets and liabilities are, in this

country, so often connected with Notes^ it is necessary he

should know something of the nature of a Promissory Note

and an Acceptance. We have, therefore, made some introduc-

tory remarks in reference to them. After this, he is brought

at once, face to face with the ultimate object of a set of

accounts ; and his every day knowledge and experience, and

his own good sense, are then chiefly depended on for an

intelligent appreciation on his part of the best mode of arriving

at that object. With a view to this, the nature and form

of an account are explained ; examples are given of the

separate different accounts showing assets, liabilities, losses

and gains ; and then a connected series of transactions origi-

nating a connected series of accounts, and resulting in his con-

structing a Double Entry Ledger before he knows even the

name of the book. The idea, in iactj has been to cheat hiiA.

into making it unawares.
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Tetehen luift found that it is difficult to make a pupil

,
onderitand the Journal until he becomes acqiminted with the

nature and disposition of the accounts in the Ledger. .It hat

been sought to give him a cUar understanding0/ the Ledger

MiomntSt assured that, when he has attained this, every thing

else will be comparatively easy. The language has been

made as simple as j>ossible, and far-fetched explanations ol

rules for Journalizing have been carefully avoided. As journal*

ising is merely expressing in technical form which accounts,

in any particular case, are to receive entries, and on which

tide, he is independent of set rules, if he understands these

accounts; which we presume he does if he has properly

studied the chapters on accounts, ending on page 30.

Sets containing a large number of entries—even although

not difficult—have a tendency to discourage the pupil and

prejudice him against the necessary work. The earlier sets,

therefore, have been made short and simple, that he may more

easily trace the connection between the corresponding entries

in the various books, and arrive at the ultimate result without

becoming fatigued and perplexed with the extent and difficulty

of his task ; while a sufficient number has been given to exer-

cise him thoroughly in the opening and closing of books.

As other special features, the attention of the reader may be

directed to the method given in Set III., Single Entry, of

testing the correctness of the Ledger, and to a more complete

explanation than usual, in the last two sets of Double Entry,

of the management of Bills.

The teacher is earnestly recommended not to allow the

pupil to pass the 30th page until he clearly understands the

nature of the Ledger accounts. In working out the sets, the

pupil should make all the calculations for himself whether given

in the book or not, and he should draw out in proper form

the various notes, etc, connected with the different sets.

Legibility and neatness also should mark his work.
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Believing that our adoption of the analytic method of intro*

during the subject will commend itself to our fellow-Canadian

teachers, we now submit the work to them in the hope that

a judicious and faithful use of it may be instrumental in instill-

ing into the minds of our youth correct principles on the

subject of Book-keeping, and in preparing them for a more

extended study of it than the limits of the present work will

^admitol





PAET L

SINGLE ENTRY





BOOK-KEEPING.

CHAPTER L

^ INTKODUCTORY

If goods are old by Robert Smith to John Jones, without

being paid for at the time, they are said to be sold on credit.
There mav be simply a gentral understanding between the par*

ties that the goods are to be paid for in one month, two months,

&c., as tlie case may be ; or John Jones may give a wriiUn

prottiiu in somewhat the following form :>—

mfXiff mtimfAd ttUfi f/n/41 of Aumtu* /« Any A

^ promise written in this form i« calletl a Promissory
Note, and this particular one would be called John Jonti noUt.

In the foimer case, it is usual to say the goods are sold <m aeeouni^

in the latter that they are sold on note. In either case a debt

is created on the part of John Jones. As, therefore, when we
sell on credit, we may sometimes receive our debtor's note, and
sometimes not, the debts owing to us are naturally divided
into two classes *— •

I. Debts owing.to ns, for which we have received the

debtors* notes.

II. Debts owing to us, for which we have not received

the debtors' notea.

>4, similarly, we may buy on eredit, sometimes giving mr
1



BOOK-KEEPING.

note, sometimes not, mir debts are naturally divided into two
classes

:

L Debts owing by us, for which we have given our
notes.

II. Debts owing by us, W which we have nM given our

notes.

There is another form in v /lich John Jones may promise to

pay tne money. Bobert Smith may write something like the

II j

following :

—

^Me* mtimtAi «/M tlatt, /o*^ ^ «n#^ M ntU.

iteeuiea.

This is called a draft, nnd is in no way binding on John Jones

until he has expressed his willingness to pay the amount by
writing across the face of it the word acaptedf and his name, and

Bi ' delivered it to Robert SmitL Thus

—

>«

£eii (£nnilH,

It is now an Accepted Draft, or more shortly an Accept**
ance. It is equal in effect to the Promissory Note, and differs

only in form. So that when we speak of debts owing to us, .

for which we have received our Debtors* Notes, the pupil may,
if he likes, say *' nolts or acceptances."

When we sell goods to a person on credit, we have several

advantaj^s in getting his note. By reading the note carefully

the pupil will see, first, that it is an aehuwkdgmerU of the

2
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debt; second, that tlie timf of payment is definitely fixed. We
have also this advantage, that we can sell it like any other kind
of property. We can pay it to another person for a debt we
(iwe him, or we can get it discr)nnted at the Bank—a process

which it is not at present necessary to explain.

It may be mentioned in passing, though tho pupil need not
trouble himself about it at present, that three days arc allowed

on all notes made payable at so many ** days or months after

date," beyond the time indicated for payment on the note. So
that John Jones' note would not be due until three days after

the 1st September. These days are called days of grace.

CHAPTER II.

THE ORTECT OF BOOK-KEEPINa.

In solving any Arithmetical problem, the first thing we do ic

to seek tc have a clear conception of what is required to be
found, and then to examine if we have sufficient information

given to enable us to bring out the required result.

If the study of Book-keeping were taken up in the same
manner, much of the difficulty usually attending it would dis-

appear. The thing ultimately required to be»found from a
trader's set of books is his financial position. And how
is this ascertained 1 Most persons—even young persons—are

familiar with a statement sometimes found in newspapers that

Mr. , not being able to meet his payments, has called his

creditors together, in order to lay before them the state of his

affairs. In such a case, the two most important questions to

, the creditors .are : "How much does the trader owe 1
** and

" What has lie that he can apply to the payment of liis debts t

"

or, as it is generally expressed, " What are his liabilities ?"
and " What are his assets ? " If his books have been correctly

kept, they will furnish an answer to these questions.

A trader's assets, so far as his business is concerned, will

generally be somewhat as follows :—
Cash in hand.

Merchandise in hand.
*
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Dehtfl owing to him for which he hM reciTedhw eustomeiV
rotes.

De1)t8 owing to him for which he hM not received hii

customers' notes.

His liabilities will be

—

Dcbtfr owing by him for which he has given his notes.

Debts owing by him for which he has not given his notes.

In examining the nature of the different assets, it will prob-
ably be suggested to the mind of the thoughtful pupil that the
debts owing to the trader can hardly rank with cash in the
payment ot his own debts, and he may possibly be reminded
of the old saying, " A bird in the hand is worth two in the
bush.'* This is true, and it is accordingly usual, in estimating

a trader's assets, not to reckon the debts owing to him at what
his books show them to be, but to make some deduction on ao-

count of the uncertainty of all of them being good, or rather

of the almost absolute certainty of some of them being bad.

To take this into account at present, however, would only em-
fMtrrass the learner. We will, therefore, for the sake of sim-

plicity, suppose them to be good.

The assets and liabilities being known, we have all the in-

formation necessary to determine the trader's financial standing.

If his assets are greater than his liabilities, he is worth }ust the

difference ; if his assets are only equal to his liabilities, he is

worth nothing ; if his assets are less than his liabilities, he is w-
tolvent.

Suppose, in the case referix?d to, that the trader's financial

position has begn ascertained from a comparison, of his assets

with his liabilities, another very, natural enquiry on the part of

the creditors presents itself—" How has this unfortunate state

of things been brought about 1 " If his books have been

properly kept they will answer this question also. They will

show how he stood at some former period—say twelve months
ago—what profits he has made from sales since, what losses he

may have sustained, and what expenses he may have incurred

for the carrying on of his business since.

It is clear that, if his profits from sales have been greater

than all his expenses of various kinds, there has been a net

gainy and his former capital has been increased by so much. If

bis profits have been only equal to his expenses, he isjust where
he was ; while, if his profits.have been less than his expenses,

there has been on the whole a losSy and his former capital has

been leseened by so much ; and if his net lost has been great«r
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than the amount of hia former capital, that capital has entirely

diaappeared, and he in worth

—

Us* than milking.

A trader's books, therefore, should furnish two kinds Of
information. One of these, the present assets and liabilities,

will show his present financial position without any reference

to tkformer period. The other, by taking into consideration his

position at a former period, and his gains and losses since, will

•how how from that former position he has arrived at his pre-

sent ona And, further, aa tbe result must in each case be the

same, agreement in result may be considered some proof of its

correctness.

In order to illustrate the preceding observations, we will

suppose the following to be given as a question in simple

Arithmetic.

A trader's books contain statements showing that he began
business January 1st, 1876, with $1,300; that he has to-day

(June 30th, 1876), cash in hand, $500 ; merchandise in hand,

^1,000 ; that there is owing to him $400, for which he holds

notes, and $300 for which he does not hold notes ; that he
owes $350 for which he has given his notes, and $200 for

which he has not given his notes. His profits from sales have
been $480, and he has expended for rent $80, and for sundry
other things—as cartage, stationery, clerk-hire, &c.—$50. Re-
quired his present net worth.

The intelligent pupil will perceive that there are, in this

question, two distinct classes of data, from either of which
alone he can determine the present net worth, and as the ques-

tion stands he is at liberty to take his choice. Let him, how-
ever, take first the present assets and liabilities.

ASSETS.
CMhinhand ffiOO
MiUeinhand 1000
Debts owing to him for which

he holus his oustomers'
notes

Debts owing to him for which
he does not hold notett

400

300

iiABiiiTna.
Debts owing by him for which

he has given his notes ....

Debts uwing by him for which
be has not given his notes

Total liabili aes

$3fi0

200

1660

Totalaasets $2200

Total assets $2200
„ liabilities 560

Present net worth. $1650

Taking now the original capital and the subsequent gains
and losses, we have—
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^ilrofit ffom MdM 14110

£xp6uded for reiit 180
Sttudry other expeuMS t/0

- 130

Netfe'uln m
Orit^nual capitol lUOC

Prejieut uet capital SICM)

From the forepoinj*, the pupil Mi II see that a trader'* buoki
should contain statements, in some tslmpt vr otiier, showing

:

Cash in hand.
Mdse in hand.

Debts owinp; to him,
on other/ notes.

Debts owing to him,

hi [ not on notes.

Debts owing by him,
on his own notes.

Debts owing by him,
not on uote«.

HisPbbsbnt Assets J

His Present Liabilities...
(

jj ( His Capital at some former period.

\ His Gains and Losses since.

From each of these the present financial position is de-

termined : from the first, by a simple view of the busiiteis as it

now stands, wiiJiHout any reference to a former period ; from the

second, by^taknig note of the position at a former period, and
of the gains and losses since, without knowing anything of the

cash we have in hand, or the debts owing to or by us ficw.

The pupil will do well at the very outset to have a clear

comprehension of the goal he is aiming ut in keeping a set of

accounts. If he does this, and maintains that goal constantly

and steadily in view, he will have little difficulty in devising

the means himself of attaining to it, or eke in intelligently ap-
preciating those proposed by others.

u

! I

1.
1
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CHxi^TER III.

THE NATURE AND FORM OF AN ACCOUNT.

We have said in the preceding chapter that a trader's books

should contain statements, in some shape or other, showing
what is owing to him, what he owes, how much cash there

ought to be in hand, the merchandise still unsold, and the

various gains and losses.

We have now to consider the nature and form of these state*

ments, taking as an example the one showing how much cash

there should be in hand. Evidently, if we have the cash re-

ceived and paid at various times given, we have sufficient data

for our purpose.

Suppose that on the 1st of June we had $20 in hand, on the

2nd received $50, on the 3rd paid $30, on the 5th paid $10, on
the 6th received $80, and on the 7th paid $15. Kequircd the

cash in hand.

If this question were given to a class without any instruo*

tions as to how they were to arrange the items, we should pre
bably find three or four di£ferent methods adopted.

flBST MKTUOlk.

$20
£0

JO
30

efn^a^J ^0
5 Vioiti cctiA ^0

^nAantl 30

^0

^f^AemJ •/^

J &^mti^aJi •J

%»UinJi»nJ
fj

7
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BIOOND METHOD.

4876.

liiun / ifeUn in Aanti mm,*. 090
$ (uueewea etuA m m t JO

3 SPaiti etuA m . m a m 30

S ^au/e€uA t m 40

6 wueeivMi ecuA mm* 80

J ^uJcmA - • /4

4J0 06

.', J£

^fmdA *H Acmm
»

THIRD MZTHOP

y^adn.

48'/6.

J^»u4
9

Vh Aetna

^tee*v€a

vUctMHa

7 €tuAinAana

90

JO

00

00 J

io 00 7

4J0 00

65 00

•

fj 00

SPuui

SO

40

45

55

0%f

0%^

Off

Off

,fii

All these plans come to the sdme thing, and each lias it*

peculiar advantage. We will not at present specify these ad-

vantages, but will adopt, with a slight modification, the third

method in our further explanations of the different accounta.

We will put Dr., the contraction for debtor or debit, on the

left hand corner at the top, and Cr., the contraction fur credi-
8
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30

40

45 00

35 Oif

(s)i lias lU

y these ad-

1, the third

t accountfi.

it, on the

[iMt credi-

tor or credit, on the right hand cornw. Also, inRtead of

subtracting the tmaller tide from t!ie greater, ve will add
sufficient to the smaller to make it equal to the greater.

wa6u. %.
S0
40

iSf#M / oft* A*t*tf/ 90

4Sp.
00 Ji*0u 3 m»u/ . 50 00

$ 9/iee**v*a 50 00 5 ^air/ 40 00
4S

4 mteetvMa 40 00 7 ^au/ 45 00

> 55
55 00

r

t
X 9fH /an*/ f5 00

9
450 00 - 450 00

~~~

Any of the foregoing arrangements of the items is called an

Account. When we divide the nccount into two sides, as in

the third method, the left hand side is called the debtor oi

debit side, and the right hand side is called the creditor
or credit side. When we make an entry on the left hand
Bide we are said to debit ih$ account, and when we make an

entry on the right hand side we are said to credit the account.

This arrangement of the items of an account is the one
usually adopted, except as regards the explanatory words in

the wide column, which for our present purpose is of no
moment. The essential part of this arrangement is the col-

lecting on one side all the cash received, and on the other all

the cash paid.

In reference to this avrangf*ment, the enquiring pupil who is

anxious to know the reason of everything he does, may very
naturally ask if it would not be just as proper to put the cash

received on the right hand side and the cash paid on the Ir.ft.

We answef, yes ; so far as the nltinaate object of the account
is concerned, there is no reason why one plan should be adopted
in preference to the other, except that it is the custom, and
therefore we must follow it

In like manner, if we make a statement of the value any
person has received from us or delivered to ns at various times,

we can ascertain how he stands related to us as Dr. or Cr.

9
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Snppofe John Jones buys goods from w June Ist, 1876,
Amounting to 8120 ; 2nd, Pays ns $30 ; 3rd, Buys goods from
ns, 1200; 6th, Sells goods to ns, flCO ; 6th, Pays us cash, $20.
Doos John Jones owe ns, or we him, and how much f

Arranging according to the third method, we have

—

c^r*

§ § ^^ ^ *;» ^ ^^ ^ § II •

^ S ?* S>•> '<i •) ^
i

••

*^
•» "v •5

1

1 1
•4

3 1 3

1
It

^ ^
•

<H
•« ^ ^ ^

1s
\

^ ^ '^^
1

^ 1

.A
4.4, \

•

•

\
•

g) d \ Vi,

>> \

^^ \

ii

10
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Tlie ose of the words Debtor and Creditor in eonnection with

Che name of a thing, as cash, will no donbt present some diffi'

culty to the pupil's mind. He can easily understand John
Jones being Debtor, bat he cannot see the propriety of Cash
being Debtor. Strictly speaking, these terms in their original

import refer only to persons. In business, a person receiving
value without giving at the same time an equivalent becomes a

debtor, the giver of the value being the creditor. The terms

receiver and giver, debtor and creditor, are correlative terms
;

i. «., they are so related that one cannot exist without the

other. There cannot be a receiver without there being a giver,

nor a debtor without there being a creditor. The application

of the terms Dr. and Ci. to things is called by one writer " a
beautiful fiction," and various reasons have been given to jus-

tify the application. But the beginner will do well not to

trouble himself unduly about this matter. He may at present,

if he likes, consider them as merely giving names to the two
sides of an account. He will, however, observe that as an entry

ftn the Dr. side of Cash Account indicates that we have re-
ceived Cash, so an entry on the Dr. side of any other account

in the nnme of a thing will indicate that we have received the

particular kind of thing represented by the name of the account.

Thus an entry on the Dr. side of Bills Receivable Acct. will

indicate that we have received another's note. And as an entry

on the Cr. side of Cash Account indicates thatic« have parted

with Cash, so an entry on the Cr. side of any account in the

name of a thing will indicate that toe have parted with the par-

ticular kind of thing represented by the name of the account.

I'hus an entry on the Cr. side of Bills Eeceivable Account will

indicate that we have parted with another person's note.

The pupil will now readily see that

Cash in hand may be shown by arranging the Cash received and
paid under the head of Cash.

Others' Notes in hand {i. «., what is owing to us for which we
hold Otiiers* Notes), by arranging all such notes received

and those of them which we afterwards dispose of, under
the head of Bills Receivable.

OlJiere' Notes mtt aqainst us (f. «., what we owe for which others

hold Our Notes), by arranging all such notes issued and
those of them which we afterwards redeem, under the

head of * Bills Payable.
11
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JFhat is owing to w orbtjw for which no notes have been irceived

or given by us, by arranging the value the porAon re-

ceive! from U9, and delivers to us, under his name, as

,
John Jones.

Tlie Cain or Loss on the Sale of Goods, by arranging what they

cost and what they are sold for, under tlie head of

Merchandise.

f%e Sinenses of the Business^ by arranging the various outlays

for rent, fuel, gas, taxes, stationery, &o., under the head

cC ^ Expense.

CHAPTER IV.

EXAMPLES OF ACCOUNTS.

'
.

I

Thw stndent is reminded that when we receive an3rtbing,

as Cash, Others' Notes, Our Notes, Mdse, 4&;c., an entry must
be made on the Dr. side of the account representing the par-

ticular kind of thing received, and when we part with any of

these things, an entry must be made on the Cr. side.
When a person receives value from us without giving us

an equivalent, we must debit his account ; when he delivers
value to us without receiving an equivalent from us, we roust

credit his account.

If Robert Smith buys goods from us, it does not matter, so

far as the statement of the fact is concerned, whether we say
" Robert Smith has bought goods from us," or " We have sold

goods to Robert Smith." In the first expression our attention

is more particii1<irly directed to Robert SmiiKs part in the trans-

action—what he has done ; in the second, to our part in this

transaction—what we have done. And it will very much
conduce to a clear understanding of the application of the terms

Dr. and Cr. to accounts representing things, if, when we are

dealing with one of these accounts, we consider mainly our
part in the transaction, as receiving or giving ; and when we
are dealing with a personal account, as Robert Smith, we consi*

der mainly his part in the transaction, as receiving or givine.
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IT£M8 lOB A CASH AOCOUMT.

June Itt, 1876, Cash in hand $500. 2nd, Bon^ht Mdse for

cottli, $300. 3rd, Received cash from Abel Adams on acct.,

$80. 5tb, Sold Mdse for cabh, $120. 6th, Paid for sundry
expenses, $50. 7th, Received cu»h from Benjamin Bond, in

payment of his note, $100. 8th, Pai<l cash to James llcaton

tor our note, $130. 9th, Borrowed from Charles Coleman,

$150. 10th, Paid Daniel Dunn on acct., $400.

Required amount of Cash on hand.

Dr.
Cash in hand.

All Cash afterward

received.

EXPLANATION.

> Cash. <

tab

All Cash paid.

The dififeronce between the two sidei will show Cash in

hand.

Bi. ^odA. %k
/<f/^. /cf/^.

^^m* / Hifn Aanti soc CO J»*H0 S SPaui 300 00

3 &Ue4iiv4el ^0 OC s STaiJ 60 00

i &te««iva ^90 00 ^ SPaiJ /30 00

7 &Ue«iv4a ^00 00 ^0 SPuJ 400 00

9 ^50 00

^^0 00

^y/0 €<Unit*AnHU JO 00

'

fJC 00 fJO 00

——• ——

ITEMS FOB AN ACCOUNT OF OTHERS* NOTES.

1876, June 1, We have on hand Frank Ford's note for

$350. 2, Received George Gunn's note for goods sold him,

$280. 3, Got F. Ford's note discounted, $350. 5, Received
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flonry Hunt'i nota at one month fur balance of hit acct, $lf)0«

6, Sold goods to Isaac Inman on hU notu $1JU. July S,

Henry Hunt haa paid his note of June 5, $130.
Uequirud how much u owing to us on Ot)ier«' Notos,

PLAN.
Dr. ^ /

Others'Notesinhand. ( Bills )

** ** after f Receivable. '» Others' Note* dis-

ward received. ) \

The difference shows Others' Notes in hand.

Bl

Or.

Noi
posed nt

ecemcwie, wl.

3

4

ffn nana

SfUuioM

490

^^0

00

00

00

00

00

2Jiytod4€/<^

J^*/y ^ Q)a/»c64c/
o/

M natul

3J0

430

4^0

400

^io

00

00

00

00

00

ITIMB FOB AN AOOOUNT OF OUR OWN NOTU.

June 1, 1876, Note outstanding, favor of John Jones,

S200. 2, Gave our note to John Lord for goods bought, $350.

3, Accepted Charles Coleman's draft on us at two months, fur

balance of account, $190. 5, Paid Cash to John Jones for our

note, $200. 6, Bought goods on our note from Mark Main,

$270. Aug. 6, Paid our acceptance, favor of 0. Coleman,

$190. Required amount of Our Notes outstanding.

Dr,

PLAN.

i Cr.

Bills
J
OurNotesoutstanding

Our Notes redeemed. ^ Payable, j Our Notes afterward

) ( issued.^

The difference shows Our Notes outstanding. -j' %^
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Mi/A &^afiaU. %

^y. i

/ ffiiMtmmtHf

ITEMS FOR. A PERSONAL ACCOUNT.

1876, June 1. Nathan Newton owes us $150. 2, Sold him
goods on account, $200. 3, Received cash from him on account,

1100. 5, Sold him goods, $320. 6, Bought goods from him«

$2G0.

Is N. Newton our Dr. or Cr., and for how mueht

PLAN.
Dr. V

(
Cr.

The value N. Newton > N. Newton. < The value N. Newton
receives from us. ) ( delivers to us.

The difference shows how much he owes us, or we owe him,
as the case may be. V

/. QAf€Una/n oAfewion, <Si.

a^6. ^4J6.

—

,

^tn4 / ^nMUti lo jL*s^ juit/4/

<t4 4SC 00 «U *ta/it« ^00 00

9 ^jai tttfivfn s f^t,4 Mi/4/ •

*'aAt^./intH. et4 too 00 uA wUtu 960 00

s
vtuut/umttU 390 00

•'

360 or

s C^ MtiM *U S/0 00

Sjo 00 Sjo 00

1
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SECOND EXAMFUB.

1876, June 1. We owe Oliver Owen, $500 ; 2, Bonglit

goodii from him, $2G0 ; 3, Paid him cash, $300 ; 5, Borrowed
from him, $150 ; 6, Paid him cash, $270.

Is Oliver Owen our Dr. or Cr., and for how much f

i. u/tmei U/wen, ^.

va/uej/ionnU

tmuufAtmttU

i> w* Oftt4t

^ajS.

Stns /

SCO CO

f

2J0 CO
If

sifo CO

3J^ CO

f/e CO

nun

its vtt/u*

ITEMS FOR AN ACCOUNT OF THE GOODS WE DEAL IN.

1870, June 1. Value of goods on hand, $1500 ; 2, Bought
Flour for cash, $380 ; 3, Sold Flour to Samuel Smith on ac

count, $690 ; 5, Bought butter from Robert Ridgway on our

note, $G70 ; 6, Sold butter to Thomas Turner on his note,

$480 ; X» Sold remainder of goods by auction, $1600.

. Required the gain or loss.

PLAN.
Dr. Cr.

Cost of goods on hand.
) ii/r^-.^-u«„ f

What thev sold for.

Cost of goods bought V ^^IrJT^"" • Value of goods on hand

since. j
^^^^'

{ (if any).

The difference will show gain or loss^ as the case may be.

16
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%.

2
U(Mww cn Anna

^otinAi

4500

3^0

00

00

^t*n* 3

t

ifo

A^o
00

00

6 WounAi 6yo 00 7 4AM ^Soo 00

2560 00

220 00

2Jfp 00 2^70 00

1 1 , i

SECOND EXAMPLE.

1876, June 8. Goods oa hand, $800 ; 9, Sold goods for

cash, $300 ; 10, Sold goods to James Smith on his note, $200 ;

12, Bought goods from Charles Adin, $1200; 13, Sold goods
to John Brown on account, $-100 ; 14, Goods remaining worth
$1000.

Enquired the gain or loss.

l. Qyfcelc/iaynduie, %.

4^yS.

wn na*ia ^00 00 4/1^/ 300 00
42 %B<>uaM 4200 00 40 sua 200 00

43 ^<M 400 00

%

"

M ffn AunJ /ooo 00

4^00\00

/00\ 00-

2000 00 2000 00

XI
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iii'l

I'M

rriOfS lOB AN AOOOUNT Ot INOIOENTAL UXPENSE&

1876, June 1. Bouglit stationery, $15 ; 30, Paid Clerk's

salary, $40 ; Paid rent, $30 ; Paid gas bill, $6 ; Paid taxes, $4.

Dr.

Cost
1

PLAN.

Elxpense.
( Cr.

i Returns, if any.

^^̂leitde. 't^L

30
u

u

it

/J 00

1 ;

40 00

30 <^0

S 00
^• 00

F 00

1

Having laid dovirn the general principle that an entry on the

Dr. side of an account in the name of a thing us mercliandise,

indicates that we have received the particukr kind of thing

represented by the name of the account, the pupil may be led to

think the principle at fault in the case of Expense Acct. It

is, however, true, that every entry on the Dr. side of this ac-

count indicates "something received by ua. \\i the case of

stationery and gas there can be no question. We received the

Clerk's services for the salary paid. We received use or
occupation of premises for the rent paid. We received cer-

tain civic privileges for the taxes paid. And if we chouse

to represent all such things received by the word Expense, then

the principle holds good in this case, viz., that an entry on the

Dr. side of Expense Acct. indicates something received
necessai'y for the conducting of the business.

Id
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CHAPTER V.

EXAMPLE OP CONNECTED ACCOUNTS,

The pupil can hardly fail to see how much the practice of

Book-keeping depends upon a knowledge of the nature and
objects of accounts. Bookkeeping may, indeed, be called

Account-keeping, and the book-keeper himselfan accvuutant.

In the examples uf the various accounts in the preceding

chapter, there was no mutual dependence of one account upon
another. We purpose now to give a series of connected trans-

actions, which will, of course, give a series of connected
accounts, from which, when completed, may be derived cer-

tain definite results, showing the Assets and Liabilities, the

Gains and Losses, of the business; and through them, its

financial position.

MEMORANDA OF TRANSACTIONS^
187«.

Juue 1. Invested in the business ^ 15 00
2. Bought goods from Abel Bond 800 00
3. Bought stationery for vise, from Chas. Dunn 10 00
5. Sold goods to George Hunt 200 00
6. Sold goods to Edward Forbes 100 00
7. Received cash from George Hunt, on account 150 00
8. Paid cash to Abel Bond, on account 140 00
9. Received cash from Edw'd Forbes, on account 80 00

10. Sold goods to Edward Forbes 400 00
• 12. Gave my note to Abel Bond, on account ... 300 00

13. Sold goods to George Hunt 2G0 00
14. Received from Edw'd Forbes his note on acct. 250 00
15. Bought goods from Abel Bond 1000 00
16. Sold goods to Edward Forbes 600 00
17. Received cash from Edward Forbes, on acct. 100 00
19. Received from George Hunt his note on acct. 200 00
20. Received cash from Edward Forbes, on acct. 500 00
21. Gave my note to Abel Bond, on account ... 500 00
22. Paid'Cash to Abel Bond, on account COO 00
23. Due to Mark Newton, for rent 40 00

Value of mdse unsold, us found by taking
stock, June 24th, 1876, $650.

Required the net worth on the 24th of June.

19 •
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The instructions already given with each aeeoniit as to the
kinds of entries made, are here arranged in a tabular form,

which will be found vtrj convenient, both fur study and
reference.

Dr. Entries.

Withdrawals.

Received.

Others' notes

received.

Our notes re-

deemed.

Value he has re-

ceived from us.

Cost

Cost

Accounts.

Capital.

Cash.
BillsReceiv-

able.
Bills Pay-

able.

Abel Bond.

Merchan-
dise.

Elxpense.

Gr. Entries. Differences.

Investments.

Paid. Cash In hand
Others' Dotes.Others'notes

disposed of.
|

in hand.
Our notes is- Our notes

sued. outstanding.

Value he has

deliv'd to us.

Returns.

Returns.

( What he

J owes us,
Or,Weowe
him.(

Gain or Loss.

Loss.

The pupil will observe one account in the Table which we
have not mentioned before, namely. Capital Account. It is

more frequently called Stock, and sometimes, by tlie Pro-
prietor's Name. In this exercise the pupil is directed to

call it by his own name, considering himself as the proprietor.

He will treat it like that of any outside party, crediting it

when he puts anything into the business, and debiting it when
he gets anything out of the business.

He will make out the necessary accounts on a sheet of paper,

and compare his work with that in the book afterwards. There
are two ways in which he can do the work, and we would
advise him to do it in both. He can take one* account—say

Cash—and, picking out all the cash receiv^ and paid, finish

it. Take another, and finish it in the same way. Or, he can
write the headings for all the accounts, and then taking the

first entry in the Memoranda, enter $15 on the Dr. side of
*»0
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Gkah, Mid the same amount on the O. lide of the account

bMiing his own name. Then take the second, and enter $800
on the Dr. side of Merchandiso, and the same amount on the

Cr. side of Abel Bond. And so on, to the end. Each way haa

its advantages; but for the sake of certain lessons to be learned

from the latter mode, we would urge the pupil to let this

method have his particular attention.

One more direction, and he may set to work. In making
entries in the accounts representing things, write the name of

ihs person from whom reoeired, or to whom delitered ; and in

makine entries in accounts of persons, write the name of the

thing they have received from you or delivered to yon.
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^
ttnnt*

7
f
'7
MO

/J

/ao

40

400

aoo

4j9^

00

00

00

00

00

00

/4p.

2f

i4

(ijiUSBom/

}/^n nana

4J^0

ioo

M. (S) SBi/& Mece^^tcJA

'9

950

SOO

Ji-50

00

00

CO

44J6.

I'

i BL

a^ Aana

40S

Sj9^

00

00

00

00

00

<^t.

J^SO

J^gO

00

00

I! J! I

to

I':

Bi. (3) Mr/4m^a/A %.

f/uMa*fditta Jioo 00

44jS.

Jim* 42

2,

300

JOO

00

00

/^ 400 00 400 00

\

W^M^

»



%.

4JK>

dOO

00

00

J4e
403

00

00

i43 00

1

%i.

/

1

Ji^30 00

J^30
i

00

%.
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QMeicn€i/nai&e* 9k

43

^00

4000

4400

4-40

9940

00

00

00

00

00

44jif.

^M#t« 3

40

43

4S

94 ^&e»Uumu/ti

Bi. (s) Sa^£n6e.

44jS,

93
40

40

30

00

00

00

Stm

900

400

400
960

Soo

43i0

630

9940

00

00

00

00

00

00

00

00

"Hi.

30 00

30 00

300 00

300 00

400 00
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(pupil's name).

/<j7^.

9Ua

%,

/^ fffi

!ii ! I

Ql '

'
i

k (V ^Sl£UM<mJ.

'«. (a) '€4/9Vn,

1T4 c*ve Aint ^0 00

%

%«.

/o CO

24

:;lli I
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%.

44p.

40

4^

/

400

400
Soo

00

00

00

4Sp.

44

'7
20

24

So

250
400

500

00

00

00

00

f50
4J0

00

00

4400 00 4400 00

Bi. 00) ^eoi^ (^W ^i.

4SjS,^

43 oJteli*

/

200

260

4^0

00

00

00

4Sp.

^*7

24^ ^MMi tU

450

200

350

440

00

00

4^0

00

00

00

L (11) (^ai^ oA^ewion, "Si.

4^p.
I

^M*M24 1^ <Matf /iM 40 00

4Sp.

Yea^t%6*)

40 00

25
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I

The closing entries in the preceding set of aceonnto will

each represent one of four things—an Asset, a Liability, a
Gain, or a Loss—and furnisii tiie pupil with the two classes

of data for the estimation of his Financial Position on the 24th

of June. Let him first make out a statement of liis Assets and
Liabilities. The nunil)ers refer to the particular accounts in

the set.

Assets. Liabilities.

ft/^./ vtUn *H nana

QMai* in nana

fAioe4*la4ina\

ffuttna nitn on noitA

€ Siuti'a w'oivM CW4A

tfM ttecoiMtt

4C

405

650

450

qJVcS 1^ atoM 0M ncitA

7^ 4niMd QJ!^. SBona,

« aoeoutni

i^n, «n atceuni

^jis^sUni nsi

400

260

40

40

4440

3J5

44^5

^

Next, take the Gains and Losses in connection with the

Capital at the beginning.

5
^Mtn Ao*n ntau 440

50

1

S

oA'et nain

^iiaina/C€i/ula/

360

45

-

/

^jfu Aud^ni Hsi wcUA 3J5

26
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24th
its and
Dts in

40

The account, No. 6, in the name of the pupil eould no be

closed until the Net Gain or Net Loss, as the case mav be, t.sd

been ascertained. The first entry is intended to snow huw
much he put into the business, that is, the Financial Pusi'

tion at the beginning of the period under consideration ; and
the last or closing entry, the Financial Position at the end.

The former is already shown. To show the latter, if there has

been a net gain, it must be entered on the credit side, thus

increasing the Original Capital ; if there has been a net loss, it

must be entered on the debit side, thus lessening the Original

Capital. The difference between the two sides will then show
the Net Capital at the end of the period. The result of the

business in this case has been a net gain of $360. The account

when closed will, therefore, appear as follows :-^

M (pupil's nams.) %

3J3

4Jih4s

• 3p OC

43Jif.

9^
45

3io

00

00

f 3J5 00 3J5 00

ith the
The pupil will see that in finding his Net Capital from the

second cli^s of data, not one of the fii-st class was required,

except that of the unsold merchandise. • This, of course, was
necessary in order to find the gross gain from sales. He had
no need to know the cash in hand, nor the nutes outstanding,

nor what was owing to him, or by him« on account.

He will also notice that the latter mode is much shorter

than the former. If he had done business with Jive hundred

persons instead of five, as above, the first metliod would have

been materially lengthened, while the same three accounts would
still have sufficed for the second method.
As the same result—the Net Capital—is obtained from two

different classes of accounts so very nearly independent of each

other, a strong proof is afforded of the accuracy of the work.

%t'
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In the Mme way, anj leries of connected butineu transao*

tioni will furnish material for accounts which will show, in the
difference uf their sides, the two classes of data necessary for

a double statement of the financial position at the end of the
period embraced by those transactions. Let the student not
leave this exercise until he thoroughly comprehends every part

of it

In working out the preceding exerciiie, the pupil must have
noticed

—

I. That for every transaction, he made an entry in two
accounts.

II. That these entries were on opposite sides.
III. That they were equal in amount.
For example, the statement, June Ist, of the investment,

gave an entry on the Cr. side of the account in his own name,
and one on Dr. side of Cash to the same amount The pur-

chase of goods from Abel Bond, on the 2ud, gave an entry on
the Dr. side of Mdse, and one on the Cr. side of Abel Bond's
account to the same amount. He has, indeed (aud, perhaps,

without knowing it), been making a Double Entry Ledger.

Now, in the particular exercise here given, as all the trans-

actions are on credit, one of the entries in'each ease was neces-

sarily in a personal account, and the other in an account

representing a thing. Common sense will tell him he can-
not dispense with the entries in the personal accounts ; he
may (though he had better not) dispense with the entries in

the accounts representing things. Had he done so, he would
have had a Single Entry Ledger.

If he will turn to the openings containing the accounts (page

22-25), he will find them arranged so as to assist hin^ in under-

standing the difference between the two methods The second

opening, taken alone, is Single Entry ; both openings, taken

together, constitute Double Entry. In the former, he debits

and credits only persons ; in the latter, he debits and credits

both persons and things. And by " things," we mean
not only material, tangible things, such as cash, merchan-

dise, notes, but also any accommodation or advantage
to which, in business, a money value is attached, as use of motiey

(interest or discount), occupation of premises (rent), services of

clerks (wages), Ac.

The learner will have anticipated the definition of the book
oalled the Ledger. Besides this, other books are used, of which

he will be shortly informed ; but the Ledger is the principal
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he

hook, all othert being for convenience, and rabsidiary to K.

Jt is tlio \)o6k ill which all the transactioni are clawified in th«

form of accounts. A \>eiioT single name could not, per-

hap' . have been chuson for it. It is derived from the Latin

verb Ugere, to lay or put together, to collect, to pick out.

We are about to introduce the pupil to Single Entrv Book-
keeping, but we are anxious to impress upon his mind from the

very beginning, the undoubted superiority of Double Entiy.

Let him not forget that the ultimate aim of a set of books

is to show at any time the financial condition of the busi-
ness, and that this can be shown in two ways :—
L From a comparison of the Assets and Liabilities at the

time.

n. From the Capital at a former period, and the net gain

or net loss since.

And that Double Entry (aa he has seen) furnishes these

two classes of data.

Bearing this in itiind, he will be able, as he progresses, to

institute a comparison between Single and Double Entry, and
will probably.discover in the end that the labor required in

the former, as commonly practised, is so nearly equal to that

required in the most approved modern forms of the latter, that

business men might well afford to give the little extra labor

necessary to make it such, and thus realize all the advantages

it offers.

QUESTIONS FOR REVIEW.

What is meant by solUnggoods on credit ? What arranffements may
be made as to payment ? Write a PromiBsory Note. "Write a Draft.

What must be done to a Draft to make it a prortitt to pay f In what
respect do a Promissory Note and Draft agrees atd in what do they
differ f How may debts owing to us be naturally d:Tided ? How may
the debts we owe be divided ? What is the ultimate object of Book*
keeping ' Knowing a trader's Assets and Liabilities, how would we find

his Finaucial position? Knowing his origin^ Capital, and his Oains
and Losses since, how would we find it ? Of what do a trader's Assets
or Reset', r.cs usually consist? If a business is prospering, how are the
Assets and Liabilities varying in respect of eanh other ? \Vhat is meant
by an Account ? Explain the form of ac^ouat commonly adopted. To
what do the terms Dr. and Cr. primarily apply ? Which side of an
account is called the Dr., and which the Cr. side ? What idea, in con-

nection with the name of an account, is associated with the Dr. side,

and what with the Cr. side? What does "Cash Dr." mean? What
does " John Jones Dr." mean ? What does "Cash Cr." mean ? What
does " John Jones Cr." mean f Explain how the Cash which oughi to
be in hand is found. Explain how what is owing to ns on Others' Notes
is found. E^lain how what we owe on Our Notes is foond. Explain

29



BOOK-KEEPING.

how what { owing ni, or what wa owe others, when no notes have been
received or given, is foand. Explain how the Gain or Lots on mer*
chandise is found. In the example of connected accounts, how often i$

each fact stated ? What name is given to the book containing such a
collection of accounts ? If we call ourselves the First Party, and the
person we are doing business with the Sucond Party, whose part in the
transaction do we mainly consider in a personal account, and whose in a
non-personal account ? Which of these accounts, taken alone, constitate
Single Entry t Which constitate Double Entry T

CHAPTEE VI

INTRODUCTORY REMARKS TO SINGLE ENTRY.

In Single Entry, the Ledger contains accounts only for

persons. The transactions which affect any persons in their

relation to us as Dr. or Cr. may be entered at once in the

Ledger, or they may first be entered in a book called the Day
Book, and afterwards, at convenience, transferred to the

Ledger.

If James Smith sells to John Brown, July Ist, 1876, one
felt hat on credit, for $3, he may enter as follows :

—

DAT BOOK.

V0 On€ €€U AtU s CO

LEDGER.

^UMiioimt. %

&o 0He m/c

Aat

00

Or, he majr dispense with the Day Book, and use only the

Ledger.
30
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John Brown in his books would write as follows :—

DAY BOOK,

<m0 s CO

LEDGER.

M. fames SntYl ^ ^l.

tfOy cnt /e/t

'Aat

3 00

^ Or, he may dispense with the Day Book, and use only the
Ledger.

We have here used the preposition " To " in the debit entry,

and "By*' in the credit entry, out of deference to custom.
Some do not use them. And certainly John Brown is not
Dr. to the Hat, but to us jor the Hat. Indeed, the word
" for " would, in general, better express the meaning, if it be
th jught necessary to use any word at all.

The following examples will further illustrate the mode of
entering transactions in the books of both debtor and creditor,

with which the pupil should become familiar before progressing
further. For this purpose separate sheets of paper, ruled by
the pupil, should be used. Let the pupil write the transactions

on one page, numbering them, and make the proper entries on
another, with their corresponding numbers and correct dates,

as in the following examples. The pupil should be required
to write out a number of transactions, in addition to those
given in the book, and after having studied them carefully, be
prepared in recitation to give the entries on the blackboard.
The learner should, from the first, invariably compute the

value of all articles bought or sold, whether the calculations

are made in the book or not It would be to \\\& advantage to
do this in studying any treatise on Book-keeping. But in the
Qse of this work it becomes absolutely necessary ; for transac-

tions are soon introdoced where sacli computations are an-
avoidable.
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TRANSACmONS TO BE RECORDED IN THE BOOKS OF BOTH
THE BUYER AND SELLER.

Transaction 1.—January 2nd, 1877.

John Brown buys of James Smith one felt hat, for which he

agrees to pay him three dollars.

John Brown is the debtor, because he is the receiver. James

Smith^is the creditor, because he is the giver.

Transaction 2.—January 3rd, 1877.

Wm. Jones sells to Peter West one pair of boots, for which

he is to pay him five dollars.

Peter West is the debtor, because he is the receiver. Wm.
Jones is the creditor, because he is the giver or seller.

Transaction 3.—January 4th, 1877.

Robert North sells to George South four reams of paper, for

which he is to pay twelve dollars.

George South is the debtor, because he is the receive^

Kobert North is the creditor, because he is the giver.

Transaction 4.—January 5th, 1877. ^

B. M. Norman buys of J. B. Graham one overcoat, for which

he is to pay twenty dollars.

B. M. Norman is the debtor, because he is the receiver. J^

B. Graham is the creditor, because he is the giver or seller.
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MODE OF ENTERING THE FOKEGOINO TRANSACTIONS.

ler.

No. 1.

^^77' James Smith enters in his book

—

J5»n. 2

&o one ieU Aat

John Brown enters in his book

—

SJi

s CO

„^- 2 %.

3 00

No. 2.

Wm. Jones writes in his book—
£»»*. 3 ^*/ii m6t ^«.

&o ctte Ami o/^ooi* S 00

Peter West writes in his book—
Jan. S

^^ <m*/iak o/looU

%.
^ s 00

No. 3.

Robert North writes in his book

—

M- ^

George South writes in his book

—

Bi,

4t 00

^4M0$* ^ ^UtQjVoUA <Si.

^^ /i>uk. Uanu c/hahti <U /Jr /^ 00

§ No. 4.

J. B. Graliam enters in his book—

-

t^ J m. ^ oJVoiman ^4.

^0 0#M <kU0UO«U $0 00

B. M. Norman enters in his book—-

A.. 5 / ^.Jfudam «.

»c 00
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SINGLE ENTRY.

ifli

INSTRrCTIONS.—SET L

The most simple form of keeping accounts is presented in

this set. It is well adapted for mechanics and others whose
business transactions are very limited. Only one book is used,

tlie Ledger, and the transactions are entered directly in it without
the intervention of a Day Book. The space to be appropriated
for any account, in actual business, will be greater or less ac-

cording to the extent of the person's dealings. Open only one
account on each page in this set, as there are but few persons
witli whom you have dealings and the accounts are long. The
name of the person should be written in a fair bold hand, •(»

that it may be readily seen when turning the leaves, and
easily distinguished from the other writing. Over the double
money o liimns to the right of the page, write "Dr." and
" Cr.,'^to sliow where the amounts of the items are to bo placed.

In writing up this set, first read the narrative of transac-

tions, and write each entry in its proper account, in the order

of its date.

The first transaction to be entered is the purchase of iron

and coal, from John Smith, on the 2nd of September, Open
an account for John Smith by placing his name in a large bold

hand at the top of the page, and over the double money
columns to the right, place " Dr." and " Cr.," as directed above

j

then enter to his Cr. the items purchased from him. Next
open an account for William West, and enter, to the Dr. side,

the work done for him ; then open Thomas Brown's account,

and charge liim with the work done on the 3rd, and so on,

making all tlie entries of one day before making any of the

succeeding <lay. In making the entries, first write the date on
the left, tlien the item, and lastly the amount in its jiroper

column. The word " To " is prefixed to the items for which
the accounts are debited, and the word " By " to those lor

which the accounts are credited. Great care should be takes

to avoid placing the amounts in the wrong columns.

Before closing the Ledger, which should be done at stated

periods, every transaction that will affect any account should bs
entered, and settlements effected as far at practicable. Thif
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done, add the amounts that are in the colamns of the different

accounts—such as Wm. West's, and others that have the foot-

ings of the Dr. and Cr. columns equal, rule off, and place the
footings as shown in the accoant. If one side of the account is

larger than the other, as shown by John Smith's account, find

the difference between the two sides, write the date of closing,

and say, as the case may be, " To " or " By " balance, and place

the difference or balance on the smaller side.

After the Ledger is closed, make out the statement. This is

a very important part of book-keeping, as it shows the results

of the business and the general condition of affairs. The state-

ments should contain a list of all property belonging to the

business, a list of all accounts against others, and also a list of

all debts owing to others.

In subsequent sets the statements will include a greater

variety of accounts.

1876.

TRANSACTIONS.—SET L

MECHANICS' FORM.

M

M

it

3rd.

Sep. Itt Rented the shop and tools of John Smith, at ninety-

six dollars per year, for the purpose of carrying on
the business of a blacksmith.

*• 2nd. Bought of John Smith, on one year's credit, his stock

of iron and coal—5000 lbs. iron at 5c. and 5 tons

coal at $8—$290.
Shod 2 horses all around, for Wm. West, $1 ; re-

paired his waggon and set 1 tire, $2.20.

Made 1 large clevis for Thomas Brown, $1.25 ; mended
2 barn hinges, 30c ; and tempered crow-bar, 20c.

*• Mended trace chain for George Weaver, 30c. ; shod

1 horse (fore feet), 50c ; set waggon tire, $1

;

ironed neck yoke, $1.

4th. Mended log chain for John Smith, 2 new links, 40c ;

sharpened and set 4 shoes, 75c. ; sharpened coulter,

25c. ; 1 pair small clevises, $1.

Received from Wra. West 5 bush, potatoes, at 40c ;

4 lbs. butter, at 25c. ; 10 lbs. cheese, at 10c.

Repaired plough for John Smith, $1 ; rod for same,

20c ; 2 bolts, 35c. ; 1 clevis, 50c.

Ironed 1 bucket for Thomas Brown, $1.25 ; shod

colt, 4 new shoes, $1 ; tempered drill and pick-axe^

26c. ; and ironed whiffletrees, 50c
35

li

5th.

<i u

8th.
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Sep. 9th. Ironed WAggon for George Weaver, $10.25 ; mended
shovel, 20c. ; and repaired sulky, $2.20.

10th. Received from Thomas Brown 1 turkey, $1 ; 1 load

wood, $2. Shod his horses all around, 4 new
shoes, $1.50 ; sold him 4 hooks and staples, at 15c.;

1 iron wedge, 75c.

12th. Repaired drag for John Smith, 2 new bands, 50c.

;

ironed neck-yoke, $1 ; ironed whiffletrees, $1.50.
•* Received from George Weaver 5 doz. eg^s, at 15c. ; 4

bags apples, at 40c. ; 1 quarter lamb, 15 lbs., at 10c.

13th. Mended waggon box for Wm. West, $1.25 ; sharp-

ened 15 drag teeth, at 5c. ; 4 new links for trace

chain, at 15c.

15th. Sold John Smith 40 lbs. gate hinges, at 16c. ; 10
lbs. bolts, at 12j^c.

** Repaired buggy shaft for Wm. West, 50c. ; set 2
shoes, 25c. ; mended shovel, 25c.

* Sharpened and set vv^o shoes for George Weaver,
35c. ; repaired cultivator, $1.25 ; sold him 1 large

clevis, $1.20.

16th. Mended shovel for Thomas Brown, 20c. ; sold him
2 bands for harrow, 50c. ; and set two shoes (colt's

fore feet), 25c.

17th. Received from Wm. West 1 brace chiokenS) 50e.

;

4 bush, potatoes, 30c
*• Repaired buggy for John Smith, $3.20.

20th. Received from Thomas Brown, on account, 5 lbs.

butter, at 20c. ; 4 bush, apples, at 25c.

24th. Received from George Weaver, on account, J ton

hay, $6.25 ; 1 bbl. flour, $5.50.
" Repaired ox-yoke and chain for Thomas Brown,

$1.80 ; and set two shoes, 25c.

25th. Sold George Weaver 4 strap hinges, at 25c. ; 1

clevis, 75c. ; 1 hook and staple, 15c.

26th. Received from Wm. West cash in full of accoun.,

$1.10.
" Sold Thomas Brown 1 pair buggy springs, S8.60.

29th. Received from George Weaver cash, in ftiH of ••
count, $9.55.

** Ironed lumber waggon for John Smith, $14.40
30th. Received from Thomas Brown cash , in full of ac-

count, $14.10.

/ ha96 on hand ttYm, as per mvenionf, $340 ; eoal^ $30

;

/aeiurtd horse skoest hoUsy clmses, <£c, $30.50.

M

U

M

«

«

«

l<
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ided

load

new
15c.;

50c.;

50.

5c. ; 4

kt 10c.

sharp-

trace

c; 10

; set 2

reaver,

I large

Id him
I (colt's

50c.;

5 lbs.

i ton

Brown,

86c.; I

iocoun«>

5S.60.

Il of •»-

.40

11 of a*-

^/n <Mn^. Bi. %.

<t

&o Q^IUncUtta / u>a ^nain f.i

a
5000 IL *um, mi ^ftf.

J UtU etna/, ai 04

tIMU UH,

1»

ts

17

£9

SO

M)
it

it

tt

6M«6

iS^AtttA^nUt^ eeu/cH

4 ActU M)UtU0itHM6M

» / iot/JU it

a

it

it *tA»

/a4*eli\

a

it

9n4uuna

tt

a 40 ^Mi.

a /O '<

tt &MuUUf
it

\" SBa/anc*

naU Aittau, mi iJe.

4iJIU, tU ilBj^e.

ie #MMi tiaccutU

6

U
957

S90

40

76

25

00

00

SO

35

60

60

00

60

00

S5

<gO

40

70

00

t50 00

00

S90 00

. Note.—It is osnal to rule with red inL And it is also fe-

commended (although we have not found it convenient to do
this in the book) to write the ehsmg entries in red ink^ in order
that the eye may more readily distinguish entries of transac-

tions from mere dosing entries.
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tmcmi Wed. Bi. ^i.

TT

^tt

18

16

17

Una / i*U

1u 5 £u4. AoiaioUf at Ji-00.

" ^ /!U. ^Ut4i, at Sae.

" 40 ^. CA444; at 40e.

vc ^Mtnutma waaacn Mm
** ^AaikktMma 45 Juta itetA,

tU Je.

ai 45c.

** ^ttJuUUna ^*^»^ ^AtUt

" MttUi^ 2 j!ou

" HMtntatM / 4no*m

SBu^ Aau cAieJUtU
** J^ A*uA. Aotatoa, a£ SOe.

Me ** ^uAinfUltc^aeccmU

2

00

SO
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60

60

26

25

6 80

00

00

00

1

1

60

20

10

6 80
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S'^m<iA SStotiin. ^i. ^
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m

It
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tt

tt
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a

8

10

16

20

94

26

SO

47o Q4ta4«*ta 4 /cHa» «/ivU

" Q/^ene/ina IB /ain AiUt«t

" V*mA«Utia / MoiO-vtU

" 9ficnt*ia / ^4et
** Vnctina eoil, ^ ntut 4Xc44

** ^*m^tUnn w/u/^f tutt/^Ut/tuM

S^ &Actma AoUU tUt mlkounJ

** / Ue*t wetM€

" 9 AtmtuAn AaMottA
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1

1

I

1

1

8

25

SO
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20
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25
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(

1

»

1

1
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^eoi^e Weavei. Bi. %

9

19

&o Qy4f<eH</t''M / /iaet eAil«MM

" ^Aauty / Acu* (/oU/i^i)
" ^tUU
tt

tt

ytoyyfOH /U4>

It ^..^^
y?uittaaon
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tt
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24
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4/uUe^tient 04 ^nc^oulced ixnd^i€iuiulu4.

QJ^hon on nana, vauutt a£ » m $ SJiO 00

^Ats4 /am ei<a/, at $^0 m m 30 00

tff!>i44i ^AcM, Ac/Ia atui eUoidfA m m 30 60

vOiiA in nana m m m m :fy^ js

iSlUa/SfUAcuicU m m m $393 $3

^Sitn cwina ^>An &m*iA, «#• ae«ouni m 0^3^ 'jfO

^f* *Hon/AU **n4, a/ $06 ku yseU m li 00

^^AtUne* A*tw4—t iXeAtH^iea attJ ^SiaAt/UitA, M

^$63 JO

03f 33

As you began without capital and are now- worth $59.56,

you must have gained this amount during the month you have

been in business.

FIRST SET FOR PRACTICF*

USB ONLY THE LEDGER, SAME AS IN PREOEDING SET.

On Jan. 3rd, 1877, commenced business with $1500 in cash.

Paid for store fixtures, $200 ; for goods, as per invoice, $800.*

THE FOLLOWING TRANSACTIONS ARE TO BE ENTERED.

Jan. 4. Sold R. J. Wallace, on account, 1 broadcloth coat, $30

;

pants and vest, $15 ; overcoat, $7.
** 5. Sold W. J. Graham, 1 pair pants, English cassimere,

$10 ; 1 sack coat, blue m^ton, $20 ; 1 pair striped

tweed pants, $10.
** 6. Sold James Hughes, 1 beaver overcoat, $30 ; 1 Scotch

tweed coat, $12.

* No entiy is to be mad* of tho foragoing in the Ledger, bat » memonii*
dma of it ghould be kept
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I
«

II

14

/an. 8. Sold Geo. Denmark, I nocktie, $1.25? } doi. hand*

kerchicfM, $2 ; and 1 pair 8U8{)«!iKler8, $1.
•• 9. Sold J. U. Dinginnn, 1 boy's suit, fur son John, $18 j

and 1 coat for UtAmrt, French casHimen;, $8.

11. Bought of John McDonnld & Co., 1 piecu of English

broadcloth, 25 yds., at $3.

!2. Sold J. R. Ditigniiiii, 1 pair doeskin pants, $8; 1

vest, $5.

15. Sold Geo. Denmark, 2 n<'cktie«, nt 25(;.

** 1(5. Received from R. J. Walljico, on account, $20.
** 17. Sold \V. J. Graham, I pair French cassiraere pants,

$10:1 satin vest, $6 ; 1 ov rcoat, $25 ; 1 suit ^Scotch

tweed, $25.
" 19. Bought of John McDonald & Co., 24 yds. French

cassimere, at $2 ; and 10 doz. linen handkerchiefs,

at $3.
" 22. Received from W. J. Graham, on account, 4 tons

coal, at $8.
" 23. Paid John McDonald <fe Co., on account, $50.
" 24. Sold R. J. Wallace, 1 dress coat, $30 ; 1 cassimere

vest, $G ; 2 pairs hose, at 45c.
" 25. Received of J. R. Dingman, cash on account, $6.

26. Sold to A. B. Chatham, 1 black cloth coat, $20 ; 1

pair cassimere pants, $8.25 ; took in payment an
order given by James Hughes.

Charge these goods to James JlugheSt as they vere

given on his account.

27. Sold J. R. Dingman, 6 shirts, at $2 ; and 1 frock coat,

French cloth, $30.
29. Gave John McDonald & Co. my note at 3 months,

on account, $53.

30. Received from W. J. Graham, his note at 2 months, in

full of account, $73.
^ Received from George Denmark, cash in full of ac-

count, $4.75. I

tt

u

it

u

THE FOLLOWING ARE THE RESOUROES AND LIABIUTIES, NOT
SHOWN ON LEDGER.

Merclmndise unsold, as per Inventory, $750 ; Bills Receivable on
handy IF. J. Graham's Is'ote for $73 ; Cash on hand, .1^479.75

j

Ftore fixtures^ $200 \ Am owing on Note, favor of John McDonald
^:. Co., $53.
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STATEMENT OF RESOURCES AND LIABILITIES.

IIBST SET FOR PRACTTICS.

Retources.

Merchanrlise nnsold, as per Inventory

Bills Receivable, W. J. Oraham's Nute fur

Cash on hand -

Store fixtures, as per valuation

R. J. Wallace owes ou account

James Hughes
J. B. Diugman

Total Resonrcet • • •

Liabilitiet,

Am owing John McDonald & Co., on account

Bills Payable, outstanding Note for -

Total Liabilities -

Total Resources at closing
" Liabilities <i

Difference, or present Net Capital

Present Net Capital

Deduct Net Investment

Net Gain

$760 00
73 00
470 75
200 00
68 90
70 25

76 00

$1717 90

- $.'50 00
63 00

- $103 00

$1717 90
- 103 00

$1GU 90

$1614 00
- 1600 00

$114 90

The pupil will see by the above statement, that

—

To find the Net Capital we subtract the Liabilities from the

Resources, and
To find the Net Gain we subtract the I^et Capital at starting

from the Net Capital at closing.

Note.—K tlie Net Capital at closing is less than the Net
Capital at starting,^the difference will show the loss , and if the

Liabilities are greater than the Resources, the difierence will

show the Net Insolvency.
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QUBSTIONS FOR REVIEW.

How many books are used in Set L? For what kind of bosiness b
this mode of keeping books adapted ? How is thd space to be allowed
each account determined ? For what is the left hand marginal column
used ? For what is the space Ixitween the date column and the money
columns used ? For what are the left hand money columns used ? For
what the right ? Wliat are done with the accounts that have the debits

and credits f.qatH. ? What does a double red line under an account in>

dicate ? What colored ink is used for ruling and balancing ? How are

accoimts closed in which one side is larger than the other ? On which
side and in what colored ink is the balance placed ? What should be
made at the time of closing the Ledger ? What should the statement
oontain t ,

In answering the following, the pupil may have his statement before

him :

—

What efifects have you on hand at the time of closing ? How much
CBMh ? How much do you owe others ? How much do yon owi in

notes f What are your total resources at closing? What are your
total liabilities ? How much is the difference between your assets and
liabUities? What is it oaUcd t

SINGLE ENTRY.

INSTRUCTIONS.—SET H.

In the following set, instead df entering the transactions

directly into the accounts, as was done in the preceding set,

they are first recorded in the Day Book, and afterward trans-

ferred in an abbreviated form into the Ledger. When business

transactions become numerous, it is inconvenient to turn to

the proper accounts an di enter each transaction at the time it

occurs. Another disadvantage of the preceding form is, that
it would require considerable trouble to ascertain what business
had been done on any particular day, whereas by the following
method this may be seen almost at a glance.

DAY BOOK. V

All transactions which aCTect the debit or credit of any
person with whom an account should be kept, are first re-

corded in this book.

44
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Whenever 70a sell a person anything, pay him money, per-

form work for him, or be in any manner becomes indebted to

you, he must be debited with the same in this book, to show
that he owes you. And wbem ver any person sells you
anything, pays you money, does work for you, or you in any
way become indebted to him, he must be credited with the

same in this book, to show that you owe him.
In entering purchases it is allowable to say '* Am't as per

Bill," or " Am't as per Invoice," and omit the detail of items,

since you have the Invoice filed away or pasted in a book, and
can refer to it at any time ; but in entering sales the items

should alwayi he mentionedf as this is your only evidence of the
transaction.

LEDGER.

The Ledger of this Set differs from that of Set I., in the

arrangement of debit and credit entries Each page is ruled

in such a manner that the debits are kept on one side, and the

credits on the other, entirely distinct from one another. A^l

the entries, scattered in different parts of the Day Book, that

affect the accounts of each person are here collected under his

namO) and so arranged as to exhibit, in one place, all his deal-

ings with us.

The proprietor, (George Hairgrave, commenced business with

the property and with the amounts due him, as specified in the

first entry of the Day Book.
He therefore credits himself wit> the whole amount, $3310,

as his investment, and debits himself with the amount he owes
Johnson. Richard Dawson is debited for what is d-m6 ^rom
him, in order that it may appear in his account in the Lecif(«r.

John Johnson is next credited with the amount due him. This
finishes the opening entries, and the books are now ready for

any transactions that may take place. As the transactions of

ty's set are all of a simple nature, special explanations con-

cerning them have hot been considered necessary. The entries

should be arranged in the Day Book just as they are given.

All cash transactions are omitted except those afleeting
the accounts of persons with whom we have dealings, addi-

tional investments, and tha withdrawal of money for purposes
not connected with the business.

The figures in the centre, between the entries, represent the
dates when the transactions took place. The rulings should

iJways be in red ink, and may be omitted until a page is filled.
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BOOK-KEEPING.

They are for the purpose of keeping the entries distinct, and
thus rendering their transfer to the LeU<jer less liable to

mistakes.

The figure in the left hand marginal column shows the page
of the account in the Ledger, and denotes that the entry has
been posted, and should, therefore, not be written till that is

done.

Posting is done as follows :—after writing the name of the
person who is to be debited or credited over the space allotted

to his account, with ** Dr." on the left and " Cr." on the right,

then write on the proper side of the account, first the date,

next the description or item, then the folio or page of the Day
Book from which the entry is transferred, and lastly the amount.
After this is done, turn to the Day Book, and in the column to

the left of the transaction place the number of the page that

the account is on in the Ledger to show that the entry has
been posted. In each book the page of the other is given for

reference in examining accounts, making out bills, &a
When there are several items in the Day Book entry, in

Order to save writing, they are called " Sundries " or " Mer-
chandise" in the Ijcdger, and the total amount is entered.

The items can be obtained by referring to the Day Book.

It will be observed that P. L. Dorlaud paid his account in

full on the 10th of Jan., when it was closed up, but having

occasion to do further business with him, the trauaactious were
posted inthe same account.

After all the entries in the Day Book are posted, examine
them, to see that your work is free from error. Then proceed

to close the accounts. Those that remain unsettled are closed

by a red ink entry, writing the words " To " or " By Balance "

on the smaller side, as in Set I. Accounts such as Peter

Cooper & Co., in which the Dr. and Cr. sides are equal, are

closed by ruling up same as in example.

The proprietor's account should be left open until the gains

or losses have been ascertained, and after the statements are

completed, the gains should be entered to the ciedit side, or the

losses to the debit side of this account. Then close the account,

and bring the balance, which shows his Net Capital, down to

new account.

If the result of the business should be a loss sufiSciently large

to make the debit side of the proprietor's account larger than
the credit, the difference or balance will show his Net Insol-
vency,
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SINGLE ENTRY.

STATEMENTS—SET IL
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SECOND SET FOR PRACTICE.

MEMORANDA OF TRANSACTIONS TO BB REOORDED AND WORKED
OUT LIKE TII£ PHEOEDINO SET.

1877.

Mar. 1. A. W. Ponton commences 'h<>. Grocery business, in-

vesting as follows :—Md« i, as per inventory, $2450 j

note against L. R. Lazier, dated Nov. 4, 1876, at 6
months, for $400 ; Cmh on hand, $1000 ; balance

of E. B. Portland's locount, $150; he owes S. W.
Houston, on acouni, $200.

2. Sold S. W. Houston, 20 lbs. Refined Sugar, at 10c.

;

2 lbs. Young Hyson Tea, at 90c. ; 2 lbs. Oolong
Tea, at 90c. ; 6 lbs Coffee, at 25c.

3. Sold E B. Portland, 12 half chests Y. H. Tea, 32 lbs.

each, at 60c. ; 4 lbs. Coffee at 25c. ; 10 Iba Oo.tmeal,

at 10c. ; 10 lbs. Butter, at 30c. ; 8 Ibt. Cheese, at

at 121c.
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1877.

Mar. 4. Sold C. V. Bo<;art, 2 papers Corn Starch, at 15c.; 1

piece Smoked Beef, 15 lbs., at 15c. ; 18 lbs. Cheese,

at V^c.
5. Bought of R. G. Brown, 200 lbs. Cheese, at 8c. ; 50

doz. Eggs, at 10c.

6. Sold E. B. Portland, 1 bag Hominy, 50c. ; 10 lbs.

/• Coffee, at*25c. ; 4 gals. Cider Vinegar, at 35c. ; 2

bags Salt, at 20c. ; 5 doz. Eggs, at 15c.

8. Sold C. V. Bogart, 8 lbs. Butter, at 30c. ; 5 lbs.

Lemon Biscuit, at 15c.

9. Received from E. B. Portland, Cash on account, $50.

10. Sold S. W. Houston, 6 lbs. Butter, at 30c. ; 1 bag
Buckwheat Flour, $1.25 ; 1 box Soap, 40 lbs., at

8c. ; 2 lbs. Powdered Sugar, at I2ic. ; 10 lbs.

Cheese, a^t 12Jc. ; 1 gal. Syrup, $1,

11. Sold R. G. Brown, 10 bags Flour, at $1.25.

12. Bought of C. V. Bogart, 20 bush. Potatoes, at 25c. ;

35 doz. Eggs, at 10c.

13. Sold E. B. Portland, 10 lbs. Butter, at 30c ; 5 lbs.

Oyster Biscuits, at 10c. ; 4 lbs. Soda Biscuits, at

10c. ; 2 boxes Cinnamon, at Tiic.

16. Sold S. W. Houston, 1 paper Starch, 5 lbs., at 8c.

;

10 bars Soap, at 15c. ; 8 lbs. Butter, at 30c
1 7. Received from E. B. Portland, Cash on account, $25.

18. Sold R. G. Brown, 10 lbs. Sugar, at 10c. ; 4 lbs. Im-
perial Tea, at $1 ; 8 lbs. Coffee, at 25c. ; 3 lbs.

Cliocolate, at 40c.

19. Sold C. V. Bogart, 20 lbs. Sugar, at 10c. ; 2 lbs. Coffee,

at 25c. ; 4 lbs. Oatmeal, at 10c. ; 1 bag Hominy,
, 50c. ; I paper Corn Starch, 15c. j 3 oz. Indigo, at

1 5c. ; 2 bars Soap, at 1 5c.

22. Bought of R. G. Brown, 10 bbls. Flour, at$8 ; 3 bagi
Oatmeal, at $1.25.

23. Paid S. W. Houston, Cash on account. $25.
" 24. Received from C. V. Bogart, Cash in full of account,

$3.75.

Resources not shown an Ledger

:

—Cash in hand, $1053.75
j

Merchandise, as per inventori/f $2350.65 ; ^oie against L, R.

Lazier for $iOO.

The result of this Set, properly worked, is:—Net Gain,
$85.05 ; Net Worth at closing, $3885.05.
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QUESTIONS FOR REVIEW. •

VMiat liooks are naed in Set II. ? In which book are the (mnsuctinns

firat entered f To what book are they aftcrwarils transferrcit ? L*ii*lor

what circumstances is this mo<le preferable to Set 1. ? Why ? ^Viiat

should the record of the Day Book state ? What transactions are re*

corded in the Day Book f When is a person debited in Ihe Day liook ?

When credited ? In what way may the entry of purchiiaee l>o shortened

in tie Day Book? Why is this allowable? ^^ hy may not snles be
abbreviated in the same way ? What is the object of the rulingn bo-

tweeu the entries in the Day Book? What is meant by posting?

Wherein does the Ledger of Set II. differ from that of Set I. ? For
what purpose is the jiage of the Day Book from which an entry is taken
placed in the account in the Ledger? After an entry is poatcd what
should be written in the Day Book t Why ? When there are several

itemn, what word is used to save space? What shouM l)e dune as soon

as all the entries are posted ? What account should be left o])cn until

after the gains or losses have been ascertained i \Vhat does thu <louble

line under an account indicate ? What is done with accounts that have
the debit and credit sides equal ? How are accounts closed that huvo
balances ?

The following questions may be answered from the books and state-

ments :

Which persons on the Ledger have balances owing by them ? What
is the total amount due from other pursons ? Which persons h.-ive

balances owing to them ? What is the total amount you owe to iitlier

persons ? What is the jiotal amount of your resources, ami of wiiat «Io

they consist? What is the amount of your lyibilities, and of what «lo

they consist? What is your present net capital? llow ascertained?
How much did you invest at starting ? How much was withdrawn from
the business? What was the net investment durin*^' the continuation

of the business ? How are the gains or h>sses ascertained ? How much
has been gained or lost? What entry should bo niailc after the ^'aine

have been ascertained ? How is the proprietor's account now uloscil ?

What does the balance of his account show ? If the result of the busi-

ness should be a loss, and the debit aide the larger, what would the
balance show ?

SET III.—SINGLE ENTP.Y.

The business contained in thii set is more oxtensivo than
that ut' lite {)rece<iin<;, and therefore two iulilitioiial linoks, llie

Cash Book and L>iil Book, have been i'ltroihicei) as auxiliary to

the Day Book and Ledger. The busiuess is curried ou by two
59
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BOOK-KBEPINQ.

pawners dnriug a period of two months, each month represent-

ing, so far as the closing of the books itnd the determining of

the profits are concerned, a year's business.

In .business, settlements with individuals who deal with the

firm should be made as often as practicable, but the statements

of profits are not usually made out oftener than once in six

mouths, and in most business houses but once a year.

hit
*

I ''I

ill

DAY BOOK.

The Day Book of this set is kept the same as that of the

preceding set, except that the left hand money column is

used for the amounts of those accounts which are debited,
and the right hand or outer column for the amounts of

those accounts which are credited. By this arrangement a
proof of the correctness of the posting is obtained.

As all the amounts in the debit column are posted to the debit

side of the Ledger, and all the amounts in the credit column
are posted to the credit side of the Ledger, it follows, if the

postings are correct, that the difference between the totals of

the two sides of the Ledger will agree with the difference be-

tween the footings of the two columns in the Day Book, and
thus we have a proof of our posting.

This proof is a very valuable feature, as by its means the

omission to post any 6ntry is easily and certainly detected. A
post mark is not sufficient ; it shows that an entry has been

posted, but not that it has been posted correctly.

CASH BOOK.

This book, here introduced for the first time, affords, in con-

nection with the Day Book, a complete history of all the busi-

ness transacted.

There are various ways of keeping the Cash Book, but the

folio vrng form is, perh.aps, as simple as any, and as little liable

to mistakes, for persons whose cash transactions are not very

numerous, and who are not scientific accountants.

It contains two columns for dollars and cents.*

The amount of cash on hand at the commencement of busi-

ness, and all money received, from any source whatever, must

* The pupil will observe that, in speaking of the money columnB, we de-

dgnate the space for dollars aod the space for cents, united, as out one
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be entered in this book « To "
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B0OK-K£EPTNO.

^oorls purcliascd are copied into this book : othen paste the
invoices in a large book for the purpose; whil^ iitliers keep the

invoices on tile until the end of the month, and then fold thero

iicati}', and after writing the name of the person from whom
purchased, the date and the amount on the back of each invoice,

tie them up in monthly ])ackagc8.

The Inventory Book is used for taking an account of the

value of property owned by you, at any time, in order that you
may use it in estimating your net capital, net gains, ^c. The
quantity and estimated value of each article are given. The
list may fill several pages ; but m it is very simplei only a {^vf

items arc enumerated.

INSTRUCTIONS FOR WRITING UP SET III.

r ;

1

If, i

I

An account is kept with each partner separately, and he il

credited with what he invests in the i)usiness, and is charged

with all debts assumed by the firm for him, and all sums which
he withdraws, lie is credited, when the books are closed,

with his siiare of the gains.

'I'lie books are opened by making the entries in the Day
Book to the debit and credit of each partner, and to the debit

of A. II Simcoe and Peter Grey, and to the credit of R J.

Bruce, Etlwiird Huron and J. H. Lanibton, whose accounts

have h(;en assumed by the firm ; entries are also made in the

Cash Book of the cash invested, and in the Bill Book of Notei*

Receivable on hand and of Notes Payable outstanding. The list

or inventory of merchandise, material, tools, &c., is not given,

but in actual business it should be mode out and carefully

preserved.

Care should be' tiken to place each amount in its proper

column in the Day Book, in order to avoid errors and trouble

in balancing. After the entries are made in the diflTorent books

for April 1st, then enter the transaction that occurs on the 3rd,

and thus proceed with each succeeding date, entering the trans-

actions iu the Day Book, Cash Book and Bill Book, as may be

re([uire(l, in the date and order of their occurrence. This will

give a much better knowledge of the transactions than if only

one book is written up at a time.

Be careful to make all the extensions and additions correctly,

and also to count the time when the notes mature, before enter
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in|r them in the Hill Ronk. The three days of praco arc always
iiicluth'd ill fiii(liii,:x the date when a note faiU (luc.

Op'Mi the |»;»rtiu'r.H' accounts first in the Le(l<,'('r, and let all

the otlier accounts follow thcin in regular order. Not more
tlian tlirt'e accounts should be opened on a pa^o. Tiio pusliu<^

is the same as in Set II.

WhtMi the posting is finished, add the columns in the l)ay

Book, if not already added, and carry the fooiiiigs of the pages

forward in the manner shown, uiilil the end of the monih.

Also make out the statements as shown at thn end of the

month of April. Compare the difference between the totals of

the debit and credit balances of the Ledger, with the dineience

between the totals o^ the debit and credit columns of the Day
Book ; and if they are not alike, diligently search for the error

until it is found, and then make the necessary corr'^ctioiis.

After the postings have been found to be correct, make out

the statement for April, looking to your own work for the

balances of the Ledger, for the amount of cash on haml. and
for the notes receivable and payable. The inventory will be

found at the end of the Day Book. The gains are ascertained

and entered as in the preceding set.

Before commencing the second month, add the gains of the

first month to the diffirence between the debit and credit

columns of the Day Book, and place tiio sum in the cre«lit

column of the Day Bot»k for May, in order to make the excrss

of cicdit on commencing this mouth equal to that of the

Ledu'er.

^^ A statement showing the residt of the whole Set is

given at the end of the month of May. The pupil is obliged

Ut depend entirely upon himself in entering the transactions o{

this month. The work when properly performed will agree

with the results given in statement.

^m

mi
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book-khpiko.

The followinff Items of Cash recelyed and paid At
diireront times do not appear in the Day Book,
bocause they are not to be debited or credited to
any personal account, but they must be entered in

the date and order of their occurrence in the Cash
Book.
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•
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1* tt
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i
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BOOK-KERPIirO.

CASH EOOK.-SET IIL
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BOOK-KEEPING.

FORM OF BILL

i€{6

When In whoM For what Where Date of

i
received.

rayer.
f»Tor. received. payable. note.
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BOOK-KEEPING.
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»
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BOOK.—SET III.
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BOOK-KEEPING.

INDEX TO THE LEDGER.

This is a small book, or space ruled in the Account Book,
in which are arranged, in alphabetical order, the names of all

accounte in the Ledseri together with the pages on which such
accounts are entered

The object of keeping it is to enable us to refer readily to
accounts in the Ledger. Whenever we open an account in the
Ledger, we enter the name of the account and the number of
the page in the Index. If an account should be transferred to
another page, a red line should be ruled through the figures of
the old page, and the number of the new page placed in the
Index.

In real business the Index generally has a page allotted to
each letter. The following illustration will be sufficient to
explain how it is kept :

—

B.

0. ^

D.

. —-

E.

P.

- —
G.

fiy, ^Uh - - -

H.

K.

L.

jSeut^ion, JF,^
M. N.

0. P.

Q.B.

L J.

S.

""tTu;

vTw!
iTeUana, ^, QM, • • - —

—

X. y.

z.
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BOOK-KEEPING.
i

STATEMENT.—SET IIL

PROOF OP P08TTN0.

^€(/^ct W5a/anced, tkS^/ni/SOlA, /S^f.

Personal Debtors. Peraonal Creditora.
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BOOK-KEfiPINO.

M^SMORANDA OF HASTINGS k DuRHAM'S BUSINESS TRANSAC-
TIONS DURING THE MONTH OF MaY, TO BE RECORDED AND
WORKED OUT SAME AS PRECKDING MONTH.

M

ill

Before recording the transactions of this month enter

the difference between the debit and credit side of the T>ay

Book for the last month and the gain, added together, which
amount to $12208, in the credit cx)lumn, as explained, before

commencing the Set

1877.

May I. Bought of D. S. Elgin & Co., Bill of Lumber, amount-
ing to $120.50 ; Paints, Varnishes, &c, as per Bill,

$30.40.

2. Sold T. K Frontenac, 1 Rosewood Tete-artete, $40 ; 1

Gothic Mahogany Bedstead, $18.50 ; 6 Carved Ma-
hogany Chairs, at $4.50. Cash sales this day, $75.40.

3. Sold J. H. Lambton, 1 Mahogany Bureau, $16 ; 1

Black Walnut Centre Table, $15 ; I pair Ottomans,

$10; 1 Stuffed Back Chair, R W., $12.75. Cash

sales this day, $120.

4. Sold T. M. Welland, 1 Double-leaf Secretary, $30 ; 8
Kitchen Chairs, at 50c. Paid our Note favor of A.

Ging, $350. J. H. Lambton has returned the

Bureau bought on the 3rd inst., it being too large *

for room, for which we give him credit, $16. Cash

sales (his day, $160.40.

fi» A. R. Simcoe paid on account Cash, $125. Sold

Edward Huron, 3 Cherry Wash-stands, at $3 ; 2

Looking-glasses, at $4.50. Paid for Cleaning Store-

^ room, $3. Cash sales this day, $45.25.

6. Sold Peter Grey, 1 Hat-stand, Mahogany, $12.50.

Paid Men's Wages for week, $40.50. Cash sales,

. $76.35.

8. Bought from George Young & Co., on our Note at 3

months. Merchandise, as per Bill, $450.50.

Note.—As no personal account is affectf'd by this

transaction, it is merely entered in the Bill Book.

•• " Sold R. J." Bruce, 3 Mahogany Arm Chairs, at $4.25.

C(uA sales this day, $137.40. Peter Cooper paid liis

Note of AprU 4th, $20.
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BOOK-KEF.PINO.
1867.

jkiay 10. Sold D. a.EIgin, 1 H^ SUnd, $5.50 ; 6 ParlorChain,
at 14.25 ; 1 PUno btool, $10. Received from A. B.
Simcoe his Note at 1 month for $50. Paid for !putt>

age Stamps, $1.50. Cash sales t»-day, $170.15.

11. Sum Peter Grey, 10 Stuffed Arm Chairs, at $10 each;
12 Carved R. W. Centre Tables, at $30 each. Re-
ceived his Note at 2 months for $200. (hsh saU*t

$170.60.

12. Received from A. Simcoe Cash for hia Note of April

9th, $28.

13. Received from A. R. Simcoe, Note against John LonSf
dated the 4th inst., at 3 months, fur $100. Sold T.

K. Frontenac, 1 complete Parlor Set, $150. Received
in part payment Wni. Wilson's Note, dated Jan.

14tn, at 4 months, for $100. lieceivetl from F. M.
Welland, on account, $25. Cash sales this day,

$134.20. Paid Workmen's Wages in cash, $56.50.
1*5. Sold A. R. Simcoe, 4 doz. Cane-buttom Chairs, at $14

;

6 doz. Carved Mahogany at, $25. Received in part

payment his Note at 1 month for $100. Cash sola

to-day, $196.70.

17. Sold R. J. Bruce, 1 Corner Stand, $12.50; 1 French
Bedstead, B. W., $18.50. Received in part pay-

ment cash $20. Wm. Wilson paid his Note due
to^lay, $100. Cash sales, |215.

19. Borrowed from Edward Huron, Cash $5 account, $5.

Bought of A. E. Long & Co., Merchandise, as per

Bill, $425, for which we gave our Note at 1 month.
Cash sales, $67.40.

20. Sold D. S. Elgin h Co., Extension Dining Table, $45,
and received in part payment Cash, $25. Paid
Workmen cash, $64.70. Cash sales, $110.40.

S2. Received from F. M. Welland, an Order on R J.

Bruce for $20, which Mr. Bruce accepts, and placet

to our credit.

Note.—Credit F. M. Welland with the amount of

Order, as you received it on his account, and debit

Mr. Bruce.

'* Received from Edward Huron, Cash, $5. Paid for

anndry expenses—Postage, $2.25 ; Advertising,

«

««

It

u

$15.60; Carting

tales, $64.70.

and Piling Lumber, $4. Cash

8A



BOOK-KBEPINO.
1877.

it 25.

26.

'May 24. SoMF. M. Welland, 3 Patent Pivot Chairs, at |8
Received in part payment, Note against R Camp,
daled Feb. 4tii, 1877, at 4 months, for |15. Ctuh

sales this datj^ 1 137. 20.
E. J. Bruce rptumed the French Bedstead, B. W.,
$18.50, purchased on the 17tk inst., for which we
give him credit ; and sold him instead, 1 Sofa Bed-
stead, Patent, $40. Cash sales^ $20.

Gave £. Huron our Note at 3 months for $17, in set*

tlement of account Gave . M. Welland,
an Order on T. K. Frontenac for $6.90.

Note.—This transaction necessitates two entries.

Charge Welland with the amount of the Order,

and credit Frontenac.

Gave D. S. Elgin our Note at 1 month for $50.
Bought of Jones, Smith & Co., Merchandise, as per

Bill, $500. Gave in payment, Peter Grey's Note oi

May 11th, for $200, and our own Note at 3 months
for the balance, $300. ^

29.

Inventory of effects on hand, Mat 31st, 1877.

Merchandise, as per Inventory
Materials and Unfinished Work
Tools and Implements -

Store Fixturttt • . •

$5100 00
3500 00
575 00
150 50
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BOOK-KBKPINO.

' QUESTIONS FOR REVIEW.

What additional books are aaed in this Set I How may a proof of

correctness be obtained ? How often are books c1o5ie<l in most husiness

houses ? What is the difference between the Day Book of tbiit Set and that
of Set II.? What advantage is there in placine debits in one column and
credits in another ? Does a check mark i>how that an entry has been cor*

rectly posted? What do the Day Book aii<l CaHh Itook civu a complete
history of ? What is the Cash B<M>k a check agaiuBt ? >Vhat is the left

column used for, and what the right ? What does the (liiTereoce between
the footings of the two sides show ? What exists if the diiTerence does
not agree with the cash on hand ? How often is the Cash Book balanced
in this Set ? What is the use of the Hill Book ? What advantage is it'

to know when notes mature ? How are invoices entered or kept ? W4iat
does the Inventory Book contain ? How and when should names be en*

tered in the In«lex ? How are the booka of this Sot opened ? What
advantage is gained by entering the transactions in all the books for

each day before taking any entry of the succeeding day ? What accounts
are first opened in the Ledger ? How is the proof of posting obtained ?

What is done immediately after posting ? \\ hat should be done before

commencing the second month, in order to make the excess of credit in

the Day Book equal to that of the Lodger 7

The following questions to bo anawertid from the Ledger and State*

ments :

—

What persous owe the Firm at the end of the first month, and how
much ? Whom do the Firm owe, and how much ? What is the differ-

ence between the total debit and credit balances of the Lodger ? Give
a list of the resources of the Firm. Of what do the liabilities com^^ist?

What is the net capital, and how found ? How much did the Firm
invest ? What is the Firm's net gain, and how found ? W^ha^- is each
partner's net capital at closing ? How found ? What is placed to the
credit of each partner before closing his account? What is tlie differ*

ence between the debit and credit sides of the Ledger at the end of the
second month ? Of what do the assets and liabilities consist ? What is

the net capital of the Firm ? What is the Firm's net gain t What
is eaoh partner's net capital at the close of this month I

1^^

SINGLE ENTRY NOT A PERFECT SYSTEM OF'
BUSINESS RECORD.

The pupil will do well to read again the introductory chap-

ters. From the general view tliere given of the information

which a set of accounts should furnish, he will be able to form
an opinion as to how far Single Entry accom})li8lie8 it. He
will remember that a complete set of accounts should both de-

fine the present Financial State of the Business, by
showing the Assets and Liabilities, and also tell us how
*his condition has been brought about, by showing
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the Original Cupiialf and the various suhsequent Gains and
Losseti.

If ho will open to the example of connected accounts (pages

19 to, 29), he will uee that Single Entry, ho far as the Ledger
is concerned, does not meet even the jirsi requirement. For
(leaving out of consideration tlie proprietor's Capital Account)
it shows only the debts owing to us and by us on personal

account ; that is, debts owing to us fojr which we have nolb re-

ceived others' notes, and debts owing by us for which we have
not given our notes. This, however, is compensated for in Set

III., by introducing the Cash Book and Bill Book ; so that,

taking them in connection with the Single Entry Ledger, we
have the material for finding all the Assets and Liabilities, ex-

cept the asset of unsold merchandise, which, in most cases,

will have to be found in either system by actual taking of

stock.

But in reference to the second requirement, the only element

he has is the Originul Capital, as shown in the proprietor's

Capital Account ; he has nothing to show how much has been
gained or lost on sales, and what incidental expenses have been
incurred. If he had also a statement of the cost of the goods
purchased and the proceeds from sales, and one for the expenses,

he would have all the data necessary for meeting the second

requirement. He would, in fact, then have all the data which
Double Entry supplies, although not contained between the

two backs of the same book—the Ledger. His Cash Book
corresponds to his Casli Account in Ledger ; his Bill Book to

his Bills Receivable and Bills Payable accounts ; his statement

of the cost and proceeds of merchandise to Merchandise Ac-
count ; and his statement of incidental expenses to Expense
Account.

He will have no difficulty in seeing that if he has the means
of ascertaining the present state of afifairs by two methods so

nearly independent of each other as these are, he possesses

strong evidence of the accuracy of his books. Nor will he be

slow to perceive the advant;ige arising from being able to com-
pare his gross prufiis with his expenses, so that, if need be, he
may either increase the former, or curtail the latter. Now,
Double Entry does this in so systematic a manner, arid, under
proper arrangements, with so little labor additional to that

required in Set III., that we may well wonder that any business

man should begrudge that little extra labor, in view of the

advantages he will thereby secure.

&0



nOOK-KEEPINa

We arc now About to introduce the unpil to tlie mora
perfect system of Book-keeping by Double Entry. \V«»

trust he will still continue to keep the end Ue u aiming at in

view. If he does so, and pursneit his work in a philosophic

spirit, we have no doubt he will be able to endorse the words
of Jackson; an old author of a very excellent work on this sub-

ject :— " It is a bcience whose principles are so simple and solid
;

its conclusions so natural, evident and certain ; and tliM sym-
metry of its several parts so complete and harmonious, that,

the very speculation is no less pleasing than the practice is

prqfitablk"

CHAPTER VIL

BUSINESS FOKMS,

An acquaintance with the forms of business papers in gene*

ral use is indispensable to every one who would master the

Science of Accounts. Not only should their nature and use be
fully understood, but the ability to make them out readily and
correctly should be acquired. For this reason the pupil should

study and copy the following Forms, which are among those

most used, until he can write them out readily without referring

to the book.

RECEIPTS.

A Receipt is an acknowledgment in writing of having received a
certain sum of money, or other valuable consideration.

When a payment has been made, a receipt should be taken as

proof of the payment. It may not in all oises be necessary, but
when important interests are involved, nothing should be left to

uncertainty, if it can so easily be avoided. A Receipt often saves

misunderstandhigd and loss of friends, as well as loss of money.'
Receipts stiould be carefully preserved, as many instances have
occurred in which claims have been presented after they were paid.

When not written in a book specially prepared for the purpose,

they should be kept in a place of security, so that they may be
readily produced if needed.
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REtSIPT roa TAYMKlfT ON ACCoLNT.

Toronto, Out., Jan. Igt, 1877.
BAwived from W. U. Youvox Fifty DuUan on account.

•60. E. iH'Ai:LETT.

RBOKIFT i:< yULL OF ACCOUNT.

^ Bolleville, Jan. 1st, 1877.
Received from W. R. Rom Sovonty-five Dollars in full of acuuuiii

(odata.

•75. CHAS. ADIN.

RKCEIPT IN FULL OW ALL DEMANVR.

Napanen, Jan. Ist, 1877.
Reeeired from Henry Dros. On* Hundred and Fifty DoUarn in full

of all demauda.
•150. J. A, FRAHER.

IUS(;£IPT fOR A PAKTICULAR BILL.

Kingston, Deo. Ist, 1870.

Received from Beatty & Wallbridge Five Hundred Dollars, in

payment for a bill of groceries of this daiu.

/. GAJiliUrHEIia.

RBOSIFT FOB BORROWED MONEY (<)R BORROWED MONEY DUE BILL).

Picton, Jan. Isfc, 1877.
• Borrowed and received from John S. Miller Foui* Hundred and
Fifty Dollars, which 1 promiHO to pay on demand, with interest.

•450. D. BORROW.

RECEIPT FOR SERVICES.

Hamilton, Deo. 1st, 1876.
Reeeired from Geo. Wallbridge Forty-seven Dollars, in full for

•ervioes to date.

•47. 0. PAYMAN.

BECEirX FOR A NOTE.

London, Dec. 4th, 1870.

Received from J. 6. Ashley his note of tliis date, at four montht,
for Five Hundred Dollars, in full of account rendered to 1st inst.

•5Q0. G. C. HOLTON d: CO
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1877.

ETT.

1877.

OCUt-iUUt

DIN.

1877.

xn in full

iHER.

, 1870.

)llani, in

lEItS.

: bill).

1877.
'

[red and
Itrest.

1876.

full for

UN.

J

1870.

[rnonthi,

inst.

CO

mEOBiiT r«tK KHirr.

Montreal, Dm. lik, 187ti
RaoeWed from P. C. Weit & Co., One Hundred and Twentjr Dol>

ian, in full for one qnart«r'a rent uf ituro No. 96 MoOill StVMl

;

duM aOth ult
$120. B. HARRISON.

BKOBIPT WOfi IlfTBBBHT DUB Off MOETOAOB.

Tonmto, Deo. Sth, 1876.

Received from Ruben Smith Twenty-nine iVa DoUan, in full for
•ix months' intereat dnu this duy, on nil mortgage to me, hiwiinfl
date Deo. 6th, 1873, for Five Liuiidred and Ninety DoUan.
120 iVo- S. 0. BBATT7.

BioiiiR voB PATiiairr by tbb hand or a thibd taxtt.

Halifax, Jan, 1st, 1877.
Reoeiyed from John Jones, by the hand of R. Howe, Fifty Dol-

lam, in full of his aooount
WM. R. DMAN.

OTDOBBBMBNT of a PABTIAL PATMIITT ON A NOTB.

Bowmanville, Jan. 1st, 1877.
Receiyed un aooonnt of the within note, Forty-fiye Dollars.

$45. J. a. MLLLSR.

aobnt's KBOBirr.

Brantford, Sept. 1st, 1876.
Receiyed from M. L. Perkins, Two Hundred Dollars, to apply on

his acoount vdth G. P. Stanwood.
•200. A. L. HOWARD, Agthi.

BILLS AND INVOICES.

A Bill of Goods is a written description of the quantity and prioe

of gooda sold, with the time or date of the transaction, ana tiie

names of the purchaser and seller.

An Invoice is a full acount of morohandiae, in which the marks,
numbers, contents, and value of each package, together with all

oharges, are described.

Wlien anything is purchased of another, or is to be charged in

account, it is well to take a Bill for it. The Bill will be a reminder
to make the proper entry in the books concerning it, and will also

serve as a voucher f"T items, prices, &c. Even when oash is paid,

the Bill is frequently needed for reference.

Invoices are usually pasted in a book, or neatly folded and
marked on the back with the name of the person from whom
bought, the date and the amount, and then put up in monthly
packages for safe keeping.
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1. BILL NOT RRCKirriD.

Toronto, January Ut, 1877.
Mr. CHAllLES D. PUTNAM,

Bought of Wm. L. Bkow!! a Oo.

5 yd«. Blnck Kilk

4 " •' Bniftdcloth

20 " Factory Cotton
15 " Cautuii Flannel

at 92 00!
•' 4 00
« 10

flOOO
1000
200
75

$31 76

Mr. W. A. ROBLIN,

9. BILL RKOUPTBD.

OoKMWALL, Not. ]4t, 1876.

To CoKOKR Bros. Db.

To 10 ydi. Canihrio
'•20 " Ginyham
" 6 '* Broadcloth
** 2 doB. Spools Thread

at 10 15
" ao
" 4 00
" 50

fljoO
OjOO

20'00

100

928 50

JUeeived payment,
CONGER BROS.

Should the above Bill be receipted by a clerk, hia own name
liould be signed under that of the firm, with the word " per

"

placed before it.
''

3. ITBMS OF AN ACCOUNT.

Mr. J. A. MOORE,
To Robertson A Henrt. Db.

I87C:

July

Aug.

Sep.

Oct.

I

10
4

To 4 yds. Broadcloth
" 3 " Can. Tweed
" 1 Vest (Broadcloth)

at $5 00
•* 1 60

By Cash
Cb.

Order on A. B. Clark

Balance due

$20 00
6 00

$20
4
6

$30

25

$.-i

00
50
50

00

00

00

Settled by Note,

ROBERTSON A EENRY.
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4, IIUNTULY RTATBllBIfi;

TuiiuMTo, Jan. Itt, 1877.

MoMn. SMITH A JONES,

To Sinclair, Jack d Co. Dm.

1H7«. ]

j
1

Nov. 1 To Mdio, u per Bill render«<l »t 3 mna. •10020
t» 8 • ' «i t< ^ <i 500 00
«« 28 ti «« •• • 30 days

•

400 00

100)20

$20 00
4 50
6 50

$30 00

25 00

$.. 00

INVOICES.

L ooMisTio nrvuicu.
Sales A.
Folio 325.

Sold by J. WiUon. Montbkal, Cot. 28th, 1870.

Mesan. JONES & BROWN,
Belleville, Ont

Bought of Sinclair, Jack & Co.,

Forwarded—Q.T.R. Importera and Wholesale Dealers in Qrooeries.

(Terms

—

Note at 4 mo».)

IS

10
la

14
IS

6 Hlf. chests Tea (Y. H.), " S. J. & Co., 14"
7 8, 14, 7 3. 14, 7 4, 14. 8«I9
7 5, 18, flO, IS, 7

4 " Gunpowder, '* Chinaman "

S.-l, If. Hi. 1 A, S.11
as. IS, 81, IS. 00

4 Bags Coffee, Java, " A. B.
''

128, 4 lis, 4 494
1»1, 4 180, 4 18

2 *" Laguyra, "C. T."
^ SS8

_ 113. 4 lis. 4 8
5 Boxes (10c.) Laundry Soap, 00 ea.

4 Dojs. B. L. Brushes, -^ j-?^
Cartage

E. J.

29972

80271

478:24

220!l8;

30007

$215 28

21gI80

114i72

39 CO
2100
11 o:)

25

$01437

9d

I

I
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2. FOREIGN IKVOIOB.

Glasgow, 5th Aug. , 1876.

^Toioe of ooe Packi^^, miirked and iiumbured as per margin,
•hipped as per Hibemicm 8. S. from Glcugoto, fur and on account of

IfsMTi. O. 0. Holton <b Co., Toronto, Gaiutda.

Bought of ARTHUR A 00.

London Warehouse, Old 'Change. \ O. 0. U. & Go. No. 238.

Bradford Warehouse, Orange St. ) T.

ll* Pos Oheok Wincey
i

£ B. d.
I

66i, ,«„ 671 228 6 5 14

2 4 " **
56i, 67, 58, 59 230* n 7 8 lOJ

8 1 " Shepherd 50^ 8 1 13 8
1

4 2 '*
51t, 54 105|^ ^ 4 3 6

30 6 «* All Wool Tartan,
QO S S

237* \^ 13 7 2
85 6 " Olftn Serge,

31, A, A. 51 246 16? 17 3 4i
1 " Snper "

Box and Oartage
421 16| 2 19 1

15 S

1

£ s. d.

£53 5 1

I!

ORDERS.

An Order is a written request to deliver or pay goods or money
on account of the person signing the request. The siguature is a
voucher that the signer gave the order, and that he is responsible
for the payment of what is ordered. When an Order is received
and accepted, an entry should be made charging the signer ; and if

the Order is for the benefit of a third party, it is well to mention in

the entry the name of the person to whom the guods or money is

delivered. The Order should be kept until settlement is made, as
it is a confirmation of the charge.

ORDER VOR 0( OI>8.

Montreal, Jan. 1st, 1877.
Messrs. Pnge, West & Co.

Gentlemen,—^Please deliver to A. L. Cathcart, or Bearer, Fifty-
seven Dollars, in goods from your store, and charge to the account
of B. a SANDEBS.

167.
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OaiiKK KOK MONKT.

Torontu, Jan. 2nd, 1877.
Mr. W. J. Gage.

Please pay tu A. H. JoncK, or Order, One Hundred and Ten
Dollai-8, antl charge the siiuiti tu my account.

$110. FETJSH COOPER.

DUE BILLS.

A Duo Bill is a writteii acku<>w1oi1ginent of a debt. When it ia

intended that a Due Bill should be paid at a definite time in the
future, the date of payment should be specified.

DUfi UILL roU MONRY.

Hamilton, Jan. 9th, 1877.
Due Samuel Clara, for value received, One Hundred Dollars.

$100. GEO. U. CAMP,

DUE BILL FOK QOOOS.

Kingston, Jan.- 3rd, 1877.

Dae Sanford Fanner, Twenty Dollars in goods from our store.

$20. ROSS d: BAIN,

PROMISSORY NOTES.

A Promissory Note, is a written protnite to pay tinconditionaUy, and,
at all events, a specijied sum of money.
When a Note is given or received, it should be entered in the

person's account with whom the transtiction occurs, in the same
manner as cash would be entered. The Note settles so much of the
account, and may change hands many tinien before it becomes due,
and it must be paid to the liolder. Should suit be brought because
not paid, it would be brought upon the note instead of upon th«
account.

if!

FORMS OF NOTES.

|877.

jFifty-

suunt

ms.

NEUOTIABLB WITHOUT IN DOKSEMBMT.

London, Oct. 8th, 1876.

$100.
Three months after date I promise to pay S. Q. Beatty, or

Bearer, One Hundred Dollars, value received.

THOMAS WILLIAMH.
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KXOOTIABLB BT IMOORHEHBNT.

Hamilton, Oct. 28th, 1876.

Three months after date I promise to pay S. Clare, or Order,

One Hundred Dollars, value received. ^

THOMAS WILLIAMS,

9100.

MON-NEGOTIABLV.

Toronto, Oct. 28th, 1876.

{Three months after date I promise to pay George Dean One
Hundred Dollars, value received.

THOMAS WILLIAMS,

$100.

rATABLB ON DKBTAND. '

Kingston, Oct. 28th, 1876.

On demand I promise to pay Messrs. Jones & Brown, or
Bearer, One Hundred Dollars, value received.

THOMAS WILLIAMS.

$100.

PAYABLB AT BANK.

Bradford, Nov. 5th, 1876.

Three months after date I promise to pay John Smith, or
Order, at the Bank of Commerce here, One Hundred Dollars, value
received.

PETER J. WILSON.

FATABLB AT BANK, WITH INTERBBT.

BellevillS, Oct. 28th, 1876.

$342.42.

Tlirce.months after date we promise to pay Messrs. East &
West, or Order, at the Merchants' Bank of Canada, here. Three
Hundred and Forty Dollars and Forty-two Cents, with Interest at

even per cent, per annum, value received.

SMITH, JONES ik Ca
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JOINT NOTK.

$300.

Montreal, Jan. 1st, 1877.

Three months after date we jointly promise to pay R. Brtvwiif

or Order, 'J'hree Hundred Dollars, value received.

E. T. MAMLY.
J. 0. SHEHnr.

$210.

JOINT AND ttfiVKKAf, ^(>TK.

Port Hope, Oct. 28th, 1876.

Ninety days after date we jointly and severally promise to pay
Geo. Wallbridge, or Order, Two Uuudred an<l Ten JUoUars, vidue
received.

JOHN BROWN.
I

WILLIAM BROWN.
]

DRAFTS.

A Draft is an unconditional written Order, addressed by A. B.
to C. D., directing him to pay E. F. a certain sum of money. A. B.
is said to draw on C. D. in favr>r of E. F. A. B. is called the
Drawer, CD. the Drawee, and E. F. the Payee. A. B. may direct

the money to be paid to himself, in which case he iH Payee as well

as Drawer.
To make it an obligation on the part of C. D. he must aeeept it,

which is commonly done by writing the word " accepted " and his

name across the face of it.

Drafts may be made payable at a certain time after date, a cer-

tain time after sight, at sight, or on demand. It is usual, and
advisable, to pkesbnt for acceptance .i)'. ^^-afts we receive, except
those payable on demand. With rofjard to those payalde at a cer-

tain time after sight, and even those payable at sight when days of

grace are allowed, presentment for acceptances is ab.si>lutely neces-
sary, in order to fix the date of payment, for which purpose the dat4

of acctptaiioe must also be written.

$75.

roRH or .siouT draft.

Cobourg. Jan. 1st. 1877

At sight, pay Henry Campion, or Order. Seventy-Hve Dollars

and charge to account of

JAMES JOHNSON.
To A. R. Hammeh.

Whitby, Ont.
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TIMK ORAi-t,

$200.
Toronto, Nov. Ut, 1877.

Thirty days after date pay to the Order of W. R. Lingham,
Two Hundrei Dollara, value n-ceived, and charge to the account of

„ , „ 8. T. VANCE.
To Isaac East,

Oshawa, Ont.

TIMB B£0KONED ArPER SIGHT.

Hamilton, Jan. 3rd, 1877.
.1257.

Thirty days afler sight pay to the Order of W. R. Lingham,
Two Hundred and Fifty-aeven Dollars, value received, and ohai^a
to the account of

8, T, VANCJS.
To ISA/A' Ey»8T,

Oshawa, Ont. 4

QUESTIONS FOR RLOVIEW^.

fORBiB or BvsiNinn fapebs.

What ftlioald be umlerstood concerning the papers nsed in business ?

What ability should bo acquired ? What is a Receipt ? Why should
Receipts be preserved ? Give the wording of a Receipt for payment on
account. A Receipt in full of account. A Receipt in full of all de-

manda A Receipt for a particular bill. A Receipt for borrowed
money. A Receipt in full for services. A Receipt for a note. A Re-
ceipt for rent. For interest due on a mortgage. For payment by the
hand of a third party. What is a Bill of Goods ? What is an Invoice ?

Of what use is a Bill of Goo«ls ? How are Invoices usually preserved ?

Write a Non-receipted Bill of Goods. A Receipted Bill. A Bill paid
by Note. What is an Order ? Of what is it a vouchor ? Give the
form of an Order for Goods for another person. An Order for Money,
Au Order for Goods for yourself. What is a Due Bill ? Write a Due
Bill payable in money. A Due Bill payable in Goods. What is a Pro-
missory Note ? What should be done when a Note is riven or received

!

In what book is a full description of Notes entered ? Give the form of

a Note negotiable without indorsement. A Note negotiable by indorse-

ment. A non-negotiable Note. A Note payable on demand. Payable
at bank. A Joint Note. A Joint and Several Note. What is a Draft f

When are Drafts made payable ? When made payable at sight, or a
certain time after sight, what should be done to fix the date of pay*
mcut ? How is a Draft accepted ? Give an example. What should
also be written if the Draft is drawn payable at sight or after sight f

Give the form of a Sight Draft. A Time Draft A Draft where time ii

reokoned aiter sight.
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DOUBLE ENTRY.

\i

JNTKODUCTION.

A COMPLETE set of accounts, as the pupil is already aware,
Bhould furnish the means of read \v determining

—

1. The Present Financial Position, by showing the

present Assets and Liabilities.

II. How this position has been attained, by showing
the Original Capital and the subsequent Gains and
Losses.

As the result in the latter case must be the same as in the

former, the problem for the puj)il may be thus stated :•—

" Given, the financial condition of a business at the beginning of a
certain period, the transactions during the period, and the value of

the goods remaining at the end ; it is required to record and classify

these various items, so as to exhibit the financial condition at the
end. First, from a statement of Assets and Liabilities at that

time ; second, from a statement of the Gains and Losses, in connec-
tion Moith tlu Original Capital."

He has seen that the Single Entry Ledger contains only
perscnal accounts, and that, even with the aid of the Cash Book
and Bill Book, it is not competent to do more than comply
with the first requirement. It if, therefore, as a system,

imperfect.

He has also seen that Double Entry supplies the defect of

Single Entry, by keeping accounts not only with the persons

with whom business is transacted, but also with ei^ery form of
value excJumged, and with every source of receipt and expenditure.

It thus shows, in addition to all that Single Entry does (even

with the aids above mentioned), the various channels through
which the gains and losses have been made ; thereby afford-

ing, not only presumptive evidence of the correctness of the
work, but also a basis upon which to plan future enterprises.

Double Entry, therefore, meets both requirements,
and consequently recommends itself as a perfect system of
Account Keeping.
Such a problem as the one just stated the pupil has already

•olved in the example of connected accounts, or Double Entry
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Ledger, as we may call it, pages 22-25. One of the methods
recommended for doing that exercise was —to take one tranS'

action, make the proper entries in the two accounts atfocted by
it, and then proceed to thr^ next. As ail the traunactions were
on account, a personal account was affected in each case. And
he will, no doubt, remember that every tin)e he debited a per-

sonal account, he crec'.ikd with an eqwil amoaut an impersomd one
(one in the name of a thiiKj^ not of a person) ; unci similarly,

every time he credited a j>ersonul account he (iehited an im-

personal one with the same amount. A constHnt equilibrium
of debits and credits wjis thus kept up. This, indeed, is a
fundamental principle of Book-keeping by Double
Entry. For evtry dollar and cent jjiaced on one }<ide of t/it Led-

ger, there mnnt be just as many dollars and cents jtlacal tomewJiere

on the otiter side.

Whatever differences there may be in the working out of

the following sets, the pupil will observe that they are merely

peculiarities. The same general principle runs through the

whole. The particular metliod or form iu which books are

kept is not essential, so long as it conforms to the principle of

equal debit and credit.

BOOKS USED.

If we sell goods to Benjamin Worth, without recei^ng at

the same time anything in return, the two Ledger accounts

affected are Benjamin Worth and Merchandise, and we
may, if we like, at once debit Benjamin Wortli, and credit

Merchandise,^ without previously entering the transaction in

any other book. The Ledger, indeed, is not only the principal

book, but it may be said to be the only essentially necessary one.

If other books are used in addition, they are ftir convenience

only, and are, ia general, mhservient and contributory to it.

When the pupil finds that their use promotes the neatness,
condensation and accuracy of the Ledger, he will

gladly avail himself of them as they are introduced, and keep-
ing always in mind the grand result he is aiming at, he will

have little, if any, difficulty in compreliendiug their nature.

lOS
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BOOKS USED IN SET I.

The books used in the First Set are the Day Book,
Journal and Ledger. These are commonly called principal

books, in relation to otherM, called auxiliary books, about which,
however, the pupil need not trouble himself at present.

DAY BOOK.

This book is sometimes called The Blotter, and it is not an
inappropriate name for some people's Day Books. It should

contain a concise and comprehensive history of the merchant's

business transactions ; commencing with an inventory of his

effects, and the debts due him ; also of the debts due by him
to others.

After this his business transactions should be recorded at

the time and in the order in which they occur. Every entry

should embrace the following particulars :—Ist, the date ; 2nd,

the person or account ; 3rd, what you have bought or sold,

paid or received ; 4th, the terms of payment ; 5th, the articles,

quantities, prices and amounts.

In writing this book, everything should be clearly ex|)ressed

in as uniform a style as possible, and the use of ambiguous
words and phrases carefully avoided.

JOUKNAI*

, The purpose of the Journal is to state, with regard to every

Day Book entry, which accounts in the Ledger are to receive

entries, on which side of the account, and for how much ; so

that the posting to the Ledger may be rendered more easy,

and less liable to error.

In journalizing any Day Book entry, therefore, the three

questions to be decided upon are—Which accounts are affected Y

On which side % and. For what amount 1 " If the pupil has

mastered the two chapters on Examples of Accounts, pages 12

to 30, he will have little, if any, difficulty. If he has not mas-

tered them, he will do well to read them again very carefully.

In any given set of transactions, before applying the above
questions, we must settle upon the names of the accounts we
intend to open. For instance, in the First Set we are dealing
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in two kinds of Wheat and two kinds of Floup. We an at

liberty to inchide all those und^r the head of Merchandise ; or

both kinds of flour under the head of Fiuur, and both kinds of

wheat under the head of Wheat; or to have four accountSi

one for each kind of flour and one for each kind of wheat In

this Set the second course in adopted.

A little reflection will point to the accounts affected.

We shall be directed to the side affected by asking— If it be

a personal one,

—

**Diil he rereivr from us or drliver tousf*' If it

be an impersonal one,—" Did we receive the thing or part toith

it 9" With re«;ard to those impersonal ones which show loss

or gain, as Merchandise, and especially Interest and Expense,

the question, " Did the thing cost us value or produce us value 1

"

may indicate more clearly to some minds the side affected.

The pupil will observe, however, that this is only a modified

form of the previous question. For the thing which has coot

us value must have been received, and that which has produced

us value must have been parted with.

In the entry, January 2, *' Sold James Rimmer, Wheat on
account, $150,'' it is evident that the two accounts affected are

James Rimmer and IVheat. As he is the receiver^ his account

must be debited : and as wheat has been parted withy Wheat
account must be credited. This may be indicated in the Jour-

nal in several ways, for example :

—

r-
1

1

James Kiinmer, Dr.

Wheat, Cr.

Or.

James Rimmer, Dr.

To Wheat

150

150

00

00

150

150

00

00
Or. t

James Rimmer 150 00
Uheat

i

1.50 00

There are several other ways of indicating in the Journal

what are to be the Ledger entries, but whichever is adopted,

they all mean simply that $150 is to be entered on the debit

side of James Rimmer's account, and the same amount on the

credit side of Wheat account.

In the entry of the same date, " Bonght of Wm. Linghaiq.

Flour, for Cash, f300," the accounts affected are Flour and
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Cash ; Flour on the debit side because it cams M, Cash on the

credit Ride because it trent out. Wm. Lingham's account is noi

affected, bocaiise iiis relation to us as Dr. or Or. is not changed
by the transuctiou ; and, tliereforf, we need not make any
entry in his account. We may ; but if we do, we shall have
to credit him with tiie Flour he has delivered to us, and then
debit him with the Cash he ht\H received from us. And these

two entries, being equal in amount, would have the same effect

upon the account as if no entry had been made.
Two accoiinls at lenst will generally be affected in any trans-

action. There may be more. In the opening entry, January
\Bt,J'our accounts are affected—Cash, Flour and Wheat on the

Dr. side, because all these came into the business ; and the

proprietor's account on the Cr. side, because lie put them into

the business. Adopting the second mode of Journal entry,

and using the term Stock to represent the proprietor, instead

of using his own name, the proper Ledger entries will be thus

indicated :

—

lif' ;

Dr.Cash
Flour

Wheat "

((

To Stock

4000
1000
3000

50
00
00

8000 50

We have adopted, for the present, the second mode of jour-

nalizing, for a reason which will be better appreciated when
we speak of tlie Ledger. We must, however, caution the pupil

against attachitjg to the word " To" in the expression " James
Rimmer, Dr. to Wheat," the meaning which, from the ordinary

use of language, would naturally suggest itself. The plain,

naked fact is, tiiat James Rimmer is Dr. to US for Wheat. If

we had this Journal entry, " Clmrles Adin Dr. to Benjamin
Woithj* it would simply mean that Charles Adin is Dr. in

relation to us, and that Benjamin Worth is Cr. in relation to

US. We have nothing to do in our books with the relation of

outside parties to ami anoiher as Dr. or Cr., but only with the

relation of these parties to «,?. Indeed, so far as these two per-

sons are concerned, the mcaninq we would naturally attach to

the expression is the very opposite of the fact. For, the circum-

stance which originated the entry (which may have been our
giving to Charles Adin our order or draft upon Benjamin
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The pupil cannot tail to have obfterved that his ahility to

journalize any transaction must dcitfnd entirely upon his know-
ing what entrivs should be made in the Ledger, and this

depends upon his having a clear idea of the nature of the
different Lrdj^er accounts.

The name of thi^ hook. Journal, is not suggestive of its

use. From "y<wir," Frencli for divf, it is synonymous with
Day Book, and was appropriate wli«>n it was the practice in

the Journal not merely to indicate the proper Ledgt'r entries,

but to add the full details ot the transactions from the book oif

original entry, then called the Waste Book.

LKDUER.

The Ledger is the book in which the transactions, scattered

through the Day Book without order as to kind^ are arranged
under distinct and appropriate heads, called accounts. The
amount put into the business by the proprietor, or taken out

by him, is put under HIS OWN Name, or under the name ol

Stock, or Capital ; every item affecting the debit or credit,

on account, of any particular person towards us i& pla^ under
that person's name ; all receipts and payments of cash, under
the head of Cash ; others' notes received and disposed oj,

under the head uf BiLLS Receivable ; our notes issued and
redeemed, under the head of Bills Payable

;
purchases and

sah's, under MERCHANDISE ; and incidental outlay, un<ier

Expense.
It has already l)een remarked that the proper entries might

be made in the Ledger at the time of the transaction, without

being entered in any other book whatever. Two inconve-

niences, however, would follow. The Ledger would have to

contain the details of the transaction, which would make the

accounts very unwieldy ; and in the hurry of business it would
be impossible to make the original entries in the Ledger so

neatly as is desirable. By first entering the particulars of the

transaction in the Day Book, we need only transfer the amount
to the Ledger, with a word or two to explain the entry ; and
the transferrin!!^ or posting to it can be done at leisure.

The original entries being made in the Day Book, they may
be Irap.sferred to the Ledger without the aid of the Journal

;

and in modern practice, where the original entries are so made
107
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i!

I

that the |>iirc1i:iM>8, KaUfi, ca<4)i reocipU mu\ \nyTneuln, nro kepi
•epnrnto from fuw another, it in ui>nec«>MAry. Its introduction,

how«V(fr, into thn pri'liniinnry mu, uill morn <lcc|tly impruM
upon the niin«f of the pupil the j>iiiirij»lf of equal lUhits and
eredilH ; and when lo is lonnally »lj»)Mns4'(l witli \w will inon*

clearly roh that its f^imire is relained in the picnliar mode of

inakin<]; i\w ori^'iiial <Mitric8.

Na.mkh and Oi^ku of the Accounts.—The pupil need
Bcarcelv ho toM tltat the Journal containB the names of all the

ft

accounts that are to ho opened in tho Ledger. Although in

practice it is usual to give a page to eiich account, we will

apportion to each, only so much ttp.-ico as is neceHsary. In text-

books generally no defitnte order is ohserved, but as advantage
may result from attention to this matter, we will take first,

Stock ; after that, all the accounts vhieh »how an unset or a
liability, beginning with the most available asset ; and lastly,

those showing a loss or a gain. We shall thus have the accounts

of the First Set in the following order, namely :—Stock, Cash,

Bills Keceivable, Bills Payable, Personal Accounts, Flour,

Wheat, Expense. The headings should be written in a clear

text-hand, and the abbreviations, Dr. and Cr., may be placed

at the top of the ])age only.

Posting.—TrauHtViring an entry from any book to the

Ledger is termeil posting, the word **posi,*' as a verb, meaning
simply to put, to place. If the posting bo done direct from the

Day Book, it is an ivtellecttml operation, because for each separ-

ate Day Book entry we have to think' which account, and which
side of it, is aff«'ctt d. I'ut all the thinking has been done in

journalizing, and the re.sults are so registered in the Journal,

that posting from it is retluced to a mere mechanical operation.

The first Journal entry is a plain direction that Cash, Flour

and Wheat are to be debited i espectively with the amount
placed opposite to them, and that Stock is to be credited with

the amount placed opposite to it. Thus :

—

Dr. Cash. Gr.

1877j

Jan.
i
llTo Stock 14000 60

108



-e kept

iuction,

imprcM
<Hs anil

II inon*

node of

ail need

nil the

3Ugh in

we will

III text-

vantage

ke Hrat,

}et or a

I lastly,

iccounls

k, Cash,

,
Flour,

a clear

B placed

: to the

meaning

com the

separ-

id which
Idone in

ournal,

deration,

(i, Flour

I

amount
with

Gr.

OOOK-UCBPINO.

DiL Fi.oiJK. Or.

1877

Jan.
1 '

: 1

1 ToSUKsk 1 113000 00.

i III.!
1

Dr. VVhkat. Cr.

1877
Jan. 1 To Stock

1

1000 00

i

1

Dr. Stock. Cr.

1H77

Jan.
1

1 By Son-
driea

1

1

j8000M

Instead of the word " Sundries^" wo could, if we had chosen,

have written " Cash, Flour and Whent." But it is usual, when
there is more than one account to name, to write '* Sundries,"

meaning several aeeounts.

The narrow column to the left of the money column in the

Ledger is for the Journal page. As soun as each Ledger entry

is made, the page of the Ledger should also be put in the second
column of the Journal. This kIiuws that the item is posted,

and also the page of the Ledger on which the account is found.

Although in the Journal entries we have named the debit

account first, we are at perfect liberty to, name the credit

account first. We\can say

—

Flour Dr. to Cash,
or,

Cash Gr. by Flour.

So far as the fact is concerned which originated the entry,

they both mean that Flour came in and Cash went out. So far

as the operation to be performed in the Ledger is concerned, thev
both direct that Flour Account is to be debited, and Cash
Account credited*

Reading the Ledger entries by giving the name of the
account first with Dr. or Cr., according as the entry is a debit
or credit one, the pupil will observe that every debit entry
will read like the Journal, word for word, and every credit entry
will rearl as the Journal wotUd read if written with the credit

account first.
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JET L—DOUBLE ENTRY.

Tl{E following Set is worked out in full, in order to show
the pupil the proper form of carrying the transactions through

the di^erent books, and should In; thoroughly understood iu

every particular before proceeding further.

The transactions are first taken from the " Record," (which

is supposed to be a memorandum of the merchant's business

transactions in the date and order of their occurrence,) and
arranged properly in the Day Book, after which they are jour-

nalized and posted.

A faithful adherence to the foregoing instructions and illus-

trations will enable the pupil to record, readily and correctly,

the following exercise, which should be first written on Skeleton

paper prepared for that purpose, or on blank paper ruled up by
the student himself.

SET I.—PRODyCE BUSINESS.

It is expected that the student will not merely copy the
exercises in connection with this Set, but that ho will work
them out for himself according to the forms given.

RECORD OP TRANSACTIOKS.

Toronto, January 1, 1877.

Commenced business, investing as follows :—Cash -

500 bbls. Extra Flour, at $6
800 bush. Fall Wheat, at $1.25 - -

Jan. 2. Bought of W. Lingham, for cash, 50 bbls.

Superfine Flour, at $6 -

" Sold James Rimmer, on acc't, 100 bush. Fall

Wheat, at $1.50
" Bought of H. Corby, on my note, 200 bush.

Spring Wheat, at $1
3. Sold Robert Thompson, on acc't, 400 bush.

Fall Wheat, at $1.50 . . ., .

" Bought of W Ijingham, on my note, 100
bbls. Superfine Flour, at $G.50-

** Bought of James Wilson, for cash, 200 bush.

Fall Wheat, at $1.50 - - - -

4. Sold John Smith, for his note, 100 bush.

Fall Wheat, at $1.75 • -
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$4000 50
3000 00
1000 00

300 00

150 00

200 CO

GOO 00

G50 00

300 00

175 00
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Received of James RiniTner, on acc% Cash • $100 00
Bought for cash, 400 bush. Fall Wheat, at

$1.40 - - 660 00
Sold James Johnson, for note, 100 bush.

Spring Wheat, at $1.20 - - - - 120 00
Bought of H. Corby, on acc't, 500 bbis. Extra
Flour, at $6 - 3000 00

Sold James Miller, on acc't, 200 bbls. Et',^
Flour, at $6.50 1300 00

Sold for cash, 100 bush. Sp'e Wheat, at $1.25 125 00
Sold James Rimmer, on acc't, 200 bush. Fall

Wheat, at $140 ..... 28000
Received of James Miller, his note in full

of acc't 1300 00
Paid cash for sundry items of expense - 25 50
S(»ld Robert Thompson, on acc't, 250 bush.

Fall Wheat, at $1.50 - - - - 276 00
Bought of W. Lingham, on acc't, 460 bush.

Spring Wheat, at $1 - - - 450 00
Filial H. Corby, cash on acc't - - - 1000 00

Solil Robert Brown, 200 bush. Spring Wheat,
ftt$1.25 250 00

100 bush. Fall Wheat, at $1.30 .
.

- - 130 00
Received in payment, his note for $150, cash

for balance, $230.

Bought of W. Lingham, on my note, 50 bbls.

Extra Flour, at $6.30 - . - > ol5 00
Paid cash for my note of the 3rd inst., favor

of W. Lingham - - - . - 650 00
Sold J. Rimmer, on acc't, 200 bbls. Extra
Flour, at $7 1400 00

Paid cash in full for my note, favor H. Corby 200 00
Received of R. Thompson, cash in full of acc't 975 00
Received cash, in full for J. Smith's note of

the 4th inst. 175 00
Gave H. Corby my note on acc't - - 1000 00
Bought of W. Lingham, on acc't, 550 bush.

Spring Wheat, at $1 - - - - 560 00
Sohl J. Rimmer, on acc't, 150 bbls. Super-

fine Flour, at $8 1200 00
Received cash, in full for J. Johnson's note

of the 5th inst. ^ 120 00
. 140 00" lb. Paid sundry expenses in cash
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INVENTORY OF G00l>8 REMAINING UNSOLD^

600 bbls. Kxtra Flour, at $6.00
60 " " 6.30

200 bush. Fall Wheat, 1.25

60 " " 1.40

800 » Spring Wheat, 1.00

13600 00
316 00

250 00
70 00

800 00

3916 00

1120 00

SPECIMEN DAY BOOK.

TO THE PUPIL.

After becoming familiar with the preceding instructions, yon
may write up the Day Book according to the lollowing form,

then lay aside the printed book, and on a sheet of waste paper
journalize the entries of the Day Book, after which compare
with the printed Journal to see if you have journalized cor-

rectly
i
then post to the Ledger as directed in explanations on

posting, independent of the printed boitk, and make out your
Trial Balance and Statements.

The check mark {^) is to show that the entry to which it is

placed is journalized. It should be made immediately afUr
journalising— never before.

Toronto, January Ist, 1877. (1)

• this day commences the

Produce Business at No. 128 Front
Street, renting store from F. John-

son, and investing as follows :

—

Cash 4000 50
t Extra v/ 500 bbls. Flour $6 00 3000 00
Fall 800 bush. Wheat 1 25

Amount forw.ard

1000 00 800050

800050

• P"^ll to use his own name.

t Ttie margin to the left in for the description or mark of- the articles, in

order that they may be readily refened to.
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Toronto, January 2. 1877.

Super.

Fall.

Spring.

Fall.

Super.

Fall.

Fall.

Fall.

Spring,

Extra.

Extra.

v/

Carried over

Bought of W. Linghara for cash,

50 bl>l8. Flour $6 00
. «

Sold Jam(>6 Kinuuer on aco't, I

100 husli. Wheat $1 60

Bought of H. Colby on luy note,

200 bush. Wheat $1 00
3

Sold Robert Thompson ou acc't,

400 bush. Wheat |1 50
(t

Bought of W. Lingham, onmy note

100 bbls. Flour $6 50
(I

Bought of James Wilson for cash,

200 bush. Wheat $1 50
4

Sold John Smith for his note,

100 bush. Wheat $1 75

Received of Jas. Rimmer on acc't,

Cash
5

Bought for cash,

400 bush. Wlieat $1 40

Sold James Johnson for his note,

100 bush. Wiieat %\ 20
6

Bought of H. Corby on acc't,

500 bbls. Flour $« 00

Sold James Miller on acc't,

200 bbls. Flour $6 60

n
Ajuouiit forward

113

1 800060

300 00

150,00

200 00

COO 00

65000

300 00

175 00

100

500

00

00

120,00

I

3000 00

1300

15455

0(

5(
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Toronto, January 6, 1877. (»)

Spring.

Fall

Faa

Spring.

Spring.

Fall.

Extra.

Extra.

Carried over
Sold for cash,

100 bush. Wheat $1 25i

Sold James Rimmer on acc't,

200 bush. Wheat $1 40
«

Received of James Miller his note

in full of account
9

Paid cash for sundry expenses

Sold Robert Thompson ou acc't,

250 bush. Wheat $1 50
10

Bought of W. Lingham on acc't,

450 bush. Wheat %\ 00

Paid H. Corby cash on acc't

_- 11

Sold Robert Brown
200 bush. Wheat
100

Rec'd

<( ((

m
Cash for

$1 25
1 30

payment his note, $150
the balance. 230

-12-

Bought of W. Lingham, on my
note,

50 bbls. Flour $6 30
u

Paid cash for my note of 3rd inst.

•13-

Sold J. Rimmer on acc't,

200 bbls. Flour $7 00
15-

Paid cash in full for my note

favor H. Corby

Amount forward
114

ii

15456 50

125 00

280 00
i

I

1300 00

25 50

250 00!

130 00

375 00

460|00

1000 00

380 00

315

C50

1400

00

00

00

200 00

21050 0'.
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455 50

125 00

I

280 00
I

i

1300 00

25 50

i

375 00

450^00

lOOO'OO

380 00

31500

G5000

1400

200

00

00

> 195010''

(4)

Spring.

Super.

J

BOOK-KEEPING.

Toronto, January 15, 1877.

Carried over
Received of li. Thompson, cash

in full of acv't

Gave H. Corby my note on acc't

Received casli in full for John
Smith's note of the 4Lli iiist.

16

Bought of W. Lingham on acc't,

550 bush. Wheat $1 00

Sold James Rimraer on acc't,

150 bbk. Flour $8 00
<c

Received cash in full for J. John-'

son's note of the 5th inst, |

18-

Paid cash for sundrj' expenses

•Inventory of goods unsold : j

600 bbls. Extra Flour, at !

$6 00 - - . $3C00'
60 bbls. Extra Flour, at i

$6 30 - - - 315'

200 bush. Fall Wheat, at

$1 25 - . . 250:

60 bush. Fall Wheat, at
i

$1 40 - - 70
800 bush. Spring Wheat,

at$l 00 8MO

2105600

975 00

3915

650

1200

00

120 00

* Although it is common to vahie the goods ou hnnrl at thfir cott price,

tukin;;: off, ifnecesiiary. a jier centage for biid Kt'»ck or depreciation in value,
it would ))« more correut to reckon theu at what they can be louijkt Jor ai

the turn <tf valvatlon.
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SPECIMEN JOURNAL.

Some business men require their Jonrnah to embody brief

explanations of their trarisactioits ; but we do not introduce

this plan now, because, in hi-s iiuMpicnt .steps, cvcrvtliing that

takes the learner's attcntiot. off the LEDGER TITLES has a

tendency to perplex and embarra8s iiiin. F.-miiliarity with the

following form will prepare the pupil tor using any other with-

out difficulty.

The numbers in the narrow column to the left of the names
of the accounts are the pages of the Ledger to which the

various items are posted. Each Ledger page is iiisurCud as soon

as the item is posted- nut icfme.

Toronto, January 1, 1877. 0)

1 Cash Dr.

2 iFh)ur "

3

1

2

1

2

3

3

1

o

3

2

1

3

I

Wheat"
To Stock

2 •

B'lour Dr.

To Cash
(I

James Rim raer Dr.

To Wheat

Wheat Dr.

To Bills Payable
:\

Robert Thompson Dr.

To Wheat

Flour Dr.

To Bills Payable

Wheat Dr.

To Cjish

Amounts forward

116

4000j50
3000 00
lOOOiOO

300 00

150 00

200 00

8000 50

00

00

600 00

650 00

00

300

150

200 00

600,00

650 00

300!(K)

1(>:300,50; 10200i50



(1)

50

00

00

00

JOO.OO

|650,00

pOjOO

|2(»0i50

(2.)

lfUUK-K£EPlNO.

Toronto, Janunry 4, 1877.

1

3

1

2

3

1

1

3

2

2

2

2

1

3

2

3

1

Carried over

Bills Beceivable Dr.

To Wheat
u

Cash Dr.

To James Riraroer

5

Wheat Dr.

To Cash
u

Bill Receivable Dr.

To Wheat
6 —

Flour Dr.

To H. Corby
(I

James Miller Dr.

To Flour

Cash Dr.

To Wheat
8 -

James Rimnier Dr.

To Wheat

Bills Receivable Dr.

To James Miller

9

3 {Expense Dr.

\ To Cash

2 Robed Thompson Dr.

To Wheat

10

Wheat Dr.

To W. Lingham

Amounts forward

117

10200
175

50
00

100

560

120

3000

1300

125

280

»

1300

25

00

00

00

00

00

00

00

00

50

375 00

450 00

I8OII1OO

10200

175

100

660

120

3000

1300

125

280

I
1300

25

376

50

00

00

00

00

00

00

0(

00

00

50

00

450

18011

00

00

I

: 1M
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Toronto, January 10, 1877. rs)

2

1

1

1

3

2

1

1

1

2

2

1

1

1

2

1

2

1

3
2

2

2

1

1

3

J

Carried over
II. Corby Dr.

To Cash

U
Bills Receivable Dr.

Cash
To Wheat

12

Flour Dr.

To Bills Payable
«

Bills Payablo Dr.

To Cash
13-

James Rirnmer Dr.

To Flour
15—

Bills Payable Dr.

To Cash
««

Cash Dr.

To R. Thompson
" Bills Receivable

16

H. Corby Dr.

To Bills Payable

17

Wheat Dr.

To W. Lingham

James Rimnier Dr.

To Flour

Cash Dr.

To Bills Receivable

18

Expense Dr.

To Cash-

H.S
I

1801100
1000 00

150
230

315

650

1400

200

1150

1000

650

1200

120

140

00
00,

00

00

00

00

00

00

00

00

00

00

2ftii6:oo

18011

1000

380

315

650

1400

200

00

00

00

00

00

00

00

975
175

00
00

1000

550

Ik

1200

140 00

00

00

00

00

2611600
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00

00

100

00

00

• 00
>'oo

1000 00

650100

[200

120

00

00

uooo

16116 00

INDEX TO THE LEDUER.

A.

1

Page.

1

1

1

2

3

2

K. P

B.
Bills Receivable.

Bills Payable.

Balance.

L.

Lingham, W.
Loss and Gain.

a
Gash. 1

Corby, H. !

M.

D. N.

£.

Expense.

0.

Flour.

P.

9- Q.

H.
•

R.

Rimmer, James.

L S. T.

Stock.

«

J.
1

U. V. w.
Wheat.

i

CAUTION.—Always Index an account befor« entering it in the T^edger.

Without this precaution it may be forgotten an<l a second nccount oi)enfd

with the sams individual ; aud unimportant as this may ai)p«ax, it oftan

leads to very tevublesomti mistakw.
nt

I

II
11

m

\.'G



OOK-KUPUfO.

1877

SPECIMEN LEDGER.

t\M /AinennMwIthdntwBV
(1)

STOCK. ('ffiw-r"*) C»

1877
Jan. 1

1

(( 20
By Sundrieg 800060

(r«o^t«a) CASH. (PBid out)

Jan. 1
<i 4
« 6
« 11
t« 15

i( ((

. <« 17

To Stock
" J. l^immer
'* Wheat

" R. Thomp-
son

<' Bills lUo.
(( (i

400050
lOOiOOJ

125' M)

23000

Jan,

97500
17500
i2o;oo

(I

((

((

<<

2 By Flour
3
5

10
12
15
18

(t

Wheat

Expense
H. Corby
Bills Pay.

Expense

300 00I

1

2
2 25 i

3 1000(

3 C5000
3 20000
3 14000

30000
50000

50
00

/Oihwnf VotMX
V recalTM, / BILLS RECEIVABLE. {^Xcm^!:^^)

Jan.
u
u

4T() Wheat

8
11

" J. Miller
•* Wheat

17500
12000

1300'00

150001

Jan. 15

17

By Cash
(« it

175;00

12000

InidMmad.; BILLS PAYABLE. (XIT)

Jan. 12 To Cash

i

t

3 65000
!

Jan. 2 By Wlieat 1 200 00
1* 16 (( (( 3 200 00 tt 3 * Flour

12 " ""
1

3
650
315

00
00

« 10 " H. Corby 3 1000 00

120



OOK-EEIPniO.
(2)

Db. (SiiSIS?) JAMES Rm31EU, iZitTZ ) C»

1877
Juii.

li

<<

t«

2 To Wheat
8 " '*

ir, " Flour
171 " **

16000
I'SOOO

l'2(JO,U0i

10(» "

100

100

50
100

100

i75;oo

12000

200 00
05000

1 00
lOO

w. LiNOHAM. (2i:tr:V)

Jan.
•<

10 By Wheat
17 '^ "

i

1

•>
4r»0<K)

r.ftooo

(5Ii«TC) ROBERT THOMPSON. /Mit Aeeesal'.

Jan.
4<

3'To Wheat
9 ** *

coooo
:375(lO

Jan. 15 By CikOk

I

07r)loO

/Mr Account

V

II. CORBY. /HUAccouatX

rrr r.^l;

Jan.:10
" IC

To Cash 3:100000 Jan.
(i BiUs Pay. 3 1000 00

0J3y Flout 300000

/My Ac«oiuit\
VaVklnst tUio. / JAMES JillLLER.

/ HU AfXVUUtN

JanJ G To Flour 2 1300 00 !Jan. By Bills Km. 2 i3oo;oo.

(Co«.) FLOUR. ( Ptoc»«<l». •

in300 00Jan. 1 To l>feock

1

1

i!

3()(»000;jan. G By J. Miller
<< 2 " Cash 1 300 (K)

i< 13 '• J. llimmer 3 140UOO
(( 3 " Bills Pay. 1 (;r)0(io

i< 17 * 13 ll'UliOO
(( 6 ** H. Corby 2 1 3000 00
<( 12 " BUls Pay. 3'

i

1

31500; '1

121

'' '•%

m

im



Ds. (<^) WHEAT. (H,^) Os.

1877
Jan.

41

««.

I(

«
It

To Stock

2
8
5
10

17

liilli Pay.
Cuh

W.LiiighMii 2

i(

II

I

IJ1877
1 000,00 Jan.
2{K)00

3000(){

600 OUj

45()()0.

65000

2B

n
li

<t

n
II

II

ivJ. Rinimer

3j
•' R. Thump

4i" Bi

11

i«

II

II

II

II

on
BUURoo.

•I

OMh
J. RimniOT
R. Thomp-
•on
Bundriet

16000

60000
17500
12000
126 (M)

28000
!

37600
38000

V ICjii>«nM. ) EX TENSE.

Jon.
it (i

ISlTo Gash
II II

26501,

14000!

I

TEST OF THE LEDGER.

The first thing to be dune, after the transactions of a set

have been posted, is to test the correctness of your work, by
comparing the amounts of the two sides of the Ledger, and
seeing tliat the sum of the Dr. side of all the accounts

equals the sum of the Cr. side.

Tills is accomplished by making out a

LP.
TRIAL BALANCE.

Db.

Stock
Cash
Bills Recoivahlo
Bills Payable
James Kinnnor
W, Linghaiu
Roliort Thonip
H. Corby

2
I
JauiLS Miller

2 iFlour -

3
I
Wheat -

3 Expense -

on

6725
1745
850

60
00
00

3030^00

975'00

2000:001

1300001
72(i5 00
3060 OOij

lC5i50

'

i;

2G116 00

Cm.

8000|60
3175,60
29500
2J6500
10000
100000
075 00
300000
1300 00
390000
220500

2G11G00

An e.xplaiiatiou uf tlie ijrocess uf taking off a Tiial Balanco ia given oa
the next page.
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60000
17500
12000
126 (M)

28000
I

37500
38000

)f ft set

rork, by
;or, and
tccouuto

Ck.

8000|60
3175,50
295 00
2J6500
100,00
100000
07^ 00
300000
1300,00
3900 00
2205 00

TKIAL BALANCE

A Trial Balance in taken to ancertaiii if the DehiU aBcl

Credits on the L<.'rl^(T are equal, or balance.

As soon aa you finish postint; all the tiunsnctions to the Tied-

ger, according to the principle of eqnal debits and credits, yon
take off a Trial Balance. This is done by first f(N)ttng the

items of the diflurent ucconnts, placing the amounts in light

pencil marks, which should be erased afler the completion of

the work. The totals of the accounts are carried to the Trial

Balance, as per model form, leaving out such accounts as close

themselves. By adding to the footings of the Trial Balance

given, the footings of accounts that close themselves, you will

find that they exactly correspond with those of the Journal,

which would not be the case if any of the Journal entries were
not posted ; and as the footings of the Journal columns also

tally with those of the Day Book, it is almost conclusive that

all the original entries have found their way into the Ledger.

There will remain two chances of error in the accounts, viz.:

from improper Journal entries, or from posting to the wrong
accounts in the Ledger.

It will be observed from the foregoing remarks, that the

Trial Balance is not always a strict pr<.)of of the correctness ol

the work, though it is so nearly a test, that under ordinary

circumstances, it may be considered satisfactory.

It is si'pposed that you have gone through the process ot

ioumuliziiig and posting the preceding set, and that your Led-

5er accounts present an "equilibrium of debits and credits. A
*rial Balance may be taken with the difference columns only,

or with the amount columns only. The latter is very fre<

quently used in business, a form of v/hi^-.h is given on page 122.

In a real business, a Trial Balance may ):e taken monthly, and
should be taken m often as uiicc in three months, even tliougb

tlf books are closed but once a year. The following is another

form of Trial Balance, from the same Ledger.

ill

'
i

-i

I2C11000

given oa

2lt

ill

ill



BOOK-KKKPINO.

TRIAl/lULANCE.

Dr. lial.
!

i

Dr.
Footini

1

(B.

•

Stock . . .

Cr. !

Footing".

'

Cr. B»L

1 8000 50^ 800o'5«/

2550 00 5725 50 1
1 Cash.... 3175 50 I

Moooo: 1745 00;: 1 liills Iteceivable- 295 00,

,
' 850 00' I il3i lis Payable - -! 2105 00 1315 00

293000'
, 3030 OOj 2 'James Uiiuraor - 100 OOl

1

1
2 \V. Linfrhaiu 1000 00 100000

\
2000 OO: 2 H. Corby - 300000 1000 00

330" 00 7'Jt)o 00 ; 2 iFlour 3!)00 00
8uo00 30(50 00 hi 'wheat . . -1 2i.'05 00
1G5 5o; 1G5 50

00

3 Expense " " *

23841 0011315 23341 11315 50

Note.- -The Ledger frwm which the foret^oin^ Tri:il Balance was taken
does not coiktain all the results of the busine«M. Hence, in gettinj^ at the
data from which to ascertain the net worth, or the net gain or loss, it will be
uecessary to ^o beyond the lied^'er, and estimate the value of unsold mer-
chandise or other similar ]iro]ierty.

Id each of the statemeuts which follow, an inventory of unsold property
ifl supposed to have bct:u tuken, tb« results beiu^ ^iveu.

CLASSIFIED STATEMENTS. .

The preceding* " Statoment, or Trial Balance,** is supposed
to show tlie footiruj.'i and balances of the Ledger accounts grow-
ing out of tho transactions indicated in Set I.; and, as far as

the open Ledger is concerned, atTords }W completely as pos.dble

the f^xact con<litiou of tlie business at the time the Statement
purports to have been rendered. The form of this Statement,

however, is not sufficiently compact, nor tlie specific results of

the business so distinctly given as to present at a glance the

gejitrul result which constitutes the objective point of all busi-

ness record. To accomplish this, it becomes necessary to re-

arrange or chm)fij the separate results as shown on the Ledger.

With regard to those accounts which show only the cost and
proceeds from sales of property having a variable value, it is plain

that the real value of such property remaining on hand cannot
1:^4 .



r. B*L

B()00 5^1

131500

1000
1000

00
00

11315 50

ros taken
i;; at the
it will be
sold mer-

property

BOOK-KEEPINO.

bt ascertained from the accounts, but must be found by actual

enumeration and valuation ; a process known in busiue&s as
" taking account of stock," or •' taking an inventory.** The
value of property which does not vary, viz., Casli, Notes, and
Personal indebtedness, is readily ascertained from the accounts

themselves.

In classifying accounts two grand results are had in view
;

first, the Net IVorih or Insolvency of the bnsirjess, that is, its

Financial condition ; second, the Net Gain or Loss during a
specified period. These are shown in the following statements,

the material for which has already been taken from the Ledger,

and put in the form of a Trial Balance (page 124), except the

value of unsold property, which is taken from the Inventory

at the end of the Day Book.

1. STATEMENT OF RESOURCES AND LIABILITIES.

Analym of Accounts that shmo Resources and Liahililies, for the

purpose of ciscertaining the Net Woiih or Insolvency of the

Business.

n

m

upposed

;8 grow-
far as

jos.sible

Atenient

tement,

salts of

ice the

dl busi-

to re-

Lodger.

cost and
is plain

cannot

1. From lHVBKTor.ua.

Floub, unsold, as per Inventory -

Wksax, " " "

2. Feoii LEnoEP. Accounts.

Cash, Dr. Amonnt rwceivcd
" Cr. " paid out

$5725 GO!

3175 50

•' Difference, Amount on hand
Bills Reo'blb Dr. Other people's

notes received $1745 0(>

" " Cr. Other people's
|

notus disposed of 205 00

** " Difference, othen'notes on hand
Bills PayAaL£ Cr. My notes issued $21 05 00|

<«

<«

n Dr. (< redeemed 850 OOi

" Diflerenoe, my outstanding notes!

125

Rcsouroe*.

3915,00
112000

2560 00

UabUiUee.

14ri0 00

1315M



BOOK-KKKPINO.

:3S:

Jas. Rimmer, Dr. My Aoot. against

him • 4^030 00
" ** Or. His Acct. against

me ' • 100 00

*• ** Diflferenco, he owes me
W. Lingham, Cr. His Acct. against me—

I

owe him
H. Corby, Cr. His Acct. against mo $3000 00

Dr. My ** him 2000 00«(

" DifTorenoe, I owe him
Present Net Wtyrth - - -

RMOurcM.

2030

119G5

00

00

liUbUiUM.

1000

1000
8650

11965

00

00
00

00

2. STATEMENT OF LOSSES AND GAINa *

For tlie purpose of osceHaimng the Net Gain or Loss,

Flour, unsold, per Inventory

1

^915 oo!

3900 00
1

Loues. Oatnt.

** Cr. or proceeds from sales -

165
649

50
60

650

265

** Total proceeds - - -

" Dr. orooat- - . -

7816 00
7265 00

" Difference or gain
Whbat, unsold, per Inventory

** Cr. or proceed! from salea-

1120 00
2205 00

00

" Total proceeds

-

" Dr. or cost - - -

3325 00
3060 00

" Difference or gain -

Expense, Dr. or outlay, a loss

Diiffereiice bttvceen Qaim and Losses^ oir Net Gam

$8000 50
649 50

00

Proprietor's Net Investment -

• " Net Gain -

816 00 815 00

•* Pruent Net WwUi - $8650 00

Vi%
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100000

1000
8650

11966

00
00

00

NS.
•

Loss,

Oaina.

65000

266 00

81500

BOOK-KEEPING.

The following arrangement also is Kconimended to tbe

pnpil for practice, as it approaches very nearly to the form

observed in closing the Ledger accounts, and will, tbtrel'ore,

serve to pre[)ai-e him for that work.

3. ASSIilV. AND LIABlLrriES.

Flour on hum)
Wheat
Cash "

Bills Ucc. "
James Kimiiier owes me.

."tOlR 00 I nills Payable (outstandinK)
1 1 20 OO: 1 1 owe W. Linghara
26.'.i' 00
i4r.o w
291i0,00

11966.00

U. Corby

Ntt Worth •

i.'^irioo

1000 00
loooloo

8816,00
8660 00

II8O61OO

4. LOSS AND GAIN.

Expense
N$t Gain

• •

••

• •

• •

• •

• • 619
5(1

60

1

Gain on Flour
" Wheat

1

••

••

•• •*

•• •.

060
26.'.

00
00

815 00 815 00

«. STOCK.

net Worth S050

.8660

00 Investment..
Net Gain ..

00

8000
«40

b650

60
60

00

The pupil will test his familiarity with the foregoing in-

structions by rendering analyses or statements of Losses and
Gains, and of Resources and Liabiliiies, Irom the toUowinj^

exercises. He will do well to arrange them according to iorms

1 and 2, and also according to forms 3, 4 and 6. The latter

method will specially prepare him for closing the Ledger.

If properly worked out the result will be as giveu imme-
diately after each Trial Balance.

m

I
I!

'hi
':&

M
;r4

I«f
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BOOK-KEEPING.

6. TRIAL BALANCE.

1

Dr.BiL Dr. Foot'

oo'
1

1|

!

Cr. Foot'gs.' Cr. Dal.

150 Stock 7500 00, 7350,UG
1044 27 4l7oll7! 2 Mdse (unsold S2000)

-

3125 00,

1532 17 5700 JO, 3 Cash.... 421812
.600 00 5oo;oo 4 Robert Baker -

1

i

Real Estate (unsold;

6685 •K) 7000 00! 5 $0900)* - 315 0(»

1000 00 15U0 00: C Bills Iloceivable 500011
40000' 7 Bills Payable - 1200,00 800 00

79 25 154 25; 8 G3.;. nitchie & Co. -1 75 00
1061 00 i2oo;oo 9 Warner Bros. - 139 00
375 00 37500 10 Expense - - -

UOOOO; 11 N. Jones - - - 21O0 00 700 00

112 Hunt & Co. 17000 170jOO
45 00 120 00 13 Interest andDiscountf 75':;o

14 W. P. Graham - 3G01 09 8601 '69

300 00

69

300 00

71

15 Loss and Gain -

Equilibrium

1

1

12631 23019 23019 71 12621r

Net Capital at commencing, $7350.

Net Gain, $450.73.

Net Capital at closing, $7800.73.

* ReiU Rstkto, lUnnMid Stock, and all speculative property accounts are treated Ilka

Iteohandlae acoount.

f Interest and Discoaut contains on the Dr. side the cost of the tue </ moruyi

Kiated to u.<*, and ou the Cr. <ide what the use ofmoiuy grantod to others produoea im
a dUXer«BO«.ttMcefore. shows a iou «rgain, as the case luav Ihi.

128



Cr. Dal.

7aoo,uo

800 00

70010
i7o;oo

8601'Cd

12G2I69

treated like

(/ nuntyi
irouuoMiM

BOOK-KEEPINO.

7. TRIAL BALAiSTK.

*:

J Dr. Cr.

l\S.O. V,(iHUj(PaHner)* -

2|S ChxTo {Partnei)* - - . -

3|Cash
4'MerchandiBe (Vahv unsold. §5150.50)
6Ra'lr<ta<l Stock {Value nnsvld, ^12UU0)
6J<ills Ticceivabte . - - -

T'Bills IVyable - - - - ;

8' H *'al Est ate ( Value uimld, $S0! 0)
J«'R<'bcrtRfin & Henry - - - -

ma. C. Helton & Co - -

U'Expenao ------
12lIniert'Bt ------
lajW. V;. Jf.net

14 John Cook . . - - -

15 Conger Bros. - - . •

300U 00

PT.TJ 10
7oy.-i <-H)

12000 00
70( 00
31 SOCK*

Tooo'oo I

1100 '10
I

; I

12n'00
I

2;soo'!

i70i-)0o;i

. 1290 00:

1686313
12000'00

4710 22
3710 50

i

5000 (K»

61 SO 00
ir.ooo

9'JO 00
1500 00

13 25
70r> 00
810 00

1450,<X)

5415010 54160:i0

S. G. Beatty's Net Capital at Cuininpncinir, 113803.13.
S. Clare's Net Capita.!* at conimenciii«^ $12000.

Total Net Gain,, $2039.25 ; each I'aitnei's share of Gain,

I1019.G2J.
S. G. Beatty's Net Worth at closing, $14882.75.

S. Clare's* Net Worth at closing, $13019.03.

CLOSING THE LKDGFR.

It was thought best for the present to leave the Le<lger of

this set in its open con<lition, and show the resnlts of the
business in separate statements. AVhen tlie object is simply to

know the condition an<i progress of tlie business, this method
is sufficient, but when it b('Cf)me8 necessary to mark these in

f i

! If

M

Jf

^J I

*Tho Partners' aeeounta are treated preciHcl^ the tame aa Stock account An
•eeount is oiwne<l for aach partner in his own name, and each one's share cf the net
gain er oat low carried to it. In this instance divide the gain cnuall/.

I 1 29
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•ome enduring manner upon the Ledger, tlie accounts must be
dosed.

To close an account is to bring its cvrrent condition to

an end. If both sides are already equal, write the amount on
both sides, on the same lev<'l, and rule off, as in the closed

Ledger following. If there is only one item on each side, and
both are equal, simply rule off. If both sides are not equal,

make them so by entering the difference between them on the

smaller side, and then write the amount on both sides, and
rule off as before.

J^peculntive proprrty accounts, as Flour, Me^^chandise gene-

rally, Lank Stock, Ilailroad Stock, and Real Estate, cannot be
closed, if any property remains unsold, until the value of what
remains on hand is entered on the (Jr. side. The object of

these accounts is to show the gain or loss arising from the

buying and selling of thesf different kinds of property, and it

is evident this cannot be a ertained, if the property is not all

sold, without taking into consideration the value of what re-

mains unsold. After this is entered on the Cr. side, then the

difference between the two sides wdl show the gain or loss, as

the case may be ; and the account will be closed by writing

this difference on the smaller side.

By " closing one account inXo another," as Loss and Gain
into Stock, is meant that the difference entered on the smaller

side of the former to clme it, must at the same time be trans-

ferred to the opposite side of the latter. And ,as, in making en-

tries of transactions, the name of the contra .iccount is written,

so in these closing entries, in each account hdng closed, the

name of the account being closed into is written ; and, accord-

ingly, in making the transfer entry, the name of the account

transferred from is written. Hence, the closing entry in any
account refers forward to the account to which it has been
transferred, and the entry in the account closed into refers back-

ward to the account from which it has been taken.

The pupil will see from this the reason why, in entering the

value of unsold merchandise on the Cr. side of Merchandise
account, he writes '* By Balance," It is simply because,

these goods being an asset, their value must be entered also in

Balance account. He must carefully guard against supposing

that this entry in the Merchandise account is the difference

between the two sides ; and he will do well to remember that,

although the word " bedance " ordinarily signifies the difference

between the two sides, in these closing entries it must b^ oon-

130
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•idered to mean simply " Balance Account" Hence, any entry,

dosing or otherwise, which is to be transterrod to Balance account

will b« written ** To " or " By B.il.inco," and any entry, closing

or alhentise, which is to he traiiHffrn'd to Jjoss and Gain ac-

count will be written " To " or " By TiOss and Gain."

The pupil shnnld not forget that in no one thing docs tho profioiency

of a practical accountant tuoro plainly nianifofit itHclf tiian in tiio matter
of ntsatness in arrangcnmnt and exe(!iit.i<)n. lie ftlionld obsoivo particu-

larly the form adopted in ruling, wliich is URn.illy done with rrd ink.

It is also advisable to wiitc the adjusting and dosing entrie« in rtil ink,

to distinguish them more readily from entries of tiausaotions, tiie trans-

fers bei ig made in blaok ink.

ORDER OF (;losin(} tmk m:i)(u:r.
1 (".i

The pupil will be much assisted in understanding the pro-

cess of closing the Ledger accounts, if he will remember that

the object is to place in a permanent form in tho Ledger the

same results as have been shown in the preceding statements
;

and, more especially, if he bears in mind the forms, Nos. 3, 4,

and 5, as these very nearly accord with the arrangeinerit in the

Ledger. The only difference in the headings ib, that tho

one there called " Assets and Liabilities," will bo here called
" Balance " account. Stock account is already ii the Ledger,

and in the course of busin^'ss it is not impro^ able that Loss
and Gain account would be required for jiome entry which
casnot properly be made any where else.

The posting having been found correct by taking a Trial

Balance, and by careful checking, the following order may be

observed :

—

I. Open an account in the name of Loss and Gain (if there

is not one already), into which to collect all the losses and gains,

and one in the name of Balance, into which to collect all the

assets and liahilities.

II. Enter on the Cr. side of Flour, Wheat, or any tpeculative

property account, the value of such proj)erty unsold (as found

by taking stock), writing in red ink, " By Balance, Inventory,"

and transfer the amount in hlaek ink to the opposite, or Dr.,

side of Balance account, writing " To Flour," " To Wheat," or

whatever the name of tho account is from which the transfer

IB made.
III. Close Private account into Stock.

IV. The remaining accounts will show either an asset or *
131
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liability, a loss or a gain. Close overy account whose difference

re|ne8(!nls an.(^w."«v?/ or a liaUlity into Balance account, and
every account whoso diffi'reuce represents a iof>s or a gain into

Loss and Gain account.

V. Thi«'(' accountH now remain open—Stock, Loss and Gain,

and Balance. Take a Trial Balance of the^e to test the

accuracy ot the transfer entries.

VI. Close Los^s and Gain into Stock ; and Stock into

Bal.'ince.

VJJ. Balance account will now have both sides equal, and
will be closed by simply footing, and ruling off.

PARTICULAR DIRECTIONS FOR CLOSING THE
LEDGER OF SET L

\

We will now take the pupil through the process of closing

the L(;rlger of Set I., according to the instructions just given.

I. We first open Loss and Gain account and Balance

accomit. •

II. We tluiu ascertain from the Inventory (which, for con-

venience, we have here put at the end of the Day Book), the

vahie of tlie goods unsold. The unsold Flour, in this c.ise, is

worth $'>915, and the unsold Wheat $1120, which amounts we
enter on the Cr. side of these accounts in red ink, *' By Balance,

Inventory," and transfo" the same immediately to the contrary,

or Dr. side, of Balance account, making the entries in black

ink, "To Flour, $3915," and "To Wheat, $1120."

The accounts are now in a condition to be closed either into

Stock, Loss or Gain, or Balance, as the case may be.

III. We have not in this set a Private account distinct from
the Stock account.

IV. We then come to Cash. The «lifference represents a
resource or an asset of cash in hand, $2550. We enter this in

red ink, on the Cr. side, writing "By Balance," foot up the

sides, and draw <l«iuble red lings UTideineath. This red ink
entry is at once transferred to the Dr. side of Balance account
in black ink.

Bills Receivable shows an asset, and is closed, like Cash, into

Balance account.

Bills Payable is also closed into Balance, the differMioe show-
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ing a liability. The closing entry in thin case falls on the Dr.

side of Bills PnyahK>, and the truubfer entry, cun^jequently, on
the Cr. side of I'iihmce.

We now come to the Personal accounts. All these accounts,

if there be any difference between their two side.^, will show
either an ariset or a liability, as the case may be, and Mill

therefore I'e closed into Balance, in the same manner as these

already closed. Robert Thompson's account ahiiuly bsdances,

and we close it by simply footinj^ and rulinj; it.

Flour account shows a yaiuy the Cr., or proceeds from sales,

together with the value of the flour still on hand, bein;.' greatt-r

than the Dr. or cost. The differenc«» is entered in nd ink on
the Dr. 8i«ie, writing "To Loss and Gain, $550;" and trans-

ferred to the contrary or Cr. side, of Loss and Gain, writing in

black ink, " By Flour, $550." Wheat account is closed in the

same way.

Expense account, being outlay for which no direct return is

received, and, therefore, so far diminishing the gro-ss gain on
Flour and Wheat, is counted a loss. It is closed by writing,

on the Cr. side, "By Loss and Gain, $165.50," the transfer

being to the Dr. side of Loss and Gain.

V. We have now the results of all the accounts exhibited

under the heads of Loss and Gain and Balance, and if the

transfers have been correctly made, these two accounts, to-

gether with the unclosed Stock account, must be in equilibrium.

To test this, we next take a Trial Balance of these three ac-

counts, which we call the

'I

Dr.

1C5
11965

1213050

50
00

Second Trial Balance.

Stock -

Loss and Gain
Balance

Or.

800050
815
3315

00
00

12130 50

^-4

After proving by this test that the differences have been
properly iransjerredf we proceed to accomplish the grand object

of closing the Ledger accounts, by carrying the difference be-

tween the two sides of Loss and Gain account, or, in this case,

net gain of $649.50. to the Cr. side of Stock account.

m
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The Stuck account now contains on the Cr. side, the capital

invexttid ami tlio nut gain since. The absence of any entry on
tim Dr. side siiows that thoro were no liabilities at the be>

ginning, and that no capita) ha« betui withdrawn. The differ*

ence between the two sides in, therefore, just what the Cr. side

amounts to, and repreKentH the present net worth. The Balance

account contains, on the Dr. side, i)^ present assets; and on the

Cr. side the present lialtUities, the difference being the present

net uwth. llunce, whatever uniount closes Stock will also

close Balance. Close Stock into Balance, both sides of which
will uow be equal. Add up and rule off.

The piipll intiat not luppoRe that, wh«n ft merchftnt wiihM to Raoortnin his lliuMuriftI

dtion, ho iniikeH a formal elimiiig qf hit Ledger, ftiid for the oontinuftnoo of hte
inew opena anotlier Leduor, cuiniiicncliig with the mnseta and lisbilltlM. m bown in

the iialance account of hia forincr Ledger. Instead of that, all ttie entriM which wa
have traiuferrod to Kalancu auuount would be brouifht down, each in ttaown aooount,
on the opiwilto siilo frum tliat on which it falln, thus hegiiinini; the account anew. So
that. It the Balance account bo kept in the Ledger, its entriea would not be dirtet
tranifen of the closing entries, but simply an inventory of the entries bro'jght down
tooommenoe the accounts arreob. As a complete double entry is effected by the bring*
ing down of the various differences showing aiwets and liabiluies, the Ualanoe account
may be considered as not a necea»ary part of the Ledger, and may be kept nt the end
of the Ledger, or in a 8c|>arute book. Wo have used It for its oonveuienoe in ooUeetii^f
the assets and liabilities at unco from those accounts which show them.

The differenooa of the Loss and (Jain accounts are, through the medium of the LoM
and Gain Account, yfrwi//;/ ditipofied of in the Stock Auuount, their ejfect appear*
ing in the alttred Net Capital, an brought down in Stock aowunt to begin it anew.

\m
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Dr.

SPECIMEN LEbOER, CLOSED.

See Erplatuition, heijinniit'j Viujt 1 2U.

STOCK. Oa.

1877
Jau. 2UToi^a/aiic« ttOoOOO

806000

1877;
I

Jan.: I liy SundiiuB*
« |20i" LviM&Goiii

80(X)50

I
04050

j8060 00

CASH.

1877
Jbn. 1
« 4
if 6
« 11
u 16

<( tt

it 17

llTo Stock
" J. Rimmer
" Wheat
tt tt

" R. Thomp
sou

« Bills Reo.
tt

400060
10000
12500
230,00

I

97500
175,00;

12000

1877
Jan.

tt

ft

"
,1 ((

(t

II

it

672660

2 By Flour
3' '^ Wheat
5 "

9 " £x[)onse
10 " H. Corby
12! " Bills Pky.
15 '• "
18 " Expense
20 " BaUki^

30000
:ioooo

66000
25

100000
C50(

20000
14000
266000

6726

50
00
00

60

•1-;

BILLS RECEIVABLE.
3ac:

187^
Jan.

t«

tt

«*

4iTo Wheat
tt ft6

8
HI

* J. Miller
*• Wheat

175 00
12000
130000
15000

174600

1877
Jan.

ft

It

15

17
20

By Cash
tt ft

" Balanu

17600
12000
146000

174600

BamMm, mti>n*"g Mrenl thiagi, Undn for th* thrt* MOonnU, Oaab, Flour mmI
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Dt. BIU^S PAYAIU.E. Oft.

1877
1

'1877 1

1

Jnii. 12 To Cuiih 3 G500() J.ill. 2 Hy Wheat 1 20000
«t

i:> " •' 3 ' 2()0'0() >i 3 •' Flour 1 fioOOO
(1

•J0|
'• livdanct laioiKi <i 12 (1 ii 3 310 00

1

i<
l(i " U. Corby 3 1000 00

21G000
1 1

210500

JAMES RIMMER.

1877
1 1

1
|1H77

Jan. 2,To Wheat 1 ' 16000 'Jan.
ti 8 <i >t 2

;
2.S0,0O

>(

14 13 " Flour 3 140000
(4 17 3 liJOOOU,

1 r

3030 00

4 By Cash
20 '' BaluiuM

W. UNOHAM.

1877
Jau 20 To Balattce 100000

100000,

1877
Jan.

<i

10 B:

17 ??
Wheat

it

lOO'OO

21)3000

3030iOO

45000
550100

100000

ROBERT THOMPSON.

1877
Jan.

4<
3 To Wheat
9 (4 it

eoo'oo

37500

11877
Jan.

976 00

136

15 ByCtth 97600

97600



0%.

20000
onoix)

1 .'U5 00
hlOUOUO

210500

lOO'OO

21)3000

3030,00

45000
55000

llOOOOO

97500

97500

BOOIC-RF.ePINO.

Dik H. COHHY • Om.

i
1877, ! 1 i;i877

lOOOOOJan.
1 f

J»u. lOTii Cwih 3 6' »y Flour 2 .'tOOOOO

1-*• l|0! " Kills Pay. 3 100000
1

t< 20 ** JkUauM KXKXX)
1

30(K)(Xi ;iooooo m
1

1 _i_ 1
JAMES MILLEIl.

1877 1 1877
7 ""

i-

Jan. G To Flour 2i 1300 00 Jim. 8 IV Bills Hoc. 21,1300,00
^.*

1

1

1

1 i

FLOUR
f

1.S77 1118771 ! 1 |l 1'

1;'

Jan. 1 To Stock 1 30(M)00 Jan. OMyJ. Mill.T 2 i:ioooo
>( 2 " Cash 1 3(K)0Ol " 13 " J. Ilimmor 3 140<MH)

. tm

t< 3 " Bills Pay. 1 05«)00 (t 17 (( •<
3|'l*.MMH)() *

'«

it 6 " H. Corby 2 300000i
<< 20 " JhU. Inv't'y i

1
31M5(X)

U 12 " Bills Pay. 3 31500 1 * P

tt •20 " Loss d: Gain 55000
1 ;

.
t'S

1

7815 00| 7815 00 .IW

WHEAT.
' >>

j

1877
1

! ! 11877;
i

''1

Jan. l|To St.)ck 1 lOOO'OOJan. 2|l'>y J. T^inniior 1 ! 1.1000 4
*i 2 " Bills Pay. 1 2O0O(tl ti

:'. " ]l. Th.)nip- 1 i;oo|oo
;. 't

(< 3' * Cash 1
I
30000 BOIl

1

!' ^

«
5! " «' 2 60000 (( 4 ;

" BillH Ilec. 1 175 (H) j

<( 10 " W.Lingham |2 45000 (I o 1
it 4i

I'll iL'O.no 1;
« i^w tt K 3 5.5000 <( '' CjmI. 2,i I'J.VOO --.1

<« !20' " Loss id Gain 20y'00l t( 8 " J. Kiumier .> 280,rK)
i]

((
O; " U. Tliomp-

son
2 375 00

<i

<< 11 " Smtdries 3 :i8(>00

B
1

1

20 " JJal. InvH'y
1 *^

11 •-.'() 00
i

•i

332o'00
1 i 1

1

1

I

3325 00 i

'ii

137



BOOK-KKEPINa

Db.

1877
Jan. 18

i<

To Cash
« It

EXPENSE.

111877

3ii 25 50 1Jan.
:};l HO 00

20 By Lau dt Gain

Ob.

(Lomen!) LOSS AND n.ATN.

1877
Jan.

<i

20 To Expen.so
ti StMk

(Oftiits.)

•

i i'5877
165 50 Jan.

(i4').50 **

815;00,

20By Flour
' ** Wheat

1

(R«9nurceB.) BALANCE. rLlahlliUea.)

1877
Jan.

it

n
ti

U

20
u

«

To Cash
' Flour
'i Wheat
" Bills., Rec.
" J. Rimmei-

1

'

225000
391500'

1120 (K)i

146000!
293000

1190500

'1877

Jan.
11

«

20
11

(t

11

By Bills Pay.
" W. Ling-

ham
" H. Corby
" Stock

131500
100000

100000
8G5000

1196500

NOT«.—In all those accounts wliose difTorcrife shows an niaet or a ILibllily, an exoen
of the Dr. nido rejireseitts nil avset, aii<l an excesS of the Cr. Kifle a liability. Aa the
closing ontry is Die excc8.<« of the lan;<!r over the smaller side, ati<l as this entry is plae«d
on thf Biiialler Blt)(\ and traimfurred to the opjxisltf side of Htilai\oe, it in evident that
the transfer U\ RhIiuicp must fall on the sama side as the excess of the account from
which it is taken, llciice, if the exccBs he on the Dr. ride, the transfer entry will be
on the Dr. ride of Balanet, and if the excess is on the Cr. ride, th^ transfer will fall on
the Cr. tide of Balance. Therefore, the Dr. side of Balance containa the aswta, and
the Cr. aide the liabilities.

It may be Hiniilnrly observed of the loss and (rain accounts, that the excess, on what-
ever side of the acriuint it is, will fait upon the same side of Loas and Gain account
And as an excess of Cr. in all tiiese accounts shows a gain, and an excens of Dr. a loss,
so the losses fall upon the Dr. side of Loss and tiain account, and tbe gains on the Or.
side.

13S
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Oik
DETECTION AND CORRECTION OF ERRORS.

165 60

165150

550'00

26500

^i3oo

1315'00

100000

100000
8050,00

11965,00

ui exoen
Ai the

is pUfMd
idcDt thnt
lunt from

will b*
{11 fall on
swta, mm!

|, on what-
lacoouut
)r. a Ion,
Um O.

The Trial B.-ilance is tlio best Bhort test of correctness in

posting yet discovere<I, .an<l tliis is defective, innsmnch as

errors may exist while the Trial Balanco is apparently entirely

correct:—such as posting t(» the \vron14 account, although on
tiie right side ; omitting to post a delnt and a credit of equal

amount, &c. JBiit if tl»e Trial Ualancc; is not in equilibrium,

there is certainly an error, which must be 8oui;ht antl corn'cted

Detection.—First. See whether the pencil footings on the

Ledger, preparatory to taking the Trial I'alaiice, are correct, and
whether the balanct-s of the d: fe^rent accounts have been trans-

ferred into the Trial lialance rightly.

Second. If there is .still an undiscovered error, examine each

post separately, checking the entries in both Journal and Led-

ger as you proceed, until you have been over the whole ; and
then look through again, to see if any amount remains un-

checked, and, if so, investigate the cans(3 of tlie omission.

In this manner, you can t,oarcely fail to discover the mistake,

provided the Journal is correuo , but great care should be taken

to see that the Journal is in equilihriiun before posting, as any
discrepancy there will give you much trouble in th»; Ledger.

CoRRECrriON.— In the Day Book (or any other book of

original entry), erasures are inadmissilde, since this book is

taken as evidence in courts of justice, and anything obliterated

or erased looks suspicious, and would probably render invalid

the entry with whicli it is connected, and in some cases might
even throw the whole book out of court, as evide'iice unfit to

receive. Errors in it shouhl therefore be corrected by making
other entries explaining tiiera ; or the erroneous entry, if it

has not been journalizt-d, may be marked ** void," and remain

without further alteration, a new an<l correct entry being made
of the transaction

In the Journal, erasures are sometimes admissible, although

it is generally advisal)le to treat errors as directed for the Day
Book.

In the Ledger, if any entry be postetl to the wrong ac-

count, make ciphers of the figures, and leave the remainder so

as not to deface the Ledger ; then post the entry to its proper

place. If a wrong amount be postetl, alter it to the right.

And if a duplicate post be made, make ciphers of the figures

in the erroneous one. If two accounts be opened with the
i3U

''•I? J
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I 1^

«ame person, cloae the one into the other, ** To " or " By "

name of account, page—footing and ruling off the closed ac-

count, as a settled account ; sUting the particulars of each

transfer iu the open account.

QUESTIONS FOR REVIEW,

AVhat two rcsnlt^ should a complete set of accuuntfl fnrnish the means
of ascertaining ? In what way is the net capital found by Sin^^le Entry ?

What two waj's docs Double Entry furnish of finding the net capital?

Name the most usual kinds of a-ssets—liabilities—sources of ^ain

—

sources of loss. Nauiu the accounts kept to show assets and Habihtics

—

losses and gains. Which of these accounts does the Single Entry Led-
ger strirlly contain ? What two subsidiary books along with the Single

Entry Ledger will gfneraUif give the whole of the assets and liubilitit.f.

except that o<" {/oodn unsold F How is the value of the merchandise en
hand ascertained in most businesses, both in Single and Double Entrj'

"

How docs the Single Entry Ledger differ from that of Double Entry,

even when the former is supplemented by the Cash Book and Bill Book ?

In what respect chirjfi/ may Single Entry bo considered an imperfect, and
Donble Entry a perfect, system of account-keeping? What is the fun-

damental principle of liook-koeping by Double Entry? Name tfie prin-

cix^al book in a set of accounts, aad tlescribe it. State some advantages
of u.sing a<lditional books. What are the three principal hooka used in

Double Entry ? Describe the Day Book. W'hat particulars should a
Day Book entry embrace ? Describe the Journal. W'hat is journal-

izing? How would you decide when a personal account is affected, and
on which aide? How would you determine when an account represent-

ing a //m'w.7 (i.**,, an" JM/xTAOHoZ account) is affected, and on which side?
.How many accounts, at least, are affected in one transaction, and how
many iiKiy be f Wliat knowledge is necessary to enable us to journalize

intftlli<r<^ntly ? Wliy should an account l>e indexed as soon as opened
in the Li;il<Tcr ? What entries are made on the Dr. and (?r. side of .Stock

account— (

'ash—l^ills Keceivable—Bills Payable—Merchandise—Ex-
pen.se—.Tames llfaton—and Bank account ? What does the closing

entry iu cacl> of the aliove accounts show ? What is meant by closing

an aocouat—y>y closing (me account into another? Before closing Mer-
ch.intiiae account, or any speculative property account, what prepara-
tory entry must ba made, if the property is not all sold, before the
clusiiij: entry can be made ? What is the first thing to be done after

the traiisactii>n8 of a set have been posted ? W^hat is a Trial Balance,
and how i.s it made out? Although the Trial Balance may show an
equality between both sidcf? of the Ijedgcr, what chances of error still

remain ? How often should a Trial Balance be taken ? In classifying

accoHitts what two grand results are had in view ? When it becomes
necessary to mark the progross of the business in some enduring man-
ner on the Ijed>;cr, what must be done ? Under what head are the
losses and gains collected ? Under what head are the assets and liabili-

ties collected ? What do«a the difference between the two sides of LoM
140
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1

•ndOain Aownbt ihoirT Wh»b doM the differvnoe b«twe«ti the two
•ides of Balaiiice account show ? After the net gain or net loss, as the case

may be, is carried to Stock account, what will the diflfereace between
the two sides show ? What general principle guides iis, as to the word*
¥fritten, in making an entrv, either closing or otherwise ? lit entering

the value of unsriid goods in Merchandise account, why do we write the
word " Balance ? " Name the accounts closed into Loss and Ciain, and
those closed into BtUance. Into whiuh account is Loss and Gain acuouiil

closed? Give two reasons why, when all the accounts extent Stock and
Balance are closed, the amount which closes Stock will ohise also

Balance. In which two ticcountM do we find the prtuntt net capital?

In which account do we find both the prtaent and /ormer iinan jial ci n*
dition of the business? Give the order of ctoting the aocuunts. In
wKat direction does a cUmtift and tratisfer entry rfsiwetively point?
Why is it usual and proper to write closing entries in red iukt How
do you proceed to detect and correct errors t

( 1

: i

!|

I
?»
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BUSINESS SERIES. -

IN

The set* which follow, while serving as a synthetical unfold-

ing of the science, are inten<le<l, each in its turn, to present

some speciality uf business, and some radical feature which
distinctly characterizes its ])urp<>8e. In presenting the trans-

actions, Ciire has been tak<!ii to avoid, as far as possible, any
proper form of entry \ but, at the same time, to present the

fads as clearly and unmistakably as possible.

They are intended to cover a wide field of practice, and to

present sufficient variety of transactions and ouforcement ot

theory to give the pupil a clear understanding of the science.

Each set is complete within itself, and special in its purpose

and teaching. Its characteristics are briefly announced at the

start, and as its results only, with more or less detail, are given

at its close, the pupil is obliged to accomplish the work of the

set in order to arrive at the proper result.

This mode of arrangement is calculated to throw the learner

upon his own resources, and rescue him from the too common
error of copying down the work without understanding it

This feature will no doubt recommend itself to all faithful

students.

While performing the following work, remember that the

three great qualities essential to success in Accountantship

are ;

—

Accuracy, Neatness and Dispatch.

%^ For the benefit of the pupil, and in behalf of economy
in the use of Ledger paper, the number of lines required for

each account will be found immediately after the set.

This apportionment, it will be borne in mind, providea for

the Ledger heading, and also for the necessary space to elose

up ttie accounts in due form.

I h

SET II.—GROCERY BUSINESS.

OBARAonwnmos.—Buying wd MiUng tor CMh—BurineM mItvim,

Bt. John's, N.B., January Ist, 1877. Invested Gash, $6000.
2. Bought of Geo. VVallbridge, for Cash, 6 hhds. Molasses,

3500 gak., at 40c., $1400.

OAonoir.—In tnnwribing » Mi to 7Q»r Di^r Book, Imvo Um eoloaui btoak tot Mm
•( row own IoUm.

as
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S. Sold Thos. Goin, for Caah, 3 hhds. MoImmos, )100 gait.,

at 35c., $735.

4. Sold C. P. HultoD, for Gash, 1 hhd. Molasses, 700 gals.,

at 45c., $315.

5. Sold W. B. Robinson, for Ga^h, 1 hhd. Molasses, 700 gals.,

at 40c., $280.

fl. Paid Expenses in Cash, $1 75.

Capital at commencing, $5000.

Net Loss, $245.

Capital at closing, $4755. '

The following are tlie Ledger arcnunts for this set, toith the num-
ber of lines required for each

:

—
Set II.—Stock, 6 j Cash, 7 ; Merchandise, 7 ; Expense*

5 ; Loss AND Gain, 6 ; Balance, 5.

BET III.—DRY GOODS BUSINESS.

forllM

OVAtuonnUTiaL—Buying uul selling for Cub uid on Panonal Aooowit
protperooa.

Kingston, January 12th, 1877. Invested in business. Cash,

$4755 ; Merchandise, $2000.

13. Bought of Muir & Co., Montreal, on 3 months' credit, 4

cases, 5200 yds. Muslin, at 20c., $1040.

16. Sold Geo. Brown, on acc't, 1 case Muslin, 1300 yds., at

25c., $325 ; 12 ps. Tweed, 420 yds., at $1.25, $525.

16. Bought of Walker & Son, for Cash, 3 cases Prints, 3210
yds., at 10c., $321 ; and 4 cades lo, $3500 yds., at 15c.,

$525.

17. Sold H. Warren, on acc't, 6 ps. Tweed, 21(Vyd8., at $1.25,

$202.50.

18. Sold J. S. Miller, for Cash, 2 cases Prints, 2140 yds., a1

12|c., $267.50 ; and 2 cases Muslin, 2600 yds., at 25e.,

$650.

19. Bought of Geo. Brown, on acc't, 8 cases Prints, 3690 yds..

at $12c., $442.80.

^0. Received from H. Warren, Cash to balance acc't, $262.60

22. Paid sundry items of expense, $120.

14$
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Merchandise remaining unsold, valued at $3500.
Cajntal at commencing^ $0755.
Net' Gain, t\mi.'2f).

Capital at closing, .^7836.20.

ledger arcmnfs and number of lines required for each

:

—
Set III.—Stock, 6 j Cash, 8 ; Merchandise, 11 ; Mutr &

Co., 6 ; Geo. Brown, 6 ; H. Warren, 6 ; Expense, 6 ; Loss
AND Gain, 7 ; Balance, 10.

REMARKS ON NOTES AND BILLS.

A new feature in connection with the work of the following

lets is the computation of interest on notes and bills. The
pupil must not forget that three days' grace are allowed on all

notes «nd bills, except those payable on dema.nd. Those pay-

able at sight, as well as those payable after sight, or after date,

are subject, in Canada, to this rule.

In reckoning the number of days between one date and
another, the day of the firstrdate is excluded from, and the day
of the last is included in, the calculation. Thus, if we wish to

know the number of days from September 29th to December
Ist, it is evident that from the 29th to the 30th is one day.

We have, therefore.

In September 1 day.
» " October 31 dayi.

«« November 30 "
•* December 1 day.

63 days.

A note made, or draft accepted, on the 30th September, at

60 days, will become nominally due on the 29th November, but

legally due on the 2nd December. As the first day reckoned

is the day after the date of making or accepting, there are no
days to count in September. Therefore, we have,

In Oct. 31 days. In. Oct. 31 days.

Nov. 29 «* nominally due. " Nov. 30 "

Dec 2 '* legally dua

•<

it

60 dav*. 63 days.

M
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When the time is expressed in nionthfl, ralendar months are

always understood, and the note or bill becomes nominalhj (hie

in ihe last month of its term upon the day corrus(u>iiiIi:]g with

its date, but really payable three days after. Thus, a note

dated the iirst djiy of any month becomes nominalhj due on tlis

first day of Fome succeeding montli, and Ugalhj due on the

fourth. If the last month of the term does not contain a cor-

responding day to that of the date of the note, then the note

will be nominally due on the last day of the last month of tiie

term. Thus, four notes, at, one month, and dated respectivt-ly

January 28th, January 2dth, January 30th, and January Slst,

1877, would all become nominally due on the 28tli February,

and legally ciuo on the 3rd March. When th«? last day of

grace fulls on r. Sunday, or any legal holiday, the note is pay-

able on the following day.

I "a

SET IV.-PRODUCE BUSINESS.

CHARATiTRmTicd.—Kuylnff and Mllinir for CmH and on Notea—liiter«Ht taken int<> cm-
kidcralio'i- ComniemIdi; witL l«*Ui llesourcca and Liabiliti«ii, efTHctiiiff a Oaiu, aud
closiitt; witli l->ii;roa«iO'. Capital.

Mora.—Tba pupil will wofIl out the Interert on all notes requiring It.

April 2nd, 1877.

I commence business to-day with the following :-- '

RESOURCEa

Cash on hand $1500 00
S. Clare's Note, my favor, at six months,

from Dec. 2nd, 1876, with interest at 7 •

percent. 2500 00
Interest due to date* - - . - - 58 01

LlABILfTY.

I owe on my Note, favor of Charles Web-
ster, dated Feb. 3rd, 1877, at four months $558 33

3. Boi>ght of Thos. Wills, for Cash, GOO bush. Wheat, at

$1.50.

4. Sold Robert Wells, on his Note, at 30 days, 400 bush.

Wheat, at $2.
4

* This item of interett beings an aaset at the opening, the proprietor'n Capital accnant
must h% ertJited with it. either undei his own name, ur Stoclc, or Capital. Tlie debit
may he diiipoa<Ml of in M^reral ways. Wo may eithi^r vledli—lit, S. Clare ; ind, Interest
Receivable; orSrd, Interest. Th.s laat, although theoreticaUy opon t<» objection, i» the
•impleat, and the one commoidy adopted. Thu pupil can talce his chi^iue.
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6. Prepaid my Note, favor of Oharles Webster. Face of

Note, $558.33. Discount off, 61 days at 7 per eent,

16.53. Proceeds paid in Ca»h, $551.80.*

11. Received Cash of S. Clnre, in t'uU for his Note and interest

Face of Note, $2500. Intoirst due to date, $62.33.t

12. Sold Jamts Whvte, on ids Note at 30 days, 100 buih.

Wheat, at $1.75.
13. Robert VVells prepaid his Note to-day. Face of Note,

$800. Discount off, 24 days, $3.08. Proceeds received

in Cash, $790.32.
14. Gave Georjire Warren my Note, at 10 days, for rent o\

store, $80.
16. Took out for private use, $30.
17. Sold A. B. Smith, for Cash, 20 hush. Wheat, at $1.50.

Inventory of Goods unsold—80 bush, of Wheat,
valued at $1^5, $100.
Net Capital at commencin(/t $3499.68.
Net Gain, $132. 17. Net Cajntal at closing, $3601.85.

Ledger Accounts and numher of lines required for each:

Stock, 5 ; Puivatb Account, 4 ) ('ash, 7 ; Bills Receiv-
able, 6 ; Bills Payable, 6 ; Meuchandise, 6 j Interest, 6 ;

Expense, 4 j Loss and Gain, 6; Balance, 6.

* la thb in^tauco wo pay tliu nolo before due, and dlocount U ailowe<l us. Interwt
account Xa debited fur tne co%t of the us-i <^ moneu r$e4ivtd by ui, and oredited foi

rutrimi for the use o/ money granted by ut. By ikying t ue uionoy before it is due wt
give GhHrluti Wobstcr the uu of it <>1 days before he is entitled to it, aud/or thi$ u$e tbr
alluwauos ia made to us. Hence the Journal entry ia- -

BUlB Payable, Dr. $568 83
C'.-wl>, Cr. $661 30
Interest, " 6 63

t Our mode of proeeedin(r here will depend upon what we did with the iuterest du«
up to April Sud. If wo debited lutereat, the Journal entry is—

Cash, Dr. |26<)2 SS
BlllB Receivable, Cr. $2600 00
Interest,* "

6'i 88
If we debited Interest Receivable, our Journal entry will be—

Cash, Dr. 92602 83
Billfl Koceivable, Cr. 12500 00
Interest ReceiTable, " • 58 01
IntercHt, " i 32

Or, we nuMT first debit loterost Receivable with tbo interest accrued rinu Uu opening
of the books, thus—

Aa4 then say-

Interest KeoeiTablo,
Interest,

Cash,

Dr.
Cr.

ii 12
14 88

Dr. $2502 83
Cr.
u

Bills Receivable, Cr. 92600 00
Interest Receivable. " 62 33

If we debited S. Clare, firoceod aa above, substituting' 3. Clare for Interest Receivable.
The thoiiifhtfiil pupil will observe that all these m^tliods c'iroe to the same O.'jit.

The only difference is in the manner of treating the interest. The mme ultimate remut
Is produced in the Interest account, vis. : a gain of 94.32 for interest ou the uote siiioe

the opening of the books.
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SET v.—FURNITURE BUSINESS.

OBARAeimafMi.—Bojrliig and Mllliiy for i'nA, on Penoiwl AocounI mmI on Woka
InUreit Uktn Uitu eonaiiloration—VoniinenciDg with • Mel Ceititel, wuleluing i

litiM griMUer l)i«n O^iital, and clueinff Invtlvent.

Boom asu>.

—

Pay Book, Jouhx>l, Lboobk, and Bill Book

See form of Bill Book, at the end of aei.

Otfawa, March I, lb77.

Leased a store of T. B. Dean, at |G00 per annum, and com-
menced the Furniture Business, investing tta follows :

—

Cash, $1800. Stuck of Furniture on hand, $1500. Note
against A. OvercU, for $750, dieted January 17ti), 1877, at two
months. Total investment, $4050.

Bought of G. S. Tickell, Belleville, on one month's credit,

15 Carred Rosewood Centre Tables, at $50 ; G duz. do Arm
Chairs, at $G0. Total, $1110.
2. Sold W. R. Barber, on his Note at 15 daya, 10 Carved

Rosewood Chairs, at $8 ; 1 do Centio Table, $75 ; 1

Gothic Hall Stan.l, $25. Total,$180.

3. Bought of Jakes & Hayes, Toronto, on acc't, 10 sets

Enamelled Furniture, at $75 ; G do Black Walnut, at

$150 ; 10 Extension Dining Tables, at $25. Total,

$1900.
5. Sold W. H. Sherman, for Cash, 1 set Enamelled Furniture,

$100 ; 1 Extension Dining Table, $40 ; 8 Carved Rose-
wood Chairs, at $8. Total, $204.

6. Sold W. W. Jones, on his Note at 1 month, with interest at

6 percent., 1 set Enamelled Furniture, $100; 1 Extension

Table, $40 ; 1 Dressing Bureau, $35 ; 1 Rosewood Tete-

a-tete, $50 ; 1 Gothic Hall Stand, $28 ; 1 Card Table,

$5 ; 1 French bedstead, $22 ; 1 Cottage Bedstead, $15.
Total, $295.

•* Settled with Jakes & Hayes, by giving them my Note at

1 month, with interest at 9 per cent., in full of account,

$1900.

9. Bought of J. B. Ashley, on my Note at 10 days, 15 Black
Walnut Bookcases, at $00 ; 2 doz. do Arm Chairs, at

$60 ; 20 Curled Hair Mattresses, at $20 ; 20 Double-
leaf Secretaries, at $35 ; 25 Music Racks, at $5. Total,

$2245.
147
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12.

«<

10. Sold O. W. Maybee, on acconni, 1 Carved Roaewood Cen-
tre Table, $60 ; 2 doz. do Arm Chain, at $50 ; 1 set

Enamelled Furniture $80 ; 1 Black Walnut ISnfa Bed-
8tead, at 950 ; 2 Kxbnsion Tnblea, ut |3() ; 2 Gothic
ChaifH, B. W., Stuffed, at |lf>; 1 Easy Kocke., $12.
Total, $392.

Bought of Jakes & Hayes, on 3 ijoouths' credit, an nagort-

ni«iit of Furnitiirt*, amounting, per invoice, to $3500.
Paid Catih for Insurance, $125.

15. ^old 8. G. Beatty, for Cash. 2 Black Walnut Bureaus, at

$30; 1 Ko^ewc.dd Parlour Set, $400; 1 Enamelled Bed-
room Suite, $200; 1 Sin^h^ BeiUttad, $8; 1 Quartette

Tal.h', ?0 ; 1 Ladies' Ann Chair, $12 ; 1 Black Walnut
Library Uookrasp, S75. Total, $764.

16. Sold S. Clare, for Cash, 1 Carved Rosewood Secretary,

$120 ; 3 Patent Spring Beds, at $60 ; 1 Walnut Centre

Table, $50; 2 Uosewood Bureaus, at $40; 2 Arm
Chairs, at $10; 2 "Sleepy Hollow" Chairs, at $25;
1 Black Walnut Parlour Suite, $300 ; i Side What-not,
$0. Total, $801).

Paid Cash for three mouths* rent, $150 ; Advertising, $25.

Bought of Jakes & Hayes, on aec't. Furniture amounting,

per invoice, to $2150.

Bought of H . W. HufFman, on my Note, at 3 months. Fur-

niture amounting to $550.

Received from G. W. Maybee, Cash on acc't, $160.

19. Sold W. JohiLston, on his Note at 3 months, 1 Hall Stand,

$5 ; 6 Parlour Chairs, at $3.50 ; 1 R. W. Tete-a-tete,

$a0 ; 1 Black Walnut Sofa, $30 ; 1 large Dining Table,

$14; 1 Piano Stool, $8; 1 Mi.sic Itack, $5. Total,

$113.
" Sold Warner Bros., for Cash, 2 Bedroom Suites, at $50.60

;

2 Rosewood Parloiir Suites, at $200. Total, $501.20.

20. Received from G. W. 3Iaybee, Cash in full of acc't, $242.
" Received fvoiu A. Overcll, Cash in full for his Note of Jan.

17th, $7r)0.

24. Sold H. Corby, on acc't, 20 doz. Kitchen Chairs, at $8

;

10 doz. Rush-bottom Chairs, at $18. Total, $340.

28. Bought of Smith & Co., Kingston, on Note at 3 months,
assortmciit of Furniture amounting, as per invoice, to

$1500
AprU 2. Paid G. S. Tickell, Cash on acc't, $500.

148
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f. ReoeWed from W. W. Jones, Cash in full for his Nnt« of

the 6th ult, and interest thereon to dale, at 6 per cent.

Face of Note, $295. Interest, $l.G2.
•• Paid my Note of 9th ult., favour of J. B. Ashley, with in-

terest at 6 per cent, for time overdue, lb days. Face
of Note, $2245. Interest, $0.74.»

1^. Paid Salaries, $180 ; Sundry Expenses, $25.

lA. Paid my Note of 6th ult., favour of Jakes k Hayes, with

interest to date. Face of Note, $1009. Interest, $19.

Inventory of Merchandise unsold, $5336.34.

Net Citpital tU cmnmeneement, $4050.

Net Loss, $6049.58.

Net Insolvem^ at doting, $1999.58.

lAdger aeeottnts and number of lines required for earh

:

Stock, 6; Cash, 12; Mkrchandise, 12; Bills Rrcmv-
4BLE, 8 ; BHiLS PAYABLE, 8 ; G. S. TiCKELL, 5 ; JaKES &
Hayes, 6 ; G. W. Maybee. 5 ; H. Corby, 5 ; Expense, 8

;

ImTEBEST, 5 ; Loss AND GaIN, 8 ; BALANCE, 7.

BILL BOOK.

All necessary explanations of the Bill Book are made hy
the headings of the different columns. It is su simple that the

pupil will see, by inspection, its utility.

,, It will be observed that the Bills euti>re(l in the following

forms are taken from the transactions o.*^ Set V., and hence

the notes on hand and notes outstanding, as shown by Bills

carriod down, will be found to agree with the balance shown in

the proper Ledger accounts.

* In buiinesa calculations, It ta not cuatomary to enter fraction! of a cent upon tb«
•ecount booka. consequently in all coniiHitationsi throut,'hout tliCNe iPtc where a fraction
of a cent less than one-half occurs, we take ao uotica of it. but where a fraction of half
a oant or mora oocunu w« oaU it on* oeou

14$
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INSTEUCrriONa—SET VL

The UrB pr«Tioat S«U, by DoubU Entry, hare all

worked out on the old Italian method, Another fonn of «ntiT
will now be introduced, which it exteotivelv Adopted in all

branchef of bntineea. It combines the Day Book and Journal
in one book, usually denominated the Journal Day Duok.
The Day Book and Journal entries are, bv this method, in-

timately connected in such a manner that they are at all times
read/ for posting, and as on* book is entirely dispensed with,

much unnecessary writing is avoided.

Although more difficult tn ^>he ^^eginner, :ie will, if he fally

understands the work he h;iS al.«ady gone over, by elosslj

observing the form of entry on f.'ges 158 and 159, soon be
enabled to enter properly any transaction as reaHi r a« by the

method already presented. Until he becomes vmiliar with this

mode of entry, he should, before entering a ' i Reaction, make all

ealculations respecting it on his slate or a loose shec of pAj^r.

Many of the transactions are simii. to those of ;:«e preced-

ing Sets, and need no additional ex;.lanbaon. Those, however,
of the following dates introduoe new features, and requ.r^

explanation.

Jait. 2. In dealings with the Busk, dMi it with snonnts d«podft«d»

•ad eredU it with amounts withdrawn pe check.

Jan. 4. T. 0. Kerr k C!o hare not purchased this Case of Tweed, but
have merely accepted it to sell for us, and will hold it subject to onr
order until sold or recalled. They do not owe us for the goods, and
should not, therefore, be charged with them.

The name ** Shipment " is applied to such transactions, and in order

that a proper account mav b^ kept with each, the eomignees' name or

51aoe of resideuce should V>r ;o tached and the shipments numbered,
'his acoount.may be named ^Shipment to Korr « Co., No. 1," or

"Ship't to Hamilton, No. 1." It should be debited for the full ralue of

the goods and for all chargss, thus : Ship't to Kerr k Co., No. 1, Dr.
9536.60. To Mdse, $5. 2;>, and To Cash, $11.60.

Jam. 6. As Int<^r ^at and Discount are the same in nature and effect,

both representing the use 42/* money, and indicating the amount paid or

reoeivea for it, we do not deem it necessary to keep separate accounts

for them ; therefore, post both under the same heading

—

Interest.

In order to get a note discounted at a bank, it must be properly en*

dorsed. This note has been discounted, and cash, $498.C8, received.

The bank kept the balance, $1.32, for the use of the money until the

note falls due. The Jou.-nal entry should be as follow^ Cash, Dr.

$488.18; Interest, Dr. $1.32. To BUls Receivable, $500.

Cikah was reosived, Disooimt was allowed or paid ; therefore, Ossk
151



BOOX-KIEFDfa

if

I !;

I'

And Int«r«flt ahonld be debited, and • the Bill was parted with, Bflla

Receivable should be credited.

Jan. 8. This Tweed hu merely been reoeired from T. Brown t, Co.
for sale on their account and risk, and an we have not purchased the
goods, T. Brown k Co. should not be credited. The name •* Consign-
ment " is usually given to property received for sale on account and risk

of the shipper. In order to distinguish between different consignments,
th< shipper's name should be prefixed and each one numbered. This
account may l)e called " Brown,& Co.'e Consgt., No. 1," or, aa some
merchants term it, " Brown &, Co.'s Sales, No. 1."

The account in dtbited for all charges paid on it when received, and
for all cuHts acuruiui; thereon while in your possession, and credited for

all its incomes and sales. It should be journalized as follows : T. Brown
& Co.'8 Cons^'t. No. 1, Dr. |12.40. To Cash, |12.4U.

Jan. 9. A. B. Campion owes us on account, and we have given

Mclnnes Bros, a draft on him, expecting Campion to pay it whan ft falls

due.

r^ i.'i \»i A ^...js* A u ( O^ fij*"* debit Mdse to McTnnes Bros.,
Debpl Mdse and tvedtt A. B. \

^^^ ^^^ ^^^^ j^^j^^^^ g^^^ ^^
^'

^*'"P**'^-
( B. Campion.

In Jonmalizing Dri^fts issued or received, observe the following

Rule.—CretlU the perton or bank you draw on, beeaute thai person or

bank pnifs an amount on your account.

DMt tlw. fxrion who drau>t on you, beeawe you pay a certain arnoimi

on hie aecowU.

.Tax. 1 i 'I'he acceptance of this Draft is the same in eJBTect as paying

J. G. MacKenzie & ('o. $400 by Note. It is agreeing to pay the Draft

by writing the word " Accepted " across its face, and signing your name.
When a Draft is accepted by you, d^it tite person who draws on you,

or the person on whose account the acceptance is given, and cr^it Bills

Payable.
The Draft on Campion, of the 9th inst., was discounted to Mclnnes

Bros., by the bank, and when presented to Campion he refused to accept

it. The hank then hail it protested for non-acceptance, and returned it

to us for payment. As we credited Campion with the Draft when we
drew on him, we must now debit him with the same amount, He re-

fused to assume the responsibility respecting the Draft, and should not,

therefore, be charged with the protest fee. The entry should be as fol-

lows : A. B. Campion, Dr. $225, the amount previously placed tu his

credit. T^nss and Gain, Dr. $1.06, the amount of protest fee. Cash,

Cr. $226.06, the amount of cash paid.

Jan. 19. See explanation qf the 6th. Having indorsed this Note
before discounting it, we became responsible for its payment, in case it

wa8 not paid by the maker. As he does not pay it, and the Note is

allowed to go t«j protest, the bank looks to tu for payment of the Note,
together with the protest charges. We do pay it, and, holding the pro-

tested Note as evidence of the fact, charge the maker (or person from
whom receivd) with the full amount paid on hii behalf. The Journal

entry will therefore be : P. R. Sanderaom Dr. $501.08. To Sank,
$601.06.
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Jam. 20. HaTfag dbpoaed of the goods belonging to Brown ft Co.'s

eoDsgt, we find th*t, after deducting all charges, we have in our pos-
session $4446.60 beloDgpg to T. Brown k Co., for which we should give
them ertdU. Commission should be credited for the amount it has pro-
duced. Journal entry: Thos. Brown & Co.'s (^onsgt, Dr. $4537.60. To
Commission, $91. To Thos. Bfowu ft Co.. $4446.60.

Jax. 26. Notes are frequently renewed in this way, when it is found
inconvenient to pay the whole amount at the time of maturity. Bills

Receivable is debited for the amount of the new note received, $1040.66.
Interest is credited, $40.66, and Bills KeceivAble is credited for the face

of the old note parted with, $1000.

Jan. 27. See explantUicn of the 6th. The only difTerenoe between
this transaction and that of the 6th inet. ia that the net proceeds of the
Note, instead of being taken away, are left to our credit iu the Bank.
In making the entry debit the Merchants' Bank for the amount left on
deposit, ^425.75 ; dkbit Interest for the amount paid or allowed for

the use of the money, $11.76 ; and ckkdit Bills I^eceivable for the face

of the Note, $2437.50.

Jan. 29. Cash is debited for the total amount received, $501.06, and
P. R. Sanderson credited. It is customary in business to consider a
check received the same as cash. Being payable on demand, the cash
is received as soon as it is presented at the Bank,~or, if we have an ao-

oount at the Bank, the amount is placed to our credit as Cash deposited.

Accounts to be opened

:

, George Wilson, 5j Henry Ctimmtnos, 5; Cash, 24;
Merchants' Bank, 18 ; Bills Receivable, 10 ; A. K.
McMaster, 6 ; J. Gr. McKenzie & Co., 6 ; A. B. Campion,

7 ; D. E. FuLFORD, 7 ; Gordon McKay & Co., 6 ; P. li.

SANDER.SON, 5 ; Thomas Brown & Co., 5 ; J. C. Keuu a Co.,

5 ; T. Brown & Co.'s Consgt No. 1,5; Merchandisi-; 24
;

Shipment to Kerr & Co., No. 1,6; Shipment to Kerr &
Co., No. 2, 5 ; Commission, 5 ; Interest, 6 ; Expensjc, 13 ;

Loss AND Gain, 9 ; Balance, 16.

SET VL

Thb Books to bb uhkd nr workinu this Sbt akb,—Dat Book
AND Journal ou.\ibinud, Bili^Book, ahu Lkhukk.

GBASacriRiBTiCB.—Thia Ret te lntei><l«d to illuxtnite th« prlndplea of stimpls Conimli'
ion in connection with a General M?ri:han(liM bu/iiiieM ; al.so, the (rlTtntf and receiv-

ing of Notes, drawing and accepting Drafts, and >jiuds of treating them when they
fail due—Orswinf umI reoeiruig Chedu, aud keeping a Umak Aoouunt in the
Ledger.
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SET vt

TWO PARTNERS.
1877.

Jan. Ist. George Wilson and Henij Cummings have this day
entered into partnership as Diy Goods, Grocery and Commis-
sion Merchants, under the firm name of " Wilson & Cummings,"
renting store and fixtures from A. Petrie, at $900 per annum,
and agreeing to share gairu and lasses in proportion to capital

invested.

G^eorge Wilson invests :

—

Gash, as per C. B., |2,800 ; Stock of Merchandise from a
former business, |3,000; P. R. Sanderson's Note, at three

months, from October 15th, 1876, for $500.

Henry Cumminus invests :

—

Cash, as per C. B., $3,000 ; W. J. Peterson's Note, at six

months, from July 23rd, 1876, bearing interest at 8 per cent.,

for $1,000 ; Interest accrued to date, $35.51.

2. Bought of A. R. McMaster, Toronto, on ace't, 4 cases,

5,200 yds.. Muslin, at 20c., $1,040 ; deposited in bank,

$4,000. Cash sales this day, $170.50.

3. Bought of J. G. McKenzie & Co., Montreal, on acc't, 3
cases Prints, 3210 yds., at lOc, $321 ; 4 cases do, 3,500

yds., at r5c., $525 ; total, $846. Paid for Repairs,

$50.40 ; Freight and Drayage, $10.60. Cash saUt ihis

day, $320.

4. Shipped T. C. Kerr & Co., Hamilton, to be sold on our
account and risk, 1 case Tweed, 10 pieces, 350 yds., at

$1.50, $525. Paid Insurance on same, $11.50. Cash
sales this day, $240.70.

f). Sold A. 6. Campion, on acc't, 1 case muslin, 1,300 yds. at

25c., $325 ; 12 pieces Tweed, 420 yds., at $1.25, $525

;

total, $850. Paid for printing Bills, $8.40. Cash sales

this day, $324.20.

6. Had P. R. Sanderson's Note of Oct. 16th, discounted at
Merchants' Bank—face of Note, $500 ; Discount off for

unexpired time, 12 days, at 8 per cent., $1.32 j Cash
received, $498.68. Paid Cartage, $1.50.

8. Received from Thos. Brown & Co., Montreal, to be sold

on their account and risk, 5 cases, 100 pieoei, Tweed,
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8,S60 ydt., at $1.20, $3900. Paid Fni^^t and Draj-

age on same, $12.40. Deposited in Bank, $2,000.

TOaght of A. B. Campion, on acc't, 10 chests Gunpowder
Te% l,2rO lbs. net, at 50c., $625. Cash sola, $^25.30.

9. Booght of Istf^'innif Bros., Hamilton, 7 pieces Canadian
Tweed, 225 yds., at $1, $225. Gave in payment my
Draft, at 10 days sight, on A. B. Campion, payable at

the Merchants' Bank, for the full amount. Paid Freight,

$8.40.

10. Sold D. E. Fulford, Kingston, on acc't, 1 case Prints, 930
yda, at 12^., $116.25; 2 pieces Canadian Tweed, 64
yds., at $1.25, $80 ; total, $196.25. Paid for cleaning

store, $4.50 ; for Wood. $60. Cash sales, $425.65.

1 1. Remitted J. G. McKenzie & Co., Montreal, Cash on acc't,.

$446, and our Acceptance at 10 days' sight for the balance

of their account, $400. Paid for Advertising, $20.40.

The Draft given Mclnnis Bros, on A. B. Campion, hat

been protested for non-acceptance, and returned to a%
by the Merchants' Bank. Paid the face of the Draft

and protest fee in Cash, $226.06.

IS. Bought of Gordon, Mackay & Co., Toronto, on acc't, 10

pieces Scotch Tweed, 350 yds., at $1.30, $455. Ac-
cepted A. B. McMaster's Draft of the 8th inst, payable

10 daya after date, at the Merchants' Bank, in Toronto^

for $500.
13. Sold A. B. Campion, for his Noto at three months, 1 case

Prints, 840 yds., at 12^c., $105. Paid Gordon, Mackay
& Co., in full of account, per check, $455.

15. Bought of J. G. McKenzie & Co., Montreal, 10 cases Cana-
dian Tweed, 120 pieces, 3,720 yds., at $1, $3,720. Gave
in payment our Noto at 30 days for $2,000, check for

$720, balance to remain on account Cash sales this day,

$340.50.

.

16. Sold 4* B. Campion, for Note at ZO <lay8, from Thos.

Brown & Co.'s Consignment, 50 pieces 'Tweed, 1,625

yds., at $1.50, $2,437.50. Paid Clerks on acc't, per

check, $150. Cash sales, $ 1 50. 60.

17. Gave A. R. McMaster Draft at 30 days, on D. K Fulford,

for amount of his account, $196.25. Cash sales this day,

$390.50.

18. Received from A. B. Campion, Cash in full of acc't, $225.

Sold D. £. Fulford, 4 pieces Scotch Tweed, 140 yds., al

$1.50, $210. Received in payment, check for $100
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Manee on accoant Paid randiy items of Ezpenie, pw
eheck, $12.50.

19. P^R. Sanderson'! Note of Oct 15th, 1876, which waa dia-

eoanted at the Mercbantt' Bank on the 6th inat, fell

due yesterday, was protested for non-payment, and re*

turned to us. Paid the Note and protest fee, per
check, 1501.06. SoldG. H. Ireland, for Note at one
month, the balance of Thos. Brown & Co.'s Consignment,
50 pieces Tweed, 1625 yds., at $1.30, $2112.50. De-
posited in Bank, $500. Remitted A. R. McMaster,
Cash, $200, and our Note at 30 days for $300, with

which to retire Draft for $500, falling due on the 2l8t

inst

, 20. Rendered Thos. Brown & Co. an Account Sales of their

Consignment of the 8th inst Our Commission, at 2

r cent, $91 ; Thos. Brown & Co.'s net proceeds,

4,446.60. Total debit to Thos. Brown k Co.'s Con-

signment, $4,537.60. Cash sal^Sy $318.

22. Bought of A. B. Campion, on acc't, 200 bbls. Goderich

Salt, at $1.25, $250. Paid Freight on same, per check,

$12. Deposited in Bank, $500.

23. Shipped T. C. Kerr <& Co., Hamilton, to be sold on oux

account and risk, 150 bbls. Goderich Salt, at $1.60,

$225. Paid Freight on same, $12.35. Cash taUt,

$278.45.

24. Paid our Acceptance of the 11th inst, faTor of J. G.

McKenzie & Co., due this day, per check, $400. Sold

D. K Fulford, on acc't, 50 bbls. Goderich Salt, at $1.75,

$87.50.. Deposited in Bank, $500.

26. Received from T. C. Kerr & Co., Hamilton, an Aceouat

Sales of the Tweed shipped them on the 4th inst. Net
proceeds, which have been entered to our credit, $586.40.

W. J. Peterson has renewed his Note of Julv 23rd,

1876, due to-day, by giving a new note at 80 days for

the old one, and interest thereon. Face of old Note,

$1000 ; Interest, $40.66 ; face of new Note, $1040.66.

Cash sales, $265.40.

27. Had A. B. Campion's Note of the 16th inst discounted at

Merchants' Bank, and net proceeds placed to our credit

Face of Note, $2437.50 ; Discount for 22 days at 8 per

cent, $11.75 ; net proceeds, $2,425.75. Accepted J.

G. McKenzie & Co.'s Draft in favor of R. W. Easton,

at 30 days sight, for $1,000, in fall of account
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29. Receired from P. R. Sandenon, check for $501.06 in fbll

for hit Note of Oct. 15tb, 1876, and protest charg«Hi

thereon, paid by us on the 19th inst. Gave A. R
MeMaster a Sight Draft on T. C. Kerr & Co. <V>r

$343.75, in payment of account. Cash salUt $178.40.

80. Paid Thos. Brown k Ca's Sight Draft upon us, favor of $.

Clare, for $4446.60, per check. Paid 1 month's rent

of store, $76 ; Clerk hire, $240.

Inventory of effects not shown on Ledger :-—

Merchandiiie unsold

Shipment to Kerr & Co., No. 3

Total Nei Gain . . . .

Geo. Wilson's share of Net Gain

KCummingi «« "

$5221 88
225 00

$453 70
276 65
177 15

I*

j^oderich

\t check,

on oni

t $1.60,
uA salts.

J. G.
Sold

kt$1.75.

Aceonot
Bt. Net
1586.40.

Iv 23id,

days for

d Note,

1040.66.

JOURNAL DAY BOOK.—SET. VI

Observe particularly the following form, that yon may be
able to express, in this manner, any conceivable transaction,

combining all the essential points of the separate Day Book
and Journal. Where more practical forms, for the purpose of

condensation, are not in use, the Journal Day Book meets
with great favor, as being both plain and practical

Li writing up this book, make your Journal entry first, firoro

the record of transactions ; then vrrite the explanation imme-
diately under it in a smaller hand, commencing about half way
between the centre of the page and the date column, m illus-

trated in the following

unted at

ir credit,

at 8 per

epted J*

Easton,
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rOBM OF JOURNAL DAY BOOK.

January 1, 1877. (1)

•

Geo. Wilson and Henry Cum-
mings have this day entered into

co-partnership as Dry Goods, Gro-
cery and Commission Merchants,
under the firm name of *' Wilson
& Cummings," agreeing to share

gains and losses in proportion to

capital invested.
«

6300Sundries, Dr. to Geo. Wiliou 00
For efaoti iBTWtod.

Cash 2800 00
Atpcraa

Merchandise 3000 00
Ai par InTentoiy

Bills Beceivable 600 00
p. B. Swdenoii'i Koto,m per B. S.

«

4035Sundries, Dr. to Henry Cummings 61
For effceU iaTwiud.

Cash 3000 00
AiptrO. B.

Bills Receivable 1000 00
W. J. Pstenon's Note,m p«r B. B.,

bearing interMt Kt S per cent

Interest
Aocrued on »boTO Note to date

35

1040

51

00Merchandise Dr.

To A. R. McMaster 1040 00
Bought from him on aco't.

4 cu«a Muslio, 6,200 jia., it SOe.
M

170 50Cash Dr.

To Merchandise 170 50
Sales thit day, token from Oaah
Box.

Amount forward 0111646 11646 01

Iranaac

Jottnu
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51

00

170 50

01

{«) January 2, 1877.

Brought forwftrd

MerehanU' Bank Dr.

To Cash
Amount dtpodted.

3
Merehandise Dr.

To J. G. McKenzie & Co.
Bonght on loo't,

S CMM Prlnto, 8,210 yds.,

•t lOe. . . • - IS21 00
4 «Mes Prints. 1,600 jdt.,

•4 16a • • • • eu 00
«

Expense Dr.

To Cash
Pftid for r«p«ln • |B0 40
Freight and drayags • 10 80

Cash Dr.

To Merchandise
Sftlw this dajr, from tOL

4

Ship't to Kerr & Co., No. 1, Dr.

To Merchandise
" Cash
Shipped to J. 0. Kerr * Co., to be
old on our account and riak

—

1 case Tweed!, 10 pea, 860
yds., at 91.60- • • 1626 00

Paid Insurance on same 11 60
«(

C»**h Dr.

To Merchandise
Sales this dsjr.

11546

4000

846

61

320

536

01

00

00

00

00

50

240

17550

11646

4000

846

70

21

61

830

625
11

01

00

00

00

00,

00
50

240

17550

70

21

No>n.—The forecoingr form is considered snfncietit to lllustrats the mods of siflsrtiM

transsctions in this book. Observe the sams form tliroughout the remainder of the Bm,
Joomalising the trauaction first, and giving the expUnation immediately ondar 11
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SET VH—0R0CER7 BUSINESa

Booo xo BM viiD.—Journal Dat Book; Oaih Book, Bilii Book,
ImroioB Book, Salks Book and Lkooui.

ronns and •zptaaatloas of thoM books nol botoro wod win bo fooad tmwtiHitolj olUr
UioBol.

Janttart 3, 1877.

A. R. Sanderson and Wm. Golden form * co-partner-

•hip for the purpost of conducting the Wholesale and Retail

Grocery and Produce Busineu, agreeing to share gaina and
losMS equally. ^

A. R Sanderson inyesti

—

Merchandise, as per Inventory - • $5000 00
Balance of account due from A. S. Austin 870 00
Cash, as per 0. B. 4130 00

Wm. Oolden inrests-—

Cash, as per 0. B. $9000 00
Balance of account due from H. Gordon - 1000 00

Engaged James Spry, Wm. Active, George Storey and Isaae

Porter, as clerks, at $480 each per year, salaries payable
monthly.*

3. Sold T. 0. Kerr, St Catharines, on his Acceptance at 10
days, 5 bbls. Crushed "A" Sugar, 1000 lbs., at 12}c

;

8 bbls. Strong Bakers' Flour, at $6 ; 10 bbls. Spring
Flour, at $5.50 ; 10 bbls. Extra, at $7 ; 15 bbls. Supe-
rior Extra, at $7.25. Cash sales this day, $120.30.

4. Paid for advertising business in daily papers, $115.60.

Sold A. S. Austin, Guelph, on acc't, 5 bbls. Salmon
Trout, at $14 ; 20 bbls. Herrings, at $4 ; 40 bbls. Su-

perior Extra Flour, at $7.76. raid for set of books for

store, $15.60. Cash sales io-day, $170.55.

6. Bought of Smith & Keighley, Toronto, on aco% 650 lbs.

Java Coffee, at 32c. ; 1500 lbs. No. 2 Sugar, at 9c.

;

965 lbs. Uncolored Japan Tea, at 56c. ; 560 lbs. Young
Hyson, at 74c. ; 750 Iba Prince of Wales' Tobacco, at

SOo. Paid Wdl Active, on accoant of wages, $5.50.

Cash Males, $150.

* \i no nkloo to oiahuifod, • BMmoniidam of tUa is tlM Joornol it all that i» «oqairi4

160
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.1. Boos,

377.

^partner-

id Retail

;ftiiii and

00
00
00

10 00
^0 00

andliaae

98 payable

tnee at 10

, atl2ic.;
)l8. Spring

)blB. Supe-

50.30.

J, $115.60.

1b. Salmon
) bbls. Su-

»f books for

j% 650 lbs.

;ar, at 9c.

;

Iba. Young
Tobacco, at

iget, $6.50.

tkafti***^*^!^

6. Deposited in MerchanU' Bank, $12000. Had T. C. Kerr^s

Acceptance of the 3rd inst discounted at Bank. Faoe
of Acceptance, $ ; Discount off, at 8 per cent,

$ ; Cash received, $

Vvn.—Obaerre the manner in which thii transaction it entered
in the C. B. liistead of entering only the amount actually received,

and debiting Dlacount in the Joamol, the full amount of the Note ia en-

tered on the Dr. side of the C. B.. aa though it had acti.ally been received,

and the Discount is entered on the Cr. side. See entry in C. B.

8. Bought of Rimmer, Gunn ft Co., Montreal, on 4 months'
credit, or 4 per cent, off for cash, 2,400 lbs. Crushed
"A" Sugar, at 12c.; 1,500 lbs. Eleme Fi^s, at Iftc;

1,350 lbs. S. S. Almonds, at 21c. Paid freight on above,

$10.70. Wm. Golden withdrew on acc't, $150. Cash
tales, $186.50.

9. Bought of J. A. Mathewson, Montreal, on 3 months' credit,

or 3 per cent off for cash, 100 boxes Layer Raisins, at

$2.25 ; 5 bbls. Zante Currants, at $12.50. Paid freight

on same, $5.40. Cash sales, $216.80.

10. Sold P. D. Conger, Toronto, on 30 days' credit, 2 bags

Java Coffee, 250 lbs., at 40c. ; 2 half chests Colored

Japan, 125 lbs., at 70c. ; 500 lbs. Crushed "A" Sugar,

at 13c. Received from A. S. Austin, cash on aco't,

$500. Cash sales, $265.30.

11. Received from H. Gordon, his Note at 3 months, for $400,

to be applied on account. Paid for sundry expenses,

$12.50. Cash sales, tUQ.^0.
12. Sold T. C. Kerr, St. Catharines, on his Note at 3 months,

10 bbls. White Fish, at $6 ; 10 bbls. Salmon, at $14;
3 bags Rio Coffee, 136, is, 151, is, 153, it,*—396 lbs.

net, at 40o; Cash sales, $175.

* The large numbers, as 136, represent the gross weight, and the
small numbers to the right, as 12, the number oflbs. tare.

13. Bought of J. Carruthers & Co., Kingston, for Cash, 10
bbls. Golden Syrup, at $24.40 ; 4 bbls. Bordeaux yin^*

gar, $10.50 ; 100 bbls. Salt, at $1.50. Remitted Rim-
mer, Gunn & Co., Montreal, Bank Draft, in full for their

invoice of the 8th inst. ; less 4 pi^r cent discount. Paid
Cash for the Draft, \ per cent. Exchange, and the ne-

cessary stamps. A. R. Sanderson withdrew on aco't,

$200. Paid Isaac Porter on acc't of salary, $12.

NoTB.—In th»above remittance the 4 per cent discount amounts to

$31.86, which, deducted from tb t face of the invoice, leaves $764.64,

K IGl
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tli« •moant of ill* Ims of the Dnfk. The tUmn reqairtd (Sa «m 9wmj
$100 or freotion theroof), amount to 24o., Mid the ezohuigo to 96a Tb«
oMth Mtnally paid out ia, face of Draft, $764.64; Stampa, 24o.; Ea*
change, 96o.; total, 9765.84—and the difference between thia and the
face of the invoice, $790. iK), is $30.66, the amount aotuidly gained by
paying thia bill within 30 days.

The entry is made in the C. B. similar to the Aooeptanoe disoonnted
on the 6th inst. The fall amount of invoice is enteretl on the Cr. aidtb

and the disoonnt on the Dr. nide. See entry in C. fi.

15. Sold H. Gordon, Barrie, on acc't at 30 days, 10 bblo.

Apples, at $4.50 ; 10 bbk Mess Pork, at $15 ; 25 bbli.

Spring Bakers' Flour, at |7. Had H. Gordon's Note of

the 11th inst. discounted at Merchants' Bank, and net
proceeds left to our credit. Face of Note, $400 ; Dis*

eount ofT, at 8 per cent, per annum, $7.80 ; Net pro-

eeeds, $392.20. Cash sales, $245.60.

NoTK.—The net pr* ceeds of the above note being left in the Bank
to the Cr. of the firm, no entry' is made in the C. B. The Journal entry
is,—Bank Dr., $ ; Discount Dr., $—»; To Bills Rec., $ . See
Journal Day Book.

16. Accepted Smith ft Keighley's Draft, at 10 days, for the
amount of their invoice of the 5th inst, $ Paid
for repairing store, $65.75.

17. Sold P. D. Conger, Toronto, for his Acceptance at 60 days,

1200 lbs. Cheese, at lie. ; 20 bbls. Extra Bakers' Flour,

at $7.50; 30 bbls. Superior Extra do, at $8; 10 bbl&
Salmon Trout, at $14 Remitted J. A. Mathewson,
Montreal,'Bank Draft in full for his invoice of the 9th
inst, less 3 per cent discount. Gave check for Drafts
' per cent. Exchange, and necessary stamps. Cash tales,

180.70.

18. Received from H. Gordon, Cash on acc't, $400. Had P.

D. Conger's Acceptance of the 17th ihst discounted at

Merchants' Bank, at 8 per cent per annum, and nek

proceeds left to credit Paid one quarter's rent of store,

$200. Cash sales, $195.

19. Bought of H. A. Nelson & Sons, Toronto, $200 doi. Corn
Brooms, at $3.25 ; 20 doz. at $4 ; 20 doz. at $4.25.

Gave in payment check on Merchants' Bank for the

amount Deposited in Merchants' Bank, $200.

20. Sold A. S. Austin, Guelph, on acc't, 15 bbls. Salmon Trout,

at $14 ; 8 bbls. White Fish, at $6 ; 25 bbls. Herrings,

at $4. Paid sundry items of expense, $25.60. Re-

ceived from H. Gordon, Cash on aoc't, $2D. Cash saUt,

$225.
162
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12, Gare H. A. Nelson ft Sone a Draft at 10 daya, on H. Ooi^
don, for $200. Bought of Cramp, Torrance k Co.,

Toronto, on acc't at 60 dayt, or S |>er cent. olT for caah,

12 bags Rio Coffee, 1560 lbs., At 32c. ; lO cliesU Qun-
?owder Tea, 1475 lbs., at 60c. ; 10 boxes Western Ltaf

'obacco, at $41.50. Cash tales, $216.40.

23. Accepted A. S. Austin's Draft, at 3 days' sight, for $200.

Received from Henry Gordon, his Note at 3 months, for

$300. Paid James Spry, on acc't of wa^tvs, $20.

24. Sold T. 0. Kerr, St. Catiiarines, on acc't, 425 lbs. Factory

Cheese, at 1 2c. ; 4 boxes Prince of Wales' Tobacco,

114, It, 116, IS, 118, so, 120, so — 390 lbs. net, at

32c Had H. Gordon's Note of tl)e 23rd inst., dit-

oounted at Merchants' Bank. Face of Note, $-
;

Discount off, at 8 per cent, $ ; Cash received,

$ . Received from A. S. Austin, to be applied on

acc't, 600 bbls. Goderich Salt, at $1.50. Cash sales

$145.25.

25. Accepted Cramp, Torrance k Co.'s Draft, at 60 days, for

amount of their invoice of the 22nd inst., $ . Re*

ceived from H. Gordon, Cash to balance his acc't,

$ . A, R. Sanderson withdrew on acc't, $145.

26. Bought of Smith & Keighley, Toronto, 20 half chests Gun-
powder Tea, 1145 lbs., at 66c. ; 10 do Colored Japan,

660 lbs., at 60c. ; 10 bbls. Standard Synip, 370 galb.,

at 34c. Paid them Cash, $1000, balance to remain on
acc't Paid J. Spiy, on acc't of salary, $10. Cash sales,

$218.20.

37. Bought of Rimmer, Gunn & Co., on 3 months' credit, 60

bbls. Crushed "A" Sugar, 12000 lbs., at 10}c. ; 75 bbls.

Yellow Sugar, 15000 lbs., at 8c. ; 50 bbls. Porto Rico

Sugar, 10000 lbs., at 7c Paid Taxes, $10.60; for

cleaning store, $4.50.

29. Sold P. D. Conger, Toronto, for Note at 3 months, 30

bbls. Salmon Trout, at $14. Paid our Acceptances due

this day, per check,—one, favor of Smith k Keighley,

and the other fcvor of A. S. Austin.

80. Received A'om A. S. Austin, Cash on aco't, $100. Bought
of G. C. Winger, Brighton, for Cash, 10 bbls. Salmo?

Trout, at $9 ; 25 bbls. White Fish, at $5 ; I WU
Herrings, at $3. Wm. Golden withdrew on acc't, $215.

Cash tSes, $275.60.

l$t
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81. Pftid C1«^rkt in fhll for Mrvicet to data, p«r check. Paio
fur AdvuriiMiiig, p«r check, $ft6.20.

NoTB— Make twu entriui of Mtilement with Clerks. Firat, debit
KxiKsneo $IGO, mul credit (tftch Clerk #40, eiiiount of WA^ei fur the
munth. Next, uacertaiu the amount AOtually due e*oh. ami make a
eooiid eotrv dobitiiig the Clerks, and crediting the Uiank with the
amount paid.

Merchamlm remmning uruold, at per Inventory Book^ $14550.*

ii

1

.

I I

RICMARKS ON SET VII.

In thig Set it repreBAnted a practical method of keeping
hooks wiiicli, with siight variation, is adapted to almost every
kind of business. The Casli Book, Invoice Book and Sales

Book are usimI as books of original entry. The Journal Day
Book and Hill Book are kept after tlie form adopted in the

preceding Set. It^vill be observed that this mode of keeping
accountn leHsens tlie explanations required, and greatly facili-

tates reference to the several entries ; and by taking the totals

of certain accountH, instead of each separate item, the labor of

posting is very much reduced. Although certain accounts, as

Cash, Merciiandise and Expense, are not posted till the end of

each month, Personal accounts can be kept fully posted and
ready for settlement at any time—a great desideratum in many
business houses ; and most of the work connected with the

books can be done as the transactions occur, thereby prevent*

ing the accumulation of work at periodic intervals, as ia the

case when the Invoice Book, Sales Book and Cash Book are

Journalized at the end of each month. *

The books should be written up, aa in the preceding Set
All the entries in the different books for one day should be

made before any of the succeeding day. To avoid confusing

the pupil with too many operations at once, it is better to omit

posting until all the other work of the Set is completed, but in

actual business the posting, as well as writing the entries,

should be done from day to day.

JOURNAL DAY BOOK.

The form ot this book is the same as that of Set YI, and
requires no further explanation. It is used for such miscella-

neooa entries only as have no special book approprial'«d to them.

Iti4
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INVOICE BOOK.

All purcbanet of merchandise are entered in thin bofik. The
form adopttMl in thi»< Set in to copy the invoicfn in inll. 'Ihia

uivcM a lK)ok record of the dettiils of merchnii<hflo puicliasi:«l, in

caw the original invoice shouhl be lost or (ieKtroywd.

it is as convenient, and saves a great anioniit of writing, to

paste tiio original invoices inlu a large book ni:i<ie tor Mi« |tiir«

pose. In some business houseH, where the invoices are ling,

they are filed and numbered, and only an ubMMucl of tlirin

entered in this book, with the number for reference. It in nioiu

convenietit to refer to original invoices, by meaim of an' indi-x

to a book iu which tltey aiu piuBted, than by N<>«king tltem

from fil(!S.

In whatever form the Invoice Book is kept, every entry af*

fecting the debit side of Merchandise Account Khouid oiigimite

here ; when this is d(me it becomeH a direct check upon the

Dr. side of the Merchandise Account in the Ledger.

Merchandise bought on account is posted from this book
directly to the credit of the person's a<;count from \s honi hought,

and when bought for a note or acceptance, it Ih pouted directly

to the credit of Bills Payable, without paHsing througii the

Journal.

Merchandise purchased for cash is entered in this book, and
also in the Cash Book. It is not posted until t\v end />f the

month, when the total amount is brought from the C). B., and
added to the footing of this book, and thoL postid in total to

the debit of Mefchundise Accouut.

and
liscella-

Lo them.

SALES BOOK.

All sales of merchandise are entered in this book. The
amounts of goods sold on account and for notes are ])laced in

the outer column, and posted directly to the debit of the pur-

chaser's accouut, or to the debit of Bills Receivable Account,

iu the Ledger.

A merchandise column is kept in the Cash Book, in which
all cash sa es of merchandise are entered, therefore theBe are

not entered in the Sales Book until the end of the rar)nth,

when the total cash sales are brought from the Cash Book and
165
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added to the total footing of t^e Sales Book, and all posted, in

one amount, to the credit of the Merchandise Account in the

Ledser.

Wholesale houses generally enter cash sales in detail, as a
memoraruhim, in the Sales Book, but do not extend such en-

tries in the outer column, as they are usually posted from the

C. B. This system is necessary when large sales are effected,

for reference, and to guard against error, but it cannot be car*

ried into practical effect in a retail business, on account of the

number of petty saK;8 that occur during the day, the amount of

which is ascertained at night, by counting the money in the

drawer.

CASH BOOK.

As the following Cash Book is the book of original entry for

all such transactions as are entered upon it, great care is neces-

sary in making these entries.

They should be made in such a manner that any person
may be able to determine what account was intended to be
debited or credited for the money paid or received. For this

purpose the following Rule should be observed :

When money is received, write the name of the account to

be credited for it, next the folio or date column on the left

side, and the words of ex;^anation, on the same line a little to

the right When money is paid write the name of the account
to be debited for it, next the folio or date column on the right

side, and the words of explanation on the same line, a little to

the right.

The Ledger titles should be kept in a perpendicular column,
separated by a slight space from the words of explanation.

And it adds greatly to the appearance of the book to begin the
words of explanation all on a perpendicular line made by a
light pencil mark, and to write them one-half smaller than the

Ledger titles.

Post items from the Cash Book, Journal Day Book, Invoice
Book, and Sales Book, in the same order, as regards the dates
when the transactions were entered.

This is a very convenient form for a Cash Book to be kept
in connection with a general merchandise business. The fea-

ture of special columns may be extended, if desirable.

It will be seen that ail cash entries, debit and oredit, axoeifl

166
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lei of meFchandise, are taken to the Ledger from this book,

ioffether with all accounts pro<lucing or costing cash.

The columns headed " Merchandise " and " Expense- " will

be found very convenient for posting. Should the cash trans-

actions of a month extend over several pages, the footings of

these columns are brought forward to the end of the month,

and posted in total. The check marks in the column follow-

ing dates, are made to indicate that the amounts opposite, in

the ** Merchandise " and " Expense " columns are not to be

posted, and the figures are the pages of the accounts in the

Lodger to which the amounts in the " Sundries " column oppo-

site, have been posted. The method of posting from the Cash
Book is extremely simple.

The amounts in the ** Sundries ** column on the Dr. side are

posted to the credit of their respective accounts—the page of

the Ledger being indicated in the folio column, and the

amounts in the " Sundries " column, on the Gr. side, to the

debit of tUbir respective accounts. The footing of the '' Mer-
chandise " column, on the Dr. side, at the end of'the month, is

not posted, but carried to the Sales Book and added to the

other sales, and posted therefrom. The total footing of the
" Expense " column, on the Cr. side, is posted to the debit of

Expense Account. The Cash received, or amount of the Dr.

side of the Cash Book, is then posted to the debit of Cash
Account, and the total footing of the Cr. side, or cj>«h dis-

bursed, to the credit of Cash Account in Lhe Ledger.

As the debit side oi the Cash Book contains the credits of all

accounts producing cash, and the credit side the debits of all

accounts costing cash, it will be seen that when the above
posting is completed a double entry is effected.

BILL BOOK.
The Bill Book in thio set is not used as a book of original

entry to post from, but as an auxiliary. To save room we have
not given it. No difficulty, however, will be e::perienced by
the pupil in supplying it, as he has already had two examples
of its form and use in former parts of this work. By the ad-

dition of a few more columns, it may be so kept as to post from,

and thus relieve the Journal Day Book from some entries

which must otherwise be made there.

b, exoe;^
lif





SETVIL
WITH

JOURNAL DAY BOOK,

INVOICE BOOK,

SALES BOOK,

CASH BOOK,

AS BOOKS OF ORIGINAL ENTRY;

tHE POSTING TO THE LEDGER BEING DONE DIRECTrLT

FROM THEM.



BOOK-KUPINa

JOURNAL DAY BOOK.—SET VIL

Toronto, January 2, 1877. 0)

I

I

A. R. Sanderson and Wm. Gk)Iden have
this day entered into co-partnership, for

the purpose of conducting business, as' de
fined in their Articles of Go-partnership of

this date.
I.

<<

*A. S. Austin Dr.
To A. R. Sanderson

For balance from old account.

' * Th« Cuh and MerchandiM inrmt«d an poctod from
'the Invoiceand Cash Books, and theretun do not reqbira
»o be entered neie.

«

3IH. Gordon Dr.
li To Wm. Golden

For balance due from old account.
<t

Engaged Jas. Spry, Wm. Active, Geo
Storey and Isaac Porter, as Clerks, at

$480 each per year, salaries payable
monthly.

11

870 00

870 00

1000 00

1000 00

Bills Rec. Dr.
To H. Gordon

Received from him Note, as per B. B.,

to be applied on account.
15

Merchants' Bank Dr.
6 iDiscount (C

To Bills Rec.
Had H. Gordon's Note of the 11th
inst., discounted at Bank, and net
proceeds left to our credit.

16

Smith & Keighley Dr.
To Bills Payable

Accepted their Draft at 10 days, for

the amount of Invoice of the 5th iust.

Amount forward

170

400 00

4<)0 00

392

7

20

80i

400 00

1522 80

1622 80

4102 80 14192 80
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Toronto, January 17, 1877.

0)

870 00

00

00

80

4

6

Brought forward

J. A. Mathewson Dr.
To Merchants' iBank
" Discount

Remitted him Bank Draft for Invoice

of 9th inst. Discount, $3.62 ; leu
Exchange, 34c. ; and Stamp, 9o.

lO

Merchants* Bank Dr.
Discount <*

To Bills Receivable
P. D. Conger's Acceptance of 17th
inst. Oiacounted, proceeda paaaed tu

our credit.

22

419380

38750

3H. A, Nelson & Sons Dr.
3 To H, Gordon

For our Draft at 10 days on H. Qor-
don.

23

3A. S. Austin Dr.
To Bills Payable

Accepted Ida Draft at 3 days' sight.

2 Bills Rec. Dr.
To H. Gordon

For his Note at 3 months.
25

4 Cramp, Torrance & Go. Dr
2 To Bills Payable

Accepted their Draft at 60 days, for

amount of Invoice of 22nd inst.

29
Bills Payable Dr.

To Merchants* Bank
Paid by check our Acceptances, favor

of Smith & Keighley, for $1522.80,

and favor of A. S. Austin, $200.

Amount forwan^

171

65300
900

4U!)

20000

270

80

31

819

662 00

20000

30000

1799

1722

9364

20

80

30

30000

200 00

30000

1799 20

1722 80

9364130



DOOK-KREPINQ.

Toronto, January 31, 1877. w

Brought forward 936430 9634 30

6 Expense Dr. 16000
1

6 To James Spry 40 00

6 " William Active to 00

5 " George Storey 40 00
5 " Isaac Porter 40 00

For the month's wages

.

10 005 James Spry Dr. ,

SWilliam Active "
84 50

6|George Storey " 40 00
61Isaac Porter " 28 00
2 To Merchants' Bank

For amount due them severally, pud
per check.

112 60

9636
1

80 9686 80

ITl
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(S)

l{30

i

40|00

tojoo

4000
'40 00

60

INVOICE BOOK.—SKT VIL

Toronto, January 2, 1877, 0)

0.B

A. R. Sanderson, Investment
Merchandise, «a per inTentory

5

Smith & Keighley, Toronto
G50 lbs. Java Coffee at | 32
1500 •* No. 2 Sugar "

9ft5 " Uncol'dJapanTea"
660 " Young Hyson
750 P. of Vr. Tobacco

ti

•09

•66

•74

•30

8
Rimmer, Gunn & Co.,

Montreal
2400 lU. Crushed "A"

Sugar at$ ^12

1500 " ElemeFigs ** -15

1350 " S. S. Almonds '* '21

4 monihi' er. orj^ptr cent, offfor cadi

9
J. A. Mathewson, Montreal
100 bxs. Layer Riiisins at 3'2.25

5 bblB.*Zantfl Currants '* 12.o0

S monads' cr. or S per cent, offfor cash

13

J. Carruthers& Co., Kingston
10 bbls. Golden Syrup at $24.40
4 " BordeauxVin'r" 10.50

100 " Salt " 1.50
Cash, aa per C. B.

P«id

2

19

H. A. Nelson & Sons, Toronto
200 doz. Corn Bro< m^ ,it $,'3.25

20 " ' " 4.00
20 " " " 4.25

IIs^CHANTs' Bank, P'tid ptr check

Amonnt fii'wiuvl

173

208 00
135 00
64040
41440
22600

28800
225 00
283 50

225 00
62 50

244 00
42 00
15000

436 00

650 00
80 00
8600

600000

1622 80

!
•/«

79660

387 30

81600

8421180
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Toronto, January 22, 1877.

3

4

O.B.

Brought forward

Cramp, Torrance &. Co.,
Toronto

12 bags Rio Coffee,

1560 lbs. at $ .32

10 oheits Gunpowder Tea,
1475 " •* .60

10 bxt. Western Leaf
Tobacco " 41.60

60 days or 2 per cent, offfor cash
24

A. S. Austin, Guelph
600 bbla. Goderich Salt at |1. 50

26
Smith & Keighley, Toronto
20 hf-chesta Gunp. Tea,

1145 lbs. atf .66

10 ** Col'd Japan,
660 lbs. «• .60

10 bbls. Stand. Syrup,
370 gals. *• .34

Ccuh, as per C. B., $1000.
SO days' credit for balance.*

27
Rimmer, Gunn & Co., Mont'l
60 bbls. Crushed "A" Sugar,

12000 lbs. atf .10^
76 " Yellow Sugar,

15000 lbs. «« .08
60 " Porto Pico Sugar,

SmorUhs 10000 lbs. " .07
30

G. C. Winger, Brighton
10 bbls. Salmon Trout at $9.00
25 " White Fiflh *' 5.00
50 ** Herrings «« 3.00

Ccuhf as per C. B.

Cash purenasesy from C. B.

Total Mdse debit

499

885

416

756

896

125

20

00

00

70

00

80

1260

120000

700

00

00

9000
125 00:

15000

865 00

8421

1799

900

1277

3160

14558
1801

16369

80

20

00

60

00

50
00

60

» Th« 1X77.60 to poatcd directly to the credit of Smith k K«ighley't aecoont. Th«
QOOO to posted to the Cuh «.count from the C. B. Or. Smith 4 Kelirhler mav he
•wdlled with tk$ wfteb and debited wfth the fiooo.

^wKiue/ mej oe
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80

20

00

60

00

50
00

60

SALES BOOK.—SET VU.

Toronto, January 3, 1877.

3

2

3

T. C. Kerr, St Catharines
6 bbls. Crushed <'A" Sugar,

lUOOlba. at I •12}

Strong Baker's Flour,

at fG.OO
Spring " " 6.50
Extra " " 7.00
Superior " " 7.25

Bills Rec, Acceptance at 10 days
4

10
10
15

<i

it

A. S. Austin, Guelph
5 bblB. Salmon Trout at $14.00
20 « Herrings " 4.00
40 " Sup. Ex. Flour " 7.75

10
P. D. Conger, Toronto

2 bagB Java Coffee,

250 lbs. a'j

2 hf-chests Col'd Japan,
125 lbs.

600 lbs. Crushed "A" Sugar"
SO days

12

((

$ .40

.70

.13

T. C. Kerr, St. Catharines
10 bbls. White Fish at $6.00
10 " Salmon Trout "14.00
3 bags Rio Coffee

:

gross, tare.

136— 12 lbs.

151 — 15 "

153— 17 "

440 — 44= 396 lbs. net at .40

Bills Reo., Note at 2 montlis

15

Henry Gordon, Barrie
10 bbla. Apples at $4.50

Mess Pork " 15.00
Sp'g Baker's Fl'r" 7.00

10 '

26 '

SO days

mount forward

176

12600

48
66
70
108

80
810

100

87
65

00
00
00
75

7000

6000
140

168

00
00

00

60
00

00

40

45 00
150'00

175 00

0)

406 76

460 00

282 60

36840

370 00

184766
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B00K-KERP1N0.

Toronto, January 17, 1877.

Brought forwar<:1.

P. D. Congor, Toronto
1200 11)8. CisooHO afcf .11

20 bbU. Extra Baker's
Flour " 7.50

30 " Superior'* " 8.iH)\

10 " Siilinon Trout "14.00
Dills llzc, Acceptance at 00 days

20
A. S. Austin, Guelph

15 bbls. Salmon Truut at $14.00
8 " WliiteFiah " 6.00
26 " Hon-ings *' 4.00

24

T. C. Kerr, St. Catharines
425 lbs. Factory Cheese at $ .12

4 bx8. P. of \V. Tobacco
lbs. tare.

114 — 19
116 — 19
118 — 20
120 — 20

408 — 78 300 lbs net at .32

29

P. D. Conger, Toronto
30 bbls. Salmon Trout at f14.00

Bills IIko., Note at S nwntli^

Cash salesfrom 0. B.

Total Mdse credit

13200

150'00

240'00

14000

210
48
100

61

00
00
00

00

124 80

1847 66

662 00

868 00

175

420

3463

3226

6690

80

00

46

70

16

176
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BMK-KnPpiL

0A8H.
CASH BOOK.

1877. r.

Fen. 9
«

3

4

5

6

8

1

• 1

>/

2

10 3
<l >/

11 •
12 •
13 6

16 %/

17 >/

18 3

(( %/

20 3
« ^/

22 n/

24 2
« ^
26 8

26 %/

30 3
<i

as.

1

A. B. Sandenon

Wm. Qoldea

MdM
<i

BOlsRao.

MdM
«

A. S. AmtLn

MdM
f<

<•

Diaoounl

MdM

H. Gordon

MdM
H. Gordon

MdM
(I

BilliBea

MdM
H. Gordon

MdM
A. S. Austin

MdM
Total

OMhnlMtUidiy

Ck W.ife AeetptMiM
diMoonUd

alMtiusday

Onaoooont

TUtdajr*!

B.O. AOc'iInvolM
ottbeSth

alMthiadajT

OnMooont

•dwtUsdiV

OaMoooat

SMlMthlidqr

«<

H.O.'sNotedto-
oountad

TlUsd^r^n]«

In full of Moount

8alM tcHkij

OnMootmt

This dajr"! Mki

Mdse credits

Cash debits

178

MdM.

12030

17066

16000

186

216

266

240

176

24030

30

30

00

246

180

196

226

216

14626

218

276

3226 70

60

80

60

70

00

00

40

20

60

SandriM.

413000

900000

406 76

800100

8066

400

20

300

6000

10000

3226

18164

00

00

00

70

11



BET Ylt
OAsa

rS9BS

Jan.

«

«

M

N
it

€»

<«

•I

«

«

M

•«

<l

«

«<

«

«<

«

«*

<«

<«

«

4
»<

6

8l

«

11

13

«

K

16

18

19

30

23

34

26

26

37

J
J
5

3

6

6

1

6

LB.

6

1

4

3

%/

6

6

1

LB.

6

30 LB.
«<

6

1

Bzpmut

Wm. Aeiivo

Hardh. Bank

Diioouiil

Fraight

Wm. Ooldmft

Freight

ExpenM

MdM
Immus Porter

ftfMn
•l«(bo«lnforilaM

Ob

Od O. W.'h

PBQ«odt(lfoaiB.O.

WltiMlrtw OB MOt

OnCkNidslMmJ. A.
M.

luiidiyilMM

Od Moooat of Mlwjr

A. R. Sanderson withdrew onm^
Rimmer, Qann Fun for IstoIm of

BopdrinrHoieBxpenM

Meroh. Bank

Bxpenae

Jas. Spxj

Diiooimt

i^fmrUtt ml ol
Mora

D^udtod

aodiyl

OBaooooolof

OBB.O.'aHoto

A. R. Sandenon wittidNwoBMin

Mdae

Jaa. Sprj

Ezpenaa

Mdae

W. Golden

Piwtof 8.*E.*tbi.
VOMO

On Mooont of Mlaiy

Tlu(M,IMiW ; dMa>
lii|tilora,««.fiO

•. a W.'i Involoo

Withdraw oa Mel

M

II

Total Expense debits

Cash credits
Balatncg

179

66

300

76

3560

46 10

48016

48600

UOO
90000

79660

100|00

9000

6|06

146|00

100000

1000

86600

31600

46016

1606819
31U699

ImmIu

!*^
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LBDOEB—SET TIL

a)

Dm. A. R. SANDERSON. Ob.

187^
Jan.
«

13ToOMh, 0.B.I2
26;

«
131

tt (< OB.
BalanM

2

T""
20000
14500

1177476

(I1877

Jftn.

11211976:

tt

tt

2
2

31

2ByOMh, O.B
" MdM, I.B.
** A. S. Aiuh

tin, J.
" LoiaAQain

418000
600000

87000
211976

1211976

WILLIAM GOLDEN.

1877'

Jan.l 8
30
SI

ToOash, 0.B.2
tt (i O.B.
" Balaw

2
i5o;oo
21600

11754761

1877
Jan.

tt

tt

1211976

2
2

31

BvOash, O.B.
•^ H. Gordon,

J.
** Lou&Gain

900000
1000,00

211976

1211975

04SH.

18771

Ja]L3l!To Sundries
O.B.

1816411

1816411

il877!

Jan. 31
" 31

By Sundriei,

O.B.
** BaUmu

1605819'

210592

1816411

lao
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Da BnXS RBOBIVABLIS. Ob.

1877
Jul

M

u

€*

SToT.O. KeiT,
8.B.1

11 '< H. Gordon,
J.l

12 " T. 0. Kerr,
S.B.1

17 •' P. B. Con-
ger, S.B. 2

23 " H. Gordon,
J. 2

29" ** P. D. Con-
ger, S.B.2

1877
eBjOaah, C.B.
16 *^Sandriee,J.
181 " • J.

24 " Cash, O.B.
31 **Bahiim

2647161

1
1
21

406ms
400*00

M2,0()
SOttOO

778|40

264716

MERCHANTS' BANK.

1877
Jan. 6

15
18
19

To Cash, C.B.
2j

" B. Il«a,J. I

(( t( (( J 2
" Cash, C.B.* 2

1877
l'X)0000' Jan. VTBjJ.A. Math

ewion, J.39220
65300
20000

1324520

(t

19
29
31

" Md»e, I.B.1
•* B.Pa:^., J.2
" SnndrietjJ.
'' Batame

I

279I3I
81600
172280
11250

1031569

1324620

BILLS PAYABLE.

I877"

Jan.
1877
Jan.
«

29To M. Hank, J.

iSl " Balanet
172280
179920

362200

it

it

16
23
By S. ft K. , J.
<^ A. S. Ana.

tin, J.

i26i
•• C«T.ACo.J.

181



Dik B. AUSTIN.

187^
Jan.

<«

«
M

20
23

2|To A. R. San-
dMBon. J.

<* MdM, B.B.
". " 8.B.
" B. Pay, J.

ro|(87000
46000
35800
200,00

1888'00l

1877
Jan.

it

t*

10BTOaah,O.B.
24*'MdM.,I.B.
30 *< Cash, O.B.
31 Soionct

2

cn

60000
90000
10000
38800

188800

HENBT GORDON.

1877
Jan.

u

2|To H. Golden,

*< Mdae.,&B.'15

I

i

looo^oo!

37000

1370|00

1877
Jan.

«

n
18
20
22

23
25

By B.*Be«., J.
*^ Oaah, O.B.
" " O.B.
" H. A. N.

«

Son, J.
" B. Rec, J.
« OaBh,aB.

1
1

2
2

40900
4oaoo
20|00

20000
800,00
6000

137000

H. A. NELSON & SON.

1877
200iOOiiJan 31By BaloMM

P. D. CONGER.

1877
Jan.

4<
10To MdM.,S.B.

•« «* S.B.
&B.

17
29 «< M

262 oO>

662
42000

133450

00

1877,

Jan.:17

" 291

"31

By Bilk Reo.,

S.B.
" " S.B.

2
2

182

20000

66200
42000
25260

133460
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RUfMER, aUNN & CO., Oft.

1877
Jan.

4<

I

I3IT0 Ossh, C.B.

31] << Balance

;»1877,

395650

79650 Jan. BBvMdM.J.B.
316000 •* 5W •'^ *< » »»27 LB.

70660
316000

396660

/

SMITH & KEtfmiiEY.

1877
Jul

«

16
26
31

To B. Pay, J.
* Cash, C.B.
** Balance

11162280
2'!ioo()oa

27750

2800!30

1877
Jan.

it

6By M(iw, I.B.

26 ' " I.B.

1622|80
127760

280030

J. A. MATUEWSON.

Jan. 17 To Sundries, J. 287
1877

DUtiJan. 9 ByMdM, LB. 287 50

CRAMP, TORRANCE A CO.

1877
Jan. 25 ToBilla Pay.,!2 179920

1877
Jan. 22 ByMdro, LB. 1709 20

T. C. KERR.

1877
1

1877
——-. - •tt^amm —

•

Jan. 3ToMdBe,S.B.l 406;75 Jan. 3 By Bills R«?c.,
i 40C 76

«« 12" " SB.'l 358 40
1 SB. 1 y

4« 24 " " S.B. 2 175 80 li 12 " " S.B. 1 ; 358 40

• — >0
1

1

31 " Balance

4

i
176

1

80

95
ii

^^06

Ui
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Db. WILLIAM ACnVB.

(B)

1877
Jan

tt
5

31

To Ca«h, C.B.
" M.Bank,J.

By ExpeoM,J. 3

JAMES SPRT.

1877;

Janj23
*• !20

" .31

To Cash, C.B. '2

" " C.B.

2

" M.Bank,J.3

20
10
10

1877
00 jJan. 31
00'

00

4000

By ExpeDM|J.

4000

4000

4000

4000

GEORGE STOREY.

18771 j

Jan.3lToM.Bank,J. 4000
1877
Jan. 31 By Expense,J. 3 4000

ISAAC PORTER.

I 'i

1877
Jan.

it

13

31

To Cash, C.B.
* M.Bank,J.

12001
2d!oo

40i00

1877
Jan. 31 ByExpenM,J| 3

MERCHANDISE.

1877
Jan.

At
31 To Sundries,

LB.
" LosadtGain

1C359

488065

|21240

5o:

16

18771

Jan. 31

«( <(

By Sundries,
S.B.

" Arf. Ifw'ty.

4000

40 00

669015

14660

21340

00

16

<«

iM
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Db. DISCOUKT. Qiu

Jan.

II

II

16
18
24
3t

6|ToCaah, O.B.
" B. R«j., J.
If 11 41

J^
" Cash, 0.b!
** Lo$$dfOain

J
lilH771

199 Jan.llS'By Gash, O.B.
780
900
6051

15111

3885

II 17 " J. A. Math
•wauu, J.

3066

819

34,a5

EXPENSE.

1877
Jan.
u

31 To Sundrie8,J.

CB.If 14 II
160,00

48015

64015

1877
Jan. 31 By LoMdbOain €40 1:

640 15

FREIGHT.

1877
Jtn.

II
To Cash, CB.
" " CB

By Louds Gain

1__L

IC

16

10

10

LOSS AND GAIN.

1877
^

!18i7
1

'

Jan. 31 To Expense 640 15 Jan. 31 By Mdse 488065
u ff ' Freight IG 10 ff f( " Diauuunt 15 11
ft (f " A. IC. San- i

derton 2119 76
II (f

sss

" W. Oolden

I zs.

2119 75

1
4895 76 4805 76

w
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Db. BALANCE.

(T)

Oik

W7l
Jftn.|3iiTo Cajih

"I •• B. Rec.
'*! • M. Bank
"i " A.S.Anstin
•' " H. A. N. &

Sonj
" P.D.Congerl
** T. C. Korr 1

tt

<l

«< «< Mdse.

1877 '

2106 92 Jan. 31 By B. Pay.
" •'^R.O.A

;, 77840
'1031559,1

: 38800il

200001
252 50,

17580;
U55000

ti

28766 21

Co.'
•'j •« Smith A K:
"' " A. R. San-!

derson
" ** W. Golden

170920
316000
277 50

11177476
{1175476

2876f3i

i«i

k



BALANCE SHEET.

A ** Balance Sheet " is a oollaetion of all Um diffei

of the Ledger accounts, arranged to as to show at one Tiew
the results of the business. It embraces, in fact, tlie Balance,
Loss and Gain, and Stock Accounts. The following form,
although simply headed "Balance Sheet," includes also tht
"Trial Balance."

^

The manner of preparing it is as follows

:

1. Take a sheet of paper of proper sise, and for a border,

rule double red lines around the margin.

2. Rule parallel head-lines, leaTing proper space for doah1«
headings, as in the example.

S. Ascertain the number of Ledger accounts to be repre*

sented. If the business is that of a single proprietor, rule in

pencil as many lines as will contain all the accounts, and yivs

additional. If it be a partnership business with two or more
partners, rule three additional lines for each partner ; thus, for

one proprietor, five liuee more than all the accounts ; for two
partners, eight lines more than all the accounts ; for three part-

ners, eleven lines more, and so on.

4. Lay off proper spaces for debit and credit money
columns ; firHt for the footings of Ledger Accounts, second for

(}ains and Losses; third for Stock, or if partners, for each

partner—and fourth for Resources and Liabilities ; also tingU

columns for Ledger titles and their Ledger folios, and a single

money column for Inventories. The position of these columns
will be seen in the example given.

The ruling of the vertical and horizontal ink lines, and the

method of making the entries will be better understood by a
simple inspection of the iorm than by any verbal directions..

lar
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8

COMPANY ACCOXTNTa

Our ipMe will permit ui to givA only one ezamp^ whUk
wo will arrange Mccording to the two methods in general un.

1877, Jan. 1, Received from Robert Smith, New OrlaMi%
to be told on joint account qf himMlf, James Heaton, and our*

selves, each }, 100 hhds. Sugar at $60. Paid freight bj oheqiM
$500. Jan. 3, Sold Mark Newton, for caah, 30 hhda. at ^0
Jan. 6, Sold Edward Forbes, on his note, at 30 dajs, 40 hhdt
at |80. Jan. 8, Bold Charles Adin, on socount, 80 hhda. a
$80. Storage and Advertising $50. Commission 2|%, $200.

FIRST METHOD. \

Db. MDSE CO. A. Ol

lb77
; 1 :il»77| ! 1 m

1

Jan. 1 To R. Smith 200000 Jan. 13,By Cash 1 240000
<t 14 *' Merchants'BOc 50000 «« 5 *^ Eills Reo. 320000
«4 8 ** Charges 50,00 i« 8 " Chas. Adin 240000
(4 <i *' Commission 20000 yU i< " R. Smith, i in.

oic« Mid n«t gain 2416 60 y/
• < tt " J. Heatonitn-

ToiM and not gain 241667 X«t n ** Lobs and Gain
Our 1 Mt gain 41667 /

800000 8000|00

SECOND METHOD.

MDSE CO. A.

1877 jl877
1

Jan. 1 To R. Smith 400000 Jan. 3 ByCssh 2400;00
(( <( " Jan. Heaton 2000|00

t< 5 '• Bills Rec. 320000
<( (( * Mei-chants'B'k 600,00 tt 8 '* Chas. Adin 2400:00
<i 8 ** Charges 50,00 y 1

tt it " Commission 20000 • /
ft tt ** R. f?mith, in. ft 416 6G X
tt ti •* J. Heaton 4 n.g.

'* Loss and Gain!
416.67

tt tt
416«7 y

Our^ uatgain
«xu X

^ _
8000 00 800000

\M
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BOOK-KEEPING.

In the first, the presumption is that we are not indebted at

present to R. Smith for more than our own share: in the
second, that, we are indebted for the whole—to R. Smith, not
only for onr |- but his also, and to James Heaton for his ^. The
dosing entriee must correspond to the opening entries in each

OBse. The pupil will see that the difference between the two
methods is in the opening and closing entries. The above
entries will, of course, indicate the journalizing. 1£ is usual,

in posting from the Journal, to bring the last five items on
Dr. side in one sum under the term '' Sundries.*' The first

method is the more correct one.

COMMERCIAL CALCULATIONS.
As the pupil may be supposed to be familiar with the method

of calculating Interest, Discount, Exchange and Simple £Iquar

tiom. of Payments, we will give here only the method of

EQUATING AN ACCOUNT.
Suppose the following to be Abel Bond's account in onr Led-

ger, and it be I'equired to equate it, that is, to find at what time
the balance of the account, $225, should be paid, so that neither

he nor we shall be the losers in regard to interest.

Db. ABEL BOND. Cm

1876 •1876

Apr.
May

3 To Mdse at 3 mos 220 Op July
125(X)ilSep.

1 By Cash 2C0 00
1 u a 5 u 17 " Note at 3mo 300 00

«'
15 <i << a <t

200,0() Oct. 3 •* Cash 150 00
Ju e 24 <( << u (> 140 00
July 1

« «< g It 190 00

First ascertain when each amount becomes due, and then

assume the latest date upon which any item on either side

becomes due as the dale of settlement. Multiply each item on

both sides by the number of days between its date and the

assumed date. Find the sum of the products on each side, and

divide the difference between the two sums by the balance ol

the account. The quotient will be the number of days that th«

assumed date is out of the reckoning.

If the difference of products and the balance of the account

fall on the sanu .4de count backwards ; if on opposite sides coum
forwards.

190



BOOK-KEEPING.

lebted at

: in the

nitb, not

J J.
The

8 in each

i the two

ae above

is usual,

items on

The first

le method
pie Equa-

of

1 our I»ed-

what time

lat neither

Cm

lO

20O 00
30000
15000

and then

either side

bh itora on

and the

|h side, and

balauco ol

lys that thf

Lhe acoouni

sides count

EX^IMPLE.

187fi Am'ts I Days.

July 3 220
Oct. 1 126
Nov. 16 200
1877

Feb. 24 140
April 1 190

875
650

225

Products

272 598-40

182 22750
137 I 27400

1876

July 1

Dec 20
Oct. 3

36 5040

115030
112400

2630

n

Am'ts.

200
300
150

Days.

274
102
180

Prodtfots

660

54800
30600
27000
»

112400

The differences falling both on the
same aide we count backwards 11

days from April Ist, which brings
the equated time to March 21sty

18V7.

Any other date ta&j be assumed. If the earliest date had
been assumed, the direction of counting would have been oppo-

site to that above ; the general rule being—when the differ-

ences fall botli on the same side, to count from the assumed date

in the same direction as the other dates are in regard to it

;

when tbe differeuces fall on opposite sides, to count from the as-

sumed date in an opposite direction to that of the other dates in

regard to it.

The thoughtful pupil will readily see that if he multiply tha

difference of the products by the rate per cent, and divide by
36500 he will have the balance of interest, on April 1st, and
therefore the amount which esttles the account at that date.

Another method of finding the average date is to ascertain

what the balance of iniereat v/ould be at tlie assumed date of set-

tlement. If the balance of interest is in favor of Abel Bond,
he is entitled to keep the balance of the account long enough to

|jroduce that interest ; hence tlie trtu date will bo subsequent to

che assumed one, and we must cowat forwards, and if the balance

of interest is against him, the true date will be just as long

before the assumed one, nnd we must count backwards.

As, for the pur[)ose of merely equating the account, it is im-

material what rate per cent, we take so long us we use the same
for both sides. wi« ohoose 6%, and leckon 360 days to the year.

Iftl
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EXAMPLE.

1876. Am'to. Days. [nt'st

»

July 3 220 272 9.97

October 1 125 • 182 3.79

Nov. 15 200 137 4.57

1877.

Feb. 24 140 36 .84

April 1 190 —

875 19.17

650 18.73

225 .44

1876.

July 1
Dec. 20
October 3

Am'tt.

200
300
150

650

Days.

274
102
180

Int*st.

9.13

5.10

4.50

18.73

The balance of interest Ls against A.B.
Hence, fur the payment of 922 S to lettle

the account, it should have been paid aa
'.onj; before April 1st as it would take to

ErcMluco 44 cents interest; viz., 11 days,
ringing the equated tim« to March 2l8t,

'1877, as above.

The student will perceive that the principle observed here is

to charge Abel Bond with the interest on the various amounts
received by him from the time of their becoming due in Cash to

the assumed date of settlement, and in like manner to allow or

credit him with interest on the sums paid by him. A careful

examination of the two methods will show that they are essen-

tially the same, for if we divide the difference of the products in

the first by 6000 we obtain the balance of interest, 44 cents

nearly. The reason of this is plain. Tiie interest on $220 for

272 days, (using for convenience the same rate as above) is

- ^ 220x6x272 220x272 ^^^^ , .,, ^,

^^"^ ^ —36000 6000- =^^-^^' *^^ ^ ^^^ *^*

rest. Now, in the first method we simply write down the pro-

ducts, reserving the division by 6000 until we arrive at the

difference of the products. Indeed, if we divide each individual

product, the sums of the debit and credit products, and the

difference of these sums, in the first method, by 6000, we shall

find the quotients to agree respectively with the corresponding

amounts of interest in the second.

The number of days to be counted from April 1st is more
nearly 12 than 11, but we have chosen to give Mr. Bond the

advantage of the fraction.

If he propose to give us his note with interest for the balance

of the account it should be dated March 21st, 1877.

If he propose to settle the account on the 1st of April, 1877»
he should pay $225.44.

There are other ways of equating an account, but our (^MOf
.forbida us alluding to them.
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CLASSIFICATION OF ACCOUNTS.

Acconnts have been clafwified in various wayi, bat w will

here mention only four of thcfw :

—

I. The oilier writers geneniUy divided them into PertOnal|
Real, and Fictitious or Nominal.
Personal.—Tliose in the namen of the persnns with whom

-we do biiHinesH on credit ; as Roliort Smith, Charles AdiOf
etc.

Real,—Those representing property, as Cash, Mdse., Baal
Estate. Railroad Stock, Bills Receivable, and including
also Bills Payable.

Fictitious or Nominal.—Those representing the different

kinds of expenses, and various other causen which add to,

or take from, the gain wliich the Mdse. Acct. mfliy show ;

—

as Interest, Commission, Expense, the Loss and Gain aoot,

proper, and including also Stock acct.

VOTE.—1( a Bank Account )m kcnt. lomfl call it a Real aoeoiint, M It reprwmitf Cmik
immediaUly awtilabu : others a I'trannai accnunt, aa tb« Bank stMuls nlat«ilteas
aa Dr. or Cr. lo tbe uune way aa any penM>n dooa.

II. PevBOZ^pl ^^rrr.v**. ^J^or^erty acconnts, and accounts

ofCauses ; con-esponding severally with the divisions in No. I.

III. Personal and Impersonal ; or accounts of Personi
and Things.

Personal.—All persons with whom we do business on credit,

including Bank account, and the proprietor's investment to*

count, called Stock or Capital.

Impersonal.—All not perftonal ; that is, those representing

things—not only material, tangible things, such as Cash,

Merchandise, Bills Receivable, Bills Payable, Railroad

Stuck, Real Estate, etc., but also anything in the sha|>e of

accomvfiodation or advantage received or given by us, and
having a money value in relation to our business.

IV. The most practical division is into Asset and Lia*-

\ bility accounts, and LOSS and Gain accounts.

Asset and Liability accounts.—Those whose closing entry

shows an a^et or a liability ; as, Cash, Bills Receivable,

Bills Payable, Bank, Robert Smith, Robert Smith's Con-

signment.

Loss and Gain accounts.—^Those whose closing entry

shows a loss or a gain ; as. Merchandise, Real Estate, Bank



BOOK-KKEPINO.

Stock, Shipment to Hamilton, Commission, Tnterest, In*

taranoe, Expense, and the Loss and Gain account proper.
VOTC—Any tf$eulattv« prtftrly on huid, m found by Ukiny >loeii, lit mi oMtC
Of these classifications, III. and IV. seem to us the only

ones of any special value. The foriuer affords the means of

showing the reason for debiting and crediting accounts of things

am well as accounts of persons. The Iatt.«« is of practical utility,

in leading um direct to the great end of all account-keeping,

namely, the present financial condition of the business^ and the

ways and means by which from a known previous condition the

present one has been attained.

NOTE.—The tenni Ileal and Hepretentutivt b»T« been applied by Mnne to the two
dirjtions in Mo. IV. A* theae terma, oowever, are used by othen in a different aenae, we
have preferred, rather than oonfuee the atudent by the uae of terma so differently i^
riled, to oall tbem aimply Asaet and Liability aceounta^ and Loaa and Qais
Bm fomar aM aometlmee called ».«taU Aee«unU,

u
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EXAMINATION PAPERS
ON

book:-k:e:c:piivo9
SXLKCTBD CHIEFLY

FROM THOSE PREPARED UNDER THE DIRECTION OF
THE EDUCATION DEPARTMENT FOR ONTARIO.

HOOKD CLASS CIRTIFICATBB. iULT, 1I7L *}

TiMX—One Hour and a Half.

L OOMrfb* th* OMh Book, Joimutl, L«d|r«ruid IniroiM Book.

t. Ton commenM boalnMa with $5,000 cnAh, and $6,000 goodi parehwadtrMBA. B
•t montlMi Shew what accounts you would upon.

$. Wkat acoi>unta would be affected, and how, by the following «ntri«

:

(1) Sold goods to A. on account, $600.

(D Sold goods to B. to the amount of $1,000, receiving $000 oash and hit note ••
4 monUu, payable at Bank of Toronta

(f) Bought good! from C, $1,600, paying $000 caeh and giving mj note at 4
monthi, payable at Bank of Commerce.

(4) Had B.'e note di^ooonted at Bank of Toronto atS per cent

(B) ReoeiTed a legacy of $800, -
i. IFbat ia the object of the ProUt and Low aceoontt When do you debtl and egradll

ht
Ik Deaaribe the stepe you would take in cloahig a aet o£ hooka.

rifiST CLASS OKRTinCATES. AtTOUST. im«

Time—Onk Hour and a Half.

' I What 1i the object U bookJiMointrT Stnto the hooka ommUj
wsoleaeh.
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1 W)mtlitlMdlftlQ«tloatMlwMiirMlMidifltNlowi

a. Stet* falir bow yon b»l«nM Ui« toUowiof amamam
(a) Oooda.

(ft) Profit •nd LoML

(e) Balaniie.

ft. What If neant by » trial balance? .

lb Jovrnalin th« following trannetloiM t—
(a) Bought front Mclfa«t«t ft Co., M piMM dolh. Mat ^nhiff tt JV&B «M^

•t 931 per yard, -fid oaab 11,000, and gave my oote at 4 nootha to
remainder.

<») Bold to John Hmith, good* 9900, rwseived In CMk flfO, and hit nole all
monthfl for the rMoiainder.

(e) Diacounted the above note at 7 per oeal

(d) Loat my pocket book containing f160.

(«) The pocket book waa found a few daya after aad raUumd; wkn I gftfi

|10 to the flnder.

•b Shew how to average an account. Bought gooda from A. R. Ilellaater 4 Bra. ai

per invoice : April 4th, 9800 on 4 raonthn ; May 16lh, 9B80 on 6 montha : June
12th, 41,020 ou 4 montl)8. Paid on account. Hay SOth, 9760; June tth, 9790:
July lOtb, 9300. When muit I pay the balanoe ?

I

riR£T CLASS CERTIFICATE—DECEMBER, 1874.

Time—Onb Hour and a Quarter.

L Are all the Real Accounts closed To or By Profit and Losaf OIt* raaaon for your
answer,

t. Gtplain how the following accounts are closed : Profit and Low, Stock, Balance.

9. Define Bill of Lading, Bonded Goods, Bill of Entry, Conaigbment, Manifest, Letter
of Credit, Salvage.

4. Shew with example how to " average an account."

6, 8hew how to Journalize in the following cases:—When T sell gooda of one sort for
part goods of another sort, part cash, part hills, and part credit. When I buy
f^oixls of ntie sort for part goods of another sort, part credit, part cash, and part
>ill!4. When I receive a legacy in houses, or lands, or gooda. When I buy a

bill of another for ready money and receive discount When I eel! a bill for
cash and give discount. When goods bought on credit, are sent to sea for my
own account'. When gooda arc sent to sea for my Factor's account, which were
formerly entered in my books. Wlicn the goods of another person are inaured by
me an<i I receive the money, (1) jiresently, (2) not prUaently. When goods of

' my own that were insured are cast away at sea. Wlien the insurance is paidXo
me after 1 have entered the circumstances in my books. When goods in Com-
gny are sold by me on credit When gooda of my partner are brought into

mpauy.

1ST CLASS CERTIFICATES—JULY, 1876.

ffai

Time—One Hour and a Quarter.

I. Olve In fall your method of closing • set of Books (Double Entry).

n. CSaasify the following aeoounta for closing purpoaea, aad explain howwab
ladoiad—SttMdi, Oaab, Marebandise, BaUinoa, Bank, Bank Stock.



BOOK-KIEPINa

MDiT

(m) John

O)

1V>BUlt-B«MlT»bl«i

IhlpBMIrt
A. Low,

to A. Low, Dr.

To MorehaadlM..^.
N CMh

nthata

Doioai

iipkw

I Bra.M
f ; June

1100 00
I'iOOOO

1400 00
7*0 00

• • • • • 1

1

ISO 00

• m,

1100 00
lOMOO

for your

luioe.

It, Letter

•ort for

on 1 buy
and p«rt

I boy «
bill for

for my
ich were
lured by
goods of

paidHo
in Cora-
ght into

(9) JobaBoory, Dr
To John Henry's Coiurignintnt ISO 00

IV. JownmllM tho following trMiMotiom, poet and cloee the Ledger ^-
July lat, 1870 Inveeted In basineea, CMh, 9400 ; merchuidlae, tUfiO ; • note fo*

•OOO in fftTor of John illll. algned by W. WiUinir*. and eiwinme*! by 11-

Cooper, dated May 18tb, 1((7&, at 00 daya ; an actcepUMi draft tor IThjo, drawn
by U. Simpeon ou George Dean, May lOlh, lH7ft. at OU day*, and accefitiNl

May 16tb ; R. Manning's account, OaOO ; Ileal h^ute, 9H,im. 2nd. Hfjld

McCrea, Brothera, niorchandlM a» |>er invoice, I'JOO ; refelvod In (layment
cheque on Ontario Bank for $100, their note to lalaiioe. 8r<l Mhl|i|ied H.
Manning |3,000 worth of merchandise, one-halt (rum my iturcli'nirfv, l>ulance
bought from J. Heal on my note at 80 liuyu. 4th, Itmroivad frftm H.
Manning his second oonsignment, ooniiisting u/ 100 bbia, flour, invoice'l at
tS per bbl ; paid freight and draya^e on same by che«|ue, IimO. Oth. Mold
B. Dunn lOObbla. flour, from R. Manning'* ooniitrnnimt No. S, at |l'i.00
per bbL ; received in payment a cheque on Bank for 9liU0, an order on A. R,
for 160, cash for balance. lOth. Closed R Manning's conniifninnnt (No. i%
•nd rendered him an account-eales of ttie t>anie ; our charge for HU*rage, ke.,
•ommlMion, 940 ; B. Manning's net proceeds remitted in ua«h, ^1,0*20. 10th.
Received acooont^ales of merchandlne shipped It. Maiinliiir uu the Srd Inst.,

•80 ; accompanied by a cheque for amt of our net nrocecdN, |33,M)0, whleb
I deposited ID Bank. Mercbandiseonband. as par inventory, |3,'J&0. 00.

f. Write out the Business Forms nqoirsd In the preceding qoestiwu for the 1st
Snd «l the month.

•lOOND 0LA88 CEBTiriCATES-JULT, ItTA

TiMB—Onb Hour and a Quarter.

L Whldi do TOO contfder the more satlifaoCoiy system of Book*kseptn^, Blaft* «a
Doable Entry T Give your reasons in fulL

R Sxplain the following terms as used in Book-keeping: Bills Payable, Stock, 8hlp>
ment, Consignment, Account Sales, Acceptance, Drawee, ProtOHU

R Joomalise the following. Give your nile, and show that it is satisfactory whea
applied to these partieolar entries

:

(a) July 1st, 1876. I commence business inventing as follows :- Cash
$5,000, Mdae. •2,500, Wood (or um« in Store |luO. 1 owe on a note,
favor of John Thompaon, dieted June 1st., at t moe. $1,200 wlUi one
month's interest on same •&

(b) Bought of John JonM Mdse. aa per invoice $1,200. Gave In payment
my note for 9600 at 30 days. Balance on account.

(e) Rec'd. from Uerry Kerr 100 Bbbt. Flour invoiced at $«< per bid., to bt
sold on bis aoeount and risk, paid drayage, Ae., by au order on W.
Smith $40.

^ HlMllkjr Book •ntries corraspondiog to the following Joomalealriaai

#



BooK-Kiiraia

|i)irdMiDr.— - «•

To John Wallur.

(b) BiItoP»7»bl«, Dr..
To Bank
" Win.W«*t.
' Dtecount .

1 «0
1
^^

•0
00

m
800 00

iOO
450
60

l,«0O 00
1.000
600
100

(e) Shipnent to A. B. Dr.
T»MdM 1,000 00"CD 600 00
•• Cash 100 00

§, GIt* Day Book mtrtM corre«pondin|f to the followinir entriM found in MdMi
account, and doM tb« account, given that $2,000 worth of MdM. atiU ramaini
unaold:

Dr. Mdsk. Ca.

•0
00
00

July 1

8
6
8
10

To Stock
" SuDdrlM
<' Billa Receivabla
" Wm. Cooper . ,

.

"John Smith

13,000 00 J017 1

640 00 4« 8
820 00 i<

800 00 <« 8
410 00 l<

<4 10

BvCaah
'^ Billa Payable....
" JohnJonea
'* Shipment to A.&
" Billa Hecelvabto.
" Bank

800
ISO

1,200
1,800
1,600
100

00
00
00
00
00
00

NORMAL SCHOOL FOR ONTARIO.
FORTT-NINTH SESSION-JUNE, 1878.

riRST AND SECOND CLASS CERTIFICATES.

Time—-Two Hours.

L Divide thefeDowingr aceonnts into Personal, Real and Fictitiona, tIi. :—Caah, A. Bl,
Bank of Toronto, Interest, Real Esute, C'ommianion, Billa Receivable, Mdae.,
Expenae, Bank Stock. Billa Payable.

i. Divide the aame accounts into two classes, one ahowingan aseet or • liability, the
other a loss or a gain.

t. 8aj which of the Real accounts in No. 1 belong to the class of accounts showing
Aaseta and Ltabilitied, and which to the Loss oiid Gain accounts. Explain how
you would distinguish t)etween them.

A. The books of original entry hein)? the Cash Book, Sales Book, Invoice Book, aod
another for miscellaneous entries explain the use of each.

6. Draw oat a form for a Bill Book, and explain its use.

& Describe the mode of posting direct from the Cash Book and InvoffxBoolE.

I. Journalize the following Day Book entries

:

(a) Began business with Cash $10,000, of which $3000 in borrowed from M. N. on
our note

Aim, C. D. owes us $400 on hi!< note, and $300 for which we hold no not*.
Weowe E. F. on book account $200, and O. 11 on our note $100.

^) Sold A. B. goods $000, and received on account, Caah $400, and R. 8.'a not*
for $200, on which he allows us discount $1.50

ifl) Bought from Bank of Toronto for Cicsh, Bill of Exchange on City Bank,
London, Elngland, for fMO Stg., and remitted the same to Benjamin
Worth, Ifaaaheater, England, id settleutent ol aoeoonk Buhauge a*



BOOK-KKIPINO.

iL U. mmI C D. ai« la partMrthlpL On ^.^.^ «^ .....^ ..^
AMoonto Md Um Lom and nln Mooonto «r* m toUova :—A.
taboo ; C. D., Dr. 9400. Cr «!100 ; Low and Gain, Dr. «tOO. Cr _... _
&• aal gala, and each partnar*! praaant uat capital. Kaquirad alao tb*
UaUllelM at tlM eoncaru. tha Dr. atda of Balanoa Aoot baing iM^HMi

Raqolrai
• pNMai

800 01
IftO 00
,200 00
,800 00
600 00
100 00

FINAL EXAMINATION.

ninnH ussion, decimbbb, un

FIRST AND SECOND CLASS CERTIFICATES.

TiMB—Two Hours.
1. Balora dodof Mdaa., Bank Btodt, Raal EaUta, or any tpeefOatim , _,

acoooLt, with a rtaw to And tha gain or loaa, what muat ba flrat takaa Into
aidaration, and what must ba done with it?

1 Wnat doaa the Loai and Gala aocount oontain whan oomplatad t What doaa tha
Balanoa account contain T

I. In a buainaaa wbara tha tranaactiona ara aoma for cash, and aoma on tlraa, althar bj
Dota or not, name tha accounta which will be clused into Balance, and thnaa
which will ba doeed into Loaa and Gain, stating the aide o( theaa two accounta
to which tha oloaing entriea will ba trauaferred.

4. <Uva an example of a sale for caah, one receiving the bajrar*a note, and ona «
aooonnt Olva Day Book and Journal entrieN.

gk O^y an euunple of a purchaaa made by us, we (riving in ra\-ment part caah, pait
our own note, part anothar'a note, and cheque ou Bank for balanoa. Oiva otf
Book and Journal entriea.

€. Joumaliia the following:—
1878, Nov. 2ft—Received of A.& his aocepUnoe at one month. liMl

S7—P»ld A. &'• Bill into Bank for discount
Bill lAMOO
Discount .... t 25

* 447 76

T. Why ta it that whan a eonslgnment of goods is made to tw to be aold on aoeoont of
another, we do not enter in the Ledser the value of the goods, while, 11 w« con-

aign goods to another to be sold by him on our account, we do enter the valut

flC tha goods?

t OiT* an example of an expenditure which would be more properly put in Privaila

Aocount than is Expense, and one which would be more properly put in

Capital or Stock than in either Private or ExiH;nse. Give a case of cash going
out of our possession for which no account but Loss and Gain, could well ba
debited.

0. frtHD the following Trial Balance And each partner'H urcaent net capital, arranging

the entriea in the Partners' accounta, the Loss and Gain and Balance aceouots,

aa tb«y would be in the ordinary clotting of the Ledger.

t3888
888S
S8JM

4000
8500
478
0M
251
07S
7000
000
100
1»

•1000 R. S. (Capital)

M. N. (Capital)1000
1000 X. Y. (Capiul)

B. 8. Private i200
100 M. N. (Private 1

100 X.Y. (Private

TOOO Cash
4500 Ontario Bank
»78 BilU Beeeivabla

M4 Bills Payable
861 A.&
47S C. D.

10000 Mda& (unsold 8S800)

1200 Ontario Bank Stock (unaoU |600)
150 Interaat

180 OommiaskNi
108 bpwaa



ko»

Am

Ball

Ball

Billi

Billi

Bill

Bill

Capi
Casl

Che<
Claa
Cloa
Ooni

Day
Dayi
Doul

Dr. I

Draf

Dae

Eqni
Eqai
Enrol

ExM



INDEX.

Aoo0pted Dnfl, fonnof t
ikoooant, nature tyd form of an 7

4ooount, examplM of independent 12
" examples of connected |9
" object of a wt of 3, 29. 102
** averaging of 190
" clauifioation of.. 193

Aaaeta, nature of 3

Balance, the meaning of the term in closing entries 130
Balance Account, remarka on 134

" Sheet, remarks on 126, 187
" •• forms of 41, 66, 82, 88, 1?25, 188
" Trial, remarks on 123
" •• forms of 122, 124

Bills and Notes, remarks on 144
** journalising of .*. 161,152, 163

Bills, Due, forms of 97
Bill of goods, forms of , 94
Bill Book, remarks on 61

form of 74, 160

Capital or Stock Account, remarks on 20, 27,46, 134
Cash Book, remarks on 60, 106

forms of 71, i78
Checks, journalizing .. 163
Classification of Account^ r. 193
Closing Ledger Accounts, remarks on 129
Consignnuents, remarks on 162

Day Book, remarks on 44, 60, 104
Days of Grace 144
Double Entry, fondamentid principles of 28, 103

" how it differs from Single 28, 90, 102
Dr. and Cr., remarks on their use 11, 106
Drafts, forms of : 2, 99, 100

** journalizing 152
Due Bills, forms of 97

Equating of Accounts 19C

Equal Orbits and Credits, a finulamental principle of D. E 28, lOf
Errorj, detection and correction of 131

FTanrinatfawi Papers i, ti, iii, tr, ,



twnwjL

0«Mrml 8UUiii«iit| fonnt of, Singl* Entiy 41, 66, 88, 88
" •• •• Double Entry 126,188

IntorMt Aooonnt, remarks on 128, 148
Inventorv Book, remarks on 62
lAToioo Book, remarks on 01, 16ft

•• form of 178
Invoioes, forms of.. M
Journal, remarks on 104
Journal Day Book, remarks on 157, 164

•• •• form of , 158, 170
Journalising, general directions for 105

Ledffer, remarks on .28,45, 107
•^ Single and Double Entry, how tiiey differ 28, 90, 102
" Accounts, remarks on closing 120
" ' order of cloning 131

hedgfur Postings, proof of, in Single Entry 60
Liabilities, nature of w 4, ^

Merchandise Account, how closed 130, 13'(

Merchandise Go. Accounts, example of 180

Notes and Bills, remarks on ... 144
" <• discounted 151, 153
•« " wnewaTof 153
" " protested for nun-acceptance 152

" protested for non-paymei^ 152«*

Orders, forms of 96
Object of a set of Accounts 3, 29, 102

Posting, on 46, 108
Promissory Notes, forms of I, 97
Proprietor's Investment Account, remarks on 20, 27» 46, 134

. •*
.

*

Receipts, forms of , 92
Sales Book, remarks on 165

form of 176
Shipments, remarks on ... 151

Single Entry, how it differs from Double Entry.... 28, 90, 102
" defoctsof 89

Speculative Property Accounts, remarks on 130
Statements, forms of, Single Entry 41, 66, 82, 88

Double Entry 126, 188
Stock or Capital Account 20,27,46,134

Trial Balanee, remarks 9n 123
" lormsol 122,124



M. tt.88
..lt2fi, 188

.128, 148
62

...01, 165

.. .. 173

96

104

.157, 164

.158, 170
105

>8, 45, 107

18, 90, 102
120
131
60

4, «

...130, 133
181»

J44

...151, 153
... 153
... 162

... 152

.. 96
3, 29, 102

....46, 106
..I, 97

:7, 46, 134

... 92
,.. 1G5
... 175
... 151

18, 90, 102
. 89

.... 130

S6, 82» 88
..125. 188
27, 46, 134

.... 123
...122, 12«
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W. J. OAOE & CKra,

Ust or EMonal FfltUois,

FOP SCHOOLS AND COLLtGES.

UATHBMATIOS.
VWtOB.

BAMBLIK SMITH S ARITHMXTIO.-An Ad-
vanced troati»e, on t,he Unitary Byatem, by J.
Hamblin Hmith, M.A., of OonTille and Caiui CoI<
leses, and lat« lootarer of St. Peter's College. Cam-
bndffe. Adapted to Canadian Kehooli, byTnnmas
Kirkiand, M.A., Rclence Master, Normal School,
Tdronto. nnd William Hoott. B. A., Head Matter
Modol Sohool for Ontario, Ath Kdition fO 75

EXiY.—A complete Key to the above Arllhmetio, by
the AuthorB a 00

**I connidor Uamblin Smith's Arithmetic by Kirklani and
Scott, and Hamblin Smith's Alf^ebra, with appendix by Mr.
Baker, admirable works, far better adapted for use in oar
schoolsand for private study than anyother similarworksthat
I know of. They will soon, I have no doabt, sapersede text-
books hitherto used in our schools, as they have already
done in the Gait Collegiate Institute."—ille«. Murray, M^.,
Mathmiatioul Matter Oalt Collegiate IriBtitute.

EIRELAND A: SOOTT'S ELEMENTARY
ARITHMETIC.—An Elementary treatise, on th«
Unitary System, intended as an Introdactory text-
book to E[amblln Smith's Arithmetic, by Thomaa
Kirkiand, M.A,. Science Master Normal School,
Toronto, and William Scott. B.A., Head Master
Model Sohool, for Ontario ; 40th thoniand within
firatyearof itn ianie 2S

" Introducing FrnctinnR immediately after tta« ' Simple
Boles' will be nailed by all practical teachers as a step in
the riftbt direction. I shall advocate the exelusive nse of
yonx work In all elementary schools, as my past experienoe
enables me to estimate its value "—John Maeoun, M.A.,
F.L.8^ Mevtor 9f dUfgrt Coll0g9 Qrammar Softool, Bclle-
viOe.

^
'/



W. J. GAGE A Co'sEdncational Series.

PBZOS.
MoLELLAN ft KIRKLAND'S EZAMINA- .

. TION PAPERS IN AKITHM£'1'IC.—A complete v.

Mriefl of Problems, designed for use in Schools and
Colleges, and especiairy adapted for the pre-
paration of candidates for Teachers' Certificates,
by J. A. McLellan, M.A., LL.D., Inspector of High
Schools, and Thomas Kirkland, SC. A., Science
Master Normal School, Toronto. 4th Edition 1 00

MoLELLAN ft KIRKLAND'S EXAMINA-
TION PAPERS.-PAKT I.—Containing the Ex-
amination Papers for admission to High Schools,
and for Candidates fur Third-Class Teachers' Cer-
tificates SO

HINTS AND ANSWERS TO MoLELLAN ft
KIRKLAND'S EXAMIMATION PAPERS, contain-
ing answers to Problems and Solutions to all difll-

cult questions. Prepared by the authors. 2nd
Edition 1 00

The leading American Educational Journal (National
Feachera' Monthly) says of McLellau and Kirkland's Exam-
ination Papers:—"In our opinion, the best collection of
problems on the American Continent."

SMITH ft McMURCHYS ADVANCED ^
ARITHMETIC 50

SMITH ft McMUHCHY'S ELEMENTARY
ARITHMETIC 25

MoLELLAN*S MENTAL ARITHMETIC-
PART I. Contaiuing the Fundamental Rules,

' Fractions, and Analvpin. By J. A. McLellan, M.A.,
LL.D., Inspector of High Schools, Ontario. 2nd
I^ldition , 30

HoLELLAN'S MENTAL ARITHMETIC-
PART II. By the same author, fully treats Per-
centage in its various applications. General Analy-
sis, Stocks and Shares, Interest, Discount, he, Ac,
and gives practical eolutionB of ulmo:.t every type
of question likelv to be met with in any treatise on
Arithmetic. 2nd Edition 45

" His treatment of the subject baa been bo practical and
skillful that teachers have frequently expressed the wish
that he would prepare a text-book on Mental Arithmetic.
The volume before us, Part I. of the work, treats systema-
tically and comprebensivelv of the fundamental rules, frac-
tions, analysis, reduction, dec. It contains about 1,200 well
ffnAed practical problems. We c&a recommend the book
to all teachers of arithmetic."—LojifloM Advertiser. ^^
JUVENILE MENTAL ARITHMETIC - By

'*'

-. JobnF. btoddsrd,M.A ,„ OU



•/

^r. J. GAOS A Go>> Educational Seriei.

PRICB.
BAMBUN SMITH'S ALQEBRA.-An Elemen-

tary Algebra, by J. Hamblin Sonitb, M.A., of Oon-
;Tilleand Cams Colleges, and lat« Lecturer at St.

Peter's College, Cambridge, with Appendix by
Alfred Baker, ]B.A., Mathematical Tutor, Univeraity
C^ege, Toronto ^ 90

KEY.—A complete Key to Hamblin Smith's Algebra. 2 75

"Arrangements of subjocta good ; explanations and proofs
•xhanstive, concise and clear ; examples for the most part
from University and College Exnmination papers are
nnmerons, easy and progressive. There is no better Al-
gebra in use in our High i^cbooln and Collegiate Institutes."
—Oeorge Dickaon, BJL., Head Master Collegiate Inatitute,

BOfmilton.

HAMBLIK SMITH'S EXERCISE IN AL-
GEBUA. PAKT L 75

OROSS' ALGEBRA.-PART n. By E. J. Gross.
M.A., Fellow of Gonville and Caius Colleges, and
Mathematical Lecturer at Gerton College, Cam-
bridge 2 SO

HAMBLIN SMITH'S ELEMENTS OF GEO-
METKY, containing Books 1. to VI., and portions
of Books XI. and XTI., of Euclid with ExerciKos
and Notes, byJ. Hamblin Smith, M.A., &c., and
Examination rapers, from the Toronto and McGUI
Universities, and Normal School, Toronto 90

HAMBLIN SMITH'S GEOMETRY.-BOOKS
I. and XL, with Exercises, dtc 30

HAMBLIN SMITjH'S GEOMETRY.-BOOKS
II. and III., withExercises, ic 80

POTTS' EUCLID—Containing the first six books
with explanatory notes ; a series of questions on
each book ; and a selection of Goomitrieal Kxor-
oises from the Senate, House, and College Exami-
nation f*apers ; with hints Ac, bv Robert Potts,
M.A., Trinity Collf>go, with Appen<lix by Tbomao
Kirkland, M. A., Science Master Normal School.
600th thousand 60

POTTS' EUCLID.—BOOKS I. and IL, with Exer-
ciBCH 30

POTTS' EUCLID.-BOOKS II. and IIL with Ex- .

„ ercises 30
' I shall recommend Pott's Euclid to the teachers In

training as a book of invalual'le use."- -W. Crochett, A.M.,
^rintipal Normal Training School, Neic Brunawick.



Vir. J. GAGE St Go's Educational Series.

PBICX.
KIRKLAND'S STATICS —An Elementary Treat-

ise on Htatics. By Thos. Kirkltind. M. A., Science
' Master Normal Bobool, Toronto, with numerous
examples and exercises ; principally denif^ned for
the use of candidates for first and nefoud cIubh cer-
tificates, and for the Intermediate Exuiainatiou.
4th edition 1 00

"It sapplies a great want felt by those preparing for
Teaoherr Certificates. This -did it poHsess no other merits
—should make it a great success. It is by far the buRt text
book on the subjeot for the schools of Ontario I have seen."
Oeo. Baptie, M. A., M. D., Science Master Normal School,
Ottawa.

HAMBLIN SMITH'S STA.TICS.—Ei^kmentary
Statics. By J. Hamblin bmith, M. A.. Gonville
and Caius College, and late li^cturer at. St. Peter's
College, Cambridge, with appendix by Thomas
Kirkland, M.A., Science Master, >iormal School,
Toronto 00

HYDROST4,TICS.— Elbjtrntabt Hydrostatics.
, By J. Hamblin Smith. M.A., Gonville and Cuius (Jol-
'
lege, late lecturer at St. Peter's College, Cambridge. 75

KSY.—A Key to Hamblin Smith's Statics and Hydro-
statics in one volume 2 00

TRIOONOMETRY.-ElementartTbigonometry.
By J. Hambliu Smith, M.A 1 25

KEY. A Key to Hamblin Smith's Elementary Trigo-
nometry .^. y a £0

ENGLISH.

ICASOirS ADVANCED GRAMMAR.-Inolud-
iug the pi'iuciples of (jraminaticol Analysis. By
C. P. Mason. B.A.. P.(,\P., fellow of. University
College, London. Enlarged and thoron^hlv revised,

with ExaTnination Papers added by VV. Houston,
M.A, 27th edition 75

" I asked a grammar school inspector in the old country

to send me the best grammar published there. He imme-
diately sent Mason's. The chanters on the analysis of dif-

ficult sentences is r f itself sufficient to place tho work far

beyond any Enpllsh GrRinin.u- hitherto before the Canadian
fxiblie."—Alex. Sim*. M.A, U M.HS, OakvilU.



yv, J. GAGE & Cob Educational Serial.

PHXoa.
MASON'S ENGLISH GRAMMAR.-(Common

Uchnol editinn) witli copiuua t.nd oarefullj grailod
exercisoB, 243 pages tO

MASON'S OUTLINES OF ENGLISH GRAM-
, MAIi, for the uHo of junior uIahhus 80

ENGLISH GRAMMAR EXERGISES.-By C.
P.Masou. Iteprlntod from Com. 8ch. KcUtion 3b

MILLER'S SWINTON'S LANGUAGE LE8-
KUN8, (roviif'd edition), adapted as an intmdiio*
torv toxt-book to Manon'ii Granirnar, bv J. A. Mao-
millnn. B.A., Ottawa olIeKiaie Inntitute. It con-
tnina the Kxnitiitiation Papers for admifiiion to
High Schoolfl, and teaoiioa (grammar and composi-
tion simultaneously. 5th edition, 40th tbouMod... 3S

" In accordance with a motion passed at tb« last r«Kalar
meetingof f te County of Klgin Teaohen* Association, ap-
pointing the undorRicnod a Committee to consider the res*
pcctive meritB of different Eneliah Grammars, with a viev
to 8u?geBt the moat suitable one for Public Schools, we boK
leave to report, that, after fully oomparinff the various edi-
tionKtliat have been recommended, we believe that 'Mil-
lar's Sw'inton'fl Language Lessons' ia the best adapted to the
Wants of junior pnpils, and would urge its authorization on
the Government, and its introduction into our Public

Schools." (Sisncd.)
A. F. BuTXER, Inapector.
J. McLean, Town inapector.
J. MiLLAn, M. A., Head Master St. Thomas Hiah Bebool.
A. Steei.k, B.A., Head Master Aylmer High 8<'liool,

N M. CAHFBKiiT.,, Head Master Co of Elgin Model Hohonl.
It was moved and seconded that the report be received

and adopted. Carried unanimously.

NEW ENGLISH GRAMMAR.-In three parts:
Etvmologv, Syntax and Analysis. Ky William
Rwinton. A. M. lievised by J. R. Calkin, M. A.,
Principal of the Normal School, Tniro, N. 8 60

DAVIES' INTRODUCTORY ENGLISH
GBAMMAlt ., SIS

DAVIES" NOTES ON 5TH READER.-Llter-
arv Extracts Holocted from Hook V of the anthnr*
ized series of Headers, for "Examination in Eng-
lish liiterature," of candidntoa for third clous
certiflcatos. with notes original and selected. By
H. W. Davies, I). D., Principal Normal School,
Toronto. 5th edition tft

MILLER'S ANALYTICAL AND PRACTICAL
OBAMMAB „ OMr
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WUMm
ANALYSIS OF THE ENGLISH LAN-

GUAGE. ByLPlantii'iemlDg, M.A.,DCL. Fart
I.— Grammar. Part II.—EtymoloKioal Derirations.
Part ILL—Praxis. With corrections, adilitlons and
copioiu indices m 1 00

" It is the best book I have ever used on the subject during
an experience as a teacher of two years in Canada and eight
in Engliob Grammar Schools."—<?0O. WfUUut, B. A., U. M.
H. 8., Weatoti.

SPALDING'S HISTORY OF ENGLISH
LITERATXTBE—A UlHTOKY OFEnOLISH lilTKaA*
TTJUK, with an outline of the origin and growth of
the English lanf^iiage ; illnstrated bv extracts. For
schools, acadamies and colleges. By Wm. Spald-
Ing, A. M., late Professor of Logic, Rhetoric and
Metaphvsics, in theJUniversity of 8t. Antbww's.
With appendix by WT Houston, ILA., Examiner in
Ilnglish in the University of Toronto. Mew re-
vised edition —^ 90

MACALLUM'S NOTES OK 4TH READER.
—Literary Kxtracts to aid pupils in preparing for
" Examinations in English Literature" for admia-
sion to High Schools. By A. Macallum, M.A.,LL.B.,
Inspector of Public Schools, Hamilton. It com-
prises biographical sketches of the authors from
whom the selections have been nwde, notes, gram-
matical, critical, &o. 6th edition. Sft

MILTON'S PARADISE LOST.-BOOKS I A H.
with notes on the analysis, and the scriptural and
dasHlcal allusions, a glossskry ofdifficult words, and
a Life of Milton. By G. P. Mason, B. A., F. 0. P.,

fellow of University College, Londdn 8S
" Milton's Paradise Lost, with notes by Mason, possesses

such a number of excellencies that it deserves to come into
general ufl« among students preparing for the intermediate
e\a.minn.tions:'—J. Millar, a. A., Head Master High School,
St. Thomas.

GOLDSMITH'S TRAVELLER AND GRAYS
KLii^GY.—With introduction, life of Goldsmith,
argument, and notes; by C. Sankey. M.A., Assis-
tant Master at Marlborough; and with Johnson's
life and notes by Francis Storr, M.A., Chief Master
of Modem Subjects at MHrchant Taylors' Mchool.
Interleaved edition. Price 40

GOLDSMITHS TRAVELLER.-With Introduc
tion, life of the author, argunient, nnd notes

;

by C. Sankey, M.A., Assistant Master at Marl-
borough CoUage. Interleaved edition. 90
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pRioa.
OOLDSinTH'S TRAVELLZTR. AND GRAYS

KLKliY.—In one voluino ; edited by the Rov.
E. T. St4tvena. M. A.. Oxon. Joint editor of "Tho
Grade I^esson-bnoka." "The Ui>e(ul Knnwlpdgo
Series, etc. ; and the Rev. D. Morria, B.A., Loudun,
author of i'The Cltiofl-Dook Hiaiorv of England,"
etc. Interleaved edition i.9

SCOTTS LADY OP THE LAKE.-Wlth in-
troduction, Lotoft, and KloHsariul index : by R. W.
Taylor, M.A., ARnistant Master ut Rugby School,and
formerly Fellow of Bt. John's College, Canabridge.
Interleaved edition 49

MORRISON'S ENGLISH COMPOSITION.—
For tne use of schools. By Thomas iVJorrison, M.A.^
Beotor of the Free Church Normal School. Glasgow 45

OREIGHTON'S EP60HS OF ENGLISH
UIHTORY—Edited by the Rev.M Creifihtoii, M.A..
late Fellow and Tutor of Merton College, Oxford.
Eight volumes in oonvenieot and cheap form, ad-
apted to Public and High (Schools. Price 20o each.

THE SERIES CONSIST OF:
I. Early England up to the Norman Cor quest. By

Frederick York-Powell, M.A. With four maps.
n. England a Continental Power from the Conquest to

Magna Charta. 106e-'i216. By Louise Creightoa.
With a coloured map ofthe Dominion ofthe Angevin
Kings.

m. The Rise of the Peoplo. and Growth of Parliament,
from the Great Charter to the Accession of Henry
VII, 1215 1485. By James Rowley, M.A., Professor of
Mod. Hist, and Lit.. Univ. CoU. Bristot With four
maps.

lY. The TudoxB and the Reformation. 1465-16)^3. By the
Rev. Mandell Creiflhton, M.A., late Fellow and 'tutor
of Merton College, Oxford, Editor of the series.
With three maps,

y. Struggle against Absolute Monarchy, from 1603 to 1688.

By Bertha M. Cordery.
VI. The Settlement of the Constitution from 16^9-1788 By

James Rowley, M.A., Professor of Modem History
and Literature, Lniverfiity College, Bristol.

VIL England during the American auil European Wars,
from 1789-1820. By O. W. Tancock, M.A.. Assistant
Master King's School, Sherborne, Dorset.

VIII. Modem England, from 1820-1875. By Oscar Browning,
M.A., Fellow of King's College, CambridKo.

" Amongst manuals in English Hintory the Epoch Btiriosl0
sure to take high raxik."—Daily Olobe.
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FOIOIS.

SPOCH SERIES.—PAIIT I. Containing first four
of Heries - 90 M

EPOOH SERIES.—PABt IL Containing last four
of the ttories 80

EPOCH SERIES.—COMPLETE, in one ;rolume... 1 QO

OREIOHTON'S EPOCH PBIMER OF ENQ-
LISH UIBTOBY.—An introluctory volume to
"Epochs of English History." A complete sum-
mary of the hi8t«)ry of Enjiland, in 140 pages.
By Mandell Creighton. M. A., late Fellow and
Tutor of Merton Ccllege, Oxford 90

"The work is admirably done, and it will no doubt obtain
a very considerable sale."

—

Atherueum.
" This volume, taken with the eight small volumes, con-

taining the accounts of the difFeront opocbs, preHeuts '<vluit

may b« regarded as the most thorough course of elementary
Engliah History ever published.— i berdsen Journal.

PINNOCE'S
8TOBYuisa

CATECHISM OF ENGLISH
10

A SCHOOL MANUAIi OF ENGLISH COM-
POSITION.For advanced classes in Academies,
High and Public Schools. 3y William Swinton 45

RBID'S ENGLISH DICTIONARY of the Eng-
lish language, containing the Pronounciation, Ety-
mology, and Explanation of all words authorized by
eminent writers ; to which are added a vocabulary
of the roots of English words and an accented list ef
Greek, Latin and Scripttiru proper names. By
Alexander l<eid, A.M., Bector of the Circus-place
School. Edinburgh ; author of " Budiraents of Eng-
lish Composition," &c, ; with an introduction by
Henry Beid, Professor of English I- 'terature in the
University of Pennsylvania; and an appendex
showing the pronounciation of nearly 3,000 of the
most important geo);raphical names. '3.rd Canadian
and 23rd English edition.. 1 00

" It is a very complete and useful work."—Montreal Daily
Witneaa.

UNIVERSAL PRONOUNCING POCKET
DICTIONABY OP THE ENCJLISH LANGUAGE.
—Founded on the principles of Walker, Webster,
Worcester, Johnston, Goodrich and Porter. 20

NATIONALPRONOUNCING DICTIONARY 40
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. nucB.
OARPENTER'B SPULLINO BOOK ' 10

MAYOR'S SPELLINO BOOK 10

GRAMMAR OF THE LATIN LANOUAOE.
fnr middle and hiKtier oIuhh hcIiooIb, Ly l<«uMiiiru
8obinitz, LL.D., cluRsical oxuniiiicr in ttio Univer-
sity o( London, (l:c. (^uiiudiiiii cuii)ri({lit edition.. 7S

HEALTH IN THE HOUSE- Twonty-flve lee-

ttires on Kleuioutiiry I'liyHiolot^y in ilH u]>|>Iiefittoti

to the daily wants of man nud aninialM, dulivered
to the vives and children of workiti((-men iti Leeds
and Saltalre. By Catherine M. bucton, Member of
the Leeds fichool Board flO

N.B.—Six editions of tbe aboTe were sold in England witbln
ix months.

GUTTER'S 1ST BOOK OF PHYSIOLOGY 75

ROSCOE'S CHEMISTRY PRIMER 80

TEACHER'S MANUAL FOR FREEHAND
DKAWINQ in Primary Hobools. By Prof. Walter
Smith, State Director of Art Edaeatlon for Massa-
ohusetta 100

TEACHER'S MANUAL FOR FREEHAND
DBAWINQ In Intermediate and Advanced ClaiWM,
By Professor Walter Smith, State Director of Art
Edaostion, Massachnsetts 1 20

WALTER SMITH'S PRIMARY DRAWING
CABD8, Series No. 1 OU

WALTER SMITH'S PRIMARY DRAWING
CARDS, Series No. 8 0X6

WALTER SMITH'S DRAWING BOOK (Intw-
mediate Coarse) No. I $15

WALTER SMITH'S DRAWING BOOK (Intar-
mediate Course) No. a 16

WALTER SMITH'S DRAWING BOOKdntMr-
mediate Course) No. 8 15

"Prof. Snoith's system of drawias bookfi and cards pub-
lished by you are admirably adapted for use in our sobools.
I have had them in uiie for some time, and consider tbom
superior to all others. I am glad yon have published them,
and fe«l sure they will soon be nnjbopular in Ontario as they
are in tlm Fnited States "—Ifrn. WUkinmn, M,A., tirtmkfvrA
Otntral Bchool.
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MISGELLANEOUS.
poxoa.

CANADIAN NATIONALSERIES READERS.
First Book, Part I 05

U 10
Second Book 25
Third Book 40
Foartfai Book fiO

Fifth Book ,:..,. 60
Advanced Keader. 00
The Spelling Book—a companion to the header 80

HOW TO READ ; a drill book for the cultivation
of the apeakinij voice, and for correct and uxjjres-
Bive reudinfi. Adapted for the use of schools and
for private instruction. By Richard Lewis, teacher
of Elocution, author of " The Dominion Elocution-
ist," &o 75

" The gem of your series of Text Books."—0. T. Andrewa,
M.D., J.P.8. Queen'a County, in hia report to ChiefSupt. Edur
cation, Nova Scotia.

OAN^DIAN PROHIBITION RECITER; a col-

Ik. " ion of new Dialogues, KeadiuL'sand Recitations
foi- Temperance Organizations, Social Oatheriufis

-
1 and Literary Entertainments. Edited by James
Hughes, Esq., Inspector of Schools, Toronto, Ont... SO

CANADIAN HUMOROUS RECITER; a col-
lection of the best American, Scotch and Irish
r>ialogueB, Readings and Recitations, for School
Sxliibitions, Social Gatherings and Literary En-
tertainments. Edited by James Hughes, Esq.,
Inspector of Schools, Toronto 80

THE CANADIAN SPEAKER AND ELOCU-
TIONARY READER; comprising a choice col-

lection of Sj>oeoheB, Dialogues, and Poetry, suitable
for School Recitations, with introductory remarks
on the principles of Elocution. Edited by Rev.
E. H. Dewart, Editor Chrittian Ouardian 40

BOOK-KEEPINa BT SINGLE AND DOU-
BLE ENTIiY, designed for use in High and Public
Schools. By S. G. Beatty, Principal Ontario BurI-
nesa College, author of the " Canadian Accountant,"
Ac, and S. Claro, Book-keeping and Writing Master,
Normal School, Toronto 70

" I consider Beatty A Glare's Book-keei>ing the best ele-
mentary work on the subject I have over seen."-J. W. Con-
iurr, B.A , H. M. H. 8. Berlin.

BLANKS FOR BEATTY ft CLARE'S BOOK-
roBEPINO-—l>ay Book, Journal, and Ledger, in
separate books. Invoice Book, f>ales Bodk, Caflh
Book and Bill Book, bound together—complete sot. 40
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BEATTY S SYSTEM OF PRACTICAL PEN-
IIANSHIP. I'lio nflio CaiiiiilutH ^Miien of Hrml-
line i-iiiiu JJooks, eumpUtti in U number$, Qvatlei \

and nrriii.oM with the definite nbiect of attraetivs-
nexs (wd completeneM of practice.
Book No. 1. Teachos tb" contractor! small lottera,

concluding with wonln fornud from them by com-
binHtion. The letters aro introiluooii synthetically
i<nd aro faintly printed on tho Kurfaceof every paga
to bo traced with pen and ink by pupila in primaiy
di\ i'iona.
JiooR No. 2. iTitrodncra the extondod lettera, and

tlio flrHt claHB of CHVltiilK. It ulno rnviewa the aniall .

lettom Riven in Bonk 1, and as every alternate line
is printed in shadow for tracing, the pupil is gradu-
ally introduced to independent work.

}inr<E No. .*).-This book intioducea a method of
Boctirint! uniform ami correct spacing in each letter
and w«)r<l, bv means of ruling upon every page of
tho book; also, a method of exhibiting the relative
proportion of the btters in every copy, and imprei-
eing the comparative length of letters u])on th«
minds of pupils, by means of a self-instructing en-
graved scale.
Book No. 4. Teaches Current CapitaU construo-

tivcly aiid affords Practice upon Words. Tho In- .

troduction and classification of Current Capitals
forms a prominent feature of the prtutietU oharao-
tor of these Copy Booi<8.
BooKH 5 AND 6. for advanced pupils, embrace the

'Whole subject within a small spnce.
Boor No. 7 consists of short f^entences in a re-

duced hanil suitable f jr Ladies' Hand. It is clear,
opoD and attractive.
Book No. 8 -Forma for boys—Notee, Drafts, Re-

ceipts, etc., in a plain business hand, giving a
variety of current capitals. pBook No. 9—Finishing l)ook Tor g'rls—Notes of In-
vitation, Answers, Forms, et<:, in a neat, ladies' bond.
Books Ifl and 11- Angular baud for girls.

Trice, eaoh 10
From the leading authority on Penmanahip in th« U, 8.

. "The author.has very wisf^ly adopted and com-
bined T^th his own ideas, all the good features in the best
American Copy-Books. The resuk is that the series now
before rs containr a combination of the best points in tho
most popular of our series, and is bolter adapted to all

grades of pupils than any of its predenossors. The booki
are so graded and arran^'ed, and the instructions on tha
cover so cleur and full, that more real practical penman-
ship may he iearned from them in three months than from
the ordinary copy-books in a whole year"—P«ninan'« Art
Journal, New Yr.rl:.

iSIBOMO COPY BOOK -.... 10



TEECAKASA SCHOOL JOTTEITAL
—HAS IircCKIVEO—

An Ifnnorahls Mention at ParU ExhibiUrm, JWS.

Rerominended by the Minittn' of Education for Ontario.
Itttcommetuleil by Vie Council of Publia Itiatrurtion, Quebec.
Itecoinineruled by Chief ftiipt. of Education New jSrinimvick,
Jtecommended by Chief Supt. of Education, Nova Scotia.
Hecommentledby Chief Hxipt. of Ediu^ntion, Brit. Columbia.
Reconmumded by Chi' Hupt. of Educatimi, Manitoba.

THE CANADA SCHOOL JOURNAL
18 EPITRD BY

A Cotnmittco-nf-aoine i>f the Leading Edueaiionitita'in Ontario.

Aaaiated by able Piovincial Editors in th« Provincea of Que-

bee, Nova Scotia, New llrunsiuick. Prince Edward Island

Manitoba, and British Columbia, thus having each teetion of

the Dominionfully represented.

Contains Twenty-four Pages of Reading Matter,

Each numbftr has a Portrait aud Bidgraphical Bkotoh of
some Leading EdncatiouiHt; live Editoriald Dnntrl-
butions on important Educational topics; Hel'tctions-
neadings for the School Room ; and Notes and News from
each Province.
PRACTICAL DFl'ARTMENT will always contain useful

hints on methods of teachini; different subjects.
MATHRUATICAL DKPAllTMI^NT gives solutions to dif-

ficult problems sleo on F.xp.miuation PaperR.
OFPICI.VL DEPARTMENT contains buch regulations as

may be issued from time to time.

Subscription. 91.00 ffer annum, strictly in advance.

A Olab of 1.000 Subscribers from Nova Scotia.

EDUCATION OFFICE,
(Copy) Halifax, N.S., Nov. 16, 1878.

Messrs. ADAM MILLER CO., Toronto, Ont.

Dear Snis,— In order t> moet the wishes of our teaoii-

ers in various parts of the Province, and to secure for them
the advantage of your excellent periodical, I hereby sub-
scribe in their behalf for one thousand (1,000) copies at club
rates mentioned in your recent cRtoemed favor. Bubscrip-
tions will begin with January issue, and lists will be for-

warded %o your office in a few 'days. Yours truly,

DAVID ALLISON, Chi4if Supt. of Education,
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