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 Che Gali Business College

IS conducted by business men, on strictly business lines  Its ' \
courses are pre-eminently practical and complete, and its in- ‘u
fluence is far-reaching # Attend the Galt Business College.




PREFATORY.
{

HE prestige of the College had been fairly wone not by dhe means of printer’s
inh, but as a vesult of the com=cientions whrk “done inoits business otfices

and class-rooms, and in consequence of the splendid suceess of s many ol

wates inall parts of the great: Dominion, and i thé neighboring republic
To all those whose kind offices have extended the reputation of the institution

are due the sineere thanks of the management, and such are hereby given,

Toward all capable and conscientious fellow-workerscin the great ficld
of commercial cducation, the Principal hears the most cordial good-will and
trusts that o due sense of their labors may ever enable him o avoid thi
reprehensible and all oo connmon practice of helitthing the abilities of others.

and of ascribing o his own school an undue superiority over all Kindved

institutions.  The world, after alleis the hest ervitic, and toits impartial jud

ment we may well leave our several repuatations.

The reader of the following pages, and of the accompanying supplements,
will find a brief “husiness-like statement vegarding the College and it work,
I'o his vood judgment is left theNderermination whether orfnot a course of
study under such favorable tauspicds  will it hine o discharge the exacting
dutics of the husiness world in- that highly satisfactory manper which obtains

in the hest counting-rooms and  business oflices.




“CANADA FIRST!”

.

vt vou not observed that this goodly Dominion of Ganada is
on the eve of such adevelopment gs the wordd has seldont séln: A\l
the oldest resident in your neighborhood if, (Inrillfr -ﬁis tong life, he can
recall to memory a time when Canada’s name was in so many mouths

and when Canada’s fame was so widespreat] as at the present time.

I'he ex traordinary resources of our country are exciting the emvy of the whole world, and
their development is proceeding as never before. There would seem to he vood ground, therefore,
foi the helief that = Canada First ™ is to receive aonew interpretation that she is - destined 1o
hecome in due time first among the nations of the worlde Tncorder that she may reach that
enalted position it is necessary that her sons and danghters he well trained for the responsible

duties of Tife which await them.

Tewill be readily granted that the material wealth and prosperity of @ country are inseparable
from the proper”conduct of its business affairs. The acquisition, therefore, of corvect husiness
habits and the possession of o knowledge of the best husiness methods are of prime importance
1o the future merchants, manufacturers, miners, hushandmen and other producers of wealth of

acountry. Just here it is that the well-equipped business colle offers its assistance 1o those

who are imbuced with the patriotic desive to makeé = Canada Fiest™ and 1o improve their own
position in- life. To all such the college extends acordial invitation to- participate in the busy
life of its classcrooms and husiness oflices, believing that the suceess of its many graduates i all
departments of conmmercial and professional Tife will he taken as an carnest of what the institution
can do for others not now so favorably situated. Let =T Ndvance ™ he the motto of our Cinadian
vouthcand Tet our voung men and young women he equipped and ready for those opportunities,

sawhich, taken at the Aood, dead onto fortume.”




PRACTICAL EDUCATION.

&
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I these last days of the nincteenth contury the question may well beput to young men
voung women who are looking forward to active, useful Jives, whether the education they hine

Feceived, or are receiving, will enable them o make a success of life.

The twenticth century will he an age of keener competition than the ong now drawing to

a close, and the times will demand heter equipped warkmen than dver before. Tis well for all

to realize this,in advance? and to prepare themselves for the hattle that will certainly come.

Ix-Governor Porter, of Indiana, once said = T T oyere ayoung man and had o take my
aduate at a business college, and

choice to eraduate at a classical college, and stop there, or to gr

stop there, T would take the husiness college in preference” Reader, whatever your previous
training may have heen, are you prepared to stepinto the twenticth century feeling that vou arc
fully qualiticd to undertake its vesponsibilities and mect with competitors who have heen hetter

Has the public or the high school, or the classical college, fitted you to dis

trained than you?
charge the responsibly dutics of the counting-room, of the merchimt’s establishment, or of 1l

rv's officer Hany o all of these have failed, the College stands veady, confident i s

secret

past suceesses, Lo fit you for the contest where truly the sfittest™ only suriiye.

A business edacation offers exceptional advantages to young men and yvoung women of char
acter and ability, The departments of business are s many, and their importance to the nation o
erreat, that they not only offer employment to thousands of young men
and young women, but enable them to mount to those enviable posi-

tions of commanding influence which are more quickly gained thro’
. K . PVANCE
a business carcer than thro” any other department of life. \,.fé— e as

A thoro’ business training is cssential to the finwfcial success of

anyone, be he business man, farmer, professional man or mechanic,

Whether

anvone of ordinary observation, that all must do business for them-

Aman confesses it or not, vet the truth must he apparent to

selves or for others. Al oughty therefore, to keep a record of their
I'his it is the business of the commercial

relations with their fellows.

college to teach,
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Ihe time was when all those who attended business colleges en
tered with theidea of fitting themselves for positions in the otlices of
Lusiness men. To-dayv, however, husiness cducation is attracting con-
stanthy inerensing numbers who need it for their own personal use and
for their advancement and prosperity i life. Young men jud voung

women who e a few months to spare, agd asmall Someof money

anved, can make no better investment than (o spend  thaf tine

money inacquiring ashorty sharp husiness training ima H-couipped
commercial ~chool.  Not,only will this training Ot then to transact
(" Business on their own account and for othersg but it will <harpen them
mentally, mahe them more keenly obsengant of what is takindiplice in T busy world around them,
teach them the value of time and of system and lnrp‘ni Cthend for gecater usefulness i the particu
lar walk of life in which they are engaged. Toall such the College extends i cordiad invitation to

enter its classes, belieyving that the peenliar advantages cojoved hyits ~tudents are caleulated 1o

develop inthem thos¢ qualities so el soueht after by the business worldowhich qualities Tie the

wann comprehend something mion than o mere routine knowledae of Aceping hooks,
)

0

THE FIRST DAY’S OFFICE EXPERIENCE IN THE COLLEGE.

ik fiest half-hour of the husy din is devoted o that <subject which Jies at the foundation
of otlice work — accurate cateulation, For tifteen minutes the minds of the stadents are kept husy

<olving mental problems inaddition, multiplication. percentagesand i proficand Toss,

PPens and paper are then takenyand s quickly as the hand can trav el foures are transferred
1o paper (e the purpose of addingemaltiplying or diyviding. Necuracy is the thing fiest songht
adters and, having heen gained, particalir attention i<\then given o the attainment of vapidity i

Vo
. \ .
execution. The slow are encouraged and the rapid ardy pushed to greater proficiency.

V.30 the student aceepts i position as hookkeeper e the oftice of N T Riverse dealer in
ceneral merchandise.  Noee Rivers transacts all the business and his hookKeeper makes the neces
sary entries in the hooks and writes the husiness papers issued. The proprictor in a husiness-like
wiy nstructs his office man in regard o all purchases and sales, hillsg notes, draftsseteg reccived

and issuedand all money handled,




The hookkeeper is subject to-his emplovers orders, ands must follow his divgctiops as they
viven. Notonly does the employer tell i what to doghut e xplains, vnmul«l\ |Iw Taw - Juoverning
the different trinsictions, and the hest means of gpplying these s in I”‘“L““ In ‘slllﬂl. theory
and pragtice go handin hand — the velution which they shoald ahwany s |»\‘u|;," The ok heeper -
frequently questioned as to why afiaccount is de diited or credited, and is m[\nud fo give gy il
sent explimation of any work he has «|n|\< £ /

I'he young bookkeeper is scated at his oflice desky with” his various hooks -and supplies befor
hime his cmplover hriefly informs hime that he is stacting husiness with'asix thousgand dollars
allu\. Sin thousand dollurs i cadshois forthwith handed to the hookheeper in ordér that he i

entem the sime i his books of record, and place the money in his cash-hox. This done, he s

informed that his emplover has purchased a hill of mepchandise onsaccount, and the invoice is Luid
on his desk. Having made the entry for thiscand filed away theginvoice, another billy or invoice,
i laid hefore him without comment.N The principles involy <-r1fi|1 the handling of the second
invoice are the same as i the preceding onegand the hook keeper treaty the bill in the sime maner
M. Rivers having purchased gtock, now begins to sell and he requirgs his hookkeeper to make out
an invoice of goods sold o atustomer. Having cavefully draswn upthe invoice, he is required To
mail it to the customer’s address. Tn the next trmnsaction the same principles are involved, hat
the goods are sold to a different person 3 the entry s properhy made. Mr, Rivers desives his hook-

. y ki
keeper to pay one of his creditors acsum of money on account. YThe bookkeeper goes at onee to

the tilly takes out the vequired sumy makes ghe entey,and - payscout the money. Money s then

recepved from a \lllllnl,\nlll\lul oveg found he correct, enteréd inthe books and put away in the

]
till, ;.\ hill of "mul\ Thl‘lul"lll fj le overy found: to.be orreet, entered i the hooks and filed
awal as in preceding cpes. A Hale of “lm(ls is then nnulv on account,

1

and treated as pul} consisting of a housc. and _lot i

then hought 1 “\ua‘f\n cash®. " On going to the till for the
money ‘?ﬂuml l]\.w the [HU])\I Lh.n\'v(‘ cahnot beomade. The
hookkee r-qnnul to take a0 larige lnll to the coltege hank and i
have it s 4 ;( i rétuming to his "AeSk hewcounts out the proper

< )

Sifen for the property, and hands it over to his
Hinde hvk’){lxtr\ "il'l., Rivers.ii¢ \t i
hookkeeper that he has made certai pairs to the prope |t\ + just bought”

1
amount of money t

cmployer after havin nforms his

and requires money Lo pay the wor Kmen. - JPhe hunl\l\[‘q)ur, who is




capomsible for the cashy counts out the required amount of moneyand
um\\n the entry in his hoph offegord. T the nest instance a bl of
coods is houghts thedipyoree found o gorgect and the entry made s
Before. His emplover calls upon his nllm- nmn to payacreditor

cul g

sum of money onaccount. - This is done :md e

10.30 o'clock has come, and the teacher of inpatheng

attendancg of the I!HU]\LAFPU in-the clads-room, munu FSERATT o o

attention is devoted 1o caleulationsin .unlmutu = as mthe carher

morning class, attention is fist of all <|( \quV toadcuriey spead follow s
inits natural cotrses On n,tmvvn o lhi l\wml\]\v;}u roooes to his desk and
For the nest half higlg the )\oﬁ\hqm i« a busy man. Goods

Caushois |W.Fm rent a customer is pand money onaccount,

procecds with his offive duties.
ol the invoice made out and entered.

dish s received rom acostomer wha is then eredite do A n ivoice is received ol soads purchised,

Ehecked oy ers s herctofore, and entered s bt pause must be made  the writing hour, 3o, has

arvived. 11 i ahsolutely necessir it the hookkeeper sbould e gond penmin. He aceonding |y

Feceives ahalf hour's instruction inc the principles and practice of Lsiness handwritine,  Flowyish

iv ot tolerated, and <hading is avoided.

At 1z o'clock an adjourmment s nade untib 2 pome On the return of the ook keeper 1o his
work he finds thiat it is neeessary to study the = Philosophy ol Business ™ i order that Tie may T
come something more than a smachine™ hookkeeper that he may hecome iy intellicent one.
Vo305 hig study i interrupted. and his attention is divected toa subject of consideralile import-
anee tothe husiness man business correspondence. Hercin he receives instruction recardine the
composition, formyand exeeution of aowellwritten Dusiness letter and s directed, from certain data

siven hime to writes during the evening. letter to he handed to his teacher Tor correction in the

morning.,

Cand wains Tresh experience i the

i by day the hookdeeeper adds to his stoc Lol know led
Conduet of oflice affaire, Day by day the transactions hecome more comples, andvequire mor
careful thoughtand judgment. Subsequently o bank accomnt is opencdsmoney is deposited, cheehs
are et notes are issued and veceived, deafts are deaw s and aceepteds receipts are given and
coived, commercial paper s discounted at the Ban k. attendance on husiness and - commercial aw

meds in short, the whole fiekd of office work s carefully covered by the voung

Casses i requine

Bk heeper. s Supplement Number One™ (20 pages ilustrated owhich minutely desoribes the




system Bookheepersand Oflice Practice cwhichuif v does not accompany this Anmonicement,
many be B upon application o the College ) ought now o he readeas space will not permit b

ther description hervein,

FFollowing is a concise deseription of the subjects imcluded i the conrse of the

BUSINESS DEPARTMENT.

The Business Department has o graded course of study which includes” Bookkeepig, \ith
metic (inchuding Mental Drills and Rapid Calculations ), Penmanships Composition and Correspond
ences Business Paper, Banking, Spelling and Dictation, Business Practice in Banking, Wholesal
e, Retailing, Commission, cte, Commercial L, Lectures on Trade and Commerce, Ncconmtanoy

Vuditing, Tnsurinee, Citizenship and the ke, T these subjects, excepting leetures, the student

receives divect personal attention, enabling him to make the most of his time and ability,

Bookkeeping.

Thestudy of Bookkeeping by the celebrated Sadler Budget Systems (whicheis vapidly super

‘ eding the once universal text hook method yis thoro™ and mmpnlnnsw\\ so furas the mculeation
of principles is concerned. The practical work given the student is intended todevelop in him o

contidence in his arty and to- qualify him upon graduation to (il the posty to which e may T

assicned, with eredit to himsell and advantage to his employer. Single and Double Entry Book-

keeping, by the most modern methods, are taught.
Arjthmetic.

o 8y 2 o ; .
Lo primary schools insuflicient aftentioh is generally given to this

highly important subject. The yalue of a thoro™ grounding in the

AN
AT

prine quI. 5 nt arithafiglicis not to he over-estimated. Arithmetic consti-

tutes the ‘u,gmml.l{mh ST the science and praatice,of husiness.  More
»

. than unl ¥ s therefofie, paid by i staff of teachers to this "
<ubject, L J‘mplh adeaive, person: al xlllt\HIuIL The book- 4
keeper, the oflicthiy ')uulr‘llw Aok mitst he able to add a column-of /

ligures aceurately anc gfﬂl} st be .15]& [ "hnun iU afuestion
: 'ﬁ! S e

promptly. This the College ena

to (]«)"1‘—\ gy O of
o

f.r

drills i mental computations, and in m]ml 4xl|tki)lﬂl(ﬂl~ '

9




Penmanship.

For many vears the writing. taught i conmmercial colleges, and

RS, '
il % academies of business, consisted Traely of redundant covves and Tordly
b b

flourishes. The practical man of business IooKed vy ith il-discuised con-
G 5

tempt on these elegandies of shade™ and o hair- e fyriting fon
commercial purposes, and vightly so. .\ plain, rapic
retaining the pupil’s individualityis taught in phi agulrlﬁmz“‘wl'lu chtire
husiness course may hé consid®red. L'HHIHY[IH[&’L:;“'%W\H handw ritine,

for poor penmanship is not tolerated 7% the stk done i any part of

Fusigfogs hand,

the coursc. < "

1 A
Correspondence.

18

One of the most important hranches to hich the attention of commercial sehools is parcticularly
divected, is that of business correspondence. Tnothis institution it s given that wide scope which
i~ nn))url;nn( warrants, -\ very important part of the accomtant’s daties is to write or dictal
husiness letters, and 1o letter-press the same. To become proficient vequires much time and aften
tion, and students whose knowledee of Tancuage is defective are enabled o make substantial pro-
aress during the period of their attendance. T the Toter-Collegiate and Business Practice Depart-
ment a Lrge amount of correspondence is written under the exe of the Principal.

.

Business Paper and Commercial Law.

Special attention is given to this important part of o business education, and students are daily
taught, individually and collectively, the form and use of the paper of commerce, the legal vequire-
ments thercof, and obligations of parties theretos Tnvoicess statements, receipts, promissory notes,
drafts, cheeks, bills of exchange, orderscdue hillscaceeptances hills of Tading and the like, ave dealt

withy and endorsing, hanking, warchousing, shipping, cteg receive the creful consideration of

teachers whose knowledge of the same has heen supplemented by oflice experience. it
Inter-Collegiate and Business Practice: Department the different forms ol business paper ar

vawhich the work

thoro'lyv exemplified inasevies of husiness oflices designed for the purpose, i
of the modern hanking, wholesale, vetail and forwarding enterprises is illustrated ina convineing
manner, ’

Spelling.

The ability to spell veadily and corvectly the ondinary words of everyv-diy business and socia

\




life s of the firstimportance to the commercial student. Spelling s, therefore, given aspecial plic

moour scheme of practical cducation and students are systematically deilled hisw cekly inthe subject.

The Bank.

I'he College Bank was not desioned to give = tone™ 1o the Annual A\ nnouncement, nor wis it
created o affect impressionable youth. The = Bank™ i the scheme of commercial training ol
lowed in this mstitution, is as much a necessity to the College students as is the chartered hank
to the business conmmunity. T does not require much veflection to convinee any roasonahle person
that the husiness transactions concerned in-ordinary chartered banking may be handled quite s
satisfuctorilv within the school-room, where they are prescribed, as outside where they transpire in
the ordinary coursceof business. 10 student.he told to deposit College bills, representing mones
in the Colleee ank,and the samd youth be entrusted with hank bills to- déposit in the Bank of
Hamiltons he will ind that the steps to be taken in hoth cases are identically the same; the diffe
encey the only difference, being that the former is simulated, while the latter is real. Sois it with
other hanking and commercial transactions throughout the course,

Young men desirous of fitting themselves' for clerkships in banking institutions will find the
College training in hanking of especial value to them,  Graduates of the College are to be found in
the service of the leading chartered hianks and savings socicties of the Dominion, Their success

is ample proof of the practical nature of our course of instruction.

INTER-COLLEGIATE AND BUSINESS PRACTICE DEPARTMENT,

The Inter-Collegiate. feature dehotes the out-of-town business which our students transact
with the pupils of other institutions of commercial education.  The value
of such an experienee is inestimable and the possibilities of the method
illimitable, simufitting as it does the reciprocal relationship which one
husiness man bears towards every other husiness . man the world over.

The \\“l;l\ ofthe Department of Inter-Collegiate and Business Practice

of the Colldgei&, perhaps, the most fascinating feature of an interest-

ing course of commercial study. Tt supplements and enforees what has

heen dealt with during the preceding portion of the course, and gives a

proper finish to the student’s collegiate course in business. The most

effective way of learning to do a thing is by doing it. T'his the student-

accountant does in this as in other departments of the College,

e e
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T the space at our disposal itis inpossible to setdown an adequin

v closely does it resemhl

deseription of the work of the departinent,

. L, o .
the well-ordered office”of théupi-date husiness man. [t is sife to i

that in no institution of husiness .I'(Ivll(;i]\i[j im‘\%vzm minutest details of
oflice practice. maote rigidly enforeeid llvljlk#-nu(t\ treit undoer
consideration. Students.art herg tinder lln-‘\c_\ ol edBBG T eachors
Gl RO 1% R0 79 SN
Y4 conduct of ‘a business oflice whish \\ill ([\ml;ﬂ e sils to 1l posi-
tions of respongibilify Wilh" it iWEmL . 1O Lge

soflive experfence, whojmpart thatknpivie

ST cmployvers and o

themsel et -

What has heen said under @ The Bank ™ re

applics with equal foree to the procedure of the Busi¥tss Praftice Department. The Principal and
his  staff of assistants have given vears of thought and libor o perfecting the machinery of
this department, and the veegnt imventions and improvements added by them hive met with the
hearty commendation of business mens accountantsc and professional men who have examined the
same, The system s unique, fascinating and practical, and\follow s closely the practice of the
modern oftice. The inventions have been ammply tested, and ||“\\\i\r. within the past few vears, revo-
Lutionized the methods of husiness practice of commercial wh\’v(w‘\ I'he carnestness and - interest
of the husiness oftice are by this method introduced into the/school-room ; the atmosphere of the
counting-room surrounds the student-accomntant 1 he has faith in the veal value to himsell of what
he is doing, and he conducts his affaivs with all the care and despateh Charvacteristic of the eflicient
oflice hand. The experience gained herein by the student-accountant is - practically that of the

hookKkeeper in the counting-room, and his duties are soarringed that he is prepared to meet many

of the contingencies which daily avise in husiness Tife. The College is able to demonstrte to any
Busdness man its ability o train his son or his daaghter o thoro and - practical manner for the
N lﬁ\g dutics of the office and the stores W\ Business man will, on examination of our methods,
seeatg glimee the practical natuse of thidiniproved system the hest vet devised o prepare the

b
vouth of Canada for commercial pursuits. Uhe svstem has heen endorsed by hard-headed husi-
ness men here and elsew here.
-
Phe planis simple and Togical, and the transactions are so graded as 1o widen the experience
of the studentuntil he can not only perform, bat realizes the ability to perform, ransactions that

those only \\'}‘n[ had cnjoved Tong oflice experience would care to attempt. Whena graduate leayes




the Tadls of the school o accept asituation i business otlice |

cmerely chimues Tus place of
criploviment the conditions et with ave the same in the new as inthe old place of occupation.
e will he vequiveds keeping in view the peculiarities of the oflices o perform the saiie hind of

work that he met with i the Collese and be subject 1

When the

o the sime instructions from s saperiors,

susiness colleges like schools of Taw and medicine, fits its graduates to step at once
into the practice of their chosen calling, what more can he done s The College does this,  €anit
domores  And vetamlike the schools mentioned, it does more

Lt uses its wide influencein behall
of des

aving and capable voung men and voung women who scéek emplovment.” Hundreds'of s
craduates Took hack with gratitude to the Principal of the College as the one whose exertions in
their Behalf gave them their fiest start in basiness Tike, Their Tetters of testimony speak for them

selvess Read them they e contaimed i Supplement Number Two™ o be had for the asking.

Daily Market Reports
Govern the Commercial Transactions of Students.

Ihe transactions of cach dav's husiness i the Tnter-Collegiate and Business Practice Depant
ment are i strict accordance with the Tatest reports contained inthe carly morning press gand in
private advices o which reports are daily = posted ™ on the Bulletin Board by the Manager of the
Department. Upatosdateness s o characteristic of the €ollege.

Wholesale and Jobbing House.

Incaddition 1o the “JIH‘C dlrcady deseribed, the College has inoperation a Wholesale and Job-
hing Houseo known as s Harvis and Dingle” inwhich the methods of a large commercial house of
the fivst-class are cmployed,  Ndvanced students are required to take charge of this imstitution for
such o period of time as will demonstrate their abilities in managing and
accounting., N

Freight Office.

I'his oflieg forwards all students’ freight destined for out-of-town
places. ‘x]su receives mcoming coods and delivers the same to e\
proper comsignees. bncitare Kept the ordinary accounts of an agency ’
of a Transportation Company. " This office is weekly in charge of an
advanced student, %

Merchants’ Trust Company.

This othice acts as general agent, representing the manager of the
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Business Department and outside parties. In the capacity of agent its

“managfg accoungant In:unl]xw b & state trimsactions, colleets rents,
('ﬂrhi'q l'm- safe |\m‘pi|w stores

place \.uxau; mu- on ])wln [ \‘u rect

-

Goads, Al trustc

acts “as .«umm(.ml .uul .nl]mlu m( Lmnﬁh,-

i‘df\{l{: 15, ul|41|l~
Vel for the

M}M‘. exacting

hooksyeand, iy a uuul.zl way, lmml&t\ lhtllml(‘“ul)
highest “orderof ‘l\uvllnhﬂ". &(l\.lmul ,%kll(i}l
: v

work,

This Slice il
I'his ofhicely W ‘)

ducts a0 general commission business in .uwullnn)%\uh

4

most approveéd methods,

SHORTHAND DEPARTMENT.

I'he course of study i the .\’.hunlzknnl Department of the College includes the Theory and

Practice of Shorthand, Typewriting, Correspondence, Composition, Spelling and - Dictation, Pen-
manship, and Office Practice in- Shorthandcand is as complete inevery way as the Department of
Business  the efliciency that characterizes the one is characteristio of the other.” Everything

necessary to- the equipment of the stenographer for his sphere of usefulness is herein given,

The times demand far o

ceater stenographic skilly and better preparation on the part of the
clegk, than wis-the gase a year ago. Competition in this, as in other lines, has raised the standard.,
I'his demand the College wisely heedsgand prepares its students accordingly. The Principal is
anexperienced stenographer and ipstructs his pupils according to the requirements of the particular
oflice they arve intended to (1L Our stadents hefore graduation have performed tasks for husiness
and |||j<»rc~:~iunul meny inancemergency i sach o manner as to gain the warm approval of their

tempagary cniployers and to reflect crediton ghe institution. The average oflice man, pressed <for

time. dédes not relish the task of training his stenographer = in the way he should go™  he prefers
that the professional teacher should do that, The College is well aware of this, and does its teach-

g i manner consisent with its veplitation for practical work.,

The hegt resylts are obtainable only through the hest of instruction given to pupils it to re-

ceive it T most wmpuull teacher i this orany other school cannot, in the brief space of




feaw weehs, transform a student, devoid of a knowledge of the fundamentals of an Eoglish educa
tion, into an all-round stenographer, able to translate his notes into well-arranged, properly spelled.
correctly punctuated and capitalized Jong-hand. Tagtakes time to doo thise We know it and
would advise voung people contemplating a ~lm|!lm&9 er to cither prepare thems&@lves inthe
three R andin spelling avammiar, ete., before coming, or be prepared to spend addonger period of
time i attendance than is usually taken. Inoorder that success may he achieved, it is absolutely
necessary it the stenographer be competent to perform his duties inasatisfactors manner. 1t

tikes thme to hecome, proficient imany thing. Stenography is no exception.
Office Practice in Shorthand.

= students o thoro” course. immedintely before graduation, i Oflicg

This Colleges gives

Practice in Shorthand, 1Cis here, as with the student-accountant cin- theYInter-Collegiate and

Business Practice Department in the commercial course, that the stenographer gains that practical

experience inoffice work which will fit him on graduation for immediate usefulness toany cm

plover who may e

e him. The chief drawhack has been, and is to some extent the case to-day
that the pupils of shorthand schools have been insuflicienthy trained v veal office work. The ob-
ject in establishing this feature of the course was to give the student Experience in exacting steno
craphic work hefore Teaving the institution, and thus save him many disconragements and relieve
i cmplover of much worgy and loss of time. Time s money. The plan has proven to he a

decided suceess,

Phe nature and variety of the work done in this, the graduating department, is sufficiently
practical and thoro’ 1o convined any business man that the College realizes fully the duties of
the madern oflice, and does not shutits eves to the plain facts of thercase. Tt further convinees him
of its ability 1o train young men and young women in a satisfactory
manner for active, useful lives as amanuenses and rveporters.  Short

hand and Typewriting are indispensable in our best husiness houses.

Typewriting.
Itis thought by the uninitiated and inexperienced, (why,we do not

know i, that typewriting requires but little attention  that it is learned

in i short period of time, and withdut instruction of anv kind.  In fact

there e teachers of shorthand who labor under this delusion, . They érr

cricvously, as any experienced typist can testify. Tolearn o7ty pewrite




fx i citny fis Lo Tearn toset tpe ina printing oflice, The chicf difliculty
i< to dohe work with suflicient speed to make it of practical value 1o
an employer. There are other difficulties : to capitalize, to punctuate,
to write neatly and evenly, to distribute the matter according o the
space available, and to do a dozen and one other things, to say nothing
of the care necessary o be taken of the writing machine itself. Ttis

as necessary to the success of astenographer that he should he a <hil

ful and rapid typist as it is to be a skilful and rapid shorthander.

Merits of Systems The System in Use Here.

Ninety-five par cent. of the shorthand writing of the English-speaking world is done in Pitman's
Phonography, whose venerable inventor, Sir Isaac Pitman, was knighted by our Empress-Queen
for this his contribution to the cause of progress during the Victorian era.

sSupplement Number Three™ which should accompany this Announcement (if missing, scnd

{
to the College for ity gives excellent reasons for the adoption and retention by this institutiop
/

of the Pitman System of Shorthand.

Graduates in Business.

Irom Victoria, on the Pacifics to Halifax, on the Nthantic s from Winnipeg, i the North, to
New Orleans, in the Southy graduates may be found who look hack to the training received here as
the beginning of that = onward and apward ™ course which has carried them to their present enviahle

positions. These graduates are to he found i all departments of business Tifein the hanks, i

the oflices of the great railway corporationsy in wholesale houses, inmanufacturing concerns, in
husiness colleges, collegiate institutes and high schools, i loan and investment companies, inmin
g corporations, in newspaper, and Tawyers™ offices i the different departments of the: Canadian
Givil servieey as well as i the ranks of the reporters in provineial assemblies, Taw courts and on thé
newspapers. A ncexamination of » Supplement Number Two ™ ¢to he had apon application to the
College), containing the testimony of o few of these graduates, is comvineing evidence of the

value of a business education procured under such faivorable conditions as prevail in this College.




GENERAL INFORMATION.

Time of Entering.

Whilst the instruction of the students sy the maing individual, and the time reckoned from
the date of entering, vet the best time to hegin colleciate work is on the first day of any month
during the school year, '

Dy students are permitted 1o enter the evening classes (elsew here deseribed ) without an ad
ditional fee. By this means, and by recule home and Saturday study, our students may com
plete their courses in less tinme than s usually taken i conmercial schools,

Sessions and Holidays
I'he schaol vear begins on September

Cand ends on June 3oth, The < long ™ vacation -

cludes the months of Julyv and Nugust s the hort™ vacation consists of the week between Christ

mas and the New Year. The only other holidays aee the statutory ones and Saturday s, Many of
our students, however, attend the College on Saturday mornings during the winter weather.
Sessions are held daily s commencing at g won. and concluding at § pome A intermission of
two hours is tichen at mid-dayv for Tuncheon,
Qualifications.
A fair knowledee of the BEnelish branches is suflicient preparation for enteving upon the work
of the Business Course, @

Ability to express himself arammaticallv, and to spell correctly the every-day words of husi-
ness, should he possessed by anyone contemplating o course in the Shorthand Department. 1 this
he wanting, success in stenographic work s problematical.

Time Required.
Sin months” attendance is generally required for cither the Business or the Shorthand coursc.

W here the student has had the benefit of aliberal English education, and is able to hring more than

e ability to hear, the time may he cat down to four or five months., P

Short courses, for particalar reasons, may he taken m the College,
but no one should undertake the work of any course without a definitg
purpose, and a fim resolve to accomplish the object in view.

Diplomas.

Diplomasatre awarded. to- graduates i the Business and i the
Shorthand Departinents; under the authority of the Business Educators?
Association of Canada.

Requirements for Amanuenses.
o Nccuracy i the transeription of shorthand notes s 20 A\ speed

of at least oo words a minute ;3. Correctness in- Spelling ;o \hiliny




Lo write husiness Tetters without dictation ;5. Suflicient familiarity with
the typewriter to transeribe notes at the rate of forty words a minute:
6. Goad judgment.
Situations.
No reputable school hazards its good name by guarantecing situ-
ations. The hest colleges procure situations for the gratliates when-
cver or whereyer an opening oceurs. No eflicient eraduate of the Col-

L with its prestige and wide influence, need remain long unengaged
There is a steady demand for the Kind of oflice assistauts who receive

their husiness training in this istitution, for the retison that they are
s and practice by men of husiness expen

traimed in commercial usi
ence. Without the training received here, and the assistance of the

voung women would tozdiy he unemployed or occupying

College, hundreds of young men and

mferior positions. e
Students from a Distance:

Intending students Jiving within @ Fadins of fifteen miles of the College, are granted a low

daily rate to and from schoole by the railwayscupon presentidion of a certificate signed by the
Principal. Enquire of the College for particulars. Tecosts no more to live here than in an average
o O e Good board and Todging may be had, in private houses, at from $2.50 10 $3.00
4 week! Boanding house lists are always gpy fileg for the convenienee of our patrons. - The Xl
C.\L dist s also open to-our patrons, and ipthing that a Kindly interest inour students cin sug

<t will remain undone to minister to their comfort,

Influences.
The influences thrown about students of the College are suc h that cannot fail to make a decided

Hnpression for good upon thei minds. There is but one rule for yvoung men s to conduct them-
cularity

~clves as gentlemen y one rule for our voung women : to conduct themselves as Ladies. Trr
aned Taziness are not tolerated by husiness men. The College in this, as in other things, follows
the practice of the best husiness houdgs, u,
Night School. -

Fvening classes are conducted on Tuesday and Priday evenings ca hweek during the months
of October, November, December, January. February, and March, The classes hegin at 7.5 and
ANl subjects embraced inthe regular couraes, elsewhere described in this

o @t g o'clock.

\ nmouncement, are thorouehly tanght by a full staff gf teachers,
Entertainments.

The college pagsesses anassociation, designed for the mutual improvement of its mg mbers,

Known as the Students” Cluh. This body meets weeklv in the College hall and furnishes avaried

program of debates, music Tod veadings.” The amual hanguet of stadents and oraduates is an in-




cvent in the history of the school vear. Prominent men periodically deliver addresses 1o

terestim
the students.
Students’ Records.
A careful record of the work and deportment of pupils is hept. This register indicates the
attendimce of pupils, and their dailyoweekly and monthly percentages.,

Canadian Civil Service.

Young men and voung women, who intend offering themselyves as candidates for the Civil Ser-
vice examination, will find a conrse of training in this College highly advintageous, Our graduates
are filling responsible positions i the Post Oflice, Tnland Revenue, Customs, and Weights and
Measures Departments of the Civil Serviee.

Farmers’ Sons.
We <hall not offend vood taste by intimating that farmers’ ~ons should receive a sound English
cducation. A1 or nearly all of them enjoyv that blessing. The need of a business education s,
however, of scarcely Tess importance to those engaged on the farmy whose occupation constantly

breings them in contact with merchants, Bankers, lawyers and agents, whose superior knowlec
of business matters may work o the disadvantage of the farmer untrained in business usa

the farmer must he educated in business

In order that there may he an equality of knowledg

methods. -\ winter spent here will give him that knowledge.
In Conclusion.

The Collewe is @ business school, conducted by business men, on strictly husiness lines.,

Aside from the necessary study of principles, and the application thereof, the course conforms

closely to the requirenents of the modern business oflice, and the graduate’s step from the college
1o the office desk is one of location only and is no- greater change than the relinguishing of
position in-one husiness hn\Jw to accept a similar one clsewhere. Theory thro’out the college
courses is subservient to prittice.

It is helieved that the course of training deseribed in this prospectus,
conducted under such auspices, attended by such privileges and sur-
rounded by such elevating influences will commend itself to the serious
attention of parents and intending students who demand  something
Iroader and more thoro’ than a mere routine of oflice or warchouse
apprenticeship.

Iigh School, Colleg
husiness life, for which academic studies have but poorly fitted them,
can in a few months hecome masters of the principles and practice of

and University graduates contemplating a

Business whichs in the ordinary circumstances of commercial life, could
he acquired only by vears of experience and, even theny inaone-sided

manner,




Books and & .

Supplies o S &

iness Course (six monthsycost

Bookkeeping and Practice
Practice \
Practice ™ I 2=

Busingess

Jookkeepers and Otticy
ud Office
Dirafts, Receipts, Invonc 3

jookkeeper

Iank Books, Notes

Introductory Blanks Jonrnal, Ledger
Book, Check Booky §

\bvanced
dry Book
Check Booksy .
Fssentials of Arithmetic 1 2R
New Methad Speller

International Business Practice

Bl

Sales Book, sun
itk Bonkes

Sanks Journal
- Cash Baok, Ledger

Fext Book on Commercial Law o
Incidental Expenses, including Pens
Fxervise Books, Fyles, ete, al 20
Total. RN
Loss Cash Discount iwhen the ahove are pin
Chiased on entering). . . 20
Net =0
Supplies for the three months” term cost == second

Lo, S o0
I'ar the Shorthand
tfor six months' supp

md Typewriting Course
|

the lies is

Phonographic Teacher

Kev to PPhonographic Teacher =
Faercises in Phonography

Manual of Phonography .

Plionographic Reporter

Shorthand Dictionary ™ oo words, i long

hand and shorthand I
Complete Typewriter Instructor ™ oo pagg !
New Method Speller ™ 2
Incidental Expenses (Note Books, Pens, Pen
cils, eten b o
Totual =z
less Cashe Discount VN 22

Net ~

Supplies of first termof thre months cost =30

ceond term, ®2 23

Tuition Rates.

Ihe following rates of twtion are chargeable for
Postruction and attendance incither of the two de

Fees are pavable in

of the Collewy

riment
Vi

I'heee months st termy &23 o

(second term 22 o
By the month (fivst termi 10 6o

tseeond termi & on
Four months (fivst and part second ternn 15 00
SiN itwo terms) . 1 o0
Ter ischool vear.. T o0

Too meet the needs of those whie seek s diplonyas

i both Business and Shorthand = Typewriting - 1
partments, anadditional charge of =500 yuarterly

ar two dallars monthly,is made when the By

and Shorthand Typewriting Conrses are tikert con
jointiy
NIGHT SCHOOL RATES

I'hree months . IR

Six % (R

Board and Lodging, in approved private families
|

from =220t X3 o0 week




FINAL EXAMINATIONS

Held Monthly Under the Direction of The Business Educators’
Association of Canada.

HE Business Educators’ Association of Canada—which stands for higher com-
mercial training —is the examining body to which the Business and the
Shorthand Students of the College submit themselves. The diploma issued
by the College, under the seal and sanction of the Association, will be con-
vincing evidence to prospective employers, in any part of Canada, of the com-
petency of its possessor. The Business Educators’ Association of Canada

is in reality the Business University of the best Commercial Colleges.






