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PREFACE.

The schools of a country should teach what the pupils will need most to
know and practice upon leaving them. The requirements of the age render the
knowledge and practice of book-keeping a necessity. In connection with the
High and Public Schools there has been an almost universal demand for a work
on book-keeping, compact in form, moderate in price, and adapted to the wants
of the pupils. To meet this demand the present book was prepared.

Beginning with the elements of the Science of Accounts, the principles are
unfolded and applied in a clear, simple, and progressive manner, easy both to
learn and to teach. As a book for office reference and for self-instruction in the
cage of candidates for Civil Service and Teachers’ Examinations, this manual will
be found most valuable. In its preparation the aim has been to produce a use-
ful book, and since there is little room for originality, except in the form of pre-
sentation, the authors have not hesitated to use whatever they have found of
value in the best standard books on the subject.

If asked what constitutes the distingunishing features and advantages of the
book, they would reply: Iirst, its clearness and simplicity ; secondly, it is
eminently practical, exemplifying‘the principles in theory and in use; thirdly,
it embraces within a small compass a variety of important subjects, never before
found in one volume.

The special thanks of the authors are due to Mr. C. Donovan, of Toronto,
who kindly read the proofs of the Appendix or Précis Writing and Indexing,
and to Mr. R. T. Walkem, who prepared the chapter upon Commerciul Law.



COMMERCIAL ABBREVIATIONS.

Tug FoLLowiNg ARE THE ABBREVIATIONS CoMMONLY USED IN BUSINESS:

A 1, First quality.

Acct., Account.

Acce’nt, Accountant.

Adv., Adventure.

Amt., Amount.

Ans., Answer.

Apr., April.

Aug., August.

Bbls., or Brils, Barrels.

Bot., Bought.

Blk., Black.

Brot., Brought.

B. Ex., Bill of Exchange.

Bgs., Bags.

B. L., Bill of Lading.

Bal., Balance.

B. P. B., Bank Pass Book.

B. B., Bill Book.

Bdls., Bundles.

B. Rec., Bills Receivable.

B, Pay., Bills Payable,

Ck. B., Check Book.

Ck., Check.

Cap., Capital.

Certf., Certificate.

C. B., Cash Book.

C. D., Certificate of Deposit

C.0.D., Collecton Delivery

Com., Commission.

Co., Company.

Consgt. B., Consignment
Book.

Consgt., Cousignment.

Cwt., Hundred Weight,

Chgd., Charged.

Cr., Creditor.

Ckt., Cocket.*

Ctg., Cartage.

Cts., Cents.

D., Peuce.

Dec., December.

Dr., Debtor.

Doz., Dozen.

D. B., Day Book.

Dep., Deposit.

Ds., Days.

Dft., Draft.

Dis., Discount.

Div., Dividend.

Do., The same.

Dis. B., Discount Book.

E. & O. E., Errors & omis-
[sions excepted.

Ea., Each.

Exch., Exchange.

Exp., Expense.

Entd., Futered.

Feb., February.

Fol., Folio.

For’d, Forward.

Frt., Freight.

f. 0. b., Free on board.

F. B. E., Foreign Bills of

[Exchange.

Gal., Gallon,

Gen. L., General Ledger.

(+. C. B., General Cash Book

Hdk’f, Handkerchief,

Hhd., Hogshead.

Hund., Hundred.

i. e., That is.

I. B., Invoice Book.

Invty. B., Inventory Book.

Inv., Invoice.

Int., Interest. .

Inst., The present month.

Ins., Insurance.

Jan,, January.

J. F., Journal Folio.

Leg., Ledger.

L. B., Letter Book.

L. F., Ledger Folio.

L. & ., Loss and Gain.

Lbs., Pounds.

M., Thousand.

Mdse., Merchandise.

Mar., March.

Mftg., Manufacturing,

Mo., Month.

Man., Manifest.

Mem., Memorandun.

N. B., Take notice.

No., Number.

Nov., November.

0, 1. B., Outward Invoice

Book.

0. L., Old Ledger.

Oz., Ounce.

Oct., October.

0. B., Order Book.

P. C. B., Petty Cash Book.

P.T. C. B., Paying Teller’s
Cash Book.

Pd., Paid.

P., pp., Page or Pages.

Per, By.

P. B., Pass Book.

Prox., Neat month.

Prem., Premium.

Pts., Pints.

Pkg., Package.

Pes., Pieces.

P. 0., Post Officc.

Pr. Ct., By the hundred.

Pol., Policy.

Qr., Quarter.

Qt., Quart.

Rec’d, Received.

R. R., Railroad.

Rect., Receipt.

R. B., Receipt Book.

Rec’d Pimt., Received Pay-

S. B., Sales Book. [ment.

Sept., September.

Shipt., Shipment.

Sunds., Sundries.

Sgt., Sight.

St., Street.

T., Ton.

T. B., 'Trial Balance, or
Time Book.

Ult., Ul mo, last month.

Viz., namely.

W. B., Way Bill.

Wt., Weight.

Yds., Yards.

Yr., Year.

@ At.
% Per Cent.
1/ Check Mark.

INTRODUCTORY.

1.. Boqk-Keeping is & systematic record of business transactions,
and is designed to furnish the facts from which the true condition of
the business may be ascertained at any time,

2. There are two methods of book-keeping—Single and Double
Entry. . The one is called Single Entry because each transaction in
the Day-Book is entered in the Ledger only once, either on the Debit
for Credit side of an account ; the other Double Entry because every
transaction in the Day-Book is entered in at least two accounts in the
Ledger, once on the Debit and once on the Credit side.

8. Debtor, or Dr., signifies that the person or thing made Dr.
owes us.

4. Creditor, or Cr., signifies that we owe the person or thing
made Cr.

5. Resources, or Assets, embrace whatever we possess, together
with all sums owing to us.

6. Liabilities include all our debts.

ACCOUNTS EXPLAINED.

7. A.n Account, whether of persons or things, is a statement of
the Debits and Credits resulting from business transactions relating to

it. Each Account has two sides—the Dr. or left-hand side, and the
Cr. or right-hand side.

.8. The Titles of Accounts (Ledger Headings) are the names by
wkich our Accounts are known.
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Personal Accounts bear the names of the persons with whom we
do business.

Merchandise is the title employed to represent any kind of goods
which we are buying or selling for profit.

Cash is the name under which we keep an account of all money
received and paid out.

CLASSIFICATION OF ACCOUNTS.

9. All Accounts arising in business may be classified under two
heads :

(1) Speculative Accounts—Those that may show either a gain or
a loss, such as Merchandise, Real Estate, ete., ete.

(2) Non-Speculative Accounts—Those that may show either a
resource or a Hability ; they are Cash, Bills Receivable, Bills Payable,
Bank and Personal Accounts, ete.

ACCOUNTS ILLUSTRATED.

&10. As a proper understanding of the nature and form of an account
is very important we will here give a number of examples with exer-
cises which the student should study carefully and work out for him-
self.

We begin with Personal Accounts, which are kept to show our
dealings with other persons and to determine whether we owe them
or they owe us. Persons are debited when they become indebted to
us or when we pay them anything on account.

They are credited when we become indebted to them or when they
pay us anything on account. If the Dr. side be the greater they owe
us, and the difference is a resource.

If the Cr. side be the greater we owe them and the difference is a
liability.

_7.—
Transactions for first illustrative example :—
(1) E. Mooers owes us an account, $1,200.
(2) We buy of E. Mooers Mdse. on acct., $950,
{8) He pays us cash on acct., $200. .
\
(4) We sell him a horse, $125. ,M/{"
(5) Sold him goods on acct., $680.
(6) He gave us his note on acet., $250.
(7) We fill his order for $120 worth of Mdse.

(8} Received of him cash on acet., $85.
(9) We close our books and receive his note to balance the account.

The above transactions give rise to the entries with corresponding
numbers in the account.

EXAMPLE 1.
Dr. E. Moozgs. Cr.
HE OWES US. WE OWE HIM.
1 1200 2 950
4 125 3 200
5 680 6 250
7 120 8 85
9 By Balance ..| 640
o125l | | 2125
Results—
He OWES US wevvveveiiiiiiircnenrieannnens $2,125
We owe hIm...vvveee i iiiiiiiieneiven e 1,485
Difference, or Resource .........c.oe..... $ 640

Before the 9th transaction oceurred ¥. Mooers had become in-
debted to us $2,125, as shown by the Dr. side of his account. He
had paid us on acct. $1,485, as shown on the Cr. side. He therefore
owes us the difference, $640, which he pays as stated in transaction 9,
when the account may be ruled up as shown in example above.

EXERCISE I.—-PERSONAL ACCOUNTS.

The student should rule up three separate forms similar to Ex-
ample I, and use one for each of the persons mentioned in the follow-
ing exercise. Make the Debit and Credit entries, and find the stand-
ing of each of the persons named :

1. R. Finlay owes me $480.
2. T owe H. Kelley $1,200.
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Sold H. McCormack Mdse. on account, $680.

Paid H. Kelley, to apply on acct., $500.

Sold R. Finlay on acct., Mdse., $1,500.

. Received Cash of H. McCormack on acct., $500.

Bought Mdse. of H. Kelley on acct., $750.

R. Finlay pays me cash on acct., $1,000.

. Bought Mdse. of H. McCormack on acct., $450.
10. Received of R. Finlay his note on acet., $980.
11. Sold H. Kelley Mdse. on acct., $975.

12. Gave H. McCormack my note on acct., $230.
13. Sold R. Finlay Mdse. on acet., $500.
14. Paid H. McCormack for balance of acet , $40.
15. Sold H. Kelley Mdse. on acct., $1,800.
16. Bought House and Lot of R. Finlay for $5,000; paid cash
$2,000 balance on acct.
Results—

Finlay,  Cr., Balance.......... .... ... $2,500
H. Relley, De. « o 1,825
L. MeCormack, balanced.

e e

~—A Cash Account is kept to show the receipts and payments of
money and the amount on hand. All the money received should be
entered on the Dr. side of Cash Account, and all the money paid out
on the Cr. side. The difference between the two sides will show the
amount of Cash on hand.

1. We have on hand $28.

2. We receive $20 from John A. Scott on acet.

3. We sell for cash 80 bushels Corn @ 60c per bus.

4. We buy 80 bus. Wheat @ $1 per bus.

5. We receive payment in full for a note of $55, with $8 interest
on the same.

6. We buy one Stove, for which we pay $35.

7. We pay Jas. Peck on acet., $36 50.

8. Jones pays us for a bill of Mdse. bought thiz day, $18.75.

9. We balance the Cash Acct.

How much Cash have we on hand ? Ans., $76.25.

__9_

EXAMPLE II.
Dr. _Casn, Cr.

36 | 50
| 76 | 25

WUW N —
O =T

ek

Upon examining the account we find that with the amount on
hand at the beginning and the four sums recetved since,—

There has come into our hands ................. $177 75
The three sums paid out together make ... ... 101 50

We ought to have on hand the difference...... $ 76 25
We therefore enter on the Cr. side $76.25 in red ink to show that
it has not been paid out. The footings of the two sides now agree,
and may be ruled off as in the Example.

EXERCISE II.

. Received into the business as an investment, Cash, 84,500.
. Received for Mdse. sold, $850.
. Paid Rent of store, $250.
. Paid Cash for Mdse., $2,500.
. Received Cash of R. S. Day on acct., $500.
. Paid for clerk hire, $75.
. Received Cash for Mdse. sold, $1,250.
. Paid E. Watt on acct., $820.
. Paid Cash to apply on our note, $3870.
10. Sold goods for Cash, $1,800.
11. Received of 8. Crawford, Cash on his note, $1.200.
12. Paid John 8ills on account, $1,000.
18. Paid Clerks’ salaries to date, $86.
How much Cash have we on hand ? Ans., $4,999.
The student should rule up form, enter the above fransactions,
and, having found balance of Cash on hand, enter it on Cr. side and
rule up the Account.

© P -3 D U B WD =

A Merchandise Account represents any kind of goods which we
buy and sell for profit. This account should be debited when the
goods are bought, or cost value, and credited when they are sold, or



produce value. When the goods are all sold, if the Credit side of the
account be the larger, the excess will be a gain. If the Debit side be
the larger it will show a loss. When the goods are not all sold, in
order to find the gain or loss an *Inventory must be taken and the
present value of the goods on hand must be placed on the Credit side
of the account. The difference will then show the gain or loss. The
inventory and the closing entry of gain or loss are written in red ink
to distinguish them from the business items. Ruling should all be
done in red ink.

Business Items—

1. Bought goods of Edwin Thompson on acet., $2,500.
2. Sold goods to Wm. Craig on his note, $1,800.

. Bought goods for Cash, $1,250.

. Bought goods of E. Rees on acct., $525.

. Sold goods for Cash, $850.

. Bougit goods of H. Jack on my note, $975.

. Sold goods to A. Bajus on acct., $285.50.

. Sold Jones & Co., for check, goods, $1,230.75.
Bought goods of D. H. Whitney on acct., $3,465.25.
10. Bought goods of J. A. Pike on my note, $1,875.80.
11. Sold goods for Cash, $1,448.50.

12. Sold goods to Thos. Allen on acct., $926.80.

18. There remains unsold goods as per inventory, $5,000.

© ® -1 P> o w

When Merchandise is bought place amount on the Dr. side of the
account; when sold, place amount on Cr. side.

EXAMPLE IIL

Dr. MERCHANDISE. Cr.
COST. PRODUCED.
1 2500 2 1800
3 1250 5 850
4 525 7 285150
6 975 8 1230575
9 346525|| 11 1448150
10 1875(80| 12 926 30
14 Gain........ 950 13 Inventory...| 5000
11541/05 11541 05

» Inventory.—A list in detail with prices of property on hand at any time.

Statement-—
Amount sold..... ..ooeee oot $ 6541 05
“  on hand ...l 5000 00
Total proceeds...... ..c.oooivi et $11541 05
LR 70 - T 10591 05
Neb GAI0 . veereeersreereeeeeereseeenen. $ 950 00

To the Student: Rule up a Ledger form for the following Exer-
cise and post the items ; enter the Inventory on the Cr. side, find your
gain and enter it on the Dr. side, then rule up as in the form above.

EXERCISE III

. Have goods on hand valued at $5,000.

Sold goods to John Rowlands on his note, $1,124.28.
Bought goods of Wm. Austen on acct., $3,126.

Sold goods to A. O. Allison for Check, $1,481.45.

. Sold goods for Cash, $934.15.

. Bought goods of Geo. A, Allen on my note, $765.74.
. Sold Geo. Anderson on acct. goods, $498.26.

. Sold goods for Cash, $8238.61,

. Sold W. H. Gordon goods on his note, $1,681.46.
10. Bought goods of W. Kitto on acet., $1,620.10.

11. Goods remaming unsold are worth $4,000.

Results—

o

[ =T s e

Amount sold ... cooeveiiiiiiiiinnn. $ 6493 21
“ onhand ......ociieis ciiinn 4000 00

Total proceeds .. .....:.................$10493 21
R 1o TN . 10411 84

Expense Account is the title under which we keep an account of
the expenses incurred in conducting a business, such as rent, fuel, gas,
taxes. When desired separate accounts may be kept with each branch
of expense and closed into Expense Account or Loss and Gain. All
such accounts are Dr. for their cost and Cr. for anything sold from
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them , but generally they Lave no credit entry until closing the books
for Profit and Loss.
Business Ttems—

1. Prepaid rent of store with Cash. $200,

2. Bought for Cash set of Blank Books and other stationery,
$38.34.

8. Paid gas bill with Cash, $23.18.
4. Paid A. Bureau on acct. of salary, $24.60.
5. Paid for bill of furniture with Cash, $225.
6. Paid Cash for postage stamps, $10.
7. Received Cash for old oftice desk, $25.
8. Present value of furniture and other items charged to Expense,
$200.
EXAMPLE IV.
Dr. ExpExsE. Cr.
200 25
38(34 Inventory ....| 200
23(18 Loss & Gain. .| 296(12
24|60
225
10
521012 52112
Statement—
Total COst..veveriiiii ieriivies ciiiaane $521 12
Amount produced ..............oieieiinll 225 00
Difference, or Lioss...cccovveniinnn. $296 12

To the Student: Rule up Ledger account for the following trans-
actions, and post as above. Enter the Inventory and Loss or Gain
in red ink and rule up.

EXERCISE IV.

Paid one quarter’s rent of store with Cash, $150.

Bought 5 tons of coal for store, $35.

Paid Cash for desk and chairs, $55.

Received Cash for one letter press and copying book, $12.50.
. Paid clerks one month’s salary, $60.

Paid for advertising, $15.40.

. Rececived Cash for use of half the store, $15.

. Value of property now on hand, charged to expense, $125.
How much is the net loss ?  Ans., $162.90.

TN oo w o

_13_._

Proprietor's or S8tock Account.—The Proprietor is the person who
owns and conducts the business. He is credited for the amount in-
vested at the beginning or during the business, and for his net gain
when the books are closed. He is debited for his liabilities on com-
mencing business, and for all amounts withdrawn for private use dur-
ing the business, also for the net loss, if there be any, at closing.
Sometimes the title ** Stock’ is used instead of the proprietor’s name.
We would prefer to have the student use his own name for the Ledger
title in place of either proprietor or stoek.

Business Items—
1. Student invests Cash, $5,000.
2. He owes on a note, favor of R. D. Brough, $500.
8. He withdraws Cash for private expenses, $75.
4. When the books are closed his net gain is $350.

EXAMPLE V.

Dr. STUDENT. Cr.
LIABILITIES AND LOSSES. INVESTMENTS AND GAINS.
2 500 1 5000
3 75 1 4 Gain.......... 850
* Present Worth . [5275 *
5850 | 5850
t 1 ' Balance. .|5275
Statement—
Investment ............ e ere e $5000
GAINL einrietiiiierntverieenns crvennvnenanenns 850
$5850
Liabilities and Liosses.ccveveviiiiienniens ot 575
Present worth ...ocveveeviiiiciniieniiniannnes $5275 4

After closing the present worth may be brought down upon the
Cr. side, to which it properly belongs for the continuation of the
business, as shoyn above.

EXERCISE V.

Rule form for the following transactions. Post and close as
above :—

1. Student invests Cash, $2,725; Mdse., $3,000.



2. He owes Geo. A. Allen on acct., $62.50. ,
8. He withdraws Cash for private use, $45.

4. He owes a note in favor of J. P. Byers, $300.
5. Net loss on closing the books is $750.

L~
Notes and Drafts are written obligations to pay certain sums of
money, and are divided into two clasves. Those that are payable to
us are called Bills Receivable. Those that are payable by us to others

are called Bills Payable,

Bills Receivable should be Debited when the notes are received
into the business, and Credited when they are collected or disposed of.
The excess, if any, will appear upon the Dr. side and show a Resource
or amount of notes on hand. The Cr. side could not be the larger
because we could not dispose of more notes than have been received.

Business Items—

1. Sold Geo. Turner on his note Mdse., $1,600.

2. Received of Israel Taylor his note on acet., $1,240,

8. Bought D. Taggart’s note for Cash, $1,800.

4, Received cash to apply on Geo. Turner’s note, $1,200.

5. W. Squires gave me his draft at 10 days on A. Shanuon in full
of acct., $850.

6. Received cash in full for Israel Taylor’s note, $1,240.

7. A. Shannon has paid his draft.

8. Received of D. Taggart Cash to apply on his note, $800.

EXAMPLE VI

Dr. BILLs RECEIVABLE. Cr.
NOTES RECEIVED. l DISPOSED OF.
1 1600 4 1200
2 1240 6 1240
3 1800 7 850
5 850 8 800
9 By Balance....|1400
5490 5400
Dr. Notes Received........ ...... e $5490
Cr. ¢ Disposed of ...oovn cvevrininnnen. 4090

Balance Notes on hand...................... $1400

EXERCISE VI,

Bills Payable should be credited when issued or given out, and
debited when they are paid or redeemed.

The Cr. side must be the larger, if either, as we could not redeem
more notes than we had given out. The excess is a lability.

Business Items—

1. Gave M. Sills our note for Mdse., $1,200.

2, Bought Mdse. of W. H. Jordan on our note, $960.

8. Paid M. Rills Cash to apply on our note, $480.

4. Accepted J. R. Booth’s draft at 80 days in full of account,
$1,450.

5. Paid balance of our note, favor of M. Sills, $720.

6. Gave C. Dawson our note in full of acet., $1,140.25.

7. Paid W. H. Jordan cash in full tor our note, $960.

8. Paid our acceptance, favor of J. R. Booth, $1,450.
9. Gave W. Rae our note in settlement of acet., $1,320.50,
EXAMPLE VII.
Dr. BILLs PAYABLE. Cr.
REDEEMED, | ISSUED.
3 | 480 1 1200,
5 ‘ 720 2 960
7 960[ 4 1450
8 1450 6 114025
9 To Balance. (246075 132050
16070/75! 6070175
TsSUA cenien cverniienenirnsernriineanianes $6070 75
Redeemed......oovveveee cvvneeroniioennnns 8610 00
Balance....ccocooviiiin viveiennn. $2460 75

EXERCISE VII
The student will rule up two Ledger Accounts—one for Bills Re-
ceivable and one for Bills Payable--and post each of the following
transactions to the account to which it belongs, and find the balance
of each account.
Business Items —
1. I have on hand the following notes :
E. Mooer’s note for $1,280,
John May’s note for $650,
Geo. Moore's note for $890.
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2. I have the following notes outstanding :
One in favor of G. H. Mills for $1,680,
One in favor of H. W. Miller for $1,200,
One in favor of W. Moran for $675.
. Sold W. Fell Mdse. on his note, $1,230.
Recerved of John Wilson his note on acet., $1,840.
. Bought Mdse. of L. A. Fell on our note, $560.
. Received Cash of K. Mooer on his note, $1,000.
. Redeemed our note, favor of H. W. Miller, $1,200.
, Accepted S. Marlatt’s draft at 10 days, favor of Thos. Marshs
$678. .
9. Geo. Mooer’s note has been paid in Cash, $890.
10. Paid G. H. Muills to apply on our note Cash, $1,280.
11. Sold Mdse. and received in payment draft at 80 days on Chas.
Meek, $840.
12. Received Cash in full for John May’s note, $650.
18. Paid our acceptance in favor of Marsh, $678.
14. John Wilson has paid his note due this day with Cash, $1,340C.
15. Paid our note in favor of L. A. Fell, $560.

Balance of Bills Rec. Acet.... ..... ...... $2350
“ “  Pay. ¢ .l 1075

o

11. Negotiable Paper is that which may be bought and sold and
thus have different owners at different times, who shall possess the
right of enforcing collection at maturity in therr own name. Such
paper embraces Notes, Drafts, Bills of Exchange, Acceptances, Cer-
tificates of Deposit, Bank Bills and Checks.

12. A Promissory Note is an absolute promise in writing made by
one person to pay a certain sum of money to another person or to his
order, or to bearer, at a certain time.

Parties to a Note: 1st, the person who writes the note and
signs his name to it, is called the Muker; 2nd, the person
whose name is written in the body of the note, who is to receive

the money, is called the Payee. In the form .below, John Deane is
the Maker, and W. R. Squires the Payee.

NOTE No. 1.

//.%00:0 Fotontey Gl 3, 1850.

%é{% /ﬂ%d ﬂ//?zf dte & /wmtég lo %ﬂ%
Y (ﬁ' @;mﬁd, al olded, e Eindicd and
%4@ @%//ééd, wative ieccived

Jﬂ/;z @ﬂﬁz.
%/ 7. @ﬂg J @@ﬂif/? Fo.

18. A Draft is an order or request written by one person and
directed to another, requesting him to pay a certain sum of money to
a third person or his order, or to bearer.

14. Parties to a draft are three. 1st, the Drawer, who makes the
draft ; 2nd, the Drawec, the one upon whom the draft is drawn; 8rd,
the Payee, the one to whom the draft is made payable.

15. Acceptance is the acknowledgement of the Drawee that he
agrees to the conditions named in the Draft. This he does by writing
across the face of the Draft, usually in red ink, the word ““Accepted,”
the date, where payable, and his signature.

The Payee has no legal claim against the Drawee until after the
Draft has been accepted.

There need only be two parties to a Draft in some cases, as the
Drawer may make the Draft payable to himself. In such a case he
sends it to the Drawee to be accepted and returned.

Bank Drafts are used in the payment of debts owing to persons
m other places to save the actual transmission of the money. All
Banks keep money deposited with one or more of the Banks located
in the commercial centres of the country, against which they can
draw Drafts to be used for remittance to creditors. These Drafts are
current as Cash.
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FORM OF DRAFT, ACCEPTED.
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16. A Bill of Exchange is another name for a Draft. Such Bills
are usually drawn in sets. Each one of the set contains a condition
that it shall be payable only so long as the others remain unpaid.
When any one of a set is paid the rest are void. The object in draw-
ing them in sets is that they may be sent by separate conveyance, that
time may be saved should one or more be lost.

17. A Certificate of Deposit is a Receipt or Statement given by a
Banker for money deposited.

18. A Check is an order on a Bank or Banker for money, payable
to the bearer or to his order.

CHECK No. 1.

f?{/ga.‘i’. %474&% mew y,/o"é

@am&%&a% %ﬂ/%%@ %%/@

C/ﬁm p S @Zm &Q %/ ________________ ol oldets
@ﬂﬂ wndied and ngam{? __________________ @a%w
dQ. % @(ﬂ@@/ﬂyp

"19. A Certified Check is an order certified to by the Bank, after
which the Bank is holden for the face of it.

SINGLE ENTRY BOOK-KEEPING.

sSET I.

20. Illustrated by a set of books, showing the method of ascertain-
ing the profits, and of changing Single Entry into Double Entry
books.

We give this illustration of book-keeping by Single Entry for the
benefit of Mechanics, Farmers, Tradesmen and others who desire only
a sufficient knowledge of accounts to keep the books of a small busi-
ness.

The books used in this set are :

21. The Day Book, which is a complete record of all transactions,
written in the order of their occurrence, with full particulars of each.

22. The Gash Book, which shows the receipt and payment of all
money.

23. The Bill Book, which is kept to show the particulars regarding
Bills Payable and Bills Receivable which you issue and receive. For
explanation and for form, see arts. 31 and 382.

24. The Ledger, which contains all the accounts under which the
Debits and Credits recorded in the Day Book are to be placed. The
transferring of these Debits and Credits from the Day Book, and plac-
ing each in its proper place under its proper heading in the Ledger, is
called posting.

Memoranda of Israel Taylor’s Business Transactions during the
month of March, to be written up in Single Entry form :

Mar. 1, Israel Taylor commenced the Grocery Business this day,
investing as follows :
Cash, $1,200;
Mdse. as per Inventory, $2,260 ;
Notes in his favor as per Bill Book $692.80;



Mar.

D. M. Walker owes him on acet., $86.40;
J. 8. Rowland “ “ $48.20.

He owes as follows :

On notes as per Bill Book, $248;
To James Johnson on acct., $76.80 ;
To R. Waitts, “ $64.30.

2, Sold W. A. Wilmot, on acet., 20 1bs. Refined Sugar @ 10c,
15 lbs. Japan Tea @ 90c.

3, Bought of M. Ryan, on acct., 6 bbls. Brown Sugar (750
1bs.) @ 8ic, 8 sacks Coffee (600 lbs.) @ 15c. Paid Freight
and Cartage with Cash, $20.

4, Sold Frank Rees 1 box Soda Biscuit (40 lbs.) @ e, 8 boxes
Cheese (120 1bs.) @ 9¢. Received in payment Cash. Paid
for Insurance on stock, Cash, $55.

5, Bought of Thos. Marsh 20 bbls. Flour, extra fine, @ $6.25.
Gave in payment, Cash, $45, balance on acct.

8, Bought of Thos. Keenan, on acct., 200 boxes Cheese @
$4.80 per box. Received Cash for sales thigday, $98.87.

7, Paid John Johnson’s order on us in M, $76.80. Bought
for Cash, set Blanks and Stationery, $21.25.

8, Sold W. Welbanks, for Cash, 2 boxes Cheese @ $5 each, 1
bbl. Flour @ $7.

9, Sold Jas. Graham, on acct., 50 bbls. Salt at $1.25.

10, Paid Cash for repairs on store, $48.
11, Received Cash of W. Kitto for his note, due to-day, $225.

12, Sold Thos. Marsh, on acet., 3 chests Japan Tea (140 1bs.)
@ 60¢, 1 bbl. Brown Sugar (120 1bs.) @ 9¢. Cash sales this
day, $121.50.

18, Paid ouar note, due this day, with Cash, $120.

14, Gave Thos. Keenan our note at one month in settlement of
acct. to date.

15, Bought of Isaac N. Wilson, Toronto, on acct., 100 bbls.
Flour @ $5.50. Paid freight with Cash, $18.40.

16, Received of Thos. Marsh his 80 days’ note to balance his
acct. Received Cash for Sales this day, $81.95.
16, Sold Geo. Moore for Cash 8 tubs Butter (240 Ibs.) @ 20¢

17, M. A. Kemp has this day paid his note in our favor with
Cash, $156.

18, Sold Thos. Dunlop 50 bbls. Flour @ $6. Received in pay-
ment Draft at 10 lays’ sight on Geo. Hobart for $2380, balance
on acct.  Cash sales, $112.50.

19, Paid R. Watt balance of acct. to date with our order on D,
M. Walker, $64.30.

20, Received of J. S. Rowland Cash in fulj of acct., $48.20.

21, Received of W. C. Kent Cash in full for his note due to-day,
$811.80. Received of J. Graham, note at 1 mo. m full of acct.

22, Bought for use of stove 3 tons Chestnut Coal at $6.50. Paid
with Cash.

23, Redeemed our note in favor of J. W. Deane, due this day
with Cash, $1:8. ,

24, Sold I. N. Wilson on acet , 50 boxes Cheese @ $5.20. Paid
gas bill with Cash, $12.50.

25, Recewved of D. M. Walker Cash to balance his account
$22.10. ’
26, Bought of Wm. Austin 20 tubs Butter, 60 lbs. each, @ 18c.

Gave in payment order on Dunlop for $70 and balance on acat

27, Gave L. N. Wilson my note at 2 months for $100 to apply
on acct.  Cash sales this day, $94.

28, Paid one month's Rent with Cash, $25.

29, Sold N. Ward for Cash 10 bbls. Flour @ $6.50; 2 choests
Ten, $12.50 each.

30, Bought of John Greeunwood 10 boxes Cheese @ $5.20, 12

bbls. Flour @ $6. Gave in payment Cash $50. Balance on
acct.



Mar. 81, Paid Clerks for services to date, Cash, $60. Received of
Geo. Hobart, Cash, $280 in full for Draft, due this day. Paid
W. Austin Cash to balance his acct.. §146.

We have this day taken an [nventory and find unsold the following

property : —
Mdse. valued at $38,400.

INSTRUCTIONS FOR WRITING UP DAY BOOK.

25. All transactions which affect either the debit or crelit of any
person’s account, instead of being entered directly into the account,
as in Example I, page 7, are first recorded in this book.

In making the entry for goods purchased, it is sufficient to say,
“ Amt. as per Iuvoice,” as you have the Invoice, to which you can
refer for details. In entering the sales it is better to put down the
items, as you will have no other record of the transaction.

Cash transactions are not entered in the Day Book, bu} are car-
ried direct to the Cash Book, except those which affect the debit or
credit of persons with whom we are keeping accounts, in which case
they are entered in both Day Book and Cash Book.

A full description of ail Notes and Time Drafts received aund given
out should be recorded in the Bill Book, as shown in form, art. 32.

-2

26. FORM OF DAY BOOK.
KinasToN, MARCH 1, 1885.

27 Israel Taylor, Cr.
By [nvestment as follows :
Mdse. as per Inventory 2260
Cash on hand 1200
Notes as per Bill Book 692
D. M. Walker on acct. 86
J. 8. Rowland ¢ 48
Dr. — -
To Notes as per Bill Book - 248
Balance due James Johnson on acet. 76
o R. Watts e 64
27 D. M. Walker, D1,
To Balance of Acect.
27 J. 8. Rowland, Dr.
To Balance of Acct.
27 James Johnson, Cr.
By Balance of Acct.
27 R. Watts, Cr.
By Balance of Acct.
2 _
28 W, A Wilmot, Dr.
To 20 1bs. Refined Sugar @ 10¢ 2
13 Ibs. Japan Tea @ 90c 13
3
28 M. Ryan, Cr.
By Mdse. as per Invoice
S
28 Thos. Marsh, Cr.

By Mdse. as per Invoice
Dr.

To Cash on Acet.

80
30

389

86

48

76

64

153

40

40

20

S0

30



FORM OF DAY BOOK —Continued.

KinestoN, Mancin 6, 1885,

! !
28 Thos. Keenan, Cr.
3y Mdse. per Invoice

i

27 James Jobnson, Dr.
To order for Mdse.

9

28 James Giaham, Dr.
To 30 bbls. Salt @ $1.25

12

28 Thos. Marsh, Dr.
To 140 Vs, Japan Tea @ 60c
120 1bs. Brown Sugar @ 9c¢

N ¥ S _
28 ! Thos. Keendan. Dr.
\ To Note at one month to balance Acct.
" 15
29 \ Isaac N. Wilson, Cr.
\ By Mdse as per bill
‘ 16 ——
28 ‘ Thos. Marsh, Cr.
By Note @ 30 days in full of Acct
! 18
29 ' Thos. Dunlop, Dr.

To 30 1bs. Flour @ $6.
Cr. = - ———
By srdet on Geo. Hobart @ 10 days.
19 _

27  Robert Watt, Dr.
To order on D M. Walker

t

27 D. M. Walker, Cr.
By order as above

{

84
10 80

|

960

76

62

94

960

14

300

230

G4

80

50

$0

50

30

_._25__

FORM OF DAY BOOK., -Continued.
Kixasron, March 20, 1885,

27 J. 8. Rowlands, Cr
By Cash in full of Acct. ’

o~

21

28  James Graham, Cr
By Note at 1 month in full of Acct,

24
209 I. N. Wilson, Dr
To 50 boxes Cheese @ $3.20 .

25
27 Dh.M. Walker, Cr
By Cash in full of Acct. to date

26
20 Wm. Austen, Cr

By Mdse. as per Bill
Dr.
29 To order on I. Dunlop,

1

29 T. Dunlop,

By order as above o
27 -
20 I. N. Wilson, Dr
To Note @ 2 mos. on Acct. .
30
20 J. A. Greenwood, Cr
By Mdse. as per Invoice .
Dr.
20 To Cash on Acet.
31
29 Wm. Austen, Dr.

To Cash iu full of acct. to date

62

260

22

216

70

100

146

50

10
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LEDGER.

97. The Ledger contains all the accounts under which the Debits
and Credits recorded m the Dav Book are to be placed All the
charges against any one person, in the Day Book, are entered in the
Ledger uuder that person’s name, on the Dr. side, and on the Cr. side
are entered all the credits (if auy) 1 his favor. This gives us a brief
statement of our dealings with that person and shows how our account
stands with him.

The transferring of these Debits and Credits from the Day Book
and placing each under its proper title in the Ledger, is called Posting.

To Post the first entry of your Day Book turn to Israel Taylor’s
account in your Ledger and on the Cr. or right hand side in the first
colummn, write the date ; in the second, the explanation “By Invest-
ment;’’ in the thivd, the page of the Day Book, where this Eutry is
found ; and in the fourth, the amount for which he is credited. You
will now enter on the left hand or Debit side of the account, in the
same order, the Date, Explanation, Folio or page of Day Book, and
Amount for which he is debited. Then turn to the Day Book and
place the page of the Ledger on which this account is found m the
left hand column, opposite the Entry. As soon as an entry 1s posted
we should mark in each book the page of the other, to show what
entries are posted and for convenience in checking the accounts or
making out bills.

The next entry may be posted to the Dr. side of D. M. Walker’s
account, and so proceed with each entry as yon come to it till the
whole Day Book is posted.

Dr.

1885
Mar 1 ] To Sundiies

|

Dr.

1885
Mar 1 To Balance

Dr.

1885

Mar’ 1| To Balance

1885
Mav 19, To D. M Walker

i

NI

/

23,—FORM OF LEDGER.

IsrARL TAYLOR. Dr

885

1
23 38910 |Mar 1 By Investment 23 4287 40

|
1
[

D. M. WALKER. Cr.
o 1885, - .
3 8640 §Mar | By R. Watt 24/ 6430
_ , | Cash 251 2210
| Lo "
— Sewop L - _86'40
\ .
oy | |
J S, Rowwnaap. Cr.
N S psss B T
23 4820 | Mar|20 By Cash .2_ l|_4§120
r ‘ -
, |
R | ' | ‘ |
‘J;UVES JOHNSON, Cr.,
o 1885 o e
24 7680 |Mar 1 By Balance 2:3‘ 7 ‘8()
10
| | ‘
R. Warrs. Cr.

. 1885, 7‘ - B
24, 6130 | Mar' 1| By Balance 123 64l30
| T T

|
]
\ 'i
o
_ i i
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FORM OF LEDGER —Continued.

Dr

1885
Mar 2 To Mdse

Dr.
Dr
1885 -
Mar 5 To Cash
12 < Mdse
Dr
1885

Mar 14 To Bills Pay

Dr.

1885
Mar 9 To Mdse.

W A WiLvor

I
23 1550I

M Ryan

1885
Mar 3 By Mdse

THOMAS MARSH
‘ I j1885 o
23 45 Mar 5 By Mdse.

24 9480 ‘" Bills Rec.

139 80

Laovias KEENAY

}ﬂSSD
24 960 IMam 6 By Mdse

|

Jas GRAHAM

1885
24 6250 {Mar 21 By Bills Rec

Cr.

23 15375

Cy

[
24 960

|
|

Cr

)
-t

62 50

FORM OF LEDGER —Continued.

Dr. Tromas Dusvor. Cr.
188 T 188 - -
Mai 18! To Mdse. 24 30 if Mar 26 By Bulls Rec 24/} 230

26 ¢ W Austin 25 70
N 3004 l - \ 300
| ' P ’ |
S B N | ' !

Dr Isaac N WiLsoN. Cr.
1885 o psss 0
Mar 24 To Mdse ‘20\ 260 IMar 14 By Mdse '24 550

27 ¢ Dulls Pay 251 100 \‘

|
]
1
i |

Dr W. AUSTEN Cr.
1885 I ssst T
Mar 26| To T Dunlop 25 2 I iar 26 By Mdse 25 218

31 ¢ Cash 2 146

J#_ 1 I 216 ,l 216
| ‘ o
| |
N 1 REERE I I

Dr J A GREENWOOD Cr.
1835 ~ H1885
Mar 30 To Cash 25

; 50‘ \ Mar 30 By Mdse 25 124
l .
|

i

The accounts which are settled should be balaaced, on the Ledger
at the time of settlemont without wartiug till the whole Day Book 15

posted.

Tn actual practice the accounts are not closed till they are settled
unless the Ledger 15 full and a new one to be opened



CASEL.
Dr. CASH RECEIPTS. ‘
1885 | o i o T
Mar 1To Israel Taylor, *Investment 1200
4 ¢ Mdse., Sold Frank Rees 13 60
6 < Mdse., Petty sales 98 37
‘ ——‘i1311 97
1 ‘ \
i . _|sugr
Mar 7 Balance (11191 97
8 To Mdse., Sold W. Welbanks 17 1
11 “* Bills Receivable, Kitto’s Note 225 |
12 ¢¢ Mdse., Petty sales 121 50
— —1 36350
‘ [
,_ | 155547
Mar 13 Balance 1 1486 22
16 To Mdse., Petty sales 8195
eyee e Sold G. Moore 48
v |17] ¢ Bills Recenvable, M. A. Kemp 156
18] ¢¢ Mdse , Petty sales 112 50
19| ¢ J. S. Rowlands, In full of acct. 48 20;
121} ¢ Bills Recervable, W C. Kent 311480
— || 75845
‘ ! 1 l 2244 67
| - T -
Mar 25 Balance 1951 27
** To D. M. Walker, In full of acct. 22 10‘
27 ¢ Mdse., Petty sales 94
29 ¢« o« Sold N. Ward 90 !
31! ¢ Bills Re.eivable, Geo. Hobart 230 |
| ——l— 436,10
I —_—
1 ! l 2387 37

29. The Cash Book, as statel mn Article 22, should contain a record
of all Cash received and paid 11 conducting a busimess.

It should be balanced once a week, or every day if the business
requires it.

* The Explanation should be written one third smaller

CASEL
CASH PAYMENTS. Cr.
1885 | B I T
Mar 3 By Mdse., Paid fieight il 20
4 ¢¢ Insurance, On Stock 55
5 ¢ Mdse., Bought of T. Maish 4% !
— - 120
6 ¢ Balance, € ash on hand 1191 97
-
E B 1811]97
=
Mar 7 To Expense, Bought Stationery and Rooks| 2125
10 ¢ ‘e Paid for repairs on Store 48
— 69 25
12+ Balance, Cash on hand l 1486 22
L B 155547
Mar 13 By Bills Payable, Favor Kert 120
15 ¢¢ Mdse., Paid Freight 1340
22 ¢ Expense, Bought Coal, for stove 19 50
23 ¢ Bills Payable, J. W. Deane’s 128
24 ¢ KExpense, Paid Gas Bill 1250
- 293 40
24 ¢ Balane, € =h on hand 111951 27
112244 67
—_— — — ==
M 28 Expense, Paid Rent . 25 |
30 By Mdse., Bought of J A, Greenwood 50
31 ¢ By Expense, Paid Salary 60
e | “ W. Austen, In full of acct. 146
=} 281l
{311 ¢ Balance, C wh on hand b|2106 37
i 1 [ _
[ | I2§87137

To balance this account find the amount received as shown by the
Dr. «1de and the amount paid as shown by the Cr side. The differ-
ence should agrce with the Cash on hand. Euter this balance in red
ink on the Cr. side, and atter ruling up as shown m form, bring the
balance down to the Di. side, which was the Jarger before closing, and
continue the account as before.



|
w
N
|

17
21
23

e

REMARKS.

REMARKS.

13
13

Received cash, March 11
Received cash, March 31
Paid with cash, Mar, 13

62 50
14 80

230

“ 17 156
19

o

Mar 31
Mar 13 120

|

13 «

33 |« }21 311 80
33 « IApillo4
 TivE.

33 «
My Office 5 mos

93 «

I
|
!
i
I

%(is Office 63 d’ys|Mar 11, 225
PAYABLE.

T| WHERE ¢

““

RECEIVED. | PAYABLE.

For WHa'

Mdse.

On Acct.

Mdse.

For WHAT WHERL
On Acct.

1
§

BILLS PAYABLE.
o

BILLS RECEIVABLE.

31.—FORM OF BILL BOOK.

FAvVOR.
M. Koen
(13

(13

“

In WHoOSE
'J. W. Deune

W.

L. Taylor

‘J . Kerr

T. Keenan
ﬁ. N. Wilson

\

DRAWEE
OR

MAKER.

X3

(11

(13

M. A. Kemp

Jas. Graham
Geo. Hobait

W, H. Kitto

L. Taylor

l
1
|

DRAWER
OR
NDORSER.

Drawer
OR
ENDORSER.

-

E

Wm. Ray

SIW. M. Koen

2 Dec 14 T. Dunlop

16 8, J. Chapman T. Marsh

27 J. Hackett

an |
WHEN
GIVEN
(33

;

5 Feb 18 Stephen Kidd W. C. Kent

111 ¢ 18T. Dunlop
3 Oct. 10 T. Keenan
4 Dec 20 A. L. Davis
5'Mar 14 R. 8. Day

. WHEN
6

3
8 Mar 21

7 1 RECD.
(=}

101 ¢
s

1

BILL BOOK EXPLAINED.

32. When another man’s Note or Acceptance comes into our hands
it is entered with all the particulars required in the Bills Receivable
book. When our own Note or Acceptance is given out it is entored
in the same way in the Bills Payable book. We thus have a complete
record of all Bills we handle, and by reference to this book we can see
what Bills we hold and when they are due, also what Bills are out and
when they must be paid. The space under “Remarks” should be filled
as Bills are paid or disposed of. The Headings of these books will
further explain their use and the manner of entering Notes  or Bills.

You will notice that the Bills entered in the forms on the opposite
page belong to the preceding set ; hence the Notes yet on hand and the
Notes unpaid as shown here will agree with balance of Bills Receiv-
able and Bills Payable in statement, page 84.

STATEMENT OF RESULTS.

83. The net gain or net Joss of the business may be determined
thus: First, ascertain the Present Worth by finding the difference
between the Resources and Liabilities. If this Present Worth be
greater than the original investment, the difference shows the net
gain ; if it be less, the difference is the net loss. In making out the
Statement of Resources and Lialilities, the standing of Personal
Accounts only can be obtained from the Ledger. The amount of
cash on hand will be found from the Cash Book; the Resource of
Bills Receivable, and the Liability of Bills Payable, from the Bill
Book ; and the value of unsold goods from the Inventory.



FORM OF STATEMENT OF RESULTS.

RESOURCES.
Mdset unsold, as per inventory 3400
Cash, as per Cash Book 2106 37
Bills Receivable, as per Bill Book 7730
W. A. Wilimot owes on acct. 1550
Total Resources 5599(17
LIABILITIES.
Bills Payable, as per Bill Book 1060
Due M. Ryan on acct. 15375
‘¢« 1. N. Wilson on acct. 190
¢ J. A. Greenwood on acct. 74
Total Liabilities -~ herrirs
I. Taylor’s Present Worth 4121142
¢ Net Investment 389830
@ Net Gain 22312

TO CHANGE FROM SINGLE TO DOUBLE ENTRY.

34. The distinguishing feature ofy Single Entry is that personal
accounts only are kept in the Ledger. If the same Ledger be used, it
is apparent that to change it to Double Entry such additional accounts
must be opened as will enable us to exhibit all the Resources and Lia-
bilities of the business, as shown by the above Statement, viz.: Mer-
chandise, Cash, Bills Receivable and Bills Payable accounts. Then,
if you credit the proprietor’s account with his net gain, your Ledger
should be in balance, and you may proceed with the work by Double
Entry.

If in changing from Single to Double Entry you wish to open up
a new Ledger, it is only necessary to close up the Single Entry
books. Take off a statement as is here done, open your Day Book
with a list of the Resources and Liabilities, and make a Journal entry,
debiting the Resources and crediting the Liabilities, and credit pro-
prietor’s account (or partners’ if it be a firm) for the difference between
them.

To more fully illustrate this subject, we use the Resources and
Liabilities shown in the above statement as the foundation for a busi-
ness in Set IV,

MATERIAL FOR SHORT SETS.

The Student will write up a Day-Book and Ledger for each set,
and make out a statement showing the condition of the business, pro-
prietor’s net worth, and the net gain or loss. See form, Art. 83.

These transactions will be found especially nseful for drill exercises
or examination tests, and may be written up by Double or Single
Entry.

EXAMPLE 1.
Carting Business.
Student commenced business 1st July, 1879, with a cash capital
of $5,000. Bought for cash 4 horses and equipments, $800.
Paid Cash for rent of stable one month, $25.

July 8.—Received Cash for cartage during the week, $75. Work
done on acct., viz., for W. A. Miller, $10; J. L. Hunt, $15;
H. F. Wilmot, $12. Paid workmen’s wages, $35.75.

£

15.—Paid Cash for horse-shoeing, $7; for repairing carts and
harness, $3.75. Received Cash for carting during the week,
$83.75. Work done on acct., H, . Wilmot, $10 ; Wm. Tay-
lor, $17; J. L. Hunt, $3 ; C. E, Cady, $5.75. Paid workmen,
$29.50.

« 22.—Received Cash for drayage during the week, $85. Work
done on acet., H. F. Wilmot, $15; W. A. Miller, $17.50; C.
Welbanks, $18. Received Cash, W. A. Miller on acet., $18;
H. F. Wilmot, $27; J. L. Huut, in full of acct.’

Horses, carts and equipments valued at cost.
Net Capital... cooveeeriiiiiiiniiiiiinininen, $5,266

Net Gain....covn coviiis ivenns cvennnee 266
Ledger Headings 8 lines each.

EXAMPLE II.
Dry Goods Business.
Sept. 1, 1879.—Student began business with a cash capital of $1,000,

Paid for repairing store, $75. Bought goods of B. White on
acct. amounting per Invoice to $2,517.
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Sept. 5.—Sold Mdse to M. Sills, Perth, on acct., for $175; to D.
Kerr, city, for Cash, $210.30 ; to Philip Haffner on his note @
30 days, $412.75.

¢ 12.—Paid one month’s rent of store in Cash, $100. Paid em-
ployees for services to date, $50. Sold Mdse. to John H.
Hunter on acet., $317.25. Received from M. Sills, Perth,
goods returned, not being the kind ordered, for which we credit
him $25.

«  80.—Settled with John H. Hunter for his indebtedness, accept-
ing a compromise of 75 per cent. ; cash received in full settle-
ment of acet., $——; lost the balance, $ Paid cash for
petty expenses, $17.50. Paid B. White cash on acct., $500.
Sold Mdse. for check, $875.

Mdse. unsold, valued at................ $1584 72
Net GaIN. vivevenivieintraiirereninrensen 211 21
Present Net Worth ... ..o oeeviiin L. 1211 21

Ledger Headings, each 5 lines.

EXAMPLE TI1I.
Letail Grocery Business.

Oct. 1, 1879 —Student commenced business with Mdse. on hand
valued at $500. Bought of Fred Scott, bill of Mdse. as per
invoice, $300; gave in payment order on R. J. Bushell for
$101, balance on acct.

Oct. 2.—8Sold Robert Simpson, on acct., 10 lbs. Rio Coffee @ 12¢, 1
1b. best Black Tea, $1; 25 lbs. Sugar @ 12¢. Sold Jas. John-
sorn, on acct., 1 box Raisins, 25 lbs., at 20c. Sold H. A. Duan-
lop, on acet., 1 gal. Vinegar, 75¢; 8 lbs. Black Tea @ Téc ; 4
bus. Apples @ $1.

3.—Sold J. W. Deane, on acct., 50 lbs. Ham @ 11¢; 1 box Her-
rings, $2 ; received cash on acct., $5.

4.—8old M. Doran, on acct., 1bbl. Flour, $8. Sold A. Cannem
on acet., 5 gals. Cider Vinegar @ 75c; 3 bus. Potatoes @ $1
per bus.

¢ 5.—8old Thos. Clearey, on acct., 6 gals. Molasses @ 75¢ ; 501bs.
Sugar @ 12¢; 12 lbs. Coffee @ 1lc.

Oct. 6.—Sold J. Coon, on acct., 1 bbl. Mess Pork, $11; 8 boxes
Sugar, each 500 lbs,, @ 6e.

“ 8.—8old Jas. Sweeney, on acct., 100 1bs. Toaf Sugar @ 9¢; 50
Ibs. Crushed Sugar @ 8c¢; 8 hhds. Molasses @ $20 each.

¢ 10,—8old F. Clark, on acet., 1 tierce Rice, 1,800 lbs., @ 8ec.

Mdse. unsold, valued at.... ....... ... $ 580 00
Nebt gai.e.viiis coviiiiiiiins sveeevinnes 59 27
Present Net Worth ...... ..ocveeenn.... 559 27

Ledger Headings, each 5 lines.

EXAMPLE IV.
Retail Grocery Business.

Nov. 1, 1879.— Student commenced business with Mdse. as per mnven.
tory, $180 ; Cash, $400. Sold John Brown, on acct., 5 bbls.
Flour at $10. Sold A. Bureau 25 lbs. Coffee @ 10¢; 100 Ibs.
Japan Tea @ 75¢; received Cash on acet., $25.

Nov. 2.—Bought of T. Vanorder, on acct., 50 bus. Winter Apples @
50¢ ; 100 bus. Early Rose Potatoes @ $2.50.

¢ 8.—8o0ld R. J. Bushell, on acet., 8 bbls. Flour @ $8.50.

¢ 4,—8old Geo. Baker, on acct., 5 bbls Potatoes @ $2.75; 2 bbls.
Apples @ $8.

¢« 5.—Paid T. Vanorder, on acet., Cash, $100. Received of Geo.
Baker Cash in full of Acct., $ .

6.—DBought of I. N. Wilson, on acet., 5 bbls. Mess Pork @ $18.75
each.

7.—Sold Geo. Anderson, on acct., 2 bbls. Mess Pork @ $20 each

¢ 8,—8old Wallace Welbanks, on acet., 10 lbs. Japan Tea @ 97c ;.
100 lbs. Sugar @ 12¢ ; 25 lbs. Coffee @ 8le.

¢ 9.—Sold G. E. Bell, on acct., 8 firkins Prime State Butter, 210
1bs., @ 88c ; received Cash on acet. of same, $50.

¢ 10.— Sold H. C. Miller, on acct., 3 boxes Laundry Soap, 288 1bs.,
@ 9e.

¢ 11,—Received of Wallace Welbanks Cash in full of acet., $——.




Nov.12.—80ld M. Baird, on acct., 10 boxes Florida Oranges @ $5.25
each. Paid T. Vanorder Cash on acct., $100.

Mdse. unsold as per Inventory ........ $300 00

Net Gain vuveeerreercereiiisienenns vanee... 140 72

Net Capital .oeoiniriiiiinirieri e 720 72
EXAMPLE V.

[Student should make out from these items, Statements corresponding with
that on page 34.]

A merchant commenced business with a capital of $5,000. At the
end of the year his books show the following facts: Amount
of cash received, $15,000 ; amount paid out, $10,500. A’s
account stands Dr. $1,500, Cr. $1,000; B’s account stands Dr.
$4,000, Cr. $3,500 ; (’s account stands Dr, $975, Cr. $450 ;
D’s account stands Dr. $488.75, Cr. $300 ; E’s account stands
Cr. $1,500 ; Mdse. on hand per Inventory, $2,750.

Required—The Net Gain and present Net Capital.

EXAMPLE VI
A. Bajus and E. Mooers commence business with the following Re-
sources: Cash, $3,000; Notes, $1,500; Mdse., $3,500 ; Real
Estate, $10,000; due them on personal accounts, $12,500.
At the end of six months their books show the following Re-
sources and Liabilities : Cash on hand, $1,500; cash in bank,
$4,000 ; Bills Receivable, $8,500; Mdse. unsold, $8,750; Real
Estate, $15,000; due them on personal accounts, $5,000 ;
amount owed by the firm on notes, $750 ; on personal accounts,
$1,500.
Required—The Net Gain.
The Net Capital at commencement.
(L ¢« <« time of closing.

EXAMPLE VIL

E. Rees and F. Rees enter irto copartnership on equal terms, each
' investing at commencement $10,000, and each withdrawing
during the business $1,500. At the close of the year the con-

dition of affairs as shown by their booksis: Cash on hand,

$500 ; balance in bank, $7,000 ; due them on personal acets.,
$5,783.75, of which $875 is worthless ; due them on notes;
$6,750 ; Mdse. on hand, $2,700; Real Estate, $5,000 ; Bank
Stock, $8,500. They owe on personal acets. $10,000; on
notes, $5,600. Have they gained or lost in business and how
much ? What is each partner’s net capital at closing ?

QUESTIONS.

1. What is Book-Keeping ? !

2. How many systems of Book-Keeping are there ? 2

3. How are the two Systems distinguished ? 2

4. What is the meaning of the word Debtor ? 3

5. What is the meaning of the word Creditor ? ¢

6. What are Resources ? 8

7. What are Liabilities ? 8

8. What is an Account ? 7

9. Explain “Ledger Headings” or “Title of Accounts.” 8
10. How may Accounts be classified ? °
11. Define Speculative Accounts.® Give examples.
12, Define Non-Speculative Accounts.® Give examples.
18. Explain Personal Accounts. 10
14. When are Personal Accounts debited and when credited ? 1

15. What do Personal Accounts closing “T'o Balance” represent 210
“By Balance” 210

16. Explain the term Cash Account.®

17. When is Cash debited ?21* When credited 210

18. How will Cash Account close 21

19. What will the Balance represent 910

20. Explain Mdse. Account.

21. When is it debited 21 When credited ?1°

22, How will Mdse. Account close goods all sold 910

28. Explain the term Inventory.°

24. What is done with any unsold goods at time of closing 2%



25.
26.
27.
28.
29.
30.
31.
32.
83.
34.
35.
36.
37.
38,
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.

_40_._.

What is an Expense Account 21 -
How do you close an Expense Account 2

What account shows the amount of Capital in business 910
When do you Debit the Proprietor’s Account ? 0

When do you Credit the Proprietor’s Account 210

What does the Balance show 21

What does Bills Receivable Account represent 220

When is Bills Receivable debited 22  When credited 21
How will this account close 210

What does the balance represent 910

What does Bills Payable Account represent 910

When is Bills Payable credited 21 When debited 210
How will this account close 20

What does the balance represent 910

Explain Negotiable Paper. !

What are the principal kinds in common uge 21!

What is a Promissory Note 212

How many parties to a note 2 'What are they called 912
What is a Draft 213

How many parties to a Draft 2 What are they called 2™
Explain the term Acceptance.®

What is a Bill of Exchange 216

What is a Certificate of Deposit 217

What is a Check ?1®

What is a Certified Check 21

What are the principal books used in {Single Entry Book-

Keeping 22

51,
52.
53.
54.
55.
56.
57.

Explain the Day Book.2

Explain the Cash Book.2

Explain the Bill Book.®

Explain the Ledger.?

How do you find the Proprietor’s Net Worth in Single Entry ?®
How do you find the Net Gain or Loss for any period ?3

How do you proceed, to change Single to Double Entry ?%

PART TT.

DOUBLE ENTRY.



DOUBLE ENTRY.

INTRODUCTORY.

85. The term Double Entry has reference to the fact that for
every transaction two or more entries are made in the Ledger, the
arrangement of these entries being such as will produce on the Ledger
equal debits and credits. This principle of *“ Equal Debits and
Credits " 1s the leading feature of Double Entry.

86. The chief points of difference between Single and Double
Entry are :

(1) In Single Entry Personal Accounts only are recorded in the
Ledger ; in Double Entry accounts are kept not only with persons,
but with all kinds of property.

(2) In Single Entry a record is kept of Resources and Liabilities ;
in Double Entry a similar and additivnal record is kept of Gains and
Losses.

(8) 1n Single Entry each transaction is entered to but one ac-
count in the Ledger ; in Double Entry each transaction is entered in
at least two accounts in the Ledger.

87. The advantages of the Double Entry system are :

(1) It is a more complete record of your business.

(2) The fact of every Debit having its corresponding Credit creates
a safeguard against mistakes.

(8) It shows wherein your Gains and Losses arise, thus furnishing
a guide in the management of your business,

88. The principal books used in Double Entry are the Day Book,
Journal and Ledger.

THE DAY BOOK.

89. The Day Book is a history of business transactions, with the
date and in the order of their occurrence. The entry should be a
plain statement of all the essential particulars of the transaction, in
brief language that may be easily understood.



SET IIT.-. DAY BOOIL.
1 ApriL, 1886.

DAY BOOK.—Continued.
AprIL 8, 1886.

A. Davis has this day commenced the Flour and Feed
Business at 122 King Street, Brockville, with a
cash investment of

In journalizing this transaction we make Cash Dr. because Cash
has been received into the business. A. Davis is Credit
because the Cash has been received from him.

2

Bought of Wm. Briggs for Cash,
100 bbls. Flour @ $7

In journalizing this transaction we Dr. the Mdse. because it cost
valve and is received into the business, and we Cr. Cash
that is paid out.

Sold A. Bajus on acct.,
50 buls. Flour @ $8

In journalizing the above we Dr. Bajus because he has cost us
the Mdse. and owes us for the amount of purchase. We
Cr. Mdse. because we have given it out and 1t has produced
us value in the shape of an account against A. Bajus.

4

Bought of J. A. Baird on acct.,w
1,000 bus. Barley @ 50¢

In journalizing the above transaction we Dr. Mdse. because it
cost value and is received into the business, and we Cr. J.
A. Baird becaus~ we still owe him for the Mdse. which he
has produced to the business.

[
Sold W. D. Ward on his Note at 10 days,
50 bbls. Flour @ $8.50, $425
200 bus. Barley @ 60c 120

In journalizing the above make Bills Rec. Dr., having cost us the
Mdse., and Cr. Mdse. because you have parted with it.

6

Bought of L. A. Fell on my Note, No. 10, at 30 days,
2,000 bus. Wheat @ $1

In journalizing the above we Debit Mdse. because it has cost us
value, and Credit Bills Payable because we have parted

6000

700

400

500

545

2000

with our Note and it produced value.

Sold Frank Phillips, on acct.,

100 bus. Bus. Barley @ 65¢, $ 65
200 bus. Wheat @ $1.25, 250

For the above transaction we make the same Journal entry and
for the same reason as in No. 3, except that we Dr. Frank
Phillips instead of Bajus.

9

Sold Chas. Mitehell, for cash,
600 bus. Barley @ 65¢

In journalizing the above, make Cash Dr. because we have re-
ceived Cash, and Cr. Mdse. because we sold Mdse. and it
produced value in Cash.

12

Received Cash of A. Bajus on aect.,

In jour'na,lizing this, we make Cash Dr. because we have received
it, and Cr. Bajus because he has paid us and produced
value in Cash.

13

Bought of Geo. Allen, on acct.,
1,000 bus. Barley @ 50¢

For the above transaction we make the same Journal entry and
for the same reason as in entry No. 4, except that we Cr.
G. Allen instead of Baird.

— 14
Paid Cash,
For Office Furniture, $ 60
For one Safe, 115

In journalizing this, make Expense Dr. because it cost us value,
and ('r. Cash because we have parted with it.

15

Bought of Jas. Johnson, on my note at 20 days,
600 bbls. Flour @ $5

In journalizing the above, make same entry as in No. 6.

815

390

250

500

175

3000




DAY BOOK.—Continued.
ArriL 18, 1886.

W. D. Ward paid Cash for his note, due to-day, $

In journalizing this, make Cash Dr. because we rece'ived Cagh,
) and Cr.g Bills Receivable. You always Cr. Bills Recen:-
able when you collect or otherwise dispose of another’s
Note or Time Draft.

19

Paid J. A. Baird Cash on acct.,

In journalizing the above, make J. A. Baird Dr. because we have
paid him, and make Cash Cr. because we have parted with

Cash.
23

Sold R. 8. Wricht, on his note at 60 days,
500 bus. Barley @ 65¢

Make the same journal entry as in No. 5.

26

Paid my Note due to-day, favor of L. A. Fell, in Cash,

In journalizing the above, make Bills Payable Dr. because we
have paid our Note, and it has cost us value. Cr. Cash
because we have parted with it.

30

Paid one month’s rent of store, Cash,

In journalizing the abovs, we make Store Expense Dr. because
! it cost ﬁs value, and make Cash Cr. becanse we paid it out.

"

I have this day taken an Inventory, and find unsold the
following property :

600 bbls. Flour @ $5, $3000

1,800 bus. Wheat @ $1, 12(())?)

300 bus. Barle 50c¢,

008 bus ye $5100
Office Furniture and Safe, 1';2

20 per cent.,

Less 20 per 140
Total Inventory, $5240

545

800

325

2000

50

JOURNAL, SET IL

41. The Journal is a book in which to arrange the Debits and
Credits taken from the Day Book, in a convenient form for transferring
to the Ledger.

Deciding upon and arranging the Debits and Credits in the Journal
is called journalizing.

The Day Book and Journal may be combined by writing the par-
ticulars of the transaction in connection with the journal entry. The
Journal may be dispensed with, and the posting done directly from
the book of original entry to the Ledger, but for the sake of econven-
lence and accuracy it is retained in use.

There are different forms of Journal in use. The most common is

ruled with double columns for Debit and Credit; these columns may
be increased in number, and are often used with advantage.

42 —RULES FOR JOURNALIZING.

General Rule.—Debit whatever costs value, or the thing received ;
Credit whatever produces value, or the thing parted with.

The Proprietor is Credited with all Investments and with his Net
Gain at the time of closing. He is Debited for his Liabilities brought
into the business, for all sums withdrawn, and for Net Lioss at time of
closing.

Cash is Debited when you receive Coin, Currency, Bank Bills,
Bank Drafts, Certificates of Deposit, and Checks, or Sight Drafts in
vour favor ; Credited when you pay out or part with any of these.

Bills Receivable.—Debit when you receive another person’s Note
or Time Draft ; Credit when you collect or otherwise dispose of an-
other person’s Note or Time Draft.

Bills Payable.— Credit when you give your Note or accept a Time
Dratt ; Debit when you pay your Note or Acceptance.

Merchandise.—Debit for its cost when it is bought ; Credit for
what 1t produces when it is sold or otherwise disposed of.

Personal Accounts.—Debit when a person buys of you on account,

or when you pay a person ; Credit when you buy of a person on ac-
count, or when a person pays you.



Interest and Discount.—Debit when you pay more for a Bill of
Exchange, Draft or Note than its face, or when you part with any of
these for less than its face. Credit when you pay less for a Bill of
Exchange, Draft or Note than its face, or when you receive more for
any of these than its face.

General Principle—Debit when you pay Interest; Credit when
you receive Interest.

Expense Account is Debited for items of outlay connected with
the business, not charged to any general account, such as Rent, Fuel,
Taxes, (Fas, ete. It is Credited when anything is produced from that
which has been charged to Expense acct.

Drafts. — General Principle—
Debit the person who draws the Draft on you.
Credit ¢ on whom you draw a Draft.
SPECIAL RULES FOR JOURNALIZING DRAFTS.
DRAWER’'S ENTRIES.

‘When hedraws a Draftand remitsitto the Payee on acct. [Payee,

To Drawee.
N.B.—His entry 18 the same whether 1t be a Time or Sight Draft.
DRAWEE’S ENTRIES.
When he accepts a Time Draft {Dra,we}i.‘o Bills Payable
When he accepts a Sight Draft Dra.wel%o Cash

PAYEE'S ENTRIES.

Bills Receivable,

When he receives a Time Draft (and has it accepted) { To Drawer

When he receives a Sight Draft, (and it has been ac- { Cash,

cepted or cashed) To Drawer.

Journalizing.—A proper understanding of the above rules, to-
gether with the explanation given at the end of the Day Book, should
enable the student to prepare his Journal without further assistance.
We have, however, iutroduced the Journal, with the forms of entry
for several transactions, and will leave the student to conplete the
set.

43.—FORM OF JOURNAL, SET IL

|
} ACCOUNTS DEBITED.
|
-

Cash,
(Debited when received.)

| m— —— 2

Merchandise,
(Dr. when bought.)

A. Bajus,

(Dr. when he becomes in-

debted to us.)

—_— 4
Mdse.,
(Dr when bought.)

—_— — -5
Bills Receivable,
(Dr. when received.)
Y
Mdse.,
(Dr. when bought.)
| —— — — 8

Frank Phillips,

(Dr. when he becomes in-

debted to us.)

Cash,

(Dr. when recetved.)

12
Cash,

(Dr. when received.)

ACCOUNTS CREDITED.

To A. L. Davis
(Credited for Investm’t.)

To Cash
(Cr. when paid out.)

To Mdse.
(Cr. when sold.)

To. J. A. Baird
(Cr. when we become in-
debted to himn.)

To Mdse.
(Cr. when sold.)

To Biils Payable

(Cr. when given out.)

To Mdse.
(Cr. when sold.)

To Madse.
(Cr. when sold.)

To A. Bajus

(Cr. when he pays us on —

acct.)

6000

700

400

200

<t
N
ot

2000

390

The student will make out the Journal entries to complete the set.

6000

700

400

500

545

2000

815

390

o
<
<
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LEDGER.

44. The Ledger is the book employed for collecting from the Journal
and books of original entry under their respective titles the Debits
and Credits belonging to the several accounts arising in one’s business.

The transferring of these Debits and Credits and placing each in
its proper place under its proper title in the Ledger is called Posting.

45.—DIRECTIONS FOR POSTING.

Having Jourualized all the transactions, your next work is to
carry them to the Ledger or Post them.

The Ledger is usually opened by placing the Proprietor’s Name at
the top of the first page, followed by the most prominent accounts.
In this set the order will be: A. L. Davis, Cash, Merchandise, Bills
Receivable, Bills Payable, A. Bajus, J. A. Baird, Frank Phillips, Geo.
Allen, and Store Expense. Under each of these accounts you piace
all the items that belong to it as found in the Journal, transferring
the entries from the Journal to the Liedger in the order they occur.

Our first Journal entry reads—

To A. L. Davis covvers verven ven vees oo $6,000

In posting this entry turn to Cash account in your Ledger aud ou
the Dr. side enter April 1 in the date column (the explanation column
will be left blank in this Ledger), next in the Journal page column
enter the page of your Journal, and in the amount column enter
the amount, $6,000.

Next turn to A. L. Davig’ account. On the Cr. side euter April 1
in the date eolumn, the Journal page in its column, and in the
amount column the amouant, $6,000. In the Journal, opposite the
entries, you place the page of the Ledger on which the accounts have
been entered.

46— FORM OF LEDGER_SET I1I.
Dr. A. L. Davis. Cr.
*7Date. Explanation J%I‘:zrgn:l Date. Explanation. J%‘Q}’L‘f‘
1886 —
Il ap1f 1 49 6000
| ’ ‘
[ {
tl ‘
o
o Casn.
1886 | T T T pisse T
Apl 1 19 6000, | Apl! 2 49/ 7001!
9 3 | 4 | 175i
12 49 250, 19 1| 800"
18 { 545 | 26 12000
| 30 ff 50
MERCHANDISE.
1886 - CTsse | T
Apl 2 19 700 lap1) 3| 19 400
4 19 500 ]5! 19 545
6 49 2000 | 8| 19 315
13 500 | 9l 49! 390
15 3000/ 231 | 325
| P!
|
) BiLLs RECEIVABLE,
1886 | ] s T
Apl 5 J49 545} }A ’ |
L ; P18 !
23 | 325} [ 5
. |
|
BiLLs PAvasLE.
1886 T [ p1sse] - T
Ap'l 26 2000 Ap’h( 6 19 12000

15
|
|




FORM OF LEDGER—SET II (Continued ).

Cr.

Journal
Page

49 250

19 500

Dr. A. Barus.
Journal
Date. Explanatlon. Page Date Explanation.
1886, | - 1886 -
Apt' 3 19 400 Apli12
1
| i
| \
N |
|
|
J. A. Bairp.
1886 - 1886
Ap119 300 Apl 4
|
|
!
FrANK PHILLIPS,
1886 T ) o
Apl 8 19 315
GEO. ALLEN.
i S 1886
1 | Ap’l13
] ‘ b
| L
STorRE EXPENSL.
188’6} l ) 1§
Apl 14 75
130 50

TESTING THE LEDGER.

47. After posting all the transactions to the Ledger, a Trial Balance
is taken to test the correctness of our work.

This is done by adding up the 1tems on the Debit side and also on
the Credit side, of all the accounts in the Ledger, placing the amounts
in light pencil marks, which may be erased when the work is com-
pleted. The Debit and Credit footings of the different accounts are
carried to the Trial Balance as per form, page 54. When the total
footings are equal the test is considered satisfactory.

The Trial Balance, however, is not a conclusive test of the cor-
rectness of the Ledger. FErrors may exist which do not affect the
equality of the Ledger, such as the omission of one or more Journal
entries ; posting an item on the right side but under the wrong ac-
count ; reversimg an entry, e.g., Mdse. Dr. to Cash when it should be Cash
Dr. to Mdse.

DETECTION OF ERRORS.

48. We think the only true way to discover errors in a Trial Balance
is by a careful examination of the work from the date of the last
Balance. If, however, there be but one error in the work, the follow-
ing thort tests may detect it :—

Tirst—If the error be an even $1, $10, $100, $1,000, etc., check
the additions of the Ledger accounts and of the columns of the Trial
Balance.

Second—If in your Journal or other books from which you have
posted there be an item of the same amount as the error, check the
posting of that item.

Third—If in your Journal or other books there is an item one-half
the amount of the error, make sure that it has not been posted to the
wrong side of the account.

Fourth —If the error be divisible by 9 it may be the result of a
transposition of figures; as, 85 written 53. In all such cases the
error will be divisible by 9.

If, having appled these tests, you are still unable to discover the
error, examine carefully the Journal entries and see that the Debits
and Credits are equal. Then see that these Debits and Credits have



been transferred to the Liedger correctly. Each item when examined
should be marked thus, 1/, in the Ledger. If, after thus checking
the work, you find an item not checked you may conclude that it has
been posted twice.

Trial Balances are usually taken in business every month. The
oftener Balances are taken the easier it is to find and correct errors.

40.—TRIAL BALANCE—_SET II.

LEDGER ACCOUNTS. Dr. Cr.
A, L. Davis 6000
Cash 7185 3225
Merchandise (Inventory $5,100) 6700 1975
Bills Receivable 870 545
Bills Payable 2000 5000
A. Bajus 400 250
J. A. Baird 300 500
Frank Phillips 315
Geo. Allen 500
Store Expense (Inventory $140) 225

viows | e |

STATEMENT OF RESULTS.

50. Having ascertained that the two sides of the Ledger are equal,
the Student should next make out a statement showing the results of
the business. The Ledger accounts contain all the material necessary
to furnish these facts except the value of property on hand. At stated
periods, generally ouce a year, business houses suspend business for
several days and make an Inventory of all unsold property—‘Take
Stock,” as it is called. In the present case the Inventory of Mer-
chandise may be found by referring to the purchases and sales recorded
in the Day Book. The office furniture and safe charged to Expense
Account on the 14th may be Inventoried at cost less 207%.

51.—TEST STATEMENT—SET II.
RESOURCES., —m———
Cash 3960
Merchandise 5100
Bills Reeeivable 325
Office Furniture and Safe 140
A. Bajus 150
Frank Phillips 315
Total Resources 9990
—~~— LIABILITIES, ————m—
Bills Payable 3000
J. A. Baird 200
Geo. Allen 500
Total Liabilities 3700
Present Net Worth _@23{
GAINS.
Merchandise 375
Total Gains 375
LOSSES.
Store Expense 85
Total Losses 85
Total Net Giain 290
A. L. Davis’ Investment 6000
¢ ¢« Net Gain 290
€ ‘¢ Present Worth 6290
_ — == ==

The preceding Ledger shows the accounts in their current condition
from which the Trial Balance has been taken, and the important facts

" in relation to the business have been shown in the Test Statement.

The Ledger of the Model Set, which follows, will illustrate the closing
of these accounts as they are closed in actual business.



SET IIL

MODEL DAY BOOK.

Examine this form, noting closely the wording and arrangement of

each entry.
The Journal form for this Day Book will be found on pages 65-67.
HECTOR JACK,

241 DBrock STREET,

Kinagsron, Onr.
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May 1, 1886.

*348

Leased of Ira Folger, the store 241 Brock
street, Kingston, Ont., at $300 per year,
payable monthly in advance, for the pur-
pose of conducting the Produce Business.

}/ Capital invested ou commencing, Cash
Ntore and Lot, valued at

"
17 Paid Ira Folger for one month's vent, Cash
"

Bought of J. P. Ambler, for Cash
17 Set ot Blank Books, Pens, Tuk, &c.

Bought of Collingwood, Millard & Co., for
Cash
I 2 tous Chestnut Coal, @ $3.50

"

Bought of Wm. Fee, Torouto, for Cash
17 100 bbls. Kxtra Flour, delivered, @ $3.00
3
Bought for Cash

1 Office Stove and Pipe
1 ¢ Desk and 6 Chuirs
1 Platform Scale
Paid sundry items of expense for store,

|/ Cash

Sold . F. Davis, Ottawa, Ount., for Cash

17 15 bbls, Extra Flour, @ $10.00

Bought of L. A. Fell, Ottawn, Ont., on acct..
at 30 days
300 bus. Wheat @ $1.00

1 Paid freight with Cash

]/ Deposited in Bank of Commerce. Cash

* st page of Day Book

4300
300 000
25
20
11
800
25
20
15

2 80 62 80

150

200
70 375
3000

1

[/
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May 4, 1886.

T

Sold A. F. Ferris, Prescott, Ont., on acct.,
at 3 months
25 bbls. Extra Flour @ $10.50
100 bus. Wheat @ 1.37%

10

Paid C. E. Monfort’s bill for repairs, and
Nign. with Cash

1t

Bought of 5. G. Barrett, Toronto, for Check
No. 1 on Bank of Commerce
1,000 hus. Western Oats, delivered, @ 23¢
12
Sold Jaumes Lowe, Perth, Ont., for his Note
, at 30 days
30 bbls., Extra Flour @ $9.50

1>

Bought of 8. B. Fine, Cornwall, Ont., for my
Note at 30 days
30 bbls. Ashton Salt @ $3.00

V' Puid freight with Cash

17

Sold W. H. Graham, Newburgh. Ont., for

his Draft at 30 days’ sight on A. Reed, °

Po’keepsie, NLY.
250 bus. Western Oats, f. 0. b., @« 40c¢

18

Accepted Lo AL Fell's Draft at 30 days’ sight.

17 favor of L. . Bardeen. for

19

ttave my Check No. 2 on Bank of Commerce
to D. B, College Insurance Co., for Insur-
ance on my stock of Mdse., (Policy No.
16,840,) for $3,000 @ 1 %
Policy and Survey

20

Bought of G, P, Clough, Lyn. Ont . for my
* Draft at sight, ou A, F. Feivis, Prescott.
Ont.
140 bbls. New Process Flour @ £3.00
Paid freight with Cash

262 50
1837 50

90
10

320
20

400

29

250

100

180

340
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May 21, 1886. May 30, 1886.
N - n ) - T ) I b f
Sold A. F. Newlands, Toronto, on acct. " Remitted Wm. Elder, Trenton, Ont., my ‘
30 bbls. Extra Flour @ $10.00 300 Check, No. 4, on Bank of Commerce, to
V' 30 Ashton Salt@ 4.00 120 420 ‘1/ apply on acct. 450
22 . -~ h— —
Paid my Note, No. 1, favor 8. B. Fine, with w: Paid Cash for cleaning store and other items
17/ Cash 90 1/ of Expense 6 75
24 W e - e
Bought from T. L. Woodruff, Toronto, on my Received of A. F. Ferris Check on City Bank
Note s ance his ace .
50 bbls. Family Flour @ $10.00 500 17 to balance his acct. 80
18 ¢« XX A “ @ 10.00 180 ‘I 31
1/ Paid Freight and Cartage with Cash 20 700 |
25 ) o ‘]/ Deposited in Bank of Commerce, Cash 2000
Sold Wm. Gardner, Kingston, Ont. 3 - - = —- " -
?g bbls. g‘gr(nlkr Flour % $}ég(8) ;?‘é 800 Remitted L. A. Fell on acct. my Draft at
Received his Check on City Bank, for 500 V' sight on A. F. Newlands, for 320
Sight Exch: Toront 300
And & Sig xehange on ToTonto 1 have this day taken an Inventory and find
26 the following unsold Property :—
sei h of L in full for hi Real Fstate, valued at ¥ 700
Received Ca_s 0. Jas cf)‘we 1 for s - 10 bbls. New Process Flour @ $8 $ 80
1V Note of 12th inst., my favor 285 400 bus. Spring Wheat @ $1 400
27 200 ¢ Western Oats (@ 25¢ 30 330
Bought of Wm. Elder, Trenton, Ont., on acct. EE:;“I%H; and Fixtures, cost ()(é 54
400 bus. Spring Wheat @ $1.00 400 ° —
400 ¢ Western Oats @  50c¢ 200 e ,
Paid Freight and Cartage with Check No. Total Inventory $1284
1V 8 on Bank of Cowrmerce 40 640
. 98
Sold H. Cormack, Napanee, Ont., on acct.
30 bbls. New Process Flour @ $9.00 270
1/ 250 bus. Western Oats @ 30c 75 345

1/ Paid with Cash sundry items of Expense

~1

29 -
Sold W. H. Graham, Newburgh, Ont., for
Cash
400 bus. Spring Wheat @ $1.50 600

1/ 400 bus. Western Oats @  62}c 250 830
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ELUCIDATIONS TO MODEL DAY BOOK.

52, Mavy 1.—Cash and Real Estate are Dr., and H, Jack is Cr.
H. Jack has a claim on the business for his investment, hence we
give him Cr.

Dr. Store Expense and Cr. Cash, as all current expenses, such as
Rent, Fuel, Taxes, Gas, etc., are properly classified under this head.
When desired, separate accounts may be kept with each branch of
expense, and closed into Store Expense or Loss and Gain on balancing
books.

Dr. Stationery and Cr. Cash. Always Cr. Cash when paid out.

Mdse., having cost value, is Dr., and Cash is Cr.

May 8.—Dr. Furniture and Fixtures with property for office and
store. Dr. Store Expense for sundry items, and Cr. Cash.

Dr. Cash and Cr. Mdse., for Cash has cost us the Mdse. and Mdse.
has produced the Cash.

Dr. Mdse. for cost of wheat and freight, for we have seen that
Mdse. is Dr. for all goods bought, and as all freights paid inerease the
cost of Mdse., we must charge Mdse. acct. Cr. L. A. Fell, for he has

- produced value, and waits on us for payment. Cr. Cash for freight
paid.

Dr. Bank of Commerce and Cr. Cash. When Bank account is
kept in Ledger, we Dr. Bank for all money deposited and Cr. Bank
for all money drawn out. This account is generally kept on stub of
Check Book, and will be explained more fully as you advance in the
course.

May 4.—Dr. Ferris and Cr. Mdse. Ferris has cost us the Mdse.,
and owes us for amount of his purchase ; the terms of sale are pay in
three months.

May 10.—Dr. Store Expense and Cr. ‘Cash.

May 11.—Dr. Mdse. ard Cr. Bank of Commerce, for the Bank
pays out money on our order, thus producing value.

—63—

May 12.—Dr. Bilis Rec. and Or. Mdse. Lowe’s written promise
to pay is a bill that has cost us Mdse. We shallreceive payment when
due, hence we Dr. Bills Ree.

May 15.—Dr. Mdse. and Cr. Bills Pay. and Cash. All our written
obligations appear in Ledger under heading }Bills Pay. Our note
settles for the Mdse. and thus produces value,*and we always Cr. Bills
Pay. when we give our note.

Max 17.—A Time Draft in our favor}when received is called a Bill
Receivable, and we Dr. Bills Ree. acet, for the amount. Mdse, the
thing parted with, is Cr. for what it has produced us.

May 18.—When you accept a time draft Dr. the Drawer to Bills
Pay. To draw on you is to request you to pay, while your accepting
is agreeing to do so at the maturity of the paper. You accept a draft

by writing ‘“ accepted,” where payable, your signature, and date,
across its face in red tnk. See form, art. 15.

May 19.—Insurance is Dr. for all it costs you. Bank of Commerce
is Cr. ; always Cr. the Bank when you draw on it.

May 20.—Mdse. is Dr. and A. F. Ferris and Cash are Cr. When-

ever you draw a draft on a person, either at sight or time, give the
person Cr,

Mav. 21,—Dr. Newlands and Cr. Mdse. Newlands has cost us
the Mdse. and owes us for amt. of his purchase,

May 22.—Bills Payable is Dr, and Cash Cr. Whenever you pay
your own note or acceptance, you Dr. Bills Payable acet. Cash, hav-
ing been paid out, is Cr.

May 24.—Dr. Mdse. and Cr. Bills Payable and Cash. Sce expla-
nation No, 15, above.

May 25.—Cash is Dr. and Mdse. is Cr. Checks and sight drafts
or exchanges (in our favor) when received are always called cash.

May 26.~-Cash js Dr. and Bills Receivable Cr. Whenever you
collect or otherwise dispose of another man’s note or acceptance, Cr.
Bills Rec. acct. Cash, having been received, is Dr.

May 27.—Dr. Mdse. for cost of grain and freight. Cr. Wm. Elder



for value of Mdse., as we owe him for it, and Cr. Bank of Commerce
for the freight, because the Bank paid it for us.

May 28.—Dr. Cormack, and Cr. Mdse., See lixplanation under
No. 21.

May 29.—Dr. Cash and Cr. Mdse, Cash having been received 1s
Dr., and Mdse. having produced the Cash is Cr.

May 80.—Elder is Dr. because you have paid him, and the Bank
is Credit because 1t paid the money for you.

Dr. Store Expense and Credit Cash.

Checks in your favor received are considered Cash. Dr. Cash and
Credit Ferris because he has paid his account and ceases to owe you.

May 81.—Dr. Bank of Commerce and Credit Cash.

You owe L. A. Fell on account. See 3rd inst.

A. F. Newlands owes you on account. See 21st 1ust.

You ask Mr. Newlands to pay Fell and charge your account with
the amount. Hence you Dr. Fell and Credit Newlands.

SET IIL
MODEL JOURNAL.

Study carefully the rules for journalizing as given on pages 47 and
48, and as explained in the elucidations on page 62 (o no further
until you thoroughly understand every example.

The Ledger for this Journal will be found on page 70.

HECTOR JACK,

241 Brocg STREET,

Kwvesron, Onr,
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232
231
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231
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232
231

231
231

231
233
231

232
231

233
231

232
231
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+ First page ot Journal

Mav 1, 1881. Dr. Cr.
’ ]
| Cash, L4500 |
Real Estate, 500 !
To Hector Jack 5000
7 T T on
Store Expense, 25
To Cash 25
Stationery, 20
To Cash 20
—_— o
Store Expense. 1
To Cash 13
Mdse., 800
To Cash S00
3
Furniture and Fixtwes, 60
Store Expense, 2 80
To Cash 62 80
Cash, 150
To Mdsc. 150
.
Mdse., 375
To L. A. Fell 500
¢ Cash TS
Bank of Commerce, 3000
To Cash 3000
- — 4
A. . Ferris, 400
To Mdse. 400
- — 10 —
Store Expense, 29
To Cash 29
10072 80 10072 80

231
232

231
231

231
232
231

231
231

233
232

233
231

232
231

231
232
231

inlls Ree.,

Mdse.,

Palls Ree .

L. A, Iell,

Insurance,

Mdse ,

1

A F. Newlands,

Mlls Pay.,

Mdse ,

(‘ash,

—67 -~ 143
May 11, 1881, Dr. Cr
o o | I |
250
To Bank of Commerce 250
12
285
To Mdse, 285
15 -
100
To Bills Pay. 90
“ Cash 10
17 - - — |
220 I
To Mdse. }‘ 220
e |
180
To Bills Pay. 180
19 —
31 25 |
To Bank of Commerce | 31 25
20
340
To A. F. Ferris 320
“¢ Cash 1 20
. | |
420
To Mdse. 420 }
2 |
90 ‘
To Cash 90
24 - |
700 |
To Bills Pay. 680 |
¢ Cash 20
- 23 ’
800
To Mdse. \ | 800 1

3416 25 | 3416 ' 25
341625 || 416 25
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231
231

231
233
232

231
231

233
232

232
231

231
233

232
231

233
233

Cash,

Mdse.,

H. Cormack,

Store Expense,

Store Expense,

Cash,

Rank of Commieree,

L. A. Fell,

May 26, 1886.

¢ Bauk of Commerce

To Bank of Commerce

To A. F. Fertis

To A. F. Newlands

640

345

~1

850

450

80

2000

320

4983

~¥

T

-1
t

285

600
40

345

~1

850

450

80

2000

320

4983

-1
<

-1
[ ’

©

SET IIL

MODEL LEDGER.

Thoroughly understand the form of the Ledger and process by
which itis opened and kept, as explained on pages 76-78. Trace care-
fully each posting from the Journal to the Ledger, and then back
from the Ledger to the Journal, and so tell what were both Journal
and Day Book entries.

HECTOR JACK,
241 Brock STREET,

Kixaston, Onr.



INDEX—MODEL LEDGER.

o|e|=|»

. 1

A E ) § [ (0] 1 U
=
| |
B'nk of Com’ree 232 Bills Ree 231 ‘
Ba ance Acct. 234 Bills Pay 232
Cash 231 Cormack H.234

|
—

Elder, Wm.233,

Bhiglalels|elx|e|x|e| 22| Algz] ol s

Feut, L A 233
|Fer11s, A F. 233

Furmture &

Fixtures 233

Jack, H. 231 | i ‘Insurance 232
\ |
|
| |Loss & Gain 234
- —_
Merch’dse 231 | |
Newlands, A F 233 o
| -
|
— ‘ S
’ |
S ———
|Real Estate234 |
Stationery 232 “ Store Expens-232

t

Dr.
1886 1
May 31 To Balance

1886

May 1 To Hector Jack
3 ¢ Mdse.
95 «
26 ¢ Bills Rec.
29 ¢ Mdse.
30 ¢ A F. Feris

1886
M« 1 To Cash
3 “ Sundiies
11 ** B’nk of Com’ree

15 ¢ Sundries

2() (X3 X3

24 X3 X3

27 X3 X

31 ¢ Loss and Gam
1886
May 12 To Mdse.

17 X3 13

* Fust pade of Ledger

_._71___

Huretor Jack.

| 1886 |
5656 20| Mav 1, By Sunds.
*“ Loss & Gain
15656 20 }
— = S S
CasH.
! 1886 ‘
142 4500 May 1'By Stere Expense
142 150 ¢ ¢ Stationery
143 # 800 ¢« Store Expense
144 285 ¢ ¢ Mdse.
144 850 3 ¢ Sundries
144 80 ¢ Mdse.
1 ¢“ ¢ Bk of Com’ree
10 ‘¢ Store Expense
15 ¢ Mdse.
20 €8 133
| 22« Bills Pay.
24 ¢ Mdse,
28 ‘¢ Store Expeuse
30 (14 [ 113
31 ¢ B’k of Com’rce
31 ¢ Balance
6665

MERCH ANDISE.

1886

142 800
142 575 4
143 250 12
143 100 17
143 340 21
143 700, 25
144 640 28
234 595 29
{ 31

4000,

{
BiLrLs RECLIV ABLE.
1886

143 285
143 220 ]‘

31

— |

305
== =}

Mas 3 By Cash

“ A. F. Fenis
“ Bills Rec.

¢ A.F. Newlands
“ Cash

¢ H. Cormach

¢ Cash

¢ Inventory

May 26 By Cash

‘¢ Balarce

2231
CR.
—\
142, 5000
231’ 656 20
|
5656120
., 5056
142 95
142 90
142 11
112 800
142 (280
142 75
142 3000
142 29
143 10
143 20
143 90
143 20
41 7
144 675
144 2000
488 43
6665
142 130
142 400
143 285
143 290
143 420
143 800
144 345
144 850
330
000
- -
144 285
200
505
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Dr Bris PAYABLE
1886 -0 T 1886
May 22 To Cash 143! 90 May 15 By Mdse
31 Balancc 4 S60 18 ¢“ L A Fell
l 24 ¢ Mdse

9501

[ — — r R —

BaNnk oF COMMFRCE

1886 1886
May 3To Cash 142 3000 May 11 By Mdse
31 ¢ w¢ 144 2000 19, ¢ Insurance
27/« Mdse

30 < Wm Elder
31 Budnce

_{zaosﬂ‘

SToRE EXPENSE

1886 ] 1850
May 1 To Cash 142 23 May 13 By Loss and Gam
a3 I 142 11
3 ¢« 142 280
10 ¢« 142 29
28 13 13 ]44 7
30 ¢« 144 675
. - _ 8155
INSURANCE

1986 - 1880
May 19 To Bank Commerce 143 | 31‘%5 May 31 By Loss aud G

STATIONERY

1886 1886,
May 1 To Cash 142 20 May 31 By Loss and G un

‘ |

Dr FURNITURE AND FIXTURES
1886 | Y1886
Mayl 3"lo € sh 142\. 60 | 1‘Ma\|31\1§y Iﬁgsesrt:&riy('am
—
IR B
- ! t
L A FrwL
1886 R O s
May 18 To Bulls Pay 143 180/ [[May 3By Mdse
31 ¢ A F Newlands 144 320| |
500 B
A ¥ FERRIS
. ‘ =
1886 1886
May‘ 4To Mdse ! t?% 4001 M-xyl‘gngy Mdse
30| ¢ Cash
—f—
| l 400(_ \_L
IR - | 400
A F Niwi ANDS B
1880 e I {19
May 21[To Mdse 143 !i 420, § May g%‘By L A Fell
| R
|
1201 o
L
Wy Eroer
86 1886
May|30 'To Bank Commerce 144 ‘ 450 May 27 By Mdse
31 ¢ Bilanw 150

|
| 600 \

-

234

|

144

144

233

320
100

420
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Dr. H. CorMACK. Cr.
1886 o —“—_“ B | 1 1§86‘ - T A*[_A
May 28 To Mdse. 231 345] May 31 By Balance | 345

| |

REAL EsTaTE.

1886 - ’ || yisse
May 1'To H. Jack |231) 500 |l May 31
.‘il[;go Loss and Gain 234" 200! |

By Inventory 1 700

PO RN

NN 100 _ ¢ 70
A LU [ — e

|
b e — |
|

1886 P 1886 | ‘
May 31 To Store Expense |232 81 55| May 31 By Mdse. 144 595
¢¢ Insurance 232! 3125 ¢ Real Estate 182 200
‘¢ Stationery 232 20
¢ Fur'ture & Fixt’s 233 6
“ H. Jack 231 636,20
| -
. | 795 _ L 795
i ' -
BALANCE.
R
May 31 To Cash 231 488 45 § May 31 By Bills Pay. 232 860
« Mdse. 231 530 “ Wm. Elder 233 150
¢« Bills Ree. 231 220 “ H. Jack 231 5656 20

« Bk of Com’rce 232 422875

“« Fur'ture & Fixt’'s 233 54

“ A, F. Newlands 233 100

¢ H. Cormack 233 345

¢ Real Estate 234 700
6666/20 6666 20

| \

sa—TRIAL BALANCE.

FACE OF LEDGER. BALANCES.
Dr, Cr. | Dnr Cr.
|
—— _ *! o
231 Hector Jack . . . . . 3000 5000
231Cash . . . . . . . . . 6665 617655 48845
231 Mdse. (Inventory 8330y . . . . 3405 3470 | 65
231 Bills Receivable . . . . . 503 285 “ 220
232 Bills Payable . . . . . . . 90 950 | 3860
' 232 Bank of Commerce . . . . .. 5000 77125 422875
232 Store Expense . . . . . . . 81]55; : 81 55
232 Insurance . . Lo 31'25 l 3125
232 Stationery . e 20 "9
233 Furniture and Fixtures ([uv'ty $54) 60 60
253 A. F. Newlands . . . . . 420 320 100
253 Wm., Elder . P : 5 11] 600 150
234 H. Cormack e 345 345
234 Real Estate (Inventory ®700) . . 500 500

_______ — 17572 80 1757280 6073 6075

In taking a Trial Balance we omit those accounts that balance in
the Ledger. This saves labor and shows that the Debits and Credits
are equal as well as though all the accounts were represented. In the

above form we have extended the Balances, the Debits and Credits of
which must also be equal.



TEST STATEMENTf—SET I1.

] 'W“ L |

‘ RESOURCES.
231 Cashh . . . . . . . . .. . 488 45
231 Mdse. . . . . . . . S 1]
231 | Bills Rec. Lo Lo s .20
232 Bank of Commerce . . . . . . L. 4228 75
233 Furniture and Fixtures Lo e 54
233 A ¥.Newlands . . . . . . . . . . 100
234 H.Cormack . . . . . . . . . . . 345
234 Real Estate 770(7)‘ B
( Total Resources . . . 6666 20
DT T T T LIABILITIES, T T '
232 ' Bills Pay . . . . . . . . . . .. 860
1233 'Wm. Elder . . . . . . . . . . . 130
|
Total Liabilities . . . . . 101v
Net Capital . . . . . 3656 20
—m—m """ GAINS, © T T
231 Mdse. . . . . . . . . . . . .. 3%
234 RealEstate . . . . . . . . . . 200
Total Gains . . . . 795
———  LOSSEs. T -
232 Store Expense . o o 81 35
232 Insurance . . . . o 31 25
232 Stationery. e 20 |
233 ' Furniture and Fxtures . . . . . . . 6 f
' Total Losses. . . . . ‘, 138 80
' Net Gain . . . . . . . o oes6 20
231 } H. Jack’s Investment . L. 000
| 234 i [ Net (tain . [ 656 20
e CGapitad 0 I 5

55.—A Balance Sheet, or Test Statement, is usually made out for
the purpose of showing, in a condensed form, the present condition
and the progress of the business.

The Statement above is less complex thaun those usually given, and
exhibits, in a convenient form for reference, all the important facts
relating to the business. The work of compiling this Statement has
already been explained.

CLOSING THE LEDGER.

56. Ledger “A’’ shows the accounts in an open or current condition,
from which the Trial Balance has been taken and the important facts
relating to the business shown in the Test Statement. If you simply
wish to know the condition of the business, this will be sufficient ; but
when the object is to mark a new era in the business, as the beginning
of a new year, the admission of a partner, or the opening of a new
Ledger, the accounts must be *‘closed.”

The Model Ledger will illustrate the closing of these accounts as
they are closed in actual business. The method of closing separate
accounts has been shown already in the preceding Exercises. Pre-
cisely the same course is to be pursued here with the several aceounts,
but an additional step is to be taken by Transferring the Resources
and Liabilities, Gains and Losses, from the accounts in which they
are found to the Balance and Loss and Gain accounts, which are
opened in the Ledger.

The Student has already learned that the Double Entry Ledger
contains two classes of accounts :

1st.—Speculative Accounts, showing the progress of the business
by representing its Losses and Gains.

2nd. — Non-Speculative Accounts, showing the present condition of
busiuess by representing all its Resources and Liabilities.

Upon examination it will be found that Losses are shown by an
excess of the Debit side, and Gains by an excess of the Credit side of
Speculative accounts.

Resources are shown by an excess of the Debit side, and Liabilities
by an excess of the Credit side of Non-Speculative accounts.

DIRECTIONS FOR CLOSING ACCOUNTS,
I.—Open an account with Loss and Gain and another with Balance
following those already opened in your Ledger, the former to contain
the Losses and Gains, the latter the Resources and Liabilities.



I1.-—From the Inventory at the end of the Day Book find the value
of unsold goods, which amounts you enter on the Credit side of the
accounts to which they belong, in red ink, and on the Debit side of
Balance account in black ink. The accounts are now in a condition
to close, and we will take them in their order.

III.—Omit the Proprietor’s account, commencing with the next that
follows. Place on the smaller side of the account the difference, in
red ink, “To Balance,” if the account shows a Liability ; ¢“By Balance,”
if the account shows a Resource, or **To Loss and Gain” when the
account shows a Gain, and “By Loss and Gain” when the aceount
shows a Loss.

IV.—Transfer these difterences to the opposite side of the account
into which they are closed in black ink.

V.—The Loss and Gain account will now show, on the Dr, side, all
the Losses, and on the Cr. side all the Gains. The “Balance Account”
will show, on the Dr. side, all the Resources, and on the Cr. side all
the Liabilities, the difference being the Present Worth of the Pro-
prietor.

VI.—Close the Loss and Gain account by entering on the smaller
side in red ink the Proprietor’s name and the difference between the
gides, which will be the Net Gain or Loss. Carry the difference to
the opposite side of the Proprietor’s account in black ink, using ““Loss
and Gain” for explanation. In case of partnership the difference
‘should be divided aceording to agreement, and each partmer’s name
and share entered in the Lioss and Gain account and afterwards trans-
ferred to the opposite side of his account.

VII.—Proprietor’s account will now show the original investment,
increased by the Gain or decreased by the Loss, the difference being
the Present Net Worth. The difference of Balance account also shows
the Present Net Worth, hence they must agree.

Close Proprietor’s account into Balance, which should make the

two sides of that account equal. This will complete the closing of the
Ledger, and shows in a condensed form the present condition of the

business.

REVIEW—GENERAL PRINCIPLES.

. Explain ¢“Double Entry.” %
. How distinguished from Single Entry 23
. What are the advantages of Double Entry over Single Entry 23
. What are the principal books used in Double Entry 2%
. Describe the Day Book. -4
. Explain the use of the Journal. ¢
. Give general rule for journalizing. ¢

8. Apply it to Cash, Mdse., Bills Receivable, Bills Payable, Per-
sonal Accounts, Interest and Discount, Expense. £

9. Give general rule for journalizing Drafts, ©

10. What is the Drawer’s entry in a Time Draft 2

1 Ot W N e

11. “ “ “ Sight  «
12. « Drawee’s ¢ Time  *
13. T “ '« Sight
14. “ Payee’s “ Time  «
15. “ “ “ Sight  «

16. Explam the use of the Ledger. #

17. What is Posting ? 4

18. What is the object of the Trial Balance 24

19. How would you detect an error in it 24

20. Does the Trial Balance prove the posting correct ? ¢

21. Explain the use of an index to a Ledger.®

22. When and why do you close a Ledger ? %

23. What accounts are used in closing the Ledger to group the
closing entries ?%

24. What is done with the Inventory at time of closing ? %

25. What is the order of closing accounts in the Ledger ?%

26. What does the Debit side of Lioss and Gain account show 2%

Y S “  Credit < “ ¢ “ “ %

28. How does Loss and Gain account close 9%

29. What is entered on the Debit side of Balance aceount 9%

80. « “ ¢ Credit o “ ¢ 56

31. What does the difference of the two sides agree with 2%

32. How is Balance account closed 7%

83. Iixplain the use of the Balance Sheet, or Test Statement.50% %



SET FOUR.

Note. —In the following Set we have used as a basis for the business the
Resources and Liabilities as shown by the Statement in Set I, Single Entry.
Our object in doing so is to enable the Student to understand more fully the pro-
cess of changing from Single to Double Entry. The student will copy the fol-
lowing transactions for a Day Book to Set IV.; after which, Journalize as in the
Model Form, paging the first page of Journal 170, the first page of Ledger 432,
and the Day Book 374. The paging should be continued from those of this set,
through the following sets, leaving between each set a blank leaf for name of
firm and place of business.

SET FOUR.

ISRAEL TAYLOR.

132 SPARKS STREET,

OTTAWA, ONT.

The above card should be written on the first blank page of Day Book,
Journal and Ledger. Commence writing on third page.
Study well the rules found on pages 47-48.
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JANvARY 1, 1886.

—83—

JANUARY 9, 1886.

Leased of W. K. Ovens, the Store at No. 132
Sparks street, at $600 per year, for the
purpose of conducting the Dry Goods and
Grocery Business, with the Resources and
Liabilities from Set I, Single Entry.

Resources—
Cash on hand
Mdse. unsold
Bulls and Drafts
W. A. Wilmot on acct.
Liabilities—
Notes outstanding per Bill Book
Due M. Ryan on acct.
¢« 1. N. Wilson on acct.
“ J. A’ Greenwood on acct.
In making the above Journal entry, debit the Resources
to the Liabilities, and to the Propiuietor for the dif-

ference bhecause this differonce 1s the amount really
invested by him

"

Bought ot Wm. B. Dunlop, Perth, Ont., on
acct.,
50 bbls. Flour @ $6
Paid Freight and Cartage with Cash

3

Paid for two tons Coal for use of store with
our Sight_Draft on W. A, Wilmot

5

Bought of Percy Lambert, City, on acct.,

2 pes. Broadcloth, %g, 40 yds., @ $3

6

Sold Sidney MecKim & Co., Newburg, Ont.,
for Clash
25 bbls. Flour @ $8.50

7

Paid sundry private expenses with Cash

Sold W. H. Miller, Brockville, Ont., on acct.
25 bbls. Flour @ $5.50

8

Rec’d. Cash for T. Marsh’s note in our favor

2106
3400

15

1060
153
190

74

300
10

37

30
50

75

50

5599

1477

310

15

120

212

10

137

14

17

75

50

50

50

80

Deposited in Merchants’ Bank, Cash
10

Paid Percy Lambert, in full of acct., Cash
12

Bought of Fred Thompson, New York, for
my Check, No. 1, on Merchants’ Bank,
750 1bs. White Sugar @ 12¢
Paid Freight and Cartage with Cash

113
Sold B. Armstrong, Napanee, Ont., for  his
Check on City Bank,
1 pe. Broadcloth, 20 yds., @"$2.75

14

Bought on commission for Wm. Gardner,
Kingston, Ont.,
500 bush. Corn, for which he paid me Cash

— "

Bought of R. 8. Wright, City, on my Note
No. 1, at 30 days,
50 boxes Raisins @ $3

15

Sold W. H. Milter, Brockville, for Check,
All the Mdse. 1n the store at Kingston, as
per inventory, for

Paird our Note, favor of T. Keenan, with Cash

16
Sold Wm. Fee, Newburg, Ont., tor his Note
at 4 months
600 lbs. White Sugar @ 124c

17

Bought of Oscar McKim, Toronto, for Note
which I held against W. H. Graham
5 pieces Silk @ $16
Puaid freight and Cartage with Cash

19

Paid for Ins. on Mdse., in Atna Ins. Co.,
Hartford, Conn.,

(Policy No. 875,) for $500 @ 2% Cash

25

50

2000

120

94

55

150

3560

960

75

76

10

50



JANUARY 20, 1886. Dr. Cr.
Soil A, M. Morris, Prescott, Ont., for his
Note at 30 days
5 pieces Silk @ $15.60 78
Had my Note No. 2, at 30 days, discounted
at Merchants’ Bank, and net placed to my
credit.
Face of Note 1005 | 53
Discount 5153
Proceeds 1000
21
Paid W. K. Ovens, on acct. for Store Rent,
Cash 20
22
Lost by fire, 1 pc. Broadeloth, 20 yds.
Atna Ins. Co. assumes the loss, at 50
23
Bought of J. A. Greenwood, City, on acct.
50 pieces Alpaca (673 yds.) @ 28c 188 | 44
24
Sold M. Ryan, Montreal, on acct.
32 boxes Raisins @ $3.50 112
26
Accepted J. A, Greenwood’s Draft @ 5 days’
sight, favor Fred. Fisk, Chicago, 111., for 180
Bought of Fred. Vanluven, Cornwall, Out.,
for my Check No. 2 on Merchants’ Bank,
10,000 1bs. Hops @ 15¢ 1500
Paid Freight and Cartage with Cash 71 {25 || 1571 | 25
"
Had Jas. Graham's Note, our favor, collected
through Merchants’ Bank, proceeds placed
to our credit
Face of Note 62 | 50
Collection Fee 63
Proceeds 61 | 87

JaNUARY 30, 1886.

Paid my Note No. 1, favor R. 8. Wright, due
16th Feb., 1882.

Face of Note 150
Dis. off, 20 days @ 6% 50
Paid Cash 149 | 50

28

Bought of Percy Lambert, City, for my Draft
at sight on M. Ryan, Montreal.

1 hhd. Molasses, 60 gals. @ $1 60
30
Sold I. N. Wilson, Perth, on acct.,
9,000 1bs. Hops @ 15¢ 1350
Prepaid Freight with Cash 30 1380

1l

Received of Atna Ins. Co., Hartford, Conn.,
their Check on City Bank, Hartford, to
cover damages by fire, 22d inst. 50

i

Paid our Note No. 6, favor of I, N. Wilson,
with Cash,

’ Face of Note 100

4

Interest accrued to date 25 104 | 25

1"
Have credited W. K. Ovens for 1 mo.’s rent 50
31

I have this day taken an Inventory of my ef-
fects, and, as per Inventory book, have
the following property :

1,000 1bs. Hops @ 15¢, $150.
1 hhd.Molasses,60gals. @$1  60.
150 1bs. Sugar @ 12¢ 18.
18 boxes Raisins @ $3 54.
50 pes. Alpaca,673 yds.@28c 188.44 $470.44

Total Inventory, $470.44

NoTE. ~From the above Day Book the student will make out the necessary Business
papers which the transactions call for, using for the same such names and amounts as
would be required in & bona fide business. This is required that the student may fami-
liarize himself wath all kinds of business paper, which 1s very linportant to the business
man. All necessary forms will be found under the title of “Business Paper in general
use.”
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TRIAL BALANCE—SET IV.

Dz. Cr.

Lo Fo | rorael Taylor . . . . . . . . . . 4121 | 42
Cash . . . . . . . . . . . . .|6003]|67 | 3491 25
Mdse. (Inventory $470.44) . . . . . .|| 3970 | 94 || 5630
Bills Receivable . . . . . . . . . . 230 |30 152 | 30
Bills Payable . . . . . . . . . .| 1210 2395 | 53
M.Ryan . . . . . . . . . . .. H2 213 | 75
LN Wilson . . . . . . . . . .[l138 190
J. A. Greenwood . . . . . . . . . . 180 262 | 44
W.B. Dunlop . . . . . . .+ . . . 300
Store Expense . . . . . . . . .. 65 | 50
Taylor’s Private Account . . . . . . . 10
H.W. Miller. . . . . . . . . . .| 137|350
Merchants’ Bank . . . . . . . . .|} 3061 | 87 || 1590
Commission . . . . . . . . . . . 5
Insurance. . . . . . . . . . . . 10
Interest and Discount . . . . . . . . 10 | 41 50
W.K.Ovens. . . . . . . . . . . 20 50

18402 | 19 18402 | 19
| o | || o |

Lepcer Heapings For St IV.—Taylor, 6 lines ; Cash, 20 ; Mdse.
16; Bills Receivable and Bills Payable, each 8; Merchants’ Bank, 8 ;
Store Expense, 6; Private Account, 6; Interest and Discount, 8 ;
Personal Accounts, 6 ; Balance Account, 12 ; "Loss and Gain, 10.

TO THE STUDENT.

We are taught in this science to look beyond persons for our
debtors and creditors, and to recognize them in things also with which
we are dealing. When a person owes us, we do not hesitate to say
he is our debtor. Then why not give the same application to things,
treating them the same as debtor and creditor? You cannot too care-
fully study the Rules just passed, and their application in the Model
Day Book, Journal and Ledger, for in them will be found the key to
success in Double Entry Book Keeping. Each rule has a meaning
and purpose, which should be sought after with diligence and earnest-
ness. 1t needs but a strong determination to overcome the difficulties
arising before you in this Course, and with a sufficient amount of it,
you will gain a signal victory over this important science.

The preceding maitter, as the elementary principles, is to act as
your guide through the Theory of this interesting science. You should
not hesitate to dive deep and search long, in order to gain that know-
ledge which has started so many on the road to success, and made
them influential, wealthy citizens.



SET FIVE.

On opening the Journal of Set V., you should carefully study the
application of the rule, Dr. waaTEVER cOs1s VALUE, and Cr. WHATEVER
" PRODUCES VALUE.

By referring to the Balance Account of Set IV. you will find that
Israel Taylor invests in this Business his net Capital on closing in
Kingston. All things on hand, and persons owing him, must be Dr.
to him. And as the firm assumes his Liabilities, Mr. Taylor is Dr.
for the amount standing againgt hum, observing same rule with every
subsequent partner when taken into the firm, also each partner should
be credited for all additional investments he may make.

You should give the openirg of this Journal your particular atten-
tion ; an understanding of it will be of incalculable advantage to you
in solving the many difficult problems that follow.

SET FIVE.

ISRAEL TAYLOR & CO.,

84 Kine DrrEET,

ToroxTO.

The above card should be copied on the blank leaf after Set IV. in
Day Book, Journal and Ledger.
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ARITHMETIC.

INTEREST.

Interest is an allowance made for the use of money, or for value
received ; and is reckoned at a certain rate per cent. for any given time,
but usually for one year. Any sum of money is regarded as worth its
interest for the time it is used.

The Principal is the sum on which interest is computed.

The Rate Per Cent. is the sum allowed for every hundred : thus, 6
per cent. means 6 on every hundred ; and may signify 6 cents on every
100 cents, or 6 dollars on every hundred dollars.

The Amount is the sum of the interest and principal.
Simple Interest is that reckoned on the principal only.

Compound Interest is the interest on both principal and interest
when the interest is not paid when due.
The term /nterest means simple interest only.

Annual Interest is simple interest on interest payable annually
and overdue, as well as on the principal.

Legal Interest is the rate allowed by law.

The taking of any more than the legal rate is an offence called
usury, which 15 prohibited under various penalties.

In computing interest for the fractional parts of a year or month,
the year is considered as consisting of 12 months of 80 days each.
This, though not entirely correct, has the sanction of general usage,
and the decision of courts.

When the rate is 6% per annum the interest of §1

For 1 yr. or 12 mos. = $0.06
" 2w (2; of 1'2) = .01
" 1 v (hof 2 = .005
" 60 dys. = .01
" 30 « (% of 60) = 005
" 6 » (1-5th of 30) = .001 .
" I w (}; of 6) = .00016

Hence, to find the interest of any sum of money @ 67
For2months.............. Divide by 100 or point off two figures,
w boow oo Point off two figures and divide by two.

v Any number of months..Find the interest for 1 mo. as above, and
multiply by the number of months.

n o 60dys. ..ot Point off two figures.

B0 e Point off two figures and divide by two.
TI T T R Point off three figures.

T S T Point off three figures and divide by six.

w Any number of days... Point off three figures and multiply by
one-sixth the number of days.
The interest at aay other rate may be found as follows : TFind the interest
for the given time at 6% as above. One-sixth of this will be the interest at 17
Multiply this by the given rate.

Ex. 1.—Required, the interest of §1,248.60 for 1 month at 6.

SoLuTioN—Point off two figures and divide by two.
2 $12 | 48.60

| —
) $6{2430 Ans.

Ex. 11.— Required, the interest of $1,368 for 6 days at 67.
SoruTioN—Point off three figures.  $1.368 Ans.

Ex. 111.— Required, the interest of $960 for 10 months and 18 days at 67,

SoLuTION—
2 ) $9.60 = Interest for 60 dys or 2 mos.
4.80: n " 1 "
10
48.00= w10 mos.
1.92= « w12 dys, 1-5th of 60 dys.
96 = n " 6 n 3 of 12

$50.88 Ans.

1. TFind the interest of $1,000 for 1 year and 3 months at 6 7.
Ans. $75.
9. What is the interest of $240.50 for 8 months and 12 days at 87,?
Ans. $13.47.
3. Find the'interest of $462.50 for 3 months and 18 days at 5%.
Ans. $6.94.

4.  Required, the interest of $2,440.50 for 97 days at 7 7.
Ans. $46.03.
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