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PREFACE. 

ICINGSTON : 

PRINTED AT THE RRITISII WHIG OFFICE. 

1587. 

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. I n  coni~ection with the 

High and Public Schools there has been an al~nost universal clemand for a work 
on book-keeping, compact in form, moclerate in price, and aclapted to the wants 

of the pupils. To meet this demand the present book was prepared. 

Hcginning 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 an11 for self-iustruction in the 

case of candidates for Civil Sewice and Teachers' Examinations, this manual will 
be found most valuable. In  its preparation the aim has been to prodnce a nse- 
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 distinguishing features and advantages of the 
book, they would reply : First, its clcar~iess and simplicity ; secondly, i t  is 

eminently practical, exemplifying the principles in theory and in use ; thirdly, 
i t  embraces within a small conlpass a variety of important subjects, never before 
found in one volume. 

The special thanks of the authors are due tr, JIr. C. Donovan, of Toronto, 
who kindly read the proofs of the Bppenclis on Precis Kr i t ing  and Indexing, 
and to Mr. R. T. \Valkc~n, who preparcd thc chapter upon Co~nlncrcisl Law. 



COMMERCIAL ABBREVIATIONS. 

INTRODUCTORY. THE FOLLOW IN^ ARE TIIE ABBEEVIATIOXS COMMOXLY USED I X  BUSINESS : 

1. Book-Keeping is a systematic record of business transactions, 
and is designed to furnish the facts from which the true condition of 
the business may be ascertaiiied a t  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 o r  the Debit 
for Credit side of an account ; the otller Double Entry because every 
transaction in the Day-Book is entered iu a t  least two accounts in the 
Ledger, once on the Debit and once on the Credit side. 

- 
0. L., Old Ledger. 
Oz., Ounce. 
Oct., October. 
0. K., Order Book. 
P. C. K., Petty Cash Rook. 
1'. T. C. R., Paying Teller's 

Cash Book. 
Pd., Paid. 
l'. , pp., Page or Pages. 
Per. By. 
l'. R., Pass Rook. 
Prox., Next inontli. 
Prein., Premium. 
I'ts., Pints. 
Pkg., Package. 
Pcs., Pieces. 
l'. O., Post Oficc. 
Pr. Ct., By the hun~lrcd. 
Pol., Policy. 
Qr., Quarter. 
Qt. ,, Quart. 
Rec d, Received. 
R. R., Railroad. 
Rect., Receipt. 
R. B., Receipt Book. 
Rec'd P~rit., Reccived Pny- 
S. B., Sales Book. [ment. 
Sept., September. 
Shipt., Shipment. 
Snnds., Sundries. 
Sgt., Sight. 
St., Street. 
T., Ton. 
T. R., Trial Balance, or 

Time Book. 
Ult., U1 mo, last unonth. 
Viz., namely. 
11'. B., Way Bill. 
Wt . ,  LfTeight. 
Yds., Pa r~ l s .  
Yr., Year. 

@ At. 
% Pcr Cent. 

Chcck hlsrk. 

- 

A l, First quality. 
Acct., Account. 
Acc'nt, Accountant. 
Adv., Adventore. 
Anlt., Amount. 
Am.,  Answer. 
Apr., April. 
Aug., August. 
Bbls., or Ik'ls, Barrels. 
Bot., Bought. 
Blk., Black. 
Brot., Bronght. 
B. Ex., Bill of Exchange. 
HRS., Bags. 
8. I,., Bill of Lading. 
Ral., Balance. 
B. P. B., Bank Pass Book. 
B. B., Bill Book. 
Bdls., B~uiclles. 
H. Rec., Bills Receivable. 
H. Pay., Bills Payable. 
Ck. I<., Check Book. 
Ck., Check. 
Cap., Capital. 
Certf., Certificitte. 
C. B., Cash Book. 
C. D., Certificateof Deposit 
C.O.D., CollectonDclirery 
Com., Commission. 
Co., Company. 
Consgt. II., Co~lsiynment 

Book. 
Consgt., Consignment. 
Cwt., Hundred Weight. 
Chgd., Charged. 
Cr., Creditor. 
Ckt., Cocket.. 
Ctg., Cartage. 
Cts., Cents. 
D., Peuce. 
Dec., December. 
Dr., Debtor. 
Doz., Dozen. 
D. 13., Day IIook. 
Dep., Deposit. 
Us., Days. 
Dft., Draft. 
Dis., Discount. 

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

p--.. 

/Div., Dividend. 
Do., The same. 
Dis. B., Discount Book. 
E. 85 0. E., Errors & omis- 

[sions excepted. 
Ea., Each. 
Exch., Exchange. 
Exp., Expense. 
Entcl., E~ltered. 
Feb., February. 
Fol., Folio. 
For'tl. Forward. 
Frt., Freight. 
f. o. b., Free on board. 
F. R. E., Foreign Bills of 

[Exchange. 
Gal., Gallon. 
Gen. L., General Ledger. 
G. C. B., GeneralCashBook 
Hdk'f, Handkerchief. 
Hhd., Hogshead. 
F n d . ,  Hundred. 
I. e . ,  That is. 
I. 1;. , Invoice Book. 
Invty. B., JnventoryBook. 
Iriv., Invoice. 
Int., luterest. 
Inst., The present ;nonth. 
Ins., Insurance. 
Jan., January. 
J. F., Journal E'olio. 
Leg., Ledger. 
L. I3., Letter Eouk. 
L. F., Ledger Folio. 
L. $ G., Loss ancl Gain. 
Lbs., Pounds. 
hl., Thonsand. 
h1 tlse., 3Ierchan~lise. 
Mar., Jlarch. 

I hlfta., Manufacturing. 
MO., Month. 
illan., Branifest. 
Mem., Memorantlunl. 
N. B., Take notice. 
No., Number. 
Nor., November. 
0. 1. B., Outward Illroice 

Cook. 

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. An Account, whether of persons or things, is a statement of 
the Debits and Credits resulting from busineas transactions relating to  
it. Each Account has two sides-the Dr. or left-hand aide, and the 
Cr. or right-hand side. 

8. The Titles of Accounts (Ledger Headings) are the mmes  by 
which our Accounts are Irno\vn. 



Personal Accounts bear tlie names of the persons with whoin we 
do business. 

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

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

CLASSIFlCATION OF ACCOUNTS. 

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

(1)  Speculatiue Accounts-Thoae that may show either a, gain or 
a loss, such as Merchandise, Real Estate, etc., etc. 

Transactions for first illustrative example :- 

(I) E. Mooers owes us an account, $1,200. 
(2) \lie buy of E. AIooers Xdse. on acct., $950. 
(3) He pays us cash on acct., $200. 
(4) We sell him a horse, $125. 
(5) Sold him goods on acct., $680. 

,>rzLf- 4 
(6) He gave us his note on acct., $250. 
(7) We fill his order for $120 wortli of Mdse. 
(8) Received of him cash 011 acct., $85. 
(9) We close our books and receive his note to balance tlie account. 

(2) Non-Speculatiue Accounts-Those that may show either a 
resource or a liability ; they are Cash, Bills Receivable, Bills Payable, 
Bank and Persoiial Accounts, etc. 

Results- 

The above trsnsactions give rise to the entries with corresponding 
n ~ m b e r s  in tlie account. 

ACCOUNTS IL1,USTRATEI). 

EXAMPLE I. 
DR. E. MOOERS. CR. 

$10. As a proper understanding of the nature and form of an account 
is vsry important we will here give a number of exainples with exer- 
cises which the student should study carefuily 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 wlien they become indebted to 
us or when we pay them anything on account. 

IIE OWES US. 

They are credited when we become indebteci to them or wlien they 
pay us anytliii~g on account. If the Dr. side be the greater they owe' 
us, and the difference is a resource. 

1 
4 
5 
7 

WE OWE HIM. 

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

2 
* 3 

6 
8 
9 

................................. He owes us $2,125 
We owe him ................................. 1,485 

1200 
125 
680 
120 

-- 

Difference, or Resource .................. $ 640 

I 
..--p 

2125 
- 

Ry Balance.. 

Before the 9th transaction occarred E. Mooers had become in- 
debted to us $2,125, as sliown 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, $G40, which he pays as stated in  transaction 9,  
when tlle account insy be ruled up as shown in example above. 

2125 ; 

EXERCISE I.-PERSONAL ACCOUNTS. 

950 
200 
250 
85 

640 

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 porsolls named : 

- 

1. R. Finlay owes me $480. 
2. I owe H.  Xelley $1,200. 



3. Sold H. McCormack Mdee. on account, $680. 
4. Paid H. Kelley, to apply on acct., $500. 

- 5. Sold R. Finlay on acct., Mdse., $1,500. 
6. Received Cash of H. McCorilzack on acct., $500. 
7. Bought Mdse. of H. Kelley on acct., $750. 
8. R. Finlay pays me cash on acct., $1,000. 
9. Uonglit Mdse. of H. McCormack on acct., $450. 

10. Received of R. Finlay his note on acct., $980. 
11. Sold H. ICelley illdse. on wet., $975. 
12. Gave H.  SIcCormack m y  note on acct., $230. 
13. Sold R. Finlay Rldbe. on acct., $500. 

14. Paid H .  RlcCormacli for balance of acct , $40. 

15. Sold H. Kelley Rldse. on acct., $1,800. 

16. Bought House and Lot of R. Finlay for $5,000; paid cash 
$2,000 balance on acct. 

Results- 
Bin!n y, Cr., 12alaace.. . . . . . . . . . . . . . . . $2,500 
i f .  I<clley, Dr. .... .. .. . . . . . .. . .... 1,326 
11. NcCorinacli, balanced. 

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

1. We have on hand $28. 
2. We receive $20 from John A. Scott on acct. 
3. We sell for cash 80 bushels Corn @ 6Oc per bus. 
4. We buy 30 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 o l ~ e  Stove, for wiiicll we pay $35.  
7. We pay Jas. Peck on acct., $36 50. 
8. Jones pays us for a bill of Ndse. bought t h i ~  day, $18.75. 
9. We balance the Cash Acct. 
How much Cash have we on liancl P Bns., $76.25. 

EXAMPLE 11. 

Upon examining tlle account we find that with the amount on 
hand at the beginniug and the four sutns received since,- 

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

We onglit to have on hand the difference ... .. . $ 76 25 
We therefore enter on tile Cr. side $76.25 in red ink to show that 

it hss not been paid out. The footings of the two sides now agree, 
and may he ruled off as in the Example. 

EXERCISE 11. 
1. Received into the business as an investment, Cash, $4,500. 
2. Received for Mdse. sold, $850. 
3. Paid Rent of store, $250. 
4. Paid C;tsh for bltlse., $2,500. 
5. Received Cash of K. S. Day on acct., $500. 
B. Paid for clerlr hire, $75. 
7. Received Cash for Mdse. sold, $1,850. 
8. Paid E. Watt on acct., $820. 
9. Paid Cash to apply on our note, $370. 

10. Sold goods for Cash, $1,800. 
11. Received of S. Crawford, Cash on his note, $1.200. 
12. Paid John Sills on account, $1,000. 
13. Paid Clerlts' salaries to date, $86. 
How ~ n u c h  Cash have we on hand ? Ails., $4,999. 
The student sllould rule up form, enter the above trtlnsactioas, 

nail, liaving found balance of Cash on hand, enter it c11 Cr. side and 
rule up the Account. 

A Merchandise Account represents any kind of goods wliich we 
buy and sell for profit. This account sliould 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 differeiice will then sliow the gain or loss. The 
i~iventory and the closing entry of gain or 1 0 s  clre written in red ink 
to distingui.;h them from the business items. Ruling should all be 
done in red ink. 

Business Items- 

' Inventory.-A list in detail with prices of property on hand at any time. 

1. Bought goods of Edwin Thompson on acct., $2,500. 
2. Sold goods to Wm. Craig on his note, $1,800. 
3. Bought goods for Cash, $1,250. 
4. Bought goods of E .  Raes on acct., $525. 
5. Sold goods for Cash, $850. 
6. Bought goods of H. Jack on my note, $975. 
7. Sold goods to A. Bajus on acct., $285.50. 
8. Sold Jones & Co., for check, goods, $1,230.75. 
9. Bo~xght goods of D. H. Wllitrley 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., $926.30. 
13. There reniains unsold goods as per inventory, $5,000. 

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

E X A M P L E  111. 

DR. MERCHANDISE. CR. 
- 

COST. PRODUCED. 

Amount sold ..... ... ... ... .. . . ... ... $ 6541 05 
on hand ........ ... ......... 5000 00 

4 

Total proceeds.. . . . . . . . . . . . . . . . .. . . . . $1 1541 05 
c c  cost .............................. 10591 05 

Net gain ...... ............... ... ......... $ 950 00 

Inventory . . . 

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 a4 in the form above. 

1800 
8501 
285 150 

1230 75 
1448150 

5000 

EXERCISE 111. 

1. Have goods on hand valued a t  $5,000. 
2. Sold goods to John Rowlauds on his note, $1,124.28. 
3. Bought goods of Wm. Austen on acct., $3,126. 
4. Sold goods to A. 0. Allison for Check, $1,431.45. 
5. Sold goods for Cash, $934.15. 
6 .  Bought goods of Geo. A. Allen on my note, $765.74. 
7. Sold Geo. Xnderson on acct. goods, $498.26. 
8. Sold goods for Cash, $823.61. 
9. Sold TrV. H. Gordon goods on his note, $1,681.46. 

10. Bought goods of W. Xitto on acct., $1,520.10. 
11. Goods remaining ulisold are worth $4,000. 

Results- 
Amo~nit sold ... .............. ......... $ 6493 21 

6 '  on hand .............. . ...... 4000 00 
- 

Total proceeds . . ... . . . .. .. .. . ... . . . . . .$l0493 21 
' 6  . cost ... ..... ....... .. .. ... . .. . . . 10411 84 

-- 
Net gain .. .............. .... .. .. . . . .. . . ..$ S1 37 

Expense Account 1s the title under which we keep an account of 
the expeqses incurred in conducting a business, such as rent, fuel, gas, 
taxes. When desired separate accounts may be kept wit11 each brancli 
of expecse and closed into Expense Account or Loss and Gain. All 
such accounts are Dr. for their cost and Cr. for anything sold from 



t hem,  but generally they have no crtdit entry until closing the books 
for Profit and Loss. 
Business Items- 

1. Prepaid rent of store with Cash. $200. 
2. Bought for Cash set of Rlanli Books and other stationery, 

$38.34. 
3. Paicl gas bill ~vi th  Cash, $23.18. 
4. Paid A. Rnreau on acct. of salary, $24.60. 
5. Paid for bill of furnitsure with Cash, $225. 
6. Paid Cash for postage stamps, $10. 
7. Received Cash for old office desk, $25. 
8. Present value of furniture and other items charged to Expense, 

$200. 
E X A M P L E  IV. 

DR. - - EXPESSE. CR. 
l 1 l I 

Statement - 
................................. Total cost $521 12 

Amount produced ......................... 225 00 

.................. Difference, or Loss $296 l 2  

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. 
1. Paid one quarter's rent of store with Cash, $150. 
2. Bougllt 5 tons of coal for store, $35. 
3. Paid Cash for dcsk and chairs, $55. 
4. Received Cash for ons letter press and copying book, $12.50. 
5. Paid clerlts one month's salary, $60. 
6. Paid for advertising, $15.40. 
7. Received Cash for use of half the store, $15. 
8. Value of property now on hand, charged to expense, $125. 
How much is the net, loss ? Ans., $162.90. 

Proprietor's o r  Stock Account.-The Proprietor is the person who 
owns and conducts the bnsilless. 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 oil com- 
mencing business, and for all amounts withdrawn for private use dur- 
ing the business, a!so for the net loss, if there be any, a t  closing. 
Sometimes the title " Stocli" 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 stock. 

Business Items- 
l. Student invests Cash, $5,000. 
2. He owes on a note, favor of R. D. Brough, $500. 
3. He w~ithdraws Cash for private expenses, $75. 
4. When the books are closed his net gain is $850. 

E X A M P L E  V. 

Statement- 

DR. STPDENT. - .--- 
CR. 

LIABILITIES AND LOSSES. INVESTMENTS AND GAINS. 

.................................. Investment $5000 
........................................... Gain 850 

$5850 
...................... Liabilities and Losses 575 

5000 2 
3 * 

............................. Present mortll ...$ 5275 * 

""l l 
5850 1 -  

Balance. . 5275 l l 

500 1 
........ 

Present Worth, 

After closing the present worth may be brought down upon the 
Cr. side, to wllicll it  properly belongs for the continnation of the 
business, as shovn above. 

EXERCISE V. 

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

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



2. He owes Geo. A. Allen on acct., $62.50. , 
3. 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 classes. Those that are payable to 
us are called BiIls Receivable. Those that are payable by us to others 
are called Bills Payable. 

Bills Receiuable 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 conld 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 acct., $1,240. 
3. 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. Shannon in full 

of acct., $850. 
6. Received cash in full for Israel Taylor's note, $1,240. 
7. A. Sllannon has paid his draft. 
8. Received of D. Taggart Cash to apply on his note, $800. 

EXAMPLE VI. 

.......................... Dr. Notes Received $5490 
Cr. " Disposed of ..................... 4000 

DR. RILLS RECEIVABLE. CR. 
NOTES RECEIVED. DISPOSED OF. 

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

1 '  
2 
3 
5 

EXERCISE VI. 

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

1600 
1240 
1800 
850 

5490 

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

Business Items- 
1. Gave M. Sills our note for Mdse., $1,200. 
2. Bought hIdse. of W. H. Jordan on our note, $960. 
3. Paid M. 511s Cash to apply on our note, $480. 
4. Accepted J. R. Booth's draft at 30 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 acct., $1,140.25. 
7. Paid W. H. Jordan cash in full for our note, $960. 
8. Paid our acceptance, favor of J. R. Booth, $1,450. 
9. Gave W. Rae our note in settlement of acct., $1,320.50. 

EXAMPLE VII. 
T)R. BILLS PAYABLE. CR. 

1 7 
8 

1 9 

................................... Issued.. .$6070 75 
................................. Redeemed S610 00 

-- 
............................ Balance $2460 75 

- -.. - 

REDEEMED. ISSUED. 

EXERCISE VII. 

3 1 
5 
7 9601 4 
8 6 

16070175, 

ByRaan m .  

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 accou~it. 

12001 
960 

i4~iol 

1200 
1240 
850 
800 

l400 

5490 
Business Items - 

1. I have on hand the following notes : 
E. Mooer's note for $1,280, 
John May's ilote for $650, 
Geo. Moore's uote for $890. 



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. 

3. Sold W. Fell Mdse:on his note, $1,230. 
4. Received of John Wilson his note on acct., $1,340. 
5. Bought hfdse. of L. A. Fell on our note, $560. 
6. Received Cash of E. Mooer on his note, $1,000, 
7. Redeemed our note, favor of H. W. Miller, $1,200. 
8. Accepted S. Marlatt's draft a t  10 dayh, favor of Tlios. Marsh, 

$678. 
9. Geo. Mooer's note has been paid in Cash, $890. 

10. Paid G. H. Mills to apply on our note Cnsh, $1,280. 
11. Sold Mdse. and received in payment draft at 30 days on Chas. 

Meek, $840. 
12. Received Cash in full for John May's note, $650. 
13. Paid our acceptance in favor of Marsh, $678. 
14. John Wllson has paid his note due this day with Cash, $1,34C. 
15. Paid our note in favor of L. A. Fell, $560. 

tlle money, is called the Payee. I n  the forin below, John Deane is 
the Maker, and W. R. Squires the Payee. 

* 

N O T E  No. I. 

13. 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 thlrd person or his order, or to bearer. 

14. Parties to a draft are three. l s t ,  the Drawer, who makes the 
draft ; 211d, the Drawcc, the one upon whom the draft is drawn ; 3rd, 
the Payee, the one to ~ v l i o n ~  the draft is made payable. Balance of Bills Rec. Acct.. . . . .. . . . . .. . .$2350 

' 6  " Pay. " ........ ...... 1075 
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. 

11. Negotiable Paper is that which ]nay be bought and sold and 
thus have different owners a t  different times, who shall possess the 
right of enforcing collection a t  maturity in thelr 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 absolutepronlise in writing made by 
one person to pay a certain sun1 of money to ailotller person or to his 
order, or to bearer, a t  a certain time. 

Parties to a Note : l s t ,  tlle person who mi tes  the note and 
signs his name to it,  is called tlie Ntrker ; 211d, the person 
whose name is wr~t ten  in the body of the notc, who is to receive 

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 rnalre the Draft payable to himself. I n  sncli 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 
111 other places t s  save the actual transmission of tlie money. All 
Banlis Beep money deposited with one or more of the Banlis located 
in  tile commercial centres of the country, against ~~rliic11 they can 
draw Drafts to be used for remittance to creditors. These Drafts are 
current as Cash. 



FORM OF DRAFT,  ACCEPTED. 

16. A Bill of Exchange is another name for a Draft. Such Bills 

are usually drawn in sets. Each one of the set corltnins a condition 
that it shall be payable only so long as the others remain nnpaid. 
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 Jne 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. I .  

'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. 

SET I- 

20. ~llus'trated 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 tl1.j 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 Cash 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 32. 

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 Transitctiolls during the 
month of hIarcl1, to be written up in Single Entry form : 

Mar. 1, Israel Taylor commenced the Grocery Business this day, 
investing as follows : 

Cash, $1,200 ; 
hfdse. rts per Inventory, $2,260 ; 
Notes in his favor as per Bill Rook, $692.80 ; 



D. M. Walker owes him on acct., $86.40 ; 
J. S. Rowland I <  $48.20. 

He owes as  follows : 

On notes as per Bill Book, $248; 
To James Johnson on acct., $76.80 ; 
To R. Watts, c <  $64.30. 

Mar. 2, Sold W. A. Wilmot, on acct., 20 lbs. Refined Sugar @ 10c, 
15  lbs. Japan Tea @ 90c. 

3, Bought of %I. Ryan, on acct., 6 bbls. Brown Sugar (750 
lb..) @ Sic, 8 sacks Coffee (600 lbs.) @ 15c. Paid Freight 
and Cartage with Cash, $20. 

4, Sold Frank Rees 1 box Soda Biscuit (40 lbs.) @ 7c, 3 boxes 
Cheese (120 lbs.) @ 90. Received in  paynlent Cash. Paid 
for Insllrance on stock, Cash, $55. 

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

6, Bought of Thos. Keenan, on acct., 200 boxes Cheese @ 
$4.80 per box. Received Cash for sales thi day, $98.37. 

7, Paid John Jollnson's order on us in M , $76.80. Bought C! for Cash, set Blanks and Stationery, $21. 

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

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

10, Paid Cash for repairs 011 store, $48. 

11, Received Cash of W. Kitto for his note, due to-day, $225. 

12, Sold Thos. Marsh, 011 acct., 3 chests Japan Tea (140 Ibs.) 
@ GOc, l bbl. Brown Sugar ( l20 lbs.) @ 9c. Clash sales this 

day, $121.50. 

13, Paid our 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, 011 acct., 100 bbls. 
Flour @ $5.50. Paid freight with Cash, $13.40. 

Mar. 16, Received of Thos. Mars11 liis 30 days' note to balance his 

acct. Received Cash for Sales this day, $81.95. 
" 16, Sold Geo. Moore for Cash 3 tubs Butter (240 lbs.) @ 20c. 

17, h1. A. Kernp has thi2 clay paid his note in our favor wit11 

Cash, $166. 

18, Sold T h ~ s .  Dunlop 60 bbls. Flour @ $G. Received iu pay- 
ment Draft a t  10 ,lays' siq11t on Geo. Hobart for $230, b;~lance 
011 acct. Cusll sales, $112.50. 

' $  19, Palcl H. Watt balance of acct. to d,tte with our order on D. 

AI. W;illier, $64.30. 
.< 20, Received of J. S. Romlaiid Cm11 in full of acct,, $48.20. 

21, Rece~ved of W. C. Kent Czsh it1 full fdr his note clue to-day, 

$ 1  S .  Rcceivrd of J .  Grallarr~, note at 1 1110. m full of acct. 
" 22, Bought for use o& stove 3 tous Chestllut Coal at $6.50. Paid 

with Casli. 
" 23, Redeemed our note ill favor of J. W, Dditne, due this day, 

wit11 Casli, $128. 

' *  2-1, 8 d d  I. N. JV~lson on acct . 50 boxes Cheese @ $5.20. Paid 

gas bill with Cttsh, $18.50. 

" 26, Received of D. $1. Walker Cnsli to b,xlahce his :tccount, 
$22.10. 

26, Bonglit of Wm. Xustill 20 tubs Batter, G O  lbs. each, @ 18c. 

(hve  in l~ayme~i t  order on Du~llop for $70 and bala~lce on acct. 

27, Gitve I. N. Wilson iny note a t  2 months for $100 to apply 

011 :kcct. Cash sales this day, $94. 

28, Paid one montll's Rent with Ci~sil, $23. 

" 29, Sold N.  FFTi~rd fur Cssli 10 bhlr. Flour @ $6.50 ; 2 chcsts 
Tea, $12.50 each. 

30, Bought of Jollll Greenwood 10 boxes Cheese @ $5.28, 12 

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



Mar. 31, Paid Clerks for services to date, Cash, $60. Received of 

Geo. Hobart, Cash, $930 in full for Draft, due this day. Paid 

W. Austin Cash to balance his acct.. $i46 .  

We have this day taken an Inventory and find unsold the following 
property : - 

Mdse. valued a t  $3,400. 

26. FORM OF DAY BOOK. 

Israel ' r~ylor ,  Cr. 
l%y Investn~ent as follows : 

lf(lse. as per Inventory 2260 
Cash on lrand 1200 
Notes as per Hill Ihok 692 
I). 11. LValker on arct .  S6 
J .  S. Rowlan(1 '. 48 

To Notes as per. 1311 Rook a 248 
K;~lauce tl11e .J:~nles Johnson on acct. 76 

" R.  Watts 64 
INSTRUCTIONS FOR WRITING U P  DAY BOOK. 

L'; 

97 

L'; 

L'; 

L's 

D. 51. \Valker, DI. 
To Balance of Acct. 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. 

I n  making the entry for goods purchase3, it is  sufficient to say, 
'' Amt. as per Invoice," as you have the Invoice, to which you can 
refer for details. I n  entering the sales it is better to put do& the 
items, as you will have no other record of the translzction. 

Cash transactiot~s are not entered in the Day Book, but are car- 
ried direct to the Cash Book, except those which affect the debit or 
credit of persons w ~ t h  whom we are keeping accounts, in which case 
they are entered in both Day BooB and Cash Boolr. 

A full description of rtll Notes and Time Drafts received and given 
out should be recorded in the Bill Boolr, its shown ill form, art. 32. 

J. S. Rowland, L)r. 
To Ralance of Acct. 

Ja~neo Jol~uson, Cr. 
I3y llnlaucc of Acct. 

R. 'li'atts, Cr. 
13p P,alancc of A c ~ t .  

W. -4. ITi1111c)t, Dr. 
To 20 lbs. Refilled Sugar (@ 10c 2 " 1.5 Ibs. Japan Tea @ DOc 13 

28 

L'S 

Al. Iiyan, Cr. 
Uy 5f1lsc. t ~ s  pcr Jn\.oice 

Thc>s. JIarsll, Cr. 
Bp hltlse. ae per Invoice 

To Cash on Acct 



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

- -- . - -p - - -- -- -- .- -- -- 
l l I 

25 J. S. Rowlan<ls, Cr. 
By Cash in full of Arct. 48 20 

FORM OF DAY B O O K  -Continued. 
KINGSTOX, h1 CI\K(~II G ,  1385. 

- - 
-_I___-- - 

- -- - -  
I l i 

28 Tl~os. 1Ceennl1, 
1:y ;\I(lse. per luvoice 

Cr. 

28 Ja~ncs  Graham, Cr. 
By Note a t  1 month in full of Acct. 2; Janlos Jollnson, I)r. 

To ortlc~ for Xldse. 

'L!) I. N. WiIson, Dr. 
To 50 boxes Cllecse @ $5.20 28 James C ~ I  dham, 1)r. 

To 50 bbls. Salt @ 81.23 

2; h. 11. Walker, Cr. 
By Cash in full of Acct. to (late 28 Thos. Marsh, Dr. 

To 140 111s. Japalr Tea (@ 60c 
120 lbs, I%rown Sugar @ Dc 

2!!, \ V I ~ .  Austen, Cr. 
By Miise. as per Rill 

28 ' Thos. Keendn. 1)r. 
To h'ste a t  one tuonth to balance A ~ c t .  

cr. 
R,y Jldse as per [!ill 

?!I T. L)unlop, Cr. 
By order as above 

I 

28 / Thos. M'ws11, Cr. 
By Note @ 30 days in full of Acct 

?!l I. N. \Vilson, Dr. 
To Note @ 2 mos. on Acct. 

29 Thos. lh~ulop,  L)r . 
To 30 Ibs. Flour @ $6. 

?!l J. A. Greenwoocl, Cr. 
Ry Mdse. as per Invoice 

DV.  

C,", - - - - - -- 

]',y ,rder on (h. Hubn~ t @ 10 (lays. 

-_ - 19 
2: I To Cash on Acct. 50 

27 R o b e ~ t  Watt ,  L)r. 
To order on 1) AI. IYalkcl 

L'!) Wm. Aasten, Dr. 
To Cash in full of acct. to date 

2; 1). 11. Lf'alker, Cr. 
By order as abo\ e 



LEDGER. 
27. The Ledger coutains all the a c c o u ~ ~ t s  under wliicli the Debits 

and Credits recorded In the Day Book itre to be placed All the 
charges against any one persou, ill tlie Day Book, are entered ill tlie 
Ledger u~ider that person's uame, on the Dr. siJe, and on the Cl-. side 
are entered all tlie credits (if any) 111 his favor. This gives us a brief 
statement of our dealings with that person aud sliows how our account 
stands with him. 

The transferring of these Debits a r~d  Cred~ts from tlie Day Booli 
and placing each under its proper title in the Ledger, is called Posting. 

To Post the first entry of your Day Book turn to Ihrael Taylor's 
account in your Ledger arld on the Cr. or right hand side in the first 
column, write the date ; in tlie seconcl, the explanation "By Invest- 
ment ; " in the third, the page of the Day Book, where t h ~ s  Eutry is 
found ; and in tlie fourth, tlie arnonnt for wliicli he is credited. You 
will qow enter on the left hand or Dehit side of the account, in the 
same order, the Date, Explanatioa, Folio or page of Day Book, and 
Aniount for wliicli he is debited. Then turn to the Day Book and 
place tlie page of the Ledger on which this account is found m the 
left hand column, opposite the Entry. As soon as an entry is posted 
we should mark in each book tlie p a g ~  of the other, to shorn what 
elltries are posted and for conveniellce i i i  clieoli~ilg the accounts or 
making out bills. 

The next entry may be posted to tlip Dr. side of D. M. Walkel's 
account, and so proceed with e a ~ l i  entry as you come to it ti!l the 
wliole Day Book is posted. 

23.-FORM OF LEDGER. 
Dr. I~HAEL TAYLOR. 

- --- Dr. 
- - - 

1883 1885 
Mar 1 , To S~ulth ies 23 319 10 INar l Tly lnvest~nu~t P 4287,40 

Dr. 1). &I. ~T'ALKER. C'r. 
- - - p - 

21 S6 40 Mar , 
-- 

-- -- 

Dr. .I S. Ro\%L,\\D. 
-- - - p Cr. - - - p- - -- 

-- 
p -. 

l 

Dr. JAMES JORNSON. PP 
p-- p - 

1115 
Mar 7 To Mdse 

-- -- - --. 
- - 

1885 
24 76 9 1 Mar 1 By Balance 

Dr. R. \T'ATTS. Cr. 



FORM O F  L E D G E R  -Continued. 

tV A WILVOT Cr 

1883 
Mar 2 To Mdse 

Dr. M RYAN Cr. 

F O R M  O F  LEDGER -Continued. 

Dr. THOMAS DL \LOP. Cr. 
-- - --- - - --- -- - - - p-- 

1583 
hlal l 8  To Mdse. 

Dr ISAAC N KILSON. Cr. 
-- - -- -p -- -P p 

Dr THOMAS M A ~ H  Cr. 
- - -- -- p - 

P - - 

1885 
Mar 5 To Cash 23 123 

12 " Mdse 24 9480 " Bllls Rec. 4 14 SO 

Dr. 
- 

J4s URAHAM Cr 

l 1883 
I - 

24 G2 50 Mar 21 By Kllls Rec '2, 6250 

Dr W. A U ~ T L Y  Cr. 

Cr. 

The accounts wl~icli are settled sllould br balanced, oli t l ~ e  Ledger 
a t  the tuue of \cttletnc.lit nithont n a ~ t ~ i l q  tlll t l ~ e  wllolc Da j  Boolr 1s 

postect. 

I n  actual pract~ce tlie account., dle not closed till tliey a le  settled 
~mlcis tlle Ledger I, fu l l  and rlew  on^ to be or~ened 



Dr. 

CASEt- 
CASH RECEIPTS. 

1885 / I 1 
Mar 1 To Israel Taylor, *Investment 1200 

4 " Mdse., Sold. Prank Rees 13 60 
6 " Mdse., Petty sales 98 37 

l l -- 11311 97 
l/-- - 

M a.1- 'i Balance ! l 191  97 ---- - - -~ --. - 

S To Mdse., Sold W. \ITelbanks 
11 " R~l l s  Receivable, K~t to ' s  Note 
12 " hldse., Petty sales 

hlar 13 Halance 
116 To Mdse., Petty sales 
'L '. ' C  Sold G. Moore 

1:; " Rills Recell able, M. A. Kelnp 
" Mdse , Petty sales 

19 " J. S. Rowlands, In  full of acct. 
121 ' l  Rills Kecelvable, W C. Kent 

Mar 25 Balancr 
" To 1). M. Walker, In full of a c ~ t .  
27 " Mdse., Petty sales 
29 ' 6  Sold N. d 
3 1  " Gills Re-eivable, Geo. Hobart 

l 

29. Tlie Cash Book, a.: state1 in Article 22, should contain a record 
of all Cash received and paid lu  condnctlng a busmess. 

It sl~ould be balanced once ;L meek, or every day if the business 
requires it. 

* The Evplanatlon should be written one tliird snlaller 

CASE- 
CASH PAYMENTS. Cr. 

---p- - -  
p 

p --p 

1883 1 
Mal 3 By Mdse., Paid f~ eight 

4 " Insurance, On Stock 53 
5 " Mdse., Bought of T. Marsh 

Mar 7 To Expense, 
1 0 ' '  " 

Mar 13 By Rills Payable, 
13 " Mdse., 
22 '' Expense, 
23 " Bills Payable, 
24 " Expense, 

Bought Stationery and ~ o o k s '  21 25 
Paid for repairs on Store 48 

69 25 
Cash ~ I I  Ilantl 148b 22 

El; 
Favor Ken  120 
P a d  Freight 13 40 
Bongl~t Cod, for store 19 50 
J. b. Deane's 128 
P a ~ d  03s Rill 12 50 

P 293 40 
( 1-11 011 I L ~ I I I ( I  / l951 27 

hl.t~ 2S Expense, Paid Rent 
30 By hltlse., E(,nght of J A. ~;eenwood 
31 " By Expense, P a d  Salary 
" l " I4 . Austen, In full of acct. 

To balance this account firld tlge amount receivcd as shown by the 
Dr. side and the aiiiount paid as hhonn by the Cr sidc. The differ- 
ence shoulcl agree wit11 the Cash on hand. Enter this balaoco in red 
iillr 011 tlie Cr. side, allcl niter ruliug up as shown 111 form, bring the 
bnlance down to the Dr. side, which was the larger before closing, and 
contiiiue tlie account as before. 



RILL BOOK EXPLAINED. 
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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. Wheii our own Note or Acceptance is given out it is entered 
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 tlie,forms on the opposite 
page belong to the preceding set ; hence the Notes yet on ha id  and the 
Notes unpaid as shown here will agree with balance of Bills Receiv- 
able and Rills Payable in statement, page 34. 

STATEMENT OF RESULTS. 

33. The net gain or net loss 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 tlian the original investment, the difference shows the net 
gain ; if it be less, the difference is the net loss. I n  making out the 
Statement of Resources and Liabilities, 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, froin the Bill 
Book ; and the value of unsold goods from the Inventory. 



FORM O F  S T A T E M E N T  O F  RESULTS. 

Bills Payable, as per Rill Book 
Due M. Ryan on acct. 
" I. N. Wilson on acct. " J. A. Greenwood on acct. 

1 1. 

$ylor's present \vorth 
Net Investmenb 

I 

Net Gain - 

---- RE5OURCES. ---- 

Mdsd unsold, as per inventory 
Cash, as per Cash Rook 
Bills Receivable, as per Rill Book 
W. A. Wiltnot owes on acct. 

Total Resources 

Total Liabilities 

- 4121 42 
3898 30 

223 12 

3400 
2106 1 37 1 

TO CHANGE FROM SINGLE TO DOUBI,E ENTRY. 

5599 

77 
15 

-- 

34. The distinguishing feature of! 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 tlle proprietor's account with his net gain, your Ledger 
should be in balance, and you Inay proceed with the work by Double 
Entry. 

If in cllanging from Single to Doublo Entry you wish to open up 
a new Ledger, it is only necessary to close up tlle Single Entry 
books. Take off rt 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 tlle Resources and 
Liabilities shown in the above statement as the foundation for a busi- 
ness in Set IV. 

17 

30 
50 

MATERIAL FOR SHORT SETS. 

The Student will write up a Day-Book and Ledger &r 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. 33. 

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

EXAMPLE I. 
Carting Bzuinrss. 

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. 

C C  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. F. Wilmot, $10 ; Wm. Tay- 
lor, $17; J. L. Hunt, $3 ; C. E. C ~ d y ,  $5.75. Paid workmen, 
$29.50. 

" 22.-Received Cash for drayage during the week, $85. Work 
done on acct., H. F. Wilmot, $15 ; W. A. Miller, $17.50 ; C. 
Welbanks, $18. Received Cash, W. A. Miller on acct., $18 ; 
H. F. Wilmot, $27; J. L.  Hunt, in full of acct.' 

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

Net Gain .................................... 266 
Ledger Headings 8 lines each. 

EXAMPLE 11. 
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 I~lvoice to $2,517. 



Sept. 5.-Sold Mdse to M. Sills, Perth, on acct., for $175 ; to D. 
Kerr, city, for Cash, $210.30 ; to Philip Haffner on llis 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 ucct., $317.25. Received from M. Sills, Perth, 
goods returned, not being the kind ordered, for whicli me credit 
him $25. 

30.-Settled with John H. Hunter for liis indebtedness, accept- 
ing a compromise of 75 per cent. ; cash received in full settle- 
ment of acct., $- ; lost the balance, $-. Paid cash for 
petty expenses, $17.50. Paid B. White cash on acct., $500. 
Sold Mdse. for check, $375. 

Rildse. unsold, valued a t  ............... .$l584 72 
................................. Net Gain. 211 21  

.................... Present-Net Worth 1211 21 

Ledger Headings, eacli 5 lines. 

EXA hJPLE 111. 
TLettril Grocery Business. 

Oct. 1 ,  1870 -Student commenced bus i~ess  wit11 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, belance on acct. 

Oct. 2.-Sold Robert Simpron, on acct., 10 lbs. Rio Coffee @ 12c, 1 
lb. best Black Tea, $1; 25 lbs. Sugar @ 12c. Sold Jas. John- 
son, on acct., 1 box Raisins, 25 lbs., at 2013. Sold H.  A. Dun- 
lop, on acct., 1 gal. Vinegar, 750 ; 3 lbs. Black Tea @ 75c ; 4 
bus. Apples @ $1. 

3.-Sold J. W. Deane, on acct., 50 lbs. Harn @ l l c  ; 1 box Hgr- 
rings, $2 ; received cash on acct., $5. 

4.-Sold M. Doran, on acct., l bbl. Flour, $8. Sold A. Cannem 
on aoct., 5 gals. Cider Vinegar 'i5c ; 3 bus. Potatoes @ $1 
per bus. 

I L  5.-Sold Thos. Clearey, on acct., 6 gals. SIolasses @ 750 ; 50 lbs. 
Sugar @ 12c ; 12 lbs. Coffee @ l l c .  

Oct. 6.-Sold J. Coon, on acct., 1 bbl. Mess Pork, $11 ; 3 boxes 
Sugar, eacli 500 lbs., @ GC. 

" 8.-Sold Jas. Sweeney, on acct., 100 lbs. Loaf Sugar @ 9c ; 50 
lbs. Crushed Sugar @ 8c ; 3 hhds. Molasses @ $20 each. 

a 10.-Sold F. Clark, on acct., 1 tierce Rice, 1,800 lbs., @ 3c. 

Mdse. unsold, valued at. ............. $ 580 00 
Net gain ................................. 59 27 
Present Net Worth ..................... 559 27 

Ledger Headings, each 5 lines. 

EXAMPLE IV. 
Retail Grocery Business. 

Nov. 1, 1879.- Student commenced business with Mdse. as per inven. 
tory, $180 ; Cash, $400. Sold John Brown, on acct., 5 bbls. 
Flour a t  $10. Sold A. Bureau 25 lbs. Coffee @ 10c ; 100 lbs. 
Japan Tea @ 750 ; received Cash on acct., $25. 

Nov. 2.-Bought of T. Vanorder, on acct., 50 bus. Winter Apples @ 

50c ; 100 bus. Early Rose Potatoes @ $2.60. 

3.-Sold R. J. Bushell, on acct., 3 bbls. Flour @ $8.50. 

4.-Sold Geo. Belier, on acct., 5 bbls Potatoes @ $2.75 ; 2 bbls. 
Apples @ $3. 

5.-Paid T. Vanorder, on acct., Cash, $100. Received of Geo. 
Baker Cash in full of Acct., $-. 

6.-Bought of I. N. W i l s ~ n ,  on acct., 5 bbls. Mess Pork @ $18.75 
each. 

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

8.-Sold Wallace Welbanks, on acct., 10 lbs. Japan Tea @ 97c ; 
100 lbs. Sugar @ 12c ; 25 lbs. Coffee @ 31c. 

" 9.-Sold G. E. Bell, on acct., 3 firkins Prime State Butter, 210 
lbs., @ 33c ; received Cash on acct. of same, $50. 

10.- Sold H .  C. Miller, on acct., 3 boxes Laundry Soap, 283 Ibs., 
@ 9c. 

S S  11.-Received of Wallace Welbanks Cash in full of acct., 8-. 



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

........ Mdse. unsold as per Inveiltory $300 00 
................................... Net Gain 140 72 

................................. Net Capital 720 72 
-- 

EXAMPLE V. 
[Student should make out from these items, Statements corresponding with 

that on page 34.1 

A merchant commenced business with a capita1 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 ; C's account stands Dr. $975, Cr. $450 ; 
D's account stands Dr. $483.75, 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 wltli the following Re- 
sources : Cash, $3,000 ; Notes, $1,500 ; hIdse., $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, $3,500; hldse. unsold, $3,750; Real 
Estate, $15,000 ; due them on personal accounts, $5,000 ; 
amount owed by tha firm on notes, $750 ; on personal accounts, 
$1,500. 

Required-The Net Gain. 
Tlie Net Capital at commencement. 

c '' time of closing. 

EXAMPLE VII. 

E. Bees and F. Rees enter ir to copartnership on equal terms, each 
iuvesting 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 books is : Cash on hand, 

$500 ; balance ill bank, $7,000 ; due them on personal accts., 
$5,783.75, of which $875 is worthless ; due them on notes; 
$6,750 ; Mdse. on hand, $2,700 ; Real Estate, $6,000 ; Bank 
Stock, $3,500. They owe on personal accts. $10,000; on 
notes, $5,600. Have they gained or lost in business and how 
much ? What is each partner's net capital a t  closing ? 

QUESTIONS. 

1. What is Book-Keeping ? l 

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

3. How are the two Systems distinguished ? 

4. What is the meaning of the word Debtor ? 

5. What is the meaning of the word Creditor ? 

6. What are Resources ? 

7. IVllat are Liabilities ? 

8. What is an Account ? 7 

9. Explain $'Ledger Headings" or "Title of Accounts." 
10. How may Accounts be classified ? 
11. Define Speculative Accounts. Give examples. 
12. Define Non-Speculative Accounts. Give examples. 
13. Explain Personal Accounts. l0 

14. W~len are Personal Accounts debited and wlieil credited ? l0 

15. What do Personal Accounts closing "To Balance" represent ?l0 
"By Balance" ? l0 

16. Explain the term C ~ s h  Account. l0 

17. TVheil is Cash debited ? l0 When credited ? l0 
18. How will Cash Account close ? l0 

19. What will the Balance represent ? l0 

20. Explain Mdse. Account. l0 

21. When is it debited ? l0 When credited ? '0 
22. How will Wise. Accouiit close goods all sold ?l0 
23. Explain the term Inventory. l0 
24. What is done with any uiisold goods a t  time of closing ?l0 



25. What is  an Expense Account ? l0 

26. How do you close an Expense Account ? l0 

27. \J7hat ~ c c o u n t  shows the amount of Capital in business ?l0 
28. When do you Debit the Proprietor's Accorrnt ? l0 

29. T17hen do you Credit the Proprietor's Account ? l0 

30. What does the Balance show ? l0 

31. What does Bills Receivable Accoullt represent ?l0 

32. When is Bllls Receivable debited ? l0 When credited ? l0 
83. How will this account close ? l0 

34. What does the balance represent ? 

35. What does Bills Payable Account represent ? l0 

36. When is Bills Payab!e credited ? l0 When debited ?l0 
37. How will this account close ? l0 

38. What does the balance represent ? l0 
39. Explain Negotiable Paper. 'l 
40. What are the principal kinds in common use ? l1 

41. What is a Promissory Note ? la 

42. How many parties to a note ? What are they called ?l2 
43. What is a, Draft ? l3 

44. How many parties to a Draft ? What are they called ?l4 
45. Explain the term Acceptance. l5 
46. What is n Bill of Exchange ?l6 
47. What is  a Certificate of Deposit ?l7 
48. What is a Checli ? l8 

49. What is n Certified Checli ? l9 

50. What are tlle principal books used in {Single Entry  Book- 
Keeping ? * 

51. Explain tlle Day Bo01r:~~ 
52. Explain the Cash Book. 22 

53. Explain the Bill Book.% 
54. Explain the Ledger. 24 

55. How do you find the Proprietor's Net Worth in Single Entry ?33 

56. How do you find the Net Gain o r  Loss for any period ? S  

57. How do you proceed, to change Single to Double Entry  ?34 

PART 11- 

DOUBLE ENTRY. 



DOUBLE ENTRY. 

INTRODUCTORY. 

35. 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" is the leading feature of Double Entry. 

36. 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) 111 Single Entry a record is kept of Resources and Liabilities ; 
in Double Entry a similar and additidnal record is kept of Gains and 
Losses. 

(3) l11 Single Entry each transaction is entered to but one ac- 
count in the Ledger ; in Double Entry each transaction is entered in 
a t  least two accouuts in the Ledger. 

37. The advantages of the Double Entry system are : 
(1) I t  is a more complete record of your business. 
(2) The fact of every Debit having its corresponding Credit creates 

a safeguard ag%inst mistakes. 
(3) I t  shows wherein your Gains and Losses arise, thus furnishing 

a guide in the management of your business. 

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

T H E  DAY BOOK. 

39. 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 11,-DAY BOOK- 
1 APILIL, 1886. 

I I 

h. Davis has this day commenced the Flour and Feed 
Business at 122 Icing Street, Brockville, with a 
cash investment of 6 0 0 0  

[n jonrnalizing 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. i l  

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

In journalizing this transa.ction we Dr. the Aldse. because i t  cost 
valve and is received into the business, and we Cr. Cash 
that is paid out. 

Bought of J. A. Baird on acct.,, 
1.000 bus. Barley @ 50c 

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

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

400 

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

$42511 1201 

In  journalizing the above transaction we Dr. blase. because i t  
cbst value and is received into the business, and we Cr. J. 
A. Baird becaus- we still owe him for the hldse. which he 
has produced to the business. 

l 

I n  jo~urnalizing the above make Rills Rec. Dr., having cost us the 
hldse., and Cr. Mdse. because you have parted with it. 

- - -  

DAY BOOK.-Continued. 

APRIL 8, 1886. 

I II 

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 i t  has cost us 
value, and Credit Bills Payable because we have parted 
with our Note and i t  produced value. 

Sold Frank Phillips, on acct., 
100 bus. Bus. Barley @ 65c, 
200 bus. Wheat @ $1.25, 

BOO( 

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

Sold Chas. illitchell, for cash, 
600 bus. Barley @ 65c 

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

I~eceived Cash of A. Bajus on acct., l1 25 
In  journalizing this, we make Cash Dr. because we have received 

it, and Cr. Rajus because he has paid a s  and produced 
value in Cash. . 

Bought of Geo. Allen, on acct., 
1,000 bus. Barley @ 500 

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

l 

Paid Cash, 
For Office Fnrniture, 
For one Safe, 

In  journalizing this, n~ake  Expense Dr. because i t  cost us value, 
and Cr. Cash because we have parted with it. l! 

Bought of Jas. Johiison, oil my note at 20 days, 
600 bbls. Flour @ $5 i 300 

I11 journalizing the above, make same entry as in No. 6. il 



DAY BOOK.-Continued. 

APRIL 18, 1886. 

I II I 
(W. D. Ward paid Cash for his note, due to-day, $ 1 1  5451 

111 journalizing this, make Cash Dr. because we received Cash, 
and Cr. Bills Receivable. You always Cr. Rills Receiv- 
able when you collect or otherwise dispose of another's I Note or Time Draft. l l  i 

(paid J. A. Baird Cash on acct., I I  3001 

In  jourllalizil~g the above, make J. d. Baird Dr. hecause we have 
paid him, and make Cash Cr. because y e  have parted with 
Cash. 

23 

Sold R. S.  Wrizlit, on his note a t  60 days, 
500 bus. Barley @ 65c 

Make the same jourllal entry as h1 No. 5. 

- 26 ---------------------- 

Paid lily Note due to-day, i v o r  of L A l ,  in C 1)200{ 

I n  journalizing the above, nmke Bills Payable Dr. because we 
have paid our ~ o t e ,  ail/ i t  has cost us value. Cr. clsllii 1 
because we have parted with it. 

!paid one month's rent of store, Cash, I 501 

In  journalizing the abo\ 3, we make Store Expense Dr. because 
i t  cost us value, and make Cash Cr. because we paid i t  out. 

11 have this day taken an Inventory, and find unsold the// / 1 following property : 
600 bbls. Flour @ $5, $3000 
1,800 bus. Wheat @ $1, 1800 
600 bus. Barley @ 50c, 300 

$5100 
Office Furniture and Safe, 175 ( 
Less 20 per cent., 85 

- 140 
-- 

Total Inventory, $5240 

JOURNAL, SET 11. 

41. The Journal is a book in which to arrange the Debits and 
Credits taken from the Day Boolr, 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 wit11 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 conven- 
ience 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 - R U L E S  F O R  J O U R N A L I Z I N G .  

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

7he Proprietor is Credited witli all Investments and with his Net 
Gain a t  the time of closing. He is Debited for his Liabilities brought 
into the business, for all sumq withdrawn, and for Net Loss a t  time of 
closing. 

Gash is Debited when you receive Coin, Currency, Bank Bills, 
Bank Drafts, Certificates of Deposit, ancl Checlis, or Sight Drafts in 
your favor ; Credited when you pay out or part with ally of these. 

Bills i'eceioab1e.-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 
Draft ; Debit when you pay your Note or Acceptapce. 

Merchandise.-Debit for its cost when it is bought; Credit for 
what it 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 011 ac- 
count, or when a person pays you. 



Interest a n d  Discount.-Debit when you pay more for a Bill of 
Exchange, Draft or Note then 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 it? 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, suc l~  as Rent, Fuel, 
Taxes, Gas, etc. It is Credited when anything is produced from that 
which has been chargecl to Expense acct. 

Drafts. -General Principle- 

Debit the person who draws the Draft on you. 
Credit " " on whom you draw a Draft. 

SPECIAL R U L E S  FOR JOURNALIZING DRAFTS.  

DRAWER'S ENTRIES. 

W h e n  hedraws aDraf t  and rernit s i t  t o  t h e  Payee on acct. 
\ T o  Drawee. 

N.B.-His entry 1s the same whether ~t be a Tlme or S~ght  Draft. 

W h e n  he accepts a T i m e  Draft  

W h e n  he  accepts a Sight Draft 

( Drawer. 
1 T o  Bills Payable. 

Drawer, { T o  Cash. 

W h e n  he receives a T i m e  Draft  (and has it accepted) Bills Receivable, ( T o  Drawer. 

W h e n  he  receives a Sight Draft ,  (and it has been ac- (Cash,  
cepted or cashed) 1 T o  Drawer. 

Journalizing.-A proper understanding of the above rules, to- 
gether with the explanation given a t  the end of the Day Boolr, shonld 
enable the student to prepare his Journal without further assistance. 
We have, however, ii~troduced the Jonrnal, wit11 the forms of entry 
for several transactions, and will leave t h  student to  complete the 
set. 

43.-FORM OF JOURNAL, S E T  11. 
-p---- 

l / ACCOUNTS DEBITED. ACCOUNTS CREDITED. 

1 -- 
.>l Cash, ' G000 
.i 1 (Debited when received.) To A. L. Davis 

(Grrdifed for Investm't.) 

l 2 P ---P 

51  Merchandise, 700 
5 1 ( D r .  when bought.) To Cash 

(Cr. whea paid out.) 

-52 A. Bajus, 400 
:,l ( D r .  when he becomes in- TO Mdse. 

debted to W.) (Cr. when colrl.) 

51 Mtlsc., 500 
52 ( D r  when boz~!~At.) To. J. A. Raird 

(Cr. 1ohe9~ ZPP hccon~e in-  
tlrhte~l to hi91z. ) 

31 IMls Receivable, B45 
j l (Dr. when receivetl.) TO Mdse. 

(Cr. ulhe7~ noltl.) 

51 Mdse., 2000 
61 (Dr. when hoti!lht.) To Biils Payable 

(Cr. when given O Z L ~ .  ) 

l- -- - 8 - 

62 ~Frl t~ik  Ph~llips, 316 
51 (Dr .  w h m  he becomes i7~- To Mdse. 

debtptl to 7t.s.) (Cr. when solrl.) 

61 Cash, 150 
56 (Dr .  whei, receicptl.) TO A. B:ijns 

P- (Cr.  iuhrn hr pays t l r  ou - 
ncct. ) 

T h e  student will make out  the Journal entries t o  conlplete the  set. 



&-- .FORM O F  LEDGER-SET 11. 

LEDGER. 

44. The Ledger is the book etilployeii for collectirig 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 F O R  POSTING.  

Having Jouri~alized all the transact~oi~s,  your next worli is to 
carry them to the Ledger or Post them. 

The Ledger is usually opened by placing the Proprietor's Naulr at 
the top of the first page, followed by the most promitlent ttcconnts. 
I n  this set the order will be : A. L .  Davis, Cash, bfcrcliaodise, Bills 
Receivable, Bills Payable, il. Bajus, J .  A. Baird, Frank Phillips, Geo. 
hllen, and Store Expense. U~lder each of these accounts you piace 
all the items tliat belong to it as found in the Journal, transferring 
the entries from the Journal to the Ledger in the order they occur. . 

Our first Journal entry reads- 

....................................... . Cash $6,000 
........................ To A. L.  Davis .$6,C00 

I n  posting this entry turn to Cash account ill your Ledger atld olr 
the Dr. side enter April 1 in the date column (the explanation colu~nn 
will be left blank in'this Ledger), next in the Journal page colunln 
enter the page of your Journal, and in the amount coll~nln enter 
the amount, $6,000. 

Next turn to A.  L .  Davis' account,. On tlle Cr. side e~lter  April 1 
in the date column, the Journal page in its colurnn, and in the 
amount column the amount, $6,000. I n  the Journal, opposite tlic 
entries, you place the psge of the Ledger on which the zccounts have 
been entered. 

DR. A. L. Dar~s .  CR. 
Journal 

Date. Explanation Page. Journal 
-p-- 

Date. Explauatron. Page. 
-m----- P p- - - -- - - --- 

49 6000 

I 



F O R M  O F  LEDGER-SET I1 (Continuecl). 

Dr. A. BAJUS. CR. 
Journal Journal Date. Explanation. Page Date Explanat~on. Page 

1 8 8 0 r -  - 
Ap'l' 3 

I 

l 
1 l 

1886 
Ap'l S 

T E S T I N G  T H E  L E D G E R .  

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

This is done by adding up the items 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 coiisi2ered satisfactory. 

The Trial Balaiice, however, is not a conclusive test of the cor- 
rectness of the Ledger. Errors may exist which do not affect the 
equality of the Ledger, such as the omission of one or inore Journal 
entries ; posting an item on the right side but under the wrong ac- 
count ; reversing an entry, e.g., Mdse. Dr. to Cash wlienit shouldbe Cash 
Dr. to Mdse. 

D E T E C T I O N  O F  ERRORS.  

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

First-If tlie error be an even $1, $10, $100, $1,000, etc., check 
the additions of the Ledger accounts and of the columns of the Trial 
Balaiice. 

Second-If in yaur Journal or other books from which you liave 
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 boolrs there is an  item one-half 
the a~nount  of the error, make sure that it lias 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, 35 written 53. I n  all such cases the 
error will be divisible by 9. 

If, l i a ~ i n g  applied these test?, yuu are still unable to discover tlie 
error, examine caref~~lly the Journal entries aiid see that the Debits 
aud Credits are equa:. Then see that these Debits and Credits liave 



been transferred to the Ledger correctly. Each item when examined 
should be marked thus, v'', 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. 

49.-TRIAL BALANCE-SET 11. 

LEDGEE ACCOUNTS. 

A. L. Davis 

Cash 

Merchandise (Inventory $5,100) 

Rills Receivable 

Bills Payable 

A. Bajus 

J. A. Baircl 

Frank PKillips 

Geo. Allen 

Store Expense (Inventory $140) 

STATEMENT O F  RESULTS. 

50. Having ascertained that the two sides of the Ledger are equal, 
the Student sllould nest 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 once a year, business houses suspend business for 
several days and make an Inventory of all unsold property-"Take 
Stock," as it is called. I n  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 011 tlle 14th may be Inventoried at  cost less 20 %. 

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 111. 

MODEL DAY BOOK. 
Examine this f o ~ m ,  : ~ o ! i ~ ~ g  closely tlie wording and arrangement of 

each e n t r j  . 

The Journal for111 for thi? Day Uoolr will be found on pages 65-67. 

HEC'I'OK JACK,  
241 BROCK STREET, 

KINGSTON, ONT. 



Leaser1 of I ra  Folger, the store 241 Brock 
street, Kingston, Ont., a t  $300 pel! year, 
payable montllly ill advance, for the pnr-  
pose of condnetil~g the Protluce Knsincss. 

Sold A. F. Ferris, l'rescott, Out., on acct., I ! l  
a t  3 months 
25 bbls. Ext ra  Flour @ $10..50 

1 100 1)11s. \TrIie:tt (a 1.Xii 

I /  Capital il~vestetl oil cou~r~~ciicing,  Cash 4500 
Store e11(1 Lot, v:~lnc~l a t  .500 .iOM 

1 ' Paitl 11.a Folger for one 111311tll's l.ctlt, C~tall 2.5 I3ougl1t of S. l:. Rarrett, 'l'oio~lto, for Cliecl; 
XI). 1 0 1 1  Bank of Com~nerce 

1 / 1,000 1 ~ ~ s .  1Vuster11 Oats, delivc~.etl, (i_r 23c 

Bought of J. P. Aml)ler, for Casli 

1 ' Sct ot Rlnnk I:ooks, Pens, Juk, &c. 
Sold .fames Lou c, Pcrtll, Ont., for his 'otc 

a t  30 (lays 
1 ' : 3 J  l)l)ls. I < ~ ~ I , L L  Vlour fi, $!),.X) 

- - 

l3ouglit o f  Ck~lli~lg\\.oorl, Millart1 & Co., for 
Crtsl1 

1 2 toils Chc.stnnt Oosl, @ $T,.T,O 
I:ougl~t of S. T:. Fine, C:~)~nrv:ill, Out., for 111y 

Note a t  X0 (lays 
30 I)l)ls. Asl~ton Salt $3.00 

l,'' Paid freiglit with (7i%sli Kouglit of \Tin. Fee, Torol~to, for C'asll 

1 ' 100 l)l)ls. 11:xtra Flour, tlelirerccl, @ $8.00 

:$ 

SOD 

Soltl l\.'. H. (:ral~:~m, Neu~l)u~.gll. Out., ~ I ) I .  

Ili.: I h f t  ; ~ t  :W (lays' sight OIL A. ltce(1, 
l'o'kocpsie, N. Y. 

1/ 350 1 ) ~ s .  \Vastelm O;~ts, f. u. b., @ 4Oc 

Iiougllt for (>as11 ' 

1 Ofice Stove an(l I'ipe 2.i 
1 " 1)esk a.ntl ti <:h;~irs 20 
1 l'latform Scitle 13 
Paid s~ul( lry itenis of txsprnscL fnr store, 

l /  Cas11 2 SO (22 '40 
Accc,l)tc,~l I,. A. Full's Draft i ~ t  30 (1;~)'s' s igl~t .  

l'' fr1\."r o f  I.. I". I:L~rlIee~l. for 

Sold (+. F. Davis, Ottawa, Out., ~ I ) I  (:;ts11 

1 ' 13 I,l)ls. Extrn Flu~u., @ % I O . o O  (:aye I I I ~  ("11~elc No. 2 011 lli~nk of Co111111t~rcc 
to  I ) .  I:. Cullege I ~ ~ s n ~ . , i u c e  Co., f ~ ~ r  111slu.- 
a ~ ~ u e  on nly stock of .\I~lse., (I'olicy No. 
I(i,S$O,) for 1X.000 @ 1 3 0 

I I'itlicy tu~tl Survey 1 2 :; 1 

I<onyl~t of (:. l'. C'louglr, 1.3'11. Ont . f o ~  111y . IJl,klft a t  \ig,Ilt, 011 -4. l?. l ~ x , ~ l  lib. I ' lY~b~~ltt. 
Ollt. 
40 l)ltls. S e w  I'roccss Flour (g ES.00 :PLO 

I l'tii11 f r c i ~ l l t  wit11 ('t~sli 20 340 



Sold A. F. Newlands, Toronto, 0x1 scut. 
30 bbls. Extra Flour @ $10.00 R00 

1/ 30 " Ashton Salt @ 4.00 120 420 

Paid my Note, No. 1, favor S. R. Fine, with 
1'' Cash 

Bought from T. L. Woodruff, Toronto, on lny 
N0t.e 
50*iils. Family Flour @ $10.00 500 
18 " XX A " @ 10.00 1 SO 

l/ Paid Freight and Cartage with Cash 20 700 

Sold Wm. Gardner, Kingston, Ont. 
50 bbls. Family Flour @ $11.68 384 
18 " X X A  " @ 12.00 216 800 
Received his Check on City Bsnk, for 500 

1/ And a Sight Exchange on Toronto 300 

26 

Received Cash of Jas. Lowe in full for his 
1/ Note of 12th inst., my faror 

Ihught of Wm. Elder, Trcnton, Ont., olr acct. 
400 bus. Spring Wheat @ $1.00 400 
400 " Western Oats @, 50c 200 
Paid Freight and Cartage with Chcck No. 

1/ 3 on Bank of Colrmerce 40 G40 

28 

Sold H. Cormack, Napanec, Ont., on acct. 
30 bhls. New Yrocess Flour @ $9.00 270 

1/ 250 bus. Western Oats @ 30c 75 345 

1/ Paitl with Cash sundry items of Expense 

Sold W. H. Graham, Newhurgh, Ont., for 
Cash 
400 bus. Spring Wheat @ $1.50 

l/ 400 bus. Western Oats @) 62&c 

I Remitted Wm. Elder, Trenton, Ont., my / I  
Chcck, No. 4, on Bank of Commerce, to 

]/ apply on acct. 430 

I Paid Cash for cleaning store ant1 other items 
l /  ot Expense 

Receirctl of A.  F. Ferris Check on City Bank 
to balance his acct. 

1/ I>eposited in Eank of Commerce, Casll 2000 

Renritted L. A. Fell on acct. my Uraft a t  
1/ sight on A. F. Newlands, for 320 

1 have this day take11 an In\,entory and fillcl 
thr  following ~lnsoltl Property :- 

Reill Estate, vi~luetl a t  $ 700 
10 bhls. New Process Flour @ $8 $ 80 
PO0 bus. Spring \\'lle:~t (o $1 400 
200 " Western Oats @ 25c 50 330 

... .- 

Fnn~i tnre  i ~ i i c l  Fixtures, cost GO 
Less 10 % 6 34 

-- 

Total Inventory $1284 



E1,UCIDATIONS TO MODEL DAY BOOK. 

52. MAY 1.-Cash and Real Estate are Dr., and H. Jack is Cr. 
H. Jack has a claim on tlle business for liis investment, hence we 
give him Cr. 

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

Dr. Stationery and Cr. Cash. Always Cr. Cash when paid out. 
Ndse., having cost value, is Dr., and Cash is Cr. 

MAY Q.-Dr. h rn i t i l r e  and Fixtures with property for ofice and 
store. Dr. Store Expense f'nr sundry items, and Cr. Cash. 

Dr. Cash and Cr. Mdse., for Cash has cost us the Mdse. and Mdse. 
has prodnced 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 increase the 
cost of Mdse., we must charge Mdse. acct. Cr. L. A. Fell, for lie has 

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

Dr. Bank of Corninerce 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 hldse., 
and ozccs us for amount of his purchase ; the terms of sale are pay in 
three montlis. 

MAY 10.-Dr. Store Expense and Cr. Cash. 

MAY 11.-Dr. Mdse. a ~ d  Cr. Bank of Commerce, for the Bank 
pays out money on our order, thus producing value. 

MAY 12.-Dr. Bilis liec. and Cr. Mdse. Lowe's written promise 
to pay is a bill thst has cost us Mdse. We shallreceive payment when 
due, hence we Dr. Bills Rec. 

MAY 15.-Dr. Mdse. and Cr. Bills Pay. and Cash. All our written 
obligations appear in Ledger under heading :Bill3 Pay. Our note 
settles for the RIdse. and thus produces value,land we always Cr. Bills 
Pay. wlieii we give our note. 

MAY 17.-A Time Draft in our favor:when received is called a Bill 
Receivable, and we Dr. Bills Rec. acct. 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, whlle your accept~ng 
is agreeing to do so at  the maturity of the paper. You accept a draft 
by writing " accepted," where payable, your signature, a i d  date, 
across its face in ved ink. See form, art. 15. 

MAY 19.-Insurance is Dr. for all it costs you. Bank of Commerce 
is Cr. ; always Cr. the Bail11 when you draw on it. 

MAY 20.-Mdse. is Dr. and A. F. Ferris arid Cash are Cr. When- 
ever you draw a draft on a person, either at  sight or time, give the 
persori Cr. 

MAY. 21.-Dr. Newlands and Cr. Mdse. Newlands has cost us 
tlle 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 acct. Cash, hav- 
ing been paid out, is Cr. 

MAY 24.-Dr. Mdse. and Cr. Bills Payable and Cash. See expla- 
nation No, 15, above. 

MAY 25.-CasI1 is Dr. and Mdse. is Cr. Checks and sight drafts 
or exchanges (in our favor) when received are always called cash. 

ITAY 26.--Cash is Dr. and Bills Receivable Cr. Whenever you 
collect or otherwise dispose of another inan's note or acceptance, Cr. 
Bills Rec. acct. Cash, having been received, is Dr. 

MAY 27.-Dr. Mdse. for cost of grain andfreight. Cr. Wm. Elder 



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

MAY 28.-Dr. Cormack, arid Cr. lldse. See Explau~tion under 
No. 21. 

MAY 29.-Dr. Cash and Cr. Mdse, Cash having been received is 
Dr., and blclse. haviug produced t l ~ r  Cash is Cr. 

MAY 30.-Elder is Dr. because you have paid l~im,  ancl the Bank 
is Credit because it paid tlie money fur you. 

Dr. Store Expense and Credit Cash. 
Checks in your favor received are considered Cash. Dr. Cash and 

Credit Ferris because lie has paid his account and ceases to owe you. 

MAY 31.-Dr. Bnnk of Commerce and Credit Cash. 
You owe L. A. Fell on account. See 3rd inst. 
A. F. Newlands owes you on account. See Blst lust. 
You ask Mr. Newlands to pay Fell and charge your account with 

the amount. Hence you Dr. Fell and Credit Newlands. 

SET 111. 

MODEL JOURNAL. 
Study carefully the rules for journalizing as given on pages 47 and 

48, and as explai~ied in the elucidations on page 62 Go no further 
until you thoroughly understand. every example. 

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

HEC'I'OK JACK,  
241 B n o c ~  STREET, 

KINGSTON, ONT. 



MAP 1, 1SSl. Dr. Cr. 
- - -  
p - p- -- 

I 
I 231 l Cash, l 4 6 0  ' 

234 Real Estate, 5 0  I 
23 1 To Hector Jack 6000 

l 

MA\ 1 l ,  1881. ~r . Cr. 
-- - - - p 

8 8 

l Ihlls Rcc., 
23 l To J l t l s~ .  

To Bills Pny. 
" Cash 

232 Stationery, 
231 To Cab11 

2 I!llls Rcc 
33 l 

2:33 Id. 14, b'csll, 1 SO 
"P2 To Rills Pay. 1 SO 

19 

233 Fnrni tare .~nd Fixtm as, 60 
232 Stole Expense, 2 SO 
23 1 To Cash (22 SO l i 

To A. F. Ferris 
" C.LSII 

231 Cash, 
23 1 To Jl(1sc. I .iO 

I ( (  pp p- - 

To L. A. Fell 
" Cash 

2:pJ I3ank of Commerce, 
23 l To C('LSII 

l 

To Hills Pay. 
" Cash 

232 Store Expense, 
23 l Tfj ('5~511 

* Bnat page ot Journal 



h l a ~  26, 1886. Dr. Cr. 
- - -  - - 

Cash, 283 
To Bills Rec. 253 

SET 111. 
Storc Expense, 

To Cab11 

MODEL LEDGER. 
Thorouglily understan~? tile form of the Ledger and process by 

which i t  is opened and kept, as explained on pages 76-78. Trace care- 

fully each posting from the Journnl to the Ledger, and then beck 

fro111 the Ledger to the Journal, and so tell what were both Journal 

aud Day Book entries. 

HECTOR JACK, 
241 BROCK STREET, 

KING~TON, ONT. 

W. Elder, 450 
To Rank of Colnlllerce 

- - - 

Store Expense, 6 W -  I J 

T u  Cash 6 '75 

Cash, SO 
To A. F. F e r ~ i s  SO 

X I 

2 1,. A. Fell, :?L0 
233 To A. F. h'cv 1,111tls 320 



- - - -- pp-- 

6 5 2 0  g: l ;  l 3 ~  Sulids. 
I 

l 
142 5000 

Loss $ Gain 234 656 20 

- --P- 

- - 
l886 I 
MA? 1 To Hector Jack 142 4500 

3 " hltlse. 142 1.70 
2.5 " " 143 1 800 
2ti " Rlllu Kec. 144 283 
29 " Mtlse. 144 830 
30 " A F. Fer [is 144 80 

- 
p- p--p 

1886 
Mar l B y  S k r e  Expense 

6 '  6 '  Ststio~iery 
"1 ii " $ 6  Store Expense 

hldse. 

_____- - 

l 
C Cash omack H.234 

-- 
I- 

--P-- 

D 1 
p -p- 

l 1 3 " S~u ld r~es  
' L  " hldse. 
' L  '. R'k of Com'rce 

10 " Store Expense 
l 5  " hltlse. 
20 " " 

22 " I%ills l'.~y. 
22 " Mtlse. 
'38 " Store Expel~se 
30 6 '  

31 " R'k of Com'rce 
:<l .' 1% ~l'tll,.~ 

-/_-__- ____ p-- l _  
1 

I I Loss 8: Gain 234 
-- -- -- 

'MerrlCilse 231 I 1 l__-- 
l 

N Newlz~ndfi, I\ F B J ~ /  1 -  - 
1ssq- - 
M t \  I l To Cash 

- 
l 886 
M n )  3 Ry Cash 14'2 l50 

4 " A. F. Fellis 142 400 
12 " Bills Rec. 143 285 
17 " 113 220 
21 " A. F. Kewlantls 143 420 
2.5 " Cash 143 800 
28 " H. Corlnach 144 345 
20 " Cash 144 850 
:il " In\  a~itory 330 

- -. 

40@ _ 
- - -  

3 " Suncllies l43 579 
11 " H'nk of Com'rce 143 230 
l 5  " Snutlries 143 100 
2 0 "  " 143 340~ 
24 " " 143 70ol 
27 " " 144 640 
;31 Lob> <i11i1 ( ; , L I I I  '334 59.j 

- 

1 8 8 r -  
- 

&Id\ 12 To Mdse. 143 285 May 26 By Cash 144 283 
1.13 2201 S 1  " Hala~rc t. 2201 

__- 1 

503 1 --l- 
-- - - --- - 

505 

lil 
- - - - 

l l 



- - - --p - - - - 
1886 1886 
May 22 To Cash l 43 1 $4 May 15 By Mdse 143 90 

$1 Balzncc I 18 " L A Fell 
l 

24 " Mrlse 

p - - -- - - 
1886 
Mav 3 To Cash l43 2.50 

31 'L ' 6  144 2000 19, " Insorance 143 3125 

l I 27 " Mdse 144 40 
30 " \V111 Elder 144 4i0 I 31 13tllnct 1 4P2Sii 

1886 
May 1 To Cash 

" C '  " 

3 'L ' 6  

10 " " 

28 < C  < G  

Inientory I 74 
" Loss and (,all1 234 61 

1886 1 
May 18 To Rills Pay 143 180 

31 " A F Newlands 144 320 

lVs6 
May 4 To i\iI(!se 

l l I l SS6 l 
1 12 400 hldy 20 By Mdse I i 1.70 Casll 

I~SVRAYCE 
- - 

1886 
May 19 To Bank Commercc 143 .{l 1Zj Lois nu,l ( .  1 1 1  234 I il 1, 

- I  

1886 
May 1 To Cash 

IS8b1 
142 20 May J1 I3y 1,oss a1111 ( T  LIII 2.34 20 

- l -  
l I - 

it';; ;; lBy L A Fell l44 120' 
IZalnnct 1001 

1886 1886 
blay p0/To Bank Commerce 144 

:i1 ' K ll'lll~t 



s4.-'1'K1AL BALANCE. 

- - - - . 
p--p---- - . - . -. - - --p. - . -- 

1886 1 1856l 
Map 1 To H. Jack /2311 5 0 t  May 3 1 1 1 ~  lurentory l i 

/ l  l 
:<L~;IL, LOSS  an,^ (:din / 2 ~ /  2001 

LOSS AND GAIN. 
- . . - -- - -- - -  p - - . p 

1886 
&lay 31 To Store Expense 2 3 2  81 55 

" Insurance 232 31 25 
.' Stationery 1 232 20 
" Fur'ture & Fixt's123:1 6 
,. H .  Jack 231 (i.i6;20 

--- . . - - - - - . - 

1 1  
PACE OF LEDGER. I BALANCES. 

p . . - - - . - - .- . - 

G86 1 
May 31 To Cash 231 488 45 

" Mdse. 231 530 
" Kills Rec. 231 220 
" B'k of Com'rce 232 4228 73 
" Fur'ture 8: Fixt's 233 54 
* '  A. F. Newlands ?:I:+ 100 
" H. Cormack 233 345 
" Real Estate 234 700 

- - 

66ti620 

- - 

Dr. C , Dr. Cr. 

l856 
May 31 I<y l3ills Pay. a>. -.<l 8 860 

" LVm. Elder 2:i:+ 150 
" H. .Tack 2:i l 5656 20 

231 Hector Jack . . . . . 5000 5000 

BI Cash , . , , , . . . . 6665 

2:jIMdse. ( lu \ent ,~ry  P.i:iO). . . . 3405 65 

I 231Bills Receivable . . . . . R03 

/ 232 Bills Payable . . . . . . . 90 S60 

I 23'2 Rank of Commerce . . . . . . 5000, 771 2 5  4225 75 

2:32 Store Expense 

231 I~isurance . . 
l 

2.32 Stationery , . . . . .  20 ' l  20 

2:Xi Furniture ancl Fixtures i [ur ' ty $54 l 60 60 

S,. . -.i.3\Vm. Elder . . . . . . .  450 600 150 

234 H. Corulack . . . . . . 345 346 

231 Real Estate (11lrentoly SToO) . . 500 500 
-- -- 

---- 17572 80 17572 SO 6073 607.5 
- 

I n  taking a Trial Balat~ce 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. I11 the 
above form we have extended the Balances, the Debits aud Credits of 
which must also be equal. 



TEST STATEMENT-SET I l l .  
p--------.-. ... .p - 

I 
,, RFSOI'R(yFU - 

l 
., . 

. . . . . .  
. . . . .  

231 Casi~ 
231 Mdse. 
231 I Bills Rec. . . .  

/ 232 Bank of Coillinerce , 

233 Furniture and Fixtures 
233 A. F. Newlands . . 
234 H. Cormack . . . .  
234 Real Estate . . .  

l 
Total Resources . . i ! 

l I-- -- 
LIABILITIES. 

242 ' Bills Pay . . . . . . . . . . . .  8G0 / 233 Wm. Elder . . . . . . .  1.50 
I 

Total Liabilities . . .  

. . . . .  Net Capital 

231 Mdse. . . . . . . . . . . . . .  393 
234 Real Estate . . . . . . . . . .  200 

Total (&~iiis , . . 

232 Store Expense . . . 
23'2 Insurance . . . .  
233 Stat ionery .  . . . . .  
2.33 ' Furniti~re an,l Fxtnres . . 

. . . .  Total Losses. 

. . . . . . .  Net (2ttir~ -- 

231 H. .Jack's Inrevtment . . . . . . .  .i000 
l 234 <' " Net (:;~i~i . . . : .  6.76 20 

' L  6 '  . ('&<l1 - .- . . . . . . .  - -- - .>be>(!= 20 

55.-A Balance Sllest, 01. Test Sta~ement,  is usually m , ~ d e  out for 
tlie purpose of showiag, in :L condensed form, the presel~t condition 
and the progress of the business. 

The Statement above is less conlples thau those usually given, and 
exhibits, in a convenient form for reference, all the important fitcts 
re!atiag to the business. The work of compiling this Statement 11ns 
already been explained. 

CLOSING 'L'HE LEDGER. 

56. Ledger "A" shows the accounts in a11 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 Mode: Ledger will illustrate the closiag 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 accuunts, 
but an  additional step is to be taken by Transferring the Resources 
and Liabilities, Gains and Losses, from the accounts in which they 
are foui~d to the Balance a d  Loss and Gain accounts, which are 
opeiled in tlie Ledger. 

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

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

2nd. - Non-Speculative Accounts, showing the present condition of 
busi~less by representing all its Resources and Liab~lities. 

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 arc sl~own 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. 



11.--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 ill a condition 
to close, and we will take them in their order. 

111.-Omit the Proprietor's account, commencing with the next that 
follows. Place 011 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 *ITo Loss and Gain" when the 
account shows a Gain, and "By Loss and Gain" when the account 
sl~orvs 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. 

V1.-Close the Loss and Gain account by entering on the smaller 
side in red ink the Proprietor's name and the difference between the 
sides, 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. I n  case of partnership the difference 
.should be divided according to agreement, and each partner's name 
and share entered iu the Loss and Gain account and afterwards trans- 
ferred to the opposite side of his account. 

VI1.-Proprietor's account will now show the original investment, 
illcreased by the Gain or decreased by the Loss, the difference being 
the Present Net Worth. The difference of Balance account also shows 
the Present Xet 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 s condensed form the present condition of the 
business. 

1. Explain Double Entry." 35 

2. How distinguished from Single Entry ?36 

3. What are the advantages of Double Entry over Single Entry ?37 

4. What are the principal books used in Double Entry ?38 

5 .  Describe the Day Book. 39-40 

6. Explain the use of the Journal. 41 
7. Give general rule for journaliziog. 
8. Applp it to Cash, Mdse., Bills Receivable, BiIls Payable, Per- 

sonal Accounts, Irlterest and Discount, Expense. 
9. Give general rule for journalizing Drafts. 42 

10. What is the Drawer's entry in a Time Draft ? 42 

11. ' c  , C  " Sight 
12. I t  Drawee's " Time 
13. G (  ‘ C  ' Sight " 

14. S (  Payee's " Time ' L  

15. < L  6 ' " Slgllt < '  

16. Expla~u the use of the Ledger. 
17. What is Posting ? " 
18. What is the object of the Trial Balance ? 4 7  

19. How would you det,ect an error in it 
20. Does the Trial Balance prove the posting correct ? 4 7  

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 ?56 

25. What is the order of closing accounts in the Ledger ?56 

26. What does the Debit side of Loss and Gain account show 
27. " " Credit g <  ( c  ( g  'c  56 

28. How does Loss and Gain account close ?56 

29. What is entered on the Debit side of Balance acgount ?56 
30. " L &  " Credit " ( 6  L 56 

31. What does the difference of the two sides agree with ? 5 6  

32. How is Balance account closed ?56 

33. Explain the use of the Balance Sheet, or Test Statement.50k55 



SET FOUR. 
NOTE.-I~ the following Set we have used as a basis for the business the 

Resources and Liabilities as shown by the Statement hi 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 shoultl 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 hasiness. 

SET FOUR. 
ISRAEL TAY LOR. 

132 SPARKS STREET, 

OTTAWA, ONT. 

The above card should be written on the first blank page of Day Book, 
Journal and Ledger. Comn~e~zee writing on third page. 

Study well the rules found on pages 47-48. 



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

Resonrces- 
Cash on hand 
Mdse. unsold 
Rills and Drafts 
W. A. W~lmot  on acct. 

Liabilities- 
Notes outstanding per Rill Book 
Due M. Ry,m on acct. 
" I. N. LVilson on acct. 
" J. A.:Greenwood on acct. 

In making theabove Journal ~ n t - y ,  deh~t  the Resources 
to the Liahlllt~es and to the Prop~totor for the d ~ f -  
ference becauseihla difference 1s the amount really 
~nvested hy hlni 

I Bought of Wm. B. Dunlop, Perth, Ont., on / I  1 l /  
acct., 
50 bbls. Flour @ $6 
Paid Frelght and Cartage with Cash 1 32 1 50 310 

Paid for two'tons Coal for use of store with 
our ~ i ~ h t : ~ r a f t  on W. A. Willnot I I 11  l5 

Bought of Percy-Lambert, City, 011 acct., 
2 pcs. Broadcloth, ;:, 40 yds., @ $3 I i / l I2O 

Sold Sidney lMcKim & Co., Newburg, Ont., 
for Cash 
25 bbls. Flour @ $8.50 

Paid sundry private expenses with Cash 1 1  I 1 l 0  

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

Rec'd. Cash for T. Marsh's note in our favor l I l 1  l4 

JANUARY P- 9, 1886. 

I Deposited in '~e rchan t s '  Bank, Cash I I 
10 

Paid Percy Lambert, in full of acct., Cash 1- 
Bought of Fred Thompson, New York, for 

my Check, No. 1, on Merchants' Bank, 
750 lbs. White Sugar @ 12c 90 
Paid Freight-and Cartage with Cash 4 

Sold B. Armstrong, Napanee, Ont., for: his 
Check on C ~ t y  Rank, 
1 pc. Uroadcloth, 20 yds., @]$2.75 

Bought on con~missio~i for Wm. Gardner, 
Kingston, Ont., 
500 bush. Corn, for which he paid me Cash 

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

Solcl !V. H. Miller, Brockville, for Check, 
All the hldse. In the store a t  Kingstm, as 
per inrencory, for 

Paul our Note, favor of T. Keenan, with Cash 1 
Sold Wm. Fee, Newburg, Ont., tor his Note 

a t  4 nionths 
600 lbs. White Sugar @ 12tc 

Bought of Oscar bIcKim, Toronto, for Note 
u~hicll I held against IT. H. (haham 
5 pleces Silk @ $15 75 
Pdid freight and Cart<~pe with Cash 1 

Paid for Ins. on Mdse., in B t n a  Ins. Co., 
Hartfortl, Conn., 
(Policy No. 875,) for $500 @ 2% Cash 1 1 1 l o l  



Sol i  h. M. Morris, Prescott, Out., for his 
Note a t  30 days 
5 pieces Silk @ $15.60 

Had my Note No. 2, a t  30 days, discounted I 
a t  Merchants' Bank, and net placed to my 
credit. 
Face of Notc 
T)iscount 
Proceeds 

Paid m'. K. Ovens, on acct. for Store Rent, 
Cash l I 

Lost by fire, 1 pc. Broadcloth, 20 yds. 
B t n a  Ins. Co. assumes the loss, a t  

Bought of J. A. Greenwood, City, OII acct. 1 50 pieces Alpaca (673 yds.) @ 28c l l 

Dr. Cr. 

Sold M. Ryan, Montreal, on acct. 
32 boxes Raisins @ $3.50 

Accepted J. A. Greenwood's Draft @ 5 (lays' 
sight, favor Fred. Fisk, Chicago, Ill., for i I 

l Bought of Fred. Vanluven, Cornwall, Out., 
for ~ r ~ y  Check No. 2 on Merchants' Bank, 
10,000 Ibs. Hops 15c 

I Paid Freight and Cartage with Cash 

Paid my Note No. 1, favor R. S. Wright, due 
16th Feb., 1882. 
Face of Note 
Dis. off, 20 days @ 6% 
Paid Cash 

1500 
71 

Hat1 Jas. Graham's Note, our favor, collected 
tllrougli Mer,rhauts' Bank, proceeds placed 
to our credit 
Face of Note 
Collection Fee 
I'rocecds 

Bought of Percy Lambert, City, for my Draft 
a t  sight 011 h1. Ryan, Montreal. 
1 hhd. Molasses, 60 gals. @ $1 

61 

Sold I. N. Wilson, Perth, on acct., 
9,000 lbs. Hops @ 15c 
Prepaid Freight with Cash 

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

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

' Face of Note 
Interest accrued to date 

/ Have credited W. K. Ovens for 1 mo.'s rent l i 
I have this day taken an Inventory of my ef- 

fects, and, as per Iriventory book, have 
the following property : 
1,000 lbs. Hops @ 15c, $150. 
1 hhd. Molasses,6Ogals. @$l 60. 
150 lbs. Sugar @ 12c 18. 
l 8  boxes Raisins @ $3 54. 
50 pcs.Alpaca,673 yds.@28c 188.44 $470.44 

-- / Totrl kventnry,  $470.441 / 
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 ainounts as 
would be required in a bma fide business. This is required that the student may fami- 
liarize himself wlth all kinds of busiuoss paper, which 1s very important to the business 
man. All necessary forms rmll be found under the title cf "Business Paper in generdl 
use." 



TRIAL BALANCE-SET IV. 

Israel Taylor . . . . . . . . . .  
Casli . . . . . . . . . . . . .  6003 

Mdse. (inventory $470.44) . . . . . .  39i0 

Rills Recei\~nhlc . . . . . . . . . .  230 

Rills Payable . . . . . . . . . .  1210 

M. Ryctn . . . . . . . . . . . .  112 

I. N. Wilson . . . . . . . . . .  1350 

J. A. Greenwood . . . . . . . . . .  1S0 

IT. B. Dunlop . . . . . .  .- . . .  
Store Expanse . . . . . . . . . .  65 

Taylor's Private Account . . . . . .  1 10 
H. W. Miller . . . . . . . . . . .  137 

. . . . . . . . .  Merchants' Rank 3061 

Commission . . . . . . . . . . .  
Insurance. . . . . . . . . . . .  10 

Interest and Discount . . . . . . . .  10 

W. K. Ovens. . . . . . . .  

.-pp 
;;;, 
--p 

LEDGER READINGS FOR SET 1V.-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 
lie 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 f o ~ ~ n d  the key to 
success in Double Entry Book Keeping. Each rule has a meaning 
and purpose, which should be sought after with rliligence and earnest- 
ness. I t  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 matter, 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 in jz~ent iu l ,  zoealtiby citizens. 



SET FIVE. 

On opening the Journal of Set V., you should carefully study the 
application of the rule, Dr. WHATEVER COSTS 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 firrn assumes his Liabilities, Mr. Taylor is Dr. 
for the amount standing agaiust him, 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 glve the openirg of this J o n r n ~ ~ l  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 TAY1,OR & CO., 

84 KING STREET, 

TORONTO. 

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



Israel Taylor and Fred Booth have this day 
formed a copartnership to conduct the Dry 
Goods, Grocery and Shipping Business, a t  
No. 84 King St., Toronto. They are to 
share and sustail1 equally in gains and 
losses. 

Israel Taylor invests (as per Balance Acct., 
Sr t  IV.) 
Cash on hand 
Mdse as par Invelltory 
A. M. Morris's Note a t  30 days from Jan. 

20th, 1582 
I. N. Wilsoil 
Merchants' Bank, on acct. 
H. \TT. Miller 

The Firin assumes for I. Taylor the followi~lg 
Lial)illties : 
Suridry Notes (per R. K.) 
W. K. Oveils on acct. 
W. B. Dnnlop " 
J. A. ~reenv.:ood on acct. 

Fred Booth invests : 
Cash 
Mdse. as per Inventory 
Store abow mentioned, valued a t  

Rouglit of T. Kenney & Co., City, on acct., 
30 days, d. Safe for office 

Paid Alnoltl & Co., City, Cash for bill of Fur- 
i~ i tnre  end Fixtures for store and office 

Paid Cash for painting and cleanii~g the store, 
and sunch.y other items of expxlse for store 

Bonght for Cash, set of Blank Books, Paper, 
Pens, Ink, &c. 

Paid with Cash, Greenwood's Draft, favor 
Fred. Fisk, accepted 26th Jan., for 1 l 

Rought of J. Allen, Newbury, Ont., for our 
Note No. 1, z t  60 days, payable a t  City 
Bank, with Int., 
8 hhds. Sugar, 9016 lbs @, 77c 676 
Paid Freight and Cartage with Cash 15 

Paid Cash for advertising our busii~ess in 
daily Mail. 

Israel Taylor has this day added to his invest- 
ment in the busiiless a Set of Exchange a t  
30 days' sight, draw11 by F. E. Trowhridge 
& Co., New York City, on Brown Bros., 
London, a t  par, for £180 Sterling 875 
Also Cash 1000 

Deposited in City Rank, City, Cash l l 
Have put $2,500 Ins. on Store and Fixtures, 

and $3,000 on general Mdse., @ l%,  in D. 
R. College h~snrance Co., Kingston, Ont., 
u ~ ~ d e r  Policy No. 26,785. 
Gave our Check No. 1 on City Bank 

Sold W. K. Ovens, City, on acct., all the 
hIdse in the store, 132 Sparks Street, Ot- 
tawa, as per Inventory, Set I ,  for 

Engaged Wm. Hood, as accountant, @ $18 
per week 
Also as salesman, F.Playfair @ $11 per w'k 
And J. P. McDonuld @ $16 " 

Received of Lord & Taylor, New York City, 
per our order 
200 pieces Sheeting, 8,000 yds. @ 15c 
Paid Freight and Cartage with Cash 4 



Sold A. L. Davis, City, for his Draft a t  30 
days' sight, on Park & Co., New York City 
4 hhds. Sugar, 4508 Ibs. @ IOc 

-- 1.5 - - - p  

Received frorn H. W. hliller, Brockville, Ont., 
in settlement ef his accotu~~t, 2 shares C.P. 
R. Stock 

Sold Frank Philips, Port Hope, Ont., for his 
Check on Bank of Montreal 
2500 ~ ( 1 s .  Sheeting @ 20c 

Deposited ill City bank, F. l'hillips' Check 
on Bank of blontreal for 

Bought of 0. E. Potter, \Yinona, Minn., on 
ac-t. 
600 bus. lThea t ,  inv. (a $1.30 
Paid Freight on same a i ~ h  Check No. 2 
on C ~ t y  Bank 

Ken~itted 'Lord & Taylor, New York City, 
our Draft a t  sight on I. N. Wilson, Perth 
Cash for balauce of acct. 'l 

Had I. Taylor's Note No. 2 (assumed by the 1 
firm), and clue this day, charged to our 
account a t  Merchants' Bank 
Face of Note 

Sold E. Ciaulin, Desero~lto 
4 hhds. Sugar, 4508 lbs., l l c  1 49.5 
40 pieces Sheeting, 4000 yds., @ 19c 760 

Received in pay~nent : 
Q. E. Potter's Sight Draft on us in their 
favor, for B60 
The balance on three ~nonths' time 595 

Sold E. P. Dunn, Deseronto, a t  30 days 
300 bushels 1Vheat @ $2 l! 

Bought of Frank Oliver, Bath, Ont. 
600 bus. Wheat @ $1.75 
800 " Oats @ 75c. 
Gave in payment, R. McConnell's Draft on 
Park & Co., New York City, due 16 Mar., 
@ 2 % Dis., 
Face of Draft $450 80 
Discount, @ 2 % 9 02 
Gave our Note No. 2, a t  30 (lays, for 
and Check No. 3, on City Bank,for balance 

3 

Sold Thos. Ni~ylor, London, Ont., on acct. 
600 bus. Wheat, iuvoiced, @ $1.80 
Pre-paid freight and cartage, Cash 

4 p-- 

Paid T. Kenney & Co., City, in full of acct. 
with Check No. 4, on City Bank 

-p-- ,, p--- 

, Sold John Fergoson, Spencerville 
300 bus. Wheat, @ $2.10 
Received in payment, his Draft, a t  sight, 
on D. J. Adams, City 

6 

Sold, our Exchange on London, received 6th 
nlt. 
Face of Exchange 
Premium 
Received in payment, 1 bale Carpeting 
for Fred Booth's family, as per bill 
Horse for use of business, worth 
Waggon, valued a t  

-pp--p ,I--- 

Deposited in City Bank, our Check No. 1, on 
Merchant's Bank, (to close account), for 
Also, Ferguson's Sight Draft on D. J. 
Adams, for 

---p- 7 p --- -----W--- 

Paid the following persons on account of ser- 
vices, Cash 
W. Hood 
F. Playfair 
J. P. McDonald 

1050 
600 

441 
500 
708 

l080 
40 

875 
18 

594 
200 
100 

466 

630 

40 
36 
64 

78 

22 

97 
21 

18 

34 

1650 

1120 

125 

630 

894 

1096 

140 

18 

34 



Sold A. Jarnieson, Montreal, on acct. 
800 bus. Oats, invoiced, @ $1.05 
Pre-paid sundry shipping expanses with 
Check No. 3 on City Hailk 

Received, for clividcnd on our C. P. R. R.  
Stock, Cash l I 

Bought of J .  T. Dawson, Buffalo, N. Y., on 
acct. 
400 bush. Ashton Salt, @ $2.10, $540 
200 bbls. Water Lime, @ $1.85, 370 
Freight due brig Millnehaha 

l 

Transferred to J. T. Dawson & Co., Buffalo, 
N. Y., our C. P. R. R. Stock, two shares, 
a t  $69.84 

1210 
97 

Due the following persons for 6 weeks ser- 
vices to date 
W. Hood 
F. Plnyfair 
J. P. JlcDonald 

\Ire hare this day taken an Inventory of our 
eifects, and find the following property 
vnsolrl : 
Merchandise $3307 
Real Estate 2800 
Live Stock l60 
hlovable Property 80 
Furl-i t i~ re  a ~ l d  Fixtures 190 $6537 

-- 

111~11tory  total $6537 

NOTE.-Having: Journalized and posted the accounts f0un.i in this Day Book, take a 
Trial Ralance and Test Statement, and so ascertaiil it your work is correct. You will then 
bring down all Inventory Halances "To Balance." aurl Balance of REAL ACCOUNTS, such as 
Cash, Bills Payable, Personal Accounts, etc., either "To" or "By Balance," as the standing 
of the Accounts mnji show. 

If an account is closed "To Balance," you will open it by writing on the credit 'side of 
the same, "By Balance," aud the reverse, dating all the balances thus transferred. This 
transfer will corre;tly locate in the Ledger the Assets and Liabilities ready for the com- 
lneuceirlent and continuat~on of the Siwh Set, thus saving the unnecessary labor of 
Journalizina aud Postit~c these accounts. and arriving at the same result. - - 

I < ~ ~ i ~ r o  1?1rti)tg t l i t ~  S;rlh S@t, tirko ,I TrmI Halul~ce 01 tllrsc, I I I . C O I I ~ I ~ S  that haro Oeeo 
brc,~~gl~t ,lr,~\~11 111 t l~o  Letlgcr. 1111 l thus ds~vrtnul if t b u  trnl~sirrs Ilirva 11eell prolxrly ~~lutla. 

You mill also make out the necessary busir~ess papers, using such names and amounts 
as the transactions call for. 

LEDGER HEADINGS FOR SET V.-I. Taylor, 12 lilies ; F. Booth, 12  ; 
G. M. Dnff, 12 ; Cash, 26 ; Mdse., 22 ; Bills Receivable, 20 ; Bills 
Payable, 12 ; Real Eatate, 10 ; Furniture and Fixtures, l0  ; Expense, 
10 ; Stationery, 6 ; Advertising, 10 ; City Bank, l 6  ; Insurance, 10 ; 
C. P. R. R. Stoclr, 6 ; Interest and Discount, 16 ; F. Booth's Private 
Account, 6 ; Live Stock, 10 ; lluvable Property, 10 ; all otlier accounts 

page except Balance and Loss and Gain Accounts, for wliich allow 
1 page each. 

NOTE. -After closing the fift,li set the balances are bro~~gl i t  down 
and tlie sixth set posted under the same headings. New l d q e r  liead- 
iags added for tlle sixth set sl~onld be allowed 2 page each. 

TRIAL BALANCE-SET V. 
DR. CR. 

. . . . . . . . . .  Israel Taylor 
F. Booth . . . . . . . . . . . .  

. . . . . . .  Cash . 
. . . . . . .  Mdse. (inventdry $33b7) 

. . . . . . . . .  Bills Receivable. 
. . . . . . . . . .  BillsPayable 

W. K. Orens. . . . . . . . . . .  
. . . . . . . . . .  W. B. Dunlop 

J. A. Grcenwood. . . . . . . . . .  
M. Ryan. . . . .  . . .  
Real Estate (Inventory $2800) ' . . . . .  
Furniture and Fixtures (Inventory $190) . . 

. . . . . . . . . . . .  Expense 
. . . . . . . . . . .  Stationery. 

Advertising . . . . . . . . . .  
. . . . . . . . . .  City Bank. '. 

Insurance . . . . . . . . . .  
. . . . . . . . .  C. P. R. R. stock 

E. Potter. . . . . . . . . . .  
. . . . . . . . . .  E. F. Gaulin 1 

E. P. Dunn . . . . . . . . . . . .  
. . . . . . . . .  Interest and Discount 

. . . . . . . . . .  T. J. Naylor 
F. 1300th'~ Private Account . . . . . .  
Live Stock (Inventory $180) . . . .  
Movable Property (Inventory 6 0 )  . . . .  
W. Hood. . . . . . . . . . . .  

1 6036 
5500 
3487 
5786 
1326 
2361 

30 
300 

S2 
101 

976 

146 

3648 
7771 
1404 
1185 
430 

3000 
200 
45 
23 
48 

3371 
55 

137 

48 

1 68 
77 
73 

44 
75 

22 

12 

86 
64 
77 
53 

50 ~ 50 

34 

50 
660 
595 
600 

9 
1120 
594 
200 
100 
40 

F. Playfair . . . . . . . . . .  
. . . . . . . . .  .T. P. ~ c ~ o n a l d .  

A. Janlieson . . . . . . . . . . .  
J. T. Dawson . . . . . . . . . .  

. . . . . . . . . .  Brig blinnehaha 
Salary Account. . . . . . . . . .  

900 

18 

108 
84 

288 

21 

88 

02 

18 

/ 



SET SIX. 
This, of all Theory Sets, is the most difficult to comprehend. I t  

is your last set of Books previous to entering the practical departments, 
and contains new and important transitctions. I n  this Set you are 
called upon to exercise your own judgment in the construction and 
arrangement of a portion of its Day Book entries. This is an impor- 
tant feature, and one wllich should not be neglected. 

SET SIX. 
TAYLOR, BOOTH & DUFF, 

245 ST. JAMES STREET, 

MONTREAL. 

----p -- 

Copy the above card in Day Book and Journal. 



I. Taylor and Fred. Booth, hare this day 
leased of L. B. Barrett, the store No. 24.5 
St. Janles St., Montreal, Que, a t  $1200 
per annuln, payable monthly in advance, 
for the purpose of condacting the Dry 
Goods, Grocery and Shipping business, 
under the n~anagenlent of the junior part- 
ner, F. Bootll, with the Assets and Lia- 
bilities as brought down in old ledger. 

Paid L. K. Rarrett, one month's rent in ad- 
vance, cash l I 

Deposited in Bank of Commerce, Cash 
Our Check No. 6 on City Bank, for 

Have admitted into the firnm (4 .  M. Ilnff, 011 ' 

Paid for Insurance, Cash 

- - .  30 ----p-- 

conciition ttiat he receive or snstain 2-7ths 1 
of the Gains or Losses. He invests Cash 
A. B. Smith's Note a t  90 days from 15th 
ult. 

Sold our Store, No. 84, King Street, Toronto, 
to S. Calvin, Uarden Island, for 
Received in payment, Cash 1800 
His Note at  90 days, for 500 
A Mortgage on the property for 1000 

2000 

p---- April 3 l I 

~ 675 
E. D. Holmes' acceptance a t  30 clays fro111 
25th inst., favor of G. M. Duff I 325 

l 

Paid the following on acct., Caslr I \V. Haxi  
I F. 1Yayfair 

J. P. McDonald 
Brig hfinnehaha 

Paid Note No 2 given by I. Taylor &Co., favor 
of F.  S. Oliver, and due this clay, with Cash 
Face of Note 

' l i 

Received from A. Jamieson, City, a Draft a t  
ten days sight on Clews &Co., Toronto, to 
apply on acco~ult 
Face of Draft 

Sold Chas. Mitchell, Toronto 
24 pieces Sheeting, 1200 yds., @ 20c 
250 bnshels wheat, @, $2.00 
Received in payment his note a t  90 days 
Check on Co~nlnercial Bank 

Con~pronlised with A. M. Morris, for his Note, 
for $78, due Wntl Feb., which we hold, he 
to pc%y us the interest in full 6 y,, frorn 
2211d Feb. 
And 45 % of principal 
For which he has remitted ns sight draft 
on Fisk & Hatch. Kcw York City 
Our loss 

I. Taylor & CO's Note No. 1, and interest 
faror G. Allen, due this clay a t  City Bank, 
has been charged to our account. Face of 

NOTE.-You are to origluate or select your own language for the remaining part of the 
Day Book, observing the same clear andconcise forrn of expression as in precedmgmatter. 
This you will do on loose paper, and present for examination. All this work must be done 
with ink. 

1 
I ' 

Note 
Interest 



April 10.-Bought of Thos. Naylor, London, Ont., 200 bbls. flour 
@ $10 per bbl. $- paid with cash $1,000 ; gave check on Bank 
of Commerce for $580, and the balance on account a t  2 mos., $-. 

11.-Hsd our Note No. 1, a t  5 aos . ,  discounted a t  Banli of Com- 
merce, @ 6 % and received cash for proceeds $346.84. Face of Note, 

$- Discount, $& .. 
12.-Had Clews & CO's. acceptance, 4th inst., collected through 

Bank of Commerce, and net proceeds placed to our credit. Face, $b 
Collection Fee, a t  1 %, $-L& Net Proceeds, $-.Cla 

13.-Paid M. Ryaa, amoul~t of account in full, with our draft at 
sight 011 E. Gaulin, Deseronto, $ --. 

14.-Received of W. K. Ovens, Note a t  3 mos., with interest payable 
at Citty Bank, to settle his account in full, $--. 

15.-Shipped E. P. Dunn, Deseronto, per lljs order, 1435 yds. 
G. 0. Cloth, @ 50c. per yd., $----. 

16.--Received cash for E. D. Holmes acceptance, invested by G. 
M. Duff, and due this date, $---. 

18.- Deposited in Bank of Commerce. $2500. 

19.-Accepted J. T. Dawson's sight draft favor City Bauk, payable 
a t  Bank Commerce, to balance his account ; Face of Draft, $-. 

20.-Sold J. A. Greenwood, Ottawa, 1000 bus. Wheat, @ $1.80, 
$ .  Received cash $800 andhis note a t  2 nlos., for balance, $--. 

21.-Had our sight draft on E .  P. Dunn, for balance of account to 
date, collected througll Banli of Commerce, and proceeds placed to our 
credit ; Face of Draft, $--- Collection, @ 1 %, $--. Net pro- 

ceeds, $--. 

22.-Paid tlle Globe's bill for advertising to date, with our Check 
No. 4 on Bank of Commerce, $50. 

23.-Sold E. Gaulin, Deseronto, 400 bus. Ashton Salt, a t  $2.30 

per bus., $-. 200 bbls. Water Lime, a t  $2.00 per bbl., $-. 
Received in payment 0. E .  Potter's order on us, fordbalance of his 
acct., $-. Sigllt Exchange on New York, for $800 a t  of 1 % 

premium, and balance on acct., $-. 

24.-Remitted J. A. Greenwood: Ottawa, our Clieclr No. 6 on Bank' 
of Commerce, to balance his acct., $-. 

25.-Sold Thos. I(eenai1, City, for cash, our Horse for $100, and 
W a g o n  for $85. 

28.-Had J. A. Greenrvood's Note, our favor, Short Dne 55 days 
(including grace), discounted at City Bank, a d  received cash for pro- 
ceeds. Face of Note, $-, Discount, $-. Proceeds, $.-. 

30.-Drew on E .  Gsulin, @ 30 days, sight, for balance of his acct. 
to date, aud had draft discounted a t  City Bank a t  G %, and received 
cash for proceeds. Face of Draft, $-. Discount, $-. Pro- 
ceeds, $-. 

May I .  --Have credited the following persons for services from 24th 
March to date, $-. W. IIood, @ $18 per week, $-. F. Play- 
fair, @ $14 per week, $-. J. P.  NcDonald, @ $16 per week, 
S-. 

l.-Have paid L .  B. Barrelt, for rent of store from 27th ult., to 
date, $- cash. 

1.-Paid tho following persons cash in full of acct. t:, date, $-. 
W. Hood, $-. F. Playfair, $-. J. P. McDonald, $-. 

1. Sold John Patton, City, t?ll our Furaiture and Fixtures. Re- 
ceived in payment, cash $175. 

IIaving finished the Day Book, you will proceecl to journalize, 
observing the same npplication of rule as in previouu sets. Bearing in 
mind that in this set you keep a Casli Cook, in which all casli itc:ns 
are entered directly from tlle Day Book. 

Post from the Cash Book and Journal in the same order as regards 
dates as the items were first eiztc-red. See Cash Book, pages 30-31. 

The balance of Casli Buok and Cash A-n the Ledger inust 
agree. 

I n  trial balance for this set all accounts that balance arc omitted. 

111 closing t l ~ e  Ledger, you will credit eac l~  account with its respec- 
tive Inventory, giving all unsold property the same value as when 
purchased, you will consider the merchsndise sold as having beell dis- 
posed of at an advarlce of 20 per cent. 

The business papers for this set inust be made from transactions 
tlle same a~s ir-pr=eding sets. 



59.- EXAMPLES FOR PRACTICE. 

TRIAL BALANCE. 

I. Taylor . . . . . . . . . . .  
F. Booth . . . . . . . . . . .  
G. M. Duff . . . . . . . . . .  
Cash . . . . . . . . . . . .  
Mdse.. . . . . . . . . . . .  
Real Estate . . . . . . . . .  

. . . . . . . .  Rills ~ e c e i v a i l c  
. . . . . . . . .  Rills Payable. 

. . . . . .  Fur~litureandFixtures 
. . . . . . . . . .  T. J. Naylor 
. . . . . . . . . .  Live Stock 

Movable Yroperty . . . . . . . .  
A. Jamieson . . . . . . . . . .  

. . . . . . . . .  \V. B. Dnnlop 
. . . . . . . . .  Store Expense 

. . . . . . . .  Bank of Commerce 
insurance . . . . . . . . .  

. . . . . . .  Mortgages ~ e c e i v a i l e  
. . . . . . .  Interest ancl Discount 

. . . . . . . . . .  Advertising 
Salary Account . . . . . . . .  

. . . . . . . . .  Loss and Gain 

-I----- 
NoTE.-Fo~ Ledger Headings see Set Five. 

~tj+k-- trxing ('%RI1 Uook, Dr. lOWl.ri Cr. 7743.86, 

Day 13001i, Jounlal nud Ledger, to be written 111) after the rllaniier 
of Model Set. 

Transactions are here glvell for short practical set.. A Trial Gal- 
ante is also given for each set, wllicll will enable tlie student to verify 
his worlt. 

TRANSACTIONS-SERIES I. 

1. Bought of Wn;. Austin 85 Co. on acct., 1000 bbls. Flour @ $6. 

2. Sold B. S. Day for Cash, 300 bbls. Flour @ $6.50. 

3. Sold M. A. K e n ~ p  011 acct., 260 Lbls. Flour @ $7. 

4. Sold Wm. Siuzmoncls on llis Note a t  30 days, 150 bbls. Flour 
@ $7. 

10. Bought of E. Offord on our Note a t  GO days, 500 bus. TVhent 
@ $1. 

12. Sold Geo. Turner for Cash, 100 bus. Wheat @ $1.25 ; 100 bbls. 
Flour @ $6.75. 

14. Paid Cash for Stationery and Boolrs for use of Store, $50. 

15. Bought of C. T. Damson for Cash, 303 bbls. Flour @? $5. 

17. Sold W. J. Shib!ey for Cash. 100 bbls. Flour @ $ G .  

18. Bought of R.  Pearce on acct., 1,000 bus. Oats @ 75c. 
20. Sold N. Raymoiid on his Note at 5 clays, 500 bus. Oat;: @? 80c ; 

100 bus. Wheat @ $1,15. 

22. Sold Ered. Murphy for Casli, 400 bbls. Flour @ $G ; 300 bus. 
Wheat @ $1.10. 

25. Bought of A. Dillon on acct., 1,500 bbls. Flour @? 85.50. 

27. Sold Alex. Jack on acct., 1,000 'ubls. Flour a t  $6. 

28. Received Cash in full for Rzymond's Note, $515. 

29. Sold S. Marlatt for Cash, 500 bbls. Flour @ 5.75 ; 600 bus. 
Oats @ 90c. 

30. Paid Clerli Hire in Cash, $50 ; Store Rent, $50. 

Tlle student is expected to produce tlle following results from the 
foregoing transactions : 



Commencing business without capital it  will be easily understood 
that the Present Worth or Net Capital a t  any time must agree ~vitli 
the Net Gain as above. 

T R I A L  BALANCE.  
DR. CR. 

LEDGER HEADINGS FOR SERIES I.-Student, 6 lines ; Cash and Flour, 
eacli 14 lines ; Bills Receivable and Bills Payable. each 8 ; TVllent and 
Oats, each 8 ; Expense, 7 ; Personal accounts each 6 lilies. 

TRANSACTIONS-SERIES  11. 

. . . . . . .  Student (no inrestment) 
C a s h .  . . . . . . . . . . .  
Rills Receivable . . . . . . . . .  
Bills l'ay able. . . . . . . . . . .  

. . . . . . . . . . . .  Flour.  
W h e a t .  . . . . . . . . . . . .  
Oats . . . . . . . . . . . .  
W. Austin &'CO.. . . . . . . . . .  
M. A. Kemp . . . . . . . . . .  

. . . . . . . . . . .  R. Pearce. 
A. Dillon . . . . . . . . . . .  
Alcx. Jack . . . . . . . . . . .  
Expense.  . . . . . . . . . . .  

p--- 

Studerlt commenced business without capital. 
Aug. 1 ,  Eonglit of G. M. Duff on acct., Mdso. anlounting to $6,750. 

Sold J. R. Renn for Casli. 10 yds. Broadclotll @ $5 ; 3 do vest 
Satin @ $8. Paid Cash for Stationery arid Postage, $10. 

2, Sold F. J. 13~0th on acct., 1 Vest Pattern, $7.50; Trim- 
mings for same, $2 ; 50 yds. A 1 Sheeting a t  12c. 

" 3, Sold J. M. Bradstreet on his Note a t  60 days, 1 Case Boots 
(24 pairs) @ $3.50 ; 25 yds. Flannel @ 50c. Sold E. A. 
Charlton for Casli, 1 box Hosiery, $10 ; 75 yds. Lowell Prints 
@ 1oc. 
5, Paid G. M. DUB Casli on acct., $50. 

' 7, Sold Geo. Baker, invoice of Shirting and Fancy Clotlis for 
$3,700. Received in payment Cash, $3,000, balance on acct. 

'* 9, Paid Store Rent with Cash, $100. Received Cash in full of 
F. J. Booth's acct., $-. 

.P- 

1 6 5 0  
515 
500 

17300 
570 
S50 

6000 

750 
8250 

" 10, Sold J. S. Rowlands on asct., 20 yds. Rroailclotli @ $3.75 ; 
50 do Cassimeres @ $1. 

9920 1 
l563 

,15750 1 

36385 - - - - - 

T E S T  S T A T E M E N T .  
. 

I------ RESOlJRCES 

Cash on hand . . . . . . . . . .  8270 
. . . . . . . .  M. A. Kemp owes us 1750 

. . . . . . . . .  Bills Receivable l050 
Alax. Jack . . . . . . . . . . .  6000 

. . .  Total Resources 

" 12, Sold Fred. Folger for Casli, 12 pairs Ladies' Congress 
Gaiters @ $ 2 ;  1 case Misses' Tipped Shoes (24 pairs) @ 
$1.25 ; 3 cases Men's Double-Sole Boots (36 pairs) @ $4. 

" 14, Paid Clerk's Salary in Casli, $50. Sold J. C. Eailey for 
Cash, 1 doz. Balnioral Sliirts @$2 ; 1 pc. Nous de Laine (75 
yds.) at 20c ; 1 pc. Sheeting (50 ycls.) @ 10c. 

500 
750 

l i30  

6800 
l50 
-- 
363385 
- - - - - - 

P-- L12%131LITIES --- 

\TT'. Austin & Co., WC owe thein . . . . .  
13ills l'ayable . . . . . . . . . .  
R. Pearce. . . . . . . . . . . .  
A. Dillon . . . . . . . .  . . 

Total Liabilities . . .  

. . . .  Present Worth 1 I--- GAlSS --- 

Flour.  . . . . . . . . . . . .  
Whea t .  . . . . . . . . . . . .  

. . . . . . . . . . . . .  Oats 

Total Gains . . . . .  

p--- LOSSES 

Expense.  . . . . . . . . . . .  

. . . . .  Total Losses 

" 15, Bought of Jas. Dawes on our Note a t  3 mos., Invoice of 
Frulcy Cloth anlounting to $2.500. Sold, Robert C. Spencer 
for Casli, 2 pca. Broadclotli (50 yds.) a t  $3.50 ; 1 pc. Lomell 
Prints (25 yds.) a t  12c. 

16, Paid Geo. M. Duff C a d  on acct., $2,0CO. Sold D. McLen- 
ilan on acct., 150 yds. Sheeting a t  15c;  50 yds. Broadclotli a t  
$4. 

- - - 

6000 
,500 
550 

8250 

1550 
70 

100 

130 

. . . .  ----- RTet Gain I 

-- -- 

1570 -- 

I 

-- 

15500 -- 
1570 --- --- 

1720 

150 
P- 



18, Received Casli of J. S. Rowlands in fill1 of acct. Sold T. 
Keenan for Casli, 3 doz. Elastic Hoop Sliirts a t  $2 ; 4 doz. 
Balmorals a t  $2.25. 

" 20, Sold N. Fraser for Casli, 1 pc. Irish Linen (50 yds.) a t  75c ; 
3 pcs. Lo~vell Prints ( l 50  yds.) a t  10c ; 5 pcs. Slleeting (850 
yds.) a t  14c. 

c 4  21, Sold D. H. Ellis on acct., 2 cases Ladies' Tipped Cfaiters 
(48 pairs) at $2 ; 4 cases Boys' Double-Soled Goots (GO pairs) 
a t  $1.50. 

22, Paid Cash for petty Expenses. $15.50. 
6 6  25, Received Cash on Geo. Baker's acct., $350. Paid G. 11. 

Duff Cash on acct., $500. Sold Chas. Meek on acct., 50 yds. 
Broadcloth nt 94 ; 75 yds. Cassimere a t  $1.35. 

27, Sold Jas Smith for Casli, 3 pcs. Cambric Muslin (G0 yds.) 
a t  25c ; 3 pcs. Scotcll Plaid ( l20  yds.) a t  l l c  ; Sold Jas. MC- 
1Iillan on his Note at 30 days, 40 yds. Blaclr Doesliin a t  $1.25; 
8 pcs. Merrimac Prints (250 yds.) a t  10c. 

Sold A Scott for Cash our entire stocli of goods, amounting per 
Inventory to $3,450. Paid G. 81. Duff in full of acct., $3,200. 

Tlie following Trial Balaiice shows tlle conditioil of thc Ledger 
accounts after malriug up the foregoing transactions. 

The student will also malie out a Test Statement as  in the pre- 
ceding example. 

T R I A L  BALANCE. 
DE. CR. 

Student (no investlne~lt) . . . . . . .  
Cash . . . . . . . . . . . . .  
Mdsc. . . . . . . . . . . . .  

. . . . . . . . . .  Hills Receivable 
. . . . . . . . . .  Bills Fayeble 

G. M. Duff . . . . . . . . . . .  
F. J. Booth . . . . . . . . . . .  
Geo. Baker . . . . . . . . . . .  

. . . . . . . . . .  J. S. Rowland 
. . . . . . . . . .  D. McLennsn 

D. H. Ellis . . . . . .  . . . .  
Chas. Meek . . . . . . . . . . . .  
Expense . . . . . . . . . . . .  

LEDGER HEADINGS WITH SPACE REQUIRED FOR SERIES 11.-Student, 
G lines ; Casli, 20 ; Mdse., 23 ; Expense, l 0  ; Bills Receivable and Bills 
Payable, each 8 ; G. If. Iluff, 10 ; all other Personal Accounts, G each. 

Sept. 

TRANSACTIONS-SERIES 111. 

1 ,  Student commenced business with tlie following Resources 
anci Liabilities : Cash on llaiid, $1,822.20. Bills Receivable, 
$171.50. Geo. Baker omes me $350, D. RfcLellnail owes mc 
$282.50, D. H. Ellis owes $18G, and F. Vanlnven owes $203.- 
75. Liabilities ; our Note favor of Jas. EIacliett, $2,600. 
Bought of G. Hobart on acct., 20 bags Rlo Coffee (1,670 Bs . )  
a t  15c ; 15 tierces Rice (7,500 %S.) a t  4c ; l 5  llhds. Cuba 
Sugar 114,000 %S.) a t  5c. 
2, Bought of D. Taggart for Cash, 12  hhds. Xolasses (720 gals.) 
a t  4Gc ; 20 boxes Soap (1,450 a s . )  at 8c ; 10 bbls. Pork (2,000 
lbs.) a t  10c. 

3, Sold H .  Newman on acct., 30 lbs. Coffee a t  18c ; 20 lbs. 
Rice at 5;c ; 100 lbs. Sugar at GC. Received Casli of Geo. 
Baker in full of acct. 

4, Paid Cash for Statioi~ery and incideiital Expenses, $20. 

Sold A. RlcNeil on acct., 1 bag Rio Coffee (80 lbs.) a t  18c ; 
20 gals. Molasses a t  50c ; 30 lbs. Rice a t  s i c .  Bougllt of S. 
Wallace for Cash, 300 lbs. Cheese a t  20c ; 250 1bs. Butter a t  
18c. Sold J. R. Renn on liis Note at 30 days, 5 boxes Soup 
(350 lbs.) a t  10c ; 6 bags Coffee (485 lbs.) at 1Gc. 

G, Bought of G .  ill. Duff' on our Note at 10 days, 40 h f. cliests 
Y. H .  Tea (2,356 1bs.j a t  35c. Sold Chas. Strange for Casll, 
10 21 f. cllests Tea (580 Ibs.) a t  38c ; 100 lbs. English Dairy 
Cheese a t  22c. 
9, Sold S. 11. Davis for Cash, 50 lbs. Butter 20c ; 50 lbs. 
Coffee a t  18c ; 30 gals. RIolasses a t  50c. 

IC, Sold IIarrey Chowii for Casli, 30 gals. Molasses a t  50c; 10 
lbs. Rice at (jc ; 1 box Soap (75 lbs.) a t  10c. 

12, Paid Clerli's Salary in Cash, $15. Bougllt of Jas. Simson 
on acct., 15  bbls. Cruslled Sugar (2,520 lbs.) at 10c. 

15, lleceived Casll on acct, of D. McLennan, $100. Sold TV. 
A.  TVilmot on scct., 5 h f. chests Tea (275 Ibs.) a t  50c ; 50 
Ibs, Enghsb Dairy Chcese a t  23c ; 25 lbs. Rice a t  5c. Sold 
D. h1cLennan on acct., 20 gals, Molasses a t  5Oc ; 3 boxes Soap 
(210 lbs.) a t  100. 



" 10, Received Cash in full of D. 11. Ellis' acct., $-. Sold 3 .  
W. Sllibley for Cash, 2 bbls. Crushed Sugar (330 111s.) a t  l l c .  

" 17, Sold Lemis Lymaii on acct., 60 Ibs. Rio Coffee a t  20c ; 100 
lbs. Sugar a t  l l c .  

" 19, Paid Cash in full for our Note, favor of G. M. Duff, due this 
day, $824.60. 

" 20, Sold Robert Burns for Cash, 100 lbs. Sugar a t  11 c. Re- 
ceived Casli of D. bIcLennan in f t~ll  of acct. to date, $153.50. 

" 22, Paid Jas. Simpson Cash in full of acct., $252. Sold Pllilip 
Stone for Casll, 4 11 f. cllests Tea (225 Ibs.) a t  60c. 

" 23, Sold W. A. Wilinot on acct,, 50 lbs. Englisli Dairy Clleese 
a t  25c ; 75 lbs. Sugar a t  l l c  ; 15 lbs. Coflee at 20c ; 2 boses 
Soap (140 lbs.) a t  10c. 

" 25, Sold A. McNeil 011 acct., 2 llllds. Cuba Sugar (1850 lbs.) a t  
GC. Received Casli in full for H. Dang!ass' Notc, due to-day 
$171.50. 

" 27, Paid Cash for Store Rent, $100. Mdse. unsold amounts 
per Inventory to $2,500. 

Sliow tliat tlie above transactions, properly entered, will produce 
the results sllowii in Trial Balance below. blalic out Test +5tateinent 
as in preceding sets. 

ADDITIONAI, EXAMP1,ES FOR PRACTICE. 

FACE OF LEDGER. DR. Ca. 

1Zequircd : Stock, Balance ancl Loss and Gain accounts, properly 
closed, from the following Trial Bnlnuce : 

- 

T R I A L  BALANCE.  

p--.- - p -- - - 
DR. CR. 
-p-- -- -. - - - - - -- - - - 

p- - - - - - - - - - - p-pp-- -.- 

Student . . . . . . . . . . . .  2500 3045 95 
Cash 3242 50 1920 60 
Bills Receivable . . . . . . . . . .  284 10 171 50 
Bills Payable . . . . . . . . . .  ' 824 60 3324 60 
blase. (Inventory $2,500) . . . . . .  
A. McNeil . . . . . . . . . . .  
F. Vanluren 
Gee. Hobart 3250 / 50 . . . . . . . . . .  

. . . . . . . . . . .  H. Newman 
W. A. Willnot . . . . . . . . .  

. . .  Expense . . . . . . . .  , 

-- --p 

Stook . . . . . . . . . . . . .  . I  I 1 1  9500 / 

LEDGER ACCOUNTS WITH SPACE FOR EACH FOR SERIES 111.-Student, 
G lines; Cash, 18  ; bfdse., 20 ; Expense, 10 ; Bills Receivable and 
Bills Payable, 8 lines each; D. McLennan and W. A. Wilmot, 8 liiles 
each; all other Personal Accounts, 5 lines each. 

. . . . . . . . . . . . . . . .  
Cash . . . . . . . . . . . . . .  /l5000 G840 

. . . . . . .  Mdse. (Inventc~ry $9,S 73) 18700 12460 82 
l Receivale . . . . . . . . .  6700 

41111 1 . . . . . . . . . . .  BiJls Payable l 6200 19224 03 
. . . . . . . . . .  Storc ~ G ~ e l r s c  

Interest and Discount . . . . . . .  . 7 1 0 1 9 0  
. . . . . . . . . .  N. 0. Chichester 2400 5400 

. . . . . . . .  Stock's Private Account 50 
. . .  H. R. R. R. Stock (Invcl~tory $4,500) 8000 

r 1 . . . . . . . . .  I ravelling Expense 65 
. . . . . . . .  ].'irstNational Bank. 11200 
. . . . . .  J. N. & G .  W. Canllcc 

Salary Accou~lt . . . . . . . . .  
. . . . . . . . . . .  Loss and Gain 

. . . . . . . . . . . .  Commissioli 

EXERCISE 11. 

St~tdent commenced business without a capital. At the end of tlie 
year his Ledger exliibited tlie following Balances : 

Mdse. . . . . . . . . . . . . .  
. . . . . . . . . . . .  John Wilson l500 

Robert Rlake . . . . . . . . . . .  1200 
H. A. Dnnlop . . . . . . . . . . .  
H. E. Haiden . . . . . . . . . . .  
Hills Receivable . . . . . . . . . .  1900 
Bills Payable . . . . . . . . . . .  / l  

---- / /  9215 I 1 ;  9275 1 - - - - -. . - - - - - - - - - - - 

What did he gain ? 

What is he worth a t  the end of the year ? 



ILLUSTRATIVE EXAMPLES. 

60.-ELUCIDATION O F  SHIPMENTS ON SOLE ACCOUNT. 

ANY PERSON H4VING GOODS WIIICH HE CANNOT DISPOSE O F  TO ADVANTAGE 

AI! HONE, OFTEN SENDS THEX TO SOVE MERCHANT DOIUG BUSINESS I N  

ANOTHER PLACE, BY THIS MEANS FREQUENTLY FINDING A BETTER 

MARKET. 

61. Adventure, as a Ledger title, represents Mdse., or otlier pro- 
perty shipped by you to be sold on your account and risk. The namc 
implies risk, and when shippillg goods you apply this term in order 
that you may lrnow what a certain shipinent costs and produces you. 

I t  is charged when the goods are sliipped, for their full vdue  and 
for all costs ; it  is credited for the net proceeds, wliell the Account 
Sales is received, by making the person to whom the goods were 
sliipped, or wllatever lie has remitted ~ C L I  in payment for it,  Dr. to 
the Adventure. If an Account Sales has bee11 received, with goods 
all sold, after posting to the Ledger, it is closed To or By Loss and 
Gain. If an  account of partial sales has been received, and you wisli 
to close the Ledger, Adventure is creclited by Inventory for the un- 
sold goods a t  cost, and closed To or By Loss and Gain. If no Ac- 
count Sales has been received, it is closed by h'trltrace f o r  c r to ly l~  to 

62. Consignor is a i~alnc given to tlle shipper of goods. 

Consignee is the person to wllom the goods are skipped. 

Consignment is a name by which you keep an  acco:lnt of goods 
or other property received by you to sell on account and risk of tlie 
shipper or shippers. I t  is tlebited for all cllarges paid by yon wllen 
received, and all costs accrui~lg on the same wliile in your possession, 
and credited for all saies. I t  is closed by making it Dr. to your com- 
mission, or any other unposted charges, and to the consignor for his 
net proceeds, or to wllatever you remit him. I n  either case, the ac- 
count balances wllen posted in the Ledger. Consignment is tlecer 
credited with unsold goods, as tliey are not your property, bnt belong 
to the shipper. 

Day Book Entry when the  Goods a re  Shipped. 
Sliipped J. Brown, Toronto, to bc sold on my account and rislr- 

..................... 50C bbls. Apples a t  $2.50 $1.250 

Pald Cartage in Cash 50 ....................... 
Journal  En t ry  when Goods are Shipped. 

..................... Adv. to Brown $1,900 
.......................... To hldse.. $1,250 

" Casl1 50 .......................... 

Day Book Ent ry  when the  Account of Sales i s  Receiued. 
Received of J. Brown on accoullt Sales of Apples, sllipped liim for 

sale on my account and risk. He retains proceeds. 
...... My net proceeds per account sales are $1,225 

Journal  En t ry  when the  Account of Sa!es i s  Receiued. 
.......................... J. Brown $1,225 

.............. To Adv. to Brown $1,225 

Ledger Account. 

Day Book Entry when the  Goods are Receiued. 
Received of W. Wilson, Itingston, to be sold on liis account nncl rlsli - 

500 bbls. Apples, invoiced a t  $2.50 
..................... Paid Freight wit11 Casli 80 

Journal  En t ry  when the  Goods are  Receiued. 
1i7. Wilson's consignnlent . . . . . . . .  $80 

................................. To Cash $80 

ADV. TO J. BROWN. 

I do not debit t l ~ e  collsigninent for tlle full ~ a l u e  of tlie goods be- 
cause the goods still belong to the shipper. 

To Sundries '11300 By J. Rrown 1223 
" L. & Gain 

:G% -- 

- 

- - -p- 
1 l 

l=- -- -- - - 



Day Book Entry when the Goods are Sold. 

Sold L. A. Fell tlie apples belonging to Wilsoa's consigllment @ $2.75 
per bbl. Received in payinent his Note for $1,000 ; 
Casll for balance. 

Journal Entry when the Goods are Sold. 
Cills Receivable.. ................. $1,000 
Cash ................................... 376 

....... To Wilson's consignment. $1,375 

Day Book Entry when the Account Sales is Rendered. 
-p-- -- - -- p-- pp 

Wilson's net proceeds . . . . .  

Closed the consignlnent from ICingston and 
l 

Journal Entry for Closing Consignment. 
W. Wilson's cons'gt .............. $1,295 

To Com.. ........................ $ 41 25 
( C  Storage .................... 28 76 
" W. Wilson.. ............... 1226 00 

1 I 

Ledger Account. 

~endered W. Wilson an Acct. Sales, giving1 
him credit for his net proceeds. 

We will now give a short set, designed for practice in a general 
business in shipping property to ancl receiving property from other 
parties to be sold on comm~ssion. The student should study carefully 
the principles illustrated in preceding examples. 

l 

W. \\'ILSON'S CONS'GT. 

SET SIX. 

l 

-- 

SHIPPING A N D  COMMISSION. 

Total Sales . . 
Charges posted $80 00 
Cam. @ 3% 41 25 

I 

Star. 28 75 

To Cash 
' L  Com. " Cash 

-- 1375 

B O O I ~  USED :--])ay Eoolr, Journal, Ledger, Cash Boolr and Bill 
Book. 

FEBRUARY 1, 1585. 
-. . -- - -- - - --P - - . . - - - 

8 8 ,  

I I Student cotnmenced the Grain and Co~nmission 
Rasiness, investing Cash 

l l Bought of E. \Voods for Cash 
2,000 bus. Oats @ 4 g / /  I I I g o 0 l  

Received from Frecl. Clsrk, Barrie, to be solcl 
on his acconnt and risk 
500 bus. Spring Wheat @ $1.23 $623 
Paid Freight in Cash 

Shipped G. A. ~ l l e n ,  Prescott, to be sold on 
my account and risk 
1,000 bus. Oats, invoiced @ 45, 

Received from G. A. Allen an Acconnt Sales 
of the Oats shipped him on 3rd inst., to be 
sold on con~mission 
My net proceeds remitted in Cash 

450 

i Sold for Cash from Clark's consignment, No. 1 
500 bus. \\'heat @ $1.50 l /  

Paid Cartage in Cash 5 

Clarlr's net proceeds G 11  700 

Closed Clark's consignment, No. 1, ancl ren- 
~lcred an Acct. Sslcs. rcrnitting him Cash 
for proceeds 
Total Sales $550 
Posted Chargca $30 
Cam. @ 2% 15 
Storage 5 

- Total Charges 50 

15 
5 

l 



N.B.-\T7rite up the ren~ai~iing part of the Day Book from the transactions, 
ol~serving the same clear and concise form of expression as in preceding matter. 

Feb. 10-Bought of J. C. Chapman on account, 1,000 bus. Earley @ 
00c. Paid R. J. Diclcinson's bill for office Boc~ks and Stationery 
in Cash, $31.25. 

' l l.-Shipped Clias. Row, Prescott, to be sold on my acca~ult  and 

rislr, 250 bus. Oats @ 46c. Paid Cartage in Cash, $2. 

12-Bought of W. Vaness on my Note a t  10 days with interest, 
3,500 bus. Barley @ 90c. 

13-Received froin W. J. Shibley, bIurvale, to be sold 011 his 
account and risk, 1,000 bus. Wheat, invoicecl nt $1.20. Paiil 
Freigllt in Cash, $65. 

" 16-Sold N. C. Polson on his Note a t  5 days from 11'. J. Sllib- 
1 3 ~ ' s  consignment, 400 bus. Wlleat @ $1.40. 

' I  16-Paid J. C. Cllapman Cash on account, $300. 

' l  16-Received from Chas. Row, Prescott, an  account sales of 
Oats sllipped hinz 11th inst., to be sold on commission. Net 
proceeds to my credit, $102.75. 

I r  17.--Sold John A. McDonald on account, 250 bus. Oats @ ~ O C ,  
$----. 1,500 bus. Barley @ $1, $--. 

18  -Received from Fred. Clarlr, Barrie (2nd cons'gt), to be sold 
- 011 his account and risk, 300 bus. Wheat, invoiced a t  $1.25. 

Paid Freigllt with Cash, $18. 

19-Sold R. S. Day on account from \V. J. Sl~ibley's cons'gt., 
(No. l ) ,  G00 bus. Wlleat a t  $1.42, $--. 

'* 19-Closed cons'gt. from Mnrvale and rendered an  acconnt 
sales. We retain proceeds. Total sales, $1,412; postecl 
charges, $G5; storage, a t  l c  per bus., $10; commission, 21" 
on sales, $--. W. J. Shibley's net proceeds, $1,308.76. 

21-Shipped and consigne3 to G. A. Allell, Prescott, (2nd ship- 
ment), to be sold on my account and risli, 500 bus. Oats a t  
45c, $ ; 500 bus. Barley a t  DOc, $--. 

22-Sold for Cash from Clarli's cons'gt. (No. 2), 103 bus. Wheat 
a t  $1.35. 

23-N. C. Poison paid llis Note of 15th inst. in Cnsl~. WC rc- 

nlitted tlle Cash to W. J. Shibley on account. 

24-BougIlt of C. F. Fraser on my Note at 25 days with interest 
3,000 bus. Mixed Oats a t  40c. 

24-lteceive~l from M. Moran, Prescott, to be sold on his account 
and rislz, 800 bus. Corn. Paid Freight in Cash, $GO. 

25-Paid my Note of 12th inst. in Cash. 

6 6  25-Shipped and consigiled R. McNeeley, Trenton, to be sold on 
rlly account and risli, 2,000 bus. Nixed Oats a t  4Oc ; 1,500 bus. 
Barley a t  90c. Paid Insurance in Cnsll, $10.75. 

' I  2G-Received from G. A. Allen, Prescott, an accouiit sales of 
Barley and Oats shipped him on 21st inst., to be sold on corn- . 
mission. My net proceeds remitted me in Cash, $798.90. 

26-Received C:~sll of Clias. Row, Prescott, in full of account, 
$- --. 

27-Accepted W. J. Shibley's Draft on n ~ e  a t  15 days' sight, 
$500. 

' 29-Sold for Casll from Clark's cous'gt. (No. 2 ) ,  100 bus. Wheat 
a t  $1.37, $--. 

'' 29-Received of R. S. Day his Note a t  20 days wit11 interest, to 
balance llis account. 

20-Paid ltent of the Warel~ouse for tlle month, $50 ; and Clerl; 
hire in full to date, $25 Cash. Have this day talcell an  Inven- 
tory and find unsold the follo~ving goods : 

1,000 bus. Barley, valued a t  90c $900 
1,000 Mixed Oats, 40 400 -- $1,300 00 

Adv, to R. McNeeley, Trent011 2,16C 76 

Having finisl~ed tile Day Booli, you will proceed to Journalizc, 
bearing i11 mind that you are to lieep a Cash Boolr in whicli all Cash 
items are entered directly from tlle Day Boolr. Post from botli Cash 
Book and Journal to the Ledger. Open a separate account for each 
Ad-~enture and for each Consignment. Give Mdse. account one-half 
page ; Cash, Bills Receivable, Bills Payable, Storage and Commission, 
one-third page each ; all otller accounts, one-quarter of a page each. 



T R I A L  BALANCE. 
DR. CR. -- 

l I l I I l 
Student . . . . . . . . . . . . .  6000 
Cash 
Mdse. (Inventory $1,300) . . . . . . .  
Adv. to  G. A. Allen (No. 1) . . . . .  

S T A T E M E N T  O F  RESULTS.  

Storage . . . . . . . . . . . . .  15 

Corn~nission . . . . . . . . . . . .  43 
J. C. Chapman . . . . . . . . . .  300 I 900 

. . . . . . . . . . . . .  Expense 106 25 1 Atlv. to Chas. Row (No. 1) . . .  . . .  114 50 1 102 

.............. Total Rcsources $9,052 C6 

............ Liabilities 2,802 76 

................ Present Worth $6,240 00 

. . . . . . . . . . . . .  Bills Pay. . . . . . . . . . . . .  Bills Rec. . . . . . . . . . .  J. A. McDonald. 
Clark's Cons'gt. (No. 2) . . . . . . . .  
\TT. J. Shibley . . . . . . . . . . .  
Adv. to G.  A. Alleii (No. 2) . . . . . .  . . . . . . . . .  M. Jforan's Cons'gt. 

. . . . .  . .  lnterests and Discount ." 
Adv. to R. McNeelev (Inventory $2,160.75) . 

.................. Total Gains 374 73 
................ Losses 124 83  

--p 

....................... Net Gain $240 90 

.................... Student's Investment $G,000 00 ...................... 6 6  Net Gain 240 90 
--p 

.................. Student's Present Worth $6,240 00 

31.50 
1412 
1625 

18 
l060 
675 
60 
6 

2160 

63.-ELUCIDATION OF SHIPMENTS ON JOINT 
ACCOUN'I'. 

G4. Adventure Co., as a Ledger title, represents your ir~terest in 
Mdse. or other property shipped by you to be sold on joint account 
and risk of yourself and other parties ; or, when you buy an  interest 
in goods shipped by other parties ; or it may represent your interest 
where you receive intelligence that other parties have shipped to a 
third party, and that you are interested. Please notice that the term 
Adv. Co. is applied ONLY to your interest or share in the shipment. 

' 
1 ' 

83 
75 1 

I t  is charged for your interest and h a r e  of the costs in the specu- 
lation when the shipment is made, and at the same time debiting th? 
parties iuterestel with yoa for tlieir share of the Mdsc. and cliarge3; 
it is credited with your share of the net proceeds when the account of 
sales is received ; and, if the goocls are all sold, closed to, or by, LOSS 
and Gain. If an  account of partial s;tles 111s bsen rezeived, creJit 
Adventure Co. with your share of proceed3 a3 reporte3. Credit, by 
Inventory, for your share of unsold goods, and close the nccouvt into 
Loss and Gain. Should you wish to close the Le3ger before Acco~ult 
Sales has been receivel, close Adventure Co. by B ~ l a n c e  for enough 
to close the account. 

4850 
560 

252 
1308 
798 

65. Mdse. Co., as a Ledger title, represents gooJs received by you 
to sell on joint account and risk. 

I t  is made Dr. to the shipper, when received, for your interest, and 
the charges on the full shipment. The sliipper should be Cr. for yonr 
share in the goods (unless settle3 for a t  time of receiving them), the 
same as tliougli bought of him on account. 

Cr. Mdse. Co. for all sales, 

Now, having in your possession the sales of the whole shipment, 
you must pny all charges on tlie diipinent wlliie in your liands, and 
give all interested parties Credit, for tlieir proceeds, ilnless settled for 
at the time you render Account Sales. I n  doing' this, first deduct 
total cllarg-es (Freigllts, Commi~sion, Storage, hc.), from total sales ; 



this  leaves total net proceeds Eelonging to (111 partics. F i n d  each 
party's share of these proceeds. Now, charge Dlerchandise Co. to  
Commission, to all other cllarges vliicll have not been posted, to the 
shipper or shippers for their net  proceeds, or, allatever you remit,  and 
to Loss a ~ ~ d  Gain for Sour gain ; if a losing operation, Loss and Gaiil 
i s  made Dr. to Mdse. Co. for your loss. Should the goods a t  closing 
be but partially sold, then Mdse. Co. s l~ould  be Cr. in Ledger by in-  
ventory for YOUR SHARE of the PIIdse. remaining on l ~ a n d ,  the rcmaitl- 
d e r  belonging to the shipper or shippers. 

RULE.- F o r  lceeping a n  account of gootls yell ship to otlrers f o r  sale 072 

joint accozint nnd risl i :  Debit "Atlcentzr~e CO." f o r  yotw irzterest i1z the 
goods, artd yozir sltnre of the expenses paid a t  tirne of  sltil~pirrg, rind a t  t11e 
sttnte tirrte debit tlte parties inte~ested zcith  OIL f o r  t7teir share of the goods 
ccnrl expenses, and cwtlit "Adrenttrre Ch." f o r  yozrr sltirre oJ' the proceec~s 
tclten tlte dccotrnt Strles i s  receiced. 

Journal Entry when the Goods are Shipped. 
....................... Adv. Co. '<A" $304 

........................... A. L. Davis 304 
To  Mdse .............................. $600 
‘‘ Cash ........................... (3 

Day Book Entry, when the Goods are Shipped. 
-- 

Day Book Entry when the Account Sales is Receiued. 

Receivecl of A. L. Davis a n  Account of Sales of Flour s11ipl)ed him, to  
be sold on joint account. My net  proceeds a s  per 
Account Sales, wliicll he places to my credit, $400 

I 
608 08/ 

l 

Journal Entry when the Account Sales is Receiued. 

1 
Shipped A. L. Davis, Bath, to be sold on joint account 

and risk, each one-half- 
100 bbls. Flour, in~oiced @ $6 per bbl. 
Paid Storage and Cartage, Cash 
My one-half lnvoice $304 

A. L. Davis ......................... $400 
.................... To Adv. Co. "A" $400 

600 
S 

Ledger Account. 

RULE.-For- keeping a n  accor~rzt zcith goods you reccice to be sold oil 
joint C ~ C C O Z L I L ~  a r ~ d  rislr,-erztry ~tiliert goods are receitied : Debit " J l d s e  Co." 
for y021r sl1ro.e irt the goods arad f o r  the experzss paid orz the f u l l  s l~i l~nzent .  
T h e  shipper sltould be credited f o r  IJOLII- share i ~ z  the goods ( Z I ~ Z ~ P S S  settled for 
a t  t i ~ n e  of recaicing), tlte same trs tl~ozlgh botlgl~t of l~i111. 011 accozmt. 

DR. p----- ADV. Co. "il." CR. 

Day Book Entry, when the Goods are Receiued. 

-. -- p 
- - - - - 

TO Sundries By A. L. Dauis(oet 
proceeds) 

( 6  Loss & Gain i 
-- 

100 bbls. Flour @ $6 
Paid Freight and Cartage with Cash 
My one-half Invoice 

:" 
l 

-- 

100 1 

Journal Entry when the Goods are Receiued. 

I-- 
400 

I - - -  
----- --- -- 

p- 

Received of L. A. Fell, Kingston, for sale on joint ac-[l 
co~ult  and risk, each one-half- 1 I 

................... Mdse. Co. "A".. $454 
....................... To L. A. Fell $304 

Cash ............................... 150  

Day Book Entry, when the Goods ure Sold. 
pp---- - -- 

Sold Wtn. Gardiner the Flonr belonging to Mtlse Co. 
"A!,- 1 1 ( 1  I 
100 MS. a $10 per bb~.. 
Received in payment, his Note @ 30 days 

and Cash for balance 

Journal Entry when the Goods are Sold. 
Bills Receivable .................... $500 
Cash ..................... ., .......... 500 

................ To hldse. Co. $1,000 



EXAMPLE KO. 2. 
1. Brough sliipped Mdse. to Byers, for saIe on Commission, in- 

voiced a t  $?,GGO, and paid Sllipping Expenses wit11 Sigl~t  Draft on 
R. Finlay, $GO. 

2. Byers, on receipt of goods, paid $40 Freigl~t  with Rron~n's Note, 
mllicli 11e sold. 

8. Byers sold tlie goods for $1,800 and received in pay~nent Siglit 
Draft 011 Jones for $400 ; Draft at 10 rlays' sight on H. Cormaclr for 
$G00 a t  27" Dis. and Note a t  30 days for balance. 

4. Byers charged 376 Commission, $20 Storage, aud rendered an  
Account Saies, remitting llis Draft at 10 da,ys' sigllt on E. Mooers to 
settle in full with Brough. 

6. Brougli's entry on receipt of Account Sales. 
Worlc both on Sole and Joint Account. 

l 
(Ryers' Joli~-i~al.) I (Byerri' ~ourizal. ) 

Adv. to Byers $1,660 . . . . . . . . .  
............. To Mdse .$1,600 

. . . . . . . . . . . . . .  1kougl~'s Cons'gt. . . . . . . . . .  $40 $870 
. . . . . . . . . . . . .  To Bills Rcc.. ........... . . . . . . . . . . .  

To Rrough .$S30 
" Bills Rec.. 40 

. . . . . . . . . . . . . . .  Adv. Co $830 

. . . . . . . . . . . . . . . . . .  Byers 
. . . . . . . . . . . . . .  

(Byers' Jour~lal.) I (Bye?..,' Jotirt/al.) 

" R. Finlay .......... 
1 

To Mdse $1,600 
" R. Pinlay ........... 60 

l 

(Byers' JO ~ L ~ I I C L L .  ) 
( Hyers' Jocimal. ) 1 hl(lse. CO . . . . . . . . . . . . . .  $930 

. . . . . . . . . . . . . . .  Cash.. .$ 400 
Rills Re C,... . . . . . . . . . . . .  1,412 

l o  13roiigh's Cous'gt. .$1,800 . .  
" Int. & Discount. 12 . . . .  

. . . . . . . . . . . . . . . .  Brough's Cons'gt 11,760 Rrougb.. 830 . . . . . . .  To Com. . . . . . . . . . . . . .  .$ 54 T l j l l  l, . . . . . . . . . . . . .  . . . . . . . . . . .  
" Storage.. . . . . . . . . . .  20 Storage 20 
" E. Mooers.. 1,68G1 . . . . . . . .  " E. Mooers.. 1,673 . . . . . . . .  

" Loss & Gain.. . . . . . .  13 

Cash . . . . . . . . . . . . . . . . .  $ 400 
Bills Rec. .  . . . . . . . . . . . .  1,412 

. . . . . . . .  To Mdse. Co.. $1,800 
.... " lnt .  & 1)iscount. 12 

(Bro~ryh's Joltrna/.) 
1 (Brotcyh's Jou?.l~al.) 

Bills Rec. .  . . . . . . . . . . .  .$1,653 
Bills Rec .............. $1 ,GSG To Byers . . . . . . . . . . . . . . . .  $830 

. . . . .  To Adv. to Byers .$1,686 'L Adv. C o . .  . . . . . . . . . . .  843 

l 

EXAMPLE NO. 8. 

1. S. Calvin ~ l l i p s  mdse. to W. Rent for sale on joint account acd  
risk invoiced a t  $10,000, and paid sllipping expenses and insurance 
with clieclc $240. 

2. Kent on receipt of ~ndse. paid freight with sight draft on Wilson 
$400. 

3. W. Kent sold tlle goods to A. Gourdier a t  $11;500 and received 
in payment Ilis own note short due 16 days, on w11icl1 he is allowzd 
interest a t  10$ per annnnl, face of note $ 3 , ~ 0 0 ,  and a certified check 
on City Bank for balance. 

4. Kent charged 3$ commission, $40 storage, and rendered an 
account, sales remitting 111s note t3 settle for original fr invoice and 
net proceeds due A. 

5. What Journal Entry did A make wlien he received tlie nccotult 
sales. 

Work out both on Joint and Sole Acco~lnt as in preceding E s -  
amples. 

EXAMPLE NO. 4. 
1. Black shipped mdse. t~ \lTllite for sale on joint acAount and 

risk invoiced a t  $9,000. The goods were insured under open policy 
D. C. Co. a t  of 15 premium. 

2. Wliite on receipt of goods paid height $60 with check on City 
Banlr. 

3. JVlihite sold tilt goods at an advance of 25$ on invoice price, 
receiving in payment his own acceptance for $200, past due 17 days, 
on which he allowed interest a t  1 per cent. a montll, and Smith's 
note a t  30 days for balance. 

4. White charged 2; per cent. commission and B per cent, storage 
and rendered an  account sales remitting sight draft on Jones Bros. 
to settle in full with Black. 

5. Give Black's Journal Entry on receipt of Account Sales. 

Work both on Joint and Sole Account. 

EXAMPLE NO. 5.  
1. Deane shipped mdse. to Craig for sale on joint accou~lt of him- 

self, consignee and Whitney, each $ invoiced a t  $1,500, paid inaur 
nnce a t  1 per cent. on 20 per cent. advance on invoice price. 



2. Craig on receipt of goods paid freight $10 with llis note a t  GO 
days. 

P. Sraig sold tIie goods to H. Jacli for $1,600, receiving in pay- 
meilt Jaclr's 10 days' draft on nees for $800 at l+  per cent. diecouiit ; 
Sight exchange on New YorB for $560 at :, per cent. 13renlium and 
balance on ~ccount .  

4. Craig charged 2$ per cent. commission, $20 storage, arid reli- 
dered Deane R: Wliitney encll an Accouilt Sales, retaining proceeds. 

5. Give Dearie R: Vhltney's Journal Entry on receipt cif Accoullt 
Sales. 

67.-REVIEW OF KEPRESEN'TATIVE ACCOUNTS 
(SHIPMENTS.) 

1. What does the Ledger title " Adventure " represent ? 
2. When, and for wliat is this account Dr. ? 
3. When, and for wllat is illis account Cr. ? 
4. How does this account close-no account sales leceived ? 
5. How does this account close-full acconnt sales received ? 
6. How does this account close-partial account sales received ? 
7. Wliat does tlie Ledger title " Adventure Co." represent ? 
8. Wlien, and for what is it  Dr. ? 
9. TVlien, and for what is it  Cr. ? 

10. How closed-no account sales received ? 
11. I-Iom closed-full account sales received ? - 12. How closed-partial account sales received ? 
16. What does the term Consignment " represent ? 
1.4. When, and for what is it  Dr. ? 
15. When, and for what is it  Cr. ? 
16. M'liat is tlie account sales Journal entry ? 
17. How does the account close-no sales ? 
18. How does tlie account, close-partial sales ? 
10. How does tlie account close-goods :ill sold, 2nd an account 

sales rendered ? 
20. What does the title ilIerclialidise CO," represent ? 
21. TVl~eii, and for what is it Dr. ? 
22. When, arld for what is it  Cr. ? 
23. What is the closing Journal enlry-(showing gain) ? 
24. What is the closing Journal entry-(sliowi~lg loss) ? 
25. How does tlie account close-no sales made ? 
26. How does tlie account close-partial srtlcs ? 
27. How does tlic account close-goods all soltl, and an account 

sales rendered ? 

-125- 

68.-JOURNAL DAY BOOK. 

Business items for a sliort set designed to illustrate tllc form a ~ l d  
use of a book combining all the essential points of the separate Day 
Boolr and Journal. Many of the best busi~less llouaes prefer the 
Journal Day Booli because it is both plain and practical. 

RIay l -8tuient eomlnenced business with the following Resources 
aud Liabilities : Cash on hand, $5,000; Wareliouse valued a t  
$6,000. I owe Robt. Hillyard on my acceptance a t  GO days 
froin Blarch 23rd last, $2,000 ; Geo. Green on acct., $1,500. 

2-Bought of S. Lake, 2,000 bus. Barley @ $1.50, $--. 
Paid him Casli, $1,500 ; accepted liis Draft a t  60 days for 
balance, $1,500. 

" 4-Sold M. Baxter, 1,000 bus. Barley @ $1.80, $--. Rec'd. 
Cash, $1,000 ; his Note a t  90 days for balance, $800. 

' 5-Accepted Geo. Gretin's Draft on me a t  10 days' sight, favor 
W. H. Jordan, for $1,000. 

" 7-Prepaid my acceptance of March 23rd, favor of Robt. Hill- 
yard, lie allowing me discount @ 7j. for 18  days. Paid Casli, 

\ 

$1,903 ; dis. off, $7. 
' 8-Received Casll of S. Scohell for storage of goods in my 

warehouse, $60. 
1 

" 10-Sold to Robert Lee, 600 bus. Barley @ $1.00, $--. Re- 
ceived in paynient Cash, $400 ; balance on acct. 

12-Received of M. Baxter, Cash to apply on liis Note of 4th 
inst., $500. 

" 13-Gave Geo. Green on account, my Draft on Robt. Lee for 
$300. 

l' 16 -Bought goods for Ed.  Watt S, of Toronto. Received Cash for 
my commission on purcliase, $10. 

20-Sold Thos. Marsli my Wareliouse for $5,500 ; 500 bus. Bar- 
ley @ $1.65, $--. Received in payment liis Draft on I-Ieary 
Davis a t  10 days' siglit for $5,000 ; balance in Cash, $1,275. 

26-Paid Clerk's Salary in Cash to date, $50. 



69.-FORM O F  JOURNAL-DAY BOOK. 

I n  writing up tliis book make your Jonrnal entry first from tlie 
record of transactions, and write the esplanat io~~ under it in a smaller 
l~aud ,  as sllomn in the form b?low, wliere a snficicnt number of en- 
tries have been made to serve as examples, the student ~vill be cxpect- 
ed to write out the entire set, 

Cash 
Real Estate 

To Rills Payable 
(E  

Gee. Green 
' I  

11 Student 
The above makc up the Rcsonrces ant1 Lia- 

bilities of Student wlio conltnences busi- 
ness tliis day a t  120 Ri(1eau St., Ottawa. 

I 

/ Mdse. I13oooI 1 1  ~ : To Cash 
Bills l'ayeble 

Bought of S. Lake, Trenton, Ont., 2000 
bus. Barley @i $1.50 

Gave in aavment. cash 1300 1 

1 4 

1 Cash 
i j 
l loo0 

L 

  ill$ ReceivabIe 
To mdse. 

Sold M. Baker, Bath, Ont., 1000 bus. 
Barley a t  $1.80 $1800 

Received in payment, cash 1 WO 
His note a t  90 days for balance 

Geo. Green 
To Rills Payable 

Accepted Geo. Green's draft on ns a t  10 
days' sight, favor of W. H. Jordon, 
face of draft $loo0 

Bills Payable ' 
To Cash 
,I Interest and Discount 

Prepaid our acceptance of 23rd inst., 
favor of R. Hilliard 

He allowecl us discount of ?"/,or 18 ," 
days 

Face of draft $2000 
Discount 7 
Proceeds for which we paid cash 1993 

Having ~vritten up the Journal Day Boolr, post the Ledger, take 
off Trial Balance a ~ l d  Test Statement and close the ledger. 

Ledger Accounts with space for eacli, Student 5 lines, Cash 12, Real 
Estate 5, Bills Payable 7, Geo. Green, Ndse., Bills Receivable, 
Discount, Storage, liobt. Lee, Commission and Expense eacli 6 liues. 

TRIAL BALANCE. 
pp- 

DR. CR. 
- - - .p P -- -. - - - -- 

-p---------- 

l l 1 1  I I1 I 
. . . . . . . . . . .  Student 

Casll . . . . . . . . . . .  
Real Estate . . . . . . . . . .  
Bills Payable . . . . . . . . .  

. . . . . . . . . .  Geo. Green 
Mdse . . . . . . . . . . .  

. . . . . . . .  Hills R~ceivable. 
Storage. . . . . . . . . .  

. . . . . . .  Interest and Discount 
. . . . . . . . . .  Robt. l e e  
. . . . . . . . . .  Commission 

Expense . . . . . . . . . .  

70.-SPECIAL COLUMN JOURNAL. 

Tliis Journzl is providcd with special columns for those accounts 
'most used in business. Ib is a form that can be used to advantage in 
al~nost  R I I ~  kind of business. 

The advantage of using this form of Jourlial is in the saving of 
time and labor in posting these accounts, the items of wliicli are car- 
ried to tlie Special Colninne. Tlle footings only of these columns 
being posted daily, weelily or montllly as desired. 

All items for which no special colomns are provided are placed in 
tlie sundries colun~n and eacli iteni posted separately as from tlle 
ordinary Journal. 

I n  the illustrative Set which follows we provide special columns 
for Merchandise and Cash. The number of special columns is not 
limited, however; any acconnc wliich is of sufficient importance may 
have a special column. I11 preceding Journal Forms both Debit and 
Credit columns have been on tlie riglit l ~ a n d  side of the explanation . 
column. I n  this Set we have placed the columns for Debit items on 
tlie left llaiid side of explanation column, and for Credit items on tlle 
right liand side. 



All debit items except Mdse. and Cash must be placed iu the left 
liand Sundries column, and all credits in tlle right liand Sundries 
column. 

At tlie foot of each pase tlie separate colulllns are to be aclded 1111 

and proved before being carried forward. The sum of tlie debit 
column footings should equal the sum of those on the credit side. 

I n  this set it  is designed to post the footings of mdse. and cash a t  
tlle close of the set only. The items in the Sundries coluinli inay 
be posted daily, if necessary, as in the case of the ordillary Journal. 

The memoranda of transactions of the preceding set, page 125, 
are used in illustrating this method. 

The boolis to be used are the Special Column Journal, Bill Boolr 
and Ledger. 

The form of tlie Journal is shown on pages 120 and 130. 

The explanations here given together with the Trial Balance on 
page 127, should enable the Student to write up the complete set 
from tlie memoranda. 



WHOLESALE BIJSINESS: 

Tlle principal books wed in our best wholesale houses now are t l ~ e  
Invoice Book, Sales Booli, Cash Booli, Journal, Bill Book and Ledger, 
the posting being done directly from tllese boolis to the Ledger. 

The form and use of these boolis have been explained already, ex- 
cept of the Invoice Book and Salrs Book. 

73. The lnuoice Book is liept for tlle purposd of entering tl~ercin 
all purcl~ases of mdse. 

At tlie end of each meelr or montll tlle total footings of this b001i 
may be posted to the Dr. side of Mdse. accouilt, and credit tlle per- 
sonal or other accounts affected tlrlrougllout t l ~ e  Invoice Book. 

Where the purellase was made for cash enter tlle amount on the credit 

side of tlie Cash Book by AIdse. Rldsc. will then be debitcd in t l ~ e  

footings of the Invoice Book, and cash will bc credited in the footings 

of the Cash Book. 

TIThen a cash purchase is entered marlr '' C. B. " in tlle folio 
column opposite tlle name of tlle seller. 

N.B.-In many basiness llouscs t l ~ e  Invoicr: Boolr is made up by 
posting the invoices received into tlle booc, and in many respects tliis 

metl~ocl is preferable. 



74.-FORM O F  INVOICE BOOK. 

~ O T I I  ACGUST, 1886. 
__--- - -  - P -- P . . 

l l I I1 l 

Note a t  4 months. 

12 l ! Ii l 

L. F. 

/ 1 On account 30 tliby~. I1 l I /  l 

E. Finlay, Toronto. 
. . . . . .  1 pc. English Tweed 243 yds. @ $1.15.. 

, 2  pc,, GGsted 24) 474 ,, I, 1 . 1 . .  . . .  
. . . . . .  1 pc. French coating 28.5 r t  t t  2.10.. ...... 1 pcs. Moleskin 302 U I ,  1.70.. 

1 

1 

/ H. Kelley & CO., City. 
. . . . . . . . . . . . . . . . .  30 1 ) ~ s .  Wheat @ $1.50 75 

. . . . . . . . . . . . . . . . .  100 bus. \l7. &tts @ 6Oc.. 60 
. . . . . . . . . . . . . .  90 bus. Chili Potatoes @ 50c.. 45 

. . . . . . . . . . . . . . . .  5 bbls Mess Pork @ $12.50. 62 

E. F. Ganlin, Dcserouto. 
. . . . . .  l pc. French Twectl 21 yds. @ $1.23.. 
. . . . . .  I pc. Cottonade 29 , l  ,, 9 5 . .  
. . . . . .  1 pc. Doeskin 216 1 ,  ,, 2.65.. 

J. P. Byers & Co., Gananoqne. 
. . . . . . . . .  1 pc. Cottonade 274 ~ ( 1 s .  fi, $1.05.. 

. . . . . .  1 pc. French Tweed 24a yds. @ $1.40.. 
. . . . . . . .  1 pc. hlelton 2 l + , ,  , , 2 . 8 0  

1 W days' Credit  1 1  

J. N. Wilson, 
. . . . . . . .  24 bus. Wheat @ $1.60 

30 
27 
66 
-- 

' 
29 
34 
60 
- 

.. 48 ,, Barley !I 80c.. 

. .  36 ,, White Oats @ 60c. 
. . . . . . . .  20 Corn @ 50c.. 

55 
98 

l4  
48 
20 

Note at  3 months. 

114 ( 53 

Brockville. 
. . . . . . . . . . .  

123 

75 -SALES BOOK. 

This book is kept for tlle purpose of enteri!lg therein all sales of 
merchandise. 

82 

This book is posted in a siulilar manner to the Invoice Book, be- 
ing careful to credit hIdse. for tlie footiugs of the Sales Book, and 
debit cash and other accounts when affected. 

76.-FORM O F  SALES BOOK. 
12 AUG., 1886. 

PP--- -- 
A-- 

- 
I I I I . 1  

30 days credit. 

14 / l  1 11 1 

L. F. 

C.* B. Fred. Kullis, Lyn. 
. . . .  l pc. Canadian Tweed 271, yds. @ $1.00.. 
.... 1 pc. Cotton Duck 26 7 1  1.10.. 
. . . .  1 pc. Fur Beaver 224 U j t  3.00.. 
.... l pc. English Tweed 26i 11 1, 1.20. 

- 

J. Cochri~ne, Kingston, ' 1  
10 bbls. Mess Pork @ $14.50. . . . . . . . . . . . . . .  145 

................ 20 bbls. Flour ,, 6.00 120 
3 hhds. Sugar 20.00 . . . . . . . . . . . . . .  60 

12 half chests Y. R. Tea, 79-12, 75-15, 70-18, 
. . . . . . . . . . . . . . . . . . . . . .  217-37, IS0 @ l  60. 

J. L). Shibley, Harrowsmith. 
....... 1 pc. English Tweed 203 yds. @ $1.15. 23 
. . . . . .  1 pc. Canadian 7 ,  29) l ,  1.00.. 29 

. . . . .  2 pcs. Scotch ,, } 1 @ 1 . 0 0 . .  58 
- -  

Note a t  90 rli~ys. i-lp-- 
SET SEVEN. 

72 
25 

25 

M A N U F A C T U R I N G  SET. 
Tile Form of this set of books is similar in ali essential particulars 

to that in one of the largest mannfacturilig firms in tlie country and 
was selected because it was botli simple and practical. 

The business represeliteci is the nlanufacture and sale of Sole 
Leather, but the arrangement of t l ~ e  det is as well adapted to the 
manufacture of Iron, Furnitilie, or other comnlodities as to this. 

111 2'2 



I n  any manufactory we deem it important that an  accurate ac- 
count be kept of the Raw Material purchased, of the quantity sent to 
the manufactory, and tlle return of it after being manufactured to the 
sales room and finally its sale as  merchandise. 

A very simple and effective method of doing this is here illustrated 
by use of extra columns in the Ledger. The number of Hides sent 
to the Tannery is given on the left side, and the number of sides re- 
turned on tlie right. Twice as nlaiiy Sides should be returned as 
there were Hide? delirered. 

If any sales be rnade from tlie stock in Tannery before being 
transferred to the Sales Room make the Transfer Entry to Mdse. 
account and tlieri Credit hIilse. acco~uit fcr tlie Sale. 

The books required in writing up this Set are Journal, Day ~ d o k ,  
Cash Book, Bill Book and Ledger. 

MANUFACTURING SET. 

&IEbIORANUA O F  BUSINESS TRANSkCTIONS. 

Sept. 1 ,  1886.-Student has this day comnieuced the manufacture of 
Sole Leather witEl the following Resources and Liabilities : 
Cash on hand, $1,500 ; on Dvos i t  in City Banli, $7,000 ; 100 
Sides best slaughter Sole Leather, 2,300%s. @ 33c., $759 ; 
100 Sides good slaugliter Sole, 2,050 Ds.  @ 30c., $615 ; 200 
Sides 13uenos Ayres Sole, 2,800 B p .  @ 25c., $950 ; 50 Sides 
B. A. Sole, 925%~.  @ 21c., $194.25 ; 150 Dry Corpus Christi 
Hides, 4,200 %S. @ 21c., $882 ; 130 Green Salted Hides, 
9,100Bs.  @ 9c., $819 ; 200 Cords Bark @ $6.50, $1,300. 
J. MTooley's acceptance of 1st Aug. last $1,000. Tannery and 
Fixtures valued @ $10,000. 
Liabilities-I owe F. S.  Oliver on acct. $1,000 ; my note favor 
W. J. Ovens @ 60 days, $500. 

4-Gave check 011 City Bank for F. S. Oliver's draft on me 
favor Merchants Bank, $1,000. 

4-Bought of A. Oldreive, Ottawa, on acct., 150 Green Salted 
Hides (1 1,250 lbs.) @ 94c, $- ; 50 Green Salted Hides 
(grubby, 3,620 !bs.) @ 7c, $- ; salting and binding, each 
25c, $50. 
5-Sold F. Shaw on acct., 30 sides best Slaughter Sole (675 
1bs.j @ 34c, $- ; Cartage, 50c. 

Sept. 6-Sold F. A. Scott, Perth, on 2 mos.' time, 50 sides B. A. 
sole (1,000 lbs.) @ 26c, $- ; Cartage, 50c. 
7-Delivered to Tannery Stock to be worked in, 200 Green 
Salted Hides (14,570 lbs.) Cost, $1,572.15 ; Freight, $72.50. 

8-Paid tlie Tannery men wages for the week, $214 in Cash. 

10-Sold M. Sills, Napanee, 50 Sides best Slaughter Sole (1,250 
lbs.) @ 34c, $-; Cartage, 50c. Terms, 2 mos., 1% off, $--. 

12-Bought of John Sn~eaton for Cash, 20 Carboys Acid (2,800 
lbs.) @2c, $---- ; Carboys, each $1.75, $35. 

'' 13-Bought of F. S. Oliver, 210 Dry Hides (5,300 lbs.) @ 18. 

Coin, $954; baling 8 bales @ $1.50 each, $12; premlam for 
coin @ 1076, $72.45. 

14 -Delivered to Tannery Stook to be worked, 150 Dry Corpus 
Christi Hides (4.030 lbs.) Cost, $882. 

' l  15-Sold F. Shaw a t  4 mos., 75 Sides No. 1 Dry B. A .  Sole 
(1,751 Ibs.) @ 30c, $-; Cartage, 50c. Received Sight 

Draft on acct., $200. 

16-Gave Checli on City Bank for 600 cords Bark @ $6.50, 

$- 
" 17-Paid C. P. RR. Frieght on 8 bales Dry Hides $82.50, with 

check on City Bank. 
" 18-Delivered to Tannery Stock 200 Dry Hides, weight 5,180 

Rs .  Total cost $1,120.95. 

" 19-Paid Cash for 20 bbls. Lime @ 90c. $18. Paid C. P. 
RR. Freigl~t  on Green Salted Hides Casli $72.50. 

'' " -Sold F. A. Scott a t  60 days 20 Sides Good Slaugllter Sole, 
444 %S., @ 31c., $- ; Cartage 30c. 

" 
" -fieceived of M .  Sills his note @ 2 inos. from lo th  inst., 

payable a t  Federal Bank, $421.25. 
'' 20-Sold Fred Rcobell 300 Sides Dry Texas Sole, 7,275 Ws., @ 

3 0 ~ .  $- 
Paid my note favor of TV. J. Ovens with check on City Bank 
$500. 

'' 21-City Bank Discounted M. Sllls' note a t  2 mos., face 
$421.25 ; Dis. off for 53 days @ 7$, $4.28 ; net proceeds 
to my Credit $416.97. 



" 23-Sent to Tannery Stock to be worlred in 130 Green Salted 

Hides, 9,100 Ws., cost $819.00. 

' l  " -Bought of W. Squires 150 Dry Salted Hides, 4,687 lbs. a t  
18c., $843.66, paid wit11 check oil City Bank. 

24-Paid Albert Scott Cash for 120 City Butchers' Hides- 
Green Salted-10,200 lbs. a t  i'c., $714. 

26-Received from Tannery Stock 300 Sides Sole Leather, 
6,150 Ebs.  a t  31c., $1,906.50. 

28-Paid Cash for Labor $212.00 ; for Repairs $65.00. 

In  Stcre . . . . . 225 Sides Leather, 4,611 Ss.  @ 31c. . . 1 1 4 3 0 / 0 3  

Tannery 

In Hide l50 Dry Salted Hides, 4,687 Ihs. @ 18c. l l 843 ' 66 1 
120 Green Hides, 10,200 Es. @ i c .  . . . l z- 1557 1 66 
620 Corcls Hark @ a t  $6.50 . . . . . . . . . . 4030 00 

The Student is already familiar with the form and use of the books 
used in this Set except in the case of the Ledger, wl~erein we have 
used additional columns in several of the accounts. These accounts 
will be written up and a few others directly connectecl with the manu- 
facturing department. The Student will be expected to write up the 
entire Set. 

.. 

I t  w~ l l  be observed t l ~ a t  me ha-~e debited Material Account, lrept 
under the titles "Dry Hide" ;tcct. and "Green Hide" auct. for all raw 
material purcliasecl. We have credited these accouiits and debited 
I1Tannery Stock" when this material was scut to the Tannery. We 
have Credited "Tannery Stock" ancl Debited "Mdse. Account" when 
the manufactured goods were returned from the Tannery. Under the 
heading '"Fani~ery Expease" we have kept an accou~lt of current ex- 
penses connected with the Tannery except "Bark," for which we have 
opened a separate account. Salary account or any other brancli 
might be kept separately when desired and closed either into "Tan- 
nery Expense" or directly into "Tannery Stock." 

250 Sides in Beam House Cost.. . . . . 
800 Sides in Yard Cost.. . . . . . . . . . . 

DR. TANSERY STOCK. 
-P---- - --- CR. - 
.- -p-- - -- p 

18S6 Hides.1 L.F. 
- - 

11886 1 I Sides. l L. F. I 
I-- l I 

j Tannery and Fixtures.. . . . . . . . . . . 

l 
I 

Sept 7 To(:. Hide Act 200 ' 1444 65 Sept 26 By hldse . . . . .! 300 1 ' 1906 50 
14 ,, Dry 150 ~ l !  95 1 30 U Inv~ntory  1060 4693 -50 
1 6  I 200 1 

30 ,, Tan'ry Ex- 1 1  

pense . . . . 600 
:3O ,, Bark Ac't, 

180 cords.. 
, I,o.> ,t ( : , 1 i 1 1  

MERCHA~DISE. - -. . -- - 
p p --pp- - 

Sides. lL.F. 
p-p-- 

(18861 ' 1 Sides. I j .F . '  

Sept 1 To Stutlent . . . 450 2518 25 
26 Tan'rySt'ck 

Ac't. . . . , j! 300 l!?! 60 
, ,  Los* ,k C:an~ ,b., 27 

/ 

GREEN HIDE ACT. - - - -p- - ----p p- - - p-- -- 

18861 p --- - 
P- 

]Hides. L.E - 1886 / Hides. L P  I , I- 

Sept: b1BY Felix Sl~aw 10 2301 
6 ,, F. A. Scott. 50 260 50 

10 ,, M. Sills. . . 50 421 25 
15 , t  Felix Shaw $5 523 80 
19 1 ,  F. A. Scott. 20 137 94 1 20 F. Scobell.. 300 2lS2 50 
:3O ,, 111veutory 323 1430 0:: 

Sept 1 To Student . .  . l 88200 
,, F. S. Oliver 200 1038 45 
,, City I3ank. S2 50 

t l50 843 66 

DRY HIDE AC'T. - - p p- - . p - . - .- - - - . --pp-- - 

1886 -- -- 
Hides. L.F. 1 1886 Hides. 1L.F. ' 

- 
Sept 1 4 / ~ ~ ~ a n ' r y S t c ' k l  

Ac l..... 1 5 0 '  l 8 8 2  
1 8  ! q  Tan'rySt'ckl 

, Ac't.. . . . .l 200 1120  95 
30i Inventory 130 1 543 (ici 

-- - BARK Ac'T. -p. - - -- - - - 
-.p- p 

1886~ cirtis. - L.F. _'_ ))1!!86 -, Cords. L.F. 
-1- 

-- - 
l - 1 -  

Sept 1 To Student.. 130 ' 819 00 
4 ,, A. Oldrieve 200 1372 13 

19 Cash. .  . . . 72 50 
24 . . . . . 120 71400 

1 

1 To Student.. . . 200 1300 Sept 3 0 ! ~ y  Tan'ry St'k 
16 ,, City Bank 600 39001 Act.. . . . . 180 1117000 

l 1 1 ,, It~v' ty Act .  620 l' i , I 
4030 00 

l 

Sept  7 ~ a n ' r ~ ~ t ' c k l  
Ac't. . . . . . ' 200 I iI411/65 

23, ,, ~ a n ' r ~ S t ' c k (  l 
Ac't. . . . . . I  130 pl9i00 

:10 ,, Inventory 1 l20 / I  i14 00 

-- - -. T 4\SERY EX~EESE Ac'T. 
-- 

-(- 214 Sept 7 To Cash . . . . . . . . . 
91 l t . . . . .  . . . . . .  

l , ,, . . . . . . . . . . .  I 1s  
2 8 , ,  ,, . . . . . . . . .  27i1 

ISept 18861 :30 
1 

i I 
I 

By Tai 'ry Stock IcL. I 600 



TRIAL BALANCE-SET VII. 
DR. CR. 
p--- 

, , 
I . . . . . . . . . .  Student 

. . . . . . . . .  I Cash . 
. . . . . . . . . .  I City Bank 

hlerchandise . . .  . . . . .  
. . . . . .  TanneryStockAccount  

. . . . . .  1 Expense 1 0  

. . . . . . . . .  ' Bark Account 
. . . . . . . .  1 Bills Keceirahle 

. . . . . . . . . . .  Interest 
. . . . . . .  Dry Hide Aczonnt 

Green 9 7  ,V . . . . . . . .  
. . . . . .  Tanneryand Fixtures 

. . . . . . . . . .  F. S. Olirer 
. . . . . . . . .  A. Oldrieve 

. . . . . . . . . .  Felix Shaw 
. . . . . . . . .  F. A. scott 

. . . . . . . . . .  Fred Scol,ell 

. . . . . . . . . . . . . . . . . .  . Capital on Commencing Business.. .l23519 25 
. . . . . . . . . . . . . . . . . . . . . .  Net Profit on Closing ,, 1311 89 

,, Capitall l  t -  ,, . . . . .  . . . . . . . . . . . , . .  ..24831 !-I-- I==_ 14 

Ledger Accounts, with nnmber of lines each, Student G lines, 
Cash 10, C ~ t y  Baulr 10, Mdse. 12, Tannery Expense 7, Tannery Stock 
12, Dry Hide and Green Hide Ac'tu eacl~ 8, Bark Ac't and Bills Re- 
ceivable each 6, Bills Payable Interest aud Discount, Tannery arid 
Fixtures, F. S. Oliver, A. Oldrieve, M. Sills, Fred Scobell each 5, 
Felix Shaw, F. A. Scott, Loss and Gain each 6, Balance 1 5  lines. 

78.-HANDS REGISTER. 

I n  an extensive rnanufactory a book called the Hands Register is 
usually kept iu which is entered the weekly earnmgs of and p a y m e ~ ~ t s  
to all employees, The forrli below is the most simple and complete 
tliat we have seen. 

. The employee's time is '.mizde up" from the Foreman's Time 
Book, see Form -, and the amount due each is entered in the first 
vacant Cr. colil~un oppos~te his name. When they have been paid 
tlle amount each hits received is placed i n  tile Dr. colnmn opposite his 
name thus balancing the column. Tlie Footing of the Hand Register 
is entered on the Credit side of Cash Book, By Labor Ac't, or "Tan- 
nery Expense since no separate accoilnt is kept wit11 labor. 

H A N D S  REGISTER. 
-p- -- 

I T)r. I i l  Cr. I ! I /  I 

\V. Jones.. . . . . . . . . . . . . . . l  -]O 50 16 $0 
S. Brown.. .............. 11 75 
J.IVilson . . . . . . . . . . . . . .  2 i l /  j I/ 
D. Johnson.. ............ 
Robert Ray.. . . . . . . . . . . . .  

. . . . . . . . . . . .  1\'1n. Hishop. 
Thos. Place.. . . . . . . . . . . .  

\V. J .  Ovens (Foreman). 

FOREMAN'S T I M E  BOOK. 

p-- 

P- NAME. ( M / T  /W l T ( F /  S ( Total /(Daily 7Vageslj Amount , (  REMAHKS. 

W Jones ..... 
S.Brown ...... 
J. Wilson . . . . .  
D.Johnsou . . . .  

.... 
14 50 ... 

-- - . . .  
-- 



THE FUEL BOOK, 
As its name implies, contains a statement of tlie amount of fuel 

l~urchased, from whom, and wllell purchased, togather with the price. 

SET EIGHT. THE FREIGHT BOOK, 
Co~ltains a classified list of the goods received for transportation. 

Beitlg plainly arranged, it exhibits its features and use witllout further 
explanation. 

Books used are : Hand's Register, Cabin Passage Boolr, Freight 
Book, Casli Book, Fuel Book, Jonrnal and Ledger. 

REMARKS. 
81. T21c books of Steamboats, like tliose of any other business, are 

kept in various lorrns, but t l ~ e  principles of accounts, when tllorough- 
ly mastered, can be readily adaptecl to any f ~ r m  that the peculiarities 
of tlle business may require. 

We present here the fprm of boolis usually liept by the vessels 
wl~jcll navigate the lakes and rivers of our country; and as  a short 
treatise on this subject will be quite sufficient, we hop.: that all t ha t  
is  said will be carefully studied. 

THE HANDS REGISTER, 
Contains the name, occupation, etc., of encli elnployd, and is simi- 

lar in use to the Time Book iu tlle Manufacturing Set. I t  is used to 
record the amount of labor performed and paid for. 

'I'HE CABlN PASSAGE BOOK. 
I s  illtended to record the narnes and numbers of tlle passengt;rs, 

tile places of e~nbarkatioll and destination, and tlie amount of fare paid. 

THE CASH BOOK, 
Is  made up from tlie items recorded in tlie above books, r-lnd from 

it and the Jourrial the entries are posted to the Ledger, which is the 
same form as in general use. 

TRANSACTIONS. 

1, JUNE, 1886. 

A. B. Smith and J. Coon liave jointly purcl~ased the steamer 
Gypsy" from the former owners, and will retain the present crew, 

the vessel to ply botweeil Kingston and Toronto. Each invests 
$50,000 and give their joint note a t  six moiitlls for $65,000, 

J. Coon advances fur incidental expenses $2,OCO, to be returne,l 
to him froin the recei2ts of tlie vessel. 

Paid Breck & Bootll, I<ingstoa, Cash for 150 tolls Coal a t  $1.25, 
$637.50 ; W. R. hfcRae & Co., for provisions aucl general supplies, 
$745.80. 

Reccived from Cllown k Cunningham, Iiingston, to F. Pllilips 'P: 
Co , Port Hope, marliecl F. P. & Co., 400 Parlor Stoves @ $1.60, 
$600. 

From tlie szme firm, to A. TV. Dakin, Toronto, marliecl A. W. D., 
3.50 Parlor Stoves a t  $3, $1,C50. 

From W. G. Campbell, Iiingston, to A. J. Holmes, Cobourg, 
~nnrked A. J. II., 500 bbs. XXX Flour a t  $1.25, $625. 



Received the following passel~gers at the port of I<ingston : Geo. 
Stuart, for Cobourg, $7.35 ; W. Hogl~es, Cobourg, $7.35 ; J. B. 
Reid, Port Hope, $7.55 ; A. R. Clarlr and wife, Toronto, $28.fj0; 
J. B. Hall, Toronto, $14.30. 

a 
Bought of E. E. Clarlc, Coboorg, for Cash, 75 Tons of Coal a t  

$3.50, $262.50. 

Received at port of Cobonrg from J .  E. Wilson to Fleld & Co., 
Toronto, marked I". B Co., 1900 bushels of Barley a t  15cts., $285. 

Received from A. J. Holmes $625 for freigllt on Flour sl~ipped 
11i1n by W. G. Catnpbell, Kingston. 

Received at tlle port of Cobourg t21e following passengers : Guy 
Clinton, Toronto, $7.35 ; G. 8. Akron and wife, Toronto, $14.70. 
Paid wharfage a t  Cobonrg $7.50. 

Delivered to tlle agent a t  Port Hop6 the goode consigned to F. 
I'hilp Bi CO., the freight being unpaid is charged to F. Philp & CO. 
Paid wharfage a t  Port Hope $5.40. 

Received the following passengers a t  the port of Port Hope : A. 
TV. Jarvis and wife, Toronto, $13,80 ; H. Jacli, Toronto, $6.90; W. 
J. Craig, Toronto, $6.00. C 

Delivered to the egeilt zt Toronto t l ~ e  goods consigned to that port. 
Received cash for freigllt on goods coilsigned to A. W. Dakin $1,050. 

Paicl wages fur trip, per Hands Register, iu Cash, $108.50. 

82.-HANDS R E G I S T E R - S T E A M E R  "GYPSY." 
-- - p-. p----- -- . . - -- - - -- -- p- -p--- - --p 

h 1 O c i o i .  1 . / F"ai1*' ' 1  ployed Time po. MO. 1 Due. 1 1  f'cci(l.1 
J. I3lack. . . . .  ' Captain 
A. l,. Daris . . .  I Pnrser 

Jnne 114 days/ 200 
,, 1 ,  !, I! l 150 
II t j  !l j~ 175 
I! V !  ,I !, 100 
, ,l !! I 75 
I ,  1, l, I, 8.5 
, , l  ,, !! 120 
II 1, t j  t j  60 
I, I , , ,  1, 55 

65 
11 !l 40 

I, 1, l, I, 3.5 

Wages paid this tr i  

A. Jack.  ...... 
H. Cornlack. . .  
F. Bullis.. .... 
\V. Gill. . . . . . .  

l'. 1)ooly.. . . . .  
.... S. Harris.. 

. . . . .  J. l'nrdy 
1). J. Laucler. . 

. .  J. 1'. Byers.. 

P . .  

Pilot 
Mate 
Steward 
Carpenter 

!, 

Cook 
Cabin Boy 

Deck Hallcl 
1, 

83.-CABIN P A S S A G E  BOOK. 
--P-- 

- - -- .----p- -pp - -- 

,Vame. 

.............. (+ea. Stuart.. 
'CV. Hughes.. . . . . . . . . . . . . .  
J. B. Reid . . . . . . . . . . . . . . . .  
A. R. Clark anrl wife.. . . . .  
J. 12. Hal l . .  . . . . . . . . . . . . . .  1 ,  

. . . . . . . . . . . . . .  (iny Clinton Cobonrg 
. . . . .  (:. S. Akron anti wifc. 

A. W. Jarvis and wife. . . . .  Port Hopc 
H. Jack.  . . . . . . . . . . . . . . . . .  I I  II 1 27 1 6$90 
W. Cmig . . . . . . . . . . . . . . . . .  

L. A. Fell.. .. . I  Enuineer 

-- - 
*D.  P .  B.  stands for Deck Passage Book, a small memorandum book in which a record of the 

deck passengers is kept. The total receipts of this book are transferred to the Passage Book before 
postinp 

NOTE.-Sometimes Through Tickets are issued by boat-, and passefigers re-sh~pped on other 
steamers or railways. In such case Passage Account may be credited with the whole fare and debited 
with the cost of re-shipp~ng. The same rule is also followad in re-shipping freight. 

The Manifest is a statement take11 from the Freight Boolc show- 
ing a list of the goods on board. I t  is usually made out and placed 
near the clerk's office, for the inspection of shippers. 

&+-MANIFEST OF STEAMER "GYPSY." 
J. BLACK, Master. 

85.-FUEL BOOK. 

. . . . . . . .  F. Philp $ Co.. 

. . . . . . . . .  A. W. Dakin. .  

. . . . . . . . . .  A. J. Holmes.. 

. . . . . . . . . . . .  Field $ Co..  

- p - - --p- - 
Y'OILS Cords 

Date. 1 Where Bon<ght. ) Coai I FVood. / l Rim .  I /  Amou?~f.  ( 1  Recld Payment. 

Port Hope 

Toronto 

Cobonrg 

Toronto 

1886 
June 1 

,, 2 

F. P. 8: Co. 

A. W. D. 
A. J. H. 

F. Co. 

400 Parlor Stoves 

350 Parlor Stoves 

500 bbls. XX Flour 

1,900 bus. Barley 

Killgsto~l 
Cobourg 

150 
75 

4 
3 

25 
50 

637 50 
262 50 -=l- --& - - 

Rreck & Booth 
R. E. Clack 



Shipper. 
--P - -- 

W. c;. Canrpbell . . . . . . l  ]A. J. Hol~nes I Cobourg I-%. .J. H. 

J .  E. I\'dsun. . . . . . . . . / Cobonrg IField L Co. l Toronto IF. L Co. 

NOTE.-In case you pay anothor Stoamer or Exp~ess  Co. back chnraes on frelpht rocelved from 
them, onter ~t In the column kept for that purpose and place a ticket for the amount in your Cnsh 
drawer, which you can count as Cash untll you recelve payment from the lormer company. 
- - p - 

Date. 1 L F.1 I l Passage. I I Freiyht. 1 (lmdrie.x.  

Passage ........................ .. 
Freight . . . . . . . . . . . . . . . . . . . . . . . . . . . 

E,",~I/ 
11 2 

1886 
June l 

_ _ _ _ p - _ _ _ _ _ _ _ / - - l - -  

Steamer Gypsy (part payment). . . 
Store Acct. Supplies a t  Kingston 745 1 80 I 
Expense, Wharfage a t  Cobonrg . . 

I! ,I Port  Hope 
Wages as per Hands Register. . . . 108,50 
Fuel ,, Fuel Book . . . . . . . . 
Wages . . . . . . . . . . . . . . . . . . . . . . . .  
Stores . . . . . . . . . . . . . . . . . . . . . . . . 
Fuel. . . . . . . . . . . . . . . . . . . . . . . . . . . 

Balance. . . . . . 

I 1.1 
l 1  - i 

A. n. s~niti i ,  rnre~t1nei;t. . . . . . . . . . . 
J. Coon, 1, . .......... 
J. Coon, advance made to ship. .  . . . . 

1 
Passage as per Yassage Book. . . . . . . . 
Freight Freight , I  .... .... i 

l 1 I 

120 
I i  l 

1675 



. . . . . . . . . . . . . . . . . . . . . . . . .  Stcmncr "Gypsy". 6 5 0  
To Bills Pay. . . . . . . . . . .  

Gavc our Note in part pay~nezrt of  thc vessel. 

P. l'hilp . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
To Freight. . . . . . . . . . . . . .  

Freight ~ulpnitl per Freight B o o k  . . . . . . . . . . . .  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  A. Smith. .l1 285 
I ( To Freight ............. 

Freight u~~paicl  per Frciyltt R o o k  . . . . . . . . . . . .  I l 
CVages Accou~lt . . . . . . . . . . . . . . . . . . . . . . . . . . .  

To J. Black.. 
1 

. . . . . . . . . . .  201 B5 
,, A. Jack . .  . . . . .  1 / / /  2 i 3 0  

. . . . . . . . . . . . . . . . . . . .  Salaries unpaid to date. 

NOTE.-Post from the  Journal and Cash Book the s u n e  as in all formor sots. Allow sevon Itnos 

fo r  each of the Ledger head~ngs. 

T R I A L  BALANCE. 
DR. CR. 

- pp 

p-- - -- - 
I I I , I  l 

A. R. Smith.  . . . . . . . . .  
.J. Coon . . . . . . . . . .  

. . . . . . . .  Steamer "Gypsy" 
Cash . . . . . . . . . . .  

. . . . . . . . . .  Bills Pay. 
. . . . . . . . . .  P. Philp 
. . . . . . . . . .  A. Smith 

Passage . . . . . . . . . .  
. . . . . . . . . . .  Freight 

Stores . . . . . . . . . . .  
Fucl . . . . . . . . . . . .  

. . . . . . . . . .  Expense 
\\'ages . . . . . . . . . . .  
J. Rlmck . . . . . . . . . .  
A. Jack . . . . . . . . . . .  

Q.-JOURNAL ENTRIES. 
I n  the usual course of business we often find transactions to jour- 

nalize for wliicli no general rule can be given. Below we give R 

number of transactions together witli the journal entries for tlie same, 
$lustrating tlie best form of maliing entry for, renewing and discount- 
ing notes, in case of protest, cross entries (when tlie wrong account 
lias been debted,) writing off bad debts, compromising witli insolvent 
debtors, return of goods, not being according to order, or a rebate ill 
price, to correct errors in interest, etc. 

1.  Our note No. 7, due this day a t  Foderal Bnnk  lias becn reliewed 
by givillg a ~ ~ e w  note a t  GO days disconnt 6,'". Face of note No. 7, 
$250. 

2. A. L. Davis' note, clated Jan.  8, 1886, a t  00 days, for $650, 
endorsed by me and discounted a t  the Merchant'; Bank, lias been 
protested for non-payment, rcturned to me, and I liave paid it by giv- 
ing a new note a t  30 days for sucli a sum as would cover tlie face of 
tlie old note, and $3 protest fees, after being discounted a t  670. 

3. Had A. R. Hasliins' note of $176.50 and interest a t  G $ ,00  days 
to run from 15 Marcli, 1886, discounted at D. C. Bank. 10 April, 1886, 
a t  G $  and tlie ceL proceeds placed to our credit. 

4. J. Coon, Trenton, lias returned 4 bbls. Crackers a t  $3.60, not 
being tlie kind ordered. We pay $1.75 freight wit11 cash. 

5. Sold S. A. Carr, Mdse. invoiced at $75.40, I find afterward 
that the booklieeper made a mistake in journalizing tlie account and 
debited S. A. George for the amount. V h a t  entry sl~all  we now make 
to correct tlie error ? 

G. 7th April, 1886, we compromisrci with L. A. Fell, for liis Ndte 
for $78, due 22 Feb., 1886, wliicll we hold, lie to pay us Casli in full, 
for tlie interest from 22 Feb. to date, at B$, and 45$ of tlie principal. 

7. As an endorser on R. Gowdy's Note of $950, you pay tlie Note 
and $1.60 protest charges, with Casli. 

8. W. Cannem 8~ Co., Trenton, claims a11 allowance of 3c. per lb. 
on 720 lbs. Rio Coffee sold to tliem on tlie 29 ult., Lecausc not np to 
sample, nliicli we linve allowed. 

9. We liavc on our Ledger the following accounts coilsidered bad 
wliicli we wisli to be written off: -A.  Clarli, $240 ; It. Elucli, $75 ; 
E. Trusty, $90. Give Journal entry. 



10 . Jan  . 15. 188G. received for J . SW ft's Note of $500 and $G.40 
Int., Casli . Bills Rec . was credited for tlic full amount and tlie error 
was not discovered uritil me tried t , close our boolts ; n~11at entry can 
we malre to correct tlie error ? 

11 . Sent my agent (Geo . I3rown) a cllcclr for $300. to be used in 
repairing buildings on my farm . 

12 . N . Harter buys out G . Martin's entire i ~ ~ t c r e s t  in the fir111 of 
Reid. Keniiedy & Co., for $1.500 . Harter gives liis Note a t  G nlontlls . 
What entry will be inade in the firm's boolts if tlie b:llance of Martin's 
stock account is $1,325.50 ? 

13 . L . Wilder presents to us for acceptance. A . V . Kane's draft a t  
30 days' sight for $1.200 . Gut. being in need of fnnrls. L . Wilder 
offered to accept Casli on a basis of present wortli. interest 8$ . WO 
gave them our clieclr for present worth . 

14 . Accepted H . Cormaclr's Draft a t  10 days' sigllt in favor R . A . 
I3ell. payable a t  tlie D . C . Banlr. for $8.750 . 

(1 )  Bills Pay ............................ $250 00 
In t  . b Dis .............................. 2 G5 

To Bills Pay ............................... $262 G5 

(2) A . L . Daris ......................... $653 00 
. ............................. In t  ~k Dis 3 G 1  

To Bills Pay ............................. GljG 61 

. . (3) D C Banli ........................... $17G 23 
In t  . (k Dis ............................... 1 00 

To Bills Rec .............................. 175 60 
" In t  . & Dis ............................ 2 72 

. Or D . C Banlr ............................ $176 23 
To Bills Rec ............................. l75 50 

In t  . & Dis ......................... 73 

....................................... (4) Mdse $15 75 
To J . Coon ................................. 14 00 
" Cash ................................. 1 75 

. . .............................. (6) S A Carr $75 40 
To S . A . George ......................... 75 40 

(F) C;~sli ................................... $36 G9 
L0.s and Gain ......................... 4 2 0 0  

To Bills Rec ............................. 7 8 0 0  
In t  & Dis 59 " . ............................. 

(7) It . Gomdy ............................. $951 50 
To Casli .................................. 951 50 

(8) Mdsc .................................... $21 GO 
To W . Cannem & CO ................... 21 GO 

(1)) Bad debts account .................... $405 00 
To A . Clarlr .............................. 240 00 

R . Bla. cl< ............................. 7 5 0 0  
" E . Trusty ............................ 0 0 0 0  

................................ (10) Bills Rcc $ 6 4 0  
To In t  . fi: Dis .......................... G 4 0  

(11) Gco . Brown ............................ $300 00 
To Bank .............................. 300 00 

. (12) G hlartin .......................... $1. 325 50 
To . N . I-Iitrter ............................. 1. 325 50 

(13) 8 .V . I i ane  .......................... $1. 200 00 
To Citnk ................................. 1. 101 27 
" In t  . & Dis ............................ 8 7 3  

. (14) H Cnr~nacli ....................... $8. 750 00 
To Bills Pay ............................. S. 750 00 

NOTE.. For NO . 9 above. open a bad debts accoullt in the Ledger and under 
this post each name with the amount . This gives a chance to find what their 
account was if ally of it should ever be received . At the end of a year if pre- 
ferred the Bad Uehts account may be closed illto "Loss and Gain, " or carried on 
as a "Resource.. 



BANKING.  

Canlting is so intiinatEly connccte~l wit11 t l ~ e  business interests of 
our country, labor, capital and coillmcrce are so fully represented as 
to illalre it indispensable that tlie business nian sliould becomc ac- 
quainted with its general routine if not familiar witli its details. 

Wllcn it is desirable to open an  account with a bank you sliould 
call upon the manager, who, if satisfied as to yonr integrity and sol- 
vency, will supply you wit11 Pass Boolr and all necessary blaahs, as 
Deposit Slips, Checlis, etc. 

When you wish to make a deposit, enter 011 a deposit slip your 
name and tlle date, the description of tlle deposit, wlietlier 13anli 
Notes, Checlis, or Specie, according to the printed form of slip. Write 
also tlle amount of tlle deposit. Hand this slip, together with yonr 
deposit and Pass Booli, to tlie Teller, who will count the deposit, a i d  
if it agrees with the slip, he bill credit you in the Pass Booli. Wlien 
you leave a Note or Draft for collection, an entry will be made ill tlie 
Pass Book, but tlie amount will not be entered into the money colnmn 
until the collection is made. 

If you have a note discountcd and tlie proceeds placed to your 
credit, tlie entry will be made in your Pass Boolr to your credit for the 
face of the note less the discount. 

Tlie entries in tlle Pass Boolr are made by tlle Teller or Ledger- 
Beeper, and are your receipts for tlie amounts you have deposited. 
At tlie end of eacli molltll you sliould send yonr Pass Boolr to t l ~ c  
Ledger-lteeper, wlio will enter the amounts withdra~vn by you during 
the month, and balance tlie account. TVlien tlle boolr is returi)ed 
you should see that it agrees with tlie account you have lrept. 

Check Book.--In this book are printed blank clieclis, liaving a 
margin on whicli you write tlie number, amount, to whoin given, for 
what, and tlle date, for eac l~  clleck you give out. On the Stnb of tlie 
opposite page may be entered all deposits, in black ink, and the witli- 
drawals in re1 iak. From tllis record we can easily ascertain tlie 
balance to your credit in tlic bank a t  any time. See form page 163. 

Checks are payable on presentation and should be drawn only by 
persons llaving money to their credit in the bank. 

I f  a Clieclr be dramn payable to t l ~ e  "bearer," it may be transferred 
witliout indorsement,, and is payable to tlle olle wlio presents it. 
Where a Check is drawn payable to a person or "order," it must be 
indorsed by the person in whose faror it was drawn before being 
cashed by the bank. 

I t  is always s a f a  to draw your checlis in this form, as tlle Banlr 
will not pay tliem until indorsed by tlie proper person, and having 
been tlius indorsed they serve as receipts. 

If the Banlr refuse payment on a cliecl; because tlle nlaker has not 
sufficient to his credit to meet it, the check may be returned alld the 
malrer held responsible. 

The liolder of a check may .incur responsibility by neglecting to 
present it for payment within a reasonable time. 

When sending papers to tlie Bank to be cleposited, marlr "For 
Deposit" on eacli above your name. 

Checks, whether clrawn payable to "order" or '6bearer," illust be 
indorsed by the depositor. 

I11 filling out a checlr, place the amount in figures in the upper 
left hand corner, and also write i t  out in words in tllo face of tlie 
clieclr. Rule up any unused space so that no addition can be made 
by insertion. 

A Certified Check is one that lias been "marliecl" good by the 
Cashier of a bank, tlius maliing the bank respoiisiljle for it. TVlie~l 
tlie bank certifies a clleclr for you, you sliould credit tlle banlr for tllc 
ainount on the stub of your check book. 

A Certificate of Deposit is a receipt given by a banlrer for money 
deposited, and is often used ill making remittances. They may be 
:nade payable to the order of the depositor. 

Remittances are usually made by Drafts or Bills .of Exchange, 
wllicli may be purcllased at tlie banlr. 

D I S C O U N T I N G  N O T E S .  

ill1 Notes for discount sllould be presented to the Llanagcr, wlio 
will decide whether they are to be discounted or not. 

Notcs for discount should have at least one name besides t l ~ e  malier 
on tliem, either as drawer or indorser. Tl~ey sliould not have Illore 

than three months to run before maturity. 



Banks do not usualIy discount paper for persons who are not re- 
gular dealers in the bank. 

Notes for Collection should be sent to tlie banlr some days beforc 
maturity, tliat proper notice may be given to the makers or indorsers 
of the note, or in case the paper is payable a t  a distance, to send it to 
the place where it is payable. 

If you are placing a paper in tlie banli for collection on whicli you 
do not wisli to incur cost of protest in case of non-acceptance or non- 
payment, you can attach a slip of paper wit11 the words, "Not to 
Protested- talie this off before presenting," and if the paper be not 
paid tlie banlr mill return it to you. 

Transact all business with tlle banli as early in the day as poss~ble. 

'THE B A N K  ROOK. 
I n  this book the Receiving Teller enters tlie amount of your depo- 

s ~ t s  upon the left-hand page. Once a month, 2r oftener if you desire, 
t l ~ e  checks you have drawn are written up on the right hand, and 
accoun ts balanced. 

Dr.  Dominion College Bank in account wi th  H. Jack. C r .  
-----p -- -- 

1201~0 Balance 

. 
16090 1 

460 84, -- 
2128 55' 
== = l  452 14, / -- 

* Red Ink. 

By Balance * 
Twelve Vouchers le- 1 1  - 

10 
13 
13 
14 
16 

turned * 

11 Stewart, 
1 1  Note, 
I, Cash, 
11 , I  

1 ,  17 

/~ )akln ,  hoohkeeper. I /  1 

THE CHECK BOOK. 
I n  this boolr are printed blanli checks. I n  tlie margin of t l ~ e  rlglit- 

hand page you write the number, amount, to wllon~ given, for mliat, 
and tlie date, The amounts clepositcd arc entered on the stub of tlie 
oppoqite page. By subtracting the amount drawn orit from the 
amount deposited, we can a t  any time asccrtan~ tlie balance of cas l~  
to your credit in the 13ank. 



CER TIFICA TE 0 F DEPOSIT. 
&Afi&&b& - c & d + L & L % A  A .-->X &+-L 

$2,000. K,om 

g3&ggpyq&ag@Q ~ & s a  
* . %  , - ~ ~  W.% ~ , ~ \ , > ,<B 

4 y & + s , # n .  984 1886. 

t o  krti$y9 /Lad& G# @dOgZ 
J$oddcL  C L  /AJ &a7?74 &Lo ~ ~ f i ~ d ~ m d @ u L  
A*d, /a7RJA h & @*A& { J G$? @dugz, 
09% & t : 6 h i , ,  U/&L> '@,//~CZA. 

NO. 40. J .  B. McKAY. Cashier. 7mvw-y>7 . - y , m r q  

BANK DRAFT. 

! To i%fERCllrlNT~S3 BANK, 
Ottawa, Out. 

A. McDOIVALD, Cashier. 

DEPOSIT TICKET. 
Upon this you c~lter the amount of Deposit, the kind of F~ulds tlepositetl, 

with the date. This must ;tcc:onlpany each 1)eposit. 

Depo8ited ill 

@ag&rttsja $jjadlegq @an49 
B y  - Isaac Wootl, - - 1s t  J~ci~e ,  1886. 

- -P - . 
- -- -- F - -p - 

................ l ~ i l l s  ! ~ b e a k s . .  . . . . .  .$30 
I! ........ 25.50 

. . . . . . . . . . . .  Specie.. 

BUSINESS FORMS. 
BILLS. 

T E R M S  30 DAYS.  

I I r pn. 8 m t c A  %weed (78.5 - at $7 l / I  l 

Paud+f JAMES REDDEN. 
T E R M S  CASH. -- 

---p- 

GO &. g a r i u & M  & y a r  at 703 c 

700  &a. k?$uaAed 8t6ya.t - a t  72c 

SO dose3 &? 7 k ? a d & 3 ,  7 4 3  &d., at I 5 c  

5 days &io &@G, 750  &a., a t  7 ~ 4 c  

p- 

1 6 

l I2 
1 2 7  

3 0  

4 5  

p 



CRELIlT NOTE. ACCOUNTS CURRENT. 
Accounts current are statements in detail of t l ~ e  business transac- 

tions between two llouses shoxving the balance due a t  the date of set- 
tlement. They are a trailscript of tlle Ledger accounts, wit11 tlle 
addition of certain details tnlien from other boolis. 

Accounts are sometimes averaged. See explai~ation ~uldei  .'Aver- 
aging of Accounts." 

EXAMPLE. 

Jan. 1 Balance, Interest. '7 i 

1886 
Oct. 

Nov 
Dec 

1 ........ 1 To Ralance.. 
16 ,, Mdse. @ 30 days . 
27 ,, @ 30 days .  
18 1 1  1, Net Cash.. 

MONTH1,Y STATEMENT. 

J. R. MCKAY. CR. 

Kitzgstoiz, Otzt., J ~ i l y  19,  1886. 

,!lcssrs. lhillis $ Co., 
To ilIcNEE c& BZISXES, Dr. 

. . l  
1 :  

GENTLEMEN,- 
If we do not liear from you before August l s t ,  we 

will taltc t l ~ e  liberty of ~ I r l ~ w i ~ l g  on you for tlle amount. 
We are 

Respectfully Yours, 
McXEE & MINNES. 

1800 
360 
432 

p-- p- 

111 making up orders in wllolesale houses errors are sometimes 
made in Invoices, and sometimes the wrong goods are shipped. 
I n  such case it is the duty of the receiver to notify tlie house imme- 
diately. They then send him a 4cCredit Note," which is similar to 
an  Invoice, as will be seen in the form below. 

1886 
June 

71 
- 

..  18 71i l 1 - 1  

PROMISSOR Y NOTES. 

1 1885 
Oct. 
Nor 
&c 

1886 

hi'ngstoll, Oj~t:, J L ~ I L ~  14,  1886. 
Messrs. Bzillis (e. Co., 

Trenton, 
Creditcd by McNEE d2 ~IZINL\'ES. 

p- 

1 I 

I n  drawing a Note or Bill it  will bc found convenient to name a 
place of payment i11 the body, so that there may be a place where the 
bill or note may be presented tvhen due. 

31 
16 
4 

26 

Jan. 
1 

By Cash . l  ............. 
,t Note @ 30 days. .  .. / 
1 1  Cash.. ............ 
11 II .............. 

25 yds. Conodiolz Ticeed @ $1 

Short in  Il~coice of J~ ine  9. 

l 
g 

24 

14 

(NEGOTI.~CLE WITH INDORSEMENT.) 
$100. WINNIPEG, 1 Aug., l880 

Four montlls after date I prolnise to pay J a ~ n e s  Grallam 
or order One H~indred Dollars, value recei-led, a t  the Bank of 

1 Ry Ralarice Accou~lt. . .  890 l /I- 

1000 
600 
240 
300 

To illtlse. as per It~roice @ 2  nos., 
6 '  " ' 4  ', 0 4 "  
' c  6 '  4 4  " @ 30 dolls 

Cr.  
I ~ I J  Gootls ? se t t i r~~~d  

GEORGE DREW. 

NOTE .-These are uauslly prlnted m red ~ n k  to d ~ s t ~ z l g u ~ ~ h  them from the Invoices. 

1 
i 

(NEGOTIABLE WITIIOUT INDORSEMEXT.) 
$100. PRESCOTT, 1 Sept., 1882. 

Four montlls after date I promise to pay J. Deane or 
bearer Qne H~undred Dollars, value received, a t  my office in Prescott. 

WhI. STRONG. 

13 
I 



(SOS-EEGOTIABLF.) 

$100. OTTAWA, 1 Oct., 1883. 
Four lnonths after date I promise to pay R. Long One 

I-Iundrcd Dollars, value received, a t  the Banliing House of ......... ...... 
in Ottawa. 

B. SWIFT. 

J O I K T  A S D  SEVERAL SOTE. 

$100. BELLJ~ILLE,  1 NOV., 1884. 
Four ~nontlis after date we jointly and se~erally promise 

to pay L. Black, or order, One Hundred Dollars, value received, a t  
tlle Federal Canli in Kingston. P. GREEN. 

T. WHITE. 

(PRINCIPAL A S D  SURETY NOTE.) 

$100. TORONTO, 1 Dec., 1880. 
Pour months after date I promise to pay Wm.  Roberts, 

or order, One Htuldred Dollars, value received. 
A. W. THOMAS. 

I guarantee the payment of the above note. 
R. M. JOHNS, Surety. 

-- 

(DEMAND NOTE.) 
$100 MONTREAL, 1 Jan., 1881. 

On demand I promise to pay P. L.  Sharp, or order, One 
Hundred Dollars, value received, at (place of payment.) 

B. P. FLAT. 
-- 

PAYABLE I T  B.WK WITH ISTEREST. 

$!0G BROCKVILLE, 1 Feb., 1882. 
Four montlis after date I prsrnise to pay E .  F. Bond, 

or order, One Hnndred Dollars at tlie City Banlr, with interest, value 
received. J. B. FREE.  

Four n ~ o ~ i t l ~ s  after datc I promise to pay S. B. Foot, or 
order, One I-Inndrccl Dollars in hlarlietitble Wheat " at  tlie tlieil 
lnnrliet rate, tlie same to be delivered at tlie optio~l of the payee witlliil 
tlle limits of tlie town of Pertll. 

R.  A. HAND. 

DRAFTS. 
1.  SICiIIT DRAFT. 

$ a ~ ? # ~  TORONTO, Ollt., n J U I ~ ,  1886. 
At sight pay to J. G. Frost or order Fifty-sis ancl 

L)ollnrs, value received, slid cllarge tllc snlnc to accouiit of 
To A. h1. Mills, J. D. ICING R Cc. 

ICingston, Ont. 

2. nEM.\XD DRAFT. 

$120. TRENTON, Oilt., 14 Marcli, 1886 
On demand pay to tlie order of A .  Carter One Ilundred 

and Twenty Dollars, value received, ail6 charge tlie same to account of 
To IT. A. WILSON, J. S. MILLER. 

Osliama, Ont. 
3. TIME DRIFT. 

$245. ICINGSTON, Ont., 14 May, 1886. 
Tliirty days after sight pay to the order of F. Lalre Two 

I-Iundred and Forty-five Dollars, value received, and cllarge tlie same 
to acco~ult of 

To A. L .  HOWARD, F R E D  SC013ELL, 
Ottawa, Ont. 

NOTE.-In the above the tlme does not count untll the d ~ t e  of acceptanco. The draft mlgtlt 

r e d ,  "Thirty days after date," then the time would count from the date of the Dapcr. 

4. TI?IE DRZFT ACCEPTED. 

$140253- 
1 0  0 

KINGSTON, Ont., 27 May, 1886. 
Tell days after sight pay to A. E. I i enndy  or order 

One Hnndred Forty and Dollars, value received, and cllarge tlic 
sanie to account of 

To D. J. LAUDER, J .  B. REID. 
Montreal, Que. 

zrore.-In accepting the above draft it is ne3e~sary to give ths dnte of acceptance. It the draft 
should rend "after dlte" instaad of "after sight" then the date of acceptance is unnecessaly. 

SET O F  FOREIGK EXCHASGE. 

Esclia~lge for 275 .  I~INGSTON, Ont., 17 Aug., 1885. 
Thirty days after sight of tliis our first of Exchange 

(scco~ld and third of same date and tenor unpaid,) pay to I. Wood, or 
order, Seventy-five Pounds Sterling, value received. and charge tlie 
same to account of 

To J. CLARKE & CO, 
Banlters, London. 

J. B. McKAP tk Co. 



Exchange for £75. IIINGSTON, Ont.. 17 Aug., 188G. 
Thirty days after sight of this our second of excliange 

(first and tliird of same date and tenor unpaid,) pay to I. Wood, or 
order, Seventy-five Pounds Sterling, value received, and charge tlie 
same to account of 

To J. CLARKE $ CO, J. B. McKay (P: Co. 
Bankers, London. 

Exchange for £75. KINGSTON, Ont., 17 Aug., 188G. 
Tliirty days after siglit of this our tliird of exchange 

(first and seco~id of same date and tenor unpaid,) pay to I Wood, or 
order, Seventy-five Pounds Sterling, value received, and cllarge tlie 
same to account of 

To J. CLARKE & Co., J. B. McIIAY & Co. 
Bankers, London. 

ORDERS. 
An order is a written request to deliver or pay goods or money on 

account of the person wlio signs the request. 

O R D E R  FOR GOODS. 

$100. PICTON, 1 Jan., 1880. 
Messrs. Brown Bros , please pay R. Easton, or order, 

One Hundred Dollars ill goods from your store and charge to the 
acc~ul l t  of 

WM. DOWNS. 

(ORDER FOR MONEY.) 

$100. NAPANEE, 1 Feb., 18PO. 
Messrs. Wllson Bros., please pay to D. Lewin, or order, 

One H~ludred Dollars and cliarge tlle same to my account. 
N. SMALL. 

D U E  BILLS. 
A Due Bill is a written acknowledgement of a debt. 

(DUE RILL FOR MONEY.) 

$100. TRENTON, l Marc11, 1884. 
Due S. Ball for value received One Hundred Dollars. 

P. RAND. 

(DUE BILL FOR G o o n s . )  

$100. PORT IIOPE. 
Due L.  Peters for value received One ITundred Dollars, 

in goods from our store. T .  JOHNS. 

RECEIPTS. 
A receipt is n written aclinowledgement of having received n, certain 

a 1011. suin of money, or other valuable consider t '  
(RECEIPT ON ACCOUNT.) 

$100. KINGSTON, 20 Jan. ,  1882. 
Received from E .  Jones One IIundred Dollars on ac- 

count. F. PLATT. 

( R E C E I P T  I N  F V L L  O F  ACCOUNT.) 

$100. PRESCOTT, 2 FEU., 1884. 
Received from D. Hodgo One Hundred Dollars in full of 

account to date. 
S. KING. 

(RECEIPT I X  FULL O F  ALL UEXANDS.)  

$100. OTTAWA, 1 March, 1883. 
Received of R. Snlall One I-Iuiidred Dollars in full of all 

demands to date. D. M. BALL. 

(RECEIPT FOR RENT. ) 

$100. COBOURG, 3 April, 1881. 
Received from L. M. Fell One Hundred Dollars for one 

month's rent of store No. 142 King Street, ending 31 March last. 
F. R. HALL. 

(RECEIPT FOR A NOTE.) 

$100. BROCKVILLE, 10 Jan., 1885. 
Received from A. L.  F lyn i~  11is note of tliis date a t  Tliree 

months, for One Hundred Dollars, in settlement of bill rendered 12 
May last. 

(AGENT'S XECEIPT.) 

$100. GBNANOQUE, 1 July, 1886. 
Received of H. Doran, One Hundred Dollars in full of 

his account with R. West. M. A. KENT, 
Agent. 



FILING BUSINESS PAPER. 

The forms below represent Busiaess Paper, properly folded nild 

filed. t l s  the folding and filing of other papers (not represented) sllould 
be tlle same general form, we deem it ui~necessary to give them. 



BUSINESS CORRESPONDENCE. L E T T E R  INTRODUCING A MERCHANT. 

The ability to write a good letter is a desirable accomplislnnent and 
is of constant utility in every department of business life. 

Business correspoudencc is a subject of so varied and extei~sive a 
nature tliat it  cali llardly be deducted to rule or taught by precept. 
Tlle following suggestions may, llowever, afford some assistance : 

1. Use as few words as possible in a busiuess letter. 

2. Answer every business letter promptly. 

3. Copy all business letters you send out. 

4. State each pr~posit~ion so clearly that  there can be no mistake 
as  to your meaning. 

5. Your writing sllould bc plain and legible, no flourishing in the 
use of the pen or of words. 

6. Read your letter carefully, punctuate and make all necessary 
corrections before eaclosing it. 

7. Examine your envelope to see it is properly directed and llas on 
the necessary postage stamps. 

I n  the following forms of business letters we have eildeavored to 
introduce as great a variety as is possible in the limited space we linve 
for the subject. 

FORM O F  ENVELOPE SHOWIXG ADDRESS AND STAMP I N  PROPER POSITION. 

STAMP. l- 

PERTH, 1 March, 1880, 
MESSRS. JONES BROS., . 

Montreal. 
GENTLEMAZT,-T~~S letter will illtr0dl1~e to YOU Mr. 

McKay, a merchant of our town, who visits your city to purchase llis 
spring stoclt. M r .  McKay is a careful business man and punctual in 
meeting llis engagements. Any assistance you may be able to render 
l~ i in  will be consitlered as a personal fitvor and aclinowledged by 

Your friond, 

ISAAC WOOD. 

LETTER O F  CREDIT FOR PURCHASING GOODS. 

OTTAWA, June 10, 188G. 
F. X. COUSINE~U & CO,, 

Toronto. 
GENTLEMEN,-This will introduce to you, tllo 

bearer, Mr. A. Snyder, of this city. Should he desire to purcl~ase 
goods at your establislnnent you may consider us responsible for any 
amount not exceeding one thonsand dollars. 

Your obedient servants, 
ROTJ' & LOW. 

LETTER INTRODUCING A STUDENT. 

BATH, 27 May, 1886. 
MESSRS. MCI<AY SS WOOD, 

Kingston, Ont. 

DEAR SIRS,-Permit us to introduce to you our 
friend, Franli Pliilp, wllo is desirous of entering some good Institution. 
We are satisfied that W caunot more effectually serve llim tllan by 
recommending yours, and solicitii~g your influence in his behalf. 

Very truly yours, 
T. NAYLOB & Co. 



ORDELZ FOR GOODS. 

I<IRGSTON, Ont., 2 May, 1886. 
MESSRS. WHITE, DAVIS & CO., 

Montreal, Que. 
GENILEJIICN, -1'lease forward us per G. T. RR.  

the fo l loni~~g goods : 
3 Pcs. Englisli Tweed. 
'L '' Black Broailclotli. 
1 Fur  Beaver. 

On receipt of goods we will reinit cllccli for tlie nmo~ult. 
Bcspcctf~~lly yours, 

T. MOORE & CO, 

REPLY TO ABOVE 

MONTREAL, QuE., 4 May, 188G. 
T. bl00IlE k CO., 

KINGSTON, Ont. 

G E N T L E ~ ~ E N , - ~ ~ ~ c ~ o s ~ ~  please find Invoice and 
Bill of Lading of g o o h  s1iippe.l you this day ns per your order of 
tlie 2nd. 

We invoice tlie goods at our lowest cash prices. I-Ioping tliat all 
will be satisfactory, and soliciting your further orders, we remain 

Truly yours, 
WHITE,  DAVIS k Co. 

ENCLOSING STATEMENT. 

KINGSTON, Ont., 3 Marcli, 1886. 

A. E .  HOLDER, Esq., 
NAPANEE, 01lt. 

DEAR SIR,--Yo~ attention is called to tlie en- 
closed Stateinent of Account, sllowing balance in nly favor of $175.50. 
As this accou~lt is l o ~ g  past due, an earl~l  remittance will greatly 
oblige, 

Your obedient servaut, 

R. WALDRON. 

REPLY. 
NAPANEE, Ont., 5 March, 1886. 

R. WALDRON, 
I~INGSTON, Ont. 

DEAR SIR,-Yours of the 3d inst. is at hand. E n -  
closecl please fi~~ci check for balance of account to date. Please 
aclinowledge receipt, and oblige, 

Respectfully yours, 
A.  E .  HOLDER. 

COMPLAINING OF AN ERROR IN A BILL. 
DROCKVILLE, Ont., 3 Dec., 1886. 

MESSRS. J. D. I<IN(: & CO., 
Toronto. 

DEAR SIRS,-U~IO~ exarnini~~g bill accompanying 
your last lot of goods we find that we liavc been charged with 4 doz. 
pairs of boys' boots which we did not order or receive. We enclose 
bill and copy of the invoicd of goods that tlie error inay be corrected. 
We arc, gentlemen, Tours very traly, 

H. MOORE S: SON. 

REPLY. 
TORONTO, Ont., 4 Uec., 1886. 

MESSRS. H. MOORE & SON, 
BROCKVILLE, Ont. 

GENTLEMEN,--We regret that you were put to any 
trouble by tlie carelessness of a clerk, who l~aving proved liimself in- 
competent has left our service. We enclose tlie correct bill to you and 
oKer apologies for tlie error. Respectf~~lly, 

J .  D. Iiilig S: CO. 

NOTICE O F  DRAFT. 
KINGSTON, 10 Aug., 1886. 

MR. WM. STITT, 
PRESCOTT, Ont. 

DEAR SIR, -We l~avc  t l~ i s  day drawn oil you tlirougli 
tlie lIercliants Baulr a t  tliree days sight for tlie amount of your ac- 
cou~lt  as per statenlent enclosed. Please lionor and oblige, 

Tours tmly,  
JOHN A.. FELL.  



URGENT REQUEST FOR PAYMENT. 

XINGSTON, Sept. 12, 1386. 
W. C. CROFTON, 

BROCKVILLE, Ont. 
DEAR SIR,-We beg to call your attention to our 

letter of the 18th ult., inclosing statement of your account to May l s t ,  
showing balance of $350 due a t  that date. 

Your early attention to this matter will oblige. 

Yours truly, 

GEO. MYRTLE. 

POSITION VACANT. 

WANTED-An Assistant Booli-Beeper, one who writes neatly and 
rapidly, and who can bring good recommendations. Addross stating 
experience and particulars, '$A. B. C.," Globe Oflice. 

WANTED-A position as Book-keeper by a young man who has had 
three years experience in the office of a wl~olesale house. Willing to 
work for a moderate salary; best of references. Address, "E. F.," lllnil 
Office. 

ANSWER TO AN ADVERTISEMENT FOB AN ASSISTANT 
BOOK-KEEPER. 

KINGSTON, Dec. 10, 1886. 
MESSRS. WILSON BRLS., 

TORONTO. 
GENTLEMEN : -Having seen the enclosed adver- 

tisement in this morning's Strtr " I beg to offer my services. I am 
a graduate of the Dominion Business College, a i d  have one year's 
experience in the office of A. Gun11 & Co., Wholesale Grocers of this 
city. 

I am permitted to offer for reference tlle names of Kr .  J. H. 
hletcalf, M.P., Kingston ; John lUcDonald, Esq., of your city. 

Should you desire a personal interview, please address 

ANDBEW MILLER. 

ASKING INFORMATION O F  REFERENCES. 
TORONTO, Dec. 15, 1886. 

MESSRS. A .  GUNN & CO., 
Kingston. 

GENTLEDZEN,--R~T. Ai~drew Miller, who re- 
present Iiilxself as having been in your employ for a year, has re- 
ferred me to yon for testinlonials as to his character and ability. 

He is offzring his service as a booli-lieeper. I will tllanli you for 
any information as to his honesty and fitness for the post he seeks to 
fill. Yours truly, 

TVILSON BROS. 
-- 

REPLY TO ABOVE. 
KINGSTON, Dec. 20, 1886. 

MESSRS. WILSON BROS., 
Toronto, Ont. 

GENTLEMEN,-In reply to your favor of the 15th 
inst, we may say that Mr. Miller was in our employ for one year as 
booli-keeper. 

Doring that time he served us faithfully, and conducted himself i11 

all respects to our satisfaction. We would have retained him in our ser- 
vice, but he seeks a broader field of labor. Yours truly, 

A. GUNN 8r CO. 

SHORT FORM O F  RESIGNATION. 
KINGSTON, Oct. 1 ,  1886. 

~IQSSRS. A. GUNN & CO. 
GENTLENEN,-I herewith tender my resignatioil 

as Assistant Book-lieeper in your office. My lnbor in that capacity to 

cease Dec. l s t ,  1886. Yours truly, 
ANDREW MILLER. 

RECOMR/IENDING A UOOHNEEPER. 
BROCKVILLE, Aug. 1 ,  1886. 

Mr. D. H. Ellis having been in my employ for tlle past three 
years, it gives me great pleasure to testify of his abillty. IIe is a 
voung man possessed of great energy, capable and reliable. 

Accurate in acco~uits, ready and graceful as  a penman, he is n 
most useful Inan in the counting room. 

He leaves my el~lploy voluntarily and with my best wishes. 
JOHN DEVANA. 



BUSINESS BIEETING. RECOMMENDING A SALESMAN, 

I~INGSTON, Jan. l, 1886. 

D. H. Walker, who has been in iny employ for two years as 
Salesman, has given entire satistactioa. He is strictly lionest and re .  
liable, attentive to customers, carefal and obliging. I t  affords me 

pleasure to commend hinl as a first-class Salesman. 
D. HARDY. 

ANSWERING AN ADVERTISEhIENT FOR A TEACHER. 
NAPANEE, Aug. 6, 1886. 

MR. J. S. MILLER, 
Secretary of School Board. 

Centreville, Ont. 
DEAR SIR: 

I n  reply to your advertiselneilt io to-day's Global" for n 

Teaclier I respectfully offer my services for tlie positio~l vacant in 
your scho~ l .  

I hold a Second Class Certificate Grade 'A,' and have had fdur 
years experience as teacher in the blodel School of this town. 

I enclose testimonials from the Chairman of the School Board 
here, and from our Inspector, Mr. Burrows, whic11 I trust may be 
satisfactory to you. 

Sl~ould a personal interview be desired, please address as  above. 
Respectfully yours, 

DANIEL HANNAH. 

RECOllnllENDING A TEACHER. 
KINGSTON, A~ig. 1, 1886. 

JOSEPH BROWN, ESQ., 
MURVALE, Ont. 

DEAR SIR :-Ill reply to yonrs of the 15th ult., I 
most clleerfully recommend RIiss Annle Johrlson to the po3ition of 
Teacher in your school. 

Her professional training together with her high literary attainmcllt 
fit her to do successful ~vorlr in any scllool in wliicll slle niay be 
engaged. Yours respectfully, 

JOI-IN D. LEISH,  
Prin. Model Scll001. 

PRESCOTT, April 10, 1886. 
E .  S. WILSON, Xsq., 

JOHNSTON STREET. 
DEAR SIR : -A special meeting of the Public 

Scliool Board is called for to-night at 8 o'cloclt. Business very im- 
portant. Yonr are requested to be present. 

Yours truly, 
JOHN. L. BASS, Sec. 

ANSWERING AN ADVERTlSEMENT FOR A BOOIi-I<EEPEIZ. 

I<IK(;STON, Ont., l 9  Feb., 188G. 
DEAR SIR,- 

111 reply to your advertiselllent in to-day's Mrril for an 
assistant boulr-keeper, I beg to offer my service to your firm. 

I llave been in the employ of Mr. \V. J. Byrnes, of tllis city for tlle 
past two years, until he sold out llis business a few days since, liaving 
kept the boolts of his llouse during tlie time. 

He lrindly permitted me to refer to him for any testiinonial of cliar- 
acter or ability you may require. Sl~ould rny services be accepted, it 
will be my earnest endeavor to faitllfully and p~~nctual ly  flllfill the 
dut,ies required. I llnve the llonor to remain, 

Y ~ u r s  very respectfully, 
R. 8. WRIGHT. 

NOTICE O F  DISIIONORED NOTE. 

RINGS~~ON,  Ol~t. ,  9 Aug., 1886. 
A. A. HOLDEK, 

NAPANEE, Ont. 
DEAR SIR, -I regret to be obliged to notify you that 

11. Baster's note for $150, indorsed by you, became due yesterday, 

a13d on presentment to l ~ i m  lie stated that 11e was unable to pay it. I 
tllcrefore am obliged to Ioolt to you for payment, and trnst you will 
give the matter your immediate attention. 

Truly yours, 
A. hr. MILLS. 



INVOICE LETTER OF ADVENTURE. 

TORONTO, Oat., 21st Jan., 1885. 

B. S. DAY, Esq., 
hIontrea1, Que., 

DEAR SIRS,-IXerewith please find Invoice of Flour 
and Salt, sliipped you this day per G. T. H, R., to be sold on my ac- 
count. Please effect sales as so011 a? pwqible and remit proceeds 1)y 
Draft on New Yorlr. 

Respectfully yours, 

M'. J .  OVENS. 

Ittcoica of { !: '!ls' i i y  1 shipped per G. T. R R., 21st Jan., 1885, 

and consigned to R. S. Day, hIontrea1, Que., to be sold on com~l~issioa. 

ACCOUNT SALEE LETTER OF A CONSIGNI\IENT. 

TV. J. OVENS, 
Toronto, Ont. 

DEAR SIR,--Horewitll please find accouiit of sales of 
Flour and Salt received by me 22d inst., to be sold on your account 
aud risk. The goods arrived in good order, and met with ready sales 
a t  advanced prices. I have credited your account witli net proceeds. 

If the result is satisfactory, I s2iould be pleased to receive further 
shipments. 

Truly yours, 

It. S. DAY. 

dccoli,tt  Sales qf 30 bbls' 'loLir ' received per G. T. R R. 22d JCLn., {so sa l t  j 
1865, from W. J. Ovens, Toronto, Ont., to be sold on commission. 

Jan 21 Sold on 3 montlis credit, i !  30 bbls. Hour, at $14, 

1 26 I Sold for note at  ten clnys, 
1 

Jan 

R0 bbls. Snlt, at $G. l1 180 1 
I 1  l 

Cartnge and freight, 10 
My Cotnmission, @ 23 % 15 

-- -- 
Your net proceeds, doe by average. 2 April, 

1 
E. & 0. E. 

Montreal, 2s Jnu , 1881. 

R. S. Dsu, 

l'er E. WIIITE. 

INVOICE LETTER O F  ADVENTURE CO. 

PAIXESVILLE, Oliio, 24th Jan., 1881. 
IT. G. EASTMAN, Esq., 

POUGHKEEPSIE, N. Y. 
DEAR SIR,-Enclosed please find Invoice and 

B111 of Lading for Wheat and Oats, sliippe3 you on this date to be sold 
on joint account and rislr, as pr. Invoice below : 

400 bush. Spring Wheat, a t  $1.00 $400 

400 " Western Otts, 'C 5 %  200 $600 

Should tile shipment meet witli ready sales a t  advanced rates, please 
advise me at once, that I may anticipate the marlrct mid secure fur- 
t l~er  sliipmants. 

Truly yours, 
M. E. LUCE. 



ACCOUNT SALES LETTER O F  hIDSE. CO. 
POUGIIKEEPSIE, N. Y., 15th Feb., 1881. 

M. E. LUCE, Esq., 
YAINESVILLE, 0. 

DEAR SIR,--Enclosed I send Exchange on your city 
for Tliree Hnndred Ninety-four and && (301.37) Dollars, the net pro- 
ceeds ot your sliipment of the 26th ult., as shown per s ta tcrnc~~t  below. 

SALES. - --- -- 
Feb. 2, Sold on acct. 60 days, 

400 bush. Wlieat, a t  $1,25, 500 
4, Took to my acct., 

200 bush. Oats, 7.5~.  150 
6, Solcl for cash 200 busll. Oats, a t  $1, 

200 850 

CIIARDES. 

Jan. 31, Freight, 40 
My C'on~mission, @ 24% 212.5 6 1 2 5  

-- 
Total net proceeds, 788 75 

Your net proceeds, 894 37 
My one-half Invoice, 300 
My gain, 91 35 

Proof, - $694 37 $694 37 
-p- - - -- 

Proceeds due by average, 31 Mar. 1851. 

IIoping t l ~ e  above statement will prove satisfactory, and believing 
you safe in llialiing heavy sl~ipments of all liinds of produce, 

I rei~lain, truly yours, 
E .  6; 0. E. H. G. EBSTIIAN, 721 hlaiii St. 

1. M. L. I3all's account is several montlis over due. Write liilu a 
letter requesting an immediate settlement. 

2. You have received a letter from A. R. Fell, el~closing £25 to 
apply 011 liis account. Write him a letter thanking liim for tlic re- 
mittance and enclose a receipt. 

3. Write an application for a position as Teacher in a Public 
School, stating your qualificatiolls and the salary you expect. 

4. Prepare a telsgrapl~ic message of not more tlian ten words, 
ordering 20 chests of tea and 5 bbls. sugar, to be shipped by boat. 

5. You are Secretary of the ~ o ' a r d  of Trade; prepare a notice to 
be printed in your-daily paper announcing a special meeting. 

G .  Yon have prlrcliased a banlirupt stoclc, wl~icli you can sell at 
reduced rates. Write a circular letter to Le sent to your customers 
annouilcing this fact. 

7. Write an advertisement asking for a salesman wlio llns llacl ex- 
perience in the retail Dry Goods business. 

8. Answer t l ~ e  following advertisements wl~icli appeared ill the 
Frez I'rtss : 

WANTED ,-Head master for Fenelon Falls Public Scllcol. AI:- 
plications stating salary, experience and qualifications, received until 
lOtli inst. JOHN JORDON, Sec. 

WANTED - A Canvasser to sell the Williams Steam Washer. 
A young man 1neferrt.d. Testimonials required. Address J. G. TV., 
Pertli. 

WANTED-Salesman, Junior Department, Dry Goods. Apply 
stating salary and references. Box 204, JItril OEce. 

9. Write a letter to Prof. C. C. Gaines, Eastman College, Pough- 
l i ~ e ~ s i e ,  N. Y., asking for llis College calendar. 

10. Order by letter from E. & A. Eaves, Montreal, onedozen 0.G. 
cloclis, and state that you will remit cash on receipt of goods. 

11. You have received the cloclis ordered from E. & A. Eaves, 
bnt througli carelessness in packing tliree of the cloclis are badly 
damaged. Write a letter a ~ k i n g  a reduction of 20$ on invoice price. 

12. A young man,who was folnierly your fellow student, is now in 
New Yorli. Write liirn asking if he thinlis you could secure a posi- 
tion in that city. 

13. You have left home to attend school. Write a letter to your 
brother describing tlie scl~ool and the city. 

14. Scllool term mill close to-morrow. TTrite a telcgrapli message 
of ten ~vords or less, telling your parents that  you are coming liome ; 
by mllat train: to what sta\ion, and asli them to rneet you. 

15. Write H. D. I\'llitney, Toronto, stating tliat you will draw on 
liini at 10 days siglit for $75, amount of account due you to date. 

1 G .  You are principal of the West Ward Scl~ool. Write a letter 
of recommendatioii for a boy v110 is leaving scliool to seek for 
employment in an office. 

17. You arc cot able to attend Scl~ool tlirougll illness. Write a 
liote of explitnatioii to your teacher. 

18. You arc unable to settle your account wit11 Joncs Bros., Mon- 
treal. Write s letter explnining the cnuse of delay and requesting an 
cxtcrision of time. 



P R E P A R E D  B Y  RICHARD T. W A L K E M ,  Q.C., P R O F E S S O R  O F  

EQUITY,  Q U E E N ' S  U N I V E R S I T Y .  

There is an old adage which speaks somewhat disrespectfnlly of the intelli- 
gence of the man who is his own lawyer ; but, though i t  is not usually prl~dent to 
enter into important contracts or to place a cotlstrnction upon donbtfnl agree- 
ments without having legal advice, a knowledge of the elementary principles of 
law is necessary to a business inan in the transaction of his every day affairs. 

Law, in either a simple or coinplex form, enters into every commercial twns- 
action. W e  purpose, therefore, in this part of our work to state for the guidance 
and instruction of the stndent some of those principles of commercial law which 
enter most frequently into business transactions, a knowleilgc of which Inay be 
rcgnrdecl as essential to a fair commercial eclncation. 

THE L A W  OF CONTRACTS. 
. Bs all business transactions assume the form of contracts, we will first tre,rt 

of contracts, their nature and incidents. A contract ma.y be defined to be an 
agreement between two or more parties for the doing or not doing of sorne 
particular thing. 

PARTIES CAPABLE O F  CONTRACTING. 
The parties to a contract must he such persons as the law regartls as capable 

of entering into an agreement. In  general the law regards all persons as capable 
of contracting except 

1. Persons of nnsound mind, who, wanting the power of jutlginent, are dis- 
abled from entering into agreements. 

2. Persons so intoxicated as to be unable to understand ant1 appreciate what 
they are doing. 

3. Infants, that is, persons nndcr the age of twenty-one years, respecting 
whcml the rule may be stated as follows :-Their contracts will bind them, provitled 
they are necessary ancl for their benefit and advantage, but if they are unnecrs- 
sary ant1 unfit and improper contrzcts for them to have entered into, they wilL be 
entitled to receclc from them and vucute them. 

4. Married women, who are not personally liable, hnt who I)y Statute of On- 
tario 47 V.,c. 19, S. 2, s.s. 2., are made capaljle of entering into ant1 rcn~lcring 
themselves lialde in respect of and to  the extent of their separate property on any 
contract, as thong11 they were unmarried. 

Corporations can enter into such contracts as are authorized by their acts or 
charters of incorporation, c)r such IS are necessary for or incidental to the carrying 
on of the ol>jects for which they were created. 

E F F E C T  O F  DURESS OR FRAUD. 
A contract made uuder compulsion is voidable by the persons wronged, pro- 

vided the compulsion amounts to what the law calls duress, Duress may consist 
in illegal imprisonment, actn:rl violence, or threatenings causing fear of some 
grievous wrong. 

A contract procured by franc1 may be avoicled by the party on whom the fraud 
has been committed, provicled that, on the discovery of the fraud, he a t  once dis- 
affirm the contract, and, ns far as he can, restore the consideration received 
by him. 

CONSIDERATION. 
I n  order that a contract or agreement may be enforceaLle i t  must be basctl 

on what the law calls a valuable consideration. Soch a consicleration may be 
defined to be some be~ef i t  or advantage accruing to the person who makes the 
promise, or some loss or disatlvantage accruing to him to whom it is made a t  the 
request or on the motion of the person who makes the promise, even though that 
person may not be benefited by the transaction. 

A contract or agreement not founded on a valuable consideration is called a, 

voluntary contract or agreement, 011 whicli, nsually, no action can be founcled. 
A moral ohligation may be a snfficient consideration. 'Lhns, an express pro- 

mise to pay a debt, the remedy on which has been barred by the statute of limi- 
tations, may be enforced. 

A contract fo~uldecl on a consitleration which is immoral, or corrtravetles 
pitblic policy, or which is illegal or impossible to I)e performed is void and cannot 
. be enforcecl. 

ASSENT O F  PARTIES.  
The assent of the parties to a contract is necessal y before the contract can I J ~  

said to be complete. If the terms of a contract founded upon mutual promises 
have not been finally agree11 upon ; if either party withholtls or has not given his 
full assent to them, the contract is incomplete. I t  biilcls neither of the parties, 
i~nrl can give rise to no cause of action. 

T I M E  O F  PERFORMANCE. 
The time for the performance of a contract is nsually settled by the parties. 

Where no time is fixetl, the law implies an agreement to perforin i t  within a 
reasonable time accortling to the circumstances. 



W R I T T E N  A N D  V E R B A L  A G R E E M E N T S .  
A contract nr agreement may be either written or verbal. A verl~al contract 

is one wliich is made by words withont writing. A written contract may bc 
either a deed, that is, an instrun~ent nntler seal, or a simple contract, that is, not 
under seal. 

There is little advantage in the present day in a sealed over an unsealed in- 
strument. Probably the only substantial advantage is in the longer period of 
limitation allowed by law for bringing ail action on a sealed instrument. There 
are, however, cases in which a contract is requirecl by statute to be under seal. 
I11 such cases, of course, the requirement of tlie statute must be followdd. 

Certain classes of contracts are required by the Statute of Frauds to 1)e in 
writing. The 4th section of that celehratetl Act provides that no action shall be 
brought oil any of the following classes of contracts unless the agreement, or some 
note or memorandum of i t  shall be in writing, signed by the party to be chargecl, 
or some person thereunto by him lawfully anthorized: 

1. Prolriises by an executor or administrator to answer damages out of his 
own estate. 

2. l'ro~nises to answer for the debt, default, or miscarriage of another person. 
3. Agreements made in consideration of marriage. 
4. Contracts or sales of lands, tenements. or hereditamei~ts or any intercet in 

or concerning them. 
5. Agreements not to be perfonnecl within tlie space of a year after the 

making thereof. 
Again, the 17th section of the same statlita provides that no contract for 

the sale of any goods, wares, or merchandise for the price of S10 or upwards shall 
be good except the buyer shall accept part of the goods so sold and actually rc- 
ceire the same, or give son~ething in earnest to bind the bargain or in part pay- - . .  

ment, or that some,note or memo ran dun^ in writing of the said bargain be matle 
a n d  signecl by the parties to be charged by such contract, or their agents there- 
11lto lawfully authorized. 

The cases in which writing is made necessary to the va,lidity of a contract arc 
extended by certain acts now brought together in Rev. Stat. of Ont., c. 117. 

S. S provides that "No action shall be maintained whereby to charge any per- 
son upon any promise made after full age to pay a debt contracted duringinfancy 
or upon any ratification after full age of any promise or simple contract made 
during infancy, ~ulless snch promise or wtification is made by some writing, 
signed by the party to be charged therewith, or by his agent duly authorized to 
make snch promise or ratification." 

S. 9 provides that ''KO action shall be brought whereby to cllarge any person 
upon or by reason of any representation or assuranae made or given coilcerni~lg 
or relating to the character, conduct, credit, ability, trade or dealings of any 
other person, to the intent or purpose that  such other person may obtain nloncy. 
goods or credit therenpon, unless such representation or asslu.ance is made in 
writing signed by the party to be charged therewith." 

S. 10 provides t!mt "No special promise inatle 1)y any person to answer for the 
debt, default or miscarriage of another person, bcinq in writing and signed by the 

party to he cllargecl therewith, or by some other persoil by him thereunto law- 
fully antliorized, sliall be deemed iiiri~lid to snpport an action, suit or other pro- 
ceeding to charge the person by whom such pro~nise has been made, by reason 
only that the consideration for snch promise .does not appear in writing, or by 
necessary inference from a written document." 

S. 11 provides that "The seventeenth section of the Act passed in England in 
the twcnty-ninth year of the Reign of King Charles the Second, entitled, "An 
Act for the prevention of Frands and Perjuries," shall extend to all contracts for 
the sale of goods of the value of forty tlollars and upwards, nutwithstaniling that 
the goods may be intended to be delivered a t  some future time, or may not a t  the 
time of snch contract be actnally made, procnred or proxxideil, or fit or ready for 
delivery, or although sonie act may be requisite for the nkaking or coinpletiiig 
thereof, or rendering the same fit for delivery." 

These statntory plovisions arc very i~nportant to bc 11orne in mind in mer- 
cantile transactions. Every line of the Statute of Frauds has been the subject 
of judicial decision. 

Apart from the requirements of the law, i t  is always expedient to reduce a 
contract to writing. This simple precaution prevents mis~inderstandings in the 
franling of the contract and uncertainty as to its t e~ms .  

When a contract has once bcen reduced to writing by tlie parties, the law 
will not allow i t  to be altered or contradicted by evidence of a contemporaneons 
verbal agreement inconsistent with it; relating to the same snbject matter. The 
writing is the only receivable evidence of the contract. 

\Vhen the contract is required by law to be in writing, i t  111ay be gathered 
froin a number of letters or other papers which refer to each other and can I J ~  
connected together. 

When the terms of a written instrunie~lt tlo not correctly represent the 
mind of tlie parties, the court will rectify it, provitled the mistake is one of fact, 
ant1 common to both parties ; and in certain other cases of mistake also the 
court will grant relief. 

D A M A G E S  F O R  N O N - P E R F O R M A N C E .  
\\'hen a party fails to perform his agreement or contract without lawful ex- 

cnsc for his failure, lie becomes liable to an action for damages, a t  the suit of the 
p~rson.entitled to the benefit of the performance. The law does not compel the 
performance of the contract in specie except in some case where damages could 
not be regarded as an adequate compensation, as in the case of a contract for 
the purchase of land. or a chattel not pnrcllasable in tlie market. 

The damages urhich nlay be recovered for a breach of contract, generally 
speaking, are snch as will place the party injured as nearly as possible in the , 

same position pecuniarily as if the contract had been performetl. 

L I M I T A T I O N  O F  ACTIONS.  
The law liu~its the t i n~e  within which actions may be brought. 
Actions of cove~lant or glebt 011 a bond or other specialty e. g. a sealed in-  

strument must Le brought within 20 years after the cause of action arose. 



Actions on account or on simple contracts, such as notes, bills of exclit~nge, 
ordinary loans not secared by deed, within six years. 

Infants, or persons of unsound mind, are entitled to thc benefit of the 
fnll period of limitation after tlie infalicy or ~u~sonntlness of rnintl shall hzve 
ceased. 

The period of limitation is extentled by part payme~lt or ackno\r~ledgment in 
writing signed by the party chargeable or his agent, and begins to run again from 
the time of such payment or acknowledge~~~ent. S. 6, Rev. Stat. Ont. c.117, provitles 
that no enclorsement or memorandnm of any payment, writtcn or matle npon any 
p'-omissory note, bill of exchange, or other writing, by or on behalf of the party 
to wlloln such payment has been made, shall be deemed sufficient proof of such 
payment, so as to take the case out of the operation of the said statute of King 
James, (21 Jas. l c. 16.) 

CONSTRUC'I'ION O F  AGREEMENT. 
The construction of all written instruments belongs to the court tilone. The 

following rules hare been laid down as canons of construction : 

1st. The whole of tlie agreement is to 1)c consiclered in ordcr to arrive at  its 
~neaning. 

2nd. The agrce~ilent is to be construed so as to give effcct to the object 
and intention of the contracting parties. 

3rd. Where general words follow otl~crs of niorc particular meaning, they 
are to be constrneil as applicable to things cjusdem gcncris with the former par- 
ticular words. 

4th. The proper mode of understantling worcls is according to their ordinary 
sense and meaning. 

5th. If a contract is ~nacle in one conntry to bc pcrformcd in another, it will 
generally be gorcrned by the law of the place of pcrfor~nancc. 

ASSIGNMENT O F  D E B T S  AND CHOSES IN 
ACTION. 

The oltl rule of law was that the benefit of or the right to sue npon a con- 
tract conlcl not be assigned, so as to give the assignee a right to sue in a Conrt of 
law. I t  was thought that  to permit snch assignment wonld induce litigation. To 
this rule there was an exception in tlie case of bills of exchange and promissory 
notes., I t  was found necessary, however, to change the old rule, znd i t  is therc- 
fore provided by the Rcviseil Statutes of Ontario, Chap. 116, Section 7, that 
every debt ancl chose in action arising out of contract shall be assigtrable a t  law 
by any form of writing, but subject to snch conditions or restrictions withrespcct 
to the right of transfer as are contained in the original contract; ant1 thc as- 
signee tllereof shall sue thereon in his own name in such action, ancl for sucll 
relief as the original holder or assignor of such chose in action would he entitletl 
to sue for in any Court of law in this Province. 

Section 8 of the same Act provides that the plaiotiff in any action or suit 
where the assigumcnt is required by this act to be in writing niay claim as as- 

signcc of thc original party or first assiguor, setting forth briefly the various 
assignments under which the said chose in action has becolnc vested in him, but 
in all other respects the pleadings and proceedings in such action shall be as if 
the action was instituted in the name cf the original party or first assignor. 

Section 10 of the same act pro\-ides, that  in case of any assignment of a debt 
or chose in action, a r i s i ~ ~ g  out of a contract and not assignable by delivery, such 
transfer shall be snbject to any defence, or set off in respect of the whole or any 
part of such claim as existed a t  the time of, or before  loti ice of the assignn~ent to  
the debtor, or other person sought to be ~nade  liable, in the same manner and to 
the same extent as such defence would be effectual in case there had been no 
assignment thereof, and snch defence, or set off shallapply as I~etween the debtor 
and any assignee of such debt or chose in action. 

Section 11 of the same act provides, that in case of any assignment, in writing 
as aforesaid, and notice thereof given to tlie debtor or other person liable in re- 
spect of a chose ill action, arising out of contract, the assignee shall have, holil, and 
enjoy the same, frec fro111 any claini, defences or eqnities, which might arise after 
such notice as against his assignor. 

The 12th section provides that the preceding sections sllall not be construed 
to apply to bills of excha~lge or promissory notes. 

COMMERCIAL PAPER. 
Mcrcautile transactions have given rise to the use of what may be called 

commercial paper, which may 1)e defined as the written evidence of debt due by 
one person to another, to which costom and statute law hnve attached, in favor 
of trade, certain important incidents, the nlost important being negotiability. 

The principles laid down with respect to contracts generally apply to com- 
mercial paper and need not therefore be repeated in this place. 

Commercial paper consists of Hills of Exchange or Drafts, Pronlissory Notes 
and Cheques. 

A Rill of Exchange is a written order for the paynlent of a cert,ain snm of 
money unconditionally. He who makes the orcler is called the drawer, he tcl 
whom i t  is adclressed the drawee, and if he accepts it, the acceptor ; he, in whose 
favor i t  is marle, the payee. 

The  following is a simple form of a Bill of Exchange : 

$250 KINGSTON, October 3rd, 1886. 

At sight (or thirty days after date, or on demand) pay to Henry 
Foster or order Two Hmiclred and Fifty Dollars, value received. 

MARTIN MURDOCK. 
To ROBERT OILLESPIE, Hamiltpn. 

In this form Martin Jfnrdock is the drawer, Robert (:illespie the drawcc, 
(nntl when he accepts, the acceptor), Henry Foster, the payee. 

A Promissory Note is a writtell promise to pay a ccrtain slun of money un- 
conditionally. He who promises is called the maker, he to whom the promise is 
made the payee. 



The following is a simple form of note : 
$300 KIXGST~S, September 13th, 1886. 

Three months after date I pro~nise to pay to Henry Brame or order 
the sum of Three Hundred Dollnrs, for value received. 

JOHN JONES. 
In this for111 John Jones is the maker, and Henry Bmme, the payee. 
The forms given are simple and for the purpose of illustration. In  practice 

it is well in the body of the instrument to name a particular place of payment. 
The stntlents most carcfully note the defi~~itions give11 of bills and notes, as 

every element in the definition is n~aterial. The follou~ir~g relnarlrsapply to both 
bille anti notcs: 

First. The order or pro~nise must be in writifiy. I t  Inay 1)e ari t tenin pencil 
or in any other substance, and upon any material. 

Second. I t  mast be for the payment of money; e.g. an order or promise to 
pay in goods or bnnds would not be a good bill or note. 

Third. I t  must be an unconditional order or promise. If it contains any 
condition precedent or defeasance, or is payable a t  an unceitain time, or out 
of an uncertain fund, it is no bill or note. 

A bill or note need not be in any particnlar form of words, proviiled i t  fulfils 
the required conditions. 

The principal parts of a bill or note ale the amount, date, time for payment, 
place of payment, designation of payee, name of drawer, and name of drawee. 

A M O U N T .  
The amount is usually written in figures in tlre upper left hand corner and in 

wortls in the body of the instrument. If there is a difference the latter will 
control. 

D A T E .  
A date is not an essential of a bill or note tl~ough it sl~onlil always be used. 

.If no date is expressed, the datc of making, to be ascertained by evidence, will 
be the date of the instrunlent. 

T I M E  F O R  P A Y M E N T .  
In  ascertaining tlie time for payment the woril " n~o l~ th"  means calcnd.tr 

month. If no time for paymcct is specified, the instrument will be payable on 
demand. 

P L A C E  O F  P A Y M E N T .  
It is always prudent, particularly in view of the possible necessity for pro- 

testing a bill or note, to name in the bocly of i t  a pa~ticnlar place of payment, 
e.g., some banking house. The question of place of payment U ill be considered 
further on:under the head of "I'resentment for Payment." 

DESIGNA'TION_OF P A Y E E .  
Thc bill or note may be payable to a particular intliridual, or to  articular 

individual or his order, or to the bearer. On the form of the bill or note in this 
respect depends its negotiability. If it is made pnya1)le to an individual sinlply 

i t  is not negntinble. If payable to order, the person to whose order i t  is made 
payable may transfer his right to a third party by indorsing his name upon it. 
If i t  is lnade payable to bearer si~nply, or to a certain person or bearer, i t  may be 
transferred by mere delivery. 

N A M E  O F  M A K E R  O R  D R A W E R .  
Tile name of the maker or drawer 111ust be signed by lrinlself or his duly 

anthorize(1 agent. 

N A M E  O F  D R A W E E .  
The drawee may l~itnself accept, or tile acceptatlce Inay be given by some one 

authorized to accept on liis behalf. 

C A P A C I T Y  O F  P A R T I E S  T O  A BILL OR N O T E .  
The remarks ~nacle respecting the capacity of parties to contracts apply to 

bills of exchange and promissory notes, and need not be repeated here. 

T R A N S F E R  O F  B I L L S  A N D  N O T E S .  
The olcl role of law was that the benefit of a contract could not be transferretl 

from one pc~.son to anotl~er so as to give the latter a right to sue on i t  in his own 
name. 

An exception to this rule was, for the benefit of trade, c~,eated in favor of 
hills of exchange ant1 pronlissory notes. 

A bill or note payable to bearer may be transferrecl by mere-delivery. A bill 
or note payable to order anti indorsed in blank becomes payable to bearer. 
Snppose a note payable to John Sn~i th  or order; if i t  is indorsed by John Smith 
without the addition of any other words i t  is said to be indorsed in blank and i t  
becomes payable to bearer. John Smith may, however, by indorsement make 
the bill or note payable to  the ordcr of some other person. This is called, an in- 
dorsement in full, or a special indorsemeut. This other person must indorse it 
to make i t  transferable. 

An indorsement may be restrictive and ma.y destroy the negotiability of the 
paper. "Thus, pay to A. B. o n l ~ , "  is a restrictive indorsement. An indorsement 
Inay be condition$l, that is, the payment may be matle dependent upon a condition. 
To recover against tlie indorser in  such a case, the condition must be shewn to 
have been fnltillecl. 

A qnctlified indorsement is one which li~rrits the liability usually created by 
an inclorsement. If the indorser adds to his indorsen~ent the words " without 
recourse," or similar worils, he will not be responsible as an indorser in the event 
of non-payment. 

A note  nay be indorsed by the payee's lebrnl representative, that  is, his exe- 
cutor or ncl~ninistrator. 

A pcrson may acquire fro~ri the fincler or thief a good title to a bill or note 
wllicl~ has been lost or stolen, and wllicl~ is transferable witliout indorsement, 

'provitletl Ire gives valna1)le considerstion for it, ant1 docs not act ~rcglige~~tly so 



as to give rise to a presninption of fraud; ant1 provided also he hiis no notice of 
the loss or theft. Any holder who has acquired a, good title may make a valid 
transfer to another who has notice of the loss or theft. 

A bill or note may he transferred either before or after it matures. If trans- 
ferecl before maturity, the transferee without notice is not bound by any equities, 
so called, attaching to the instrumei~t-snch as a payment made on it. Nothing 
will discharge the acceptor or the drawer except payinent according to the law 
merchant, that is, pay~~ len t  of the bill at mattirity. If a party pays i t  hefore 
maturity he purchases i t  an11 is in the same position as if he had discounted it. 
If the bill or note is t~~ansferrecl after maturity the transferee's title is subject to 
all equities which may properly attach. Thus, if he took it after due from a 
thief or fincler, he coultl acquire no better title than hat1 the person f ron~ who111 
he took it. 

The law implies on the part of an inclorser an undertaking to the ii~rlorsee 
and every subsequent holder that  the bill or note shall be discl~~rgecl by the 
drawee or maker when i t  becomes due. 

An indorsement in law inclutles a delivery. The inere writing of the in- 
dorsers name without tlclivery is not an indorseinei~t. 

A C C E P T A N C E .  
A person who draws a bill impliedly undertakes that  i t  mill he accepted 

when presented to the drawee for accepta~se. 
An acceptance is an engagement to pay the bill accorcling to the tenor of ~ l ~ c  

acceptance. l h e  usual way of accepting a bill is by writing across the face of i t  
the word 'L accepted," with the date and the name of the acceptor. 

An acceptance might formerly in some cases have been by parol. By Con. 
Stat. U. C. c. 42., S. 7,  i t  is providetl that " No acceptance of any bill of ex- 
change shall be sufficient to Lincl or charge any pcrsou nnless such acceptctncc is 
in writing on the bill, or if there he more than one part to snch bill then on onc 
of the said parts." 

An acceptance may be absolute or conditional. 
If conditional, i t  becomes absolute only when the condition is fulfilled. 
An acceptance inay vary from the tenor of the orcler as to the sum, time, 

place or mode of payment, ancl the holder is bound by the variation if he assents 
to it. He Inay, however, refnse to take such a varied acceptance. 

Thc holcler of a bill or note ougl~t to present i t  in clue course for acceptaiicc 
if necessary, and in all cases for payment, ancl to give notice if i t  be dishononred 
to every party who would Le entitled to bring an action on it, after paying it. 
If he fails in any of these particulais such parties will be dischargecl. 

Presentment to the maker of a note or the acceptor of a bill is not generally 
necessary to charge him ~ulless the instrument be payable either t~t  or after sight. 

By Con. Stat. U. C. c. 42, S, S., i t  is pro\~iclccl that, " In case any person ac- 
ccpts a bill of exchange, payable a t  a Bank or a t  any other particular place with- 
out farther expression in his acccptance, or lnakcs a protnissory uote payal~le a t  

ii Ritnk or at  any particular place, without further expression in that  respect, 
snch accept,~nce and snch promise shall be deemed and taken to be a. general 
acceptance and a general proniise respectively. 

S. 6 provides : " Rut if the acceptor expresses in his acccptance that he 
accepts the bill payable a t  a Bank or a t  any other particular place only and not 
otherwise or elsewhere; or if the maker of a promissory note expresses in the . 
hotly of the note that  he promises to pay a t  a Rank, or a t  any other particular 
place only al~tl  not otherwise or elsewhere, then snch acceptancc or promise 
shall be deemed ant1 taken to be a qoalifie~l acceptance or promise, ant1 the 
acceptor or maker shall not be liablc to pay the bill or note except in default of 
payrnci~t, whei~ such payt~lent has been first duly demanded a t  such Bairk or 
other place." 

Presentn~ent must be made a t  a reasona1)le hour of the day on which the in- 
strument becomes payal~le. 

Presentn~cnt should be made to the drawee or maker or a t  the place where 
the bill or note is made payal~le. If the drawee or maker is dead, presentment 
should be made to his personal representative if there is one. 

If the drawee or maker can not be fo~uid, a presentinent a t  his house to sonLe 
i~nnate will l ~ e  snfficient. 

T I M E  F O R  P R E S E N T M E N T  F O R  
A C C E P T A N C E .  

A presentment for acceptance is necessaty ill the case of all bills payable a t  
or after sight, aucl is a prudent precaution i11 the case of all bills, as, if accepted, 
the holder acqnires the security of the acceptor, ancl if, refused, the holder can 
proceed at  once against the tlrawer. 

Presentinent of a note payable a t  or after sight is necessary in order to fix a 
time for payment. 

Presentinent for acceptancc \\hen necessary 111nst be made within a reason- 
able t i t ~ ~ e .  

What is a Geasonable time depencls on the circumstances of each case. It is 
a mixed question of law and fcact. 

The rule depends upon the right which the clrawcr of a bill has to have the 
order which has given upon his debtor presented as soon as reasonable in order to 
protect hinl fro111 the consequences of the tle1)tor's beco~ning unable to pay. 

A bill presented for acceptance should be left with the drawee twenty-four 
hours, a u l e ~ s  in the interim he accepts or refuses to do so. 

P R E S E N T M E N T  F O R  PAYMENT.  
A failure to present a bill or note for paytnent on the day i t  falls due will not ,  

ordinarily discharge the acceptor or makcr. If, however, thc acceptor or maker 
had inoney a t  the place of payxncnt to meet the bill or note and the Inoney wits 
lost by reason of notl-presentment, the fai;nre to present might be a discharge. 

I3nt a presenttneut on t l ~ c  (lay of maturity ailcl notice of dishonour are neces. 
sary to  cllargc the tlrawer of a bill or thc in~lorsers of a bill or notc. 



A bill or note payable on ilcmand is payable on presentlne~~t, ancl such pre- 
sentment should be within a reasonal)le time. This reasonable time is a mised 
question of law and fact. 

The role now is that if the i~ l s t ru r~~en t  is payable a t  a ba~~ker ' s ,  ancl in the 
place where the party receives it, i t  suffices to present i t  for payment a t  any time 
during banking hours on the business day after i t  is received. If i t  be payal~lc 
elsewhere i t  suffices to forward i t  by the regular post on the day after i t  is re- 
ceived, and the party receiving i t  by post has till the next day to present it. 

A bill or note payable a t  sight or on presentation is payable on clemand, but 
a bill or note purporting to be payable within a limited time after a certain 
event, e. g., after sight, or on a particular clay, is not really payable till three 
tlays afterwards. These days are called days of grace. 

By Con. Stat. Can., C. 57, S. 5, it is provided that whenever the clay which 
would otherwise be the last ilay of grace for the payment of any bill of exchange 
or promissory riote is a Sunday or legal holiday a t  the place where the same is 
payable in Upper or Lower (:anaila respectively, snch bill or note shall be pay- 
able and the days of grace shall expire on the day next thereafter not being a 
Sunday or holiday as abnve ~ner~tionecl ant1 not before. 

Con. Stat. U. C., Chap. 42, S. 19, provides that no bill of exchangc shall be 
presented for aceeptance on any nonjuridical day. S. 20 provides that all bills 
of exchange and proruissory notes whereof the third day of grace falls on any 
nonjuridical day, shall become due and payable ancl be presented for paynie~lt on 
the juridical day next after such day of grace. 

Stat. 35 Vie. C., 10 Dom., provides that every bill of exchange or promissory 
uote which is made payable a t  a month or months from ancl after the date thereof 
becomes due and payable on the same numbered day of the month in which i t  
is rnade payable as the day on which it is dated, urlless there is no such day in 
the nlontl~ in which i t  is made payable, and in such case it becomes due and pay- 
able on the last clay of that ntorrtll with the addition in all cases of the tlays of 
grace allowerl by law. 

NOTICE O F  DISHONOUR. 
When a bill or note is refnsetl acceptance or payrne~it, notice of dishonour 

should be given to every party to i t  to u hon~  the holder wishes to have recourse. 
If a party be dead the notice should be given to his personal representatives. 

This notice of dishonour is usually in writing, but may be by parol. 
Notice should be given by the holder or on his behalf, or i t  may be given I)y 

or on behalf of any one who, being a p n ~ t y  to the bill, will probably be elltitlet1 
to call for payment. 

The notice should show that the bill or note has been dishonorecl. I t  slronltl 
ascertain the instrnment with reasonable certainty. A protest is usual, bnt is 
not necessary in the case of Inland bills. 

Con. Stat. U. C., Chap. 42, S, 15, provitles that : Protests of 11lla11d or For- 
eign bills or notes for dishonour, either by non-acceptance or non-payment, may 
be macle on the day of dishonour a t  any time after non-acceptance, or in case of 
no~l-pay~nent, a t  any time itfter three o'clock in the aftcrnooll. 

S. 16 of thc same act prori~les that : A notice of such protest shall be sent 
to each of the parties to the bill or note, and such notice shall be deemed to have 
been duly served, for all purposes, npon the party to whom the same is addressed 
by being deposited in the post-office nearest to the place of making presentment 
of such bill or note, a t  any time during the day whereon such protest has been 
inadc, or the next juriiiical day then following. 

I n  order to meet the difficnlty created by the residence of a party to a hill 
or note bei~lg unknown, i t  was provided by Uom. Stat. 37 V., C. 47, S. l ,  that 
"Xotice of the protest or dishonour of any Bill of Exchange or Promissory Note 
payable in Ca~latla shall be sufficiently given if addressed in due time to any 
party to snch bill or note entitled to snch notice a t  the place a t  which such bill 
or note is dated nnless ally such party has under his signature on such bill or 
note tlcsigtlated a ~ ~ o t h e r  place when snch notice shall he sufficie~ltly given if ail- 
dressed to him in tlne time a t  such other place, and such notice so addressed shall 
be sufficient although the place of residence of such party be other than either of 
such before mentioned places." A promise to pay a bill by a person who has not 
received due notice of disho~ionr if he has full knowledge of the circumsta~lces 
will operate as a waiver of notice and will revive his liability. 

PAYMENT. 
Payment shonld l ~ e  n~atle to the holder a~lcl real owner of a hill or note or to 

some one authorized by him to receive payment. 
Payment may be enforced by action and any person liable on the bill or note 

may pay i t  and sue any person against whom he has a remedy. \\Then payment 
is made after maturity by the person ultimately liable the bill or note is ex- 
tinguished. 

"LOST B I L L  OR NOTE."  
A lost 11ill or note may be sued upon, and the court may on propcr indemnity 

being given by the plaintiff, direct that the loss of the bill or note shall not be 
set up as a defence to the action. 

R E N E W A L  O F  B I L L  O R  NOTE.  
The renewal of a bill or note suspends the right of action upon it nrrtil a t  

least the renewal is either surrendered or dishonored. 
An agreement to renew madc by parol conte~nporaneously with the note can- 

not 11e enforced. Such an agreement in writing is good as between the parties to it. 
A parol agreement to renew after the bill or note has been made, if for 

valuable consideration, may be enforcetl. 
There may be a satisfaction of a bill or note otherwise than by payment in 

money. 

ALTERATION 01: A B I L L  OR N O T E .  
Any material alteration of a bill or note after i t  has been isuuetl, unless satis- 

f:~ctorily accounted for, operates as a satisfaction of it. 
Alterations in the date, sum, or time for pay~nent, or the insertion of words 

:intliorizing transfer, or an unuarrantetl place for payment, or adding a new 
maker or clvibw er are material. 



An alteration pcrfectly i~nmaterial to the rights of the partics will Ira\,c no 
effect, nor will an alteratiot~ made with the consent of rarties before the note is 
issued. 

DISCHARGE O F  PARTIES BY GIVING TIME. 
If the holder of a bill or note by a binding agreement gives time for payment 

to the person ultimately liable on the bill or note, all those parties uho  occupy the 
position of sureties arc tlischarged. A nlcre delay in cornpclling payment, how- 
ever, will not haye that effect. 

ACCOMMODATION PrWER. 
An acc~~mmnodation bill or note is one which is accepted or ~nadc  without con- 

sideration for the accommodation or convenience of the person urho obtains it. 
The accommoclation acceptor or maker lends his name for the purpose of raising 
money or procuring credit. An endorsement may also be for accommodation. 
The person who thus lends his name assumes as regards third persons the respon- 
sibilities of his position 011 the bill or note. As between himself and the persoil 
who procured his signature, the latter is bound to protect him, against the pay- 
ment of the note or bill. 

"BANIC CHEQUES." 
A cheque on a banker is in effect a bill of exchange ndtl~cssed by the rlrawer 

to the banker. The law applicable to a cheque varias, however, in some respects 
froin that applical~le to bills. 

I n  the first place a banker is bound to honour a c h e q ~ ~ e  duly presented to 
hi111 if he has fnnds of the drawer in his hanils. Acceptance, therefore, is nnneces- 
sary to create an obligation on his part. 

The drawer of a cheque is, and remains, as far as the holder is conceriled, the 
principal delltor; lie is not, therefore, in the same position as the drawer of a bill. 

The holder of a cheque is, however, bound to present the cheqne within a 
reasonable time a t  the bank for pay~nent, on peril, if the bank fails ancl the drawer 
had funtls to meet the cheque, of having to bear the loss. Delay, however, will 
not prejudice his claim against the drawer d f  the cheqne if the latter has not 
been thereby prejudiced. 

Priority in the drawing of a cheque is said to give the holder no preference 
of payment over cheques snbseqnently clran n. 

A cheql~e is usually made payable to order or bearer. Thc forn~cr is the 
more prudent mocle of drawing a cheque, as, if so clrawn, i t  cannot be paid with- 
out tlle payee's indorsement, wl~ich operates as a receipt for the money. A cheque 
payable to bearer furnishes no cviclence of payment to the person to whom it is 
given. 

The death of the clraner of a cheque before payment operates a cancella- 
tion of the cheque. If the hanker pays i t ,  however. before notice of the tleath of 
the drawer is gircn, he is tliscl~argetl. 

If the bunkcr pays a cl~cqne, wl~iclr has 1)ecn forged, by alteration or otherwise, 
he is not protcctetl and can only charge the tlraner with the amount for ahicll 

tllc chccLuc was actually tlrawn. If, however, the ilrawer, by ~are lessne~s  in the 
drawing of the cheque has facilitated the forgery, he Inay be held respo~lsihl~ for 
the conserplences of his negligence. I n  one case a person drew a cheque on his 
banker for $50 2s 6~1, but inca~~tiously le!t a space before the words and figure 
fifty. This space a holcler of the cheque filled up wit11 the words three hundred, 
and the figure 3, respectively making the amounts in figures and words read 
233.0 2s 6d. The banker paid the larger amount and i t  was held that the drawer 
lllust bcar the loss. I11 another case a l~older altered the figure 3 into 200. The 
banker paid the latter amount and hihd to bcar the loss. 

PRINCIPAL AND AGENT. 
An agent is a personautl~orized to do some act or acts, in the name of moth- 

or, who is called his principal. 
The law authorizes the appointment of an agent to perform any act capable 

of being done by the principal in his own right. An agent cannot, however, 
delegate his discretion and powers, though he may appoint another to do mere 
formal acts for him. 

Some persons, though disqualified by law fro111 contracting, may yet act as the 
&gents of others. Thus infants and married \vo~nclx nlay be agents. Idiots and 
illsane persons cannot, however, be agents. 

An agent may be appointed in many cases by parol. An agent to execute a 
deed, howevor, must be appointed by dcetl, and in some other cases within the 
Statute of Frauds tile agent's authority must be in writing. The agent of a 
corporation shoul(1 usually be appointed in writing. 

The extent of an agent's antliority is measured usually by the terms of his 
;zypointnIent, ancl a person clealing with an agent should be carefal to ascertain 
what authority the agent really possesses. Tlle authority to do a certain act 
would usually imply authority to do all things necessary for the performance of 
that act. 

The duty of an agent is to carry out tho lawful instructions of his principal. 
Having accepted the employment of an agent he irnpliedly contracts with his 
principal that  he is competent to perform thc dnties of his agency; ant1 he will be 
liable f o ~  a failure in this respect unless, indeed, the principal knew of his incom- 
petoncy when he appointet1 him. His appointn~ent may be general or spepial, 
lin~ited or unlimited ; gencral to act in all the principal's affairs, or special to clo 
solne particular thing ; limited so as to  hind him to the performance of his duties 
in a certain may, or unlimited, leaving him discretionary powers. 

An agent is bound to observe the strictest good faith towards his principal. 
He is not ~llowetl to make a profit out of his agency exccpt such as is agreed for 
between him and his principal, or is nsoal in the course of business. An agent 
for sale csnr~ot pnrcllase ; a t  least the purchase is usaally voiclable by the prin- 
cipal, ant1 an agent to buy cannot buy for hin~self or sell his own property to 
his principal withoat full comnl~unication of the facts. 

Oi~c  of the agent's most iinl~ortaut dnties is to keep full ant1 clear accounts 
of the transaction in respect of wliiul~ he is agent. H e  must credit his principal 
with v11 profits made directly or iadirectly. He is not bound to the exercise of 



lr~ore than ortlinary discretion ant1 is not respo~~sil)le for losses occurring without 
his fault. 

The rem~umeration of an agent may be fixed by agreea~ent between him and 
the principal, or Inay depend on the usage of trade or business. He may lose his 
right to cornpelmsation by n~isconduct of any kind. He is entitled to be protectctl 
I)y his principal in the carrying ant of his instructions, or of the duties in~poscd 
up011 him, and he is of course entitled to be repaid all dis1)nrsements properly 
made hy him. 

The agent may bind his principal to third persons in matters within the 
scope of his authority; and that  authority nlay be inferred from the course of 
dealing, as well as from actual instrnctions. Thus, if an agent is used to pur- 
chase on credit, and his principal recogiiizes and adopts such purchases, he may 
pledge his principal's credit in that way. So if a servant has been nsnally allow- 
eil to receive payment of money from customers, payment to hiin will be i~ snffi- 
cient discharge. 

The agent's authority lasts ~ul t i l  i t  is withdrnwn. l'roper notice should be 
given of such withdrawal, otherwise the agent may bind his principal I)y trans- 
actions with persons who do not know that his authority is cleterminetl. 

An agent acting for a principal slmould usually act in the principal's nan~t: ; 
should he act in his own natlie he may be helrl personally responsible by a person 
contracting with him ant1 ignorant of his character of agent. Such a person may 
look either tc; the principal or the agent. 

There are two large classes of mercantile agents--Factors "who have the 
possession of the property clealt with, as well as the power of disposing of it, and 
Brokers," wllo are employetl to contract about i t  without being pot in possession. 
The powers of a factor in dealing with go,o(ls and the rights of a purchaser from 
him form the snbject of Rev. Stat. Ont., Chap. 121, the provisions of wliicli arc 
beyond the conlpass of this book. 

Partnership is the result of a contract whereby two or more persons agrec to 
coml)ine property or labour for the purpose of a, conimon undertaking, a~lt l  the 
acquisition of a common profit. 

There may be a partnership ill one transaction as well as in a continuing bnsi. 
rlcss, and betweell persons ont of traclc as well as in trade. Connnu~~ity of profit 
is tile criterion whereby to ascertain whether a contract be really one of part- 
nership. 

Persons only who are co~npetent tc~  contract are competent ts>form a partncr- 
ship for the purpose of carrying on business. 

A person holding hilnsclf out to the world as a partner in a firm is rcspon- 
sible as such though he may have 110 irterest in the firm. Such il person is ci~lletl 
a nominal partner ; col~versely, a secret partner, that is, a person who is rcally R 

psrtner but whose name does not appear, is reponsiblc as such. 
Lilnitctl partnerships, consisting of general ant1 special partners, the lia!)ilit,y 

of the latter being restricted, may be formed untler the provisions of Rev. Stat. 
Ont., Chap. 122. 

partncr*hip mxy hc forincil orally or in writing. I t  is prudent, however, 
always to have the l~artncrsl~ip sgreement in writing. 

A partnership may be implied from the acts of the parties. 
All tmdillg partnersl~ips iunst be registered within six months after their 

for:natiou (Rev. Stat. Ont., Chap. 123), and all cllallges in the personnel of a 
partnership mnst also be registered. 

The provisions of tlie Act sl~ould be csrefully ol)serveti. 
A partnership inay be a t  will, for a limited tirne, or for a time depentle~~t 011 

the object autl purpose for which i t  was formed. 
A pnrtnersllip may be dissolved, if a t  will, by any of the partics espress i~~g 

his determination to dissolve, and this he may clo without notice. 
It may also be tli~sol\~cd, if for a limited or stated period, by efflusion of 

time ; if for the promotion of a clefinite object, by the accomplishn~ent of that  
object. 

It may also be tlissolvetl by mutual consent; or by the judgment of the court, 
where its object is or has beconle impractical>le, or the parties are hopelessly ~um- 
able to agree, or i t  has been procured by fwnd, or the concern becomes embar- 
rassed, or one of the partners becoi~les of nnsomlcl mincl, or a t  the instance of the 
other or others when one partner gravely niiscondncts himself in relation to the 
bnsiuess. The Conrt does not interfere for light reasons such as petty squabbles. 

The clesth of one of the p ~ r t n e r s  operates as a dissolution, though provision 
is sometimes matle for the carrying on of the bnsiness by llis executors ; anti so i t  
is thought does the sale of the interest of one partner under an execution. 

I n  the absence of any agrecme~~t  to the contrary partners are presumed to be 
jointly and equally interestet1 in the partnership business. Of course their inter- 
ests may be settled or determinecl by agreement. 

Partners are bound to maintain towards each other tlie strictest good faith in 
tile carrying on of the partnership bnsiness, to keep proper accounts, and to rc- 
gard the interests of the partnership above ancl beyond privste interests. One 
cl~lllmot make private profit a t  the expense of the rest. Where partnership articles 
are prepared their provisions must be strictly observed. 

Each partner is the accreditet1 agent of the rest, whether they be active, 
nominal, or dormant, and has authority as such to bind them, either by simple 
contracts respecting the goods or bnsiness of the firm, or by negotiable instru- 
rncnts circulated on its behalf, to any person dealing bona fide. It is because the 
powers of each partner are so great that the utmost good faith is required. I t  
makes no difference as far as tlme responsibility of the partnership to the pnl~lic is 
concerned, what private agreements or stipulations limiting their powers, the 
partners may hare as between themselves, or whether or not the partner is acting 
in good faith towards his CO-partners, unless the person dealing with the partner 
llad notice of the restriction of his powers or of his fwnds. 

A partner cannot bind his co-part~ier in rnatters outside the business of the 
finn, or hy contracts whiclm clo not come within the firm's usual course of l)usiness, 
unless he has special authority. 

Thus a meniber of a firm of solicitors or medical men would not ordinarily 
llavc power to bilmtl his co -pa r tnp  by a note given in tlme name of tlme firnm ; fur 
tllc giving of notes is not usual in their business. 



A loan to one of a firm will not charge the rest, though the borrower nlay 
have applied to the use of the firm the money he obtained by the advance, unless 
intleed he was authorized to borrow the money for the firm. 

If, however, a member of a firin buys goods which the firm deals-in and uses 
them for the firm's purposes, the firm will he responsible though the purchase was 
made in the partner's own name. 

The law presluncs the purchase of goods to be for the firm ; but the advance 
of money is presumed to be n contribntion by the borrower to the fnnds of the 
firm. 

A member of a trading partnership can bind his CO-partners by issuing ant1 
circulating negotiable instruments on its behalf. 

If the conduct of a member of a firm in professing to deal on its behalf is such 
as to  indnce a man of n~oderate discernment to believe that he had no authority 
to bind his co-partners, the firm will not be hound if the member is acting mala 
fi,le. A negotiable instrun~ent issued by a partner fraudulently cannot be 
enforced against the firm by the holder if he was guilty of fraud in receiving i t  
from tile partner. H e  may, however, pass it into the hands of another who can 
enforce i t  if he took i t  without notice of the fraud and gave valuable consicler- 
ation for it. 

Prima facie a partner has no right to pay his own debt with partnersllip 
securities. Such a transaction unanthorized wonld give no title to the hol(1er 
and is regarded as fraudulent. 

A firm may ratify and adopt the fraudulent act of a partner either by words 
or by actions, and i t  will thenceforth be binding upon them. 

Notice to one partner in partnership matters is notice to all, ant1 the act of 
one in the way of admission or acknowledgement binds all. 

The firrn is responsible, not only for the contracts but for the torts an(1 frauds 
of each partner, committed in the course of the partnership bnsiuess. 

The entry of a new partner into a firm creates an entirely new partucrsliip, 
and he will not be responsible for the debts or obligations of the 0111 partnership, 
unless he cllooscs to assume them. 

He may do this indirectly, however, as well as directly. 

When a firm is dissolved proper notice of the clissolutioii is necessary to pro. 
tect the partners against the acts of each other, for until such notice is given each 
partner will remain liable for the acts and contracts of the others in relation to  
the partnership, so far as they respect persons not aware of the clissolution who 
have previously dealt with the firm or hare known the name of the partnership 
or have given credit thereto, although they wonld not be liable to mere strarigcrs 
who do not credit the firm on the strength of the name of the retiring partner. 

The notice should be given to all persons who have previously been in the 
hubit of dealing with the firm and in the local newspapers. The clissolntion 
should also be registered (Rev. Stat. Ont., Chap. 123.) 

A notice of clissolution is not necessary where i t  is cnuscd by the tlcath of a 
partner, 1)y liaulirnptcy, or by a judgment of the Ganlt. 

SALE. 
Sale is a transnintation of property from one man to another in consideratio11 

of a money price. If  the consideration is some other article che transaction is 
called barter or exchange. 

The omner of property may ortlinarily sell to whom he pleases, snbject to any 
lien created on the property by mortgage, execution or otherwise. 

In  this l'rovince a title cannot be made by a person, not the owner, t o  goods - 
wl~ich have been lost or stolen. 

A sale of goods Inay be by parol or by writing. 
If the bargain transfers the ou~nership in a thing to another for a money price 

i t  is a sale. The sale is made when the agreement is made. The completioli 
of the sale does nut depend up311 the delivery of the goods by the seller or the 
payment of the price by the buyer. Ry the mutual assent of the parties to the 
term.; of the sale the buyer acquires a t  once the ownership, and all the rights 
and liabilities of the ownership, so that in case of any loss or clepreciation of the 
articles purchased the buyer will be the snKerer and he will be the gainer by any 
increase in their value. 
9 parol sale of goods might by the common'law have been and may still 

where the value is ~uider $40 be in every instance effected, either by an  agree- 
ment to be cotnpleted a t  once coupled with tender, part payment, or a delivery of 
the goods or by an agreement to be completed in fusnre. 

A mere parol proposal to buy on one side and an acceptance on the other 
followed by the separation of the parties, without more, wonld not constitute a 
sale, for the separation ended the negotiation; but if tlie proposal and acceptance 
were followed by a tender of the goocls by the seller, or of the price by the buyer, 
or if any part of the goocls had been deliverell, or any part of the price paid, thc 
sale would have been complete. 

The rule is laid down that after payn~ent of earnest ant1 before payment of 
the wl~ole price the property is in the purchaser subject to the vendor's lien, but 
the vendor Inay upon finding the purchaser delay to accomplish his bargain, go 
to him ant1 request him to do so, ancl if he, after that, delays for an unreasonal)le 
titne, he nlay treat snch fnrther delay as equivalent to a consent to rescind the 
sale. TThere, however, the property has once passed, the mere failure of the 
purchaser to pay the price does not entitle the venclor to rescind the sale. 

If the agreement is that if the purchase money be not paid by a given timc 
the goods may be resoltl, the vendor may resell on non-payment at that  titne. 

As to sales to be conlpleted a t  a future time the rule is : "That if nothing re- 
nisilis to be done on the part of the seller as between hirn a.nd the buyer, before 
the goods pnrcliased are to be clelivere~l, the property in the gootls i~n~iiediately 
passes to the buyer and that in the price on the seller. But if any act remains to 
be done on the part of the seller, then the property does not pass until that act 
has bee11 done. 

When the value of the goods is over $10 the sale is governed by tlie pro- 
visions of the lit11 Section of the Statute of Frauds, and the 11th Section of 
Chapter 117 of Rev. Stat. of Ont., both of which are referred to in the chapter 
on contracts. 



The pnrchaser has, on the co~npletion of a sale, a right to the delivery of the 
goods to  him. If the sale is for cash he ~ n n s t  pay or tendcr the price. If  011 

credit he need, of course, pay nothing before requiril~g tielivery. 
Goods are delivered %hen they are placed in the purchaser's power, SO that 

he Inay in~~neiiiately remove them and c a n ~ ~ o t  be prevented from so doing. 
Delivery to a carrier nan~ed by the purchaser is a delivery to him and clis- 

charges the seller from further reeponsibility. If no directions as to shipment 
are giren by a pnrchaser residing a t  a distance the renclor shonltl send the gootls 
by the usual moclc of conveyance. 

U~ i t i l  delivery the vendor should take ~ e ~ ~ s o n a b l e  care of the gootls, and lie 
will be responsible for want of such care. 

If goods arc sold, and there is not an immediate delivery, ant1 sn actual ant1 
continued change of possession, the transaction must be evidenced by a bill of sale 
supported by an affidavit of the purchaser as to the gooci faith of the transactior~; 
and the bill of sale must be registeretl within five days after its execution, 
otherwise the sale will he void as against subsequent purchasers or execution 
creditors (Rev. Stat. of Ont., Chapter 119, Section 5.) This precaution has been 
adoptecl by the Legislature to prevent frauds by collusive sales. 

W A R R A N T Y .  
The vendor or seller of a11 article must strictly con~ply with any warranty he 

Inay hare given. Such warranty lriay be express or impliecl. 
Yarties dealing in a particular business are presu~necl to contract with rcfer- 

euce to the well established usages antl customs of trade in that business, and 
such usages or customs are imported by law into the contract without bcing ex- 
pressly mentioned. 

The ordinary rule is that where an article is offerecl for stile ; ~ n d  is open to in- 
spection by the buyer, and no artifice or trick is nsed to conceal any defects in it, 
aud no misleading or false state~nent is inatle by the seller respecting it, the 
buyer takes i t  a t  his own risk, and the law inlplics no warranty as to its quality. 

The seller may puff or praise his goods as most sellers will, and this puffing 
or praising may excced the limits of truth yet i t  will not amolu~t to or be con- 
strued as a warranty or fraudulent representation. 

On the sale of goods if nothing is said as to the character or quality of the 
thing sold, tlie buyer takes the risk of all latent defects ullknown to the seller a t  
the titne of the sale, all that the seller answers for being tliat, as far as he knows, 
the article is what i t  appears to be. 

Under a contract to supply goods of a specified descriptio~~ which the buyer 
has no opportunity of inspecting, the goods nlnst not only in fact auswer tlic 
specific description, but innst be saleable or merchantable uncler that clescription. 

If the seller is informed that an article of a certain quality, character, or 
description suited for some specific purpose, is required, the law i~nplics an agree. 
lrle11t on his part that he will supply to tlic purchaser an article of the qui~lity, 
character, or description ordered antl reasonably fit for the purpose for which 
i t  is required. 

A ~~~annfac tu re r  of an article i~nplicdly sgrces that all goo~ls ~nanufactorc~l or 

sol11 by him fol a specific purpose a11t1 to be nsed in a particular wiby, are reasoll- 
ably fit and proper for the pnrpose for which he profcsscs to make them, m ~ d  for 
which they are known to be reqoiretl. 

I n  cases of sale by sample there is an implied ~u~der taking t11:~t tlie samp!c is 
fairly taken from tlic hulk of the connnodity. 

" P A Y M E N T  A N D  T E N D E R . "  
I'ayment must be made in the currency of the country if rerjuirccl. A I I I ~ I I  is 

not bound to accept foreign money in pny~ncnt of a debt due here. I t  
must be made to the creditor, or to sonic one duly and properly autliorized to act 
for him. A creditor has, on failore of his debtor to pay a t  the proper time, thc 
right to sue for the Inoney due him. The debtor may, however, tender the debt 
a t  any time before action is brought, and if his tender is proper and regular he 
will be protected against costs. A tender to be regnlar must be ~nntle in cnrre~rt 
funds and must 1)e fcttcred by no unreasonable condition. 

I N T E R E S T .  
Interest is allowe11 on litolley demands under the provisions of Rcr. Stat. of 

Ont. Chap. 50 Sect. 267, which provides that : 
"On the trial of any issue or any asscssincnt of ila~nages upon ally de1)t 01 

sntn certain, payable by virtue of a written instrurrieut a t  a certain time, the jnry 
. . 

Inay a l l ~ w  intcrcst to the plaintiff from the time when snuli debt or s u ~ n  I~ecamc 
payal~le. " 

The legal rate of interest in this l'rori~lce is six per cent., thong11 parties 
rriay contract for a higher rate. 

Interest being allowed as tlainages for non-payment, i t  does lint follow that 
t l ~ c  same r:,tc of interest which is reserved in a note or rnortgnge will be pay:d~le 
aftcr the ~rotc or mortgage matnrcs. The court  nay allow only six per cent. 





3. Requiretl, the interest of a promissory note of $350 for 63 days a t  7 %. 
Ails. $4.20 

6. Find the interest of $336.4C for 1 year, 4 tnontl~s and 12 ~ J Y S  a t  6%. 
AIIY.  $20.22. 

7 .  What is the interest of $6,488 florn May 3, 1879, to Sept. 3, 1881, a t  7 %  ? 
Ans. $1,059.71. 

8. \That is the intcrcst of $3.212 from Aug. 24, 1881, to Jan. 20, 1884, at 
4 % ?  A t 4 4 % ?  Ans. $309.07. $317.70. 

DISCOUNT. 

Discount is an allowance made by a Creditor to a Debtor for tlie 
payment of a debt before it is dne. I t  is a deduction of a certain per 
cent. on the present tcortlb of tlle debt, and not on the whole amount 
due at some future time. Tlie object, then, is to find tlle amount of 
the deduction or discount. To illustrate the principal of finding the 
discount : Suppose J. B. McIiay liolds a not6 against L. A. Fell for 
$147, due in one year from date, mitliont interest. What sum ought 
Mr. Fall to pay six montlis before tlie note is due, discounting a t  G per 
cent. ? It is evident that lie should pay only such a sum as, put a t  
interest a t  the given rate and for the giveii time, would produce the 
arnount of the note for tlie time drawn. The basis of operation is 
$1.00 present worth, which, on interest at 6 per cent. for six months, 
would ammnt  to $1.03. Now if $1.03, the amount due on each dol- 
lar present worth at tlie end of tlie year, gives one dollar present worth 
a t  the expiration of six months. there will be es many dollars plesolt 
tcorth in $447 as $1.03 is contained times in that amount, which is 
$433.98, the plesent worth. The discount is found by subtracting the 
present tcorili fro111 the face of the note ; thus, $447.00- $433.98= 
$13.02. Also obtained by computilig the interest on tlle prrsent ttorth 
for six months, at the given rate ; thus, $433.98 X .03=$13.02. 

RULE. 

Divide the face of the note, or debt, by tlie amount of one dollar, 
for tlie given time and rate. Tlie quotient will be the present worth. 

Subtract tlie quotient from the face of tlie note, or debt, and tlle re- 
mainder will be the discount. 

EXAMPLE. 

I .  What is the p~esent  worth of $180, pt~yablc in 3 ycars ant1 4 months, dis- 
co~ulted at 6 per cent.? 

Amount of $1 =$I.20)lS0.00($150, y~resent north. 
120 

$150, present wo~ th .  600 $180, given slun. ' 
.20, ~nterest  on $ 1 .  600 150, present wo~th .  

- 
$30.00, tlisco~ult. $30, tliscount. 

2. \That is the discout~t on $802, a t  7 X ,  tlne one year hence ? 
Ails. $52.50. 

3. FVhat is the present worth of a debt for $1,005, on wllicli $453 is to be 
paid in 10 months, ant1 the remaintler in 1 year and 3 months, the rate of interest 
being 6 per cent. ? 

4. \\'hat is the present worth or cash value, ancl true discount, of a note of 
$0,000 for 04 days a t  S ? Ails. ( Present worth $8,815.85. 

Trne Discount $184.15. 

5. Jl'hat is the true discount of $3,450, due in 1 year and 8 ~nonths, a t  9% ? 
Am. $460. 

6. A tnortgage for $5,000, and Int. a t  5 %  clatell 1 Jan., 1882, and doe 1 Jan., 
1883, is sold 15 June, 1882, a t  its prese~it  ~cortlt. W h i ~ t  is the present worth- 
discount a t  5 % ? AILS. $5,110.87. 

NOTE.-Whenp~ymentsate to be made at different t lnes,  \ ~ l L h o ~ t  ~ntores:, find ths present 
worth of each payment separately, and take thew sum. 

B A N K  DISCOUNT. 

Bank Discount is the simple interest oil tllc Facc of a Note or 
Draft, for the time it has to run, paid in advaiice. It nlay be coin- 
~ u t e d  by any of the methods given for simple interest. 

On notes without interest bank disco~ult is reckoneil on their ftce. 
011 interest bearing notes it is reclconed on tlle n1i~oz1~t  due a t  maturity, 
or tlieir face plus the interest for the full time of the noto. 

Tlie Proceeds of a note is the amount received by tlie ilolclcr from 
the banlr wlleii the note is discounted. 

True cliscount, as already shown, is simply the intcrest on tlic true 
present worth for the given time ancl rat.. The d~fference between 
banB and true d~scount is equal to tlie interest on t l ~ e  trne discount 
for the given time, plus the nlterest on tlie principal for three days. 



EXAXIPLE. 

\\'hat is the bank clisconnt on a note for $1&95S, having 60 days to rm:, at 
6 per cent. ? 

SOLUTION- &)$159.58 Interest for 60 days. 
7.98 1, 1, 3 1, 

$167.56 63 

Face of Note $15,958 
Discount 167.58 

Proceecls $1,5590.44 

2nd Ex.-Find tlle Bank Discount and proceeds of the following 
Interest-bearing note, if discounted at Banlr, Nov. 5, 1881, @ 6 $. 

$3,000. Iiingston, Sept. 10, 1881. 
Four montlls after date, I promise to pay A. L. 

Davis or order, three tllousand dollars, value received, with int'erest 
@ 5 $. 

A~a~~srs . - -Tl le  interest on tlle note for 4 mos. and three days is 
$51.25. $3,000 + $51.55 = $3,051.25, tlle amount of the note a t  
maturity, (19th January, 1882.) Tlle discount on $3,051.25 for 75 
days, (Nov. 5th to Jan. 19th) at G $ is $38.14. The Proceeds are 
$3.051.25, less tlie discount $38.14, or $3,013.11. Hence to find the 
Bank Discount and Proceeds, Wlien the Face of the Note or Draft, 
Rate of Discount and Time are given. 

RULE I.-Compute the interest on the face of the note for the given 
rate and time of discount, (inclnding 3 days grace), and the result 
will be the Bank Discount. 

11.-Subtract the bank disco~ult from the face and the result will 
be tlie proceeds. 

111.-If the note bears interest, coinpute the interest for tlie full 
time of t l ~ e  note, (including 3 days grace), and add it to the face. 
T l ~ i s  will be the amount a t  maturity, upon wllicll the discou~lt must 
be computed for tlie unexpired time as  above. 

I.-What is tlle Bank Discount on a 00 days note for $1,800 
@ 6 70. Am. $27.00 

11.-What is the Bank Discount on a fonr mos. note for $1800. 
@ 7 ?a. Ans. $43.05. 

111.-What are the Bank Discount and Proceeds of a 3 inos. note 
for $3,600 @ 5 70. 

Discount, $46.50. Proceeds, $3,553.50. 

1V.-Find Proceeds of a 5 mos. note for $950 @ 7+$. 
Ans. $929.40. 

V.-A mercllant sold 50 bbls. flour a t  $5.76 per bbl., for wllicll 
he received a note payable in 5 months. How mucl1 money will he 
receive at a bank for this note, discounting a t  7 fo. 

Ails, $278.95. 

VS.-If the following note was disconnted 8th April, 1882, how 
lbng liad it to run and wllat were the Proceeds ? 

$980.50. Kingston, 4th Jan., 1882. 
Six montEs after date, for value received, I promise 

to pay J. A. Scott or ,order, nine hundred, eigllty and $& dollars a t  
the Federal Bank. 0. E. TELGMANN. 

Ans. 90 days. Proceeds, $065.70. 

VI1.-Required the time wlleil the following note will becoine 
legally due and tlie Banlr Discount, provided it was discounted 14th 
July, 1882, a t  7 $. 

$500. hlontreal, 22nd April, 1882. 
One llundred and twenty days after date, for value 

received, I promise to pay David Johnston or order, five llulldred and 
ninety dollars, a t  the Molson Bank. 

M7M. VANESS. 
Ans. Aug. 23rd, 1882. Disco~nt ,  $4.50. 

V11S.-If the followin6 note was discounted a t  the bank, Nov. ls t ,  
1883, @ 6 $, what were the Discount and Proceeds ? 

$1,000. Prescott, Jan. 7tl1, 1883. 
One year after date, for value received, I promise 

to pay R. Nelson or order, one tllousand dollars, with interest @ 7 $. 
Disco~unt, $12.40. Proceeds, $1,058.00. 

1X.-Required tlle legal time of maturity of the following note, the 
nnexpired time, and the proceeds, its liaving been discounted lot11 
April, 1882, @ G $. 



$175.50. Trenton, 15th March, 1882. 
Ninety days after date, for value received, I pramise 

to pay E. P. Du~li l  or order, one hundred, seventy-five and T5.A dollars 
a t  tlic AIontreal l3anli, with interest. 

L. A. F E L L .  
Ans. l6tli June, 1882. Unexpired time 67 days. Proceeds, $176.23. 

X.-What would be tlie Proceeds of a 120 days note for $3,250, 
nitli interest at G f, dated Nov. loth, 1885, and discounted Jan. 12tl1, 
188G, @ 10 $. Ans. $3,261.35. 

T O  F I N D  T H E  F A C E  O F  A N O T E  OR D R A F T  W H E N  T H E  P R O -  
CEEDS,  T I M E  A N D  R A T E  A R E  G I V E N .  

Business men sometimes wisli to obtain a certain sum of money 
from a banlr on tlieir endorsed note, payable at some future times. 
Suppose B. Findlay wants $75 from the Federal Banli on 3 moiiths 
time, ancl to obtain it has liis note endorsed by L. A. Fell. For wliat 
sum mnst it be drawn, so that pvl~en discounte~?i for ninety days @ G 
$ ~t will produce $75 ? 

ANALYSIS.--T~~ Banli will cllarge a discouilt of $0.0165 on every 
$1 of the face of the note, leaving as proceeds $0.0845. Since a note 
of $1 discounted for 93 days @ 6 $ will afford $0.9845, proceed, 
to afford $75, proceeds the face of the note must be as many timos $1 
as $0.9845 is contained in 375, or $76.18. Hence, 

RULE.-Divide the given sum by tile proceeds of $1 for the given 
time and rate, (including three days grace), and the quotient will be 
tlie face of tlie note. To fiiid the Banli Discoant, subtract tlie proceeds 
from the face. 

EXiMl'LES. 

l.--What is tllc Face of a Note, ilrawn for 4 inos. and 12 days, 
wliicll yields $128 wlicll disco~u~ted at the bank @ C $. 

$130.05. 

2.-A. XlcDoiiald is indebted a t  tlic Ban6 in tile sum of $560, 
wliicl~ lie wishes to pay with a note a t  3 nios. For wllat must tlie 
ilote be drawn, discount @ 7 2.  

Ans. $570.32. 

3.-E. F. Gaulin owes me $720. Not having the money lie gives 
rile liis note a t  four montlis. Wllat mnst be the face of the note, so 
that when discounted at Bank at G ye, it  will yield the amount of the 
bill. Ans. $735.07. 

4.-For wllac amount must a note be nlatle for nii~ety days to 
afford $7520, if discou~lted a t  the Banli a t  8 $ ?  

Ans. $7678.69. 

MISCELLANEOUS PROBLEMS I N  IHTEREST, DISCOUNT AND BANIC DISCOUXT. 

l .--What is the interest of $108.60 from Sept. 12t11, 1886, to May 
Gth, 1890, at 8 $ ? Ans. $31.71. 

2.-Required the amount of $804.25 for 1 year, 5 mos., 10 days, 
a t  74 $ ? Ans. $801.38. 

3.-At mhat rate per cent. will $216 yield $128.22 in 5 years, 7 
mos., 27 days ? Ails. 10 $. 

4.-What principal will produce $49.20 interest in 1 year, 4 mos., 
12 days, a t  6 70 ? Aus. $600. 

5.-Required the time in whicll $300 will gain $47.25 interest a t  

G $ ?  Ans. 2 years, 7 mos., 15  days. 

G.-What is the present worth of $260 due in 8 mos., witohut 
interest, the current rate of interest being G q6 ? Ans. $250. 

7.-What is the present worth of $305.75, due in 9 mos., G days, 
without interest, current rate 9 $ ?  Ans. $286.01. 

8.-Required the amount tor which a note due in 90 days must be 
given that tlle proceeds may be $1969, discounting a t  6 Yo ? 

Ans. $2000. 

9.-Required the proceeds of a note for $900, due in G mos., dis- 
counted a t  bank at 8 ? Ails. $863.40. 

10.--What must be the face of a note, so that when discounted a t  
the bank a t  7 % for 1 year, 2 rnos., the proceeds will be $500 ? 

Ans. $544.81. 

11.-A note dated Feb. 20th, 1836, for $5,000, with interest a t  
7 %, payable in 00 days, is discounted a t  bank a t  7 %, Marcli 18tl1, 
1886. Required net proceeds ? Ans. $5062.35. 

12.-A note of $450 d.zted April 3rd, 1886, ancl payable in 90 days, 
mitliout interest, was discounted May loth,  1886, a t  the bank a t  G %. 
Find tlie proceeds ? APS. $445.80. 



LOSS AND GAIN. 

Profit and Loss is a commercial term used to express a gain or loss 
in business transactions. 

I t  is usually represented by a certain rate per cent. on the first 
cost of goods. 

The principles of percentage are applied to many of tlie most com- 
mon business transactions. Among the most importallt Rre Trade 

Discount, Commission, Insurance, Profit and Loss, Duties, Interest 
and Exchange. Profit and Loes has three cases which are important 
to the business man. 

CASE I. 

To find the selling price, wlien tlie cost and tlie gain or loss per 
cent. are given. 

Ru~~.-hI~~llltiply the cost by the rate per cent., and the product 
will be the gain or loss. Add the gain to the cost, or subtract the loss 

from the cost, and the result vill be tlie selling price. 

CASE 11. 

To find the cost, when the selling price and the gain or loss per 
cent. are given. 

RULE.-Divide the selling price by 100 plns.the rate per cent. of 
gain, or 100 minus rate per cent. of loss, aild tlie quotient will be tlie 
cost. 

CASE 111. 

To find tlie gain or loss per cent., when the cost and selling price 
arc given. 

Ru~~.- l ) i r jde  the gain or loss by tlie cost, and tlie quotient wil 
1 

be the rate per cent. of gain or loss. 

The examples under these cases wlll be given promiscuously. It 

is left for the student to decide to wliicl~ case a problem belongs. 

1. -A merchant bought a farm for $3,560. For wliat price must 

lie sell it  to gain 25 % of its cost. Ans. $4,450. 

2.-A mail bought a horse for $128 and sold it a t  12 % less tllall 
cost. What was liis loss ? Ans. $15.36. 

3.-Bought wheat a t  $2 per bushel and sold it a t  $1.60 per bus. 
What per cent. did I lose ? Ans. 20 %. 

4.-A farm was sold for $6,300, wliicli was 124 % more than it cost. 
What was the cost of the farm ? Ans. $5,680. 

5.-A cargo of damaged corn was sold for $9,450, which was 33) % 
less than cost. What was the cost of the corn? Ans. $14,175. 

6.-A grocer sold tea a t  .30 cents above cost and gaincd 16% %. 
What wa,s the cost of tlle tea ? Ans. $1.80. 

$.-Sold tea a t  DOc. a pouild and gained 20 %. What would liave 
been my gain per cent. had I sold it a t  $1 apound ? Ans. 33+ %. 

8.-A grocer sold 82 bbls. apples a t  22 %profit and gained $45.10. 
What did they cost per barrel ? Ans. $2.50- 

9.-If by solling tea a t  4 7 4 ~ .  per pound, I lose 5 :lo. At what price 
must I sell it  to gain 15  $ ? Ails. 57+c. 

10.-Selling price is $1.32. Loss 8+ $. Find the cost ? 
Ans. $1.44. 

EXAMPLES-PERCENTAGE. 

l1 .-A merchant's price is 25 $ above cost. If lie allows a customer 
a discount of 12 on liis bill, what per cent. profit does he make ? 

Ans. 10 $. 

12.-How must cloth, costing $3.50 a yard, be marked, that a mer- 
chant may deduct 15 g'~ from tlic marliet price, and still make 15 
profit. Ans. $4.735. 

13.-By selling a piece of cloth a t  $2 per yard I lose $6, had I sold 
it at $4 a yard I ~ o u l i l  liavc gained $18. How many yards did I 
sell ? Ans. 12 yards. 

14.-A mercl~aiit inarlicd a piece of silk a t  25 ?L above cost, and 
then sold it a t  20 71. less than the inarlied price ; did he lose or gain and 
liow mucl1 ? Ans. Sold at cost. 



15.-If cloth wllen sold at 25 $ loss, brings $3 a yard, w l~a t  would 
be the loss or gain if sold a t  $6.40 a yard ? Ans. 4 ./. lops. 

16.-If a inan buys goods a t  a certain price, 10 and 5 ./. off, and 
sells them ~t tlle same price 5 yo off, What per cent. profit does he 
make ? Ans. l lg  YD.  

17.-If I mark goods a t  an  advance of 40 $, and then sell them at  
s discount of 30 Yn off the marlced price. What is the result ? 

Ails. Loss B 70. 

18.-If I mark goods to be sold a t  a gain af 25 on cost, what per 
cent. discount can I allow from the ma,rlted price and still make 5 YD. 

ADS. 16 YD. 

19.-The list price for door hanclles is $4.50 per set, less 40 yo and 
10 %. What is the net price ? Ans. $2.43. 

20.-A horse was sold for $058, which was 16% %inore than it cost. 
What was the cost ? Ans. $564. 

BROKERAGE AND COMMISSION. 

Brokerage and Commission is an allowance, generally of a certain 
pcr cent., made to an agent for transacting business for another. 

An agent, factor, or broker is a person mho transacts business for 
another. 

An agent who buys or sells for a person is usually called a conlmis- 
sion merchant. 

An account sales is a detailed statement, rendered by the commis- 
sion merchant to the shipper, showi:~g the sales, the charges or expenses 
incurred and the net proceeds. 

Brokerage or Commission is usually computed a t  a certain rate per 
c a t .  on the amount of sales, colldcti?n or investment. 

Tllc general principles of percentage are npplieil . 
CASE I. 

To find the Brokerage or Commission on ally given sum. 

Ex.-My agent sells goods to the amount of $4,500. What is the 
commission @ 3 % ? 

ANALYSIS.-If I allow my agent .03 on every $1 worth of goods he 
sells, his comnlission would be $4,500 X .03, or $135.00. 

CASE 11. 

Sometimes busiuess men send their agents a certain amount of 
money, instructing them to retain their co~nmission and invest the 
balance. I n  this case sl~ould the percentage be computed on the whole 
amount received, the agent would receive commission on his commis- 
sion, which mould be incorrect. 

Ex.-A. hfcDonald sends his agent in Montreal $1545, with instruc- 
tions, after deductingllis commission a t  3 %, to invest the balance in 
wlleat. What will the agent invest and what will be liis commission ? 

ANALYSIS.-In order that the agent may invest $1 and have his com- 
mission .03, he must receive $1.08. Hence he call invest as many dol- 
lars as $1.03 is contained times in $1545, or $1500. Subtract this 
ainount from $1545 and it leaves his comn~ias io~~ $45. 

l.-Commission merchant sold 540 bbls. flour a t  $6.379 a bbl. What 
was llis commission @ 3 % ? Ans. $103.26. 

2.-A lawyer collected 65 % of a note of $950 and charged 6$ % 
commission. What was his commission ? Ans. $38.59. 

3 -.An attorney charged $75 for collecting rents to t l ~ e  amount of 
$1125. What was the rate of commission ? Ans. 68 %. 

4.-An sgent cl~arged 2$ commission for buying produce, and 
llis coinmissioi~ was $750. How m~xcll produce did he purchase ? 

Ails. $30,000 

5.-A merchant paid a broker 3 % for a draft of $1280 on New 
York. How mucl1 was the brokerage ? hns.  $4.80. 

G.--Paid a broker $32 for investing money in bank stock selling a t  
par, paying him a coinmission of ) %. How mucl1 did lle invest ? 

Ans. $12,800. 

7.-Sent my agent in Chicago $5,000, with instructions to purchase 
w!ieat at $1.10 R, bushel, after deducting his conlmission a t  2: %. How 
many busllels of wheat did 11e buy ? Ans. 4,434.59 bus. 



8.-Sold wheat on a commissioll of 5 %. Invested proceeds i11 tea 
a t  2 % commission. 1Iy whole commissioll was $70. What was the 
value of the wheat and the tea ? Ans. \\'heat, $1020 ; tea, $950. 

9.-My agent sold 102 tubs of butter, worth $30 a tub at  3 % com- 
mission and invested tlie proceeds in flonr at $6 a barrel, first deducting 
2 $ commission for buying. How mucl1 did lle invest in flour ? 

Ans. $1940. 

10.-A comlnission merchant bought $1300 barrels flour at  $5.75 
a barrzl, receiving a coinmissioil of 34 fa, and invested tile net proceeds 
in coffee at 28c. per lb., first deducting 2 commission. IIow many 
pounds of coffee did he parcllase ? What was his entire commission ? 

Ans. $25,256.9 lbs. ; $403.06. 

STOCKS. 

A Corporation is a body autliorized by a general lam, or by a 
special charter, to trallsact business. 

A Charter is the legal act of incorporation, arid defines tile powers 
aiid obligations of the incorporated body. 

Capital or Stock is the money paid in to carry on tlie business of 
an individual corporation or firm. 

A Share is one of the equal parts into wliicll the stock or capital 
is divided, and is usually $100, though sometimes $50 or $25. 

Stockholders are the owners of one or inore sllares of tlle capital 
stock. 

Tlie Par Value of Stock is tlie number of dollars named ia each 
share . 

Stock is At Par when the sliares sell for their face. 

Aboue Par, at a premium, wllen tlie sllares sell for inorc t l im 
their face. 

Below Par, or at  a discount, when sliares will not sell for their face. 

The Premium and Discount on stoclts are generally recltolled at a 
certain per ccnt. on tlie par value of ?he sliarcs, and t11e ordinary rules 
of percentage apply. 

Ex.-What is the value of 20 sliarcs of E. R. stock a t  8 per cent. 
premium, par value being $100 ? 

SOLUTIOS-20 X $100=$2,000 X $l.OS=$3,160. 

EXPLANATIOX-Eac11 sllare is worth 8 per cent. more tllail its ori- 
ginal value. Hence $1 stoclr is worth $1.08; then $2,000 stocic is 
worth 2,000X 1.08 or $2,160. 

1. What sum must be invested in 8 per ccnt. stoclr @ 120 so as 
to produce an income of $560 ? Ans. $8400. 

2. Which is tllc better investment, 9 per cent. stock a t  25 per 
cent. premiutri, or G per cent. stock at  25 per cent. discount ? 

Ans. Tile latter. 

3. What must be given for 50 sllares of C. P. R. stock, par value 
$50, @ 3 per cent. discount ? Ails. $2425. 

4. I sell out Bank stocli which pays 3 per cent. @ 96, a i d  invest 
tlle proceeds in Railway stock, paying 5 per cent. at par. How much 
per cent. is MY income increased ? Ans. 1 4-Sths. 

EXCHANGE. 

By Exchange is meant tlie method of paying debts in places dis- 
tant from eacli other without the transmission of money, and sucli a 
large part of the business of the country is transactel through this 
medium of exchange, that a knowledge of this subject is indispensable 
to one engaged in business. 

Foreign Bills of Exchange are usually drawn in tlie money of ac- 
count of the countries in which tliey are payable. Thus, drafts on 
England are drawn in pounds, shillings, and pence ; on Francc, in 
francs, &c. 

Nearly all our exchai~ges with Europe are effected through the 
great financial centres, London anci Paris. Hence tve sllall deal witli 
exchanges on London and Paris only in this w o r l ~  

Exchailge on London (Sterling Exchange) is quoted by giving tlie 
value of £1 in dollars and cents. Tlie par valne £1 is $4.863. 

Escliangc on Paris is quoted by giving tlle value of one franc in 
dollars and ceuts. T l ~ e  par -4alue of 1 franc is $.186. 



W l ~ e n  exchange is quoted above these values it is nt a prernium, 
and when below, at a discount. 

Ex.-Find the cost of a Bill of Exchange on L o n d o ~ ~  for £120 @ 
$1.85. 

SOLUTIOX-E1 costs $4.85, and $120 will cost 120 times $4.85, or 
Am.  $382. 

Ex. 2.-Fincl the face of a Bill of Exchange on London that costs 
$4,261.23, if excliange is quoted a t  4,8665. 

AxALYsIs-$~.SGG~ will buy El .  Hence 
$4261.23 will buy as 11la11y pounds as 
$4,8665 is contained times in $4261.24, or 

£ s d  
E875.G25=875 12 (i 

T O  R E D U C E  S H I L L I N G S ,  P E N C E  A N D  F A R T H I N G S  T O  T H E  

DECIMAL O F  A POUND.  

RULE.-Multiply the number of shillii~gs by five, anil write tlle 
product as hundredths. 

11.-Write the number of farthings in the given pence and farthings 
as  thousandths, adding one if the number is 12 or more, and two if it 
is 36 or more. 

111.-The sum of these will be tlie required decimal of a pound. 

Ex.-What is the value of £2 3s 6&d, a t  $4.80 ? 

ANALY~IS-IV~ reduce the shilliags, pence and f a r t l ~ i n g ~  to the 
decimal of a pound by preceding rule. Thus-3 s l ~ i l l i ~ ~ g s  are & of a 

= . l 5  of a pound (3  X 5). 64 pence are $25 of a g ,  multiply both 

terms by 49 and you have ? G ' =  .0275. 

A sufficiently accurate result may be obtained by expressing the 
pence and farthings as fartl~ings and adding 1 wl~en the product is 12 
or upwards, and 2 if 36 or upwards, and calling the rcsults tllousandtl~s. 
Thus 63 X 4 = 26 plus 1 equals .027. 

. l 5  plus. 027=.177 of a pound, tlie required decimal, annexing 
t l ~ e  decinial of l l ~ e  pounds we h a ~ e  £2.177 X 4.80, gives $10.45. 

AVERAGING ACCOUNTS. 

To average an acconnt is to find the average or mean time wl~en 
t l ~ c  payment of tlic balance of a11 account may be made ~ ~ i t l l o u t  loss 
to either party. 

T l ~ e  time when the account falls due by average, is called the 
Equated Time or Average Date. 

Simple Average is the process of nveragi~~g an account containing 
debit or credit iterns only. 

By assuming a certain date as tlle time of settletnent me find wl~at  
the loss or gain of interest would be to tlle payer, if all the bills mcre 
paid by him on that date. We next find in how many days t l ~ e  bal- 
ance of t l ~ e  account would produce a sum equivalent to this loss or gain 
of interest and find tlle true day of settlement by couliting baclcward 
or forward this number of days from the assumed date. 

Any date may be aescmed as the date of settlemer~t this is called 
tlie Focal Date. For convenience the latest datc is generally used. 
Any rate of interest rnag be used but t l ~ e  legal rate G$ is usually com- 
pnted. 

Ex-.At what time may the following Bills of Mercllandise be paid 
in one atnount without loss of interest to either party ? 

Due Feb. 3, 1886, a bill of. . . . . . . . . . . . . . . .  .$450 
II 11 24, 11  II 1 ,  1 1 . .  . . . . . . . . . . . . . . .  600 

I .  2 T ,  1, ,, . . . . . . . . . . . . . . . . .  750 
Apr.20, I t  . . . . . . . . . . . . . . . . .  600 

S o ~ r r ~ ~ o ~ - A s s u i n e  20 April as Focal Date. 
The lnterest on $450 from 3 Feb.-20 Apr. is $5.78 

,I 1 ,  1, 500 , t  24 ~r - I I  II 11 4.67 
11 1, r ,  760 I 23 1 . -  1, 3.13 
I 7 ,  600 20 Apr.- T r  .OO 

Amount of Account $2,300 Total Interest $13.58 
$2,300 will earn $0.3833 in one day 

2,300 1, 11 $13.58 in as nlany days as $0.3833 is containcd tirnes in 
$13.58 or 35 days. Hence, 

RULE.-Assume the latest date on wl~icll any of the items is due 
as  the Focal Date. Compute t l ~ e  interest on each item of tlle account 
fro111 the date it due (its datc plus its term of credit) to t l ~ e  Focal 
Date. Divide the total anlount of interest by the interest 011 the total 



amount of tlie bills for olle da,y, and tlle quoticilt will be the number 
of days to count back from the Focal Date. 

2.-When is the following a c c o ~ u ~ t  due by average ? 

April 1.5, 1886, a bill of $400 on 3 mo. credit 
May 20, 11 I! 7 ,  245 on 4 ,, 11 

Jnne 23, 11 37.5 on 4 ,, ' 
Sept. 13, ,P I, 1, 625011 3 ,, 

Anr. Oct. 14, 1886. 

3.-Street, Clarlr ct: Co., Dr. 
1886 
hlay 9, To Mclsc. $350 on 4 mo. credit 
June 6, II 530 on 4 mo. ,, 
,Tuly S, II 213 on 3 mo. I, 

Aug. 30. 11 II l50 on 4 mo. 
Reqnire3, tlie cqnated date of pzyuielit for above account. 

Am. Oct. 9, 1886. 

4.-Joaes, Walker & Co. bought of Gildersleeve & Reeves, several 
bills of goods, as follows : 

hlarcli 3, 1885, 82.50 on 3 mo. credit 
April 15, 11 180 on 4 mo. I ,  

. J U I I ~  20, 325 on 3 mo. 
Aug. 10, 11 80 on 3 mo. 
Sept. 1, 11 100 on 4 mo. I T  

What is the equated date of maturity? How much would pay the account 
Llec. 1st. 1SS5? Ans. August 30th, 1885. $919.49. 

The following is another l~lcthod of arriving at the average date of 
payment. 

l.-A owes B $300, of which $200 is due in 3 months, aiid $100 ia 
k months. TVllen will tlle payment of $300 equitably discliarge tlie 
debt ? 

 SOLUTION-$^^^ X 3 = $600 
100x6= 600 - - 

$300 )$l ,200 
4 Ans. 4 months. 

ANALYSIS.-A is entitled to the use of $200 for three montlls, which 
equals tlie use of $600 for 1 month, and to the use of $100 for 6 
months, wliicll equals the use of $GO0 for 1 month ; hence, lie is en- 
titled to tlie use of $300 until it equals the use of $600 $ $600 or 
$1200 for l month. I t  will take $300 as many months to equal the 
use of $1,200 for 1 rnontl~, as $300 is contained times in $1,200, whicli 
is 4. Hence tlie paymei~t of 300 ill 4 months will eqaitably discharge 
tlie debt. 

2.-Find equated date of tlie maturity of tlic following : 
Due June 3, 1886, $450 

,, 1, 24, 11 500 
,, July 25, II 730 
,, Aug. 20, 1, 600 

3.-Fincl equated time of pnyinent of the following account ? 

J o ~ r s  BROWN Dr. 
1856 

Mar. 15, To Mtlse. @ 60 days $321 
May 14, 11 II 11  30 r 656 
June 12, ,, ,, ,, 3 lnos. 480 
July 15, 14 ,, 90 days 2-25 
Aug. 3, 1) t, , r  3 ~ O S .  422 

AILS. Aug. 11, 1886. 

RULE.-Find tlie date of maturity of eacli item in the accouiit ; 
then multiply each item by the number of days bc tmee~~  the maturity 
and tlie Focal Date. Tl1e11 divide tlle sum of these products by tlie 
sum of the items, and tile result will be tlie iiu~nber of days to couilt 
backward or forward from tlie Focal Date. 



2-When is tlie folloning acco~ult due by average ? COMPOUND AVERAGE. 

Compound Average is the process of fincling the mean or equatecl 
time, for the payment of the balance of an account containing both 
debits and credits. 

The object of averagi~lg an accouilt current may be either to find a 
date for settlemellt in tllc future, or to determine the time from wllicli 
to compute interest on tlie balance, wlleii tlle average date is past. 

Ex.-When is tlle following acconilt due by average ? 

Dr. MT. W. SQUIRE. 'Cr. 

SOLUTION-ASSUIII~ Oct. 26 the latest date due on either side as the Focal 
Date. 

Interest on $456 f r a l  July F-Oct. 26 is $8.36 
1, 11 384 1 ,  Aug.19- 11  4.29 
I! ,, 216 1, Oct. 5- 11 1, ,I .76 
1, 532 1, ~t 26- 1 0  II 1 ,  .00 - - 

Total Debit $1,608 Total Debit Interest $13.41 
Interest on $400 from July 26-Oct. 26 is $6.00 

,, 375 ,, Aug. 10- ,, ,, 4.75 
I I  11 288 1, Oct. 12- I! .67 

Total Credit $1,063 Total Credit Interest $11.42 
Tlie debit balance of interest is $13.41 less $11.42 or $1.99. 
The debit balance of the account is $1,608 less $1,063 or $343. 
$545 will earn 8.0908 Interest in 1 day. 
$543 will earn $1.99 in as m~lny days as $.O908 is contain~d times in $1.99 or 

22 days. 
Therefore the account is due by average 22 days ea~lior than Oct. 26, or Oct. 

4.  Hence, 

RULE.-Compute tlle interest on eacll item of the account from tlle 
time it is due (its date plus its term of credit) to tlie Focal Date. 
Flnd tlie total debit interest, and tlle total credit interest, then divide 
tlle difference between the debit and credit interest by the interest on 
the balance of the account for 1 day, and tlie quotient will be the 
number of days to count backnlard or forward from tlie Focal Date. 

If the balance of the account and the balance of interest be in favor 
of tlle saine side count baclr. If on opposite sides count forw;~rd. 

-- 

Dr. 

-P - 

6 8 6  
Sept. 12, To Mdse. @ 
Oct. 15, I I  II 

NOV. 18, T V  11  

--p- 

Cr. 

. . . . . . . $500 
.. ... ... 300 
........ 250 

FRED. D. ALLEY. 

- 

9119 .  Xov. 20, 1886. 

%-Average tlle following account : 
Dr. JOHN J. ASTOR. Cr. 

1 883 
June G, To Mdsc. @ 30 days 

1 ,  20, II 1, GO 11  

July 5 ,  1 ,  II , T  3 nlos. 
26. I! 11 3 mos. 

---- 
Mar. l .  
Apr. 16, 
May 11, 
June 16, 
July 30, 
Aug. 17, 

1886 
3 O L c t .  l 0  .By Cash . 

NOV. 20 1, . . 
30 1. I, . . 

30 Pays $927 
30 11 

60 ,, E 
30 t t  175 

Balance old Acct. 
Mdse. @ 2 mos. 

11  1, 2 1, 

r t  tr30days 
1, 1, 60 ,! 

I, 1, 30 11 

EI 
50,  

436 
384 
216 
532 

Mar. 16, 
May 20, 

July Ang. 30, 31, 1883 
July 25, Ky Cash..  . . . . . . . . . . $400 
Aug. 10, . ... . . . . .. .. 375 

,, 10, Note @ GO days . . 288 

By Cash . . . . . 
11 1, . . ... 
11 Note @ 30 dys 
11 Cash . . . . . 

Ans. July 21,18845. 

PARTNERSHIP & PARTNERSHIP 
SETTLEMENTS. 

A partnership contract is made by two or more persons to coinb;ne 
their property, labor, or sliill, for tlle transaction of business for their 
common profit. 

Each person thus associated is called a Partner. 

The money or property invested by all the partners is called Capital 
Stock, Joint Stock, or Stock in Trade. 

The profits to be sllared by each of tlie partners are sometimes 
called Dividends. 

E a c l ~  partner's stocli, increased by gain or dirninislled by loss a t  
the time of settlement, is called his interest in the business, 

Partnership Settlements.-The object of a partnership settlement 
is to ascertain the relations in wllicll the partners stand to the business 
and to eacll other. Sucll settlements should be effected a t  least once 
every year, and must be made mlleu a partnership is dissolved. The 
process of adjusting tlie accourlts of a company is illustrated in the 
examples below. 



SIMPLE PARTNERSHIP. 

TJTheii tlle capital of tlle several partners is illvested for the same 
length of time, and they are to share gains and losses in propor:ion to 
tlle capital invested. 

Er.-A, B, and C, entered into partnership. A puts in $8,000 ; 
B, $4,500 ; and C, $3,500. At the time of the dissolution of the firm 
the net profits were $6,400. What was eacli partner's share of the 
profits ? Tlle wl~ole capital invested is $16,000. 

SOLUTIOY-Since $16,000 Capital earns $6400 
... $l , I  ( 1  6400 + 16000 = $.40 

$5000 (A's capital) ,, 8000 X .40=$3200 
$4.500 (B's 11  ) 1, 4500 X .40 =$l800 
$3500 (C'S ) 3300 X .40 =$l400 

Hence, A's share of tllo gain is $3,200 ; R's, $1,800 ; and C'S, $1,400. 

11.-A and B enter into partnership for three years. A invests 
$1,280, B invests $5,780 ; tllcy gain $980. Wliat is each man's share - - 
of tlie profits ? 

111.-C and D purcllase a farm for $8,640. A gave in payment a 
house and lot valued at  $4,200, and I> the balance in cash. They 
rented the farm for $664 annually. What sllare of the rent should 
each have ? C's share, $420. { 0 ' s  441. 

COMPOUND PARTNERSHIP. 
When the several shares of capital have been e~nployed for diffor- 

eiit periods of time, to finil each partner's share of the profits or loss. 

Ex.-A, 12, and C, engaged in business. A investcd $700 for 6 
zontlis ; B, $800 for 10 nlonths ; C, $1,200 for 2 months. Tllc pro- 
fits were $438. TVhat was each man's share of tllc gains'? 

The use of $ 700 for (5 1nontlls=$-L200 for 1 month. 
11  II 11  800 11 10 = S000 I !  1 r 1  

,I ,I 1, 1200 11 2 11  = 2400 11 1 ,I 

:. The use of the entire investment was equivalent to the use of $14,600 for 
l month. 

SOLUTIOX-Since $14,600 earns $438 . .. l will earn .03 
Hence, $4,200 (A's capital) will e;Lrn $2200 X $.0:3=$120 

SOOO(l3's IC  ) II 8 0 0 0 ~  .03= 240 
and 2100 (C's ) I ,C 2400 X .03= 72 

. .. A's sllare of the  gain is $126; 1i1s, $210; and C's, $72. Hence, 

RULE. -1Ialtiply the amount of capital invested by each partner 
by tlle time of its investment, and taliing tlie product as his capital 
and the sum of the products as tlle entire capital proceeds as in simple 
partnership. 

1. A, B, and C, are partners. A puts in $600 for 8 m o ~ ~ t l l s  ; B, 
$000 for 6 nloilths ; and C, $700 for 5 montlls ; they gain $548. 
Wliat is each man's sliarc of tlle gain ? (A's share, $192. 

Ails. - B's ' 216. 
(C'S 140. 

2. C and D engage in trade. C puts in $600 at first and $400 at 
Blie end of three montlls ; D put in $500 at  firbt and $600 at  the end 
of two months. The profit at  the end of a year is $456. How sliould 
this be divided ? Ails. C's sliare is $216 ; D's, $240. 

3. A, B, and C hired a pasture for G months for $245. A put in 
40 sheep; B, 50 sheep ; C, 80 sheep. At tlie end of 3 monttls A put 
20 more ; a t  thc close of 4 montlis B took out 20 ; and at  the close of 
5 montl~s C took out 60. How much ought each to pay? 

Ans. A, $75 ; B, 65 ; C, $105. 

4. A, B, and C, enter into partnersliip for 4 years, each putting ill 
$5,000 as capital. At tlie end of 2 years A took out $1,000, B $2,000, 
and C $3,000, and a t  the end of the fourth year they closed the busi- 
ness with a loss of $3,600. Wllat was tlle loss of eacll ? 

Ans. A's, $1,350 ; B's, $1,200 ; C's, $1,050. 

PRACTICAL RULES FOR FARMERS. 

T O  MEASURE GRAIN I N  A BIN.  

Rule.-Level tlle grain ; mnltiply the length in feet by the breadth 
in feet, and this by the lleigllt in feet. Then multiply this product by 
8, and point off one place to tlie left. 

Ex.-IIow many bus2iels of vheat in a bin 10 ft. long, 4 ft. wide, 
and tj ft. deep ? Ans. 102 bus. 

To find t l ~ c  n ~ m ~ l ~ e r  of gnllons tlle bin holds, multiply tlle ~luinbcr 
of busllols by 8. 



T O  M E A S U R E  CORN I N  A  CRIB.  

Find the number of bushels of corn (in the ear) by tlle preceding 
rule, and divide tlle answer by 2 to find the number of bushels of 
sllelled corn, because it requires two busllels of ear corn to make one 
of slielled corn. 

Ex.-Find tLe number of bushels of sllelled corn in a crib l 5  ft .  
long, G ft. wide, and 10  ft. high. Ans. 300 bus. 

T O  M E A S U R E  HAY I N  A M O W  OR STACK. 

Tlle only accurate mode of estimating hay is by weight, but for 
ordinary purposes tlie following rules will be of use to farmers : 

T O  F I N D  T H E  N U M B E R  O F  T O N S  O F  HAY I N  A MOW. 

R1tle.-Multiply the length in yards by the heigllt in yards, and 
that by the width in yards, and divide the product by 15 ; tlle quotient 
will be the number of tons. 

Ex.-How many tons of hay in a mow 10 yards long, 5 yards 
wide and 9 yards high ? Ans. S0 tons. 

T O  F I N D  T H E  N U M B E R  O F  T O N S  I N  S Q U A R E  STACKS. 

1Zule.-illultiply the length in yards by the widtli in yards. and 
this by half the height in yards, and divide tlle product by 15. 

T O  F I N D  T H E  N U M B E R  O F  T O N S  I N  CIRCULAR STACKS.  

riu1c.-Find the area of the base in square yards, then ~nultiply 
the area of the base by half tlic 11eiglit of tlie stacli in yards aiiil divide 
tlie product by 15. 

M E A S U R I N G  L U M B E R .  

Rti1e.-Multiply the length of tlle board in feet by tlie width in 
inches and divide by 12. 

Ex.-How many square feet in a board 31 feet long and 18  inches 
wide ? 

SOLUTION-21 X lS$12=31& Sq. f t .  Ails. 

T O  F I N D  T H E  C O N T E N T S  (BOARD M E A S U R E )  O F  JOISTS,  

S C A N T L I N G  OR PLANK,  M O R E  T H A N  O N E  I N C H  THICK. 

R u ~ ~ - ~ I u l t i p l y  the width in inches by the thickness in inches and 
this by the length in feet and divide by 12. 

Ex.-What is the board measure of a planli 18 feet long, 10 
inches wide and 4 inclles thicli ? 

SOLUTION-l8 X 10 X 4 ft. 
12 

T O  F I N D  T H E  V A L U E  O F  A  G I V E N  N U M B E R  O F  F E E T  O F  
L U M B E R  A T  A  G I V E N  P R I C E  P E R  THOUSAND.  

lilile-Jlultiply tlie number of feet by tlle price per tllousand alid 
point off three figures from tlle right-hand. 

Ex.-What will 719 feet of lulnber cost a t  $8 per thonsalzd ? 

SOLUTIOJ-719 X 8 - -- 

Ex. I.-What will it  cost to put a floor in a room 20 feet long, 18  
feet wide, with plank one and a half inches tliicli, worth $12 per 
tEousand (board measure.) Ans. $6.48. 

Ex. 11.---How many feet of l~unber in 14 planlis, 16 feet long, 18  
inclles wide and 4 inclles thircli. Ans. 1,344 feet. 

T O  F I N D  T H E  V A L U E  O F  A  LOAD O F  HAY AT A  G I V E N  P R I C E  
P E R  T O N  O F  2,000 Ibs 

Rule.-Multiply tlie number of pounds of hay by half the price per 
ton, and point off three figures from tlle right hand. Tlle remaining 
figures will be tlle price of the liay (coal or any other article by tlie ton). 

Ex.-I171iat will be t,lie value of 1,735 lbs. of liay a t  $14 per ton ? 

SOLUTIOX-The half o f  $14 is $7. 
l725 X 7 =$12.073. Alls. 

T O  F I N D  T H E  N U M B E R  O F  COMMON BRICKS I N  A  W A L L .  

R1tle.-hlultiply tlle length of the wall ill feet by tlle height in feet 
and that by its thickness in f ~ e t ,  a r d  tllat agoin by 20, and the product 
will be tlie number of bricks in the wall. 

Ex.-IIow many common briclis in a wall 40 feet long, 20 feet 
lligh and 12 inclies thicli ? 

~ O L ~ + I O ~ - ~ O  ft. length, x 20 ft. Ileigl~t, X 1 f t .  thick, x 20= 16,000 Am. 



LATHS.  

Laths are usually 4 feet long, l+ inches wide and & inch thick. 
One thousand laths set inch apart should cover 55 squrure yards. 

S H I N G L E S .  

Shingles arc usually 18 inches long and, on an average, 4 inches 
wide. 

One thousand shingles laid 4 inches to the weather sliould cover 100 
square feet ; laid 4 8  inches to the weather, 120 square feet, and laid 
5 ii~clies to tlle weather, 133 square feet. 

Ex.-How many shingles for a roof 60 feet long, rafters 20 feet 
(two sides,) shingles laid 4; inches to the weather. 

SoLUT10x-6~?!~2 Alas. 20 thousand shingles. 
120 

M E A S U R I N G  LAND-TO F I N D  T H E  N U M B E R  O F  A C R E S  I N  A 

F I E L D  W I T H  S Q U A R E  CORNERS.  

l iu le~Mul t ip ly  the length by the breadth, and divide the prodnct by 
160 if the measurement is made in rods; by 4,840 if made in yards, or 
by 43,560 if  made in feet. 

Wlien the length of two opposite sides is unequal, add tliem to- 
gether, take half tlle sum ant1 multiply by the breadth, then divide the 
product as above. 

T O  F I N D  T H E  N U M B E R  O F  A C R E S  I N  ANY 3-SIDED F I G U R E .  

I1i~le.-Multiply the lo~igest side by one half the distance from this 
side to the opposite angle and divide the product as above. 

T H I R D  A N D  SECOND CLASS T E A C H E R S .  

BOOK-KEEPING. 

2 ((0 Briefly state the essential requisites of a promis- 1 sory Note. 

-+ : 

(b) Brown gives Blaclr his note a t  4 inos. from to-day for 
$150, negotiable and payable at Bank. Write the note, 
dating it from Toronto. 

Values 

10 

20 1 3. Journalize : 

1. What is meant by:  Assets ? Bonded Goods ? De- 
benture ? Good Will ? Lien ? Mortgage ? Power of Attor- 
ney ? Staple Gooils ? Usury ? Voucher ? 

( t r )  Commenced business mlth casli $1,000, mercliandisc 
$1,000, notes against sundry persons $500. 

(b) Bought of John Jones for casli, tallow worth $160, 
and irxmediately sold it for $140. 

( c )  The Dominion Bank has discounted my note against 
Harris for $1,000 ; discount $17.50, cash received $982.50. 

(d) Solcl my house and lot to Green for $2,500. Re- 
ceived in payment cash $1,030, merchandise $500 ; balance 
to remain oil account. 

(e) Consigned to Henry R: Co., Montreal, goods to be sold 
011 my account, invoiced $645. Paid freight on same in 
cash $36.50, and gave my note for insurance of do. $19.36. 

4. Classify the foregoing accounts according as they arc 
"Resources and Liabilities," or "Losses and Gains." 

l8 1 5. Post all the items in No. 3. 

G.  State the object, and briefly describe the process, of 1 closing the Ledger. 



SECOND CLASS TEACHERS.  

Values 

10 

Exn~~~i l ic r - -Co~x~~ras  Do~ovas, RI. A. 

l. Give the sense of the following passage in as few words 
as possible : 

That it is hard to brave a laugli,-tliis is not disputed. 
That there is  a power in sarcasm which may make tlie con- 
dition of tlie Clhristiall a condition of persecntion,-this is not 
disputed. But when the battery of jest and contenlpt that is 
brought to bear on liim makes him slirink ashamed of his 
profession, we cannot accept tlie difficulty of the encounter 
as an apology for his defeat. We really want terms in wliich 
to express our sense of the weakness and infatuation of men 
wlio, quite aware that they have right on their side, and 
thoroughly persuaded that reason gives ail unreserved verdict 
in their favor, are nevertheless abashed and overcome by tlie 
ridicule of some tlioughtless jester, wliose intellect tliey pro- 
bably hold cheap, and whose good opinion tliey conrider val- 
ueless. 

25 / 2. Write a Prdcis of tlie following document : 

1 OFFICE OF THE PROVINCIAL BOARD OF HEALTH, 
TORONTO, July 17tl1, 1883. 

DEAR DOCTOR,-You inay have observed that the Provin- 
cial Board of Healtli, in common with many Boards in tlic 
United States, has decided upon publisllillg a Weekly Report 
of disease prevailil~g in tlie different parts of the Province, 
noting, a t  the same time, tlie accompanying meteorological 
and other conditions. 

I11 order to make sucll reports of any real value in inves- 
tigating the causes of disease, it  will be ilecessary for tlie 
Board to appoint, in various localities, correspondents wliose 
weekly returns may enable it to deduce practical conclusions 
t!ierefrom. 

Value: 

10 

5 + 5 -  
5 

To this end the Board has addressed this letter to a num- 
ber of medical practitioners throughout the Province, and it 
requests you to consider wlietlicr yon will accept tbe position 
of correspondent to the Board from your district. 

Leaving out of view tlie bearing of the proposed work upon 
the question of Sai~itary Science, and looking a t  it  from a 
purely professiolial standpoint, the investigatio~is to be made 
as GO tlie cause and nature of disease will be as important to 
medical practitioners as many others in which they are en- 
gaged and to wliich they gladly devote more time. The filling 
up of the blank forins will require only a few minutes each 
week ; and should you be willing to devote tliat time to it, be 
kind enough to inform the Secretary a t  once, so that  there 
may be sent to you stamped forms sjmilar to the one enclosed, 
and a blotter for your coilveiiience and subseqnent reference. 
Should you decide thht ~ O L I  cannot do so, you will confer a 
favoiir by informii-tg the Board of soiile medical practitioner 
in your locality who, in your opinion, mwld be willing to 
undertake the 

The reports and remarks of correspondents will be treated 
as  confidential, a geiieral average of all tlie reports being 
published, and tlie board exercising discretion in mentioning 
the names of particular localities. 

Altliougli this work, like that of tlie ~Ieteorological Re- 
porters in Ontario and of the Disease Reporters in many 
States of the Union, is done gratuitiousiy, yet this Board 
trusts that  the measure of good accruing from this scheme 
will be ~11011 as to encourage it to expect, in the near future, 
greater pecuniary facilities for making the reports, and tlie 
results to be obtained therefro~n more nearly perfect. 

Trusting tliat you may find it convenient to co-operate 
with t l ~ e  Board in this matter, 

I have tlie llonor to be, Sir, 
Your obedient servant, 

P. H. BRYCE, 

3. Show how you would index the contents of the fore- 
going document. 

4. Give specimens of your method of indexing ( ( L )  out- 
going letters, ( 6 )  letters received, and ( c )  bills or accouilts, so 
that you could make prompt reference to any particnlar docu- 
ment. 
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MERCANTILE TERMS. 

ACCEPTANCE.-A receiving so as to bind the acceptor to pa,yment. 2. A 
Draft accepted. 

-4 D VALOREM. --According to vdlne ; percentage on invoice price. 
APPRAISE.-To estimate the value of goods or property. 
A~CSETS.-Resources ; property in possession or money due. 
-~SSIGNLWENT. -T~~  transfe~ df property to Assignees. 
BALANCE O F  TRADE.-The difference between the value of the Exports 

and Imports O F  a coluntry. 
BANKRUPT.-One who is unable to pay his debts. 
BO,VA FIDE.-In good faith. 
BLAlVK CREDIT.-Privilege of one house to draw upon another to  a specified 

amoul~t. 
BOiVDED GOODS.-Those held in the (bontled) warehouse for payment of duties. 
CHA RTER.-A for~nal writing conferring a right or privilege. 
CODICIL.-Suppleu~~ent to a will. 
CO ~JT,VTERSIGIV.-T~ sign as Secretary or subordinate officer. 
COCTl'OLV.-An interest certificate attached to a bond. 
DEIlE,VTURE.--4 hond 011 which munic~palities borrow money. 
DIVIDEXD.-The portion of a stockholder, when profits are divided. 
DLTPLICL4Th'.-A copy or transclipt of anything. 
EL~~BAI~GO.-Prohibition of vesels from sailing. 
E M B E Z Z L E I ' I ~ E ~ V T . - U ~ ~ ~ ~ ~ ~ ~  appropriation. 
E'SECuTOIf.-One who settles the estate of a Testator. 
FORECLOSE.-To cvt off the power of redemption under a mortgage. 
GOOD WILL.---Bonus paid for a business. 
HYP0THECATE.-To pledge as security. 
ILIIPOST.-Dnty on goods paid by the importer. 
ILVDEMATIPY-To recompense for loss or injury. 
LETY'ER O F  CREDIT.-A letter authorizing one person to receive money on 

the credit of ar~other. 
LIELV. -A legal claim on property to satisfy debt. 
L I ( .  L~1I)AZ'E.-To pay off debts ; settle accounts. 
i?fATCTRITY.-Tl~e date when a bill falls due. 
,?fOK9'GAGE.-A w-rittcn pledge of property for the payment of a debt. 
PAR0L.-Not written, especially not under seal. 
PROTEST.-A formal declaration, by a Notary l'nblic, that a bill was not ac- 

cepted when presented, or was not paid when due. 
POTTEE O F  ATTORLVEY.-Authority given to a person to act for another. 
REBA TE.-Abatement in price ; deduction for pronlpt paynlent. 
SOLVE,VCY.-Ability to pay all debts. 
STIPE,VD.-Pay for services ; fixed salary. 
,SLYRETIT. -A bondsman ; security against loss. 
TARIFF.-A list of duties on inlports snil exports. 
USURY.-Illegal interest ; formerly any consideration for the use of money. 
VALID.-Of binding force; effectual, strong. 
I.'OUCHER.-A documerlt that confirms anything, especially the truth of ac- 

counts; a receipt. 

APPENDIX. 

INDEXING- 



INTRODUCTORY.  

Tlie purpose of tile following pages is to lay before the reader. 
clearly and concisely tlie objects and benefits of Prc'cis-Writing and 
Indexing, together witli tlle simplest rnetliods of acquiring l~roficicncy 
tlierein. 

T l ~ e  first fhing a student slionld (10 is clearly to distingnisli be- 
tween a Prdcis and a:] Index. h Prdcis i3 a form of compositioll 
briefly expressing tlle precise import of a portion of disconrse. An 
Index, or Schedule, of correspondeilce is the arrangement of letters in 
regular order, specifying their dates, the names of the correspondents, 
a113 giving a very brief indication of the substance of eacll letter. 

Tlie object of tlie ILIenzorandum, or Prdcis, whicll shonld be in tlie 
form of a narrative, is that any one m110 llad not time to read tlie 
original might, by rending tlie Prcdis, be put in possession of t l ~ e  
leading features of wliat passed. 

I n  every case where an  Indes or Prdcis is male,  as great :in 
abridgement of tlic given language slionld be aimed a t  as tile requirecl 
sense will bear. 

We slia!l therefore endeavor to present tlie cl~ief aspects under 
wl~icll tlie ordinary forms of composition appmr capable of nbridg- 
mcnt. 

CHAP. I. 

A Pre~osit ion Phrase is one that is made up of a preposition and 
its object. I t s  meaning may often be expresssd by an adverb, an 
aqjective or a possessive case. 

EXAMPZE I.-HC did his work in  cl ~ ~ e s t  1nu1111er. 

Here the preposition phrase, i16 (7 jietct ~ ~ r ~ c n ~ z e r ,  llas tllc meaning of 
the adverb neictly. I-Ience tlie given example wlien abbreviated be- 
comes- 

He did his work neatly. 



Ex. 11.-At what time and in what place shall I meet you. 

The  phrase trt zt.l~ot titnc being equivalent to the uciverb tcltell, a i d  
the plirase ill wltclt plnce to tlie adverb rrltere, the given example by 
abridgment becoines- 

When ant1 where shall I nlect you. 

]<:X. 111.-The King of England rnleil in a wise manner. 
Here the phrase of Englcozd is equivnle~lt to t l ~ e  adjective Er~.qlislh, 

and the phrase i n  cr zcise mar~lter  inay be cxpressed by tlle a:lverb zuisely. 
Hence the example may be written- 

The English King ruled wisely. 

ICx. IV.-The lT70rks of Shakespeare are read l)y everybody. 
The possessive form, Slinkespcn~e's t u o r b ,  may be substituted for 

tlte Z I . O T ~ T S  Of Slt(~kespe(r~e,  and the idea of tlie prepositional phrase by  
c c e ~ y b o d y  may here be conveyed by the adverb zi~zicclactlly. IIence the 
exanlple mill read- 

Shakespeare's Works are universally read. 
Sometimes a verb alone will be foluld suficie~lt to express tlic 

nleaning of a verb and some accessory expression. 

Ex. I.-He was the leader of our choir. 
The meaning of this sentence may often be expressed thns- 

H e  led our choir. 

Ex. 11.-T11e enemy a t  that  molllent tcok flight. 
Hcrc tlie phrase nt thtrt naorlzet~t inay be replaced by the adverb tltcn, 

allcl the expression tookfliglrt by Jutl. Tlie exainple will now read- 
The enemy then fled. 

Ex. III .-T~I~ cost of the building must not be more than $1,200. 

The idea coi~taineci ill the words be ~rlor.e ~ J L C I I L  c311 be expressed by 
tlle verb exceetl. Hence the sentence xi11 read- 

The cost of the bnil(1ing must not exceed $1,200. 
Ex. ~v.-Hc delayecl from time to time until his vacation canlc to an encl. 

Delnyed,  when inodified by the plirase f ~ o ~ r r  tin10 to t i~ t t e ,  signifies 
l , rouns t i~ to te t l ,  and tlie plirase ctril~e to  trn dtrtl is equivalent to cwdcrl. 
IIence we read- 

H e  procrastinated ~ul t i l  his vacatiou ended. 

EXERCISES (4). 

1. I have not collie to ;iny conclnsion in the matter. 
2. By such a conrsc as this you will in a very short t i n~e  I)e aljlc to 

determiue. 
3. The decision of the learned jutlge was of greater inlpo~~tanuc a t  thizt tirue 

than i t  woulcl be in the prcseut age. 

4. Did you sec in what way he did it. 
5. In a short time after he came hack to his home. 
G. Not wishing to re~riain in this place he went over to the otllcr side of tllc 

river. 
5.  JTe cannot a t  this time assign any reason for the fact that  he is absent. 
8. JTe were told that the poet Milton was born in t l ~ c  vicinity of this town. 
9. I was revolving in lrty mind the best p l i i ~ ~  to get out of thc way of my 

adversary. 

CHAP. 11. 

ABRIDGMENT O F  CODIPLEX SENTENCES. 
A Complex Sentence is one mllicli, besides a principal subject and 

predicate, contaiils one or more subordi~late sentences, ml~ ic l~  do- 
pend for their f111l meaning on the princil)al one. Tlieqe Subordinate 
sentences are of three lrinds- 

(1) The Noun Sentence, which cloes the duty of a Noun. 
(2) The Adjectival Se~itencc, which does the duty of an Atljcctivc. 
(3) Thc Adverbial Sentence, which does the rlnty of an Advcrl). 

A Coml~lex sentence will sometimeq admit of condensation by 
fusing, as it were, two sente~iccs into one. 

I n  t l ~ e  following examples the portions italicised itre ~ Z O I L ~ L  C I C I I ~ S C S  : 
ICx. I.- Whether he ~uill recovey is nnccrtain = 

His recovery is uncertain. 

EX. 11. -I do not know u:hat the resttlt ha9 heex = 
I do not know the result. 

Tlie words of tlie trdjectice c l~r~rses  are italiciseLi in t l ~ e  f o l l ~ w i ~ ~ g  
exanll~les : 

Ex. I.-Men who are honest ant1 ilttlastrioz~s arc nobler th:~n IIICII tcho C L T ~  

7ucalthy = 

Honest and indnstrions lnen are nobler than wealthy men. 

EX. 11.-They hare found the chill1 which tuns [oat = 
They have found t l ~ c  lost child. 

EX. 111.-They found the place i1z which he kid himsc;/f= 
They founil his hiding-place. 

- - 

I n  tlie following exanlples tlie trtlcet.bitr1 clltrrses arc pri~tted iu 
italics : 

IFx. 1 . ~ 1  shall remain where I am. 

The clause zrl~ere 1 ~ I I L  has tlic force of tlie adverb 1~el.r. Hence 
the example may be writt,en- 

I shall remain here. 

Ex. 11.-The Pharisees did all their religious works that they ntirll~t be see98 
of men. 
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The idea ,conveyed by tllc clause, tlcnt thry 111iglct be seen of nierr, may 
be expressed by tlle adverb ostrrrtntioltsly, a11d tlle example will then 
read- 

The Pharisees dicl all their religious wo~lrs ostentatiously. 

Tlle ineal~ing of all adverbial clause may sometimes be expressed 
by a l~rcposition phrase. 

Er;. I.-Because he was wealthy, people respectetl hini. 

Here the adverbial clause, because lhe tcas wectlil~y, mily he esprcsscd 
by the phrase JOT Itis zcenltl~, ancl t l ~ e  example mill tllen read- 

For his wealth, people respected him. 

Sometinles when we change tlie character of a suborilinate cla~lse 
it becomes necessary to change the form of the clause modified or 
described, as ~n tlle following examples : 

Ex. 1 . ~ 1  stayed a t  home because I was ill = 
lllness kept me a t  home. 

Here, having substituted tlle noun illr~ess for t l ~ e  adverbial cltcuse 
Cectrttse I tuns ill, it becomes iiecessary to use tlle words I;r,~t rltc, instead 
of I sfrr?ycd, in the principal clause. 

Ex. 11.--1Vhere is the author who is more famous ? - 
What author is niore famous ? 

Bere tlle force of the relative ~ ~ r o n o t u ~  ~ r l t o ,  and t l ~ e  illterrogative 
part of the first clause, is expressedhy tlle prollominal adjective ~ r h n t ,  
alld the adjective scntenee, lr.110 i s  i~lul~c~ftrnrozrs, becomes the principal 
one. 

EXERCISES (B). 

1. What is the reilson he did not come I~ack a t  the time agreed upon ? 

2. He has prolnised to use his influence in my behalf, which is very kind of 
hini. 

3. He has made up his n~inil to make the attempt, I ~ n t  whether he will sue- 
cecd is nncertain. 

4. The fact that  he was guilty has been cstablislied, so that i t  is unnecessary 
to bring forward any fnrther proof. 

5. I was obligctl to stop because I hail not sufficient molrcy to en,~blo me to 
j~roceecl on my joun~cy. 

6. Will you inform inc to what useful purpose that principle can Le applied? 
7. A doubt still remained ill lily mind whether i t  was possible for him to 

recol-er. 
8. I am unal)le to tell you tlie reason for which he was punished. 
9. Mr. TTilson rl is~~~issed the lnau who was workir~g for him. 

10. Where is the monalcli who dares to inva~te our land ? 

CHAP. 111. 

ABKIDGMENT BY TIIE REMOVAL OF PERIPHRASES, TAUTOLOGY, PI,EONAS~, 
VERBOSITY, ETC. 

Peripl~rasis is a round-about forin of expression. 
Ex. I.-The moon is shedding her light around, = 

The moon is shining. 

Ex. 11.--The science which treats of language, ant1 the science which ,les- 
cril~es the earth and its inhabitants, are branches frequently studied, = 

Grammar ancl Geography are branches frerluet~tly stutlied. 

Tautology is a repetition of the same meauirlg in different words. 

Ex. I.-They returned back again to the sanze city from whence they canic 
forth. 

Here tile word rett11.n implies to tltrlz !)(Ic~: ; the c i t y  iinplies the: 
snrlle c i t y ,  and fronz and f o ~ . t h  are both iilcluded in the word zclrertcc. 
Hence the sentence should read- 

They returned to the city whenre they came. 

Ex. 11.-It is clear and obl~ioas that  religions worship and adoration should 
lje regarded with pleasure by all men. 

I n  this sentence clmtr and obciozts are words of similar meanillg ; 
also the words zcorsl~i11 and n d o r a t i o ~ ~ .  Hence the sentence may read- 

I t  is clear that religions worship should be regarileil with pleasure I,y 
all men. 

l'leonasn~ is the use of superfluous words. Altllougll tlle words do 
not, as in Tautology, repeat the sense, they add nothing to it. They 
simply enforce the idea. 

Ex. 1 . ~ 1  saw i t  with niy own eyes. 
Here the pleonasln consists in the aridition of the expression ~ c i t l ~  

nly otc.12 eyes. 

Ex. 11.-I know thee who than art. 
I n  this sentence I I ~ I I O I V  tltee expresses the whole meaning. W h o  

tliou nrt  repeats the idea to impress it more strongly. 

Verbosity is the use of superfluous words, but, nnlilre Pleonasm, 
these words have a meaning. Tllcy may, however, be omitted, be- 
cause tllc meaning is not important,. Anotlier difference is that it1 a 
pleonasm tlie correction may be made by simply ornitting tlle supcr- 
Buous words, but in a verbose sentellcc it will be necessary to alter as 

well as omit. 

Ex. ].-A severe and tyrannical exercise of power ninst beconie a n~at ter  of 
necessm y policy with kings when their snbjccts are imbued wit11 such principles 
as justify snd authorize rebellion. 



Tlie se~lsc of tlic above Inay be ~iiucll better csprcssecl in fewcr 
words, thus-- 

Kings will l)c tymnts fro111 policy ,vl~en sul~jects are rebels from 

Redundancy is anotlier term relating to superfluity in tlie words 
and me~nbers of a sentence. Pleoilasrn and Verbosity relate pril~ci- 
pally to the words in a sentence, but Reciundnncy rclatcs to tllc lneln- 
bcrs as well. 

Ex.-The very first discovery of i t  strikes the mint1 with inwartl joy n11rl 
.s~~reacls delight thro?c!lh all its fncttlties. 

I11 this exaillple tlie second member of the sentence adds notlling 
to what was espressed i11 the first, and therefore nlay be omittccl. 

EXERCISES (C). 

1. He was a lnan of fine reputation and enjoyed a high degree of p~lpularity. 
2. He appears to enjoy the universal esteem of all men. 
3. The brilliancy of the sun tlazzles our eyes and orerpowcrs then1 with 

light. 
4. He leil a bla~neless and irreproaohsble life. 
5. The author of the Il'arerly Novels was a lnan of remarkable i~~dns t ry .  
B. There can be no regularity or ortler in the life and contluct of a man \v110 

does not give and allot a due share of time to rctircnicnt and reflection. 
7. The officer treated his inferiors with great haughtiness aud distlain. 
8. My banks they are furnishetl W-ith bees. 
9. The inagistrate questioned the prisoner minutely and examine11 him a t  

length. 
10. His cheerful, happy teniper, renlote from discoutcnt, keeps up a kin11 of 

daylight in his mind, exclndes every g!oomy prospect, and fills it wit11 a steatly 
ancl p e r p e t ~ t ~ l  serenity. 

CHAP.  IV. 

IVIlcn the language is figurnlive tile sense inay oftell IIC cspresscd 
in a co~idei:sed form, sacrificing tliereby tllc se~ltitncl~tal force a l ~ d  
beauty of tlie original, but answering tlle purpose of commercinl coil- 

Ex. I.-Rut yonder conies the powcrfnl King of Day, rejoicing in t l ~ c  ct~st. 
When the above is divested of its ori~ameutnl dress t l ~ e  l ~ l : ~ i ~ i  

~ncaning may be written illus : 
The sun rises. 

Ex. ~~.-Or?ta~~be?ttnI.-Tlie cloutls now drop their garncletl fnllness down. 
1'1ai1z.-It is raining. 

Ex. rrr . -On~arna~~tal . -II~i t l~ cclual pacc impnrtid Iktc lc~~oclts a t  the 
pal:~ce sncl the cottage gate. 

Plain.-All lnen arc. alike subject to tleiith. 

Ex. ~v.-He had hardly left the house when a living arz~lnnche of l i~oi~~i te( l  
Coss:~cks rushed across the pat11 on which he had enteretl. 

Tile assertio;~ tliat lie I~ictl Jircrtll~y l($ thc 11011sc meitlis simply tllnt 
llc had just left it  ; tr liuirl!y trctrltr~tcl~e dcscribcs a rushing l~orde ; the 
rl~slling of mountecl Cossaclis may be expressed by sagiug that tlicy 
g:~llopecl across the pat11 ; and tlie descriptive clause, or1 ~clbicl~ Ite lrir,/ 
O I I I P I . ( Y / ,  lnay bt: exclla~~ged for 11is. Tlie example will tllen read : 

Just  as he left the house ;I h o ~ d e  of Cossacks galloped across his path. 

EXERCISES (L)). 

l .  The giant trees leal~ccl back from tlie enco~intering blast. 
2. Tlic meadows are clothed in their robes of green. 
3. I lnve been taking a snrvey of your locality, ancl am actuated hy ardent 

u~ishes r,o have my r:esidence in the nliclst of scenery so enchanting. 
5. His chartnet1 numhers flow on like the free current of s ~nelodioas stream 

whose associations are wit11 the sunbct~nis anti the shatlou~s, the leafy bouqhs, the 
song of the f u ~ t s t  hirtls, the clew upon t l ~ c  flowery banlr, ancl all things sweet 
ant1 genial a11d rlelightful. 

5.  Tlie snowdrop foremost of the lovely train brealrs her way through the 
frozen soil in order to present her early compliments to herlorrl. Dressed in the 
rolie of innocc~~cy, she steps forth, fearless of t la~~ger ,  long l~efore the trees have 
vcntnred to u ~ ~ f o l d  their leaves. Nor is the violet 1;~st ill this slrini~ig em1)assy 
of the ycsr, wl~ich, with all the el~~bellishments that  won111 grdce a royal garden, 
rondescends to line our hetlges a ~ ~ d  grour a t  the feet of briers. 

CHAP.  V. 

I n  tlle 11rece:ling c l la~tcrs  we liave illustrated the various wags ill 
mllicll the lerlgtll of lIlirascs nnd tlle number of clauses may be dimin- 
islicd. We now proceed to that species of abridgment ~ L i c h  is chnr- 
acterized by tlie omissioil of the less important ideas of tlie passagc. 

T l~ i s  lsroccss inny be carriccl to such an exte~it  as will reduce tllc 
origillal to a illere index or brief sumtnarg. TVc intend here to exem- 
1jlif.y \$-llat is orili~~arily airned nt in an abridgment professing to 
rct:lin tlie substance, or Illore i rnpor ta~~t  material, of R passage in a 
connected and readable form. 

Ex.-It was cheering to note, however, that among the masses of the people a 
general inerease of knowletlge I)egan to manifest itself. This was partly hronght 
t1l)out by the introtluction of printiug by Willian~ Cnxton, about the ~nitltlle of 
the fifteenth century. 

Here tlie principal ~clea convcgcd is that the i~~troductioii of tllc 
art  of priilting prepnrcd the w:~y for the diffusion of kno~vleilgo n~ilong 
t,l~c mnsscs. Tllc scntencc, i t  is clrcei~irty to rlotr, lilay I)c coi~si~lcred :IS 

ii~troductory, nlicl  tllc f ~ c t  that printing was introdnccd by Cnxton, and 



the time of its introduction, may be regarded as familiar to everybody. 
Witliout reference to these, we may abridge tlle ssample thus : 

The diffusio~l of knou-ledge was greatly facilitated by the i~itrocluction of 
printing. 

Ex. 11.-When diversion beco~ncs tlie business of lifc its nature is cllangcd. 
All rest presupposes labor, and i t  niay be ol.)serveil that thcre is not a, nlore 
~niserable or worthless being than a young person of fortune who has nothing to 
do but find solne new way of doing nothing. 

111 making an abstract of this it will not be necessary to state ally- 
tiling but tlie simple fact that- 

All men mnst have occupation or be ~niserable. 

A Memorandum, or Prdcis, is often requirecl for passages of mncli 
grcater lengtli than t l ~ e  examplcs just given. Tlle following examplc 
mill afford better scope for exercise : 

Ex. 111.-It is generally taken for ranted by most young people that  tliver- 
sion is the principal object of lifc, an<? this opinion is often ourried to sue11 an 
excess that plea~ure seems to be the great ruling principle which directs all their 
thou hts, words and actions, and which makes all the serious duties of life heavy 
and 8isgusting. This opinion, hou,e\-er, is no less absurd than unhappy, as may 
be shown by taking the other side of the quest*, and provii~g that there is no 
pleasure and enjoyment of life without Iabor. I h e  words comnlonly used to pig- 
nify diversion are three, viz., ?-elazation, a~,ltlseme?zt and recreation, ant1 the pre- 
cise meaning of these words Inay lead ns to very useful instruction. The idea of 
relaxation is taken from a bow, wbich must be uzhent when i t  is not wanted to be 
used, that  its elasticity niay be preserrecl. Amuseme~lt literally means an occa- 
sional forsaking of the N ~ l s e r ,  or the laying aside of our books when we are weary 
with stndy ; and recreation is the refreshing or re-creating of our spirits when 
they are exhausted with labor, that they Inay be ready in due time to resume ~t 
again. Fro111 these consitleri~tions i t  follows that the idle man who has no work 
can have 110 play. For how can he be relaxed who is never bent ? How can hc 
leave the Muses who is never with them ? How can play refresh him who is never 
exhansted with business ? 

I n  making a Pr4cis of tlie above extract we shoulil read the ~11010 
of it tllrougli carefnlly, and indicate the iml?ortnnt points thus : 

1. Most yonng persons regartl cliversion as the principal oljject of lifc. 
2. This view- unfits them for tlie clnties of life. 
3. That this view is erroneous is provec by the derivation of the words used 

to signify diversion. 
4. The inference is that  the man who has no labor can havc no diversion. 

Hence the abstract may be written tllus : 
It is a common error among young people to suppose that the principal 

object of life should be diversion, antl many become so devoted to the pnrsuit of 
pleasure, as to unfit them for the duties of life. The ahsurtlity of this riew is shown 
l)y proving that there can he no pleasure withont lahor. 'J'he precise meaning of 
the words used to signify t l iversio~i-am~~se~~le~lt ,  relaxation ancl recreatior~- is 
turning away from ancl pre-snpposes labor. Hence, if there be no labor there 
can be no diversion. 

EXERCISES (E). 

1. Alfred, rednce(1 to extremity by the Danes, who were spreaclii~g devas- 
tation over all J<ngland, was ol~liged to relintjuish the ensigns of his dignity, to 
tliamiss his serrants, ant1 to seek slieltcr in the meanest clisguises from the pnr- 
suit ant1 fury of his enemies. 

2. Tho study of the animal king cl on^ forms an extensi\.c antl interestir~g ile- 
partment of knowledge which is intinlately connectet1 with the most common 
necessities and onjoynlents of the harnan species. 

3. \Thile we consider riches as the means to be usc(1 nt some future time for 
the attain~nent of felicity, artlour after the111 secures us frorn weariness of onr- 
selves, but 110 sooner do we sit down to enjoy onr acqnisitions than we fintl then1 
insufficient to fill up  the vacuities of life. 

4. The fame of llis discore~y hat1 resonndetl throughout the nation, and as 
the route of Columhus lay through some of the finest and most populous pro- 
vinces of Spain, his j ou r~~ey  appeared like the progress of a sovereign. \Vher- 
ever he passetl, the surrounding country pouretl forth its inhabitants, who lincrl 
the roads ancl thronged the villages. In  the large tow-ns the streets, wintlows 
and balconies were filled with eager spectc~tors, who rent the air with acclama- 
t ion~.  His jonrney was continually irripedctl by t l ~ e  multitude pressing to gain 
:L sight of him and of the Indians, who were regarded with as much ad~niration 
i ~ s  if they had been natives of another planet. 

CHAP. VI. 

PRECIS OF OFFICIAL CORRESPOX'DENCE. 
The lleads of large depart~nents have not time to read tllrougli tllc 

co&espondence with tclie office over which they preside. Hcncc clerlrs 
are employed to maBe a Prdcis of encll series ef lettcrs relating to 
official busiiiess. 

The merits of such a Prdcis arc : 
I. To contain all that is important in tlle corresponclcnce, and 

nothing that is unimportaiit. 

11. To present this in the form of a conlinuons narrative, expressed 
as  briefly and distinctly as possible. 

We now proceed to exemplify this. Requirecl-a prdcis of t119 
following correspondellcc between the Office of Public IVorlis ancl hlr. 
E. RI. Barry, relative to t l ~ e  new roof of the House of Corumons : 

(1) JI?. E. df. Bawy to AIf~*etl A~ut i~r .  
21, Al>ingclou-street, S.\V., 

29 April 1865. 
SIX,-In zcconlance with the instrnctions of the First Commissiol~cr of Her 

hlajcsty's LTnrks, &C., 1 have comn~unicatetl with Dr. l'ercy, allcl hare carefnlly 
cxan~ i~ ie~ l  witli him the roof over the House of Co~nrnons, to ascertain whetl~er 
tlrc wooclen fittings placed in the roof are secure froin rislr of fire. 

'l'he roof of the House of Commous is wholly constructed of incoml~astihle 
ni;~tcrials, antl the qnestiol~ of clanger can therefore only apply to tlic woodell 
fittings wl~ich 1i;~ve been plaeetl in the roof since its con~pletion by those entrnst- 
ecl witli the ventilation ancl lighting of the House, without a r ~ y  architectural 



... 
X l l l  

supervision. The fittings consist of l~anrlrails, britlgcs, partitions, steps, anil air 
tubes; antl, as tlre temperature of the roof is very high in conseclnence of the 
~notle aclopterl for liglrting the House, there is no tlonbt that  the whole of t l ~ c  
fittings are in a state liighly favorable for ignition in tlie event of any accidental 
circ~unstances taking place. TIle same remark applies to the ribs of tlie ceiliug 
o f  the House which are in close proximity to t l ~ c  gas lights. 

I advise that the whole of the fittings be re~noved ~ ~ n d  replacetl (as far as 
they arz requiretl for use 1)y Dr. Percy) I)y others of incombusti1)le ~naterials ; 
ant1 1 also recommend that  the edges ant1 exposed surfaces of the npper parts of 
the ribs of the ceiling shoultl be protected by a metal corering.-I am, &C., 

Alfred Austin, Esq. (signetl) RDWARD M. EARRY. 

(2) ilfr. AIjktl A u ? t i ~ ~  to ilfr. E. 111. Unrry. 
Office of \Vorks, &C., 3 May, 1865. 

SIR,-The First Colnniissioller of Her Majesty's \tTorks, kc., has had before 
him your letter of the 29th nltimo, respecting the risk of fire to tlic wooden 
fitti~igs in the roof over the House of Co~nulor~s, and recommending that the 
whole of the fittings slioultl be removed ant1 replaced (as far as they are require11 
for use by 1)r. l'ercy) by otllers of incotnhustible materials, and also that the 
etlges and exposetl smfaces of the npper parts of tlie ceiling of the Honse of Com- 
mons shoultl be protected by a rrietal covering ; and I atn directed by hi111 to 
request tltat yon will put yourself into communication with 1)r. Percy ;is to the 
fittiugs tliat will be reqniretl in future, ancl furnish the First Co~nmissiortcr witlr 
an estimate of the cost of the works reco~nmer~ded hy you.-I am, &C., 

16. &I. B a ~ r y ,  Esq. (signetl) ALFEED AIJSTIX, Secretary. 
-- 

(3)  Hr.  E. 31. Ilarry to Mr. Alfred Anstill. 
21, Abingdon-street, 29 May, 1863. 

SIR,-In accordance with your letter of the 3rd instant, I have to report 
that  I have placed ~uyself in cou~miuiication with Dr. Percy, ancl obtained infor- 
m;rtion frorri hirn as to  tlie fittings that will be requirecl for tlie future in the roof 
of the Honsc of Con~mons for the effectual ventilation of the House without risk 
of fire. 

The roof is a t  present encnmberecl l ~ y  fittings placed there to carry out modes 
of ventilation long since abantlonecl, rnld their renioval or modification will enable 
Dr. Percy to carry out several importat~t i~nprove~ne~lts in the method of \~cnti- 
lation s t  present in use. The changes and itnprorelnents which I recoumnentl, 
including an alterirtion of tlie gas hurners under the galleries, wl~icli Dr. l'ercy 
skrtes are now niuch conlplaiue~l of, are described in the specificatiorl which I 
c~~close  li(:rewitli for the information nf the First Soriimissioner of Her Majesty's 
\Vorks, kc., anal I e  stimate the cost of ct~rryitlg them into effect a t  S1,640, ant1 
cwisi(ler tliat a, periocl of five nlonths will be necessary for tlieir execution.-I 
am, &c. 

Alfred Austin, Esq. (signed) EDWAILD i\I. &any. 

(4) Mr. Alfretl Atrstin to &fr. E. M. Barry. 
Office of Works, &C., 10 August, 1565. 

SIR,-With reference to yolu letter of the 29th May last, respectitlg the 
fittings required for the future in the roof of the Honse of Conimons, for the 
eff'ectital ventilatio~l of the House, without risk of tire, 1 am dirccted by the First 
Comniissioner of Her Majesty's Works, &C., to reclnest that  you will procnrc an 
estimate for the W-ork up011 wl~icli tlie board may rely, ;uid sulxnit the siLnie to  
t11c1r1 as soon as possil)le.-I am, &C., 

E. M. Rarry, Escl. (sig~~etl)  ALVILE~ AITSTIN, Secretary. 

(5)  31 r. h', 111. Barry to Mr. Alfred Aztsg~t. 
21, Abingdon-street, S.W., 14 August, iS(j5. 

S I R . - I ~  reply to your letter of the 10th inst., referring to tlic work proposed 
to 1)e tlone in the roof of tlie House of Conlmons, and reqnesting lne to procure 
an estimate for the same on which the Hoard call rely, I hnvc the lionor to ell- 
close a tender frolu Mr. John Iniray, engineer, for carrying nut tlie work accord. 
ing to the specificatio~~ forwardetl to you in niy letter of the 29th May last, for 
the surn 91,400. Mr. I ~ n r i ~ y  is a very con~petcnt enginee~., anti, fro111 liis fon~ler  
connectioli with the late Dr. Rcid, is conversant with the general character of 
\-entilation arrangements, and with those of the Ncw I'i~lace i ~ t  TT7est~ni~lstcr ill 
particlar. 

I shoultl therefore rcco~nmentl the acceptance of Mr. Irnray's tentler, which 
is S140 less than any estimate, as stated in my letter of the 29th May.-I am, &c. 

A. Anstin, Esq. (signed) EDWARD M. ~ Z A R R Y .  

(6) 111r. dlfretl Azlsti~~ to Mr. E. &I. Barry. 
Office of Works, &C., 16 Angust, 1865. 

SIK,-I aln directetl by the First Commissioner of Her Majesty's Works, 
&C., to acknowledge the receipt of vonr letter of the 14th instant, enclosing one 
atltlresseci to you by Mr. Imr;~y, o ~ e r i n g  to execute the works proposed to be 
dolie in the roof of the House of Co~nn~ons W-ithin four months, for the slim of 
.C'1,400, of which offer you recon~meatl the acceptance; and I am to infor~rl you 
that the 12oard have this day written to Mr. Imri~y, informing him that upon his 
signing the specification and plans (if any) they will sccept his tender. In  sign- 
~ n g  the specifioati~~n, &C., it slio~ild be stated that they are those referred to in 
tliis The tentler. E'irst Comn~issioner is anxions t,hat the work sho~llcl be proceeded with 

itnmedintely, and completed within four 1nonths.-I am, &C., 
E. M. Harry, Esq. (signed) ALFRED AUSTIN, Secretary. 

( 7 )  X r .  E. N .  Uarry to Mr. AlfS.etl A~i r t i~ , .  
21, Abingdon-street, 17 August, lS65. 

SIR,-I have to acknowledge the receipt of your letter of the 16th instant, 
i~ifornii~lg me that the First Com~nissioner of Her Majesty's IVorks has acceptetl 
411. Inlray's tender to execute the works proposed to be (lone iu the roof of the 
I-Ionse of C'oa~rno~is for $1,400. I shall feel obliged if you will sent1 me the speci- 
fication which was coutained in 111y letter of 2!3th Riay, ls(i5, in orcler that I Inay 
oljtain Mr. Imray's signature to the same, and return i t  to you. Owing to tlie 
peculii~r nature of the works, sncl the necessity for constalit supervision (luring 
tlieir progress, I consider i t  will be necessary to secure the services of a clerk of 
works, who shi~ll clevote his whole time to the work ; ant1 1 h a ~ ~ e  therefore to 
re(l11est the authority of the First Commissioner to ellgage a clerk of works for 
that purpose, a t  a salary not exceeding thres guineas a week.-I am, &C., 

Alfretl Snstin, Esq. (signed) EDWARD M. RAREY. 

(8) Jfr.  Alfi.etl A t~stin to Mr. E. M. Barry. 
Office of Works, &C., l 8  August, 1865. 

SIX,-In rompliance witlr the reqnest made in your letter of yestert1;ly's 
tlntc, I ;LIII directed by the First Com~nissio~ler of Her hlajesty's CVorks, &C., 
to return to you herewith the specification of works irl t l ~ e  roof of the House of 
C o ~ n ~ r ~ ~ ~ i s ,  which nccompanied yonr letter of the 29th May last. 

I am also to antl~orizc you to engage a clelk of works to superinten(1 tlic 
\vorks under you a t  a salary not exceeding £3 3s. per weelr, as reconnnendo(1 by 
you.-I am, &C., 

E. M. Karry, Esq. (signed) ALFILEI) AUSTIN, Sec. 



sir 

(9) Mr. E. JI. IZnrry to Mr.  Alfretl Atcati~?. 
21, Abingdon-street, 22 Augnst, 1SS3. 

SIR,-I herewith return to you the specification of works ill the roof of the 
House of Commons, which has been signed by hlr. Imray: I have dircctetl Mr. 
Inlmy to  proceed at  once with the works, and have a p p o ~ ~ ~ t e d  Mr. J. Pullin, tllc 
clerk of works, a t  a salary of ;E:< 3s. per week, from hlonday, the 28th instant. 

I am, &c. 

Alfred Anstin, Esq. (signed) EI)\v.~RD M. HARRY.  

(10) ' Mr. E. 111. Bnrry to Mr. Afietl Atiatiit. 
21, Alhgdon-street? 23 December, lSG.5. 

SIR,-I have to report to the First Con~lnissio~~er of Her Majesty's II'orks, 
&C., the completioll of the works in the roof of the Honse of Commons orcleret1 
by your letter of the 16th August, 1865, to be clolle for a s~url of f 1,400. 

I inade a final inspectioll of the works on IT'ednesday last, when Dr. Percy, 
by my invitatiorl, accompanied nle, and 1 ain authorized to say that lle is quite 
satisfied with all that has been done, and agrees with me in thinkil~g that tlle 
improretnents that have been ~nacle in the various air-charrnels and venti lat i~~g 
arranyelnents will hare a beiieficial effect on the general character of the venti- 
lation of the Honse of Commo~~s. I enclose Mr. Imray's accoullt for $1,400, or1 
wllicli there are no extras, and my certificate for -payment of the same. I also 
forward the account of Mr. Pullin, the clerk of works, and a memorandum of 
my Professional charge in respect of the work.-I am, &c. 

Alfred Austin, &XI. (signed) E u w a a ~  M. R A R R ~ .  
-p---- 

Tlie student is recomineilded to read tile ~vhole correspondence 
tllrough carefully before commencing to write, as tlie escellcnce of 
the Prdcis mill depend very mucll on a correct appreciatioil of the 
relative importance of the different parts. 

When a PrBcis is required for a long cstract or series of letters 
. tlle student should, on the first perusal, indicate the points of in11,or- 
tance thus : 

No. 1. The fittings of the roof of the Hmse of Ccmmons are of an inflam- 
mable nature. They should be removed. 

No. 2. The Con~~nissioner of Public \\'arks recluests an cstimstc of thc cost 
of the changes recornmenderl. 

Xo. 3.-Explains fully the proposed alterations ant1 furnisl~es an estimate of 
the expense. 

No. 4. Asking for a reliable esti~uate. 
No. 5. Encloses Air. Imray's tender and recommends its acccptaaue. 
No. G .  States that Mr. Inuray's offer has been accepted. 
No. 7. Requests the retnrn of specifications, ant1 asks the antl~ority to 

engage a clerk of works. 
No. S. Colrlplies with above requests. 
No. g. Encloses specificatioll signed by Mr. Imray states that hlr. J. 

Pullill has been appointed clerk of works. 
No. 10. Reports the conlplction of the work and ellcloses tllo :~ccounts of the 

expenses illcurred. 

Hence tlie Pr8cis may tak2 tllc following form : 

Mr. Barry reported to Mr. Austii~ that lie liad es~iini~lcd t l ~ e  roof 
of tlle House of Con~inons, and recoinmended tllat inconlbustible fit. 
tings be substitntecl for tl~ose in use a t  present. Mr. Barry was re- 
quested to consult Dr. Percy regarding the proposed alterations, and 
'to f~~rn i s l i  an  estimate of the cost. Having consulted Dr, Percy, Mr. 
Barry estimated the cost a t  £1,400 and enclosed a specificatiol~ of tlie 
works required. The Board of FiTorks asked for a reliable estimate, 
ancl Mr. Barry sent them a tender fro111 Mr. Inlray offdring to exccu- 
the worlrs ill four months for 61,400. Tlie Board accepted this tea- 
der, allcl autliorizecl Mr. Barry to engage a clerk of morlts. Mr. Imray 
signed the specifications and proceeded with the worli under hlr. 
Garry's superintendence. Four months later Mr. Barry reported tllc 
coinpletioil of the worlis and snbmitted the accounts. 

INDEXING.  
The object of an Abstract, or Schedule of Correspoi~dence, is to 

serve as an Index. I t  sl~ould, therefore, contain the date of each letter, 
tlie names of t l ~ e  persons by whom and to whom it is writtell : and in 
as few words as possible the substance of it. 

The merits of such an abstract are to givc the really important 
points of each letter, omitting everything else ; to do this briefly, dis- 
tinctly, and in sucli a form as readily to catch the eye. 

When botli an  Index and a Prdcis are to be written, tlle Index 
may be much nlore brief than it would be if an Index only wcrc re- 
quired. 

Sltill in Indexing and PrBcis-Writing is very important in geiieral 
office work, and in almost every department of the civil service, and 
students should bear in mind t l i ~ t  as t l~ese subjects require the exer- 
cise of judgment and discretion, they are regarded as tlie best tests of 
general intelligence. 

We would advise the student to read through the wllole corres- 
pondence before coinmencing a Prdcis, but an Index of letters inay be 
inade on the first perusal. When both an  Index and Pr6cis are re- 
quired, the Irides sllould be lllade first, and will be valuable as  a re- 
ference iu t l ~ e  more difficult exercises of writing a Prdcis. 



I11 ordcr that the student lnay more fully appreciate tllc general 
style of indcsing, we girc below form of Index for tlie precediug cor- 
rcspondcl~cc- 

SCHEDULE OR I N D E X .  
-- 

I Xo.l Date. lProin anil to Whorni Szihsta~zce of Com))~~~nicatio~t. 
---I 

i 
Referring to  the imflam~~~ablo nature of/ 'l' Bnrry the fittings of the roof of the IIouse ofl 

to Mr. Austin' ~ommons,  anti suggesting their ren~oval. 
I .  I 

Mr. A. Austin to Directing him to consult Dr. I'e~cy ancl 
I 

Mr. E. hf. Barry. to forward an estimate of the proposecl' 
alterations. 

l l 

Mr. A. Austin to Asking for a, reliable estimCLtc. 
Mr. E. M. 13arry. l 

3 

Mr. A. A11stin to Informing him that Blr. Imray's tender' 
Mr. E. hl. Barry. had been acceptecl. 

Mr. A. Austin to Retllnling specification im,1 a t ~ t h o r i z i n ~ ~  
Mr. E. BI. Karry. him to engage a clerk of works. 

I i 

29th May 

l 1 9 i2nd A u g .  Mr. E. h 1  Barry / E~lclosi~lg specification signeil by Mr. 
/ to Mr. A. Austin. Immy, and stating that a clelk of works 

1 1 lllacl been appointed. l _ /  ______P ___ l 
l 1 

hIr. E:. A l .  l h r y  Enclosing specification of the worlrs re-' 
to Mr. A. Anatin. Iqoired ancl fiiruirhing an estirnntc of the 

/expense. 

l 

INDEXES 
FOR INDEXING LEDGERS, RECORDS, ETC. 

Having examined carefully the various Indexes in use for Ledgers, 
Records, etc., we are convinced tllat Schlicht's Standard Index is 
superior to ally other, and we will here give an explanation of its use 
illustrated bp cuts. The names are distributed into such a number 
of separate groups that any one of them may be seen at  a glance. 
Thus Indexing and Reference are so easy and rapid that the system 
coolmends itself to business men and accountants as soon as under- 
stood. 

FILING OF BUSINESS PAPERS. 

The filing of Letters, Invoices, Bills, etc., should be so arranged 
that  prompt reference could be made to any particular document. 
Among the various systems in use, the Improved Shannon Files and 
Filing Cabinet, cuts of +ich are given, best seclires the object for 
which they are inlended. They are made in different sizes, can be 
arranged for any class of correspondence, and are adapted to any re- 
qqiren~ent. 

; 10 23rd Dec. Mr. E. hI. Garry Rcportily the satisfactoly c ,mpletion of / t o  Blr. A. Austia. t h e  works, rntl enclosing the racoants. 
l 1  1 

l 
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