www.libtool.com.cn

Digitized by GOOSIG



KH 47

& (Qubk.
Losemace_ | L




www.libtool.com.cn

Digitized by GOOS[Q



www.libtool.com.cn

Digitized by GOOS[Q

POy



WILLIAMS & ROGERS SERIES

' FIRST LESSONS

IN

BOOK-KEEPING

BY

SINGLE AND DOUBLE ENTRY

WITH AN EXEROCISE IN

BUSINESS PRACTICE

FOR USE IN ALL SCHOOLS IN WHICH THE

COMMERCIAL BRANCHES ARE TAUGHT.

ESPECIALLY DESIGNED FOR USE IN

DISTRICT AND GRADED SCHOOLS

AND FOR

EVENING CLASSES IN BUSINESS COLLEGES,

REVISED AND ENLARGED.

_NEW YORK -:- CINCINNATI -:- CHICAGO
. AMERICAN BOOK COMPANY



KH 47

HARVARD COLLEGE LIBRARY
. SHELDON FUND
JULY 10. 1940

Entered according to Act of Congress, in the year 1880,
By WILLIAMS & ROGERS,
In the office of the Librarian of Congress, at Washington, D. C.

Copyright, 1892,
By WILLIAMB & ROGERS.
*

W. P 1@




PREFACE.,

This book was written in response to numerous requests which the publishers received
from teachers in district and graded schools for a text-book on book-keeping, especially
adapted to such schools, and constructed on the plan of their Complete Book-keeping.

The features of the Complete Book-keeping which have commended that work so
strongly to teachers, and which have probably contributed most largely to its extraordinary
popularity and introduction, are the minute explanations of every step to be taken by the
pupil; the system of illustrative examples employed, enabling the pupil to perform the
work himself, thus cultivating self-reliance; the careful and systematic grading of the exer-
cises; and the script plates with which the sets are illustrated.

All of the features described above have been incorporated in this work, and it is believed
that the pupils for whom the book is designed will have no difficulty in securing, from the
exercises given, complete knowledge of the principles of book-keeping, as well as important
aid in the direction of obtaining a good hand-writing, and that practically independent of
the teacher.

The set on Business Practice will, it is believed, add greatly to the value of the work,
and meet the demand for that kind of instruction in the classes for which the book is
designed.



CONTENTS.

PAGE.
‘General Deflnitions ... _____ ... .. ______._. -5
8SmeLE ENTRY. .. . ... 5
Explanation of books required._______....... 5
Definition of terms ______._ .. ... _.._...__. 8
General Rules_ ... ... . ... ......_ ki
The Cash Book explained . ... ... ........._.. 8
Cash Book illustrated ... _._._._........_... 89
First Exercise .. ... ool 9
Balancing the Cash Book _._.__.._....._..... 10
Second Exercise. ... ... 11
Journal explained ... ... ... ... ... 12
Third Exercise. ... oo ococoooo e 12
Journal illustrated. .. ... .. ... _....___ 13
Fourth Exercise_ .. ... ..o ... 14
Journal and Cash Book ... . ._...... 18
Fifth Exercise.. ... ... _..o..... 18
Journal, Cash Book, and Ledger.............. 21
Sixth Exercise .. ._.._......... PN T2
Iustructions for Posting. ... ... .. __..... 22
Ledger illustrated ... ... .. _..._...._.. 26
Seventh Exereise. .. ... . ... 29
Tllustration of Proprietor’s account closed.. ... 32
Eighth Exercise_. . .o oo .. 82
Promissory Notes explained and illustrated.... 35
Ninth Exercise. . ..o cooa ool 85
Bill Book explained...... ... _...________. 36
Bill Book illustrated .__.______.....__.___.__ 38-39
Invoices explained. . .ccoceeoaonaaaaaaaa . 88

PAGE.
Invoice illustrated ......_.... ... _.___...__ 89
Tenth Exercise... ... .. ... oo 41
Eleventh Exercise ............._.....___.__. 44
Partnership business. ... ... _..........____._ 44
Twelfth Exercise ........_._........._... e 47
Explanation of Bank Account........_...___. 49
Thirteenth Exercise. ... ... .. ._.......... 49
DOUBLE ENTRY ... i 53
Explanation of Books required...._.......... 53
General Rules. ... ... .. .. ... ....._.. 54
Iltustration of Check Book. ... __.._...__.._.. 55
Illustration of Double Entry Journal ____.._... 56
Fourteenth Exercise ....__._..._____..._...... 57
Trial Balance explained and illustrated......_62-63
Losses and Gains ... .. _._......_... 63
Closing the Ledger explained................. 65
Fifteenth Exercise............occovemeeaaaan 66
Changing from Single to Double Entry ex-
plained ... ... ... 68
Bixteenth Exercise_ .. ... ___.__...._..._ 69
Seventeenth Exercise ... _..._._._........... 72
Cash Book, Double Entry, illustrated........ 72-13
Drafts explained. ... .. .. ... ..... 75
Eighteenth Exercise -............_.._._._.... 75
Drafts illustrated . ... ... _._...... 6
Abbreviations and Contractions. .............. 80
Appendix ... ... ... SO i
Business Practice. .. .. iioooiaaaaoa. i




BooOK-KEEPING

OOK-KEEPING 'is a record of the facts pertaining to business transactions. * By the
term business transactions is meant dealings between two or more persons.

*The object of keeping books is to enable the proprietor to ascertain, at any time,
with certainty and ease, any particulars regarding his business.

*There are two methods of book-keeping in general use, termed °Single Entry and
*Double Entry.

"In Single Entry Book-keeping only personal accounts are kept in the Ledger.

*In Double Entry Book-keeping accounts are kept in the Ledger with things as well
as persons.

Since only Single Entry Book-keeping will be treated in this connection, further explanation of Double
Entry will be deferred until Single Entry has been mastered.

SINGLE ENTRY BOOK-KEEPING.

BOOKS REQUIRED.

*The books to be used depend much upon the nature and extent of the business. ' The
main books usually employed are Cash Book, Bill Book, Journal, and Ledger. *' Other
books, as, Sales Book, Order Book, Shipping Book, etc., are sometimes used.

" The Cash Book contains the receipts and payments of cash. ' The difference between
the sum of the receipts of cash and the sum of the payments of cash will show at any time
the amount of cash on hand. (Ses pages 8 and 9 for form of Cash Book.)

"The Journal contains all debits and credits to persons arising from transactions with
such persons. '°Such debits and credits should be accompanied by sufficiently clear and
complete explanations of the transactions giving rise to the entries that anybody, whether
familiar with the circumstances or not, would readily understand all important facts regard-
ing them. (Ses page 13 for form of Journal.)

A clear and complete history of every important transaction should be preserved in some form. This s
especially true in all matters affecting the interests of other persons. There are several ways of preserving
such a history. '®One is to record every important transaction in a book, usually called a Day Book, or
Blotter; ' another is by entering all of the particulars of the transaction on a memorandum slip, and, after
the proper entry has been made from it, filing it away for future reference; and '®still another is to preserve
copies of all letters and invoices, in an impression book. The memoranda of transactions given on page 10,
is in the nature of a Day Book, and is regarded a sufficient illustration of that book and its use.

1* The Bill Book is designed to contain a record of all of our written obligations issued
to other persons, and *° of those in our possession made by other persons. *'Such obligations

in our favor are called Bills Receivable, and ** ours in favor of others are called Biils Payable.
5



6 SINGLE ENTRY BOOK-KEEFPING.

*The Ledger is the business man’s account book. *In this book the debits and credits
of the Journal are grouped under their proper titles—the names of the persons. *Such
collections of debits and credits are called Accounts, and * the process of grouping is called
Posting. (See page 26 for form of Ledger.)

DEFINITION OF TERMS.

*"The term Debit, which is abbreviated Dr., indicates either that * the person with whose
name it is connected has become indebted to us, or that ®we have got out of his debt.

** The term Credit,'which is abbreviated Cr., indicates that * we have become indebted to
the person with whose name it is connected, or that ®that person has got out of our debt.

*A Resource is any kind of property belonging to the business; as, **an account owing
to us, another person’s note in our favor, cash on hand or in bank, real estate, stocks, bonds,
mortgages, goods in stock, furniture and fixtures, unpaid interest in our favor —in short,
anything of value in our possession or belonging to us, or a debt due us.

*A Liability is a debt of any kind owing by us; as, * our note outstanding, or a debt
due another person.

” Investment, as a book-keeping term, is applied to the capital put into a business.
*The investment may be composed of cash entirely, or **it may be made up of various kinds
of property; as, **amounts due from others, real estate, or anything of value.

"The Present Worth of the proprietor is the net value of his interest in the business
at any stated period. **The amount of the present worth may be ascertained at any time by
finding the difference between the sum of the resources and the sum of the liabilities.
* If the sum of the resources exceeds the sum of the liabilities, the difference shows that the
proprietor has property in the business to that amount; and *if the sum of the liabilities
exceeds the sum of the resources the difference shows that the business is tnsolvent,—in
other words, that there is not sufficient property in the business to pay the debts of the
business.

“The Net (ain is the excess of the present worth over the net investment.
“The Net Loss is the excess of the net investment over the present worth.

“*The net gain which has been realized, or the net loss which has been sustained, during -
the progress of the business, may therefore be ascertained by finding the difference between
the investment and the present worth. *If the present worth exceeds the investment, the
difference shows that the proprietor is now worth more in the business than he was at the
outset, or at the last closing of the books, which would of course indicate a gain; while, “*if
the present worth is less than the investment, it will be apparent that the difference will
show that the interest of the proprietor has diminished, or that he has sustained a loss.

“Cash is the term applied to specie, government bills, bank bills, bank checks, sight
drafts, postal notes, money orders, in fact all paper that is payable in money on demand.

" Bills Receivable is the term applied to the negotiable written ‘promises of other
parties, payable at a future time, which come into our possession; as, “notes and accepted
drafts.

“ Bills Payable is the term applied to our negotiable written obligations issued to other
parties, and payable at a future time; as, ** notes and accepted drafts.
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GENERAL RULES FOR SINGLE ENTRY.

Rule'1/LL* 776 PrROPRIETOR 18 CREDITED
*For the sum of his resources at the beginning of business;
b For subsequent investments in the business; and
°For his net gain, if any, when the books are closed.
Rule 2.—*The PrROPRIETOR 1S DEBITED
*For the sum of his liabilities at the beginning of business;
> For such sums as he may draw out of the business from time to time; and
*For his net loss, when the books are closed, if there has been a loss.
Rule 3.—* PERsONS ARE DEBITED in the Journal
*When they get into our debt; and
*When we get out of their debt, in full or in part
Rule 4.—* PErsoNs ARE CREDITED in the Journal
*When we get into their debt; and
>When they get out of our debt, in full or in part.

" Rule 5.—* CasH 18 DEBITED in the Cash Book when i is received into the business
Srom whatever source. )

Rule 6.—*Casm 1s CREDITED in the Cash Book when it i3 paid out for whatever
purpose.

Rule 7.—* BiLLs RECEIVABLE are entered in the Bill Book as soon as recetved, with all
of the particulars regarding them ; as, the date of the nots or acceptance, the date on which it
will fall due, the.name of the party who will have to pay it, the name of the endorser, if any,
the name of the place where it ts payable, and the amount; and *° when it i3 paid it is's0
tndicated in the proper column in the Bill Book.

Rule 8.—* BiLLs PAYABLE are entered in the Bill Book as soon as issued, with all the
Jacts regarding them ; as, the date, the date of maturity, the name of the payes, the name of the
place where payable, and the amount; and * when paid it is 8o tndicated vn the proper column.

Sometimes a Cash account, a Merchandise account, or an Expense account is kept in the Single Entry
Ledger, and sometimes all of these are kept; but when such is the case it ceases to be Single Entry, as a
purely Single Entry Ledger contains only personal accounts. To the extent that a Single Entry Ledger

contains other than personal accounts it approaches Double Entry, but it still will lack many of the valuable
qualities of the Double Entry method.

QUESTIONS.

- ! What is Book-keeping? * What is meant by the term ‘¢ business transaction ”? * What
is the object of keeping books? * How many methods of book-keeping are there in general
use? °** What are they called? ? What accounts are kept in the Ledger in Single Entry?
® What, in Double Entry? * Upon what do the books to be used in a business depend?
1 What are the main books usually employed? !* What other books are sometimes used?
'* What does the Cash Book contain? ** What will the difference between the sum of the
receipts and payments of cash show at any time? !* What does the Journal contain? *®How
much explanation of the transaction should accompany the Journal entry? *¢-*® Describe
three ways by which this may be done. *-*° What does the Bill Book contain? *!-** What
are these obligations called? ** What does the Ledger contain? *® What is an account?
*¢ What is meant by posting? ?7 What is meant by the term debit? ?** What, by the term
credit? ** What is a Resource? *°Give an example. *! What is a Liability? **Give an
example. ** What is meant by the term Investment? *4*¢Of what may it consist? *?Define




3 8INGLE ENTRY BOOK.KEEPING.

/€

%
2/ |
Yy 25 Lo (Lo L gy /07% o
24 Jo @ww 624 | /5 6o| |
27 vtitly o /a/‘ aj.za" !
o

' I/ JJM% /.?/g?.z_gi

o i //é/l 7j
/ﬁé,w ey, +g0-

f

-

‘ //é/l 7

WocEY
Present Worth. * How may the amount of the present worth be found ? *If the sum of
the resources exceeds the sum’ of the liabilities, what does the difference show? * When
is the proprietor said to be insolvent ? * What is meant by Net Gain ? ** By Net Loss ?
** How may either be ascertained ? * How may the amount of the net gain be determined ?,
**How, the net loss? **To what is the term cash applied ? **°* What is meant by the term
Bills Receivable ? *** What, by the term Bills Payable? °* For what is the proprietor
credited? * For what debited? * When are persons debited? * When credited? °° When
is cash debited? * When credited? °-*° When, where, and how are Bills Receivable entered?
“-* What record is made of Bills Payable when they are issued ?

THE CASH BOOK.

The Cash Book, as before stated, contains a record of the receipts and payments of
cash, * There are two methods of keeping a Cash Book in common use. *One provides
for employing a book having a page with double money ¢olumns, the first or left-hand
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column for the receipts of cash, and the second or right-hand column for the payments of
cash; and *the other method provides for using opposite pages in the Cash Book, the left-
hand page for the receipts of cash, and the right-hand page for the payments of cash.

Since errors are more liable to occur when both receipts and payments are entered in adjoining columns,
the use of opposite pages is more common, and is here recommended.

FIRST EXERCISE.

You will now arrange the receipts and payments of cash which are given in the following
series of transactions, in your Cash Book, as shown in the engraved ‘ Cash Book,” illustrated
on pages 8 and 9. When this work has been performed, you will observe that the Cash Book
contains all of the information regarding the transactions given that that book is designed
to exhibit, as explained on page 5, viz.: the receipts of cash on the left-hand or debit side,
and the payments of cash on the right-hand or credit side; and the balance, or difference
between the sides, which is the amount of cash on hand, may also be shown.
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SERIES OF TRANSACTIONS.
JANUARY 1, 190-.
1. Commenced business this day, investing as capital $1000, cash. (Place this on the left- -
hand or debit side of the Cash Book. See Rule 5, page 7, and illustration on page 8.)
2. Bought a Horse and Wagon for use of the business, for which I paid $100 and 875,
respectively. (Placs these stems on the right-hand or credit side of the Cash Book.
See Rule 6, page 7, and sllustration on page 9.)
3. Bought 20 one-eighth barrel sacks of Flour, at 65 cents per sack, for which I paid cash,
$13. (Cr. side of Cash Book. See Rule 6, page 7, and illustration, page 9.)
5. Sold, for cash, 2 sacks of Flour, at 80 cents per sack, $1.60. (Dr. side of Cash Book.)

7. Sold, for cash, 6 sacks of Flour, at 824 cents per sack, $4.95. (Dr. side of Cash Book.)
9. Bought 50 bushels of Oats, at 37 cents per bushel, for which I paid cash, $18.50. (Cr.
side of Cash Book.)
10. .Bought, for cash, 100 bushels of Corn, at 55 cents per bushel, $55. (Cr. side of Cash
Book.)

13. Sold, for cash, 20 bushels of Oats, at 42 cents per bushel, $8.40. (Dr. side of Cash Book.)

14. Bought, for cash, 2 tons of Coal, at 85 per ton, for use of store. (Cr. side of Cash Book.)

16. Sold, for cash, 5 sacks of Flour, at 85 cents per sack, $4.25. (Dr. side of Cash Book.)

19. Sold, for cash, 25 bushels of Corn, at 60 cents per bushel, $15. (Dr. side of Cash Book.)

20. Bought, for cash, 100 sacks of Flour, at 62 cents per sack, $62. (Make the remaining
entries, if possible, without referring to the illustrations.)

21. Sold, for cash, 35 sacks of Flour, at 80 cents per sack, $28.

24. Sold, for cash, 25 bushels of Oats, at 43 cents, $10.75.

25. Sold, for cash, 30 bushels of Corn, at 62 cents, $18.60.

27. Sold, for cash, 4 sacks of Flour, at 80 cents, $3.20.

28. Bought, for cash, 100 bushels of Corn, at 55 cents, $55.

30. Sold, for cash, 75 bushels of Corn, at 62 cents, $46.50.

31. Sold, for cash, 25 sacks of Flour, at 82 cents, $20.50.

BALANCING THE CASH BOOK.

It will now be clear to you, that * the left-hand, or debit side of the Cash Book, contains
a record of all of the cash received, and * the right-hand, or credit side, a record of all of the
cash paid out; and it will be equally apparent that *the difference between the sums of the
sides, $773.25, must show the amount of cash on hand January 31st.
You will now “close, or balance, the Cash Book, ag the operation is called, as follows:
* Draw one red line across the first money column on the left-hand page of the book, on the
.same line with the last item entered (see illustration on page 8); * next add the items in this
column, and place their sum, $1161.75, in the second money column on the next line below
the one on which the last item was entered (see (llustration on page 8). (Before reading
further perform the work precisely as instructed above.) ' Now, draw another red line across
the first money column on the right-hand page, on the same line with the last item entered
(see illustration on page 9); ™next, add the items in this column and place their sum,
$388.50, in the second money column, on the next line below the one on which the last item
was entered (see tllustration on page 9); ™ then on the next line on the right-hand page enter
in the date column, the date of balancing the book, 81; in the explanation column, the
explanation, Balance on hand; and in the right-hand money column, the balance, $773.25,
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which is the difference between the sum of the receipts and the sum of the payments of cash
for the month (see 1llustration on page 9). ™ Next, on the left-hand page, rule one red line
across the second money column, on the same line with the last item entered (ses page 8); and
"one line below this rule ¢wo red lines, one directly on the blue line, and the other just far
enough below it so that the two lines will not run together, extending the lines across the
date column, and the two money columns, which will be omitting the explanation column
(see illustration, page 8). ™ Next rule single and double red lines on the right-hand page, in
the same manner, directly opposite those on the left-hand page; ™then write the footings
between the single and double red lines on each page (see illustrations, pages 8 and 9).

- If this business were to be continued, the balance of cash, $773.25, should be brought
below the rulings on the Dr. side under date of February, as illustrated on pages 8 and 9.

SECOND EXERCISE.

It is believed that you will now be able to enter properly the items of cash contained in
the following transactions with no farther aid than is afforded by reference to the instructions
and illustrations given in the preceding exercise. You will therefore write at the top of each
of the next two pages of your Cash Book the month and year, ¢ February, 189-,” and place
all of the receipts of cash on the left-hand, or debit side, and all of the payments of cash
on the right-hand, or credit side.

Itis sdggested that you rule a Cash Book on paper, and enter these items upon it as they should appear
in your book. This will prevent possible errors and enable you to give your Cash Book a better appearance
than it would probably have otherwise.

SERIES OF TRANSACTIONS.
FEBRUARY, 190-,

Commenced business this day, investing cash, $1500.

Bought, for cash, 30 one-eighth barrel sacks of Flour, at 60¢ per sack, $18,
Sold, for cash, 12 sacks of Flour, at 70¢, $8.40.

Sold, for cash, 10 sacks of Flour, at 65¢, $6.50.

Bought, for cash, 125 one-eighth barrel sacks of Flour, at 58¢, $72.50,
Sold, for cash, 30 sacks of Flour, at 65¢, $19.50.

Sold, for cash, 42 sacks of Flour, at 64¢, $26.88.

Sold, for cash, 16 sacks of Flour, at 65¢, $10.40.

11. Bought, for cash, 100 one-eighth barrel sacks of Flour, at 59¢, $59.
12. Sold, for cash, 30 sacks of Flour, at 65¢, $19.50.

14. Sold, for cash, 18 sacks of Flour, at 66¢, $11.88.

16. Sold, for cash, 25 sacks of Flour, at 65¢, $16.25.

19. Bought, for cash, 300 bushels of Corn, at 55¢, $§65.

21. Sold, for cash, 150 bushels of Corn, at 60¢, $90.

23. Sold, for cash, 15 sacks of Flour, at 64¢, $9.60.

25. Sold, for cash, 50 bushels of Corn, at 62¢, $31.

27. Bought, for cash, 100 one-eighth barrel sacks of Flour, at 55¢, $55.
29. Bought, for cash, 250 bushels of Corn, at 54¢, $135.

After the foregoing items have been entered, the Cash Book should be ruled up and the
footings brought down as explained under ‘‘ Balancing the Cash Book” on page 10. The
footing of the debit side should be $1749.91, and of the credit side, $504.50, and the differ-
ence (which should be placed on the right-hand side in red ink), should be $1245.41.

A A o o
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THE JOURNAL.

The Journal, as stated on page 5, is designed to contain all debits and credits to

persons arising from transactions with such persons; and such debits and credits should be
accompanied by clear and complete explanations of the transactions. To avoid errors it is
of the utmost importance that the entries be made immediately after the transaction occurs;
indeed, it is a matter of practice with careful book-keepers never to receipt a bill, pay an
account, or complete any important transaction until a record of some kind has been made.

THIRD EXERCISE.

You will now make the Journal entries required in the following transactions, which

" ghould correspond with the Journal given on page 13. The Cash Book entries will be
omitted.

12.

1z,
15.
17,

SERIES OF TRANSACTIONS.
MarcH, 190-,

Commenced business this day with a cash capital of $1000. (Ses Rule 1, part a, on
page 7, and also the form of the entry in the Journal, illustrated on page 13.)

Bought of John Snow, on account at 10 days, 100 barrels of Flour, at $5.25, $525.
(Ses Rule 4, part a, page 7, and also the proper eniry in the Journal, illustrated on
page 13.)

Sold Hiram J. Rice, on account at 5 days, 50 barrels of Flour, at $6, $300. (Sae Rule
3, part a, page 7, and the entry for March 3 in the Journal, illustrated on page 13.)

Bought of S. M. Baker, on account at 10 days, 250 barrels of Apx;les, at $1.50, $375.
(Rule 4, part a, page 7; Journal tllustrated, page 13.)

Bought of Nathan Goodman, a Horse and Wagon for the use of the business, for which
I have agreed to pay $150 on the 15th inst. (Ruls 4, part a, page 7; Journal illus-
trated, page 13.)

Sold D. W. Fenner, on account at 10 days, 50 barrels of Apples, at 81.75, $87.50.
(Rule 3, part a, page 7; Journal {llustrated, page 13.)

Received, cash, of Hiram J. Rice for the 50 barrels of Apples purchased on the 3rd inst.,
$300. (Rule 4, part b, page 7; illusiration page 13.)

Bought of C. G. Weaver, on account at 30 days, 50 bushels of Oats, at 40 cents, $20,
and 35 bushels of Corn, at 62 cents, $21. 70; total, $41.70. (Rule 4, part a, page 7;
tllustration, page 13.)

Paid John Snow, cash, for the 100 barrels of Flour purchased of him on the 2nd inst.,
$525. (Rule 3, part '5.)

Paid S. M. Baker the amount due him for bill of the 4th inst., in cash, $375.
Paid Nathan Goodman, cash, for the Horse and Wagon purchased on the 6th inst., $150.

Received, cash, of D. W. Fenner, in full of his purchase of the 7th inst., $87.50. (Rule
4, part b.)
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FOURTH EXERCISE.

You will now make the Journal entries in the following series of transactions as

instructed in the preceding exercise. The Journal is not given, but illustrations will ‘be
found on pages 15 and 16, containing transactions similar in character, and involving pre-
cisely the same principles as those which are to be journalized; and as each of these similar
transactions is accompanied by its proper Journal entry, it is believed that no further aid
in performing this work will be required. It is suggested that you make yourself inde-
pendent of such aid as soon as possible. This may be done by studying the rules referred to
in connection with the entries given as aids. The Cash Book entries will be omitted.

10.

12.
2 18

18.

20.

2b.

SERIES OF TRANSACTIONS.
APRIL, 190,

Commenced business this day with a cash capital of $2000. (See Ezampls No. 1,
page 15.)

Bought of Wm. Hamilton, on account at 10 days, 200 bbls. of Flour, at 85.50, $1100.
(See Ezampls No. 2, page 15.)

Sold L. H. Robinson, on account at 15 days, 50 bbls. of Flour, at 86.25, $312.50. (Ses
Ezample 3, page 15.)

Bought of P. W. Manning, on account at 15 days, 300 bush. of Corn, at 50¢, $150.
(See Ezampls 2, page 15.)

Sold M. S. Hastings, on account at 20 days, 25 bbls. of Flour, at $6.15, $153.75, and
50 bush. of Corn, at 55¢, $27.50; total, $181.25. (E=z. 4, page 15.)

Bought of D. A. Watson, on account at 16 days, 100 bble. of Flour, at $5.25, $525,
and 250 bush. of Oats, at 40¢, $100; total $625. (E=z. 5, page 15.)

Sold John Benham 150 bush. of Oats, at 46¢, $69. Received, cash, $40; balance to be
paid on the 25th inst. (ZE=. 6, page 16.)

Bought of Hatch & Crane, 300 bbls. of Flour, at $5.20, $1560. Paid, cash, $500; balance
to be paid in 20 days. (Zz. 7, page 16.)

Paid Wm. Hamilton #1100, cash, in full of purchase of the 2nd inst. (Zz. 8, page 16.)

Bought of S. H. Porter, a Horse and Wagon for the use of the business, for which I
agreed to pay $225 in 30 days. (Zz. 9, page 16.)

Received, cash, of L. H. Robinson, in full of his purchase of the 3rd inst., $312.50.
(Zz. 10, page 16.)

Paid P. W. Manning, cash, in full of my purchase of the 5th inst., $150. (Z=z. 8,
page 16.)
Paid D. A. Watson, cash, in full of my purchase of the 8th inst., $625. (Zz. 8, page 16.)

Received, cash, of John Benham, in full of balance of his purchase of the 9th inst.,
$29. (FEz. 11, page 16.)

Received, cash, of M. S. Hastings, in full of his purchase of the 6th inst., $181.25.
(E=. 10, page 16.)
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* * ILLUSTRATIONS.

15

The following transactions are similar in character to those contained in the Fourth
Exercise, and the Journal entries are given, together with appropriate explanations, so that
by comparing the transactions irf the Fourth Exercise with these, it is believed you will be
enabled to make the Journal entries required. You will consult the Rules for Journalizing
referred to, so that upon the completion of the work they may be firmly fixed in- your mmd

EXAMPLE No. 1.
APRIL, 190-,

Transaction. Journal Entry.
1. 1. l
Commenced business this day with a cash ||| Student, Cr. 3000
capital of $3000. Investment,
(See Rule 1, part a, page 7.)
‘ EXAMPLE No. 2.
Transaction. Journal Entry.
Bought of Nathaniel Wood, 1200 bbls. of ||| Nathaniel Wood, Cr. 2400
Apples, at $2, on acct. at 10 days, $2400, || 1200 bbls. Apples at 2.00.
(Ses Rule 4, part a, page 7.) 1 Due in 10 days.
. EXAMPLE No. 3.
Transaction. Journal Entry.
3. 3. |
Sold Byron Sage, on acct. at 15 days, ||| Byron Sage, Dr. 1125
500 bbls. of Apples, at $2.25, $1125. 500 bbls. Apples at 2.25.
(See Rule 3, part a, page 7.) Due in 15 days.
EXAMPLE No. 4.
Transaction. Journal Entry.
6. 6.
Sold A. W. Payne, on acct. at-20 days, ||| A. W. Payne, Dr. 1500
500 bbls. of Apples, st $2.25, $1125, and || 500 bbls. Apples at 2.25.]1125
800 bbls. of Potatoes, at $1.25, $375; total, || 300 “ Potatoesat1.25.) 375
Duye in 20 days.
$1500. .
(Ses Rule 3, part a, page 7.)
EXAMPLE No. 5.
Transaction. Journal Entry.
8. 8.
Bought of Chas. Roberts, on acct. at 15 ||| Chas. Roberts, Cr. 2550

days, 1000 bbls. Apples, at $2, $2000; and ||| 1000 bbls. Apples at 2.00. 12000

500 ¢ Potatoesat1.10.

500 bbls. Potatoes, at $1.10, $550; total, Due in 15 days.

$2550.
(See Rule 4, part a, page 7.)

550

—

—
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EXAMPLE No. 6.

Transaction. Journal Entry.
-9, ‘ 9.
Sold Benj. Johnson 350 bbls. of Apples, at ||' Benj. Johnson, Dr. 875
$2.50, $875. Received, cash, $500; balance ; 350 bbls. Apples at 2.50.
to be paid on the 25th inst. | . “
(See Rule 3, part a, page 7.) | Ben‘]. Johnson, Cr. 500,
(Ses Ruls 4, part b, page 7.) Cash on above.
EXAMPLE No. 7.. :
Transaction. Journal Entry.
10. 1 10.
Bought of Howe & Ward, 1000 bbls. of ||| Howe & Ward, Cr. 2000
Apples, at $2, $2000. Paid cash, $1000 ;|| 1000 bbls. Apples at 2.00.
balance to be paid in 15 days. - & W (;‘
(See Rule 4, part a, page 7.) owe ard, Dr. 1000
(See Ruls 3, part b, page 7.) ! Cash on above.
EXAMPLE No. 8.
Transaction, Journal Entry.
12. ll 12.
Paid Nathaniel Wood, $1200, cash, in | Nathaniel Wood, Dr. 1200
full of purchase of the 2nd inst. | Cash in full of acct.
(See Rule S, part b, page 7.)
EXAMPLE" No. 9.
Transaction. Journal Entry.
13. 13. |
Bought of D. J. Warner, a Horse and ||| D. J. Warner, Cr. | 250
Wagon for the use of the business, for which Horse and Wagon. |
I agreed to pay $250 in 60 days. Due in 60 days. |
. (See Rule 4, part a, page 7.) |
EXAMPLE No. 10.
Transaction. Journal Entry.
' 18. ‘ 18.
Received, cash, of Byron Sage, in full.of | Byron Sage, ) Cr. |, 1125
his purchase of the 3rd inst., $1125. v Cash in full of bill of the
(See Rule 4, part b, page 7.) ’l 8rd inst. "
EXAMPLE No. 11.
Transaction. - Journal Entry.
25. ! 25. f
Received, cash, of Benj. Johnson, in full |j| Benj. Johnson, Cr. | 375

of the balance of his purchase of the 9th || Cash for balance of bill
inst., $375. of the 9th inst.

(See Rule 4, part b, page 7.)
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JOURNAL AND CASH BOORK.

In the following exercise the Journal and Cash Book are both to be used. You will
make the entries in these books as directed in the General Rules for Single Entry on page 5,
and as illustrated on pages 17, 18, and 19. Consult the Rules, when so directed, in order
that they may become so firmly fixed in your mind as to make it unnecessary to refer to
them hereafter.

NS N

— -

FIFTH EXERCISE.

SERIES OF TRANSACTIONS.
May, 190-,
1. Commenced business this day with a cash capital of $2500. (Journal and Cash Book.
See Rule 1, part a, page 7, Rule 5, page 7, and also illustrations on pages 17 and 18.)

2. “ Bought of Gardner Allen, Jr., on account at 10 days, 200 bbls. of Flour, at $5.50,
$1100. (Journal. See Rule 4, part a, page 7, and illustration on page 17.)
v3. Bought of Henry Walker, for cash, 100 bbls. of Salt, at $1, $100. (Cash Book. REuls
6, page 7.)
V4. Sold J. Wilson, on account at 10 days, 100 bbls. of Flour, at $6.25, $625. (Journal.
Rule 8, part a, page 7.)
/6. Sold P. R. Smith, for cash, 25 bbls. of Salt, at $1.25, $31.25. (Cash Book. Rule5,
page 7.)
7. Bought of Nicholas Boyer, on account at 15 days, 500 bbls. of Apples, at $1.50, 8750.
(Journal. Rule 4, part a, page 7.)
¥s, Sold M. D. Young, for cash, 125 bbls. of Apples, at $1.75, 8$218.75. (Cash Book.
Rule 6.)
"10. Bought of A. B. Clark & Co., forcash, 100 bush. of Corn, at 60 cents, $60. (Cash Book.
Rule 6.) :
“11. Sold J. Wilson, on account at 30 days, 100 bbls. of Apples, at $1.80, $180. (Journal.
/ Rule 3, part a.)
12. Paid Gardner Allen, Jr., cash, in full of bill of the 2nd inst., $1100. (Journal and Cash
Book. Rule 3, part b, and Rule 6.)
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~14. Received, cash, of J. Wilson, in full of bill of the 4th inst., $625. (Journal and Cash
Book. Rule 4, part b, page 7. Dehit side of Cash Book, Ruls 6, page 7.)

#715. Sold Seymour Gates, on account at 5 days, 125 bbls. of Apples, at $1.70, $212.50;
20 bbls. of Flour, at $6.20, $124; total, $336.50. (Journal. Ruls 8, part a, page 7.)

The special instructions and the references to rules will be omitted in the remainder of this exercise, as
it is believed that you will now be able to continue the work without such assistance. Should you be
uncertain as to the correctness of an entry, refer to the General Rules on page 7, or to a similar transaction

in the first part of this exercise. AN
'/17. Bought of Gardner Allen, Jr., on account at 15 days, 300 bush. of Oats, at 42 cents, $126.

/18. Sold, for cash, 150 bush. of Oats, at 48 cents, $72.

st Bought, for cash, 2 tons of Coal, for use of store, at 85, 810.

#°20. Received, cash, of Seymour Gates, in full of bill of the 15th mst $336.50.

Yy 22 Paid Nicholas Boyer, cash, in full of account, $750.

723. Sold Seymour Gates, on account at 10 days, 50 bbls. of Flour, at $5.75, $287.50.

v 25. Sold J. Wilson, on account at 5 days, 50 bbls. of Flour, at $6, 8300, and 25 bbls. of

Salt, at $1.30, $32.50; total, $332.50.

2. Bought of Gardner Allen, Jr., on account at 15 days, 200 bbls. of Flour, at $5.50,
$1100, and 200 bush. of Oats, at 42 cents, $84; total, $1184.

28. Sold Seymour Gates, on account, 100 bbls. of Flour, at $6, $600, and 100 bush. of
Oats, at 48 cents, $48; total, $648. .

/‘/30. Received, cash, of J. Wilson, in full of bill of the 25th inst., 8332 50.

After completing the above work you will next balance the Cash Book. Should you need
asgistance in doing so, refer to the instructions for Balancing the Cash Book, on pages 10
and 11. Take special pains with the ruling. Remember that all ruling should be done
with red ink. The footing of the debit side of the Cash Book should be $4116, and of

the credit side, $20R0.

QUESTIONS.

Page 8.—* How many methods of keeping a Cash Book are there? - Describe each
method. Pages 10-11.—**"* Describe the manner of ‘“balancing” a Cash Book in which
opposite pages are used for the receipts and payments. What colored ink should be used
for rulings? Page 7.—Give the General Rules for Single Entry Book-keeping.
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JOURNAL, CASH BOOK, AND LEDGER.

SHOWING RESULTS.

*In the following set the Journal and Cash Book are to be used the same as in the
preceding exercise; that is, all cash entries will be made in the Cash Book, and all others
in the Journal; and *it is designed that results shall be shown at the close of the month.
That is, *it shall be shown whether there is a Gain or a Loss; what the amount of such gain
or loss is; the amount of the Resources and Liabilities, and of what they consist ; and finally,
what the mterest of the proprietor in the business is at that date.

*To ascertain a part of these facts, it will be necessary to introduce the Ledger, and to
post to that book *all of the debits and credits to persons, 8o as *to enable the propriestor to
know just how much he owes others as well as how much others owe him. (Ses desmptum

of the Ledger on page 6.)
SIXTH EXERCISE.

SERIES OF TRANSACTIONS.
JUNE, 190-,

1. Commenced business this day, investing $3500, in cash. (Journal and Cash Book.)

»” T owe Jones & Bro., on account, due June 12, $376.85. (Journal, Rule 2, part a. See
tllustration, page 20.)

2. Paid 1 month’s rent of store in advance, in cash, $50. (Cash Book, Rule 6, page 7.)

V'3, Bought a Horse and Wagon for use of store, for which I paid cash, $145.

7’4, Bought of Wm. Simpson, on account at 10 days, 100 bbls. Flour, at $5.50, $550. (Rulé

4, part a.)
«’5. Sold John Hammond 25 bbls. Flour, at $6.25, $156.25. Received $100, cash; balance,
$56.25, to be paid on the 20th. (Rule 3, part a. Rule 4, part b. Rule6.)

o When a purchase is partly paid for at the time it is made, as in the foregoing, it is customary to debit
the purchaser for the entire amount of the bill, and credit him for the payment made, instead of ®merely
dehiting him for the amount remaining unpaid. °It will be apparent that the result would be the same by
either plan, but ' the former makes a more complete record of the transaction.

'/7. Bought of Robert Wentworth, for cash, 300 bush. Oats, at 40¢, $120; 250 bush. Corn,
at 60¢, $150; total, $270.

v 8. Sold Chas. B. Corning, 60 bbls. Flour, at $6.10, $366. Received in part payment 8150,
cash; balance, $216, to be paid in 10 days. (Journal and Cash Book.)

9. Bought of Wm. Simpson, 300 bbls. Flour, at $5.40, $1620. Paid one-half, $810, in

cash; balance to be paid in 30 days. (Rule 4, part a. Rule 3, part b. See page 42.)

Credit Wm. Simpson with the entire amount of the purchase, and debit him with the payment.

10. Sold John Hammond 25 bbls. Flour, at $6.25, $156.25; 100 bush. Oats, at 45¢, 845;
100 bush. Corn, at 70¢, $70; total, $271.25. Received in part payment, $150, cash;
balance, $121.25, to be paid in 90 days.

11. Bought of Robert Wentworth, 200 bush. Oats, at 40¢, $80; 250 bush. Corn, at 60¢,
$150; total, $230. Paid 8125, cash; balance, $105, due in 15 days.

12. Paid Jones & Bro., cash, for the amount due them on account, $376.85.

13. Sold Myron G. Reed 100 bush. Oats, at 48¢, $48; 75 bush. Corn, at 65¢, $48.75; total,
$96.75. Received $50, cash; balance, 846.75, to be paid in 15 days. '
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14. Paid Wm. Simpson, cash, for amount of the purchase of the 4th inst., due to-day, $550.

15. Bought of Robert)Wentworth, 300 bush. Oats, at 40¢, $120; 400 bush. Corn, at 60¢,
$240; total, $360. Paid one-half of the bill $180, in cash; balance to be paid in 30
days. (Ruls 4, part a. Rule 3, part b. Rule6.)

16. Sold Geo. W. Young, on account at 10 days, 200 bush. Oats, at 50¢, $100; 150 bush.
Corn, at 70¢, $105; total, $205.

17. Paid, cash, for a Harness, $17.25. 4

18. Received, cash, of Chas. B. -Corning, for balance of bill of the 8th inst., $216.

»20. Received, cash, of John Hammond, for balance of bill of the 5th inst., $56.25.

21. Sold Chas. B. Corning, 50 bbls. Flour, at 8$6.50, $325. Received, cash, $175; balance
to be paid in 30 days.

22. Sold John Hammond, on account at 10 days, 100 bush. Oats, at 48¢, $48; 75 bush.
Corn at 70¢, $52.50.

25. Bought, for cash, 300 bbls. Flour, at $5.25.

26. Paid Robert Wentworth, cash, for balance of bill of the 1Ith inst., $105.

»  Received, cash, of Geo. W. Young, in full of his purchase of the 16th inst., $205.

27. Sold Chas. B. Corning 50 bbls. Flour, at $6, $300 ; 100 bush, Oats, at 48¢, 848 ; 100
bush. Corn, at 65¢, $65; total, $413. Received, cash, $200; balance to be paid in
10 days.

28. Received, cash, of Myron G. Reed, in full of balance of bill of the 13th inst., $46.75. -

80. Paid clerk’s salary for the month, in cash, $60.

You will now balance and rule up your Cash Book, as illustrated on pages 8and 9. Your
balance of cash should.be $584.90. You will then open your Ledger and post to that book
all of the debits and credits to persons contained in the Journal, as stated at the opening of
this month’s business, viz.: by "' opening an account in the Ledger with each person whose
name appears in the Journal, and placing the amounts for which he is debited on the left-
hand or Dr. side of his account, and the amounts for which he is credited on the right-hand
or Cr. side of his account.

That you may be able to perform the posting required in this set with certainty as to
results, as well as to a perfect understanding of the process, the following minute

INSTRUCTIONS FOR POSTING,

are given, and you are to follow those instructions with the closest fidelity, performing the
work step by sfep a8 directed.

JuxNe 1. (First Eniry.)

The first account opened in the Ledger is usually, although not necessarily, that of the
proprietor of the business. Usually the proprietor’s name appears in the first Journal entry,
hence his account is naturally the first to be opened in the Ledger. ** You will therefore
write at the center of the blue line at the top of the first page in your Ledger, in a bold, plain
hand, your name. (See lustration on page 26.) ' Next, on the right-hand, or credit side,
of the heavy line in the center of the page, write, in the date column, the date, Juns 1, **in
the explanation column, the explanation, Investment, **in the journal page column, the page
of the Journal, 7, and "in the amount column the amount, $3500. ''Then, in the Journal,
opposite your name, you will write the page of the Ledger to which this entry has been
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posted, 1. (Ses tllustrations on pages 20 and 26.) This completes the posting of your invest-
ment; bat, it still remains to-debit your account with the amount you owe Jones & Bro.
You will therefore post.

JUNE 1. (Second Entry.)

by wrltmg on the left-hand, or debi? side of your account, in the date column, the date,
June 1, in the explanatlon column, Jonses & Bro., in the journal page column, the page of the
Journal, 7, and in the amount column, the amount $#376.856. Then check this posting in
the Journal by placing the Ledger page, to which it was posted, Z, in the check column in
the Journal opposite the name of Jones & Bro. (Ses Journal and Ledger illustrations.)

JuxNeg 1. (Third Entry.)

Next, Jones & Bro. should be credited in the Ledger for the amount which you owe them,
as the Ledger must be made to show all amounts in which you are indebted to others, as well
as all amounts which others owe you. You will therefore open an account with Jones &
Bro., in a bold, plain hand, half way between the top and bottom of page 1, in the Ledger,
as illustrated on page 26. Then, write in the date column, on the first line below Jones &
Bro., on the right-hand, or credit side of the heavy center line, the date, June 1, in the expla-
nation column, Balance of Acct., in the journal page column the page of the Journal, 7, and
in the amount column the amount, £376.85. You will then check the entry in the Journal,
to show that it has been posted, by writing the page of the Ledger to which it has been
posted, I, in the check column opposite the name of Jones & Bro. (See tllustrations.)

JUNE 4.

1% Open an account with Wm. Simpson, by writing his name in a bold, plain hand, at the
top of page 2, in the Ledger. '° Then enter on the right-hand, or credit side, in the date
column, the date, June 4, *° in the explanation column, Mdse., ** in the journal page column
the page of the Journal, 7, and **in the amount column, the amount, 8550. ** Then check
this in the Journal by writing the page of the Ledger to which it has been posted, 2, in the
check column opposite the name of Wm. Simpson. (See Journal and Ledger sllustrations.)

JUNE 5.

Open an account with John Hammond half way between the top and bottom of page 2.
You will observe that on this date John Hammond is debited for the cost of a quantity of
merchandise bought of you, and that he is credited for a cash payment made upon it. You
will therefore enter on the left-hand, or debit side of this account, in the date column, the
date, June 5, in the explanation column the explanation, Mdse., in the journal page column
the page of the Journal, 7, and in the amount column, the amount, $166.25. Then check
the entry in the Journal by placing the page of the Ledger, 2, in the check column opposite
the name of John Hammond.

JUNE 5. (Second Entry.)

In the preceding entry John Hammond was debited for a quantity of merchandise
purchased, and, in this entry, he should be credited for a payment of $100, which he made
upon it. You will therefore enter on the right-hand, or credit side, of John Hammond’s
account in the Ledger, the date of this entry, June 5, in the date column, the page of the
Journal, 1, in the ]ournal page column, the explanation, Cask, in the explanation column,
and the amount, $100, in the amount column. You will then check the entry in the
Journal, to show that it has been posted, by writing the page of the Ledger, 2, in the check
column opposite the name of John Hammond.
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JUNE 8.

Open an acconpnt with Chas, B. Corning at the top of page 3. Then write in the date
column, on the debi? side, the date, June 8, in the explanation column, Mdse., in the journal
page column, the page of the Journal, 7, and in the amount colnumn, the amount, $366.
Then check the entry in the Journal, using the page of the Ledger, 3, as before directed.

JUNE 8. (Second Entry.)

Enter on the credit side of Chas. B. Corning’s account in the Ledger, the date, June 8,
the explanation, Cash, the page of the Journal, 7, and the amount, $760. Check the entry.

JUNE 9.

On the credit side of Wm. Simpson’s account in the Ledger, enter the date, June 9, the
explanation, Mdse., the page of the Journal, 7, and the amount, $7620. Then check the
entry in the Journal opposite the name of Wm. Simpson, using the page of the Ledger, 2.

JUNE 9. (Second Entry.)

On the debit side of Wm. Simpson’s account, enter the date, June 9, the explanation,
Cash, the page of the Journal, 7, and the amount, $870. Then check the entry in the
Journal opposite the name of Wm. Simpson, using the page of the Ledger, 2.

JUNE 10.

Euter on the debit side of John Hammond’s account, on page 2 of the Ledger, the date of
the entry, June 10, the explanation, Mdse., the Journal page, 2, and the amount, $271.25.
Check the entry in the Journal as before dlrected

JUNE 10. (Second Eniry.)

On the credit side of John Hammond’s account, enter the date, June 10, the explanation,
Cash, the Journal page, 2, and the amount, £150, and remember to check the entry.

JUNE 11.

Open an account with Robert Wentworth, in the middle of page 3, and credit him under
this date, 11, Mdse., $230, remembering to check in the Ledger with Journal page, 2, and in
the Journal with the Ledger page, 3

JUNE 11.  (Second Entry.)

Debnt Robert Wentworth in the Ledger under this date, 11, Cash, 8125, and check both

in Ledger and Journal.
JUNE 12.

Debit Jones & Bro., page 1, Cash, $376.85. (See notes under June 18 and 26, page 25.)

JUNE 13.

Open an account with Myron G. Reed, at the top of page 4 of the Ledger, and debit him
under this date, Mdse., $96.756. Date and check, both in Ledger and Journal.

JUNE 13. (Second Entry.)
Credit Myron G. Reed, Cash, 850. Date the entry and make the proper check marks.

JUNE 14.
Debit Wm. Simpson, on Ledger page 2, Cash, $560. Date and check in beth books.

JUNE 15.
Credit Robert Wentworth, Ledger page 3, Mdse., $360. Date and check.




S8INGLE ENTRY BOOK-KEEPING. 25

JUNE 15. (Second Eniry.) :
Debit/Robert Wentworth, Ledger page 3, Cask, $180. Date and check.

JUNE 16.

Open an account with Geo. W. Young in the middle of page 4, in your Ledger and debit
him under this date, Mdse., £205.
: ) JUNE 18.

Credit Chas. B. Corning, Cash, $216. Remember to date and check every entry.

# When an account in the Ledger is made to balance by a payment, as is the case with that of Chas. B.
Corning, it should be ruled up and footed at once. * When several entries have been made in the account, a
single red line should be drawn on the dlue line immediately under the amount occupying the lowest line in
the account, whether debit or credit, and another on the other side of the account on the same blue line.
These lines should be drawn across the money columns only. Then, on the next blue line below, draw a
double red line acroes the debit date column, another across the debit check column, the debit money column
and the credit date column, and another across the credit check column and credit money column. You will
then write the footings of the account between the rulings. (See Wustration below.) :
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. JuNE 20.
Credit John Hammond, Cash, $56.25.

JUNE 21.
Debit Chas. B. Corning, Mdse., $325.

JuNE 21.  (Second Eniry.)
Credit Chas B. Corning, Cash, $175.
JUNE 22.
Debit John Hammond, Mdse., $100.60.
JUNE 26.
Debit Robert Wentworth, Cash, $105.
JUNE 26. (Second Entry.)
Credit Geo. W. Young, Cask, $205.

Rule up Geo. W. Young’s account. * Since there is but one entry on each side, the dounble lines only
will be necessary, ' which should be placed on the blue line immediately nnder the figures.

JUNE 27.
Debit Chas. B. Corning, Mdse., $413.

JUNE 27. (Second Entry.)
Credit Chas. B. Corning, Cash, $200.

JUNE 28.
Credit Myron G. Reed, Cash, $46.75. (Rule up Reed’s account.)
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RESULTS OF THE BUSINESS.

~ You will now show from your records and from the property you have on hand, what
your present worth is, what has been your gain or loss, and of what your property at present
consists. As stated on page 6, **the Present Worth may be obtained by finding the difference
between the amount of the resources and the amount of the liabilities, and **the Net Gain
or Net Loss may be obtained by finding the difference between the net investment and the
present worth. It will be obvious to you that * the Resources consist of debts due you, and
of property, of whatever character, in your possession, and that * the Liabilities are all the
debts you owe. You will now proceed to make a list of your resources and liabilities.

The first resources to be considered are the various kinds of property on hand which are
not shéwn by the books. ™ Such property is estimated, usually, at cost, unless there has been
a marked change in its value since it was purchased.

Such "a list of stock on hand is called an

INVENTORY,
which in this case consists of
490 bbls. Flour, at 85.50, ... oo oo ceeaeea- 2695.00
200 bush. Oats, at 40 cents,. ... ____. e e e eeaeemececeaeaa——- -80.00
400 < Corn, at 60 cents, ... oo e 240.00
3015.00
Horse and Wagon, bought for use of business,. ... ... ... .. ... ... 145.00
Harness, valued at. .. o .. i eeeeecceeee—aaa 15.00
Total amount of Inventory, . ... ..o oo o iiiiaoalo.. 3175.00
The next resource is
C4sH.
Amount received, shown by debit side of Cash Book,_.___ ... ... .._......_. 4849.00
“  paid, €« credit ¢ ¢ ¢ € tecccecccecccecann—- 4264.10
Amount of cash on hand, - .. ..o e e ceeen mmam—ae 584.90
The remaining resources are
PERSONAL ACCOUNTS IN MY FAVOR.
John Hammond, debit of his Ledger a.ccount ........................ 528.00
credit ¢ e ceemceeeeiacaaan 306.25
Balance of account, my favor, ... .. .. ... 221.75
Chas. B. Corning, debit of his Ledger account ....................... 738.00
credit ¢ ¢ IO 375.00
Balance of his account, my favor, ... o c o eiioiiallL 363.00
Total personal accounts in my favor, ....__..... e eeeceeecec e anaen 584.75
The Jiabilities are
PERSONAL ACcoUNTS WHICH I HAVE TO PAY.
Wm. Simpson, credit of his Ledger account e meececccre e 2170.00
debit - e ccmccccceceecanan 1360.00
Balance of account, his favor, ... ._...... e 810.00
Robert Wentworth, credit of his Ledger account ..................... 590.00
debit ¢ L A, 410.00
Balance of account, his favor, . .. oo oc oo 180.00

Total of personal accounts, which I have to pay, ... .cc.cceena.. 990.00
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From the above list of resources and liabilities a complete statement of the property and
debts of the business may be made. Such a statement is usually and properly called a

STATEMENT OF RESOURCES AND LIABILITIES.

RESOURCES.
Inventory, - ccc oo e i SR 3175.00
Personal Accounts, receivable, .. ___............ cecemcemecimaeaeae 584.75
Cash, balance of Cash Book, - . .- oo oo aan 584.90
Total Resources, - - -« «cccocemocmoamaannn- e 4344.65
’ LIABILITIES
Personal Accounts, payable, ................................................. 990.00
My Present Worth, .= .. . o il 3354.65
TnVeBEMEnt, - - - - - o oo oo oo e [ 3500.00 °
Due Jones & Bro., - eeooe oo e i e it e ama 376.85
Net Investment, . . oo oo oo o e aaaaas 3123.15
Net gain for the month, . ... . ... 231.50

*To make your account in the Ledger show what it should, viz.: your real present interest
in the business, it will now be necessary to place on the credit side of that account the net
gain, as shown above. You will therefore write in black ink on the right-hand, or credit side
of your account the date, June 30, for explanation, Net Gain, and the amount, §231.50.
(Ses tllustration on opposite page.)

The difference between the sides of your account will now show your present worth,
as exhibited by the Statement of Resources and Liabilities, viz.: $3354.65. This amount
should be placed on the debit side as follows: Write in the date column in red tnk the

. date, June 80, in the explanation column, Present Worth, in the check column, I (as the
amount is to be transferred below the rulings on the opposite side of your account, which is
on page 1 of the Ledger), and in the amount column, the amount; $3854.65. (See tllustra-
tion on opposite page.) Next rule and foot the account as follows: Draw one red line across
the moncy column on both sides of the account and directly on the blue line upon which the
net gain was written (ses sllustration on opposite page); now rule fwo red lines, one on the
next blue line below and the other immediately under it, extending the lines across, first, the
debit date column; second, across the debit check column and the credit date column; third,
across the credit check and credit money columns—in other words, rule across the entire
width of the page, excepting across the explanation columns. (Ses tllustration on opposile
page.) Next write the footing of the account in the money column, between the single and
double rulings. Next transfer the present worth below the rulings on the credit side of the
account by writing in dlack ink in the date column, July 1, as this is your capital at the
beginning of July, in the explanation column, Present Worth, in the check column, d, to
indicate the page of the Ledger from which this was transferred, and in the amount column
the amount, £3354.65.

You will now observe that your account in the Ledger has been made to show your
interest in the business on June 30th.

]t should not be inferred that it is customary in business to make a statement of resources and liabilities
and show results as often as once a month. Semi-yearly or yearly statements are regarded snﬂiciently
frequent. It has been shown that to make such a statement it is necessary to take an inventory, which, in

the case of a large stock of mixed goods is attended with so much labor that frequent exhibits are wholly
impracticable,
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Questions upon some of the principles involved in the preceding exercise are given below, and you
should be prepared to answer them if called upon to do so. Before prooeedmg further, therefore, study
carefully the answers to the following

QUESTIONS.

Page 21.—' How are the Journal and Cash Book unsed in this set? * What is designed to
be shown at the close of the month? *Explain what is meant by results. * What additional
book was it necessary to introduce? *What is a Single Entry Ledger designed to contain?
" *By its use, what is the proprietor enabled to know? *When a purchase is partly paid for
at the time it is made, what entries are usually made? °What other form of entry might be
made? *Would there be any difference in the result by either plan? ' Why is the first
form preferred ? Page 22.—' How is the posting done? '*'"Tell how you would post the
following journal entry: Juns 1, Student, Cr. (Investment), $3500. Page 23.—'** Tell how
you would post the following journal entry: June 4, Wm. Simpson, Dr. (Mdse.), $550.
Page 25.—* When should an account in the Ledger be ruled up and footed ? * Explsin
the process of ruling and footing an account in which there are several entries ? ** How
ig an account closed in which there is but one entry on each side? Page 27.—* How may
the Present Worth of a business be ascertained ? * How may the Net Gain or Net Loss be
found ? " Of what do the Resources of a business consist? * Of what do the Liabilities
consist ? * What is an Inventory? * How is property on hand usually estimated at the
time of taking inventory? Page 28.—" How can the proprietor’s account be made to show
his present interest in the business? ** How frequently are statements of resources and
liabilities made in business?

SEVENTH EXERCISE.

You are now prepared to begin the work of July, which wil! be a continuation of that of
June. All of the entries in the Journal will be posted to the accounts in the Ledger already
opened, and should it be necessary, new accounts will be opened. The cash transactions will
be recorded in the Cash Book immediately under those of June.

Since the following exercise is of the same general character as the preceding one, it is
believed you will be able to make the entries in the Journal and Cash Book without diffi-
culty. Should doubt arise as to the proper form of an entry, it is suggested that you consult
the preceding exercise, where you will find entries involving exactly the same principles as
govern those in this exercise.
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SERIES OF TRANSACTIONS.
Jury, 190-,

Paid one month’s rent in advance, in cash, $50. (C. B.)

Sold John Hammond 50 bbls. Flour. at $6.25, $312.50; 75 bush. Corn, at 75¢, $56.25:
50 bush. Oats, at 50¢, $25. Received, cash, $200; balance to be paid July 15th.
(J. and C. B.) )

Sold, for cash, 100 bbls. Flour, at 86, $600. (C. B.) .

Sold Myron G. Reed, 100 bush. €orn, at 70¢, $70; 50 bush. Oats, at 50¢, $25; 75 bbls.
Flour, at $6.25, $468.75. Received $300, cash; balance to be paid in 15 days. (J.
and C. B.)

Sold Geo. W. Young, on account at 30 days, 100 bbls. Flour, at $6.25, $625. (J.)

Received of John Hammond, $100.50, cash, in full of bill of June 22. (J., C. B.)

Received, cash, of Chas. B. Corning, for balance of bill of June 27, $213. (J., C. B.)

Sold, for cash, 50 bbls. Flour, at $6.25, $312.50; 100 bush. Corn, at 75¢, &75.

Paid Wm. Simpson, cash, for balance of acct. of June 9, $810. (J., C. B. Rule up
Simpson’s account as directed in note under June 18, page 25.)

Bought of Robert Wentworth, on account at 10 days, 200 bush. Oats, at 40¢, $80; 150
bush. Corn, at 60 cents, $90. (J.)

Sold Geo. W. Young, 50 bbls. Flour, at $6, $300. Received $200, casb; balance to be
paid in 15 days.

Bought of Wm. Simpson, 500 bbls. Flour, at $5.50, $2750. Paid one-half, $1375,"
in cash. (J., C. B.)

Paid, cash, for repairing wagon, $3.75.

Received, cash, of John Hammond, for balance of purchase of the 1st inst., $193.75,

Paid Robert Wentworth, balance due him on purchase of June 15th., $180.

Sold Geo. W. Young, on account at 80 days, 100 bush. Corn, at 70¢, $70; 100 bush.
Oats, at 50¢, 850.

Received, cash, of Myron G. Reed, for balance of account, $263.75. (Ruls up Reid’s
account as instructed in note under June 18, page 25.)

Sold Mann & Willard, on account at 30 days, 150 bbls. Flour, at $6.25, $937.50.

Received of Chas. B. Corning, $150 in cash, in full payment of purchase of June 21st.
(Rule up Corning’s account.)

Bought of Robert Wentworth, on account at 30 days, 200 bush. Oats, at 40¢, $80; 300
bush. Corn, at 60¢, $180.

Sold Chas. B. Corning, 50 bbls. Flour, at $6.25, $312.50; 100 bush. Oats, at 48¢, $48;
100 bush. Corn at 75¢, $75. Received, $200, cash; balance to be paid in 30 days.

Sold, for cash, 50 bbls. Flour, at $6, $300. ,

Received, cash, of Geo. W. Young, for balance of bill of 11th inst., $100.

Sold Mann & Willard, on account at 30 days, 100 bbls. Flour, at $6.25, $625.

Sold Geo. W. Young, 50 bbls. Flour, at $6.50, $325. Received $150, cash; balance to
be paid in 10 days.

Bought Iron Safe for use of the business, for which I paid, cash, $100.

Sold, for cash, 100 bush. Corn, at 65¢, $65; 100 bush. Oats, at 45¢, $45.

Paid clerk’s salary for July, $60, in cash.
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POSTING THE ENTRIES FOR JULY.

You will\now!balance and rule up your Cash Book as heretofore instructed. Your
balance of cash should be, $1474.65. Next post the entries contained in your Journal to
the proper accounts in your Ledger, as explained in ‘‘Instructions for Posting” on page 22,
and as illustrated on page 26. In business it is customary and advisable to post every day,
8o that the Ledger shall show at all times the true condition of the personal accounts.

DIRECTIONS FOR POSTING THE ENTRIES FOR JULY.

In the entry of July 1, John Hammond is debited #393.75. You will therefore turn te
John Hammond’s account in the Ledger, and place on the left-hand, or dedi? side, the date,
July 1, the explanation, Mdse., the page of the Journal, 5, and in the amount column, the
amount, $393.75, remembering to place the Ledger page, on which Hammond’s account
appears, in the check column in the Journal. Then, immediately credit John Hammond in
the Ledger for the amount for which he is credited in the Journal. Remember to date and
check the entry. You will proceed posting in like manner all of the entries for July. Give
all new accounts one-half page space. Whenever an account balances rule ¢ up.

After completing the posting you will next make a statement of your property and debts.
Your merchandise on hand will correspond with the following

INVENTORY FOR JULY.

165 bbls. Flour, at $5.50, ... ..o eeaiiiiiceaao- 907.50
200 bush. Oats, at 406, - . oo 80.00
275 ¢ COID, &b B0F, — — -« oo oo e e e e e 165.00

1152.50

Your statement of resources and liabilities should correspond with the following

RESOURCES.
Inventory, Mdse. , - - - o - oo oo i iieiiiaeaaan 1152.50
Horse and Wagon, - ... _____.__.._. e e e 145.00
Iron Safe, . oo e e e e e 100.00
Harness, valued &b. ... ... ..o eiaao. 15.00
. 1412.50
Personal Accounts, receivable:
John Hammond, ... .o.._._.__ e e e amaana 121.25
Chas. B. Corning, - . .o 235.50
Geo. W. Young, ... . .o ...o.ooao._. e e 920.00 .
Mann & Willard, .. - oo oo ieceaan- 1562.50
’ 2839.25
Cash on hand from Cash Book, . ... - oo oocooem oot oo 1474.65
Total Resources, . - - . .o e ccae cce o e ceecceecceeamaa 5726.40
Personal Accounts, payable: LIABILITIES.
Wm. Simpson, - e eeeceemecaaoas 1375.00
Robert Wentworth, .. ... 430.00
Total Liabilities, - .. - .. . e eiceceeceeciacaaan 1805.00
Difference between the Réesources and Liabilities, or Present Worth, ... ... __.__. 3921.40

Interest in the business at the begn% of the month, as shown by Ledger account, 3354.65
Net gain for month of July, ~.-- - oc oo ocmm oo e oo e 566.75



32 SINGLE ENTRY BOOK-KEEPING.

After making the statement as directed above, you will next proceed to cause your acconnt
in the Ledger to show your present worth, as explained on page 28, and as illustrated below.
Remember that all rulings, and such entries in the Ledger as are to be transferred, should be
in red tnk. After closing your account and bringing down the Present Worth, it should
correspond to the illustration given below.
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Your Ledger is now in condition for beginning the work embraced in the next exercise;
but before entering upon the work, review carefully the questions given on page 29.

EIGHTH EXERCISE.

You will now make the proper entries in your Journal and Cash Book for the following

SERIES OF TRANSACTIONS.

Avaust, 190-,

1. Sold Chas. B. Corning, 100 bbls. Floyr, at $5.75; 125 bush. Oats, at 50¢; 75 bush.
Corn, at 70¢. Received $400, in cash; balance to be paid in 30 days.

» 2. Received, cash, of Geo. W. Young, in full of bill of July 3.
. 8. 1 have this day drawn $350, in cash, from the business for my private use.
This entry should be, Student, Dr., Cash for private use, 350.00.

» 4. Bought of Robert Wentworth, 400 bush. Oats, at 40¢ ; 300 bush. Corn, at 60¢. Paid
one-half in cash; balance due in 30 days.

Sold, for cash, 100 bbls. Flour, at $5.75.
Received, cash, of Geo. W. Young, for balance of bill of July 28.

8. Obtained a policy of Insurance of $2000, on the contents of the store, for one year, for
which I paid a premium of 1 per cent., $20, in cash.

9. Bought an Office Desk, Letter File, and Copying Press, for office use, for which I paid,
$125, in cash.

10. Paid rent of store for August, in cash. 850.
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Paid Wm. Simpson, cash, for balance of bill of July 12th.

You will remember that - whenan account in your Ledger is made to balance during the course of the

business, you are to rule it up. (Ses note under June 18, page £5.)

14.

- 15.
16.
18.

Sold John Hammond 50 bbls. Flour, at $6.10; 100 bush. Oats, at 46¢; 125 bush. Corn,
at 70¢. Received $200, cash; balance to be paid in 20 days.

Bought of Wm. Simpeon, on account at 30 days, 300 bbls. Flour, at $5.75.
Received, cash, of Geo. W. Young, for amount of his purchase of July 17.

Bought of Robert Wentworth, on account at 30 days, 200 bush. Oats, at 42¢; 150
bush. Corn, at 65¢.

19. Received $1000, cash, of Mann & Willard, to apply on their account.
20. Sold, for cash, 150 bbls. Flour, at $6.
> 21. Bought of Wm. Simpson, 300 bbls. Flour, at $5.60. Paid $1000, cash; balance due
in 30 days.
22. Received, cash, of Chas. B. Corning, for balance of his purchase of July 23,
23. Paid Robert Wentworth, cash, in full of purchase of July 22;
25. Sent 1 bbl. Flour to my house, for private nse.
This should be charged to you in the Journal at cost price, $5.50. The entry will be Student, Dr.,
Mdse., 5.50.
26. Received, cash, of Mann & Willard, for balance of their account.
Rule up this account as heretofore instructed.
28. Sold, for cash, 50 bush. Oats, at 45¢; 75 bush. Corn, at 70¢.
29. Paid, cash, for shoeing horse, $2.50.
80. The Store and contents were last night destroyed by fire. The books and cash in the

safe were uninjured. The Sun Insurance Co. owes you $2000, the amount of the
policy of insurance taken on the 8th inst.

You will now balance your Cash Book, post the Journal entries to the Ledger, and make

out a Statement of Resources and Liabilities. Your balance of cash shonld be $2990.15.
The Inventory will consist of the Horse and Wagon, valued at cost, and the Safe, damaged,
valued at $25. John Hammond owes you $359.75, Chas. B. Corning, $290, and the Sun
Ins. Co., $2000. You owe Wm. Simpson $2405, and Robert Wentworth $521.50. Your
Net Loss for the month is, $682.50, and your Present Worth is, $2883.40.

After completing the Statement of Resources and Liabilities, you will next cause your

account in the Ledger to show your Present Worth, by entering on the proper side of the
account the amount of your Net Loss. It will be apparent that since a net gain increases
your interest in the business, and is placed on the credit side of your account, a net loss will
diminish your interest, and must be placed on the debit side of that account. Youm will,
therefore, enter on the debif side of your account, in the date column, dug. 81, in the
explanation column, Net Loss, in the check column, 7, and in the amount column, 682.560.
Next enter your Present Worth on the smaller side of your account, in red ink, as heretofore
instructed. Then rule and foot the account, and bring the Present Worth below the rulings,
“on the credit side. (Ses tllustration on next page.)

It will be observed that this business is discontinued at this point. The business of the next month

would naturally commence with the present assets and liabilities, but as other principles are to be illustrated,
necessitating other resources and liabilities, it is thought best that everything pertaining to the foregoing
business be dropped here, and that the new business start out under entirely new conditions.

3
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preceding page,

hand your books to the teacher for inspection, and be prepared to answer questions upon

the work passed over.
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NINTH KEXERCISE.

Since the series of transactions which constitutes this exercise embraces promissory
notes, it will be necessary for the pupil to become familiar with the form, elements and
sphere of such notes, and also with the manner of entering them in the Bill Book, before

proceeding further.
* 'Bills Receivable, as defined on page 6, embraces all of other people’s negotiable written

promises to pay, in our possession.
* Bills Payable embraces all of our negotiable written promises to pay, in the possession

of others. ’

* By a negotiable written promise to pay 18 meant a written agreement to pay a stipulated
- sum of money, at a stated time, to some person named in the paper, or to his order, or to
bearer, and usually a place where it shall be paid when it falls due is also indicated.

ForM oF ProMIssORY NOTE.

ﬁ%@/
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* The import of the foregoing paper is that the student has promised in writing to pay
Wm. Graham, or to whomever he may see fit to transfer the note, seventy dollars, and two

months’ interest on that sum, two months after June 6, 190-, and to make the payment
at the First National Bank.
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*Had the note been made payable to Wm. Graham, or dearer, instead of to Wm. Graham
or order, Graham could make a complete transfer of it to anybody by simply delivering the
paper, but, as it was made payable to him or his order, *it will be necessary for him to
indorse it. "This is done by Graham writing his name across the back of the paper, as
shown in the second illustration on the preceding page, * which makes it payable to whoever
has possession of it when it becomes due. °Should the person who receives the note from
Graham ( whom we will suppose to be R. L. Mason ), bearing his indorsement, wish it made
so that nobody but he could collect it, without his indorsement, he may have Graham indorse
it thus:

Or, "should Mason receive it with simply Wm. Graham written on the back, he may write
over Graham’s signature, ‘‘Pay fo the order f R. L. Mason,” which would have the same
effect. '"Thus he will have caused the note to be made payable to him or his order, as
completely as Student originally made it payable to Wm. Graham. In some of the States
of the Union negotiable paper is allowed to run three days beyond the expiration of the
time it was made to run by its terms. These additional days are called ‘‘days of grace.”
Formerly days of grace were allowed in all of the states, but have since been abolished in
many of them by acts of their legislatures. Days of grace are not considered in this book.

THE BILL BOOK.

"This is a book designed to contain all of the facts regarding the notes received or issuned
by us. "It is usually made reversible, with Bills Receivable on one side, and Bills Payable
on the other.

"The facts which this book should contain are, the number of the note; the date when
given or received; the indorser, if any; the maker, who is the person who has it to pay;
the person in whose favor it is made; for what the note was given or received; the place
where the paper is payable; the date when it will fall due; the amount of the note in
figures, with ‘‘Int.” written in small letters over the figures, if the note is made to draw
interest, and the date of payment; and at the extreme right there is a column for indicating
how and when the note was paid or disposed of.

The form of Bill Book given on pages 38-39 will afford an idea of the book and its use.
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You will write up on cap paper the notes required by the following data, and enter them
in the Bill\Book: ,

No. 1. Your note, given to apply on account, drawn at two months after June 6, 190-,
favor of Wm. Graham, or order, for seventy dollars, payable at First National Bank, with
interest. (Bill Payabls.) .

No. 1. P. W. Monroe’s note, favor of you or your order, received for cash loaned, payable
at your office three months after July 16, amount one hundred and fifty-five dollars and
seventy-five cents. (Bl Recervable.)

To aid you in properly arranging and capitalizing such a note as the above, the following
illustration is given :

I

24
/fo/

/é 6 L

W‘M

The note illusirated above need not be entered in the Bill Book.
18It should be borne in mind that when a note is not intended to draw interest it is not necessary that it
should be so stated. When the paper is to draw interest, write simply, ‘- with interest,” as shown above.

No. 2. Your note, given for merchandise, at one month from July 14, payable at National
Exchange Bank, for one hundred dollars, with interest, favor of J. D. Wilson. (Bill Pay-
able.) :

No. 2. J. G. Wagner & Co’s note, for $696:84, received for merchandise, favor of you
or bearer, indorsed by W. J. Brown, payable at Second National Bank, dated Lockport,
N. Y., July 20, at two months, with interest. (Bill Receivabdle.)

It is presumed that you can now determine which of the following notes are Bills Receivable and which
are Bills Payable, and also that you will be able to properly number them and enter them in the Bill Book.

Your note, for $346.84, at thirty days from July 22, given for merchandise, payable at
Merchants Bank, with interest, favor of Franklin Elwood.

John H. Turner’s note, for $123.12, your favor, received for cash loaned, dated at
Worcester, Mass., July 18, 190-, at two years from date, with interest, payable at Exchange
Bank, Boston, Mass., indorsed by M. W. Payne.

A note, in your favor, for $100, dated New York, Jan. 16, 190-, at one year and six months
after date, with interest, payable at Park Bank, made by Walters & Brown, Goshen, N. Y.,
and indorsed by Willis & Reed.

A note, favor John H. True, dated July 17, signed by you, given for merchandise, payable
three months after date, for $312.60, with interest, payable at the German-American Bank.

Note.—The foregoing is designed simply to illustrate the recording of notes in the Bill Book; since it

has po connection with the work which is to follow, you may draw a red line in the Bill Book below the last
entry, entirely across both pages on each side of the book.
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BILLS
No| WeEN'|'DRAWER AND'| DRAWEE OR || IN WHOSE FOR WHAT WHERE
1| Grves. ENDORSER. MAKER. FAVOR. GIVEN. PAYABLE.
T 180-
1|June| 6 Student Wm Graham| On account First Nat. Bk.
July |14 “ J. D. Wilson|| Mdse. Nat. Ex. Bk,
BILLS
ol VEEN || DRAWER AND || DRAWEE OR || IN WHOSE FOR WHAT WHERE
*| reco. ENDORSER. MAKER. FAVOR. RECEIVED. PAYABLE. "
100-
1| July |16 P. W. Monroe || Myself Money loaned || My office '
2|  July [20 [ W. J. Brown || J. G& E’Vagner » Madse. Sec. Nat. Bk.
0.

INVOICES OR BILLS.

An Invoice, as used in this connection, is a bill of items of merchandise sold. (See
sllustration on opposite page.) It should contain the name of the place where the sale was
made ; the date of the sale; the name of the person, firm or company making the sale ; the
name of the person, firm or company to whom the sale was made ; the terms of payment ; a
description of every item of merchandise, with the price of each item ; the amount of each
jtem should be extended into the left-hand money column, and the aggregate of all extended
into the right-hand money column.

It the goods are paid for at the time the sale is made the invoice should be *¢ receipted ”
by entering below the items, ‘‘Received payment,” followed by the signature of the seller.
For instance, had Student paid for the goods embraced in the invoice illustrated on page 39,
somebody connected with the American Graphite Co., who has authority to sign for the com-
pany, usually the Secretary, or some other officer, should have written at the bottom of the
invoice, Receivea payment,

American Graphite Co.
By J. D. 8., Secretary.

In case time is given on a purchase, as in that of Student from the American Graphite
Co., it is usual to return the invoice to be receipted when payment is made, in which case
the receipt should be dated, as : Received payment Sept. 10, 190-

American Graphite Co.
By J. D. 8., Secretary.
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PAYABLE.
DATE l ! WHEN DUE. WHEN AND How
TIME.I NN AMOUNT . Rev
s orm S RHEHEHEHEHHEHE T
| : Tat. 100-
190-,(June | 6 ||2 mos| 190~ 6 70 Aug| 6 | Paid by
int. bank.
July |14 |1 mo. 14 100
RECEIVABLE.
DATE. WHEN DUE.
TIME — -~ — : Anoune|| WEEN AxD How
i HEEEEEHEHHEHE DiseoszD OF.
190-, | July |16 ||3 mos 16 15575 6?5 18| Paid in
20 I[2 int, cash.
2 mos 20 696 | 84
FORM OF INVOICE.
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TENTH EXERCISE.

The Journal, Cask Book and Bill Book are required to make a proper record.
Draw up all notes on cap paper, and make all invoices.

SERIES OF TRANSACTIONS.
SEPTEMBER 1, 190-,

Commenced the wholesale Stationery business this day with the following resources and
liabilities :

RESOURCES.— Cash $3500; an Iron Safe valued at $60 ; office Furniture worth $175; Horse
and Wagon, $145 ; a note for $1500 made by John W. Martin, favor of S. C. Johnson,
and indorsed by him to me or order, with interest at 6 per cent., dated Cleveland,
0., January 15th, last, payable at First National Bank, eight months after date;
interest due on Martin’s note to date, $56.50.

It will be apparent that since Martin’s note draws interest, and it has already run since Jan. 15, it is
worth more than its face. The interest from its date to the present time should therefore be entered as a
resource. (See Journal, page 40.) Enter the note in the Bill Book, and the cash in the Cash Book,
Liasivrries.— My note for $295.00, favor D. Rawson, at sixty days from July 26th, last,

payable at Farmers and Mechanics Bank, with interest at 5 per cent.; an account of
$354.20 favor Mason & Wells, due October 1st, next ; interest on note favor D. Raw-
son to date, $1.52.

2. Bought of the American Graphite Co., Hoboken; N. J., 25 gross Excelsior Lead Pen-
cils, No. 2, @ $2.25; 15 gross Commercial Pencils, No. 3, @ $2.10; 20 gross Lum-
bermen’s Pencils, @ #1.60; 10 gross Assorted Drawing Pencils, @ $3.55; 5 gross
Assorted Oolored Pencils, @ $2.75; 15 gross Dynamic Pencils, @ $4.25. Terms,
30 days, or 2 per cent. off if paid within 10 days. Invoice dated 1st inst.

You will use for explanation in the Journal Inootce of Ist snst. Since the invoices of purchases are
filed for future reference, it is unnecessary to write in the Journal all of the items and particulars of such
transactions as the foregoing. You will make the invoice also. (Ses sllustration on page 39).

3. Bought of the New England Paper Co., Concord, N. H., 3 cases Foolscap Paper, 40
reams in each case, @ $3.10. The terms of purchase are, 2 months, or 3 per cent.
10 das.; that is, payment may be deferred two months, but if the amount be paid
within 10 days 3 per cent. will be deducted from the cost. ( These terms are indi-
cated in the invoice.) Invoice dated 1st inst.

In entering this in the Journal use for explanation *‘ Inoofoe of 1st snst.”

Bought of the Waltham Manufacturing Co., Waltham, Mass., at 30 days, 1000 gross
White Crayon, @ 14¢. Invoice dated Sept. 1.
5. Sold Davidson & Smith, Madison, 10 reams Cap Paper, @ $3.35; 5 gross Excelsior
Pencils, @ $2.60; 3 gross Dynamic Pencils, @ $5; 50 gross White Crayon, @ 18¢.
" Terms, 30 days; 2 per cent. off if paid within 15 days.
6. Sold Johnson & Brown, Evansville, on account at 10 days, 10 gross Commercial Pen-
cils, @ $2.55; 5 gross Lumbermen’s Pencils, @ $1.95; 15 reams Foolscap, @ $3.65.
Bought of Wyant & Harvey, Philadelphia, Pa., 100 gross Commercial Student’s Pens,
@ 70¢ ; 50 doz. Commercial Student’s Rulers, brass edge, @ 45¢; 5 C Figuring Pads,
@ $4. Terms, 60 days, or 3 per cent. off if paid in 10 days. Invoice dated Sept. 3.
10. Paid the American Graphite Co., cash, for the amount of their invoice of the 1st
inst., $232.75, less 2 per cent. discount, as stated in terms of purchase. Amount of
discount, 84.66,

B

e
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Enter in the Cash Book the amount of cash actually paid. Debit the American Graphite Co. for the
whole amount of the invoice in the Journal, as this entry, when posted, should balance their account. Use
for explanation; '‘“invoice'of ' 1st inst., less 2 per cent. discount.”

10. Paid New England Paper Co. cash for their invoice of the 1st inst., $372, less 3 per
cent. cash discount. Discount, $11.16. (See explanation at top of page.)

11. Bought of the Waltham Manufacturing Co., 200 gross Colored Crayon, @ 38¢. Terms,
30 days; 2 per cent. 10 days. Invoice dated Sept. 5.

13. Paid Wyant & Harvey cash for the amount of invoice of the 3rd inst., less 3 per cent.
cash discount. Discount, $3.38.

14. 8old Davidson & Smith, on account at 30 days, 5 gross Commercial Pencils, @ $2.75 ;
7 gross Assorted Drawing Pencils, @ $4.40; 25 gross Colored Crayon, @ 48¢.

15. Paid Waltham Mfg. Co. amount of invoice of 5th inst. Discount, $1.52.

“  Sold Johnson & Brown, on account at 10 days, 25 gr. C. 8. Pens, @ 85¢; 25 doz. C. 8.
Rulers, brass edge, @ 60¢; 40 reams Foolscap, @ $3.75.

¢ John W. Martin has paid his note of $1500, due to-day, with interest for eight months,
$60. (Mark the note in the Bill Book, ‘Paid in cash.”)

16. Bought of the American Graphite Co., 25 gr. Excelsior Pencils, @ $2.25; 50 gr. Univer-
sity Pencils, @ $2.75. Terms, 30 days; 2 per cent. 10 days. Invoice dated Sept. 10.

17. Received cash of Johnson & Brown, for amount of invoice of the 6th inst.

19. Sold Davidson & Smith, on account at 30 days, 10 reams Foolscap, @ $3.35; 50 gr.
White Crayon, @ 19¢; 50 gr. C. 8. Pens, @ 84¢.

20. Sold D. F. Phillips & Co., Warsaw, on account at 10 days, 6 doz. C. S. Rulers, @ 60¢;
100 gr. White Crayon, @ 19¢; 5 gr. Dynamic Pencils, @ $5.10.

23. Bought of New England Paper Co., 4 cases Foolscap, 160 reams, @ $3.05 per ream;
1 case Commercial Letter Paper, 45 reams, @ $1.80 per ream. ' Terms, 2 months;
3 per cent. 10 days.

24, Sold Johnson & Brown, on account at 10 days, 40 reams Foolscap, @ $3.40; 10 reams
Commercial Letter, @ $2.20.

¢ Paid my note and interest, due to-day, favor of D. Rawson, in cash. Interest for 60
days, $2.47.

25. Sold Davidson & Smith, on account at 30 days, 20 reams Foolscap, @ $3.40; 5 reams
Commercial Letter, @ $2.20; 25 gr. C. S. Pens, @ 95¢.

26. Received cash of Johnson & Brown, in full of invoice of the 15th inst.

28. D. F. Phillips & Co. have settled for their invoice of the 20th inst. by giving me their
note at 30 days from this date, indorsed by J. B. Royce, made with interest, and
payable at Second National Bank, for the amount.

”  Bought of Wyant & Harvey, 200 gross C. S. Pens, @ 70¢. Terms, 60 days; 3 per cent.
10 days.

29. Sold D. F. Phillips & Co., at 10 days, 25 gr. C. S. Pens, @ 95¢; 50 gr. White Crayon,
@ 20¢; 10 reams Foolscap, @ $3.60.

30. Paid the following freight bills for the month: $4.65, $9.21, $8.16, $3.24, $1.42 and 37 20.

Balance and rule up the Cash Book, and post the Journal entries for the month. Your
balance of cash should be, $4232.37. Give each account one-half page space.

You will, on the first of October (to-morrow ), admit Robert C. Harmon as an equal
partuer in the business, he to furnish a cash capital equal to your present interest. You
will, therefore, make out a Statement of Resources and Liabilities, and carry your net gain,
or net loss, to your account, bringing down your present worth on the credit side of your
account, as illustrated on page 32.
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INVENTORY FOR SEPTEMBER.

MEerCEHANDISE O 45)/gr."'Excelsior Pencils, @ $2.25; 15 gr. Lumbermen’s Pencils,
@ $1.60; 3 gr. A. Drawing Pencils, @ $3.55; 5 gr. Colored Pencils, @ $2.75; 7 gr.
Dynamic Pencils, @ $4.25; 135 reams Foolscap, @ $3.05; 750 gr. W. Crayon, @ 14¢; 175
gr. C. S. Pens, @ 70¢; 19 doz. C. S. Rulers, brass edge, @ 45¢; 5 C Fig. Pads, @ $4;
175 gr. Colored Crayon, @ 38¢; 50 gr. University Pencils, @ $2.75; 30 reams Commercial
Letter, @ $1.80; total, 1105.20.

Iron Safe, 3175 Horse and Wagon, $145; Office Furniture, $60; total 1nventory, $1485.20.

STATEMENT OF RESOURCES AND LIABILITIES.

) RESOURCES.
Mdse., - ocn e e e e eemmane————- 1105.20
Horse and Wagon, . ... ..o il 145.00
Office Furniture, .. ... ceicaaaa 60.00
Iron Safe, - oo e eeanaa- 175.00
1485.20
Cash, ........._...... W m e e e ecceceamaccsccccceecceacaaa 4232.37
Personal Accounts, Receivable :
Davidson & Smith, . .. o e iieinaaa 314.80
Johnson & Brown, ... . e aiaas 158.00
D.T. Phillips & Co.yocom i e e eccaceaaan 69.75 .
T 542.55
Bills Receivable, D. F. Phillips & Co.’s note, .. ...._._..__..  eeaae- 48.10
" Total ReBOurces, - ... - ccv oo e ccceceemcecennean 6308.22
LIABILITIES,
Personal Accounts, payable :
Waltham Mfg. Co.,. ... coe i e 140.00
New England Paper Co., ..o oo 569.00
Am. Graphite Co., .. oo iiiiiicanos 193.75
Wyant & Harvey, ..o oo iiiiiiiaie aaa-. 140.00
T Mason & Wells, - ... oo e e eia——aaan 354.20
Total Liabilities, . - .- ... . i aiiiaeaaa 1396.95
Present Worth, - .. e ceceaccacaen 4911.27
Investment, - ... .. . mmemeeemecemacamaenaaa 4785.78
Net Gain, oo coo i iiceccccccccccaacacecacasaaaanan $125.49
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ELEVENTH EXERCISE.

The following is a continuation of the business of the preceding month, necessitating the
use of the same books.

SERIES OF TRANSACTIONS.
OcToBER 1, 190-,

I have this day admitted Robert C. Harmon to partnership, he investing the real estate
now occupied by the business, valued at $3000, and cash sufficient to make his investment
equal my present worth. The name of the firm is to be ‘Student” & Harmon. The con-
ditions of the partnership are: each partner shall devote his entire time and energies to the
business ; the gains and losses shall be divided equally; the partnership contract shall
continue three years; neither partner shall draw from the business more than fifty dollars
per month, and neither partner shall indorse nor become surety for anybody without the
consent of the other partner.

1. Robert C. Harmon has deeded the real estate occupied by the business to ¢‘Student” &
Harmon, and has paid in cash, $1911.27

The preper Journal entry for Harmon’s investment is

Robert C. Harmon Cr. 4911.27
Real Estate 8000.00
Cash 1911.37

Remember to enter the cash in the Cash Book.

~#  So0ld Wilson & Farley, on account at 10 days, 25 reams Foolscap, @ $3.40; 2 C Figur-
ing Pads, @ $4.00; 25 gr. C. 8. Pens, @ 95¢.
2. Paid Mason & Wells cash in full of their account.

Consult your Ledger to ascertain the amount of the above payment.

»  Sold R. W. Myers & Son, on their note at 30 days, payable at First National Bank, 10
gr. Excelsior Pencils, @ $2.50; 3 gr. Dynamic Pencils, @ $5.00; 10 reams C. Letter
Paper, @ $2.15; 15 gr. C. S. Pens, @ $1.00; 10 doz. C. S. Rulers, @ 60¢.

8. Paid cash for invoice of New England Paper Co. of Sept. 23, $569, less the usual 3%
cash discount, $17.07.

Debit the N. E. P. Co. in the Journal for the whole amount, $569, as their account, so far as that invoice
is concerned, should balance.

4. Johnson & Brown have paid for invoice of Sept. 24.

»

Paid Waltham Manufacturing Co. cash for invoice of Sept. 1.
Received cash of Davidson & Smith in full for invoice of Sept. 5th.

Sold Davidson & Smith, on account at 30 days, 50 reams Foolscap, @ $3.40; 25 gr. C.
S. Pens, @ 95¢; 100 gr. White Crayon, @ 18¢.

Paid Wyant & Harvey cash for invoice of Sept. 28, less 3% cash discount. Discount,
© $4.20. (See note under 3rd tnst.)

8. Sold Johnson & Brown, at 10 days, 100 gr. White Crayon, @ 18¢; 25 gr. C. 8. ‘Pens,
@ 95¢; 3 gr. Lumbermen’s Pencils, @ $2.00 ; 15 gr. University Pencils, @ $3.25;
15 reams C. Letter Paper, @ $2.25.

9. Bought of N. E. Paper Co., on usual terms, 5 cases, 200 reams, Foolscap, @ $3.05
per ream; 2 cases, 90 reams, Commercial Letter, @ $1.80 per ream.

»
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10. Sold R. W. Myers & Son, on their note at 30 days, payable at First National Bank,
2 eases, 80 reams; Foolscap, @ $3.50 per ream.

11. Sold D. L. Covil for cash, 10 gr. Excelsior Pencils, @ $2.60 ; 15 gr. University Pencils,
@ $3.25; 12 gr. C. S. Pens, @ 95¢ ; 5 gr. colored Crayon, @ 55¢.

?”  Received cash of Wilson & Farley for invoice of the 1st inst.

12. D. F. Phillips & Co. have become financially embarrassed and have compromised with

their creditors at seventy-five cents on a dollar. We have received $52.31, cash, in
settlement of our claim due the 9th inst.

The proper entries for the above transaction are to credit D. F. Phillips & Co. in the Journal for the
amount of the balance of their account, $69.75, and to enter on the left-hand side of the Cash Book the
amount of cash actually reccived, $52.31, and, for explanation, *‘ compromised at 75¢ on a dollar.”

Since the gains and losses are found in single entry book-keeping by ascertaining the difference between
the resources and liabilities, it will be apparent that a decrease in the net amount of resources will indicate a
loss, and since in this case the resource of cash received is $17.44 less than the personal resource cancelled,
which just represents your loss on this account, it will be clear that the entries which have been made will
cause the books to show the loss which has been sustained.

14. Received cash of Davidson & Smith in full of invoice of Sept. 14, due to-day.

15. Sold Pratt Bros. & Co., Salem, on account at 30 days, 1 case, 40 reams, Foolscap, @
$3.60; 1 case, 45 reams, Commercial Letter, @ $2.25.

16. Paid American Graphite Co. cash, for invoice of Sept. 16th.

17. Sold D. F. Phillips & Co., on their note at 30 days, indorsed by S. H. Woodbury, and
payable at First National Bank, 10 gr. Ex. Pencils, @ $2.65; 3 gr. Lum. Pencils,
@ $2.10; 10 gr. University Pencils, @ $3.25; 10 reams Foolscap, @ $3.60 ; 20 gr.
Col. Crayon, @ 60¢. ’

18. Received cash of Johnson & Brown in full of their bill of the 8th inst.

19. Paid N. E. Paper Co. cash for invoice of the 9th inst., less the cash discount, 34. Dis-
count, $23.16. (Ses note under 3rd inst.)

20. Received cash of Davidson & Smith for their bill of Sept. 19th.

22. Sold Davidson & Smith, on account at 30 days, 25 gr. C. 8. Pens, @ 95¢; 25 gr. Col.
Crayon, @ 60¢ ; 100 gr. White Crayon, @ 18¢.

24. Sold Johnson & Brown on account, at 10 days, 1 case Foolscap, 40 reams, @ $3.60.
25. Received cash of Davidson & Smith for bill of Sept. 25.
26. Bought of N. E. Paper Co., on usual terms, 5 cases, 200 reams, Foolscap, @ $3.05.

27. Bought of American Graphite Co., on usual terms, the following invoice of Pencils:
50 gr. Excelsior, @ $2.25 ; 10 gr. Assorted Drawing, @ $3.55 ; 10 gr. Dynamic, @
$4.25 ; 100 gr. University, @ $2.75.

28. Paid cash for shoeing horse, $1.50, and for repairing wagon, $10.75.

?”  D. F. Phillips & Co. have paid their note of Sept. 28th, due to-day. Amount of note,
$48.10; 30 days’ interest, 24¢.

80. ¢“Student” has this day drawn $40 for private use, and Robert C. Harmon, $45.00.
”  Paid freight bills for the month, $10.31, $10.49, and $4.18.

Balance and rule up your Cash Book, and post the Journal entries for the month. The
amount of cash on hand should be $4806.24.
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INVENTORY FOR OCTOBER.

M=rROHANDISE: 65 gross Ex. Pencils, @ $2.25; 9 gross Lum. Pencils, @ $1.60; 18 gross
A’d Pencils, @ $3.55; 5 gross Col. Pencils, @ $2.75; 14 gross Dy. Pencils, @ $4.25; 110
gross Univ. Pencils, @ $2.75; 290 reams Foolscap, @ $3.05; 50 reams C. Letter, @ $1.80;
450 gross W. Crayon, @ 14¢; 125" gross C. Crayon, @ 38¢; 48 gross C. S. Pens, @ 70¢;
9 doz. C. S. Rulers, @ 45¢; 3 C Figuring Pads, @ $4.00; total, $1717.20.

Horse and Wagon, $145; Iron Safe, $175; Office Furniture, 860; Real Estate, $3000.

STATEMENT OF RESOURCES AND LIABILITIES.

Resources.
Merchandise, . ... ... ... ___. e e e e e cece— - 1717.20
Horse and Wagon, - ..o o i ciaaan 145.00
Iron Safe,. ..o ... et e e emmmmmme———aan 175.00
Office Furnitare, - . .. oo oo e ccecccacaan 60.00
Real Estate, . ... . o.c oo o... deceemceaaaan fmmememaacaoan 3000.00
5097.20
Cash, . e ccecccc-cceccesccccescssanmmcasancnna= 4806.24
Personal Accounts, receivable: .
Davidson & Smith, . .. oo o e iccecccccecaoann 268.50
Johnson & Brown, ... ..o ceeicicceccaccanaa- 144.00
Pratt Bros. & Co.yecce oo e cceececccccacccccacaccaaanana 245.25
857.75
Bills Receivable :
R. W. Myers & Son’s note,......ccoouuean e —mma—an 82.50
R. W, Myers & Son’s note, - - - e e e ieieiiiaaans 280.00
D. F. Phillips & C0.’8 N0ty « e e ccce e ceae o caeccecccacannnn 113.30
475.80
Total ReSoUrces, ccve ccce e cccccccacacaceacccacceaeenamannn 11036.99
Personal Accounts, payable: LiABILITIES.
N.E. Paper oy e e oo e e icecte e ccaccccccanann. 610.00
A, G. CO0tpooe e e cicccccecace cccemccccecccaseececsesaccca 465.50
, ’ 1075.50
Present Worth, <o - oo oo i acicccaen - 9961.49
Investment: ' -
Student, . - ..o e iae e e ececeamee————- 4911.27
Drawn by Student, ... ... 40.00
Student’s net investment, . ... ... .. ... __._._..._.. T a8t
R. C. Harmon,......_. e e e e e ——————— 4911.27
Drawn by Harmon, ... .. ... 45.00
Harmon’s net investment, - - -« .. oo oo oo ool T 4866.27
Net investment of firm, . - oo oo e T 9737.54
Net Galn, oo oo e e e e e ee e ee e eem——m—e——a. 223.95
Student’s 4+ Net Gain, ... ... ... 111.98
R. C. Harmon’s 4 Net Gain, ... ........_._. e emeeaaaan 111.97 223.95

The partners’ net gain, as shown by the foregoing statement, should be carried to the
credit of their accounts. The proprietors’ accounts should then be ruled up, the present
worth of each placed on the debit side of his account and brought below the rulings on the
credit side, under date of November 1. (See sllustration on page 32.)
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TWELFTH EXERCISE.

Since the following is a continuation of the business of the preceding two months the

same books will be required.

SERIES OF TRANSACTIONS.

NovEMBER 1, 190-,
Obtained a policy of insurance covering any property we may have in the store to the

amount of $1500, for which we paid 14 per cent. premium, $22.50, in cash..

2.

A o

10.

12.
14.
15.

16.

”»

17.

19.
20.
21.
22.

23.

.
26.
27.
28.

29.

Sold Wilson & Farley, on account at 10 days, 2 cases, 80 reams, Foolscap, @ $3. 60
25 reams C. Letter, @ $2.25; 25 gr. C. S. Pens, @ 90¢.

Johnson & Brown have paid cash for their invoice of Oct. 24.

R. W. Myers & Son have paid their note of Oct. 2.

Paid N. E. Paper Co., cash for invoice of Oct. 26, less 3% cash discount.
Paid Am. Graphite Co., cash for invoice of Oct. 27, less 2% cash discount.

Davidson & Smith have given us their note, at 20 days, indorsed by J. W. Sloan, and
payable at Second National Bank, in payment of their invoice of Oct. 7.

Sold Johnson & Brown, on account at 10 days, 3 cases, 120 reams, Foolscap, @ $3.55 ;
200 gr. White Crayon, @ 19¢ ; 50 gr. University Pencils, @ $3.20.

R. W. Myers & Son have paid their note of Oct. 10, in cash.

Bought of N. E. Paper Co., on usual terms, 10 cases, 400 reams, FoolscaP, @ $3.00;
5 cases, 225 reams, C. Letter, @ 81.75.

Wilson & Farley have paid their invoice of the 2nd inst., in cash.

Pratt Bros. & Co. have settled their account in cash.

Sold Wilson & Farley, on account at 10 days, 3 cases, 120 reams, Foolscap, @ $3.45;
15 gr. Ex. Pencils, @ $2.60; 10 gr. C. S. Pens, @ 90¢; 10 gr. C. Crayon, @ 50¢.

Bought of Wyant & Harvey, 300 gr. C. S. Pens, @ 70¢; 100 doz. C. S. Rulers, @ 45¢.
Terms 60 days; 3 per cent. 10 days.

D. F. Phillips & Co. have paid their note due to-day, $113.30.

Sold Davidson & Smith, on account at 30 days, 75 reams Foolscap, @ $3.50; 50 gr. C.
8. Pens, @ 90¢; 20 gr. University Pencils, @ $3.10.

Johnson & Brown have settled for their invoice of the 9th inst., in cash.

Paid N. E. Paper Co. for invoice of the 10th, less 3% cash discount.

Davidson & Smith have paid for their invoice of Oct. 22.

Sold Belding & Wray, Windsor, on their note at 30 days, indorsed by James L. Hop-
kins and payable at Second National Bank, 2 cases, 80 reams, Foolscap, (@ $3.40;
50 reams C. Letter, @ $2.10; 50 gr. C. S. Pens, @ 90¢.

Bought of Am. Graphite Co. the following invoice of pencils: 10 gr. Colored, @ $2.75 ;
100 gr. University, @ $2.%5 ; 25 gr. Dynamic, (@ $4.25.

Sold Davidson & Smith on accoun’ at 30 days, 3 cases, 120 reams, Foolscap, (@ $3.45.

Bought of N. E. Paper Co., on nsual terms, 6 cases, 240 reams, Foolscap, (@ $3.00.

Paid Wyant & Harvey, cash, for invoice of the 16th inst.

Sold Pratt Bros. & Co., on account at 30 days, 200 gr. C. S. Pens, @ 90¢ ; 50 doz. C.
S. Rulers, @ 60¢ ; 50 gr. University Pencils, (@ $3.25.

Bought of Wyant & Harvey, 300 gr. C. 8. Pens, @ 70¢; 150 doz. C. S. Rulers, @ 45¢.
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30. Paid the following freight bills for the month: $18.41, $4.67, $5.93 and $4.82.
»  The/partners)have each-drawn $50, in cash. '

You will now balance and rule up your Cash Book, post your Journal entries, take an
inventory of the merchandise on hand, make a statement of resources and liabilities, carry
each partner’s share of the net gain or net loss to his account and bring down his present
worth, as directed in the preceding exercises. '

INVENTORY FOR NOVEMBER.

MEeRCHANDISE: 50 gr. Ex. Pencils, @ $2.25; 9 gr. Lum. Pencils, @ $1.60; 13 gr.
Assorted Drawing Pencils, @ $3.55; 15 gr. Colored Pencils, @ $2.75; 39 gr. Dynamic
Pencils, @ $4.25; 90 gr. Univ. Pencils, @ $2.75; 335 reams Foolscap, @ $3.00; 200 reams
C. Letter, @ $1.75; 250 gr. W. Crayon, @ 14¢; 115 gr. C. Crayon, @ 38¢; 313 gr. C. 8.
Pens, @ 70¢; 209 doz. C. 8. Rulers, @ 45¢; 3 C Fig. Pads, @ $5; total, $2389.40.

Horse and Wagon, $145; Iron Safe, $175; Office Furniture, $60; Real Estate, $3000,

STATEMENT OF RESOURCES AND LIABILITIES.

RESOURCES. .
Merchandise Inventory, - . ... iiicccaccaaan- 2389.40
Horse and Wagomn, - ... ... 145.00
Trom Safe, . - . oo e e emmedmmceemameeeeeemeee———- 175.00
Office Furniture, . - - oo oo e ieaecaceana 60.00
Real Bstate, oo i e amaeaean 3000.00
T Y 3713.63
Personal Accounts, receivable :
Davidson & Smith, - i eeaaa-. 783.50
Wilson & Farley, . .. .. e 467.00
Pratt Bros. & Co., - oo oo e ecareeeeaan 372.50
1623.00
Bills Receivable :
Davidson & Smith, ..o . ieeeeeaan- 211.75
Belding & Wray, ... oo it iieiccecacaceas 422.00
633.75
Total ReSOUrCes, - - - - - o e o e e e e e e mm ' 11739.78
Personal Accounts, payable : L1ABILITIES.
American Graphite Co.yceoeeeenen L iiieiiiiaeans 408.75
New England Paper Co., ... . . iiaiol-. 720.00
Wyant & Harvey, - - .. oo .o 277.50
’ 1406.25
Present Worth of firm, . ... .. ... iaiaaaaao.. 16333.53
Investment : :
Student, - - - o e e 4983.25
Drawn by Student, ... ... 50.00
Net credity - - - oo el 4933.25
R. C. Harmon, - oo« oo oo oo e e e cmemeeee e 4978.24
Drawn by Harmon, - . . . oo aiaaaooo. 50.00
Net credity . oo oo oo aaooL 4928.24
Net investment of firm,_ ... ... ... ... _...... 9861.49

Net Gain for November, . - - - - o oo oo e e eeeaeaaa 472.04
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Btadent’s § Net Gain, . e ooee oo e e eeee et cecaaaea 236.02
R. C. Harmon’s 4 . Neb Gain, . oo oo oo i iceeccecacen 236.02
Student’s Investment,. .. e oo oo aiiiaae.. 4933.25
» Net Gain, ....................................... 236.02
» " Present Worth, ................................... - 5169.27
R. O. Harmon’s Investment, .. .. .. e eceeaceceaaioa.. 4928.24
»o 2 Net Gain, . oo o... 236.02
» » Present Worth, .. .. ... ... 5164.26
Present Worth of firm, - ..o i s 10333.53

This business will be discontinued at this point. It is believed that the objects sought
. to be attained by the exercises have been accomplished, viz.: to acquaint you with the form,
use, essentials and manner of recording promissory notes, and to illustrate the proper
method of keeping the principals’ accounts in a business conducted by a partnership.

QUESTIONS.

Paar 35.—Define Bills Receivable. Define Bills Payable. What is meant by a nego-
tiable written promise to pay? Give the import of the promissory note illustrated on page
35. Pace 36.—Explain ‘“indorsement.” What is the Bill Book designed to contain ?
State what these facts are. PAGE 38.—What is an Invoice? What should it contain ?
When and how is an invoice receipted ?

THIRTEENTH EXERCISE.

The primary objects sought in this exercise are to illustrate another form of Journal,
which is quite popular with single-entry book-keepers, and to show the form of the ordinary
single-entry Cash Book.

The Journal heretofore employed provided for placing the amo#hts of both debits and
credits in the right-hand money column, while in that illustrated in this exercise the amounts
of the debits are placed in the left-hand money column and the amoufits of the credits in
the right-hand column. The advantages claimed for this form of Journal lie in lessening
the liability to errors in posting, and the proof of the correctness of the Ledger which is
afforded by the footings of the Journal columns. It will be apparent that, since all of the
debits are placed in the left-hand money column and all of the credits in the right-hand
money column, the footings of these columns must be the same as the footings for the
month of the corresponding sides of the Ledger.

The Cash Book heretofore illustrated provided for placing the amounts of cash reoelved
on the left-hand side of the book, and the amounts of cash paid on the right-hand side. In
the Cash Book used in this exercise the records of both receipts and payments are entered
on the same page, the receipts in the left-hand money column and the payments in the right-
hand money column.

A Bank Account will also be kept, which will be the same in all respects as a personal
account. The bank will be debited for all deposits made and credited for all checks drawn.
4
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There is no necessity of keeping an account with the bank in the Ledger, as the record of the currency
and checks on hand, and the cash in bank, may all be kept in the Cash Book as though it were all currency.
‘When the'récord is all kept(in/thie/Cash Book it is usual to keep a record of the cash in the bank in the check
book, by adding the deposits that are made to the amount in the bank and deducting the checks that are
drawn. See illustration on page 55.

In addition to the books mentioned above, the Bill Book will be kept in this set as
heretofore.

The following exercise is complete in itself, having no relation to preceding work.

DECEMBER, 190-,

1. Student and W. D. Martin have this day formed a co-partnershil; for the purpose of
dealing in agricultural implements, under the firm name of ‘“Student” & Martin.

Make a memorandum of the above in the Journal.

»  Student invests cash, $3000, a horse and wagon, valued at $275, and an account against
Henry L. James for $412.50, due Dec. 15th.

Enter the above in the Journal and the Cash Book, placing the debit amounts in the left-hand money
column and the credit amounts in the right-hand money column, in both books.

»  'W. D. Martin invests the store, in which the firm will conduct its business, valued at
$2500, and cash to make his investment equal Student’s.

?  Deposited cash in Merchants National Bank, $4000.

The Journal entry for the above will be
* Merchants National Bank, Dr., cash deposited, $4000.”
the amount being entered in the left-hand or debit money column. A memorandum will also be made in
the cash book, as follows:
‘ Deposited in Merchants National Bank, $4000,”
the amount being entered in the right-hand money column,
2. Bought of the Wood & Mann Harvester Co., 6 Clipper Harvesters, @ $110; 8 Clipper
Mowers, @ 845. Gave our check on Merchants National Bank for the amount.
The entry for the above will be
) ¢ Merchants National Bank, Cr., check favor Wood & Mann Harvester Co., 31020 »
See form of check on page 65.
3. Bought of J. H.qDawson & Co., 12 King Corn Cultivators, @ $5.50; 6 Pony Corn
Cultivators, @ $4.25. The terms of purchase are 60 days; 2% off ten days.

4. Sold Henry J. Smith, on his note at 30 days, with interest, payable at First National
Bank, 1 Harvester, $130; 1 Mower, $55.

5. Bought of the St. Lawrence Manufacturing Co., 5 Chilled Plows, @ $11; 10 Spring
Tooth Harrows, @ $15. Terms; 60 days; 2% 10 days.

6. Sold Frank S. Upton, for cash, 1 C. Mower, $55; 1 K. C. Cultivator, $5.50.

8. Bought of Van Ness & Randall, on our note at 60 days, payable at Merchants National
Bank, 20 doz. Wood Hand Rakes, @ $1.50 per doz.; 6 Wheel Rakes, @ $18.

9. Sold L. H. Newcomb, on his note at 15 days, indorsed by R. J. Lansing, 1 Harvester,
$127; 1 Mower, $53; 6 W. H. Rakes, @ 25¢.

‘When you take a note, indorsed by a third party as additional security to the paper, aiways have it made
payable to the indorser; then, should you wish to transfer it, your indorsement will naturally be placed
below that of the indorser, making him first liable on the note.

10. Sold L. P. Ryan, for cash, 1 S. T. Harrow, $20; 6 W. H. Rakes, @ 25¢; 1 W. Rake, 825
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11. Sold D. W. Brown, on his note at 10 days, payable at First National Bank, 1 C. Ha1-
vester, 8125;,1| C.-Mower, $55; 1 W. Rake, $24.50.

12. Sold 8. C. Wilson, on account at 10 days, 1 P. C. Cultivator, $6- 1 S. T. Harrow, $21;
1 C. Plow, 815.50; 12 W. H. Rakes, @ 25¢.

13. Gave J. H. Dawson & Co. a check for their bill of the 3rd inst., less 2%.

Debit J. H. Dawson & Co., in the Journal, for the full amount of their bill of the 8rd inst., and credit
the bank for the amount of the check.

15. Henry L. James cannot pay his account, due to-day, and has given us his note at 30
days, on interest, indorsed by W. B. Brown and payable at the First National Bank,
$412.50.

»  Gave the St. Lawrence Manufacturing Co. a check for the amount of our purchase of
the 5th inst., less the discount agreed upon.

16. Bought of Wood & Mann Harvester Co. 6 C. Harvesters, @ $110. Gave them our
check for the amount.

17. Sold S. C. Wilson, on account at 10 days, 1 C. Mower, $55; 1 C. Plow, $15.

18. Sold Robt. Manning, on account at 30 days, 1 C. Harvester, $125; 1 K. C. Cultivator,
87; 2 S. T. Harrows, @ $20.

”  Sold Myron Armstrong, on account at 10 days, 1 W. Rake, $25; 1 K. C. Cultivator, $7;
1 C. Plow, $15.

19. Bought of Wood & Mann Harvester Co., 6 C. Mowers, @ $55. Paid for same by check.
»”  Deposited $250 in Merchants Bank.
21. D. W. Brown has paid his note of the 11th inst., in cash, $204.50.

22. Sold A. C. Nelson, for cash, 1 C. Harvester, $125; 1 C. Mower, $55; 1 K. C. Cultlvator,
$11; 6 W. H. Rakes, @ 25¢.

»” 8. C. Wilson has paid his account of the 12th inst., in cash, $45.50.
»  ¢“Student” has drawn $25, and W. D. Martin 30, cash, for private use.
23. Sold S. C. Wilson, on account at 10 days, 1 W. Rake, $25; 6 W. H. Rakes, @ 25¢.

24. Sold Robt. Manning, on account at 30 days, 1 C. Mower, $55; 1 W. Rake, $25; 1 C.
Plow, 815.

” L. H. Newcomb has paid his note of the 9th inst., in cash, $181.50,

»”  Sold Myron Armstirong, on account .at 30 days, 1 C. Harvester, $125; 1 C. Mower, $55.

»  Deposited $400, cash.

26. Sold Geo. Austin, on account, payable on Jarfuary 15th next, 1 C. Plow, $15; 1 W,
Rake, $25; 12 W. H. Rakes, @ 25¢; 1 S. T. Harrow, $20.

27. 8. C. Wilson has paid his account of the 17th inst., in cash, $70.

29. Myron Armstrong has paid his bill of the 18th, in cash, 847.

»  Bought of St. Lawrence Manufacturing Co., 6 C. Plows, @ $11. Terms, 60 days,
2% oft 10 days.

30. Sold J. H. Brown, for cash, 1 C. Harvester, $125; 1 C. Plow, $15; 6 W. H. Rakes, @ 2o¢

31. Deposited cash, $450.

-

You will now add the colamns of your Cash Book, and ascertain the difference between
the footings. This difference should be placed on the first line below the last item, 1n the
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right-hand column, in red ink, using for explanation ¢ Balance,” written to the left under
the other explanations, also in red ink.

You will next draw a single red line across both money columns of the first page of the
Journal, under the last item, then.bring down the footings of the columns, and draw a
double red line across both columns immediately under the footings. Then carry the foot-
ings to the top of the next page and add both columns of that page including the footings
brought up, and so on until you have the footings of both columns of the Journal for the
entire month.

The next step for youn to take is to post the Journal entries to the Ledger, as heretofore,
and prove the correctness of the posting by comparing the footings of the sides of your
Ledger with the footings of the corresponding columns in the Journal. You will then make
an inventory and a statement of your property and debts as heretofore, which should agree
with the results given below :

INVENTORY FOR DECEMBER.

MEeRCHANDISE.—5 Clipper Harvesters, @ $110; 6 Clipper Mowers, @ $45; 8 King Corn
Cultivators, (@ $5.50; 5 Pony Corn Cultivators, @ $4.25; 5 Chilled Plows, (@ $11; 5 Spring
Tooth Harrows, @ $15; 154 doz. Wood Hand Rakes, (@ $1.50; total, $1038.50.

Horse and Wagon, $275; Real Estate, $2500.

REesoURCEs.— Merchandise, per Inventory, $1038.50; Horse and Wagon, $275; Real Estate,
$2500; S. C. Wilson, $26.50; Robt. Manning, $267; Myron Armstrong, $180; Geo.
Austin, $63; Henry J. Smith’s note, $185; Henry L. James’s note, $412.50; Cash on
hand, per Cash Book, $22; Cash in Bank, per Ledger, $2799.43. Total Resources,
$7768.93.

LiaBiruities.—Note favor Van Ness & Randall, $138; St. Lawrence Mfg. Co., $66 ; Total
Liabilities, $204; Present Worth of firm, $7564.93.

Net investment of firm, $7320; Net Gain of firm, $244.93 ; Students’ one-half net gain,
$122.47; W. D. Martin’s one-half net gain, $122.46. -

Student invested, $3687.50; Student drew, $25; Student’s net investment, $3662.50; Stu-
dent’s one-half net gain, $122.47; Student’s present worth, $3784.97.

W. D. Martin invested, $3687.50; W. D. Martin drew, $30; W. D. Martin’s net investment,
$3657.50; W. D. Martin’s one-halt net gain, $122.46; W. D. Martin’s present worth,
$3779.96.
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DoOUBLE ENTRY BOOK-KEEPING.

It is believed that the principles and practice of Single Entry Book-keeping have been so
fully and clearly explained and illustrated in the foregoing pages, as to enable the diligent
pupil to obtain an available knowledge of the subject. 'In the following pages the prin-
eiples of Double Entry book-keeping will be explained and illustrated, but the compass of
this volume will not permit an extended presentation of the various methods of applying
those principled to the numerous kinds of business.

*As stated on page 5, in Single Entry only personal accounts are kept in the Ledger,
while *in Double Entry, accounts are kept in the Ledger with things as well as persons.
* Every species of property belonging to the business must be represented by some account in.
the Ledger, and °every obligation due the proprietor, as well as his obligations to others,
must be represented by some account or accounts in the Ledger.

BOOKS REQUIRED.

*The books required depend much npon the nature and extent of the business. 'The
books usually employed are Ca'h Book, Journal, Ledger and Bill Book. °‘Sometimes a
Day Book is used, and often a Sales Book and an Invoice Book are employed.

*The Cash Book used in Double Entry is the same in form as that illustrated on pages
8and 9. The peculiarities of the Double Entry Cash Book are fully explained and illus-
trated on pages 72 and 73, affording more complete knowledge of the nature of that book
than could be given by a fuller explanation at this point.

*The Journal contains the debits and credits involved in the transactions, arranged in a
- convenient form for posting to the Ledger.

The Ledger is the same in form as that illustrated on page 26. ' In this book are
grouped under appropriate titles, all of the debits and credits contained in the Journal.
“As in the Ledger on page 26, all debits and credits which are found in the Journal, affect-
ing a particular person, are grouped under the name of that person, so in the Double Entry
Ledger, all debits and credits of similar character are grouped under their appropriate titles
as, "all debits and credits of Merchandise found in the Journal are grouped in the Ledger
under the title ¢ Merchandise,” all debits and credits of Bills Receivable, under the title
¢ Bills Receivable;” etc.

*The Bill Book in Double Entry need not differ from that used in Single Entry, whict
is explained and illustrated on pages 38 and 39.

**The Day Book, or Blotter, as it is sometimes called, is designed to contain a consec-
utive historical record of the business.

"*When this book is kept, a record should be made of every transaction as soon as it
occurs. "It is necessary to do this immediately that *no important fact regarding the
matter be overlooked.

' The Day Book is not very generally used at the present time, especially in cases where
the business is of considerable magnitude. * When this book is omitted the entries are
made in the other principal books, as the Cash Book, Journal and Sales Book, and * every
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entry is accompanied by sufficient explanation of the transaction as to leave no ground for
uncertainty ag jto; the (particulars regarding it. * The fact should not be overlooked that
a complete record of every transaction should be preserved in some form.

* The Sales Book is designed to contain a complete record of the sales of Merchandise.
* The Invoice Book is intended to contain a record of all purchases of Merchandise.

*The Sales Book is sometimes a tissue book in which impressions of the invoices of
goods sold are made with a copying press; **and an Invoice Book is sometimes a blank book
made for that purpose, into which is pasted invoices of goods purchased.

GENERAL RULES FOR DOUBLE ENTRY.

Rule 1. * THE PrOPRIETOR 18 CREDITED
*For the sum of his resources at the beginning of business;
®For subsequent investments in the business; and
°For his net gain, if any, when the books are closed.

Rule 2. * THE PropPRIETOR 18 DEBITED
*For the sum of his liabilities at the beginning of business;
YFor such sums as he may draw out of the business from time to time; and
°For his net loss, when the books are closed, if there be a loss.

Rule 3. * PersoNs ARE DEBITED
*When they become indebted to us; and
®When we get out of their debt, wholly or tn part.

Rule 4. * PErsoNs ARE CREDITED
*When we get into their debt; and
bWhen they get out of our debt, wholly or in part.

Rule 6. ™ OasH 18 DEBITED when it 18 recetved tnfo the business, from whatever sourcs.
Rule 6. ™ Casu 18 CREDITED when it i8 paid out, for whatever purpose.

Rule 7. "BiLLs RECEIVABLE t¢s debited for all of other paople’s negotiable wnttm
obligations, when they are received.

Rule 8. *BILLs RECEIVABLE 18 credited when other people’s negotiable written obli-
gations held by us are paid or otherwise disposed of.

Rule 9. *BiLLs PAYABLE s credited for all of our negotiable written obligations,
when they are issued.

Rule 10. * Biris PAYABLE 18 debited for all of our negotiable written obligations,
when they are paid or otherwise cancelled.

Rule 11. ** MERCHANDISE I8 DEBITED for the cost of all merchandise purchased.

Rule 12. * MERCHANDISE Is CREDITED for the proceeds of all sales of merchandise.

Rule 13. * ExpPENsSE IS DEBITED for all expenses of the busmess, as clerk hire, fuel,
light, ete.

Rule 14. “ ExrENSE 1s CREDITED when anything of value is disposed of, which was
previously debited fo Expense.

Rule 15. * INTEREST 18 DEBITED when tnterest or discount is allowed to others.

Rule 16. " INTEREST 18 CREDITED when interest or discount is allowed fo us.
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QUESTIONS,

* What accounts are kept in a Single Entry Ledger ? *What in a Double Entry Ledger?
, ** What must be represented in a Double Entry Ledger? °*Upon what do the books
required in Double Entry depend ? ’What books are usually employed ? ° What other
books are sometimes used ? * What form of Cash Book is used in Double Entry ? '* What
does the Journal contain ? '-'*'* Explain the use of the Ledger employed in Double Entry?
'* What use is made of the Day Book ? '* When should the record be made in this book ?
1-*Why ? ' How generally is this book used ? * When this book is not employed where
are the entries for transactions made ? * How fully are the entrics explained ? * What is
said of recording every transaction ? * What is the Sules Book designed to contain ? * The
Invoice Book ? ™ What other form of Sales Book is sometimes kept ? * What other form
of Invoice Book ? * When is the Proprietor credited ? *" When debited ? * When are Per-
sons debited ? * When credited ? * When is Cash debited ? ** When credited ? * For
what is Bills Receivable account debited ? * For what credited ? ** For what is Bills Pay-
able account credited ? **For what debited ? * For what is Merchandise debited ? ** For
what credited ? * For what is Expense debited ? * For what credited ? * When is Inter-
est debited ? **When credited ?

PAGE OF CHECK BOOK.
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FOURTEENTH EXERCISE.

Entries for the following transactions will be made in accordance with the principles of
Double Entry, as given on pages 53 and 54. The books required are Journal and Ledger.
The Journal will contain sufficient explanation of the transactions to render it unnecessary
to make a record of them in the Day Book. A Cash Book and Bill Book are usually
included in a set of Double Entry books, but since the use of these books is not necessary in
this connection to enable you to learn the principles of double-entry, it is thonght best to
omit them. The entire set of books will be introduced later.

The proper Journal entries for a series of transactions similar to the following will be
found on pages 58 to 61. It is believed that careful comparison of the transactions which
. are now to be journalized, with these, and careful study of the rules referred to in that
connection, will enable you to perform the work required easily and intelligently.

For instance, if when Wm. H. Raymond invests $3000 cash in business, his journal entry is

Cash, 3000.00
To Wm. H. Raymond, Investment, 3000.00
it will be apparent that when you invest $2000 cash in business, your entry should be
Cash, ' - 2000.00
To ¢ Student,” Investment, 2000.00

In the following set you will use your own name instead of *‘Student.” The explanation of the Journal
entry should be written at the right of the entry, as shown on page 56, instead of underneath it, as shown
in the Examples on pages 58-61.

SERIES OF TRANSACTIONS.
JANUARY 1, 190-,

Commenced a general produce business this day with a cash capital of $2000. (See example
No. 1, page 58.,
Rented the store, No. 121 Main St., for one year, at $300, the rent to be paid monthly,
at the close of each month. (No Journal eniry required.) )
2. Bought a horse and wagon for the usc of the business for which I paid cash, $225.
. (See example No. 2, page 58.)
8. Bought for cash, 100 bbls. Flour, @ $5.75, $575. (Ezample No. 3, page 69.)
4. Bought of Chas. H. Bryan on account, at 30 days, 500 bush. Oats, @ 38¢, $190.
(Ezample No. 4.) )
5. Sold S. R. Peer for cash, 150 bush. Oats, @ 43¢, $64.50. (Ezample No. 5.)
6. Sold J. T. White & Co., on account at 30 days, 50 bbls. Flour, @ $6.25, $312.50.
(Ezample No. 6.)
7. Bought for cash, 200 bush. Corn @ 52¢, $104. (Ezample No. 3.)
8. Paid cash for shoeing horse, $2.50, and -for repairing wagon, 85.76. Total, $8.25.
(Ezample No. 7.)
9. Sold Gco. Daniels, on his note at 30 days, payable at the Exchange Bank, 25 bbls.
Flour, @ $6.30, $157.50. (Ezample No. 8.)
10. Bought of the Smith Milling Co., on my note at 60 days, payable at Traders Bank,
100 bbls. Flour, @ $5.80, $580. (ZEzample No. 9.)
12. Sold D. H. Wells, on his note at ten days, payable at Second National Bank, 25 bbls.
Flour, @ $6.35; 50 bush. Oats, @ 43¢. (Ezample No. 8.)
13. Sold J. T. White & Co., on account at 30 days, 100 bush. Corn, @ 60¢; 150 bush. Oats,
@ 44¢; 25 bbls. Flour @, $6.35. (Ezample No. 6.)
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14. Bought of J. L. Cook, on account at 10 days, 500 bush. Corn, @ 52¢; 500 bush. Oats,

15.
1e.

17.
18.
20.

21.

22.

o4,
25.
2.

M.
28.

30.
31.

@ 38¢. | (Ezample, No, 4.)
Sold J. T. White & Co., on account at 30 days, 75 bbls. Flour, @ $6.25. (Ezample No. 6.)

Bought of the Newark Mills Co., on account at 10 days, 500 bbls. Flour, @ 85.80.

(Ezample No. 4.)

" Sold for cash, 50 bbls. Flour, @ $6.25; 100 bush. Oats, @ 45¢. (Ezample No. 6

Sold D. P. Howard, on account at 10 days, 150 bush. Corn, @ 62¢. (Exzample No. 6.)

Sold Henry Wilson, on his note at 30 days, payable at Exchange Bank, 150 bbls. Flour,
@ $6.30. (Zzample No. 8.)

Geo. Daniels proposes to pay his note of $157.50, due Feb. 8th, providing I will allow
him discount on the amount for the time it has yet to run, which I have accepted.
Discount, 18 days, 47¢. (Ezample No. 10.)

Sold D. P. Howard, on account at 10 days, 200 bush. Oats, @ 44¢; 150 bush. Corn,
@ 61¢. (Fzample No. 6.)

Paid J. L. Cook cash for my purchase of the 14th inst. (Ezample No. 11.)

D. H. Wells has paid his note, due to-day, $180.25, in cash.: (Ezample No. 12.)

Gave Newark Mills Co. $1000, cash, and my note at 30 days, with interest, payable at
Traders Bank, for $1900, in settlement of my purchase of the 16th inst. " (Ezample
No. 13.)

Sold for cash, 75 bbls. Flour, @ $6.30. (Ezample No. 6.)

D. P. Howard has settled his account of $93, due to-day, by giving me his note at 10
days, payable at Exchange Bank. (Ezample No. 14.)

Drew 850, cash, for private use. (Ezample No. 15.)
Paid one month’s rent, in cash, $75. (Ezampls No. 2.)

As stated at the opening of this exercise, transactions are given below similar in character

to those embraced in this set, which are accompanied by their proper Journal entries. By
comparing your transactions with these, and observing the Journal entries, it is believed that
you will experience no difficulty in properly journalizing every transaction in the exercise.

References are also made to the rules involved, which are grouped on page 54, and you

should consult these in journalizing every transaction, that you may secure complete famil-
iarity with the principles involved.

EXAMPLE No. 1.
JANUARY, 190-,

Transaction. Journal Entry.
L. | L
Wm. H. Raymond commenced business ||| Cash, ' 3000
this day with a cash’ capital of $3000. To Wm. H. Raymond, 3000
(Rule 6 and Rule 1, part a, page 54.) Investment.
EXAMPLE No. 2.
Transaction. Journal Entry.
2. Ll 2. |
Bought a Horse and Wagon for the use || Expense, 27
of the business, for which I paid $275. o Cash, 275
(Rule 13 and Rule 6, page 64.) , Horse and Wagon.
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EXAMPLE No. 3.
Transaction. Journal Entry.
3. 3.
Bought, for cash, 150 bbls. Pork, @ $10, ||| Mdse., 1500
$1500. To Cash, 1500
(Rule 11 and Rule 6.) ! 150 bbls. @ $10. !1
EXAMPLE No. 4.
Transaction. Journal Entry.
4. il 4,
Bought of Henry Day, on account at 60 | Mdse., 500
days, 500 bush. Wheat, @ $1. [ To He(a)gr Dl?y’Wh b 81 500
ush. Wheat, 81,
(Rule 11 and Ruls 4, page 6.) 1 at 60 days.
EXAMPLE No. 5.
Transaction. Journal Entry.
5. 5.
Sold D. W. Strong, for cash, 100 bbls. (|| Cash, 600
Flour, @ $6. To Mdse. , 600
(Rile 6 and Rule 12.) 100 bbls. Flour, @ #6.
EXAMPLE No. 6.
Transaction. Journal Entry.
6. | 6.
Sold J. F. Beers, on account at 30 days, i| J. F. Beers, 100
100 bush. Wheat, @ 81. | To Mdee., ) 100
(Rule 8, part a, and Rule 12.) 100 bush. Wheat, @ 1. .
EXAMPLE No. 7.
Transaction. Journal Entry.
8. 8. i
Paid cash for Repairing Wagon, $5, and Ex'{‘)ense, ' i 7 ,
Shoeing Horse, $2. o Cﬁgh W 85 . 7
pairing Wagon,
(Rule 13 and Rule 6.) Shoeing Horus, e )
EXAMPLE No. 8.
Transaction. ' Journal Entry.
9. I 9.
Sold M. W. Randall, on his note at 60 ||| Bills Receivable, 165
days, payable at Ward’s Bank, 150 bush. To Mdse.y 165

Wheat, @ $1.10. _
(Rule 7 and Rule 12.)

M. W. Randall’s note,
per Bill Book, for
150 bush. Wheat, @
$1.10.
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EXAMPLE No. 9.

Transaction. Journal Entry.
10. | 10.
Bought of Mumford Mills, on my note | Mdse 1230
at 90 days, payable at Merchants Bank, 200 ‘ To Bills P 3{31)]‘3: 1230
200 bb Flour, @
bbls. Flour, @ $6.10. $6.10. Note at 90
(Rule 11 and Rule 9.) ‘ da.;’s. : .
EXAMPLE No. 10.
Transaction. Journal Entry.
-2l | 21. ! |
M. W. Randall promises to pay his note ||| Cash, | 16360,
for 8165, due March 13, providing I will allow In'terest., . 140, 165
him the discount for time it has yet to run, To Bills Receivable,
hich I Di t 51 daye, 81.40 M. W. Randall has
which I accept. 1scount, ays, $1.40. paid his note in
(Rule 5, Rule 15 and Rule 8.) advance. | |
EXAMPLE No. 11.
Transaction. Journal Entry.
24, 4. ;
Paid Henry Day, cash, for our purchase || Henry Day, 560, |,
" of the 4th inst., $500. | To Cash, ) 500
(Rule 3, part b, and Rule 6.) » In full of bill of the 4th.
EXAMPLE No. 12.
Transaction. Journal Entry.
25. | 25. ,
D. W. Johnson has paid his note, due || Cash, 240
to-day, $240. . 'I'o Bills Receivable, 240
(Ruls 5 and Ruls 8.) D. W. Johnson’s note.
. EXAMPLE No. 13.
Transaction. Journal Entry.
26. | 26. S l
Gave Cataract Mills 1200, cash, and my || Cataract Mills, ;2700
note at 30 days, with interest, payable at || To Cash, | i?gg
First National Bank, for £1500, in settle- | Bfl’lls P s.yable], ?
t of my purchase of the 2nd inst aid for Dill of the I
men yP . f 2nd inst.
(Ruls 8, part b, Rule 6 and Ruls 9.) ' |
EXAMPLE No. 14.
Transaction. Journal Eatry.
28. | 28, | |
R. H. Sage has settled hi8 account of || Bills Reccivable, 118
$118, due to-day, by giving his. note at 30 To R. H. Sage, 118

days, payable at Merchants Bank. ” Settloment of account.
(Rule 7 and Rule 4, part b.)

'
It
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EXAMPLE No. 15.

Transaction. Journal Entry.
30. i 30. -
Drew $100 for private use. , Wm. H. Raymond, 100
(Rule 2, part b, and Rule 6.) To Cash, . 100
Drew for private use.

You will now post the Journal entries for the month. It will be observed that instead of
one posting for a Journal entry, as in Single Entry, there are two in every case, and in two
instances there are three. :

In posting the FIrsT JouRNAL ENTRY you will open an account with yourself. Write
your name at the top of the first blank page in your Ledger, and credit that account, Jan. 1,
Cash, 1, 2000. Eight lines below that open an account with CasH, by writing Cash in
the center of the line. Then place on the left-hand side, Jan. 1, Student, using your own
name as already instructed, Z, 2000. You will remember to check the posted entries in
the Journal as instructed for Single Entry. Check both debits and credits.

In posting the

. SEcoND JoURNAL ENTRY,

You will open an account with ExPENSE fifteen lines below Cash, and write on the debit
side, Jan. 2, Cash, 1, 2.25. Then on the credit side of the Cash account write, Jan. 2,
Expense, 1, 2.25.

JourNaL ENTRY, JANUARY 3,

Will be posted by opening an account with MERCHANDISE at the top of the next page, and
entering on the debit side, Jun. 3, Cash, 1, 6.75; and on the credit side of the Cash account
3, Mdse., 1, 5.75.

JOURNAL ENTRY, JANUARY 4.

Enter on the debit side of the Merchandise account, 4, Chas. H. Bryan, 1, 190, Then
open an account with CrAs. H. BRYAN half-way down the page, and on the credit side
write Jan. 4, Mdse., 1, 190. ’

JoURNAL ENTRY, JANUARY 5.

Enter on the debit side of the Cash account, 5, Mdse., 1, 64.60, and on the credit side of
the Merchandise account, Jan. 5, Cask, 1, 64.560.

JoUrRNAL ENTRY, JANUARY 6.
Open an account with J. T. WHITE & Co. eight lines below the line on which you opened
an account with Chas. H. Bryan, and on the debit side write, Jan. 6, Mdse., 1, 312.60, and
on the credit side of the Merchandise account write 6,.J. 7. Whkite & Co., 1, 312.50.

JOURNAL ENTRY, JANUARY 7,
Will be posted the same as the third, excepting that you will substitute the proper date

and amount.
JoUurRNAL ENTRY, JANUARY 8.

Enter on the debit side of Expense, 8, Cash, 1, 8.25; and on the credit side of the Cash
account write, 8, Ezpense, 1, 8.25.

JOoURNAL ENTRY, JANUARY 9.

Open an account with BILLS RECEIVABLE on the top of the next page, and on the debit
side write, Jan. 9, Mdse., 1, 157.50; and on the credit side of Merchandise write, 9, Bills
Recetvable. 1, 167.60
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JoURNAL ENTRY, JANUARY 10. .

Debit\ Merchandise-account, 10, Bills Payable, 1, 680 ; and then open an account wit
BiLLs PAYABLE one-fourth of a page below Bills Receivable, and on the credit side write
Jan. 10, Mdse., 1, 580.

Since entries for January 12 to 20, incluéive, are similar in form to entries which have preceded them, ¢
is believed that you will have no difficulty in posting them. Give all new accounts one-fourth of a page space.
JOURNAL ENTRY, JANUARY 21.

Debit Cash, 21, Bills Recetvable, 2, 1567.08. Then open an account with INTEREST, one-
fourth of a page below D. P. Howard’s, and on the debit side write Jan. 21, Bills Receivable, 2,

.47.  Then write on the credit side of Bills Receivable account, Jan. 21, Sundries, 2, 157.50.

You will observe that the explanation in the credit posting of this entry is unlike anything before
encountered. Sundries means several items, and is used to represent the two debits, thus saving one crediv
in Bills Receivable account.

The entry for Jan. 22 is similar to that of Jan. 6, hence the instructions given for that will apply to thir,

JOURNAL ENTRY, JANUARY 24.

Debit J. L. Cook, Jan. 24, Cash, 3, 450. Then on the credit side of the Cash account
write 24, J. L. Cook, 3, 450.

Remember to rule up an account when it balances.

JOURNAL ENTRY, JANUARY 25.

Debit Cash account 25, Bills Receivable, 3, 180.25, and credit Bills Receivable acccunr
25, Cash, 3, 180.25.

JoUurRNAL ENTRY, JANUARY 26.

Debit Newark Mills account Jan. 26, Sundries, 8, 2900, and then credit Cash uccou;:e
26, Newark Mills, 8, 1000, and credit Bills Payable account 26, Newark Mills, 3, 1900.

The entry for Jan. 27 is similar to that of Jan. 5, and that of Jan. 81 is similar to that of Jan. 8.

THE TRIAL BALANCE.

‘*Since the debit of each Journal entry is equal to the credit, and as all of the debits in
the Journal are posted to the debit side of the Ledger, and the credits to the credit side of

the Ledger, it will be apparent that the aggregate of the debit side of the Ledger should

equal that of the credit side.

“The Trial Balance is a test employed to determine whether the Ledger is in balance;
in other words, whether the sum of the debits is equal to the sum of the credits. **You
will add your ledger accounts in pencil, placing the footings immediately below the last
amount, in very small figures, as illustrated below.

JOHN SMITH.

Jan. | 6| Mdse., 1] 400 Jan. |12 | Cash, 2 || 500
“ 11 ¢ 2| 350 ¢ 121/ Bills Receivable, 3 [ 250
« 15| e 2 |l 175 ¢« |24/ Cash, 4 100
¢« 19 ¢¢ 3 141 50 860
‘¢ 26 « 4 19275

1269128
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You will next make a Trial Balance of your Ledger, on the first blank page of your
Statement, and, Trial, Balance- Book, by transferring to that page, from the Ledger, the
names and footings of those accounts as do not balance, placing the debit footings in the
left-hand column, and the credit footings in the right-hand column. Next foot and rule
these columns, placing the footings between the ruled lines. If your Trial Balance is
correct, the footings of the sides will be equal, and it will correspond in all particulars to
the one given below.

TRIAL BALANCE, JANUARY 31, 190-

_ Dr. Cr.
Student, . ..o ... 50 2000
Cash, ............ e e e e et eemceeeaaa- 323178 2487 |25
Merchandise, . . ... ... ... 4799 3515 |75
C.H.Bryan ... ... ... 190
J. T. White,& Co., oo 1066 '
Expense, - ... ... 308 {25
Bills Receivable,. . ... ... . _..._..... 1375|775 337|756
Bills Payable,. ... . . . ... 2480
D. P. Howard, .- .. oo oo 272 |50 93
Interest, - -cocccce -ooeoo e e e eeeeas ! 47

|11103|75 ||11103|75

A statement of the property on hand should be made precisely as you have already been
instructed to do in the Single Entry exercises, and with the same object in view — to ascer-
tain the results of the business.

, INVENTORY.
225 ‘bbls. Flour, @ 5.80, oo e —aaaaa 1305.00
350 bush. Oats, @ 38¢, .- - emeeeeaa-- 133.00
300 “ Corn, @ B¢, - oo e e e ee———aa 156.00
1594.00
Horse and Wagon, .. . oo i iememaaea 225.00
Total Inventory, ... ... ... 1819.00

LOSSES AND GAINS.

The net gain or the net loss of the business may be ascertained by exactly the same
process as in Single Entry, and it may also be found by another operation — by the use of
those accounts that do not appear in Single Entry.

In this exercise there are but three accounts that show gains or losses, which are
Merchandise, Expense, and Interest. All of the others, excepting that of the proprietor,
which are not in balance, show resources and liabilities. The losses and gains may be shown
from the three accounts named, by making a statement from those accounts as illustrated
on the next page, and which is called a Statement of Losses and Gains.
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STATEMENT OF LOSSES AND GAINS.
An explanationfof  this Statement will be found immediately below it.
Merchandise, Sales (the credit side of Merchandise account),.... 3515.75

“ Inventory, .o oo iiiiaaan. 1594.00
« Total proceeds, - - - . - oo ooou oo 5109.75
“ Cost (the debit side of Merchandise account),..... 4799.00
“ Gain, i mmeeaaan 310.75
Expense, Cost, - - - oo iiceo.. 308.25
“  InVentOry, - - oo oeee oo o ceeeececceaanas 225.00°
“ 7 TP 83.25
Interest, Cost, - .. oot i meeeeeaaan 47
Total 1088, - .o oo e e oot e e e e m—————— 83.72
Net gain for the month, - _ .. .. . .. ..... 227.08
Investment, . ... . ... eeemaaaa- 2000.00
Amount drawn, _ .. ... e ceaeaooa. 50.00
Net investment, . ... . . . e eeeciaiaeeaaas 1950.00
Present Worth, ... . . i cciiiiiioaaan 2177.03

As you have already been made aware, Merchandise account is debited with the entire
cost of the merchandise purchased, and is credited with the proceeds from the sales of
merchandise. The profit, or loss, on the merchandise which you have handled may, there-
fore, be determined by adding the amount of merchandise unsold, shown by the Inventory,
$1594, to the proceeds from sales of merchandise, as shown by the credit side of Merchandise
account, $3515.75, and finding the difference between that sum, $5109.75, and the cost of the
merchandise, shown by the debit side of the Merchandise account, $4799, which is $310.75.
The Expense account shows a loss of $83.25, as the debit of that account shows the expenses
of the business, $308.25, and there is a credit in the form of an inventory of only $225; and
since Interest account is debited with the cost of interest and discount, it will be clear that
the debit of that account, 47¢, is also a loss. Hence, the net loss for the month may be
found by deducting from the gain on Merchandise, $310.75. the sum of the loss on Expense,
$83.25, and that on Interest, 47¢, or $8372, which is $227.03, the net gain for the month.

To prove the correctness of the foregoing operation, it is suggested that you now find the
net gain for the month as instructed to do in Single Entry, by making a

STATEMENT OF RESOURCES AND LIABILITIES.

RESOURCES.
Mdse., Inventory, .- ............... e e 1594.00
Horse and Wagon, .. .. . . il 225.00
1819.00
Personal Accounts, receivable:
J. T. White & €0, - - oo e e e 1066.00
D. P. Howard, - ..o i e e eeeecceccencnn- 179.50
1245.50
Ca8h, - o oo o e e maecccccmaaan 744.53
Bills Receivable:
Henry Wilson’s Note, - o oo oo oo iciecae cccicacacaanan 945.00
D. P. Howard’s Note, «.occceecceccn: ceceeccacaaaaaaas  93.00
T 1038.00

Total Resources, - - - - e cccccceecaancacacaaanaa-. 4847.03
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Personal Account: LiaBILiTIES.
C. Hu/Bryan, 0t £Com Cn o e eceeaaaa 190.00
Bills Payable:
Note favor of Smith Milling Co., ... ... .. _._._..._.... 580.00
- ¢ Newark Mills Co.,.. ... .. ... ....... 1900.00
2480.00
Total Liabilities, . ... ... ... ... ... . .. ...... 2670.00
Present Worth, ____ ... ..... 2177.03
Investment, - ... oo .ooe oo 2000.00
Amount drawn, . .. .. ... eiieeeenaa- 50.00
. 1950.00
Net Gain, - oo o e e ce———aa 227.03

You will observe that the results of the foregoing statements are alike, showing that the
net gain for the month has been $226.95, and that your present worth is $2176.95. It is
suggested that you now take a Trial Balance and Inventory, and make the statements again
without referring to the text-book or to the work which you have performed.

' CLOSING THE LEDGER.

You have ascertained the condition of the business, and it now remains for you to make
your Ledger show, not only your Present Worth as was required in Single Entry, but also
the net gain from those accounts in your Ledger which show gains and losses. This may
be done as follows : v

Open an account in your Ledger with Loss AND GaIN, one-fourth of a page below
Interest account. Then enter on the credit side of the Merchandise account, in red ink, Jan.
31, Inventory, 1694, and on the debit side of the Merchandise account, also in red ink,
Jan. 81, Loss and Gain, 310.75. 'Then transfer this amount, 310.75, to the credit side of the
Loss and Gain account, in dlack ink, Jan. 81, Mdse., 810.75, and rule up the Merchandise
account, bringing down the footings between the ruled lines as instructed in Single Entry.
Then transfer the Inventory below the double rulings on the debit side of the Merchandise
account, in black ink, Feb. 1, Inventory, 1694

On the credit side of the Expense account write, in red ink, Jan. 31, Inventory, 225,
and again on the credit side of Expense account, also in red ink, Jan. 31, Loss and Gain,
83.25. ‘Transfer this amount to the debit side of the Loss and Gain account, in dlack ink,
Jan. 81, Expense, 83.25, and rule up the Expense account, bringing down the footings
between the ruled lines. Then transfer the Inventory below the double rulings on the debit
side of the Expense account, in black ink, Feb. 1, Inventory, 225,

You will next close the Interest account by writing on the credit side, in red ink, Jan. 31,
Loss and Gain, 47¢, and transfer this amount to the debit side of the Loss and Gain account,
in black tnk, Jan. 31, Interest, 47¢, after which you will draw the double lines under the
amounts.

The Loss and Gain account now contains all of the items of gains and losses for the
month, and the difference, the net gain, should be placed on the smaller side, which in this
case is the debit side, in red ink, Jan. 31, Student, 227.03, and be transferred to the credit
side of your account in black ink, Jan. 81, Loss and Gain, 227.03, after which the Loss and
Gain account should be ruled up and the footings brought down as heretofore instructed.

Your account now contains your investment, your net gain for the month, and the
amount you drew for private use; the difference should show your present worth. Enter on
the debit side, in red ink, 81, Present Worth, 2177.03, rule up the account, bring down the
footings, and transfer the present worth below the rulings on the credit side, in dlack ink,
Feb. 1, Present Worth, 2177.08. 'This completes the closing of the Ledger.

5 :
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FIFTEENTH EXERCISE.

The design of this exercise is to explain and illustrate the process of changing a set of
books from Single Entry to Double Entry. The work will be performed in accordance with
the principles of Single Entry, and, after the results of the business have been ascertained,
the books will be changed to Double Entry and the business continued.

This exercise is independent of all preceding work. The books to be employed are
Cash Book, the same in form as that illustrated on pages 8 and 9 ; Journal, using the debit
and credit columns; Bill Book, and Ledger.

FeBRUARY 1, 190-,

Commenced business this day with cash on hand, $2000; an account against R. L. Marvin
of 8185, due March 1; a note for $345, at two months from Jan. 8, payable at Traders
Bank, made by D. T. Harris und indorsed by R. W. Bullock; and the store in which
this business will be conducted, valued at $1500.

2. Bought of M. S. Watson, on my note at 30 days, payable at the First National Bank,
500 bbls. Flour, @ $5.75.

8. Obtained a Policy of Insarance on the store at a valuation of $1000, at 2¢ premium,
and on the contents for $2500, at 24 premium. Paid the premium in cash, $70.

Bought of H. J. Brown, on account at 15 days, 1000 bush. Corn, @ 60¢.
Sold P. W. Johnson & Co., on account at 15 days, 100 bbls. Flour, @ $7.
Sold F. H. Wolcott, for cash, 125 bbls. Flour, @ $6.90.

Drew $100, cash, for private use.

Sold P. W. Johnson & Co., on account at 15 days, 250 bﬁsh. Corn, @ .70¢.
10. Sold A. B. Ingraham, for cash, 50 bbls. Flour, @ $6,90; 100 bush. Corn, @ 70¢.
11. Bought of H. J. Brown, on account at 15 days, 1200 bush. Oats, @ 40¢.

12. Sold P. W. Johnson & Co., on account at 15 days, 200 bush. Oats, @ 48¢.

15. Sold F. H. Wolcott, on his note at 10 days, payable at Traders Bank, 150 bush. Oats,
@ 48¢; 100 bush. Corn, @ 70¢.

16. Sold P. W. Johnson & Co., on account at 15 days, 100 bbls. Flour, @ $7; 200 bush.
Oats, @ 48¢.

17. Bought of M. 8. Watson, on my note at 30 days, payable at First National Bank, 600
bbls. Flour, @ 85.75.

19. Paid H. J. Brown cash in full for my purchase of the 4th inst.

20. Sold C. J. Woodin, on account at 10 days, 500 bush. Oats, @ 48¢.

»  P. W. Johnson & Co. have paid cash for their purchase of the 5th inst., $700.
22. Bought of H. J. Brown, on account at 15 days, 1000 bush. Oats, @ 40¢.

»  Sold C. J. Woodin, on account at 10 days, 350 bush. Cc;m, @ 70¢.

24. P. W. Johnson & Co. have paid cash in full for their purchase of the 9th inst., $175.
25. Bought of S. G. Hooker, on account at 15 days, 900 bush. Corn, @ 60¢.

»  F. H. Wolcott has paid his note of the 15th inst., $142, in cush.

26. Paid H. J. Brown cash in full for my purchase of the 11th inst., $480.

27. P. W. Johnson & Co. have paid for their purchase of the 12th, 496, in cash.

© O &S Ot
g A &
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You will now balance your Cash Book, bringing the balance of cash below the rulings,
placing '\the'\amount)in the credit column; post the Journal entries; make a Statement of
Resources and Liabilities; carry the net gain or net loss to your account; and close your
account, bringing the present worth below the ruling. Give Merchandise, Cash and Bills
Receivable accounts each one-half of a page space. Give all other accounts one-fourth of a
page each. :

INVENTORY.

MERCHANDISE.— 725 bbls. Flour, @ $5.75 + 1100 bush. Corn, @ 60¢ ; 1150 bush. Oats,
@ 40¢; total, $5288.75. .

REAL EsTaTE.—Store and Lot, $1500.00.

ExPENSE.—Insurance premium paid, $70, of which {{ is unexpired, $64.17; total inven-
tory, $6852.92.

STATEMENT OF RESOURCES AND LIABILITIES.

. RESOURCEs.
Mdse., Inventory, - - - o oo 5288.75
Real Estate, Storeand Lot, ... .. .. _.____._.._. S, 1500.00
Expense, unexpired insurance, .......... e e el 64.17
' 6852.92
Cash, per Cash Book, - .- oo ieeciiiaaan 3140.50
Bills Receivable: - ‘
D. T. Harris’ note, per Bill Book, ... oo om oL 345.00
Personal Accounts, receivable:
R. L. Marvin, oo oo i cmeecceaaaaa _
P. W. Johnson & Co.,.ooveeeeen-- S S
0. Jd. Woodin, - o e _—
1466.00
Total Resources, - oo oo i caaacann 11804.42
Personal Accounts, payable: LrABILITIES
H. J. Brown,. ... oo - R
S. G. Hooker, - oo _—
940.00
Bills Payable: .
Note of 2nd inst., favor of M. S. Watson,........ ... ... _
6 <€ 1%th ¢ ¢ M.S. Watson,................ ——
T 6325.00
Total Liabilities, - - ... ..o.ooo oo ... T 7265.00
Present Worth, . _._..__..._....... P 4539.42
Investment, ... ... .. ... ... e e e 4030.00
Amount drawn, . . ..., 100.00
3930.00

Net Gain, . oo o e e ee——————- 609.42
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CHANGING FROM SINGLE ENTRY TO DOUBLE ENTRY.

If the instructions given immedjately preceding the foregoing statements have been
followed, your Ledger now shows your present worth and the personal accounts of the
business. It is presumed that you have already learned enough of Double Entry to enable
you to readily see what this Ledger lacks to make it Double Entry. A Single Entry Ledger
contains only the proprietor’s account and the accounts with the persons with whom busi-
ness is being done on credit; while at such a period of the business as this, when results have
been shown, the Double Entry Ledger should exhibit all of the resources and liabilities.
You will, therefore, open such accounts in your Ledger at this time as.are necessary to make
that book contain everything found 1n the foregoing Statement of Resources and Liabilities.
By referring to that statement and taking the items as they there appear, you will find,
first, that you have no account in your Ledger to represent the merchandise which you have
on hand. You will, therefore, open an account with MERCHANDISE, one-third of a page
below the last account in your Ledger, and enter on the debit side, March 1, Invenfory,
5288.75. You will next open an account with CasH, one-third of a page below Merchand-
ise, and enter on the debit side, March 1, Balance, 3140.50. . Give all other accounts one-
fourth of a page space. Next, open an account with. REAL ESTATE, and enter on the debit
side, March 1, Store and Lot, 1500.00. Next, open an account with BILLs RECEIVABLE, and
debit it, March 1, Balance, 345.00. Next, open an account with ExPENSE, and debit it
with the present value of the insurance policy, March 1, Insurance, 64.17. Next, open an
account with BILLS PAYABLE, and enter on the credit side, March 1, Balance, 6325.00.

Your Ledger now contains a record of all of your property and debts, and your present
worth, as shown by your statement of resources and liabilities; and since the liabilities of the
business added to your present worth—all of which are on the credit side of your Ledger—
are equal in amount to the sum of the resources of the business— which appear on the debit
side of the Ledger —it will be clear to you that the sides of the Ledger should now be equal.
To be certain that the Ledger is in balance, you will now make a trial balance, as instructed
on page 63. '

QUESTIONS,

Page G2.— In Double Entry why should the sum of the debit side of the Ledger equal
the sum of the credit side? What is a Trial Balance? Describe the manuer of taking a
Trial Balance? Page 63.— In what two ways may the net gain or net loss of a business be
ascertained ? Describe the manner of determining the net gain or net loss by the Double
Entry method. How may the net gain or net loss on Merchandise be determined ? What
does the Expense account usually show? How is the loss on Expense ascertained when there
is an Expense inventory? What does the Interest account show when the debit side is the
greater? Page 65.— Describe the manner of closing the Ledger for the month of Jaruary.
Page 68.— How does a Single Entry Ledger differ from a Double Entry Ledger? How
would you change a Single Entry Ledger to Double Entry? Why should the Ledger be in

balance after these steps have been taken?
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SIXTEENTH EXERCISE.

The entries for the following exercise will be made in accordance with the principles of
" Double Entry, and you will use the Cash Book, Journal, Bill Book, and Ledger.

The series of transactions which constitutes this exercise is a continuation of the foregoing
one. It is customary to use the opposite entry in the Double Entry Cash Book, together
with such an explanation of the transaction as is deemed necessary to make the record
complete. For instance, where the Journal entry is ‘Cash, To Mdse.,” you would enter

-on the left-hand side of the Cash Book, ¢‘Mdse.” and the necessary explanation. The
second entry in the exercise— the first entry in which Cash occurs— will be, ¢ Cash, To
R. L. Marvin,” and your entry on the left-hand side of the Cash Book will be, “R. L.
Marvin. In full of account to Feb. 15th.”

MaRrcH 1, 190-,
Sold P. W. Johnson & Co., on account at 15 days, 100 bbls. Flour, @ $6.50.
2. R. L. Marvin has paid his account, which was due on the 1st inst., in cash.
3. P. W. Johnson & Co. have paid cash fer their invoice of Feb. 16,

4. C. J. Woodin has paid for his two invoices of Feb. 20, and Feb. 22, by giving his
note, with interest, at 30 days, indorséd by J. W. Monroe, and payable at Ward &
Co.’s Bank.

”  Paid my note, favor M. 8. Watson, due to-day, in cash.

6. Sold Manley & Baker, Avon, on account at 30 days, 300 bush. Oats, @ 52¢; 225 bush.
Corn, @ 75¢; 75 bbls. Flour, @ $6.60.

8. Sold C. J. Woodin, on account at 10 days, 200 bush. Oats, @ 52¢; 100 bbls. Flour,
@ 86.65.

9. Paid H. J. Brown, for invoice of Feb. 22, in cash.
10. Sold Manley & Baker, on account at 30 days, 75 bbls. Flour, @ $6.60; 250 bush. Corn,
@ 76¢.
11. D. T. Harris has paid his note of 345, which was a part of my investment, in cash.
12. Paid S. G. Hooker for my purchase of Feb. 25, in cash.
14. Sold Downing & Howard, on account at 30 days, 150 bbls. Flour, @ $6.65.
16. P. W. Johnson & Co. have paid cash for their purchase of 1st inst.

”  Bought of M. S. Watson, on my note at 30 days, payable at First National Bank, 500
bbls. Flour, @ $5.85.
18. C. J. Woodin has paid cash for his purchase of the 8th inst.

19. Sold J. H. Gilmore, Jr., on his note at 30 days, payable at Second National Bank, 100
bbls. Flour, @ %6.60.

”  Paid my note, favor of M. S. Watson, due to-day, in cash.

21. Sold F. H. Case, for cash, 200 bbls. Flour, @ $6.50; 300 bush. Corn, @ 72¢.

24. Sold C. J. Woodin, on account at 10 days, 150 bbls. Flour, @ 86.65; 175 Lush. Oats,
@ 52¢.

26. Sold P. W. Johnson & Co., on account at 15 days, 125 bush. Oats, @ 51¢; 150 bush.
Corn, @ 72¢.

»  Bought of H. J. Brown, on account at 15 days, 800 bush. Corn, @ 60¢.
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28. Sold Manley & Baker, on account at 30 days, 50 bbls. Flour, @ $6.
29. 80ld;C: J; [Woodin, on-account at 10 days, 200 bush. Corn, @ 70¢.
30. Bought of 8. G. Hooker, on account at 15 days, 685 bush. Oats, @ 40¢.

31. Sold C. G. Cole, 100 bbls. Flour, @ $6.65. He paid $300, cash, and agreed to pay
balance April 15. ‘

There are two ways of journalizing the foregoing transaction. One is

Cash, 800.00
C. J. Cole, 885.00

To Mdse., : 665.00 .

and the other is to make two entries of it, thus:

C. G. Cole, 665.00

To Mdse., 665.00

”

Cash, 800.00

To C. G. Cole, 800.00

The latter form is preferred; as, when posted, C. G. Cole’s account will show both the amount of the
purchase and the amount of the payment.

You will now balance and rule up the Cash Book, bringing the balance of cash down on
the left-hand side of the Cash Book, ““April 1, Balance, 436.50” Place the amount, $436.50,
in the right-hand column; post the Journal entries ; make a Trial Balance ; a Statement of
Losses and Gains; a Statement of Resources and Liabilities; close those accounts in your
Ledger which show gains and losses into Loss and Gain account, and close the Loss and Gain
account into your account, bringing down your present worth, and the inventories.

TRIAL. BALANCE, MARCH 31, 190-.

Dr. Cr.

Student, . ... .. ... 4539 |42
H. J. Brown, . ... 1480 1960
P.W. Johnson & Co.peceemmn oo oo 2588 |75 || 2417
C.J. Woodin, .. .o oo 1228 | 50
S. G. Hooker, .« o ooe i ‘ 274
Merchandise, - <« < o oo oo oo oo 8967 |75 8462 | 50
Cash, - oo el 7701 | 50 7265
Real Etate, o oo oo oo oo oo e ol e 1500
Bills Receivable,. ... ... ... ... ... 1490| . 345
Expense, oo L 64|17
Bills Payable, . ... ..o Ll 6325 " 9250
Manley & Baker, ... ... ... ... ... 1804 |75
Downing & Howard, - .-« oo o 997 | 50
C. G. 00l€yecccucaacccceccccacccccccanccennnennn 665 300

34812 (92 || 3481292

" INVENTORY, MARCEH 381, 190-,

MERCHANDISE: 128 bbls. Flour, @ $5.75; 775 bush. Corn, @ 60¢; 1035 bush. Oats, @
10¢; total, $1597.75.

ReAL EsTATE: Store and Lot, $1500; ExXPENSE: 10 months Insurance, 58.33; total
inventory, $3156.08. :
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STATEMENT OF LOSSES AND GAINS.

Merchandise:
Sales, shown by the credit side of Merchandise account, ........_... 8462.50
Inventory, - ccc e ccceececccnccnan cococncnnrmcaca e e 1597.76
. 10060.25
Cost, shown by the debit side of Merchandise account, ................. 8967.75
' & 7Y 1092.50
Expense:
COBE, oo oo e e ccecceaeccececccaccacananaaa- 64.17
Inventory, - oo oo ieeeemeeeceemeeaeeaaaa 58.33
L1088, - oceeeeeeieememaeee e ecemcemcmcmcaaean 5.84
Net Gain, - oo oo oo icacccicccicccccccacccccnea 1086.66

STATEMENT OF RESOURCES AND LIABILITTIES. -

RESOURCES.
Inventory, - oo e e cieeececcccacceecaacaa- 3156.08
Cash received,.... ... . ___...._.. e 7701.50
S R 7265.00
“ onhand, ... ieimaeaas 436.50
Personal Accounts, receivable:
P. W.Johnson & Co.y- oo ool aaeaan 171.78
C. J. Woodin, - ... i 1228.50
Manley & Baker, . ... ... o iiieao.- 1804.75
Downing & Howard, - .- ... oo ... 997.50
C. G Coleyaeee caceeceececccceecacccccacccccaccacaccnnn 365.00
Ms?‘m
Bills Receivable:
Received, - oo e cceccaeaaa 1490.00
Paid, oo e cicccccieccecaen 345.00
On hand, oo oo e eeeeeaan 1145.00
Total ReBources, . ... . cceeoceeecceaceacaaccaan- 9805.08
Personal Accounts, payable: LiaBILITIES
H. J. Brown. ..o o e e ccacccann 480.00
e I & (015) ') P 274.00
154.00
Bills Payable: '
Issued, - oouooo e eeae e ceeeeeemcceaceaeaan 9250.00
Paid, oo e ememeemmaemeaaeea 6325.00
Outstanding, - .- - - ool 2925.00
Total Liabilities, . ... .- oo oooeooonooaoaaa T 3679.00
Present Worth, . ... . .. oo 5626.08
Investment, ... .. . - 4539.42
Net Gain, oo oo oo e e e e e e ccte v —n—- 1086.66

Present Worth, ... .cceeeeenen caeaanna- - 5626.08
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APRIL, 190-.
DATE. |CRECK,
1 Balance, On hand, 436150
2 Mdse., Invoice of this date, 10750 :
2 C. J. Woodin, Bill of March 24, 108850
3 Bills Rec., C. J. Woodin’s note, per B. B., 485
3 Interest, On above note, 2143
4 Manley & Baker, Bill of March 5, 819|175
8 C. J. Woodin, Bill of March 29, 140
9 Manley & Baker, 6« “ 10, 685
11 P. W. Johnson & Co., ¢ ¢ ¢« 26, 17175
13 Downing & Howard, ¢ <« <« 14, 997 50
15 C. G. Cole, Balance of Bill of March 31, 365
19 C. J. Woodin, Bill of the 9th inst., 168
21 Bills Rec., : J. H. Gilmore, Jr.’s note, per B.B.,|| 660
27 Manley & Baker,  Bill of March 28, 300
- 5990 | 43
6426 | 93
!

SEVENTEENTH EXERCISE.

In this exercise the Cash Book will be kept as a principal book. That is, the cash
entries will be made in and posted from the Cash Book, and omitted from the Journal.
This is done to save labor. Since the cash entries may be posted directly from the Cash
Book as well as from the Journal, it will be apparent that entering such transactions in both
the Cash Book and Journal involves double labor, and the accountant should adopt every
expedient that will diminish his labor and simplify his methods, being certain, at the same
time, that his records are full and clear.

The cash entries will be made in the Cash Book precisely as described in the Sixteenth
Exercise, and will be omitted from the Journal. This Exercise is a continuation of the
preceding one.

AprIiL 1, 190-,

Bought of M. S. Watson, on my note at 30 days, payable at the First National Bank, 550
bbls. Flour, (@ $5.85.

2. Sold for cash 15 bbls. Flour, (@ $6.40, $96; 25 bush. Oats, @ 46¢, $11.50; total, $107.50.
(Enter on the left-hand side of the Cash Book, immediately below the balance brought
down from last month, ““2,” “Mdse.,” ‘‘ Invoice of this date,” *‘107.50.” Placs the
amount, 107 50, in the lefi-hand column. See Cash Book on pages 72 and 73.)

By placing the above amount on the left-hand side of the Cash Book, cash becomes debited as it would
be if that amount were placed on the debit side of the Ledger, as, at the close of the month the aggregate of
the amounts on the left-hand side of the Cash Book, less the balance brought down from last month, will be
posted to the debit side of the Cash account in the Ledger. The aggregate of the amounts on the right-hand
gide of the Cash Book will, likewise, be posted to the credit side of the Cash account in the Ledger, causing
that account to show the entire receipts and payments of cash, but requiring only one entry on each side.

2. C.J. Woodin has paid for his purchase of March 24, due to-day, in cash, $1088.50.
(Enter on the left-hand side of the Cash Book “2,” *C. J. Woodin,” “Bill of March

24,7 “ 1088.60.”)
No Journal entry for the above is required, as C. J. Woodin will be credited in the Ledger from the

Cash Book, when the entries in that book are posted; and, as before explained, cash will become debited for
this amount in the aggregate of the entries on the left-hand side of the Cash Book.
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APRIL, 190-
:ﬂ CHECK.
7 Expense, Copying Press, Stationery. ete., 14|65
11 H. J. Brown, Invoice March 26, 480
14 S. G. Hooker, “ “ 30, 274
18 Bills Pay., Note favor M. S. Watson, per B.B., || 2925 -
31 . 3693 | G5
Balance, On hand (red ink) 2733 (28

6426 | 93

3. C. J. Woodin has paid his note of 8485, due to-day, and interest on same, $2.43.
(Enter on the left-hand side of the Cash Book, ““6,” ** Bills Receivable,” *“C. J.
Woodin’s note, per B. B.,” ““}85;” and on the next line below, *“6,” ‘ Interest,” ‘‘Un
above note,” ““2.43.”)

4. Manley & Baker have paid for their purchase of March 5, due to-day, $819.756. (Since
this transaction 18 similar to that of the 2nd, the same directions will apply.)

7. Paid cash for Copying Press, Office Stationery, etc., $14.65. (Enter on the right-hand
side of the Cash Book, ‘“April 7,” ‘Expense,” ‘‘Copying Press, Stationery, etc.,”
“14.65.”) -

8. C. J. Woodin has paid cash for his purchase of March 29, $140.

9. Manley & Baker have paid cash for their purchase of March 10, $685.

”  Sold C. J. Woodin, on account at 10 days, 350 bush. Oats, @ 48¢, $168. (This entry
will, of course, be made tn the Journal, as theres is no cash involved in it.)

11. P. W. Johnson & Co. have paid cash for their purchase of March 26, $171.75.

»  Paid H. J. Brown, cash for amount of my purchase of March 26, $480.

13. Downing & Howard have paid cash for their purchase of March 14, $997.50. ,
14. Paid 8. G. Hooker cash for my purchase of March 30, $274.

»”  Sold Manley & Baker, on account at 30 days, 175 bbls. Flour, @ $6.50, $1137.50.
15. C. G. Cole has paid cash for the balance of his purchase of March 31, $365.

”  Paid cash for my note, favor of M. S. Watson, due to-day, $2925.

16. Sold P. W. Johnson & Co., on account at 15 days, 125 bbls. Flour, @ $6.40, $800;
125 bush. Oats, @ 48¢, 860; total, $860.

18. J. H. Gilmore, Jr., has paid his note, due to-day, in cash, $660.
19. Sold Downing & Howard, on account at 30 days, 175 bbls. Flour, @ 86.40, $1120.

» . J. Woodin has paid cash for the amount of his purchase of the 9th inst., $168.

21. Bought of S. G. Hooker, on account at 15 days, 500 bush. Oats, @ 40¢, $200.

23. Sold F. W. Miller, on his note at 60 days, indorsed by D. G. Rockwell, payable at
Second National Bank, 600 bush. Corn, @ 72¢.
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25. Bought of Lyman Welch, on my note at 30 days, payable at First National Bank, 600
bbls. Flour, @ $5.75.

26. Sold C. J. Woodin, on account at 10 days, 125 bbls. Flour, @ $6.60.

27. Manley & Baker have paid cash for their purchase of March 28, $300.

29. Sold C. G. Cole, on account at 15 days, 150 bush. Oats, @ 48¢; 100 bush. Corn, @ 74¢.
30. Bought of H. J. Brown, on account at 15 days, 1000 bush. Corn, @ 60¢.

" You will now post your Journal entries to the Ledger; balance your Cash Book, bringing
the balance down below the rulings, as heretofore instructed, and post the entries in the
Cash Book to the Ledger. All of the entries on the left-hand side of the Cash Book will
be posted to the credit side of the Ledger, and those on the right-hand side of the Cash Book
to the debit side of the Ledger. For instance, the first entry on the left-hand side of the
Cash Book, below the balance brought down from last month, is ‘“Mdse., 107.60,” which will
be posted to the credit side of Merchandise account in the Ledger, using the date of the
transaction in the Cash Book and ‘“Cash,” for explanation, and place in the check column, in
the Ledger, the page of the Cash Book from which the entry is posted. The first entry on
the right-hand side of the Cash Book is ‘ Expense, 14.66,” which will be posted to the debit
side of Expense account in the Ledger, using the date of the entry in the Cash Book, and
¢ Cash,” for explanation. You will also check the posted entry in the Cash Book, using
the page of the Ledger on which the item was posted.

The footing of the left-hand column on the left-hand side of the Cash Book, should be
posted to the debit side of the Cash account in the Ledger, dated ‘“April 30,” and with ‘“Cash
Book,” for explanation, and the footing of the left-hand column on the right-hand side
of the Cash Book should be posted to the credit side of the Cash account in the Ledger, with
the same date and explanation as the debit.

The advantages secured by keeping the Cash Book as a principal book, it will be seen,
lie in the saving of a Journal entry for every cash transaction, and the grouping of all
debits of cash in the footing and posting them in one amount, and the credits of the Cash
Book in the same manner.

You will now make a statement of Losses and Gains and of Resources and Liabilities.
Then close the accounts in your Ledger which show losses or gains into Loss and Gain
account. Next close the Loss and Gain account into your own account and balance that
account, bringing your present worth below the rulings, as heretofore instructed.

INVENTORY, APRIL 30, 190-.

MERCHANDISE.—660 bbls. Flour, @ $5.75; 1075 bush. Corn, @ 60¢; 885 bush. Oats, @
40¢; total, $4794.

REAL EsTATE.—Store and Lot, $1500.
ExpENSE.—9 months Insurance, $52.50; Copying Press, $10. Total inventory, $6356.50.

Resources.—Inventory, $6356.50; P. W. Johnson & Co., $860; C. J. Woodin, $825; F.
W. Miller'’s note, $432; Cash on hand, per Cash Book $2733.28; Manley & Baker,
$1137.50; Downing & Howard, $1120; C. G. Cole, $146; Total resources, $13610.28.

Lrasrvities.—H. J. Brown, $600; S. G. Hooker, $200; Note favor M. S. Watson, $3217.50;
Note favor Lyman Welch, $3450; Total liabilities, $7467.560; Present Worth, $6142.78.
Total gains, $527.18; total losses, $10.48; net gain, $516.70.

Student’s net investment, $5626.08; Net Gain, $516.70; Student’s Present Worth, $6142.78,
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EIGHTEENTH EXERCISE.

- "A Draft is a written order to pay a_certain sum of money, drawn by a person, firm or
corporation upon some other person, firm or corporation, in favor of a third person, firm
or corporation.

*The Parties to a Draft are the drawer — the person who draws the draft; the drawes
— the person on whom the draft is drawn; and the payes—the person in whose favor the
draft is drawn.

*'A Sight Draft is one that is drawn ‘“at sight,” and in most of the states is payable on
presentation.
In some of the states, however, days of grace are allowed on sight paper.

‘A Time Draft is one that is drawn at a specified period of time “‘after sight,” or
“‘after date,” and must be ‘“accepted ” by the drawee to possess any value.

‘The Prawee Accepts the Draft by writing across the face of it ‘“ accepted,” with
the date, if it be drawn ‘‘after sight,” and his name; and the draft will become due the
specified time after the date of the acceptance, adding three days of grace. °If the draft
be drawn a specified time ‘‘after date,” the drawer need not date the acceptance, as the
draft will fall due the specified time after its date, adding three days of grace.

"Days of Grace. Negotiable promissory notes or bills of exchange (drafts), payable
a certain time after date or after acceptance, are entitled in some states to three days delay
beyond the time expressed, unless ‘“ without grace ” is specified on the paper. These addi-
tional days are called ‘“days of grace.” Days of grace are not allowed in this work.

*The Object of the Draft is to remove the necessity of incurring the expense and risk
of shipping money. For instance: Suppose that John Wilson & Co., of Chicago, owe F.
W. Graves, of New York, one thousand dollars, and that F. W. Graves owes T. H. Darrow,
of Chicago, one thousand dollars; if F. W. Graves draws a draft on John Wilson & Co. for
their indebtedness to him, in favor of T. H. Darrow, and the draft be paid, the three debts
will have been discharged, and not a dollar of money have passed between those cities. (.Ses
Form 1, Sight Draft, on nezt page.) .

*There are two ways in which the draft is commonly employed; one is in paying debts
due at a distance, and the other is in collecting bills due from people residing at a distance.
In paying debts due abroad a bank draft is usually employed, and in collecting debts at
remote point§ an individual draft is drawn.

A Bank Draft is a written order to pay a specified sum of money, drawn upon one
bank by another with which it has funds on deposit, made ‘payable to the purchaser, or to
whoever the purchaser may wish. ' Bank drafts are usually drawn ‘“at sight ;” that is, are
made payable on presentation, and pass current, with proper indorsement, as readily as the
actual money.

* An Individual Draft is a written order drawn by one person or firm upon another
person or firm. For instance: If John Warren, of Springfield, owes Wm. Simpson, of
Bethany, one hundred dollars, Simpson may, if the account be due, draw upon Warren for
the amount, and leave the draft with a bank in Bethany for collection. The bank in
Bethany will mail the draft to a bank in Springfield, which will present it to Warren for
payment. If the draft be paid, the bank in Springfield will so notify the bank in Bethany,
either by remittance or otherwise, when that bank will pay over to Simpson the sum collected,
less a small fee for collecting it. -Thus the debt will be discharged and no money be trans-
ferred. (See Form 2, Sight Draft, on next page.)
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ForM 1.—SI1GHT DRAFT.

$10007% New York, April 2, 190-.

At sight, pay to the order of <. H Darrow,
One Yhousand @Dollars, value recetved, and charge to

mYy account.

F. ¥ Graves.
do John @hlson f Co.,
Chicago, IUl.
FORM 2.—INDIVIDUAL DRAFT.
$100% Bethany, N. J., Apri &, 190-.

=17 sight: _pa,y to the First _National Banlk of
DBethany, N. J., or order, One Hundred @Dollars, anrnd

charge to my account.
. Stmpson.

Qo John @iarren,
8pringfield, O.

FoORM 3.— ACCEPTED DRAFT.

E470+ Geneva, N. Y., July 9, 190-.
- 3
s & #b sizty days sz,ght pay to the order of
John Hiillrsg,a%z 7., Four Hundred Seventy and o @ollars,
S N

value recmﬁedq and charge to our account.

L‘Cﬂ

=

5 . R . Co.
o C. #A. @urand, G B Bacon &

Columbus, Miss.
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Several drafts will appear in the following exercise, the necessary explanations for which will accompany
the transactions in which they occur..  The work of this set is a continuation of the Seventeenth Exercise, and
the books will be kept by Double Entry. The Cash Book will be continued as a prineipal book.

May 1, 190-.
Sold Downing & Howard, on account at 30 days, 75 bbls. Flour, @ ¥6.65.
1. Paid my note favor of M. S. Watson, due to-day, in cash, $3217.50.
Paid cash for repairs on store, $9.87.
Sold for cash, 18 bush. oats, @ 50¢; 30 bush. Corn, @ 75¢.

Sold Downing & Howard, on account at 30 days, 100 bbls. Flour, (@ $6.60; 75 bush.
Oats, (@ 50¢.

6. P. W. Johnson & Co. neglected to pay their bill due on the 1st inst., $860, and I drew
upon them on the 4th at 10 days’ sight. They have returned the draft accepted,
payable at Traders Bank. The acceptance is dated May 5.

Your entry for the above will be,

Bills Receivable, 860.00
To P. W. Johnson & Co., accepted my draft, as per B. B., 860.00

In the Bill Book, you will be the drawer, P. W. Johnson & Co. the maker, and it will be in your favor.

You will write out the foregoing draft on blank paper, and submit it to the teacher for examination.
(See Form 8, Accepted Draft, page 76.) By accepting this draft, P. W. Johnson & Co. have promised to pay
it thirteen days after May 5. It is now as much a Bills Receivable as though it were P. W. Johnson &
Co.’s note at ten days in your favor, and should be entered in the Bill Book,

6. C. J. Woodin has paid cash for his purchase of April 26, due to-day.
”  Paid 8. G. Hooker, cash for my purchase of April 21.
8. Sold P. W. Johnson & Co., on account at 15 days, 125 bbls. Flour, @ $6.65.

9 Sold D. L. Mason, on his note at 30 days, payable at Second National Bank, 75 bbls.
Flour, (@ 86.65; 100 bush. Corn, (@ 72¢.

10. H. J. Brown hag drawn on me at 10 days’ sight, for the amount of my purchase of
April 30, $600, which I have accepted, payable at First National Bank.

You will draw up the above draft, accept it, and submit it to the teacher for examination. It should,
of course, be entered in the Bill Book. The Journal entry will be,
H. J. Brown, 600.00
To Bills Payable, accepted his draft, as per B. B., 600.00
12. Sold Downing & Howard, on account at 30 days, 200 bush. Corn, @ 74¢.
14. 0. G. Cole has given me his draft, in full of his purchase of April 29, dated to-day, at
10 days’ sight, on W. D. Howell & Co., which they have this day accepted, payable
at First National Bank. Amount of draft, $146.

You will draw up the above draft and present it to the teacher for examination, The form of the

acceptance will be
Accepted, May 14, 190-,
Payable at
Foirst National Bante.
W. @. Howell 4 Co.

When a bank account is kept, it is usual to make all bills payable at the bank, then when they mature, if
there is sufficient funds in the bank to meet them, they will be paid by the bank and charged to the maker’s
account as if they were checks. Your entry for the above transaction will be,

Bills Receivable, 146.00
To C. G. Cole, his draft on W. D. Howell & Co., per B. B., 146.00

«
.

;o
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15 Sold C. J. Woodin, on account at 30 days, 50 bbls. Flour, @ $6. 70; 125 bush. Corn,
, @ 72¢
»  P. W. Johnson & Co. have paid their acceptance, due to-day, in cash, 8860.
16. Sold, for cash, 25 bbls. Flour, @ $6.60; 50 bush. Corn, @ 72¢.
19. Downing & Howard have paid cash for their purchase of April 19, $1120.

20. Drew on Manley & Buker, Avon, on the 15th inst., at fifteen days’ sight, for the amount
of their purchase of April 14, which should have been paid on the 14th inst., and
they have returned it accepted, payable at Traders Bank. The acceptance is dated
May 17.

Paid my acceptance due to-day.
You should be careful to mark all bills * Paid ” in the Bill Book at the time they are paid.

21. P. W. Johneon & Co. have glven me their note, at 30 days, indorsed by L. W. Lewis,
payable at Traders Bank, in settlement for their purchase of May 8, $831.25.

22. Sold Manley & Baker, on account at 30 days, 200 bbls. Flour, @ %6.65.

24. Bought of Lyman Welch, on my note at 30 da.ys, payable at First National Bank, 500
bbls. Flour, @ $5.75.

Received cash for an acceptance due to-day.

26. Bought of 8. G. Hooker, on account at 15 days, 525 bush. Oats, @ 40¢.
28. Bought of H. J. Brown, on account at 15 days, 500 bush. Corn, @ 60¢.
29. Sold C. G. Cole, on account at 15 days, 600 bush. Corn, @ 72¢.

31. Sold D. L. Jackson, on his note at 60 days, indorsed by Moody & Lord, and payable at
' Traders Bank, 120 bbls. Flour, @ 86.60; 200 bush. Corn, @ 71¢; 250 bush. Oats,
@ 48¢.

You will now balance and rule up your Cash Book, bringing the balance of cash down
below the rulings on the left-hand side; post your Journal and Cash Book entries to the
Ledger; make a Trial Balance; a Statement of Losses and Gains, and of Resources and
Liabilities; and close your Ledger, making your account show your Present Worth.

»

INVENTORY, MAY 31, 190-.

MERCEANDISE.— 390 bbls. Flour, @ $5.75; 270 bush Corn, @ 60¢; 1067 bush. Oats,
@ 40¢; total, $2831.30. .

REAL ESTATE.—Store and Lot, $1500.
ExpENsSE.—Insurance, $46.67; Copying Press, $10. Total inventory, $4387.97.

Resources.—Inventory, $4387.97; C. J. Woodin, $425; Manley & Baker, $1330; Downing
& Howard, $1344.25; C. G. Cole, $432; F. W. Miller’s note, $432; D. L. Mason’s
note, $570.75; Manley & Baker’s note, $1137.50; P. W. Johnson & Co.’s note, $831.25;
D. L. Jackson’s note, $1054; Cash on hand, per Cash Book, $1889.41; total resources,
$13834.13.

Liasiuities.— H. J. Brown, $300; S. G. Hooker, 8210; Note favor Lyman Welch, given
April 25, $3450; Note favor Lyman Welch, given May 24, $2875; total liabilities,
86835 ; Present Worth $6999.13.

Total gains, $872.05; total losses, $15.70; net gain, $856.35.
Student’s net investment, $6142.78 ; Net Gain, $856.35 ; Student’s Present Worth, $6999.13.
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REVIEW QUESTIONS.

SiNneLE ENTRY.—What is Book-keepmg? What is the objéct of keeping books? How
many methods of book-keeping are there in general use? What are they called ? What
accounts are kept in the Ledger in Single Entry? What in Double Entry? Upon what do
the books to be msed in a business depend ? What are the main books usually employed ?
What other books are sometimes used ? What does the Cash Book contain? What will the
difference between the sum of the receipts and payments of cash show at any time? What
does the Journal contain? How much explanation of the transaction should accompany the
Journal entry? Describe three ways by which this may be done. What does the Bill Book
contain ? What are these obligations called ? What does the Ledger contain ? What 1s
an account 7 What is meant by posting ? What is meant by the term debit? What by
the term credit ? What is a Resource ? What is a Liability ? What is meant by the term
Investment? Of what may it consist? Define Present Worth. If the sum of the resources
exceeds the sum of the liabilities, what does the difference show ? When is the proprietor
said to be insolvent 7 What is meant by Net Gain ? By Net Loss ? To what is the term
cash applied ? What is meant by the term Bills Receivable? Whst by the term Bills Pay-
able? For what is the proprietor credited ? For what debited ? When are persons debited?
When credited ? When is cash debited ? When credited ? -When, where, and how are Bills
Receivable entered ?- What record is made of Bills Payable when they are issued ? How
many methods of keeping a Cash Book are there ? Describe each method. Describe the
manner of “balancing” a Cash Book in which opposite pages are used for the receipts and
payments. What colored ink should be used for rulings? Give the General Rules for Single
Entry Book-keeping. What is a Single Entry Ledger designed to contain ? By its use,
what is the proprietor enabled to know? When a purchase is partly paid for at the time it is
made, what entries are usually made ? What other form of entry might be made? Would
there be any difference in the result by either plan? Why is the first form preferred ? How
is the posting done ? When should an account in the Ledger be footed and ruled up?
Explain the process of ruling and footing an account in which there are several entries ?
How is an account closed in which there is but one entry on each side? How may the
Present Worth of a business be ascertained ? How may the Net Gain or Net Loss be found?
Of what do the Resources of a business consist ? Of what do the Liabilities consist ? What
is an Inventory? How is property on hand usually estimated at the time of taking inventory?
How can the proprietor’s account be made to show his present interest in the business ?
How frequently are statements of resources and liabilities made in business ?

DousLE ENTRY.—What must be represented in a Double Entry Ledger ? What use is
made of the Day Book ? When should the record be made in this book ? Why? How
generally is this book used ? When this book is not employed where are the entries for
transactions made ? How fully are thé entries explained ? What is said of recording every
transaction ? What is the Sales Book designed to contain? The Invoice Book ? What
other form of Sales Book is sometimes kept? What other form of Invoice Book? When is
the Proprietor credited ? When debited ? When are Persons debited ? When credited ?
When is Cash debited ? When credited ? For what is Bills Receivable account debited ?
For what credited ? For what is Bills Payable account credited ? For what debited ? For
what is Merchandise debited? For what credited? For what is Expense debited? For what
credited ? When is Interest debited ? When credited ? In Double Entry why should the
sum of the dcbit side of the Ledger equal the sum of the credit side? What is a Trial
Balance ? In what two ways may the Net Gain or Net Loss of a business be ascertained ?
Describe the manner of determining the Net Gain or Net Loss by the Double Entry method ?
How may the gain or loss on Merchandise be determined ? What does the Expense account
usually show? How is the loss on Expense ascertained when there is an Expense inventory?
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What does the Interesf account show when the debit side is. the greater ? Describe the
manner of closing the Ledger for the month of January. How does a Single Entry Ledger
differ from a Double Entry Ledger ? How would you change a Single Entry Ledger to
Double Entry? Why should the Ledger be in balance after these steps have been taken ?
What 18 a draft ? What are the parties to a draft called ? What is a sight draft? A time
draft? How is a draft accepted? What are days of grace? What is the object of the draft?
How many ways, and what are they, in which the draft is commonly employed ? What is a
bank draft? How are bank drafts usnally drawn? In what respects does a bank draft differ

from an individual draft ?

ABBREVIATIONS AND CONTRACTIONS.

a.or @ (L. ad.). Toorat.
4 1. First Class.

Ace., Acct., or %  Account.
Amt. Amount,

Apr. April.

Aug. August.

Bal. Balance.

B Billed.

B. B. Bill Book

B, or brl. Barrel, Barrels,
Bk. Bank; Book.

Bills Rec. Bills Receivable,
Bills Pay. Bills Payable.

B Bill of Lading.

Bot. Bought.

Bu. or bush, Bushel.

Bz, Box or Boxes.

c.or ¢. Cents,

D. B. Day Book.

C. B. Cash Book

Co. Company; County.

C. 0. D Cash (or Collect) on Delivery.
Or. Credit.

Ct. or ¢¢ Cent.—(L. Centum). A hundred
Das. Days.

Dec. December.

Dep  Deposited.

Dft. or dft. Draft, Defendant.
Disct. Discount.

Do. or do. (It. Ditto.) The same.
Dr. Debtor, Doctor.

ea. Each.

Ezch. Exchange

Feb. February,

F. 0. B. Free on Board.

Frt.  Freight.

Gal. or gal. Gallon; Gallons.
HPkd. or hhd. Hogshead.

I B. Invoice Book.

Ins. Insurance.

tnst. Instant,—in the present month,

Int. or snt. Interest.

Inv. Invoice.

Inv’t. Inventory.

Jan. January.

L.,W.,or b (L. Libra.) A pound, in, weight,

Led.  Ledger. ) '

L. F. Ledger Folio.

Mar. March; Maritime.

Mdse. Merchandise.

Mo. or mo Month.

Mon. Monday. )

No. or §. (L. Numero.) Number.

Nov. November

0. B. Order Book

%. Per cent.

Oct. October.

0z. or oz. Ounce or ounces.

Payt. Payment

Pd. " Paid.

Per cent, per cent., Per ct., or per ¢¢ (L. Per
centum.) By the hundred

Pkg. Package,

Pr.,pr,or 3. (L. per. By.,

Pes.  Pieces,

Reod. Received.

R. R. Railroad.

$ Dollar; Dollars.

Sat. Saturday.

S B. Sales Book.

Sep or Sept. September.

Sunds. Sundries.

Thurs. Thursday.

Tu., ult., or ulto (L. ultsmo.) Last, or of the
last month

Viz. or viz. (L. videlicet.) Namely; To wit.

Wed. W ednesday.

Wt or wt Weight.

Yd. or yd. Yard,

Yr Year.



APPENDIX.

BUSINESS PRACQTICE.

Objeet.—' This exercise is designed to give the student practice in drawing business
papers, handling money, and making records in connection with business transactions. *It
is also designed to illustrate some of the labor saving methods of book-keeping now in use
among business men.

Plan.—’The exercise may be worked with or without offices, at the discretion of the
teacher. *Where offices are not provided, the teacher, or some one appointed by him, wil)
‘represent the other parties to the transactions, receiving the money, papers, etc., of the
business practice students, and examining them with reference to accuracy in computation,
correctness of form, etc. *The directions for performing the work given in connection with
the memoranda, are based upon the plan of not using offices. These directions are full and
explicit, and the student should have no difficulty in performing the work correctly and
understandingly. '

OfMces.—* Where the circamstances will admit, the value of the work will be consider-
ably increased by establishing at least three offices, viz.: (1) School Bank, (2) Wholesala
House, (3) Retail House. At the first, all banking business will be done; °*of the second,
all goods will be bought; and ° to the third, all goods will be sold. It should not be under-
stood that expensive furniture is necessary for these offices, as common deal tables or ordinary
school desks, arranged as shown in the following diagram, will serve the purpose admirably.

DiagraM oF ScrooL Roox,
Showing arrangement of Business Practice Offices.

TEACHER.

RETAIL BaNk. WHOLESALE.

Or, if a simpler plan be desired, three desks in the front row of the school-room may be
used to represent offices. ' Books may or may not be used in these offices, at the discretion

of the teacher. .
i
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CASH RECEIPTS.

DATR. \L. W MDSE. GENERAL.
190-,
June 1 Balance, On hand, 2700
v | Mdse., C. W. Dale & Co., S. B. 14 12|50
15 | Geo. P. King, On acct., 5075
2| / | Mdse,, W. C. Green, S. B. 15 58|60 :
{ 60 | Bills Rec., Trou%v& Co.’s note, § 169, 500
3 8/ Mdse., Geo. W. Beech, S. B. 17 28112
3 | Bills Payable, Our 30-da. note discounted, 5000
4 / | Mdse,, Mdse. Sales per sales drawer, 1480
13 | Martin Bros., In full Inv. 1st. inst., . 12850
5 v Mdse., Cook & Co., S. B. 20 54 | 80
18 | Mdse., . Total for week, 168 | 82 168 | 82
|| ss48]07
June 6 Balance, On hand, 7537 | 59

Complete directions for establishing and operating the offices, together with explanations
of the books that may be used, the dutles of the clerks, etc., are given in the Teacher’s
Key to this book.

Writing Business Forms.—" The student will derive benefit from this work just in
proportion as he exercises care in the preparation of the various business papers, and in
making the records,upon his books. ' Particular attention should be given to penmanship,
spelling, use of capitals, neatness and general arrangement. '*The computations should,
of course, be absolutely correct.

Books to be Used.—' The books to be used in this set are Journal, Ledger, Bill
Book, Trial Balance Book, Sales Book, Check Book, and Cash Book. The special books
introduced, are Sales Book, Cash Book, and Check Book. (For illustrations and explana-
tions of these books, see pages ii, iii, and v.) '*The Ledger, Bill Book, and Trial Balance
Book are used the same as heretofore. '°The Journal is used for such entries as do not

properly belong in the Cash Book and Sales Book.

"The Sales Book is used exclusively for a record of the sales of merchandise, whether
made on account or for cash. **The book is provided with two money columns, ** one for
extensions and for the footings of cash sales, and *the other for the footings of time sales.
(See form of Sales Book, page v.) ™ Cash sales are marked ‘ Paid ”” in the Sales Book, and
an entry is made for each cash sale in the Cash Book, the amount being extended into the
special Merchandise column. (See form of Cash Book, page ii.) *Sales on account, or
time sales, are posted direct from the Sales Book to the Ledger, each purchaser being debited
for the amount of his purchase, and * the footing of these time sales is posted to the credit
of Merchandise account at the end of the week or month. (See form of Sales Book, page
v.) ™ Posting the footing of the Sales Book to the credit of Mdse. instead of the amount
of each invoice, is one of* the labor saving features of this set.

*The Cash Book here used, is provided with two money columns on each page, the
same as were the cash books used in the preceding sets; but **one of these columns on
each page is used for a special purpose, and hence is called a special column. * The one on
the left-hand page is used to record daily cash sales of merchandise, and * the one on the
right-hand page, for cash expense items. (See form of Cash Book, pages ii, and iii.)
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CASH PAYMENTS.

DATE. L. F. EXPENSE. GENERAL.
190-.
June 1|,/ | Expense, Pens 50¢, Ink 25¢, Pencils 40¢, 1]15
81 | M. W. Dowe & Co., | In full of acct., 15008
A v Exloense, 2 tons Coal, 950
63 | Billz Payable, Our § 415 paid at bank, 600
3| 18 | Discount, On our 30-da. note of $5000, 2500
48 | Perrin & Cook, In full Inv. 10th ult., 180 75
4/ \/ | Expense, Cleaning office, 2150
59 | Furniture & Fixts., | Bill oftice desks, ) 18|50
5| y/ | Expense, Salaries for week, 20|50
40 | Expense, Total for week, 33[65 33|65
In bank, $7500.00 1007 | 98
Balance, In safe, 41.09 7541 |09
8548107

"By the use of special colnmns, fewer entries are made in the Ledger than by the other
method, thereby saving time and space. ** At the end of the week or month, these special
columns are footed, and the footings are extended into the general columns. * The items
which appear in the general columns are_posted daily; ™ those in the special columns are
not posted separately, but at the end of the week or month the total amount is posted.
" The check-mark (/) is placed in the folio column opposite each special column item, to
show that it is not to be posted. * The Ledger page is used as a check-mark for all other
items. (See form of Cash Book, pages ii, and iii.) * This Cash Book is balanced the same
as were the ones used heretofore, excepting that the cash on hand is itemized. (See form of
Cash Book, pages iii.)

*The Check Book used in this set is the same in form as the one illustrated on page
55. (See page 656.) * The bank account is kept on the stub of this book instead of in the
Ledger as was the case in the fifteenth exercise. (Ses nofs top of page 60.) *When a deposit
is made, it is added to the amount in the bank and * when a check is drawn it is deducted,
‘ thus showing at all times the balance in the bank. * Some bookkeepers use both sides of
the check-stub for the bank account, while others use only the back of the stub for that
purpose. Each method has its peculiar advantage, but the one here used has the merit of
being simple, and'is easily understood. *In proving the Cash Book, the amount in bank is
added to the amount in drawer or in safe, and * in balancing the Cash Book, the amount in
bank and the amount in safe are entered on the right-hand side of that book, to *show
of what the balance consists. (See form of Cash Book, page iii.)

Business of the Set.—**The business represcnted by this exercise is that of whole-
saling Fruits and Confections. The time covered by the memoranda of transactions is two
weeks, commencing Monday, June 1, 190-, and ending Saturday, June 13, 190-,

The student who has faithfully worked the preceding sets in this book will have no diffi-
culty in performing the work of this set. It is the crowning exercise of the book, and one
from which the diligent and thoughtful student will derive great benefit.

The student should study carefully all of the instructions and explanations printed in
connection with the memoranda of transactions in order that he may perform the work cor- -
rectly and understandingly. The aim in writing the set has been to not only tell the student
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DEPOSIT TICKET, OR BLIP. BANK BOO K.
DEPOSITED BY ,
®r. SCHOOL BANK, In Acct. with & O/ C%aw{ Cr.
100-. 190-
IN THE June| 1/ cash, June 2| $12.50, $2.50, $100, |[ 1
SCHOOL BANK, 3| Cash, 4|90, 3, 31340, || 15300
4| Cash, 5| $25, $18, $40, $8.10, (| o1{10
) 4, 190- 5| Cash, 8 e
8| Cash, 10| $45, $10.20, 5520
Currency, 20 10| Cash, 18 {50
Cheoks—-:yon:. .. 110 15| Cash, . ?950
artford, 100/ 15| Collection, 15| Balance, 1760/40
410(20
|14 Vouchers return'd,||2336/60
Coll. 20 == ==
410/ 00 June |16 ‘Ba.la.nee,

what to do but also why he does it, and it should be the student’s aim to not only do the
work as directed, to the best of his ability, but to understand why he does it.

“Dealers buy their goods at wholesale from jobbers, manufacturers and producers.
*"These goods have to be transported from the place of business of the seller to that of the
buyer. * When the two places are in the same city, the goods are usually transported by
wagon. “ When they are not in the same city, they are transported by rail or by water.
*The parties who transport these goods from seller to buyer are called common carriers.
*! They are usually railroad, express, or steamboat companies, * and they make a charge for
their services. * This charge is.usually paid by the buyer of the goods, when they are
delivered to him, but sometimes the seller pays them in advance of the transportation of
the goods.

*When goods are sold at wholesale, an invoice is usually sent to the buyer. **The object
of the invoice is to show the number, kind and quality, and price of each article sold, the
date, the terms of sale, and the net'amount of the invoice. * When goods are received they
are examined to see if the quantity and kind compare with the entries on the invoice. *' If
the goods “* tally ” all right, a check-mark is placed by the receiving clerk opposite each
entry on the invoice, and * if the prices are correct, the invoice is marked O. K. by the buyer.
*It is then sent to the bookkeeper to be recorded.

* When goods are sold a record is usually made in a book called a Sales Book, and * from
this entry the invoice is made and sent to the purchaser of the goods. (See form of Sales
Book, page v.) ‘

Suggestions to the Student.—" See that an invoice is received for every purchase
of merchandise, and be sure that the amount is correct before entering it in your Journal.
® Enter all sales of merchandise in the Sales Book, and render bills for the same from that
book. * When cash i8 received from whatever source, be sure to make an entry for it at
once in the cash book. “If the cash is received in payment of a bill of goods or to apply
on account, a receipt in some form should be given the one making the payment. * Count
all money twice, whether you receive it or pay it out. * When payments are made in cur-
rency, be sure to make an entry in the Cash Book before paying the money, and be sure also
to get a receipt for all payments on account. * When checks are issued, be sure to fill out the
stub before you do the check. * When you receive a check, note, or draft, be sure to exam-
ine it to see if it is properly drawn and that the amount is correctly written; and when you
give one of these papers, be sure that it also is correct.
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SALES BOOK.
MarioN, JUNE 1, 190-,

[ S .

16 | G. W. Smalley, 50 brls. Empu‘e Flour, $7.00 [ 350
Cory. 10 brls. Star Flour, $6.50 65 415

On acct. 10 days.

/ C. L. Troup, 40 brls. Star Flour, 26.50 260

y&' City. 10 brls. Empire Flour, $7.00 70

. 330

3.

19 | Erwin Bros., 1 ton Bran, 20

ity. 500 bu. Oats, 38¢ 190 210
On acet. 10 ds.
’ .

18 | To Mdse., Total sales on time, 625

To the Teacher.—In case this set is worked independently of offices, the invoices of
the merchandise which the student is to buy, should be made out in advance. This may be
done by each student for himself before beginning work on the set, or one or more students
may be assigned the work of billing for the other members of the class. The blank bill
heads for this purpose may be taken from the student’s package of business forms. The
teacher should examine these invoices with reference to arrangement, neatness, and accuracy
of computation. The correct amount of each bill will be found in the key under the head-
ing, ¢‘ Journal,” for each day. After the invoices are made out, they should be arranged in
proper order and filed in convenient form with the teacher, to be called for by the student
a8 he reaches them in his work. The teacher should examine, also, the other business papers
and the books of the student as frequently and critically as his time will permit, or the cir-
cumstances require. Careless or inaccurate work of any kind should not be tolerated. The
daily statements should be kept checked up to date, and the student should not be permitted
to go on with the work of any date, until his work of the preceding date is found to be correct.

Money and Statiomery.—The plan of this set contemplates the use of school money,
and various kinds of blank business forms, in addition to the blank books mentioned above.
The blank books made to accompany this book, contain ample space for all the sets. Each
student will require one package of business forms, and there will be needed a supply of
school money. The quantity of money required is given in the Teachers’ Key. The pub-
lishers of this book can furnish both the money and the forms. The use of representative
merchandise, or merchandise cards, is not recommended, for the reason that the ‘object of
the set is not to attempt to teach the art of buying and selling, which'can only be learned in
actnal business, but it is to teach the art of drawing business papers, handling money, and
making records in connection with business transactions.

Space in The Ledger.—Give Merchandlse account 22 lines, and all other accounts
11 lines’ space in the Ledger.
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MEMORANDA OF TRANSACTIONS.
JUNE 1, 190-,

Commence business this day as a dealer in Fruits and Confections at the store No. 47
Main St., this city.

Make a memorandum of the above in your Journal. Read carefully all instructions and ex-
planations printed in this size of type.

Invest cash in the business $5000.

Get the money from the teacher and make an entry for it in the Cash Book, extending the
amount into the general column. (See form, of Cash Book, pages ii and iii.)

Head the Cash Book, as shown in the illustration, by writing ‘‘ Cash Receipts” in a bold,
plain hand, on the blue line at the top of the left-hand page, and ‘* Cash Payments ” on the same
line at the top of the right-hand page. Write the current year at the head of the date column
on each page. Sometimes the month and year are written at the top of the page, and then the
days of the month only are written in the date column.

‘Write the word ‘“ Mdse ” at the head of the first money column on the left-hand page, and
the word ‘‘ Expense ” at the head of the first cplumn on the right-hand page. (See 27 and £8,
page ii. See, also, form of Cash Book, pages ii and iii.) ‘

Pay Creed & Wilson, city, 810 for office books and stationery, as per their bill of May
29. (C. B. Ezpense account. Extend the amount into the special Expense column.)

These goods are supposed to have been bought previous to commencing business, at which
time a bill was received and placed on file. Now that the books are open, the bill is paid and
entered, as above.

A receipt should always be obtained for money paid on account. In business the receipt is
usually made and sigaed by the one to whom the money is paid. But in this work, to save the
teacher unnecessary labor and to give you additional practice, you will be required to draw up
the business papers, except the signatures, of all the parties to the transactions. You will, of
course, sign your own papers, and the teacher, who represents the other parties, will sign all
the other papers.

Remember this: While you may draw up any form of business paper you please, you have
no right to sign another person’s name to the paper, unless authorized to do so by the person
himself. The signing of another person’s name to a business document, with intent to defraud,
is forgery, and forgery is a crime.

You will now take from your package of business forms a receipt blank and fill it out for the
teacher to sign. A receipt should show when and where the money was paid, by whom and to
whom paid, the amount and for what paid. Your receipt when made and signed should corres-
pond to the following :

FORM OF RECEIPT.

%@% Jum 1/, 190......
C/(?'eeez'ved % o Slovederet” :

Hre /a?mwm/ 7/ @/{%e, Jiet el ?/ (9/(«}1 29.
@446&/ & W&%ﬂ,
290 1 Siot  Gowchor.”’

—— e e e e
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Somwetimes the bill itself is sent with the money, when a payment like the above is made,
and then the bill is receipted and returned.

In dating all of the business papers in this work, use the name of the place in which your
school is located. For instance. if in Athens, Pa., you would date the above receipt ‘‘ Athens,
Pa., June 1, 190-,” excepting in the place of the dash after the 9 you would.write the figure that
would cause the number to express the current year.

Now deliver the money and the receipt to the teacher, who will sign the latter and return
it to you. Place the receipt, after it is signed, in the envelope marked ‘* VOuCHERS,” which you
will find in your package of business forms. A voucher is a document or paper proving that
some transaction has occurred.

Receive from the following firms invoices of merchandise bought on account: Green &
Co., New York, Invoice No. 1, dated May 28th, 100 bxs. Oranges, @ $3.50; 100 bxs. Lemons,
@ $3.00; 100 Pineapples, @ 8¢ ea. C. B. Smith & Co., Buffalo, Invoice No. 2, dated
May’ 30th, 50 bxs., 5 lbs. ea., Assorted Candy, @ 18¢; 100 lbs. Stick Candy, @ 12¢;
100 bxs. 5 1bs. ea., Gum Drops, @ 15¢. Boone & Cook, Batavia, Invoice No. 3, dated May
27th, 50 bbls. Early Harvest Apples, @ 85.75. (Enter in Journal but do not detail the items.)

Call at the teacher’s desk and get the abbve mentioned invoices. (See 64 to 59 page iv.)
After the invoices have been verifled, enter them in the Journal. Then in the lower left-hand
corner of each invoice write, *“ Entered in J§ and also the page on which the entry appears.
Next fold each invoice and file it as illustrated below, and place in the envelope marked
¢¢ Invoices,” which you will find in your package of business forms.

FORM OF FOLDING AND FILING INVOICES.

0y

§\ .
-
S N
&%,
~ 3 %_
s E
/ SRR

The above is one of the simplest methods of folding and filing invoices. Another, and a quite
eommon method, is to paste the invoices in a blank book, called an Invoice Book.

In most modern business offices, the invoices, letters and other papers to which frequent ref-

erence is likely to be made, are flled in labor-saving mechanical devices, made expressly for this

purpose, and of which there are wany varieties.

Sell to Moore & Son, city, for cash: 1 bx. Oranges, $6; 1 bx.Lemons, $5.50; 1 bbl. E. H.
Apples, %7. (Enter in Sales Book and mark ‘‘ Paid.” See 17 to 21, page ii. See also
60 and 61 page iv.)

After entering the sale in your Sales Book make out the invoice and hand to teacher. Write
“ Cash™ after the word * Terms” on the invoice. When the cash is paid to you receipt the
invoice, as shown in the form on the following page.

Upon returning to your desk and before putting away the money, enter the foregoing cash
gale in your Cash Book. (See 27, page ¢, and form of Cash Book, page it.)

Sell Horton Bros., city, on account: 5 bxs. 5 lbs. ea., Assorted Candy, @ 25¢; 4 bxs.
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FORM OF RECEIPTED INVOICE.
Bty Jhne 1, 190
M cussa. O%W & oz,
l %,,%,

Teays — Cask Bought of “STUDENT/'
/| M E Y Gk | 7
/ Lo Gornons, 5 | so
P,
/d?ur/-n{ i /&8 | S0

Oranges, @ $6; 2 bxs. Lemons, @ $5.50. (Enter in Sales Book, extending the amount into
the second money column. See form of S. B. page v.)

Sell Lyman & Co., city, on account: 10 bbls. E. H. Apples, @ $7.25; 20 bxs. Oranges,
@ $5.75; 10 bxs. Lemons, (@ $5.50.

Sell Parsons & Co., city, on account: 5 bxs., 5 lbs. ea., Assorted Candy, 25¢; 5 bxs.,
5 1bs. ea., Gum Drops, @ 20¢; 25 1bs. Stick Candy, @ 16¢; 24 Pineapples, @ 124¢; 1 bbl.
E. H. Apples, 87.25. (Render invoices for the above sales, but do not receipt them. Deliver
the invoices to the teacher.)

Deposit in School Bank, cash, $4750. (Enter in Check Book only. See form of Ck.
B., page 65.) :

‘When a deposit is made in a mercantile bank a deposit slip or ticket, properly filled out, and
the bank book should accompany the deposit. The deposit slip is for the convenience of the
oank, as it shows by whom and when the deposit was made, of what it consisted and the amount.
See form of deposit slip, page iv.)

The bank book is for the benefit of the depositor, as it contains receipts from the bank, in
the form of entries, for all deposits. It also contains a record of the checks that have been paid
by the bank. (See form of Bank Book, page iv.)

The deposits are entered on the left-hand pages, and the checks on the right-hand pages of
the bank book. The deposits are entered at the time they are made, but the checks are not
entered until the book is *‘ written up,” which is at such times as the depositor leaves his book
at the bank for that purpose. When the bank book is written up it exhibits a copy of the de-
positor’s account, as it appears on the books of the bank, the balance to his credit, and the num-
ber of vouchers returned to him. (See form of Bank Book, page 1v.)

In business, banks furnish their depositors the necessary stationery, such as deposit slips,
check books and bank books, for transacting their banking business. Some business men, how-
ever, prefer, for various reasons, to use Check Books made expressly for themselves.

You will now fill out a deposit slip for the above deposit (see form, page iv), and make an
entry for it in the Check Book. (See form of Check Book, page 55.) Next count out the money
to be deposited, and place it and the deposit slip between the leaves of your bank book, in such a
way that, when the deposit is taken out, the deposit slip will be on top, and the book will be open
at the page where the entry for the deposit will be made. Next hand the bank book and its
contents to the teacher, who will give you credit for your deposit, after first writing your name
on the cover and at the top of the right-hand page of your bank book. (See form of Bank
Book, page iv.)
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No entry is required in the Cash Book when a deposit is made, for the reason that cash in
bank is treated as cash on hand.

Pay rent of store for one week by check on School Bank, $12.50.

Open the Check Book and fill out the stub of the first check as follows: On the No. line
write ““1"; on the Date line write ‘‘June 1,19, " ; on the next line write ‘* J. B. Clark”; on the
next, *‘ rent of store 1 week " ; and in the money column opposite the word “ Am’t ” write *¢12,50.”
(8ee form of Check Book, page 66.) Deduct the amount of the check from the amount on deposit.

After filling out the stub, but not before, fill out the blank check at the right of and attached
to the stub, then detach the check. In filling out a check be careful to write legibly. Notice
that the amount is written twice in the check, once in figures and once in words. The words
should be commenced at the extreme left of the amount line, and if afier writing them there
should be any space between them and the printed word Dollars, it should be filled with a heavy
wave line. (See form of Ck. Bk., page 55.) The figures should be written close to the doHar sign.

Now make an entry oh the right-hand side of the Cash Book, as follows: June 1, Expense,
rent per check No. 1, 12.50, extending the amount into the special expense column. (See form of
Cash Book, page iii.) Next turn to the Check Book and on the stub under the word ‘ For”
make a check-mark y, which indicates that the check has been entered in the Cash Book. Bear
in mind that the stub of the Check Book is used as a Day Book for payments made by check, and
that the entries made in the Cash Book for the same are debit entries.

Next fill out a blank receipt for the above peyment, and hand it and the check to the teacher.
File the receipt as heretofore instructed.

You will now prove your cash and post the books. The sum of the cash in bank and in
drawer should equal the difference between the sides of the Cash Book. Foot the columns
of the Cash Book daily in pencil, but do not rule the book until so directed. Make your
pencil footings small and close to the ink figures. Post from the Journal the same as here-
tofore. (See page v for Ledger space.) In posting from the Cash Book, post only the items
which appear in the General columns, those on the lefi-hand page to the credit, and those
on the right-hand page to the debit of their respective accounts. Check each Mdse. and
Expense item thus v. Post from the Sales Book the time sales, debiting each purchaser for
the amount of his purchase. The footing of the time sales column in the Sales Book and
the footing of the special columns in the Cash Book will be posted at the end of the week.

Afte ting the books, take f .
DAILY STATEMENT. r posting the books e from your pack

JOURNAL ENTRIES.

To Green & Co. ...... 658,
C. B. Smith & Co. 132.
Boone & Cook ....287.50.

SALES BOOK ENTRIES.

Moore & Son (Pd.) - oo 18.50.
.Horton Bros. - . - . ... 41.25.
Lyman & Co. ... _.__.____... 242.60,
Parsons & Co. ................256.60.
CasH PROOF.

DEPOSITED. . ... T e e—a- 47560
BANK BALANCE............ 4787.50.
ON HAND .. ....... 258.50.
Name...... ¢ Student,”
Date...... June 1.

The student will fill out this blank and hand
:‘Zw Teacher after completing the work of each

- ago of business forms a blank Daily Statement,

and fill it out as shown in the accompanying
form, and hand to the teacher.

Before commencing the work of any date, learn
if your statement for the preceding date was cor-
rect. .

In your record work observe the following in-
structions:

Write & small hand.

Do not shade except in Ledger headings,

Make small, legible figures.

Foot all columns first in pencil.

Do not make any erasures in a book of original
entry.

If you make a mistake, draw your pen through
the writing and make the correct record above it.

Do not omit to write the year at the head of
every year column in all your books.

Keep your books neat and clean and free from
blots.
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JUNE 2, 190-,

Pay/freight bill; $22:95;/in cash, for the goods received from Green & Co. on the 1st
inst. The weight of the goods is as follows: 100 bxs. Oranges, 7500 lbs.; 100 bxs. Lemons,
7500 lbs.; 1 hhd. Pineapples, 300 lbs. Ratc, 15¢ per cwt. (Enler in Cash Book, and
charge Mdse. account eztending the amount inlo the general colwnn.)

When goods that have been shipped by freight are delivered to the buyer, ne is required -
to sign a receipt for them, and to pay the freight charges, if any, for which payment he
also is given a receipt. Both receipts are made out by the transportation company, and are

similar in form to the following:
FREIGHT BILL.

Date of W. B. May 28. W. B. No. 315
“ June 1,190~
Student,” .
To the INTER-STATE TRANSPORTATION COMPANY, Dr.,
For Transportation from New York City to (this place)
WEIGHT. | RATE. AMOUNT.
100 bxs. Oranges, 7500
100 bxs. Lemons, 7500
1 hhd. Pirneapples, ) 300
15300 | 15¢ 221 95
"""""""""""""""""""""""""" ADVANCE cHArGEs. |||
.| No.Car W. 8. 75306° Received payment, el B
. - H. T. Jones, )
SPECIAL NOTICE. Preight Agent.
e e T O] e o ed S made o ve\§ 22| 99
FREIGHT RECEIPT.
Dateof W. B. May 28. W.B. No. 315 June 1,190-,

RECEIVED June 1,190-, from the INTER-STATE TRANSPORTATION COMPANY,
the following packages from New York City, in good order, marked :

‘““ Student,”’

100 bxs. Orandes,
100 bxs. Lemons,
1 hhd. Pineapples.
CHARGFS, $22.95

Car No. W. 8. 75306 “ Student.’’

You will now take from your package of business forms a blank Freight Bill and Freight
Receipt, and fill them out as shown in the forms above. Sign the Freight Receipt.

Then hand the Freight Bill, Freight Receipt, and the money to the teacher, who will
sign and return the Freight Bill to you after detaching it from the Freight Receipt. File

the receipted bill as a voucher.
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Pay the following petty expenses in cash: Pens 50¢, ink 75¢, pencils 60¢, pins 15¢.

Short extend the above iteins in Cash Book, thus: June 2. Expense. Pens ¢ ink ¢ pen-
cils *¢ pins '*¢—2.00.

Pay the cash to the teacher. No receipt is required. No bill is necessary, as goods sold over
a retail counter for cash are never billed, unless the amount is large or a bill is called for.

Sell for cash to W. G. Mason, city: 5 bxs. Oranges, @ $6; 1 bbl. E. H. Apples, $6.50;
1 bx. Lemons, $5.50. (8. B. & C. B.) (See 18 {0 21, p. 1i.)

Render bill and receipt the same, then hand to the teacher and receive the cash. (See form
of receipted invoice, page viit.)

Sell Newman & Son, city, on account: 10 bbl. E. H. Apples, @ $7; 5 bxs. Oranges,
@ $6.

Sell R. D. Lawrence, city, on account: 1 bx. Oranges, $6; 5 bxs. Lemons, $5.40; 5 bbls.
E. H. Apples, $6.90. :

Sell Brown & Son, Hartford, on account: 20 bxs. Lemons, @ 85.50; 20 bxs. Oranges,
@ 86. (Enter the above sales in the Sules Book and render invoices for the same. Foot and
rule the S. B. at the bottom of the first page and carry the footing forward to the next page.
See form of S. B., pagev.) .

As Brown & Son’s place of business is not in this city, the goods will have to be shipped to
them. (See 47 to 61, page iv.)

‘When goods are delivered to a railroad or an express company for transportation, a receipt
for the goods is given the shipper by the company. These receipts are usually made out by the
shipper on blanks furnished by the transportation company, and are signed by an agent of the
company.

Xa reZeipt for the above shipment would be similar in formn to the following

SHIPPING RECEIPT.

. B (TH1s PLACE), June 2, 190-,
Received from * Student”

BY INTER-STATE TRANSPORTATION COMPANY,

The property described below, in apparen&good order, excert a8 noted (contents and condition of contents of
packages unknown), marked, consigned, and destined as 1ndica below, which said Com‘raay ngreen to carry to the
said destination, if on its road, otherwise to deliver to another carrier on the route to said destination.

1t 18 mutually agreed, in consideration of the freight charged for this service, as to each carrier of all or any of eaid
property over all or any portion of said route to destination,and as to each party at any time interested 1n all or any of
said property, that every service to be performed hercunder shall be subject to all the conditions, whether printed or
written, shown or endorsed hereon, and which are hereby agreed to by the shipper and by him accepted for himself
and his assigns as just and reasonable.

SIGN ‘ WEIGHT.
MARKS, CONSIGNEES, AND DESTINATION. DESCRIPTION OF ARTICLES. SUBJECT TO CORRECTION.
DLrown & Son, 20 bxs. Lemons 1500

Hartford, 20 bxs. Oranges 1500

For Inter-State Transportation Co.,
W. B. WILSON, Freight Agent.

Read the conditions ¢endorsed on back of this receipt.

You will now fill out a shipping receipt, like the above, on one of the blanks which you will
find in your package of business fors, and take it to the teacher to be signed. Next enclose the
receipt and the invoice in an envelope addressed to Brown & Son, Hartford, and hand to teacher.

Deposit cash 8225 in School Bank. (See explanation for the deposit of June 1.)

In making up a deposit arrange the money so that it may be easily and quickly counted at
.the bank. Put bills of the same denomination together, faces upward.

To count paper money, place a convenient number of bills in the left hand, faces upward;

close the hand until the ends of the middle finger and thumb nearly meet; with the fore finger
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and thumb of the right hand remove one bill at a time, in such a way that it will pass, under
slight pressure, between thejends of the middle finger and thumb of the left hand. In laying the
bills down, take pains to arrange them in a compact pile, instead of spreading them loosely over
the desk.

Prove the cash and post the books for the day, after which make out a Daily Sta.tement
and hand it to the teacher. The cash in drawer is $50.55.

JUNE 3, 190-,

Receive from Horton Bros., to balance account, their note for $41.25, dated June 2d,
at 10 days, payable at School Bank. (Enter in J. & B. B.)

Take from your package of business forms a blank note and fill it out in accordance with the
above terms, and hand to the teacher to be signed. When properly filled out and signed it will
- correspond to the following form of

ProMISsORY NOTE.

sS4 1 (City), June 2, 190....

Ten days after datle we promise to pay to the
‘““Student’’ in School Currency,

; order of.

~

: Forty-one;’o% ~ Dollars,
: Payable at School Banlk.

Value Received —

-

| Vo. 85. Due June 12, 190- HORTON BROS.
: per T.

In determining the maturity of a note, count forward the exact number of days expressed in the body
of the note, if for ‘‘days after date,” and months, if ‘‘ mos. after date.”
Place the note in the envelope marked “ Note File.”

Sell Lyman & Co., on account: 5 bbls. E. H. Apples, @ $6.90; 5 bxs. Oranges, @ $6;
10 bxs. Lemons, @ $5.40.
Make invoice for above and for all sales made hereafter, without further instructions.

Sell J. R. Peck, city, for cash: 1 bx. Oranges, $6; 1 bx. Lemons, $5.50; 1 bbl. E. H.
Apples, 87. (S. B. & C. B.)

Sell Smith & Van Dorn, Lockport, on account: 10 bxs. 5 ea. Gum Drops, @ 20¢; 10
bxs. 5§ ea. Assorted Candy, @ 25¢; 10 bxs. Oranges, @ $6; 1 bbl., 25 Pineapples, @ 12}¢.
(Make out shipping receipt and enclose with invoice. See sale to Brown & Son, June2.)

Receive from Lyman & Co., cash, $100, to apply on account.

‘Write a receipt for the above payment. (See form of receipt, page vi.) In the receipt after
the word “ For” write, to apply on account.

Call at the teacher’s desk, get the money, and leave the receipt. Make the proper entry in
the Cash Book. File the receipt as a voucher.

Pay by check on School Bank freight bill on goods received from Boone & Cook, Batavia,
on the 1st inst., 50 bbls. Apples, 7500 1bs., rate 15¢ per cwt.;, $11.25. (Mdse. acct.)

Make out freight bill and freight receipt similar to the ones illustrated on page x. Draw
your check, favor Agt. Inter-State Transpt. Co., and hand it, together with the freight bills, to
the teacher. Remember to enter the check in the Cash Book. File the receipted bill.

Deposit cash $125 in School Bank.
Prove the cash, post the books, and make out Daily Statement. Cash in drawer $44.05.
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JUNE 4, 190,

Pay cash for the following petty expenses: Postage, 81; stationery, 25¢; cartage, $2.50.
(Short extend. See explanation, page ix.)

Buy of L. A. Wendell 1 horse, $100; 1 delivery wagon, $75; 1 single harness, $18; 1
blanket, $3; 1 whip, 81, and pay for same by check on School Bank. (Charge Horse &
Wagon acct. in Cash Book. Get a receipt for your check.)

Receive from R. D. Lawrence his 5-da. note, dated June 3d, for the amount of the invoice
sold him on the 2d inst.

See Lawrence’s account for the amount of the above invoice. Draw up the note and have it
signed by the teacher, after which place it in your Note File.

Buy of Myers Bros. & Co., city: 100 bunches Bananas, @ 90¢, and pay for same by
check on School Bank. (Mdse. % in Cash Book.)

Make invoice and get it receipted when you deliver the check.

Sell Putnam & Wood, city, on account: 1 bx. Lemons, $5.75; 1 bbl. E. H. Apples, $7.25;
10 Pineapples, @ 124¢. °

Sell Moore & Son, city, for cash: 2bbls. E. H. Apples,. @ $7; 2 bunches Bananas, @ £1.50.

Sell W. G. Mason, city, on account: 1 bx. Oranges, $6; 1 bx. Lemons, $5.50, 1 bunch
Bananas, $1.60; 2 bbls. E. H. Apples, @ $7.50.
Remember to foot and rule the Sales Book at the bottom of each page.

Receive cash of Parsons & Co., city, to apply on account, $25.50.
Deposit cash 875 in School Bank.
Prove the cash, post the books, and make out Daily Statement. Cash in drawer, £7.80.

JUNE 5, 190-,

Draw a draft, at one day’s sight, on Brown & Son, Hartford, for $115, to appiy on their
account. Date the draft to-day, and make it payable to the order of yourself. Hand the
draft to the teacher for acceptance. The acceptance is dated to-day, payable at Bank of
_Hartford. (Enter in Bill Book and Journal. See Jorm of acceptance, page 76, and expla-
nation, page 77.)

In business a draft like the above would be sent by mail to the drawee to be accepted and
returned; or it would be left at the bank and the bank would forward it for acceptance and return.

Business usage requires that when a draft is drawn on a customer he should be notified of it.
No particular form of words is necessary, a simple notice like the following being sufficient:

NoticE oF DRAFT.
JUNE 5, 190-,
BROWN & SON.
Hartford.

Gentlemen,—1 have this day drawn ou you at one day's sight, as per agreement, for One
Hundred Fifteen Dollars, being one-half the amount of your purchase of the 2d inst.
Trusting you will honor the same, and awaiting a continuance of your favors, I am,

Yours respectfully, «STUDENT.”

Write a letter similar to the above on a letter-head, enclose it in an envelope properly addressed
and hand to the teacher. After getting the draft accepted make the proper entries for it, and
place it in the note file.

Pay in cash freight on goods received from C. B. Smith & Co., Buffalo, 170 bxs. Candy,
1020 lbs., rate 25¢ per cwt.

Follow the instructions given heretofore in similar cases.
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Draw your note favor of Boone & Cook, payable six days after date at School Bank, for
the amount/of theiraccount,and remit it to them. (Bill Book and Journal.)

After drawing the above note write Boone & Cook a letter stating that you encloge your note
for the amount of their invoice of May 27. Enclose the note and letter in an envelope properly
addressed and hand to the teacher.

Sell Moore & Son, city, for cash: 2 bxs. Lemons, @ $5.50; 2 bxs. Oranges, @ $6; 25
Pineapples, @ 11¢.

Sell Bancroft & Bro., city, for cash: 5 bunches Bananas, @ $1.40; 1 bbl. E. H. Apples,
87; 5 bxs., 5§ ea., Gum Drop, @ 20¢; 15 1b. Stick Candy, @ 18¢.

Sell Horton Bros., city, on account: 5 bxs. Lemons, @ $5.40; 2 bunches Bunanas,
@ $1.50; 5 bxs., 54 ea., Gum Drops, @ 20¢; 5 lbs. Stick Candy, @ 18¢.

Sell Brown & Son, Hartford, on account: 5 bxs. Oranges, @ $6.10; 10 bxs. Lemons,
@ $5.50.

Remember to make out shipping receipt for above sale.

Receive of Lyman & Co., city, cash $42.50, to apply on account.

Deposit cash $80 in School Bank.
Prove the cash, post the books, and make Daily Statement. Cash in drawer, £15.20.

JUNE 6, 190-,
Receive cash, $50, of Newman & Son, city, to apply on account.

Accept Green & Co’s draft on you at four day’s sight for $358, on account. (B. B. ¢.J.)

Draw the above draft and have it signed by the teacher, after which accept it, dating the
acceptance to-day, payable at School Bank, and wmake the proper entries for the transaction.
Then hand the draft to the teacher. -

Sell Chas. W. Wilson, city, for cash: 5 bunches Bananas, @ $1.35; 3 bxs. Lemons,
@ $5.40; 2 bxs. Oranges, @ $5.85; 5 bxs., 5} ea., Gum Drops, @ 18¢.

Sell John R. Peck, city, on account: 5 lbs. Stick Candy, @ 17¢; 5 bxs.. 5§ ea.. Assorted
Candy, @ 23¢; 2 bunches Bananas, @ $1.40; 1 bx. Lemons, $5.50.

Sell Parsons & Co., city, on account: 3 bunches Bananas, @ $1.35; 1 bbl. E. H. Appes,

$6.75; 2 bxs. Lemons, @ $5.45; 2 bxs. Oranges, @ $5.85; 5 bxs., 5§ ea., Gum Drops, @ 19¢;
5 lbs. Stick Candy, @ 16¢.

Sell Newman & Son, city, on account: 2 bxs. Lemons, @ $5.45; 1 bx. Oranges, $5.85;
6 Pineapples, @ 10¢; 2 bunches Bananas, @ $1.40.

Pay cash, $3.50, for horse feed. (Ezpense %. Short extena this item.)
Buy of G. A. Raymond 1 second-hand office safe, and pay for same by check on School
Bank, 845. (Zzpense %. Short extend.)

Some business men prefer to charge such a purchase as the above to an account called Furni-
ture and Fixtures acct., while others prefer to charge it to Expense acct. In either case the result
{8 practically the same, as the property is inventoried at its estimated value at the time of making
s Balance Sheet.

Deposit cash, $65, in School Bank.
Pay cash, 815, for clerk hire for the week. (Skort extend.)
Add the short extended itemns and enter the amount in the expense column.

Draw cash, 810, from business for private usc.
Charge your own account for the above withdrawal.
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Prove the cash, foot the special columns in the Cash Book and carry the footings of these
columns into/'the/ ‘General columns, as shown in the illustrations, pages i1 and iii. Cash in
safe, §10.85.

Next balance and rule the Cash Book. (See 35, page iii, and form of Cash Book, pages
ii @nd iii.) Bring the balance down in Cash Book under date of the next business day,
June 8th.

Foot the time sales column in the Sales Book and rule that book. (See form of Sales
Book, page v.)

Post the books. Post the footing of the Sales Book and the footing of the Mdse. column
in the Cash Book to the credit of Mdse. account. Post the footing of the Expense column
in the Cash Book to the debit of Expense account. Post the other items as heretofore.
Make out a Daily Statement and hand to the teacher.

Now take off a trial balance of your Ledger in your Trial Balance Book.

JUNE 8, 190-,

Receive from Brown & Son, Hartford, their check on the Bank of Hartford, for $100, to
apply on account. (C..B.)

Draw up this check on the Bank of Hartford blank check, which you will find in your package
of business forms, and present it to the teacher to be signed. Treat the check as cash.

Remit Green & Co. your check for £300 to balance their account.

Make the check payable to Green& Co. Write them a letter stating that you enclose your
check for the above amount, to balance your account, and ask them to acknowledge receipt of
same. Fold the check inside the letter and enclose it in an envelope, properly addressed.

Receive cash $38.95 from Parsons & Co. to balance their account.

Pay E. Lane cash 815 for signs for store. (Zxpense. Short extend all expense items here-
after.)

Sell Parsons & Co., on account: 3 bbls. E. H. Apples, @ $6.75; 3 bxs. Lemons, @ $5.35;
8 bunches Bananas, @ $1.40; 5 bxs. Oranges, @ $5.80.

Sell damaged goods for cash 87 as follows: 1 bx. Oranges, 1 bx. Lemons, 10 Pineapples.
(C. B. only.)

No entry is required in the Sales Book for the above, as it is not a regular sale, and no bill is
required.

Sell Anson & Dow, Fairport, on account: 5 bbls. E. H. Apples, @ $6.75; 15 bxs. 5§ ea.

Gum Drops, @ 20¢; 10 bxs. 54 ea. Assorted Candy, @ 23¢; 4 bxs. Oranges, @ $5.80; 4 bxs,
Lemons, @ $5.40.

Sell Putnam & Wood, on account: 5 bunches Bananas, @ $1.30; 2 bxs. Lemons, @ $5.40;
5 bxs. 5§ ea. Assorted Candy, @ 23¢; 5 bxs. 54 ea. Gum Drops, @ 19¢; 1 bx.branges, $5.80.

Pay 1 week’s rent of store by check, $12.50.

Telegraph Boone & Cook, Batavia, to ship you at once by fast freight Fifty barrels Early
Harvest Apples; pay the charges on the message in cash, 25¢. (Eapense.)

‘Write the above message on the telegraph blank which you will find in your package of busi-
ness forms, limiting the number of words, exclusive of the address and signature, to ten. Tele-
graph companies charge a certain sum for transmitting a message of ten words or less to a given
_ place, and for all words over ten an additional charge per word is made.

Your message when written should be similar to the following :
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TELEGRAPH MESSAGE.

THE ' COMMERCIAL TELEGRAPH COMPANY.

PHILO M. BRCKLEY, General Manager. 8YLVANIUS CUMMINGS, President.
RECEIVER'S NO. TIME FILED. CHECK.
S e T st oyt e | Jeene &, 190~
To %)ama Z %aw{; .
—66;/;//1, al a;ua %d/ /}t’ /

Deposit currency $35 and “the check received from Brown & Son to-day. Bank charges
you 15¢ for collecting the check. Also leave Brown & Son’s acceptance at the bank for
collection. (Ck. B. and C. B.)

Itemize this deposit and deduct the collection as shown in the form on pageiv. Charge Expense
in the Cash Book for the collection on the check. Endorse the check in blank and also the draft
left for collection. No entry is necessary at this time for the draft.

Prove the cash, post the books, and make out Daily Statement. Cash in safe, $6.55.

JUNE 9, 190-,

Goods as per the following invoices have been received and found to check all right:
Green & Co., New York, Invoice No. 5, dated June 5th, 80 bxs. Oranges, @ $3.25; 75 bxs.
Lemons, @ $2.85; 5 bbls., 40 in ea., Pineapples, @ 6¢. C. B. Smith & Co., Buffalo, Invoice
No. 6, 50 bxs. 5} ea. Assorted Candy, @ 17¢. (See 62, page iv.)

Pay freight on the goods received to-day from New York and Buffalo by check favor Agt.
Inter-State Transpt. Co. The weight of the goods is: GOranges, 75 lbs. per bx.; Lemons,
75 1bs. per bx.; Pineapples, 100 lbs. per bbl.; Candy, 1 case, 275 lbs. Rate on fruit 15¢ per
cwt., and on candy 25¢ per cwt. o

Remember to make out freight bills and freight receipts for the above, as heretofore instructed. ‘

Receive cash $14.25 of Putnam & Wood to apply on their account.

Scll Smith & Van Dorn, Lockport, on account: 1 bbl. E. H. Apples, $6.75; 4 bxs.
Oranges, @ $5.50; 6 bxs. Lemons, @ $5.

Sell W. D. Oliver, city, for cash: 50 Pineapples, @ 11¢; 5 bunches Bananas, @ $1.35;
2 bxs. Lemons, @ $4.90.

Sell Lyman & Co., city, on account: 15 bxs. 5§ ea. Gam Drops, @ 20¢; 10 bxs. 5} ea.
Asso. Candy, @ 23¢; 10 lbs. Stick Candy, @ 16¢.

Pay cash $5 to Globe Publishing Co. for advertisement in Daily Globe. (Ezpense.)
Prove the cash, post the books, and make out Daily Statement. Cash in safe, $37.85.
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JuxE 10, 190-,
Pay cash $1.50 for shoeing horse. (Ezpense.)

The Apples ordered of Boone & Cook by telegraph on the 8th inst. have arrived, and are
invoiced at 5.50 per bbl. The invoice is dated June 8th.

Receive cash $118.50 of Lyman & Co. in payment of invoice of 3d inst.
Remit C. B. Smith & Co., Buffalo, your check for 132 in payment of invoice of May 30th.

Pay cash for freight charges on the goods received from Batavia to-day. Weight, 150
1bs. per barrel; rate. 15¢ per cwt.

Sell John R. Peck, on account: 25 Pineapples, @ 11¢; 5 bunches Bananas, @ $1.35;
2 bbls. E. H. Apples, @ $6.75; 2 bxs. Oranges, @ $5.50; 2 bxs. Lemons, @ $5.

Sell James Martin, city, for cash, 15 lbs. Stick Candy, @ 15¢; 5 bxs. 5§ ea. Assor. Candy,
@ 22¢; 5 bxs. 5§ ea. Gum Props, @ 19¢; 3 bunches Banm_las, @ $1.30.

Sell W. G. Mason, city, on account: 8 bxs. Oranges, @ $5.50; 3 bxs. Lemons, @ $5;
8 bbls. E. H. Apples, @ $6.75; 2 bunches Bananas, $1.35; 25 Pineapples, @ 11¢.

Deposit cash $80 in School Bank.

The bank credits you in your bank book for the amount of Brown & Son’s acceptance,
due on the 9th inst., less 25¢ for collecting the same. (C. B. and Ck. B.)

Have the teacher enter the collect_ion in your bank book, after which make the proper entries
in your Cash Book and Check Book. Charge the 25¢ to Expense. Treat the proceeds of the
draft the same as a deposit.

Prove the cash, post the books, and make out Daily Statement. Cash in safe, $80.

JTxNE 11, 190-,

Buy of Keller & Co., 1 Family Carriage, $150, and pay for same by check on School
Bank. (““Student’s” acct.)
The above is not for use in the business, hence it is charged to the proprietor’s account.

R. D. Lawrence pays his note, due to-day, in cash.
Surrénder the note, which is in your note file, when you receive the cash.

Accept Green & Co.’s draft on you at 1 day’s sight for $285.75, to apply on account.

Se’ll Horton Bros., on account: 15 bxs. 5§ ea. Asso. Candy, @ 22¢; 2 bbls. E. H. Apples,
@ $6.75; 2 bunches Bananas, $1.35.

Sell Newman & Son, on account, 2 bxs. Lemons, @ $5; 3 bxs. Oranges, @ $5.50; 1 bbl.
E. H. Apples, $6.75. ‘

Sell H. H. Strong, city, for cash: 1 bx. Oranges, $5.40; 1 bx. Lemons, $4.85; 1 bbl.
E. H. Apples, $6.60; 1 doz. Pineapples, $1.

Sell Anson & Dow, Fairport, on account: 10 bxs. Oranges, $5.50; 10 bxs. Lemons, $5;
4 bbls. E. H. Apples, @ $6.75.

Deposit cash $125 in School Bank. .
Prove the cash, post the books, and make out Daily Statement. Cash in safe, $40.35.
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JuNE 12, 190,

Parsons & 'Co. ask for d statement of their account. Comply with their request. (See
JSorm of Statement below.) :
A statement is an itemized list of
the debit and credit entries of an
account. Statements are usually
rendered on the 1st of each month.
City, June 12, 190-. and at such other times as it may
be necessary or desirable. State-
Messrs. Parsons & Co., ments are rendered monthly for
City comparison with the accounts on
v et ’ " the books of the parties to whom
In account with “ Student. they are sent. In this way, if any
errors have been made in posting
190-. Dr. these accounts, they are detected.
‘When a customer is dilatory in
: his payments, he is often reminded
To mdse. as per bill rendered, gg gg of that fact by the receipt of a
7} ) 76|50 14095 statement, containing a request to
— please remit.

You will now make a statement of
Or Parsons & Co.’s account, as shown
‘ by the accompanying illustration,
on the blank statement which you
June ﬁ By ‘c:zsh, gg gg 64|45  Will ind in your package of busi-
— 7650 Dess forms. Enclose the statement
in an envelope properly addressed

and hand to the teacher.

STATEMENT.

June

S ™ N

Remit C. B. Smith & Co. your check for the balance of your account.
See your Ledger for the amount due 8. & Co.

Receive cash of Horton Bros, in payment of the invoice sold them on the 5th inst.

Accept Boone & Cook’s draft on you at 8 days’ sight for the amount of their invoice of
the 8th inst.

Sell R. D. Lawrence, on account: 2 bbis. E. H. Apples, @ $6.65; 2 bxs. Oranges, @ $5.50;
1 bx. Lemons, $5; 24 Pineapples, @ 10¢; 1 bunch Bananas, $1.30.

Sell Brown & Son, Hartford, on account: 15 bxs. Oranges, @ 65 40; 10 bxs. Lemons,
@ $4.90; 5 bbls. E. H. Apples, @ $6.65.

Sell Hathaway & Son, city, on account: 15 bxs. 5§ ea. Gum Drops, @ 20¢; 15 bxs. 5§
ea. Asso. Candy, @ 22¢; 10 lbs. Stick Candy, 15¢; 2 bunches Bananas, $1.30.

Prove the cash, post the books, and make out Daily statement. Cash in safe, $76.25.

JuNE 13, 190-,

Receive from Newman & Son, their note at 10 days, payable at City Bank, for $70.15, to
apply on account.

Pay cash 86.25 for repairs on delivery wagon. (Zzpense. Short extend.)

Receive cash of John R. Peck to balance account.

Sell John R. Peck, on account: 15 bunches Bananas, @ 81.25; 24 Pineapples, @ 10¢;
4 bxs. Oranges, @ $5.35; 1 bx. Lemons, $4.75.

Sell Lyman & Co., on account: 5 bunches Bananas, @ $1.25; 2 bbls. E. H. Apples,
@ $6.50; 12 Pineapples, (@ 10¢; 3 bxs. Oranges, @ $5.35; 2 bxs. Lemons, (@ $4.75.




BUSINESS PRACTICE. xiX

Sell Putnam & Wood, on account: 3 bbls. E. H. Apples, (@ $6.50; 10 bunches Bananas,
@ $1.25;/7'bxs! Oranges)’ (@ $5.30; 3 bxs. Lemons, @ 84.75.

Accept Green & Co.’s draft on you at 3 days’ sight to balance account.
Pay cash $18.50 for clerk hire for the week.

Draw your check for the amount of your acceptance, $358, due at bank to-day, and your
note, $287.50, due at bank to-morrow (Sunday); total, $645.50.

In the body of the check after the words ‘‘ Pay to the Order of ” write my acceptance, $358;
my note, $287.50. This is to show for what the check is given.

In a few States of the Union paper due on Sunday is payable on the following business day,
but in most of the States such paper is payable on Saturday.

Deposxt in bank all the cash on hand. Take with you the check which you drew to pay
for paper due, and get back the paper when you deliver the check. Cancel the paper by
writing across the face of each in large letters, the word ‘“ Paid.” Leave your bank book
at the bank to be written up.

Draw your check favor of teacher for the amount to your credit in the bank, and hand
to the teacher. (Student’s acct.)

Prove the cash, foot and rule the Cash Book and Sales Book, and post the books. Make
out Daily Statement and hand to teacher.

Yon have received an offer from J. B. Whitbeck to purchase your stock of goods, good
will and fixtures, and in anticipation of accepting the offer you have had an inventory taken,
which is as follows :

INVENTORY.

MERCHANDISE.—30 bxs, Oranges, @ #3.25; 45 bxs. Lemons, @ $2.85; 28 Pineapples,
@ 6¢; 15 bxs., 5 lbs. ea., Asso. Candy, @ 17¢; 10 lbs. Stick Candy, @ 12¢; 10 bxs., 5 lbs.
ea., Gum Drops, @ 15¢; 25 bbls. E. H. Apples, (@ $5.50; 15 bunch. Bananas, (@ 90¢.

ExpPENSE.—Office Safe, $45; Signs, $15; Stationery, etc., $3.
Horse AND WaGoN.—Horse, $90; Wagon, $70; harness, $15; blanket and whip, $3.50.

Now take a Trial Balance, and make a statement of Resources and Liabilities, and Losses
and Gains. Your net gain is $659.78.

You have accepted Mr. Whitbeck’s offer, and he is to take possession on Monday next.
He is to assume all outstanding obligations, and all debts due you are to be paid to him.
You will therefore prepare to hand over the books and papers of the business to him.

Endorse in full to J. B. Whitbeck the Bills Recelvable which you have in your Note File.
(See form of full endorsement, page 36.)

Next close all the accounts in your Ledger, and bring down the balances. Then hand
your books and papers to the teacher.
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QUESTIONS.

What practice is this exercise designed to give the student ? What is it designed to
illustrate ? What books are used in this set ? Describe the Sales Book and explain its use.
How are Cash Sales entered in this book ? Time Sales? How is the posting done from
this book and when ? In what way does this save labor ? How does the Cash Book in this
set differ from the Cash Books used in the preceding sets ? Explain the uses of the special
columns in the Cash Book, and state what advantage is obtained thereby ? When is the
Cash Book in this set posted and how ? How is the Cash Book balanced in this set ? De-
scribe the Check Book used in this set, and describe its nse ? How is the Bank account
kept in this set ? In proving and balancing the Cash Book what is done with the amount
in bank ? Of whom do dealers buy their goods ? How are they transported from the buy-
er’s place of business to that of the seller? What are the parties who transport these goods
called ? Who pays the charges which they make for their services ? What is an invoice, to
whom is it sent, and'when ? When should an invoice that is received be entered ? When
should an entry be made for cash received, and in what book ? At least how many times
should money be counted when received or paid out ? Whet is said about getting and giving
receipts for money paid or received ? What should a receipt show ? How would you fold
and file an invoice ? Explain how you would make a deposit in a mercantile bank ?
Describe the Bank Book and explain its use ? When should a blank check be filled out ?
In what book and on which side of the book should an entry be made when a check is drawn ?
Describe a Freight Bill and a Freight Receipt and explain their use ? What is a Shipping
Receipt and how is it used ? How do you count paper money ? When a draft is drawn
upon a customer, what does business usage require ? What is a telegram and how does it
differ from a letter ? What is & Statement ? Describe its form ?
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