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PREFACE

As teacher of Bookkeeping I have found that papils taking
up the eubject find & diffionlty in gresping the practice of
Bookkeeping.

In the following pages I have tried to set forth in the clearest
and simplest manner possible the rudimenta of the subject,
taking each book separstely, and showing by minnte examples
how each transaction is dealt with, pointing out the why and the
wherefore, and from pure reasoning arriving at the correct
polation,

From the very firet I have ventured to sssume that the
student knows nothing of the subject, which from experience
I congider the only way to deal with the pupil eatisfactorily.

Bookkeeping being chiefly & matter of practice, I have been
particnlar to insert meny varied exercises, all of which the papil
shonld work throngh, being careful to remember that the
necessary qualifications to good Bookkeeping are—

Neatness,
Accuracy,
Hpeed.

Neatness I put in the first place, as withont this it ia
impossible to be sconrate,

A great number of persons anxious to know how to keep
Books, think it unnecessary to learn * Double Entry.” The
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vi PREFACE

term “Donble Entry "™ seems to fill them with an nnknown
horror. It i & great mistake to congider this system of Book-
Eeeping a marvellons intricabe mase ; on the contrary, if the
reader will stody the foundation as setout in the following pages,
he will see what a simple process thiz “ Double Entry™ is, and,
having worked thromgh the book, will be epabled to undertake
and adapt, keeping in & concise form, any set of books that may
come his way.

The student should work up to the standard of the Society
of Arta, for which purpose I have included the Elementary
Examination Papers st the end of Part L, and the Intermediate
Examination Papers at the close of Part IT.

BEATRICE BRACEENEURY,
28, WeenmmeTER Pavice Gannems,

Lomoox, B.W.
August, 1008,
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PART 1

CHAPTER I
CASH BOOE—PETTY (ASH BODK—POSTAGE BOOK
Tug first question that arises is “What is meant by Book-

keeping 7"

e%unk-kﬁ&piﬂg is & system of keeping accounta‘on s sonnd and
simple basis, the oh{wt-a of kwpinghauch books being to show
the amount of capital & man has in his business, the snm owing
fo him, the amount he owes, and whether he {3 makifg a profit
or ia losing on his business.

It is of course most essential that these Books be kepk abso-
lubely mrret:t-l‘y, a8 if otherwise, it is waste of time, it being worse
than nseless if entries made cannot be relied upon. .

There are two kinds of perzons necessary to business, the
Debtor and the Creditor—as without & Debtor there cannot be
a COreditor. This is clearly seen, for no one can ewe money (thus
being & Debtor) unless they owe money /o some one (who must
necessarily be the Creditor). Therefore the whole system of
Book-keeping deals with the Debtor and the Creditor—

Dabtors being those who owe money to the business ;

Creditors being those who are owed mouey by the business.

The system of Double-Entry, which, is dealt with later, in nsed
88 being the quickest and most relisble way of mrtaini’ug how
s man stands with his Debtors and Creditors—and to be able
to show ab sny given period the exact value of his bosiness.

There are two mides of every account, the debit, the left hand
gide, the credit, the right gide, and the difference between
the fotal entries of these two sides is called the Balaneca, If the
debits are greater the balance in termed a debil Balancs, if the
credita are greater then it is a credif Halance. 1f the debits and
credita are equal, then the apoount is said to Balanes.
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