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ELEMENTS OF BOOK-KEEPING.

A COMMERCIAL COURSE OF INSTRUCTION.

I. PALMER'S ELEMENTS OF BOOK-KEEPING, embracing Single
and Doubls Entry, with s great variety of examples for practice.

I, KEY TO ELEWENTS OF BOOK-KEEPING, embracing the cor-
rect figures throughomt, in order that any srvor in the fignres of the
learner’s work can readily be detected by the examiner without loss
of time. .

HI. THE ACCOUNT BDOKS FOR PRACTICE embrase five num-
bers ndapted 4o the course of instruction, with models in penmenship,
and coet but littls more then writing-books of the same slze and guality
of paper. The books are sold in Seés or In eingle numbers ; and where
they are used & less number of writing-books will be required. Duplicates
can be gupplied, The blank account books are the following :—

¥o. 1. A Ladger tor Cash and Personsl Accounts, with Instractions,
questions, and suggestions to the learner.

No. 2. A Ledger for Gain and Loss Accounts and Pinancial Btate-
menty, with insirctions, guestions, and saggestions to the learnar.

No. 8. Single Emtry Sets of Books, with imstructions, questlons,
and soggestions to the learner.

No. 4. Jowrmal tor Double Bairy, with instructions, qnestions, and
suggestions to the learner,

No. 5. Ledger for Double Entry, with instructions, questions, and
suggestions to the learnar.
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PREFACE,

Tﬂmmmdmwmdmnmhjmﬂhm:d
have much to do in forming the habits of young people. Money,
or the want of it, is so grest a factor in life, that to overlook it at the
beginning. is to embarrass a lifetime.

A contented porson, whose income execeads his ontlay, is rich; bob
saother, elthough his ncome be many times grester, if his ontisy execeds
it, s poor. Ome is om the way to competency, and the other to poverty,
If children begin early to kesp & business reeord, the habit will become
fived, and the promise of usefulness inereased; *for the philesophy
which affects to toach us & contempt of money does not run very deep . . .
for if we take sccount of the virtues with which money is mized wp—
honeety, justics, gencroaity, charity, frogality, forethought, self-sacrifice
—and their correlative vices, it I8 o knowledge which poes near to cover
the length and breadth of humanity ; and & right measure and manner
in goiting, saving, spending, giving, taking, lnding, borrowing and
bequeathing, wonld almost argue a perfect man,”

4 courge of study which docs not embrace the spplication of writing
und arithmetls to business affairs is defective, and will, sooner or lster,
lead to disaster. The merchant hes tried young men gradusted from our
schools, and fonnd them unsble to write a legible hand with facility ;
incapable of applying arithmetic with accumcy ; ignorant of the prin.
eiples and practice of book-keoping ; and his experience is repeated with
many of our best gradustes. Thelr swkward penmanship and ancertain
arithmetic, applied to book-keeping—r subject which they do not under-
gtand—have placed them at great disadvantage, and the qualities, uses,
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and prices of articles bought and sold, add to their confusion. They can
solve difficult problems in mathemsatics, anslyze sentences in grammar,
&eo., but the qualifications which constitute fitness for buginess are nnde-
veloped, and they must plod on under the weight of nesdless difflenltiea.
The merchent cannot be meater of his mitustion unless he understands
the principles and details of accounts. The truth is well establighed,
thai more than ninety merchants in every hundred become bankrapt;
that abeat half of all the estates gsitled are found insolvent ; and that
the chief causes are neglect of an early business training, ignorance of
the gualities and prices” of goods, want of industry in the occupation
choeen, and expensgive habite of living.

Hahits of method and acouracy, with thelr moral end restrifning
influences, lia at the foundation of character and suceess. Our exerfies
for practice in book-keeping, are educational and progreasive ; giving the
cash scconnts of children, clerks, families, treasnrers and others, in order
to induce an essy and sgrecable habit of accounting : comparing moneys
received with theee expended ; outlays with returna; and showing, st all
times, exactly how one stands with the world. The exercises also com-
prise the tranpactions of farmers, mechanies, and merchants, The busi-
ness-like applieation of penmanship and alomentary arithmetie will be
found prodoetive of many excellont resnlts. The creation and care of
wealth, form the prineipal amployment of mankind, and scconnts record
tho means, changes and results. Many of our exercises imprees the
well.egtablished fact that promptness, chearfolness, trothfolness and
honesty are smong the essential qualifications for business.

The eash, personal and other kinda of accounts aro taken as separate
elaments, and the offies of aach in tanght and applied. This is not & book
of forms only, but one of principles and practice. It is not limited to the
making of entries by & book-keeper, but compriees fundamental ideas
esgential to all persons who receive and expend money. Each and every
separate transaction will, at once, sugpgest the account to which it should
baposted. This reasonsble basis of instruction avoids thoss speclons and
oocnlt rales about giver and receiver, owing and belng owed, recalving
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valuo and giving value, &o., which overlook the purpose of each aocount.
It 1s more than twenty-five years since oer '* Treatise” on double emtry
book-keeplng was first published, and =s it is still used in slmost every
public sshool in the city of New York, and in the Normal College, we
ghould axpreas onr gratification with the unexpected snccess of that work
in the apper elaseed of schools and acsdemies. The present work, how-
ever, is dealgned for quite another purpess, It haa been ressonably esti-
mated that abont nine persons in every ton keep thelr acecunts patinfac-
torily, by single eniry ; and, as the present work is designed for popalar
use in all intermediste classes of our common pchools and seademios,
mdmsinglesntryln]nthﬂﬂhﬂhmiﬂmlnﬂlﬂu!udq:untm.“
have given the requisite space to eingle sccounts, single entry, financial
statementa, &o. The purpose end office of the same accounts being
identical in both, double eniry naturally follows single entry, and we
]ﬂﬂmimlﬂﬂlnnync!ﬂamn&!pﬁl&plﬂ. On tha contrary, we
huve given in this little book, more doubls entry ses of books than we
have peen ip any one of the more pretentioms works npon the sabject,
Each set is concise; and the learner doep not, therefore, bacome weariad
before acriving at satlsfactory results. Qur chief labor has been to prune
and consolidate our matter, and make it suiable for & pchool-book. Tohave
filled up our book with extensive and tedious forms, to the extent of one
thousand pages, would have been & moch easier tagk,

Astention i8 called, in the very beginning, to the names, qualities,
varieties and prices of articles bonght and sold. The condition and
changesableness of prices are diecussed ; and, in sddition to the mere
record of the franssctions, we entourage throughout our entive courme
of instruction the personal examination of articles and their ever-varying
qualities and prices. When the pupils in our common schools snd scade-
mies have mastered and written out the exercises of this book with
neeuracy, nesiness snd dispateh, the foundation of & commercial educa-
tion will have been established, and much valoable diseipline snd knowl-
odge socured.

Yowzems, N, Y., May, 1378,

JOBEPH H. PALMER.
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ABBREVIATIONS AND SIGNS.

Marcant!le Houses neeally have privals marka {ndicsiing, in eipher, the purchesing
and selling prisas of thelr goods. Bome word or phrass of ten letbers is writien amid
preeorved on tho cipher-key. Thue i —

r 8 p u b 1 i ¢ & @0
1 2 8 4 5 8 7T 8 8 90
@ ¢ o A o |l A& il VvV X

Then will 1l ornil or AL demote M : rp b, 185, &c. An extra leiter, g for axemples,
ealled o repegier, 12 need when a letter fs repested ; 83 b 4 & for &% & written b a g.



