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PREFACE.

To & commercial community & knowledge of Book-keeping
ig of vital importance. The suocess or failura of &
business man depends to & great extent npon an exact
knowledge of his afiairs, and this can only be obtained
through & scientific eystem of keeping his nocounts.
But the subject hez s much wider application. Pro-
fessional men, artisans, farmers, houselkeepers, &oc., all
require to keep aceounts, and an clementary knowledge
of Book-lreeping may thercfors be said to be necossary to
persons in all positions in life.

Ap a subject of school instruction Book-keeping has
not received that attention which it merits, It is fully
equal to any other of the sciences sz a means of intel-
lectual discipline. In its study pupils ave constantly
called upon to spply the principles of the comumercial
rales of arithmetic to examples of business transactions.
It affords practice of the best kind in penmanship, It
encourages habita of nestness and of accuracy, which are
of eesential importance to the student whatever his
future corupation may be

The comparstive neglect of Book-keeping in schools
appears to be due to the want of a texbbook giving s
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seientific treatment of the subject in familiar language,
whils leading the pupil by gradusted stepe from the
known to the unknown, snd furnishing exercises to
illustrate principles and to test the student's Enowledge.
Book keeping is too frequently tanght by making the
pupil copy long seriea of transsctions from his beol,
requiring him to work for days and even weeks at a
singls long exercise where the transactions wre to a great
extent of o similar nature, and then calling upon him to
go through an extended and complicated series of
operationa the reasons and vhjscts of which have not been
explained.

Inatead of following this time-henoured plan, 2 different
method ia here adopted. One portion of the sohject ia
taken at & time, & clear explansiion is given, a short
cxpreise of o varied character ia worked out as an example,
and fully illustrated, and similar exercises are given to
be worked by the student himsslf with the help of the
modsl exercise. Questions for examination are appended
to each soction, and written answers to those, ag well as
ths working of the exercises, may be required from the
pupils as homs exorcises. A gradusl progress is in this
way made from one gimple account to the management of
more complicated accounts and ledger work., Throughout,
the study is treated intellsctuslly. The ressons for all
the operations are carefully given; and the student at
each step is called upon to think for himself and to apply
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the principles he has lsarned to the axamination of other
transsctions,

Teachers will find that #f treated in thin way,
Book-keaping will not prove the dry, repulsive, complicated
subject it is usually regarded by students. They will on
the contrury engage in ite study with cagerness and
pleasure.

It haa bean objected that the systems of Book-keeping
in use are 80 nymergys that it is impossible in a single
work to give an account of all, and that conssquently a
book-kesper has to learn for himself the particulsr system
of the establishient in which he is employed. In reality
there is but one gystem of scientific Book-keeping, and a
studsnt who masters ite principlea can readily make
himeelf familiar with any modification of the general
syetemm.

The present elementary work consista of two paris.
Part L is intended for begivnera, Tt covers the examing
tivns in Boolckeeping in National Bchools wp to and
including the second stage of the fifth class, Part IL is
guited for advanced gtudents, and may be used in
preparation for the examinations of the National Board of
Education, of the Imtermediate Board of Education, of
the Bociety of Arts, and for the Clivil Bervice examinations,

Book-keaping ia one of the subjects in which the
suthor lectures to the students in the Training College
of the Commissioners of National Education, and he has
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had many years' experience in ita teaching. He hss
consequently reason to hope that the present worl will
bo found usefol and practical,

Bpecial attention hag been paid to the arrengement of
the sceounts and to the type in which the work is
printed,

DubLiy,

February, 1880,



INTRODUCTION.

TO THE STUDENT.

I¥ real business a morchant's books should be written
plainly end neatly, and should be free from blots and
erasures, Soraping out or obliterating an entry might
give rise to the suspicion of frand.

Stndents of Book-keeping should therefore cnltivate
habita of neatnees and sccurscy, and in working their
exercises they should siricily carry into practice the
following roles :—

{#.) Tho handwriting should be compact, free from
fourishes, and with every letter distinctly formed,

(b} Figures should be eorrectly made, and should
bo placed in the money columng so that unite
may be under units, tens under fena, &e.

{o.) Care should be taken to give names, dates, and
other partioulars with perfect acoursay.

{d.) No erasurea should be made. Errors msay be
corrected by drawing the pen neatly through the
words or figures that are wrong and making a
fresh entry either after or above the wrong one.

{#.) The axercise books shonld be neat and clean and
froe from blota,

The firet requisite in & good book-keeper is acourasy,
the second i negness. If in addition he can do his
work quickly nothing more is to be desired.






