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PREFTACH.

A TEXT-BOOK on book-keeping, compaect in form,
moderate in price, embodying all the most recent im-
provements of the counting-room, and adapted to the wants
of sehools as well as to the needs of ordinary business,
has long been a desideratum. The work now given to the
public geeks to meet this demand.

In order to fit the book to the purposes of school in-
strnetion, no labor has been spared to remder the prineiples
of the science clear and simple; to unfold them in a pro-
gresgive manner ; and to apply them in new and varied
illastrations. It has been the aim to produce a working
text-book, in which the study shall be stripped of needless
difficulties, and the essentials of practieal book-keeping
set forth in a way which, it is hoped, will be found easy
both to learn and to tench.

In addition to its school use, this manual is intended
to furnish practical instruction, not only to the wholesale
merchant, but alzo to the farmer, the mechanic, and the
retailer,  To those in the cecupations and lines of business
named, it i3 believed that it will be a recommendation of
this work that in it only such terms as are in universal and
constant uge among buginess men are introdoeed ; that
unreal and improbable tranzactiong are avoided ; and that
the whole aim and purpoze of the work is to exemplify
book-keeping in #se ag well a8 in theory.
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Blank books, esnsisting of a Tay Boolk, s Joornal, a Ledger,
anid Auziliary Books, have been prepared oxpressly for this work.
They are properly ruled for writing all the ezamples it contains and
have the author's directions to teachers printed upon the covers,




BOOK-KEEPING.

SET L—SINGLE ENTRY BOOK-KEEPING.

ILLUSTRATED BY A SET OF BOOKE BHOWING THE METHOD OF
ASCERTAINING PROFTTE AND OF CIIANGING SINGLE
ENTRY INTO DOUDLE ERTRY BOOES

1. This illustration of Door-kexeive uy Sivewe Exrry is given solely
for the benefit of moechanics, farmers, tradesmen, anil others who desive
oy a suflicient knowledge of aceounts to keep the Dooks of a small
business in which the more acenrate aud scientifie Donble Entry is not
vequired, The pupil who stodies the Doable Entry need only give this
A carefal perusal, as the prineiples are very simple, and more fully em-
bodied hereafter in the Double Entry seta.

2. The principal Books used are—

The Cash Boolg, which shows the receipt and payment of all
WONEY.

The Day Boolk, which is a complete record of all transactions

written in the order of their oceurrence, with fuil particulars of cach.
i



EI'T IﬁSHﬂ GLE EHTRE BOOK-KEEPING.

The LE{II’HEI', Whlﬂh ia usud for condensing and elassifying the
transactionz recorded in the Day Bock.  1¢ containg an account for every
person you buy from or sell to. Your dealings with cach, although ex-
tending over a long poriod of time, and entered on many different pagos
of your Day Boolk, are here ecllected in a small space on one page,
ander the individvals or firms named. It thos epables vou to readily
azcertain the amount duce to you From any firm or individual, without
going over your Day Dook and sifting its contents for each debit and
eredit,

4. Dther auxiliary Books are nsed, but they vary in number aceord-
ing to the requirements of the bosiness. We will not atteinpt a deserip-
tion of them or their uses here, as we desive to make the intreductory

set ns simple as possible.

The varions Books that are bound together

lere for conveniones arve, whon used in business, bound separately,

RULES FOR DEBITING AND CREDITING ACCOUNTS,

Ques, I, What ia the Ilnle for
opening your Books when you are
alono in business 1

Fuer, 2. What iz the Hole for
opening Books when twe or more
persons are partners§

Ques. 8. What is the Role for
debiting the accounts of persans von
sell tof

fuer. b What 15 the Lole for
crediting the accounts of persons
vou sell to?

Ang I The Steck decount, which
represents myself, must be croditod
for all that 1 possess, and debited
for all that I owe.

Ans, 2, Eaclh Partier's Aecount
must be eredited with what he pays
in as capital, sl debited with what
liee owes and draws out,

Ang, & When they get into my
delbt I delit thomn for the amount,

Ans, §. When they get out of
my debt I eredit them for what

they pay or cease to owe me.



SET IL—SINGLE ENTRY BOOK-KEEPING.

Ques. 5. What is the Rule for| .Ans. &, When I got info their
erediting the accounts of persons | debt I eredit them.
you buy from
Ques. 6. What is tho Bule for| Ane . When I got out of their
debiting the necounts of persons you | debt T debit them for what T pay
boy from? or ceasc to owe them,?

1. When a discount or dedietion i3 made by another for you, or by
vou for another, sueh dizeount must be ineluded in the debit or credit on
vour books, just the same as if it were cash, If you allow n discount,
the person who pays gets credit with what © he eeases to owe,” which s
the mmount of the cask paid, and the dizeount allowed. Tf a person
allows yon a diseount, you must, by the rule, debit im with what yon
“poase to owe "—whieh in this case is the amount of the eash paid, and
the discount allowed, Sec Day Dook entry Dec. 1, and questions 1 and
2, v 11, where vou ecase to owe, and debit Havemeyer & Co. with 300,
when the amount paid was only 8204,

DIRECTIONS TO TEACHERS,

1. After the stndent bas committed to memory the foreroing rules,
let kim write up the Dey Book of this set for the month of October. s
form is so simple, and each teanzaction iz reeonded in such plain terms,
that only a few divections and explanations are required ;

The figures in the left-band marginal cohimn, whieh is headed © Ledger
Folios,” must not be copied with the rest of the Day Book, but are to be
inserted afterwards, when the contents of this Bool se posted or trans-
forred to the Ledger.  For justavee; the fivsl entry of the Day ook is
taken to the credit side of Btock Aceount in the Ledger; then to show
on what page of the Ledger the Day Beok entry has been posted, the
folio or pago of the Ledger that the ¥ 5Stock Account® is on must be

T



