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PREFACE

Taw manual is intended to aid the teacher in deciding upon
a plan to be adopted by him in conducting his classes, and to
furnish such supplemeniary exercises aa maey suggest a series of
valuable review topics for speciel class drills and ecessional dis-
cussions, All the work pgiven is of a suppestive nature, and is
not intended to be in conflict with any particular method of any
teacher. For convenisnce, the matter furnished is divided into
exarcises, but thess exercises will be found to be susceptible of
such medifieations as the teacher may see fit to make.
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SUGGESTIONES FOR USING “ACCOUNTING AND
BUBINESS PRACTICE™

Familiarity with the Text. — It is very desirable that the teacher
who uses Accounting and Business Practice should familiarize
himself with the plan and scope of the work. As far as possible
e should have all the details which he will expect the student to
carry out well in mind, If he has the fime to write up the work
in advance of his pupils, B0 much the bettor; but if he has a
thorgugh knowledge of bookkesping, this will not be absolutely
nacessary, as the text itself gives clear and definite instructions
with regard fo the marner of making all records, ete.

The deaign of the text is to aequaint the student with modern
business forma and documents, aud by a variety of transactions
to illustrate approved methods of doing business and recording
husiness transactions. The work will be found to be well graded.
In the introductory sefa the transactions have all been made as
simple 8z is consistent with good business practice. In the inter-
mediate pertion of the work new and more diffieult transsctions
are introduced. The invoieing, the bank work, and cash-book
work are made especially heavy in order that the most appraved
méthods of large business establishments may be illustrated, and
thet the qualities of acouracy, rapidity, puncluality, and self-
reliance may be cultivated. In the advanced portion of the work
the single entry method is explained, and aceounting as applied
to corporations, manufactaring establishments, banking institu-
tions, ete., is illustrated.

General Methods.— In =sll the duties performed, the teacher
shounld accept nothing but a high grade of work, He should see
to it that the students are, first of all, provided with proper
materials. A good supply of red and black ink should be
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available for every student; two good penholders should always
bo in readiness for immediate use, one of which should always
be used for black ink, and the other for red ink. Good pens
should be liberally supplied, and the student should never be
allowed to write with poor ones. Good mechanical work can-
oot be accomplished without a good ruler. Thia should be at
least fifteen inches long and not less then a gquarter of an ineh
in thickness, with & bevel edge. A good clean blotter should
always be at hand to keep the pages of the book from becom-
ing soiled. Mo student should be allowed to do any work upon
the blank books mntil he is able to do the work nestly and
accurately. Loose sheeta should be used until he has formed
some of the essential habite of high-grade accounting, From
the outset the teacher should insist upon good, legible figures
and some uniformity in the size and proportions of the capitals,
small letters, ete.

Different Adaptations of the Work. — Accounting and B
Practice is unique among bookkeeping systems in that it readily
adapta itself to the requirements of classes and echools of all
kinds.

First. Tt may be nsed for a mere theoretical presentation of
the subject of accounting, in which case only the text-bock and
blank books should be wsed.

Second. It may be used in the presentation of the modified
syetem of business practice, in which case the text-book, blank
baoks, and blank business formas should be used.

Third. It may be used in the presentation of the complete
system of business practice, in which case the text-book, blunk
books, blank business forms, and representativa money should be
used in connection with well-organized school offices.

Fourth. The work is so divided that the teacher may use a
portion of the text for a theoretical presentation of the subject,
a portion for some modified system of business practice, and a
portion of the work for some complete system of business prac-
tice. Every teacher of originality has ideas of his own, and the
text-book ia designed to furnish memoranda that may be used by
him to accomplish his ends in any particular direction.
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Theory. — Some teachers may prefor to present only the theo-
retical side of accounting in the schoolroom. Accounting and
Business Practice is well adapted for such a course of study.. It
is complete in itself, not being dependent upon cutside vouchers,
and gives sufficient material for showing the book records of the
smallest business houses up to the complex records of wholesale
jobbing, maoufacturing, aad corporation aceounting. If the
beok is used merely for the presemtation of the theoretical side
of aceounting, the business forms outlined for Bets II1 to VII,
inclusive, may be omitted and referred to only aa the memoranda
requires it in the course of recording the wariouws transactions.
The authors do not advise the purely theoretical use of the text
book, but they are mindful of the fact that the conditions govern-
ing soms schools are such as to make it impractical to try to
carry on & satisfactory aystem of business practica. In this con-
nection might be mentioned night schools and other schools with
similar equipment and governing conditions.!

Modified System of Buosiness Practics, — Sets ITT to VII, inelu-
sive, of the text are arranged for a system of business prac-
tica. In schools where there is ne good office equipment this
is the plan of business practice which, in the majority of cases,
should be carried out. The text-book iz so arranged that the
modified system may ba conducted with very little effort on the
part of the teacher and with the most eatisfactory results to
the student.

Any achool can make provision for a modified system of business
practice.  All that is necessary is to arrange a desk or table with
eonvenisnt drawers or compartments for filing voushers and other
material, for keeping representative money, ete. The students
may be required to take turns at serving at this desk. Generally
speaking, it would be well to have a student remain in charge of
tha desk for at lesst one wesk at a time. In this way, out of a

LIn the intermediate portion of the work, where any set 1s used for
theory only, the tescher should get o supply of invoice blanks for uss
in the invoice book. Bixteen Invoices are required per student for each
of the thres intermediate sets. Thess involese may be obiained of the
publishers,
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elase of twenty-five no one need be called upon to serve oftener
than once in every three or four months., At this desk Jet all
the deposits be made, and require the student in charge to enter
them in the pass books. Here, alao, receipts and psyments of
money should be mede, bills of lading, etc., signed. No books
of record need be kept, the students simply going to the desk for
the performance of such transactions as require & second party.
H it is found that one student cannot take care of the work of
the clase, two, or even f]mm,.mny be selected to have charge of
such work. If more than one student iz selected the work should
be 8o classified that each hoa a particular office to perform. For
instance, one may be delegated to take care of the bank work,
receive deposits, accept notes for discount, maka proper entries in
the pass books, balanes the paas books, verify bank accounts, eto.
Another may be appointed to look after all reecipta and pay-
mentz of cash on acecunt, to keep under proper lock and key the
representative money of the school, to sign freight receipts and
such other papers am require the signatire of a second party,
verify amounta on invoices, ete. If the class iz small the teacher
may find time to leok after all this work himself, in which case
he should have some definite place for the placing of deposits,
chacks, and all materials relating to the bank work, so that there
will be no delay in transacting such business as may require the
ervices of a second party.

If students are placed in chargs of the desk work all papers,
eta,, should first be passed upon by the teacher. The student in
charge of the desk work should receive no papers that do not
bear the O.K. stamp of tha teacher. The students, in doing
business with the one in charge of the desk, should first present
their work to their teacher for approval. He should examinae
overy document as to its accuracy, mechanical arrangement, ete.,
aud by some sort of stamp provided for that purpose mark the
work in such a way that the students who are assisting him may
readily see that the papers have his approval before they aceept
them. A system of office practice that is ideal in every particular
may be developed along this line by high schools with no affica
equipment. Of course, where there is office equipment the desk



SUGGESTIONS vii

plan should be abandoned, and the student or students put in the
offices to handle the work just explained.

The text-book outlines a plan for preparing the incoming
vouchers for use in connection with the various transactiona.
After long experience iu the schoolroom, the authors have dacided
that this is the most satisfactory way of baving vounchera reach the
student, as they come info his possession for use eomplete in
every detail, — place, date, ete, In other words, they are in just
the form that he would handle them in actual business.

When the vouchers are being prepared they may be written up
as an exercise on business forms. Here is where the teacher
ahould give emphasis to some of the important things relative to
checks, notes, drafts, invoices, etc. He should see that every
paper is made out correctly in every detail. The accuracy of
amounts, ete., may be verified by one of the students in charge
of the office work. The teacher, of course, should have an eya on
all this checking, and should hold some one responsible for any
error which may be overlooked. An examination of business
forms with a critical eye will be found of help to the student.
0Of eourss, do oot keep any one student too losg a time &t such
work. Assign work of this kind to & particnlar student for &
defimite time.

Before the forms are filed away in the envelope for incoming
vouchers, thay should bear the O.E. stamp of the teachor. The
envelope of incoming vouchers may be kept by each student
or by those in charge of the desk or office practics. On the
whole, it is considered best to let each student have charge of
his envelops of incoming papers after it has been approved by
the teacher. The teacher may make such provision for the out-
going papers a8 he sees fit. All ontgoing papers should bear his
stamp before they are filed awey anywhers. In the majority of
cases it will be found best to provide each student with an envel-
ope of legal size, and instruct him to place in thia all outgoing
papers after they have been properly O.K.'d. T the teacher
thinks best he may require that all outgoing papers in the nature
of ehecks, ete., may be put in & separate envelope for readiness in
writing up the pass books ai the close of any definite period.



