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PREFACE.

TueRe ase two kinds of book-keeping — double-entry and single-entry. In
the former, things and property are personified and become debtors and cred-
itors in the same mooser as persons; while in the latter, accounts are kept
only for persons, who alone have acepunts in m book called a Leger, and he-
come debtors and ereditors a5 they owe ua or we owe them. They are both
very useful branches of practical knowledge, and deserve attention,  Double-
entry has received alarge share of attention by authers who have written on
it, but it appears that single-entry has not; for among the numerous sysiems
that have of late been published, not one is an attempt to improve single-
entry. This state of things, however, is oot peculiar to this subject ; we often
witneas neglect where attention is most needed.

L have not attempted o improve the sir'lgl&-ﬂmry methad of keeping ac-
eounts by somplicating it — by rendering it balf double and half single. No;
it is still simple single-eniry book-keeping, and I assure my readers they will
find it such.

That methed of keeping aceounts eommaonly denominated single-entry hus
always possessed one great fault or defect, ¥iz., inability 1o prove that the ac-
counts were free from errors.  In consequence of this deficiency, innumerable

. errors may pass for ever undiscovered, perhaps to the great pecuniary loss of
the person in whose books they exist.

My aim in this book haa been to hanish from the siogle-enwry method that
great and other small faulis, and to place hefore the public a eriterion for the
simpler method of keeping accounts, so that it may be tanght to advantage in
schools, sinee it is eo moch practised cut of them ; and that it may be practised
with better success by those who chooee to adopt the method of single-entry in
the aceounts of their business,

The first improvement is the proof or Trial Balance: the absence of a proof
has been the well-known objection to single-entry. It can not now be urged,
for it is cancelled in ibis volume, Accounts can be kept by single-eniry and
proved or balanced monthly, guarterly, or yearly, with the same precision
as in dowble-entry. The plan proposed in this system enables us to prove that
every sum in the Leger is posted corvecily ; that every column, long or short,
is added correcily, and that every balance is correctly siruck or obtained. This
procf is as conelusive a3 the proof in the soience of double-entry book-keeping
— the difference being, that in double-entry the Leger containe more accounis,
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vig., accounts for all our property, as well as of the persons whom we owe or
who owe .

In the pecond place, I have introduced the common ascount-books so neces-
sary in every business, given to them definite forma and rules, and filled them
with mercantile fransactions —not transattions unecnmected and improbable,
but regularly-connected incidents, eneh ae would be produced by the saturel
routine of business. Let it not bo imagined that simply buying and selling
merchandise are all the tropsactions that oceur in business, becanse they are
far short of i A merchanc buys, sells, receives payment, pays, borrows,
lends, exchaoges, draws, aceepls, and performe many other transactions, most
ol which would be materially changed by a elight variaticn in the conditions.
[v sy, therefore, be apparent, since book-keeping is the disposition of busi-
ness transaciions in certain account-books, that there is mo efectual method of
teaching hook-keeping but that of condacting the popil through & variety of
business cransactions ; by his making the entries of each ae it occurs, and be-
coming familiar with the account-bocks from frequently using them.

The importanee of & comprehensive variety of business is not egualled by
anything in making up a course of practice for the student to pass throngh ; it
is as impossible to learn book-keeping without a sufficient variety of transac-
tions, &8 it is to learn to swim without a sufficient quantity of water. If oo
business wransactions are presented, no ideas of book-keeping can be commu-
nicated.

Even with its, deficiencies, single-entry book-keeping 18 more nsed than
double-entry ; and the utility of a goed apd an improved syster of the former
is too apparent (o be for & moment doubted. It is wanted by thousands who
have not time to acquire the dooble-entry system — by thousands whose busi-
ness does not reguire the double-entry aystem — by thousands who are too
yoang to learn the double-entry system-—znd by thousands it is needed as a
book preparatory to studylng double-entry book-keeping.

The plan or order of the contents is simple, and can not but meet with the
approval of all who may have occasion to use the book in sehools or for self-
instruction, ‘The first part of the volume, about fifiy pages, supplies the busi-
nezs for the pupil. The transactions that meke up the three months, are more
than a hondred in namber, and being varied and business-like, are calculated
fully to develop the practice of the art and to give a serviceable knowledge of
trade and commercial interenorse. Accompanying each of these iransactions
is an explanation informing the student ro what account-bocks he will turn,
and what entries the transaction requires, The second part of the volume
contains the account-books in which the tusiness embraced in the frat part is
properly entered or disposed of, This arrangement makes one part of the
book the art, and (he other part the instruetion : a much better plan, I think,
than that of amalgamating the two ! the laver robe the account-books of 1hat
appearance so peculiar to aceounts, which it is important they should possess,
and renders them a kind of nondescript.
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In the Leger, it will be observed that T have not used the prepositions To
and By, but have substituted that of Fut. My reason for so doing is 1o make
the semlences better eorrespend with the meaning. In double-entry the Te
and By are correct, because things become debtors and creditors the samé as
persons ; but in single-entry the meaning i different, and we write — .

Jobn Sime Dr.
For Merchandise. . occoccronaacicecanaac ... $40 00
by which we mean that be is debtor lo us for merchandise ; but in double-
entry we write —
John Bims is Dr. 1o s for 210 00
We are Dr. To Merchandise - vovieeveennownn .. 840 00

and we mean, not ouly that Bime is debtor, but alzo that Merchandise is ered-
itor; that is, Sime is debtor to us, and we are debtor to Merchundizse — the
words in italics being anderstood in donble-sntry.

It is presumed that the forma, caleulations, questions and answers, will en-
swar well the purpose for which they are designed.

Single-entry book-keeping, which has heretofore existed bt ae a name of
sormething imperfect, is now presented to the poblic in a eomplete and tangible
form, improved by the invention of a method of proving or balancing the sc-
eounte, and by being subjected to definite fovme; books, and roles ; ealculated,
it is believed, 1o anewer the wants of the public on this sobjeet, and 10 fill 2
vacancy of long duration in the list of necestary school-boolks.

. THE AUTHOR.
New Tonx, Mareh, 1868,

—

DIRECTIONE TO TEACHERS.

Supply the pupil with & get of blank-books and a copy of thie work: Com-
plete sets of blank-booke for practice (six to the set), arranged by the anthor,
may be obtained of the publizher.

The puptl wili, thua prepared, proceed with the business of May, meking
entries in wll the books, except the Leger, according to the instruetion which
follows each transaction. The eniries in the Leger will be commenced at the
end of each month.

L]

In the Day-Book, Invoice-Book, and Sales-Book, let the entries be well
separated from each other by learing 1wo or three lines space between them,
Let the pupil make all the caleulations in the Invoice and Sales Books, daw-
or write the notes, and calculate the time at which they become due, for the
Bill-Book. (Continaed o prgo 143.)
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. A COURSE OF PRACTICE

I

SINGLE-ENTRY BOOK-KEEPING

IMPROVED.

INTRODUCTION.

Tre art of Single-Entry Book-Keeping, in ita present improved state,
teaches to record, systematically and [ree from error, the varous transac-
tions of business or the mercantile profesaion ; so that the merchant may
know his pecuniary situation, possess shility ta substantiate his claims
and protect his property, and, at dissolution, may leave behind him evi-
denco that will enable his friends to underatand his commercial relstions
and engagements, and to wind up his business.in a satisfactory manner.

To "exhibit with ease and uniformity a correct and continued view of
the commercial transactions that take place between ourselves and ihose
with whon we sre concerned, we deemn it necessary 1o introduce the fol-
lowing books :— '

1. Casu-Boox, 5. Dax-Boox,

2. Iwvowr-Boox, 6. LucEg,

3. Baves-Boox, 7. Bareuent-Book.
4. Bur-Boox,

OF these books, the Day-Book, Leger, Cash-Book, and Sales-Book,.
appear indispensabla in every business ; while the others may or winy not
be required : thus, for instance, if there are no promissory notes given or
received, there would be no use for a Bill-Book ; if there were no ship-
ments made for ourselves, then a Bhipment-Book would be useless; and
if the bills of purchases were filed away in extra good order (that is,
folded, endorsed, numbered, and tied up in monthly or quarterly pack-
ages), an Invoice-Book might be dispensed with,

Cana-Boor,.—This book contains every sum of cash received or paid,
The entries should be made in it, 82 or as near the time of receiving or
uyirigl a8 possible. The debtor and creditor pages of this book should’
added and subtracted, in a brisk business, at the close of enr{ad:ge.
and the difference between the debior and creditor ¢olumms should :
sum of cash on hand. ;



