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PREFACE.

—cito—

TaE strong approval of the plan and the successful use of the “Practice Book,” with
the urgent call for a much more extended list of examples accompanied with simple and
full illustrations of the methods of keeping accounts and the use of common business
papers, were incentives for the preparation of this book.

From extensive observation and repeated tests it is clearly shown that pupils, when
rightly trained, acquire n knowledge of these matters as thoroughly in echool work as they
do in actual business transactions. But it is thus acquired only by the constant writing
and applied use of business papers, and the opening and elosing of accounts. -

As this investigation showed that pupils, especially the younger class, sequire this
knowledge more readily and intelligently by the use of short examples rather than long
ones, nearly sll the examples have been made very brief.

From these examples, as well as from the suggestions in regard to the making out of
bills, the writing and endorsing of notes, bank checks, and drafts, the writing of orders,
telegrams, due bills, business letters, etc., interspersed through the book, teachers may
select and use a8 time mey permit.

The ignorance of most citizens, as well as a large per cent. of the pupils in our schools,
of the ecommon business forms and of commercial law, should induce achool officials and
teachers to have thess correctly and thoroughly taught.

The method adopted in this book is in accord with that pursued in those schools where
the author found the most efficient and satisfaetory work done in this branch of study.

This method of p ing the principles involved will, we trust, help to remedy the
complaint of some that “the results secured in this branch are not commensurate with the
time given to it." It is no more so in the atudy of book-keeping than in the study of arithmetic,

Book-keeping, well taught, brings into use much of the most practical part of arithmetic.
It is also an efficient way of learning to write, to epell, and to use numbera rapidly. It
develops a ready and ise expression of thought, all of which bave been kept in mind
in the preparation of this book.

Care has been taken to make both the language and examples, used to illustrate prineiples,
o plain, that ordinary grammar scheol pupils may readily understand them.

The adventage of this study is also shown in its developing the spirit of careful ealeu-
lation and eaving, Repeated investigation has shown thut of the clerks who had been
trained to the practice of keeping accounts, not only a much larger number kept an account
of their receipts and payments, but a very much larger number saved of their earnings than
did those who had not thus been trained.

Hints on the acquisition and use of money are interspersed through the book. It is
hoped that teachers will enlarge upon the suggestions given in this line.

The author is under great obligation to ¥. L. Shaw, Principal of the Shaw Business
Colleges in Portland and Augusta, Me., and to M. J. West, in churge of the Book-keeping
department of the State Normal School, Farmington, Me., who have readered valuable help
and suggestions ; also to F. E. C. Robbins, Superintendent of the Schools of the cities of
Deering and Westbrook, and to Myron T. Pritchard, Master of Everett School, Beaton, Mass.

Fawourn, Me., Jan., 1897. & - JUDSON WADE SHAW.







TABLE OF CONTENTS,

b {De
PAGE rasy
Introduciory suggestions . . . . . . . . 1 Form of & bank note, with suggestions . . . 23
Clerk's casb aceount . . . . . . .« . . 2 Questions for review onnotes . . . . . . 24
Memorsoda for cash account . ., . ., . . . 3
Baxg CrEcxs.
By ions for carrying on thework . . 4
Sommtio s s - Ll st o o
transfer,etc. . . . . . . . . . .25 26
Day Book axp Lepcer . . . . . . 5 Bank check to order of, with up‘.lanman .. T
Tllustration and definition of the Day Book 3 Bank check to Payeo or Bemr. with exphna—
Tlustration and definition of the Ledger 5 tion . . o7
Definition of debtar, creditor, d.a'bﬂ, and credit 5 A non nagoﬁnbla Ch!ck s w4 e .o« 28
Day Book entries . . . . e e 8 7 Questions for review on cheeks . . . . . 28
Index to Ledger . . . . . . . . . . T} Recatrrs.
Ledger entries . . . . PR A " i
Quaf:mua St eowibe ot DE 'B & L S E LU Ly g:ﬁmhon— two forms of receipts . . . . 2%
Memorands for D, B. & L. . . . . 2 colpt for rent, with suggestions . . . . 30
Questions for review on receipts . . . . . 30
Biczg . . . . o i om o w 10 Tiisa.
‘What every bill a]mui.d contain . . . . . 10 Deinition —custom in their use—dayn of
Form of receipting billa . . . . . . . . 10 | credit and grace . 31
Questions for review of bills . . . . . . 10 | Time allowed on a llght dra.fl. bel'urs proksl-
Form of a bill . ¢ ¥ u ing —on a demand draft. . . 81
Form of & statement me:p’ued RO What & Protest is, and on what papers rnad.u .8
Au itemized bill with other forms 12,18 Esplanation — how drafts are used, what & col-
L A | | o 19"“";’ d::“f‘ 1;;: EE RN i;-
What they recuire — ‘orm of a time IR I IR A
Mamiw,,sn:-wem promptness, penmanhip . 15 Ot.h.sr forma ‘nf dralts. . . . . . . . . 82
Letters of introduction aud other forms . 10, 17 | Feviow questions on drafts . s
Order for goods « . .« 18+ ORDERS.
Quastious for review on Ielmra T Whatanmorderis . . . . . « « . . . 33
NoTes. A nonnegotiableorder . . . . . . . . 33
Definition —diffarent kinds of, what teachers i ig:f:f:.blﬁ::?;m” ’ i
ahould explala on nstes . . . 19 Memoranda for orders, with review questions. $4
A negotiable n-nmhmat;-bcnrmg uote wn.h :
explanation . . . a) 1 Moy OrpERs AXD PosTal NoTes.
A negotiable Intersat-bsaricg uote, with ex- | Fxplanation of money orders and their usa . 95
planation . . 20 How to obtain a money order, nmy in its
A negotiable 1ntoemlt-bearmg nau, mth forn:s l usey 880, . 0 4 s e 0 e s on - 85
of endorsement . . . . . . F . | |
A joint negotiable note, with i . v 22 Form of money order application . . . 88
A demand note, with . » Feea charged for money orders . . . . . 38
A joint several note, with suggestions . . . 28 Abbreviations and gigoa. . . . . . . . &



t v TABLE OF CONTENTS.

FAGE = rags
Suggestions on Drill Exercises . . . .. 88 Cash Book — Illustrating the use of . . . . . 62
Drill Exercises— examples for cash mﬂu.nt . 30,40 Personal Acocount, cash account, pslt.yulles.nu: =
“Telagrams, the writing of . R defined. . . . . . 83
Buggestions to teachers. . . . . . . . . . 42 Entering of funds Lnkcl: far pnrnnlml (note) . 64
Brief entries to save gpace. . . . . . <0 12 Closing an secount, illustrating the method . 65-76
Stndents’ boarding aecount . . . . . . . . 82 Sending telegrams, conditionsof . . . . . . 71
Form of the boarding scconnt . . PR Cash account of John D). Wilson . . . . . 72,73
Form of the boarding aecount, conmmad coe Ledger account of Joho D, Wilson . . . . 74,75
Explanation of December 3095 . . . . . . #H Due Bill, Formeof . . . . . . . ., . . . 76
Corn and oat fleld aceount . . . 48 Boot and Shos Dealer's account. . . . . . 7,78
Note — How to endorse bank checku. uot.as. m. . 45 Ladger entries, Forme L, 1L, and [II. . . . . 78
‘Treasurer's cash account . . - 45 Exzmple illustrating how to keep Da} Haak,
Five nore potato field account . . . . . . . 4 Cash Book, and Ledger . . . . o H-BT
Dairy cash mocount . . . . . . . . . . . 47 Business suggestions, . . . . . . . . . . 87
Poultry cash aecount . . . . . . . . . . 48 ‘Trade discount —see note. . . 88
James Niel's sccount . . . . wonoe o AR The use of 1 instead of we in Joinh ar mml nnd
Origin of the Cottage Home Bnhnma T several notes. . . SR W W .
Account of the Cottage Home Association . . . 50 Bill of Lading — with condlhom oo a0
Raference to a mortgage . . . 61 and 110 Wholesale flour sccounl, with hints on use u[
Per cent saved in buying (bottorn of page}. . 53, 53 business papers . . e e e ao. . 06,07
Btatement of Coltage Home Scheme . . . . . 51 Partoership Ammmt . .. + 08-103
Bimple account for working people vee . BE Bill Book — with hints on nnlA.u eke. 104, 105
Day or Nots Book, illustrating the ase of . 6, 56 Partnership account continued . 104, 107
Ledger, illustrating the use of —Posting . . . 57 Bales Book and Involce Book . - . . . . 108
Book-Essping — Single and double entry defined 58 Lense, and Bill of Bale . . P
Account in single eniry — Entering and posting 68-61 Mortgage, and Bill of Sale, br:ef torm R 5 111




INTRODUCTORY SUGGESTIONS.

The following directions and forms are given as exnmples to aid in drill exercise. They
can be carried to any extent desired, by & little effort on the part of teachers and
educators.

All scholars who can use United States money should commence a course of training im
making and receipting bills, in keeping and posting simple accounts, in writing business
letters, orders, notes, drafts, bank checis, etc., until they are thoroughly familiar with them.
To do this readily requires a long practice. It cannoct be aequired by pupils in cne or
two terms, but demands years of continued drill.

Hence every pupil of the grammar-school grade should be instructed in some of these
methods.

They are not only helpful in learning business forms, but in many ways this training
is of great service to the scholar in school work, as well as through life.

(1) It is an efficjent method of learning to write. A scholar may write singleline
copies all his school days, and then not make a page of promiscuously written words look
well. He must have such practice ss bock-keeping and letter-writing give him to secure
this end.

(2) It is » most practical way of learning to spell, —since this practice requires the
use of such words as are common in business life, and in a way in which pupils will
need to use them both in, and after leaving school. School Committees have frequently
assured the author that applicants for positions as teachers often spell well, orally, who
cannot, when asked, write the words correctly.

(3) This business practice also acquaints scholars with a correct use of capital letters.
The older systems of book-keeping used capital letters promiscuously, but it is better in
all these forms to follow the ordinary rules of grammar.

(4) It feaches a correct use of pumctuntion marks.

(5) With the letter-writing and business models given and suggested in this work, it
aids scholurs to express their thoughts correctly and easily. '

(6) It nlao developa a practical and rapid use of numbers.

(T) It trains the pupil to do business in a correct and efficient way.



