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EDITOR'S PREFACE.

THE object of the series of handbooks that is being

published under heading of THE ACCOUNTANTS
LiBRARY is to provide, at a reasonable price, detailed
information as to the most approved methods of keeping
accounts in relation to all the leading classes of industry whose
books call for more or less specialised treatment. No such
series has hitherto been attempted; but there exist, of course,
numerous separate works dezling with the accounts of one par-
ticular class of undertaking. These separate works are, how-
ever, for the most part either too expensive, or too superficial
to answer the purpose that is particularly aimed at by THE
AccounTanTs' LiBRARY, which is intended to supply the
student with that specialised information wh‘ich he may require,
while at the same time affording to the trader, banker, or manu-
facturer who is not in a position to secure the fullest informa-
tion for his purpose, knowledge which can hardly fail to be of
the very greatest assistance to him in the correct keeping of his
accounts, upon a system specially adapted to his requirements,
and therefore involving a minimum expenditure of labour. It
is expected that the series will also be found of material

assistance to bookkeepers of all classes.
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i, EDITOR'S PREFACE.

Without aiming at giving an exhaustive account of the
manner in which each separate business is conducted, the
technical points in connection with each industry will receive
as much attention as is necessary in order fully to elucidate the
system of accounts advocated, while each volume will be the
work of one who has made that particular class of accounts
more or less a speciality. It is obvious, however, that to
enable the necessary ground to be covered in the space avail-
able, it is incumbent to assume upon the part of the reader a
certain knowledge of general bookkeeping. The extent of the
knowledge assumed will vary according to the nature of the
class of accounts considered. For example, in the volumes on
“Bank Accounts” and “ Shipping Accounts,” a thorough
acquaintance with ordinary double-entry bookkeeping is not
unnaturally assumed; but in the case, for instance, of
“ Auctioneers’ Accounts,” “ Domestic Tradesmen’s Accounts,”
and other similar volumes, such explanations are included as
will enable the ordinary intelligent reader fully to grasp the
methods described even although his knowledge of bookkeep-
ing may be of an elementary description. These explanations
are, doubtless, superfluous as far as accountants are concerned,
but are necessary to make the volumes of value to the majority
of those specially engaged in these particular industries.

To subscribers for the whole series it may be added that,
when completed, it will form a most valuable and practically
complete library, dealing, at the hands of specialists, with prac-

tically every class of accounts, and illustrating the application
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of the theory of double-entry as described in general works on

bookkeeping.

The first series (of twenty volumes) has already been com-
pleted, and particulars of the subjects dealt with will be found
.on p. xvi. A second series (which will comprise about thirty
more volumes) is now in progress, which when issued will
complete the scheme. Many of these have already been
arranged for, but the Editor will be glad to receive suggestions
and offers from accountants of experience for the undertaking

«of volumes not yet announced.

34 Moorgate Street,
London, E.C.

June 1go3.
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INTRODUCTION.

N elementary knowledge of Bookkeeping and of the

Jewellery Trade is pre-supposed in the reader of this book.
No apology is required for the introduction of a book upon
Jewellers’, Silversmiths’, and Electro-Platers’ Accounts and
Bookkeeping. The importance of the subjects, both for
ordinary office purposes and for protection against theft,
embezzlement, bad debts, and other contingencies cannot
be over-estimated. In a book of this character it is
impossible to provide forms suitable for every variety of
jeweller’s business, or business allied to the jewellery trade. In
most of those cases, however, where this book does not make
Pprovision, it will probably be found necessary to have special
expert assistance.

It will readily be understood that something further than
systems and methods is required for good bookkeeping, and
that the best systems in the world are useless unless care is
exercised in the carrying of them out. It may take some
months to train a clerk to work a system correctly. If the clerk
has acquired this knowledge, and he uses it zealously in the
cause of his employer, he becomes an exceedingly valuable
co-worker for the prosperity of the business; and it should be
remembered that, if his services are lost to the concern, it may
be many months before a suitable successor can be found and
trained. Good systems and methods of bookkeeping, as in
other departments of a business, if properly carried out, render
the work of a Principal much less arduous and anxious, and
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enable him, if needful, to absent himself from his business with
much greater freedom than if the business be carried on on
mere rule of thumb principles.

It should be remembered also that all good bookkeeping
should be in this direction—viz., that from the Principal’s point
of view it is a good rule for him to endeavour to so arrange his
business that he never does a thing himself which he can pay
another person to do. The man who is not tied to the desk,
or to the warehouse, or to the journey, is, as a rule, free to
devote his energies to the development of his business in new
directions—viz., in the bringing out of new patterns and
designs, the finding of fresh markets for his goods, or the
cheapening of the cost of production. All good systems of
bookkeeping should be such, therefore, as will enable the
Principal to overlook the work at the least possible cost of his

own time.

The Princip&l should, however, remember that where Cash,
Precious Stones, and Precious Metals are concerned, and systems
are in operation for the purpose of checking them, it is not
sufficient to rely blindly and altogether upon the systems and
those who are employed to carry them out. A certain amount
of overlooking on the part of the Principal should always be
exercised. For instance, the Principal should personally count
the cash in hand from time to time. He should personally,
from time to time, examine his banker's Pass Book, and com-
pare it with the entries in his Cash Book. He should per-
sonally, from time to time, weigh the stock of Gold and Silver,
in order to see that the weights tally with the weights which
the books show should be in hand. In the same way, from
time to time, he should check the stocks of Diamonds and
Precious Stones. If he cannot always do this, he should appoint
a trusted member of his staff to do it, and one that is not in
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charge of the Cash, Stones, Gold, &c. In this latter case, there
could not well be robbery without conspiracy, or collusion.

It always takes some little time, and involves some patience,
before a new system can be made to work satisfactorily. In
far too many cases this patience is not shown, and the trader
will blame the system, instead of blaming his own want of care,
or careless habits, which are really the elements that are in
fault.

Some of the forms or methods recommended in the book
may be condemned as being too troublesome, but they are prac-
ticable, and it is for the trader to decide to what extent he shall
adopt them, or modifications of them.

Much information of a useful character for jewellers’ offices
will be found in the book, which can only be said to have an
indirect reference to Jewellers’ Accounts and Bookkeeping. The
chapters upon Bad Debts, Income Tax, Appro., Limited Com-
panies, &c., &c., will, it is hoped, be found of service to the
reader.

The book does not treat of “ Company Bookkeeping.” That
is a subject which is treated of in books specially written for
the purpose. But, speaking generally, nearly all that is con-
tained in this book will apply, whether the business be carried
on by a company or a private firm.

In most books upon Bookkeeping it is the custom to show
a number of transactions, and to carry these through the various
.departments of the bookkeeping, and thus show their history
and treatment in a consecutive manner, until finally they are
«dealt with in a Balance Sheet and Profit and Loss Account. In
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this book, however, this course has not been followed, because
so many varieties of businesses are dealt with. What we have
done, therefore, has been to devote the opening chapters to
describing in general terms the methods for keeping Cash
Books, Day Books, Purchase Books, Ledgers, &c., &c., and
these methods will apply generally to all the trades we refer to
in the later chapters. It is in these later chapters that the
special bookkeeping required by the different trades concerned
is described. It is difficult for any professional man to write
upon the requirements or practices of a number of special and
diverse trades with the same facility as if he actually belonged
to those trades. The indulgence of the reader is therefore
asked in cases where the want of exact knowledge upon
technical details may be apparent. The writer has, however,
by submitting many portions of the work to those in the trades,
well qualified to advise, attempted to insure the book against
inaccuracies, or statements at variance with trade customs, and
he takes this opportunity of thanking those gentlemen who have
so courteously and so generously assisted him in this direction.
In the Jewellery, Diamond Trades, &c., among those who
have lent most valuable aid are Messrs. Alabaster &
Wilson, Messrs. C. B. Bragg & Co., Messrs. Brights,
Lim., Mr. Hermann David, Messrs. W. Ehrhardt, Lim.,
Mr. A. A. Fridlander, Mr. G. E. Gee, Messrs. Charles
Green & Son, Messrs. B. H. Joseph & Co., Messrs. Payton,
Pepper & Sons, Lim., Messrs. Sydenham Bros.,, and Messrs.
Wright & Hadgkiss, Lim. Especially the writer’s thanks are
due to Mr. H. M. Ryder and Mr. J. F. Mills, of Messrs.
Elkington & Co., Lim., and also to Messrs. Barker Bros., for
the invaluable assistance rendered by them in the preparation
of the chapters upon Silversmiths’, Electro-Platers’ and
Gilders' Accounts, and, lastly, he thanks Mr. Frank S.
Pearson, LL.B., Solicitor, of Birmingham, who has kindly
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advised in respect to many of the legal points referred to in the
book.

A certain amount of repetition will, perhaps, be found in the
book, but it has been difficult to avoid this where so many
kindred subjects are treated of.

It has been the ambition of the writer to submit the book in a
comparatively simple form, and free from technical expressions,
so that every chapter can be readily understood by the ordinary
trader. It is believed that this is the first book of its kind which
has as yet been attempted. It is proposed to issue future
editions of the work from time to time, and the writer, feeling
that the present work is by no means perfect, would be glad to
receive suggestions, so that future editions may be improvements
upon the present one.

Birmingham,

August 1903.
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JEWELLERS', SILVERSMITHS" & KINDRED
TRADERS" ACCOUNTS.

CHAPTER 1.
CASH BOOK.

IN Form 1 we have shown a system for a Cash Book, which
should meet the requirements of different sections of the trade
with very few exceptions.

Special forms of Cash Book will probably be found neces-
sary in the following among other cases:—

For the Advertising, Agency, and Instalment Jeweller.
For the Retail Jeweller and Pawnbroker.

For the Trader who has several Branches or Depdts.

As to the rulings for such books, the trader should be advised
by an expert. The form we have given, however, will answer
all the usual requirements of the ordinary trader. The
advantages of the method are:—

(1) The Cash and Bank transactions are shown together.

(2) Cheques are only entered once, instead of three times,
as in other systems——namely, twice in the Cash Book (once on
each side) and once in the Private Ledger—thus saving much
labour,-not only in entering, but also in additions and postings.

B



2 JEWELLERS', SILVERSMITHS AND

(3) The method shows at a glance which payments are made
by cash and which by cheque. This information should be
useful to the trader, because he should know that, where be has
signed cheques, the accounts have passed under his notice,
whereas in the case of payments by cash, these are generally

Form 1.—
79.—Dr. CASH.
| !
. |
Date RECEIPTS Folio Discountsl E ‘é‘ir:ﬂ"" reS:ivaL .
1 £8d, £ sd £ s d
unggzgo To Balances i i F .. C.B.78 1250 o 0! 25 0 ©
uly 1| W o‘nes;’f:Co. - - . 237 o5 o - . 015 0
» F.Jackson .. B s i 23 214 4 s 5113 2
3 T‘{{asnn ce s . .. 782 | om0 . 011 o
» Arthur & Co. .. 5 v iers 85 iy s 35 o o
2| » Cash .. 5] i oa v C.B.7g| ) 106 19 2
3! » T.Dixon—Bill due Oct. 6.. S 389 i . 100 0 O
4! » T.Mason o T . 67 1 B 6 it 27 2 6
| w Cash .. .. . .. .. C.B.7gl .. 00 0 o
» M.Cohen i i E2H e o8 s i 3 7 6
» W. Smith - vin . e 103 olo o .. | 1910 ©
5| w Cash Th = e -2 .. |C.B.79 i 50 o o
» W. Smith—Repaid to Bank e | " - 19 10 0O,
« Bank .. ‘e Ve e e I i = 75 0 0
Agreement of Bank Balance.
Pass Book .. - .. 489 5 8| i
Less— |
Unpresented, T. Jones 19 210 ;
70 2 10 | |
Add— i
Notecredited £19 10 0o
» - 50 0 0o 69 100 |
£139 12 10
E—
£5 8 10*L526 9 2435619 2
5 | To Balances .. G = = 70 139 12 10 32 17 I

* This Total is either carried forward or posted to the Private Ledger.
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made by the cashier.

Thus the trader can see at a glance

which are these payments which have been made by cash.
There are other advantages in the system which it is not
necessary here to refer to.

Briefly explained, the method of keeping the Cash Book is as

CONTRA. Cr.—79.
| 1
] ! !
Date | PAYMENTS ! Falio !Discoums\l&‘?ul;agaik %:";‘3
! | |
1902 | £ sd| £ sdl £ s d
July 2 | By Bank .. - « |CB.79 i i 106 19 2
| « B.Levi& Co. i : 34 1 5 of gB15 o
4! ., Bank - fe .. C.B.7g o i 100 0 O
| » Do. Charges for  discounting
Dixon’s Bill Va R L PR W I 50
| » F. Morris & Co. . . 727 o 3 3 3 1 2
+ w» L. Simon i A - | 3sr HE ¥ o 8 4
» S. Thomas . - 67 - 44 2 7
|« Currie & Co. i i i 532 e 14 6 1
oW { nes . - 417 | S 19 2 10
I, Bills Payable,w Dickenson .. 'PLB1| 7160 0| g210 o
5 o, Bank « {C.B.7g| o e 50 0 0
| . W, Smuh returned 1mproperly
| endors: = 2 2 i 19 10 © :
» Cash fiom Bank .. .. P — - 75 © O
» Wages .. . . .« IP.L. 31 o . 51 7 4
» Salaries .. .e ai .. |P.L.ax e B B1o 0
" Pﬂh?(:“h b e i .o |P.L. 51 .. " 117 3
! M ark's Drawings .. .. |P.L.2t i Vi oo
| S.Timmins, Bill retumed oo .. |B.L.g23 19 2 2
and Expenses ¥ | e o1 6
|
» Balances .. . . . 79 139 12 10| 3217 1
£8 18 3%{s526 9 2/{356 19 2

* This Total is either carried forward or posted to the Private Ledger.
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follows : —All items of cash received are entered in the Dr.
Cash column. All payments out of the cash in hand are
entered in the Cr. Cash column, The larger portion of the
cash received will be dealt with as payments into the bank.
Thus, these payments will be entered, first, in the Cr. Cash
column, and, secondly, in the Dr. Bank column. The Dr. Bank
column will therefore contain all amounts paid into the bank.
On the other hand, all sums which are drawn from the bank
are entered in the Cr. Bank column. Thus, the difference
between the Dr. Bank column and the Cr. Bank column should
correspond with the balance of the Pass Book, after reckoning for
cheques not presented and amounts paid in and not vet credited.
The difference between the Dr. Cash column and the Cr. Cash
celumn should be the cash in the cash box. In well regulated
offices the cash and bank balances should be agreed and brought
down each week. The bank balance should be checked with
the Pass Book, and, as regards the cash balance, the cash in
the box should be counted every week by one of the Principals,
in order to see that the amount shown to be in hand is actually
in hand, and the book should then be signed by the Principal.
It is a very common thing to find that a balance shown by a
Cash Book does not exist. Thus, the frequent counting of the
cash acts as a check upon the cashier. In the form submitted,
it will be found that on the sth July a cheque for £75 was
drawn. This is first entered in the Cr. Bank column. The
money is drawn out for the purpose of wages and other pay-
ments, which are made by cash. Therefore the amount, £75,
will be found entered in the Dr. Cash column. It will be
found dealt with as having been paid away in Wages, Drawings,
&e.

As regards the Discount columns, these require no explana-
tion. It is advisable not to add the Discount columns more
often than once every six months, because it is not always
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convenient to enter the discounts at the same time as the cash
items to which they belong are entered, and many discount
entries are therefore made later.

We give on pp. 6 and 7 another form for a Cash Book.

This form will apply where the trader receives a large number
of acceptances from his customers, and does not at once dis-
count them with his bankers. Where this form is in use, the
bills as they are received should be entered in the Dr. Bill
column, and as they are paid away to the bank, or otherwise
dealt with, they should be entered in the Cr. Bill column.
The balance shown by the two columns should represent the
bills actually in the hands of the cashier, and these bills should
be counted and checked by the Principal once a month, or
oftener, as occasion may require, and the Cash Book initialled
by him.

The objection which is most frequently urged against the
two Cash Book systems which we have submitted is that the
Cash Book shows on the face of it the amount of the bank
balance, whereas many Principals prefer to keep this informa-
tion to themselves. To meet this difficulty, however, is a very
simple matter. All that is necessary is that the Bank columns
of each page in the Cash Book should be added separately, and
the totals of each page posted to a Bank Account in the Private
Ledger. This method will be found in practice to entail very
little more work than where the balances are shown from time
to time upon the face of the Cash Book itself.

In some offices it is customary to put the numbers of the
vouchers against the cash payments. This is optional.

A very common form of fraud is for cash to be received from
customers, and posted to the credit of their accounts in the
Sold Ledger, and not to be entered in the Cash Book at all.



6 JEWELLERS’, SILVERSMITHS' AND

The receiver of the amount puts the money into his pocket, and
the fraud is not discovered until the books are checked. (See
the chapter on “ The Prevention of Fraud.”)

In ldrge businesses, for convenience of postings, it is custo-
mary to keep two Cash Books—one for the first, third, and fifth

Form 2.—
62 -—Dr‘ CASH.
| . : Dis- Paid to Bills
Date | RECEIVED FROM Folio eaut Banle | Cash Received |
| £ sd sd £ sd £ sd
Aug 26| To Balances brought fcruard .« C.B. 61 e 191 6 30133 5467 46
wl om . Robinson .. . 68 . 2 o 76
Wl e A Smith 2 B 67| 0 10 1190 |
» | w Robinson & Co e 786| 1 130 ; 3019 3
w| » Bank .. ve .. C.B. 62 i 331 59
v | w» O.Wilson - - o 4c0| 2 10 6 47 40
27| » {;]acoh.f. o 71| o go i 17 8o
= o Levi—Bill due Oct 23 e 567 e ik 81 oo
« | » Bank—Bill " i B. 6z . 75 63 |
28 | , A, Isaacs £ #h i 84| 0 30 5196 |
" w A. Mason - . - 70 o o 2 :,-6| |
« |« Bank=Bill .. £ .. C.B. 62 i 25 10 0 i !
29 | » A. Wilson ™ i - 75| 211 9 e | 104 16 3 i
« | w» O.Evans Bz 19 i 105 15 6 |
P Smithson—Bill due Nov. 28 6l wi | F £ 37 16 3
w | w» Surman & Co. " . 793 0 0 b .. .. 34 15 6
30| 4 Bank .. w = C.B., 62 e | 74 0O
w | w» Do =Bl .. . .. " .. 40 00 .
¥ « Do. i A A = pa i i 170 00
w | w» Marcus & Co. ¥ - g1 b e 88 17 0
| w Bank— Repald e .+, C.B, 62 . | 5196
o | w Do. b= nE : C.B. 62 . 208 g9

Sept. 1| To Balances brought forward ..

£13 20743149

C.B. 62 i

413 70

|£606 6 91£5.620 16 3|

21 154 5480 oo
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weeks, &c., and the other for the second, fourth, and sixth
weeks, &c. Thus, while the one book is in use by the cashier,

the other can be posted.

Traders should see that payments entered in their Cash Books
should be from time to time properly vouched.

CONTRA. Cr.—62.
! Drawn
| | . Dis- Bills Paid
Date Paip TO Falio Seain g:rw‘ Cash it
1902 i sd! £ sd| £ s d £ sd
Aug.26 By Bank .. .. .. . : C.B. 62 £ . 33 9
" » M.Levi.. 2 % =5 79 s l e 7 g 6
« » Water Rate .. e 305 " 116 5§
27 , Bank—Bil .. .. ..|CB 6| .. | .. i 75 63
28 , Do. do. i s b & s % 25 10 O
30 » Do P Ve .e " . ‘e 74 0 0O 40 00
« » Bill Slamps & a W PL. 74 . 1 o 10
« n Cash .. | C.B. 62 170 0 2
» » John lsaacs—Chaque re-
turned 1rregular im - 5196
» » Bank . e ¥ i v 208 9 9
I » Saunders & { 278 .. 7199
w, « Bill Payable—Greenberg &Cu.l P.L. 81 = 47 26
« » Morrison & Co. 549 g9 6o |
w| w Wages ., . . ... PL.14g e . 14712 1
w ow Petly Cash i s . PL. 139 e i 310 11
w w Travelling Expenses .. P.L. 127 , " 800
« w» Partners—A. King e T a8y i i 50 0
& « Do. —W. Prince.. s L SRR Ve 50 0
» =« Balances carried down C.B. 62 i 413 70| 2115 4 548 oo
Agreement of Bank Balance. |

Pass Book .. £269 5 6
Less—
Unpresented
£99 6o
47 26
7199

154 83

114 17 3
Add--
Tobe paidin .. 298 g g

£413 70

£5 4 9|£743 149 £606 69

£5,620 16 3

The forms of Cash Book described in this chapter are found
in practice to work admirably.
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CHAPTER II

THE SALES DAY BOOK.

AvtHOUGH the Sales Day Book is a comparatively simple
book, intended to contain the record of goods sold, the methods
of keeping this book are not the same in all houses. In a large
number of cases the invoices are made out in the first instance,
either at home or by the traveller on his journey, in what are
One sheet of the manifold book is

called “ manifold” books.

delivered to the customer as the invoice, and the other sheet

is retained as the record copy.
re-writing, and all that is required is to use the following form

of Day Book:—

This saves the labour of

Form 3.— SALES DAY BOOK, June 1goz.
- ed
288 : ated |1 edger| Invoice | Daily
Date | EE 8 Name forward e
iﬁgm [ 1o Folio Total : Total
i | |
woa.| T | £sd| £sd
June 2 ' 271 Smason, T. . | Swansea 67 | 1611 0
i 27z | Dixon, ]. .. Do. 87 om o
273 Hickson, O. Do. | 310 318 g
274 | Dargie, E. Do. I | 315 11 0
t 0. | |
LI Hughes, C. Rugby - B1s 19 3
o }Carr, G... London | Oct, 1 227 (301 4 6|
13 1 i 324 14
v 3 137 | Wilson, E. . | Kettering - 324 17 0]
| 138 | Carr, G. London Oct. 1 227 | 5218 ¢
i
| T. | i
| 275 | Smasen, T. Swansea | 67 |12 0 ©
i 276 | Kinsey, A. Cardiff | | 361 515 O
277 | Wackson, Z. .. Do. | Bg 3 00
| 278 1 (Cancelled) B 235 1 Bl
| z7g | Allen, T, .. P . 9 56 B
| |
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In this book two dates will be found against some invoices.
The first date records the actual day when the goods are sold,
and the second date the day on which the goods are presumed
to be sold, or the “date forward,” this second date being a
factor as regards the time for payment. The expression “ dated
forward ” is, however, too well known in the jewellery trade to
require any particular explanation here.

We come now to our second form of Day Book : —

Form 4.— AUGUST 1go02.
L : — e
Ledger ' Parti . _
Folio | articulars Details Total
|
| b i
| 1. £ s d £ s d £ s d
1 |
. Mason ]., Castle Street, Rugby— |
618 1 Single Stone Gipsy Ring .. .. = 2 00
|1 Do. e e e i . 115 0
|1 Do. . .. i i e 2 5 0
PRSP el PR oA B R e P L E— {6 o o
I v
| 1. 1 }
¢+ Timson, E., Narrow Lane, London—-
| As Oct, 1. ‘ |
2 | 4 Crescent Bar Brooches 5 .. 20 0 ©
723 Less 5% Discount .. = .. 1 o o0
19 0 0o
.z Single Stone Gipsies £3 .. s & 0o o
: E— £25 o o
| L
558 Evans, A., High Street, Dundee— I
1 Diamond Claw Ring - - s 25 0 0O
1 Do. 35 s L - 5 0 0
_ _— £i0 o o
| 2 |
Robinson, W., Wales Street, Swansea—
3 Butterfly Brooches {10 .. s o 0 o
985 Less 10% Discount .. o o 33 o o
- — 27 0 O
3 Rings altered to size 1/- .. il i 0o 3 0
1 Ring (our special 2 stone) .. . 110 0
! £28 13 o
2.
" Kinsey, W., Wine Street, Bristol— .
As Oct. 1 |
775 3 Crescent Bar Brooches {5 .. A R
Less 59% Discount .. s - 015 o |
: i - M4 3 0
3 Single Stone Rings £7 10s. 0w s 22 10 0
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Here, again, in some instances, there are two dates. The
second date is the “dated forward” date. These two forms
of Day Book are sufficiently clear to require no special explana-
tion. Although the first form may be found not to involve so
much clerical work as the second form, still, we think the
second form will be found by far the more convenient, and the
more trustworthy., The manifold books frequently are lost or
mislaid, and when, as is oftentimes the case, there are a large
number of them, they sometimes are difficult to find when
wanted. Further than this, it is easy for odd pages to disappear
from the manifold books without their loss being noticed. For
these reasons, therefore, we advise the second form where prac-
ticable. Nothing is so irritating, when one wants to refer to an
invoice, .as to have to search among, say, a hundred manifold
books before the right book is discovered, and then, perhaps,
to find the page required has been torn out or lost.

Full particulars of all goods sold should for future reference
be recorded in the Day Book or manifold book. In case of
the bankruptcy of the trader, the absence of such particulars
will necessarily give rise to a great amount of suspicion; more-
over, to keep his books fully and correctly is a duty which every
trader owes to every other trader with whom he does business,
and also to the community in general. Good bookkeeping, as a
rule, means good profits ; while bad bookkeeping, on the other
hand, too often leads to bankruptcy.

The Day Book should be added, and the monthly totals
posted to the credit of a Sales Account in the Private Ledger.
A Credit Book should be kept, in which should be recorded
particulars of goods returned, or of special credits or allgw-
arnces. In the place of a Credit Book, some traders use the
Day Book itself for credits, starting at the end of the book and
working backwards.
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If the circumstances will allow, it is advisable that a different
clerk to the one who writes up the Day Book should post the
entries into the Sold Ledger. This will assist as a preventative
against possible wrongdoing on the part of the clerks.

In large concerns, as in the Cash Book, it is necessary for
convenience of posting to keep two Day Books. No. 1 book
will contain the entries of the first, third, fifth &c., weeks, and
No. 2z book the entries for the second, fourth, sixth, &c., weeks.
It is oftentimes also found necessary to have separate Day Books
for different departments, travellers, or districts.

Gold and silver chains are almost invariably sold by
“weight and fashion.” The Day Books for these goods should
therefore be specially ruled, in order to allow of additions
being made of all “weight” amounts and all “fashion”
amounts. Different portions of the Day Book may, for con-
venience, be devoted to 18 carat, 15 carat, g carat, and silver
chains respectively.
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CHAPTER IIL

BILLS RECEIVABLE.

I strict theory, Bills Receivable should not be dealt with in
the Cash Book until discounted, or until one or two days before
they mature, when, in either case, they would naturally be
entered in the Cash Book before being paid into the bank. We
think, however, that by the majority of traders it will be found
convenient to enter the bills in the Cash Book immediately
they are received from the customers. If it is intended to dis-
count the bills straight away, either of the forms of Cash Book
which we have already described (see Chapter 1.) will answer,

BILLS

.n
S
3
@
|

Due

i Date
Date

Acceptor Drawer | oo | Time

Lrate
when
Received

S

= From whom
@ | received
-

=

Nore.—A Discount column can be added
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although, where there are a large number of bills, it will be more
convenient to use the second form. When the bills are so
entered, it is advisable to enter the due dates also. The entries
would therefore be somewhat in the following form :—

1902 £
Jan. 3| To Solomon Jones—Bill due April 5th 1902 .o | 25

o w
o 2

It is a very common thing for series of bills to be received
from customers, or from trustees in liquidation proceedings.
These bills sometimes are spread over a period of twenty four
months, if not longer. No banker would discount bills at such
long dates, and therefore where there are many bills, the second
form of Cash Book we have described is perhaps to be preferred
to the first form, as it makes provision for most of the con-
tingencies which are likely to arise. In addition to entering
the Bills Receivable in the Cash Book, they should also be
entered in a “ Bills Receivable Book.” This book should be
somewhat as below (Form 35):—

RECEIVABLE.
| Foli How disposed of
Wt'll:;!e Amount o . i e | Remarks
S Sold -
C.B. Led'r Paid to Date | Fol. !
£ sd T

to this Form if required.
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There are a number of particulars which it is desirable to
record respecting every bill received. It is not convenient to
enter all these particulars in the Cash Book, and the Bills
Receivable Book therefore is used for the purpose. As regards
Bills Receivable, it will be found useful in practice to keep a
‘diary, and to enter each bill in the diary three or four days
before the bill becomes due, so that in the case of indolent or
careless acceptors they can be advised beforehand. The diary
will also be found useful where the bills are not discounted or
banked until they become due. In the absence of the diary
entry, the due date of a bill may pass before the bill is pre-
sented. Upon this point it should be remembered that, while
the acceptor of a bill always remains liable until the bill is paid,
any claim upon the drawer, endorser, or guarantor—all of whom
stand in the position of sureties—will be lost, unless the bill is
duly presented for payment on the day when it becomes due,
and the bill therefore should be nof¢d in case of non-payment.
This is a fact that is frequently lost sight of. It is essential,
therefore, in order to preserve all rights in respect of a bill,
that it should be presented on the actual day when and at the
place where it becomes due and pavable.

If the bill be dishonoured, notice of dishonour must be given
at once—the same day, if the parties are in the same town; the
next day, at latest, if they reside in different parts—to every
endorser whose name appears on the bill, and also to the
drawer. Notice need not be in any specified form. It is
sufficient so long as it identifies the bill and states the fact of
the dishonour. '

The question of Bills Receivable is further dealt with in the
Chapters “ Cash Book ” and “ The Renewal of Bills.”

If a trader draws many bills in his business, it is advisable for
him to have specially engraved forms for the purpose.



KINDRED TRADERS ACCOUNTS. 15

CHAPTER 1IV.

THE SOLD LEDGER.
(With a brief description of « Double-Entry.”)

THE Sold Ledger in a jeweller's business is kept on similar
lines to those adopted in most other businesses. In certain special
cases, which need not be here referred to, special rulings may
be found necessary ; but as to most of these, the trader should
be advised by an expert. In the Form No. 6 we have shown
the most general method of keeping a Sold Ledger:—

Form 6.—
67.—Dr. T. SMASON, 12187 High Street, Swansea. Cr.—67.
1902 | £ s d 1902 : £ s d
June 2z ] To Goods .. .. 6z 1611 0] ]u?; 4 By Cash . .. 79 27 2 6
3| - " e e 0w 12 0 0} » Discount .. .. w1 I B 6
£ 2811 of {f28 11 o
| 1 ——
July 7 | To Goods i .. 71| 314 7| Sept.2 ByCheque .. i 87' 1 6 2
ol 4 as Oct.1 73 ' 81 2 4 » Discount .. " 011 9
20) 4 . e w77 B3 4 . Balance .. .| 67] Br o2 4
| L9303 | 493 o 3
| |
Sept. 4 | To Cheque returned »« 10 By Cheque repre-.
post-dated 1oth | 87 11 6 2 sented .. o Bg f11 6 2

brought down i 67 |81 2 4

|
Oct. 1| To Post-dated item i ' Il
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Form 6 (continued).

89.—Dr. Z. WACKSON, 16875 Swan Street, Cardiff. Cr.—89.
- R T ;

1902 | £ s d|| 1goz | | £ s d
June 3 | To Goods & i I&z 3 o0 o ||Aug. 21| By Credit e e 414 0
Aug.1z | A iz .. | 8699 4 6 26| , Allowance * ot 411 O

27| «» Bill due Sept. 30 | 86 gz 19 6
] —
{imz 4'6 | £ 10z 4 6
P ic.s!
! | Sept.2 | By Cheque By | 216 6
13 | To Goods . i87| 219 6 «» Discount .. | w o 3 0
| i[z 19 6 ! £f219 6
| I
! || |
Sept.1g | To Goods Ljter | 2 9 o |
20 » w . 1031 o1z 6|
| C.B| |
Oct. 2| , Billreturned .. g5 ' 9219 6 |
| » Expenses.. u p‘]’l o 2 6|
6 « Bank Commiss'n ;;3'; o5 0 T
| w 7% % Interest on [P.L: I C.B|
I[ Renewal .. |80 | o 7 g | Oct. 6] By Cash on Account (g7 | 35 o o
| . |P.L « Bill due Nov. 5!, 6r 17 ©
» Bill Stamp e 90| 0 0 g, 1
A | i i
| £!96[? o, ! r£9617o
] 1 ——
f 1903 !
April 2| By Cash: |
1st & Final Divi- C.B
C.B dend 5/-in £ 121 | 15 9 1o
Nov. 7 | To Bill Returned .. 103 61 17 o \P.L -
» Expenses.. w02 6 » Bad Debt Account g5 | 46 o 8
£ 6119 6 ! {61 19 6
—_ |

It should be remembered that in the case of all Ledger
Accounts (except in what are known as subsidiary books),
whether the Ledger be Sold Ledger, Bought Ledger, Private
Ledger, or otherwise, for every entry in the Ledger there should
be an entry upon the opposite side of the bookkeeping in some
other part of the bookkeeping system. Thus, goods sold to
customers are posted on the Dr. side of the Sold Ledger
Account. The Day Book is added from time to time, and the
totals are posted to the Cr. side of the Sales Account in the
Private Ledger. Cash received from customers is entered, first
on the Dr. side of the Cash Book, and it is subsequently posted
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to the Cr. side of the Sold Ledger Account. On the other
hand, when money is paid away, either by cheque or cash, it is
entered on the C7r. side of the Cash Book, and, when posted, it
appears on the Dr. side of the particular Ledger Account con-
cerned. Discounts allowed to customers appear on the Cr.
side of their Ledger Accounts. They are entered on the Dr.
side of the Cash Book, and the totals of these entries are from
time to time posted to the Dr. side of a Discounts Account in
the Private Ledger. Overcharges, Returns, and other allowances
which may be made to customers, appear on the Cr. side of
the Ledger Accounts of such customers. It will be convenient
to enter these allowances, &c., at the end of the Day Book,
working backward from the last page. These entries at the
end ‘of the Day Book are added from time to time, and the
totals posted to the Dr. side of the Sales Account in the Private
Ledger.

From what we have stated, it will be seen that every transac-
. tion appears twice in the system of bookkeeping—viz., once on
edch side. If, therefore, an addition is made on the one hand
of all the Dr. entries in the books, and, on the other hand, an
addition of all the Cr. entries in the books, the additions
should, if the books be correct, correspond. As a matter of
convenience, however, the balances only are extracted, and if the
total of the Dr. balances agrees with the total of the Cr.
balances, the books are said to balance or agree. This is a
very brief description of what is understood by “Double
Entry.”

To return to the Sold Ledger. It may be found convenient
in some offices to make special entries to record goods “dated
forward.” For this purpose we suggest the following form :—

c



Ll
Form 7.— 83.
Dr. LEVI & CO., JewkLLERs, 1587 STranD, Lonbon, W.C. Cr.
e r P . = : —-_?—-— =
Date Pariiculars Folio fz?::gd Date | Particulars Folio i f?r:t::d
1902 £ s d| £ s d[ 1902 £ s d| £ s d
Aug.20 | To Goods .. .. e .. | 486 .. 9 o o|Sept.30 By Transfer— !
w Do. Oct.r.. .. ..| 496 [ 2010 0 ! Goods dated toOct.1 .. | 83 | 5417 o©
28 » Do .. . - .. | s03 " m 5 o|Oct. 4| , Bills received—
Sept.g| » Do. .. .. ve er | 528 . 517 o 1 Month due Nov. 7 .. |C.B.8y ¥ 25 2 o
» Do. Oect.1.. % ..| 540 | 25 7 o 2 . » Dec.7 = " s 20 5 6
16 | » Lo e i Ve o 541 . 14 10 © |
» Do. . = ) " s o5 6 |
24| » Do. .. . . | 550 . 510 0
£54¢17 olf45 7 6 i£54 17 0|£45 7 6
Oct. 1 | To Goods dated forward. . o 83 400 54 17 ©
2| » Do .. . i .. | 567 . 67 18 6

YOy
= At

V[ 5

i

ANV SHIINSYIATIS ‘SYaT1aImal



KINDRED TRADERS ACCOUNTS. 19

Here the goods are entered in the “ Dated forward ” column as
scon as they are delivered, and - they are entered in the
main column as soon as the date at which they are “dated
forward ” to is reached. Where these “ dated forward” entries
are not numerous, and it is found inconvenient to have a
specially ruled Ledger, the entries may be dealt with in the first
Ledger form we have given by putting two dates against each
item, the first date representing the date of the actual delivery
of the goods, and the second date showing the date to which
the goods are “ dated forward.”

The following is a third form for keeping a Sold Ledger
Account.



Form 8.—
330.—Dr. JOHN SMITH, BIRMINGHAM. Cr.
109, NET. NET.
I .
£ sd| £ sd| L s d i £ sd|f s d
1903 | Brought forward | 32012 2 15 1 9 1go3 | Brought forward .+ | 329
Jan 1z | Goods vt o iy 32 va 014 O Jan. 17 | Returns . o .| 62| 110 O
13 » i i .. ] 38 o 118 5 19 | Allowance i3 | 73 4 o 6 o
106 " .e Ve o 47 o 214 6 '
19 " i i s 6| 8 5 o !
22 " . . .| 67 . 1 6 3
Feb. 8 i i il .| oz v 2 4 1 April1z | By Cheque Ve .| 78 i 54 9 9
12 " 103 . o16 6 » 107% Dliscount - 22 b 2 13 10
17 e A ..y120| 4 6 0| 0o 2 6
19 " . 128 | 1 5 3 {
Mar. 3 o 2 wo |17 | 210 0 |
6 » B 183 .k I g o
19 " . . oo | 210 . o 15 9 .
21 i & .| 221 3 7 06 |
£8 19 7 . ———|£8 10 7
| | 1

oz

ANV SHLINSYIATIS ‘S¥aT11amal
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This form is used where, as is frequently the case, it is neces-
sary to show which goods are sold net and which are subject
to a discount. The first of the columns is for the “subject”
goods, the second for the net goods, and the third for the totals.
The particular customer’s discount is 10 per cent.

The *“ subject " items amount to.. o .. £28 810
Less Returns .. - - - i 110 O
26 18 10
Less 10 per cent. Discount .. ‘s . 2 13 10
24 5 ©
Net Items .. - o .. {3010 g
Less Allowance .. . . o 6 o
S 30 4 9
Amount of Cheque.. o i i .. £54 9 9

In the keeping of Sold Ledgers, it will be found an advan-
tageous and wholesome practice to rule off and bring down the
balance of every account periodically. The 3ist March,
3oth June, 3oth September, and 31st December are generally
the most convenient dates for this purpose. Before a Ledger
balance is actually brought down, the Ledger keeper should
look to see what particular items make up the balance. It is a
far too common experience for Ledger Accounts to be allowed
to drag on, quarter after quarter, and sometimes year after year,
without the least effort being made to balance them off, or to
ascertain how the balances are made up. The consequence of this
neglect mayv be that, if it should become necessary to prove the
debt in Court, this would probably be found an extremely costly
proceeding, if not an impossible one. Another reason for the
frequent balancing of Sold Ledgers is that by these balancings
the amount of each Ledger Account is known at regular
intervals, which should prevent any one customer becoming too
much in the trader’s debt.
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The writer of this book is very much opposed to the opening
in Sold Ledgers of what are known as “ Sundries” Accounts.
These “ Sundries ” Accounts not only cause endless confusion,
but in the long run they generally entail more labour than
where special accounts are opened for each customer.

For Doubtful Accounts see the chapter on “ Bad Debts.”

There is no economy in cheap Ledgers. They should be
made of the best hand-made paper, and well bound, as they
generally have to last several years, and to stand a great deal
of wear and tear. With cheap books, the binding is apt to give
way, and the leaves to become loose, when they are frequently
lost. Never allow a leaf to be torn out of a Ledger, or the
Ledger’s value as evidence in a Court of law may be prejudiced.
1f leaves are found torn out of Ledgers, there is, moreover,
generally a suspicion of fraud. Do not allow your clerks to
“scratch out” in Ledgers. Incorrect postings should be care- -
fully ruled through, and, where necessary, the correct amounts.
written over. “ Scratching out” impairs the value of the book
as evidence, and it sometimes also means fraud.

At the head of a Ledger Account should be written refer-
ences to the replies to any status enquiries which may have
been made as to the name. If there is a limit to the credit of
the particular customer, this limit should also be stated.

It is oftentimes found convenient to have separate Ledgers
for different districts, travellers, or departments.

Special care should be taken in the Sold Ledgers to see that

"+ only such discounts are credited as are proper to be allowed to

customers. Otherwise there may be fraud, as the clerk may enter
more discount than is allowed, and put the difference into his
pocket.
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CHAPTER V.

PURCHASE BOOK OR INVOICE ANALYSIS BOOK.

THE Purchase Book of the jewellery trader does not as a rule
receive that amount of attention which is desirable. We give a
form which has been ruled to suit the requirements of the
average manufacturing jeweller. (See Form o, pages 24 and 25.)

A similar form, with head-lines as required, will be found to
suit the business of the manufacturing, the wholesale, and the
retail jeweller, the silversmith, &ec.

It will be found convenient to write up this book monthly.
The invoices for the month should be collected and arranged
alphabetically, each firm’s invoices being placed together in
order of date. The amount of each invoice is entered in the
column marked “ Details,” the totals of each firm’s invoices for
the month being entered in the column marked “ Total.” When
these two columns are added they should agree, and this agree-
ment will test the accuracy of the additions. The monthly total
of the invoices of each name only should be posted into the
Bought Ledger. This will to a very considerable extent save
labour, and, moreover, the Ledger will last longer, and there will
not be so many additions involved as where each invoice is
posted separately.



Dite

Form
o
=
z
-
=]
z
It 1
18 2
191 3
2 4
21 5
11 6
20 7
28 8
31 9
I | 10
15 | 11
22 | 12
3 | 13
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The remaining columns in the Purchase Book are added
monthly, and the combined totals of these should agree with
the total of the Totals column. As regards the invoices them-
selves, we do not advise that these should be pasted into Guard
Books. These Guard Books take up a very large amount of
rocom in offices and on desks. The Guard Books, moreover, cost
money, and there is a certain amount of labour involved in
pasting in the invoices. The writer is of opinion that the most

9.—
L "
= o E
< Ei 3
Name Total o % b
. 4 5
& - (s
£ s d £ s d £ s d L8 d
Aston & Company .. s . 14 3 6 |
3oy, s b e i 14 3 9
Do. o b .t is 30 2 1II
Do, &5 e < . 14 6 10 7217 © 219
Edge Tool Company. . oL e 0.3 § 0 2 3 | 362 |
Garstang & Buft 5 3= 513 5 =2
Dao. e - 316 - 717 3 . £
Do. 4k i i o 8 § 13 19 1 434
Harris, J. W., Builder il oE 250 0 0 250 0 © 81 i F
Jewell & Company .. A 151 74 2 B i s it 7 Bk 39 -]
0. e &% o 637 10 o o o 637 100
Do. gy = by 201 496 10 © 1,208 2 8 1G4 .- 496 10 0
London Smelting Company 63 300 0 ©
Do do. » 315 0 © 615 o o | 317
£2,160 1 o |f2,160 1 ©

615 oo

£637 10 o {570 12 8 |J_‘_'6|5 oo

convenient way of keeping the invoices is to put them away
monthly. Have prepared a number of sheets of stiff cardboard.
For each month’s invoices take two of these sheets of card-
board, the invoices being placed in proper order between the
two, the whole being tied round with red tape. The upper sheet
of cardboard should be marked with the month and the year.
It is frequently found necessary to remove the invoices for a
time for reference, or in case of disputes. The manner we
have explained will make this very simple, which would not be
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the case where the invoices are gummed in Guard Books. The
invoices should bear on the face of them a number which should
correspond with the number in the Invoice Analysis Book.

In the Analysis Book will be found a column headed “Folio
to Stone and Gold Books.” This will be found useful, because
it is of importance to be able to refer to the book, which shows
the disposition of such commodities as gold, silver, precious
stones, &c., in order to see they are properly accounted for.

=z W |ood] B ol
| % | g |sfpligEs ¥ | &
g 3 & mi g &ng g E &a & Capital Expenditure
] = RS | LguE| = S g
| B | g |gqEgfEE i | & | ¢t g e
= © gn |B8=a -1 E -] Plant | Tools | Dies 'Buildings
© > g2 *FTE § O3 ! ' I
£sd £5'd £sd|L£sd|Lsd|fsd £5d5 £sd|£sd £sdi£sdi£sd £ s d
i |
72176‘
.s l o 2 3
e 5135 I
7173 - i S & !
. . | i i 250 00
| |
| i 1
| | :
£717 3 |£78 10 5 [ | fo 10 8| [ W | o= .. |f250 0o

The form of Purchase Book which we have given may con-
tain other headings, as Assay, Gilding, Plating, Fuel, Wages,
Salaries, Travelling Expenses, Bad Debts, &c., &c. Some firms
make it a practice to write out invoices for wages and similar
cash payments, and pass them through the Analysis Book, the
object being to make the book contain entries of a// purchases
and expenses. It is then possible from the book to prepare a
rough monthly Trading Account, by also taking into considera-
tion the Day Book totals, discounts, the amounts received from
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the sale of sweep, &c., &c. For the purpose of these monthly
Trading Accounts, it is assumed that the stock remains
stationary. Although, in the absence of stocktakings, these
monthly statements cannot be correct records of Profit and Loss,
they are oftentimes very valuable “guides” as to how a busi-
ness is progressing, and are much used for making monthly
returns to directors of trading companies.

The Analysis Book totals should be carried to a “ recapitula-
tion ¥ page at the end of the book. This page will enable the
trader to compare one month’s purchases with another, and also
with those of the corresponding month for the previous or other
years. The yearly totals are posted to the Private Ledger.

We have not dealt with the subject of Hall Marking in this
book, as no special bookkeeping is necessary in respect thereof.
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CHAPTER VI.

BILLS PAYABLE.

THESE should be (if‘ correct) entered in the Bills Payable
Book as soon as received for acceptance. Bills Payable Books
can be bought of most stationers. We give on page 28 an
illustration as to how they should be ruled.

The bills should be posted to the Bought Ledger from the
Bills Payable Book, and not entered in the Cash Book until
actually paid. It is advisable to enter the bills in a diary a few
days before they are due, in order to prevent their being
forgotten to be advised.

The Principal should never accept a bill until he sees it is
entered in the Bills Payable Book ; and, when he has accepted
it, he should put his initials in the book against the entry.
Then, when he is called upon to sign the advice of the bill, he
can see by his initials that it is a bill proper to be advised.
Otherwise one of his clerks might obtain his signature to am
advice to a number of bills, one or two of which may be pay-
able to fictitious persons. In that case, the trader himself would
most probably be the loser.

When the bills become due, they pass through the Cash
Book, being entered in the Cr. Bank column as if they were
cheques. They should be posted from the Cash Book to the
debit side of the Bills Payable Account in the Private Ledger.
The monthly totals of the Bills Payable Book should be posted
to the credit side of the Private Ledger Account, and, when all
the postings are made, the account should show, when the
balance is struck, the amount outstanding on Bills Payable

Account.



Form 10.— BILLS PAYABLE.
_——— - ——n e - ———— _i =
| Da‘e Bought : Cash
Date | ; ‘ ; h Ti Due |} edger| DS | amount | Book Remarks
whieh | No. To whom payable Where payable d‘:a:r: ime | ;yove Folslso | Sonnts (olic wheo
sent | paid*
|£sd|£ s d

's
Initials l

j Principal

14

ANV SHLIWNSYFATIS ‘SETTTamal
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CHAPTER VIL

PURCHASE LEDGER.

29

THE Purchase Ledger should be kept on similar lines to those
adopted in the case of the Sold Ledger.

illustration : —

Form 11.—

1oz

Aung. 18
Sept. 15

We give an

Dr. GARSTANG & BUFF, Spencer Street, Birmingham. Cr.

|
1go2

£ s d.
To Returns . . 201 o 7 5| Aug. 30| By Goods
» Cash go| 12 18 2
«» Discount 3 o1y 6
£13 19 1
To Returns .. v || 201 3 4 1| Sept.3jo| By Goods
2| , CashonAccount | g5 | 25 o o

31| , Balance
|

115 25 0 ©
434 | 3318 2

o3
| Jan. 1| By Balance .

The goods are credited instead of debited, as in the case of

the Sold Ledger.

The cash paid is debited. We do not think

any particular explanation of the Bought Ledger is called for.
In some Bought Ledgers it is customary to give the number of
the invoice in addition to the folio of the Purchase Book. It
is desirable to balance off Bought Ledger Accounts at least once
a quarter, if not oftener.
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Where practicable, it is desirable that the clerk who enters
up the invoices in the Bought Ledger should not be the same
clerk who posts the cash into the Ledger. Otherwise the invoice
clerk might be able to obtain the Principal’s signature to a
cheque for more than is owing, and the fraud not be discovered
for months.

The Principal should look to the discounts debited in the
Bought Ledger tc ensure that he gets all that is proper to be
-obtained. Thus, for example, if he owes a man £ zo, and the dis-
count is 1o per cent., the amount payable is £18. But the Ledger
keeper or cashier could draw the cheque for £19, enter the
discount at £1, and only pay away £18. Itis easy to say this
is rather farfetched. But the ways of most frauds and
embezzlements are far-fetched.
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It is hardly necessary to describe the method of keeping this
book. The rulings will be according to the requirements of the
business. The columns A to G should be added monthly, and
the monthly totals carried to a Summary page at the end of the
book. The Summary page totals will represent the Petty Cash
expenditure for the year, and these totals should be transferred
to the Private Ledger. It is advisable that one of the Principals
should examine the Petty Cash payments once in each month,
or oftener, in order to satisfy himself that the payments are
proper to be made, and he should sign each page of the book.
The petty cashier should, moreover, be instructed to obtain
vouchers in all cases where this is practicable. No payments
should be entered in the Petty Cash Book which are in dis- -
charge of amounts which are posted in the Purchase Ledger.
Purchase Ledger payments should go through the main Cash
Book, however small they may be.

The Principal should see, at least weekly, that all cheques
signed for Petty Cash are duly debited in the Petty Cash Book ;
and he should also examine the monthly Summary Sheet, in
order to satisfy himself that the payments under different head-
ings are fairly proportionate, one month with another. A
separate book should be kept for Postages, &c., in which every
letter and veceipt stamp should be enteved sepavately. 1f this is
not done, there will most probably be peculation at some time
or other. If the Principal cannot himself vouch and check the
Petty Cash Book periodically, he should depute some trusted
clerk, other than the petty cashier, to do this work.
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CHAPTER IX.

PRIVATE LEDGER.

Tri1s book is not intended as a treatise upon elementary book-
keeping, and therefore we shall not at any length describe the
- keeping of the Private Ledger. In most cases it will be found
that expert assistance is required in the keeping of this book.
Briefly, it may be stated that the Private Ledger should
contain : —

Proprietors’ Capital and Drawing Accounts.

Property Accounts.

Plant, Tools, Dies, Fixtures, &c., Accounts.

Stock-in-Trade Accounts.

Accounts of money borrowed or advanced.

Accounts for " Sales, Purchases, Wages, Salaries, Rent,
Rates and Taxes, and all the other general expenses of
a similar nature connected with the business.

Bills Payable Account, and the Bank Account, if the latter
is not kept in the Cash Book.

Bank Charges and Interest Accounts.

Allowances and Discounts Accounts, &c., &ec.

Annual Balance Sheets and Trading and Profit and Loss

Accounts.
D
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Space will not permit of our describing the keeping of this
book in any detail. It is usual to have a lock on the Private
Ledger, it being inadvisable that its contents should be open
for the inspection of the general staff.

Some firms will keep a “ Nominal ¥ or “ Impersonal " Ledger,
in which to record the purely Trade Accounts above mentioned,
retaining the Private Ledger for Partners’ Capital and Drawing
Accounts, and other matters of a purely private nature. In
the majority of cases one Ledger, (the Private Ledger), will
suffice, and as to whether a Nominal Ledger is kept in addition
to the Private Ledger is quite optional.

It is a fundamental principle in Ledger keeping that no entry
should be made in any Ledger until the item has been
previously entered in another book.

The “Journal” is not a necessary book to the ordinary
jewellery trader. It is not therefore described in this work.
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CHAPTER X.

THE MANUFACTURING JEWELLER.

THE CHECKING OF GOLD.

WE have experienced great difficulty in writing this chapter,
for the reason that probably, whatever systems we may suggest,
some firms will say that they go too far with the clerical work
required, and others that they do not go far enough. Some
firms will carry the system of check to an extent that it almost
becomes a fine art. Others, on the other hand, will rely upon
the most primitive methods, and will tell you that they have
always found these methods answer all practical purposes. Of
these last, it may be said that if they do not know whether
irregularities are going on or not in their establishments, it does
not necessarily follow that irregularities are not going on.

We do not expect that our systems will answer the purposes of
all sections of the trade. All we can hope to do is to suggest
methods in general terms, leaving it to the manufacturer to
adopt them, or variations of them, as he may think fit.

The objects of the work referred to in this chapter are as
follows : —

(1) To show how gold brought into the office or warehouse

can be accounted for and checked.
D :
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(2) To show how metal given out to the melter can be
accounted for and checked.

(3) To show how gold given out to the workmen can be
accounted for and checked.

(4) To show how the gold in the entire establishment can
be accounted for and checked.

The clerical work involved in No. 3 is also made use of in
ascertaining the cost of the goods manufactured, a very
essential desideratum in a jeweller’s business. (See Chapter
XIV.)

Gold is usually purchased in the form of fine gold, and then
made up into 18 ct, 15ct, r12ct, gct. gold, or otherwise, as
the requirements of the business may dictate. The bookkeep-
ing should show that @/l the gold is accounted for, whether it be
in the form of fine gold, workable gold, lemel, polishings,
lappings, sweep, or otherwise. That is to say, it is necessary to
check the warchouse, the workshop, and the establishment as a
whole. The following form will show how the gold is first
dealt with:—



Form 13.—

10. FINE GOLD.
) ]
1902 Folio| Ozs. Dwts. Grs. | 1goz
June 2z | To Stock on hand .. i v g 5 o o June 17| By Alloy, No. 4
16 | , Birmingham Gold Co. .. wes| 33 20 o o vl w 60. 5
20. FINE SILVER.
| | [
1goz | ! Folio Qus. Dwits. Grs. 1902
June 2 | To Stock on hand .. e .. 19 3 4 o June17| By Alloy. No. §
16 ., Birmingham Gold Co. .. el 3% 10 o o wl| W 0. 5
3o. PURE COPPER.
I
1992 Folio, Ozs. Dwts Grs. 1992
l June 2 | To Stock on hand .. . - 29 | 5 o o | Junei; By Allnﬁ.ﬂNo_ 4
W 16 | » Birmingham Go'd Co. .. .| 33 | 20 a o v . .5
& comeeiheenolde v | v e
'Pf";
~

. Folio| Ozs. Dwts. Grs.
v o 4N 20 o o
.. Yow 4 o 0

|
i !
[Folio Ozs. Dwts. Grs.
& 40 | 3 16
. " o 16 o
| .
Folio! Ozs. Dwts. Grs.
o o 40 3 3 8
i W - 1 12 o

SHAAYEL dIHANIN
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Here we find that 5 o0zs. of fine gold were in stock when the
stock was last taken, and 20 ozs. have been since purchased.
Two lots—viz., 20 0zs. and 4 ozs.—have been given out to be
melted. The Fine Silver and Pure Copper Accounts are shown
below. By this system, therefore, the bookkeeping should show
the actual weights of fine gold, fine silver, and pure copper
actually in stock in the warehouse.

We next come to

The Melting Book.

A special account is opened for each alloy. Here we find
the weights charged which were credited in the Fine Gold, Fine
Silver, and Pure Copper Accounts. Also there is recorded the
weight of gold which the melting produces. There is a small
loss in the process, but a considerable part of this loss should
be recovered when the melting pots or crucibles are ground and
sent to the refiners. In a separate part.of the book should be
entered the amounts so short, so that at the proper time they
can be added, and their value in grain gold compared with the
value in grain gold received from the refiners in respect of the
melting pots or crucibles, if these melting pots are dealt with
separately, and not with the ordinary sweep. The writer is
informed, however, that if the melting is properly carried out,
no portion of the metal should be left in the crucible, and the
orly loss would therefore be by volatilisation.

The form which we give shows the result of two alloys. It
requires no explanation. The gold produced is transferred to
the office or warehouse stock.

el
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Form 14.— 18 CARAT—ALLOY No. 4.
1902 Ozs. dwts. grs. 1902
June17 | To Fine Gold .. A 10 20 o o June 17| By Office Stock Account—
«» Fine Bilver Vi Y 20 3 6 16 18ct. made up .. J
« Fure Copper 30 3 3 8 « Loss,, - .
26 1 o | -
|
15 CARAT—ALLOY No. s.
mEmipesn— gmEas g e R Pl T O Sl s _'!____.____ el e (e R e
1 Ozs. dwis, grs. 1902
Junery | To Fine Gold .. &5 10 4 o o Juneiy| By Office Stock Account—
» Fine Silver v ” 20 o 16 o i r5ct. made up ..
v Pure Copper 30 1 12 © ‘ w loss.. i3 ,e

6 8 o |

Ozs. dwts. grs.

26 8 12
o 1 12
26 10 o

Ozs. dwts. grs.

1] 7 12
o o 12

G 8 o

The following is another method of showing the transactions in the preceding form, it being
understood that a separate account is kept for each standard of gold:—

Form 14 A.— 18 CARAT.
A | o s S ST P WL Lot LN P | 2 jm—— !
. . | WEIGHED 1N
DaTE. Fine GoLp Fing SiLvER CorPPER ToTar o WaRERGLSE Losses TotaL
|
1902 Ozs. dwts. grs. Ozs. dwts grs, | Ouzs. dwis. grs. | Ozs. dwts. grs. || Ozs. dwts. grs. | Ozs. dwts, grs. | Ozs. dwts. grs.
May 17 20 o a 3 6 16 3 3 -] 26 10 0 26 12 a 1 12 26 10 o
10 o o 113 ] 1 11 16 13 5 o 13 4 18 o o 6 13 5 o
|
30 ©o o 5 o o 4 15 © 39 15 o 39 13 6 [ o 1 it.] 39 15 o

NOTE.—The proportions in the above tables may not be quite accurate, but this makes no difference in the systems.

SINAODIY SYIAVHL dIYANIN
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The following form (kindly supplied by a manufacturer)
shows another method of keeping the Melting Book. Each
transaction will be found to speak for itself, and the work is all
“moneyed out.” It is questionable, however, if there are many
firms who will go to the trouble and expense of keeping the
book in this form. That there are advantages in the system

Form 15.—
Dr. MELTING
2 | ]
Date Description 2 ;2
1902 Ozs. dwts. grs. £ s d
Dec. 22 | New Bar (18 carat) F. Gold .|l 7 w0 e 31 19 5
v Silver 1 4 © o 3 3
Copper .. 1 5 4 o 0 2
» (15 carat) F. Gold .. 6 5 15 26 15 6
» Silver o 15 "0 o 2 1
Copper .. 2 19 9 o0 5
P (g carat) F. Gold .. 3 I5 a 1519 B
w Silver .. o 18 12 o2 7
Copper .. 5 6 12 o 010 |
" (g carat) F. Gol 7 o o 3T Ig 5
n Silver .. 1 10 o 0 4 0
Covoper .. 11 o o o 210
Scrap Bar (18 carat) ae 21 5 18 6511 6
F. Gold 3 3 5 13 9 5
" " .e 10 13 6 34 810
| " (g carat) 27 6 18 4 3 3!
1
I
|
|
!
i 1z 8 3 |£265 3 2
| |

cannot be denied, because it enables the manufacturer to know
what loss in £ s. d. he makes in his melting.

We now have the gold in a workable form, in which it is
taken by the melter into the rough warehouse. The weights
should then be entered in a book, which we will call the
Gold Stock Book, for which we give a suggestion on page 42.
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Here we find the two weights debited, which are the results
of the alloys already referred to in Form No. 14. On the Dr.
side are entered the weights of all the workable gold as brought
in, and on the Cr. side the weights of the gold as given out to
the men to be made up. As to how often this book shall be
balanced will depend upon circumstances. Possibly a con-

BOOK. Cr.
2| . ' 2
Description E : g Carat 15 Carat 18 Carat | 22 Carat | g
| . (Ozs. dwts. grs. Ozs. dwts. grs./Ozs. dwts. grs. Ozs. dwts. grs. L osid
‘ Dec, 22 | Weighed in .. | .. | s i g 17 dii i 118 g
" . ] . g 19 12 . .. ) 26 17 o0
" R g9 18 ] o i 15 19 11
" s | -- |19 1B 12 o e e 32 310
" P .. . 24 8 o .. 78 16 4
. | - - 10 13 o s 34 8 o
" ‘e |27 6 18 i | = 4 3 4
i Loss on I
1 Melting | © 3 12| 0 0 12| 0 2 15| o016 o
H | 57 6 18l o of4s5 1 9
| |
! |
| | Ozs. 112 8 3 {265 3 2
i ] —_—— —

venient course will be to balance at the end of each month.
We have in our form shown such a balancing. Shortages will,
as a rule, occur in the weighing out. Scrap returned by the
men is debited in this book in its proper column, but not the
lemel. The book should therefore show the weights of work-
able gold which should be in hand from time to time. The
Principal personally should weigh this gold as a check upon




[
Form 16.— GOLD STOCK BOOK.
WEIGHED IN. WEeiGHED OuTt
e ——l — — = = = = o - = ‘..—;u-_—._ e i mee, =
! GoLp 5. GoLp
o g.h
Date From whom received Folio| = o T 2 — | Date To whom given. ”5-‘3 T T
18 Carat | 15 Carat | g Carat ““; 18 Carat | 15 Carat | g Carat
1902 1902 :
June 16 | To Stock on hand wis 15 15 3 6| 8 714! 23 2 4] Junei6 | By Jonathan Swift =, 37 6 310
17| » Alloy, No.4.. 40 | 26 812 » B. Eagles Fo 37 i 5 2 4
,, Do B v o] U e 6 712 M Do. H 55 1 2 6
27 | w ]. Swift, Scrap returned 27 1 2 6 ¥ Do. .. %y | o 5 o
» B. Eagles, Wire returned | 37 sia [ B ) 19| o J. Swilt 27 o 4 6 |
» Alloy, No.6 .. .. .. . . 15 B 4 « B.Eagles . iy 37 i 2 13 20
» B. Eagles, Scrap returned. | 37 . 012 10 26 | o ]. Swift e g 27 312 8
" Do. i's e 12 7 6
« B. Smith % 2 N 2 612
w ]. Jones .. .. .. o g 218
» 3. Brown 13 43 5 212
« . Robinson .. s v . . 4 8 6
+ Stock on hand carried 27 9 |s| o 712| 1413 6
down AR b5 % 15 15 3 19| 51022| 2316 18
Shortage o o1t 0 o 6 o o B
|
4214 o| 1518 16| 38 10 8 4214 of 1518 16| 38 10 8
To Stock on hand broughtdown | 15 |15 319 | 5 1022|2316 8 |
1 i

,"'1{‘{?1"&" 3™

z¥
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the goldkeeper, and he ought to arrange that the additions of
the book should be checked by an independent clerk, and also
that the weights given out are checked through to the work-
men’s Ledger Accounts. The weights debited to the book
should also be checked from the Melting Book.

Solder given out to the men is weighed and charged as gold.
For workshops where silver is worked up with gold, an addi-
tional column for silver can be inserted on each side of the
Stock Book. The silver can then be dealt with in the book
exactly as if it were one of the qualities of gold. Where silver
is worked up with gold, the silver and gold portions of the
article are weighed separately before the article is completed.
It should be noted that no lemel is introduced into the Gold
Book. This verv much simplifies the keeping of the book.

In some jewellers’ workshops platinum is used, but as a rule
the amount is so small that it is hardly necessarv to provide
any special column for the purpose of checking it, as it can be
entered with the 18 ct. gold.

When gold is given cut, it is usually weighed in the presence
of the workman, and entered against him in his Ledger
Account, and also in his book. Some firms may find it con-
venient to enter the weights of gold given out on small manifold
slips with consecutive numbers. These slips should have
entered upon them the date, the workman's name, and the
weight and quality of the gold given out.

We come now to a very important book—namely,
The Workmen’s Ledger.

The following is a suggested ruling for this:—
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Form 17.— WORKMEN'S
27 Workman, JONATHAN SwIFT.
————r——————= = = ——-I —— = —
| GoLp
Date Particulars [:8 | —c zus Silver Total
] |
!_ L] | 18Carat | 15 Carat| g Carat
P A
1902
June 16 | To Stock on hand - . .. |26 110 ol i
» 18ct. Ring Blanks .. " |16 6 310
19| , 5 B ol e o4 6l
26| . " " ool w| 312 8]
I | |
| | | i
| i |
| | | | i
| o | |I
|
|
. ! |
| 1110 © - 1 I I o
1 it !
— | e
512 4
June 27 | To Stock on hand | ‘ ]
Workman, B. EAGLEs.
i o GoLp |
Date | Particulars = Silver Total
: = | |
18 Carat i 15 Carat |gCarat
1902 |
June16 | To Stock on hand i 36 C1o2 14 |
» 15ct. Flat .. oa 16 « 5 2 4|
| w oct. Wire .. i . ¥ Wi |12 6! [
18 » I5cCt, i i " I 0o 5 0
19| » _w» Flat Wire .. M 213 20 | "
25 | o Silver.. s i 18 = | 211 12
27 | » w A ok .e " « 3 18 16
|
|
|
| |
| |
"9 314 126|610 4| 1616
Junezy . 2 glo oIz o i

» Stock on hand
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LEDGER.
0. of | OLD H] u
Date Particulars Order | . £ |Lemel | Total | 4 V?Lue Pl
or | | @ Z, @
Folio |18Caral!15 Carallg Carat | ! 8
1902 = 3 ! e ! ' | |£sa
Junezs| By Cluster Ring .. | 101 |o 422 I |
« Ring to pattern | » |0 5 0 | |
26 | . 12 Fancy Rings w |1 7320 1
» 12 Fancy Cluster | | | |
Rings'.. .. | 106 |112 6 |
27 | . 3rings to pattern 107 o B16 :
» Scrap returned |G.s.B.18| 1 2 6
« Lemel (after 2 | i
burning) .. . | s . .. o 1616 o
5 022 .. ve | vi o 1616] 5 17 14
» B{l Stock on 3 | \ |
and .. s is12 4 .. 2% s 512 4
» Loss .. .. . .. . .. o0 6 |
1013 2 ] o 16 16{11 10 oi, |
j l
|
o ' 1 1 i
| | | o
No. of | GoLp | B o ‘5=
Date Particulars Order | ! 2 Lemel | Total é v?ll"e du’.-
or @ | o
Folio IIISCaral!t_r,Carat‘gCarah i 23
| 1 4
1902 . ! £ s d
June 26{ By z Scarf Pins an ‘ l !
Stems .. . 103 e o 7 oo 6 8 |
28| , 12 Brooches .. " “ 114 6 ‘ |
» 1 Brooch to pat-
tern .. .. 109 . 0 4 330 0 7
27| «» 12 Tongs s 108 . ¥ Po 311
» 12 Pendants .. 105 “ 2 2 8 |
« Lemel fafter 1 ! ]
burning) . |G.5.B.18 o . . I e 1 2 o
» Wire returned. . " i oIr 4
» 1 Key, Silver .. 110 - R (RN | %
« Silver and Gold :
Scrap returned |G.s.8,18: ., o 12 10: v |4 18 6
| .
! 5 I 7'010 26 9 g/l 1 2 0131218
« Stock .. e = T 2 910 012 0 .. -+ |3 110
» Loss .. o ve 4 e ECH R . - |0 120
i 8017122699129]16160
| | |
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On the Dr. side are entered the weights of the gold, &c,
given out to the men, and on the C7. side the weights of the
made articles brought in, and also the weights of the scrap
and lemel returned. We believe it to be the usual custom to
weigh the men's stocks, and balance their books fortnightly.
The men’s lemel as a whole will, perhaps, be assayed two or
three times a month. The manufacturer should know by past
experience how the lemel should assay out. If the results are
not as they should be, it will then probably be necessary to
have the lemel of the men, or some of them, assayed separately.

A book should be kept in which the weights of lemel returned
by the men are entered. The weights of lemel sent to the
refiners, or used in the firm’s own melting, should also be
recorded in the book. Particulars should be entered in the
book from time to time of the proceeds of the lemel, if sold.
The following is a convenient form for keeping the Lemel
Book : —

Form 1