
MERCHANT OFFICE. 
PART I. 
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Ship's 
name, 

l' 

Arabia. 

H uw TU _ \' \ .d!'E 

Shipping Bill or E Jj;port COOllan. 
BANERJEE i& CO. 

FORM OF SHIPPING BILL. 
_~ bether lSri-' ~~ . Port or f Quantity, qua-Dcscrip-

tish or Foreign.1 .£ a place of Marks_ .8 tion of 
liLy anJ des-

1f foreign, the, ~ ~ de!!tina- a 
packages, cl'iption of 

country. ~ t ion, '.Z goods. - . 
2 3 4 5 '· 6 7 8 

~ 

. ~Bri ti8h . 'Cooper London, B.&co·I IOO Bales, Jute weg. ZOO 
mds, @ Rs. 12 J.T. 

1/ 100 
B. &00, 60 Bales. Cotton weg.90 

•• 
'l'oLa I 

\'1\1 ue fOT 

duty. 

9 

Rs.2,400 

C. T. mds. @ :8. 20t& . 1,800 

'I 
1/50 

Rs.4,200 , 
~ neclare the Value oj the Goods above thseribal to /Ie Hs. 4,200. . . . 

N ame oj Exporle;' or Age,!~. Name 0/ Officer , 'ft Cnllyr 
. !?pled, I sl (fay (1l tme, r899, 0/11 

.; 
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CLERK'S .GUIDE> 

receipt of the Customs E:tport Pass,Measra. TIa1 
i: Co. would see which of the two ways of pUtt1 

goods on board would suit them. They ll'1>ght ahi_ 

,6 );oods either (1) through the jetty, 07(2) place tho 
ats laden with the cargo alongside Lho Steamer "Ara· 

.a," for dimct shipment. III the former oase, hal-jng: 
'liied " up a.ietty challan , Messl'tc. Dtl.uerjee & Co. would 
pay lobe special toll and jetty el.arges to the Port Com. 
missioners,and obtaill pcrmission of tho Superintendent or-" 
the JeLLies to ship the goods> ,The Shipping order, the 
Customs permit, and L~o Superintendent's ordors, are 
then filed with the Export Shed officer, who receives the 
goods and grants rouocipts in the form aunexed here-to. 
In the latter ease the shipping order, together with thr 
Export challan, is sent on board dired tOrth6-Ctiic 

officer, who receives the goods and grants a receipt, whicb 
is called the Mato's receipt. Its f6rm is giTeH below. 

MATE'S RECEIPT FORM. 

No- Calcutta, I~t June, i '899' 
Reeoi.vc<! on board Lbo S. S. " Arabi.,," from Messrs . 

.JJanerjee c,'" Co., theuudermentiol1cd mcrchandize: in good 
,order and condition, under shipping order, dated 30th 
,~ay 7899. 

MA.RKS. 

\B. « Co" 
; J. ,~ .. 

-.·.Woo 
R>& -CO. 

'C . . T. 
1150.' 

QUA.NTITY, 

100 

60 

DeSCRIPTIONS. 

Bales of Jute, 

Bales Of ·CoI\O •• 



-0-

The Oommissioners for the Port of Oalcutta, 
Jetty Export Department. 

-' 
RSoIJUD in outward good order and condit.ion from Messrs. Balferjee & Co., Le pack-

agee of Jute and Cotton detailed below, one hundred andfifly only. for shipment on board tI; 

the S. S. "Arabia" (or London. Weight., cont.ent.s and state of contents, unknown and not ~ 
aocouutable for leakage or breakage. 2 

MAR ... DBSCRIPTION. QUAl'i'TITT STARBD IN WORDS. R UNNING TOTAL. r 
B. & Co., Ba.les of Jute. Hundred only. 

J . T. 160. 
1/100 

It AI: Co., 
C: T . &le9 ~r Cotoon Finyonly. 

. 1150 . • • 

Ca~ttll, ISII~".6. 1819 Shed-Ofjice,., Jelty, S.lIperintt~tIeN! 



Ctot's Gtl'ID:f, " 

IVhcn the goodl have been thus shipped on bo"ard the 
..;teamer Arabia, it becorn"cs necessary to bind the Captair 
tor their safe delivery to the consignees at ihe port \ 
diacharge. Aceo'fdingly n eet of "Bill of i!ldini' general!. 
iii. triplicate but very rarely also in" quadruplicate is mad 

-(lIlt" and signed hy the CII.ptain. Th.e blank forms of th 
Bills of Lading are obtainable from the agents of tho 

vessels, free; but, chargeablc with a stamp duty o! annll 
four each. The CaptaIn, before he signs the bills 0 : 

Lading, collates the Jetty receipt or the Mate's l'dCeip~ 

attached thereoo by the 8hippers. with the filIM up Bil · 
of Lading form!\, and in exchange threreof dtSi 
the signed dooumenta to the shippers_ We' have 1 
8peaking of Bills of Lo.dlng; and now we shall oons) 

What is a Bill of Ladihg & how to Writs it 
1t is a document given by the mneter or agent o. 

8hip, acirnowiedging tho receipt of goode specified. 
It is usual t;o make out three or four bille, one for t 

Shipper for office copy, the seoond to be held by til 
Capt.a~. for his reference called Captain's copy ~nd tb 
relt to be sent to the person to wbom the goods 8.) 

consigned, by which he can. claim them on tbeir aninI. 
Tbe~ an invoice (Ciza/lan) of the goods eetat, is Jnaj 

out for the consignees. Now, 
What is an Invoice ? 

·It is a list or account of goods, that have been 80 
or, sent, . on ~ certain day, by one person to allQtqe 
stating'all the particulars and ·tb~ prioea. 
" The invoice ie sent by the sellet' to tbe buyer, eith 
alo!lg ·\Iiitb .• the gOOds or sepalate!i :by. post. "_ 
. -' .Specimen for~s .of Billil( Lad,ng s.nd _ of ~'Ypi~ "r, 
flub-joined for -referenee. 



:b &. Co 
}. T. 
1-100. 

How TO EXPORT. 

Bill of Lading. 

SHIPPED in good order and COill.. 

tiOD, by Bnllelj'u &- Co., on board th._ 
Steam-Ship Arabia, whereof ia mallter for , 
this present voyage COileI' lying in the 
port of CALCUTTA, and bound for 
undcn, S8.y-

B,a Co. 100 Bnles ~f Jute and 60 Bales of 
J . T. 
1·50. Cot/on, being marked and numbered 88 

teMuring .Tone in the margin; and are to be delivered, 

~ £ J. ISI'per in Port of London or 80 near thereunk> 
, of 60Gb. ft. ' . 
=£1 II. as she may safely get, unto order, ·or to 
)r their assign&, on payment (If Freight for the said 
' 1'1 in cash, as per margin, in LoMtUm. Average 4b 

ned. 
ne following are the except.ions and conditions abou 

rred to:-

eight, measure, quality, contents, and value unknown. 
'he act of God; queen'e enemies j fire and all 

very other dangers, and accidents of the.seas;ri'fel'8, 
and .navigations of whatever nature and kind, excepted.) 

In Witneu whereof, the Muter or Agen' of the. 
said Ship' haa signed lAne Bille of Lading Ih.olurrive of 
'the "Master's copy, all of this tenor and date, one of. 
which, being accompHshed, the others to 8~d void. 
,~ :Dated .AT C.ucU'l"I'A., Isl June r8W. 

No~ieooUDt&~le for numbera and counterxparks. 



CLEBa's GUIDE. 

INVOICE. 

~lWOICR of 100 Bale& of J'utea.nd 50 Bal. of Cotton 
ought by order of Beals()11 &> Co, shipped per S. ,r" 

'.JJ.ra!JJa to LondOIl on' account and risk of ~le concerned. 

~'~K3' u,. A,. P. lis. A •. P. 
B &-C. 100 Balel!! of Jute 
J . T. weighing bazar rods. 
1/ 100 200. @ Ro. 

rod. . .. 
12 per 

. .. 2400 0 0 

50 Bales of Cotton 
t 

-0- t 
C.T. weg. hazar mds. 90 

1/50 @ Rs. 20 per u:.d ... IBOO 0 0 

Charges. '-1- - ~2Q(J 0 

Ot'! J UTB. 

Screwing nnd 
Imarking &c. &s. 80-0-0 

B/L. Stamp, 
Cooly &e., Rs. 2-0-0 

82 0 0 
ON CoTToN. 

I , 
Screwing and 

marking &0. R.9 50.0.0 
B/ L Stamp, 

Cooly &:c., Rs. 14·0 
51 4 0 
- 133 4 0 

JnlJurance .@ i% ... 15 12 0 Commission @ 5% .. . 210 0 0 
25 12 0 

Co',. Re. M9 0 If 
E"ors E::xttptd, 

C4LCUTTA, 204/on, r8w. . Ba"erjie 6.- ,<;~: 



How TO EXPORT. 

After Lhe goods hlwe been exportcJ. and the IllVOIt .. 
them has- been made out, too ncst step for Moasfl:l .. 

,norjee cl Co., would be to rCalize the amount of the 

voice from M.1!8St'S. Beatson & Co. In doing so Messts. 

IH' J'jcc & Cu 1Y01IIJ drilw lip a set of Bills of Ex­
ange (JIoolldy) and negotiate it. through one olthe local 

:cha'llgc Bauks. If Messrs. Bnuujee & Co., do not wish 
draw the amount of their I llyoico Oil the con!>ligne~s, 

ey will send the liills of Lu.uing direct to Messrs. 
'!&tson & Co, :\l1d, wai t for the remittance from them. 

n tbe other hand Messrs. Beatson &; Co, in remitting 
'e proceeds of the invoice, would buy a draft on Cal­
,tta in oue of the banb in England, and for ward the 

ne to Messrs. IJanel'jee & Co, who, on prcsentillg it, to' 
funk's agents in Calcutta, would receivQ thc -cquJv.a",.. 
.... the Currency of the place. The Cnrl'ency of Eng­

d is in Pounds sterling, as Rupees, RlIll a8 and pies are 
~b liS. I t is evident from t his, that fI. Merchant of Eng­

mi, if be WELu ts to pay a Mercha.nt of India, would do so 
...... ~lish coins, for the equivalent of which the laUe~~ 

~i ve in Rupees, nmiMl and pies. 'I' his is caned 
Ie 4,blfra!ion 0/ Exchange. 

EXCHANGE. 
, "Ex~bange is the method of finding wbat 8um 01 the 
ooey of one country il5 equivalent to any giTcn ;suli)' 
~'oi}.8..1. 'of anotber, 4Q.cording tct a given (oUy:e· .oj 
x'ha~8t; 
~ . 1 • 

The-CiJuf'le -()f Exchange is such a f}tJrirWie or ullteridi,1i 
.' . -,' .. < •. '" . , ' -: . .- ., '.' 

1m of ~be. , money of one place, as is propoSed te'.he·giv •• > _, ., _. ~.' J 

~,,~, ~~P~ :~~4t.Dt ~um ot .. tha.~ 1)~ -'!l.?~J1e'~,} _~~~ 
U:b~it .&:ie ,Bu088 •• fixed 'Bum Of ~di~Q-e 'of~De:i1ii 



,Iven for 0. variable sum of English money viz, h; ll!u 
2s., or 2s. Id., w?re or leBS according to circu.wstancef: 

Thepa,. of Exchange is such Ilqualltity of the mOD( 

of one country, as is intrinsicaUy equal tJ acert.a.in qua 
tlty of the rooMy of a.uother, thus 2$. is the pa,. vah 

of a rupee; and when a rupee is exchanged for 2,r., tl 
excbange is said to be at par. 

Exchanges nrc carried on by merchants and banka t 
means of written instruruents, called Billa of E.J 
change. 

A Bill of E:tchange on Calcutta. entitles the holder t 

obtain an amount of rupees in Calcutta for the vall 
of the amount mentioned in the Bill. 

As previouaJy stated, if Messrs. Banerjee & Co., WII 
to realize the value of goods sont by them k.-'if.:... , 
Beatson & Co., "he former would draw up a set of B 
of Exchange (form onnexed hereto) in Pounds stel'ling . 
the latter or on their Bankers, and attach tberetothe ab . 

. ,ing documents, such as the llBls of Lading, the policv 
',Marine Insurance (&e Chajleronlnstiranu).tb~T 
Hypotbicatioll (see pages I3.Hi), an Abatract oft'belnvoi( 

'(in dujJicau) and sell them to one of t.he Exchange ~I 
or Ca.lcutta (soy Agra SOIlR) for which they will recei· 
_. .. 'i 

6'1uivaJents at the Current Excbange ruling at the ;lUi 
Let us see wha.t wi1l be the equivalent of &s. 4~6'1 

p.f,.iIivoioe· '(lee an/e) in Pounds, when·the rate ofu¢4lit 
' it;., Is. lIid. 

Is .. 1!t~.-231d.-tis.=P.s.:- .£,1#. 
}Jy .the quefiti0!:1 .1 Rupee-JTfi£." 
RI. 45lS9~(u:. x ... ·'·1£ ... .£4:4L ·ra.r~ 



1I0W TO ExrORT. 

Bill of Exchange Form. 
CAwur u., uld .June 18W' 

El ;hange r.r £, 441. 13s. 
At Three Months after Sight to this FIRST 

of Exchange (Second & Third unpaid) pay to 
J.e II thp. order of ourselves the SUIll of Fo .. r hundted 
.I .. ~ NJ (l~ld 1.lJrIY?1Jt pou,lIis and thirteenshillingsster­
~~ ~ lmg Value mourseheSfl.nd place the same with 
~'2 ~ onrithoutadviccto account of Mess,·s. Beatson 
Ii ~:m &: Co, of Lo"don. Dill of I~adit1g for 100 Bales 
II ~ H of Jule mId 50 Edles of Cot/on lerSt. Ambia 
Y.t~ ~vj attached 10 be given up on aeuptance. . 

-.'S M To tile BanI. of Eng/and. } D E J &~. 
~ LoNDON. AN n BE ,-"",' 

n. 10 CALCUtTA, 2nd JUlie, I8W. 
~ Exchange for.£ 441. 13s. 

r.: At Three MouthsafterSightofthisSECOND 
. fRo of Exchange ( First & Third unpaid) pay to 

23 II tho order of ourselves the Bum of Four hUridred 
dd II Dni fo rty (me poullds Rnd thirteen shillings ster. 
f:il M ling Valut.1'n ourselvcs !l.nd place the sa.mc with 

.,;~!:j! or without ad"iecto account of AfeISrs. Beatson 
~2 ~ At Co, of Londo,.. Bill of Lading for 100.Batu 
,~II of Jute and 50 .Bales of Cvtfon per Sir. A"qc;a 
~ ,m o.ttnched 10 be ~iven up on aeallance. 
~ iJI) To the .Bank 0/ EnJ!.land. } BANERJU kCo. 

t:t LONDON. * 
~~ 8 CALCOTTA, 2nd .lutz(. J899. 
:So. Iv Exchange for £, 441. 13s. 

At Tltru Months after 8ightofthis W1RD 
of Exchange ( First & Second unpa.id ). pay to 
the order of ourselves the8um ofFoTlr/tundfled 
aM forty one pou"ds auf} ,ki, teen skillingsst~,.­

..Iillg Ya.llle in ourselve8 andplaoe tbeSlL~¥'iib. .. 
or without advice to acoountofMessrJ. Beaff<in 
~ Co., of London., Bill of Lading ~r 10.0 Bales 

,of Jute alld 50 Bales of Cotton per St,..~,.abi"a 
; attached to 6e live,. .. , .on ac~ptance . 

Co. Tolht Bank of England· ·· l BANDJU &. CO. 
LoNDON. . r · ·· . 



CLERK'S GUlDE. 

Later on is gi yen in form n Bill madc aga.iust the Ag 
Bank for the equivalent of .£44-1 ISs. at ls. 1 lid, 

A set of Dills of Exchange usually consists of tbr .. 

and is chargeable wit.h adval(Jrem (see Appendix A,r 
s.ta.mp duty. . , 

In the usual course the agent, Bank of Calcut~ T ' 
send the Dill of Exchange to the corresponding' firm· 
London, and present the same to Messrs. Beatson & 0 
for acceptance or jurymc"t. 

The readers would not.e here that, if the eonsigne 
be of est&blishod good credit, the Bills of Lading, • 
other documents rclati,e thereto, are delh'cred by 
Bauk to thero,-that is on whose ~eeount the draft 
drawn,-on their underb.king to pay the amount of 
bill on its maturity. If the consignees be otherwise, 
documents are not made over to them unless and u 
they pay oft' the amount of tbe draft. 

Wben tbe consignees get hold of the Bill of Ladi.n 
they present it to the agent of the steamer for ,rleiifN 
order, get out Customs permit, and receive the good­

exchange thereof, -q- <j" ! 
In o&.ie when drafts are paaged through the &,iks, 

ill ~to!lltLry ,"vith the drawer to infarm in writing ,th~ 
be bas done so, This is called advisj"g a drall. 

To advise a bill is to inform the drawee th&t Jie'?,l1e' 
• • ~ w 

been , ,aluoo, &t certam sum and at a usance, " ,&~DS 

,,)iij.ment of goods per Bome sbeamer on aooount; ~qf :; (f 
~itafp. per80n menti,.~ed th~reiD, and requect c h~m>- io: 
hqDQ~ th~ draft o~ prellentation. It' is w~t~_ m~~ 
,~)JO~'i:Dg' ~wa)" ,;-



How TO EIPORT. 

LETTER OF ADVICE. 

Caitulln. 2111i June, r89f}. 

To 
Tlte lhnh of Ellgland, 

London. 
'Jear Sir, 

We beff to aavise, ha'lJing this dny made /ne to 'lJalue 
ujJon your good ulves for account nlld authority of Alessn. 

Beatson &- Co. of LOIldon, against ott" skipment to tltem 
if IOO B(a/es of J ule ami 50 Bales of Coilo" II Steamer 

'ralJ£a" ttl £gildon, 

o 4- f o" £ #1 IJS. @ Jm /st./awril1g ourse!vesand 
, tlumk yOl~ 10 /wnor tlte same 011 p"eu lltation. 
1711 of Lat/iug and jolicy oj Insurallce are attached 10 

aft 10 be givw up On acceptance. 

To 

Yours faithfully, 
Banerju Cr C". 

LETTER OF HYPOTHICATION. 

TaB Ac.lU. BASK LD. 
Calcul/a, 2114 J"ke, r$w. 

H4v:n:a this day negotiated wit.h you, one Bct Billl ,of , 
£schange drawn on Messrs. T.ke Banll of Engla.,,,/, ~,' 
t.)&~ticula.rs of which are noted at foot. and baTing at '~~J 
,.lnl- ·time ba.nded to you as cOllateraJ security (or ~l 
1~ .. ~p~nCeof :~he . said. n,i1~e, ,the nil1s ,?f .L!4~~f~;'~} 
Sh~- documentAl belougilJ'g to U8 oftbe;sev~l < QOGi1'; 
" "', 1(. ' ':' ,'" " . ,..' ", . .' ,,' ."" .. , 
~~}~~.\ &t , tqot. our-~~-meii.t is uDii~~~ .~~~~' 

'" folki7r1 ; , ~ ~,'" , 

,,2 



rho said Apa !Jank are, on the said sever. 
;.chango being . a.ocep~d by the Drawees, to 

the latter the said Bille of Lading and Shii-PLo doeu· 
mente. 

But in 0&86 the said Bills of Exchange should be te· 
• fuaed fll'.ceptancc, Of in case of tUG suspension of payment 

by t~e Drawees before auch Bills are accepted, th!D . we 
bereby authorise the said Bank, or any Manager, or Agen' 
thereof, to Bell the said Gooda, and to apply the net pro­
oeeds (after deduoting uBual commission and oharges) in 
payment of ' 8uoh Bili, with re-exchange and cbarges, 
the balance if any, to be applied in liquidation of ",.­
<?tMr debt or liability of ours to the 8!lid Bank : a 
ultimate balance to be at our disposal, and in case t 
net proceeds of 8nch good8 shall be insufficient to pay.t 
amount of aDY Bueh dishonoured Billa with re.eJ:ollal.l! 
and ohal'geB, '%'e authorise the Agra Bank or the bolde 
thereof for the time being, to draw on UII for the del 
Dieney j and. we engage to honour such drafts on preller.· 
Pleut or to pay to the said Bauk the amount ill Loni_ . 

We also author..ise the Agra B~21lk or aoy Manager or 
Agent thereot, (but not so as to make it imperative) tQ 
ina'"-e the~abo,e Goods from Sea risk, including 1081 bl 
·1 . . ., 
'!&Pt~i 'fUld al80 from lose by fire on shore j and to tdd. 
~~.'.er.elQiu~· a.Gd · expenses of such insuran.cea to " ~~e 
~~ii.D~fcbargeable to U8 in respect of the said Bill~ ""ritl 
'~"" , 

;f>:~e ·t~ir recourse against the said GC;X>~!J. or ~ 
Jf$~f ;t~~ir' rei~bursellleDt,- lUld allO 'to 8~1l &0,.. ~#:" 
.D.~.~. ·~d' :~ii':'ffhich ~y ~ Deceasary~:,of ! pa,..ijnt 
';;,:i.eig"·',.ai! ~'"' . OalHI •• t '''re,1O toke 'u.bm~w:./ ':;" " '~ .' '":J... . " , " ,'" ,-,_, .. ~ . '~'~-r::, 

'<eiif",n 'anq,lOmak .... 'h olut, " , IO<";;'-·-'""~"'" . " " Y'n" "' " , 9., " }11 ,,, ,~",..""..."',_ 



. 
How TO ,EUORT •. I . 

;() be accountable in such manner. bnt not further or 
',berwise, as ill ordiMU cases between a Merchant and 
j Correspondent, it being hereby declared that. t-ql'> 

nk is not to be liable for the dofa~llt of a.ny Broker 
Auctiolleer employed in the snle of the Goods. 
It is mutually agreed tha.t the delivery of said colla. ' 
t securities to your Bank "htl.ll not prejudice your 

i on said nills in ca.se of dishonour, nor shall any 
.rse taken thereon affec.t the title of the Bank to· 

'.I.r itiCf:! to the extent of our liablity to your Ba.nJr: . 

'1ank, in case the Drawees of any Bill or 
'.epwmce, is bereby authorised, at tbe . dis-­

'tors, Manager or agent, to give up the ; 
'IS and Shipping documeuts to any 

~ any Bill or Bills .. t matUrjty, ,", 



16 

A GRA BANK. 

To BANERJEE & CO. 

I To value of oU\' IJUC set Bill jl 

or Exchange Documents fot- I . I 
acceptan ce, 3 MontLIt after t 
Sight on the Bank of Ell .... ll 

o I 

land £H l 13s. ® 1.Il{.d. ! 

'¥ Rupee Ji 

Rup" 

1 



18 CLBRR'S GurDl!:. 

The Drawer. 

The person, who receives the specified Slim, 
tug out an order of paymeut Oll another. 

The D rau'ct. 

The party on or against. whom the bill is dra.wl ­
payment. 

The A cceptor. 

The party Oil whom the bill is drawn, and wbo accept 
it to pay the dra \\'01"ij c.laim. 

TIre PIIYU. 

The party to whose order the draft is made payable. 

The Illdorser, 
The party who signs his uame 011 the back of th e 

to reulise the receivable Slun. 

Jlll: flu/orseI, 

The party to whom the bill is last indorsed. 

Peri'ods fo Draw Bills. 

Bills are gencl'.'I.l1y drawn in three ways : -~l} Or 
de,mand; (-2) atsiglit; alld (3) at it certain uHmber of day 
or months, after 8ight. 

'(I). Amounts of On Demaud nills are payable to tL 

(2). 

(Il) 

• "drawer whenever the ruQlley is demanded, 
Amount of Bills of Sight, are payable at. a, ti!ll~ 

".~y the drawee when they a.re pl'e;eu~ .,lP.r 
. payment. 

Awouu.b> of Dills of Sight. after Date are P:fo!.y~ble 
) " . . ., . " , ,.; .,. ' '- --", 

. ~)U a. speciti¢ date ~I .enti~ned in t~ biD from 
t.~e. ·date" of acecpta~ce. 



CHAPTER II. 

dE NATURE AND NEGOTIATIONS OF 
BILLS OF EXCHANGE . 

. Bill of Excile.uge is an order given by R. person, which 

to be drawn on another person at a. dis taut plac(\ reo: -.-., 
uosting him to p3.y a. certAin sum of money to the,. 

Jeraon in wil().'ic favour the Bill.isdro.wn, or: to his order. ::. 
Bills of exchange are ·divided into. t.w.o forms, Inla"fl ­

lIon.d Foreign. 

Inland Bill" .. 
Vhen a. Bill is drawlJ and payabJe in ~M same· country. 

called an Inland 'Bill. Such bills are divided in,to 
. and Promisso,? Notes. Tho fOfOler contains an" 

,roer a.nd the lAtter, a. promise; both being of equal ob-. 
ligation and privileges. 

A D,afl. 

a. draft is a bilt written in the torm of an order) 
.igned by ooe party and addressed to another, direetill8 
.:.he lat,ter to pay a speoified BUm to the fornter, or to'tl\. ­

-der of a. third person. 

A Pr"tn'Ss~ry Nole • 

. . ~ • . prohli~lIOry note ia a. bill of promise, m~t': ~r:~nl.~ ·.' 
patty to .pay &. specified 8um W &nother, within, a 8pecI~"" ., 
tim~ . . . 

Pnrfilf 'IUIl~"n.Il"ll t:ntlu"iuf{ I;' 1I11ls. 

rP8 .1?~~r;,.,j~e ,.~~~~ ,~~~ " _.A~c~~~.~ . .. "the Paw" 



.... ll1lclllticll attendinJ 

.. , ,,'II;::'" office work. ThOfle who k Tlf'­

)f the duties jilnlougly /.,'Uilrd the doors agaio l<t- "l}l!o . 

no al.; always left !Jdp! (,~fI in the ho.nds of their 

The few - ooks, for the g·a i,l lince of clerke that. af(! 
lIet with, are either too (:ompli(;nlell or too limited in 
;:;ope to be ·0£ any pr~ct:r;:ll lI SC. The author bae tr ied, 

Jt in t llie volume to rCIl ,ove nil ob~liu:l t'll frOIn the path 

IDg leatnerfl_ 

Ie hook is di"ided into two PllrtS. In pnrt. I. >ltt.tmlpt II"" 
ute.de to elucidate 1111 11 1<.1 ddlcrcnt fum: t iollil of work 
I in It Merchant'!! O:Ticc i and to IWlkc t he hook useftl! 

cill88e!! of reuder.;, iIOl'ltl o f the proce/l.~es have been 
oed ill Beogall. In part 11, evcr,r . cIire ho.ll been taktm 

aiD young: studonts :(or the ~~.ernme[ll Clerk-Flbip .' .ninatioDe.. 1 
~he Proce8sc FI of /)oc/;t:liu.q, Drlljtiflg and P ruu-W1'tting, 
have been illus trated by r umples :tramed to help young 

mts of the art;!. 

,ts of model queflti~nll h" V6 been appended ; of tb8116, 
the Go.erD~Dt 
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20, AWS.IUtBT Sl'REKT, 

,lit May, 1892, 

PREFACE TO THE FOURTH EDITION. 

10 this editioD 1.0 attempt hu been made to further imr 
toe book by adding lome iIlustrationl on Precil -writing, an' 
aoawering fully the papers on Docket.ing, Drafting, 
Pr$:is-writin& set in the Cierk-llhip aDd 'he Sub-Ser' 

Ruminatiool. 

C ... L011'rr •. 

he J .. I~, 1901. } Tlte Auth~r _ 



FOREIGN BlUi!. 

Foreign Bills. 
Foru'gll Bills 0/ Ex(hange. 

A foreign Bill of Exchange is a. written order, drawn ', 

'y a party in one country Oll auother party in a differcttt 
;()untry, requiring him t,o pay n certain order, or to a 

;hirJ, vf !vurt.h part.y, at a specified time. 
N. B.-Th~ tamc pa1·tiu c/lncfrned ii' IJ1t InlalUl Bill arc 

COlIClrlltd i n a FI)l'cipn Bill. 

A sci oj E:t,:(htmge. 

A sct or el:chnugc signifies two or three copies of hills 
i. e., lst, 2nd and 3rd, drawn at n time, of same tenor 'and ­
date. When onc of them is accepted and paid the others 
become null and "oid. 

H. Jj. -In calC tif B ill, drawn afte". lig llt, th, t.rm or tittlt! ii 

"alcKlatca fro'" tlte date (If accflJtancc. 

Time allowed jor Acceptl11Ut. 
When a. bill is presented for accepta.nce, the Drawee 

may keep it twenty·four hours in his possession for the 
purpose of examination. 

If it btl a Bill dra.wn afLer sight, the drawee is bound 
to aocept tho bill, from tho day it was presented, or, at all 
events, the day following. 

Should (he .Drawee refuse to A d;e.rl.'fj; -
Should the Drawee refuse to accept a Draft, the Draw'at' 

" 
may recover damages. 

It not unfrequentty happens that Billa are refns8d,j 
~~te.nco or paym.ent by the Drawe6fl. Thi~ iIJ ~~~~' 
~ .. Uf4:&lled Disk()flouring bills. In such cases 1~ i,'ush4, 
("ltb the,bolders of the bills to solemnly. make. wri~te:ii'd, 

" • . ', ,,' ' ,<,. ' , . ,-- " 

.cl .. r.~t_iOn8'bef(lre competent au~bpri~iea, CaI~~(lth'e '.lj~!1 
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P~blic in due troOl, setting torth therein aU the parti( 

lars as to the non-aeMpta.nce or non·paymoot oi bills. 
which the Notary Pllblic affixes his seal. This is 08-1I! 
Pro/esling bills. Tbe charges incurred by the holders 
cousequence dishononriug tbe bills, pittS the amount , 

the bills, arc afterwards recouped by the holders by tl 
adoption or legal 1.lleaaurcs or other processes as til 
exigencies o( the circumstances demand. 

S/wuld the holder 1uglect 10 prolal. 

"Should the Holder either neglect to pl'otelit in due 

time, or to give intimation of llon-accoptance ornon-pay­
ment;, be forfeits all claims a.gainst the Drawers and 10-

loreers, because, by this neglect of bis dllty, he puts it 
out of their power to take legal steps {or relie(; cven. 

\ltlJougb he cao show, from the failure of the Acceptol'.-ot 
\oy other circumstances, that no loss hl\8, in point of Cact. 
)Dsued (rorn his neglect.') 

MERCANTILE FORMS. ' 

Inland Bill of Exchange. 
The fol1o'!J~g Inland Bill is drawn by Mr. A. Gifford, 

)D Mr. Jfb~. Barron, CawDpore, (or CO.'8 Rs 1000, payabJtI' 
~ himelf or his order at one month after date. 

FOlW No. 1. 



M£MANTILE FOlUle. 

An AueJtance. 
'he Dill being drawn by Mr. A. Gifford in the a.bore 
11, Mr. Barroll, au whom it is drawn, accepts it by 
t ing his llaUle either below that of Mr. Gilford, or 

:ass the lace of the Bill,-hcuce he i8 called the A(· 
tor of the Dill. The Bill when accepted will a.ppear , ." ,--
fI Rs. 1,000. 

- --;r G 

Calcutta, 1st Jfuy 1899. 
O,U month nfter d(lle, pay to "lf 1 or fit!! Qrder, 

~8. 1,000 (one thOUSfllJd), /01' value received. 
'b Afr. John Barron, A . Gifford. 

GaWllpOTe JoMl,.&z":~n. 

Forni: Np; ,~;~ 
. Promil;sory"N'ote •. 

?S. 3,000, Cal;.II., iol. Mal' 119·9; 

Qlle month after datt I pTQmiu iQ pay to BilbO() 'Romaf 
lit Ghose or .frdtr, the Sum oj Rs. 3000 (three 

ausat/d), bearing Interest, at 12 per ( f ill per annum, 

value rccelved. 
~Vm . · Dilwor'j,. 

FOR.M No.3. 
,. 1500. Calculla, 18th May 1899: 
. . ·· w 
Q1} .. tiemcfld I promise 10 fay to Baooo Skyam LallSfit 

.. ok4er, tk~ sum 01 Rs. 1,500 (Oil( tlrottSanJ ·(iff.iI ~ 
utUl~e4), ' bearing Iri/el-erl at 12 j er mrt. :per (I'inr,'in·."'~ 
ilIfie 'naif/to 
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FORK No.4. 
. PromislOry 

Rs.800. 
Note by two or .more Penons . 

,Calcutta. 1# May, . 

One dunalltJ wejohltly and severally prfllnt'se to j . 
D. Smith, E sq., or order, with blterest at Bier cent 
amlum. Rupees Eight Hundred Ollly jor value relifh 

James Lyall &­

Henry Ff"tetlJ 

FORM No.5 . 

. Recei pt for moncy on account. 

Rs.500. enlrulln, 15th Jrt",. .'0 

Received oj Messrs. T. Milner Cp Co., F 
Rupees, ill part oj thtir auount oj Eight Hund, 

--i!;;iJo liS. ~--- .. ---- - - --- .. - ---- -

James Lyall (r ( 

FORK No.6, 
General.B.e:ccipt, or RcccipJ:. in full. 

Rs. B50. CalrNtt"a, 151hJulle, H 

/lereioed 0/ Hati DllSs GMse Eight Humired muJ 
Rupees 'l'; full.j ali demands. 

James Lyall t 

FqRM. No.7. 
Reoeipt for an Indorsement on a Note. 

:.Rs." 80. Calct~lIa, 15t,;' ItJlf(; l'& 
.i~i ; , . 

: '~X~efred /r~m. M~: .. , /~I(n Wa.t~N, . .$.iG~'/y:. :,,~ 
~~'II' ;"dO'''4 on .,is nol4, /arlUd'Y; 6~k 1:B:?~~ 

r,,",<J. .Lft'll.Ij~ 



FOR.; Nt;). 8. 

An Indorsement. 
\981"11. Brown, :Milton & Co., grant a promiseory note 
days' after oate, in favour of Mr. James Nelsou, for, 
Ra. 2,000, wbich he indorses, or makes payable to a . 
party, v;r., Mesr.ra. Harry k Co. 

t- " • 0 

oil '" ~. 

~ 
~ . 

• l 
I ~ ~ 

"" .. - 'l; • • ~. 

Co's Rs. 2000. 
== 

(D., 9-121~J.IU.) 

Ca/(ulla, lOlA: May, lSt9.,. 

TlIirlj days , after dale, We Infi';,. 

10, jay 10 Mr. James NelsDn, 0,. "r""1 

llu Sum of Company's' Rup~ts hH 

IJwusand j,,' flalu, receitJ,d. 

Brown, Miltp" • G_.~ 

--
FORK NQ. 9. 

Mercantile Dmftat 
'LUBlf, Cakuf({"lst /1417; 18U'. 
ast I_pay 10 Mf .. D . Smith. or ordet , llu s'" 4/ 
$ s.~ (Eig"" "_ndre" olldftllJ') ."/Y,,ond «6it",., 
:iiant.' 
IQIlN ' H.m..N.& Co. U . ~.i.t; 

CaltoN;', 2tu1 J~iJ'i (8~ .. 
- ,'.{ :, ; .. ' 

. ~4r,~; dayFt· figltl tltau ·fa pa'.l(I ./kJho, _~~~l 
4riJ 1~j", .Dr .' order. Ih, fUm ~fR"~~~ 
~~il!&' lipid,.,,,·",,,, 'tM",.My};;i ;;.~~ 
"'''~l'4!: 4<1itof'fi!i- ,,",'''~ 
!.!).~~P~~~~· ' ~1'~!.~ 



24 CLIUUC'S GtrID& 
' . 

Bills of Exchange Form. 
( A set of Exchange.) 

it~&.' .£150. Sterli' ;g 

a 8.., I No.5. Calcntta, 3rd July, l E 
" At six months after s/gM of th'iB my FIR 

= of Exchange (Second amI third of tile 1;111 

II ~ D1 tenor and date bciug 1I11paid ) pay to Mess 
t!i ...,. ~ Osl~r &- Co. or orON': the sum of £150 (, . 
II ~o • hll11dnd (ind fifly pOlillds sterling) with t!f ::: rf without advice, for value received. 

Ili'"ms To }.htssns. LAM Dunw. & Co.} J OHN WATS<. 
• • Ba"htrs, LOlldrm. 

"'it .£150. Stcdh'g. 

I ~ .. ~I No 5, Calcutta. 3rd J I 1 JU 

..... flA) At six mo,ttksll.fterSlg-htorthis Dlj 

I'~Q.I' of Exchange (Ltirst and Third of II tenor and dato being un paid) pay t( 
Osler ~ Co. qr order, the 8 11Ul of £, -' (li 

I :'0= , hundred ami fifly p(Jlmds ster/hlg) with 
~ . without at;i\·icp., Cur "aiue rcceiyed. 

J' llo~8. L AM8URN & Co. } j H W ft'. . 11"",,,,,. London. 0 N .n. 
' ,' ~ 

£150. Sterling . 
. No.5. Calcutta, 3rd JU;1' 1: 

At six ",onllts after st~"/of ~hjs my"TH 
of Exch&nge ( First and Se~nd of , ,the 8. 
(,enot ADd dat.e being unpaid) 'Pay to 'M~ 

&- Co. 0(' order, the sum 01.£160 1 

~!~r~~;:r, (.Iml fifty pou,",s: sterli"tl -~:witl 
advice, for v&lu~ r.eooived; .: 

~. , . - ' . 



BANK CHEQUE. 

FORM: No.~ 12. 

25 

In dn.w'llg money from a Bank out of one'8 '~ depoeit, 
cbeque is ,,'!itten ill tho followiug manner:_ 

"BANK CHEQUE_(I). 

U. Ca/(ulla.ju"l '25tlt, I$,W' , 
~ . ~ No. 100. , 

100. 

c:S IiIII' T h 
nc 26th 1899. ~ ci ~ 0 t 0 Manager of the Agra. 

~o . Bank Limited. 

c~w. 
In Browu. o4MJ ~ ~ 

:~: 
Pay John Brown', Esq., or order 

the sum of Rupees two thousand: 

Jolt" Bi,.d &- C~. " .. 2,000. C <: ~ 
~ R •. 2,DOO. 

' BANK CHEQUE-(2). 

:00. ~ Ca/culla./u"',10Ilt. r899. 
C'1iIII' 
~:s ~ eo:, Rs. 2,000. 

e 80th 1899. _""" II- .l ' . ' 

-II c:.. On dem&nd pa,.to R. ~me,," 
.. ~ 1St Esq., or order, R~' tw-otftOta'i 

mer. ~~ iSf- land, and ohargeth~tG.:-tii; 
=~ :- deposit account of /01", Brr.lJn. 

• ..Z~ .. The Manager, 
\I ... ,000. 481;z"l" . 
~ National &ok of· Illdii..~ 

, No. 200. 

'lie len ha:nd aido of the oiaeqllDt ·.oaued."~ftl, !i"~~ 
I b, the -drawer u.d the r~ti~ bao,d po.'1i ban4od :'JoTtr~ 
~," ,1oh)l ... w._~'h'~;·· . .. .. ... , 

J. ' 
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Fou: No. 13. 

RECEIPT-(I ). 

No. 40. C(I /ml/{I, 2nd July, 1 

Received for the Balik of Bengal 
I!llm of Rupees five hnllchcd for the creel 

Dndd Simpson, Eeq., in flonting dep osh 
nny other account as the CAfe may be). 

Co.'s RF;. 500. 

RECEIPT-(2). 

Jolm BrowN, 
Manag 

CakNtla. IS! A.ugust 
NQ.50. 

CO.'8 fis. 800. 
-. T " 

~tecc~ve<l fr?m A, ScholTEHl, Esq., the 81 

of ..... COtP.p9.ny's ~upccs Eight hundred in p 

ruc:.?-tlll a~count rendered (or of an ann' 
~ount, or of acco~nt to this date). 

Tllomas R lid c 

LETTER OF CRE!)I,. 

It is a, . .1etter by which a perSall can obtain mone 
'the Credit of anolher. . 

~,Letters of Credit are essentially Bills of Exchangt 

'differ only.·JD the form in which they are Ilrantcd. 

," 'The use of eit.etter ~f C~di~, of. ,..~ich ' lI. .fq~: is I 
,belOW, is to ·ellot ure the dtawvr ,'ihat the, bill drawn ~by 



LEttER OF CRSDIT 27 

cr. thc cl'edit will be met dilly on maturity, alld that 
ntlier gi"cs C\'cry facility to tho merchants unknowu 
ue a.not.her, t') transaot uusincss irrol$pec~ivc of their 
tion aud stauding, on tllC guam-ntcc of the credit. 

FORM No. 14, 

Letter of Credit Form. 
20 LONdoll, l si. AloJ', 1899. 

Messrs D.'I.lJcrjee & Co. of Cl~lcutta, is hereby nut.ho­
ed to value on t.he Bank of London, at three montill' 

tel' sight on nCCOllut of Mes~l'S. Beatsoll &. Co .• , ~!, 

UdOIl, for any SUIH not exceeding Fivc huudred poullds 
ding. The Bank of Loudon hereby agreo with the 

era, endorsers and bplllzjidt holders of Lill IS drawlI in 
.)lianee with tb. terms of this credit, that th~ same 

I be duly honored on presellt~tion at their coulltillg 

Ise. 

When negotiating drafts uudcr t his credit, it is sp~ 
lIy requested that tho Hill of Laciing be made out to 

order ot the Dank of LOIl(lotl, a copy of which, to­
er with the policy of Immrancc, duplicate copy of 
a.bstract. of Ir\'foice (Lud the Letter ofJldvice shou ld 

~ nt di rect to us. 
his bill mnst he drawn within 6 months from daJ. 
\r ties nogo,~iating bills nuder this crcdit'B.re request­

..0 endorse particulars of the sum drawn for ontb,6 
hereof. . (Sd) Aaa:NT, BA.NI' OF lmlDoi 

£500. 

1', R.- p)f:iO.Ie write in the draft And the T.ett~r 01 &d"ice, AI 
,drawn under oredlt No. SO, dahd lit 11..,. 18(19. 
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Fo .. No. 15. 

COl'rtspondenct relating " ~nl(fnd Leifer 'of credit 

Calcut.ta; lst J nty. 18 
To MBSSRS. PALMER & Co., 

Merchants and Agents, 

Ca/(ulla. 
DEAR SIRS, 

I beg t.o open 1\ credit with you in the Name of Joh 
Milton, Esq., for Rupce8 5,000 (five tuousand) from tl 
let of tho next month, which will continue in force ti 

f~Tt1ier notice. 
YoursjaitAjull)'. 

S. SA.ND~.!I 

Fom( No. 16. 

Cornspondma nlathtg to Fortit" L,lIer of cnd;t, 
CaIcu~ta. 15tb July, 1St 

'1'0 
W. FRANK, EbQ. 

Na,!ager. 
" Bank of London. U,II 

D .... SUl. 
l~: to estabiish a oredit with yOll in favoro! Me w . 

Brown 'Reid & ~. for ~he equivalent hero in Rupeef 
the e:loh&nge. of the day in London of £300 pounds I 

lipg per annum, whioh will oonti,Plle in force for ape. 

of two yeara from the date hertbL. 
Yours faithfUlly; 

F. !,Iruilillo 
," , ~ 



CHAPTER III. 

m;;TS ox IMPORT DEPARTMENT. 

Joads, or Merchandise impoded or bronght iuto a. 
mtry from foreign Purts are called the Import. 
rh~ Depa.rLnlcnt, in which transtl.ctiOlls rclathig to 

.uport goods arc conducted, is called the Import 
)epartmcnt. 
It bas been recorded in the preceding chapter, tlul.t 

ben a merchant)11 a Foreign Port sells or cOllsigllil 

lQd " .0 another in India, he rCco\'crs the .... alue th~eo'f 
through the Exchange Dank or direct from the 

,nccs. III case of cOllsigncd goods, the consignee 

an Accoullt Sale of goo'd,>, scnt to hia care, dOOnet· 
~lIil charges and commission due to him. A form, show­

; how Account Sales arc prepared is gh'en in page SU, 

IVhen It merchant recci"es the Bill of Lading (roIU the 

lsigner or seller ill a Foreign 1>01'1;, the proceJure, ho 
'pts in clearing the goods imported, is worth llotieillg 

e. 
Procedure on clearmue of Import GotJds. 

'be following practice obtains in Calctltta, when coods 
cleared. The Importer first enters the particula.rs 

Goods in a. Bill oj E1ftr~ in duplicate, (see pa.ge 32) 
takes the origifUll Bill of Eutry to ~he NoteI', who 

)'rds whether the goods are mentioned in thJ'l Import 
iifest or not. It is then taken to the dassifyiltlJ 

,..afler, who assigns the .class of goods to their prope~ 
liuga. and seet that the market val~e of good~ b~ 

correctly declared. 11 iue market '·ra:te ·is Dot"' , . 



30 
correctly mentioned, lie retu.rl'!~ it for rectifi'ciI.£fo. 
When the goods are free, th'~ original DiU of };ut, . - .. . 
is delivered" to' the Fdt Rt!gisllJ. 'ler/ler, 'rho~ elite 

• it in the proper book, calls for the duplicale at 
passes it ml t<J the Puss Examincr; ,If tlre goodtlr on tit 
contrary, ttYe duti!~ble the Ol'i,!.{hult Dill 01 Enlry is uk! 
to the cCI/cu/a/lir, who notes Oll it the nnlount of du\..) 

payable oy the Importer. It is then regiijtered in til" 
Geuet'al Register o'f It<:ceipb in the Account Department 
a.nd the number of tire MCOllut h put thereon and countot 
fligucd hy the Assistant AcoOmftant in drarg9$ t' 1'hi· 
UOCllDlcnt . is theu presented ill the Cash DC~i" 

Rnd the Poddtly r~cei \"es the amouut or Duty fI~ 

iu the cllttllall fo'r the Ca.shier. The Cb4t Rc~ 

writer then rccordil t.hc llUrticulnrtl of the »ill of E ... 
in ~he .Caah Itcgi&ter book aud puts the ClUJb number \ 
the Bill 0" Elftl'Y: The receipt (jf UlOliCy if!! then ackno 
ledged by tlie ClLSbier oy his signatnre. He also gnln 

receipt. ir asked, at tho timo or payu1enfl. The (IriS'" 

Bill 01 Entry together witli its dNfli((J/~ is then present 
to the Iu.\part Deptu·tmcnt for Hlltty iu the pro 
,Begiater. The Dill or Entry is then presented to t 
Jtuport Supervi50t, who el.nmintla the doculllenUi Ii 
PafJsea'thent over to ~he Puss Eumiuer, who dOIllp61 
them' i.~d puw' the Red .(ni stamp (Appl'Ililte alill PM 
:o;i1t..be duplicate ill case of dutiillJIe goods, iliid in Bit 
I..".f_., '.d~ free gbdJa. Th~u the tioouotell~ . a~ ftn~1 

,~'ti'Wd bj the ' 6igllatl1re. of tlie Anil~~t Cln~t. 
'fii~! paa8 'i. tben taken tcHhe JettYI whe~~o~I~'~~ 
:.~ ~~d .~~e"e~p~ ,tJ\.ppn.iled· i~fu.~~~,'~d 
i4·rhi th~!BiJ1 pt .JU.f, ",j, ft·~itl,. ~ .. er:;'·~Th~ta.--.·l~· 
.,:.,_, - _ ._ " ':'/~~i.._Y.. .. 'l. ,J_. PP~"-,,:.-<-, ~/ .",-"-":: ,-, ,,:"~~' 
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a,rges and Landing charges., according to t.he soa-Ie o( 
arges ill foroo t arc JCl'jed 111 tbe Port. Commiasi01l6t 

r which aJe11y challdlt is RUl.dc oi(~ 1,y the consillgnee. 

see page 33) 4.ld ultiU"fo.Lely the goods' are made ove:t' 
/) the Importer 'i1j cxclllmge for the de1i,'cry arderon thE! 

""ck of the Dihs of Lndilig. If 1.lre Iinportet' wiahers to 
ake delivery df the goods oversidc, he, iustead of paying' 
ho charges to the jetty. scnds the ~at nlougside the 
teamer, flud takes delivery of the goods direct trow 

~he Chief Officer of the steamer, ill exchange of Delivery 
'l'n". Whcn heigllt is due Oli Imported goods it il!l 

,bIe before the Delivery ordel' is obtaiUl.!d from tb, 
uts, who have a lien thereon ill terms of the Bill of 
ing. 

nbjoided are the specimEnl ltol'tiS dt nill-01-Eiltry &.ud 

cUy-ChaHal} wit.h iustructions to fill them up. Take ror'. 

kample,-5 lJaleti of Paper tll3rked M &. C arrived in thf 
tr. "Roselt:.!." to the c6nsigllmcllt. of Muokerjee &. Co. of 
alcutta. liaw the coIIsi;';llces WQuld fill up tlte BiU of 

+Altry and the Import Jetty-Challan forms, and how tJie1 
'ould paSll through all the proiimiul\ries prior to the 
lelivory of goods to them, arc flIhooNn in the next page •. 

Wherl tbd goods are brought into the Importe~'. go · 
town. 8Q.lliples tberof nre circu}!ltcd througb the broke,.. 

() the purcliasers. The &zar dealer then :.cuten \ iuto 
~ntract with the merchallt or Importer for ·'·purchase of 
be goods; sigris the Coutract and talteadoliYery in term, 
r the stipuiatioo. Say. for enmpJe,-ltAm Chu~~~: 
(i.er purcha.aeB 5 cue. of Ibi~tillg. ·Trom Meurs;: R;~' <:J~ 
~1J.Q ' " CO. The 'Contract form _ill be ora"a uj;~.: 
W 1IIa ..... :~"ed" 'ib J'a8O 33. . ,"- .. ~' .' 



DILL OF ENTRY FORM, 
To ft. CoLL~CTOll. OF GOVZRNMENT Su CUsToMS. 

SIll, 
. Be pleased to grant a permit to pass into Town the undermentioned goods landed (rom 

the S. S . .. R ose/la" Captain Tlr.omJofl under British colours. and arrived from London vi~ 
Silez Canal. 

Num.ber i Mark, aDf. 
[Rnte of .. n.luo Totnl "Riue Declared refll 

Name of Pro-
and Del_ Nntllber~ 

Description of 'fntl\l <luan in Rupee, of in Ru pees of "alue under 'prietor, 1m . Good8and Conteata ti tl of eMh dRS! and cl\cb elM, Section 23. eriptioQof upon Pack of eacb faokage. gQOds Dc"crtpHon Rod DeltC rlp. AcL VIII, porter or 
l;'ack.llge& ait:lI. • " f goods. tion t) f goodJ 1878. CUDsignee 

Papcreontain ing 2:1 five @Rs.4.y H Ookcrjce 
Pi,.e BahlS M. k C. Reams each "" 125 Ke am Ro, '00 .. , &: Co. 

Reams 

- - ~, 
-~------- --- -- , 

Wo do hereby deolare that the. goods specified above aro of the growth, produce aDd m:u~uftl.c· 
turo of England and a're of tue ya.lue of HI!. 500 llB entered above. WitnCB8 our banda, 
this 4th day of July. 1899. 

Witnou to 8ignature. 
n,,"IRTP.(\ 'VAlue lliI. rtOO 

D' rLuthoriacd t.o act on behaU or 
(Stn. M{)nKJ<"'HRR &: ,. 

~ 

~ 
,.; 

<: 
o 

~ 



JETTY CHALL. 
,. -M:emo. of Landing Cbarges on, and receipt for, OOO<ho 

Ex .. St. Rose/ta C.'Lptain Thomsoll Landed at the 
Impo.rt duty ,Regi$ter No .... 188 

signed to }Iookerjee &: Co" 
Jetties. 

Bm of Lading No .... 

ME MOO F C H A R 0 R Ii . DETAIL OF DELlVBRY AND Ih . ..;l1:IM. 

" j' :J -' "l;:I Q • _ '" 

!;, t;; ~ Number Bud Dcseription ] -< li 
1:6'; t Description Bud qunntity of .=..=: Rl!.te. Amount Date. :.-. 
:;;: 1'1 is f Pa<:kRge8. 0000.9. 0; ~ :;:: 
~Z ll.o 0> " ~ ~ A 

l[ &: c.1 Five bales. I raper aonhl.in'/ @1 I ing eaoh 2~ :lnllll 

. .Beams = 125 'It bale 
5 ) 0 

I 
reams. 

~OTAL~'U '1° 
Be pleased to deliver the above.mentioned Packagel 

to:t.he bearer, who is autborj};ed to grant a. receipt on 
our behalf. 
" Sft:td Gfficer. .B effiSltr No. Rez"s/rnr. . 

"- . tre .- "' .... 

Number and I'!:! -;i ~;5 § 
De~cription . ~ _.!: {,,) 

~ Q Q) 'li! -of Paekagea. :::: ~ <> :s: 'a 1:1 
~ ~(!) ~~ 

Ol 
§ 
~ 

r 
i 
~ 
~ . 
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What is a Oontract ? 

A contract is {\ written agreemellt betw~eu two partie 
by which, OliO of them agrees, 101' .11 certain considera.tion 
to abide Ly some conditions, which the other imposes 
A specimen forlll of contract, ns preva.ils in mercant.ilt 
usn.:;c, iSBllbjoincu fnr rctet'cu(1(! and information. 

Aftet' the Contract is bigllCd by the purchaser, 8.1 

order to deliver the goods purchased under the COIl!;ro.ct 
is gi \'clI to the purchaser, who presents the sume to the 
G odo wn Sircar nud rccci\"Ci!I the goods hato him. "'h. 

Godown SircaJ' t~lk c8 b,~ck the dcli\'cry order frat 

recei\'cr with due ackllowlcoglllcllt of the receipt of 
good"loll th e back of it. 

When goods nre sold Oll credit the valne thereof .... 
cowes due altc a ccrtnlll Lime called tcclHlic;\lly the d,,, 
dllfe. The time or p.\J·meut varies acconling to th 
system in force in the local Lazars. It generally gr!l 
dli&tes tram 45 ~o GO dayt> besides the Days of Grace. 

The Promissory Notes arc then UI"&WIl up and 8eut 
through the ]Jat.!l.r Sircal'!:I, (ur the uuyer's tiiglll\turc 

1'hell the procC· 1:j: of rea\ilnt,jOll of the luuount gOCti !)l 

in the usual course. WhCll the full amount of til( 

• Note ' is p&id oft~ the Promissory Note is l'etUl'llOO tf 

t~ d~aler dilly receipted. For specillleu of the Promid 

8Ql'y Note, Bee page 37. 
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CONTRACT FROM. 

Con/nut No. TO. 
Ca/c"ul/(l, 29/" July, IB99. 

It is lnutual1y agreed between Mossrs. R. G. Brown 
& Co., herchlaftcr called "the scllers" Oil 0110 part, and 
?am OhufZder Misstr hereinafter called "the buyers" all 

he utl,H pA.rt as follows :-

1. The sell!.'n; sell (Iud tho buyers blly the under 
H'.ntioncd ready goods or snch of them mny arrive II.lld 
'e deli,crable a.t the gOdOITllll of the sellers a~ the ra'ell 

ld on the terms hcreundur specified. 

TE. 204/8, S P,1Ckagu Gny Slui·/ings. 

2. The huyers shall pay cash on delivery for the 
'ods, iutcrcst at 12 per cent. pcr l'illllllm to be chargc(\ 

TJortion of tho prico of the goods IInpaid after, and 

.t the same r[Lt~ to bo llllowcd all allY portioll 

th .... ~ ,co paid before the upiutioll 01, 45 days from 

e dntc of deli\'ery. 
3. The buyers shall take delivery of and remove 'he 
.ods within 45 day.\! from the dAte hcl'co( and in tuia 

spcct, time eho.ll be of tll(~ essence of the Contract. 
4. The goods shall be at . the buyers' rillk a~ter 45 
ya from the date hereof, should they remain in the 

lers' godowlls. Jf the goods are Dot removed wit~iu 

e said period the sellers shfl.l1 not be liable mr any -l08.~ 
damage thereto from nrc, thert, mildew or however~ 

ol1rir.g after the exipiration of the said period. 
S._ Any writing on this ·Contract.. in the ~ernacJ,l14r 

.tbe buyers beyond their plain signa.ture shall be DUn 

) Toidi Ike. 



DELIVERY ORDER FORM. 
No.1 

~Ui 

~ I 
29th Jul1'1899. 

Ra. Clumt1tr Misser. 

C. No. Packages ,,"c. ~ c:> i 
, ~~ ~ 

10 TE. 204/8, 5 ca.C" ~~ ~ 
Grcy Shirtings. ~o 

f~ 

~~ ~ 
; _I 

No.1 

C. No. 

10 

Cakulta. 29th /uly, J899. 

DlI:J.lVBR TO RAM CRUNDER MlSSElt. 

Mnrk. No. Case· Goods. Pieces.1 Yards, 

TE. 204/8 5 Grey Shirtings. @.60. 40 
ruality No. 5,000. 

I 

'" ~ 

ft • " .-
" e a 
~ 



)d 

!" 

i • 

Rs:"r,2.00-3.6. 
Ca/(ulla, :19';' July, I899· 

BABOO RAM CHUNDER MISSER. 
On dem&nd T promise to pay to 1h:SSRS. R. O. BROWN &; Ceo., or order, the sum of 

Rupees tUJe/'Oe ;'undrtd, annas Ihret a"d pies six only, being the value of goods bought of and 
delivered by tbem, with interest o.tthe rate of 12 per cent. per annllm from 12th September 1899. 

Mark. No. Packages. Goods. Pieces. Rate. n. I A. P. 

T.E 204{8 ~ Grey Shirtings, Quality \@60_300 at. as. 4 per p.c. 1,200 ---0 ~ 
No. 5000. 

4 Brokerage at ana. 6 % 4 3 6 
- 1- -
1,204 3 6 

Les8 chafage .. ' ... 2 ij 0 

1,202 - Is 3 
2 0 0 I Allowance ' or cut pieces ... 

~ 6" 
liP 

1,200 -. 
? '"C:ODmct No. 

- N. .B.~No part payment will be recogtliled nole .. endoued on tbe bnelr. of lhl. by the buycK:_ 
U lItllltoraa'1 to deduct. cA"II( from brokerage at one aona per Rupe •• 
o ' ". ~ • 

:xl 
i 
~ 
o 
~ -= ~ 
~ 
t:J • : 
~ 
~ 

~ 
• 

'" ~ . 
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H a purohaser paya off' the value of his pllrcbaaed 

soOOs berate the due dale, he receives di&cOllnt or abate­

ment. for payment of money in advance. On the ot.her 
haud, if.he puts off payment on the due dJGe, interest i. 
charged on the a.mount duo from him. 

It. Bornetimes happens tha.t a dealer fail s to take del 
vcryof the goods in terms of the contract j in that.M 
the seller, demanda the fulfilment of the cont.ract frOl 

him and advertiees in the local papers (The Caloutta E 

chlLoge Gazette Is the medium generally resorted t 

.th118 :-
. Mr. A. bas failed to take delivory of " bales Or 

'goods m"r~d! B I 1 ,Ex Str. Lasshi in terms 

the OoIltract. Should he refuse to take delivery o( \ 
balea within three days, they will be Bold by public 

tior. at bis risk and re8ponsibility. 
III default, the goods are then put to auction and 8 

to the highest bidder. I{ the procoeds rail sbort 
the oontracted value, tho difference is rea.lized from 1 

first purchaser. 
WhM scllers of Imported goods try t.o force upon j 

pmcbMers stnff inferior to the sale sample, the latter d 
frequently demand compeosation, otherwise called 
.uercantile convention al/o1Ufl1fCl! i and this may 8Omet: 
r:~ult in litiga.tion. 'ro avoid the latter course, a 

. ,;,edi"m is resorted to ; both. the seller a.nd the purch! 
.... ater the settlement 01 the iMue to the Arbitt.t;on 

wh~e award they bind tbemaelV8I to abide, 



HINTS ON IXPORT DJPARTXSNT. 

ACCOUNT SALE. 
The at&tement of account rendered by the Agent to 

coDsigner, "howing the exact sale o.mount of the goods 
signed with all other cha.rges incurred thereon. 

Foltlt OF ACOOUNT SALE. 

Account sale of goods per. S. S. itrdia, received from 

"ury Liston & Co. alld sold tor his account and risk by 
j lllI & Co., Calcutta. 

Its. As. P. Ha. A •. 1'. 
50 bales d emy paper 16 lbs 

@& 60 ... 3,000 0 0 
10 pllckages grey Shirtings 

@Rs. 240 ... ... 2,400 0 0 
!'iO pieces Grass Cloth 

@ Its. ~O ... 1,000 0 0 
30 packages Longcloth 

@ 1\ •. 100 ... ... 3,000 0 0 

9,400 0 o 9,400 0 0 

CHARGES. 

Lauding charges aud 
goo<Jwn reu t 106 10 0 

'JomUlissiotl on Ita. 9,400 
@ 5% ... 470 0 0 

576 10 0 576 10 O· 
, -----:. 

Net. proceeds as. 8,823 6 0 ---
Ert'(}rs and Omissions Ex (eple~ , 

LULL & Co. 
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BILLS OF PARCEL, 
Ca/~It(J, 15th JUlie, 181)(1 

R. Watson, Esq., 
.BOUGHT OF R. N. SHAW &, BROTHERS, 
Wine Merchants and Conuoissiou Ageuts. 

Terms Cllsh- When credit is all owed, iuterctlt will I. 
charged after one rc.onth at the rate of 12% per annum. 

I 
Hs, A,. 1 

To 5 doz. Tenne-nL's Reel' @ R3. 6 ... 311 0 
S doz. Offie),'s Port,@ Us. 25 ' " 200 0 
2 doz. Raspberry Wine@ lts.2o ll '00 
4 jars of do. .1om @ HII 4 .. ' 16 0 
8 doz. Euhuw's BrundY @ Rs.25 ,i200_0_-; 

Co.'s RFl. 48'6 O . 

E. E. R r:a:ived Pap"" 
n. N. SHAW .. BHOTHER 

Ca/cuf/fl, 20th/Uflt I S! 
JAKES NXL80N. E:;Q. 

BOUOUT OF MESSRS. J3EA'l'SON & CO., 
Tea ,Vare house tLud :Mi scellaneou8 DepOt. 

Rs. As. I 
To 6lbs Black t.ea @ RH. 2 ... 12 O ' 

20 0 I ,£00 Matlilla Cigars @ 5 PC!' 100 . .. 
2 &ue, Hysou tea @ Rs. 15 30 O ! 

Co.'s Rs. 62 0 \ 
" 

E. E. Received ray": 
BEATSON & CO, 



CHAPTER IV. 
nlN'W:! ON lNIWltANCE nEP.-I.nl'MItNT. 

111su l'ance is an agrEll.!lr.cnt. or contract, for tl. certain 
period. eutered into between t\\·o parties whereby for a. 

stipulated consideration one prLl'ty undertakes to illdem­
nify the other againet loss by ce rtnin risks. 

(rhe parties who take upon thcmsf!h'os Lho ris k are 
ca~ted the Iusurers ; t!IC person protected is ca1!ud the 
11~:eul'ed; the sum pllid to the insurers is called the Pr~ 

m ,uru; and the paper on which ~hc contract is wr itten 
is ! called the Policy of Illsur:\IlCc , The persoll who snb-

8c~i ?e8 t he Policy or Insunl.Uce ii:i c:dled tho Undorwriter. 

'I!c business of an Inslll'i\nce office is div ideti iute 

eo diffcrenturallches,-( I ) i\lt\rillc, (2) Fire, (3) Lik 
rhe agreement, undor wllich au lJllderwritcr binds 

\~elf, or the Company he represents, to pay to the in­
~d, for damages J Olle to his gOOJ8 or tile 10f:!8 811st-ailled 

him fat' dest.ructiOll of his cargo at 8c:ldnring« voyage 

n one port to au-,, : her, Oil l'cceivt of 14 certniu COIl­

'alion, is usua!ly knowu a~ the 1'Ilarine Insn rtlllce. 
:Ie Indcntnrc, iuJcmllifying a godown, a uuilding 

Ie like in the cvcnL of a loss or damage arisi ug from 

on goods stored tbCl'cill 01' the gorlolvn iHtllf, under­

ill by an lusil rance Company fot' a fiH'\! period !\nd 

contracted sum specified in it, Oil recei pt of certain,: 

entage, is termed Fire IO!'lUl'flnco. 
contract, of-indemllity f or the pa.yment of a. certain 

_, to the legal beirs or the nominees of an insured. 

~U, ~fter his demise or -to himself dUl'ing hisllle· an9r" 
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feN, fi/fun or /wellfy yearll ali/. bargained for, agreed upon 
by an Insurance COmpa}lyon receipt of a stipulated .um 
or percentage, payable at certain joterval, by tria in­
/:lured persoll, is called Life Insurance. 

Life Insurance is divided into different classes 11iz. 
( 1.) OrdilHuy Life PIau, (2.) Limited payment Life Plan, 
(.3.) Endowment Life Plan. 

(1. ) Ordinary Life Plall. 

On this plan the premiums are coutiuued during t~6 
life-time of the Assured, and the amount. is payable ~t 

death. 
(2.) LltlJiled Pa)'mrnf Lift Plan, policies paid up J!'y 

10, )5 or 20 years' paymol/s. 
Ou these plans the premiums cease in 10, 15 or ~O 

years ( according to plan originally chollen ), the amo,u ·ts 
being payable a.t death . 

These Policies coutinue to p~rtjcjpa.tc in bonuses, a!! 
all the premiums have been paid 011 them. 

(3. ) Endowmmt,payable ill 10,15 ot' 20 years, 
d dea/It If pn'ot', 

On these plans thc am011ltts are payable in 10, 
or 20 years ( according to tho piau originally ehol' 
to Assured, or iu case of previous death, to · t 

tepresentatives. 
The Funds., snch as "The Hindu Family Annuity F 

of, Ca.lout~a." aud "The Hindu Provident Fuud of Sim 
~~hich lJlake Provisions for wifo, children or any nea 
':'relative of a deceased member, who during Ws hIe j 

·' ocmtribut.OO sumB to the fund for ~hc furlheranoe of 
;~:cnd.o- though t.b~y do not strictly (lo.me und"r ~b.e ( 
: ;~·roiT, 'ma.y ~ pl&oed under the head, Life lu.eurp,:p.Q:e. 



RAns OF , PR1UUVK. 

Marine, 
Ttlf' ra.te of Marine Insurance varies Meording to the: 

condition of th') ves!fCls ill which the goods are shipped, the 
leng~h of ber voyage, the daugercHHI situa.tions of the 
rivers and c!\.nals through which she would pass and 
tbe clasa in which the vessel ha!l been ppt down in tho 

Lloyd's Register, 
:Tbe usual rll.tes of premiunl of Marine Insurance on 

gdode shipped on board a steamer bound to Londou and 
Litorpool Vli:} Ma.dras and Colombo arc Ilsilally {I'om il. 
tal f lo; by which it is meaut tb:'lt all Iusurance cam­
pa ~y takes upon i~se!f the ri!lk of 100 Hupees 011 receipt 
of 'only 6 annas or 8 I\UI\!I..'i as premium, 

F/r(, 

f.'he rates of Fire Iusura nce are cakubted on altogether 
ifforellt basis, The rates of premium {or godowIl8 
II exposed to fire are lowel' than those in which highly 
'_ammable suusronces such as Pctl'Oleum and Jute areJ 
.red. It is also regUlated by tho length of duration. 
\. piece good godown lllay be inSllred at 1% {or one 
r, whereas a. Jute godowl1 will be charged for at 2~~ I ~ to 

' 0 premium for the Harne term. Similarly if the policy 
or two years or a longer period, a higher rate will be 
·gOO. 
he keen competi tion as it uow stands among the dif· 

at iusurance companies has had thu efrect of lowering 
raws of premium {Ol' .insurllonoo. An attempt bas ~f 

l been made to form a Guild of UndeI;writers witb ,a 
II 1lo ,put·a .soop to the undue ela.sticity of the m~rket. 

J!'oi}A~, alli~p~ will :work. ~,o i~aueDce th~ ra~ 
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time will reveal. It is4eared thl\t, underhand means will 
be at work in the shape of Retul'll Premium, over-which 

the guild wi!! have -uo cont.rol, to secure cUI'I~Ciftere, 
III the absence of A.lly cffcchllal checks, t~ compact will 

be m OI'd houol'ed ill tho broach t.han iu tho observance} 

Lift. 
The rtltc of Life Insura nce becomes h igh or low ilt ifS 

lIluch as the age of the assnl'c, l is more or lef:ls, T~e , 
rl\~C for tho Ol'diml.!'Y Life Pl ull is the lowest, that of ttte 
Limited Life Pla.1I lower, and th.'lt of the Endowment Li'e 
l'olicy the lowe:;!'. Agaill the rate of Preo)iu\ll rrr 
EUUOWlllOtlt. Life ~)olicy is rcgnbtcJ. ac~n.lillg to~. 
extent of tllne. 1 he tel'1l1 of 1m YC;tl"i4 11; chargea' e 

""itli a hi gher premium than fi//em yoars, find 80 11 
at~: gmduflled scale. The li\'o'3 of dice:l.~ed perS01 .i, 

or persOIlS ill wllak henlUI, or of llJlJSIl who are addio"t. 

to evil habits or drnllkcllnc;!~ are seldom insured. ! 

is mainly for these rOllSOJ)S tlHlt the examiuation of t 

h&l.l~h of a proposllr becomes !lecesS-'try. The \'e8 
per80ns in weuk health arc sometimes insured, bm; at r 

exorbitantly high rate of premiulU. 

Elsewhere will be fQ!lud a Table !shewing the rates 

premium duwgeable ou a Life Poliei' for the relet'enol 

the readers. 

S/ampillg Policies. 
The rate of sta.mp duty iu the case of Sen I1l811ral~ 

lwheu the amoH~t doea not etbeed R-s 1,000, ia ani 

'our' if drawn singly; if drawll in duplicate, f6r ((, 

Plott annQ.B two i aod fot' every further StUD of Its., 1,0 

:o'r ·part thereof in, exceS8 of &. 1,000, -if dra,wu ai~; 
~u i~r, a.nd if iu duplicatej anuas two adiiIt4f~~: 



a I 
Age. 

25 

30 

35 

40 

45 

50 

rd ing to age and leng~b of duration:oll a.' tile 
• 'T" W York Lire Insurance Co. . 

Quarle,.1y Premiums for an Assurance or 
Qarler(; Pnmiums for an ABibra.nce 
of Its. 1,000 payable in 10, 15 or 20 

Rupees 1,000 ptl.yable aL death. years, or at previous death. 

Ordinary I Limited paymeut life piau, Policies 
life plan- paid up by-

Endowment, payable in-

for life. 10 years. 15 yc,:,-rs, 20 years. 10 years. 15 yeats. 20 ycate. 

Rs. A. P. Its. A. P. ·Ra. A. }'. Hs. A. P. HI!!. A. P. as. All. P. Rs. A.. P. 
8 15 6 16 5 0 13 ~ 4 II 9 i 1 29 10 5 19 13 11 15 4 6 
-- .-

9 3 11 17 10 1 H 5 1 12 9 0 29 15 8 20_ 3 6 15 10 • ----
11 0 8 19 4 2 15 10 5 13 11 11 30 6 8 20 11 2 16 ~ 11 

12 9 7 21 4 8 17 .1 15 4 2 31 o 10 21 6 5 16 15 6 

1411 6 23 13 5 19 7 4 17 4 2 32 8 
6 1

23 0 4 18 11 2 

17 10 5 27 1 5 22 8 19 15 4 M11 5 0 21 2 3 4 6 l 25 

ttl 

~ 
o 
~ 

r 
~ 
li' 
~ 
~ 
k -~ ~ .. 

~ .. 
--- - --
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In the case ot Firelnaurance..-
(1) The rate in respect of &ll original Poli~:,or't; 

mouth or any aho:rter term, when the amount iD'UrecJ.d~Q:e." 
not exceed Rs. 1,0,00, two annas ; and for e~eQ-~:,\*4d~.,­
tional RI. 1,000 or part thereof in excess of ,R..~li~ 
additional two aunas. 

( 2) Iu respect oC original poHcy exceeding otII Plq,bt1i~' 

but not more than Ihru months for every R.I. 1 ~~ 
annaa three. -

( 3) In respect of original policy exceeding tlcree 
months but llot more than six months fot every Rs. 1,000 
or part thereof in excess of Rs. 1,000 anuas four. 

(4) In respect of original policy above six month 'ror 
av.W' Ri: 1,000 or part j thereof in e.xcess of Ra. I, '00 
anllas SIX, 

The stamp duty chargeable Oil renewing n. polic, 
Fire IliSUilW-1ce for purpose of ke~pillg in force, a po 
which has'Ween granted for aix monthe or any 8hor~r 
riod, the same duty as would be payable for ally orig 

poHey. 
In the case of Life Policy the eump duty for e 

Rs ' 1,000 insured or part thereof in excess of tha.t ace 

is anDU six. 
Those who procure business of an Insura.nce Comp 

MO called IDsura.uoo brokers They are paid on c 

;DlWion. The Ulual rate of brokerage is 6% on the 

pr,emi um realized. 

Marine Policy. 
:~~ u.a illultrate by &n exa.mple :-Harida.t CbU:D 

llerC:haIit of Calcutta, when expOrti.ng, lay_300 b . . 
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Rice to Madras, which he values iQcl~ding· all ·ehargesand 
-profi~ at:as. 3,000, win, to 'euaure against lost during the 
TO),agO, effect iU8,llrance on his goode. He takes a ~'Letter' 
of Govet' from 'the Uuivers9.1 Marine !n8urance Co,. b.r 
which they undertake to deliver to the &8imred the 
policy of Insurance nnd arranges to inapre his bags of 
Rice at a. premium of ,%. To be mora e:J:plici~ let ua 
ibow & praotical calculation of the o.mount of premium 
to be paid by H. C. Chlmder. 

Rs. 100 Re. ! or 8 annu, 
Its. 3(jOO • • x 

100 3000".,% 
, ,', X= V1er.,o x k = Rs. 15. 

'l;'hlls it will be fOUlld that the Marine Insurance Co, on 

re~ipt of Rs. 15 tak e upon themselves the riskofRs. 3,QeO 
in ~~ent of a total loss or parl,ial damage of the cargo. 'J Marine policy Form. 

HE UNIVEllSAL MAllINE INSURANOE CO. 
HBREA,8 Babu Haridass Chunder hath represented to 1 

~be Un;versal Marine insurance Co., that be is interest.d. 
in OF duly authorized 8.8; Owner, Agent or otherwise, to 

make the Insurance, hcre¥narter mentioned and described .' 
witl; the said Compall:1 and hath promised or othe.rwile 
oblig~' himse lf to paf1~ to the said Company the lum ~f 
,Ra. 158.8 a premium ~r consideration, at and afte~ the 
rate of ! per oent for / each Insurance. 

Now THIS POLICY IoF INst1RANCB WITNBS$J:TB, that ill 

.onsideration. of the) promises. a.nd of the said slim of ­
Jl~jiees· Pi/Ian 0'90/, the sai~ Company promises ami , 

~':' . ~a with th:£bove.named Iusuroo, his Exec~tors, 
o &dQUD.~rat.ou, an wigua tha.t, the pJd Compan), wm '" ' .. , " . , . 
~::#t':~Q.d_ ;Dj .. kf! ' :.' ; atl .1uoh .10118" -.nd damap .. "aereta: 
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door expressed, as may bappen to the subject-matter of 
this policy, and may aHach to this Policy in talJpeet of 

~he sum of Rupees thru t/JousfJtld Only hereby insured • • 
which Insurance is hereby declared to be llpon 

H. D. 450 bags Rice Valued Rs, 3,000. 
Free of particular or)ernge. 

Tn the Ship:or Vcs~cl cllllf!d the S. S. c'Hot/zheimer," 

whereof Mr. Walker is at prescnt Master, or whoever 

.hall go for Mnster of the said Ship or Vessel,lost or not. 
lost, at n.~d from Calcutta to Bombay. Including risk. of 
craft to aud from the Ship. 

And the said Company promise!! and agrees tha~ the 

Insurance aforesaid shall commence upon theFreighJ\and 
Goods, or Merchandise, aforesaid , from the loading: of ,the 

BAid Goods or Mcrch~u)d fse on Board the sl\id Sh, or· 

Vessel at Calcutta, tllld continue until the said gOOlfJ or 

MerchandiSE: be discharged :tlld safely landed at MaQras. , 
In CASe of loss arising, ~he same to be paya~le in 

Calcutta by /Ju Undtrsigmd Algcnts Cor the Compa~y, at; 
t.he expiration of one month\ after proper notice and 

proof thereof has berm given. \ { 

Warranted free from cn.pture~ ,~d scizu re ~nlC~ . . dell:­
'ion, and all the cOllsequenccs t~ereor, or ohny attemp. 

thereat., anything hereinbefore cd,ntained to the contrar,. 

notwithstanding. ~ , 
IN WITNlsa whereof the said Co pany have hereuntO 

lit 'heir hands in Calcutta, this 191 day of MalJlh 1899. 

By orde~Of the Boa.rd • 
. h .... mincd. . (Sd.) F N. MOOLJI. &: C9. 

( Sd~ ) A.. MITna. Agents} tA, said CQ"'i"."l 
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En.pLI:. 

Fire Po/icy. 

Now for the F~re Policy. We will also try here to be 
practical. Ramdyal Shaw, a piece-goods dealer, for pro· 
bable loss from fire effects, makes insurance of tlle go· 
down in which his goods are stored, fo, Rs. 1,00,000. 
In the ne.xt page will be found a form of policy which 
has to be drawn up in his favour for the engagement. 

It is a practice among the merchants, before the policy 
is drawn up and delivered to them, to take OQt Letters 
from the insuranpe Company, in which they undertake 
to deliver to the assured the policy of Insurance. It' is 
usually known as the Letter of Cover. 

Letter of Cover. 
THE LONDON FIRE INSURANCE COMPANY, 

Calcutta, 28th July, 1899. 

To BADOO 
RAMDYAL SItAW. 

DEAR SIR, f 
With thanks for your! offer of date we hereby hoid 

you cover to the e1t.cn~ of Rs. 1,90,000 ollly, on piece 
ems ill boles or in~' es, stored in 1M puua buill Go­
ilfI'lIJlfS of premises No 36, Armenian Street, Cal(Ulla, 
for 12 months from 3 st July 1899. 

The 'POlicy sbaB b sent to you as soon as po8~ible. 
YonTS faithfully, 

(Sd.) KING LAWRENCE & Co. 
Agents. 
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Fire Policy Form. 
THE LONDON FIRE INSUllANCE CO. 

~UM IN~UIlED R!!. 1,00,000.'" Premium @ !% Rs. )25. 

Capital £3,:Joo,ooo Sterling. 

" '8ERE."'1I naboo UanJdyaJ Shaw, Culcutta, hath paid 
t.he SlIm of Rupees Glle hUlldred lind tWCIIly.li1/( ()nly to 
the Undersigned M authorised Agents of the "London 
Fire Immranr:c Coml-'l.lllY" for Insuring from Loss or 
Damage by Fil'c the propcl·ty, hcrcinaftcl' described, not 
exceeding the sum opcci!icd 011 each article, vi:= :-

One 1M oj Rupft's Ollly; on picce-goods in bales or 
in casciO, the property of t.he ussnrM or held by, him 
ill trust Oil Commi..;.;i()1l or Oll joint acoount with obhera, 
Et'orod in the pucca.built. godowlls of premi:lcs N,D. 36 
Armenian Street, Calcuttn. \ 

Warranted that no hazardous goods be deposited! nor· 
hazardous trade carried Oll ' thcrcin. -'-r' 

Smoking and cookil)g s trictly prohibited in or 4bout 
ttJ.a said godowlls except in pluces speciully set npart for­
/:iuch purposes only. 

Further Iusul'allce to be declared in the eYent of 1098, 
subject to tht:: conditioll of ltv~ragc. 

Now IlE IT KNOWN, that fn~~n noon on the 3ht d~y 
of July I8!!!), \lIlLIi nOOll on the 3ht day of July 1900, 
the Funds and Property of til lS.ud Con,pany shall be 
!Subject and Imble to pay or lllf.o. ' e /-,:00' \ to the AlSsured, 

by Fife as shall happen to the Pr ~rty ahove mentioued, 
subject to the conditions herCOIJ e Jd01 Sed 

In witness hereof this Policy h as been signed by the 
1/:uthor:sed Age nts of the stud Com any at, Calcutta t4i~ 
29th day of July 1899. -

By authtitY of the 
Lo:moN "FrRE INsu {A~CE COMPANY, 

Et.a~ined- KING LA.. RENCE &> CO. 
(3d.) A. ¥.tNDY. 
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The following i.B t he form of Let.t.er sent t.o the 

Assured cllclosiug t.he Policy of Insu rance, 

1'he LOfldo,~ Fire IlIsur(lnce COmptillY. 
Calcutta,29th July, 1899. 

To 
BABOO RA)1DYAL SHAW. 

DXAR Sm. 
Wit.h reference to yom Letter of CO I'or d;\t.ed the ::l8th 

in!l tsnt., we ilfl.vC the plca!>\ll"c to ('ndo~e Policy No. fI.!.! 4 
for Rs. l ,OO.oon, which we trust wilt he foulld ill order. 

OUl" Bill for the prcmiu.m shall be prc!>ent.cd i ll due 

conrse. 

\YE .... "E, DEAR Sm, 

Y ("I 1II"1; faithfnlly, 
A'IlIg Ln':twl'!((e oS""' Ca. 

Agents. 

Oil tho expimtion of the t(~ rm ol"i gillflll)' Itgreed lIpon, 

the duration ma.y be extended.' fo!" th e pHrpose of keeping 
in force the original policy. / r hi.,> is kllown hy the n tulIC 

of Renewal of Fil'c poli l'Y' (Tae following: t'lJ(lol"S('Ill('nt 
then becomes necessary. 

POLlO::Y i ~o, 894. 

The in f< l1I"fl.llCC by tlt~ policy to tI,e extent of 
Rs. 1,00;000 il3 hereby rpne\icd fo r n funhe r period of 

: 12 months viz., to 3 i .. t elk-y of J Illy ] 90 J, at a premium 
. Qf ~. 125 only. 
I DATED,1JALCUTTA, 

~.;s/. ·dtlj 0/ August, I OO£: , '. "'. ' . 
t ( Sd.) King Lr.U!r('~w' &>Co. 

Aged .... 
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Jute Insurance. 
In Insuring Jute godo\\"oa t.he following conditions, 

among ot.hers, are inserted iu tho Policy of Insurance. 
Ou Jute, Jut&clltt.in~s and Jute rejection!;'. in bales 

or in process of baling or assorting and on hccklos, 
tarpaulins, scales. weighh Illld wooden blocks, the pro­

perty of the Assured or held by them in trust on com· 
miAAion or on Joint account 'I\'itb others, stored in tbe 
pucca-bnilt Press House and godowns of the Chitpur 
Hydraulic Pressing CoDl~ny Limi ted, at Chitpur in the 
Suburbs of Calcutta, 8S wcll 1\8 on J ute, Jutc cuttings 
and J lItc rejections in bales ollly lying in th~ ('ompound 
of the aboye-mcntioned Press House, a.wating despatch. 

Warranted that no Jute, Cotton, Hemp, Flax orr other 

fibres, in a loose state, be nUowed to I'COlain o~~.night 
ill the open cOlllpouud or upon the roots of the pJ;emiscs, 
that lobe eompon ud be swept clcan e\'ery cvening at dusk 
and that. the doors and. windows oC the said premise. be 

. kcpt closed at night. 

Warranted also, tha.t nei, work be conducted byartif]. 
ciallight except by pcrmiss\on previously obtained from 
the Company and Oil paymeJlt of such customary extra 
premium as ma.y be levied ~h e1"eon . Ncecss.'\ry Tepairs 

to machinery being permitted at. nights witb strollg. 
closed lanterns under EuroPfan SuperintendeMe· Dllly. 

it being understood that l.hf lanterns are Dot t:o be 
opened within the premises he 'eby insured. . . 

Smoking and cooking striettl prohihited'in or about. 
the aaid premises, except ill god'je;lwlls specially set &par~ 

. .lor such purJ?Oscs only. . . 
. Furtbtr iusurance to be n"".ln~p'l in the event of .lOll. 



ORDINARY 
Life plan, Rs. 1,000. 

Wbereas B ,Z/III Hi,.a Lrlll Mu/::ujec of No.)o .JfirzajJur 

Street, Calcutta, the persoll hercillder Assured, hath pro ­
posed to effect au Assllrance for the benefit of his wife­
SI'(C'M.) Hflridari D(1:i ""ith tlu Af,UI ~ /lCst(r Life Imu­
"(mee Company Limilrd, in the sum of R upus one Ih~,!. 
sand o"ly, upon his OW1I life for the whole continuance 
thereof, and hath dcli'l'cr~u n.t the office of the said com­

pany at U <l.nchester I~ st.:ttc ment in I'.,t'it.ing, signed by , 
himscir, :~lld bearill~ dat·c the JlJt day oj JlfdY I8f; 9, 
thereby deciarillo"" tha( the ft"'C of the said Assured on 

, 0 

his next. hirth·day wouh~ not exceed twmly-jive years, and , 
setting forth the past /fl.lld presen t state of health, and. 

other circumstallCes /tollching: the hnhits and li fe of till) 

said A!!sured. which k>ecl(tra~i o ll :1.lld relat.ive Persona.l 

State~ent made to , be "Mcd icnlrcfercllce of the Com pA.ny 

~b e s8ld Assured hrth Rgrcf!d, shall bc the b:l.~i 8 of t.he 

contrll.ct between Jf.im aud the sRid Company. 

And whereas th/e said Assured ha~h paid at the offices 
.of the aaid Compf,:lny at Mltll chester tlle Sllm of· Rupees 
(iglll, annasjif/e} n (1tI.l pie; six ()Illy, as a premium for 



the said Assul'ance, from the r;tli day of JUt/! 1899; 
until the r6fh day oj September r999. 

Now this policy witnesseth, that if the said Assured 
shall die before or ripon the 17 tk day oj Stptember r899 
or 8h~llli ve beyonJ. enol) day, and he or hil'l Allsigns shall 
on or before t hat day, and on or before the 171h day oj 
December in the present ilfarc/I, JUlie, Scpfmtbcr (/1ld 

iJeamber, in (h'ery 6u~coeding year dllritlg which the 

said Assured shall be living, pay at the office of the said 
Company at Manch ester, the quartC'rly premium of RUfuS 
figM, aunas /ijteCII mid p i es j'ix ouly I hOIl tho said Com­

pally shall be subject and liablv to pay to t-ile Executors, 
Admillistl'atol's, or Assign,,> of the !laid .\ssu rcd within 
one calender month, after proof to the 1'oa80ll'\blo sntis­

faotion of tho Directors of the de(\th of the said.,. .ssu~cl 
8hal1 have booll recci vcd at the oAlcc or the sai(l Company 

at Manchester, the sum of RUjJMS olle thousand only. 

Provided always, and the:;\e pre~elll!; are upon I;liis ex­

press condiholl, that in case any sta lement or allegatioll, 
contained In the Declltl'ation hl';:c in before mentioned be , 
tmtrlle, 01' of the Assurun ce hcrc'i)y made shall have been 

made through any misrcprcSetlLat.l,Otl, concealment, or un· 
true avertment whatsoever, or il't C;V1C t.he said Assllred 
iball within Twelve .~alellder mont.l\s after the date hered 
commit suicide, this Policy shatl be\ void, and all moneys 

paid in respeot thereof shall be forfietcd to the Company ; 
but in case of death by suicide, thl~. policy, if th.-e fja m6 
s't~~11 have m:e~ a88~gnedf6ollafidt' £01' valuable oonsj~er. 
Il.tl.OD, shall, 1mmed18.tely after tbe da e of sucb Ast!lgn . 

. ment, -be valid to the extent of the i ~tereat of Assignee 
therellnder, 
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Signed, sealed and stamped on behalt of the Manches­

ter Life Insuro.nce Compfl.ny Limited, this third day of 
f"ly r1199. 

Exnmined,- ( Sri) GEORGE CORboN, 

( St!.) G. Afarsftm. ,Manager 

Re-insurance. 
Re·insmancc is the meth()(\ of dist.ributing risks taken 

by onc Company Il.mong thc members of other Companies 

by parcels. 
T.\kc, for exam pic, thn~ the New Zealand Insurance 

Company ill snred jute gOdOWllS belonging to Sahoo & Co., 
for Ih. 50,000, AI; ~hc taldllg of risk of such a eonst· 

der!}ble slim is not only It h\\zcl'do\l~ undCl'taking bllt 
may eventually end in ruin of th", Comp:my, the Com­

pauy, with a view te reduce the l'isk and at the same­

time to rcap the a.dvll.ntnge, wm i1H;nrc the whole or part 
of that sum with t.hc o~l\et' Insurallce Companies in 
small portions, and at:\ lc~s premium int.o the bargain. 

The systCQl is ndv!lnt.agc~\~s both to the In sure r, and the 
assured, and as such, t,h~ practice is gencrl\lIy adopted, 



CHAPTER V. 

HINTS ON SHIPPING DEPAnTMENT. 

The department., in which the direction of such busi· 
ness, as entry and cleal'!l.11ce of vessels, the loading and 
discharging of cargo is contl'olled, is designated the 

Shipping Department. 
When a. ship is reported at Sal/gor, the dllty of an 

agent is to take necessary steps for her safe mooring, for 
which purpose he will write to the .Jetty Superintendent 

for her berth in the following way. 

To CII/cul/a, IS! August, 1 R99. 

THE S(JPERINTEN"DEF! OF THE JltTTIR8. 

DEAn SIR, 
.". We beg to in fo rm you that the Str. IlIditlleft.MfuIrlll 

yesterday and is expected to arrive here on t.hc 6t·h 

instant. ' Ve would thn\lk Y,OIl to reserve Jetty fiJr her 
berth immediately on her arri'Tl\l. 

Please grant an order to keep in readiness usual nutU-

ber of cranes Cor discharge of her import cargo. 

. You.ra faithfully, , 
('Sd.) MacneillOr- Co. 

I 
It is customary for Merchant(! to secure freight before 

arrival of a Steamer, to avoid d\i811ppointruent or take 

adva.ntage of tlle rate of freigh~Wben it is thought, to 
be low. The form of Shipping _. ris 8hown below. 

Shipping 0" ,': . 
It is an engagement to convey g~d8 on board a 8bip 

fro~ one plaoe to another on receipl of oertain consider- ' 
ation, called ft'tig"t. 
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Shipping Order Form. 
No. 152. Calcullo, Jolh MaJ 1899. 

To 
TaR COMMANDINO OFFlc:rn OF THE S. S. "AroMa." 

L O.lDING Fon LoNDOI't. 
Sill, 

Please recei ve on board from ~felsrs. Banerjee & Co. 
the undcrmentioncd goods, a:ld grant a. receipt for t.he 
same. 

100 Datu 0/ Jule &- GO Datu 0/ Col/on. 
Freight at .£2. 5s. per ton 3.S customa.ry. 
(Measurement to be taken on t.he custom House wharf, 

or ot.her Shipping wharf wit.hin thc limits of the Port of 
ClI.icnt tn..) 

( ']'0 be Shipped 011 our 7Io/ire. 
N . B.-All packages in bad order to be returned. 

(&I.) GRI\UAV'" Co. 
AIel/Is. 

When a Steamer brings on board, Gun poll'der 01' allY 
e.sploaive substnnce, she is not nllowcd to proceed up the , 
dver beyond Budge.,Budge. In cilse of Kerosine oil, 
ehe goods are stored i ~l t.he Por t Commissioner's Godowns 
there. r 

lu cnso of Gunpo~der, it is t.ho ..practice of the Port 
to inform t)Je Trat(ic Manager of t he Port Comlllissionen 

to store the pow4er and cartridges at the Myapore 
Ma~a.z:inc. Wi th tllis end ill vi ew, it is also necessary to 
... '~ite t~ the Po~( Officer to~ issue iustructions to .. the 
Pilot In chargtp of the vessel to Ill.nd the powder to the 

Magazine ·boat, jwhen passing by the Mya.pore Magazine . 
. The neeessarp applicatiolls nre p;i\'eu ill the next.page . . ~ 
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To 
TilE TRAFFIC M.UHOEIl., 

PiJl'I Commiuitnurs. 
DEAR SIR, 

Plensc [l,l'range to store at. t.he Myttpore Magazine the 

following 5 cases of C:~l'Lridge and GUllpo\\'del', cOllling 

forward in tbe StcaII1Cr" r 1l ,1 ia" from Londoll, alld i tl st.l'llct 
I,he Snp('rintclldC'llt tv pJ:Il'e tbe ~lllga.zille Boat alongside 

t.he steamer as soou us lOll /.' is t.here. 

Yonl'8 fait.hfnlty. 

L. ~ Cases Cartridge. (So .) 1I1AC:-<£JLL'~ CO. 
l~. 3 Cases GUlipowdcl'. 

. SIR, ~ 
Please 

To 
Till': P ORT OFFICER, 

C-ftl'-{Illa . 

issue illstrn(,!,j(ll\;< t.o the Pilot, who will btl iu 

ohargc of the vessel "lndi;~" (rOIl} L()lI tlOIl, to dischaq:;c 

GUllpowdel· 011 the'bo:I !" which will he ready at :'Ilyapore 

to recei vc ~ packages of C lllll'0wucr find cnrtr idgcli. 

I have &c . 

Entry and Clearance of Vessels . 
. ,Vhen a steamer anivcs ill tbc

J
Port6i Cal cllttll., tlle 

first ~billg wl~icu an af"cllt would d<l\' is to prcpll.l"e Il list 
of the cargo which she has ta.ken ill ,orne Foreign Port 

or Ports. 

Alal/ijl s/. \ 
The Jist or C!Iorgo, otherwise called :\~' nifest, in c'fupli­

;. c;ai~together Wi.t.!l t!H~ two copies of th Store List and 

<a fo~ necessary applicatiolls, the details hereof will be. 
,given hereafter. fl.l"f! ~f!o ll i,....rl fol' t.!.f! f!nt.l~v or t.hn vessel.·. 
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Ti"te allowed jor entry 0/ Ii 'Peste!. 

A "easel arriving ~~ the Port of Calcutta must, accord· 
ing to the rules of the port, be entered in the Custom 
HOllse within 24, hours of her arrival. A breach of tbil:l 

nile makes the Captain liable to fiuo accoruiug to tLe 

gravity of the offcllL:e. 

Berthillg of a V(.ssscl. 

The steamer arriviuq: at the port lImy either take her 
berth at OIlO of the Port Commi~sioller's J ettieS,or at one 

of the Moorings, III the fonnel' case, all arrangement is 
entered into with the Traffic Mauagcr the Jetties for 
~bo discharge of the vessel's Import CJ.rgo, or loading ber 

Export Cal'go, through the J cHic!!, In either case the 
rod Commissioners lovy certain cbarges from the con­

Sigl~Ces of the cargo, or the shipper:; of the goods, for 
~heir trouble, 

SPECDIENS 0>' APPLICATWNS. 
The following specimens of applications, usually adopt· 

ed when entering the \'cl:Iscl¥ at the CUf~tom House, may 

help tl}e readcrs to form 1\1)' adequate idea holV the things 
are dOlle, I would, thcrckAc, at 'the ,ri&,k of being tediOUS, 
~ive below Borne forms Of).'lpplicatiOI~ for their refereqoe, 

A pplica tion /lor .¢reakillg bulk, 
To , Calclltta, 1st July. 1699. 

Tue COLLEctOR OF SEA CUS'l'OMS, 

~ir, Calcutta, 
Under.. section 59 ~f Act VIII of IS78, be pleased to 

g'rant all order to !break the bulk of the Steamer, ~ 

:'Aba:tI" before her fontry inward, She taKes ber bert~ 

~~ the J l:tty. on arl'i~aL 
l b:ave the bonor, &:01 , 
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The above application beootnea: necessary for rewy 
discilfJ,rge of Import CILl'gO a.nd thU8 saves the vessel of 

t.he port charges and demurrages. 

Now what is Demurrage 1 

It is an a.llowance pnyable fat' undue deJay in port. 

h furth er becomes necessary, to facilitate discharge 

rrlluloa.d.ing of cargo, that the vessell:! should work be· 

fore and after regulation honrs., for which certain fees 

according to the fixed scale, arc payable to the rreventive 
officers, who attend during' the time, 

A deposit of a certlljll sum to meet the Cetls of the 

officers, is made along with the npplicatil)u for over-time 
~·ork. 

1'0 
Applicafl'tm/()r ovt:r·time worll, 

I 

THe COLLECTOR OF Su CUSTOMS, 

SIB, Calcutta. 
Be good eoough to allow the Steamer "Aba/a" to 

work before and after reg ~llo.tiOtl hOUTS, 011 receipt of. 
B.s. 60 as deposit, during her ~tay ill the port. 

\ I have &0. 

It Dlust bo borne in miud, th\t the above application 

..,. not sufficient for the \Vor~.ing of vessels, wbenev.er 
Q.eceliB&1'y. Separate applicatioll~ for each day's night 
'lforlh or holiday wor!}, are 00 be 'imade when neceasar.fi" . , 

.API/jeqtionla,. Nit"l work. .' 
';['0 C'flcutta. h~ July.1899J 

TJl& COL~ICTOR OF SEA ClJo!!TOYl3., 

SIR . Ca/(ulta. , ,'.' 

lle ~ood enough 'to al!Qw that the' 8t1'. 1I..46d'a" .. o.u.'Y 
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work to.night, from 6 P. 111 . to 6 ~. )(., on usual terms, 
aga.iust our deposit. 

I ha.ve &C. 

ApPlicatioll/or Su"dllY work. 
To THE COLT.ECTOR OF CVSTOMS, 

SIR, Calcutta. 

I ha.ve the honor to request that you would be pleased 
to allow the Str. "Aba/a" to work on Sunday or Holiday 
(say ou the Dasakara day) the (-) instant, on usual 
terms, against our deposit. I have &c . . 

The above application holds good only for da.y·work 
all holidays; but for night-work, n separate applica~ion 

in the form shown above, is to be made out for sub­
mission to the Collector of CtlStoOlS in ta.ki~ out his . " us .. ~d.l permission. ' 

The rea.ders should note herc, that for disaharge of 
coal either on HOlida.y or at night, permiSllion is granted 
to work the vessel free of charges, otberwiEe leviable, for 
officers. 

Application JOY Entry oj Vessels. 
To 

TaB COLLECTOR 0 r CUSTOMS, • 
SIn. Calcutta. 

1 have the honor ~. request you to be good enougb 
to allow the eutrY 'of he vessel "Aba/a," Captain1tamsay 
Registered 600 TOI 8, wi th general cargo from London. 
ADd Ll'verpool 'llid S ez Canal. 

" I have &C. 
An application i~ the foregoing for~ praying for the 

veue.l'- entry tog;.ther with the sLipping document&. to 
6 
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wit, Port Clearance, Manifest of cargo, Store List, Reg!fI. 

tered tonnage of tbe vessel, Bills of Lading (Captain'. 
copy) of cargoes if they be dutiable, is submitted to the 
Collector of Customs, through the Supervisor of the 
Impott Department of the Cnstoms Coll~ctore.te. The 
Colleclor of Customs, ou r<!eeipt of t he necessary papers, 

satisfies himSt;H 11crsollall)", by questiolls put tothe Captain 

of the Yessel , that the cargoes entered in the Manifest 
arc correct to the best of his belief ann the papers have 
been duly attested hy hi~ diguatures. After this, he 

declares the vcsse\ entered. 
H ere nre some of the forms of applications which 

.'!tecome necessary to be made out. 

Application fo r diS(h ,~~ge of Fru Import Cargo,­
Th J 

THB COLLECTOR OF CUSTOIlfS, 

Sm, Calcutta. 

Please allow the vessel "Aba/a" to discharge her free 
Import Cargo, without the interference of tbe Preventive 
Officers. 

I have &e. 

Application for discharging Ii~liabh Import CargtJ. 
To 

THE COLLltCTQ.R 0 .. Ct18TQllS, 

Sm, falculla. 

, ~ good enough to depute on bo~d the Str. tlAbaiG'; 

AD. 9ffioer to.morrow, 'to watch the', steamer'. diacha.rge 
.. ol dntia91e. I~port Cargo. . , . 
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T he Import goods are diBcba.rged either at the Jetty 
or ovetsidc, OIl boob. In the latter case it becomes 

imperative' 011 the agents to give every facility to the 
oonlligneee {or taking delivery of good!!, ou boats, to 
l'cnder which, the followillg application is matIc. 
To 

SIR, 
TOE CoLL&CTOR OF CU!:ITOlol8, 

C,llett/la. 
Please grant an order that. t he Str ... Aba/a" may dis­

cbarge her Import overside Cargo into the boats, to oe 
kept along side the steamer, pending receipt of the Bills 
of Elltry,- by tbe ofl::icer on !.lOard. 

I have &c. 

What is a Bill of Entry? 
It is n libt.- of good~, clit ered lit. the Custom House, , . 

to Lc taken delhcry of, from a. \'ci$scl which has duly 
tiled its mau ifl.':St. Here it lI1u::\t. l.x! noted that no Import 

Cllrgo is dcli\'ered, wHhotl t. t.he Uill of l-:ntry, to the COIl­

signeel!!. The Bill of E IlLr,y id first comptU'ed wit.h th~ 
vessel 's Import mBu ifc!St,'i aud if found corrcct it is 

at.tested by the Noter. I t i~ th cn tu.kclI to the Appraiser , 
who clu&ifies the goods ~tLd putl! his signature, (\f~r 

which due cntry ill mttd cJ ill the Proper Hegil:lters. In 

case of dutill.ble cargo, q'!uty is rcalizt..'<i :md filially sigued 

by the Collector of Cu~tolUli, nud perUlit. is gran~. If 
by a. mistake a.IlY cargo if! omitted to be mentiwed ill the 
manifest, the agents c f the vessel are bound to make an 
application to file a o/upplementllry m&llifest to suppl:, 

tb& ominion. A 1e of Re. ~ is cbarged for a supple­
~~t&~l manifest, ~ thfl ap~lioa.tion i.s. submitted after 
2.' "holtrs of theve el'nntry. 
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Applicatlon./or a Supplementary Mtl1Iije,l. 
To 

. Tal COLLEOTOR OF SEA -CUSTOMS, 

SIR, Calcutta. 
I ha\"e the honor to request you to be good enough 

to allow Ole to file Ii. supplementary manifest of Cargo 
of the Str. "Abala. I ' The particulars are as below :-

~B. One case Paper from London. 

I hue &0. 

As a portion of tbe Ship's Stores on board will be 
required for the consumption of her crew dlll'ing t~e 

vessel's stay in the Port, n permission is to be obtailled 
from tbe Customs authorities t.o keep the stores open. 

Applieafioll to fer! the Stores 0lw. 
To 

TUE COLLECTOR OF CUSTOMS, 

Sm, Calcutta. 

1 have the honor to beg that you will be pleased to 
allolV a portion of the ship's s'tores to be kept open for 
the iteamcr's use during her ALay in the Port. , 

I ha\'e &c. 
The above notes, on the ent~y of vessels, sllccintly , 

compressed within the narrow 8~acc at our command. 
may be presumed to be exhaustiv~ and, wc haye no doubt, 

will euable the reader to form an iidea. of the nature of 
' blllsine88 r.cquisite for the import Qischa.rge of a)"ea8~1. ~. , 

Vesslil's outward Entry eLnd Olea~; '::\ 
We. ahaU here o.ttempt to dwell ori\ matt6~a, · r~re~fu$ 

to the export cargo a:nd the vessel\'a clearanCe. .A1.~·er . ~ , 
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the v~.el has discha.rged ber. Import Ca.rgo,. it is US\Ul. 

for &gents to make appilcation for ber outward voyage 

in the toUowing way :-

To 

SIR, 

AJP/lcali411 for (Julward Etelry. 

THe CoLLECTOR OF CuSTOMS, 

Cakulla. 

Be good enough to grant an order for outward entry 
<if the Str. "Aha/a" Captain Ramsay, registered 600 
tons bound for London and Liverpool via Suez Canal. 

I have &c. 

When the vessel is entered outward, the shippers are 
allowed ~ make out Export Cllll.llans of goods. whkh 
they intend to ship and for which they have taken out 
8hi~pi.tlg orders pre"iously. We need llot here enter into 
all the details 8S to how goods arc exported, as they have 
been dwelt upon elaborately in the first chapter of the 
book. It wOllld howe ver not be foreign to the subject 
if we attempt to €'~plaiu W~H\t is meant by The Charier 

ParlY. 

The Chkter Party. 
It; is an agreement / a.s to the hiring or chartcriqg 

of a vessel for a voyagi' :~ubject to certain terms, at fI, 

fu.ed rate offreight. If is cbargeable with a stamp dut,. 
of Rupee one only . 

• . When the 8teameri ready to take her Export; Cargo .. 
it. i1l ne"oeuary to mal e certain applications. the forms of 
·whiCh &fe given bel VI . . <., •.. ' 
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To 

SIR, 

ApplkatifJn 10 receive Export Cargo. 

TBlt COLLECTOR OF CI1S10MS, 

Caicrtfla. 

Please grant. an prder that thcatellmer" Abnla" may 
take her free Expol·t Cargo, wit-hant the interference of 
the Preventive Officers. 

To 

SIR, 

I hnve &r.. ' 

Tn£: COr.r.XC'I'OR OF CUSTOM!'!, 

Calcutta, 

PlcaRe gl'ant an order to') send nn board the vessel 

"Aba/a " an offi~er, to walch the lllkiug ill of dutiable 

}~xport Cargo. 
1 have &c. 

EXPOlt'IT~U CARGO. 
I 

When goods are ahippad in VCHIiC!S, the shippers receive 

a receipt for the goods citll er from 1..11(> Snperintendent 

.f the Jetties 01' the Chief Officer of the VesseL This 
receipt together with the Bills of La.ding, dnly filled up, 
is sent to the Agenh of the I>wamer, in which the gOo<h 

have been shipped, for the Cap\tain'fI signature. . , 
The vessel, bemg fllll, becollles ready for her ()utward . . 

voyage. Sbe il5 then said to be u'{,de,. clearance. 

The clearing 0/ the f:esse! is tlll).l takiIlg Ollt of Pori 

clearance from the proper authori'ties by eiltering the , . 
name aftha vessel aud an inveuto ry of CargoeJ! taken 

"lly 'ber, at the Custom Honse, pre\'\ou8 t.o bel' departul"C. 
It is ,neoessary to state for the , information of the 

' re'ad(r&. how the Port clecmt1ue is ob\tained. 
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When the vessel bu discharged ber rmport Cllr~o, an 
a.pplication is made to the Collector of CUl!ltoms for au 
Import Certificate. As hy thc Cl\stoms Rules, the above 
certiftcate is not allowed till tho ag Ants have accounted 
for all the vessel's cargo entered if. the msnifest, it haa 
become the Cllstom of the Port, with a view to avoid 
unnocesury detention of a. vessel in the Port, to grant 
8l1ch certificate under a letter of gultrfl.ntce. duly stamped 
wi th ono Eight-anna court-fee stamp. 

. 'fo 

Sm, 

Application jor Imporl cerliji(ale 

THE COLLl!C"l'OR OF CV!JTO)(S, 

C.'lleulla, 

Please grant a.n order for tho I mpert clearance cer,j. 
6ca~ of the" Abala," Captain Hamsuy, Reg istcred 600 , 
tons, with general ca.rgo from London a.nd Li\'crpocl. 

F orm o/lelter 0/ GUflra"Iu, 
To 

T~1i: CULL I CTOlt OF CUSt'OMS, 

Sm, CalCtllta, 

III consideration of yourl granting us Impor~ clearanoe 
certific&te of the Str, "At'!ala, " wo hel'cby undertake to 
a.ccount for all her ImIXirt Cargo, within two mouthl!l 
from the date 'hereof, ~ld to make good any pena)',. 
which the vessel may i~cur ill default, 

We ha.ve &c. 

, The. P~rt clea,rauce'ps not granted unless Ligh t Du~. 
ate paid an the Custojm Honse, for the payment of whioh 
an application is ma-B.e ; and the Inward Light Due Rill 

, is attaohed ' thereto 
< 



68 CLlRK'8 GUIDE, 

A!!li(atum 10 poy L1rlll .LJues. 
To 

SIR 

The COLLECTOR OF CUilTOMB, 

Ca(CIIlta. 

Please take Light Due!! of Str. If AIm/a," Registered 

600 tons, Ca.ptain Ramsay, bound for London and Liver· 

pool vid Suez C&na1. 
The Collecht of Cllstoms on this application orders 

for payment of outward Light Dues. If the Inward 
Light Due Bill is DOt produced, both import and outward 

. Light. Diles Elre realized And Bills granted. 

After these papers have been secured , an application 
for the Pori c/earallCt is made in the following form. 

To 
TUB CoLLECTOR OF) CUSTOMS, 

SIR C(J!CII//(l, 

Be pleased to grant pori clearance of the vessel 
"Abllla" Captain Ramsay, llegistereli 600 tous, bOllnd 

for London and Liverpool via Suez Ciltla l. 

I have &c. 

To tbis application the Captain of the vessel attaches 
hil signature Bnd declar~s whe~her n.ny po.ssE!ngcrs will 
be ta.ken from tlle port, and Wl~,ell taken, their numbers . 

. , ~t the time of submission of t~e application for ~he 
Pori clen;'aftce, the Import ccrtifiC':ate of the vessel and 
the Light Due Bill are attached ', thereto. Mani'~e8t \0£ 
~lport Cargo, in duplicate, is also -filed at the Bt.t;Ile time. 
<;0 the ' Cl1stom House. rr the mc.nifest could not be'· . , 
,~e ready at the time of the Pori cleara"ce, a letter 

,~guarantee, duly stamped, i.s then ~11ed instead. The 
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printed form of the letter of guarantee can be ha.d a.t 
the Custom Hou~e. free of charge. 

As however no Pori clearance is granted unless all 
the Port Dues are paid in full and a "No Demand" certjfi~ · 

Cate is produced before the Collector of Customs absolving · 

the vessel of all claims, it becomes necessary to Il1ll.kll 
deposits of the probable costs of the port chargeS·a.t ·th'e 
Bank of Bengal, 011 receipt of the note of , cllluges hom 
the Port Commissioners. 

Form 0/ applicatIon /01' a Inemo~j Port Dilts. 

To 
TUE TRAFFIC MANAGER, 

Pori Commissioners. 
Sm, 

PI!i:!l.l.se supply us wit,h a memo of charges for Port 
Dues of S.S. "Aba lIt " gross tOllnage 640, Registered 

tonnage 600. She dnl.ws 14 feet of water, will be deated 
01\ the 5th July aud leave the port the day followillg. 

I have &c. 
In reply to the above, a memo of eharges. together with 

a certificate that the vessel may be granted Port clear. 
aace on porductiou of the.'llank of Bengal Ileceipt for a. 
certain sum mentioued tliercin, is seut to the Agentl!. , 

The receipt of monet deposited and 'he certificate 
are submittod a.long with the application for the Po,t 
cha,.a,ue. 

So far for the Cust~ms clea.rance. Then. roHows C01f~ul 
c!earIJNe. This cleaI\\l..nce is necessary when the veasel is 

of· ¥oreign colors and! is bou.1.1d to a Foreign port. Tru: 
i;J··:tery .simple. ThkCustoQlEl clearan{le is sent to the 
do#~uJ 9f the Govufnment, which the . vetJSel belongs to · 
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or is bound for. He endorses on the P~rl (/ea,antt, 
'the Captain's compliance with all the rules a.nd regula.­
tious of his Government, for which he levies a. fixed fee 
accord ing to the sC/iI.!e of his (1o\'erument. 

After CQnsul dear allu, the Port dearml(t is taken 
to the 1)01' (; Officer to whom an application for Ilppoint-:. 
ment of a Pilo t was previously muue, The Port clearatJce. 

is th en entered jlJ a Heg-jltter alld the Clerk in charge of 
the book nmkes ccrilliu enquiries regardillg t he vcssel's 
ruooriug D.nd the CXI~ct time, when fihe will be ready to 

weigh allehor to enuble the Hurbour Master to take 

churgc of the-vessel up to Garden ReacL, aud to issue 

instr uctiolls to the Pilo~ t il e time when he will l'cUeva 

the Harbour ~Iaster at Garden Reach and tuke t.he ,essel 
out. as far as the Stlugor \ /J/and. 'l'hc applicatio,?- fot' 
appoillLing a. Pi lot is made ~J hums before t he vcksel's 
.clearance. The Captaiu 0.11;0 c!\lls at the Port Office and 
8.l'l'o.llgea with the Ha.rWur Muster as to th e time, wheu 
.We velSsel will drop down, 

Th61'e is ll-llotLer rule of tl\c Port of Calcutta, among 
others, wLier. "forbids a 'Vessel ,. under helivy peualty, to 

leave the Port without the l3iH of Health . 

Bill of H¥Jth, 
.It is a .certificate from the preper authorities, as tn 

the state of the hea.lth of the Sh~.p's Company and the 
sa.nitary condition of the city. gra,\lted to the Master ,o.f 
v~ls wheu lea.ving Port, 

: In th.e Port of Calcutta., an a.pp~, c.tion i. m&<feto, ,t4 .• , 

lie&lth Of!icet: to the port of Calcl t~ . 24 ho~ l?e;fore 
·theveasel'.tI departure IUld n.ocordiug to the Goyern~&~' 

:clh:~; t.he "Blue.Petel: " is hOiBte<:f 
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Blue Peter, 
It is G flag, partly blue and partly white, rasied by the 

Masters of vessels, when they are under diarance. 
Applitatiofl ft1Y' Bill of H ealth. 

To 
TSB HBALTH OFFICER, 

SIR, Po,.-t (lJ Calcutt(l. 
I have the honor to reqcst that you would be pleased 

to attend on board the vessel" Aba/a," Registered 600 
tous, Captain Ramsay, with 24 (12 Indian and 12 
European) crew bound for London and Liverpool. The 
Steamer willleavc the port on tho 6th instant. Please 

-ol\leo arrange to examine the Ship's :"ttores. 
1 have &c. 

On,r(lceipt of thc above application tbe Health Officer 
a.ppoints a time, when he would be present on board th~ 
Tessel, and gives intimation of the same. Then the crew, 
Captain and the passengers, if any, are obliged to be 

.present on board the vessel {or the Health OfHcet"'s 
examination, 

When the examination is over, if the Health Officer 
is satisfied; he grants the vessel a certificate under hie 
,elL! and signature. 

The Bill of I1ealth is a.'provision again!t Quarantine. 

What is,' Q""rantine? 
It is the time, origin~11y forty days, now reatrict~ 

to 0 an i,lldefinite num~er according to circumstancee, 
during which a. vessel,! arriYing in a port and suspected 

>·or"being infected with ,fual.ignant diseaae likely to injure 
th~' h~lth of the Por~, i" obliged to forbear iutercounIQ 
with .'~h:e .• p.ore. 
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In case the vessel is bounrl to a Foreign Port1 the Bill 
of Hculth is to be coulltersigned by the Consul of the 
Government to which the port belongs. In BIlCh ca.ses 
the certificate i& taken to the Cousul who attests the 
authenticity or t·he cerWicate, or, if he likes, iBsuee a. 
separate certificate. This i~ culled obtaining the Visa 
uf the COIlSUI. Arter this the \'&5:sel sets sail. 

It has beeu prcviou!lly stated that when Export 
Manifest could not be got. ready for submission to the 
Collector of Customs, the mua! practice is to clear the 
vessel out ..... ard on the strength of tl. Letter of GU&r&otee 
by which the agent is bound to deliver it correct Mani­
fest of the Export Cargo to the Collector of Customs, 

It always happens th~t the Export pa.sses are taken out 
for a larger quallti~y than the actual pa.ckages suipped 
on board. When the vessel hiLS sailed, it becomes the 
duty of the shippers to a.pply fOJ reland of those packnges 
which ba"c been shut out or not shipped on board. In 
defa.ult. the shippers are made to pay penalty £or brea.ch 
or ne§"loot of procedure. The following is the form of 

Applicati01l jor Relafld 0/ goods. 
To 

Tss COLLKCl'Oa OF CUSTOMS, 

Sm, . \ Calcutta. 
PJea.se grant a.n order to reland two Balea CottOn 

ahort shipped in the Str. "Abal~" bound for London'rDd-, 
pasaed under your E. F. R. No. ~4 of 17th Feb:;;u~189~ 

I .have ,&c. 
2 Bales Cotton. 

each 400ib 

@ R. 400 per "I. - Jla. 800 •. 
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LETTER OF CALL. 
According to the terms of ttlC Letter of Gnaruntee 

gi ven by the Agents of thc vessels wben the Import , 
f;ertifieate was granted to them, tht'y arc bound to accollut 

for the missing packages. Accordingly a list or short . . 
and unaccounted packagcs is sent to them for theil· 
explanation. This list is called the Leller of Call. 

The Agents, on receipt of this, fill up the column of 
explanatioll, if the packages were landed by them under 
the -Sea Customs Act, Of forward it to the Superintendent 

of the Jetties if landed under the Port Commissioner'~ 
Rules at one of the Jettioll, {01° his explanation . If the 

Agents fail t() account fOlo any package they are rmb­

jeeWd to penalty according to t·he option of the Collect­
or up to Rupees 500, and ill ci1Iie of dutil\bltl cargo 
duty levied. 

vessels arc lIometimes exposed to th e dangel'S of sca 
during their voyages. They may strike 011 :\ hidden 

rock and spring 0. leak, may come hl00 collision with 

another vassel and ma.y strand on ijhallow wator, or may 
6tlffer hoavy seas. In such eaf>es, the masters of I'3bips. 
for the safety of the vC'sscii:!, may throw overboard a 
[K>rtion of calogO, lighten the v."Stlol by landing cargo ill 

·ghters and do othel" £l.ct.j1 calculated to save tbo vessels o 

JETTISON. 
The throwing of goo~s overboa.rd, in a case of extreme 

{iet:jl, --to .1igh~n a V5ie1l is calledJe!/tsotl. 
(:~h,v?luntary thr ing in. of goods over-board · may 

t:ili; 'ol.,.e:a>uQder thre .. heads:-( 1 ) Jetsa.m, -< 2) Flotsam 

iiM"i~It;"'1L 
. '0' " 



74 CLERK'~ GUIDE . 

./tI5(1111. 

When goods arc cast into the sea., ana tnere 8m"! 0.\1(1 . 

remain under water. 
Flotsam. 

Where goods llro lost by shipwreck and are found 
floa.ting OD the sea. 

Where goods 
cork or buoy'. in 

LI:f{tln. 
arc sllllk ill the sea, but are tied to a 

order to he found agaill. 
" rher. owin~ to some ullavoidaulo or unforeseen inci· 

.'Iant..s, stranding. cul\iljion or wreck happens: to 8. ship, 
the damages thus calHwd to the vessel are recovered hy 
the agent or ship's husband by general contribution from 

the consignees, thl3 ship and the ullden-riter, bearing 
;\tcir proportions, each according to tho rules in " forc~ 

for the time being, aft.er the final adjustment of the 
General Average. 

When a ship has 8ufi'cred damages of tbo nature indio 

cated aoo\'o, the duty of the master of the vessel on 
reaching the Ilearest port, ill to make a formal declaration 
teforo competent lI.uthoTititls and then on arrival of lobe 
va,ssel at the port of di.scharge before a Notary PubliC; 

the nature of the dama~es and the canse or ca.uses that 
led to them. 

Protest by the master of a ship is the written declara. 
tioll before a Notary Publie of the part-iouIan of a v9yage 

I .-'. . 

drawn up by him. wit,h a view to the adj1lfJtmep\;oI 
· )os~es or the calculation of avera~es. to. < 

, . After the· protest, has been note~, a certain .per~tq:!j 

. i~ fixed (or levying from the eons\snees a.gaill8t.:.d.~i~.~ 

.. of goods, the I'lhip having absoluto ~en upon the. ~g,~}i,~ 
oa;sa .the deposita are no.t made lor f~e Generill .. ~ve;~.~~ 
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Gtn~rQI AVtragt . 
. It is a contribution made by all parties concerned 

In a sea. advent.ure, towards a loss, by the voluntary 
sacrifice oC the property of some (of the parties Cor the , 
benefit of all. 

Particula r Avtragt. 
It signi6es the damage or partial loss, happening to 

tho ship or cargo, owing to some accidental or unavoi<.l­
able cs.uses, and it is borne by tho ilidividus.l·owncrs of 
the articles damaged or by tho insurers. 

Arter the delivery of goods to the cOllsignees, against 
General Average deposits, a sts.tement, showing til(l 
depoeits of each consignee and marks and numbers of 

the goods against which such depollits have been moot', 

is prepared and sent to the GCtl~ral Average Adjusters, 
for the preparation of tho General Average acconnte. 
They are also furnished with the note of charges iCCltrred 
by the ship in repairing the damaged portions and 
making good the shortages of cargo and damages dutl 
thereon together with the Note oC Protest, copies of Ibtl 

Ship's Log Book and other papers in connection there­
with. The Adjusters, in the usual COlusa, prepare tho 
account and settle the contrib utions to be borne by tbtl 
owners oC the vasse l and the underwriters. 

The consignees are tben refunded those portions of 
. I 

the amounts, which are. due to them b,· the owners of 
.the Ship, "perGene.ral ;, ver-tge and adj~stment account; 
and Debit 'Notea are ha dad Ol'er to them at the same 

~ 'lor the rea,lizati.o of the balancea of thei r deposi~ 
l~· the Insurance which their good!:! . ~ ,~ 

n.OecUulv ·were ins 
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CHAPTER VI. 

Book.Keeping is a. science of keeping accounts_ by It 
set of books in such a. systematic order as to ex hibit the 
afFa.irs of any profession, in true, cleat and satisfactory 
·manner. 

The princlps.l booka used in Book.Keepin~ for rccord~ 
iog the transactions are tho Day-Book, Journal, and Led· 
get. Besides theae, there :ire several auxiliary or sub!;i­
d iary Books, required for Q.\:oiding difficulties from kee ll­

iog an aCCQuut quite correctly. They arc as follow :-
1:- The Cash-Book. ri. The Account-Sale Book. 
2. "Bill-Book. {l,,, ACCollllt-Cur rent Book. 
3. "Sale-Book. 7", Invoice-Book. 
•. .. Stock.Book. 8." Bank-Book. 
There may be other Subsidiary Books necessary to keop 

&C(lOunts minu,cly ; IlS the Purchase.Boo!>, Contract..., 

Book, PaYOlent·.Bqok, Cbeque-Book, Diary or Dlle-Book, 

Postage Book, &e. 

The lJay Book. 
The Day-Book: is a. book of memoranda, in which the 

aocounts of a.U tho daily transactioo~ arc ent.erL'<i with. 
"their pa.rticulars, in ap,. intelli i 

iThe (Jun cal. 

rio -'Journal i, i;llectioD of IWcounts sO' arranged , 
"With reference to De t (~) and Credit (tif'rt) 9.6 to render 
p~~e!ioWi preparatio f<;:r posting a. Led,g;;:r, 
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The Ledger. 
The Ledger is au abstract of all the accounts recorded 

under their proper heads, to shon the Debit and Credit 
of each account collcct,vely. 

TIl( Subsidiary B otJ!:s. 
L The enah Book.-It is £l. Book, in which the daily 

tralls:lctiollS aN~ Doted for cash received and paid. 
2. The Bill Hook.-It is a book, in which aU the bill;; 

receivable Ulld payable arc entered. 

~,. The Sale Dook.-It contaius nil the accounts and 

descriptions of the goods sold . 
4. The Stock Book.-Con taills all the goods~rcceived, 

sent Ollt and' on haud. 

5, The Account Sale Dook.-Contain !> all the copies of 
accollnt sales rendered to the consigner. 

6, The Accouut Cunent Book.-It contains all t.he ac­
counts of DelJi!' r.i,d Credit given to the person, 
with whom tbo tl.CCOUllt exists. 

7. The In.oicc Dook.-COntllilis nll t!lC invoices of 
. goods sold 01' sent out. 

S. The Rank Rook.-It contail1s an accollnt of all the 
sums deposited ill and withdrawn from the ba,Qk. 

Divisions 0/ Book-Keejing. 
Book-Keeping is divided into two parts :---:First, 1;Iy 

SUftle Entry, second, b:/DlJuble Entry . 
. Book-Keeping by' single entry' denotes that au ~ntry . 

is made once only, to au account j jJ. the Ledger. 
'Book-Keeping by double entt:y 'denotes that an, entry , 

is ~st~d tWice'to t ..... o different ~cc~unta in the . L~ger. ;.: 
. ~ . BoO)[-Kecpf~g by single cntrY.is ~eneral~Yad.o~~ ~'(; 

retail mel'chan ta. 
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DEBIT AND CREDIT. 

Every transaction involves a giver and a receiver. 
The gi_ver·is always a creditor (er'; and tho receiver, 
always 8. dedtor (D~ . 

When a. person gi';es something, he becomes a creditor 
of one to whom something is paid. When something is 
received by 1\ persoll, he becomes debtor to one, from 
whom something is receiyed. 

The techni cal terms Dr. and Cr. arc always preceded 
by the words To alld Ely ; that ill To lollows Dr. and By 

follows Cr. and is representcd as Debtor To and Creditor 
By. 

In cvery. account the left hand ~ide of a Ledger is 
called the Debit side, and right hand side the Credit ~ide. 
To enter on the Debit side of account, is called to debit 
tho a.ccount, o.gailll>t the pcrsoll for money received by 
him i and to enter on the Credit side of it, is to credit 
the account, in fa,Ollr of l\ person fOT the money paid by 
him. 

Classes 0/ Accollllh·. 

In the Ledger, the 'l.ccounts arc cte.ssified in three 

forms. Na~ety (1) The real account, (~) The personal 
account and (3) The imagiuary account, 
1. Real Accounts are the accounts of goods and· 

thinga which may be a. person's property. 
I. Personal A.ccounts nrc the accounts of the persons 

with whom the · business is transacted. • • 
·3. Imaginr.rI:.Accoun{ts are the accounts of fictitious 

. titles in recor~jng all the losses and- gaill8 in the 
business, 



CLERK'S GUlDlf. 

Dr. and Cr. 

ApPLIED TO 'IDE 'IHl\EE CL!SSBS OF ACCOUKTS. 

1. Real AaOlillts. 

When a thing becomes mine }Tt is{ For its cost or value. 
When it 008ts me soythio!? Dr. For that cost. 

When ~t ce~sos to b; mine }It is r ":or its price. . 
When ~t brmgs me In Cr. ) r or .the value It 
IIollytinog . .. ... t brmgs. 

2. Personal A((01l1lts. 

Wheo eo person gets into my} {FOr what be then 
He is contracts. 

debt ... . . . ... Dr. . For what I payor 
Wheu I get out of his debt cease to owe him. 

When I get into b" } {FOr what I then 
debt ... He ill Contract. 

When he gets 
debt 

out of my Cr. FOr what he pl!.ys or 
ceases to owe me. 

3. Im,:gina1"y AUOlllltS. L .. 

When I lose and !lave no) One of the ima.,l.tinary Re;· 

real or personal account) l couuts is m:~de Dr. for 
to charge or debit. ... the loss. 

When I gain and have 110 ~ 
real or personal aCCoullt) t 
to charge of credit. ... 

One of the allUlC accounts 
receiver! Cr. for the 
g!~ill . 

T Ju Stltm Rules otherwise Exprtssed. 

" By journal laws wh'lt you receive 
1s Dr. made to what you gi,e. 

Stook (or your debts must Dr. be, 

A:ud Creditor by property; 
Pront and 1088 accounts are plain 

1 '-'" 

You deb~t 1088 Bnd oredi,t gain 

CH. N. (;000 .. 
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l)OSTING. 

Tl1ia term is used to express the !'ccordiug or tralll~' 

fetting of the entries from olle Look of account! into 

tanother. i t. from Journal or subsidiary books to the Dr. 

and Cr. sides of the Ledger. 

IVnliNg Ihe Cash Book. 

When money i8 received, it is cllt.crcd the Dr. or left­
ba.ud I>ide of the Look, with t!JC word "'fa," veiore the 

llame of tbe creditor or persoll who paid the ~noney. 
Whell money is paid it is entered ill the Cr. or right­

hand side of the lJo{,k with the word "Uy" before the 

name of the Debtor or person who received the money. 
Tho reason for the order of Entries beiug rC1'crsed in 

the Cash Book. Why cl\.Sh recclycJ is entered ou tb.':! 
Dr. side aud cash paid is cntered Oil the Cr. SIde, while 

such entries arc posted to the opposi te sides 01 the Ledger, 

will be obvious from the consideration that, Cash-Hook 
ta.kes the place, all represelltath'l! of tho ~lerchallt. who, 
when Ile Creditll n party Otl receiv ing Cash, by au ill · 
gellious fiction, Debils himself through his Cush Book, 
or becomes Vebtor to the person pnyillg him Cash; but 

OJ! the contrary, whcn ho Debits 8. party on paying alVay 

Cash Credils himsdj or becomcs Ct'editor to the persoll 
receiving the Cadl. 

t; Posting t1:e Cash BO{Jk. 
The Debit Side pf Cash Book is poatcd into . tb~ 

Ledg,er. to the Credit of the persoll!$ ftom "'holD ~bi), 

Cub baa bo~n receifed, aud the Credit Side of the CtUh 
Book to the Debit Qi'the persous to wbom tbe Cash has' 
\>,,"'·paid. . . 



CLEnR's G UtD1t 

TVnHng flu. .oily Book. 
Tile Day Book has not necessarily two sides 9r pageR 

of Dr, or Cr, as ill the Cash Book, It has one page or 
side only.-ruled with a small margin on the left side for, 
Ledger folio and a single column 011 the right for money. 

The entries are made with their proper dates in it. 
Posting the Day BOOR, 

·The Entries in the Day-Book, on account of goods 

bought! are posted into the Ledger to the Credit of the 
person, from \\ hoUl they were purcilll.sed i and those on 
account of goods, gold to the Debit of the person, to wbom 

they were Bold. 
Bill Book-The Bills arc arrangcrl under two heads, 

Bills receivable and BIl/s payable. 
II, Bills R eceivable, are lli\ls, which a merchant receives 

from persons indebted to him in lieu of Cash, amI the 
Amount of which he has to renlize afterwllrds when they 

become due. 
Bills Pclyablt, on tIl(} contrary, aro Bills, which a mer­

cbant. grants to those to whom he is indebted by accept­

ing or making himself liable to pa.y them when due." 
Postillg the Blil }JQ(jk. 

All the receivable bills are Posted into the Cr. ~ide of 

;.he Ledger, aud payable ones into the Dr. side. 

/ournal. 
It ill made up from the thr/!c preceding Books. 'Every 

-Ling either caeh, goods or bill. that comes to band' i. 
Dr., and everything tha.t goes out of hand. is Cr. ThUll 
tOt eUl;r:fple, .. lI.er'chant buys 80 pi~ced of LOng "ClQtJi 
@ RI. 10 per 'pieoe, for which be pays ':eaab. He · ~cO~d8 :' 
\he tr&lll&Ctioll iu the Day-Book aa f4UoWI 
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Bought for ready money, 
80 pieces of Long Cloth @Rs. 10 per piece ......... Rs. 800 

. In journe.liting the above, cansidp,r wllat hlUl beeo 
reoeived !lnd what delivered. Long Cloth comes to band 

and money goes out. According to the aoove rule make 
Lollg Cloth Dr. and Cash Cr.; the trlllls~tjon will be en­
tered in the Journal as followil :-

Long Cloth Dr. to cash. 

For 80 pieces@Rs. 10 per piece ...... Rs 800 
In negotiating with Bills, those received are Dr. and 

tbose delivered are Cr. When a person ,buys gooch and 
gives a Bill 'tor the Saltle, the p('rson who receives the 
Bills, writes in his JournrLI, "Bills lteccivaOleDr. 1oOoOOs." 

On. P'~' other hand, the party who buys, enters Goods 
Dr. to Bills Payable" When a Bill is paid the holder of 
the Bill writes. II CllSh Dr, to Bills Recei.ble" and the 
payee "Bills Payable Dr. to Cash" 

Readers shonld remember tha t things received are 
Dr. aDd things delivered are Cr. 

Ledgu', 

All the entriea of the Day·Book are collected under 
pacticular Heads in the Ledger, In Single Entry. the 
Ledger deals only with Personal Accounts'; wherea8 in 
Double Entry. the accounts of Goods, as ""ell as Persona.l 
Accounts are opened. In comparillj! the Single Bnd. 

,DouJ>le Entries of tb~s/book, tbe readers will be able to 
judge fOf_ tbemselves how the matters stand. FrJm 

. thi~ it ill evi(lent, tb.a.~ ill Single Entry we .can dispenae 
''Y,it~. the. use of JolljTnal, b)lt we caQ,Dot convenientlr 

· d~, a.oiu , tbe _CMe of ,Pouble .Entry. 



84 CUtRK'S GUIDB. 

SINGLE ENTRY, 

DAY·BOOK FOLIO 1 

--~=======;==c==p 

1 Caleut/a ntj·/1l11f11Y 18U9. 

1 Com.Dlenced businC'ss this tilly with a. 
I t.:apltal of ... 
I Bought for Ready MOlle), . 

I 100 dozens of Hllnl @ Hs. 8 per doz. 

I 
2nd. 

Bought. or .fohn (;nllon &; Co. Cawllpu r. 
~nlldrie>l {lS fnllow ;-

80 picce6 Bcrhamporc Silk 
@ Jt •. 4.8 ", , .. 3000 0 

-l Cal-Jes of Jam each contnin · 
ing 20 JIlTS @ Us. 2 160 0 0 

30 dozens Port-Wine €; Rs. 18 
per dozen 54-0 0 0 

150 IUtls . !tice@ Ils. 4-4 ••• 637 S 0 

3rd. 
Suudries 801d for Heady Money. 

30 piece!; Berhamporc Silk @ Rs. [j 

41k. 
t Paid f9r Offi ce fnrllitnrc, as per youeher. 

5th. 
SQld for Iteady Money. 

Sundries as follow :-
50 piecell Bcrhampore Silk 

l 
@R&. 5 '" ,,' 250 0 0 

2 CMes of Jam each contain· 
ing 20 JBtS @ Rs. 2·8 ,_, 100 0 0 

,;?O dozellsPort-W iuc@Rs20 4,0000 

I ! 
Sih. 

Paid John Ganon & Co., Cawn~te ... 
7th. . 

Sold for Ready Money, 
&0 q9~UB 1,{um @ Rs. 10 per d'9ZfP. 

lts. 

10,000 

800 

-81 " 

1697 

150 

200 

7~0 

1697· 

600 

As. P. 

I 
8 0 

o 0 

o 0 

0 , 0 
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SINGLE ENTRY. 
DAY.BOOK ,.OLIO 2 . 

= 
Ca/cw/la, 8th: January, 1899. Re. AI. P. 

Bought of MessrfI . J ames Muuro & Co., 
B£'D&ree, 100 Bilge of Benares Sugar 
weighing net 175 maunds @ R&. ,8. 
per md. ' 1400 0 0 

Sih. 
Sold to Mr. James Hadges CalcoLta, 

40 doza. of Rum @ I~. 10 per doz .. " 
lOIn . 

Sold ror Ready Money, t 
50 bags SU~B.r weighing B7~ mds. 
@ Rs. 10 per u\d. 

II /h. 
Received from Mr. James Hndges 
Paid James Munro & Co .. 

12th. 
Sundries eo1d for Ready Money, 

150 rods. Itice @ Hs. 5 per 
m!Lulld ... 7()O 0 0 

2 cases Jam each containing 
20 Jar.;@ Rs. ~·8 .. . ]00 0 0 

10 dOZ8. Port will e @ Ra. 20 200 0 0 

131h. 

400 

875 

400 
900 

o 0 

o 0 

o 0 
o 0 

1050 0 0 

Sold to McaeI"8. R. O. /Palmer & Co" 
DO Bag1! of Sugar l weighing rods. 
87·208. @'Ha. 10!1r md. ... _" 875 0 0 
• 14 th,. 

Paid MeSST8. James iunro & Co. 500 0 0 
Dcpqpit.ed. in the Ag Bank Limited... 5000 0 0 

l~ h. 
Recei.ed from R. J . Palmer &; Co. ,. . 875 0 0 
Bought of Meurs ro,thauJlen & Co. 

' ]00 pieces or Lo g Clot.h @ l~. 10 1000 0 0 



86 CI.ERX'S QUlDl. 

SINGLE ENTRY. 
DAY·BOOK. 

1 Calf"tI., 16th /.""or1, 1899. 

Bough t for Ready MOll ey, 
100 chests of Tea @ Hil. 20 pcr cllcst. 

- BollJ!:ht. of MC!!KrB. Smithl>on & Bl'otllerl:l 
'i50 piccell of Grey Clolh @ Rs. 8 
[l~t picce 

17/11. 

Sold for Rendy },foney, 
40 pieces of Long Cloth @ R.o 12 
per piece 

.. 18tlt, 
Sold to J ames ~lnnro & Co. J W Il IU CII, 

GO chcl:Its of ten @ Us. 22 PCI' chest 
19th. 

Paid M CIIlml Erus tlH1U8Cll & Co. 
Solcl for Ready Money, ... 

500 pieces of Grey Cloth @ Its. 10 
per pieco 

20th 
Paid Measrs Smithson & Drot.hers 

21st. 
Reoeived from James MUllro &: Co" 

BenFlres 
Sold to J ames H!\d~C8 & Co., 

GU chests of tea @ u.s. 22 ,per chest 
22nd. ; 

Bought 'for Rendy },fOllCY. \ 
100 dpzclIs of Hum @ Rs. ; 10 per 
dozen ". .t.) 

2S,d. ~ ReceiToo from James Badgel & . . .. r Sold for Ready Money, . 
250 pieces'of Grey Cloth @ R • 10 
per piece ~. , I . , 

FOLtO S. 

Re. As. P. 

2000 0 0 

6000 0 0 

480 

n oo 
560 

5000 

4000 

1000 

nOO 

1000 

1100 

~5oo 

u 0 

o 0 

o 0 

o 0 

o 0 

o 0 

o 0 

<> 0 

o 0 

Q . 0 



tooK·KuPING. 

SINGLE ENTRY 
DAY.BOOIV. 

Cakulfa l 24.thJanuary 1899 . 
• 

Sold to R. O. Palmer & Co, 
60 pieces of Long Cloth @ Rs. 12 
per piece 

25th:. 
Sold fOl' Ready Ma lley I 

50 dOll!3. of Rum @ Rs. 12 per doz. 
Bought or Messrs. S. S. & CO' I Calcutt..'\, 

10 bales of paper @ lb. 50 per bale 

26th. 

87 

FOLlo .. . 

Rs. As.!'. 

720 0 0 

600 0 0 

500 0 0 

Paid ~Iessl"s. Smithson & fll'othcrs '" 2000 o 0 
Sold to Madhuu Cbnnd cl' Dutt, 

4 bales of paper @ B.s. 55 pcr balc... 220 
27th. 

Paid Messrs . S. S. & Co.) Calcutta. ... 600 
Sold {or H.eady MOllcy. 

2 bales of paper @ lts. 54 per bale . 108 
28th. 

Recived from Madhub Chundcr Dutt. .220 
Bought tOI' H.eruly Malley I 

80 chests of tea @ Hs. 20 pel' chest. 1600 , 
29th. 

Sold Cor Ready Mall I I 
20 cheat8 of tea @ . 22 per chest. 

30lk 
Dlposited to Agra Ba k Limi ted 
Sold for Ready Man 
. 4:0

Ill
obesta. of tea 

31, 
pe~ited to Agra i: Limited 

440 o · 0 

4000 0 0 

880 0 O · 

·1000 . 0 0 



LEDGE.R 

JOHN GJ.L1,O' &eo, , 

Folio 
1899 
Jany. 

: D. B( 
6 1 To Caah 

&. \"P:-
1697 8 " 

Ja.oy. 11 
14 
18 

I I 
Folio 

2 
2 
3 

1697 is ., 
J.UIES hlU!'IRO &: Co, 

--I Rs. A, I"· To Cash ... 900 
" " " Cat>h . .. 500 I ., " 

" 50 chest!:; tea nt I' 
Rs 22 ... 1100 I " .. '- '-._..-!_-'-_~ ______ i'_25_1)~0 _.1'__.::.." J_,,_ 

J.u .. s H.t..UGE.8 E!<.QUl!ul:. 

---"--'F;-'O'li~O'I--·- ·---- -- '~1"{,-. I As. P.-

Jany. 9 2. To nnms ... 400 I" " 
21 3. " 50 ohel!t~ tea at 

Ra. ~2 1100"'J 

, 1500 ,-,,- - " 
--~~--~------~, --~­
Dr . . 

Jany. 

R. G. PALltER st., Co. 

\ Fo}io 

13 2. 
2. 4. 

A. \ 
To 50 bags Sug* ,.. 87a .. ( " 
" 60 pes Long C~oth 

at R8. 12 ),.. '120 " " 

\ I illS -'-' .. -;: , 

P. R •. 
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SINGLE F;N'I'RY. 

Cr ! 

D.H. 
Folio Hs. AS~ 1899 2 1 J ally . 

I 
By Sundries ... 1' 1697 8 " 

; 1697 8 " , 
nP.NAI!E~. C,·. 

] 1<'Olio 1 Itll. As. ' P 
J I\oy. S i 2. I1y Sugar 1400 

" " 21 3. I ., Cw;b 1000 .. " 31 I I " Bi ~ I, U\ee J. 11'~ hy 100 I t tbelll " " 
2;'00 r:- -::-: 

CAI.CUTTA. Cr. 

Fulio \ II •. I A~. 1 1', 

Ja.uy II 2. By Cn~h 400 I . . . I " " 
23 3. .. Cash "' j ]}OO , ,, .. 

_I-
\ 1500 \ ,. r.: 

C .\'1 ,CU'fT..t. Cr. 
I • 

• f FOliO) It.. As. I'. 

Jany. 015 2. By! C .. h ... • •• 875 ,. 
" 31 " I &Ia.nce due 1 y ~ 

./ them 720 " ~ - ~ 

1595 
" " 
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i 899 
Jan)". 14 

30 
31 

I 
Dr. 

Jany. 19 
31 

-
Jany. %0 

26 

Jany, 27 

Dr. 

'J~.\ 26 

D.H. 
Fol io 

2. 
4. 
4. 

r Folio 

3. 

I 
I 

Folio 

3. 
4. 

I 
Folio 

4. 

CLERK-IS dUHl. ; 

tEnnER. 

To C!lsb ... 
" Ca<:lh ... 
.. Ctllh .. 

.. 

... 

. ... 

RRN8THAUSKN &; Co. 

To Cash ... .. . 
" 

Balance d" to 
them '" 

, 

To Cash ... ... 
" Cash ... ... 

s. S. & Co., 

I 

R,. Ali. P. 

5000 " " 4000 " " 1000 " " 
10,000 

" " 

R • . A •. P. 

500 " " 
500 I " " -- --

1,000 I _~·_k 

Hs. ~ r:-
4000 

" " 2000 
" " 

--- - -6000 
" " 

~IA"r' Toc..h • 
_,. _ 600 _'_' ~ ... 

, , 
500 ,t I It ' 

}l.i.DHUB CS:UK RR D8n. •• 
Folio 

To " bales P&~ t ... 
Ro. AL P. 

'4. 220 
" " • -. 220 .. 

'. . " .. 



'booJ:. KIltPllfQ. u. 
SINGLE ENTRY 

AOl.'O'UNT. Cr. 

D.B. Rs.1 As. Folio p. 
1899 
Jany. 31 By Balance ..... 10,000

1 

" " 

10,000 " " 
Cr. 

- -,----.""'-..,.--- -Foho 
Rs As. P. 

Jan]' 15 2. By Long Clo ~h ... 1,000 " " 

Cr. 
- -,- -;--

Folio 
, 

Rs As. P. , 

Jany 16 3. B)' Grey Cloth .. . 6,00 

6,00 

0" " 

-0 ~-:;-
Cu.cu·rn. Cr. 

I Folio I I Rs'l A. p, 
Jany 25 4. JBY 10 Bale8 Paper.. 500 ~~ 

I 500 .. " 

Cr. 

j 
Folio I 

J ... , 18 ., I B~, C .. h .. , 
Rs. A •• I p, 

... 220 ,, ' .. . _---
220 .. .. 



99 18 
J 11.11 y. I 

3 
0 
7 

10 
II 
12 
10 
17 
19 
:H 
23 
23 
25 
27 
:?I!i 
29 
30 

CURK'S GUrDl. 

LEDGER. 

C ASU. 

To Steck ... ... 
" 

Suudric!! ... ... 
" Sundrios ... .. . 
., RUIll .. . ... 
" 

Sligar .. . .. . 
" J Il DICS Hadges Esqr. 

" 
Sundl'iC8 ... . . . 

" 
It. G. Pal mcr & Co. 

" 
Lollr; Cloth .. . 

" 9 1'cy Cloth ... 
" 

Jamcs tl llIlll'O &; Co 

" Jamcs Haclgc8 Es q. 

" Urc-y Cloth ... 

" 
RUlll s ... 

" 
Pnper .. . ... 

" 
Madbub Ch. Dutt. .. . 

" 
'l'ea '" .. . 

" Tcn " . ... 

~ 

R •. A. 1'. 
15,000 

" " 150 
" " 750 
" " GOO 
" " Si 5 
" " 400 
" " 1,050 
" " Bi ;') 
" " 4"0 " " 5,000 
" " 1,000 
" " 1,100 
" " 2,600 
" " GOO 
" I " , 

108 
" " 220 
" 

,. 
440 I " I " 880 

" " , - - -

I , 

32,028 



1896 
JaIlY. 1 

4 
6 

11 
14 
H 
16 
19 
20 
22 
26 
27 
28 · 
30 
31 
31 

Book·][cnura. 

SINGLE ENTRY. 

ACCODNT. 

By Rums 
" Charges general 
•• John Gallon & Co ...• 
,. James Munro & Co. 
I! James Munro & Co. 
" Agra Bank Ld. 
" Tea ... 
" Ernstbausen & Co. 
., Smithson &; Brothers 
" Rum 
" Smithson &; Brothers 
II S. S,kCo, 
" Tea 
" Agra Bank Ld. 
" Agm Ban k Ld. 
" Balance in hand 

/ 

'" 

lb, 
800 
200 

1,697 
900 
500 

5 ,000 
2,000 

!j00 
4- ,000 
1,000 
2,OOf) 

500 ' 
],600 \ 
4,000 
1,000 
6,330 

" 
" .. .. 
" 

" 
" I ,. ! 

------,--'----

93 

Cr. 

P. 

" 
" 
" 
" 
" .. 
" ,. 
" 
" 

" ., 



SINGU; ENTRY, 

Memoranda of Purchases nnd & 105, showing th e Stock ill har_d. 

Goons. \ Iloum .. , I Sew, I lliLASCE, R.". R., J A" lp, 
Ru-m------rl~--dO-J8~··--r-;~--~::~~ -( 
Rum •. . I' 100 dozs. 00 don. ! 50 dozenll 
Berbampole Silk ... . 80 pi eces. 80 pieces. 

at. Rs. 10 

J&m " cases. 4 cascs. 
Port Wine 30 dCiJCIUl. 30 doza. 
Rice 150 md s. , 150 mds. 

Long Cloth 10.0 pieces 1()() pieccs. 
Tea. 100 ch ca~s 100 chests. 

Sug&r 1 j f) md&. '\ 175 mds. 

Tea 80 clieN ts. 60 chests. I 2Q chests at Rs. 20 
prey Cloth 750 pi eces. . 750 pieces. 
l'aper . 10 Dales. 6 bales. 4 bales. I at. Its. 50 

Balance Rs. 

500 
" I " 

400 ., ." 
~I-U.. !~. 
1,100,1 1/ , ~ 

'" ~ 

f 
~-

" ~ 



SINGLE ENTRY. 
BALANCE SHEET ASSETS, 

/flnuary, ' 31$/1899. 

Cash in hand, Rs, 6,330 
Agra. Bank Limited " 10,000 

100 James Munro 6-' Co. ' " 

R. G. Palmer &.0 Co. " 
Goods, .. , " 

LiabilitiE:8. 

720 
1,1 0G 

8 

0 
0 
0 

0 

Ernst!lausen & Co. Us. 500 0 0 

0 
0 

0 

0 
0 

18,250 8 0 

----- - 500 0 0 

:Jilllancc Net Capital Us. 17,750 8 0 

Rs. AB. P. 
17,750 8 0 

Amount of Capital at the 
Commencement of business, lts. 15,OOO 0 0 

Net profit Hs. 2,7tiO 8 IJ 
= 

In the above example, the Balance Sheet for only 
one mo,th baR been given. In t·he {oreg)ing way the 
balanoe 8~eet for a whole yea.r may be made IIp. In this 
"'fAy when the Profit and Loss Account of a concern is 
Jria,4e up, it is ci.lled the Closing of Bookll. As. the abo"" 

1~ ~qlte cOITlprehell~ive it is useless to !l1ustra~-'urt4er. 



BOOK·KEEPING. 
Br 

DOUBLE ENTRY. 
-00-

CHA PTER VII. 

Folio 1. JOURNAL, 

~ -
. Cahut/a, l sI Janua,J', 1899. 
) Cash Dr, to Stock, 

for the amount ill hand ... 
) Rum Dr. to Cash, 

{or 100 dozens @ Rs. 8 
znd. 

I Sundries Dr. to J ohu Gallon &: Co. 
Cawnpur, for an iuvoice of 

3rd. 
I Cash Dr. to Slllldries. 

fo, 30 pieces 13crbampore Sd.k I 
@. 5 

4th. 
I Charges -Ceneral Dr. to Cash, 

paid for Office Furniture &8 per 
Voucher 

5 1h• 
~ Cub, Dr. t? Suudries lUI folIo" :­

for 50 pieces Berhampore 
Silk @ Ra. 6 ... 25000 

2 Casas of Jam each contain-
ing 20 Jars @ Us 2-8 ... 10000 

20 doz. Port-wine @ Ita. 20 400 0 0 
6th. ----------

Ij Jpbn Gall.on &- Co. CawnporeDr. ~o Cash 
, for the amount paid ip fJ.ll~ ," 

7th. I I Caoh Dr. to Rum. 
" for eQ .~o%'ep.. @ R., lQ H. of! 

lla. A. I> 

15,000 0 0 

800 0 0 

1,697 8 0 

150 0 0 

200 U 0 

I 

1,6~7 . OJ 0: 

600 . :1 . 0 



BOOK,K&EI'ING, 97 

DOUBLE ENTRY. 
J OURNAL. FOLIO 2. 

~.================~==' 

Re. \A', ~ en/rllt/n, 8th /rrmuiry 1899. 
2 Sugar Dr. to Ml"ssrs James .Munro & Co., 

for 175 rna-unds @ RI>. 8 
91k• 

2 James Hadges Dr. to Rnm, 
for 40 dozens @ Us. 10 

Iolh. 
Cl\sh Dr. to Sugar, 

for 87 rods . 'las @ Rs. 10 
11th. 

2 Cash Dr. to Mr. J:UI1CS Hn.dges, 
for t.he amount r ecci,'cd in fllll 

2 James Munro & Co" Dt" to C;u;h, 
for the amonll t pairl 

12th. 
Z Cash Dr. to Sundries as follows :­

for 150 rods. Rice @ B.s. 5 
pel' mlumd 7:;0 0 0 

2 cases of Jam cach con ta in-
ing 20 Jars @ Its. 2-8 ... 100 0 0 

10 dozens Port-wine @ l~s 20 :.;00 0 0 

13th . 
2 R. G. Palmer &: Co., Dr. to Bugar, 

for 50 bags weighing 87 ~ maunds 
@Rs. 10 

14/ •. 
2 James Mtinro &:: Co., Dr. to Casb 

f~ the amollnt p[~jd ... 
2 Agl'B. ank Limited, D r. to Cash, 

o for"t.be amount deposiLed ... 
f • • 15th. 

2 Cash Dr. to R G. Palmer & Co., 
for the amount received ill (nn ... " 

2 LOug Cloth Dr. to ErDathlluS,ell & Co'l 
",' lor 1 00 pie ... @ Re. 16 · • ., 

9 

P. 

1,400 0 0 

400 0 0 

87:j 0 0 

400 o ' 0 

900 0 0'· 

1,050 0 0 

875 0 0 

500 0 0 

5,000 0 0 

875 0 0 

1,000 0 () 



98 CLKRK'S Gt/IDX. 

DOUBLE ENTRY. 
FOUO 3. JOURNAL. 

~ Calc:;~~--:S~~ JI"iIIa~~ 1899. 
3/ Te., Dr. to Cae!> , 

fot' l()O chestll @' l~ s. 20 
31 Grey Cloth Dr. to !:inlithSOt) .t Brothers 

for 750 pieces @ Hs_ 8 
11 111. 

3 Cush Dr. to lAug Cloth, 
for 40 pieceli @ Us 12 

18/h 
3 J ames ~fu1ll'o & Co., D,', to Ten, 

for 50 chestIl (,j) It;. 2:! 
19th. 

3 ErnsthallSCIi &. Co., Dr. to CaJ~h. 
for t he :\Il1ount-ptlid 

3 C:~811 Dr. to Grey Clo~h. 
for 1>00 vi cces @ RII. 10 ... 

20th. 
3 Smitbsoll & Brot,hcf1I, Dr. toC:u.h, 

for t he alllouut pRill 
~Isi. 

Cash Dr. to James 1.1 11111'0 & Co., 
for the amollnt received 

1 
J"m08 Hadg:es & Co. Dr. to Tea. 

for {to chests @ Rs. 22 ... 
2211d. 

3i Rum, Dr. to· Cash, 

I for 100 dOZCt18 @ Ita. 10 . . . 
23,../. 

1 
Cuh Dr. to J ame8 Httdges & Co •• 

lor theamouut received it, fu ll 
3 Caeh Dr. t n Grey Cloth, 

for 250' pipces@Ut! 10 ••• 

------- -
It,. A,. p. 

. 2,000 0 0 

6,000 O· 0 

480' 0' 0 

1 1,100 0 0 

500 0 0 

' 5;000 0 0 

~,ooo o 0 

1 1,000 o 0 

1,100 0 0 

1,000 0 0 

l,l qQ' 1/ 0 

2,500 0 0 

\ 
. 24th. 

4: R. . O. PallO« Ii: Co. , Dt'. to l.ong Clot'b . ' 
1 for 60. pi" .. @I R •. l Z '" I 720 I 0 I Q 



"BooK.KEEpr~G '99 

DOUBLE ENTRY. 
JOUUNAL. POLIO •• 

= 

Ca/(ullli t 2J1hJIIIIUIIIY 1899. 1\0. • 4.8. P . 

l Ctlsh Dr. to Rums, 
for 50 dozs. @ B.s. 12 600 0 0 

• PI\pcr Dr, to S, S. & Co., 
for 10 balcs @ Its. 50 500 0 0 

26th. 

• Smithson « Broth ers, Dr. to CI~Hh 
for the amount paid 2,000 0 0 

• Mtltihllb ChU lldc l' Dut.t., lit. t. Pttpet, 
for 4 bll!C1:\ @ Rs. I'j[.i 220 0 0 

27th. 

• S. S. ,~ Co., Dr. to Cash 
for t hc o.mnuut pi,ill in hill 500 0 0 

• ClUlh Dr. (,0 Pllper, 
for 2 balcs @ Rll, fl4- '" 108 0 0 

28tft. 

• "CQ$h Dl", to "Madhuu 'Ch lllldcr "DULt, 
for the H.IllOu ut received ill full 220 0 . 0 

~ Tea, Dr. to C~1:lh 
for 80 cheiltli @ nH 20 1,600 . 0 0 

29th. 

• Cash Dr. to Tt.!!l., 
for 20 chests @) Ri. 22 440 '0 0 

3011,. 

• Aira Dank Limited, Dr. to C"Hh 
fot amonnt dcpoliited the ';000 0 0 

• <fsb Or, toO Tea, 
for "0 obest,g @ Its. 22 880 0 0 , 31sl. 

1,000 I 0 ' 0 • .!era Bank LimitE-d, Dr. to Cash 
fol' the aruOlmt deposited ... 
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FOLIO 1. LEDGER. 
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