MERCHANT OFFICE.
PART L



How T1o~v\ »ITE

Shipping Bill or Export Challan.
BANERJEE & CO.

FORM OF SHIPPINGBILL.

w Whether Bri- - Port or @ Quantity, qua-| . @
Ship’s [tishor Foreign. 2 E place of |y, o | & Descrip- lity and des- Solel El
: : @ : Marks. tion of i value for| .
name. [(If foreign, the, & £ [destina- 8 | ackages| CriPtion of |7 0 g
country. = tion. "z PACRAEES|  yo0ds. a:
1 2 3 4 5 6 7 & 9 10
Arabia. | 3British. Cooper| London. |B.&Co.| 100 | Bales. |Jute weg. 200 Iy
3. T, mds. @ Rs. 12|Rs. 2,400 =
1/100 3
B. &Co.| 50 | Bales. |[Cotton weg.90 =

C. T mds. @ Rs. 20:Rs. 1,800

1/50 .
p Rs. 4,200

"THOJXY O% AOT]

We declare the Value of the Gaads above described to be Ks. ¢,200.
Name of Exporter or Ageut,
“Daled, 15t day of June, 1899.

Name of Officer tn Chase
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CLERK’s GUIDE.

receipt of the Customs Export Pass, Messrs. Bai
% Co. would see which of the 7zwo ways of putti
goods on hoard would suit them. They nfght shi
© goods either (1) through the jetty, o#(2) place the
ats laden with the cargo alongside the Steamer “Ara-
a,” for diroct shipment. In the former case, having
ailed - up a.jet,ty challan, Messrs. Banerjee & Co. would
pay the special toll and jetty charges to the Port Com-
missioners,and obtain permission of the Superintendent of’
the Jetties to ship the goods. The Shipping order, the
Customs permit, and the Superintendent's orders, are
then filed with the Export Shed officer, who receives the
goods and grants reeeipts in the form annexed here-to.
In the latter case the shipping order, together with the
Export challan, is sent on board direct tosthe Chie
officer, who receives the goods and grants a receipt, which
is called the Mate’s receipt. Its form is given below.

MATE'S RECEIPT FORM.

No- Calcutta, Ist June, 1899.

Received on board the S. S. “dradia” from Messrs.
Banerjee & Co., theundermentioned merchandize, in good
‘order and condition, under shipping order, dated 3074
May 1899.

MARKs. QuanTITY, DESCRIPTIONS.

~B. & Co, 100 Bales of Jute,
3T,
.'1/100
R. & Co. 50 Bales of Cotton.
. T, -: :
1/50.




S| yom—
The Commissioners for the Port of Calcutta,
Jetty Export Department.

—_—

REeoEIvED in outward good order and condition from Messrs. Banerjee & Co., t.e pack-
ages of Jute and Cotton detailed below, one kundred and fifty only, for shipment on board

the S, S. “Arabia” for London. Weight, contents and state of contents, unknown and not
aocountable for leakage or breakage.
MaRks. DESCRIPTION, QUANTITY STARED 1N WORDS. | RUNNING ToTAL.
B. & Co, Bales of Jute. Hundred only.
2o & 150
1/100 .
ng?’ Bales of Cotton Fifty only.
1/50.
». ;

Calca;#a, ast June, 1899 Shed- Officen, Jetty. Supen';z(zndeu-'

"2M0JXY OF MOF



Cterk’s Going, -

When the goods have been thus shipped on board the
Steamer Arabia, it becomes necessary to bind the Captair
for their safe delivery to the consignees at the port
discharge. Accordingly a set of “Bill of Lhiding” generall
in triplicate but very rarely also in quadruplicate is mad
‘out and signed by the Captain. The blank forms of th
Bills of Lading are obtainable from the agentsof th:
vessels, free ; but, chargeable with a stamp duty of anns
four each. The Captain, before he signs the bills o:
Lading, collates the Jetty receipt or the Mate’s receip*
attached thereto by the shippers, with the filled up Bil
of Lading forms, and in exchange threreof deli
the signed documients to the shippers. We have !
speaking of Bills of Lading ; and now we shall cons:

What is a Bill of Lading & how to write it

It is a document given by the master or agent o.
ship, acknowledging the receipt of goods specified.

It iz tsual to make out three or four bills, one for t
Shipper for office copy, the second to be held by ti
Capt.nﬂl, for his reference called Captain's copy and th
rest to be sent to the person to whom the goods a
consigned, by which he can claim them on their arrival.

Then an invoice (Ckallan) of the goods sent, is ma
out for the consignees. Now,

‘What is an Invoice ?

-1t is & list or account of goods, that have been so
or. sent, on a ocertain day, by one person to anothe
stating’ ‘all the particulars and the prices.

“<The invoice is sent by the seller to the buyer, eith
aloug with.the goods or separately by post.

Specimen forms of Bill of Lading and  of Invoige ar
sub-nmned for referenee.



How 1o Exporr.
Bill of Lading,

SHIPPED in good order and conu
tion, by Banerjee & Co., on board the
Steam-Ship Arabia, whereof is master fok
this present voyage Cosper lying in the

B & Co
J. T. port of CALCUTTA, and bound for
1100, London, say— -
B§ g_o- 100 Bales of Jute and 50 Bales of
1-50. Cotton, being marked and numbered as

Teasuring Toms ;1) the margin ; and are to be delivered,
> & 1. 15s-per  in Port of London, or so near thereunto
«of 60Ch, ft.
=21 la. as she may safely get, unto order, .or to
)r their assigus, on payment of Freight for the said
8 in cash, as per margin, in Losdon. Average as
ned.
ne following are the exceptions and conditions above
rred to :—
eight, measure, quality, contents, and value unknown.
he act of God; queen’s enemies; fire and all
very other dangers, and accidents of the seas,rivers,
and pavigations of whatever nature and kind, excepted.)
In Witness whereof, the Master or Agent of the.
said Ship has signed three Bills of Lading éxclusive of
the Master's copy, all of this tenor and date, one of
which being accomplished, the others to stand void.
. Dated at Cavcurra, Ist June 1899.
Noi aceountable for numbers and countermarks.
Grakam & Co,



CLERrk’s GUIDE.

INVOICE.,

wvorce of 100 Bales of Jute and 50 Bales of Cotton
ought by order of Beafsom & Co, shipped per §. .~
Aratia to London on account and risk of the concerned.

Marks.
B &C.
J. T,
1/100

—) e

C.T.
1/50

100 Bales of Jute
weighing bazar mds,
200. @ Rs. 12 per
md. ...

50 Bales of Cotton
weg. bazar mds. 90
@ Rs, 20 per ed ...

Charges,

ox JuTE.

Screwing and

jmarking &c. Rs. 80-0-0
B/L. Stamp,

Cooly &c., Rs. 2-00

ox CoTroN.

Screwing and

imarking &c. Rs 50.0.0
B/L Stamp,

Cooly &c., Rs. 1-4.0

4 Insurance. @ 37, -«

{ Commission @ B ...

CALCUTTA, 243 Jung 1899.

Rs,

2400

1800

As.| P.

Rs.

51

4

133

15

210

Co’s. Ra. |

0
12/ 0
00

225

4200

As, ﬁ'

1210

4559

010

Errors Excepted,
- Banerjee & Co.



How T0 ExPoRT.

After the goods have been exported and the mvoi
them has-been made out, the next step for Messrg,
nerjee & Co., would be to realize the amount of the
voice from Messrs. Beatson & Co. In doing so Messis.
nerjee & Cu would draw up a set of Bills of Ex-
ange (oondy) and negotiate it throngh one of the local
:change Banks. If Messrs. Banerjee & Co., do not wish
draw the amount of their Invoics on the consignees,
ey will send the Bills of Lading direct to Messrs.
satson & Co, and wait for the remittance from them.
n the other hand Messrs. Beatson & Co. in remitting
‘e proceeds of the invoice, would buy a draft on Cal-
«{ta in one of the banks in England, and forward the
ne to Messrs. Banerjee & Co, who, on presenting it to’
Banl’s agents in Calcutta, would receive the -equiva-.
™ the Curfency of the place. The Currency of Eng-
d is in Pounds sterling, as Rupees, annas and pies are
th us. It is evident from this, that a Merchant of Eng-
ad, if he wants to pay a Merchant of India, would do so
“nglish coins, for the equivalent of which the ladter:
»ive in Rupees, annas and pies. This is called
e Arbitration of Exchange.
EXCHANGE.
"Exahange is the method of finding what sum of the
orey of one country is equivalent to any glven aum
money of another, agcording te a given course af
x;ﬁaﬁge
The Gpurse of Exchange is such a variable or uur:en‘am
Lm of the money of one plana, as is proposed te be g:ven
it 8 certain or constant sum of that of snother ; thqq
+ifistance, ore Rapoe, a fixed sum or Bioce of inoney: it




CLERE’s GuIDE,

aven for a variable sum of English money viz, 15, 1144
2s., or 25, 1d., more or less according to circumstances

The par of Exchange is such a quantity of the mone
of one country, as is intrinsically equal to acertain qua.
tity of the money of another, thus 2s. is the gar val
of a rupee ;and when a rupee is exchanged for 2s., tl
exchange is said to be at par,

Exchanges are carried on by merchants and banks t
means of written instruments, called Bills of Ez
change.

A Bill of Exchange on Calcutta entitles the holder t
obtain an amount of rupees in Calcutta for the val
of the amount mentioned in the Bill.

As previously stated, if Messrs. Banerjee & Co.,, wa
to realize the value of goods sent by them to Mg
Beatson & Co., the former would draw up a set of B
of Exchange (form annexed herefo) in Pounds sterling .
the latter or on their Bankers, and attach theretothe sh.
»ing documents, such as the Bills of Lading, the poliev
Marine Iusurauce (See Chapieron Insurance),the’
Hypothication (see pages 13-15), an Abstract of the {nvoi
(in duplicate) and sell them to one of the Exchange Banl
of Calcutta (say Agra Bank) for which they will receir
equivalents at the Current Exchange ruling at the tim

Lot us see what will be the equivalent of Rs. 4,
of invoice (see ante) in Pounds, When the rate of exchiatig

st 1s. 1134,
1s. 11}d.=23}d.=43s.=4is.=£.533

By the question 1 Rupeem x$3£.
Rs. 45569 (th. x 2250)8e £441. 135



How 10 EXrort.

No. 10 Bill of Exchange Form.
CALcUTTA, 2nd June 1899,

Ex 'hange fer £ 441, 13s.

At Three Months after Sight to this ZZRST
of Exchange (Second & Third unpaid) pay to
the order of ourselves the sum of Four hundred
and forty one pounds and thivteenshillingsster
ling Value inourselvesand place the same with
orwithoutadviceto account of Messrs. Beatson
& Co, of London, Bill of Lading for 100 Ba/les
of Jute and D0 Bales of Cotton perSt. Arabia
atiached fo be given up on acceptance, .

T0 the Bank of England. B &0

LoxnDOoN, :
CaLcuTTA, 2nd June, 1899.
Exchange for £ 441, 13s.

At Three MonthsafterSightofthisSECOND
of Exchange ( First & Third unpaid ) pay to
the order of ourse/ves the sum of Four hundred
and forty ene pounds and thivteen shillings ster-
ling Valuein ourselves and place the same with
or without adviceto accountof Messrs. Beatson
& Co, of London. Bill of Lading for 100 Bales
of fute and 50 Bales of Cution per Str. Argdia
attached 7o be given up on acceptance.

n
4
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To the Bgzg ;{NE"R"T“’- } Banensee & Co.
‘a., Csrcurra, 2nd Jung 1899,
No

Exchange for £ 441, 13s.

At Three Months after sight of this THIRD
of Exchange ( First & Second unpaid ) pay to
the order of ourselves the sum of Four hundred
and forty one pounds ayd thirteen shillingsster-
ling Velue in ourselves and place thesameawvith.
or without advice to account of Messrs. Beasson
e & Co., of London, Bill of Lading for 100 Bales
¥/ of Jute and 50 Bales of Cotton per Sty.dArabia

& ‘nttached fo be given up on acceptance.

Tothe %ﬁ;ﬁg{'ﬁng[and. ; } Baxmnsin & 06

B

L=
=X

% BANERJEE & CO
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Later on is given in form a Bill made against the Ag
Bank for the equivalent of £441 13s. at 1s. 1134,

A set of Bills of Exchange usually consists of thr-
and is chargeable with advalorem ( sce Appendix A '
atamp duty. )

In the usual course the agent, Bank of Calcutta, w
send the Bill of Exchange to the corresponding " firm-
London, and present the same to Messrs. Beatson & C{
for acceptance or payment,

The readers would note here that, if the consigne
be of established good credit, the Bills of Lading, «
other documents relative thereto, are delivered by
Bank to them,—that is on whose account the draft
drawn,—on their undertaking 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 off the amount of the draft.

When the consignees get hold of the Bill of Ladin
they present it to the agent of the steamer for Welive
order, get out Custorns permit, and receive the good"
exchange thereof. e -

In cise when drafts are passed through the Bruks,
is customary with the drawer to inform in writing th
he has done so. This is called advising a draft.

" To advisea bill is to inform the drawee that he hs
been . yalued, at certain sum and at a usance, agains
ah:pment of gooda per some steamer on account of &
certain person mentioned therein, and request . “him. to
honor th_a__d_mft ou presentation, It is written mat;he
following way :~




How To Export.

LETTER OF ADVICE.

Calcutta, 2nd June, 1899.
7o
The Bank of England,
London.
Dear Sir,

“We beg to advise, having this day made free fo value
upon your good selves jor account and authority of Messes.
Beatson & Co. of London, against onr shipment to them
of 100 Bales of Jute and 50 Bales of Cotton ® Steamer
" lrabia” te London,

0 4 for £441 135, @ 3m/[st. favoring ourselves and
"thank you to konor the same on presentation.
ills of Lading and policy of Insurance are atfached fo
aft fo be given up on acceptance.
Yours faithfully,
Banerjee & Co.

LETTER OF HYPOTHICATION.
fl‘o ..
Tar Acra Barx Lp.
Calcutta, 2nd June, :899
HAVIHG this day negotiated with you, one set Bills of
Exchange drawn on Messrs. Ze Bank of England, t‘har
sarticulars of which are noted at foot, and having at the',
ame time handed to you as collateral security for thct
lue aceeptance of the said Bills, the Bills of Laﬂmg an&
bhmppmg documents belonging to us of the several Good
a!ao mm at foot, our-agreement is understood 6 be'
w follows.
<8




CreBK’s Guips.

T'he said Agra Bank are, on the said sever.

ichange being -aocepted by the Drawees, to
the latter the said Bills of Lading and Shilpi.., doeu-
menta.

But in case the said Bills of Exchange should be re-
fused acceptance, or in case of the suspension of payment
by the Drawees before such Bills are accepted, then we
hereby authorise the said Bank, or any Manager, or Agent
thereof, to sell the said Goods, and to apply the net pro-
ceeds (after deducting usual commission and charges) in
payment of suoh Bills with re-exchange and charges,
the balance if any, to be applied in liquidation of »-
other debt or liability of ours to the said Bank : a
ultimate balance to be at our disposal, and in case t{
net praceeds of such goods shall be insufficient to pay t
amount of any such dishonoured Bills with re-exchau,
and charges, we authorise the Agra Bank or the holde
thereof for the time being, to draw on us for the de:
ciency ; and we engage to honour such drafts on preser:
ment or to pay to the said Bank the amount in Lon¢_.

We also authorise the 4gra Bank or any Manager or
Agent thereof, (butnot 50 as to make it imperative) to
insure the'above Goods from Sea risk, including loss by
capture, and also from loss by fire on shore ; and to &dﬂ_
Q’hﬂ premium and' expenses of such insurances to ‘the
qmbunt chargeable to us in respect of the said Bills, and
touke their recourse against the said Goods, or against
qs fer their reimbursement, and also to sell any portion
nf?ﬂm sa.xd Goods which may be necessary ' of paym&nt
:at fmghb, and ‘the ‘said’Bauk are to take auo‘a messures
: ) andwmakamghuharges for pemutiisaion, sad




How to ExroRr.’ 1.

0 be accountable in such manner, bnt not further or
“herwise, as in ordinary cases between a Merchant and
3 Correspondent, it being hereby declared that the

nk is not to be liable for the default of any Broker
Auctioneer employed in the sale of the Goods.
It is mutually agreed that the delivery of said colla-
U securities to your Bank shall not prejudice your
3 on said Bills in case of dishonour, nor shall any
-rse taken thereon affect the title of the Bank to*
urities to the extent of our liablity to your Bank

Nank, in case the Drawees of any Bill or
~eptance, is hereby authorised, at the. dis-
*tors, Manager or Agent, to give up the
g and Shipping documeuts to any.
¢ any Bill or Bills at maturity, -
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AGRA BANK.
To BANERJEE & CO.

To value of our one set Bill [
: |

of Exchange Documents for |
: 1

!
i

acceptance, 3 Mouths afterf
!
i
I

Sight on the Bank of Eng. !
{

land £441 135. @ 1-11id. ].

? Rupee -

Rup
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The Drawer.

~ The person, who receives the specified suin,
ing out an order of payment on another.

The Drawee.
The party on or against whom the bill is draw:.
payment,
The Acceplor.,
The party on whom the bill is drawn, and who accep:
it to pay the drawer’s claim.

The Payee.
The party to whose order the draft is made pavable.

The Indorser.

The party who signs his name on the back of th-
to realise the receivable sum.

" The Indorses.

The party to whom the bill is last indorsed.

Leriods to Draw Bills.

Bills avé generally drawn in #iree ways :—{1) Or
demand; (2) atsight; and (3) at a certain number of day
or months, after sight.

{{1). Amounts of On Demand Bills are payable to th

_ "drawer whenever the money is demanded,

{2). ‘Amount of Bills of Sight, are payable at a. time

“by the drawee when they are presented for
- imymeut;
(3) Amountsof Bills of Sight after Date are payable
~ on & specified date mentioned in the bill from
the date of acéeptance,



CHAPTER II.

dE NATURE AND NEGOTIATIONS OF
BILLS OF EXCHANGE.

. Bill of Exchaunge is an order given by a person, which

to be drawn on another person at a distant place, re-

uesting him to pay & certain sum of money to the

serson in whose favour the Bill-isdrawn, or to his order,

Bills of exchange are-divided into two forms, /n/and
and Foreign,

e e ey

Inland Bills. _

Vhen a Bill is drawn and payable in the same country,

catled an TInland ‘Bill, Such bills are divided into
“and Promissory Notes. The former contains an
rder and the latter, a promise ; both being of equal ob-
ligation and privileges. '
4 Draft.

A draft is a bill written in the form of an order,
signed by one party and addressed to another, directing
che latter to pay a specified sum to the former, or to-the

‘der of a third person,
A Promissory Note,
A promiasory note is a bill of promise, made Ly one
pa,tty to pay a specified sum to another, w:t.hm a spaclﬁsd-
i;:lme.L
Pavtise vensvally concevned in Bills.

Tho Drawer, the Drawes, the Accepior. ‘the Paver



aitticulties aitending
acaing office work. Those who kne®
of the duties jealously guard the doors against me..
no aiv always left helpless in the hands of their
The few " ooks, for the gnidance of clerks that are
aet with, are either too complicated or too limited in
cope to be of any pract'ial use. The author bas tried.
st in this volume to remove all obetacles from the path
ng learpers,
1¢ baok is divided into two parts. Tn part L attempt has
oiede to elucidate all the different functions of work
lin a Merchant's Ofice ; and to wmake the book useful
classes of readers, some of the processes have been
ped in Bengali. In part I, every. care has been taken
ain young: students for the G&bsrnment Clerk-ship
ninations.. -!
he Processes of Dockeling, Drafting and Précis-writing,
have been illustrated by ¢xamples framed to help young
nts of the arts,

its of model questions have been appended ; of these,
part 11, are chiefly taken from the Government
mination papersin various years.




the nexe .«

20, AMHERST STRERT,
13t May, 1892.

PREFACE TO THE FOURTH EDITION.

In this edition an attempt has been made fo further imy
the book by adding some illustrations on Précis-writing, an
answering fully the papers on Docketing, Drafting,
Pr éeis-writing set in the Clerk-ship and the Sub-Ser
Examinations.

Cavcurra. } The Author.
1st July, 1901.
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Foreign Bills,
Foreign Bills of Exchange,

A foreign Bill of Exchange is a written order, drawn'
iy a party in one country on another party in a different
ountry, requiring him to pay a certain order, or toa
hird, or fourih party, at a specified time.

N, B.—The same parties concerned in an Inland Bill are
concerned in a Foreign Bill,
A set of Exchange.

A set of exchange signifies two or three copies of hills
i. e., 1st, 2nd and 3rd, drawn at a time, of same tenor and-
date. When one of them is accepted and paid the others
become null and void.

N. B-—1In case of Bills drawn after sight, the term or time ii
calenlated from the date of acceptance.

Time allowed for Acceptance.

When a bill is presented for acceptance, the Drawce
may keep it twenty-four hours in his possession for the
purpose of examination.

If it be a Bill drawn after sight, the drawee is bound
to accept the bill, from the day it was presented, or, at all
events, the day following.

Should the Drawee refuse to Acce, b

Should the Drawee refuse to accept a Draft, the Drawer
may recover damages. S

It not unfrequently happens that Bills are refnsed:'
acoeptance or payment by the Drawees. This is mbm.
calimlled Diskonouring bills. In such cases it is usual
‘with the holders of the bills to solemnly make written de
clarations before compstent authprities, called the Notary
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Public in due from, setting forth therein all the partic
lars as to the non-acceptance or non-payment of bills,
which the Notary Public affizes his seal. This is calk
Protesting bills, The charges incurred by the holders
consequence dishonouring the bills, p/us the amount .
the bills, are afterwards recouped by the holders by tk
adoption of leg{il weasures or other processes as th
exigencies of the circumstances demand.

Showuld the holder neglect to protest,

“Should the Holder either neglect to protest in due
time, or to give intimation of non-acceptance or non-pay-
ment, he forfeits all claims against the Drawers and In-
dorsers, because, by this neglect of his duty, he puts it
out of their power to take legal steps for relief ; even.
sthough he can show, from the failure of the Acceptor.or
wny other circumstances, that no loss has, in point of fact,
ansued from his neglect.”

MERCANTILE FORMS,

Inland Bill of Exchange,

The following Jnland Bil! is drawn by Mr. A. Gifford,
>n Mr, Jehi. Barron, Cawnpore, for Co.’s Rs 1000, payable
bo himself or his order at one month after date.

Foru No, 1
Co’s Rs. 1,000.
i Calcuttay 151 May, :8;99

Orie. month aﬂer date, pay to me, or my om’zr,
xﬁ;';«l'OOO ( one thousand ), for Value received.

G'aw'aﬂvre- : ’l b’ﬂ ‘.ﬁllﬂt"_ﬂlﬁmwﬁ




MzreaNTILE FORMS, 2.

An Acceptance,
‘he Bill being drawn by Mr, A. Gifford in the above
a, Mr. Barron, on whom it is drawn, accepss it by
ting his name either below that of Mr. Gifford, o¥
‘0ss the face of the Bill,—hence he is called the Ae-
for of the Bill. The Bill when accepted will appear

’

b - R

EE R.s‘ 1,000.

Culeutia, 15t May 1899,

One month after date, pay to me, or my order,
’8. 1,000 (one thousand), for value received,

"o Mr. Jokn Barron, A. Gifford.
Cawnpore Jokn.Barren,
Foru No 2
Promissory Notes,
2s. 3,000, Calcutte, 16th May 1199,
Tem S e T .

Qune month after date I promise to pay to Baboo Roma:
th Ghese or grder, the Sum of Rs. 3000 (three
ousand), bearing Inferest, at 12 per cent per annum,

value recelved, _ ,
Wm." Dilworthk.

Fonn{ No, 3. _
5. 1500. Calcutta, 1815 May 1899,

On demaud Z promise to pay fo Baboo Skyam Zall Sén
'ara’cr, the sum of Rs, 1,500 (one thousand and five

undred), bearing Interest at 12 per cent. per anngm for
alue received
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ForM No. 4.
" Promissory Note by two or more Persons,
Rs. 800. ' Calentta, 15t May, .

One demand we jointly and severally promise to p.
D. Smith, Esq., or order, with Interest at 8 per cent
annum, Rupees Eight Hundred only for value reqgit

James Lyall &
Henry Freem

Form No. 5.
. Receipt for money on account.

£s. 500, Caleutta, 15tk June 19
e e

Recetved of Messrs. T. Milner & Co., F
Rupees, in part oj !ﬁar account af Eight Hund:

" due fo ws. T
James Lyall & (

ForM No. 6,
General Beceipt, or Receipg in full.
Rs. 850. Calentia, 15th_June, 1¢
Beceived of Har: Dass Ghese Eight Hundred and
Rupees in full of all demands.

James Lyall &

Foru No. 7.
Receipt for an Indorsement on a Note,

‘Rs. 80, Caicm'fa, 154 ftmq, 18

s&mwd Srom Mr.. John Waison, E:g&{y M
wN:& is indorsed on ﬁ:: note, January 63‘,6 1899,
Tames Lyall
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Forw No. 8,
. An Indorsement,
's8rs. Brown, Milton & Co., grant a promissory note
days’ after aate, in favour of Mr. James Nelson, for.
Rs. 2,000, which he /ndorses, or makes payable to a.
party, iz, Messrs. Harry & Co
Co’s Rs. 2000.

e e

(Due 9-12th June.)
Calcutta, 10th May, 1899,

‘%ar’y
James Nelson.

3 3 Thirty days afier date, We ﬂmu
4!;‘ § N to, pay to Mr, James Nelson, or order,
P . the sum of Company's Rupees two

thousand for value received.
Brown, Milton & Coa.
Foru No. 9,
Mercantile Drafts,
‘LEMEN, Caleutta'lst July; 1899.

ase te pay to Mr. D. Smith, or order, the swm of
s 850 (Zight hundred and fifty) only, and debit me.
oant. R
Jous Horman & Co. _ H. Pickford.
Caleutta; 2nd' July, 1899,
ﬂrn day.r’ s:g.&r pka:e fo pay to &bw Gmm‘i
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Bills of Exchange Form.
( A4 set of Exchange.)

£150. Sterling
Noa. 5. Calcutta, 3rd July, 1€
At six months after sight of thismy F|R
of Exchange (Second and third of the sa
tenor and date being unpaid ) pay to Mess
Osler & Co. or order: the sum of £150 (c.

hundred and fifty pounds sterling) with
without advice, for value received.

To Mzessrs. Lamsurn. & Co.
Bankers, London. } JorN Warso

£150, Sterling.
No 5. Calcutta. 3rd J1 ~ 'RC
At six monthsafter sight of thismy
of Exchange (First and Third of
tenor and date being unpaid ) pay t«
Osler & Co, or order, thesum of £ | (o

hundred and fifly pounds sterling) with
without advice, fur value received.

Tﬂyﬂﬁﬂ 8. Lavsury & Co.
" Bankers, London. } JorRN Wars

£150, Sterling,

- No. 5. Calcutta, 3rd July, 1t

At six months after sight of this my TH
of Exchange ( First and Second of the s
tenor and date being unpaid) pay to M
Osler & Co. or order, the sum of £150 |

hundrved and fifty pounds sterling)  with
. without advice, for value repeived;

‘Bankers, London.
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Form No, 12,

In drawfag money from a Bank out, of one’s” deposit,
cheque is Witten in the following manner;—

*BANK CHEQUE—(1),

100, %* Caleutta, June 25¢h, 1599,
‘33 g No. 100. .
7 To the Manager of the Agra
Ha SEEIE0. ?&3 E‘: Bank Limited,
™ ;
- 'ﬁ E ﬁ Pay John Brown, Esq., or order
i ﬂ? S the sum of Rupees two thousand,
's Bs 2,000, ﬁéﬂ g ' Jokn Bird & Co,
MM, Rs. 2,000
'BANK CHEQUE—(2).
200, B Calcutta, June 30th, 18909,
:g.'.'i 9% Co.sRs. 2,000,
80th 1899, ; ” oy
v ﬁ% g On demand pag 1o R, Balmer,
< W Esq., or order, Rutm‘ two ﬁlﬂl-
mer, 3& @ sand, and charge thewame t the
o deposit account of Jokn Brown,
€ 3 e
: | % The Manager,
h- 2, . -t ad T £
M B ol Bk of India.
- No. 200.

Beleft hand side of the cheque, called codbtersorl, is Tk
1 by the dravwer and the right hend porfien s’ handed oves’
payee for présentation to the Bank:

3
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Forx No. 13.
RECEIPT—(1).
No. 40. Caleutta, 2nd July, 1

Received for the Bank of Bengal
sum of Rupees five hundred for the cred
David Simpson, Esq., in floating dep osit
any other account as the case may be).

2 %

Co.’s Re. 500.

Bank of Bengal

¥

Jokn Brown,
Manap
RECEIPT—(2).
Caleutta, 15t August

No. 50,
_ Co’s Rs. 800.

Received from A. Scholven, Esq., the st
of !_rem;gpé.uy’s Rupees Eight hundred in p
ment .of agcount rendered (or of an anm
q.scount, or of account to this date).

Thomas Reid &

Thomas Reid & Co.

R LR

=

LETTER OF CREDITY
1t is a,letter by which a person can obtam mone
“the Credit of another.
_ wletters of Creditare essent:ally Bills of Exchange
differ only-ih the form in which they are granted.
. "The use of eLetter of Credit, of which aform is
be{ow, is to en ¢ ure the dtawer that the bill drawn by



Lerrer oF CREDIT o

er the credit will be met duly on maturity, and that

wther gi~es every facility to the merchants unknown

ne another, 7 transact business irrespective of their

tion and standing, on the guarantee of the credit.
Fory No. 14.

Letter of Credit Form,
20 London, 1st. May, 1899.
Messrs Banerjee & Co. of Calcutta, is hereby autho-
ed to value on the Bank of London, at three months
ter sight on acconnt of Messrs. Beatson & Co., of
ndon, for any sum not exceeding Five huudred pounds
rling. The Bank oi London hereby agree with the
ers, endorsers and bondfide holders of bills drawn in
Oliance with the terms of this credit, that the same
1 be duly honored on preseutétion at their counting
18€,
When negotiating drafts under this credit, it is spe-
dy requested that the Bill of Lading be made out to
order of the Bank of London, a copy of which, to-
er with the policy of Insurance, duplicate copy of
abstract of Invoice and the Letter of advice should
nt direct to us. 4
his bill must be drawn within 6 months from date.
wrties negotiating bills under this creditare request-
o endorse particulars of the sum drawn for on the
. hereof. (Sd) AcenT, BANK OF LONDOY,
£500.

¥, B.~Please write in the draft and the Letter of advice, as
g drawn under oredit No. 20, dated 1st May 1899,
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Fora No, 15,

=t

Correspondence relating r:“fnfand Lelter -of credit

___ Calcutta, 1st July, 18
To Messrs, PALMER & Co,,

Merchants and Agents,

Calcutta.
Dear Sigs,

I beg to open a credit with you in the Name of Joh
Milton, Esq., for Rupees 5,000 (five thousand) from t!
18t of the next month, which will continue in force ti
firther notice.

Yours faithfully,
S. SANDER

Foru No. 16.

Correspondence relating fo Foreign Lsiter of credit.

Calcutta, 15th July, 18%
To

W. FRANK, Esq.

Manager.

“ Bank of London, Ld.”
Dear Sig,

I bag to establish a credit with you in favorof Me
Brown-Reid & Co., for the equivalent here in Rupees
the exohange of the day in London of £300 pounds:
ling per annum, which will continue in force for a pe.
of two years from the date hereof.

Yours faithfully;
E. Mogrss.



CHAPTER III.
HINTS ON IMPORT DEPARTMENT.

ro00ds, or Merchandise imported or bronght into a

wtry from foreign Ports are called the Import.

The Departmient, in which transactions relating to
wport goods are conducted, is called the Import
department.

It has been recorded in the preceding chapter, that
hen a merchant in a Foreign Port sells or consigns
wd- .0 another in India, he recovers the walue thereot

through the Exchange Bank or direct from the
mees. In case of consigned goods, the consignee
an Account Sale of goods, sent to his care, deduct-
wue charges and commission due to him. A form, show-

- how Account Sales are prepared is given in page 39,

When a merchant receives the Bill of Lading from the

ssigner or seller in a Foreign Port, the procedure, he

pts in clearing the goods imported, is worth noticing
e.
Procedure on clearance of Import Goods.
'he following practice obtains in Calcutta, when goods
cleared. The Importer first enters the particulars
Goods in a Bill of Entry in duplicate, ( see pagé 32)
takes the original Bill of Entry to the Noter, who
srds whether the goods arve mientioned in the Import
nfest or not. It is then taken to the dam_;‘ymg
“afser, Who assigns the class of goods to their proper ;
fings and sees that the market value of goods has
correotly declared. If the market rate is noﬁ_'
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correctly mentioned, he returms it for rectificatio
When the goods are free, the oi'igiual Bill of Ent
is delivered fo the Fre¢ Registés writer, who, ente
it in the proper book, calls for the duplicate a\
passes it on to the Pass Examiner: 1f the goods, on th
contrary, are dutiable the original Bill of Entry is take
to the calculator, who notes on it the amount of duy,
payable oy the Importer. It is then registered in the
General Register of Receiptsin thie Account Department
and the number of the account is put thereon and eounter
signed by the Assistant Acoowutamt in charge ¢ Thi
document is then preseitted in the Cash Depai:

and the Poddar receives the amount of Duty spe

iv the challan for the Cashier. The Cask Re:
soriter then records the particulars of the Bill of E...
in the Cash Register book and puts the Cash number «
the Bill of Entry: The receipt of money is then ackno
ledged by the Cashier by his signature. He also gran
recelpr. if asked, at the time of payment. The origea
Bill of Entry together with its duplicate is then present
to the Import Depurtment for Entty in the pro
Register. The Bill of Entry is then presented to t
Twmport Superv:soi who examinés the documents &
passes thent over td the Puss Examiner, who dompa:
them and puts the Red [wk stamp (Appraise and Pa
on the duplicate in case of dutiable goods, aiid in Bl
Ink gn free goods. Then the docunients are fina
aosted by the sigdature of tlie Assistant Collectf
The pase is then taken to the Jétty, where the gsods'-j,:
appraied aud the exprawon “Appmi_ad ia fu‘ ”u endb
#d o tho Bill of Entry by the appraiser.  Then the Je
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arges and Landing charges, according to the scale of
arges in force, are levied by the Port Commissioner
r which a_Jetty challan is made ot by the consingnees
see page 33) aad ultimmately the goods are imade over
o the Importer in exchange for the delivery order on the
ack of the Bills of Lading. I the Iimportet wishes to
ake delivery of the goods overside, he, instead of paying
ho charges to the jetty, sends the beat alongside the
teamer, and takes delivery of the goods direct from
:he Chief Officér of the steamer, ini exehange of Delivery
wde . When freight is due ou Imported goods it is
tble before the Delivery order is obtained from the
uts, who have a lien thereon in terms of the Bill of
ing.
ubjoirfed are the specimen froths of Bill-of-Eittry and
etty-Challan with instiuctions to fill them up. Take for
xample,—5 Bales of Paper marked M & C arrived in the
tr. “Roselta” to the consignment of Mookerjee & Co. of
alcutta. How the consignees wonld fill up the Bill of
tntry and the Import Jetty-Challan forms, aud hew they
‘ould pass through all the preliminaries prior to the
wlivery of goods to thém, are #hown in the next pagei.
Wher the goods are brought into the Importer’s go
lown, saniples therof are circulated through the brokers
o the purcliasers. The Bazar dealer then .enters into
‘ontract with the merchant or Importer for puichase of
he goods; signs the Contract and takes delivery in terras
[ the stipulation. Say, for example,~—Ram Chnnﬂét_';
fissér purchases 5 cases of shirtings Trom Messrs. R, G,
own & Co. The Coutract form will be drawn upin
be manner showed in Page 33,
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BILL OF ENTRY FORM.
To a8 CoLLECTOR OF GovERNMENT SEA CusToMs.

Be pleased to grant a permit to pass into Town the undermentioned goods landed from
the 8. S. *“ Roselta” Captain Zkomson under Britisk colours, and arrived from London vid

Suez Canal.
; g Rate of value | Total valne (Declared real
Nn‘;njt;er Z 'ﬂii;rksham- Description of |Total quanl in Rupees of | in Rupees of | value under Satpt: ol 1;“"
i tlomon Pusy [00dsand Contents| tity of |each class and| each class | Bection 23, | PrI€iO%, tm-
?‘Pk"“ upon “ACk) of each Package. | goods | Description |and Descrip~ | Act VIII, pé"" ‘"i' oe
ackages| ageA. ¥ of goods. |tion of goods 1878, onsignee
Paper containing 25 | Five | @ Bs. 4.9 Mookerjee
Five Bales | M. & C. |Reams each=125 Ream | Rs. 500 & Co.
Reams
1 . i 1
We do hereby declare that the goods specified above are of the growth, produce and manufac-

ture of Zngland and are of the value of Rs. 500 as entered above. Witness our hands,
this 4th day of July, 1899.

Witness to signature.
Naolared value Rs. 500

D

(S,

authorised to act on behalf of

MoongrriEg & ~

(44

"HAIOFH B HUET))



; JETTY CHALL.
Momo. of Landing Charges on, and receipt for, Goods

Ex. St. Roselta Captain Thomson Landed at the Jetties.
Tmport duty Register No....188

signed to Mookerjee & Co.,

Bill of Lading No....

MegMo oF CHARGES.

Derain oF DELIVERY AND REGEIPT,

f

a8, 3
2% % |Nnmbér and| Description |3 <
w2 € | Descriptionjand quantity of{ o 2 | Rate.} Amount
2 HAd ==
& 5 % [|of Packages. Goods. =
= Ziny a
M & C.| Five bales. | Paper contdin- @1
ing each 25 anna
Reams = 125 P bale
reams, 50
oTAL Rs..J ... i'c'f 0
1

Be pleased to deliver the above-mentioned Packagea'

to.the bearer, who is authorized to grant a receipt on

our behalf.
i Shed Cflices.

Register No.

Registrar.

Date.

| Daily Total.

Number and

Description .

of Packages.

Running
Total

Received in

Good Order
and Condi-

tion,

INERIYVIE(] IUMOdR] NO BINIH

g€
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What is a Contract ?

A contract is a written agreement between two partie
by which, one of them agrees, for a certain consideration
to abide by some conditions, which the other imposes
A specimen form of contract, as prevails in mercantil
usage, is subjoined for reference and information,

After the Contract is signed by the puarchaser, a
order to deliver the goods purchased under the Contract
is given to the purchaser, who presents the same to the
Godown Sircar and receives the goods from him. ™hs

Godown Sircar takes back the delivery order frol
receiver with due acknowledgment of the receipt of
goods on the back of it.

When goods are sold on credit the value thereof .
comes duc afte a certain time called technically the dwe
dafe. The time of payment varies according to th
system in force in the local bazars. It generally grs
duates from 45 to 60 days besides the Days of Grace.

The Promissory Notes are then drawn up and sent
through thc Bazar Sircars, for the buyer’s signaturc
Then the proce-s of realization of the amount goes m
in the usual course. When the full amount of the
‘Note’ is paid oft, the Promissory Note is returned tc
the dealer duly receipted. For specimen of the Promis
sory Note, see page 37,
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CONTRACT FROM.
Calcutta, 29tk July, 1899.
Contract No. ro0.
It is mutually agreed between Messrs, R. G. Brown
& Co., hereinafter called ‘“the sellers” on one part, and
Ram Chunder Misser hereinafter called *‘the buyers” on
he other part ag follows :—

1. The sellers sell and the buyers buy the under
entioned ready goods or such of them may arrive and
e deliverable at the godowns of the sellers at the rates
1d on the terms hereunder specified.

TE. 204|8, 5 Packages Grey Shirtings.

2. The buyers shall pay cash on delivery for the

'ods, interest at 12 per cent. per annum to be charged

nortion of the price of the goods nnpaid after, and

t the same rate to be sllowed on any portion

the , «ce paid before the expiration of, 45 days from
e date of delivery. _
3. The buyers shall take delivery of and remove the
ods within 45 days from the date hereof and in this
spect, time shall be of the essence of the Contract,
4. The goods shall be at the buyers’ risk after 45
ys from the date hereof, should they remain in the
lers’ godowns. If the goods are not removed within
e said period the sellers shall not be liable for any ld’sq
damage thereto from fire, theft, mildew or howeve!:-;
curit g after the exipiration of the said period.

8, Any writing on this Contract in the vernacular

the buyers beyond their plain signature shall be null

1 yoid, &e. | p—

' (Sd). Ram Chunder Misser,



No. 1

DELIVERY ORDER FORM.

29th July 1899, .S353

Ram Chunder Misser,

C. No. Packages &c.
-
10 |TE. 204/8, b cases,

Grey Shirtings.

AR PN S AN T AN

' e aN

R. G. BROWN & Co

P ARN g RN L AN Sy AR AR

No. 1

Calcutta, 29th July, 1899.

Drriver To RAM CHUNDER MISSER.

C. No.

Mark.

No.

Case-

Goods.

Pieces.

Yards.

et
(=]

TE.

204/8

[+

Grey Shirtings,
quality No. 5,000.

@. 60.

40

9¢

‘2ainy s MHuYIIN



. Calcutta, 29th July, 1899.
Rs. 1,200-3-6. Bapoo RAM CHUNDER MISSER.

‘Ondemand T promise to pay to Messes. R. G. BROWN & Cc., or order, the sum of
Rupeses twelve hundred, annas three and pies six only, being the value of goods bought of and
delivered by them, with interest atthe rate of 12 percent. per annum from 12th September 1899,

Mark.| No. Pa.ckag;\ Goods. Pieces. Rate. Rs | As|P.
T.E | 204/8| 5 Grey Shirtings, Quality |@60—300/at Rs. 4 perp.c. | 1,200| 0 |0
No. 5000.

- * Brokerage at ans. 67, 4| 3|6
@ 1,204 316
- Less chafage al oo
§ ' 1,202 316
; Allowance for cut pieces... 2|1 0|0
o ) ) ] 1,200 | 316
® Contract No.

N. B.—No part payment will be recognised unless endorsed on the back of this by the boyer,
It is eustomary to deduct choot from brokerage st one anna per Rupea,

® INARLUVA( IUOdN] NO SINILY
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- If a purchaser pays off the value of his purchased
gooda before the due dale, he receives discount or abate-
went for payment of money in advauce. On the other
hiand, if he puts off payment on the due ddfce, interest is
charged on the amount due from him.

It sometimes happens that a dealer fails to take del
very of the goods in terms of the contract ; in that ca
the seller, demands the fulfilment of the contract frow
him and advertices in the local papers (The Caloutta E
change Gazette {3 the medium generally resorted t
xﬁllﬁ —

Mr. A. has failed to take delivery of 4 bales Gr

goods marked B l } Ex Str. Lassk in terms

the comtract. Should he refuse to take delivery of 1
bales within three days, they will be sold by public
tior. at his risk and responsibility.

In default, the goods are then put to auction and s
to the highest bidder. If the proceeds fall short
the sontracted value, the difference is realized from {
first purchaser. :

When sellers of Imported goods try to force upon t
purchasers stuff inferior to the sale sample, the latter d
frequently demand compensation, otherwise called
mercantile convention al/owance ; and this may somet
result in litigation. To avoid the latter course, a
'niedium is resorted to ; both the seller and the purchs
vhfér’ the settlement of the issue to the Arbitrators
whose award they bind themselves to abide,
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ACCOUNT SALE.

The statement of account rendered by the Agent to
consigner, rhowing the exact sale amount of the goods
signed with all other charges incurred thereon.

ForM OF ACCOUNT SALE.

Account sale of goods per. S. S. /ndia, received from
enry Liston & Co. and sold for his account and risk by

jall & Co., Caleutta.

Rs. As. P.

50 bales demy paper 16 lbs

@ RBs 60 .., ...3,000 0 O

10 packages grey Shirtings

@ Rs. 240 ... ...2,400 0 0
50 pieces Grass Cloth
@ Rs. 20 ... ...1,000 0 O
30 packages Longcloth
@ Rs. 100 ... ..3,000 0 0
9,400 0 09,400 0
CHARGES.
Landing charges and
godown rent ... 106 10 0
~ommission on Rs. 9,400
@ 5Y s .. 470 0 0
576 10 0 | 576| 10 {0
Net proceeds Rs. |8,823 6 |0
alcutia, Errors and Omissions .Ex cepted
Tuly 1599. } Lyais & Co.

Rs. | As.

9‘
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BILLS OF PARCEL.
_ Calcutta, ISth June, 1890
R. Watson, Esq.,
Bouvear oF R. N. SHAW & BROTHERS,
Wine Merchants and Commission Ageuts.
Terms Cash—When eredit is allowed, interest will L
charged after one month at the rate of 127/ per annum.

Rs. [As. | 1
To 5 doz. Tennent’s Beer @ Rs. 6 ... | 30} 0
X 8 doz. Offley’s Port,@ Rs. 25 ... 1200 ] O
9 doz Raspberry Wine @ Rs. 20 | 40 | 0
4 jaxrsof do. Jam @ Rs 4 ... l 6] 0
8 doz. Exshaw’s Brandy @ Rs. 25 200 | O

| e

Co’s Re. 1486 [ 0 |

E. E. Received Pfr;.w:»
R. N. SHAW & BROTHER

| Calsutta, 20th Juné 18,
Jaues NeLson, Exq.

Bouveur or MESSRS. BEATSON & CO.,
Tca Ware house aud Miscellaneous Dep0t.

Rs. { As. |
To 6hs Black tea @ Rs. 2 ... e [ 12 0

400 Mauilla Cigats @ 5 per 100... | 20 | 0
2 Boxes Hyson tea @ Rs. 15 30! 01

—— | p——

Co.’s Rs. | 62 0 l

E. E. Received Dlaym.
BEATSON & CO.




CHAPTER 1IV.
HIN®S ON INSURANCE DEPARTMENT,

I‘;usurance is an agreement or contract, for a certain
period, entered into between two parties whereby for a
stipulated consideration one party undertakes to indem-
nify the other against loss by certain risks.

The parties who take upon themselves the risk are
called the Insurers ; the person protected is called the
Insured; the sum paid to the insurers is called the Pre-
m um ;and the paper on which the contract is written
is | called the Policy of Insurance . The person who sub-
scl}ibes the Policy of Insurance is called the Underwriter.

"h.e business of an Insurance office is divided inte

ee different branches,—( 1 ) Marine, (2) Fire, ( 3 ) Life,

Che agreement, under whichan Underwriter binds

welf, or the Company he represents, to pay to the in-
2d, for damages done to his goods or the loss sustained
him for destruction of his cargo at sea during & voyage
n one port to anuiher, on receipt of a certain con-
-ation, is usually knowu as the Marine Insurance.
ae Indenture, indemuifying a godown, a building
1e like in the event of a loss or damage arising from
on goods stored therein or the godown itself, under-.
m by an Insurance Company for a fixed period and
contracted sum specified in it, on receipt of certain.
entage, is termed Fire Insurance. )
contract, of indemnity for the payment of a certain
, to the legal heirs or the nominees of an insured
an, after his demise or to himself during his li{e after
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ten, fifteen or fwenty years an bargained for, agreed upon
by an Insurance Company on receipt of & stipulated sum
or percentage, payable at certain intervals by the in-
sured person, is called Life Insurance.

Life Insurance is divided into different classes z7z.
( 1.) Ordinary Life Plan, ( 2.) Limited payment Life Plan,
{3.) Endowment Life Plan.

(1.) Ordinary Life Plan.

On this plan the premiums are continued during the
life-time of the Assured, and the amount is payable L
death.

( 2.) Limited Payment Life Plan, policies paid up Py
10, 15 or 20 years’ payments,

On these plans the premiums cease in 10, 15 or l‘ZO
years ( according to plan originally chosen ), the amou 'ts
being payable at death,

These Policies continue to participate in bonuses, af!
all the premiums have been paid ou them,

( 3. ) Endowment, payable in 10,15 or 20 years,
at deatl if prior,

On these plans the amouuts are payable in 10,
or 20 years ( according to the plan originally ohos
to Assured, or in case of previous death, to't
representatives.

The Funds, such as “The Hindu Family Annuity F
of Calcutta” and “The Hindu Provident Fuud of Sim
swhich make Provisions for wife, children or any nea
“yelative of & deceased member, who during his life
~oontributed sums to the fund for the furtherance of
-end; though they do not strictly come under the
gory, may be placed under the head, Life Insurance.
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RaTES oF PrEMIOM,
Marine,

Th¥ rate of Marine Insurance varies according to the
condition of the vesgels in which the goods are shipped, the
length of her voyage, the dungercus situations of the
rivers and canals through which she would pass and
the class in which the vessel has been pnt down in the
Lloyd's Register.

The usual rates of preminm of Marine Insuranceon
goods shipped on board a steamer bound to London and
Liyerpool »/¢ Madras and Colombo are usnally from §7,
bof 4°/, ; by which it is meant that an Insurance com-
pa 1y takes upon itself the risk of 100 Rupees on receipt
of only 6 annas or 8 aunas as premium.

Fire,

The ratesof Fire Insurance are caleulated on altogether

ifferent basis. The rates of premium for godowns

s exposed to fire are lower than those in which highly

‘ammable substances such as Petroleum and Jute are]

red. It is also regulated by the length of duration.

\ piece good godown may be insured at {7 for one
r, whereas a Jute godown willbe charged for at 24°/_ to
", premium for the same term. Similarly if the policy
or two years or a longer period, a ligher rate will be
'ged.
he keen competition as it now stands among the dif-
nt insurance compaunies has had the effect of lowering
rates of premium for insurance. An attempt has of
: been made to form a Guild of Underwriters with a
# t0. put & stop to the undue elasticity of the market.
{far this alliange will.work to influence thé rates,
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time will reveal. It isdeared that, underhand means will

be at work in the shape of Return Premium, over which

the guild will have no control, to secure custothers,

Iu the absence of any cffectual checks, the compact will

be more honorved in the breach than in the observancei
Life.

The rate of Life Insurance becomes high or low i
wmuch as the age of the assured is more or less. Tk e
rate for the Ordinary Life Plan is the lowest, that of t
Limited Life Plau lower, and that of the Endowment Ll?e
Policy the lowest. Again the rate of Premium f'pr
Eudowment Life Policy is regnlated according to t e
extent of time. The term of /en years is chargealfie
with a higher premium than fiffeen years, and so ¢u
at % graduated scale. The lives of diccased persor s,
or persons in weak health, or of those who are addict
to evil habits or drunkenness are seldom insured. i
is mainly for these reasons that the examination of t
health of a proposer becomes necessary. The .ives
persous in weak health are sometimes iusured, buy at :
exorbitantly high rate of premium.

Elsewhere will be found a Table shewing the rates
premium chargeable on a Life Policy for the referenct
the readers.

Stamping Policies.

The rate of stamp duty in the case of Sea Iuaumn
when the amount does not cxteed Rs 1,000, is ans
Jowr i drawn singly ; if drawn in duplicate, for ec
p&rt annas /e ; and for every further sum of Rs. 1,0
ot part thereof in excess of Rs. 1,000, if drawn smt
(ST feur, and if in duplicate, annas fwo add:tw»al}



rding to age and length of duration on a'Life
" Moy York Life Insurance Co. '

Quarterly Premiums for an Assurance of

Qarterly Premiums for an Asshrance

5 of Rs. 1,000 payable in 10, 15 or 20
=4 Rupees 1,000 payable at death. years, or at previous death.
Ordinary | Limited payment life plan, Policies Bhdowssis paj'sbl% T
life plan— paid up by— » PR
Age.
for life. | 10 years. | 15 years, | 20 years. | 10 years. | 15 years. | 20 years.
Rs. A.P.| Rs. A. P.| BRs. A.P. | Rs. A. P. ts. A. P. | Rs. As. P, .Rs. As P,
95 8156116 5 0|13 4 4 11 931112010 51191311115 4 6
30 9 31111710 1{14 5 1 12 9 012015 8120.3 6(1510 B
35 |11 0 8|19 4 2|1510 5| 131111}30 6 82011 2|16 2 11
40 12 9 219 4 84537 5.;1 15 4 2131 010121 6 5|16 16 6.
45 1411 612313 5{19 7 4 1?'42328623041811 2"
. ______#_..__.._....
50 1710 56127 1 5122 4 8 1915 413411 6:20 6 021 2 3
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In the case of Fire Insurance—

(1) The rate in respect of an original polia}"-’{for s
month or any shorter term, when the amount insureddoes
not exceed Rs. 1,000, #wo annas ;and for every addi-
tional Rs. 1,000 or part thereof in excess of Rs. 1,000
additional #wo annas.

(2) Inrespect of original policy excceding one month”
but not more than #kree months for every Rs. 1,000
annas lthree.

(3) 1In respect of original policy exceeding fAree
months but not more than szx months for every Rs. 1,000
or part thereof in excess of Rs. 1,000 annas four.

(4) Inrespectoforiginal policy above six month ¥or
every Rs. 1,000 or part ; thereof in excess of Rs. 1, '00
annas six.

The stamp duty chargeable on renewing a polic,
Fire Insugance for purpose of keeping in force, a po
which has%leen granted for six months or any shorter
riod, the same duty as would be payable for any orig
policy.

In the case of Life Policy vhe stamp duty for e
Rs' 1,000 insured or part thereof in excess of that acc
is annas six.

Those who procure business of an Insurance Comp
are called Insurance brokers They are paid onc
mission. The usual rate of brokerage is 57, on the
premium realized,

ExaupLz,
Marine Policy. _
Let us illustrate by an example :-Haridas Chun
Merchant of Calcutta, when exporting, say—300 b
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Rice to Madras, which he values including all chargesand
profit at Rs, 3,000, will, to'ensure against lost duringthe
voyage, effect insurance on his goods. He takes a “Letter
of Cover” from the Universal Marine Insurance Co., by
which they undertake to deliver to the assured the
policy of Insurance and arranges to insure his bags of
Rice at a premium of §)/. Tobe more explicit, let us
show a practical calculation of the amount of premium
to be paid by H. C. Chunder.

Rs. 100 . . Re. } or 8 annas,
Rs. 3000 ., . x

100 : 3000 ::} :x
x= R x ko= Rs. 15.
Thus it w111 be found that the Marine Insurance Co, on

recpipt of Rs. 15 take uponthemselves the risk of Rs. 3,00
in svent of a total loss or partial damage of the cargo.
3 Marine policy Form.
HE UNIVERSAL MARINE INSURANCE CO.
WrEreas Babu Haridass Chunder hath represented to ]
the Universal Marine Insurance Co., that he is interested
in or duly authorized as, Owner, Agent or otherwise, to
make the Insurance, hern:)'{nafter mentioned and described
witl. the said Company7, and hath promised or otherwise
obligh%¢ himself to paflﬁ to the said Company the sum of
Rs. 15 a8 a premium ¢r consideration, at and after the
rate of & per cent for/each Insurance,
Now tHIS PoLIOY /oF INSURANCE WITNESSETH, that in
sonsideration of the{ promises, and of the said sum of
“Rupees® Fifteen O7ly, the said Company promises and
-Qigm with the #bove-named Insured, his Executors,
. adminjstrators, angl Assigns that, the gaid Company will
- pay snd make godd all such losses and damages ‘heréin-
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after expressed, as may happen to the subject-matter of
this policy, and may attach to this Policy in respeet of
the sum of Rupees three thousand Only Pereby ingured,
which Insurance is hereby declared to be upon
H. D. 450 bags Rice Valued Rs. 3,000.
FLree of particular awverage.

Tn the Ship’or Vessel called the S. S. “Hockheimer,”
whereof Mr, Walker is at present Master, or whoever
shall go for Master of the said Ship or Vessel, lost or not
lost, at and from Calcutta to Bombay. Including risk of
craft to and from the Ship.

And the said Company promises and agrees that the
Insurance aforesaid shall commence upon the Freigha and
Goods, or Merchaudise, aforesaid, from the loading of\_tho
said Goods or Merchandise on Board the said Sh, or
Vessel at Calcutia, and continue until the said g or
Merchandise be discharged and safely landed at Madras.

In case of loss arising, ‘the same to be payalle in
Caleutta by the Undersigned Agents for the Company, at
the expiration of one month, after proper notice and
proof thereof has been given. ! ‘!

Warranted free from capture®nd seizure a.nTUC -eten-
tion, and all the consequences thereof, or of any attempt
thereat, anything hereinbefore c}:l,ncamed to the contrary
notwithstanding.

In wiTness whereof the said Comjpany have hereunto
wet their hands in Calcutta, this19/4% day of Mawch 1899,

By ordeny of the Board,
Examined- | (8d.) F) N. Moouie & Co.
(8d.) A. MirreR. Agents for the said Company
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Exampre.
Fire Policy.

Now for the Fire Policy. We will also try here to be
practical, Ramdyal Shaw, a piece-goods dealer, for pro-
bable loss from fire effects, mukes insurance of the go-
down in which his goods are stored, for Rs. 1,00,000.
In the next 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 out Letters
from the insurance Company, in which they undertake
to deliver to the assured the policy of Insurance. It is
nsually known as the Letter of Cover.

Letter of Cover.
THE LONDON FIRE INSURANCE COMPANY,
Calcutta, 28th July, 1899.
To Basoo
RAMDYAL SH!AW.
Dear SIR,

With thanks for your" offer of date we hereby hold
you cover to the exben*t of Rs. 1,00,000 only, on prece
goods in bales or in calses, stored in the pucca built Go-
downs of premises Nol 36, Armenian Street, Calcutta,
for 12 months from 3st July 1899.

The policy shall b¢ sent to you as soon as possible.

Yours faithfully,
(Sd.) Kine Lawrence & Co.
Agents,
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Fire Policy Form.
THE LONDON FIRE INSURANCE CO.

sUM INSURED Rs. 1,00,000, Premium @ 3% Rs. 125,
Capital £3,500,000 Sterling.

Waeress Baboo Ramdyal Shaw, Caleutta, hath paid
the sum of Rupees One hundred and twenty jfive only to
the Undersigned as authorised Agents of the “London
Fire Insurance Company” for Insuring from Loss or
Damage by Fire the property, hereinafter described, not
eweedmg the sum specified on each article, viz \—

One lac of Rupees only ; on piece-goods in bales or
in cases, the property of the assured or held by, him
in_trust on Commission or on joint account with others,
stored in the pucca-built godowns of premises No. 36
Armenian Street, Calcutta.

Warranted that no hazardous goods be deposxtedi nor
hazardous trade carried on'therein, r‘

Smoking and cooking strictly probibited in or about
the said godowns except in places specially set apart for
such purposes only. _

Further Insurance to be declared in the event of loss,
subject to the condition of average.

Now BE IT knoww, that from noon onthe 3l1st day
of July 1899, until noon on thu 31st day of July 1900,
the Funds and Property of tha said Company shall be
subject and liable to pay or m;}e good to the Assured,
‘his Executors and Administrators, all such loss or damsge
by Fire as shall happen to the Pr,ﬁkpm 'ty above mentioned,
subject to the conditions hercoun e wdorsed.

In witness hereof this Policy hlas been signed by the
authorised Agents of the said Company at, Calcutta this
29th day of July 1899.

By authlpriby of the
LoxpoN Fire Insukafor ComPANY,
Examined— KING LAWRENCE & CO.

{Sd.) A. Marpy. Agents
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The following is the form of Letter sent to the

Assured enclosing the Policy of Insurance.
The London Fire Insurance Company.
Calcutta, 29th July, 1899.
To
BABOO RAMDYAL SHAW.
Dear Sir,

With reference to your Letter of Cover dated the 28th
instant, we have the pleasure to enclose Iolicy No. 804
for Rs. 1,00.000, which we trust will be found in order.
Our Bill for the premium shall be presented in due
course.

We Arp, Dear Sin,
Yours faithinlly,
King Lawwrence & Co.
Agents.

On the expiration of the term originally agreed upon,
the duration may be extended for the purpose of keeping
‘in force the original policy. /This is known by the name
of Renewal of Fire policy. The following endorsement
then becomes necessary.
Povicy |No. 894,
The insurance by thfis policy to the extent of
Rs, 1,00,000 ix hereby rgneved for a further period of
12 months 27z, to 31st day of July 1901, at a premium
-: of Rs. 125 only.
~ Dazeb, .CALCUTT.A,

st ' ad.) A7 _qer & Co.
It day of Augusi, mo(ﬁ S(.S‘ ) King Lawrepce & Co.

Agent#
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Jute Insurance.

In Insuring Jute godowns the following conditions,
among others, are inserted in the Policy of Insurance.

On Jute, Jute cuttings and Jute rejections, in bales
or in process of baling or assorting and on heckles,
tarpaulins, scales, weights and wooden blocks, the pro-
perty of the Assured or held by them in trust on com-
mission or on Joint account with others, stored in the
pucca-built Press House and godowns of the Chitpur
Hydraulic Pressing Company Limited, at Chitpur in the
Suburbs of Calcutta, as well ason Jute, Jute cuttings
and Jute rejections in bales only lying in the compound
of the above-mentioned Press House, awating despatch.

Warranted that no Jute, Cotton, Herp, Flax or other
fibres, in a loose state, be allowed to remain ovef-night
in the open compound or upon the roofs of the premises,
that the compound be swept clean every evening at dusk
and that the doors and.windows of the said premises be

" kept closed at night. :

Warranted also, that no work be conducted by artifi-
cial light except by permission previously obtained from
the Company and on payment of such customary extra
premium as may be levied thereon. Necessary repairs
to wmachinery being permitited at nights with strong
closed lanterns under Europ$an Superintendence only,
it being understood that the lanterns are mnot to be
opened within the premises hereby insured. 3

Smoking and ceoking strioth prohibited®in or about
the said premises, except in godjowns specially set apart

«for such purposes only. _
"Purther insurance to be declaked in the event of loss.
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Life Policy Form.
e Insurane

ORDINARY

Life plan, Rs. 1,000.

Whereas B1bu Hira Lall Mukerjee of No. 30 Mirzapur
Street, Calcutta, the person hereinafer Assured, hath pro-
posed to effect an Assurance for the benefit of his wife-
Stgemo.v Haridasi Devi with the Manshester Life Insu-
rance Company Limiled, in the sum of Rupces one thou-

“sand only, upon his own life for the whole continuance

thereof, and hath delivered at the office of the said com-
pany at Manchester a statement in writing, signed by
himself, and bearing Qa,t-e the 3rst day of May 1869,
thereby declaring that the age of the said Assured on
his next hirth-day wou]lc}i not exceed zwenty-five years, and
setting forth the past Jand present state of health, and
other circumstarnces /touching the habits and life of the
- said Assured, which Declaration and relative Personal
Statement made to the Medical reference of the Company
the sadd Assured he'th agreed, shall be the basis of the
contract between l}fi'm and the said Company.

And whereas thfe said Assured hath pa{d at the offices

of the said Company at Manchester the sum of * Rupees
eight, annas ﬁjte-}zn and pies six only, a8 a premium for
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the said Assurance, from the r7#% day of June i89g;
until the 76¢% day of September 1899.

Now this policy witnesseth, that if the said Assured
shall die before or upon the 17#% day of September 1899
or shall live beyond such day, and he or his Assigns shall
on or before that day, and on or before the 17¢4 day of
December in the present March, June, September and
Liecember, in every succeeding year during which the
said Assured shall be living, pay at the office of the said
Company at Manchester, the quarterly premiumof Rupees
eight, annas fiffeen and pies six only then the said Com-
pany shall be subject and liable to pay to the Executors,
Administrators, or Assigns of the said Assured within
one calender month, after proof to the reasonable satis-
faction of the Directors of the death of the said-;ussu)ad
shall have been received at the office of the said Company
at Manchester, the sutn of Rupees one thousand only.

Provided always, and these presents are upon fhis ex-
press condition, that in case any statement or allegation,
contained in the Declaration herein before mentioned be
untrue, or of the Assurance hereby made shall have been
made through any misrepresentation, concealment, or un-
true avertment whatsoever, or i case the said Assured
shall within Twelve calender months after the date herect
commit suicide, this Policy shall be| void, and all moneys
paid in respect thereof shall be forfieted to the Company ;
but in case of death by suicide, th’} policy, if tke same
shall have been assignedtdondfide f{n’% valuable consider-
ation, shall, immediately after the date of such Assign-
ment, ‘be valid to the extent of the it}\terest of Assignee
thercunder, '
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Signed, sealed and stamped on behalf of the Manches-
ter Life Insurance Company Limited, this #kird day of

July 1899.
Examined,— ( S4 ) Georee GORDON,
(S2.) G. Marstan. Manager

Re-insurance.

Re-insurance is the method of distributing risks taken
by one Company among the members of other Companies
by parcels.

Take, for example, that the New Zecaland Insurance
Company insured jute godowns belonging to Sahoo & Co.,
for Rs. 50,000. As the taking of risk of such a eonsi-
derable sum is not only a hazerdous undertaking but
may eventually end in ruin of the Company, the Com-
pany, with a view te reduce the risk and at the same-
time to reap the advantage, will insure the whole or part
of that sum with the other Imsurance Companies in
small portions, and at a less premium into the bargain.
The system is atﬁantageqﬁs both to the Insurer, and the
assured, and as such, t-hqf practice is generally adopted.



CHAPTER V.
HINTS ON SHIPPING DEPARTMENT.

The department, in which the diréction of such busi-
ness, as entry and clearance of vessels, the loading and
discharging of cargo is controlled, is designated the
Shipping Department.

When a ship is reported at Saugor, the duty 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 Calcutta, 15t August, 1899.
THE SUPERINTENDENT OF THE JETTIES.
Dear Sir,
™ We beg to inform you that the Str. Zndia left Mddras
yesterday and is expected to arrive here on the 6th
instant. We would thank you to reserve Jetty for her
berth immediately on her arrival.

Please grant an order to keep in readiness usual num-
ber of cranes for discharge of her import cargo.

; Yours faithfully,
(.S'd) Macneill & Co.

Tt is customary for Merchants to secure freight before
arrival of a Steamer, to avoid disappointment or take
advantage of the rate of freight, when it is thought to
below. The form of Shipping O4s¥r is shown below.

Shipping Oray.

It is an engagement to convey g: ds on board & ship
from one place to another on receip§ of certain consider-
ation, called freight,
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Shipping Order Form.

No. 152. Calcutta, 30th Ma¥ 1899,
To

Tae CommaxpINg OFFICER OF THE S. S. “Arabia.”

LOADING FOR LONDON,
S,

Please receive on board from Messrs. Banerjee & Co.
the undermentioned goods, and grant a receipt for the
same.

100 Bales of Jute & 50 Bales of Cotton.
Freight at £2. 5s. per ton as customary.
(Measurement to be taken on the custom House wharf,

or other Shipping wharf within the limits of the Port of
Calcutta.)

« To be Shipped o our notice.
N. B.—All packsages in bad order to be returned.
(Sd.) Gramax & Co.
Agents.

When a Steamer brings on board, Gunpowder or any
explosive snbstance, she is not allowed to proceed up the
viver beyond Budge-Budge. In case of Kerosine oil,
the goods are stored it the Port Commissioner’s Godowns
there. {

In case of Gunp;?{-der, it is the gpractice of the Port
to inform the Traffic Manager of the Port Commissioners
to store the pow(’ier and cartridges at the Myapore
Magazine. With this end in view, it is also necessary to
write to the Porfé Officer to issue instructions to the
Pilot in charg{e of the vessecl to land the powder to the
Magazine boat, {when passing by the Myapore Magazine,

The neceasar}v applications are given in the next page.
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To
Tgs Trarric MANAGER,
Port Commissioners.
Drar Sin,

Please arrange to stere at the Myapore Magazine the
following 5 cases of Cartridge and Gunpowder, coming
forward in the Steamer “India” from London, andinstrnet
the Superintendent to place the Magazine Boat aloungside
the steamner as soon as she is there.

Yours faithfully.
L. 2 Cases Cartridge. (3d.)  Macxein & Co.
L. 3 Cases Gunpowder.
To
Tre Port OFFICER,
Caleutta.

Sin, - '

" Please issue instructions to the Pilot, who will be in
charge of the vessel “Indin” from Loudon, to discharge
Gunpowder on the boat, which will be ready at Myapore
to receive packages of Gunpowder and cartridges.

' I have &e.
Entry and Clearance of Vessels,

When a steamer arrives in the\Portef Calentta, the
first thing which an agent would dni\ is to prepare a list
of the cargo which she has taken in §ome Foreign Port
or Ports.

Manifest.

The list of carge, otherwise called M
; caﬁe‘,' fogether with the two copies of th
a fow necessary appllcatzons, the details

ynifest, in dlupli-
Store Listand
hereof will be

-given hereafter. are rr-'mnmd for the pnh'lv of the vessel..




Hinus on SHiPPING DbPARTMENT, 59

Time allowed for entry of a Vessel,

A vessel arriving .t the Port of Calcutta must, accord-
ing to the rules of the port, be entered in the Custom
House within 24 hours of her arrival. A breach of this
rule makes the Captain liable to fine according to the
gravity of the offence.

Berthing of a Vesssel.

The steamer arriving at the port may either take her
berth at one of the Port Commissioner’s Jetties.or at one
of the Moorings. In the former case, an arrangement is
entered into with the Traffic Manager the Jetties for
the discharge of the vessel’s Import Cargo, or loading her
Export Cargo, through the Jetties. In either case the
Port Commissioners levy certain charges from the con-
signees of the cargo, or the shippers of the goods, for
their trouble.

SPECIMENS OF APPLICATIONS.

The following specimens of applications, usually adopt-
ed when entering the yessels at the Custom House, may
help the readers to form an adequate idea how the things
are done. 1 would, therefore, at the risk of being tedious,
give below some forms of ,‘Iapplica.tion for their reference,

Application {f/ar breaking bulk.

To ! Calcutta, lst July, 18.99.
THE COLLEC{OR oF Sea Cusrowms,
Sir, Calcutta,

Under, section 59 5éf Act VIII of 1878, be pleased te
grant an order to loreak the bulk of the Steamer,”
“Adbala” before her fentry inward. She takes her berth
ap the Jetty, on a_rriF/:I.

I have the honer, &o,
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The above application becomes necessary for ready
discharge of Import Cargo and thus saves the vessel of
the port charges and demurrages,

Now what is Demurrage?

It is an allowance payable for undue delay in port.

It further becomes necessary, to facilitate discharge
and loading of cargo, that the vessels should work be-
fore and after regulation bours,r for which certain fees
according to the fixed scale, are payable to the Preventive
officers, who attend during the time,

A deposit of a certain sum to meet the fees of the
officers, is made along with the application for over-time
work.

Application for over-fime work,

To /
Tae Corucror or Sea Cusroms,

BB, Calcutta.

Be good enough to allow the Steamer *.Adbala” to
work before and after regulation hours, on receipt of
Bs. 50 as deposit, during her stay in the port.

I have &c,

It must be borne in mind, th%t the above application
# not sufficient for the working of vessels, whenever
pecessary. Separate applicationé for each day’s night
‘work, or holiday work, are to be ‘made when necessary:

Application for N:g,k! work.

Ta Cf,lcutta, 1a% Juiy, 1899,
Tre CoLrzcTor oF SEA CuUSTOMS,
S1R, Caleutia,

Be good enough to allow that the Str. ¢ Abdia” may
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work to-night, from 6 p. u. to 6 A. M., on usual terms,
against our déposit.
I have &ec.
Application for Sunday work.
To THE CoLLECTOR OF CusTOMS,
SiRr, Caleutta.

I have the honor to request that you would be pleased
to allow the Str. ““4bala” to work on Sunday or Holiday
(say on the Dasghara day) the (—) instant, on usual
terms, against our deposit. I have &c. -

The above application holds good only for day-work
on holidays ; but for night-work, a separate application
in the form shown above, is to be made out for sub-
mission to the Collector of Oustoms in taking out his
usval permission, ¥

The readers should note here, that for distharge of
coal either on Holiday or at night, permission is granted
to work the vessel free of charges, otherwise leviable, for
officers.

Application for Entry of Vessels.
To
Tae CoLLEcTop or CusTOMS,
SIw, Caleutta.

I have the honor tg'request you to be good enough
to allow the antry'ofk;he vessel “Abala,” CaptainRamsay
Registered 600 Tons, with general cargo from Londen
and Liverpool 24 Syrez Canal,
‘ I have &ec.
An application Jﬂ the foregoing form praying for the

vessel's entry tog@ther with the ahlppmg documents, to
6
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wit, Port Clearance, Manifest of cargo, Store List, Regis-
tered tonnage of the vessel, Bills of Lading (Captain’s
copy) of cargoes if they be dutiable, is submitted to the
Collector of Customs, through the Supervisor of the
Import Department of the Customs Collectorate. The
Collector of Customs, on receipt of the necessary papers,
satisfics himsell personally, by questions put tothe Captain
of the Vessel, that the cargoes entered in the Manifest
are correct to the best of his belief and the papers have
been duly attested by his signatures.  After this, he
declares the vessel entered.

Here are some of the forms of applications which
.become necessary to be made out.

Application for dischqrge of Free Import Cargo.
To : 7
Trae CoLLECTOR OF CUSTOMS,

SIR, Calcutta.

Please allow the vessel “Adala” to discharge her free

Import Cargo, without the interference of the Preventive
Officers. '

I have &e.
Application for discharging Dpf:'aéle Import Cargo.
To
THE COLLECTGR oOF Gns-rq:ua,
Sin, }Ca!mz’(a

Be good enough to depute on boa)"d the Str. “Asala”
a.n officer to- -MOTTOW, ‘to watch 1:,he‘l steamer’s discharge
-of dutiable Import Cargo.

1 have &e,
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The Import goods are discharged either at the Jetty
or overside, on boats. In the latter case it becomes
imperative on the agents to give every facility to the
consignees for taking delivery of goods, on boats, to
render which, the following application is made,

To
Tue CoLLEcTOR OF CUSTOMS,
SiR, Calcutta,

Please grant an order that the Str. “ 4éal/a” may dis-
charge her Import overside Cargo into the boats, to be
kept along side the steamer, pending receipt of the Bills

of Entry, by the officer on board.
I have &e.

What is a Bill of Entry ?

I,t is a list of goods, entered at the Custom House,
to be taken delivery of, from a vessel which has duly
filed its manifest. Here it must be noted that no Import
Cargo is delivered, without the Bill of Entry, to the con-
signees. The Bill of Eutry is first compared with the
vessel's Import manifest ; and if found correct it is
attested by the Noter. It is then taken to the Appraiser
who classifies the goods and puts his signature, after
which due entry is made/ in the Proper Registers. In
case of dutiable cargo, dluty is realized and finally signed
by the Collector of Cufstoms, and permit is granted. If
by a mistake any cargo is omitted to be mentioned in the
manifest, the agents of the vessel are bound to make an
ap;ﬁ.ieuzion to filea _s}upplementary manifest to supply
the omission. A fob of Rs. b is charged for a supple-
mentary manifest, :f the application is, submitted after
24 hours of the veshel’s entry.
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Application for a Supplementary Manifest.
To
- Taz CoLLecror oF SEA CusToMs,
Sir, Calcutta.
I have the honor to request you to be good enough
to allow me to file a supplementary manifest of Cargo
of the Str. *“ 4bala.” The particulars are as below :—

AQB' One case Paper from London.

I have &oc.

As a portion of the Ship’s Stores on board will be
required for the consumption of her crew during the
vessel’s stay in the Port, a permission is to be obtained
from the Customs authorities to keep the stores open,

Application 1o fecp the Stores open.
To
TreE CoLLEcTOR OF CUSTOMS,
Str, Calcutta,

I have the honor to beg that you will be pleased to
allow a portion of the ship’s stores to be kept open for
the steamer’s use during her stay in the Port.

' I have &e.

The above notes, on the entry of vessels, succintly
compressed within the narrow space at our command,
may be presumed to be exhaustivs and, we have no doubt,
will enalsle the reader to form an :{idea of the nature of

‘business requisite for the import dlischarge of = yessel.:

~ Vessel's outward Entry and Olearance.
We shall here ottempt to dwell or;: matters, -tgfbﬂ‘i!;g
to the export cargo and the vessel's clearance. After



Hixrs oN SHIPPING DEPARTMENT. 65

the vessel has discharged her Import Cargo, it is usua
for agents to make application for her outward voyage
in the following way :—
Application for outward Entry.
To

Tae CoLLECTOR oF CURTOMS,
Str, Calcutia,

Be good enough to grant an order for outward entry
df the Str. “ 4da/a” Captain Ramsay, registered 600
tons bound for London and Liverpool zid Suez Canal.

I have &c.

When the vessel is entered outward, the shippers are
allowed to make out Export Challans of goods, which
they intend to ship and for which they have taken out
shifping orders previously. We need not here enter into
all the details as to how goods are exported, as they have
been dwelt upon elaborately in the first chapter of the
book. It would however not be fareign to the subject
if we attempt to explain what is meant by The Charter
Party.

—_——
’

The Ohhrter Party.

It is an agreement I’a.s to the hiring or chartering
of a vessel for a voyage), subject to certain terms, at a
fixed rate of freight. IF is chargeable with a stamp duty
of_Rupe.e one only.

When the steamer 1§ ready to take her Expert Cargo,
it ia necessary to malge certain applications, the forma of
which are given below,
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Application to recefye Esxport Cargo.
To
Tae CoLLecTOR OF CUurioMs,
Sir, Calcutta.

Please grant an order that the steamer “ 4bala " may
take her free Export Cargo, without the interference of

the Preventive Officers,
I have &e.-

To
Tre CoLLEcToR oF CUsTOMS,

SIR, Calcutta.

Please grant an order to send on board the vessel

“ dbala” an offizer, to watch the taking in of dutiable
Export Cargo. _
I have &c‘a
EXPORTING CARGO. '

When goods are shipped in vessels, the shippers receive
a receipt for the goods either from the Superintendent
of the Jetties or the Chief Officer of the Vessel. This
receipt together with the Bills of Lading, duly filled up,
is sent to the Agents of the steamer, in which the goods
bave been shipped, for the Captain’s signature.

The vessel, being full, becomes ready for her ontward
vnyagé. She is then said to be z;\_r:der clearance.

The clearing of the vessel is the taking out of Port
clearance from the proper authori'ties by entering the
name of the vessel and an inventory of Cargoes taken
“oy her, at the Custom House, prev'i{:ua 10 her departure.

It is necessary to state for the' information of the
‘readcrs, how the Por? clearance is objtained.
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When the vessel has discharged her Import Cargo, an
application is made to the Collector of Customs for an
Import Certificate. As by the Customs Rules, the above
certificate is not allowed till the agents have accounted
for all the vessel’s cargo entered in the manifest, it has
become the custom of the Port, with a view to avoid
unnecessary detention of a vessel in the Port, to grant
such certificate under a letter of guarantee, duly stamped
with one Eight-anna court-fee stamp.

. Application for Import certificate
To
TaE CoLLECTOR oF CUSTOMS,
Sin, Caleutta,

Please grant an order for the Import clearance certi-
ficate of the *“ 4bala,” Captain Ramsay, Registered 600
tons, with general cargo from London and Liverpool.

Form of letter of Guarantee.
To

THE COLLECTOR OF CusroMms,
SIR, Calcuita,

In consideration of your granting us Import clearance
certificate of the Str. “ 4ga/a, ” we hereby undertake to
account for all her Import Cargo, within two mouths
from the date hereof, znd to make good any penalty
which the vessel may ificur in default.

We have &c.

The Port clearance jis not granted uuless Light Dues
are paid in the Custoim House, for the payment of which
an application is ma'Ae ; and the Inward Light Due Rill
is attached thereto
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Application 10 pay rLignr Lues,
To

The CorLector oF CURTOMS,
Sir Caleutta.

Please take Light Dues of Str. ¢ 4éa/a,” Registered
600 tons, Captain Ramsay, bound for London and Liver-
pool vi¢ Suez Canal,

The Collector of Customs on this application orders
for payment of outward Light Dues. If the Inward
Light Due Bill is not produced, both import and outward

- Light Dues are realized and Bills granted.

After these papers have been secured, an application

for the Port clearance is made in the following form,

To
Tas CoLLECTOR oF, CUsTOMS,
Sir Calcutta.

Be pleased to grant Port clearance of the vessel
“ Abala " Captain Ramsay, Registered 600 touns, bound
for London and Liverpool »i@ Suez Canal.

I have &e.

To this application the Captain of the vessel attaches
his signature and declares whether any passengers will
be taken from the port, and when taken, their numbers.

At the time of submission of the application for the
Port clearance, the Import certificate of the vessel and
the Light Due Bill are attached \thereto. Manifest of
Export Cargo, in duplicate, is also filed at the same time
<n the Custom House. If the ménifest could not ‘be
‘made ready at the time of the Pord clearance, a letter
of guarantee, duly stamped, is then filed instead. The
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printed form of the letterof guarantee can be had at
the Custom House, free of charge,

As however no Port clearance is granted unless all
the Port Dues are paid in full and a “No Demand” certifi-
cate is produced before the Collector of Customs absolving
the vessel of all claims, it becomes necessary to maké
deposits of the probable costs of the port charged at -the
Bank of Bengal, on receipt of the note of. charges from
the Port Commissioners.

Form of application for a memo of Port Dues.

To
Tae Trarric MANAGER,

Port Commissioners.
SIR,

Please supply us with a memo of charges for Port
Dues of S.S. ““ 4bala” gross tonnage 640, Registered
tonnage 600. She draws 14 feet of water, will be cleared
on the 5th July and leave the port the day following.

I have &c.

In reply to the above, a memo of eharges together with
a certificate that the vessel may be granbéd Port clear-
ance on porduction of the Bank of Bengal Receipt for a
certain sum mentioned therein, is sent to the Agents.

The receipt of mone]y deposited and the certificate
are submitted along with the application for the ZPor?
clearance,

So far for the Custqma clearance. Then follows Consul
clearance. This cleannnce is necessar y when the vessel is
of Foreign colors an .(:s boupd to a Foreign port. This
8 very simple. Thf Customs clearange is sent to the
Consul of the Government, which the vessel belongs to
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or is bound for. He endorses on the Pgrt clearance,
the Captain’s compliance with all the rules and regula-
tions of his Government, for which he levies a fized fee
according to the scale of his Government,

After Consul clearance, the Port clearance is taken
to the Port Officer to whom an applicatien for appoint-_
ment of a Pilot was previously made. The Port clearance
is then entered in a Register and the Clerk in charge of
the book mukes certain enquiries regarding the vessel’s
mooring and the exact time, when she will be ready to
weigh anchor to enable the Harbour Master to take
charge of the:-vessel up to Garden Reach, and to issue
instructions to the Pilot the time when he will relieve
the Harbour Master at Garden Reach and take the vessel
out as far as the Sewgor Jsland. The application for
appointing a Pilot is made 24 hours before the vessel's
clearance. The Captain also calls at the Port Oflice and
arranges with the Harbour Muster as to the time, when
tHe vessel will drop down,

There is another rule of the Port of Calcutta, among
others, whick forbidsa vessel, under heavy penalty, to
leave the Port without the Bill of Health,

Bill of Health.

It is a.certificate from the proper authorities, as to
the state of the health of the Shijp’s Company and the
sanitary condition of the city, gra."xpt«ed to the Master of
vessels when leaving Port,

In the Port of Calcutta, an application is made to the
H-ealt.h()ﬂicet; to the port of Caleqitta - 24 hours before
the vessel’s departure and according\to the Governmeay
circular, ¢he * Blue Peter ” is hoisted
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Blue Peter.
1t is a flag, partly blue and partly white, rasied by the
Masters of vessels, when they are under clearance.
Application for Bill of Health.
To
Tae Hravte OFFICER,
Srr, Port of Calcutta.

I have the honor to reqest that you would be pleased
to attend on board the vessel ©“ Ada/a,” Registered 600
tons, Captain Ramsay, with 24 (12 Indian and 12
European) crew bound for London and Liverpool. The
Steamer will leave the port on the 6th instant. Please
“also arrange to examine the Ship’s stores.

1 have &ec,

On.receipt of the above application the Health Officer
appoints a time, when he would be present on hoard the
vessel, and gives intimation of the same. Then the crew,
Captain and the passengers, if any, are obliged to be
present on board the vessel for the Health Officer’s
examination,

When the exa.mmatlon is over, if the Health Officer
is satisfied, he grants the vessel a certificate under his
seal and signature.

The Bill of Health is a _provision againgt Quarantine,

What is Quarantine ?

It is the time, orlgma.lly forty days, now restricted
to an 1x1deﬁmt.e numrer according to circumstances,
during which a vessel arriving in a port and suspected
“of being infected with malignant disease likely to injure

the health of the Port;, is obliged to forbear intercoursg
with the share,
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In case the vessel is bound to a Foreign Port, the Bill
of Health is to be countersigned by the Consul of the
Government to which the port belongs. Insuch cases
the certificate is taken to the Consul who attests the
authenticity of the certificate, or, if he likes, issues a
separate certificate. This is called obtaining the Visa
of the Consul. After this the vassel sets sail,

It has been previously stated that when Export
Manifest could not be got ready for submission to the
Collector of Customs, the usual practice is to clear the
vessel outward on the strength of a Letter of Guarantee
by which the agent is bound to deliver a correct Mani-
fest of the Export Cargo to the Collector of Customs.

It always happens that the Export passes are taken out
for a larger quantity than the actual packages shipped
on hoard. When the vessel hassailed, it becomes the
duty of the shippers to apply for reland of those packages
which have been shut out or not shipped on board, In
default, the shippers are made to pay penalty for breach
or neglect of procedure. The following is the form of

Application for Reland of goods.
To
Tae CoLLecTOR OF CUSsTOMS,
SIR, " Calculta,

Please grant an order to reland two Bales Cotton :
short shipped in the Str. “Abala” bound for London and
pessed under your E. F. R, No, 24 of 17th February 1899

I have &c.
N 2 Bales Cotton. '
_-f: | " each 400®
@ Rs 400 per Bale = Rs. 800.




" Hints oN SHIPPING DEPARIMENT. 73

LETTER OF CALL.

According to the terms of the Letter of Guarantee
given by the Agents of the vessels when the Import
certificate was granted to them, they are hound to account

for the missing packages. Accordingly a list of short
“and unaccounted packages is sent to them for their
explanation. This list is called the Zetter of Call.

The Agents, on receipt of this, fill up the column of
explanation, if the packages were landed by them under
the Sea Customs Act, or forward it to the Superintendent
of the Jetties if landed under the Port Commissioner’s
Rules at one of the Jetties, for his explanation. If the
Agents fail to account for any package they are sub-
jeeted to penalty according to the option of the Collect-
or up to Rupees 500, and in case of dutiable cargo
duty levied.

Wessels are sometimes exposed to the dangers of sea
during their voyages. They may strike on a hidden
rock and spring a leak, may come into collision with
another vessel and may strand on shallow water, or may
suffer heavy seas. In such ecases, the masters of ships,
for the safety of the vessels, may throw overboard a
portion of cargo, lighten the vassel by landing cargo in
‘ghters and do other acts calculated to save the vessels.

.lT ETTISON.
The throwing of goods overboard, in a case of extreme
peril to lighten a vejsel, is called Je/tison.
" The. ~voluntary thrjwmg in of goods over-board - may
bb classed under three/ heads:—( 1) Jetsam, ( 2 ) Flotsam
ind (3} Ligan,
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Jetsam.
When goods are cast into the sea, and there sink, and

remain under water.
Flotsam.
Where goods are lost by shipwreck and are found

floating on the sea.
Ligan.
Where goods are sunk in the sea, but are tied to &

cork or buoy, in order to be found again.

When owing to some unavoidable or unforeseen inci-
dents, stranding, collision or wreek happens to a ship,
the damages thus caused to the vessel are recovered by
the agent or ship’s husband by general contribution from
the consignees, the ship and the underwriters bearing
sheir proportions, each according to the rules iry-force
for the time beiug, after the final adjustment of the
General Average,

When a ship has suffered damages of the nature indi-
cated above, the duty of the master of the vessel on
reaching the nearest port, is to make a formal declaration
kefore competent authoritivs and then on arrival of the
vessel at the port of discharge before a Notary Public,
the nature of the damages and the cause or causes that
Ied to them.

Protest by the master of a ship is the written declara.
tion before a Notary Public of the particulars of a voyugs
drawn up by him, with a view to the adjlb‘stme.ﬂ:‘:_‘?t
- Josses or the calculation of avcrage& -

. After the'protest has been noted, & certain percentage

~is fixed for levying from the consk;nees against delivery

“of goods, the ship baving absolute Nen upon the mga' q
case the deposits are not made for txle General Average, |
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General Average.
.1t is a contribution made by all parties concerned

in & sea adventure, towards a loss, by the voluntary
sacrifice of the property of some of the parties for the .

benefit of all.
Particular Average.
It signifies the damage or partial loss, happening to

the ship or cargo, owing to some accidental or unavoid-
able causes, and it is borne by the individual-owners of
the articles damaged or by the insurers.

After the delivery of goods to the consignees, against
General Average deposits, a statement, showing the
deposits of each consignee and marks and numbers of
the goods against which such deposits have been made,
is prepfared and sent to the General Average Adjusters,
for the preparation of the General Average accounts.
They are also furnished with the note of charges incurred
by the ship in repairing the damaged portions and
making good the shortages of cargo and damages due
thereon together with the Note of Protest, copies of the
Ship’s Log Book and other papers in connection there-
with, The Adjusters, in the usual course, prepare the
account and settle the contributions to be borne by the
owners of the vassel and the underwriters.

The consignees are then refunded those portions of
the amounts, which are ‘due to them by the owners of
the Ship, s perGeneral ]Aver{ge and adjustment account;
and Debit Notes are handed over to them at the same
time, for the realization of the balances of their deposits
froin the Insurance Companies to which their goods
respeotivelv were insulred.
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—_—0——
CHAPTER VI

Book-Keeping is a science of keeping accounts by =
set of books in such a systematic order as to exhibit the
affairs of any profession, in trne, clear and satisfactory
‘manner.

The principal books used in Book-Keeping for record-
ing the transactions are the Day-Book, Journal, and Led-
ger, Besides these, there are several auxiliary or subsi-
diary Books, required for avaiding difficulties from keep-
ing an accqunt quite correctly. They are as follow :—

1. The Cash-Book. 5. The Account-Sale Book.

2. ,, Bill-Book. 6. ,, Account-Current Book.
3. ,; Sale-Book. 7. , Invoice-Book.
4, ,, Stock-Book. 8. ,, Bank-Book.

There may be other Subsidiary Books necessary to keep
accounts minutely ; as the Purchase-Book, Contract-
Book, Payment-Book, Cheque-Book, Diary or Due-Book,
Postage Book, &c,

The Day Book,

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

accounts of all the daily transactions are entercd with

‘their particulars, in an intelligi A
The Journal.

The Journal isa gollection of accounts so arranged
with reference to Debjt (435) and Credit (1) as to render
previous preparation/ for posting a Ledger,
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The Ledger. )

The Ledger is an abstract of all the accounts recorded
under their proper heads, to show the Debit and Credit
of each account collectively.

- The Subsidiary Books.

1. The Cash Book.—Itis a Boak, in which the daily
transactions are noted for cash received and paid.

2, The Bill Book.—It is a book, in which all the bills
receivable and payable are entered.

3. The Sale Book,—It contains all the accounts and
descriptions of the goods sold.

4, The Stock Book.—Contains all the goods received,
gent out and® on hand.

5. The Account Sale Book.—Contains all the copies of
account sales rendered to the consigner.

6, The Accouut Current Book,—It contains all the ac-
counts of Debit and Credit given to the peisbn,
with whom the account exists.

7. The Invoice Book.—Contaius all the invoices of
goods sold or sent out.

8. The Rank Book.—It contains an account of all the
sums deposited in and withdrawn from the bank,

Divisions of Boolk-Keeping.

Book-Keeping is divided into two parts :—First, by
Single Entry, second, by Double Entry. .

Book-Keeping by' single cntry denotes that an  entry .
is made once only, to an account in the Ledger.

Book—Keepmg by double entry denotea that an entry -
is posted swice to two different accounts in the L8dger.
© Book-Keeping by single entry is {geneml]y adopbed by,
retail merchants.
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DEBIT AND CREDIT.

Every transaction involvés a giver and a receiver.
The giver is always a creditor (Cr.)and the receiver,
always a dedtor (Dry

When a person gi\\?es something, he becomes a creditor
of one to whom something is paid. When something is
received by a person, he becomes debtor to one, from
whom something is received,

The technical terms Dr. and Cr. are always preceded
by the words Zv and By ; that is To follows Dr. and By
follows Cr, and is represented as Debtor Zb and Creditor
By.

In every account the left hand side of a Ledger is
called the Debit side, and right hand side the Credit side.
To enter on the Debit side of account, is called to debit
the account, against the person for money received by
him ; and to enter on the Credit side of it, is to credit
the account, in favour of a person for the money paid by
him,

Classes of Accounts.

In the Ledger, the accounts are classified in zhree
forms, Namely (1) The real account, (2) The personal
account and (3) The imaginary account.

1. Real Accounts are the accounts of goods and
things which may be a person’s property.

2. Personal Acoounts are the accounts of the persons
Jvith whom the business is transacted.

‘3. Imaginarg Accounts are the accounts of fictitious .
titles in recording all the losses and gains in the
business,
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Dr. and OCr.

APPLIED TO THE THREE CLASSES OF ACCOUNTS.
1. Real Accounts.

When a thing becomes mine } It is f For its cost or value.
When it costs me anything JDr. { For that cost.

When it ceases to be mine |y, .o " For its price.
When it brings me in Or 1?‘01- the value it

anything brings.
2. Personal Accounts.
When & person gets into my For what he then
debt Heis}] contracts.
| Dr. } For what I pay or
When I get out of his debt cease to owe him.
When I get into his For what I then
debt v ... |Heis} Contract.
When he gets out o m} Cr. | For what he pays or
debt ceases to owe me.

3. Irngumry Accounts. 1

When I lose and have no 1 One of the imaginary ae-
real or personal account counts is made Dr. for

to charge or debit. .. the loss.

When I gain and have no One of the same accounts
real or personal account receives Cr. for the
to charge of credit. J gain.

The same Rules otherwise Expressed.
“ By journal laws what you receive
Is Dr. made to what you give.
Stock for your debts must Dr. be,
And Creditor by property ;

Profit and loss accpunts are pla.j‘g_
You debit loss and credit gain

Cu. N. Cooks.
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POSTING.

This term is used to express the recording or trans-
ferring of the entries from one book of accounts into
another. 7 e. from Journal or subsidiary books to the Dr.
and Cr. sides of the Ledger.

Writing the Cash Book.

When money is received, it is entered the Dr. or left-
hand side of the Look, with the word ‘“To,” before the
name of the creditor or person who paid the money.

When money is paid it is entered in the Cr. or right-
hand side of the book with the word “ By ” before the
name of the Debtor or person who received the money.

The reason for the order of Entries being reversed in
the Cash Book. Why cash received is entered on the
Dr. side and cash paid is entered on the Cr. side, while
such entries are posted to the opposite sides ot the Ledger,
will be obvious from the consideration that, Cash-Book
takes the place, as representative of the Merchant, who,
when he Credits a party on receiving Cash, by an in-
geunious fiction, Debirts fimself through his Cash Book,
or becomes Debtor to the person paying him Cash ; but
on the contrary, when he Debits a party on paying away
Cash Credits Zimself or becomes Creditor to the person
receiving the Cash.

n Posting the Cash Book,

‘The Debit Side of Cash Book is posted into the
Ledger, to the Credit of the persons ftom whom the
Cash has been received, and the Credit Side of the Cash
Baok to the Debit of the persons to whom the Cash has
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Writing the Day Book.

The Day Bock has not necessarily two sides or pages
of Dr. or Cr.as in 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 on the right for money.
The cntries are made with their proper dates in it.

Posting the Day Book.

The Entries in the Day-Book, on account of goods
bought, are posted into the Ledger to the Credit of the
person, from whom they were purchased ; and those on
account of goods, sold to the Debit of the person, to whom
they were sold.

Bill Book.—The Bills are arranged under two heads,
Bilis receivable and Bills payable.

“Bills Receivable, are Bills, which a merchant receives
from persons indebted to him in lieu of Cash, and the
Amount of which he has to realize afterwards when they
become due.

Bills Payable, on the coutrary, are Bills, which a mer-
chant grants to those to whom he is indebted by accept-
ng or making himself liable to pay them when due.”

FPosting the Bill Rook.

All the receivable bills are Posted into the Cr. side of

he Ledger, and payable ones into the Dr. side.
Sournal.

It is made up from the three preceding Books. Tvery
Ling either cash, goods or bill, that comes to hand is
Dr., and every thing that goes outof handsis Cr. Thus
for example, & merchant buys 80 pieces of Long Cloth
@ Re. 10 per piece, for which he pays cash. He. mwr&s"
the transaction in the Day-Book as fQHows
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Bought for ready money,
80 pieces of Long Cloth @ Rs. 10 per piece.........Rs. 800
In journalizing the above, consider what has been
received and what delivered. Long Cloth comes to hand
and money goes out. According to the above rule make
Long Cloth Dr. and Cash Cr. ; the transaction will be en-
tered in the Journal as follows :—
Long Cloth Dr. to cash.
“For 80 pieces @ Rs. 10 per piece...... Rs 800
In negotiating with Bills, those received are Dr. and
those delivered are Cr. When a person buys goods and
gives a Bill Tor the saiwe, the person who receives the
Bills, writes in his Journal, “Bills ReceivableDr. to Goods.”
On . t+? other hand, the party who buys, enters Goods
Dr. to Bills Payable” When a Bill is paid the holder of
the Bill writes, **Cash Dr. to Bills Receimble” and the
payee ‘“Bills Payable Dr. to Cash.”
Readers should remember that things received are
Dr. and things delivered are Cr.
Ledger.
All the entries of the Day-Book are collected under
particular Heads in the Ledger. In Single Entry, the
Ledger deals only with Personal Accounts’; whereas in
Double Entry, the accounts of Goods, as well as Personal
Accounts are opened. In comparing the Single and
-Douple Entries of this'book, the readers will be able to
judge for themselves how the matters stand. Frum
this it is evident, thné in Single Entry we.can dispense
with the use of Jou{rnal but we cagnot conveniently
do g0 in the case of Double Entry.
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SINGLE ENTRY.
DAY-BOOK

FoLIO 1

Caleulla 15t Junuary 1899,

Commenced business this day with a
' Capital of ...
; Bought for Ready Monq
100 dozens of Rum @ Rs. 8 per doz.
nd.
Bought of John Gallon & Co. Cawnpur.
Sundries gs follow :—
80 pieces Berhampore Silk

@ Bs. 48 = w. .. 36000

4 cases of Jam each contain-
ing 20 Jars@ Re. 2 ... 16000
30 dozens Port-Wine @ Rs. i8
per dozen w 04000
i 150 mds. Rice @ R&. 4 4 ... 63780
3rd.
Sunpdries sold for Ready Money.
30 pieces Berhampore Silk @ Rs. 5
474.
Paid for Office furnitnre, as per voucher.
bth.
Sold for Ready Money,
Sundries as follow . —
50 pieces Berhampore Silk

@Rs. 5 e 25000

2 cases of Jam each contain-
‘ing 20 Jars @ Rs. 2-8 ... 10000
20 dozens Port-Wine @ Bs20 400 0 0

!
6.

Paid Jobn Gallon & Co, Cawnpore ...
; Ttk

Sold for Ready Money,
60 dozens Rum @ Rs. 10 per :fspzen.

Rs.

. 115,000/

800

<@/ -

750

1697 |

600 |

As.
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SINGLE ENTRY.
DAY-BCOK

85

FOLIO 2.

ety

Calcutta, 8th January, 1899,

Bought of Messrs. James Munro & Co.,
Benares, 100 Bags of Benares Sugar
weighing net 175 maunds @ Res. 8
per md.
8k

Sold to Mr. James Hadges Calcutta,
40 dozs. of Rum @ Rs. 10 per doz....

1074.
Sold for Ready Money,
50 bags Sugar weighing 875 mds.
@ Rs. 10 per md.
114A.
Received from Mr. James Hadges
Paid James Munro & Co.,
12¢A.
Sundries sold for Ready Money,
150 mds. Rice @ Rs. b per
maund .. .750 0 0

2 cases Jam each contmmng
20 Jars @ Rs. 2-8 .100 0 0

10 dozs. Port wine @ Rs. 20 200 0 0

13¢4.

Sold to Messrs. R. G. Palmer & Co,,
B0 Bags of Sugar weighing mds,
87-20s. @ Rs. 10 pdrmd. ... ..

1424.

Paid Messrs. James Munro & Co. ...

Depaogited in the i‘kgl}a Bank Limited...

54k.

Received from R. (3. Palmer & Co. ...

Bought of Messrs Eirnsthausen & Co.
100 pieces of Lojg Cloth @ Re. 10

Rs.

1400
400

875

400
900

1050

875
500
5000

. 875
1000 |

o o oo ©

As.

P.

o © ©¢ ©
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SINGLE ENTRY. FoLI1O 3.
DAY-BOOK.

Cal,fﬂt(ﬂ, Isfﬁ /an"ary’ 1899‘ RB‘. .As,

Bought for Ready Money,
100 chests of Tea @ Rs. 20 perchest. | 2000 | 0

i Bonght of Messrs. Smithson & Brothers
750 pieces of Grey Cloth @ Rs. 8

per piece Tes ... | 6000 | O

1574,

Sold for Ready Money,
40 pieces of Long Cloth @ Rs. 12
per piece ... . .| 480 v

* 181'1:,

Sold to James Munro & Co. Benares,
50 chests of tea @ Rs. 22 per chest | 1100 | O
19¢4.
Paid Messrs Ernsthausen & Co. e | BBO |

Sold for Ready Money,
500 pieces of Grey Cloth @ Rs. 10

per piece ... 5000
2074
Paid Messrs Smithson & Brothers .. | 4000
21st.
Received from James Munro & Co,

Benares ; v ‘ 1000 | ©
Sold to James Hadges & Co. oy
50 chests of tea (@ Rs. 22 per chest | 1100 | 0

22nd. .
| Bought for Ready Money, M
100 dozens of Rum @ Rs. - 10 per
dozen ore e orel - | 1000 6

23rd.
Received from James Hadges & k)o 1100 | ©
TSoid for Ready Money,
250 picces' of Grey Cloth @ R‘!. 10 _
pﬂr Plece vew e (XL 1 eee 2500 0 X T




Book-Keering.

SINGLE ENTRY
DAY-BOOK.

87

Caleutta, 24tk January 1899,

Sold to R. G. Palmer & Co,
60 pieces of Long Cloth @ Rs. 1"
per piece .. ... :
25¢h.
Sold for Ready Money,
50 dozs. of Rum (@ Rs. 12 per doaz.
Bought of Messrs. S. S. & Co., Calcutta,
10 bales of paper @ Rs. 50 per bale

2624,

Pai¢ Messrs, Smithson & Brothers ...
Sold to Madhub Chunder Dutt,
4 bales of paper @ Rs. 55 per bale...
27th.

Paid Messrs. S. S. & Co., Calcutta ...
Sold for Ready Money.
2 bales of paper (@ Rs, 54 per bale.
28¢4.
Recived from Madhub Chunder Dutt.
Bought for Ready Money,
80 chests of tea @ Rs. 20 per chest.

29k, |

Sold for Ready Mongy,
20 chests of tea @ Rs. 22 per chest.

3074
Déposited to Agra Bank Limited ...
Sold for Ready Money,
40"chests of tea (@ Rs. 22 per chest
3ls

1 Deposited to Agra Bauk Limited ...

Fouvio 4.

Rs. | As. | P,
7201 0 | O
600! 0 |0
500 0 | O
2000 0 | O
220 9 i 0
00| 0 | O
108 0 | O
2201 0 0
1600! 0 | O
4401 0 | O
4000 0 [ O
83 (0 |0
o

10001 0 | O




&8 CLErK’s GUIDE
LEDGER
Dr JounN Garrow &Co. ,
"D. B Rs. {As | P.
Folio
1899
Jany.| 6 1 To Cash ... ...| 1697 | 81} ,
1697 "B .,
Dr. Jawes Mu~nro & Co,
3 Folio | [ Rs. [As 7.
Jang| 11| 2 | To Cash .. 900 | \ '
14 2 | ,, Cash [ 500 s ik
18 3 . 20 chests tea nt I . =
Rs 22 e [ 1100 | -
-_________l__-__ - ——
i (2500 |1,
)
Dr. JAMES HAUGES‘EHQUIRE.
Folio T T | Rs. As.| P.
Jany. | 9 2. To Rums ... 400 l 4 -
21 3. s 80 ohests tea at
. Rs. 22 1100 | ,
[ 1500 fT .
Dr. R. G, PaiMEr 8;1\00.
Folio ! Rs. | A | P.
(
Jany. | 13 2. | To 50 bags Sugar...| 878 | ,, { &
24| 4 |, 60pcsLong C&ot.h ¢
: at Rs. 12 720 { ,. sh
l 1595 1 ”



Booxr-Keering. 89
SINGLE ENTRY.
CAwNPORE. Cr!
D.B. | I
“oli | Rs. |As.| P
4 By Sundries . (1697 | 8 | ,,
11697 | 8 | »
BENARES. Cr.
| Folio | Rs. [As. P
8 . | By Sugar 1400 | ,, | ..
21 | ., Cash v oese | 1000 E o | 5
31| |y Balance duz by | 409
’ :| them o | s LA B
) : i 2500 w L o»
CALCUTTA. Cr.
r " Rs. | As.| D,
]
11 B‘}' Cash “en { 400 .t " 1]
23 ”» Cash 'l 1100 |t 1" "
1 i 1500 i " »
CavrcurtT Cr.
; -

! i Rs. | As| P.
a5 ByiCash .. o | 875 | » |
31 y / Balance due 1y ~ 5

j them 720 n_l »
1588 |, 10




80 Crerg’s Going;
LEDGER.
Dr. Aora Bang Limireo:
D.B. Rs. | As.| P.
1899 Folio
Jany.| 14 | 2. | To Cash ... 5000 | 4, | 4
30 4. ,y Cash ... 4000 | , | »
31| 4 | ,, Cash ... 1000 | 5 | »
10,000 ,, |,
Dr. ErnstaAUsEN & Co.
Folio Rs. | As. | P.
Jany. | 19 3. To Cash ... 3 500 i "
31 ,, Balance due to
t-hem 500 ‘ 1" 1
11,0001 ,, |
Dr. SMrrEsox & Broraérs.
Folio Rs. [As. | P
Jany,| 20 | 3. | To Cash ... 4000 | ,, 1
26 | 4. ,» Cash ... 2000 ) ,, | .
6000 . "
Dr. S. 8. & Co,,
| Folio Rs. | As. [P,
Jany.| 27| 4. | To Cash ... ' 500 | ¥
' L sl ol
Dr. MADHUE Cmmknn Derr. é
Folio 3 Rs. [As.[ P,
Jady.{ 26 | ‘4. | To4balespaper... | 220{ ,, | 4
L 220 !




Boox-KzeriNa. 91.
SINGLE ENTRY

ACCOUNT. Cr.

D.B.
Folio Rs. | As.| P.

1899

Jany. | 31 By Balance IO’OOOI w b
1Ol()O(ﬂ 1 19
CALCUTTA. Cr.

Folio
Rs | As. | P.
Jany ( 156 | 2. | By Long Cloth ... 1,000 ,, | o
1,000 ,, "
CaLcurTa. Cr.

Folio
Rs. | As.| P.
Jany | 16| 3. | By Grey Cloth 6,000 s | »
6,000 - i
CALCUTTA. Cr.
Folio Rs. As| P.
Jany | 26 | 4. |By 10 Bales Paper..| 500 AT e
| 500 ‘ » "
CarLcurTa. NS &
Folio Rs. | As. | P,
Jany | 281 4, By Cash ... 220 ,, o
- 220 ." "




52.

CrLerk’s GuiDE.

LEDGER.

Dr CasH.
1899 Rs. As | P,
Jany. | 1 | To Steck 15,000 | ,, | o
3 ,y Sundries ... 150 " »
5 » Sundries 750 " ”
7 | ., Rum 600 | ,, | o
10 s Sugar . . 875 " ”
11 | ,, James Hadges E3qr. 400 | ,, | »
12 | ,, Sundries ... 11,050 4, 1,
15 » R G. Palmer & C b 875 | ,, | »
17 | ,, Long Cloth 480 | ,, | 4
19 | . Grey Cloth 5,000 | ,, | ,
21 | ,, James Munro & Co 1,000 |, | 4
23 | ,, James Hadges ]:.sq 1,100 | -,
23 | ,, Grey Cloth o] 2,500 4 1,
25 | ,, Rums - 600 | ,, | »
27 » I’apcr 108 " "
28 | ,, Madhub Ch. Dutt 220 |, | W
29 yy Tea .o e 440 ” "
30 1" Tea Tes o1n | 880 ” "

32,028




Book-KxerING. 93
SINGLE ENTRY.
Accoonr. Cr.
1896 Re. |As|P.
J&Dyo 1 By Rums “ee " 8u0 | ” ”
4 |, Charges general ... 2001 » | »
6 | ” John Gallon & Co.... | 1,697 | 8]
11 ” James Munro & Co. 900 f » 1]
14 | ,, James Munro & Co. 500 | , | »
14 | ,, Agra Bank Ld. 2,000 ', |
16 |,, Tea oo 2,000 ', |
19 | ,, Ernsthausen & Co. 500 ; o, |
20 | ., Smithson & Brothers 4,000 ; . |
22 1" Rum e wee ]$000 ] n ”
26 | ,, Smithson & Brothers 2,000 | , "
27 1" S. S. & Co. T 500 ; 2] It}
28°] ,, Tea cie 1,600 ! it
30 | ,, Agra Bank Ld. ... 4000 .| ,
31 |, AgraBank Ld. .. 1,000 @ |
31 Balance in hand 633 | 8| ,

”

r

/

A

/

32,028




SINGLE ENTRY.

Memoranda of Purchases and Sales, showing the Stock in hard.

Goobs,

Rum
Rum

Jam

Port Wine
Rice
Sugar
I:g; Cloth
Tea

Tea

Paper

Berhnmpore Silk

Grey Cloth

\l Bovaur

|
100 doszs.
] 100 doszs.

80 pieces.

4 cases.

i

. 1 30 dozens.
{ 150 mds.

] 175 mds.
100 pieces
. 100 chests

10 bales.

80 chests.
790 pieces.

BN
l
[
|
1

|

Sorn,

100 dozs.
50 dozs.
80 pieces,
4 cases,
30 dozs,

| 150 mds,
175 mds,

100 pieces.
100 chests,
60 chests,

- 750 pieces.

6 bales.

BALANCE, Rare. Rs. | As. |P.
50 dozens | at Rs. 10| 500 | ,, |,
20 chests | at Rs, 20 | 400 | ,, },,
.4 bales. | at Rs. 50 | 200 2
Balance Rs, 1,100, -

¥6

'20IN0) 8HYATY



Booxr-KEEPING, 95

SINGLE ENTRY.
BALANCE SHEET ASSETS,

January, 315z 1899,

Cash in hand, ... Rs., 6,330 8 0
Agva Bank Limited , 10,000 0 0
James Munro & Co. ,, 100 0 O
R. G. Palmer & Co. ,, 720 0 0
Goods, e 1,100 0 O _
—_— —18,250 8 0
Liabilities,
Ernsthausen & Co. Rs. 500 0 0
—_ e 500 0 0
Balance Net Capital Rs. 17,750 8 0
Rs. As. P.
17,750 8 0
Amount of Capital at the
Commencement of business, Rs.15,000 0 0
Net profit Rs. 2,750 8 0
e —— e

In the above example, the Balance Sheet for only
one moxth bas been given. In the foregoing way the
balance sheet for a whole year may be made up. In this
way when the Profit and Loss Account of a concern is
made up, it is called the Closing of Books. As the above
is quite comprehensive it is useless to illustrate further.



BOOK-KEEPING

BY

DOUBLE ENTRY.

——
CHAPTER VIL

Folio 1. JOURNAL,

g
=
1

1

e

i

* ol

et

ol

1

Caleutta, 1st January, 1899.
Cash Dr. to Stock,
for the amount in hand .. s
Rum Dr. to Cash,
for 100 dozens (@ Rs. 8
2nd.
Sundries Dr. to John Gallon & Co.
Cawnpur, for an invoice of
37d.
Cash Dr. to Sundries.
for 30 pieces Berhampore Silk

@.5 v
4;'}.'
Charges General Dr. to Cash,

paid for Office Furniture as per

Voucher ... i i
5th.

Cash, Dr. to Sundries as follow :—
for 50 pieces Berbampore

Silk @ Rs, b .25000
2 Cases of Jam each cont.ain-
ing 20 Jars @ Re 28 ... 10000

20 doz. Port-wine @ Rs. 20 40000
2h. —_—
John Gallon & Co.CawnporeDr.to Cash
for the amount paid jn full .
Tth.
Cagh Dr. to Rum.
for 6©.dozens @ Rs, 10 ,,, oxe

Rs.
15,000
200

1,697

150

200

750"

1,697

600 .




Boog-KEEPING, 97

DOUBLE ENTRY.

JOURNAL. FoLio 2.
< e ' .
= Caleutta, 8th January 1899. Rs. |As. |P.
92/Sugar Dr. to Messrs James Munro & Co., -
for 17 maunds @ Rs. 8 ... ...{1,40010 |0
gtk.
2| James Hadges Dr. to Rum, t
for 40 dozens @ Rs. 10 ... ... 400 |0 |0
10tk '
2 Cagh Dr. to Sugar,
for 87 mds. 20s @ Rs. 10 875 (0|0
11¢4.
9| Cash Dr. to Mr. James Hadges,
for the amount received in full .., 400 { 0 |0
9| James Munro & Co., Dr. to Cash, | | .
for the amount paid e .| 900100
1244,

2 Caah Dr. to Sundries as follows i
for 150 mds. Rice @ Rs.
per maund TSO 00
- 9 cases af Jam each contain-
ing 20 Jars @ Rs. 2-8 ... 100 0 0
10 dozens Port-wine @ s 20 =00 0 0
— — l1,050]0]0
1324,
" R. G. Palmer & Co., Dr. to sugar,
~ for 50 bags weighmrr 87% maunds
@Rs. 10 ... .. 875 | 0 {0
_ 14th.
James Munro & Co., Dr. to Cash
fqr the amount p‘ud : .. | 500[00
2{ Agra Bank Limited, Dr. to Cash
for'!,ha amount deposlted ... 5,000 { 0 {0
- 1btk. ' .
Cash Dr. to R G. Palmer & Co,
. for the amount received in full ....| 8750 /0
2} Long Cloth Dr. to Ernsthausen & Co., '
for 100 pieces @ Rs. 16 ... ... 11,000 ) 0 {0

9

b

|2~




98 CLERK’s GUIDE.

DOUBLE ENTRY.
FOLIO 3. JOURNAL.

ﬂ Caleutta, 16¢% January 1899,

3l Tea, Dr. to Cash,
for 100 cheats @ Rs. 20
3; Grey Cloth Dr. to Smithson & Brothers
for 750 pieces @ Rs. 8
1774.
Cash Dr. to Long Cloth,
for 40 pieces (@ Rs 12
184
James Munro & Co., Dr. to Tea,
for 50 chests @ s, 22
1944.
Ernsthausen & Co., Dr. to Cash,
for the amount-paid
Cash Dr. to Grey Cloth.
for 500 picces @ Rs. 10 ... v |
2044 |
Smithson & Brothers, Dr. to Cash,
for the amount paid
2152,
3 Cash Dr. to James Munro & Co,,
| for the amount received ...
James Hadges & Co. Dr. to Tea,
for 50 chests @ Rs. 22
22nd.
31 Rum, Dr. to.Cash,
| for 100 dozens @ Rs. 10 ...

2]

]

-

)

23."1!.
Cash Dr. to James Hadges & Co,,
for the amount received in full
Cash Dr. to Grey Cloth,
for 250 pisces @ Rs 10 .,
A th,

R G. Paliner & Co., Dr. to Long Cloth |

1 for 80 picces @ Re. 12 ... ., |

~ Rs. |As.
2,000 0
6,000| 0
480 o
1,100 | 0
500 0
5,000 ; 0
4,000 { O
1,000 | ¢
1,100 | 0
1,000 | O
FE
1,100
12,600({ 0
720 [0 |

P-

0




f

Book-Kzerineg 99
DOUBLE ENTRY.
JOURNAL. FOLIO 4.
Caleutta, 25tk January 1899, Rs. |As!P.
Cash Dr. to Rums,
for 50 dozs. @ Rs. 12 S Y 600 | 0 |0
Paper Dr. to 8. S. & Co,,
for 10 bales @ Rs. 50 500 | 0 |0
267h. -
Smithson & Brothers, Dr. to Cush
for the amount paid 2,000( 0 |0
Madhub Chunder Dutt, Dr. to Pa.per
for 4 bales @ Rs. 55 . 22010 |0
27tk
8. 8. & Co., Dr. to Cash
for the amount paid in full 500 0|0
Cash Dr. to Paper, .
for 2 bales @ Rs. H4 e S 108 1 0 {0
28¢h.
‘Cash Dr. to Madhub Chunder Dutt,
for the amount received in full 220 | 0,0
Tea, Dr. to Cash }-
for 80 chests (@ s 20 .. ... | 1,600 0 |0
2944, .
Cash Dr. to Tea,
for 20 chests @ Rs. 22 440 {0 (0
30¢k.
Agra Bank Limited, Dr. to Cush
for amount deposited the ... 4000 0 |0
h Dr. to Tea,
for 40 dhests @ Rs. 22 ... .. | 880,00
" 31st.
Agra Bank Limited, Dr. to Cash
for the amount deposited ... we.] 1,000{ 0 'Q



100 Cu;ml:’a Guipg.
FoLiO 1, LEDGER,
Dr. STOCK.
1899 ID. B. J. N,[ Rs. [ As, [P,
Jany. [Felio Folio| .
31 | To Balance... 17,750 8 | ,,
1
| | ,
| |
! | 117,750 8 |,
Dr. o .
Tary Folo | T Vel i TAw [P
1 1 I To eash 100 dozens r 1 Il '
atRe. 8... ..l 800 ', |,
3 3 » Cash 100 dozens | 3 ;
Rs. 10 - 1000 | 4 | »
31 ,, Profit and loss for, }
| net gain l 300 ? i 1w
| 2100- 3 J i1
Dr. SUNDRIES. _ -
Jany. | Folio Folio| Rs, | As. \P,
2 | To John Gallen & Co.{ 1
2 for an Iuvoice of 11697 8 { ,,
,» Profit and loss for
13 net gain 252 8! ,
1950 J e T
Dr, Joun Garron & Co., !
. 1
Jany. Folio Folio| Rs. | As, [P,
8 1 |.ToCash ... 1 {1697 {. 8y




