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INTRODUCTORY.

All progressive banks now prove their accounts by some method similar to the following:
¢ The items of all kinds, before being removed from the teller’s desk, are entered in proper
columnns upon books or shects, and the totals of these columns (which show separately the
total checks received for the clearing house, the checks on out of town banks, the checks of
depositors, etc., etc.), must agree with the totals as shown by the various departments to
which the items have been distributed.”— Banker's Magazine, June, 1899.

It seems to be the consensus of opinion of the leading bank cashiers and accountants
that the above embodies the true principle upon which all bank accounts should be kept.
It not only affords the most satisfactory proof of the various accounts that has ever been
devised, but, all things considered, it amounts to a great saving in time. Numerous banks
have informed us that under the old system their clerks were never able to leave before six
o’clock, and often not before eight- or nine, while now the work is practically all completed
by four o’clock, and the clerks are gone by half past four or five, it never being necessary
for them to spend long weary hours scarching for errors as by the old process.

We believe this book contains the most exhaustive, and at the same time, the most concise
presentation of what may properly be termed the new bank accounting that has yet been
given. The detailed account of the organization, practical management, and methods of
banks is such as we have ascertained to be the most approved practice, and while much of
the matter given is not usually found in works of this character, we have presented it feeling
that there iz a demand for more accurate and concise information in regard to the detail
work of banking institutions.



MODERN BANKING AND BANK ACCOUNTING.

THE BUSINESS, ORGANIZATION AND PRACTICAL MANAGEMENT OF BANKS.

What is a Bank? A bank* is an institution organized for the purpose of receiving
deposits of money, making loans, discounting, paper, making collections, and effecting the
transmission of money from one place to another. A bank is primarily a place for the safe
keeping of moncy. A banker is a dealer in money.

Sources of Receipts. The disposuble means of a bank consist of capital paid in by
the shareholders; notes it can circulate, if it be a national bank; money deposited with it
by its customers; money collected for customers and banks (which is frequently held a short
time before being paid); money received in the course of transmission (sale of exchange)
which, of course, must be répaid in another place; and bills rediscounted.

Sources of Disbursements. A bank’s disbursements consist of checks, drafts, etc.,
cached by the paying teller; bills discounted; time and demand loans made; money paid out
for current expenses; shipments of money to other banks in settlements of balances; and
interest paid on time deposits.

Profits. 'The profits of a bank arise mainly from discount, interest, dividends on stocks
and bonds held, and collection and exchange.

Services Rendered Depositors. The principal services which a bank renders to its
depositors are: Affording a safe and convenient place in which to keep money; paying
checks as directed by the depositors; collecting checks, notes, drafts, etc.; discounting notes
for and making loans to the depositors; and providing means for the transmission of money.

Kinds of Banks. Banks are divided into the following classes: national, state, and
private. Banks which issue notes which circulate as money (as national banks) are often
termed banks of issue, while those which do a discount business, but do not issue bank notes,
are known as banks of discount.

NATIONAL BANKS.

What is a National Bank? A national bank is a bank organized under an act passed
by Congress, entitled ‘‘ The National Bank Act”; and in addition to doing a general banking
business, it has authority to issue circulating notes against bonds deposited with the U. S.
Treasurer. The government does not own nor conduct the bank, but only authorizes its
creation and prescribes the mode of doing business. Every banking association doing busi-
ness under this act is governed by the same principles, is subject to the same inspection,
uses the same forms in making reports to the comptroller at Washington, and is liable to
the same penalties for the violation of any requirement of the national banking law.

Comptroller. National banks are under the direct supervision of the Comptroller of
the Currency, Washington, D. C. The comptroller is appointed by the President on the
recommendation of the Secretary of the Treasury, by and with the advice and consent of the
Senate. He holds his office for a term of five years, and receives a salary of $5,000 per year.

*Any institution that receives deposits subject to check, and loans money on security, is doing a banking
business,

5



6 MODERN BANKING AND BANK ACCOUNTING.

Ile is required to give bond for $100,000. He cannot be interested in any national bank,
and must make a report to Congress ouce a year. lle appoints all bank examiners and
receivers for insolvent national banks.

National Bank Examiners. These officials are appointed by the comptroller to
examine the affairs and report upon the condition of national banks. They are paid a
certain amount for each bank examined. Under the law there is no limit to the number of
examiners who may be appointed or the number of times a bank may be examined, both
being left to the judgment and discretion of the comptroller. All national banks, however,
are usually examined at least as frequently as once a year.

Powers. National banks have power to adopt and use a corporate seal; to have succes-
gion for a period of twenty years; to make contracts, to sue and be sued; to elect directors,
and by its board of directors to elect officers, to make all needful by-laws not inconsistent
with the national bank act, to discount and negotiate notes, drafts, bills of exchange, ete.;
to receive deposits, buy and sell exchange, coin and bullion, to loan money on personal
security, and to issne and circulate its own notes.

An act of July 12, 1882, provides that a national bank may, any time within two years previous to
the date of the termination of its existence, extend its period of succession for not more than twenty years,
by the approval of the comptroller.

The words ‘‘ personal security " are used in contradistinction to real estate security, and do not mean
that national banks are limited to loaning money on the security afforded by indorsers or personal sureties.
On the contrary, national banks have a perfect right to loan money on stocks and bonds, bills of lading,
warehouse receipts, choses in action, or other personal chattels. In the absence of collateral, banks usually
endeavor to get at least two names to all paper which they discount or upon which they make loans, but
such is not obligatory under the statute.

Stockholders’ Liability. The stockholders of every national banking association are
held individually responsible for all debts and engagements of said banking association to
the extent of the par value of their stock in addition to the amount invested in such stock.
In other words, if a stockholder owns $2000 in capital stock of a national bank, and such bank
should fail, he may be called upon by the comptroller to pay in to the bank 2000 in cash in
addition to the loss of his stock, if such be necessary for the adjustment of the bank’s liabilities.

Real Estate. National bunks are prohibited from holding real estate except under the
following conditions:

The building in which it does business, and land mortgaged to secure & loan which was
made in good faith upon personal security, but such land cannot he held for a longer period
than five years. Banks cannot make loans on their own stock except to prevent losscs on
loans previously made.

Reserve. National banksare required to keep on hand at all times a lawful money reserve.
This reserve shall equal 25% of the deposits if the bank is located in a large city, and 15 of the
deposits if located in a small city.

Overcertifying Checks. National banks are prohibited under severe penalty from
certifying a check in excess of the depositor’s account.

Surplus. Each national bank shall accumulate a surplus by setting apart one-tenth of its
net profits before declaring any dividend, until the surplus equals 207 of the capital stock. It
is further provided that no dividend shall be declared in excess of the net profits, after deduct-
ing the surplus. It is unlawful to pay out the capital or surplus in dividends, without the sur-
plus is in excess of the required 20%, in which case it may be disposed of as the bank sces fit.
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Reports to Comptroller. Banks must make at least five reports to the comptroller
during the year. These reports are made at such times as the comptroller may call for them.

ORGANIZATION OF A NATIONAL BANK.
StccessSIVE STEPs NECESSARY.

Number of Persons Necessary. An association for carrying on the business of
national banking may be organized by any number of persons, not less than five.

Capital Required. The national banking law provides that national banks in cities
of 50,000 persons, or under, must have a capital of not less than $100,000. If the population
of the city exceeds 50,000 persons no national bank can be organized with a capital of less
than $200,000. In towns of 6,000 inhabitants and under, national banks may be organized
with a capital of $50,000, and in towns of 3000 inhabitants and under national banks may be
organized with a capital of 25,000, with the approval of the Secretary of the Treasury.

Selecting a Name. Auny name may be selected which does not conflict with some name
already in use in that particular city. If there are other national banks in the city, but no
First National bank, the name Firet National cannot be used. No bank or banking associ-
ation except a national bank has a right to the use of the word ‘ national.”

Securing Subscriptions to the Capital Stock. This is usually done by a committee
appointed to attend to the matter. It is generally considered wise to distribute the stock,
so far as can conveniently be done, among the varied interests of the city and surrounding
country. For the purpose of securing subscriptions a blank similar in form to the following
is employed. .
SToCK SUBSCRIPTION LiIsT.

We, the undersigned, do hereby subscribe for the number of shares
of stock set opposite our respective names, for the organization of a
national banking association, to be organized under the laws of the
United States with a capital of One Hundred Thousand Dollars, dividegd
into One Thousand Shares, the par value of each share being One Hundred
Dollars; said national banking association to be located in the city
of Chester, State of Pennsylvania, and to.be called the "Traders

National Bank."®

Yuno| CaiMbaimar) | i MaimSC T
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8 MODERN BANKING AND BANK ACCOUNTING.

Notice to the Comptroller. When the promoters have selected a name for the bank
the comptroller should be notified and his approval of the title obtained. The notice should
be signed by at least five subscribers to the stock, and read as follows:

Chester, Pa., June 1, 1901.
To the Comptroller of Currency,
Washington, De. Ce

Dear Sir:---Notice is hereby given that we, the undersigned,
béing na&ural persons of lawful age, intend, with others, to organize
a national banking aaéociation under the title of "Traders National
Bank of Chester," to be located at Chester, County of Delaware, State
of Pennsylvania, with a capital of One Hundygd Thousand Dollars.

In order that we may effect such organization we request that

blank forms be sent to Je Ce Williams, at Chester, Pa., and if the title
selected shall be approved, that it be resefved for us for the period

of sixty day

NAME, RESIDENCE.

FailNawimar) | i Tain St
%7@ oy Topped L.

Good Faith. A statement should be made on the opposite side of the form above given
as to the business of cach of the applicants, and his financial strength. Also a statement
should be made by some responsible person acquainted with the promoters that the informa-
tion is, in his opinion, correct, and that the persons are acting in good faith. When conven-
ient it is well for the application to be indorsed by the member of Congress from that district.
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Natural Persons. The corporators must be natural persons, that is, human beings.
Corporations and joint stock companics cannot become organizers of national banks.  Part-
nerships are also excluded under the terms of the statute. 1f a firm desires to take stock
this should be done through one of the partners until after the corporation is formed, when
the stock may be transferred to the firm name.

Articles of Association. Persons desiring to organize a national bank shall enter
into articles of association which specify in general terms the object for which the asso-
ciation is formed. It may contain any provisions not inconsistent with the law. The
articles shall be signed by five or more of the persons desiring to form the association, and
a copy of them must be forwarded to the comptroller to be kept on file in his office, while
another copy should be retained by the bank.

Forms. :The forms of articles of association, organization certificate, ctc., are furnished
by the comptroller, and as it is advisable to use these forms, it has not been deemed necessary
to show them in this work. Under the several titles we have given a brief explanation of
the information which must be given.

Organization Certificate. The national bank act provides that persons desiring to
organize a national bank shall make an organization certificate which shall specifically state
(a.) the name of the association (which shall be subject to the approval of the comptroller),
(6.) the location, that is, the place where its operations of discount and deposit are to be
carried on, (c.) the amount of capital stock and the number of shares into which it is
divided, (d.) the names and residences of the shareholders, and the number of shares held
by each of them, and (e.) a statement of the fact that the certificate is made to enable such
persons to avail themselves of the advantages of the national bank act.

Signed and Acknowledged. The persons who signed the articles of association must
sign the organization certificate, and only such persons. Each person signing the certificate
is required to acknowledge his signature thereto before a notary public or.a judge of some
court of record. As soon as acknowledged, the certificate should be filed with the comptroller.

Electing Directors. After filing the articles of association and the organization cer-
tificate, the next step is the election of directors, which is done by a meeting of stockholders
held for this purpose.

Numbers and Qualifications of Directors. The national bank act requires that
every national bank shall have at least five directors, and each director must own at least ten
shares of the stock. They must all be citizens of the United States, and at least three-fourths
of the directors must have resided in the state or district in which the association is organized
for one year immediately preceding their election. The office of bank director is a very
responsible position, and no man should accept it if his outside duties are such that he will
be unable to give the necessary attention to the requirements of the position. Every director
must take an oath that he is qualified to fill the office, and that he will faithfully perform
the duties thereof. (Blank forms are furnished by the comptroller.) :

The president of the bank must send the oath of the directors to the comptroller of
the currency.

Electing Officers. The directors should elect a president, vice-president, and cashier.
The cashier usually appoints the tellers and employs the clerks and other assistants.

Payment of Capital Stock. At least 50% of the capital stock of every national bank
must be paid in before it will be authorized to commence business. The remainder of the
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stock shall be paid in installments of at least 10% each, as frequently as one installment at
the end of each succeeding month from the time it shall be organized by the comptroller of
the currency to commence business. The payment of cach installment must be certified to
by the president or cashier at the end of the month, and such forwarded to the comptroller.
Either the president or the cashier may be directed to attend to the collecting of the first
payment of 504. It is usually customary to collect the amount and deposit it in some bank
until the association is ready to begin business.

Certificate of Officers and Directors. When 50% of the capital stock has been duly
paid, a certificate should be made to the comptroller stating the amount paid in as permanent
capital, the name and place of residence of each director and the amount of stock which he
owns in good faith, and that the bank has complied with all the conditions prescribed by the
national bank act. This statement must be signed and sworn to by a majority of the
directors and by the president or cashier.

Deposit of United States Bonds. Every national banking association, before it can
be authorized to commence business, shall deliver to the treasurer of the United States
United States registered bonds bearing interest, to an amount not less than one-fourth of its
capital if the capital iz $150,000 or less. If the capital is in excess of 150,000, $50,000 in
bonds must be delivered. Before the bonds are delivered they should be assigned to the
treasurer of the United States. In making the assignment great care should be taken to give
the correct name of the bank. If the word ‘“The” is included in the corporate name, it
should never be omitted.

Coupon bonds may be used, as the treasurer is aunthorized to receive them and issue
registered bonds for a like amount.

Circulation. National banks are entitled to receive circulating notes to the amount of
90% of the par value of the bonds deposited with the United States treasurer, unless the bonds
are below par, in which case they are entitled to receive 90% of their market value. National
banks holding thirty-year 24 gold bonds are permitted to circulate notes to the full face
value of the bonds deposited with the United States treasurer up to amount of their capital
stock. An order for these notes should be sent to the comptroller. The bank pays for the
plates for engraving the notes, but the notes are printed by the treasury department and
forwarded to the bank. These notes must be signed by the president or vice-president, and
the cashier.

Tax on Circulation. A tax of 1# per annum on the average circulation is required to
be paid to the treasurer of the United States. The tax on the circulation of banks holding
thirty-year 2% bonds is 4% per annum.

Comptroller’s Certificate. When all the conditions of the national bank act have
been complied with, the comptroller of the currency issues a certificate authorizing the asso-
ciation to begin business. The bank must publish the certificate for at least sixty days (a
weekly insertion is sufficient) in a newspaper published in the city or the county in which
the bank is located. ’

STATE BANKS.

How Organized. State banks are organized under the laws of the state in which they
are located. The preliminary steps arc much the same as those in organizing national banks.
The subscription list is taken, articles of association and a name are adopted, and a board of
directors and officers elected. A copy of the articles of association is filed with the bank
superintendent of the state when there is such an officer, or with the comptroller, and
another copy is filed in the office of the clerk of the county in which the bank is to be located.
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Circulating Notes. Previous to July 1, 1866, state banks issued notes which circulated
as moncey, but on that date the government imposed a tax of 104 on the circulation of all
state banks, which had the effect of withdrawing the circulation as the rate was too high to
allow any profit to the banks.

Difference Between State and National Banks. National banks are organized
under the national bank act which was passed by the United States Congress, and said
banks are under the supervision of the general government at Washington. State banks are
organized under the laws of the various states, and are subject to the restrictions imposed
by the statutes of the said states. National banks alone issue circulating notes, and this
latter feature forms the principal point of difference between the two kinds of banks.

Advantages. It is claimed that state banks possess some advantages over national
banks, among which are the following:

They are not examined so critically; in some cases they are not required to make returns
to state officials, and in no case such full returns as are required by the national bank act;
they can certify checks in excess of the amount which the depositor may have in the bank,
and are not required to hold United States bonds.

PRIVATE BANKS AND BANKERS.

Private Banks. A private bank is organized and operated by an individual or a firm.
In opening such a bank no formality is required, unless restricted by statute. There is no
responsibility to the government, state or national. The safety of such banks consists in
the financial responsibility of the individual or individuals who conduct them. The busi-
ness conducted by them is much the same as that conducted by state banks. They receive
deposits on which they usunally allow a small rate of interest. They buy and sell exchange,
commercial paper, etc.

Private Bankers. Private bankers aro of two kinds; those who conduct a business
the same as private banks, and those who deal in foreign exchange. The latter buy com-
mercial bills drawn against grain and other produce shipped to foreign countries, sell drafts
on foreign banks, and issue letters of credit to travelers.

In New York state all private banks are examined by the state bank examiner, and, with a few excep-
tions, restrictions are imposed similar to those imposed upon state banks.

Bankers and Brokers. Bankers and brokers usually buy and sell stocks and bonds
for their customers, and in addition to this carry on a general banking business, receiving
deposits, paying sight drafts, checks, etc. They often permit their customers to overdraw
their accounts, as they have for safe keeping the customers’ stocks and bonds, and such
securities are ample protection for overdrafts to a certain amount.

SAVINGS BANKS. -

How Organized. Savings banks are organized under the statutes of the different states
by a number of persons, usually more than ten, who make application in due form for the -
privilege of organizing such & bank. These associations are mutual. They have no capital
like a state, national, or private bank, but their capital consists of the money put into the
bank by the depositors. Every one who puts in money is practically an owner, and the profits
are divided among the depositors in proportion to the amount that each has to his credit.
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Purpose. A savings bank is, as its name implies, an institution for the purpose of
encouraging cconomy and caring for the savings of the people. T'he deposits are not subject
to check as in other banks, but the depositor is usually required to give thirty days’ notice
when he wishes to withdraw his funds, although in many banks this notice is waived at the
option of the bank.

Investments. As safety is considered paramount to profit, the law prescribes the char-
acter of the investments of the savings institutions. The investments which are usually
permitted are loans on pledges of the stocks and bonds, investments in stocks and bonds,
and mortgage loans. Usually the stocks and bonds in which savings banks may invest are
prescribed by the law. In some states they are allowed to invest in United States govern-
ment bonds and bonds of their state only.

Interest. Interest is usually allowed depositors semi-annually on the first day of July
and the first day of January of each year. The current rate is at present wavering between
4% and 3%. If the interest is not withdrawn it will itself draw interest as a deposit.

Difference Between Savings Banks and Other Banks. The savings bank is
intended to serve its depositors only by safely keeping and investing their money for them.
State and national banks do not undertake to invest the depositor’s money for him, but they
provide a safe place for the keeping of his money, a convenient means of muking payment
by check, make collections for him, discount his paper, etc. Thus it will be seen that the
state and national banks open their doors to business men, while the savings bank opens its
doors to savers, to those who wish to lay by a small amount of money each week or month,
as the case may be.

LOAN AND TRUST COMPANIES.

How Organized. ILoan and trust companies are organized by a number of persons,
usually ten or more, under the laws of the various states.

Kinds of Business Transacted. Thesc companies usnally receive deposits and make
loans, but they do not undertake the collection of commercial paper. They act as agents
for corporations in transferring stocks and bonds, make investments, collect interest, act as
trustees, receivers, executors, administrators, etc. Many companies have boxes in fire and
burglar proof safes which they rent to customers who desire a safe place for the keeping of
valuable papers, ete.; others make a business of examining and insuring titles to real estate.
This latter practice has grown quite extensively within recent years.

OFFICERS.

The officers and clerks of a bank are usually a president, vice-president, cashier, receiving
teller, paying teller, note teller, general bookkeeper, individual bookkeeper, discount clerk,
collection clerk, messenger, and porter; together with the necessary assistants in the various
departments.

The duties of the officers vary slightly in different banks; neither do all banks have
exactly the same number of officers.

President. The president is the chief executive officer of the bank, and presides at

the meetings of the board of directors and generally exercises the authority of the board
during its recess. Some banks have a vice-president who assumes the functions of the
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president during his absence. The circulating notes and certificates of stock should be
signed by the president or vice-president and cashier. It is also customary for the president
to sign the minutes of all business meetings which should be attested by the cashier. The
receipls for circulating notes received from the comptroller of the currency should be signed
by the president or cashier. In some banks the president attends to making the larger
portion of the loans, and devotes his full time to the bank’s interests. In such cases he is
paid a regular salary; but when he devotes only a small portion of his time to the bank’s
interests, the position is usnally considered honorary, and no salary is paid.

Cashier. Unless there is a vice-president, the cashier ranks next to the president, and
is in reality the manager of the bank. He has authority to pay out the bank’s funds, and
to borrow money in the name of the baunk. He may also indorse the bank’s paper for the
purpose of securing loans. He is appointed by the hoard of directors, and is required to
furnish bond for the faithful performance of his dutics. He keeps a record of the meetings
of the board of directors, for whom he is the acting secretary. The certificates of stock
issued to shareholders are signed by him as well as by the president, as are also the circu-
lating notes. The cashier usually signs all drafts drawn on other banks, and indorses per-
sonally or by deputy all drafts and notes sent away for collection. All notes and drafts
received from other banks are indorsed to him. He has charge of the internal workings of
the bank and supervision of the clerical force.

Duties of the Tellers, ete. The duties of the various tellers and clerks are explained
in the several chapters under which they are treated.

STOCK BOOKS AND RECORDS.

Minute Books. "T'wo minute books should be kept; one for the stockholders, and one
for the directors. In the first should be transcribed a complete record of the meetings of
the shareholders, which records should be signed by the chairman and approved by the sec-
retary. After the organization of the bank, stockholders’ meetings are held at least once
a year. A bank is a corporation and the stockholders are the ones who decide in regard
to its management. They elect the directors, and the directors are in reality the managers
of the bank, although they entrust the active management to the president and the cashier.
The minutes of the directors’ meetings should be kept by the cashier. Any ordinary record
book may be used as a minute book. (See form of Stock Certificate, page 14.)

Stock Certificate Book. Wlen the subscribers pay for their subseriptions they are
given a certificate of stock.

The certificates of stock should always be bound in book form, one on a page. They
should be numbered consecutively, and the stub should contain a complete record of the
certificate, showing its number, to whom issued, date of issue, etc.

The certificate usually has a form on the back thereof for use when the holder wishes to
transfer it. (See page 15.)
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ForM OF INDORSEMENT ON BACK OF SToCK CERTIFICATE.

KNOW ALL MEN BY THESE PRESENTS, That ... ... ... . .. ... ,theundersigned,
for value received, do..... hereby irrevocably constitute and appoint . . . b0 be
............... true and lawful attorney for. ... ... ...aedin. . ;wame
and behalf to sell, assign and transfer unto .. .. . 07 any other person or
persons.. .. oo~ .. Shares in the Capital Stock of

THE CENTRAL NATIONAL BANK OF PITTSBURG, PA.
And further, one or more persons under. .. L to substitute with like power.
In Witness Whereof, ... ..ha . hereuntosel . . . . .. hand .. and seal this.............
day of ... , 19 .
Witness present,
—A
{ SEAL. %
......... :

STOock TRANSFER Book.

The records of transfers are generally bound in a book, two on a page, and although
appearing to have a stub they are never detached therefrom. Some banks do not keep the
above record, but consider the indorsement on the back of the certificate sufficient. No
transfers should ever be made except upon the presentation of the old cortificate. Should
the old certificate be lost, the stockholder should be required to give a bond of indemnity
for double the amount of the stock so lost before duplicate should be issued.

Cancelling Certificates. Old certificates should always be cancelled by stamping
across the face in red ink the word ‘“ Cancelled,” together with the date thereof. The sig-
natures of both officials should also be mutilated by cutting a triangular piece thus A out
of the bottom of the certificate.

In case a woman who owns stock while single wishes to transfer it after she is married, she should sign

both her legal name and her maiden name, thus:
Mrs. Louisa Johnson Brown,

formerly Miss Louisa Johnson,

Selling Part of Stock. Whenever a stockholder sells part of his stock the old certifi-
cate should be taken up and a new certificate issued.
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STtocK LEDGER.

This book should be kept so that the difference between the sides of the accounts will at
all times show the amount of stock owned by the various stockholders. When a man is an
original stockholder it is customary to write the word ‘cash ” in the column ‘‘From Whom
Received ” when crediting him with his stock. When transfers are made, the name of the
stockholder from whom the stock was purchased should be written in the column entitled
“From Whom Received.” The postings in the stock ledger to the credit of the shareholders
are made directly from the stubs of the stock certificate book, and the postings of the debits
or transfers are made from the stock transfer book.

The foregoing are all the stock books that it is necessary to keep, though many banks
deem a stock register and transfer book essential, as a check upon the stock ledger and a
book of ready reference. Where the transfers of stock are numerous, such a book undoubt-
edly has points in its favor. :

STOCK REGISTER AND TRANSFER BOOK.
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The left-hand side of the above book is used as a register for stock issued, the items being
obtained from the stubs of the stock certificates. The right-hand columns are used for
recording the transfers. The footing of the column entitled ¢ Shares,” on the left-hand
side minus the sum of the footings of similar columns on the right-hand side should be the
amount of the capital stock, or stock outstanding. The first footing (1050) represents the
stock originally issued. On the above model 450 shares were issued to C. F. Montgomery.
He sold 100 shares to H. M. Crawford and 150 shares to Marion Thornton. The date of
sale is entered after Montgomery’s name. The number of Crawford’s certificate and the
amount of shares sold to him are entered on the right-hand side of the book after Montgom-
ery’s name, and on the left-hand side before Crawford’s name. The stock sold to Thornton
is treated in a similar manner. Montgomery should surrender his old certificate and a new
certificate should be issued to him for the stock he still owns. The names of the existing
stockholders may be easily ascertained by taking the names of the persons without any trans-
fers standing opposite them. The total of the stock owned by said persons should agree
with the capital stock account upon the general ledger.

Dividends. Under the national bank act banks are permitted to declare dividends
gemi-annually, but before the declaration of a dividend they must carry 4% of their net profits
to the surplus fund until that fund shall amount to 20% of the capital stock. The method
of declaring a dividend is usually as follows:

At the regular semi-annual meeting of the board of directors the cashier presents a state-
ment showing the receipts and running expenses of the bank, and the net profits. The
board of directors decide what sum shall be charged to surplus, what to bad debts, etc.
From the remainder they declare the dividend.

ForM oF DIVIDEND BooK.

£ 24 Semi-Annual D@iden% s, 1901, ¢ 7%

The stockholder comes to the bank and draws his dividend, writing his name as a receipt
in the space provided therefor. This is the old custom, and many banks prefer to continue
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it for the reason that the method gives the officers an opportunity to meet and talk with the
stockholders. Some banks send a dividend check to all stockholders, and as these checks
are payable to order, the indorsement on the check is considered a sufficient receipt.

ForM or DivIDEND CHECK.

OPENING ENTRIES UPON THE GENERAL BOOKS.

These entries may be made by the use of credit and charge tickets, or upon a General
Journal. When the stock is all subscribed for, Subscription account should be debited and
Capital Stock credited for the full amount of the subscription list, thus:

Subscription, 100,000
To Capital Stock, 100,000

As the stock is paid for Subscription account should be credited and Cash debited, pro-
vided payment is made in cash. When the first installment of 50% is paid the entry would
appear as follows:

Cash, 50,000
To Subscription, 50,000

By the above process the Subscription account at all times shows the amount of capital
stock that is yet to be paid in.

Expenditures incurred in organizing should be charged to ¢ Organization.” Such expenses
are more common in the formation of general corporations than in 'banks. When United
States bonds are purchased U. S. Bonds shonld be debited for the par value of the bonds,
and Premium for the amount of the premium. Cash is credited. A separate account must
be opened with Bonds Deposited with the U. S. Treasurer. When national bank notes are
received from the comptroller they should be signed by the president and cashier and placed
in the custody of the paying teller or other officer who has the cash in charge. Cash is
debited and Circulation credited. In making the report to the comptroller a national
bank must not include its own notes in its resources, but the amount on hand should be
subtracted from the amount received from the comptroller, and the amount outstanding
should be credited to Circulation. When lawful money is forwarded to the U. S. Treasurer
for the 5% redemption fund, as provided by the national bank act, Cash should be credited
and Redemption Fund debited.
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. CHECK SHEET METHOD OF BANK ACCOUNTING.

This method provides for check or proof sheets to be kept by the Receiving, Paying, and
Note Tellers and by the General Bookkeeper. Each sheet is ruled with a number of columns,
80 arranged that the totals may be used for proving separately the debits and credits of the
general ledger, the debits and credits of accounts with customers, the debits and credits of
accounts with other banks, the checks for the clearing house, the balance of cash on hand,
and the remittances to and from other banks; in fact, every department of bank accounting.

It is obvious that all money, checks, notes, drafts, etc., received or disposed of, must
make their entrance or exit through certain avenues or departments; in most banks these
departments are in charge of the tellers,—paying, receiving, and note,—and the clerks,—mail,
discount, and collection. The first four are those which are chiefly considered. Reasoning
a priori, the debits or credits of any particular account or class of accounts, should not be
different from what the various means of entrance or egress indicate should be charged or cred-
ited to such account or accounts.

We have only to ascertain the amount of any particular kind of paper which has been
received, as shown by the several channels of entrance, to determine the amount of that
particular paper which we should have on hand. For example: The sum of depositors’
checks which have been cashed by the paying teller, plus the sum of those which have been
taken on deposit by the receiving teller, and the sum of those received by the note teller
and from the clearings and by the mail (from other banks), should equal the total checks
charged to depositgrs on the individual ledger. In the event of a disagreement, we not only
know there is an error, but we know in what particular book and on which side of that
book the mistake has been made. Again: The sum of the checks on out of town banks

which have been cashed by the paying teller, plus the sum of those which have been taken
in by the note teller, and the sum of those which have been received by the receiving teller
and by the mail clerk, must equal the total of our remittances of cash items to other banks;
for it is evident we can have nothing to send away which we did not receive. If the amounts
are not equal we know there is an error on the debit side of our accounts with out of town
banks. ‘We do not need to examine the credit side of these accounts nor check our individual
ledger. 'The error is definitely located on a particular side of a certain class of accounts,
and it is the work of but a few moments to find it and make proper correction.

The method is sufficiently flexible to be adapted to any set of bank books. The number
of proofs obtained may be increased or diminished to meet the exigencies of the business and
accord with the views and inclinations of the cashier. While it increases the clerical work
in some departments (notably the receiving teller’s) it effects a corresponding decrease in
others, and insures a degree of accuracy not attained by any other method that has yet been
devised.

DEPARTMENTS.

For the convenience of the student, the work will be divided into the following departments:
Tellers’, Mail, Individual Bookkeeper’s, General Bookkeeper’s.

TELLERS' DEPARTMENT.

This department includes the receiving teller, paying teller, discount clerk, collection
clerk and note teller, whose duties will be considered in the order named.
The duties of the various officials and clerks are not the same in all banks.
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RECEIVING TELLER.

SecrioN 1.*—Duties. The receiving teller, or, as he is frequently called, the second
teller, ranks in position next to the paying teller. He receives all kinds of money, checks,
drafts, etc., for deposit, from customers, and makes the original credit entries in the depos-
itors’ bank books. He should be rapid and accurate in counting and handling money and
able to detect counterfeit bills and coin, and forged negotiable paper. In some banks, all
funds received, from whatever source, pass through the receiving teller’s hands; in others,
the receiving teller takes the deposits only. His duties in this work will be limited to the
taking of deposits and the issuing of certificates of deposit and cashier’s checks.

Sec. 2.—Examination of Deposits. All items which a customer presents for deposit
ghould be carefully examined. Money should be cxamined for the purpose of detecting
counterfeit bills and coins. Checks on our bank should be examined in regard to the indorse-
ments, dates, form, and the genuineness of the signatures of the drawers. Checks on other
banks should be examined in regard to dates, indorsements and form.

It matters not whether paper offered for deposit is payable to order, or to bearer, the
depositor should always be required to place his indorsement thereon.

Sometimes when there is a long line of dcpositors at the receiving teller’s window, he may, in the rush
of business, take checks which are not signed, or which are not filled out properly: the writing has a
familiar look, and he takes it for granted that the check is all right. In such instances, were the customers’
indorsements omitted it would be very difficult to rectify the error. It is not necessary for the receiving teller
to submit each check to that careful scrutiny which the paying teller must exercise, as persons who forge
or raise checks are rarely depositors of the bank.

Sec. 3.—Opening a Bank Account. A person desiring to open a bank account should
get some one to introduce him who is well known to the bank officials. At the time the
account is opened, the authorized signature of the person who opens it is taken in a signa-
ture book. This book is provided with columns for the signature of the customer, his
address, business, and by whom introduced. The following is a form of such book:

SIGNATURE BOOK.

NAME. ADDRESS. BUSINESS. By Waon Intaooucen

IMTgor~ | ohUmion ST, | Drugeit” | SOl etlon.

It the account is opened by a firm, the firm signature should be given in the handwriting
of each person who has authority to draw checks. If opened by a corporation, the signature
ot the official empowered to make disburscments, should be given, together with a copy of
the by-laws conferring such authority. A person should be careful to sign his name to all
checks that he draws in the exact manner in which he has written it in the signature book.

*8ection number has reference to the numbers which run consecutively throughout the book. Trans-
actions are numbered for each day, but their numbers are not preceded by the word ** Section.”
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Sec. 4.—TUse of Cards for Signatures. For the convenience of the bank, cards
showing the depositor’s signature, address, business, and by whom introduced are frequently
used instead of the signature book, or, in addition to the book. These cards may be filed
alphabetically in a small case, convenient to the paying teller, so that he may examine the
depositors’ signatures whenever he deems it advisable. This is an especially desirable practice
when the function of paying teller is performed by more than one person.

Sec. 5.—How Dealings are Commenced. After the customer gives the bank his
signature he is supplied with a bank book, deposit tickets, and a book of blank checks, and
commences his dealings by filling out a deposit ticket for the amount of money he wishes to
deposit, aud presenting this ticket with the money and his bank book to the receiving teller.

Sec. 6.—Deposit Ticket. This ticket is
made out by the depogitor, who should list his
bills, gold, silver, and checks separately. Each

DEposiT TICKET.

check, money order, or express order must be put DEPOSITED IN
down on the deposit ticket as a separate and dis- Missouri RNational Bank,
tinct item. Kaous City, Mo.

Some banks require only the specie and bills to be FOR THE ACCOUNT OF

shown separately. All, however, require checks to be g
listed separately, and in Philadelphia and some other
places it is the general practice to write the name of the ﬂ

bank on which the check is drawn immediately to the left catzr it £, 190 /
of the amount on the deposit ticket, provided the check
is drawn on a bauk located in the city in which it is de- —
posited. If drawn ou an out of town bank, the name of Dollars|Cents
the city is given instead of the name of the bank.

Bills, .o ML 2222
Sec. 7.—Explanation of Characters on |5 ¥ ,,
Deposit Ticket. A check (;°) mark placed in ; o2
front of an item indicates bills, gold, or silver. SIVF, ool
A cross (X) indicates a check drawn on a bank in | Checks,.—...... X} 3 Ld o
our city which is a member of the clearing house.* o oo
“C” is used to designate checks drawn on LGy L2504
banks outside of our city. ¢ B” is used to desig- 7, B WA
nate checks drawn on our bank. €0 ” is used to Vs e,
designate checks drawn upon banks in our city a .z
which are not members of the clearing house, or .
upon our city treasurer. [’f‘ S22l
Al 200

The above characters are purely arbitrary and

are placed on the deposit ticket by the receiving 2224 0.7
. . . 7

teller at the time he receives the deposit.

*In New York the clearing house number of the bank
on which the check is drawn is used to designate clearing
house checks. For example: If a check were drawn upon
a bank whose number is 49, this number would be written
in front of the check, instead of the letter X which we
employ.
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Skc. 8.—Post-Office and Express Money Orders. These orders are usually settled
through the clearing house, and when so paid they should he marked on the deposit ticket
with an X.

In the event that it is necessary to collect such orders from the post-office or express office directly, they
would come under the title of City Cash Items, and should be marked with an **O.” When express com-
panies are not members of the clearing house, it is usually customary for banks in the Eastern and Middle
States to remit express orders to their New York correspondent, as nearly all express companies have a
New York office, and the remittance of these orders to that point gives the remitting bank an increased
balance against which to draw drafts.

Sec. 9.—Method of Handling a Deposit. When a deposit is presented, the receiving
teller takes it, turns the bank book face downward, and proceeds to count, first the bills,
then the gold, and then the silver. If these items are found correct, a check mark is placed
in front of each of them on the deposit ticket. (See model deposit ticket, page 22.) Each
check is next examined in regard to signature, amount, and indorsements. If correct, and
the amount shown on the deposit ticket agrees with the amount shown on the check, a
character indicating the location of the bank on which the check is drawn is placed in front
of the amount on the deposit ticket. On the model deposit ticket, the check for $346.50 is
drawn on the Commercial Bank of our city. This bank is a member of the clearing house,
8o an X is placed in front of it. (For explanation of characters on deposit ticket, see section
7.) The check for $200.00 is drawn on the Boatmen’s Bank, St. Louis. As this is an out
of town bank, ¢ C” is placed in front of it. The check for $425.40 is drawn upon our bank,
which should be so designated with the letter ““B.” The check for $58.60 is drawn on
Powers Bank of our city. This bank is not a member of the clearing house, hence the letter
¢ 0” (City Cash Items) is placed in front of it.

The remaining items on the deposit ticket are similar in character to the above.

Sec. 10.—Receipts from Depositors. The receipts from depositors consist of five
items; namely,

1. Coin and bills. (Indicated by 1-".) ~

2. Checks and drafts on banks which are members of the clearing house, post-office and
express money orders. (Indicated by X.)

3. Checks and drafts on banks payable out of town. (Indicated by C.)

4. Checks on our bank. (Indicated by B.)

5. Checks and drafts on banks or bankers in our city, whxch are not members of the
clearing house, checks of the city treasurer, and other similar items. (Indicated by O.)

Sec. 11.—Bank Book. After the receiving teller has examined the deposit and com-
pared it with the deposit ticket he enters, in the depositor’s bank book, the total of the ticket
together with the date, and his (the receiving teller’s) initials. Thus:

/70/

/ZM@/;,a M 248 0|40
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The bank book is the depositor’s receipt, and, in this respect, it is the same as any other receipt;
it is always open to explanation, and to correction if it can be shown that an error has been
committed. If, by mistake, the bank should enter too large an amount in the depositor’s
bank book, correction may be made at any time, if the bank proves the entry to be an error.

When the receiving teller is pressed for time he usually enters the deposits of well known customers
in their bank books without examination, putting the entire deposit and ticket aside for examination at
his convenience. ’

Sec. 12.—Exchange on Checks Deposited. It is customary for most banks to charge
their depositors a small fee (usually {1;%) for collecting checks on out of town banke. Tie
amount so charged may be deducted from the deposit, or it may be paid in cash. The more
customary way is to deduct it from the deposit. (For form of deposit ticket showing exchange
deducted thereon, see page 30, section 20.)

Sec. 13.—Indorsing Checks for Deposit. Checks, drafts, etc., intended for deposit
should be indorsed as follows:

A Eeib Ppationat Kenk,

A restrictive indorsement which read * For deposit in First National Bank to the credit of Howe &
King ” was at one time considered the best form. Owing to a legal decision which turned upon this point
the New York clearing house will no longer accept paper with a restrictive indorsement, unless such is
guaranteed by the sending bank, and clearing houses generally are adopting the same rule.

Sec. 14..—Preparing Post-Office Money Orders for Deposit. When the payee of
a post-office money order desires to deposit it in the bank, he should receipt the order at the
bottom in the space provided therefor, the same as if the money were paid to him directly
by the post-office. Thus:

—

aav 0ONTAL CRBER Chn UpTALY 88 etV Pavyg,
ot @ Gua samanto SOLAR. . ; ; FZ
‘—u-—-m—nm-n .« ’

Do not indorse the order on the back, unless you wish to transfer it to some firm or
individual.

All indorsements on Post-Office orders must be in writing. Indorsements by rubber stamp will not be
accepted. )

Sec. 15.—Certificates of Deposit. Certificates of deposit are practically the checks
of a bank upon itself. They are usually issued to persons who do not intend to become
regular customers. If the purchaser is a stranger, he should be required to write his name
across the stub of the certificate in the Certificate of Deposit book, so that when the instru-
ment is presented for payment the indorsement may be compared with the original signature.




MODERN BANKING AND BANK ACCOUNTING. 25

ForM or CERTIFICATE OF DEPOSIT.

In this work accounts with certificates of deposit and cashier’s checks are kept in the Individual Ledger,
and are treated practically the same as the accounts with customers. Some banks keep such accounts in
the General Ledger.

A record of all certificates of deposit is preserved upon the stubs in the Certificate of
Deposit book.

Skc. 16.—Cashier’s Checks. A cashier’s check differs from a depositor’s check only
in that it is signed by the cashier of the bank. Such checks are usually issued for the
payment of salaries and the general expenses of the business.* They are sometimes given
to customers instead of drafts. .

In New York this practice has become almost universal. If a depositor wishes to make a remittance
to Chicago, instead of purchasing a bank draft on Chicago he simply gets a cashier’s check from his bank

and remits such check. As New York exchange is usually in demand in all portions of the country, the
expediency of such a course is apparent.

ForM or CasHIER’S CHECK.

When a cashier’s check is issued, a record should be made upon the stub of the check-
book in practically the same manner as for any other check.

*The sundry expenses of a bank are usually paid by the paying teller upon charge tickets made out by
the cashier.
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CHECK SHEET.
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Sec. 17.—Receiving Teller’s Check Sheet. As the deposit tickets are received,
they should be entered upon this sheet either by the receiving teller or a clerk. All items
appearing upon the deposit ticket which are marked with a check (y/) are placed in the
“Currency ” column. All items which are marked with a cross (X) are placed in the column
entitled ¢‘ Clearings.” All items marked ‘ C” are placed in the *‘ Corregspondents’” column,
and 8o on with the next two columns. The amount of exchange, if any, for collecting out
of town checks is placed in the ‘“Collection and Exchange” column, and the net amount
credited to the depositor is placed in the last column.

The cash paid to depositors should be placed in the column so designated. (For detuiled
explanation of method of making entries, see page 30, section 20.)

Sec. 18.—Proof of Check Sheet. Add the footings of the columns entitled ¢ Cur-
rency,” ¢ Clearings,” “ Correspondents,” “Our Bank,” and ¢ City Cash Items.” 'The
amount should agree with the sum of the footings of the columns entitled ‘¢ Collection and
Exchange ” and ‘“‘Amount Credited to Depositors.”

At intervals during the day checks for the clearing house may be given to a clerk to be listed and pre
pared for the clearings, checks on our bank may be given to the individual bookkeeper, city cash items
may be turned over to the note teller for collection, and checks for correspondents* may be given to the
proper clerk for remittance. Before taking checks from the receiving teller's department, it is & good plan
to have their amounts called off by a clerk while the teller compares them with the items shown on the
sheet, checking those which are correct. By this means all mistakes will be rectified and the final proof
quickly obtained at the close of the day.

In some banks the depositors may deposit checks, etc., and withdraw a portion of their deposits in cash
from the receiving teller, without drawing a check therefor, the amount withdrawn being deducted from
the deposit ticket and the depositor credited with the difference. Such practice would necessitate an extra
column on the above check sheet for cash paid out.

If the receiving teller’s check sheet is kept by a clerk, as it usually is in large banks, the recelvmg teller
would keep at his window a sheet containing columns for cash received on deposit, and cash received for
collection and exchange. The entries hereon would be made at the time the cash was received or paid out.
These columns would be used to prove the receiving teller’s cash, after which the regular proof would be
compiled as shown in section 19, the same as if the entire work were done by the receiving teller personally.

Receiving Teller’s ‘Proof,/Wza, 1901.

1.—Bus, l 2}&’50 < —E)_erosn’; - l 2227/#;7;’
2—Con, ! 32530 2—Couection aNp Exchance, - s2)Po
3—PavinG TeLLER (SPeCiaL), /000
4—Crearincs, | gF0r6g
§ . —CORRESPONDENTS, /&350 |
6.—Our Bank, | sgr0/¢¥7| |
7.—Ciry Casu Items, 2 7304«-’0; i
o T T T - ‘|222777J/” - ] _22777a‘f’

*Any bank with which you do business, located in a city other than your own, is one of your corre.
spondents,
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Sec. 19.—Receiving Teller’s Proof. At the close of the day’s business the receiving
teller should prepare a proof according to the above form.

: DEBIT SIDE.

Amount of bills on hand.

Amount of coin on hand.

Amount of money given the paying teller during the day.

Amount of checks for the clearing house received on deposit.
Amount of checks, deposited, on out of town banks (correspondents).
Amount of checks on our bank received on deposit.

Amount of city cash items received on deposit.

® -

N ol o

When you give money to the paying teller you should have him write the amount he receives on a
memorandum sheet, or you should write the amount and have him sign his name as a receipt.

CREDIT BIDE.

1. Amount credited to depositors.

2. Amount of collection and exchange paid in cash or deducted from deposits.

The debit and credit sides of the proof should exactly balance. (For detailed explanation
in regard to the exact method of procedure in the compilation of the receiving teller’s proof,
see page 32, section 21.)

QUESTIONS.

1. What are the principal duties of the receiving teller? (See section 1.)
2. In regard to what points should the receiving teller examine checks on our bank
which are presented for deposit? (Sec. 2.)
3. Should a depositor be required to indorse paper payable to bearer? Why? (Sec. 2.)
4. What is a signature book ? (Sec. 3.)
5. Explain the use of cards for signatures. (Sec. 4.)
6. What is a deposit ticket? (Sec. 6.)
7. Who should make out the deposit ticket ? (Sec. 6.)
8. For what purpose are the characters placed at the left of the amounts on the deposit
ticket, and who places these characters thereon? (Sec. 7.)
9. Explain the method of handling a deposit. (Sec. 9.)
10. Name the different items of which the receipts from depositors consist. (Sec. 10.)
11. What is a bank book? (Sec. 11.)
12. Who makes the entries in the bank book when money is deposited ? (Sec. 11.)
13. II by mistake too large an amount is entered in the bank book, would the bank be
liable for the amount entered, or could correction be made? (Sec. 11.)
14, On what kind of checks do banks usually charge exchange? (Sec. 12.)
15. How are checks indorsed for deposit? (Sec. 13.)
16. How are post-office money orders prepared for deposit? (Sec. 14.)
17. What is a certificate of deposit? To whom are they issued ? (Sec. 15.)
18. What is a cashier’s check, and for what purpose is it given? (Sec. 16.)
19. What columns on the receiving teller's check sheet are used for debits, and what for
credits? (Sec. 17.)
20. How may the rcceiving teller’s check sheet be proved ?  (Sec. 18.)
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WORK FOR THE STUDENT.
MEMORANDA OF TRANSACTIONS.
JUNE 21.

To be entered on the receiving teller’s check sheet.*

SEec. 20.—The following deposits have been received as per tickets:

INsTRUCTIONS. — The deposit ticket shown No. 1.—DErosit TICKET.
herewith should be entered upon the receiving
teller’s check sheet. (For explanation of the char- DEPOSITED IN
acters in front of the items, see page 22, section 7.) FIRST NATIONAL BANK,
Write Wm. B. Culver in the column entitled Rochester, N. Y.
¢ Name of Depositor.” FOR THE ACCOUNT OF

The first three items ($4000, $200, $17) on
the deposit ticket are marked with checks (y/). _%@é@_
Enter these items separately in the currency col- .
umn of the receiving teller’s check sheet. (See —7&%‘Z&2‘" 90/.

Sorm of entry, page 31.)

As each item is entered it should be checked on the Dollars|CGents
extreme right-hand side of the ticket so as to avoid the

possibility of taking the same items twice or of omitting | Bills, .. W OTYY
an item. Gold. ..ol 2002
The next item ($500) on the deposit ticket is | Stver. S v
marked ‘“C.” Enter the amount in the column | Checks....__.... . F22

entitled ¢‘ Correspondents.” (See entry, page 31.) Xz Lol P2

The next item ($740.80) is marked ““X.” Enter N 2z 7£

the amount in the column entitled ‘‘ Clearings.” oV ;{; /g 2
The next item ($29.76) is marked ‘ 0.” Enter the X oo
amount in the column entitled ¢* City Cash Items.” .
A L P

The next three items ($523.62, $1000, $568) are
marked ¢“C.” Enter these items in the column j;¢f 2
entitled ‘“ Correspondents.” The next two items

($48.25, 8700) are marked ‘“B.” Enter the Y.

amounts in the column entitled ‘Our Bank.” i 70

The next item ($34.50) is marked ¢ X.” Enter &, , /fd'

the amount in the column entitled ¢ Clearings.” < ‘ : <
Vet Val X, Wt

The collection and exchange on out of town
checks (correspondents) is 81.35. Place this
amount in the column entitled *¢ Collection and
Exchange.” The total of the deposit is $8361.93,

*It has been found impossible to make the volume of the business conform to that transacted by most
banks, and have the checks, notes, etc., made out for such amounts as would ordinarily be employed in
actual business without imposing more work on the student than seems desirable. As this is distinctly a
student’s work, we have considered a discrepancy in amounts as subordinate to the student’s interests, and
whenever there was a confliction, we have permitted the latter to take precedence.
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the exchange is $1.35; subtracting the exchange from the deposit, we have $8360.58, which
is the actual amount to be credited to the decpositor. Place this amount ($8360.58) in the
column entitled ‘“‘Amount Credited to Depositor.” The following is the form of the com-
plete entry:

ForM orF ENTRY FOR TrRANsacTION No. 1.

J - 3 . ° CouracTiow awp ‘mfm
Nasa or Derowron. Cwmammcy, Cisanmon. Cossszroupante. Ovs Basn Cirv Casn Ivons Bacuanos 1o Deromsrons.
%MW *0oo| . J¥o|lro| oo % 52 ;776 7|
204 sdrol s25é 700
/ ; 7000
i 7€ ols T

\

(Examine model receiving teller’s check sheet, page 26).
In the transactions which follow the deposit tickets are not shown, but the nature of the
deposit is indicated by appropriate characters.

No. 2.—Charles D. Thomas & Co., y/ $400.00, B $500.00, B $380.00, B 725.10, X $320.00,
X $580.00, X $640.00; total, $3545.10.

Treat this deposit the same as the preceding one.

No. 3.—G. W. Young, y $780.00, y/ $400.00, y/ $20.25, C $500.00, C $240.00, B $320.00,
B $1200.00, O $600.00, C $590.00; total, $4650.25 (do not enter this amount), less exchange

$1.50, amount deposited, $4648.75. ($4648.75 is the amount that should be placed in the
last column.) .

No. 4.—R. L. Smith & Co., y $600.00, X $320.00, B $725.12, B $316.10, X $580.00,
B $200.00, B $125.16, X $895.00, B $400.00; total, $4161.38.

No. 5.—L. M. Thomson, y $1000.00, C $600.00, C $100.00, C $100.00, C $125.00, total
$1925.00, less exchange 81.25; total deposit, $1923.75.

No. 6.—John C. Mills, y $900.00, B $450.00, X $360.00, X $290.45, O $100.00, X $560.80,
B $300.00, B $900.00; total, $3861.25.

No. 7.—M. J. Samuels has deposited currency $900.00, and received therefor our certifi-
cate of deposit, number 429.

INSTRUCTIONS.—Enter the $900.00 in the currency column, and in the column entitled
“‘Amount to be Credited to Depositor.” (See third entry on model check sheet, page 26.)

No. 8.—New York Central Railway Co., y $9685.00, y $320.00, y $50.25, X $100.00,
B $580.00, B $360.00, B $184.70, B $1200.00, B $6:25.00, B $384.10, B $126.00, O $500.00,
X $729.00; total, $14844.05. .

No. 9.—Mason & Hamlin, y $700.00, y $34.35, B $265.00, B $40.00, B $25.10, X $16.25,
X $320.00, B $140.00, B $600.00, X $870.00, X $964.25, X $300.00; total, $4274.95.

No. 10.—W. B. Lyons, y/ $10.00, X $300.00, B $526.00, C $425.70, B $320.00, C $640.00,
B $134.00, X $265.80, X $948.10, X $320.00; total, $3889.60, less exchange $1.25; total deposit,
$3888.35.
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No. 11.—H. R. Day, y ¥2140.00, X $500.00, B $320.00, X $100.00, X $50.00, X $460.00,
B $321.40, B $52.80, X $260.00; total, $4204.20.

No. 12.—H. R. Day has given us his check on our bank for $500.00 for our certificate
of deposit, number 430.

InsTrRUCTIONS.—Enter the check in the column entitled ‘¢ Our Bank,” and in the column
entitled ‘“ Amount Credited to Depositor.” (See sizth entry on model check sheet, page 26.)

No. 13.—Wilson Thomas has given us $1200.00 (currency) for cashier’s check, number 74.

InsTRUCTIONS.—Place the $1200.00 in the currency column and in the column entitled
“‘Amount Credited to Depositor.” (See tenth entry on model check sheet.)

No. 14.—Add the columns of the receiving teller’s check sheet and rule it up according
to form given on pages 26 and 27. Ascertain if the sum of the footings of the first five columnns
(““ Currency,” “ Clearings,” ‘¢ Correspondents,” ‘“Our Bank,” and ¢ City Cash Items”)
agrees with the sum of the footings of the last two columns (‘‘ Exchange,” and ‘““Amount
Credited to Depositor.”)

No. 15.—Make out receiving teller’s proof according to instructions glven below. (See
Jorm, page 28.)

You have, at various times during the day, given the paying teller currency to the amount
of $1700. You have on hand bills to the amount of $16000 and coin to the amount of
$5656.55.

HOW TO MAKE OUT THE RECEIVING TELLER'S PROOF.
DEBIT SIDE.

SEc. 21.—1. Count the actual bills you have on hand. As stated above, the amount
in the present instance is $16000. Place this amount ($16000) after the word ¢ Bills”” on
the proof. (See form, page 28.)

2. Count the actual coin you have on hand. The amount in the present instance is
$5656.85. Place this amount after the word *“ Coin” on the proof.

3. Place the amount you have given the paying teller during the day (which in this
instance is $1700) after the words ‘¢ Paying Teller (Speciul)” on the proof.

Your ““Bills,” ¢ Coin,” and ¢‘ Paying Teller (Special) ” make up the footing of the Cur-
rency column of the check sheet; hence, the footing of the Currency column is not entered
on the proof.

4. Take the footing of the column entitled ¢ Clearings” on the check sheet and place
1t after the word ¢ Clearings” on the proof.

5. Take the footing of the column entitled ‘“ Correspondents” on the check sheet and
place it after the word *¢ Correspondents.”

6. Take the footing of the column entitled ** Our Bank ” on the check sheet and place
it after the words ¢ Our Bank.”

7. Take the footing of the column entitled ‘“ City Oush Items” on the check shect and
place it after the words ¢“ City Cash Items.”

CREDIT BIDE.

1. Take the footing of the column entitled ‘“Amount Credited to Depositors” on the
check sheet and place 1t after the word ¢ Deposits.”
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2. Tuke the footing of the column entitled “ Collection and Exchange” on the check
sheet and place it after the words ¢ Collection and Exchange.”

The debit and credit sides of the receiving teller’s proof should now be ascertained, and,
if correct, the proof will exactly balance.

No. 16.—Submit proof to your teacher for approval.
When your teacher returns your proof do not destroy it, us you will need all proofs you
make out, at the close of your preliminary work.

JUNE 22.

No. 1.—Arthur Hines, y $320.00, X $460.00, X $985.00, X $800.00, B $300.00, C $250.00,
X $600.00, C $450.00, B $540.00, B $1100.00; total, $5805.00, exchange $.75; total deposit,
$5804.25.

No. 2.—Howe & King, X $500.00, X $320.00, B $460.25, O $500.00, B $340.80, B $1200.00,
B $700.00, X $1350.00, B $400.00; total, $5771.05.

No. 3.—Ray Bros. & Co., y ¥40.00, y/ $26.00, B $300.00, B $1200.00, C $400.00, C $320.00,
C $3524.25, B $900.00, X $560.00, B $200.00, C $300.00, C $100.00, C $50.00, C $200.00;
total, $5120.25, exchange $1.50; total deposit, $5118.75.

No. 4.—John O’Connor, y/ $2000.00, B $600.00, B %1200.00, B $3000.00, X %1500.00;
total, %$8300.00.

No. 5.—J. H. McDowell X $2500.00; total, $2500.00.

No. 6.—R. G. Simpson, O §1400.00, X $700.00, B $1300.00; total, $3400.00.

No. 7.—Mary V. Waters, y $800.00, B $2600.00; total, $3400.00.

No. 8.—Mrs. R. C. Sneed, B $100.00, X $900.00, O %1000.00; total, $2000.00.

No. 9.—Wilson, Hinkle & Co., y $300.00, y $40.25, B $500.00, B $150.00, B $600.00,

B $240.00, B $324.00, B $500.00, X $620.00, X $325.00, X $472.00, X $800.00, X $520.00,
B $300.00, B $250.00, X $250.00, X #600.00; total, $6791.25.

No. 10.—A. H. Withers has paid us $800.00 (currency) for certificate of deposit, number
431.

No. 11.—Charles D. Thomas & Co., y $1368.00, y/ $20.00, C $100.00, C $250.00,
C $300.00, B %420.80, B $200.00, X $560.00, C $400.00, C $254.00, C $900.00, B $760.00,
X $590.00; total, $6122.80, exchange $2.20; total deposit, $6120.60. *

No. 12.—L. M. Thomson, y $305.20, X $42.50, X $20.45, X $43.26, B $421.12, B $15.20,
B %100.00, B $64.25, X $13.20, X $58.75, X $40.00; total, $1123.93.

No. 13.—W. B. Culver, C $2000.00, C $700.00, X $500.00; total, #3200.00, exchange
$1.00, which is paid in cash; total deposit $3200. (For method of making entry when exchange
18 paid in cash, see deposit of Charles D. Thomas— Nos. 6 and 7—on model receiving teller’s
check sheet, page 26.) :

No. 14.—Howe & King have given us their check on our bank for $1500.00 for a certi-
ficate of deposit, number 432.

No. 15.—John C. Mills, y/ $1200.00, y/ $125.00, \/ $24.25, X $100.00, B $400.00; total,
$1849.25.
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No. 16.—New York Central Railroad Co., y $4845.00, y $2000.00, y/ $500.40; total,
$7345.40.

No. 17.—A. V. Hunter has given us $1000.00 for which we have issued our cashier’s
check, number 75.

No. 18.—At various times during the day you have given to the paying teller currency
to the amount of $2500.00. You have on hand coin to the amount of $3215.10, and bills to
the amount of $10000.00. Make out receiving teller’s proof and submit it to your teacher
for approval.

FAYING TELLER.

Sec. 22.—Duties. The paying teller is the disbursing officer of the bank, and in posi-
tion ranks next to the cashier. He must be thoroughly familiar with the banking business,
skilled in accounting and handling money, strictly honorable and trustworthy, and a good
judge of human nature. He should know the signatures of all the depositors, and be able
to detect forged and raised negotiable instruments. He is the custodian of the funds of the
bank, and is required to give bond for the safe keeping of the cash. Usually the vaults of
“the bank are provided with two or more doors with combination locks, one of which is known
only to the cashier, and the other only to the paying teller. By this means it is impossible for
either of these officials to enter the vaults alone, thus reducing the great responsibility which
would otherwise be imposed upon a single individual.

Sec. 23.—Paying Checks. As the principal part of the paying teller’s work consists
in making disbursements upon vouchers known as bank checks, it is essential that he should
be thoroughly familiar with these instruments, and subject each one to the most careful
scrutiny before paying any money thereon. When a check is presented for payment three
questions arise in the paying teller’s mind:

1. Is the signature to the check genuine?

2. Is the drawer’s account good for the amount named in the check ?

3. Is the person presenting the check the one entitled to receive the money ?

In addition to these three things a check should be examined in regard to the following
points:

It should not be post dated, that is, dated ahead.

It should be made payable to some particular individual or company, or it should specity
the title of the acco.unt or some particular object of the payment.

It should specify, both in figures and in writing, the amount of money to be paid and
these amonnts should agree. In the event that they do not agree, the check should be
returned for correction.

The paying teller would be relieved from responsibility in such instances by paying the amount indi-

cated in writing, but the custom of banks is to return a check where there is a disagreement between the
figures and the writing.

The person who receives the money should sign his name on the back of the check, it
matters not whether the check is payable to order or to bearer.

If the check is not drawn on his bank, the paying teller should not cnsh it unless he is
well acquainted with the responsibility of the person presenting it.

If there is any indication of the check’s having been raised or tampered with in any
respect, he should not cash it until he can communicate with the drawer.
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Skc. 24.—Certification. One of the most important functions of the paying teller in
the larger cities is the certification of checks.

When a check is presented for certification the paying teller should scrutinize it the
same as if the check were presented for payment, and if he has any doubt in regard to the
depositor’s balance he should apply to the individual bookkeeper for information before
making the certification. The paying teller usually writes the words ¢ Certified,” ¢ Good,”
or ““ Good when properly endorsed ” when he certifies a check.

FormM or CERTIFIED CHECK.

When a check is certified, the bank becomes responsible for its payment.

In many banks the cashier certifies all paper presented for certification. In some banks this work is
performed by either the cashier or the paying teller.

Red ink is preferable to black for the certification of checks and the acceptance of drafts, though as a
matter of fact the acceptance on drafts is more frequently written in black than red. The student, how-
ever, should use red ink unless differently instructed by his teaeher.

The greater portion of the business of the brokers of Wall Street (New York) is'transacted by certified
checks. It would be a very difficult task to count the money for these voluminous transactions, to say
nothing of the trouble and care of handling it.

A depositor sometimes has a check certified so that he may draw against it. A bank would be unwil-
ling to allow a customer to deposit an uncertified check for Twenty Thousand Dollars, and immediately
draw Fifteen Thousand Dollars, before the bank had any opportunity of ascertaining whether or not the
check was good.

National banks are prohibited from certifying checks in excess of the amount which the depositor has
in the bank. This restriction, however, is not imposed upon state banks.

Some banks (notably those of Boston), make it a rule not to certify cheeks, but, instead, to take up the
check, and issue therefor the bank’s certificate of deposit, or a cashier’s check.

The certification of a check does not guarantee the indorsements, nor does it guarantee that the check
is properly filled out. When a bank certifies a check it declares, in effect, that the signature is genuine, and
that the customer has the amount named in the check on deposit, but, should the bank, without any care-
lessness on its part, certify a raised check, it can only be held for the amount for which the check was
originally drawn.

Sec. 25.—The paying teller should make out a ticket for every check certified, o that
the amount of the check may be immediately charged to the depositor’s account. The
following is the form of such a ticket:
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ForM oF CHARGE TICKET.

St. Louss, MO.ZZQaZL,/ﬂ oL
Charce ——WM 3_‘@@.\’(_

CRrepIT [ 3

PE_

In addition to making out a ticket a record should be made in the certified check book,
which contains a list of all checks certified, and shows those which have been paid, together
with the date of payment. Upon reference to this book the bank officials may at any time
determine the number of certified checks outstanding.

SEc. 26.—The following is the

American Exchange Bank.

Payine Teller.

ForM or CERTIFIED CHECK BooOK.

Lnezn 19

QD RN

AN

At the close of the day the paying teller should make out a ticket for the total amount
of the checks certified during the day. This amount is the footing of the certified check
book as shown above. When the ticket is made out a check (/) should be placed in front
of the footing.

Sec. 27.—Bank Drafts. Banks located in the smaller cities usually keep money
deposited in banks in New York, Boston, Chicago, or other finuncial centers, against which
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to draw drafts to sell to their customers, the bank muking a small profit on the charge for
exchange. Drafts on New York are very extensively used for making remittances in all
parts of the country. Banks which draw drafts are charged with the drafts by the drawco
bank in practically the same manner as a resident depositor would be charged with a check,
the drafts in reality being checks upon the bank.

ForM oF BANK DRAFT.

ﬁ/i@%ﬁ%@dxﬁ%mrﬁ No_pr248

ESTABLISHED 1856 — CAPITAL AND SURPLUS $ 1400,000.00.

%{ bt N2 790+
Fay ,MW% ; 7 M@%

rrine /
2 W%/m/
MM Za =

The deposits which banks make with their correspondents in different financial centers are composed
principally of drafts and checks on banks, and drafts on firms and individuals in and near the city in which
the correspondent bank is located, and money sent to the correspondent bank by express. The drafts
remitted to correspondents are received from customers by the different tellers. This is termed ‘‘ buying
exchange.”

When a bauk sells a draft on another bank it is termed *‘selling exchange.”

From the above it will be seen that the bank does not sell the same drafts (exchange) that it buys. The
drafts purchased are remitted to.its correspondents, and drafts are drawn and sold against the balance so
created.

Sec. 28.—Record of Drafts. Drafts are usually bound in books, similar to checks,
and when drawn a record should be made on the stub showing the number, the person in
whose favor it is drawn, the exchange, if any, and the face of the draft. The entries are
transferred from the stub of the draft book to the draft register. The draft register
shows only the number and the amount of the draft.

At the close of the day the draft register is footed and the total compared with the
amount shown on the paying tcller’s and note teller’s check sheets, and, if correct, it is
credited to the drawee bank by means of a credit ticket.

In this work the note teller does not sell drafts, but he often remits such to other banks,
and when so remitted they should be entered on his check sheet. Bank drafts may also be
remitted by the mail clerk in settlement of accounts current, in which case the entries would
be made on the general bookkeeper’s proof sheet, and would have to be considered in proving
the footing of the draft register.

The amount to be credited could easily be ascertained by adding the amounts shown on the stubs of the
draft book, and the draft register might be dispensed with, but if such were done, the statement rendered
by the New York bank could not be conveniently checked up nor could yqu see at a glance just what drafts
were paid and what were unpaid.

sormeras
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Sec. 29.—Paying Teller’s Check Sheet. All money paid out or received by the pay-
ing teller should, at the time of such disburscment or receipt, be entered upon the check sheet.
The disbursements are entered on the left side of the sheet, and the receipts on the right.

All checks cashed which are drawn on our bank are entered in the column entitled *“ Our
Bank;” all checks cashed which are drawn on any bank which is a member of the clearing
house are entered in the column entitled ¢ Clearings;” all checks cashed drawn on out of
town banks are entered in the column entitled ¢ Correspondents;” all checks cashed, drawn
upon banks in our city which are not members of the clearing house, are entered under ¢ City
Cash Itcms;” all cashier’s charge tickets paid are entered under ¢ Sundry Expense.” Money
received from sale of drafts should be entered under ““Drafts;” money received for exchange
on drafts should be entered under ‘“ Exchange on Drafts;” money received for collection and
exchange other than for exchange on drafts should be entered under ¢ Sundry Collection and
Exchange.” All other money which the paying teller receives from any source should be
entered under *‘ Sundry,” and the name of the source from which it is received written in the
explanation column. The amount, if any, paid to the clearing house should be entered in
the upper left-hand corner of the sheet after the words ‘“ Balance to Clearings.”

With the exception of ¢ Sundry Receipts” the explanation columns may or may not be
filled out, but unless otherwise directed by the teacher, the student should fill them out as
indicated in model. (For detailed exrplanation of the method of making entries on paying
teller’s check sheet, see section 30 below.)

Some banks do not consider it necessary to fill out the explanation columns, and there is really no
benefit to be derived from so doing, unless mistakes are made, in which case the explanations are of
value in comparing the vouchers with the amounts shown on the check sheet. As beginners are apt
to make mistakes, the advisability of recording a small amount of the historical data is apparent.

In many banks, drafts sold for checks are not entered upon the paying teller’s check sheet, but a ticket
is made out and handed to the general bookkeeper, who makes the entry directly on his sheet.

SEc. 30.—Proof of Check Sheet. At the close of the business day the paying teller
should prepare a proof according to the form shown on page 41.

DEBIT SIDE, PAYING TELLER’S FIRST PROOF.

¢ 1. Amount of currency on hand at the close of the previous day.

2. Amount of bills and coin received from the receiving teller at the close of the previous
day.

The paying teller, receiving tefller, and note teller make up their proofs immediately at the close of the
business day. The paying teller makes out his proof entirely independent of the receiving’ teller and note
teller. After all tke proofs are made out the receiving teller and the note teller turn over their cash to the
paying teller. The cash that they turn over appears on the paying teller’s proof the day following. The
general bookkeeper’s cash proof shows a detailed account of the cash received and paid out from all sources,
and the cash balance at the close of each dny. )

3. Amount of bills and coin recejved from the note teller at the close of the previous day.

4. Amount of bills and coin recejived from the receiving teller during the day.

5. Amount received for collectio‘n and exchange.

6. Amount received from the sale of drafts.

7. Amount of money (if hny) received from the clearing house.

The difference between the amount of checks, etc., taken to the clearing house and the amount received
from the clearing house represents the bulance to or from clearing, as the case may be. If more checks
are taken than are received, the diﬂerenrf: is ‘“ Balance from Clearings.” If more checks, etc., are received
than have been taken, the difference is ‘' {Balance to Clearings;” that is, we must pay the difference to the
clearing house. ‘
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Paying Teller's First Proof,/W 20190/

B N T o T— T T
1. Cash.from Yesterday, 16/ ZKJ'fﬂl I. Checks on Our Bank, ! : 2802505
2. Recelving Tellr, 20F5#24) 2 Clearigs, l gI6q70
3. Note Teller.." 2407 GFG) 3. Comespondents ! o gPhsas
4. ReC. Teller (Spectal). /J”DOJ 4. Balance to Clearings, * e 75 a4
S. Coll. and Exchange, /2 2+ 2 3444 5. City Cash Items, ' | 28870
6. Drafts, ‘ ‘ #5247 |i 6. Sundry Expense. ; " / /é/ o
7. Balance from Clearings, | (/- | 662 77{7&
' " 7. Cash on Hand as Under:
National Bank Notes, /2400 l
Legal Tender Notes, J700d
Gold Centificates, . /0002 | : ‘
Gold Coin, Jg504 f
‘ Silver Certificates, J 654
|| Stiver Dolirs, | 20 j
Fractional Silver Coln, “
, || Minor Goin | 24’ % 4' S IHE2HK L0
297722 | » __ NPT }722
| n N

CREDIT SIDE, PAYING TELLER’S FIRST PROOF.

Amount of checks cashed on our bank. .

Amount of checks cashed on clearing house biunks.

Amount of checks cashed on out of town banks.

Amount (if any) paid to the clearing house.

Amount of checks cashed on banks in our city not members of the clearing house.
Amount paid out on cashier’s charge tickets for sundry expense.

Amount of cash on hand at the close of the business day. (This includes bills and
coin only.)

Sec. 31.—The Paying Teller’s Second Proof is designed to show the amounts to be
charged and credited to the various accounts with which the paying teller has to deal, while
the first proof is compiled principally to prove the correctness of the cash. The second
proof is not usually made out in banks, as all the information it gives may be casily obtained

{

A

=
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Paying Teller’s Second ProoWVZﬂ,l 9o1.

I. Checks on Our Bank, 280257051 Currency Paid Out, C62g97)70
2. Clearings Checks Cashed, e 36 7|7 9|| 2. Amount of Checks Taken
3. Correspondents, -g J/J J[2. to Clearings, /0426 JJ 2 0
4. City Cash ltems, 277 7 9||| 3. Correspondents
S. Sundry Expense, / /|70 (Drafts Drawn) K257
6. Currency as Under: . 4. C;ollectlon and Exchange, 205
For Coll. and Exch.zo}‘—%& S. Certification Account, 274(00
For Drafts, 44525
From Clearings, * YKL S 4()‘»1
7. Amount of Checks Re-
celved from Clearings,| /23 03 2|70
8. Checks Cert. for Depositors| 2 74[0 o ,
zazfa/u',' 20250855
1

from other sources.

second proof above.)

DEBIT SIDE, PAYING TELLER’S SECOND PROOF.

1. Amount of checks cashed which were drawn on our bank.

2. Amount of checks cashed drawn on banks which are members of the clearing house.
3. Amount of checks cashed on out of town banks.

4. Amount of checks cashed on banks in our city which are not members of the clearing

house.

5. Amount of cashier’s charge tickets paid.

The student, however, will find the final proofs greatly simplified and

the liability to error very much reduced by compiling this proof. (See form of paying teller’s

6. Amount of money received for collection and exchange for bank drafts, and from the

clearing house.

7. Amount of checks received from the clearing house.
8. Amount of checks certified during the day and charged to depositors.
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CREDIT SIDE, PAYING TELLER’S SECOND PROOF.

Amount of currency paid out during the day.

Amount of checks taken to the clearing housc.

Amount of drafts drawn on correspondents (other banks).
Amount credited to collection and exchange,

Amount of checks certified during the day.

As checks are certified they are charged to the persons by whom drawn (No. 8 on proof) and the total is
credited at the close of the day to certification account. (No. 5 on proof.)

LIST OF BANKS.

Skc. 32.—The following is the list of banks with which the student will do business:

BaNKS LocATED IN SAME CITY AS STUDENT, WHICH ARE MEMBERS OF THE CLEARING

. House. -

Bank of America. Manhattan Trust Co.

Bank of Monroe. Merchants Exchange Bank.
Chase National Bank. Park National Bank.
Citizens National Bank. Peoples Bank.

Commercial Bank. Shoe and Leather Bank.
Exchange National Bank. Tenth National Bank.
Fourth Street National Bank. Third National Bank.
Germania National Bank. Union Trust Co.

If the paying teller pays a check drawn on any of the above named banks it should be entered in the
column entitled ** Clearings” on the paying teller’s check sheet.

SkEc. 33.—.BANKS LocaTED 1IN THE SaAME CITY AS THE STUDENT, BUT NOT MEMBERS
oF THE CLEARING HoOUSE.

Brown Bros., Bankers.
Farmers and Traders Bank.
quers Bank.

It the paying teller pays a check drawn on any of the above banks, or a check issued by the city treas-
urer, it should be placed in the column entitled *‘ City Cash Items.”

CORRESPONDENTS.
SEc. 34.—Banks located out of town with which the student will do business.
Baltimore, American Exchange Bank. Newport, Third National Bank.
Boston, Second National Bank. New York, City National Bank.
Chicago, Commercial National Bank. New York, Fourth National Bank.
Cincinnati, Fourth National Bank. Omaha, Second National Bank.
Cleveland, Tenth National Bank. Philadelphia, Continental Bank.
Dallas, Bank of Commerce. St. Louis, Boatmen’s Bank.
Ithaca, N. Y., First National Bank. St. Paul, Bank of Commerce.
Kansas City, Missouri National Bauk. San Francisco, First National Bank.
New Orleans, National State Bank. Scronton, Pa., Merchant’s Bank.

Syracuse, N. Y., Third National Bank.
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FOREIGN CORRESPONDENT.
London, Eng., Parr’s Bank, Ltd.

In the event that a check or draft is paid which is drawn on any of the above banks, it
is placed in the column entitled ¢ Correspondents” on the paying teller’s check sheet. If
checks or drafts are paid which are on other banks in the same cities as those above men-
tioned, or near such cities, said checks would be charged to Correspondents and sent to the
banks above named for collection and credit.

LOCATION OF THE STUDENT.

Skec. 35.—To avoid confusion, the student’s location will be Rochester, N. Y., and the
name of his bank will be the First National Bank. All checks and drafts drawn on banks
outside of Rochester will be considered as out of town checks or drafts, and whenever cashed
they should be charged to Correspondents. Checks and drafts on all banks in the city of
Rochester other than Brown Brothers, Farmers and Traders, and Powers Bank will come
under the title of ¢ Clearings,” as they are drawn on clearing house banks. Checks on Brown
Brothers, Farmers and Traders, and Powers Bank (of Rochester) will be considered as City
Cash Items, as these banks are not members of the clearing house.

QUESTIONS.

1. What are the principal duties of the paying teller? (Sec. 22.)
2. What three things present themselves to the paying teller’s mind when a check is
presented for payment? (Sec. 23.)
3. In the event that there is a disagreement between the amount expressed in figures
and the amount expressed in writing on a check, what should the paying teller do? (Sec. 23.)
4. Should the payee of a check which is made payable to bearer be required to place
his indorsement thereon? (Sec. 23.)
5. What is a certified check ? (Sec. 24.)
6. Why should the paying teller examine a depositor’s account before certifying a check ?
(Sec. 24.)
7. Can banks'certify checks in excess of a depositor’s account? (Sec. 24.)
8. Why is a certified check any better than an uncertified check ? (Sec. 24.)
9. What is a certified check book, and for what purpose is it used ? (Sec.-26.)
10. What is a bank draft? (Sec. 27.)
11. For what purpose are bank drafts used ? (Sec. 27.)
12. In what columns on the paying teller’s check sheet do you place money which is paid
out? In what columns do you place money which is received ? (Sec. 29.)
13. What is the name of the bank which the student represents, and where is it located P
(Sec. 356.)
14. What three city banks are not members of the clearing house? (Sec. 33.)
15. Under what title are all checks on out of town banks classed? (Sec. 34.)
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WORK FOR THE STUDENT.
MEeEMORANDA OF TRANSACTIONS.
JuNE 21.
To be entered on the paying teller’s check sheet.
The following checks have been paid:

%@1@/@ 7901 N é%,_
Byt hoortirf) Aot Loon oMoz ot Sz 25

vm W%W/ éé . MZ / <,

INstrUCTIONS.—Make an entry in the first column (“‘Our Bank ) of paying teller’s check
sheet for the amount of the check, $325.00. Write ““C. D. T. & Co.” (Chas. D. Thomas &
Co.), in the blank space for explanation. The following is the form of the entry:

OUR BANK.

(CCAT N, o

Examine model paying teller’s check sheet, page 38.

In filling up the space for explanation, give only such information as is actually necessary
to identify the vouchers with the amounts given in the money columns. If a depositor is
well known, his initials are sufficient; if not well known, it may be necessary to write his
name in full.

All checks drawn on our bank and cashed by the paying teller, should be entered in the
“Our Bank” column. ,

In the transactions which follow, the checks are not shown, but sufficient description is
given of each to enable the student to make the proper entries.

No. 2.—Check of Wilson, Smith & Co., drawn on the Merchants Exchange Bank, City,
for $600.00.

InsTRUCTIONS.—Merchants Exchange Bank is a member of the clearing house (sez section
32), hence, the amount of this check should be entered in the column entitled ¢ Clearings.”
(For form, see firstitem in the column entitled *“Clearings” on model paying teller’s check sheet.)
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All checks cashed by the paying teller, drawn on banks in our city which are members
of the clearing honse, should be placed in the column entitled ‘“Clearings.”

No. 3.—Certified check of Wilson, Smith & Co., drawn on the Second National Bank,
Boston, for $234.50. Collection and exchange 25¢.

INsTrUcTIONS.—Instead of giving the person who presents the check $234.50, you should
deduct 25¢ for exchange, and pay out in actual cash $234.25. As the check is drawn on an
out of town bank (see seckon 34) the face of the check, $234.50, should-be entered in the
¢“Correspondents ” column. Place the amount of the exchange (25¢) in the column entitled
““Sundry Collections and Exchange.” (See first entries in the columns for *‘Correspondents”
and ““Sundry Collections and Exchange” on model paying teller’'s check sheet.)

All checks which the paying teller cashes on out of town banks should be entered in the
“Correspondents” column. :

In remitting this check for collection it would be sent to the Second National Bank, Boston, a8 this bank
is one of our correspondents. (See section 34.) It would be incounvenient for banks to remit all checks
which they receive to the banks on which they are drawn. To avoid this trouble one or two banks in
each of the larger cities are selected as correspondents, and the checks on banks in their vncmlty are remitted
to them for collection from the drawee banks.

No. 4.—Check of W. J. Wilson & Co., on Powers Bank, City, for $200.00.

INsTRUCTIONS.—As Powers Bank is not a member of the clearing house (see section
33) this check would not be entered in the ‘“Clearings” column, but in the column
entitled ‘“ City Cash Items.” (See first entry on model check sheet under <‘City Cash Items.”)

All checks which the paying teller cushes on banks in our city, not members of the
clearing house, should be entered in the column entitled ‘City Cash Items.”

IPoRTANT NOTE.—In future transactions the student must consult sections 29, 32, 33,
and 34, and determine in which column of the paying teller’s check sheet the entry should
be made.

No. 5.—Draft of First National Bank of Omaha, Neb., drawn on the City National
Bank, New York, for $1000.00. (‘‘Correspondents” column.)

INsTRUCTIONS.—Write the name of the bank on which the check or draft is drawn in the
space for explanation, unless it is drawn on our bank, in which case give the name of
the drawer.

No. 6.—Check of G. W. Young on our bank for $796.25. (Entry same as for No. 1.)
No. 7.—Check of Mason & Hamlin on our bank for $364.50.

No. 8.—Check of Johnson, Smith & Co. on the Citizens National Bank, City, for $1200.00.
(““Clearings” column.)

No. 9.—Draft of the Fourth National Bank of Philadelphia on the City National Bank
of New York, for $400.00. (‘“Correspondents” column.)

No. 10.—Check of Charles D. Thomas & Co. on the Chemical National Bank, New
York, for $780.00.

Checks on banks in the same city in which you have a correspondent, or near such a city, should be
sent to your correspondent bank.

InsTrUCTIONS.—The above check should be sent to the City National Bank, New York,
and should be placed in the ¢ Correspondents” column of the paying teller’s check sheet.
““Chemical National Bank, N. Y.,” should be written in the space for explanation.
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No. 11.—Certified check of James D. Lewis on the Commercial National Bank of
Chicago, for $200.00. Collection and exchange 40¢. (For method of making entry, see
transaction 3, page 4.)

No. 12.—Check of C. D. Owens on the Farmers and Traders Bank, City, for $250.00.
No. 13.—Check of Howe & King on our bank for $9000.00.

No. 14.—Check of H. R. Day on our bank for $46.20.

No. 15.—Check of W. B. Culver on our bank for $2560.00.

No. 16.—Check of John O’Connor on our bank for $849.00.

No. 17.—Check of Smith Bros. on the Union Trust Co., City, for $86.50.

No. 18.—Check of John C. Mills on our bank for $726.00.

No. 19.—Check of L. M. Thomson on our bank for £1538.20.

No. 20.—Check of Arthur Hines on our bank for $274.60.

No. 21.—Check of Smith Bros. on the Union Trust Co., City, for $279.60.

No. 22.—Check of Mary B. Waters on our bank for $1869.00.

No. 28.—Check of J. H. McDowell on the Fourth National Bank, New York, for $800.00.

No. 24.—Check of R. C. Sneed on Boatmen’s Bank, St. Louis, for $160.00. Collection
and exchange 30¢. (Entry same as for No. 3.)

No. 25.—Check of Wilson & Hinkle on Fourth National Bank, Cincinnati, for $400.00.
Collection and exchange 50¢.

No. 26.—Check of Mrs. R. C. Sneed on our bank for $881.67.
No. 27.—Sundry discount receipt, favor of D. J. Lowry, on our bank for $10908.33.

INsTRUCTIONS.—Make entry same as for check on our bank. In the space for explana-
tion write ¢ D. J. Lowry, S. D.,” the “8. D.” standing for sundry discounts. (For ezplana-
tion of sundry discounts, see page 60, section 49.)

No. 28.—Check of W. C. Mason on Germania National Bank, City, for $3124.00.
No. 29.—Check of W. D. Mills on Fourth St. National Bank, City, for $25.80.
No. 30.—Check of Samuel Owens on Park National Bank, City, for $1000.00.

No. 31.—Certified check of R. G. Simpson on our bank for $48.25. (Our certified
checks are entered the same as ordinary checks.)

No. 32.—Draft of the Peoples Bank, Boston, on the Chemical Nationai Bank of New
York, for $640.20.

No. 33.—Check of Ray Bros. & Co. on Bank of New Amsterdam, New York, for $200.00.
No. 34.—Check of Jennie Homans on Manhattan Trust Co., City, for $260.00.

No. 35.—Certified check of Ray Bros. & Co. on our bank for $700.
Sold the following drafts.on the City National Bank of New York:

No. 36.—To Charles D. Thomag & Co. for cash, draft for $500.00. Exchange 50, .

INsTRUCTIONS.—Enter the amount of the draft ($500.00), in the ¢‘Draft” column,
writing the initials of the firm to which it was sold in the space for explanation. Enter the
amount of the exchange (50¢) in the column entitled, ‘‘ Exchange on Drafts,” immediately
opposite the draft.
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No. 37.—To H. R. Day for his check on our bank, draft for $1000.00. Exchange $1.00.

INsTrRUCTIONS.—Enter the amount of the check ($1001.00) in the column entitled,
“Our Bank,” writing, “H. R. D., N. Y. D.” in the space for explanation. (H. R. D. are
the initials of H. R. Day, and N. Y. D. is written for New York draft.) Enter the amount
of the draft, ($1000.00), in the column entitled ¢ Drafts,” and the amount of the exchange,
($1.00) in the column entitled, ‘¢ Exchange on Drafts.” Checks must cover both the face
of the draft and the exchange. -

No. 38.—To L. C. Hamill, for cash, draft for $800.00. Exchange $1.75.

No. 39.—To Howe & King, for their check on us, draft for £750.00. Exchange 75¢.
Amount of check $750.75.

No. 40.—To William H. Ham, for cash, draft for $680.00. Exchange $1.50.

No. 41.—Paid cushier’s charge ticket for $5.50 for one ton of coal.

INsTRUCTIONS.-—Enter the amount paid out in the ¢ Sundry Expense” column.

You have certified the following four checks:

No. 42.—R. L. Smith & Co’s. check on our bank for $1000.00.

InsTrucTIONS. —This item is not entered on the paying teller’s check sheet, as the check
is not paid. In actual work you would make out a ticket according to section 23, puge 35.
and hand it to the individual bookkeeper go that he can immediately charge the drawer. In
this work you need only make an entry in your certified check book, according to form given
in section 26, page 36.

No. 43.—Check of Mason & Hamlin for $1400.00.

INSTRUCTION.—Make entry in certified check book ouly.

No. 44.—Check of Mason & Hamlin for $5000.00.
No. 45.—Check of John O’Connor for $800.00.

No. 46.—You have paid the clearing house 812768.70, the amount of the balance due
that institution.

INsTRUCTIONS.—Make an entry at the top of the paying teller’s check sheet after the
words, ‘‘ Balance to Clearings” for $12768.70. (See model, page 38.) (For explanation of
clearing house, see page —.)

No. 47.—Add the columns on your paying teller’s check sheet, and foot your certified
check book. (See forms, pages 36 and 38.) .

No. 48.—Your cash on hand from yesterday was $171424.10; the receiving teller turned
over to you at the close of the previous duy $30753.80; the note teller gave you $12067.50;
the receiving teller has given you during the day $1700.00 (‘‘Sundry” column of check
sheet); you have counted your cash on hund to-day, and it is us follows:

Legal tender notes, .. .. ... .. ... ... ....... $59997.00
National bank notes, ... ... ... .. . .. ... ... 20000.00
Gold certificates, . -« .. oo ... 42500.00
Gold coin, ... .. ... .... e 18000.00
Silver certificates, .. ... ... ... ... .. ... . _.l.. 15420.00 -
Silver dollars, - .. ... L. 6400.00
Fractional silver coin, .. ... . .. . .. ... ... ... 88.40
Minor comn, ... e iiaaaaiaoo. 23.40

Muke out paying teller’s proof according to form given on page 41. (See instructions
on next page.)
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How 1o MAKE Our PAYING TELLER’S PROOF.
DEBIT SIDE.

Sec. 36.—1. Take the actual amount of currency you had on hand at the close of the
previous day, which in this case is $171424.10 (as stated in No. 48), and place it after the
words ¢“ Cash from Yesterday.” (Sec form, page 41.) (Byamount of currency is meant bills
and coin only. Clearing house checks and cash items are not included.)

2. Take the amount of bills and coin that you received from the receiving teller at the
close of the previous day ($30753.80), and place it after the words ‘“ Receiving Teller”
the ploof

. Take the amount of bills and coin that you received from the note teller (as glveu in
No. 48) and place it after the words ¢ Note Teller.”

4. Take the amount of bills and coin that you have received from the receiving teller
(as given in No. 48) during the day, and place it after the words ¢ Receiving Teller (Special).”

5. Taking the footing of the column entitled ¢ Exchange on Drafts” on the paying
teller’s check sheet, and the footing of the column entitled ‘“Sundry Collection and
Exchange,” and place the amounts after the words ‘“ Collection and Exchange,” entering
them short. (See model proof, page 41.) Add the two amounts and extend their total in
the money column.

6. Take the footing of the column entitled ‘‘Drafts” on the check sheet and place the
amount after the word ¢ Drafts.”

7. Take the amount received from the clearing house, if any, (us shown in the ““Sundry”
column of the check sheet) and place it after the words ‘“ Balance from Clearings.”

CREDIT SIDE.

1. Take the footing of the column entitled ¢ Our Bank” on the check sheet and place
it after the words ‘“ Checks on our Bank.” (In second column.)

2. Take the footing of the column entitled ‘“ Clearings” on the check sheet and place it
after the word ¢ Clearings.”

3. Take the footing of the column entitled ¢‘ Correspondents” on the check sheet and
place it after the word ‘¢ Correspondents.”

4. Tuake the amount paid to the clearing house, if any, (a8 indicated after the words
¢ Balance to Clearings,” at the top of the paying teller’s check sheet) and place it after the
words ‘“ Balance to Clearings.”

5. Take the footing of the column entitled ¢ City Cash Items” on the check sheet and
place it after the words ¢ City Cash Items.”

6. Take the footing of the column entitled ‘ Sundry Expense” on the check sheet and
place it after the words ¢ Sundry Expense.”

7. ““Cash on Hand” includes a detailed statement of the cash actually on hand as given
above. (Transaction No. 48.) In a bank the cash on hand is ascertained by counting all
the bills and coin actually in the possession of the paying teller at the close of the business
day. The amount of the different kinds of money should be placed after the proper title on
the proof, and the total extended in the second column.

When added, the proof should exactly balance.

No. 49.—Make out paying teller’s second proof according to form given on page 42.
(See tnstructions below.)
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How 10 MAKE OuTr PAYING TELLER’S SECOND PROOF.
DEBIT SIDE.

Sec. 37.—1. Take the amount ($32638.75) after the words ‘“ Checks on Our Bank” on
paying teller’s first proof (see page 42 for form), and place it after the words ‘“ Checks on Our
Bank ” on paying teller’s sccond proof.

2. Take the amount after the word ¢‘Clearings” on paying teller’s first proof and place
it after the words “‘ Clearings Checks Cashed.”

3. Take the amount after the word ‘¢ Correspondents” on first proof and place it after
the word ¢‘ Correspondents.”

4. Take the amount after the words ¢“ City Cash Items” on first proof and place it after
the words ““ City Cash Items.”

5. Take the amount after the words ‘“Sundry Expense ” on first proof and place it after
the words ¢ Sundry Expense.”

6. Take the amounts after “ Collection and Exchange,” ¢ Drafts,” and ‘“ Balance from
Clearings” (Nos. 5, 6, 7), on left-hand side of first proof, and place them after the words
““Currency as Under.” (For form, see model second proof, page 42.)

7. Take the amount of checks received from the clearing house, which in this case is
$151656.39, and place it after the words ‘‘Amount of Checks Received from Clearings.”
This is obtained from the statement furnished you by the clearing house.

8. Take the amount of checks certified during the day as shown by the certified check
book and place it after ¢ Certified Checks” on the proof.

CREDIT SIDE.

1. Take the amount of currency paid out, which is the sum of the first six items on the
right-hand side of the paying teller’s first proof, and place the amount after the words
¢ Currency Paid Out.”

2. Take the amount of checks taken to the clearing house, which in this case is $138887.69,
and place after the words ‘“‘Amount of Checks Taken to Clearings.” This is obtained from
the statement made out fer the clearing house. It is also shown in the book in which the
collection clerk lists the clearings checks.

3. Take the amount after the word ““ Drafts” (No. 6), on the left-hand side of the paying
teller’s first proof and place after the words ¢ Correspondents (Drafts Drawn.)”

4. Take the amount after the words ‘‘Collection and Exchange” (No. 5) on paying
teller’s first proof, and place after the words ¢‘ Collection and Exchange.”

5. Place the amount of checks certified during the day, as shown by the certified check
book, after ¢ Certified Checks.”

When checks are certified they are charged to depositors, and their total should be placed on the debit
side of the proof. As the account with certified checks is credited for all checks certified, it is evident
that such must also be placed on the credit side of the proof.

When added, the paying teller’s second proof should exactly balance.

In case the student does not fully comprehend the above exp]anations he should trace
the entries on model paying teller’s first proof, page 41, to model paying teller’s second
proof, page 42.

The paying teller’s first proof is in the form of a cash book, the debit side showing the amount of

cash received and the sources from which it came. These sources form the credits, Cash being the debit.
in the second proof this condition of things is reversed, the accounts to be charged and credited being
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shown on the debit and credit sides, respectively, of the proof. This proof includes a few items not shown
by the first, and omits the statement of cash on hand. The second proof shows all the debits and credits
to the various accounts which have been made in the paying teller’s department.

No.

50.—Submit to your teacher your paying teller’s first proof, your paying teller’s

second proof, and a statement of the total checks you have certified. Preserve all proofs
that you make out.

By statement of total checks certified is meant simply the amount. It may be written on an ordinary
siip of paper.

JUNE 22.

Paid the following checks:

No.
No.
No.
No.
No.
No.
No.
No.
No.
No.

No

51.—Check of Ray Bros. & Co. on our bank for $1400,00.

52.—Check of H. R. Day on our bank for $725.00.

53.—Check of Mrs. R. C. Sneed on our bank for %36.80.

54.—Check of R. C. Johnson on Bank of Monroe, City, for £46.80.

55.—Check of Mentor Thomson on Chase National Bank, City, for $2000.00.
56.—Check of Chas. D. Thomas & Co. on City National Bank, New York, for $900.00.
57.—Check of G. W. Young on our bank for $700.00.

58.—Check of John O’Connor on our bank for $1625.00.

59.—Check of G. W. Young on our bank for $300.00.

60.—Check of L. C. Smith on Peoples Bank, City, for $150.

61.—Draft of Fourth National Bank of Lowell, Mass., on City National Bank, New

York, for $400.00.

No. 62.—City Treasurer’s check for $400.00. (City cash item.)
No. 63.—D. W. Thomson’s check on Brown Bros., Bankers, City, for $120.00. (City
cash item.)

No. 64.—Draft of First National Bank, Worcester, Mass., on the Second National Bank
of Boston, for $200.00. Collection and exchange 40¢.

+ No.
No.
No.
No.

65.—Check of John C. Mills on our bank for $796.00.

66.—Check of Ray Bros. & Co. on our bank for $58.25.

67.—Check of Wm. Moore on Chase National Bank, City, for $2346.50.
68.—American Express money order for $200.00. (Post-office and express money

orders should be classified as ‘“Clearings.”)

No.
No.
No.
No.

69.—H. R. Day’s check for $2000.00 on our bank.

70.—R. L. Smith & Co.’s check on our bank for $347.50.

71.—Check of John Thomas on Manhattan Trust Co., City, for $800.00.
72.—Draft of the First National Bank, Reading, Pa., on the Union Bank, New

York, for $700.00.

No.

73.—Certified check of the Fall River Mfg. Co. on the First National Bank, Fall

River, Muss., for $580.00. (‘“Correspondents” column.) Collection and exchange GO¢.

No, 74.—Certified check of Mrs. A. K. Smith on the Tenth National Bank, New York,
for $250.00.

No.

75.—Check of the American Machine Co. on Powers Bank, City, for $368.00. (City

cash item.)
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No. 76.—Check of J. W. McDowell on our bank for $216.80.

No. 77.—Check of R. G. Simpson on our bank for $375.00.

No. 78.—Check of W. B. Culver on our bank for $1200.00.

No. 79.—Check of M. 'I'. Bouldin on the Shoe and Leather Bank, City, for $540.20.

No. 80.—Check of National Rubber Co. on Bank of America, City, for $150.00.

No. 81.—Sundry discount receipt favor Geo. Lewis on our Lank for $8587.61. (Entry
same as for check.) )

No. 82.—Check of Chas. D. Thomas & Co. on our bank for $9042.03.

No. 83.—Draft of the First National Bauk, Akron, O., on the Fourth National Bank,
Cincinnati, for $264.90. Collection and exchange 25¢.

No. 84.—Certificate of deposit, issued by First National Bank of San Francisco, for
$970.00. Collection and exchange $1.00. (7Treat same as if acheck on First National, San
Francisco.) ‘

No. 85.—Certified check of H. R. Day on our bank for$3260.00.

Our certified checks, certificates of deposit, and cashier’s checks are all entered the same as ordinary
checks on our bank.

No. 86.—Cushier’s check of the Fourth St. National Bank, City, for $600.00.
No. 87.—Check of John O’Connor on our bank for $1500.00.
No. 88.—A. W. Wilson’s certified check on the City National Bank, New York, for $600.00.

No. 89.—Cushier’s check on Boatmen’s Bank, St. Louis, favor of A. W. Moore, for
$856.20. Collection and exchange 85¢.

No. 90.—Our certificate of deposit favor of A. W. Smith for $100.00. (‘‘Our Bank”
column.)

No. 91.—Check of Lord & Taylor on the Third National Bank, City, for $780.00.
No. 92.—American Express Co. money order for $200.00.

No. 93.—Certified check on the Second National Bank of Omaha, favor of C. W.
Williams for §1435.00. Collection and exchange $1.50.

No. 94.—Our certificate of deposit favor of L. M. Thomson for $1040.00. !

No. 95.—Certificate of deposit of Continental Bank, Philadelphia, favor of A. K. Rollins
for $700.00. Collection and exchange 80¢.

" No. 96.—Our certificate of deposit favor of Arthur Hines for $2000.00.
No. 97.—Our cashier’s check favor W. B. Lyons for $600.00.

No. 98.—Certified check of Jas. R. Hunt on the Continental Bank, Philadelphia, for
$1000.00. Collection and exchange §1.00. ‘

No. 99.—Cashier’s check of the Commercial National Bank, Chicago, favor of Henry ‘
Hunter for $1304.00. Collection and exchange #1.30.

You have sold the following drafts on the City National Bank of New York:

No. 100.—To James C. Flynn, for cash, draft for $1200.00. Exchange $2.50.

No. 101.—To Ray Bros. & Co. for their check on you, draft for $1800.00. Exchange 1
$1.80. Amount of check $1801.80.

No. 102.—To W. B. Lyons for his check on you, draft for $600.00. Exchange 60¢,
Amount of check $600.60,
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No. 103.—To R. C. Bouldin, for cash, draft for $900.00. Exchange $2.25.

No. 104.—You have received from the clearing house, for the balance due you, $415.60.

INSTRUCTIONS.—Enter the amount in the ¢ Sundry” column on the right-hand side of
the check sheet, writing as an explanation the words ¢ Balance from Clearings.”

You have certified the following checks:

No. 105.—Check of Mason & ITamlin for $1200.00.

No. 106.—Check of John O’Connor for $1450.00.

No. 107.—Check of W. B. Lyons for $580.00.

No. 108.—Check of John C. Mills for $364.50.

No. 109.—Check of R. G. Simpson for $2000.00.

No. 110.—Add the columns of your paying teller’s check sheet, and as certain the footings
of your certified check book.

No. 111.—Your cash on hand at the beginning of the day was the balance shown by the
paying teller’s proof of June 21st. The receiving teller turned over to you at the close of
the previous day, $21656.85; -the note teller gave you, $15814.26; you have received from
the receiving teller during the day $2500.00; youn have counted your cash on hand, and find
it to be as follows:

Legal tender notes, - ... ... ... .. . .._...._. $13625.00
National Bank notes, .. .. ... ... _____._____..__.. 20500.00
Gold certificates, . ... . .. ... ... ... __.._. 11200.00
Gold coin, . - .. . ... 35600.00
Silver certificates, . ... ... ... ... ... ...._..._.. 32100.00
Silverdollars, - ... ... ____ ... ..____ _.......... 7026.00
Silver coin, ... ____ .. .. __._.._...... el 76.00

Minor coin, ... ... . ..... 29.37
Make out paying teller’s first proof. '

No. 112.—The amount of checks taken to the clearings was $27036.75; the amount of
checks received from clearings was $26621.15.
Make out paying teller’s second proof.

No. 113.—Submit your paying telier’s first proof and second proof to your teacher,
together with a statement of the total checks you have certified.

DISCOUNT CLERK.

Sec. 38.—Duties. The discount clerk has charge of the loaning department of the
bank; he keeps the records of this department, and acts as the custodian of most of the
bills receivable.

His frequent intercourse with customers demands a large amount of tact, courtesy and
judgment, while his accountancy duties require accuracy and rapidity in a high'degree. By

many he is considered as standing an equal chance with the paying teller for promotion to
the position of cashier.

Sec. 39.—Loans. Commercial paper, and time and demand loans made upon various
kinds of collateral constitute the greater part of the bills receivable of most banks. Such
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paper is usually received from regular customers, though, in large cities, much of it frequently
comes from note brokers, who buy the paper from firms or individuals, and afterwards sell or
rediscount it to the bank.

Many banks invest a portion of their money in solid bonds, which, while not yielding so
high a rate of interest as commercial paper, may always be depended upon as a reserve,
practically as reliable as legal tenders in a money stringency or financial panic of any kind.

Skc. 40.—Making Loans. When a person desires to borrow money from a bank, appli-
cation is usually made to the cashier, who (in most banks) immediately passes upon it; that
is, he accepts or rejects it. If he accepts, the applicant can get his money at once. The
convenience of this method over that of compelling the customer to wait four or five days,
until the meeting of the board of directors, is obvious. The greatest favor that can be
bestowed upon an applicant for a loan, next to granting it, is a prompt refusal.

Loans made in this manner are reviewed by a finance committee appointed by the board
of directors, or by the board of directors themselves, and if dissatisfaction is expressed in
regard to any of the paper, such is disposed of at the earliest convenient day.

In some banks the applications for loans are handed to the discount clerk, who records the fact in what
is known as an ** Offering,” or **Application ” book. This book is provided with columns for the date of the
application, maker of the note, payer, endorser, collateral security, time, and a column in which is noted the
state of the applicant’s account (if he is a depositor), the amount of paper that the bank is already carrying
for him, and the average amouat of his daily balance. The offerings are presented to the board of directors
at their regular meetings, and they reject or accept such paper as they deem advisable.

Sec. 41.—Collection and Exchange. A small fee, nsually one-eighth or one-tenth
per cent., is charged by the bank on discounted paper which is payable out of town. Some-
times an additional amount is charged for the interest for the length of time necessary for
the transmission of the money. For example, if a note payable in Chicago thirty days after
date, were discounted in New York, the New York bank might charge interest for thirty-
three days, the extra three days being allowed for transmission of the money. In addition
to this there might be still a fee for collection. This practice is controlled largely by the
size of the customer’s account, and the general custom of the banks in the different cities.

Sec. 42.—Bills Discounted and Demand Loans. All time paper which is bought or
discounted by the bank is usually called ‘“Bills Discounted” or ¢‘Bills Receivable.” Money
which is loaned upon notes payable on demand is termed ‘‘Demand Loans.” These loans
are made principally on deposits of stocks, bonds, warehouse receipts, or other collateral.
They are payable at any time the bank may call for them. Under ordinary conditions
demand loans draw a low rate of interest, but in a financial stringency such loans might
command a very high rate.

National banks usually prefer to loan money for thirty, sixty, or ninety days, and in no case exceeding
four months, If the customer should require the money for a longer period of time, the note may be

renewed when it falls due. Thus, by means of easily collectible loans of short dates, the bank retains a
control of its funds that is especially desirable in times of a money panic or financial stringency of any kind

Sec. 43.—How to Ascertain the Due Date of Notes. If a note reads payable so
many months after date, the due date must be ascertained by counting months. If the
note reads payable so many days after date, the duc date must be ascertained by counting
days. The table given on next page will prove very serviceable to the student in ascertaining
due dates.
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EXPLANATION OF THE TABLE.—Add the number MAaTURITY TABLE.
of months for which the note has to run, to the num-
ber shown opposite, in the column immediately pre- .
ceding the month in which the note is dated; the 1 Jan._—l 13
result will be the number of the month in which the
note falls due. 2 Feb.+2 14
Examples: (z) Find the due date of a note drawn
at four months from May 19th. By referring to the 3 Mar.—1 15
table we find that May is the fifth month; adding
four, the number of months which the note has to 1 Apl‘. 16
run, to five, we have nine. The ninth month, -
according to the table, is September, hence the note 5 May—1 17

would be due September 19th. (4) Find the due
date of a note drawn Oct. 12th at five months. By \
referring to the table we find that October is the 6 June 18
tenth month. ~Five plus ten equals fifteen. Fifteen

is found in the right-hand column of the table op- ( July—1 19
posite March, so the note would be due March 12th.
If the note reads for so many days, count as you 8 Aug.—1 20
would for the months, allowing thirty days to a month,
and subtract the figures shown at the right of the 9 Sept 21
months, in the center column, from the date ascer- —
- tained as the due date of the note, except in case of
February, when the figure shown is added. 10 Oct.—1 22
Examples: (2) Find the due date of a note drawn
May 10th at thirty days. For the purpose of making 11 Nov. 23
the calculation we will consider thirty days one month. T
If the note were drawn May 10th at one month, it 1% Dec.—1 24

would be due June 10th, but we must count the actual
number of days. The number to the right of May (in the center column) is one, subtracting
one from the ten gives us the due date of the note, or June 9th. (5) Find the due date of
a note drawn May 20th at sixty days. For the purpose of making the calculation we will
consider sixty days two months. In this case the note would be due July 20th, but the
figure one at the right of May must be subtracted, which will make the actual due date July
19th. The figure at the right of the month in which the note falls due is never subtracted
or added, but the figures in the center column at the right of all other months, which occur
wholly or in part during the time for which the note has to run must be considered.
(¢) Find the due date of a note drawn June 10th at ninety days. If we consider ninety
days three months, the note would be'due September 10th. There is one to be subtracted
for August and one for July, which gives the actual due date of the note September 8th.
(¢) Find the due date of a note drawn January 17th at one hundred twenty days. Considering
one hundred twenty days four mounths, the note would be due May 17th. There is one to
be subtracted for January, and one for March, which make two to be subtracted, but there
are two to add for February. Adding two and subtracting two will not affect the date, hence,
the actual due date of the note is May 17th.

Skc. 44.—Days of Grace. As days of grace have been abolished by statutory enact-
ments in the majority of states, they are not considered in this work. To find the actual
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due date of a note in the states in which three days of grace are allowed, it would be neces-
sary in actual business to add three days to the date ascertained by the instructions herein
given. For example: A note drawn on June 1st, payable ten days after date, would be
due June 14th, and not on June 11th, as would be the case if the threc days of grace were
not considered.

Sec. 45. —Method of Counting Time for Discounting Notes. In this work
always count the actual number of days from the date of discount to the due date of the
note, and calculate the discount on the note for the number of days so ascertained. If the
note bears interest before due, the interest for the length of time that the note has to run is
ascertained, and added to the face of the note. The total is then discounted for the differ-
ence in time between the date of discount and the due date of the note.

The method of counting time for discounting notes varies in different banks, and often in the same
bank. Some banks count months for the full number of months, and days for the fraction of a month.
Others count the actual number of days, while some few count one day more than the actual number of
days. Thus, a customer discounting a note January 10th, due January 20th, would be charged with interest
for eleven days instead of ten. This is on the hypothesis that the money is placed to his credit January 10th,
and he can use it on that date if he so desires, so that in reality he has the use of the money eleven days.

Skc. 46.—The Discount Register is a book of original entry and-becomes the basis
for all transactions involving bills discounted. It contains a complete record of all paper
discounted by the bank, which record is made at the time the paper is discounted.

If the note is not indorsed by any one other than the discounter, no entry need be made in the column
entitled ‘‘ Indorser.”

The several items in the column ‘ Proceeds Credited ” are transferred by means of credit
tickets, to the individual ledger, to the credit of the persons whose names appear in the
column ‘“ For Whom Discounted.” The footing of the column ‘¢ Collection & Exchange” is
posted to the credit of Collection and Exchange in the general balance ledger; the footing
of the column ‘‘ Interest & Discount ” is posted to the credit of Interest and Discount, and
the footing of the column ‘“Amount of Note” is posted to the debit of Bills Receivable.
The sum of the footings of the columns ¢ Interest & Discount,” ¢ Collection & Exchange,”
and ‘‘ Proceeds Credited ” should equal the footing of the column ‘““‘Amount of Note.”

DISCOUNT
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Sec. 47.—Method of Handling Bills Discounted. DPaper accepted for discount
should be handled as follows:

1. Ascertain the due date of the note and write such in red ink across the right-hand
end as shown below.

ForM or ENTERING DGE DATE oN NOTE.

Some banks have a special stamp with which to place the number and the due date on a note. Others
write the due date across the face with a blue pencil, and many place it in the lower left-hand corner in

red ink.
Notes are numbered consecutively in the discount register, the number of each note being assigned by

the bank first discounting it.
2. Find the number of days for which the note is discounted, the amount of the discount,
and the amount (if uny) of the collection and exchange. The calculations should be made

directly from the note.
3. Muke out and give the customer a discount memorandum showing the face of the

note, the length of time for which discounted, rate, amount of discount, collection and
exchange, and the proceeds of the note.

REGISTER
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The following represents the form of the discount memorandum which would be made
out for G. W. Young, whose name appears in the model discount register, pages 56 and 57.

ForM oF DISCOUNT MEMORANDUM.

Discount Wemorandum,/ﬂwwza, 190/

4. The note is next entered in the discount register. (See model discount register, pages
66 and 67.) ,

5. Turn the note over on its face, and on the back write in red ink the number and
the due date as shown by the discount register. Thus:

ForM or ENTRY 0N Back or NortE.

sl
£ 2 4

= u,/,//,// 20,077
A Frat Vational

Some banks write the name of the payer and the city where payable (if payable out of town) on the
back of tbe note.
The revenue stamp is usually placed on the back of a note, but on the face of a check.
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6. Compare the due date as shown on the back of the note with that shown on the face.
7. Recalculate the due date of the note so as to be perfectly sure there is no mistake.

8. File the note in a compartment with reference to its due date. Notes are usually filed
with respect to the month in which they fall due. At the beginning of cach month they are
taken out of the monthly file, and distributed according to the days on which they fall due.
Before the notes are filed they should be checked and compared with the items in the column
entitled ““‘Amount of Note” in the discount register, so that you may be perfectly sure that
no error has been made.

Skc. 48.—Charge and Credit Tickets. The proceeds of bills discounted and demand
loans are credited to the borrowers in the individual ledger by means of credit tickets, which
are made out at the time the note is discounted, and passed to the individual bookkeeper.

ForM oF CREDIT TICKET.

Discount Clerk.

In the event that a note is discounted for some one who is not a depositor, Sundry Dis-
counts should be credited. The credit ticket should be made out the same as the above
with the exception that <“S. D.” should be written in red ink after the name of the person or
firm credited, both on the credit ticket and in the column entitled ‘ For Whom Discounted ”
in the discount register. (See entry for note No. 320, in model discount register, page 56.)

Bills discounted which arc sent away for collection should be charged by means of a
charge ticket to the bank to which they are sent, on the day of their maturity,
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ForM oF CHARGE TICKET.

O//c;i/g//é(éd////ﬂ 790
CHARGE

“@Zx/ 7@%@/4/7%/ Lr2447

MWM %/ L 2.5

" Discount Clerk.

FA
7

Charge and credit tickets may be printed in different colors.

Sec. 49.—Sundry Discounts. This account is credited with the procceds of all notes
discounted for persouns who are not depositors; that is, persons who draw in cash the proceeds
of the notes at the time they are discounted. In such instances, the proceeds may be drawn
either by check or receipt, the latter being commonly used. (See form below.)

ForM oF RECEIPT FOR PROCEEDS oF NOTE DISCOUNTED.
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The above receipt is presented to the paying teller by the person who discounts the note,
and such receipt is paid the same as a check. Ordinarily, the discount clerk would fill out the
receipt, with the exception of writing the discounter’s name thereon. The letters ¢“8. D.”
shounld not be omitted after the name of the person who wishes to draw the money, as this is
the feature which indicates to the bookkeeper that the receipt must be charged to Sundry
Discounts, which account usually balances cach day.

Many banks credit Cashiers account for the proceeds of notes discounted for persons other than
depositors; in such cases, the cashier issues a check to the discounter. The method of charging Sundry
Discounts, however, seems preferable from the accountant’s standpoint.

DEMAND LOAN REGISTER

Sec. 50.—Demand Loan Register. This book should contain a record of all demand
paper carried by the bank. Scparate accounts are opened for each loan. The amounts of
the several loans made during the day are credited to the borrowers by means of credit tickets,
and at the close of the day the total is charged to Demand Loans. When a loan is settled
n full, a check mark should be placed in the ¢“Balance Due” column (see account of John C.
Mills). When the amount of the interest due is paid, the date of the payment should be
placed in the *“ When Paid ” column. Frequently money is loaned on commercial paper, in
which case the notes should be entered separately, giving the tine and the due date of each.
(See entry under Howe & King’s account.)

Sec. 51.—Mercantile Rule, In this work, calculations of interest are made by the
mercantile rule.
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Sec. 52.—Discount Tickler. This book is designed to facilitate the collection of bills
discounted, by recording under the various days of the yecar, the notes falling due on such
days. All notes due June 20th would be entered under date of June 20th; all notes due
June 21st would be entered under date of June 21st, and so on. By this means the discount
clerk can ascertain immediately the notes to be collected for each day of the entire year.
The notes would be entered first in the discount register, after which the entries would be
transferred to the tickler. When so transferred a check mark would be placed in the column
provided therefor in the register.

At the close of each day the footing of the tickler for that day i credited to Bills Dis-
counted. As will be observed, the discount tickler does uot afford such a complete history
of the note as is given in the discount register. If at any time it is necessary to have more
detailed information, reference can be made to the record in the register, which may be
quickly found by the number of the note as given in the tickler.

Either red or black ink may be used in the ‘‘ Remarks” column. The latter is more convenient, put

many banks maintain there is much less danger of omitting a note if the former is used. The student
should use red ink unless differently directed by his teacher.
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Sec. 53.—Sundays and Holidays. Paper falling due on Suunday or a legal holiday
should be entered under the first business day following. Should a note fall due on Sunday,
and the Monday following be a legal holiday, the note would be payable on Tuesday. This has
reference only to the student’s work in this book. The statutes of the different states vary
in regard to ascertaining the due date of commercial paper, and the student is referred to
the statutes of his state for information on this point. Banks usually use calendars having
all holidays printed in red ink.

In leap year it seems that the added day, or February 29th, is not counted. The statutes of New
York provide that the added day of leap year must not be considered in counting time on notes, judgments,
or anything of thisnature. Some states have Supreme Court decisions to this effect, although in the majority
of states this question has never been raised. In the state of New York, a note dated February 20th (in any
leap year) payable ten days after date, would be due March 2d, and not March 1st, as would be the case if
the added day of the leap year were counted.

Sec. 54.—Notes Due. Each morning the discount clerk should take all the notes from
the file which are due on that day. These should be compared with the list shown by the
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discount tickler, after which they should be handed to the note teller for collection. As the
notes ure disposed of an entry is made in the ¢ Remarks” column of the discount tickler
(usually in red ink).

Sec. 55.—Proving Bills Receivable. Once a month the discount clerk should take
all the notes he has on hand, and check them against the unpaid notes, as shown by the dis-
count tickler and the demand loan register. The aggregate of bills discounted on hand should
agree with the difference between the sides of Bills Discounted account in the general ledger,
while the aggregate of demand loans should agree with the balance shown by the Demand
Loans account.

AUXILIARY BOOKS.
NOT USED IN STUDENTS WORK.

SEec. 56.—While the following books are very necessary in a bank, their office and
character are such that it has not been deemed advisable to consume the student’s time by
using them in his actual work. An examination of the forms, and a carcful perusal of the
explanations given will furnish, in most instances, sufficient information for all ordinary
purposes.

DISCOUNT LEDGER.

' ?/W/%/%m&/y ’

Skc. 57.—Discount Ledger. This book i3 kept for the purpose of showing the amount
of paper carricd for the different customers. The form is the same as that of the individual
ledger shown on page 128a.

The customer’s name is written in the column entitled ¢“Customers,” the amount of
unpaid discount paper, is placed in the first < Line,” or balance column. The amount
of notes the customer has discounted during the day is placed 1 the column entitled ¢ Bills
Discounted,” the amount of the notes he has paid is placed in the column entitled ¢ Discounts
Paid,” and the balance extended in the ¢ Line” column, so that the amount in the ‘“Line,”
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or balance column, represents the actual amount of bills discounted which the bunk is
carrying for the customer whose name appears opposite.

An account with Sundry Discounts is opened for the purpose of including the names
of such persons as do only a small amount of business. The total of the balances as shown
by this book should be the same as the difference between the sides of Bills Discounted
account in the general ledger.

CUSTOMERS’ BILL BOOK.

DATR T, | MAKER ENDORSER. | HATURITY. Mmoo o WHEN PAID,

%I’f 77 B rar . :' '/7!‘/4@” /W/f
%{7 7 J//é%MF%MMW/ﬂ bs20 ‘7

;/'jyd W %»7/ /%.444
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Sec. 58.—Customers’ Bill Book. This book is designed to afford, in a convenient
form, a detailed statement of all paper discounted for customers. A separate account is
opened with each customer, and the book is indexed, so that ready reference may be had to
any account therein.

Some banks observe a very strict record of the financial affairs of their customers,—those
from whom they buy paper. In addition to the above record a page is set apart on which is
entered the mercantile reports, synopsis of letters pertaining to the character of the house,
opinions of business men regarding the customer’s standing, etc. This record is carefully
compiled from day to day.

Sec. 59.—Foreign Register. This book affords a record of all paper sent to out of
town banks for collection. The entries are made directly from the papers at the time they
are sent away. Separate accounts may be opened with each bank to which paper is sent, or
a column “To Whom Sent” may be used and the paper entered consecutively. (For form
of foreign register, see pages 206 and 207.)

QUESTIONS.

1. What are the principal duties of the discount clerk ? (Sec. 38.)
2. Of what kind of paper do the bills receivable of most banks consist ? (Sec. $9.)
3. When a person wishes to borrow money from a bank, to whom is application made ?
(Sec. 40.)
4. On what kind of discounted paper is collection and exchange charged? (Sec. 41.)
5. Distinguish between bills discounted and demand loans. (Sec. 42.)
5
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9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
2.
23.
24.
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What is the method of ascertaining the due date of a note ?  (Sec. 43.)

Are days of grace counted in this work? (Sec. 44.)

What is the method of counting time for discounting notes ? (Sec. 46.)

What entries are made on the discount register ? (Sec. 46.)

How can you prove the footings of the discount register? (Sec. 46.)

What is the method for placing the due date on a note ? (Sec. 47.)

What is a discount memorandum, and to whom is it given? (Sec. 47.)

What does the discount clerk write on the back of discounted paper? (Sec. 47.)
How is discounted paper filed ? (Sec. 47.)

What is a credit ticket ? (Sec. 48.)

What is a charge ticket? (Sec. 48.)

What is meant by sundry discounts ? (Sec. 49.)

What entries are made upon the demand loans register ?  (Sec. 50. )

Explain the purpose and use of the discount tickler. (Sec. 62.)

How are notes handled which fall due on Sundays or legal holiduys? (Sec. 63.)
How may the discount clerk prove his bills receivable? (Sec. 66.)

Explain the purpose and use of the discount ledger. (Sec. 57.)

Explain the purpose and use of the cnstomers’ bill book. (Sec. 68.)

What is a foreign register ?  (Sec. 69.)
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WORK FOR THE STUDENT.

MEMORANDA OF TRANSACTIONS.
JUNE 21.
To be entered in the discount register.

Skc. 60.—No. 1. For Howe & King, note No. 400. Discounted at 6%. The following
is the form of the note, showing both face and back :

%J‘«%{/Wﬂ;/

Howe & King are depositors of our bank. When not otherwise specified in the memoranda of trans-
actions, a person for whom notes are discounted is a depositor.

]

INsTRUCTIONS.—Before attempting to enter the note, examine model discount register
on pages 56 and 57. The number of this note will be 400. Write the date of the dis-
count in the column ¢ When Discounted,” and the number of the note (400) in the column
designated ¢ Number;” write ‘L. D, Hunter” in the column entitled *‘ Maker.” Leave the
column entitled ‘ Indorser & Collateral” blank, as this note is not indorsed by any one
except Howe & King, and is not accompanied by collateral. In the column ‘ Where Pay-
able” write ““Our Bank.”

A note drawn June 10th at three months would be due September 10th. (See instructions
for finding the due date of a note, section 43.) Write “ September 10” in the column ““ When
Due.” Write ““June 10” in the column ¢ Date of Note.” Write ‘3 months” in the column
entitled ¢ Time.”
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The note was discounted June 21st; the discount would be calculated for the actual
number of days from June 21st to September 10th, which is eighty-one days. (See sectivn
48.) Write ‘81 days” in the column ¢‘Days Discounted.” Write ““6” in the ‘“ Rate”
column, and ‘20000 ” in the column ‘““Amount of Note.”” The discount on $20002.00 for
eighty-one days at 6% is 270.00. Write this amount ($270.00) in the column “ Interest &
Discount.” As the note is payable at our bank there is no collection and exchange. Sub-
tract $270.00 from $20000.00, and write the remainder ($19730.00) én the column ¢ Proceeds
Credited.” Write' “Howe & King” in the column ¢ For Whom Discounted.”

NuMBER OF DECIMAL PLACES To BE RETAINED.—In calculating interest or discount,
collection or exchange, always retain five decimal places, provided there be so many, until
the final answer is found, then if the third figure of the decimal is five or more, drop it and
add one cent to your answer. If the third figure of the decimal is less than five, drop it and
do not add anything to your answer. For example: Should the discount of a sum of money
be $24.456, you would call your answer $24.46; but should the discount be #24.454, you
would consider your answer $24.45.

The student may use any interest rule he chooses, provided he considers five decimal places in his

partial products. Interest is calculated on the basis of three hundred sixty days to the year, or by the
ordinary interest rules.

No. 2.—For Mason & Hamlin, note No. 401 of C. A. Winter for $18000.00, payable two
months after Muy 21st. Discounted at 6%. (Entry same as for preceding transaction.)

No. 3.—For Ray Bros. & Co., their time draft for $8000.00, dated June 21st, payable
thirty days after date, drawn on the St. Charles Car Works Co., St. Louis, Mo. Discounted
at 6. Also their sight draft for $3000.00, dated June 21st, with bill of lading attached, on
A. B. Hunt & Co., Cleveland, Ohio, It is estimated that it will take ten days to secure the
collection and return of the money for the $3000.00 draft, so it is discounted for ten days
at 64. Collection and exchange on each of the above drafts ;%.

InsTRUCTIONS.—The drafts should be entered in your discount register, and numbered
in order, the first 402, the second 403, etc. (In the work which followsall drafts and notes must
be numbered consecutively. The student will not be given further instruction on this point.)
The proceeds of each of the above drafts should be written in the column entitled ¢‘ Proeeeds
Items.” (See notes Nos. 317, 318,319, in model discount register, pages 66 and 57.) The items
should be added and their sum extended in the column ‘“ Proceeds Credited.” The estimated
due date of the sight draft ($3000.00) is July 1st. This should be written in the column
‘“ When Due,” and the word ‘“Sight” should be written in the column entitled ‘ Time.”

The collection and exchange on the 8000.00 draft at ;% would be 8. Enter this
amonnt in the ‘“ Collection & Exchange” column. (Ses note No. 317 in model discount register.)
The collection and exchange on the $3000 draft should be ascertained and entered same
as above. :

No. 4.—For H. R. Day, his note for #8000, dated June 21st, payable at our bank sixty
days after date. Discounted at 64. Note is secured by deposit of 100 shares of New York
Central Railroad stock.

INsTRUCTIONS.—The collateral should be entered in the column entitled ¢‘ Indorser and
Collateral.” (See note No, 821 in model discount register.)
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No. 8.—For D. J. Lowry (not a depositor) Mason & Hamlin’s note for $11000.00, dated
April 10th, at four months, payable at our bank, indorsed by C. L. Sumner. Discounted
at 64. .

INsTRUCTIONS.—A8 D. J. Lowry is not one of our depositors “S. D.” (sundry discounts)
should be written after his name. (See note No. 320 in model discount register.)

‘No. 6.—Foot your discount register, and rule it up according to form shown in model
discount register. Ascertain if the sum of the footings of the columns ¢ Interest & Dis-
count,” ¢ Collection & Exchange,” and ‘‘ Proceeds Credited ” agree with the footing of the
columu ‘“Amount of Note.”

No. 7.—Transfer the entries from the discount register to the discount tickler. Before
attempting to do this examine notes Nos. 316 and 321 in the model discount register,
pages 56 and 57, and notice how they are transferred to the model discount tickler. The
numbers of the notes as shown in the discount register must be placed in the discount
tickler, and each note must be recorded in the discount tickler under the date on which it
falls due. Make no entries in the columns ‘“To Whom Sent” and ‘‘Remarks” in the
tickler. The ¢“To Whom Sent” column is used when notes are sent away for collection,
and the ¢ Remarks” column is filled up on the day the notes become due.

Write the following dates in your discount tickler: July 1, July 10, July 21, July 22,
August 1, August 3, August 10, August 20, August 22, Sept. 10, and November 20.

To be eniered in the demand loan register.

The following demand loans have been made:

No. 8.—To W. B. Culver $3000.00. 100 shares Chase National Bank Stock deposited as
collateral.

- INsTrRUCTIONS.—Examine model demand loan register, page 61. Write ¢ W. B. Culver”
at top of register, place ¢‘ June 21” in ‘“Date” column, and ‘“8000.” in the column entitled
““Amount Loaned.” The bank stock is valued at $95.00 per share. Give a description of it
in the column for ‘“Collateral,” placing its value ($9500.00) in the column entitled *“Value.”

No. 9.—To Mrs. R. C. Sneed $6000.00. Seven Chicago City bonds valued at $1000.00
each deposited as collateral. The bonds are numbered from 214 to 220 inclusive. Make
entry same as preceding one.

No. 10.—To Chas. D. Thomas & Co., $12000.00. The following paper has been deposited
a8 collateral.

Note of H. A. Withers, for $6000.00, dated May 22nd, at 3 months; note of A. P.
McClurg, for 84500.00, dated June 10th, at 60 days; note of Watson, Smith & Johnson, for
$1125.00, dated June 1st, at three months, all considered good. (Ses entry under Howe &
King’s account in model demand loan register, page 61.)

Submit your discount register and tickler and your demand loan register to your teacher
for inspection.
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MEMORANDA OF TRANSACTIONS.
JUNE 22.
To be entered tn the discount register.

The following paper has been discounted :
No. 11.—For C. T. Williams (not a depositor) R. G. Simpson’s note for $15000.00 favor

of L. M. Thomson and indorsed by L. M. Thomson, payable at our bank, dated June 22nd,
at thirty days. Discounted at 6%.

No. 12.—For Mason & Humlin, note made by A. D. Hunt, of Dallas, Tex., for $4000.00,
dated May 20th, payable six months after date at Bank of Commerce, Dallas. Discounted
at 64. Collection and exchange {;%. Note made by William Teale of Lynn, Mass., for
$2645.80, dated June 4th, payable sixty days after date at Manufacturers Bank, Lynn, Mass
Discounted at 6%. Collection and exchange ;4.

No. 13.—For Howe & King, their note for $8000.00, dated June 22d, payable two months
after date at our bank. Discounted at 64. (Count actual number of days from June 22nd to
Aug. 22nd to find time for which note is discounted.)

No. 14.—For G. W. Young, note of George Thomas for $10000.00, dated June 10th, pay-
able thirty days after date at Merchants Exchange Bank, City. Discounted at 4%.

No. 15.—For George Lewis (not a depositor), note of John O’Connor for $8645.25, dated
April 1st, payable four months after date at our bank. Discounted at 6%.

No. 16.—Foot your discount register and rule it up. Ascertain if the sum of the footings
of the columns entitled ‘‘ Interest & Discount,” ¢ Collection & Exchange,” and * Proceeds
Credited ” agree with the footing of the column ‘“Amount of Note.” Transfer the entries -

in your discount register to your discount tickler.
Submit your discount régister and tickler to your teacher for inspection.

COLLECTION CLERK.

Sec. 61.—Duties. The collection clerk takes charge of all paper received by the bank
for collection, and makes the original entries for such upon the proper books of record. He
should have a thorough knowledge of the laws and customs relating to promissory notes and
drafts, and the rights and duties of parties to such paper.

Skc. 62.—Collection Paper. Paper received by a bank for collection comes from two
gources: customers, and out of town banks. Such paper does not become the property of
the bank. The bank acts only as agent for the owners of the paper, charging a fee, called
¢ Collection,” for its services.

Skc. 63.—Entering Collections in the Bank Book. Notes, sight and time drafts
left for collection should be entered in the back of the depositor’s bank book. When the
depositor has a number of collections it is customary for him to list them on a memorandum
glip, or to record them in a book which is especially provided for this purpose. The teller
may receipt for the entire number of items at the bottom of the memorandum slip, or
immediately beneath the items in the book.

Many banks enter paper left for collection in the same part of the bank book as the deposits, the amount
in the case of a collection not being extended in the money column. This is termed ‘‘ entering short.”
Some banks give no receipt whatever for the paper-left for collection. While such practice is quite com-
mon in many localities and very convenient for the banks, it can hardly be encouraged from the standpoint
of the accountant. In the event that the paper is lost without being entered on the books of the bank,
there would be absolutely nothing to show that the depositor had left it there.
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Sec. 64.—Numbering Collections. Some banks number all paper received for collec-
tion, the same as paper received for discount. Other banks do not number collections unless
such paper a.]ready bears a number, in which case the number it bears is recorded. As a
matter of convenience for the student we have thought it best for him to number all collec-
tions consecutively, the same as he numbers discountg.

Sec. 65.—Timing. When paper is received for collection, the collection clerk should
mark on each note or draft the date of maturity. A careful clerk will always revise the
timing of his notes to guard against any errors. If he should time a note too late, and the
drawer shou)d fail to pay, the bank would be liable to the owner.

Notice of protest must be given the indorsers not later than the close of the day following that on which
the paper was due, provided the indorsers live in the city in which the paper is protested. If they live at
distant points the notices must be mailed to them not later than the day following the due date of the paper.

Sec. 66.—Collection Charges to Depositors. The fees charged depositors for col-
lecting paper vary in different banks. They are usually one-fourth, one-eighth, or one-tenth
per cent. Sometimes when a depositor keeps a large balance with a bank, no charge whatever
is made for his collections.

Sec. 67.—Collection Charges to Banks. Banks have various arrangements with one
another for collecting paper. In some instances the collecting bank agrees to remit once a
week, on a certain day, without any charge, the use of the money being considered equivalent
to the services rendered in collecting. Others make no charge for cash items, but charge
from {;% to }# for all time items. Some have no fixed rates, but make such arbitrary charges
as the circumstances and conditions seem to warrant.

Sec. 68.—Notes with Accumulated Interest. If a note is left for collection which
has accumulated interest, the amount of the interest should be ascertained, and both the
interest and the amount to be collected should be indicated in red ink on the face of the
note. If the note is payable out of town, this should be done before the note is sent away-
for collection.

The following illustration represents a note treated in the manner described above:

Forx orF COLLECTION NOTE WITH INTEREST AND AMOUNT INDICATED.
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Sec. 69.—Method of Handling Sight Paper. Checks and drafts which are deposited
in the bank by customers, and credited to the customers at the time of the deposit, are not
entered in the collection register, nor in the tickler, but are remitted direct to the banks
on which they are drawn, for the credit of the remitting bank, the bank to which they
are remitted being debited at the time of the remittance.

Sight paper which is received for collection from depositors and others should be entered
in the collection register and tickler, and, if payable out of town, it should be sent away for
collection. The bank or banks to which it is sent are not charged with the paper until
the collection is made, and the remitting bank has been notified of such collection. Whether
or not sight paper should be entered in the collection register depends entirely on whether
it was credited to the depositor or received for collection.

Sec. 70.—Indorsing for Collection. All paper left at the bank for collection must
be indorsed. For this purpose either a full or a blank lndorsement may be used. The
following is one of the most common forms: '

ForM orF FuLL INDORSEMENT.

2yt
o oA e,

%@JMJL

If & bank sends paper to another bank for collection, it must be indorsed payable to the
bank to which it is remitted. For this purpose the following are the forms generally used:

Formerly it was the custom to indorse paper left for collec-
tion as follows: .

“Pay to First National Bank, or order, for collection and
credit of John C. 8Smith.”

The supreme court has decided that a restrictive indorse-
ment on paper deposited for collcction, such as, ** For collection,”
or ‘“ For credit to the account of,” etc., is not binding on the
remitting bank. Under such circumstances the bank which
sends the paper away for collection, with its ordinary indorse-
ment affixed, guarantees neither the correctness of the amount

nor the genuineness of the prior indorsements. Most clearing @ OChestef,
el

ForMs oF BANK INDORSEMENTS.

houses require their members to guarantee all restrictive indorse- C hl
ments, which has the effcct of enforcing the use of a full indorse- ashier.
ment, as banks are usually unwilling to take paper for collection

which is so indorsed that they are compelled to guarantee it

before the collection can be effcoted.
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P h Sec. 7l.—Advice of Payment, Paper sent to
ay to the order of banks for collection is not charged to the account of the

Aﬂy NATIONAL BANK, bank to which it is sent until notice is received by the
FIRST NATIONAL BANK remitting bank that the collection has been made.
'

The only exception to this rule is in the case of bills -
Rochester, discounted, which are charged on the day of their
AV et s4Cashier, maturity. If advice of payment is not received within
’ AR a reasonable time, the bank is sometimes charged and
the customer credited, subject to reversal in case non-
Pay to the order of payment should be reported subsequently.
Aﬂy BANK or BANKER. In New York it is customary to charge all notes payable at a

FIRST N AT'ON AL B ANK, bank to the depositor’s account on the day of maturity, (Ses

section 91.) This is also the English custom, and is the one used

Roc'hester, in this book. The practice of charging the maker for his notes

R left for collection, without obtaining his check, has not become

% LRl (s ./CaShlefoso general in this country as chargiug up bills disconnted, and in
case of any doubt it is well to obtain the maker’s check.

Skc. 72.—Making a Draft Payable at a Bank. In accepting a draft the drawee has

a right to make it payable at a purticular bank, if he so desires. The law does not consider

this a qualified acceptance, but a legal and satisfactory honoring of the draft.

While not required by law to do so, some banks make a practice of notifying payers of their maturing
paper, using for this purpose printed slips similar in form to the following:*

-

ForM oF NoOTICE oF MATURITY OF NOTE.

FIRST NATIONAL BANK,

ROCHESTER. N. 1’7&%&4& 190/,

You are requested to call at the bank and pay your note of

- $_ 200 , due thMofzéma.

Very respectfully,

HENRY JONES, Cashier.
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Sec. 73.—Charge and Credit Tickets. When notification is received that paper sent
to other banks has been collected, a ticket should be made out, charging the bank and cred
iting the account for which the collection was made.
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Forw or CHARGE TICKET.

BANK OF COMMERCE.

oAtlanta, GA./WZ 2,190/
CHARGE :

@/MMW% ¢200

CREDIT :
M@W “sg7|52
Collection and Erchange, 2o
’ " Collaction Gk,

Sec. 74.—Collection Register. 'Thisbook should contain arecord of all paper received
for collection from customers and out of town banks. Nothing is written in the column
entitled ¢ Indorser,” unless the paper is indorsed by some one other than the person or
firm for whom collected. The column entitled ‘““Amount to be Collected ”” should show the
face of the note, plus the interest accumulated. Most of the paper left for collection will not
have accumulated interest. The “ Check” column is nsed when the entries on the collection
register are transferred to the collection tickler. The ‘ Remarks” column is seldom used.
When paper is collected, a notation to this effect is made in the collection tickler.

Sec. 75.—Collection Tickler. After paper received for collection is entered in the
collection register, it is transferred to the collection tickler under the date on which it falls
due. Usually half a page is allowed for each day of the month. The collection tickler
should be examined every morning to ascertain the amount of paper to be collected for that
day, aund when such paper is collected or returned, a notation to this effect should be made
with red ink in the column provided for this purpose.

Collection paper may be placed in files, similar to those used for bills discounted (page
59), and the paper due, as indicated by the file, should be taken out each morning and com-
pared with the records on the collection tickler.

In addition to the collection tickler, banks usually keep a foreign register in which to
enter all paper sent to other banks. When such a book is kept, the column ¢ To Whom
Sent” in the collection tickler may be omitted.

A form of foreign register is given on pages 206 and 207,




MODERN BANKING AND BANK ACCOUNTING. 17

COLLECTION AND REMITTANCE LETTERS.

ForMs Usep WHEN WE SEND PAPER To OTHERS.

Sec. 76.—Immediate Remittance. When items are sent to another bank for collec-
tion, with the request that remittance be made by bank draft immediately upon collection,
the following is the form of letter generally used:

ForM OF ADVICE OF PAPER SENT FOR COLLECTION AND REMITTANCE.

‘LOUIS J. HENRY. VicE-PaEsipzsy.,

C. F. MARVIN. Passiognt. CAPITAL, $150.000.
R. HEBER NEWTON, Vis-PaEsioser.

M. D. CALDWELL, Casmize

Mnmms,m./ﬁ{ma;zlﬂoz
M Esq., Cashier.

Dear Sir:—I enclose for collection and prompt remittance

by draft on New York

NO. OR DATE. PAYER. AMOUNT.

27 MA@W K/Q;m 200

£EP” a/ %-«/;/w/j / //:

7

If not paid when due, return at once properly protested, unless otherwise ordered.

Respectfully yours,

H D. CALDWELL, Cashier.

Please Ackmowledge Receipt.

Some banks attach a slip to all paper sent away for collection, showing the number, name of payer, and
for whom collected. When the collection is made this slip is detached and returned to the bank.
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Sec. 77.—Collection and Credit. When items are sent to another bank for collection
and credit to the account of our bank, the following is the form of letter generally used :

ForM oF ADVICE OF PAPER SENT FPOR COLLECTION AND CREDIT.

«Jﬂlﬁﬂfi@ﬁﬁiﬁ@%&

,eww/ Z 790 L.

72%4%&.. Cashier.

Dear Sér:

I enclose for collection and credit as stated below :

Very respectfully,
W. B. SMITH, Cashler.

NO. OR DATE. PAVER. AMQUNT.

7@&&7 %M/mjﬁéy;— 200
J2/7 o[r:mfgﬁm Vi

L 1 M'@N Lo

2 2 Aﬂ@mﬁ%@w 2oz

7

Skc. 718.—Copying Letters. Every letter should be copied before being sent out. The
printed and the written portions of the letter should be in copying ink, so that there will be
no difficulty in securing an exact copy of every word in the entire letter.

The letter book should be carefully indexed so that reference may be made readily to the

copy of any letter that may be desired.
It is difficult to overestimate the value of having a complete record of everything sent

out by the bank.
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ForMs Usep WHEN WE CoLLECT PAPER FOR OTHERS.
Sec. 79.—Remittance by New York Draft for Collections. When we remit drafts

for the proceeds of collections made by us for other banks, the following is the form of letter
generally used:

ForM oF ADVICE oF REMITTANCE FOR COLLECTIONS.

CYRUS W. NEWKIRK, PresipenT. H. W. HAMMOND, Vice-PRESIDENT.
R. H. uogas, CasHiER. MELVIN C. REESE, VICE-PRENOENT.
CAPITAL, $200,000.

et . _ ' BurFraco, M}f/&malia
I A

Dar&r:-—lhawmeivdyourfmoftbeﬁ inst., and enclose draft on New

-
York for _9/2/7744]" in payment of collections as stated below :

YOUR NUMBER. PAYER.

Pz %%Wm ) tove
Z/”w/ J%%:/W “Lpp
4

J(f M%/ zoo

2 \ /
by %{M/M g2

A

Total Collected, ‘

200
Less Collection and Exchange, s
Amount Remitted, 2 7 7L 7 o]
25

Very respectfully,

R. H. SMOSES, Cashier.
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Sec. 80.—Advice of Collections Credited. When items are collected, which have
been sent us for collection and credit by another bank, notice of such collections should be
gent to the remitting bank. The following is the form of letter generally used:

-

ForM or ADVICE OF CoLLECTIONS CREDITED.

MENTOR THOMSON, Vice-PREMOENT.

CHAS. R. DREXEL, PREsiDENT. CAPITAL, $300,000.
C. W. BOULDIN, Vice-PresioenT.

H. B. CHILDS, Casmien.

" CITIZENS NATIONAL BANK

, %%Zémzz_ﬂ_/yu
ZMAM Esq., Cashie |

Dear Sir:---We beg to advise you that collections as stated below have been made

é
mdtbemcad:._ "»'fplwdtotheadltofyouraacmt.
Oery respectfully,
‘ ' H. B. CHILDS, Cashier.

2.

YOUR NO. OR DATE. PAYER. AMOUNT. CHARGES. PROCEEDS.-

Jz_/' M@CM% 12070 2 |12 ygm

L2 %M_éﬂﬂ VAYY. Wal P a b
i et L gt e
P4
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Skc. 81.—Prompt Answers. If possible, all letters should be answered the same day
that they are received. Nothing inspires confidence more than promptness. Establish the
rule of acknowledging receipt of all remittances, and require other banks to do the same.
Do not tuke anything for granted. Serious mistakes are often avoided by a prompt acknowl-

edgment of a remittance.
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Sec. 82.—Return of Uncollected Paper. If for any reason we are unable to collect

the paper sent us, snch paper should be returned to the remitting bank. For this purpose
the following is the form of letter generally used:

ForM oF ADVICE OF COLLECTION PAPER RETURNED.

2
GEO. MCMILLAN, PRESIDENT. D. J. LAMAR, Casmign. V. P. KUNE, Vior-PRESOENT. _ M. H. SUMNER, Paving TELLER.

MM_ Esq., Cashler.

. Dear Sir:

I herewith return unpaid, reason,.if any, endorsed on back:

_Mw %/% 120
%{/«%ﬂ Lo

We charge account pro. fees, 210

Please remit pro. fees,

Respectfully yours,

. D. J. LAMAR, Cashter.

Sko. 83.—O0pening the Mail. Letters may be opened by cutting off a small portion of
the end, or by slitting the top of the envelope with a letter knife. The latter method is prefer-
able, since it avoids the possibility of cutting or mutilating any of the contents.

Every person opening a letter containing checks, drafts, etc, should at once sec that the
letter contains the paper mentioned therein, and should write or stamp on the letter the
date of its receipt.

6
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Sec. 84.—Listing Checks for the Clearing House. All checks for the clearing

house should be listed in a book especially provided for this purpose.

Carbon sheets are

usually employed so that copies of each list may be secured. One copy is kept by the bank

and the other is sent to the clearing house with the checks.

book generally used for this purpose:

CLEARING HOUSE REGISTER.

The following is the form of

.Jm/fﬂ—
2U] 4o /00
/00 2400
JEPlro T20
/250 . LPl2e
J o J o0
A 250
“Loo /700
s 00 0 2S¢
S0 7o
/20 200
£Fo “o s 3|\FF
725
30
L L PP Lo .

The name of each bank on which we have checks should be written in the above book,
and the checks listed in detail under the name of the bank on which they are drawn.
accounts should be footed, and the sum of their footings ascertained. This sum should
agree with the footing of the clearing house proof, as shown by the general bookkeeper's -

proof shect, pages 138 and 139.

The
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SEec. 85.—Account Current. It is customary for banks to render accounts current at
the end of each month. The following is the form ordinarily used:

STATEMENT OF ACCOUNT.

In Account with CITY NATIONAL BANK.
NEW YORK.

;7;2’?“— B —“_‘_:_’—“——l__“ - _"l_‘:‘ Iy T o e s .‘_ ’—:f_:'*_
‘/1W§| //2/7al$ % \ Alnrrce ‘fl/aop
‘¢| v | /z{Lf .'l 7 |-¢PWM” Foo
<4 CollocZerre ‘ /J‘p‘ '7 : } J2g o
7‘ W l. 240, l ‘//" ” ‘ FEPloo

7 CollecZiom | Nulm! 12| CotlecZior | 200

2/ ”» “ /o a’ ,/d~fwma i‘ /Lf'dﬂ
‘zz‘ ‘W u 29’/‘24;‘“ i/41| QMM/ Il goo
o /& sz,‘ ;/71 ” “ 72—0

= %%M#/J/)—’ “

‘Z/W‘l /dfl
oo /,i‘[ l;7 ” " TE L 70
L \1 _ _____‘_;l._._ 27 s Il_]ﬂ ﬂ\ _
B N |f¢édlﬂ‘ I I :ﬁff@r

J'leas% examine and report AT ONCE i rorrm or mt \il | (

v< _'/((

i I

Sec. 86.—Banking Hours. In New York, the banks open at 10 o’clock and close at
3 o’clock, and from 10 to 3 seem to be the usual hours in nearly all the larger cities. In
the smaller ones, from 9 to 4 are regarded as the banking hours, and many banks will receive
deposits until 5 or 5:30 P. M.

In New York, and many Eastern cities, all banks close at 12 (noon) on Saturday. This
gives the employees a half holiday every week. There are no statutes defining the business
hours of a bank. The directors declare that certain hours shall be kept by the bank in its
general dealings with the public,and in its business of receiving deposits and paying checks.
These hours are largely a matter of custom.
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Skc. 87.—Statement of Drafts. This statement is rendered by the drawee bank. The
total of the statement is placed on the account current. The following is a form in common
use:

STATEMENT OF DRAFTS.

pramby TN '
. Sty

o Citry NATIONAL BANK,

NEW YORK.
P2 &/ A — I— = - _—
] ik
/&W, i | ELS 100 | |
g #23 | 24P
ji
£ / 2—7 | 2ed
74 s /24F0
74 #2.6 IH 74
240 Y29 JELLT,
g
ad I ki
b ¢ #33 2454
2/ a7 7d"2—4'
d |
27 “ry 779
e w3z /24
a
o $42 A
, /J]jp | B
S 3
I \
If preferred, in rendering accounts current, the draftg may be listed on the account current, and the

statement of drafts dispensed with,

Skc. 88.—Accommodation Paper. Accommodation notes are promises to pay, which
are signed or indorsed by some person, or persons, for the accommodation of some other
person, or persons. Such paper i not usually considered very desirable by banks, for it is
not what it pretends to be on its face, no value having been given or received therefor,
although the person who executes such paper is legally just as responsible as if he had
received valne.

Sec. 89.—Adjustment Account. When a bank which draws drafts receives a statement
of drafts drawn and an account current from the drawee bank, an adjustment account is
made up. This account should show on the debit side a list of all drafts drawn but not yet
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paid by the drawee bank, all remittances in transit, and the amount of the balance as shown
by our books. The sum of the foregoing should equal the balance shown on the account

current, or by the books of the other bank.

ADJUSTMENT ACCOUNT

o . - . i IFO e - e
FX v QMM W./ u%w-‘/zé/)w&- SF oINS
[i ! |
} + 22 200 l‘: o _
| v27 |' sol .
e | y&a :|
j “3s ‘i 1 4F 20 |
L2 | saoi o |
| PR
S P ' FAgo
| “Lilo 260
| sy " o0 !
. 7&/"}0‘ 5 l
| ’@p«r-ﬁé/n/w |3771/d'\/é' ” ‘
S R ot R i
[ ' I Q17 T T
- IR |
QUESTIONS.

1. What are the principal duties of the collection clerk? (Sec. 61.)
2. From what sources does a bank receive collections? (Sec. 62.)
3. How are collections entered in the bank book ? (Sec. 63.)
4. How do you show the amount to be collected on paper which has accumulated
interest? (Sec. 68.)
5. What kind of sight paper is entered in the collection register? (Sec. 69.)
6. How should paper left for collection be indorsed ? (Sec. 70.)
7. In writing his acceptance of a draft, has the drawee the right to make it payable at
a particular bank ?  (Sec. 72.) ‘
8. What is an account current? (Sec. 85.)
9. Explain the purpose and use of the collection register. (Sec. 74.)
10. Explain the purpose and use of the collection tickler. (Sec. 75.)
11. In what book are all checks which are designed for the clearing house listed ?  (Sec.
102.)
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WORK FOR THE STUDENT.

MEMORANDA OF TRANSACTIONS.
JUNE 21.
To be entered in the collection register.

SEc. 90.—The following paper has been received for collection :

No. 1.—From J. C. Mills, note of Chas. H. Hubbell for $8000.00, dated April 29th, at
sixty days, payable at Powers Bank, City.

INsTRUCTIONS.—Before attempting to make the entry, examine model collection register,
page 74. Write ““June 21” under ‘“ When Left.” Place ‘500 under ¢ Number.” (Collec-
tions should be numbered consecutively, commencing with the number 500.) Write ¢ Chas.
H. Hubbell” under ‘“Payer.” As the note is not indorsed by any one other than John C.
Mills (the person for whom it is collected), the column ‘“Indorser” is left blank. Write
‘““ Powers Bank, City,” under *“ Where Payable;” ¢‘April 29" under ‘“Date of Draft or Note;”
and ‘“60” days under ‘Time.” Sixty days from April 29th would be June 28th, hence
““June 28” should be written under ** When Due.” Write ““John C. Mills” under “ For
Whom Collected,” and ¢ 8000 ” under ‘‘Amount to be Collected.”

No. 2.—From Howe & King, note of the Reading Machine Co. for $1000.00, payable four
months after March 1st, at National Union Bank, Reading, Pa., indorsed by J. T. Hamill.

No. 3.—From Boatmen’s Bank, St. Louis, note of Mason & Hamlin for $400.00, payable
sixty days after May 1st, at our bank.

No. 4.—Transfer the cntries from the collection register to the collection tickler. (See
form of tickler, pages 74 and 76.) The note of the Reading Machine Co., payable at the
National Union Bank, Reading, should be sent to the Continental Bank, Philadelphia, for
collection.

MEMORANDA OF TRANSACTIONS.

JUNE 22.
To be entered in the collection register.

Sec. 91.—The following paper has been received for collection:

No. 5.—From Fourth National Bank, Cincinnati, Harry Greene’s note for $1000.00,
payable two months after April 20th, at Chase National Bank, City.

No. 6.—From W. B Lyons, note of W. H. Hillis for $5125.00, payable three months
after April 17th, at City National Bank, New York, indorsed by R. D. Gunther & Brother.

No. 7.—From Charles B. Thomas & Co., note of C. A. Tanner for $900.00, payable threc
months after April 1st, at Third National Bank, City.

No. 8.—Transfer the above entries to the collection tickler. Note of W. H. Hillis has
been sent to the City National Bank, New York, for collection.
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NOTE TELLER.

Sec. 92.—Duties. The duties of the note teller vary in different banks. In this work
he will take charge of all city cash items, and all city paper which is due as shown by the
collection tickler, discount tickler, and demand loan register. Each morning the note teller
receives all city collections from the collection clerk; and from the discount clerk he receives
all bills discounted which are due that day and payable ip the city. At the close of each day
the paying teller, receiving teller, and mail clerk give the note teller all their city cash items,
and these items are collected on the day following. In many banks these items are collected
by the paying teller.

In the majority of banks the note teller sells bank drafts but in this work it has been thought best to
have the paying teller perform this duty.

SEc. 93.—Messengers. Most banks havc messengers employed for the purpose of col-
lecting paper due in the city. Sometimes the porter performs this service. These employees
are under the direct charge and supervision of the note teller. He should see that they lay
out a definite routé before leaving the bank, and that their work is performed with proper
care, and with due regard to the laws and customs relating to negotiable paper.

Sec. 94.—Methods of Paying Notes. A note is usually paid in one of the following
ways:

1. In cash. .

2. By charging it to some correspondent.

3. By having it certified, and sending it through the clearing house.

4. By charging it to the depositor’s account.

The method of payment in cash needs no explanation.

Sec. 95.—Charging Notes to Correspondents. Bills discounted, payable at out of
town banks, should be sent to our correspondents from fiftcen days to one month before due,
for collection. On the day such notes are due, it is customary to charge them to the banks
to which they were remitted, without waiting for letters advising collection.

SEc. 96.—Certification of Notes. A note payable in our city, at a bank which is a
member of the clearing house, should be presented at that bank for certification the day it
is due, and the following morning it should be sent through the clearings. ~ The following

is the
ForM oF o CERTIFIED NOTE.



88 - MODERN BANKING AND BANK ACCOUNTING.

When a bank certifies a note, the maker of the note should at once be debited, and Cer-
tification Account credited, the same as if a check had beeun certified.

Skc. 97.—Charging a Depositor with a Note. If a note is made payable at a bank,
it is held by the negotiable instruments law, and several supreme court decisions, that it
is an order on the bank, and that the bank at which it is made payuable has a right to charge
it to the depositor’s account on the day on which it falls due.

The negotiable instruments law has been adopted in New York, Connecticut, Massachusetts, Maryland,
Florida, Virginia, and Colorado.

Among the supreme court decisions sustaining this view are the following:

Pennsylvania (Commercial National Bank vs. Heminger, 105 Pa. St., 496); Indiana (Bedford Bank vs.
Acoaron, 125 Ind., 584); New York (Ktna National Bank vs. Fourth National Bank, 46 N. Y., 82). The

decisions of some other state courts are conflicting. In case of doubt, it is better to have the maker give
his check for the note.

Anp accepted draft payable at a certain bank would come under the same rule as a note.

Sec. 98.— Protesting. When a note or draft (formally presented for payment) is not
paid at maturity, it should be protested. This is usually done by a notary public, who sends
or delivers a formal notice to the indorsers, declaring that the note has been presented for
payment, and that such has been refused. 1t 1s unnecessary to protest paper on which there
are no indorsers, thongh many banks protest all paper that 18 not paid when due, unless
there are specific instructions to the contrary. When paper 1s protested, this fact 18 noted
on the face or back thereof, usually in red mk.

ForM oF PROTESTED NOTE.

Fourteen is the clearing house number of the bank at which the note was left for
collection.
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.

ForyM oF CERTIFICATE OF PROTEST TO BE ATTACHED TO PRECEDING NOTE.

CERTIFICATE OF PROTEST.

UNITED STATES OF AMERICA,

STATE OF LOUISIANA. ss.

I, THE UNDERSIGNED, one of the Notaries Public in and for Orleans County. 0 berebyp
Certifyp, that on the date below written, | did present the obligation which is hereunto annexed, at the
place where it is payable and demanded payment thereof, which was refused.

TAbereupon, I, the said Notary, did PROTEST, and by these Presents do publicly and
solemnly Protest, as well against the Maker and Indorsers of the same as against all others whom it
may concern, for Exchange. and all Costs, Damages, and Interest, already incurred or to be hereafter
incurred, for the want of payment.

Hnd ¥ do Furtber Certify, that on the same day and year below written, due notice of the
foregoing Protest—by notice partly printed and partly written, signed by me—was given to the several
indorsers thereon by depositing notices in the Post Office at New Orleans, La., postage paid,

directed as follows :

each of the above named places being the reputed place of residence of the person to whom the notice was
directed, and the post office nearest thereto.

n Testimonp Wibereof, | have hersunto set my hand and affixed my seal of office.

Tbhis Pone and Protested, in the Ciy of New Ogleans, La.

e

[SEAL.]

Notary Pubdlic.

- If the indorser wishes to be assured of receiving notice of protest, he should place his full address below
bis name when indorsing paper. If he fails to do this, the bank should, if possible, obtain his address and
write it on the paper at the time it is discounted. Banks are required o exercise reasonable care in ascer-
taining the addresses of indorsers; and if the address is given on the paper, the bank is bound to respect it
in sending out notices of protest.
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ForyM oF NoTicE oF PROTEST To BE SENT INDORSERS,

TrADERsS NATioNAL BANK

New Orleans. Lc%%&ﬁ#ﬁl‘

% Take notice that a note made by .
(v Z
*On

fw.ﬁfé[/,g

Dated%ﬂé 20 y4 /7 2L . payable

.ngzm%/_* after date,

72N i
at _M%é?ﬂ&é Bank,

and sndorsed by you, was this day PROTESTED for non-payment,
and that the holders look to you for the payment thereof, payment
having been demanded and refused.

Yours respectfully,

HENRY L. HURDLE,
Notary Public.

To%%

NOTIFY YOUR PRIOR INDORSER.

Sec. 99.—Notice of Protest. Notice of protest must include the following:

(1) Such a description of the paper as will leave no doubt in the mind of the indorser as
to which note has been protested. .

(2) A statement that the note was presented for payment, and that payment was refused.
(3) That the holder looks to the indorser for payment and indemnity.

When a check is protested, the name of the bank on which it is drawn is written after *“On.”
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Skc. 100.—No Protest. When the drawer of a draft does not wish to have it protested
if payment is refused by the drawec, he usually writes the words ¢ No Protest” on a slip of
paper, and pins this slip to the draft. Many drafts are printed with the words ‘“No Protest”
on the end of the draft, the draft being perforated so that these words may be detached casily.

When a bank receives such a draft for collection, the stub containing the words ‘* No Protest ” should
be detached immediately before the draft is presented to the drawee for payment, as the drawee would
not be so likely to honor a draft that he knew was drawn not subject to protest.

ForM oF DRAPT WITH ‘N0 PROTEST” ATTACHED.

NO PROTEST
TAKE THIS OFF BEFORE PRESENTING.

When paper is protested it is generally considered as notice to the public that the payer or drawee is
eifber unable, or unwilling, to pay his debts, and for this reason many persons who would take no notice

of an ordinary statement of account and request to remit will pay a draft which is drawn, or which they
believe is drawn, subject to protest.

Sec. 101.—Notary Fees. Nearly all banks have their own notary, that is, some officer
of the bank who has qualified as a notary public. In many banks this official receives all protest
fees, which not infrequently amount to several thousand dollars a year. The notarial work is
usually given to the cashier, or to some other faithful official of the bank, in appreciation of
his long and efficient services, and the fees may be said to constitute one of the perquisites
of his position. In some cases, especially in banks newly organized, the notary fees go to
the bank, and form a part of the profits. This work contemplates the giving of the notary
fees to one of the bank’s officiuls. An account with ‘“ Notary Fees” should be opened in
the individual ledger, and these fees should be credited to this account. At the end of each
quarter, or more frequently if desired, the notary may draw the fees due him by check.
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Sec. 102.—Credit Tickets. All paper collected by the note teller for depositors and
out of town banks should be credited by means of credit tickets to the proper accounts in
the ledgers provided for this purpose.

ForM or CREDIT TICKET.

Hartrorp NartionaAL Bank,

Hartford, ConnW 20,104
CREDIT.

%P‘MV 427\ 7o
' %%f%%—@ S0

A7

All charges and credits made out by the discount and collection clerks, and those made
out by the note teller, should be entered on the note teller’s check sheet before being passed
to the bookkeepers.

Sec. 103.—Note Teller’s Check Sheet. This check sheet should coutain a brief
record of all transactions incident to collecting notes and making loans. The upper half is
used for debits and the lower half for credits. (See form of note teller’s check sheet, pages 92
and 93.

When paper is paid or charged to some account, the manner of payment or the account
to which charged should be recorded in thie proper debit column. When collections are
made for depositors, the proceeds should be entered under “ Collections Credited to Depos-
itors.” Collections made for banks should be entered under ‘¢ Correspondents. (Cr.)” The
proceeds of all loans we make should be entered under ¢ Bills Discounted and Demand Loans
Credited to Depositors.” Interest and discount, collection and exchange, notary fees, and
demand loans paid should be recorded under similar {itles on the check sheet. All city cash
items received are entered as debits at top of sheet; those collected are entered as credits at
the bottom. (For full explanation of the method of making entries on this sheet, see page 98,
section 106.)

In many banks the note teller’s check sheet is hardly so complete as the one shown above. We, how-
ever, have deemed it advisable that the student keep his accounts in such a manner that proofs of the
entire work of each department may be obtained separately. The several amounts on the debit and credit

sides of these proofs constitute the aggregate to be charged and credited to the various accounts in the
general ledger.
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ForM or NoTe TELLER’S Proor.

NOTE TELLER’S PROOF, 201901

|

1. Bills, L s sfoo ”; 1. Collection and Exchange, 25 F
-2. Coin, 2¢ 7Lf' ﬂ;i 2. Credited to Depositors: :f

3. Charged to Depositors, | 20/2/17&' (a) Loans and D:s../;yﬁ,’—«T

4. Correspondents, | ARPs7! (b) Collections, SES; /52‘

5. Clearings, “ 2 /2 VA ff ' (c) Notary Fees, 4 l 4 7J’ 5E\o2
6. City Cash ltems, (Unpaid) /70 13, Interest and Discount, s iss
7. Protested Paper, | | /o000 ;i‘ 4. Demand Loans Paid, . SFoo

8. Bills Discounted, J ﬂﬂﬂl \ 5. Correspondents, | 4 447 2:

9. De;nand Loans, ; { 04[&1 ‘]‘ 6. City Cash ltems, (Balance I ,

10. Sundry as Under: ‘ | t from Yesterday) ' H

:i 17. Protested Paper,
8. Bills Discounted,

9, Sundry as Under:

(a) Rec. Teller,

4 (b) Paying Teller, i

(c) Malil,

|
) |
SSoz2s Lo »yd _

Sec. 104.—Note Teller's Proof. At the closc of the business day the note teller
should make out a proof according to the above form.

i DEBIT SIDE.
1. Amount of bills on hand.

2. Amount of coin on hand.

.3. Amount of checks received which were drawn by the depositors, and amount of notes
charged to depositors.
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4. Amount of checks received which are drawn on correspondents, and amount of notes
which have been charged to correspondents.

5. Amount of checks and certified notes for the clearings.

6. Amount of city cash items which are actually on hand (unpaid) at the close of the day..

7. Amount of bills discounted and demand loan protested during the day.

8. Amount of notes discounted as shown by the discount register.

9. Amount of demand loans made as shown by demand loan register.

10. The title ¢ Sundry as Under” is provided for classification of any debits the note

teller may have which cannot be appropriately classified under other titles.

CREDIT SIDE.

1. Amount of collection and exchange received from all sources.
2. Amount of demand loans, bills discounted, and collections credited to depositors, plus
the amount credited to notary account.
3. ‘Amount of interest and discount received from all sources.
Amount of demand loans paid during the day.
Amount of collections made for correspondents, which are credited to them.
. Amonnt of city cash items unpaid at the close of the previous day.
. Amount of pfotesied paper paid during the day.
. Amount of bills discounted paid as shown by the discount tickler.
9. Sundry credit items: /
(») Amount of city cash items received at the close of the day from the receiving teller.
(b) Amount of city cash items received from the paying teller.
(c) Amount of city cash items received by mail.

How to Make Out Note Teller’s Proof. For detailed explanation in regard to the
exact method of procedure in the compilation of the note teller’s proof, see page 102, section
107.

o

o 2

DEPOSITORS.

SEc. 105.—The following is a list of regular depositors at our bank :
Anderson, J. H. Murphy, J. E.
Bain, Geo. C. Myers, W. D.
Cameron, John H. 0’Connor, John.
Century Publishing Co. Randolph & Clowes.
Conrad, R. Dawson. Raymond, W. H.
Culver, W. B. Ray Bros. & Co.
Davis, R. M. Sampson, F. A.
Day, H. R. Simpson, R. G.
Fullwood, John A. Smith, Geo. C.
ITines, Arthur. Smith, R. L. & Co.
Hoffman, Harry G. Sneed, Mrs. R. C.
Howe & King. Tabor, E. C.
Lyons, W. B. Taylor, Chas. R.
Mason & Hamlin. ' Thomas, Chas. D. & Co.
MeceDowell, J. H. Thomson, L. M.
Mills, John C. Trantum, Percy.
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Waghburn, Henry W. Wilson, Thos. A.
Waters, Mary V. Wilson Mfg. Co.
West, Wm. E. Woodruff, J. L.

Y.’oun g G. W.

Bills discounted and collections signed by any of our depositors and payable at our bank
will be charged directly to the depositors’ accounts.

QUESTIONS.

1. What are the principal duties of the note teller? (Sec. 92.)

2. What are the duties of a bank messenger? (Sec. 93.)

3. When are bills discounted that are sent to out of town banks for collection charged
to the bank to which they are sent? (Sec. 95.)

4. For what purpose are notes certified ? (Sec. 96.)

5. Are notes made payable at a certain bank charged to the depositor’s account, or
should they be taken up by check ? (Sec. 97.)

6. What is meant by protesting a note? (Sec. 98.)

7. What is a notice of protest? (Sec. 99.)

8. What is meant by ‘“ No Protest ” attached to the end of a draft? (Sec. 100.)

9. To whom are notary fecs paid ? (Sec. 101.) '

10. Which columns on the note teller’s check sheet are debit columns? Which are credit

columns? (Sec. 103.)
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WORK FOR THE STUDENT. .
MEMORANDA OF TRANSACTIONS,.
JUNE 21.

To be entered on the note teller’'s check sheet.

SEc. 106.—No. 1. City cash items on hand from yesterday, $1106.00.

INsTRUCTIONS.—Make an entry in the column entitled ¢City Cash Items,” at the top of
note teller’s check sheet, for $1106.00. Write the words, ¢‘ Balance from yesterday,” in the
space for explunation. (See model check sheet, pages 92 and 93.)

ITEMs FRoM THE DiscoUNT REGISTER.

The following proceeds of bills discounted are to be credited to customers:
No. 2.

FIRST NATIONAL BANK.

ROCHESTER, N.Y. 27, 19/
CREDIT.
%ﬂﬂ% /1770

- 2N

\

Discount Clerk.

INsTRUCTIONS.—Place the amount ($19730.00) shown on the above ticket in the column
entitled “ Bills Discounted and Demand Loans Credited to Depositors.” Write ‘ Howe &
King” in the space for explanation. (For form, see model check sheet, pages 92 and 93.)

The space for explanation should contain only such notations as are necessary to enable
the student to identify readily the amounts set opposite. In many instances the person’s
initials, or a portion of the name of the bank, will prove quite sufficient. In actual work,
after entering the above ticket, the note teller should pass it to the individual bookkeeper

In the following transactions the credit tickets are not shown, but the entries should be
made similar to that for No. 2.

No. 3.—To Mason & Hamlin, $17910.00. (Entry similar to preceding one.)

No. 4.—To Ray Bros. & Co., $10944.00.

No. 5.—To H. R. Day, $7920.00.

No. 6..—To D. J. Lowry, S. D., $10908.33. (Entry similar to Nos. 3, 4, and 5.)

8. D.” written after a name stands for sundry discounts, and is used to indicate a loan made to some
person who 1s not a regular customer of our bank. (For list of regular customers, see section 105.)
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At the close of the day the total proceeds of bills discounted, as per check sheet, and the
interest and discount, and collection and exchange, ag per discount register, are all placed
on the credit side of the note teller’s proof, while the total of bills discounted, as shown by
the discount register, is placed on the debit side of the proof; thus the equilibrium of debits
and credits is maintained. (Make no entry for these now.)

ITEMS FROM THE DEMAND LoAN REGISTER.

The following demand loans have been made and credited as below :

No. 7.—To'W. B. Culver, $8000.00. (Entry same as for No. 2.)

No. 8.—To Mrs. R. C. Sneed, $6000.00.

No. 9.—To Chas. D. Thomas & Co., $12000.00.

At the close of the day the total of the demand loans made during the day, as shown by

the demand loan register, is placed on the debit side of the note teller’s proof, and this
balances the credits taken from the check sheet. (No entry now.)

ITeEMs ¥ROM THE Di1scoUNT TICKLER.

The following paper in the discount tickler has been collected, charged, or protested
a8 below:

No. 10.—Note of Howe & King for $7500.00, charged to their account.

INSTRUCTIONS.—Make an entry in the column entitled ‘‘ Depositors” at the top of note
teller’s check sheet for $7500.00. Write ¢ Howe & King” in the space for explanation.

No. 11.—Note of the Wilson Mfg. Co. for $268.50 has been paid in cash.

INsTRUCTIONS.—DMake an entry in the currency column of the check sheet for $268.50,
writing ‘¢ Wilson Mfg. Co.” in the space for explanation.

No. 12.—Note by Lord & Taylor, New York, for $400.00 has been sent to the City
National Bank of New York for collection, and is charged to that bank.

INsTRUCTIONS.—Make an entry for $400.00 in the ¢“ Correspondents” column at the top
of the check sheet. Write ¢ City National Bank, New York ” in the space for explanation,
(For list of banks classed as *‘Correspondents,” see page 43.)

Entries for bills discounted sent away for collection are made from charge tickets made out by the
discount clerk. (Se¢ form, page 98.)

No. 13.—A. W. Teal’s note for $5000.00, payable at the Commercial Bank, City, has
been sent to that bank through the clearings.

INsTRUCTIONS.—Make an entry for £5000.00 in the column entitled ‘‘ Clearings.” Write
‘Commercial Bank ” in the space for explanation.

Notes payable at clearing house banks are certified on the date they are due and are sent through the
clearings the following day.

No. 14.—Note of Jas. Pendleton for $360.00 has been paid by certified check on Powers
Bank, City.

INsTRUCTIONS.—Enter the amount of check in the column entitled ¢“City Cash Items”
at the top of the check sheet. '

If Powers Bank were a member of the clearing house, the check would be entered in the column entitled
** Clearings.” (For list of city banks not members of the clearing house, see page 43.)
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No. 15.—Note of Ray Bros. & Co. for $10000.00 has been charged to their account.
(Entry same a8 for No. 10.)

No. 16.—Note of Charles A. Courtney for $975.20, payable at our bank, has been pro-
tested. Protest fees %2.25.

INsTRUCTIONS.—Make entry for $975.20 in column entitled ¢ Protested Paper” at the
top of check sheet. Make no entry for protest fees. Protest fecs are not entered until they
are collected, except when they are charged to an out of town bank.

No. 17.—Note of F. M. Hall for $200.00 has been paid in cash. (Entry same as for No. 11.)

It will be observed that all the above entries are debits, and when taken from the check
sheet to the proof they will be placed on the debit side of the proof. The footing of the
discount tickler is placed on the credit side of the proof, which preserves the equilibrium of
debits and credits.

ITEMs FProM THE CoLLECTION TICKLER.

PAPER COLLECTED BY US.

The following collections have been made, und the proceeds are to be credited as stated
below:

No. 18.—For Ray Bros. & Co., R. G. Hunter’s note for $400.00, payable at our bank.
Note has been paid in cash.

INsTRUCTIONs.—Make an entry for $400.00, in the ‘“ Currency ” column writing ““ R. G.
Hunter ” as explanation. Make an entry for $400.00 in the column entitled ¢ Collections
Credited to Depositors,” writing ‘ Ray Bros.” as explanation.

All transactions entered on the check sheet from the collection tickler must have equal
debits and credits.

In actual work the note teller would make out a credit ticket and hand it to the indi-
vidual bookkeeper.  (See form, page 94.)

No. 19.—For the Fourth National Bank, New York, W. B. Culver’s note for $1000.00.

INsTrUCTIONS.—As W. B. Culver is a depositor at our bank the note is charged to his
account. Enter $1000.00 in the ““ Depositors (Dr.) ” column and $1000.00 in the ¢ Corre-
spondents (Cr. )” column. In actual work a credit ticket would be made out of same form as
that referred to in the preceding transaction.

No. 20.—For Commercial National Bank, Chicago, R. C. Smith’s note for $800.00, pay-
able at Chase National Bank, City. Collection and exchange %2.50. Amount credited to
Commercial National Bank, Chicago, %797.50.

INsTRUCTIONS.—Enter $800.00 in the ¢“ Clearings” column; $797 50 in the ‘¢ Correspond-
ents” column; and $2.50 in the ‘“ Collection and Exchange” colnmn

No. 21.—For Bank of Comierce, Dallas, Texas, note of J. S. Stevens for $4000.00.
Note paid in cash. Collection and exchange, $10.00. Amount credlted to Bank of Com-
merce, %3990.00.

(The entry is similar to the preceding one with the exception that the $£000.00 should be
entered under ““ Currency ” instead of under *“ Clearings.”)

PAPER COLLECTED BY OTHERS FOR US.

We have received notice from other banks that the following paper, which we have sent
them, has been collected and placed to our credit.
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No. 22.—From Bank of Commerce, St. Paul, Minn., collection for W. B. Lyons for
$1000.00. Collection and exchange deducted by Bank of Commeree, $3.50. Awmount credited
to us, $996.50. Our collection and exchange, $1.50. Amount credited to W. B. Lyons,
$995.00.

INsTRUCTIONS. —Enter $996.50 under ¢ Correspondents (Dr.),” $995.00 under ¢ Collec-
tions Credited to Depositors,” and $1.50 under *‘ Collection and Exchange.”

The #3.50 is not entered on your check sheet, as it was deducted by the Bank of Com-
merce, and not by you.

In actual work, the collection clerk would make out a ticket for the above and hand it
to the note teller. (See form, page 76.) .

After entering the ticket the note teller wounld give it to the individual bookkeeper who
would credit W. B. Lyons, and pass the ticket to the mail clerk, who would charge the
Bank of Commerce.

No. 23.—From Continental Bank, Philadelphia, collection for Arthur Hines for $8000.00.
Collection and exchange deducted (by Continental Bank) $21.00. Amount placed to our
credit, $7979.00. Our charges for collection and exchange, $9.00. Amount credited to
Arthur Hines, $7970.00. (Entry similiar to preceding one.)

No. 24.—From Second National Bank, Omaha, collection for Chas. D. Thomas & Co.
for $6500.00. Collection and exchange deducted (by Second National Bank) #15.00.
Amount placed to our credit, $6485.00. Our charges for collection and exchange, %6.00.
Amount credited to Chas. D. Thomas & Co., $6479.00.

No. 25.—From Fourth National Bank, Cincinnati, collection for Howe & King for
$10000.00. Collection and exchange deducted (by Fourth National Bank) $25.00. Amount
placed to our credit, $3975.00. Our charges for collection and exchange, $10.00. Amount
credited to Howe & King, $9965.00.

The following protested paper and notary fees from yesterday have been paid :

No. 26.—R. H. Winans & Co.’s note for $400.00 held by us. Protest fees $2.50. Total
$402.50. Paid in cash.

INsTrRUCTIONS.—Enter the cash ($402.50) in the ““Currency” column; place the amount
of the note (8400.00) under ‘‘ Protested Paper” at the bottom of check sheet, and the pro-
test fces ($2.50) under ‘“ Notary Fees.”

No. 27.—Note of C. H. Carter held by us for $800.00. Protest fees $3.50. Total $803.50.
Paid in cash. (Entry similar to preceding one.)

The following demand loans have been paid.

No. 28.—Note of Howe & King for $2000.00. Interest, $20.00. Total, $2020.00. Paid

- by check on our bank.

INsTRUCTIONS.—Enter the check ($2020.00) under ‘¢ Depositors,” the amount of the
note ($2000.00) under ‘“Demand Loans,” and the interest (820.00), under ¢‘Interest and
Discount.”

No. 29.—Note of W. H. Leroy for $800.00. Interest accumulated to date, $7.40. Total,
$807.40. Paid by check on Germania National Bank, City.

INsTRUCTIONS.—Enter the check under ¢ Clearings.” Remainder of entry similar to pre-
ceding one.

No. 30.—Note of Mertz & Hale for $7000.00. Interest accumulated, $140.00. Total,
$7140.00. Paid in cash,
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The following paper, which has been sent to us for collection by other banks, has been
presented for payment and payment has been refused. The paper has been protested and
returned with notice that the protest fees have been charged:

No. 31.—Note of R. J. Hammond for $2000.00. Protest fees, $3.25. Returned to
Third National Bank, Newport.

INsTRUCTIONS.—Charge Third National Bank for $3.25, by making an entry under
““Correspondents.” Credit Notary Fees with $3.25. Nothing is done with the face of the note.

No. 32.—Note of Lamar Furniture Co. for $700.00. Protest fces, $2.50. Returned to
the Missouri National Bank, Kansas City. (Do nof enter face of note.)

No. 83.—Note of the Hawley Mfg. Co. for $680.25. Protest fees, $2.75. Returned to
First Nutional Bank, Cleveland.

No. 34.—We have received for collection city cash items as follows: From paying
teller, $450.00; from receiving teller, $1229.76; from the mail, $360.00.

INsTRUCTIONS.—Enter the amounts separately in the column entitled ¢ City Cash Items”
at the top of check sheet, and enter the items separately in the column entitled ¢ Sundry”
at the bottom of the check sheet. Write the words ‘‘ Receiving teller,” ¢“ Paying teller,”
and ““Mail” in the space for explanation. (Ezamine model check sheet, page 93.)

No. 35.—We have collected during the day city cash items to the amount of $2599.%76.

INsTRUCTIONS.—Make an entry in the ¢ Currency ” column for $2599.76. Make an entry

in the column entitled “*City Cash Items” at the bottom of check sheet for $2599.76. Write
the word ‘“ Collection” in the space for explanation.

No. 36, —Take the footing of the ‘“Interest and Discount” column in your discount
register for June 21 (Refer to your discount register for work given under sectidn 60), and
place the amount ($576.67) in the ‘“Interest and Discount” column of your check sheet,
using as explanation ‘D. R.”

Take the footing of the column entitled ¢‘ Collection and Exchange” in your discount
register for June 21, and place it under ‘“ Collection and Exchange” on the check sheet.
Foot the several columns on the check sheet as per model shown on pages 92 and 93.

No. 37.—Make out note teller’s proof according to form given on page 95. This proof
is compiled as follows :

MetHOD OF MAKING oUT NoTE TELLER’S PRroOF.
DEBIT SIDE.

Sec. 107.—1. Count all the bills you have on hand and place the amount after ¢ Bills.”
In this instance the amount of your bills is $14290.00. (Ezamine model proof on page 95.)

2. Count all the coin you have on hand and place the amount after ‘“Coin.” In this
instance the amount of coin is $1524.26. The total of your coin and bills shuuld be the
same as the footing of the ‘“ Currency ” column on the note teller’s check sheet. Ascertain if
this is the case.

3. Take the footing of the column entitled ¢ Depositors” at the top of the check sheet
and place it after ¢ Charged to Depositors” on proof.

4. Take the footing of the column entitled ‘‘Correspondents” at the top of the check
sheet and place it after ¢“ Correspondents” on the proof.

5. Take the footing of the column entitled ¢‘ Clearings” at the top of the check sheet
and place it after ¢ Clearings.”

6. Take the difference between the footings of the columns entitled ¢ City Cush Items”
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at the top and at the bottom of the check sheet and place the difference after ¢ City Cash
Items Unpaid.” '

7. Take the footing of the column entitled *“ Protested Paper” at the top of the check
sheet and place it after ‘¢ Protested Paper.”

8. Take the amount of bills discounted as shown by the column entitled ‘““Amount of
Note” in your discount register, for June 21, and place it after ¢ Bills Discounted ” on the
proof.

9. Take the total ($26000.00) of the demand loans which have been made (credited to
depositors) during the day, as shown by the demand loans register, and place it after
‘“ Demand Loans” on the proof.

10. ““Sundry as under” is used as a title for any debits which the note teller may have
which cannot be appropriately classified under the other debit titles indicated on the check
sheet. ‘

CREDIT SIDE.

1. Take the total of the column entitled ¢ Collection and Exchange” at the bottom of
the check sheet and place the amount after ¢ Collection and Exchange.” Before taking the
total of the ¢ Collection and Exchange” column, be sure that the amount of the collection
and exchange, ag shown by the discount register for the day, has been entered in this column.

2. Take the sum of the footings of the columns entitled ¢ Bills Discounted and Demand
Loans Credited to Depositors,” ¢ Collections Credited to Depositors,” and ‘“ Notary Fees”
at the bottom of the check sheet, and place the amount after ‘“Credited to Depositors.”
(See model proof.)

3. Take the footing of the column entitled ‘‘ Interest and Discount” and place it after
¢ Interest and Discount.” Before taking the total of the ‘“ Interest and Discount” column
be sure that the amount of interest and discount as shown by the discount register for the
day has been entered in this column. '

4. Take the footing of the column entitled ‘“ Demand Loans” and place it after ¢ Demand
Loans Paid.” .

5. Take the footing of the column entitled ‘“ Correspondents” at the bottom of the
check sheet and place the amount after ¢ Correspondents.”

6. Take the amount ($1106.00) after ¢ Balance from Yesterday” in the column entitled
¢¢City Cash Ttems” at the top of the check shcet and place it after ¢ City Cash Items.
Balance from’ Yesterday ” on the proof. This amount ($1106.00) represents the city cash
items which were unpaid at the close of the previous day, and as it was placed on the debit
of the check sheet when it was entered in the column entitled ¢“City Cash Items,” it is
evident that a corresponding credit must be made to keep the check sheet and the proof in
balance.

7. Take the footing of the column entitled ‘* Protested Paper” and place it after ¢ Pro-
tested Paper.”

8. 'Take the footing of the discount tickler and place it after ‘“ Bills Discounted.”

(In this case the footing of your discount tickler is $24703.70. The discount tickler in
your work of June 21 is not complete, so use above amount.)

9. “Sundry as under” is used for the purpose of recording any credits which cannot be
classified conveniently under the other titles. ‘

10. Take the amounts under ‘*Sundry” at the bottom of the check sheet and place them
under “Sundry” on the proof.

The note teller’s proof should now balance exactly. Submit both the check sheet and
the proof to your teacher for inspection and approval.
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MEMORANDA OF TRANSACTIONS.
JUNE 22.
SEc. 108.—No. 38. The amount of our city cash items on hand from yesterday is the

balance shown on the debit side of the note teller’s proof of June 21, after ¢ City Cash
Items Unpaid.”

INsTRUCTIONS.—Place the balauce of city cash items unpaid from yesterday in the
column entitled ‘“ City Cash Items” at the top of the check sheet.

The following proceeds of loans, as per discount register, are to be credited to depositors:

No. 39.—To Mason & Hamlin, $6519.96. (For method of making entry, ses transaction
No. 2, page 98.)

No. 40.—To Howe & King, $7918.67.

No. 41.—To C. T. Williams, S. D. (sundry discount), $14925.00.

No. 42.—To G. W. Young, $9980.00.

No. 43.—To George Lewis, S. D., $8587.61.

The following demand loans have been made, as per your demand loan register:

No. 44.—To L. M. Thompson, $6800.00. (For method of making entry, see transaction
No. 7, page 99.)

No. 45.—To John 0’Connor, $4000.00.

No. 46.—To Howe & King, $750.00.

No. 47.—To Mason & Hamlin, $1500.00.

The following paper in the discount tickler has been collected, charged, or protested as
below:

No. 48.—Note of H. R. Day for 6729.00. Charged to his account. (For method of
making entry, see transaction No. 10, page 99.)

No. 49.—Note of the New York Separator Co. for %15000.00, has been sent to the
Fourth National Bank, New York, for collection and is charged to that bank. (For method
of making entry, see transaction No. 12, page 99.)

No. 50.—Note of John C. Johnson for $19000.00, payable at the Germania National
Bank, City, has been sent to that bank through the clearings. (For method of making
entry, see transaction No. 13, page 99.) .

No. 51.—Note of William T. Ryan & Bro. for $12000.00 has been paid in cash. (Ses
transaction No. 11, page 99.)

No. 52.—Note of Buchanan Machine Co. for $8750.00 has been paid by certified check
on Brown Bros., Bankers, City.  (See transaction No. 14, page 99.)

Brown Bros. are not members of the clearing. house, hence this check is a city cash item.

No. 33.—Note of Mason & Hamlin for $5640.25 has been charged to their account.

No. 54.—Note of Hardy Machine Co. for $500.00, payable at our bank has been pro-
tested. Protest fees, $1.75. (See transaction No. 16, page 99.)

No. 55.—Note of Chas. H. Sewell for $1000.00, payable at Fourth National Bauk,
Cincinnati, has been sent to the Fourth National Bank, Cincinnati, for collection and is
charged to that bank.

No. 56.—Note of W. C. Leroy for $200.00, payable at our bank, has been protested.

Protest fces, $1.25. '
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No. 57.—Note of A. A. Hamill for $7000.00, payable at Third National Bank, City, has
been sent to that bank through the clearings.

The following collections have been made, as per collection tickler:

No. 38.—For L. M. Thompson, J. D. Mishler's note for $1000.00, payable at our bank.
Note has been paid in cash. (See fransaction No. 18, page 100.)

No. 59.—For First National Bank, San Francisco, R. L. Hunter’s note for $6000.00,
payable at the Merchants Exchange Bank, City. Collection and exchange charged, $15.00.
Amount credited to First National Bank, $5985.00. Note sent through the clearings. (See
transaction No. 20, page 100.)

No. 60.—For Boatmen’s Bank, St. Louis, note of R. L. Smith & Co. for $8500.00. Note
charged to Smith & Co.’s account. Collection and exchange, $20.00. Amount credited to
Boatmen’s Bank, $8480.00. .

No. 61.—For Arthur Hines, note of Howe & King for 8500.00. Charged to Howe & King.

INsrrucTIONS. —Make an entry in the ¢ Depositors” column at the top of check sheet
and in the column ¢ Collections Credited to Depositors” at the bottom of the sheet.

No. 62.—For W. V. Culver, note of B. H. Carter for $3000.00, payable at Park National
Bank, City. Note sent through the clearings. Amount credited to W. B. Culver, $9000.00.

No. 63.—For Ray Bros. & Co., note of M. H. Burgender for $3425.25. Paid in cash.
Amount credited to Ray Bros. & Co., $3425.25.

We have received notice from other banks that the following paper which we have sent
them has been collected and the proceeds placed to our credit:

No. 64.—From Second National Bank, Omaha, collection for J. H. McDowell for
$8000.00. Collection and exchange deducted, $25.00. Amount placed to our credit,
$7975.00. Our charges for collection and exchange, $15.00. Amount credited to J. H.
McDowell, $7960.00. (See transaction, No. 22, page 101.)

No. 65.—From Missouri National Bank, Kansas City, collection of Howe & King for
$2500.00. Collection and exchange deducted, $6.50. Amount placed to our credit, $2493.50.
Our collection and exchange, $4.00. Amount credited to Howe & King, $2489.50.

No. 66..—First National Bank of Houston, Texas, has remitted us a draft on City
National Bank, New York, in payment of collection for Ray Bros. & Co. for $1500.00.
Collection and exchange deducted, $4.00. Amount of draft remitted, $1496.00. Our
collection and exchange, $3.00. Amount credited to Ray Bros. & Co., $1493.00.

INsTRUCTIONS.—Enter the draft in the column entitled ¢“ Correspondents” at the top of
check sheet. Debit Correspondents; credit Ray Bros. & Co., and Collection and Exchange.

The following protested paper and notary fees from yesterday have been paid:

No. 67.—Note of Chas. A. Courtney for $975.20. Protest fees, $2.25. Total, $977.45.
Paid 1n cash. (See transaction No. 26, page 101.)

The following demand loans have been paid :

No. 68.—Note of Ray Bros. & Co. for $3500.00. Intcrest, $43.00. Total, $3543.00. Paid
by check on our bank. (See transaction No. 28, page 101.)

No. 69.—Note of Richard T. G. Gentry for $4000.00. Interest accamulated to date,
$73.00. Total, #2073.00. Paid by check on Exchange National Bank (clearings), City.
(See transaction No. 29, page 101.)

No. 70.—Note of H. P. Hale for #6000.00. Interest accumulated to date, %95.00.
Total, $6095.00. Paid in cash. (See transaction No. 30, page 101.)
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The following paper, which has been sent to us for collection by other banks, has been
presented for puyment and payment has been refused. The paper has been protested and
returned by us with notice that the protest fees have been charged.

No. 71.—Note of W. J. Wisdom for $4000.00. Protest fcos, $3.50. Returned to Com-
mercial National Bank, Chicago. (See transaction No. 31, page 102.)

No. 72.—Note of J. B. Carver for $5000.00, protest fees $4.50. Returned to Second
National Bank, Boston.

No. 73.—We have received for collection city cash items as follows:
From paying teller, $888.00; from receiving teller, $2900.00; from the mail, $375.00. (See
transaction No. 34, page 102.) '

No. 74..—We have collected during the day city cash items to the amount of $13000.00.
(See transaction No. 85, page 102.)

No. 75.—Enter on your check sheet the footings of the columns entitled ¢ Interest and
Discount ” and ‘¢ Collection and Exchange ” as shown by your discount register for June 22d.

No. 76.—Foot the various columns of the check sheet and make out proof. You have
bills on hand to the amount of $34550.00, and coin to the amount of #1947.70. The total
of your demand loans for June 22d is $13050.00. Thisshould be placed on the debit side of
your proof. Bring footing of ‘“‘Amount of Note” column from discount register and place
opposite “ Bills Discounted.” The footing of your discount tickler for June 22d is 875819.25.
(Credit side of proof.)

Submit your check sheet and proof to your teacher for examination and approval.

MAIL DEPARTMENT.

Skc. 109.—In this department are kept the accounts of all out of town banks (corres-
pondents) with which we do business. All remittances of cash items either to or from these
banks are handled by the mail clerk, so as to keep such items entirely separate from collec-
tions which are handled by the collection clerk.

Skc. 110.—8ight Paper Remitted for Qur Credit. Checksand sight drafts payable
out of town, which are deposited in or cashed by our bank are remitted to our correspond-
ents as cash items. They are charged to the bank to which they are remitted at the time
of the remittance, and should not be entered in the collection register.

Sec. 111.—Sight Paper Received for Credit of Others. Checks and sight drafts
which are received from other banks to be credited to them should be entered first on the
mail check sheet, and second, to the credit of the bank remitting them, in the correspond-
ents’ ledger.

SEc. 112.—Distinction Between Collection and Cash Items. The student will
observe that checks on out of town banks are sometimes handled by the collection clerk and
sometimes by the mail clerk. There need be no confusion, however, if the following
instruction is kept in mind: If a check, or similar item, on an out of town bank is left at
our bank for collection, it should he turned over to the collection clerk, who will enter it in
his collection register and tickler, and send it away for collection; but if a check, or similar
item, drawn on an out of town bank is deposited 1n our bank, it should be given to the mail
clerk, who will remit it to the bank on which it is drawn, for our credit.

The handling of the check depends on the answer to the question, ‘“ Was it taken for
collection, or was it deposited by and credited to one of our customers ?”
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Out of town checks cashed by the paying teller, or taken by the note teller, are cash
items, and must be turned over to the mail clerk and not to the collection clerk. Nothing
but items left for collection are handled by the collection clerk.

Banks usually accept for deposit all checks from reputable business houses, and if not paid when
presented, they are charged to the house making the deposit; but persons who are not depositors at the
bank are generally required to leave all foreign checks (checks on out of town banks) for collection, and
the proceeds are paid after the bank has actually made the collection.

ForM oF A ForriGN CHECK.

%”/_%z._ | /%V% 790 L.

Bank of Mew Flmsterdam,

NEW YORK.

6Zy%%Z;MQ%KZZQQZ;Z£22224mVFfz~
M@Mmmg%

” N L2225 W

ORD & TAYLOR.

L
v

INDORSEMENTS ON BACK OF ABOVE CHECK.

Pay Fourth National Bank,
or order, for deposit.
H. F. HiLLMaAN & Co.

Pay to the order of

JOURNEY OF A CHECK.—The above check was
forwarded by the drawer to H. F. Hillman & Co.,
of Fort Worth, Tex., who deposited it in the D munﬂfﬁm:?gxm“k
Fourth National Bank. This bank remitted it to Prior restrictive indorsements Euaranwed.

its Dallas correspondent, the Dallas National
Bank, which sent it to Merchants National Bank,
of St. Louis, Mo. The Merchants Bank remitted
it to the Traders National Bank of Chicago, which
sent it to the National City Bank of New York.
This latter bank received payment through the
clearing house, and the check was charged to the
account of the drawer by the Bank of New Amaster-
dam, and returned with the drawer’s other checks
when the bank book was written up.

SEc. 113.—Allonge. If at any time the back
of the check becomes full and it is desired to add
other indorsements, an ordinary slip of paper may

be attached for this purpose. This attached slip

is called un ‘“Allonge.”

Fourth National Bank,
Ft. Worth, Tex.
C. A. THOMAS, Cashier.

Pay Merchants National Bank,
St. Louis, Mo.,
or order.
Dallas National Bank,
Dallas, Tex.
R. T. GENTRY, Cashier.

Pay Traders National Bank,
Chicago, Ill.,
or order.
Merchants National Bank,
St. Louis, Mo.
W. B PrLuwm, Cashier.
Pay any National Bank,
or order.
Traders National Bank,
Chicago, Ill.
L. T. GorMAN, Cashier.
Received payment through the
New York Clearing House,
June 24, 1899.
National City Bank,
H. G. MaRrsTON, Cashier.
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MAIL CHECK SHEET
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Sec. 114.—Mail Check Sheet. On this sheet are entered all remittances of cash items
received from other banks.

Sec. 115.—Method of Handling Remittances of Cash Items from Other
Banks. Immediately on opening the mail, compare the checks, drafts, etc, in the
envelope with the items enumerated in the letter of remittance. If they agree, write the
name of the bank from which the remittance is received in the column entitled ‘¢ Name of
Bank ” on the mail check sheet, after which enter the several items in the columns provided
therefor. Place the amounts of all checks on our bank in the column entitled ‘“Our
Bank.” All checks for banks which are members of the clearing house should be entercd
in the column entitled ¢“Clearings.” All drafts received, drawn on other banks, should be
entered in the column entitled ‘“ Correspondents.” All city cash items should be entered in
the column designated ‘“City Cush Items.” The footing of the letter of remittance should
be placed in the column entitled ‘“ Net Amount Credited to Correspondents.”

SEc. 116.—At the close of the day a proof of the remittances from other banks should be
compiled according to the above form. -

DEBIT SIDE.
Checks received on our bank.

Checks received on banks which are members of the clearing house.
Drafts received which are drawn on out of town banks.
Checks received on banks in our city not members of the clearing house.

Ll

CREDIT SIDE.

Collection and exchange charged on out of town checks.
2. Total remittances from out of town banks.

[
.
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MAIL PROOF, /Wz 0,790

1. Our Bank, E 44/7&4‘&“! 1. Collection and Exchange. ‘ 220
2. Clearings, L 2y /—vl |2 Correspondents, i’ ST S
3. Correspondents. . zogs | |

'_4,.ﬁcny Cash Items, o !‘ ) J7 éff o o 1 o
o ,‘ /J_U’Z“"L o g

DRAFT REGISTER.

City National Bank, New York.
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Sec. 117.—Draft Register. This book is provided with columns for date of draft,
number, and amount. The entries are made from the stubs of the draft book. At the close
of each day the sum of the drafts drawn on each bunk during the day is credited, by means
of a credit ticket, to the proper account in the correspondents’ ledger. (See form, page 109.)

In many banks the draft register is provided with a column for exchange, and at the
close of each day the footing is credited to Collection and Exchange. As this work contem-
plates making an entry on the paying teller’s or note teller’s check sheet at the time the
draft is drawn, for both the face of the draft and the exchange, the footings of the ¢ Collec-

ForM or ADVICE OF REMITTANCE OF CAsH ITEws.

GEORGE W. THAYER, PRESIDENT. HENRY C. BREWSTER, ViCE-PRESIDENT.
W. B. SMITH, Casmsr. BYRON D. MCALPINE, VICE-PRESIDENT.
CAPITAL, $180,000.

'" g , WVZ&MA&L 790 /.
7%444 Esq., Cashier.

Dear Str:

I enclose for credit to our account ttems as stated below.

DVery respectfully,
W. B. SMITH, Cashier.

DATE. ON WHOM DRAWN. AMOUNT.

ZMW//’ @w Loz

/g %M%Z%j/ /2.)1
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tion and Exchange” columns on these sheets give the credits to Collection and Exchange.
If many drafts are drawn, however, it may be expedient to omit the entries of exchange
from the check sheets and use an exchange column in the draft register, making an entry
for the total exchange at the close of the day.

Skc. 118.—Correspondents’ Ledger. This book is a remittance register for cash items
and a correspondents’ ledger combined. It should contain our accounts with all out of
town banks. The difference between its debits and credits shouid agree at all times with
the balance shown by the correspondents’ account in the general ledger. (See form, page 110.)

Sec. 119.—Method of Handling Remittances of Cash Items to Other Banks.
1. Enter the items in detail under the account of the bank to which you wish to make the
remittance, giving a description of each item in the columns on the left-hand side of the
correspondents’ ledger.

2. Place the amounts of the different items separately in the column entitled ¢ Remit-
tance Items.”

3. Enter the total of the remittances in the column entitled ‘“ Debits.”
4. Write a letter to the bank similar in form to the one shown on page 111:

The amounts must not be copied from the correspondents’ ledger, but must be entered
on the letter directly from the items. After making the entries on the letter, compare the

total as shown by the letter with the amount shown in the correspondents’ ledger. If this
is done, mistakes will rarely occur.

Proof of Correspondents’ Ledger,/@mﬂzﬂ, 790

Il

1. Debit Balance of General ' - 1. Credit Balance of General i

Ledger from previous day‘; S o0bI3S o6 l/ Ledger from previous day,

2. Debits to Correspondents: ~ 2. Credits to Correspondents

during the day, JFL7 0 #5  during the day, | 2upglis
Sohde Baanes o Cor ; G M s f B
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Skc. 120.—Proof of Correspondents’ Ledger. At theclose of each day the balances
as shown by the correspondents’ ledger should be extended in the columns provided therefor,
and a proof made out as above.

Sec. 121.—Carbon Copies of Letters. The columns entitled ‘‘Date of Check,”
“Indorser,” ‘“ Maker or Payer,” and ‘‘ Where Payable” may be omitted from the corre-
spondents’ ledger, and the cash items may be recorded in a letter book. This book is
made with alternate short leaves. The carbon is placed under the short leaf, and after
the columns are filled up the short leaves are torn off and sent to the bank as a letter, with
the cash items that are remitted. The footings of the several pages are posted to the
proper accounts in the correspondents’ ledger, either directly from the letter book or by
means of charge tickets. The carbon letter book is not used in this work.

The following illustrates the form of such a book:

ForM or CARBON LETTER BooOK. °

NarioNaL UN1ON BaNk, N. Y, ¢ NationaL UNioN BaNk, N. Y,
June 20. June 20.

ON WHoM DRAWN.| AMOUNT. DaTE. No. PAYER. INDORSER.
You 100 June | 18 J. L. Smith C. F. Green
Chemical 400 941 C. A. Jones Howe & King
First Nat’l, Brooklyn | 100 . K. G. Lamar H. G. Huntley

600
QUESTIONS.

1. What are the principal duties of the mail clerk? (Sec. 109.)

2. Is sight paper that has been remitted to other banks for our credit entered in the
collection register? (Sec. 110.)

3. Where do you enter sight paper that has been remitted by other banks for their credit?
(Sec. 111.)

4. Explain the difference in the method of handling sight paper remitted to other banks
for our credit, and sight paper remitted to other banks for collection. (Sec. 112.)

5. What is an allonge? (Sec. 113.) '

6. What items are entered on the mail check sheet? (Sec. 114.)

7. Explain the difference in the method of handling sight paper received from other
banks for their credit, and sight paper received from other banks for collection. (Sec. 115.)

8. Explain the use of the draft register? (Sec. 117.)

9. What is a correspondents’ ledger, and what accounts are kept therein. (Sec. 118.)

10. What columns may be omitted from the correspondents’ ledger by using letters with
carbon copies? (Sec. 121.)

8
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WORK FOR THE STUDENT.
MEMORANDA OF TRANSACTIONS.
JUNE 21.

To be entered on the mail check sheet.

SEec. 122.—The following remittances of cash items have been received from other banks:

No. 1.—From Fourth National Bank, Cincinnati:

L. M. Thompson’s check on us for $260.50; W. H. Wisdom’s check on Chase National
Bank, City, for $150.00; G. W. Young’s check on us for $200.00; draft of the First National
Bank of Dallas, Texas, on City National Bank, New York, for $235.20; C. M. Hunter’s
check on Brown Bros., Bankers, City, for $50.00. Total, $895.70.

INsTRUCTIONS.— Write *‘ Fourth National Bank, Cincinnati,” in the column entitled
““Name of Bank” on the check sheet. (See model, page 108, section 114.) Place the amount
($260.50) of L. M. Thomson’s check in the column entitled ¢ Our Bank.” (For list of our
depositors, see page 96, section 105.) The check on Chase National Bank for $150.00 should
be entered in the ““Clearings” colamn. (For list of city banks which are members of the clearing
house, see page 42, section 32.) The amount (%200.00) of G. W. Young’s check should be
entered in the column entitled ¢“Our Bank.” The amount ($235.20) of the draft on the City
National Bank of New York should be entered in the column entitled ‘¢ Correspondents.”
Asg Brown Bros. are not members of the clearing house, C. M. Hunter’s check on them for
£50.00 should be entered in the column entitled ¢ City Cash Items.” (For list of city banks
which are not members of the clearing house, see page 42, section 33.) Enter the total ($895.70)
of the remittance in the column entitled ¢ Net Amount Credited to Correspondent.”

No. 2.—From First National Bank, San Francisco:

J. E. Murphy’s check on us for $110.00; J. L. Woodruff’s check on us for $120.30; C. M.
Johnson’s check on Third National Bank, City (clearings) for $125.00; draft of the Fourth
National Bank, Chicago, on the City National Bank, New York, for $200.00; H. C. Walton’s
check on Powers Bank, City (city cash items) for 25.00; Chas. R. Taylor’s check on us for
$140.20. Total, $1020.50. (Entry similar to the preceding onc.)

No. 3.—From Commercial National Bank, Chicago:

L. D. Hooper’s check on Tenth National Bank, New York, for $500.00; check of Ran-
dolph & Clowes on us for $241.25; check of W. ID. Myers on us for &126.50; check of Geo.
C. Smith on us for $425.80; check of Mary V. Waters on us for %30.45; check of Percy
Trantum on us for $321.50. 'Fotal, %1695.50. Collection and exchange deducted on
account of check on Tenth National Bank of New York, $1.00. Net amount credited, $1694.50.

No. 4.—From Second National Bank, Omaha:

Draft of the First National Bank, St. Louis, on the Chemical National Bank, New York,
for 8521.00; Henry W. Washburn’s check on us for $234.10; Thomas A. Brown’s check on
Bank of Commerce, Boston, Mass., for $128.30; check of the Century Publishing Co. on us
for $162.50; check of the Hubley Mfg. Co. on Brown Bros., Bankers, City (city cash items)
for $285.00; check of John H. Cameron on us for $160.00; check of R. Dawson Conrad on
us for $85.60. Total, $1576.50. Collection and exchange deducted, 50¢. Net amount
credited, $1576.00.

No. 5.—From City National Bank, New York: ‘
Check of Harry G. Hoffman on us for $350.00; check of F. A. Sampson on us for
$268.20; check of R. G. Simpson on us for $100.00; check of W. H. Wilson on Bank of
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Monroe, City, for $240.00; check of the Rochester Cycle Co. on Merchants Exchange Bank,
City, for $1€8.40; check of R. M. Davis on us for $54.00; check of John A. Fullwood on us
for $78.90; check of George C. Bain on us for $200.00; check of J. E. Murphy on us for
$48.10. Total, $1507.60.

No. 6.—From Tenth National Bank, Cleveland, O.:

Check of Rochester Cycle Co. for #320.00 on Merchants Exchange Bank, City; check of
Morris & Jones for $135.80 on Germania National Bank, City; check of Randolph & Clowes
on us for $200.00; check of William E. West on us for $158.90; check of Henry W. Wash-
burn on us for $20.60; check of J. L. Woodruff on us for $125.10; check of George C. Smith
on us for $90.80; check of the Wood Machine Co. on Commercial Bank, City, for $261.00;
check of J. E. Murphy on us for $28.90; check of F. A. Sampson on us for $10.00; check
of E. C. Tabor on us for $48.35; check of A. L. Winter on Chase National Bank, Clty, for .
$628.30. Total, $2027.75.

No. 7.—Fogqt the columns of your check sheet. The sum of the footings of the columns
entitled ‘“Our Bank,” ‘‘Clearings,” ‘‘ Cortespondents,” and ‘‘City Cash Items” should
agree with the sum of the footings of the columns entitled ¢‘Collection and Exchange”
and ‘‘Net Amount Credited to Correspondent.” Ascertain if this is the case.

No. 8.—Make out mail proof according to instructions given below. (See form, page 109.)

How 10 MAKE OuTr MAIL Proor.
DEBIT SIDE.

Skc. 123.—1. Take the footing of the column entitled ‘“ Our Bank” on the check sheet
and place it after ‘““Our Bank” on the mail proof.

2. Take the footing of the column entitled ¢‘Clearings” on the check sheet and place
it after ‘“ Clearings.”

3. Take the footing of the column entitled ¢ Correspondents” on the check sheet and
place it after ¢“ Correspondents.”

4. Take the footing of the column entitled ‘¢ City Cush Items” on the check sheet and

place it after ¢ City Cash Items.”
CREDIT SIDE.

1. Take the footing of the column entitled ¢ Collection and Exchange” on the check
sheet and place it after ¢ Collection and Exchange ” on the mail proof.

2. Take the footing of the column entitled ‘“ Net Amount Credited to Correspondents”
on the check sheet and place it after ‘¢ Correspondents.”

The proof should now balance.

No. 9.—Submit mail proof to your teacher for inspection and approval.

To be entered in the correspondents’ ledger.

No. 10.—Take your correspondents’ ledger (see form, page 110) and write the following
accounts therein:

Second National Bank, Boston, 12 lines.

American Exchange Bank, Baltimore, 4 lines.

Commercial National Bank, Chicago, 14 lines.

Fourth National Bank, Cincinnati, 12 lines.

Tenth National Bank, Cleveland, 8 lines.

Bank of Commerce, Dallas, Texas, 10 lines.
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Missouri Nutional Bank, Kausas City, 14 lines.
‘Third National Bank, Newport, 8 lines.
City National Bank, New York, 28 lines.
Fourth National Bank, New York, 24 lines.
National State Bank, New Orleans, 10 lines.
Second National Bank, Omaha, 12 lines.
Continental Bank, Philadelphia, 14 lines.
Boatmen’s Bank, St. Louis, 14 lincs.
First National Bank, San Francisco, 10 lines.
Bank of Commerce, St. Paul, 10 lines.
If the accounts of the various banks be entered in the ledger in the alphabetical order of
the names of the towns in which the banks are located, it will seldom be necessary to refer
to the index for the purpose of finding an account.

No. 11.—The accounts in your correspondents’ ledger show the following balances:

Debit balances: City National Bank, New York, $75628.50; Fourth National Bank,
New York, $59521.80; Sccond National Bank, Boston, $48126.10; Commercial National
Bank, Chicago, $21232.40; Fourth National Bank, Cincinnati, $10369.20; Missouri National
Bank, Kansas City, $#1521.25; Bank of Commerce, St. Paul, $42126.20. Credit balances:
Tenth National Bank, Cleveland, $21342.60; Bunk of Commerce, Dallas, $8421.25; National
State Bank, New Orleans, $10254.10; Third National Bank, Newport, $5629.10; Continental
Bank, Philadelphia, #15810.16; Boatmen’s Bank, St. Louis, $10826.25; First National Bank,
San Francisco, $25723.15.

INsTRUCTIONS.—Enter the debit balances in the balance column in red ink, and the
credit balances in the balance column in black ink, writing the word ¢‘Balance” in the
¢ Explanation” column.

No. 12.—Credit the proper banks in your correspondents’ ledger with the amounts shown
in the column entitled ‘“Net Amount Credited to Correspondent” on your mail check sheet.

INsTRUCTIONS.—The first bank on your mail check sheet is the Fourth National Bank,
Cincinnati, which is credited with $895.70. This amount should be placed in the column
entitled ¢“Credits” in the correspondents’ ledger. Write ““June 217 in the ‘‘Date” column
and ‘“ Remittance 6,/20” in the ‘“ Explanation ” column. In the ‘“Date” column place the
day of the month on which the remittance was received. In the ‘¢ Explanation” column
indicate the date of the letter containing the remittance. Check the 895.70 on your check
sheet and transfer the other amounts in this column to your correspondents’ ledger. (See
model ledger, page 110.)

In actual work, the entries in the ledger should be made direotly from the footings of the letters which'

are sent with the cash items. (For explanation of the proper method of handling cash ttems received, ses page
108, section 115.)

We have made the following remittances of cash items to other banks:

No. 13.—To the City National Bank, New York:

Draft of the First National Bank, Dallas, Texas, on City National Bank, New York, for
. $235.20, dated June 10th, indorsed by Fourth National Bank, Cincinnati; draft of the
Fourth National Bank, Chicago, on City National Bank, New York, for $200.00, dated June
- 12th, indorsed by First National Bank, San Francisco; draft of First National Bank, St.
Louis, on the Chemical National Bank, New York, for $521.00, dated June 12th, indorsed
by second National Bank, Omaha; draft of First National Bank, Omaha, on City National
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Bank, New York, for $1000.00, dated June 16th, indorsed by Wilson, Smith & Co.; draft
of Fourth National Bank, Philadelphia, on City National Bank, New York, for $400.00,
dated June 15th, indorsed by C. W. Lamar.

INsTrRUCTIONS.—Enter the date (June 10) of the first item’ ($235.20) in the column
entitled ‘“Date of Check.” Write ¢ Fourth National Bank, Cincinnati,” in the column
entitled ¢“ Indorser.” Write ‘‘ First National Bank, Dallas,” in the column entitled ‘¢ Maker.”
Write ¢ You” in the column entitled ‘¢ Where Payable.” Place ‘“‘June 21” in the column
for ¢“ Date of Entry,” and ‘“235.20 ” in the column entitled ‘‘ Remittance Items.” (Ezamine
the entries in model correspondents’ ledger, page 110.)

Enter the second item (%200.00) in the same wanner. The entry of the third item
($521.00) is similar to the entries of the first two, with the exception that Chemical
National Bank, New York,” should be written in the column entitled ¢ Where Payable.”

~ After making all the entries, foot the column entitled ¢ Remittance Items” and place
the footing in the column entitled ¢“ Debits.” (For form, see first entry in model ledyer )

No. 14.—To Commercial National Bank, Chicago:

Certified check of Jas. D. Lewis on Commercial Bank for $200.00, dated June 14th,
indorsed by Wilson, Smith & Co.; draft of the Bank of Joliet, Joliet, Ill., on the First
National Bank,'Chicago, for $500.00, dated June 10th, indorsed by W. B. Culver; check
of Arthur Hines on Commercial National Bank for $150.00, dated June 20th, indorsed by
Arthur Hines.

"'No. 15.—To Bank of Commerce, St. Puul:

Check of Warren H. King on Bank of Commerce for $523.62, dated June 7th, indorsed
by W. B. Culver; check of C. W. Willis on Traders Bank, Minneapolis, Minn., for $1000.00,
dated June 11th, indorsed by W. B. Culver.

No. 16.—To Second National Bank, Boston:

Certified check of Wilson, Smith & Co. on National State Bank, Boston, for $234.50,
dated May 31st, indorsed by Arthur Hines; check of Boston Transfer Co. on Merchants
Exchange Bank, Boston, for $568.00, dated June 4th, indorsed by W. B. Culver; check
of Thos. A. Brown on Bank of Commerce, Boston, $128.30, dated June 16th, indorsed by
Second National Bank, Omaha.

No. 17.—To Fourth National Bank, New York:

Check of Chas. D. Thomas & Co. on Chemical National Bank, New York, for $780.00,
dated June 20th, indorsed by Chas. D. Thomas & Co.; check of J. H. McDowell on Fourth
National Bank for $800.00, dated June 6th, indorsed by C. P. Hunter; draft of the People’s
Bank, Boston, on the Chemical National Bank, New York, for $640.20, dated June 16th,
indorsed by L. Curtis Hammond; check of Ray Bros. & Co. on Bank of New Amsterdam
for $200.00, dated June 21st, indorsed by Ray Bros. & Co.; check of L. D. Hooper on
Tenth National Bank, New York, for $500.00, dated June 18th, indorsed by Commercial
National Bank, Chlcago

No. 18.—To Boatmen’s Bank, St. Louns

Check of R. C. Sneed on Boatmen’s Bank for $160.00, dated June 19th, indorsed by
Arthur Hines; check of Dawson & Lamar on Olive Street Bank, St. Louls, for $500.00,
dated June 16th, indorsed by G. W. Young.

No. 19.

Check of Wilson & Hinkle on Fourth National Bank for $400.00, dated June 16th,
indorsed by Howe & King; check of Cincinnati Machine Co. on Manufacturers Bank,
Cincinnati, for $240.00, dated June 14th, indorsed by G. W. Young.

.
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No. 20.—To Continental Bank, Philadelphia:

Cheek of John Wanamaker on Continental Bank for %390.00, dated June 15th, indorsed
by G. W. Young; sight draft of W. B. Lyons on Baldwin Locomotive Works for 425.70,
payable at Continental Bank, dated June 20th, indorsed by W. B. Lyons.

No. 21.—To Missouri National Bunk, Kansas City, Mo.:

Check of Emery, Smith & Co. on Ninth Strcet National Bank, Kansas City, for $600.00,
dated June 10th, indorsed by L. M. Thomson; check of Warner, Dean & IIagerman on
Bank of Kansas City for $640.00, dated June 12th, indorsed by W. B. Lyons.

No. 22.—To Tenth National Bank, Cleveland, O.:

Sight draft of II. R..Day on the Clevcland Cycle Works for $100.00, payable at Tenth
National Bank, dated June 20th, indorsed by L. M. Thomson.

No. 23.—To National State Bank, New Orleans, La.:

Check of the Louisiana Cotton Co. on the National State Bank for $100.00, dated June
14th, indorsed by I.. M. Thomson; check of the Watson Grocery Co. on Bank of City of
New Orleans for $125.00, dated June 10th, indorsed by I.. M. Thomson.

To be entered in the correspondents’ ledger.

No. 24.—You have been advised of charges to correspondents as stated below:

The advice is given by means of tickets made out by the note teller, and the discount and collection clerks.

City National Bank, New York, $400.00.

Bank of Commerce, St. Paul, $996.50.

Continental Bank, Philadelphia, $7979.00.

Second National Bank, Omaha, $6485.00.

Fourth National Bank, Cincinnati, £9975.00.

Third National Bank, Newport, $3.25. (Protest fees.)

Missouri National Bank, Kansas City, $2.50. (Protest fees.)

Tenth National Bank, Cleveland, $2.75. (Protest fees.)

INsTRUCTIONS.—Enter the above amounts to the debit of the several acconnts, using as
an explanation the word ‘“ Note” in all except the last three entries, for which you should
use the words ‘“ Protest fees.” Examine model ledger, page 110, before making entries.

No. 25.—You have been advised of the following credits to correspondents:

Fourth National Bank, New York, $1000.00. (Correspondents’ ledger.)

Commercial National Bank, Chicago, $797.50.

Bank of Commerce, Dallas, Texas, $3990.00.

To be entered in the draft register.

No. 26.—The stubs of the draft book show that the following drafts have been drawn
on the City National Bank, New York:

$309—$500.00; £310—8$1000.00; 4311—$800.00; 4312—$750.00; £313—$680.00.

INsTRUCTIONS.—Enter the dates, numbers, and amounts of the drafts as per form shown
in model draft register, page 109.

No. 27.—Foot the draft register, and carry the footing to the credit of the City National
Bank, New York, in the correspondents’ ledger. Write ¢ Draft Register ” in the ¢ Expla-
nation” column.  (See fourth entry on credit side of model correspondents’ ledger, page 110.)

No. 28.—Extend the balances in the column provided therefor in the correspondents’
ledger, and make out proof according to form given on page 112. (See instructions on next

puge.) -
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How 10, MAKE OUT PROOF OF CORRESPONDENTS’ LEDGER.

Skc. 124.—Classification of Banks. The bunks with which you do business are divided
into three classes: National banks which are approved reserve agents (for explanation, see
page 211), national banks which are not approved reserve agents, and state banks.

List or ApproviED RESERVE AGENTs: City National Bank, New York; Fourth
National Bank, New York; Commercial National Bank, Chicago, Ill.; Second National
Bank, Boston, Mass.

List o NaATiONAL BANKS (not approved reserve agents): Tenth National Bank,
Cleveland, Ohio; First National Bank, Ithaca, N. Y.; National State Bank, New Orleans,
La.; Third National Bank, Newport, R. I.; Second National Bank, Omaha, Neb.; Fourth
National Bank, Cincinnati, Ohio; First National Bank, San Francisco, Cal.; Missouri Na-
tional Bank, Kansas City, Mo.

The above classification is for the student only, and is not intended to represent the approved reserve
agents as they actually exist. )

List or StaTE BANKS: Bank of Commerce, Dallas, Texas; Continental Bank, Phila-
delphia, Pa.; Bank of Commerce, St. Paul, Minn.; Boatmen’s Bank, St. Louis, Mo.;
American Exchange Bank, Baltimore, Md.

Note To STUDENT.—Should you at any time do business with a bank not mentioned in the above list,
it should be classified as a national bank if the word ‘" National ” appears in its name; otherwise it should

be classified as a state bank.
DEBIT SIDE OF PROOF.

1. If the balance as shown by the general balance ledger is a debit balance, place it after
*“ Debit balance of general ledger from previous day,” on the proof. In this case the debit
balance of the general ledger is $160488.84. Enter this amount on the debit side of the proof.

2. Take the amount charged to correspondents, as shown by the general bookkeeper’s
proof sheet, and place it after ‘“Debits to correspondents during the day.” In this case the
amount is $38305.52.

3. Take the sum of all credit balances of national banks which are approved reserve
agents (see list above) and place it after “* Duc to approved reserve agents.” Take the sum
of all credit balances of national banks (not approved reserve agents) and place it after
“Due to national banks.” 'T'ake the sum of all credit balances of state banks and place it
after ‘“ Due to state banks.”

CREDIT SIDE OF PROOF.

1. If the general ledger shows a credit balance, the amount should be placed after  Credit
balance of general ledger from previous day.” In this instance the general ledger shows a
debit balance, hence nothing is placed after this title.

2. Take the total of the credits to correspondents as shown by the general bookkeeper’s
proof sheet and place it after ‘“Credit to correspondents during the day.” In this instance
the total of the credits is $18239.55.

3. Take the sum of all debit balances of national banks which are approved reserve
agents, and place it after ““ Due from approved reserve agents.” Take the sum of all debit
balances of national banks (not approved reserve agents) and place it after ‘“Due from
national banks.” Take the sum of all debit balances of state banks and place it after ‘“ Due
from state banks.”

The proof when footed should balance. If it does not, you may have made a mistake in
estending the balances in the correspondents’ ledger, and you should review this portion of
your work. If you do not locate the error by this meuns, check the work from the source
of original entry.
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WORK FOR THE STUDENT.
MEMORANDA OF TRANSACTIONS.

JUNE 22.
To be entered on the mail check sheet.

Skc. 125.—The following remittances of cash items have been received from other banks:

No. 29.—From National State Bank, New Orleans:

Check of W. R. Raymond on us for $42.15; draft of the Merchants Bank, St. Louis, on
the Fourth National Bank, New York, for $260.00; check of the Rochester Cycle Co. on
Merchants Exchange Bank, City (clearings), for $125.35; check of George W. Weaver
on Citizens National Bank, City, for £325.00; check of J. L. Woodruff on us for $49.45;
check of John A. Fullwood on us for $126.00; check of R. Dawson Conrad on us for $84.90;
check of George C. Smith on us for $100.00. Total, $1112.85. (Entry similar to transac-
tion No. 1, section 122.)

No. 30.—From Boatmen’s Bank, St. Louis:

Check of Arthur, Jones & Pomeroy op Hide and Leather Bank, Boston, Mass., for
$100.00; cHeck of the Rochester Cycle Co. on Merchants Exchange Bank, City, for $85.90;
check of Fred R. Brill on Brown Bros., Bankers, City (city cash items), for $250.00. Total,
$435.90. Collection and exchange deducted, 25¢. Net amount credited, $435.65.

No. 31.—From Continental Bank, Philadelphia:

Check of Mason & Hamlin on us for $260.00; check of J. L. Woodruff on us for $148.10;
check of J. H. Anderson on us for $125.00; check of John H. Cameron on us for $50.80;
check of the Rochester Cycle Co. on Merchants Exchange Bank, City, for 168.00; check
of T. H. Winters on Tenth National Bank, City, for $126.00; check of Henry W. Washburn
on us for $50.00. Total, $927.90. :

No. 32.—From Second National Bank, Boston:

Draft of the First National Bank, Cincinnati, on the Hanover Bank, New York, for
$200.00; draft of the Fourth National Bank, Cleveland, O., on the City National Bank,
New York, for $525.80; check of Chas. R. Taylor on us for $160.00; draft of the First
National Bank, Portland, on the Chemical Bank, New York, for $225.00. Total, $1110.80.

No. 33.—From Second National Bank, Omaha:

Check of Ray Bros. & Co. on us for $50.00; check of F. A. Sampson on us for $75.90;
check of R. M. Davis on us for $129.00; check of W. H. Walton on Commercial Bank, City,
for $265.00; check of the Rochester Cycle Co. on Merchants Exchange Bank, City, for
$180.00; check of J. E. Murphy on us for 89.00; check of Wm. E. West on us for $125.60;
check of Thos. A. Wilson on us for $264.00; check of Wilson Mfg. Co. on us for $128.10;
check of G. W. Young on us for $100.00. Total, 1406.60.

No. 34.—From Third National Bank, Newport, R. L:

Draft of National State Bank, Boston, on the Fourth National Bank, New York, for
$265.00; check of Chas. L. Jones Mfg. Co. on Brown Bros., Bankers, City (city cash items),
for $125.00; check of W. D. Myers on us for $40.80; check of Eastman Kodak Co. on Fourth
St. National Bank, City, for $135.00. Total, $565.80.

No. 35.—From Fourth National Bank, New York:

Check of J. H. McDowell on us for $136.45; check of J. E. Murphy on us for $50.80;
check of Harry G. Hoffman on us for $139.10; check of Eastman Kodak Co. on the Fourth

A
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St. National Bank, City, for $165.90; check of Huwley & Beiler on Shoc and Leather Bank,
City, for $268.00; check of John C. Mills on us for %43.80; check of John O’Connor on us
for $125.00; cashier’s check on the Bank of Monroe, City, for $250.00; Thos. A. Wilson’s
check on us for $100.00. Total, $1279.05.

No. 36.—From Missouri National Bank, Kansas City, Mo.:

Draft of the First National Bank of Dallas, T'exas, on the Bank of New Amsterdam, New
York, for $235.00; check of W. D. Myers on us for $100.00. Total, %335.00.

No. 37.—From the American Exchange Bank, Baltimore:

Check of Harry G. Hoffman on us for $275.00; check of the Rochester Cycle Co. on -
Merchants Exchange Bank, City, for $128.10; check of W. B. Culver on us for $300.00;
check of H. H. Ham on Manhattan Trust Co., City (clearings), for $126.80; check of
Rochester Telephone Co. on the Park City Bank, Omaha, Neb., for $235.70; check of J. E.
Murphy on us for $45.35; check of D. C. Smith on Park National Bank, City, for $335.70;
check of F. A. Sampson on us for $20.00; check of D. Carlton Davis on Exchange National
Bunk, City, for $132.10; check of John A. Fullwood on us for $100.00. Total, $1698.75.
Collection and exchange deducted, 40¢. Net amount credited, $1698.35.

No. 38.—Foot the first four columns of the check sheet. Ascertain if the sum of these
footings agrees with the sum of the footings of the last two columns.

No. 39.—Make out mail proof and submit it to your teacher for inspection and approval.

No. 40.—Transfer the entries in the column entitled ¢“ Net Amount Credited to Corre-
spondent” of the mail check sheet to the credit of the proper accounts in the correspond-

ents’ ledger.
To be entered in the correspondents’ ledger.

We have made the following remittances to other banks:

No. 41.—To City National Bank, New York:

Draft of Fourth National Bank, Lowell, Mass., on City National Bank for $400.00, dated
June 1st, indorsed by G. W. Grinter; draft of the First National Bank, Reading, Pa., on
National Union Bank, New York, for $700.00, dated May 28th, indorsed by Hiram Wilson
& Bro.; check of A. W. Wilson on City National Bank for $600.00, dated June 19th,
indorsed by Arthur Hines; check of Chas. D. Thomas & Co. on City National Bank for
$900.00, dated June 22d, indorsed by Chas. D. Thomas & Co.; check of the Harlem Mfg.
Co. on City National Bank for $100.00, dated June 14th, indorsed by Chas. D. Thomas &
Co.; check of Lord & Taylor on the Astor National Bank, New York, for $2000.00, dated
June 16th, indorsed by W. B. Culver; draft of the Fourth National Bank, Cleveland, on
City National Bank, New York, for $525.80, dated June 15th, indorsed by Second National
Bank, Boston; draft of the First National Bank, Dallas, Texas, on Bank of New Amsterdam,
New York, for $235.00, dated May 21st, indorsed by Missouri National Bank, Kansas City;
draft of the First National Bank of Houston, Texas, on City National Bank for $1496.00,
drawn in our favor, dated June 16th. (Column entitled ‘‘Indorser” is left blank.) (Entry
similar to transaction No. 13.)

No. 42.—To Second National Bank, Boston:

Draft of the First National Bank of Worcester, Mass., on Second National Bank for
$200.00, dated May 29th, indorsed by W. P. Jenkins; check of Fall River Mfg. Co. on First
National Bank, Fall River, Mass., for $580.00, dated June 17th, indorsed by L. M. Thomson;
check of the Boston Furniture Co. on the National State Bank, Boston, for $700.00, dated
June 16th, indorsed by W. B. Culver; check of Arthur, Joncs & Pomeroy on Hide and
Leather Bank, Boston, for $100.00, dated June 14th, indorsed by Boatmen’s Bank, St. Louis,
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No. 43.—To Fourth National Bank, New York:

Check of Mrs. A. K. Smith on Tenth National Bank, New York, for $250.00, dated
June 20th, indorsed by Mason & Hamlin; check of G. P. Putnam & Sons on Phoenix
National Bank, New York, for $250.00, dated June 11th, indorsed by Arthur Hines; check
of John W. Cooper on Fifth National Bank, New York, for $300.00, dated June 12th,
indorsed by Charles D. Thomas & Co.; draft of Merchants Baunk, St. Louis, on Fourth
National Bank for €260.00, dated May 20th, indorsed by National State Bank, New Orleans;
draft of the First National Bank, Cincinnati, on Hanover Bank, New York, for $200.00,

- dated May 25th, indorsed by Second National Bank, Boston; draft of the First National
Bank, Portland, on Chemical National Bank, New York, for $225.00, dated June 1st,
indorsed by Second National Bank, Boston; draft of National State Bank, Boston, on Fourth
National Bank for $265.00, dated June 16th, indorsed by Third National Bank, Newport.

No. 44.—To Fourth National Bank, Cincinnati:

Draft of the First National Bank, Akron, O., on Fourth National Bank for $264.90,
dated June 4th, indorsed by Arthur Hines; sight draft of Chas. D. Thomas & Co. on the
Cincinnati Machine Co. for $400.00, dated June 22d, payable at Fourth National Bank,
indorsed by Chas. D. Thomas & Co.

No. 45.—To First National Bank, San Francisco:

Check of E. P. Roc on First National Bank for €970.00, dated June 10th, indorsed by
R. G. Simpson; check of California Fruit Co. on Fourth National Bank, Oakland, Cul., for
$254.00, dated May 25th, indorsed by Chas. D. Thomas & Co.

No. 46.—To Boatmen’s Baunk, St. Louis:

Check of A. W. Moore on Boatmen’s Bank for $856.20, dated June 11th, indorsed by W.
D. Myers; certified check of Buxton & Skinner on Bank of Commerce, St. Louis, for $900.00,
dated June 8th, indorsed by Chas. D. Thomas & Co.

No. 47.—To Second National Bank, Omaha:

Certificate of deposit in favor of C. W. Williams from Second National Bank for
$1435.00, dated May 2d, indorsed by H. H. Ham; certified check of the Nebraska Mfg. Co.
on Fourth National Bank, Omaha, for 524.25, dated June 1st, indorsed by Ray Bros. &
Co.; check of Rochester Telephone Co. on Park City Bank, Omaha, Neb., for %235.70, dated
June 12th, indorsed by American Exchange Bank, Baltimore.

No. 48.—l'o Continental Bank, Philadelphia:

Certificate of deposit in favor of A. K. Rollins from Continental Bank for $700.00, dated
May 4th, indorsed by W. G. Keith; certified check of Jas. R. IIunt on Bank of Philadelphia
for $1000.00, dated June 2d, indorsed by G. W. Moffitt; sight draft of Ray Bros. & Co. on
Baldwin Locomotive Works, Philadelphia, for $320.00, payable at Continental Bank, dated
June 22d, indorsed by Ray Bros. & Co.

No. 49.—To Commercial National Bank, Chicago:

Certified check of Henry Hunter on Commercial National Bank for ¥1304.00, dated June
10th, indorsed by H. A. Prewitt; check of R. W. Moss on Commercial National Bank for
$100.00, dated June 5th, indorsed by Ray Bros. & Co.; check of Marshall Field & Co., on
First National Bank, Chicago, for $50.00, dated June 12th, indorsed by Ray Bros. & Co.

No. §0.—To Missouri National Bank, Kansas City, Mo.:

Check of Armour Packing Co. on Ninth National Bank, Kansas City, for $250.00, dated
June 13th, indorsed by Chas. D. Thomas & Co.; certified check of Moss & Owens on First
National Bank, Independence, Mo., for $300.60, dated June 7th, indorsed by Ray Bros. & Co.

- -
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No. 51.—To Bank of Commerce, Dallas, Texas:

Check of the Oriental ITotel Co. on Bank of Commerce for 450.00, dated June 9th,
indorsed by Arthur Hines; certified check of Iill & Smith on First National Bank, Dallas,
for $200.00, dated June 6th, indorsed by Ray Bros. & Co.

No. 52.—To Third Nuational Bank, Newport, R. I.:

Certified check of Newport Improvement Co. on Third National Bank for $400.00, dated
June 15th, indorsed by Ray Bros. & Co.

To be entered in the draft register.

Ne. 53.—The following drafts on the City National Bank, New York, have been sold, as
per stubs in draft book:

#314—81200.00; $315—$1800.00; $316—$600.00; #317—%900.00.

Carry the footing of the draft register to the correspondents’ ledger.

To be entered in the correspondérzts’ ledger.

No. 54.—We have been advised by the note teller, discount und collection clerks, of the
following charges to correspondents:

Fourth National Bank, New York, $15000.00.

Fourth National Bank, Cincinnati, $1000.00.

Second National Bank, Omaha, $7975.00.

Missouri National Bank, Kansas City, $2493.50.

Commercial National Bank, Chicago, $3.50. (Protest fees.)

Second National Bank, Boston, $4.50. (Protest fees.)

No. 55.— We have been advised of the following credits to correspondents:

‘Boatmen’s Bank, St. Louis, $5480.00.

First National Bank, San Francisco, $5985.00.

No. 56.—Extend the balances in your correspondents’ ledger. Make out proof and
submit it to your teacher for examination and approval. The debit balance from our general
ledger for the previous day is %180554.81. The total of the charges to correspondents
during the day as per bookkeeper’s general proof sheet is $47677.35. The total of the credits
to correspondents during the day as per general proof shect is ¥27837.00.

LISTING CHECKS FOR CLEARING HOUSE.
JUNE 21.

SEc. 126.—We have on hand for the clearing house checks and notes as stated below.
All paper for the clearings should be entered in the clearing house register. (See form, page
82.) (For explanation of clearing house, see page 184.)

Write the names of the clearing house banks in the clearing house register, leaving lines
a8 indicated:

Park National Bank, 16 lines. Third National Bank, 12 lines.
Chase National Bank, 18 lines. Manhattan Trust Company, 14 lines.
Merchants Exchange Bank, 18 lines. Shoe and Leather Bank, 10 lines.
Citizens National Bank, 12 lincs. Exchange National Bank, 12 lines.

Germania National Bank, 15 lines. Bank of Monroe, 12 lines.
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Commercial Bank, 14 lines. People’s Bank, 13 lincs.
Fourth St. National Bauk, 14 lines. Bank of America, 13 lines.
Union Trust Company, 12 lines. Tenth National Bank, 10 lines.

Place the amount of each check under the name of the bank on which it is drawn.

Note.—All post office and express money orders should be entered under Chase National Bank, as this
bank is designated to attend to the clearing of the post office and express money-orders.

To be entered in the clearing house register.

FroM RECEIVING TELLER.

Check of R. C. Wilkins on Germania National Bank, City, for $740.80.

Check of A. D. Dakin on Manhattan Trust Company, City, for $34.50.

Check of G. W. Whaley on Citizens National Bank, City, for #320.00.

Check of Mrs. L. A. Lewis on Park National Bank, City, for $580.00.

Check of Geo. C. Harmon on Park National Bank, City, for 8640.00.

Check of W. B. Williams on Chase National Bank, City, for $320.00.

Check of Hanning, Russell & Co. on Union Trust Company, City, for $580.00.
Check of D. Armond on Exchange National Bank, City, for $895.00.

Check of J. McClure & Co. on Commercial Bank, City, for $360.00.

Check of Wm. Courtney on Shoe and Leather Bank, City, for $290.45.

Check of John W. Kuiser on Bank of America, City, 8560.80.

Check of R. L. George on Tenth National Bank, City, for $100.00.

Check of Wm. Hughes on People’s Bank, City, for $729.00.

Check of J. A. Castle on Park National Bank, City, for #16.25.

Check of Heckman & Williams on Manhattan Trust Company, City, for £320.00.
Check of H. T. McClurg on Germania National Bank, City, for $370.00.

Check of Cornell Manufacturing Company on Third National Bank, City, for £964.25.
Check of Mary H. McMillan on Merchants Exchange Bank, City, for $300.00.
Check of J. A. Luman on Park National Bank, City, for $300.00.

Check of J. H. Criger on Chase National Bank, City, for $265.80.

Check of James K. Hunt on Manhattan Trust Company, City, for $948.10.

Check of Frank Thomas on Bank of Monroe, City, for $320.00.

Check of B. H. Dixon on Exchange National Bank, City, for $300.00.

Check of Charles W. Hainlin on Union Trust Company, City, for $100.00.

Check of The Davis Refrigerator Company on Fourth St. National Bank, City, for #50.00.
Check of Geo. V. Damon on People’s Bank, City, for $460.00.

Check of The Depew Publishing Company on Bank of America, City, for $260.00.

FroM PAYING TELLER.

Check of Wilson, Smith & Co. on Merchants Exchange Bank, City, for $600.00.
Check of Johnson, Smith & Co. on Citizens National Bank, City, for $1200.00.
Check of Smith Bros. on Union Trust Co., City, for $86.50.

Check of Smith Bros. on Union Trust Co., City, for $279.60.

Check of W. C. Mason on Germania National Bank, City, for $3124.00.
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Check of W. D. Mills on Fourth St. National Bank, City, for $25.80.
Check of Suinuel Owens on Park National Bank, City, for $1000.00.
Check of Jennie Homans on Manhattan Trust Co., City, for $260.00.

FroM Norte TELLER.

A. W. Teall’s note for $5000.00, payable at and certified by the Commercial Bank, City.

R. C. Smith’s note for $800.00, payable at and certified by Chase National Bank, City.

W. H. Leroy’s note and interest for $807.40, payable at and certified by Germania National
Bank, City. .

' FroM MaiL CLERK.

W. H. Wisdom’s check on Chase National Bank, City, for $150.00.

C. M. Johnson’s check on Third National Bunk, City, for $125.00.

W. H. Wilson’s check on Bank of Monroe, City, for $240.00.

Rochester Cycle Co.’s check on Merchants Exchange Bank, City, for $168.40.

Rochester Cycle Co.’s check on Merchants Exchange Bank, City, for $320.00.

Morris & Jones’s check on Germania Nutional Bank, City, for $135.80.

Wood Machine Co.’s check on Commercial Bank, City, for $261.00.

A. L. Winter’s check on Chase National Bank, City, for $628.30.

Foot the amounts under the several banks and transfer the footings to the delivery clerk’s
statement opposite the names of the banks, as shown below: Te

Fory or DELIVERY CLERK’S STATEMENT.

No. BANKS. DR. AMOUNTS. SIGNATURE.

1 Park National Bank 76829 | 40
2 Chase National Bank 52634 | 27
3 || Merchants Exchange Bank 41572 | 85
4 Citizens National Bank 90586 | 23
5 Germania National Bank 12682 | 50
6 Third National Bank 22984 | 76
v Manhattan Trust Co. 18237 | 40

315527 | 41

The above form represents the delivery clerk’s statement which is taken to the clearing
house. It shows the amount of checks that we have on hand for the clearings. The amounts
in the above statement are different from the students amounts.

The footing of this statement should agree with the footing of the ¢ Clearings” column
of the general proof shect, form of which is given on pages 138 and 139.

The footing of the ¢ Clearings” column of the gencral proof sheet for June 21st is
$27036.75. Foot the statement and ascertain if the footings agree.
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LISTING CHECKS FOR THE CLEARING HOUSE.
V JUNE 22.
To be entered in the clearing house register.
Frox RecerviNng TELLER.

Sec. 127.—Check of Geo. W. Chase on Park National Bank, City, for $460.00.
Check of Chapin & Co. on Park National Bank, City, for %985.00.

Check of the Chemical Charcoal Co. on Chase National Bank, City, for $800.00.
Check of the Commercial Express Line on Germania National Bank, City, for $600.00.
Check of Arthur Collins on Third National Bunk, City, for 500.00.

Check of Joseph T. Cook on Manhattan Trust Company, City, for $320.00.

Check of M. M. Drake on Citizens National Bank, City, for #1350.00.

Check of G. L. Douglass on Merchants Exchange Bank, City, for £560.00.

Check of Dudley & Childs on Merchants Exchange Bunk, City, for $1500.00.

Check of Thomas Dwyer on Exchange National Bank, City, for $2500.00.

Check of C. H. Fowler on Fourth St. National Bank, City, for $700.00.

Check of the Larkin Soap Company on Fourth St. National Bank, City, for $900.00.
Check of W. E. Lemon on Commercial Bank, City, for $620.00.

Check of Charles D. Marshall on Commercial Bank, City, for %325.00.

Check of Mason Brothers on Commercial Bank, City, for $472.00.

Check of W. L. McLeod on Shoe and Leather Bank, City, for $800.00.

Check of the Niagara Car Wheel Company on Exchange National Bank, City, for $520.00.
Check of Norton Brothers on Bank of Monroe, City, for £250.00.

Check of L. G. Graves on Union Trust Company, City, for $600.00.

Check of Geo. J. Gray on Bank of America, City, for $560.00.

Check of W. R. Griffin on Bank of America, City, for $590.00.

Check of Harris & Harris on Tenth National Bank, City, for 42.50.

Check of Harris & Harris on Tenth National Bank, City, for $20.45.

Check of A. J. Hartel on People’s Bank, City, for $43.26.

Check of F. L. Hewitt on People’s Bank, City, for $13.20.

Check of Herald Publishing Company on Bank of America, City, for $58.75.

Check of Chas. E. Hoyt on People’s Bank, City, for $40.00,

Check of C. E. Ives & Co. on Park National Bank, City, for $500.00.

Check of Lynn Brothers on Chase National Bank, City, for $100.00.

FroM PAyviNG TELLER.

Check of R. C. Johuson on Bank of Monroe, City, for $46.80.

Check of Mentor Thomson on Chase National Bank, City, for $2000.00.
Check of L. C. Smith on People’s Bank, City, for £150.00.

Check of Wm. Monroe on Chase National Bank, City, for $2346.50.
American Express Company money order for $200.00.

Check of John Thomas on Manhattan Trust Co., City, for 800.00.
Check of M. T. Bouldin on Shoe and Leather Bank, City, for $540.20.
Check of National Rubber Co. on Bunk of America, City, for $150.00.
Cashier’s check of Fourth St. National Bank, City, for $600.00.
Check of Lord & Taylor on Third National Bank, City, for %780.00.
American Express Company money order for $200.00.
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Froam NoTe TELLER.

John C. Johnson’s note for $19000.00, payable at and certified by the Germania National
Bank, City.

A. A. Hamill’s note for $7000.00, payable at and certified by the Third National
Bank, City.

R. L. Hunter’s note for $6000.00, payable at and certified by the Merchants Exchange
Bank, City.

B. H. Carter’s note for £9000.00, payable at and certified by the Park National Bank,City.

Richard T. Gentry’s note and interest for $1073.00, payable at and certified by the
Exchange National Bank, City.

FroM MaiL CLERK.

Rochester Cycle’s Co.’s check on Merchants Exchange Bank, City, for #125.35.

Geo. W. Weaver’s check on Citizens National Bank, City, for $325.00.

Rochester Cycle Co.’s check on Merchants Exchange Bank, City, for $85.90.

Rochester Cycle Co.’s check on Merchants Exchange Bank, City, for $168.00.

T. H. Winter’s check on Tenth National Bank, City, for $126.00.

W. H. Walton’s check on Commercial Bank, City, for $265.00.

Rochester Cycle Co.’s check on Merchants Exchange Bank, City, for $180.00.

Eastman Kodak Co.’s check on Fourth St. National Bank, City, for $135.00.

Eastman Kodak Co.’s check on Fourth St. National Bank, City, for ¥165.90.

Hawley & Beiler’s check on Shoe and Leather Bank, City, for $268.00.

Cashier’s check of the Bank of Monroe, City, for $250.00.

Rochester Cycle Co.’s check on Merchants Exchange Bank, City, for $128.10.

H. H. Ham’s check on Manhattan Trust Company, City, for ¥126.80.

D. C. Smith’s check on Park National Bank, City, for $335.70.

D. Carlton Davig’s check on Exchange National Bank, City, for $132.10.

Foot the amounts under the several banks. Transfer footings to delivery clerk’s stute-
ment and foot the statement. The footing of the statement should be $72433.51.

INDIVIDUAL LEDGER BOOKKEEPER.

SEc. 127.—Duties. The individual ledger bookkeeper, or individual bookkeeper, as he
is generally culled, has charge of the accounts of the bank’s depositors.

In many banks there are more than one individual bookkeeper, the individual ledgers
being subdivided necessarily in consequence of the large number of accounts therein. The
individual ledger bookkeeper should be rapid and accurate in figures, write a good, plain,
business hand, and possess a great deal of patience, for it is generally his duty to meet many
of the depositors of the bank and answer numerous questions regarding their accounts. No
mention of anything regarding a depositor’s account should be made to anyone outside of
the bank, other than the depositor or his representative. The depositor’s bink book should
be balanced and all checks returned once a month, if possible.

Skc. 128.—Method of Handling Checks. When a bookkeeper receives a package of
checks he should proceed as follows:

1. Assort the checks in piles arranged in the alphabetical order of the names of the
drawers. A large table or desk is used for this purpose.

2. Begin with the letter A and enter the checks in the individual ledger. (See form,
page 128a.) When you have entered the first check lay it on the table, and when you have
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entered the second place it on top of the first, and so on until you have entered all checks,
the names of the drawers of which begin with A. Proceed in a similar manner with the
checks under B.  Lay the checks under B directly ou top of those under A, so that when
you have finished, the last check you have entered is on the top of the pile.

3. After entering all the checks in the ledger, have a clerk call them back to you. He
should begin with the check on top of the pile and read off the name and the amount. This
you should compare with your entry in the ledger. If they agree, the check is laid on the
table, and the next one is read aud laid on top of the first one, and 8o on. When you have
completed the comparison the checks beginning with A will be on top of the pile.

4. Separate the checks into piles arranged alphabetically with reference to the names of
the drawers, and place them in the compartments provided therefor. Banks usually keep
customers’ checks in a series of drawers which are subdivided by paste-board partitions
having the names of the depositors written thereon.

The depositors’ checks are usually placed in a basket especially provided therefor by the tellers. When-
ever « sufficient number accumulates in this basket, the individual bookkeeper should take them out and
enter them in his ledger. '

Sec. 129.—Canceling Checks. Checks are first canceled by the teller who takes them,
but they should be canceled in some manner by the individual bookkeeper also after he has
entered them in his ledger. (For method of canceling checks, see page 200.)

Skc. 130.—Overdrafts. The moment that an overdraft occurs it should be reported to
the cashier, unless you have been notified that a special arrangement has been made therefor.
A record of all overdrafts should be made in a buok especially provided for this purpose, and
this book should be examined by the cashier every morning. When an overdraft occurs, it is
customary to send out a notice similar to the following:

ForM oF NoTICE OF OVERDRAFT.

FIRST NATIONAL BANK.

SAN Fraxcisco, CAL., June 20, 1900.
Mr. J. C. M1LLs, _
Your account with this bank is overdrawn to the amount of $43.60. Please give
the matter your immediate attention.
Yours respectfully,
R. H. MosEs, Cashier.

As an error may have been made by the bank, many cashiers make it a rule to send a notice similar in
form to the following:

ANOTHER ForRM OF NOTICE OF QOVERDRAFT.

FIRST NATIONAL BANK.
SAN Franwcisco, CAL., June 20, 1900.

Mkr. J. C. MiILLs, .
Your account with this bank is overdrawn to the amount of & ... Please
gend us your bank book that we may compare the account with our book.
Yours respectfully, :
R. H. Mosks, Cashier.

If the account in the individual ledger proves to be correct, a notice similar in form to the one first
given is then sent.
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Sec. 131.—Individual Ledger. The individnal ledger is a buok of original entry for
all transactions which affect the accounts of depositors. The names of the depositors are
written in alphabetical order in this book. Sometimes the names are printed in when the
book is made, and a few blank lines are left after ecach letter for the purpose of writing in
any accounts that may be opened later. The amount of space left for each depesitor is
determined by the individual bookkeeper who makes up his estimate from the business which
depositors have done previously, or, in case of a new depositor, the estimate is made upon
the amount of business likely to be done. In some banks the leaves following the first record
of names are cut two inches narrower, so that when the leaf on the right is turned over on
the left-hand page the names are not covered and the record may be continued without
rewriting the names, except on the first of each month or each three months.

At the close of banking hours the columns entitled ‘“ Checks in Detail,” ¢ Total Checks,”
and ¢ Deposits’ are footed. The footings of ‘“Checks in Detail” and ¢‘Total Checks”
should be the same. If they agree, the footings of ¢ Total Checks” and ‘‘ Deposits” are
given to the general bookkeeper so that he may compare them with his proof. If he pro-
nounces them correct, each customer’s deposit is added to his balance for the previous day,
his total checks deducted from this sum, and the new balance extended in the ¢‘ Balance”
column. (For method of extending balances, see form, page 128a.)

SEc. 132.—0verdrawing an Account. Whenever an account is overdrawn the balance
is written in red ink. In footing the balance column the red ink balances must be omitted
and their sum ascertained separately from the black ink balances. The sum of the red ink
balances should be written below the sum of the black ink balances, and inproving the
balances the red ink balances must be subtracted from those written in black ink.

Sec. 133.—Method of Proving Balances. Add the footing of the deposit column
to the footing of the old balance column, and from their sum subtract the footing of the
column for “ Total Checks;” the remainder should agree with the footing of the new balance
column. If there are red ink balances their sum should be subtracted from the sum of the
black ink balances, and the net amount used in making up this proof.

0. K. The letters O. K. are written after a balance when the bank book has been written
up and verified.

Skc. 134.—Too Many Checks for Space Provided. In case there are too many
checks for the space provided in the body of the ledger, the checks may be listed on the
margin of the ledger and reference made thereto by check mark. (See amount of $2000.00
in column entitled *‘Checks in Detail” on Friday after the name.of George C. Bain.) The
list of the checks composing this item is written on the margin of the ledger. In case the
bookkeeper should find it necessary to list checks on the margin very frequently, different
characters might be provided for reference to the lists on the margin.

Sec. 135.—Error in Account. Sometimes an error is discovered in the individual
ledger after it has been footed and the books all closed. To avoid the trouble incident to
erasing the amount and changing the several footings, a system of charge and credit tickets
is usually employed.

In case a check drawn by John O’Connor for $248.10 is charged to L. M. Thompson, as
the individual bookkeeper you should proceed as follows:

Make out a ticket charging John O’Connor and crediting L. M. Thomson with $248.10.
The following is the form of such ticket:

9
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ForM oF CHARGE AND CREDIT TICKET.

FIRST NATIONAL BANK.

Columbus, 0.,/%4/%}/, /7/ -
/
CHARGEW %WM‘?" 24Pl 0
“
CREDIT : o(%‘%ww

2 &£ 0

L

The check which was charged to L. M. Thompson should be marked on the individual
ledger with a double check, thus: (). Thompson should be credited with $248.10 and John
O’Connor charged with the same. The credit entry should be double checked. The general
bookkeeper should now be notified, as both the debits and credits of your individual ledger
will be $248.10 more than that which would otherwise be shown by the general bookkeeper’s
proof. ,

.In writing up the bunk bouk, all double checked (4) items are omitted therefrom.

Sec. 136.—Method of Extending Balances in Individual Ledger. To find the
balance, add the total deposits to the old balance and from the sum subtract the total checks;
the remainder will be the new balance. The following process will enuble the student to
find the new balance mentally, and with much greater rapidity than is possible if he is com-
pelled to make his additions and subtractions on a separate sheet of paper. If we wish to
subtract 4 from a number we could first add 6 (the difference between 4 and 10) and the sum
would be just ten too large. By deducting 10 we would have the correct result. This is
the principle on which the following short processes are based:

BALANCE, (HECKS. TOTAL CHECKS. I DEPOSITS. BALANCE.

51 | 365 |32 | 213603
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The first figure in the ¢ Deposits” column is 2; to this add the difference between the
first figure in the ‘“Total Checks” column (1) and 10; the sum will be 11; to this add the
first figure of the old balance (2); the result is 13; deducting 10 we have a remainder of 3,
which should be written as the first figure of the new balunce. (In actual work instead of
deducting 10 the 1 to the left of the 3 is simply dropped.) The second figure of the ¢ Deposit”
column (3), plus the difference between the second figure in the ““Totul Checks” column (5)
and 10 equal 8; plus the sccond figure in the old balance column equal 10; deducting 10 we
have zero for the second figure of the new balance. The remainder of the work would be
as follows:

545 (10-5)+4-6=16-10=6, third figure of the ‘ Balance” column.

643 (10-7)+4+4=13-10=3, fourth figure of the ‘“ Balance” column.

347 (10-3)41=11-10=1, fifth figure of the ‘“ Balance” column.

As there are only five figures in the ‘“ Deposit” and ¢ Check ” columns there would be
nothing to add to the sixth figure of the old balance, but this figure (2) should be written
us the sixth figure of the new balance.

RULE. —Add the figures in the ‘“Deposit” column lo the difference between the figures in the
““Total Checks” column and ten, and to the sum so cbtained add the figures of the old balance;
the result will be the new balance.

If the sum equals from 10 to 19 inclusive there is nothing to carry.

If the sum equals from 20 to 29 there is 1 to carry.

If the sum equals from 30 to 39 there are 2 to carry, and so on.

If the sum equals less than 10 it is impossible to deduct, so place the figure found in the
‘“Balance” column and deduct 1 from the next figure in the *“ Deposit” column.

BALANCE. CHECKS. TOTAL CHECKS. DEPOSITS. BALANCE.
C. R. 4956 | 09 1286 | 50 1723 | 39 14 | 25 3046 | 95
19 | 23
417 | 66
l

5+41(10-9)+9=15. Omitting the 1 the first figure of the new balance would be 5.
247 (10-3)40=9. As 9 is less than 10 it is impossible to deduct 10, so 9 should be
written as the second figure of the new balance.

“ BALANCE. .. CHECKS, { TOTAL CHECKS. “ DEPOSITS. BALANCE.
| |
H. J. 12916 | 41 1256 | 13 1483 70 44 12593 | 66
125 | 00 31
69 | 42

|
|
|
|

33 | 15 ‘

sl
-
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The next figure in the ‘“ Deposit” column is 4. From this we must subtract 1, which
leaves 3. 347 (10-3)4-6=16, which gives 6 for the third figure of the new balance.

148 (10-2)4-5=14, which gives four for the fourth figure of the new balance.

743 (10-7)49=19, which gives 9 for the fifth figure of the new balance.

9 (10-1)+44=13, which gives 3 for the last figure of the new balance.

When there are several deposits add the figures in the ¢ Deposits” column before con-
gidering the figures in the ‘“Total Checks” column. The solution of the above would appear
as follows:

144=>5 (the sum of the figures in the ‘Deposits ” column)4-10 (10-0)41=16, which
gives 6 for the first figure of the ‘“ Balance” column.

2434443 (10-7)+44=186, or 6 for the second figure of the ‘“ Balance” column.

54547 (10-3)4+6=23, which gives 3 for the third figure of the ‘‘Balance” column,
and one to carry.

1 (carried) 41464842 (10-8)+1=19, or 9 for the fourth figure of the ‘‘Balance” column.

9+146 (10-4)49=25, which gives 5 for the fifth figure of the ¢ Balance” column, and
one to carry.

1 (carried)49 (10-1)4-2=12, which gives 2 for the sixth figure of the ‘* Balance ” column.
The last figure of the old ‘‘ Balance” column is one, which gives 1 for the seventh figure of
the new balance.

BALANCE. ” CHECKS. | TOTAL CHECKS. DEPOSITS. BALANCE.

F.R. 109 | 26 || 88 l 25 237 | 55 356 | 41- 337 | 76
‘ 149 | 30 . 28 | 64
Solution:

44145 (10-5)4-6=186, or 6.

6+4+5 (10-5)42=17, or 7.

8+46+7 (10-7)40=17, or 7.

24540 (10-3)+4+9=23, or 3, with one to carry.
1 (carried)+3+8 (10-2)41=13, or 3.

QUESTIONS.

1. What are the principal duties of the individual bookkeeper ? (Sec. 127.)

2. Explain the method of handling checks. (Sec. 128.)

3. To whom should all overdrafts be reported ? (Sec. 130.)

4. What items are entered in the individual ledger ? (Sec. 131.)

5. State the method of proving balances ? (Sec. 133.)

6. What is done in case there are too many checks for the space provided therefor in the
body of the ledger? (Sec. 134.)

7. Explain the method of extending balances. (Sec. 136.)
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WORK FOR THE STUDENT.
MEMORANDA OF TRANSACTIONS.
JUNE 2\1.

To be entered in the individual ledger.

Sec. 137.—No. 1. Write the following accounts in your individual ledger, placing the
balance as stated in the first ¢“ Balance ” column, and leaving blank lines as indicated. (See
Jorm of ledger, page 128a.)

J. H. Anderson,* $12746.80, one line; George C. Bain, $8500.00, one line; John H.
Cameron, $1786.20, one line; Century Publishing Co., $45217.21, one line; W. B. Culver,.
$96128.50, two lines; R. Dawson Conrad, $17125.00, one line; H. R. Day, $35126.42, two
lines; John A. Fullwood, $7245.00, one line; Arthur Hines, $26528.90, two lines; Howe &
King, $25201.36, two lines; W. B. Lyons, overdraft, $1148.20, two lines (write overdrafts
in red ink); Mason & Hamlin, $42386.29, two lines; J. H. McDowell, $1725.00, one line;
John C. Mills, ¥22000.00, two lines; J. E. Murphy, $4126.80, two lines; W. D. Myers, $5389.27,
one line; New York Central Railroad Co., $279689.54, two lines; John O’Connor, $7821.50, two
lines; Randolph & Clowes, $132586.20, two lines; W. II. Raymond, $71000.00, one line; Ray
Bros. & Co., $17925.80, two lines; F. A. Sampson, $86528.40, one line; Mrs. R. C. Sneed,
%18260.40, one line; R. G. Simpson, $22168.29, one line; M. J. Samuels, $12165.20, one
line; George C. Smith, $17584.00, one line; Chas. D. Thomas & Co., $62186.45, two lines;
R. L. Smith & Co.. $21378.92, two lines; Chas. R. Taylor, $15986.20, one line; L. M. Thom-
son, $37128.74, two lines; Percy Trantum, 87126.29, one line; Mary V. Waters, $6128.50,
one line; J. L. Woodruff, £77628.43, two lines; Henry W. Washburn, $60628.50, two lines;
Thos. Wilson, $21999.13, one line; Wm. E. West, $49826.40, one line; Wilson, Hinkle &
Co., $20000.00, one line; Wilson Mfg. Co., $9000.00, one line; G. W. Young, $71325.46,
two lines.

Sundry Depositors, one line each: R. M. Davis, $9786.20; Harry G. Hoffman, $9400.00;
E. C. Tabor, $500.00. Leave three extra lines for additional accounts, six lines in all.

Sundry Discounts, one line each: D.J. Lowry, no balance; George W. Lewis, no balance;
C. S.Williams, no balunce. Leave two additional lines, five lines in all.

Notary account, $1236.20, one line.

Certificate of deposit, $24256.20, one line

Certified checks, $91256.27, one line.

Cashier’s checks, $3000.00, one line.

No. 2.—The following checks have been received by the paying teller:

W. B. Culver, $2560.00; H. R. Day, $46.20; H. R. Day, $1001.00; Arthur Hines, $274.60;
Howe & King, $9000.00; Howe & King, $750.75, D. J. Lowry, S. D., $10908.33; J. H.
McDowell, $726.00; Mason & Hamlin, $364.50; John O’Connor, $849.00; Ray Bros. & Co.,
§700.00; R. G. Simpson, $18.25; Mrs. R. C. Sneed, $881.67; Chas. D. Thomas & Co., $325.00;
L. M. Thomson, $1538.20; Mary V. Waters, $1869.00; G. W. Young, $796.25.

INsTRUCTIONS.—Enter each check in the column entitled ¢ Checks in Detail ” immedi-
ately after the name of the drawer. (See form of individual ledger.)

*1n writing the customers’ names 1 the ledger, place the surname first and after it the initials, thus:
Anderson, J. H.
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No. 3.—The following charge tickets have been received from the paying teller on
account of certified checks: (See form of ticket, page 36.)

Mason & Hamlin, $1400.00; Magon & Hamlin, $5000.00; John O’Connor, $800.00; R. L.
Smith & Co., £1000.00. (Treat as checks in making entries.)

No. 4.—The following checks have been received from the receiving teller:

J. H. Anderson, $360.00; W. B. Culver, $i26.00; \V. B. Culver, $134.00; H. R. Day,
$500.00; H. R. Day, $10.00; H. R. Day, #125.16; John A. Fullwood, $300.00; W. B. Lyons,
%900.00; John C. Mills, #1200.00; J. E. Murphy, $320.00; J. E. Murphy, $400.00; W. D.
Myers, $1200.00; W. D. Myers, $625;00; New York Central Railroad Co., $265.00; New
York Central Railroad Co., $320.00; John O'Connor, 316.10; Ruandolph & Clowes, $726.10;
Ray Bros. & Co., %350.00; F. A. Sampson, $450.00; M. J. Samucls, $580.00; M. J. Samuecls,
$526.00; R. G. Simpson, $500.00; R. L. Smith & Co., $321.40; Mrs. R. C. Sneed, $200.00;
L. M. Thomson, $25.10; Henry W. Washburn, $700.00; Thos. Wilson, $600.00; Thos. Wilson,
$184.70; J. L. Woodruft, $18.25; G. W. Young, &725.12; G. W. Young, $384.10; G. W.
Young, $320.00; G. W. Young, $140.00; G. W. Young, $52.80.

No. 5.—The following checks and charge tickets have been received from fhe note teller:
W. B. Culver, $1000.00; Howe & King, ¥7500.00; Howe & King, $2020.00; Ray Bros. &
Co., £10000.00.

No. 6.—The following checks have been received from the mail clerk:

George C. Buin, $200.00; John H. Cameron, $160.00; Century Publishing Co., $162.50;
Century Publishing Co., $241.25; W. B. Culver, 200.00; R. Dawson Conrad, $85.60; R. M.
Davis, $54.00; John A. Fullwood, $78.90; Harry G. Hoffman, $350.00; J. E. Murphy, $48.10;
J. E. Murphy, $28.90; J. E. Murphy, $110.00; W. D. Myers, 126.50; F. A. Sampson,
$268.20; F. A. Sampson, $10.00; R. G. Simpson, $100.00; George C. Smith, $425.580; George
C. Smith, $#90.80; E. C. Tabor, $48.35; Chas. R. Taylor, $140.20; L. M. Thomson, $260.50;
Percy Trantum, $321.50; Henry W. Washburn, $234.10; Henry W. Washburn, $20.60; Mary
V. Waters, $80.45; Wm. E. West, $158.90; J L. Woodruff, 420.30; J. L. Woodruff, $125.10;
G. W. Young, $200.00.

No. 7.—The tollowing checks have been received from the clearings:

J. H. Anderson, $7624.10; Geo. C. Bain, $5200.00; W. B. Culver, ¥2000.00; H. R. Day,
$21659.38; Arthur Hines, $1271.00; W. B. Lyons, $7000.00; Mason & Hamlin, $1000.00;
N. Y. Central Railroad Co., $3247.50; N. Y. Central Railroad Co., $10000.00; Randolph &
Clowes, $2841.22; George C. Smith, $13520.00; George C. Smith, $10000.00; R. L. Smith &
Co., $582.70; Chas. R. Taylor, $540.00; Chas. R. Taylor, $25(8.00; Chas. D. Thomas & Co.,
$11265.20; Chas. D. Thomas & Co., $829.45; Henry W. Washburn, $529.80; Henry W.
Washburn, 85728.00; Henry W. Washburn, $18324.85; Mary V. Waters, $145.26; Mary V.
Waters, $375.00; W. E. West, 83162.90; Thos. Wilson, $986.50; Thos. Wilson, $4325.40;
J. L. Woodruff, $8425.00; J. L. Woodruff, 600.00; G. W. Young, $1605.13.

No. 8.—The following deposit tickets have been reccived from the receiving teller:

v Certificates of deposit, #500.00; W. B. Culver, $8360.58; II. R. Day, $4204.20; W. B,
Lyons, $3888.35; Mason & Hamlin, 1274.95; John C. Mills, $3861.25; New York Central
Ruilroad Co., $14844.05; M. J. Samucls, $300.00; R. L. Smith & Co., $4161.38; Chas. D.
Thomas & Co., $3545.10; L. M. Thomson, $1923.75; Thos. Wilson, $1200.00; G. W. Young,
84648.75.

INsTRUCTIONS.—Enter the deposits in the ¢ Deposits ” column of the individual ledger.
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No. 9.—The following credit tickets to depositors have been received from the note teller
and collection and discount clerks:

W. B. Culver, $8000.00; 1I. R. Day, $7920.00; Arthur lines, $7970.00; Howe & King,
$19730.00; Howe & King, $99(»5 00; D. J. Lowry, S. D., $10908.33; W. B. Lyons, §995.00;
Mason & Hamlin, $17910.00; Notury account, $14.50; Ray Bros. & Co., $10944.00; Ray
Bros. & Co., $400.00; Mrs. R. C. Sneed, $6000.00; ()has. D. Thomas & Co., $12000.00; Clms,
D. Thomas & Co., $6479.00.

No. 10.—The total checks certified during the day as reported by the paying teller is
$8200.00. (Credit Certified Checks for $8200.00.)

No. 11.—Add the checks in the column entitled ‘“Checks in Detail ” and extend their
geveral sums in the column entitled ¢“Total Checks.” Foot the columns entitled ¢ Checks in
Detuil,” ¢“ Total Checks” and ‘“ Deposits.” Ascertain if the footings of the columns entitled
¢ Checks in Detail” and ¢‘ Total Checks” agree. Ascertain if the footings of the columns
entitled ““Total Checks” and ¢‘ Deposits ” agree with the debits and credits to depositors, as
shown by the general proof sheet.

The debits to depositors on this proof sheet are $231759.52. The credits to depositors
are %¥183748.19. If your debits and credits agree with those given above add each depositor’s
deposit to his balance for the previous day, and from the sum subtract his total checks.
Enter the new balance in the ‘“Balance” column. Foot the ‘“ Balance” column. Add
the footing of the column entitled ‘“Deposits” to the column entitled ¢ Balance” for the
previous duy. From the sum subtract the footing of the column entitled ¢ Total Checks.”
The remainder should be the sume as the footing of the column entitled ¢‘Balance” for this day.

No. 12.—Submit your individnal ledger to your teacher for examination and approval.

JUNE 22.
To be entered in the individual ledger.

No. 13.—You have reccived the following checks from the I'aying teller:

W. B. Culver, $1200.00; II. R. Day, $2000.00; H. R. Day, $725.00; George Lewis, S. 1.,
$8587.61; W. B. Lyons, $600.60; J. H. McDowell, $216.80; John C. Mills, $796.00; John
" O’Connor, $1625.00; John O’Connor, $1500.00; Ray Bros. & Co., $1400.00; Ray Bros. &
Co., $1801.80; Ruy Bros. & Co., $58.25; R. G. Simpson, $375.00; R. L. Smith & Co., $347.50;
M-s. R. C. Sneed, $36.80; Chas. D. Thomas & Co., $9042.03; G. W. Young, $700.00; G.
W. Young, $300.00; cashier’s check, $600.00; certificate of deposit, $100.00; certificate of
deposit, $2000.00; certificate of deposit, $1040.00; certified check, $3260.00.

No. 14.—The following charge tickets for certified checks have been received from the
paying teller:

Mason & Hamlin, $1200.00; John O’Connor, $1450.00; W. B. Lyons, $580.00; John C.
Mills, $364.50; R. G. Simpson, $2000.00. (Treat as checks in making entries.)

No. 15.—You have received the following checks from the receiving teller:

J. H. Anderson, $421.12; Century Publishing Co., $15.20; W. B. Culver, $3000.00; W
B. Culver, $1100.00; H. R. Day, $600.00; John A Fullwood $100 00; Arthur Hines, $300.00;
Arthur Hines, $420.80; Harry G. Hoffman, $64.25; Howe & King, $300.00; Howe & Kiug,
$240.00; Howe & King, $1500.00; W. B. Lyons, $760.00; J. H. McDowell, $700.00; John
C. Mills, $500.00; John C. Mills, $324.00; W. D. Myers, $1300.00; New York Central Rail-
roud Co., $2600.00; New York Central Railroad Co., $900.00; New York Central Railroad
Co., $1200.00; New York Central Railroad Co., $200.00; New York Central Railroad Co.,
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$1200.00; Ray Bros. & Co., $200.00; Ray Bros. & Co., %400.00; R. G. Simpson, $340.80;
E. C. Tabor, $400.00; Chas. D. Thomag & Co., $500.00; L. M. Thomson, $150.00; L. M.
Thomson, $600.00; L. M. Thomson, %540.00; Henry W. Washburn, $100.00; Mary V.
Waters, $1200.00; Wilson, Hinkle & Co., $460.25; Thomas Wilson, $300.00; Thomas Wil-
son, $250.00.

No. 16.—You have received the following checks and charge tickets from the note teller,
discount and collection clerks:

H. R. Day, $6729.00; Howe & King, $500.00; Mason & Hamlin, $5640.25; Ray Bros. &
Co., $3543.00; R. L. Smith & Co., $8500.00.

No. 17.—You have received the following checks from the mail clerk:

George C. Bain, $40.80; John H. Cameron, $50.80; R. Dawson Conrad, $100.00; W. B.
Culver, $129.00; H. R. Day, $126.00; Arthur Hines, $20.00; Arthur Hines, $75.90; Howe
& King, $148.10; Howe & King, $264.00; W. B. Lyons, $50.00; Mason & Hamlin, $260.00;
Mason & Hamlin, €300.00; Mason & Hamlin, $275.00; J." H. McDowell, $100.00; John C.
Mills, $40.80; J. E. Murphy, $136.45; John O’Connor, $128.10; John O’Connor, $100.00;
John O’Connor, $84.90; Randolph & Clowes, $50.80; Ray Bros. & Co., $100.00; W. H. Ray-
mond, $139.10; F. A. Sampson, $43.80; George C. Smith, $160.00; Mrs. R. C. Sneed, $50.00;
E. C. Tabor, $125.00; Chas. R. Taylor, $125.60; Chas. D. Thomas & Co., $45.35; L. M.
Thomson, $89.00; Thos. Wilson, $125.00; Wilson Mfg. Co., $100.00; G. W. Young, $50.80.

No. 18.—You have received the following checks from the clearings:

R. Dawson Conrad, %926.80; H. R. Day, $1100.00; H. R. Day, $2625.70; H. R. Day,
$4000.00; George C. Smith, $500.00; J. L. Woodruff, $6582.27; J. L. Woodruff, $5327.00;
J. L. Woodruff, $100.00; Henry W. Washburn, $2164.25; Henry W. Washburn, $3295.13.

No. 19.—The following depositors are to be credited as pér deposits tickets from receiving
teller:

Arthur Hines, $5804.25; Howe & King, $5771.05; Ray Bros. & Co., $5118.75; John
O’Connor, $8300.00; J. H. McDowell, $2500.00; R. G. Simpson, $3400.00; Mary V.
Waters, $3400.00; Mrs. R. C. Snced, $2000.00; Wilson, Hinkle & Co., $6791.25; certificates
of deposit, $800.00; Chas. D. Thomas & Co., $6120.60; L. M. Thomson, $1123.93; W. B.
Culver, $3200.00; certificate of deposit, $1500.00; John C. Mills, $1849.25; New York
Central Railroad Co., $7345.40; cashier’s check, %1000.00.

No. 20.—The following amounts are to be credited to depositors as per tickets received
from the note teller:

L. M. Thomson, $6800.00; John O’Connor, $4000.00; Howe & King, $750.00; Mason &
Hamlin, $1500.00; Mason & Hamlin, #6519.96; Howe & King, %7918.67; C. S. Williams,
S. D., $14925.00; G. W. Young, $9980.00; George Lewis, S. D., $3587.61; L. M. Thomson,
%1000.00; W. B. Culver, $9000.00; Ray Bros. & Co., $3425.25; J. 1I. McDowell, $7960.00;
Howe & King, $2489.50; Ray Bros. & Co., $1493.00; Arthur Hines, $500.00; notary
account, $10.25.

No. 21—Amount of checks certified as reported by the paying teller, $5594.50. (See
entry for transaction No. 10, page 135. -

No. 22.—Foot your individual ledger, extend the balances, and prove the footings as per
instructions given in transaction No. 11, page 135.)

The total of the debits to depositors on the general proof sheet is %122,261.01. The
total of the credits is $158478.22.

Submit your individual ledger to your teacher for examination and approval.
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GENERAL BOOKKEEPER.

Sec. 138.—Duties. The general bookkeeper has personal charge of the general ledger
and final proofs, and is required to make out statements and balance sheets from time to
time, exhibiting the bank’s condition. Ile must be familiar with the method of accounting
employed in every department of bank work, as it is all more or less under his supervision.
He should be absolutely accurate in his accounts, and able at all times to furnish a complete
statement of the bank’s affuirs within a few hours. He is regarded by many as standing an
cqual chance with the paying teller for promotion. :

Sec. 139.—General Bookkeeper’s Proof Sheet. In this sheet lies the verification
of the entire day’s work. It is much more far reaching in its effects than the title of the
various proofs would indicate at first. Outside of charging or crediting a depositor or a
bank with an item which should have been charged or credited to some other depositor or
bank, there are very few errors that it will not reveal. (For form, see pages 138 and 139.)

This proof sheet is compiled from the proofs of the paying, receiving, and note tellers,
and the mail clerk. It is evident that if these auxiliary proofs balance before being entered
on the general proof sheet, the general proofs must balance, and as the general proofs contain
all charges and credits to general ledger accounts, the general bookkeeper can prove the cor-
rectness of his debits and credits to such accounts before entering them in his general ledger.
{For full explanation in regard to the method of compiling the general proof sheet, see page 148,
section 154.)

In this work the debits and credits to general ledger accounts are taken directly from
the last column of the proof sheet. They could be taken from the charge and credit tickets.
In a bank in which the proofs are less complete than those here given, it would probably be
necessary to take the general ledger items from tickets.

ANALYSIS OF GENERAL PROOF SHEET.

Sec. 140.—Cash on Hand. This column should contain in the first section a detailed
statement of the amount of cash on hand at the close of the day, held by the paying teller,
receiving teller and note teller, and in the second section, a statement of the amount of
checks for the clearing house and a statement of the cash items, both city and foreign, which
are held by the bank. The actual money which the bank holds is represented by the sumn
of the items in the first section, but in making up a statement of cash it is customary for
banks to consider as cash all clrecks on banks in the same city (clearings and city cash items),
and all checks and drafts on out of town banks which are to be remitted to such banks for
the credit of the remitting bank.

Sec. 141.—Cash Proof. To make up a cash proof, take the balance of cash on hand
from the previous day, to this balance add the amount of cash received during the day, and
from the sum subtract the amount of cash paid out. The remainder shounld be the amount
of cash on hand, and should agree with the footing of the column entitled ¢‘Cash on Hand.”
- The balance of cash from yesterday is the amount shown by the footing of the ¢ Cash on
Hand ” column for the previous day.

To ascertain the amount of cash received during the day, find the sum of the amounts
received by the recciving teller, the note teller, and the paying teller, and to this sum add
the amount of checks on hand for the clearing house and the amount of city and foreign
cash items held at the close of the day.



138 ’ MODERN BANKING AND BANK ACCOUNTING.

GENERAL BOOKKEEPER'S
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The numbers on the above sheet refer to the numbers in explanation given in section 154, page 148,
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The total amount of cash paid out is the amount paid out by the paying teller, the amount
of checks taken to the clearing house, and the amount of city and foreign cash items which
we held at the close of the previous day.

The city cash items on hand from the previous day are supposed to be collected, and foreign cash items
- are supposed to be remitted to the banks on which they are drawn; but even if this has not been done, the
method of making the cash proof would be the same, for it is evident that if we had $200.00 in city cash
items at the close of the previous day, and were to hold these items until the close of the next day, they
would be counted at night, and the $200.00 placéd under ‘‘ Cash Received.” They would be included also
in the balance brought forward from yesterday, so that our cash would be $200.00 too much; but by placing
the balance of the city cash items from yesterday ($200.00) under * Cash Paid Out,” we would offset the
extra amount shown under ‘‘ Cash Received.”

Sec. 142.—Clearings Proof. This proof comprises the amount of checks for clearing
house banks taken in during the day by the receiving teller, the paying teller, the note teller,
and the mail clerk. It is evident that the sum of the checks for the clearings, as shown by
the check sheets of the various tellers and mail clerk, should agree with the amount of
checks we have on hand for the clearing house. In most banks it is customary to take to
the clearing house all checks which are received in the morning’s mail, hence it is evident
that the sum of the amounts shown by the check sheets of the tellers and the mail clerk
will be in excess of the amount of actual clearing house checks on hand to the extent of the
amount taken from the morning’s mail; and to find the actual amount that we have on
hand, we must subtract the amount taken from the morning’s mail from the total of the
amounts shown by the check sheets. The amount to be subtracted should be placed under
“Clearings Proof ” after ¢ Out.” ,

Skc. 143.—Proof of Correspondents Debits. This proof comprises the amount of
checks on out of town banks received by the receiving teller, the paying teller, the note
teller, and the mail clerk, plus the balance we had on hand from yesterday. In the event
that we are holding checks on out of town banks (which we do not intend to remit to-day)
the amount that we hold (foreign cash items on hand) should be placed after ¢ Out” on the
proof, and subtracted. The footing of the proof of correspondents debits should agree with
the debits to correspondents in the correspondents’ ledger, for it is evident that all itcmns to
be debited to correspondents must have been on hand at the close of the previous day, or
they must have been taken in during the day by some of the tellers, or the mail clerk. The
sum of the amounts shown by the various sources of entrance must agree with the amount
that we have (the amount debited to correspondents).

Sec. 144.—Proof of Correspondents Credits. This proof comprises the amount of
checks which out of town banks have sent us by mail, the amount of credits to correspond-
ents, as shown by the note teller’s check sheet (notes, etc., collected for them), and the
amount of drafts drawn on correspondents by the paying teller, as shown by the draft
register. The sum of these amounts should agree with the credits to correspondents, as
shown by the correspondents’ ledger, for it is evident that credits to our correspondents can
arige only from paper, money, etc, which they send to us for their credit, from collections
which we make for them, and from drafts which we draw on them. The sum of the amounts
shown by the various sources of credit must be equal to the total credit.

Skc. 145.—Proof of Individual Ledger Debits. This proof comprises the checks
received from the clearing house (which are drawn on our bank by depositors), depositors’
checks which have been received during the day by the receiving teller, the note teller, and
the mail clerk, and checks which have been cashed and certified by the paying teller. In
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the event that any of these checks have not been charged to depositors in the individual
ledger, the amount not charged should be placed after ‘“ Out,” and subtracted. The total
of this proof should agree with the footing of the items charged to depositors in the
individual ledger.

Skc. 146.—Proof of Individual Ledger Credits. This proof comprises the amount
of deposits taken by the receiving teller, the notes, coilections, etc., credited to depositors
by the note teller, and the amount of checks certified. If, for any reason, there are deduc-
tions of any kind, they should be placed after ¢“Out.” The total of this proof should agree
with the footing of the items credited to depositors in the individual ledger, as it is evident
that all credits must arise either from deposits made by depositors, or from notes and
collections credited to them. Certification account is credited with all certified checks
issued, and as this account is kept in the individual ledger, it should be treated in practically
the same manner as an account with a depositor.

Sec. 147.—General Balance Ledger Debits. This comprises all accounts, the
debit sides of which have been affected by transactions made during the day. It shows the
amount charged to depositors, the amount charged to correspondents, the bills discounted,
the demand loans, etc.

Sec. 148.—General Balance Ledger Credits. This comprises all accounts, the credit
gides of which have been affected by transactions made during the day. It shows the
amounts credited to depositors, to correspondents, to protested paper, to bills discounted, to
demand loans, etc. It is evident that the sum of the amounts debited to accounts in the
Zeneral balance ledger must agree with the sum of the amounts credited to accounts in this
ledger.

Sec. 149.—Advantages of the General Proof Sheet. In a bank which transacts
a large volume of business it is practically impossible to avoid sume errors. By the old
method of keeping accounts it was necessary, in case of an error, to check over the entire
day’s work, but by the system of proof shects all errors can be definitely located on a
particular side of a book, or in a particular class of accounts, so that it is unnecessary to
check the entire day’s work.

If an entry is omitted from the credit side of the individual ledger, our books will be out of balance.
By the old method we would be compelled to check over every book in the entire bank, unless we should,
by chance, begin with the individual ledger; but by the new system, the general proof sheet shows the
error to be on the credit side of the individual ledger, so we know at once not only in which book the error
has been committed, but we know the particular side of the book on which it may be found. The manifold
advantages of such a system are obvious.

Sec. 150.—General Balance Ledger. This book should contain all the general
accounts of the bank. Debit, credit, and balance columns are provided for each business
day of the week. The debit balances are written in red ink and the credit balances in black.
The sum of the red ink balances should at all times equal the sam of the black ink balances.
When it is desired to declare a dividend, the revenue accounts are closed into loss and gain
by means of charge and credit tickets, which may be entered on the general proof sheet, or
directly in the gencral balance ledger. To the up-to-date banker this form of ledger possesses
many advantages over the old form of mercantile ledger. The balance of any account may
be ascertained immediately, the bookkeeper can prepare a statement of the bark’s condition
in a few minutes, and clerical labor is reduced to the minimum, the improved form requiring
less than one-third the clerical work necessitated by the old method.
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GENERAL BALANCE LEDGER.
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The statement shown on page 143 is made out at the close of the student’s work on June
29th, and on June 30th. It is not required in the work of June 21st and June 22d.

How To CoMPILE THE DAILY STATEMENT.

Sec. 151.—For explanation of the different accounts on the daily statement, see explana-
tion of the similar accounts on the report of the comptroller, section 152.

1. Balance of ‘“Bills Discounted ” from general balance ledger.

2. Balance of “ Demand Loans” from general balance ledger.

Balance of ““ Protested Paper” from g. b. 1.

Balance of U. S. bonds to secure circulation from g. b. 1.
Premium on U. 8. bonds from g. b. 1.

Balance of ¢“ Stocks and Bonds” from g. b. 1.

Balance of ‘“ Furniture and Fixtures” from g. b. 1.
Balance of ¢ Real Estate and Mortgages” from g. b. 1.

. Balance of ¢ Salaries from g. b. 1.

10. Balance of ¢“ Taxes” from g. b. 1.

11. Balance of ‘“Sundry Expenses” from g. b. L.

12. Amount owing us by national banks other than those. which are approved reserve
agents. This amount is ascertained from the correspondents proof.

13. Amount owing us by state banks, as shown by the correspondents proof. -

14. Amount we have deposited with national banks which are approved reserve agents,
as shown by the correspondents proof.

15. Amount we owe approved agents, as shown by the correspondents proof.

The amount we owe approved reserve dgents is subtracted from the amount owing us by
approved reserve agents, and the difference entered on the debit side of the statement. If
the amount that we owe approved reserve agents should be larger than the amount owing us
by approved reserve agents the difference would be entered on the credit side of the statement.

16. Amount deposited with the United States treasurer for the redemption of circula-
tion, as shown by the g. b. 1.

17. Amount due from United States treasurer, as shown by g. b. L.

18. Amount of overdrafts, as shown by the individual ledger.

19. Amount of cash on hand, as shown by the general bookeeper’s proof sheet.

20. Checks for clearing house, as shown by general proof sheet.

21. Cash items on hand, as shown by general proof sheet.

22. Capital stock paid in, as shown by g. b. 1.

23. Amount of surplus fund, as shown by g. b. 1.

24. Amount of undivided profits, as shown by g. b. L.

25. Amount of circulation, as shown by g. b. L.

26. Amount due national banks other than reserve agents, as shown by the correspond-
ents proof.

27. Amount due state banks, as shown by the correspondents proof.

28. Amount deposited with us by national banks which are approved reserve agents, as
shown by the correspondents proof.

29. Amount owing us by approved reserve agents, as shown by correspondents proof.

30. Amount of cashier’s checks, as shown by the individual ledger.
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" LOARS AND OISCOUNTS. (Incleding Leans and on whieh O and are Liable.)
On demand, paper with one or miore individual or firm names........................ [
o secured by stocks, bonds, and other personal securities..................
On time, paper with two or more individual or firm names..........................
* «  single-name paper (one person or firm) without other security...............
st ¢« geoured by stocks, bonds, and other personal securities.....................
“ ¢ on mortgages or other real estate security (see schedule).............. [
TOTAL . cucaeceaecece acnnscaooncacannas mmmmmmnfoeee b

INCLUDED IN THE ABOVE ARE—

Bad debts, as defined in Bection 5204, Rev. Stat. _.... ¢ R e ¥ e

items, or write

Other suspended and overdue paper.................. word  “none” 1
Liabilities of directors (individual and firm) as payers. . ) I 1s no amount to
LOANS Excesding the Limit Precsridbed by Seetion 5200 of the [ whish
due from Stats and Phvate Banks and Bankers.
Hame of Barvower. Bater al aount Mame of Borrowse. Ente
Beouved .'ll.ll'il. Unsvoursd :
Suniling 12 months orover ......... Standing 12 months or over........
.“" 6 “ .. ““ o [ B ereeee
Temporary ........... e LIempomry ........................
Officers and Directors.............. Officers and Directors..............
TOTAL.cceeeieeiieeaann. TOTAL.ccuceunrnnnennnnn
Kto. Bands, Claims, Judgments, aud similar items sheuld he included wader th
L
"“",":?:%"‘“ Neme «w tssaing stock, Amoust at which Enimated actoal State whether m.": o
°
......... <.
TOTAL.......... e
Prom— BALANGES BUE FROM OR TO APPROVED RESERVE ASENTS.
Bater name and location of Baak. Amount. Euter ame aad locatien of Bank.
TPOTAL.cuuueneninnnn.. ereen TOTAL.cceieaniceacacci.
CHECKS AND OTNER GASHN ITEMS.
Checks and drafts on banks, etc., in this Internal Revenue stamps............{_ .
cxt{,'not members of clearing house.
Checks and drafts on other banks.....} | ... .| &
TOTAL e nemnrcannannnnn e
AVERAGE RESEAVE AND INTERESY.
Average roserve for last 30 days (in bank and with reserve agents) was per cent of deposits and bank b
The highest rate of interest paid by the bank on Deposits is........... per rent. on Bills Payable is .......... per éent,
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31. Amount of certificates of deposit issued, as shown by the individual ledger.

32. Amount of certified checks, as shown by the individual ledger.

33. Amount due depositors, as shown by the individual ledger.

The sum of the amounts after Nos. 30, 31, 32, 33, less overdrafts, should be the same as
the balance of deposits, as shown by g. b. 1.

34. Dividends unpaid, as shown by g. b. 1.

35. Balance of Interest and Discount, as shown by g. b. 1.

36. Balance of Collection and Exchange, as shown by g. b. 1.

The above report is made out at the close of the student’s work, June 30th.

NOTES ON REPORT TO COMPTROLLER.
RESOURCES.

Sec. 152.—1. Loans and discounts are divided into two classes: those on which the
officers and directors are liable, either as indorsers or payers, and those on which officers
and directors are not lidble. The aggregate of loans and discounts represents all time and
demand paper and bills discounted on hand.

2. When collateral of any kind is deposited to secure the payment of an overdraft, such
overdrafts are known as ‘“‘secured.” When no collateral is deposited, the overdrafts are
designated ‘‘ unsecured.”

3. The national bank act provides that the circulation of national bank notes shall be
secured by deposit of United States bonds, the circulation being 90% of the face of all the
bonds deposited, except thirty-year 24 gold bonds. On these banks are permitted to issue
circulating notes to the full face value of the bonds up to the amount of their capital stock.

4. The United States government keeps money deposited in various national banks
throughout the country, the banks themselves keeping United States bonds deposited to
secure the payment of the government money. These banks are known as United States
Depositories.

5. United States bonds owned by the bank in addition to the amount necessary to secure
circulation and United States deposits should be classified as separate and distinct from
those in Nos. 3 and 4.

6. In ordinary accounting United States bonds are charged with the cost of the bonds at
the time of purchase. The comptroller, however, requires the account with United States
bonds to show only the par value of the bonds, acd a separate account must be opened
for the premium paid on them.

7. The cost of stocks, bonds, and all securities other than United States bonds should
be charged to Stocks, Securities, etc. This account includes both the par value and the
premium. The premium is kept separate only in the case of United States bonds.

8. National banks are allowed to own the building in which they do business and the
furniture and fixtures thereof.

9. Sometimes banks are compelled to take real estate or mortgages in payment of loans
made on personal security. Such real estate must not be held for a longer time than five years.

10. National banks are divided into two classes: those which are not reserve agents, and
those which are reserve agents. (See explanation under No. 12.) :

11. The amount due from state and private banks and bankers should be shown separately
from that due from national banks.

12. National banks in smaller cities are required to keep a reserve equal to 15% of their

deposits. Three-fifths of this may be kept in national banks known as approved reserve
10 .
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agents. (See page 211.) Banks in larger cities arc required to keep a rcserve equal to 25%
of their aggregate deposits. One-half of this may be kept with national banks in central
reserve citics.

Number 12 should include all balances due from national banks which are approved reserve agents,
while number 10 includes the balances due from national banks which are not approved reserve agents.

13. Checks on city banks not members of the clearing house, and checks and drafts on
other banks or bankers are listed under this number.

14. This includes all checks on hand for the clearing house.

15. Bills of other national banks on hand must be listed separately from the remainder
of the cash.

16. This represents the amount of fractional currency, nickels, and cents on hand.

17. The national bank act designates the different kinds of money which may constitute
the reserve which national banks are required to keep. By this act the lawful money reserve
may consist of gold coin, gold treasury certificates, gold clearing house certificates, silver
dollars, silver treasury certificates, fractional silver coin, legal tender notes, United States
certificates of deposit and clearing house certificates representing specie or lawful money
specially deposited with any clearing house association.  Fractional silver currency, nickels,
and cents are not considered as a proper constituent for a legul reserve.

18. National banks are required to deposit with the United States treasurer an amount
equal to 5% of their circulation for the redemption of their bank notes.

19. If the amount deposited with the United States treasurer for redemption fund should
at any time be in excess of the 5% required, this excess would be considered ‘“ Due from the
U. S. treasury.” This title would also include mutilated bills forwarded to the treasurer
for redemption.

LI1ABILITIES.

1. This represents the actual capital stock paid in. Stock subscribed but not paid for
must not be included.

2. National banks are required to carry one-tenth of the net profits each half year to the
surplus fund before declaring a dividend. When the surplus fund amounts to 20% of the
capital stock this practice may be discontinued, although in some banks the surplus is nearly
equal to the capital stock.

3. The amounts paid for current expenses and taxes should be deducted from the bank’s
profits which have not yet been declared as a dividend, and the remainder extended after
the title ““Undivided Profits.” Our profits consist of our undivided profits from the
previous year, our gains on interest and discount, collection and exchange, etc.

4. When bonds are deposited with the comptroller, national banks may reccive 90% of
the par value of the bonds in national bank notes. These notes are put in circulation by
the bank: that is, they are paid out over the bank’s counters in payment of the checks,
loans, etc. In making up the statement, the amount of the national bank notes on hand
and the amount in the U. S. Treasury for redemption should be subtracted from the amount
received from the comptroller, and the balance extended in the money column.

5. This represents the amount of state bank notes (circulation) which were issued by
state banks before their conversion into national banks, and which have never been presented
for redemption. The law provides that whenever this circulation outstanding is not greater
than 5% of the capital of the bank at the time the circulation was issued, the bank shall be
exempt from taxation thereon.
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6. Amount due national banks which are not reserve agents.

7. Amount due state and private banks and bankers.

8. Bunks which are approved reserve agents may keep a portion of their reserve with
central reserve agents. Such amounts should be indicated after this number.

9. Dividends which have been declared but are unpaid should be indicated after «“ Divi-
dends Unpaid.”

10. ““Individual Deposits Subject to Check” includes the accounts of all depositors other
than those to whom certificates of deposit have been issued.

11. ““Demand Certificates of Deposit” has reference to such certificates as are payable
on demand or at sight.

12. ““Time Certificates of Deposit ” has reference to certlﬁcates that are payable a certain
number of days or a certain number of months after date.

13. This has reference to the amount of certified checks outstanding.

14. This has reference to the amount of cashier’s checks outstanding.

15. Amount deposited in the bank by the U. 8. governmeut.

16. United States disbursing officers keep their accounts in national banks, and the
balances which such accounts show are known as Deposits of U. 8. Disbursing Officers.

17. Banks frequently sell paper, which they have discounted, to other banks at a lower
rate of discount than they themselves deduct. Paper so sold is known as notes and bills
discounted.

18. Banks often issue their notes and certificates of deposit for the.purpose of borrowing
money. This may be done in times of financial stringency, or it may be done for the purpose
of sccuring money to loan, the bank receiving a higher rate of interest from its cnstomers
than it pays the bank or other institution from which it borrows the money.

The schedules on the back of the report are merely itemized statements of overdrafts,
balances due from and to approved reserve agents, checks and cash items on hand, etc., ctc.,
and are so simple in character that their compilation by the student has been deemed
unnecessary.

QUESTIONS.

1. What are the principal duties of the general bookkeeper? (Sec. 138.)

2. What is the general bookkeeper’s proof sheet? (Secs. 139 and 140.)

3. Explain the use of the general balance ledger, and name the class of accounts kept
therein. (Sec. 150.)

4. Do you understand how the clearings proof on the general proof sheet proves the
clearing house checks?

5. What does the daily statement show?

6. What is shown by the report to the comptroller?
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WORK FOR THE STUDENT.
JuNE 20.
To be entered on general bookkeeper’s proof sheet.

SEc. 153.—Make out gencral bookkeeper’s proof for June 20th according to model shown
on pages 138 and 139. (See instructions below.)

How 10 MAKE oUT GENERAL BOOKKEEPER’S PROOF SHEET.

SEc. 154.—This sheet is compiled from model receiving teller’s, note teller’s, and mail
clerk’s proofs, and the paying teller’s second proof.

The numbers of the following instructions refer to the numbers on the model general bookkeeper’s proof
sheet. If the student will bear this in mind, there will be no danger of his putting an item under the wrong

proof.
ITEMS FROM THE RECEIVING TELLER’S PROOF.

Turn to the receiving teller’s proof, page 28. Place a check mark in front of the
amount ($2730.40) after ‘“City Cash Items,” which is the seventh item on the debit
side. The city cash items have been turned over to the note teller, hence this amount is
not entered on the general proof sheet.

DEBIT SIDE.

1. The amounts ($27500.00, $3253.80, $18000.00) after ¢ Bills,” ¢“ Coin,” and ¢‘ Paying
Teller (Special) ” represent the amount of cash received during the day by the receiving
teller. Place these amounts after ¢ Receiving Teller ” under ¢ Cash Proof” on general
bookkeeper’s proof sheet, entering them short, as shown in model proof on page 138. Add
the three amounts together and place their sum ($48753.80) in the money column. As the
amounts are transferred from the receiving teller’s proof to the general proof sheet they
should be checked so as to prevent the possibility of taking the same item twice.

2. Take the amount ($98076.29) after ¢‘ Clearings” on the receiving teller’s proof and
place it after ¢ Receiving Teller” under ¢‘ Clearings Proof” on general bookkeeper’s proof
sheet.

3. Take the amount after ‘“ Correspondents” on the receiving teller’s proof and place it
after ‘“ Receiving Teller” under ¢‘ Proof of Correspondents Debits” on general proof sheet.

4. Take the amount after ‘“ Our Bank ” on the receiving teller’s proof, and place it after
““ Receiving Teller” under ‘‘ Proof of Individual Ledger Debits.”

CREDIT SIDE.

5. Take the amount after ¢ Deposits” on the right-hand side of the receiving teller’s
proof and place it after ¢ Deposits (R. T.) ” under ‘‘ Proof of Individual Ledger Credits.”

6. Take the amount after ¢ Collection and Exchange” on the receiving teller's proof,
and place it after ‘“ Receiving Teller” under ¢ Collection and Exchange” under ‘ General
Balance Ledger Credits.”

It will be observed that all amounts on the left side of the receiving teller’s proof have
been entered as debits on the general proof sheet, and all amounte on the right side of the
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receiving teller’s proof have been entered as credits on the general proof sheet. This rule
applies in entering the paying teller’s, note teller’s, and the mail clerk’s proofs on the general

proof sheet.
ITEMS FROM THE PAYING TELLER’S SECOND PROOF.

Turn to the paying teller’s second proof on page 42. Place a check mark in front
of the amount ($288.90) gfter *“ City Cash Items” on the left side of the paying teller’s
proof. The city cash items have been turned over to the note teller for collection, and
should not be entered on the general proof sheet.

DEBIT SIDE.

7. Take the amount ($28025.05) after ¢‘ Checks on Our Bank” and place it after ¢ Paying
Teller ” under “‘ Proof of Individual Ledger Debits.” ‘

8. Take the amount after ‘‘Clearings Checks Cushed” and place it after ‘‘Paying
Teller” under ‘ Clearings Proof.”

9. Take the amount after ¢‘ Correspondents” and place it after ‘“ Paying Teller” under
¢ Proof of Correspondents Debits.”

10. Take the amount after ‘“ Sundry Expense” and place it after ‘“Sundry Expense”
under ¢ General Balance Ledger Debits.”

11. Take the amount ($4545.45) after ‘ Currency as Under,” and place it after  Paying
Teller ” under *“ Received ” under ¢‘ Cash Proof.”

12. Take the amount after ‘““Amount of Checks Received from Clearings” on paying
teller’s proof and place it after *“Checks from Clearings” under “Proof of Individual
Ledger Debits.”

13. Take the amount after ‘‘Checks Certified for Depositors” and place it after ““Checks
Certified ” under ¢ Proof of Individual Ledger Debits.”

CREDIT SIDE.

14. Take the amount after ¢ Currency Paid Out” on the right side of paying teller’s
proof sheet and place it after ‘ Paying Teller ” under *“ Paid Out” under ““ Cash Proof.”

15. Take the amount after “Amount of Checks Taken to Clearings” on paying teller’s
proof, and place it after “Amount Taken to Clearings” under * Paid Out” under *‘ Cash
Proot.”

16. Take the amount after ¢ Correspondents (drafts drawn)” on paying teller’s proof,
and place it after ¢ Paying Teller ” under ** Proof of Correspondents Credits.”

17. Take the amount after * Collection and ¢ Exchange” on paying teller’s proof and
place it after ‘ Paying Teller” under ¢ Collection and Exchange ” under ¢ General Balance
Ledger Credits.”

18. Take the amount after ‘“ Certification Account” on paying teller’s proof and place
it after ¢ Certification Account” under ¢ Proof of Individual Ledger Credits.”

ITEMS FROM THE MAIL PROOF.

Turn to mail proof on page 109.
Place a check mark in front of the amount ($396.95) after “‘ City Cash Items.”

DLCBIT SIDE.

19. Take the amount (#4870.50) after ¢ Our Bank” and place it after ** Mail” under
¢¢ Proof of Individual Ledger Debits.”
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20. Take the amount after ‘“Clearings” and place it after ‘*Mail” under ¢ Clearings
Proof.”
21. Take the amount after ‘ Correspondents” and place it after ¢ Mail ” under ‘ Proof

of Correspondents Debits.”
CREDIT SIDE.

22. Take the amount after ¢ Collection and Exchange” and place it after ¢ Mail Clerk”
under ¢ General Balance Ledger Credits.” :

23. Tuke the amount ($9735.25) after ‘‘Correspondents” and place it after ‘“ Mail”
under ““ Proof of Correspondents Credits.”

ITEMS FROM THE NOTE TELLER’S PROOF.

Turn to the note teller’s proof, page 95.

Place a check mark in front of the amounts ($2730.40, $288.90, $396.95) after ‘‘ Receiv-
ing Teller,” ¢ Paying Teller,” and ‘“Mail” on the right side of proof. These amounts
represent the city cash items which the note teller has received, as indicated by the paying
teller’s, receiving teller’s, and mail clerk’s proofs. The items on the first three proofs were
checked on the left or debit side. They are now checked on the right or credit side of the
note teller’s proof. We have now checked sufficient debits to equal the credits and this
preserves the equilibrium of the general proof sheet.

DEBIT SIDE.

24. Take the amounts ($11800.00, $267.50) after ¢ Bills” and ““ Coin” on note teller’s
proof, and place their sum after ¢ Note Teller ” under ¢ Cush Proof.”

25. Take the amount after ¢ Charged to Depositors” on note teller’s proof and place it
after ‘“ Note Teller ” under ‘“ Proof of Individual Ledger Debits.”

26. Take the amount after ‘“Correspondents” on note teller’s proof and place it after
¢ Note Teller” under ““ Proof of Correspondents Debits.”

27. Take the amount after ‘“ Clearings” and place it after ‘‘ Note Teller” under ¢ Clear-
ings Proof.”

28. Take the amount after ¢ City Cash Items Unpaid” and place it after ¢ City Cash
Items on Hand” under ¢“Cash Proof.”

29. Take the amount after ¢ Protested Paper” and place it after ‘ Protested Paper”
under ““ General Balance Ledger Debits.” "

30. Take the amount after ¢ Bills Discounted” and place it after ¢ Bills Discounted ”
under ¢ General Balance Ledger Debits.”

31. Tuake the amount after ‘“ Demand Loans” and place it after *‘ Demand Loans ” under
¢ General Balance Ledger Debits.”

CREDIT SIDE.

32. Take the amount after ¢ Collection and Exchange ” and place it after  Note Teller”
under ‘‘ General Balance Ledger Credits.”

33. Tuke the amount (869556.02) after “ Credited to Depositors” and place it after
¢ Note Teller ” under ““ Proof of Individual Ledger Credits.”

34. Take the amount after ‘“Interest and Discount ” and place it after ‘“ Interest and
Discount ” under ‘‘ General Balance Ledger Credits.”

35. Take the amount after “* Demand Loans Paid ”” and place it after ¢ Demand Loans”
under ‘“ General Balance Ledger Credits.”
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36. Take the amount after «“ Correspondents” and place it after “ Note Teller” under
¢¢ Proof of Correspondents’ Credits.”

37. Take the amount after ‘ City Cash Items, Balance from Yesterday” and place it
after ¢ City Cash Items, Balance from Yesterday” under ‘“ Paid Out” under ‘“Cash Proof.”

38. Take the amount after ¢ Protested Paper” and place it after ¢ Protested Paper”
under ‘“ General Balance Ledger Credits.”

39. Take the amount after ¢ Bills Discounted ” and place it after ¢ Bills Discounted ”
under ‘ General Balance Ledger Credits.”

The general bookkeeper’s proof sheet up to the present time has been compiled from
four auxiliary proofs. These proofs exactly balanced before being entered on the general
proof sheet, so it is evident that the general proof sheet at the present time should be in
balance; that is, the debits should exactly equal the credits.

CLEARINGS PRooOF.

The footing of this proof should exactly equal the amount of checks on hand for the
clearing house. If any of the checks received during the day have been taken to the clear-
ing house, the amount so taken should be placed after ‘“ Out” and subtracted from the sum
of the items above.

40. Place the footing of the column entitled ‘‘ Clearings Proof ” on general bookkeeper’s
proof sheet after “ Clearings Checks on Hand ” under ‘¢ Cash Proof ” on general proof sheet.

The footing of the column entitled ¢ Clearings Proof” is a debit. If this footing be
transferred to the debit side of Cash and the clearings proof column be disregarded, it is
evident that the general proof sheet will still be in balance.

CasH oN HAND.

ITEMS FROM THE PAYING TELLER’S PROOF.

Turn to the paying teller’s model first proof on page 41.

41. Take the amount of national bank notes shown on paying teller’s first proot
(812400.00) and place it after ‘“ National Bank Notes” on g. b. p.s. Take the amount of
legal tender notes as shown on the paying teller’s proof and place it after ¢ Legal Tender
Notes” on g. b. p. 8. * Take the amount of gold certificates and place after < Gold Certifi-
cates” on g. b. p. 8. Take the amount of gold coin and place it after ¢ Gold Coin” on g.
b. p. 8. Treat the amounts shown after silver certificates, silver dollars, fractional silver
coin, and minor coin on the paying teller’s proof in the same manner. Extend the total of
the cash on hand by the paying teller in the column provided therefor. (See model general
bookkeeper’s proof sheet, pages 138 and 139.

ITEMS FROM THE RECEIVING TELLER’S PROOF.

Turn to model receiving teller’s proof on page 28.

42. Take the amount (827500.00) after ¢ Bills > on the receiving teller’s proof and place
it after ‘“Bills” on the g. b. p. 8.  Take the amount after * Coin ” on the receiving teller’s
proof and place it after ‘“ Coin” on the g. b. p. s. Extend the sum of the ‘“Bills” and
“Coin” in the column provided therefor. (See model p. b. g. s.)
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ITEMS FROM THE NOTE TELLER’S PROOF.

Turn to model note teller 8 proof, page 95.

43. Take the amount ($11800.00) after ‘‘ Bills” on the note teller’s proof and place it
after ¢ Bills” on the g. b. p. 8. Take the amount after ¢ Coin” and place it after “ Coin”
on the g. b. p. s. Extend the sum of the ‘Bills” and ‘“Coin” in the column provided
therefor. .

44. Add the amounts of the ‘“Bills” and “ Coin” on hand by the paying teller, note
teller, and receiving teller. The sum of these items should be $214245.40.

45. Take the footing ($138***.69) of the column entitled ¢ Clearings Proof ” on general
proof sheet and place it after ¢ Clearings Checks on Hand.”

Count the amount of ““ City Cash Items” and ¢ Foreign Cash Items” that your have on
hand. Your ‘ City Cush Items” are $1106.00; your ‘‘ Foreign Cash Items” are 150.00.

46. Place the amount ($1106.00) of ¢ City Cash Items on Hand” after * City” on the
g. p- b. s

47. Place the amount of ‘‘ Foreign Cash Items on Hand” after ‘‘Foreign” on the g. b. p. 8-

By ¢“ Foreign Cash Items on IIand ” is meant the amount of checks on out of town banks
which you have in your possession.

The “‘ Cash Items” are usually counted and placed in an envelope with the items listed
in detail on the back thereof.

'48. Add the amount of your ‘Clearings,” *‘City Cash Items” and ‘‘ Foreign Cash
Items” together and extend the sum in the colamn provided therefor.

49. Find the total of your ‘‘ Cash on Hand,” which should be $354389.09.

ITEMS FROM THE CASH PROOF.

50. The cash on hand at the close of the previous day (shown by model proof on page
138) is $220066.75. Place this.amount after ¢ Balance from Yesterday ” under ¢‘ Cash Proof”
on general proof sheet.

The above includes all money, clearing house checks, and city cash items, on hand at the
close of the previous day. .

51. The amount of your ¢ Foreign Cash Items” on hand (checks on out of town banks)
is $150.00. Place this amount after ‘“ Out” under ‘“ Proof of Correspondents Debits,” and
after ¢ Foreign Cash Items on Hand ” under ¢* Cash Proof.”

52. At the close of the previous day you had on hand ¢‘Foreign Cash Items” to the
amount of $125.00. Place this amount after ¢‘ Balance from Yesterday ” under ¢ Proof of
Correspondents Debits” and after ¢ Foreign Cash Items, Balance from Yesterday” under
¢¢ Paid Out” under “ Cash Proof.”

53. Foot your cash proof according to model shown on page 138. 'The total received
during the day plus the balance from yesterday should be $525577.19. The amount paid
out during the day should be $171188.10. The difference would be the balance on hand,
and this should equal the footing of the column entitled ¢ Cash on Hand ” of the general
proof sheet.

Proor or CORRESPONDENTS DEBITS.

54. Add the first five items. Their sum should be $80040.45. Subtruct the amount
after ¢ Out” and write the remainder in the space therefor at the foot of the column. The
remainder ($79890.45) represents the total charged to out of town banks during the day, and
is used for the purpose of proving the correspondents’ ledger, as per proof shown on page 112.
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Proor or¥ CORRESPONDENTS CREDITS.

55. The footing of this column should be the amount credited to out of town banks
during the duy. The footing is compared with proof given on page 112 for ascertaining the
correctness of the correspondents’ ledger.

Proor oF INDIVIDUAL LEDGER DEBITS.

56. The footing of this column should be the same as the footing of the column entitled
¢“ Total Checks” in the individual ledger.

PRroor or INDIVIDUAL LEDGER CREDITS.

57. The footing of this column should be the same as the footing of the column entitled
““ Deposits ” in the individual ledger.

GENERAL BALANCE LEDGER DEBITS.

58. Take the footing of the column entitled ‘“ Proof of Individual I.edger Debits” (No.
55) and place it after *“ Deposits.”

59. Take the footing of the column entitled ¢ Proof of Lorrespondents Debits ” (No.
53) and place it after ‘“ Correspondents.”

60. Take the amount of cush received during the day (%205***.44), as shown under
¢ Cash Proof” (865***.75 and $140***,*¥), and place it after ¢ Cash Received.”

61. The ‘“General Balance Ledger Debits ” column should now be footed. The total is
$562011.03.

GENERAL BALANCE LEDGER CREDITS.

62. Take the footing of the column entitled ‘“ Proof of Individual Ledger Credits ” (No
56) and place it after ‘“ Deposits.”

63. Tuke the footing of the column entitled ¢‘ Proof of Correspondents Credits” (No.
54) and place it after ‘“ Correspondents.”

64. Take the amount of ¢ Cash Paid Out” ($171188.10) and place it after ‘¢ Cash Paid
Out.”

65. Foot the “ General Balance Ledger Credits” column. The footing should be the
same a8 that of the ¢ General Bulance Ledger Debits.” '

Submit your proof sheet to your teacher for inspection and approval.
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WORK FOR THE STUDENT.
JUNE 20.
To be entered in the general balance ledger.

SkEc. 155.—No. 1. Take your general balance ledger and write therein all accounts shown
in the model ledger, page 142.

No. 2.—Enter the balances shown in the ¢ Balance” column of June 19th in the model
ledger (page 142) in the first ¢“ Balance * column of your ledger. Foot the red and black ink
balances in the ‘“ Balance ” column and write the footings as per form shown in model.

No. 8.—Post the amounts on your general proof sheet (June 20th) under ‘‘General Ledger
Debits ” and under ¢ General Ledger Credits” to your general balance ledger under date of
June 20th.

No. 4.—Find the general ledger balances for June 20th and extend them in the balance
column. (See instructions below.)

METHOD OF EXTENDING GENERAL LEDGER BALANCES.

Add the amounts in the debit column opposite red ink balances to these balances, and
subtract from their sum the aumounts in the credit column. The several remainders will be
the new debit (red ink) balances. Add the amounts in the ¢ Credit” opposite black ink
balances to these balances, and subtract from their sum the amounts in the ‘¢ Debit ” column.
The several remainders will be the new credit (black ink) balances.

JuNe 21.
To be entered on the general bookkeeper's proof sheet and in the general balance ledger.

No. 1.—Make out general bookkeeper’h proof sheet for June 21st, from your receiving
teller’s, paying teller’s, note teller’s, and mail clerk’s proofs. .

INsTRUCTIONS.—Tuke the proofs which you made out for your work for June 21st and
compile a general proof for them, as per instructions previously given.

Be sure to place the foreign checks from yesterday ($150.00) under *‘ Foreign Cash Items” under ‘* Paid
Out,” and after ** Balance from yesterday " under ** Correspondents Debits ’ on general bookkeeper’s proof
sheet.

No. 2.—Ascertain if the footing of ¢ Total Checks” on your individual ledger for June
21st is the same as the footing of the column entitled ¢ Proof of Individual Ledger Debits”
on your proof sheet.

No. 3.—Ascertain if the footing of ‘“ Deposits” on your individual ledger is the same as
the footing of the column entitled ¢ Proof of Individual Ledger Credits” on your proof sheet.

No. 4.—Submit your general proof sheet to your teacher for examination and approval.

No. 5.—Post the amounts 1n the last column of your proof sheet to your general balance
ledger, extend the balances, and submit your ledger to your teacher for inspection.

JUNE 22.
No. 6.—Make out general bookkeeper’s proof sheet for June 22d, from your work
previously done for that day.
No. 7.—Post the entries n the last column of proof sheet to your ledger, and extend the
balances.
No. 8.—Submit your proof sheet and your ledger to your teacher for approval,
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PART 1I.
WORK FOR THE STUDENT.

Introductory.—In the work which follows, the student will handle all vouchers as he
would in actual business. It is presumed that the preliminary work in the different depart-
ments of bank accounting has afforded the student a general knowledge of the subject, and
this work is designed to impress upon him the principles already learned.

Where to Find Vouchers.—All vouchers and papers will be found in special envelopes
provided therefor. Each envelope is appropriately labeled so that the student will experi-
ence no difficulty in selecting the right papers.

Numbering.—The different vouchers and papers are numbered to correspond to the
numbers of the transactions in this book. Before making the entries the student should
compare the numbers as shown on the papers with the numbers of the transactions which
he is recording.

Incoming Papers.—All papers which the student receives from other persons are
designated ‘‘Incoming Papers.” These papers are filled out exactly as they would be in
business.

Outgoing Papers.—All papers which the student disposes of, that is, all papers which
he gives to other persons, are designated ¢ Outgoing Papers.”

Miscellaneous Blanks.—All forms which are to be filled out by the student are desig-
nated ‘“ Miscellaneous Blanks,”

RECEIVING TELLER.
JUNE 29.

Receiving Teller’s Work.—The work for June 29th will be found in an envelope
lakeled ¢ Receiving Teller's Work for June 29th ” in your package of incoming papers for
June 29th. Take this envelope out and put it on your desk.

Receiving Teller’s Envelope.—This envelope corresponds to the receiving teller’s
drawer in a bank. It will be found in your package of miscellaneous blanks for June 29th.
Take it out and put it on your desk.

MEMORANDA FOR TRANSACTIONS.

No. 1.—In your envelope entitled ‘“ Work for the Student” you will find a package of
papers numbered one, to agree with the number of this transaction. This package contains
the deposit of W. B. Culver, and it is enclosed in W. B. Culver’s bank book. Handle
the deposit as follows:

(2) Take the deposit out of the bank book, and turn the bank book face downward on
your desk.

() Count the money and see if it agrees with the amount shown after ¢ Bills” on the
deposit ticket. If it does, place a check mark in front of the amount on the deposit ticket,
(See form, page 21.)
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The first check shown on the deposit ticket is drawn on our bank. (First National Bank
of Rochester.) Place the letter “B” in front of the check on the deposit ticket. (See
Sform, page 21.)

Examiue the back of the check and sce if it is properly endorsed. (For method of inaorse-
ment, see page 23, section 13.) 'The second check is drawn on the Park National Bank of
Rochester. As this bank is & member of the clearing house a cross should be placed in
front of the amount shown on the ticket. (For list of clearing house banks, see page 42,
section 832.) 'I'he third check on the deposit ticket is also drawn on a clearing house bank,
and this should be so indicated by a cross. The fourth check on the deposit ticket is drawn
on our bank, and should be marked with the letter ¢“B.” The fifth check on the deposit
ticket is drawn on a clearing house bank and should be marked with a cross. The sixth
check on the deposit ticket is drawn on a bank which is not a member of the clearing house.
This check is a ¢ city cash item,” and should be marked with the letter <“0.” (For list of
banks not members of the clearing house, see paye 42, section 83.) The last check on the
deposit ticket is drawn on our bank and should be marked with a < B.”

(¢) Add the items on the deposit ticket and sece if they agree with the footing given. If
they do not, make proper correction. The student must not accept the footing on the
deposit ticket as corrcct, for this footing has been made by the depositor, and while most
depositors foot their deposit tickets correctly, some make mistakes.

(d) Enter the footing of the deposit ticket in W. B. Culver’s bank book. (For form of
entry, see page 23.) (For form of bank book, with several entries made therein and properly
ruled up, see page 199.)

(¢) Enter the deposit ticket on the receiving teller’s check sheet, placing the amount of
bills in the column entitled *¢ Currency,” all checks marked ‘“ B” in the column entitled
“Our Bank,” all checks marked with a cross in the column entitled ¢‘ Clearings,” etc., and
extend the total of the deposit in the column entitled ‘¢ Amount Credited to Depositor.”
(For detailed insiructions for making entries on this sheet, see page 30, section 20.)

(/) Mark all checks on our bank paid by writing “ Paid” across the face of them.
(Banks use stamps for this purpose.) (See page 200.)

Do not write anything on checks drawn on otlier banks.

(g) Place the ckecks, money, and deposit ticket in your receiving teller’s envelope. Put
W. B. Culver’s bank book in envelope for receiving teller’s work for June 30th. (In actual
business the bank book is returned to the depositor.)

No. 2.-—Handle this transaction as you handled No. 1, with the following exception:
There is an item of exchange on out of town checks of $2.50. Deduct this from the deposit
ticket. (See form, page 30.) (For method of making entry when exchange 1s deducted from
the deposit, sce lransaction No. 1, page 30). Be sure to handle each deposit in the exact
manner and order outlined in transaction No. 1.

No. 3.—Collection and exchange to be deducted on out of town checks, $1.35. Treat
this as No. 2 was treated.

No. 4.

No. 5.—Collection and exchange to be deducted, $20.00.

No. 6.—Collection and exchange to be deducted, &1.00.

No. 7.—II. A. Smith has given you $6500.00 for a certificate of deposit.

INsTRUCTIONS.—You will find %G500.00 in your envelope labeled ‘“ Receiving Teller’s
Work for June 29th.” Take it out and put it in your rceeiving teller’s envelope. Take
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your certificate of deposit book from'your envelope labeled ‘¢ Miscellaneous Blanks,” and
fill out a certificate of deposit, favor of H. A. Smith for $6500.00. Number the certifi-
cate 940. (For form of certificate of deposit properly filled out, see below.) Place the
certificate of deposit in your envelope for outgoing pupers. From the stub of the certificate
of deposit make out a deposit ticket according to the following form No. 1:

FormM or DEposiT TickEr WHEN Ex-
CHANCE I8 PAID IN CasH.

ForyM ofF DEeposiT TICKET FOR
CERTIFICATE OF DEPOSIT.

No. 1. No. 2.
DEPOSITED IN DEPOSITED IN
FIRST NATIONAL BANK, FIRST NATIONAL BANK,
Rochester, N. Y. Rochester, N. Y.,
B)g:%é-; % ﬁﬁ bt WW
/4 / 4 7 /4
y T Dollars |Cents
Dollars |Cents.
v Bills, Y400
Bills, Ydsvo
) Gold,
Gold, ” ’
Silver, ver,
Checks, 22
Checks, v
" LYoo
" » Z222
" 7
o : vy,
" " vy
» -
" "
”»"
» ;
TOTA
TOTAL F= oTAL If P2 0
7%

Enter the ticket on your check sheet. (For method of making entry, see transaction No.
7, page 31.) Enter the transaction on your check sheet and place the ticket and the money
in your recceiving teller’s envelope. All certificates of deposit which you issue should be
numbered consecutively.

No. 8.—The collection and exchange on out of town checks is $3.00. This amount is
paid in cash. Make a notation on the left side of deposit ticket as shown in form No. 2 above.

The letters ¢ C. T. M.” are the initials of the teller who received tihe money. Write
your own initials instead of C. T. M. (For method of making entry on check sheet when
exchange is paid in cash, sce transactions Nos. 4 and 6 on receiving teller’s check sheet, page 26.)

No. 10.—W. B. Culver has given you this check for £1000.00. Take your book of
cashier’s checks and fill out a check for W. B. Culver for $1000.00. Number the-check 340.
(For form of cashier’s check properly filled out, see page 25.) Make out a deposit ticket for
cashicr’s check for $1000.00. This ticket is made out same as the ticket for certificates of
deposit, with the exception that ¢ Cashier’s check” is written in place of ¢ Certificates of
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deposit.” The check received should be entered on ‘the deposit ticket and marked ‘¢ B.”
Enter the deposit ticket on your check sheet, after which place the ticket and W. B. Culver’s
check in your receiving teller’s envelope. Place the cashier’s check in the envelope for
outgoing papers.

Nos. 11, 12.

No. 13.—Collection and exchange deducted on out of town checks, $1.75.

Nos. 14, 15, 16.

No. 17.—(a) Take $5000.00 from your receiving teller'’s envelope. = Write the words
¢ From receiving teller, special, June 29th” on a small slip of blunk paper and pin it to the
money, after which place the money in the envelope labeled ‘ Paying Teller’s Work for
June 29th.” In the upper left-hand corner of your check sheet write the following: ‘“Amount
given to paying teller, $5000.00.” '

(8) Take all the checks and deposit tickets out of your receiving teller’s envelope, leaving
the currency in the envelope. Sort the checks, putting all those for the clearings in one
pile, those for out of town banks (correspondents) in another, and so on. Place the deposit
tickets in a separate pile.

(¢) Take the checks for the clearing house and compare them with the amounts shown
in the column entitled ¢ Clearings” on your check sheet. As you make the comparison,
check the amounts on the check sheet. If the amounts on the check sheet agree with your
clearings checks, write the words ¢ Receiving teller ” on a slip of paper, place it on top of
the checks, and put a rubber band around them, after which place your clearings checks in
envelope labeled ¢ Checks for the Clearing House.”

All papers which you place in envelope for individual bookkeeper, envelope for mail
clerk’s work, etc., etc., must be labeled as directed above.

(d) Take your package of checks for out of town banks and compare them with the
amounts shown in the ¢ Correspondents” column, checking the items as previously explained.
If they are found to be correct, place your checks in the envelope labeled ‘¢ Mail Clerk’s
Work for June 29.” :

(e) Take the checks on our bank and compare them with the items shown in the ‘“ Our
Bank ” column. If they are fopnd to be correct, place the checks in the envelope labeled
¢«¢ Individual Bookkeeper’s Work for June 29th.”

(f) Compare your city cush items with the amount shown in the column entitled “‘City
Cash Items,” and if they are found to be correct, put them in the erivelope labeled “ Note
Teller’s Work for June 29th.”

(9) Check the footing of the deposit tickets against the items in the column entitled
“Amount Credited to Depositor,” after which place the deposit tickets in envelope for the
individual bookkeeper’s work for June 29th.

In placing checks, etc., in mail clerk’s envclope, individual bookkeeper's envelope, etc., you are in
effect turning these items over to the mail clerk, individual bookkeeper, and note teller.

No. 18.—Foot the columns of you check sheet, count the currency that you have on
hand, and make out recciving teller’s proof according to form shown on page 28. If your
work does not prove, sce instructions below on ‘“ How to Find Errors on Receiving Teller’s
Check Sheet.”

Submit your proof to your teacher for examination. (All proofs must be examined by
your teacher.) If your proof is correct, put it in the envelope labeled ‘‘ General Bookkeeper's
Work for June 20th.”



.

MODERN BANKING AND BANK ACCOUNTING. 159

No. 19.—In your package of miscellaneous papers you will find an envelope labeled,
‘““‘Amount turned over to paying teller by receiving teller at close of day, June 29th,
$27243.10.” Place your currency, which should be the amount shown on the envelope, in
the envelope and put if in the envelope of paying teller’s work for June 29th.

How 10 FiIND ERRORS ON RECEIVING TELLER’S CHECK SHEET.

(a) Verify your additions. This is a fruitful source of error.

(b) Get the deposit tickets from the individual bookkeeper, and compare them with the
amounts shown on the check sheet. In making your comparison be sure that the deposit
tickets are properly footed. Always check the items on the deposit ticket and on the check
shect when making the comparison. If desired, red ink may be unsed for this purpose.

(¢) If you do not locate the error by the above methods, add the amounts on the check sheet
in the various columns after the depositor’s namne and see if the sam of these amounts is equal
to the sum of the amounts shown in the columns entitled ¢ Collection and Exchange” and
‘¢ Amount Credited to Depositor.” It is evident that the amount credited to the depositor,
plus the collection and exchange, shounld at all times be cqual to the sum of the items
composing the deposit. '

PAYING TELLER.

Paying Teller’s Work.—The work for June 29th will be found in the envelope labeled
¢ Paying 'l'eller’s Work for June 29th ”” in your package of incoming papers.

Paying Teller’s Envelope.—This envelope corresponds to the paying teller’s cash
drawer in a bank. It will be found in your package of miscellaneous blanks.

MEMORANDA FOR TRANSACTIONS.

No. 20.—Cash on Hand. Your cash as shown by yesterday’s proofs is as follows:

Cush on hand by the paying teller, $85829.15; amount turned over by the receiving
telller, $48125.30; amount turned over by the note teller, $24260.00; total, $158214.45.

Apply to your teacher for your cash., He will give you two packages, one labeled ¢ Pay-
ing Teller’s Cash,” and the other labeled ‘‘ Incoming Cash.” The envelope labeled ‘‘Paying
Teller’s Cush ” should contain $158214.45, in bills as follows:

125 % $1000.00, $125000.00; 45 X $500.00, $22500.00; 85 X $100.00, $8500.00; 26 X $50.00,
$1300.00; 30 $20.00, $600.00; 15X $10.00, $150.00; 15X $5.00, $75.00; 30 X $2.00, $G0.00;
20 x $1.00, $20.00; 10X 50¢, $5.00; 10 X 25¢, $2.50; 15X 10¢, $1.50; 5 X 5¢, 8.25; 20 X 1¢, $.20.

Take the cash out of the envelope labeled ‘‘ Puying Teller’s Cash,” count it and see if it
is correct.

Lay the money before you in piles representing the denominations of the several bills;
that is, put the thousand dollar bills together, the five hundred dollar bilis together, and so on.

Make entry in the ““Sundry” column of check sheet. (See form, pages 38 and 39.)

The paying teller should count his cash each morning to be sure that everything is correct before begin-
ning his day’s work.

Put your package of incoming cash among your other papers, and use it when so instructed.
This package should contain $7815.40.

How to Pay Checks.—In cashing checks, always make payment in the largest bills
possible. If a check for $123.00 is presented give the offerer one one-hundred-dollar bill,
one twenty-dollar bill, one two-dollar bill, and a one-dollar bill.



L

160 MODERN BANKING AND BANK ACCOUNTING.

No. 21.—This check has been presented by Thomus F. Harlin to be cashed.

INsTRUCTIONS.—Examine the check and see if it is properly indorsed. If it is, take one
five-hundred-dollar bill and four one-hundred-dollar bills from your cash and put them in
your envelope for outgoing papers. .

IMPORTANT.—Count the money three times to be sure you pay out the correct amount.
If you pay out too much or too little, it will be impossible to obtain your final proof, and
you will have the entire work to perform again.

As the check is drawn on our bank, it should be entered in the first colnmn of your check
sheet. (See form, page 38.) Mark the check paid by writing the word ¢ Paid” across the
face of it. (For method of canceling checks used in business, see page 200.)

Place the check in your paying teller’s envelope.

No. 22.—Entry for No. 22 is similar to entry for No. 21.

When not otherwise specified, it is understood that all checks, drafts, etc., presented are
to be cashed.

Nos. 23, 24, 25.—(In entering certified checks write ¢ Certified checks” instead of
name of drawer in explanation column.)

No. 26.—(Correspondents column.) _

If at any time the student is in doubt in regard to the proper method of making an
entry, he should consult the explanations given for transactions on pages 45 and 46.

No. 27.—(Clearings column.)

Nos. 28, 29, 30.

No. 31.—(City cash items.)

No. 32.—Write ¢ Certificate of deposit ” in the explanamon column under “Our Bank.”

No. 33.

No. 34.—A check payable to ¢ Cash” nced not be indorsed when presented by the drawer.
If presented by any one other than the drawer, the check should be indorsed by the person
to whom the money is paid.

Nos. 35, 36.

No. 37.—Collection and exchange, $4.00. Deduct $4.00 from the face of the check and
pay the difference, $2396.00, in cash. Enter the face of the check in the ¢‘Correspondents”
column, and the collection and exchange in the column for ¢ Collection and Exchange.”

No. 38.
our correspondents at that point, against which to draw drafts, no collection and exchange
is charged on checks and drafts on New York banks.

No. 39.—Presented by W. B. Lyons for certification.

InsTrUCTIONS.—Certify this check according to the form shown on page 35, writing
your own name a8 paying teller. Make proper entry in certified check book. (See form,
page 36.) Make out charge ticket as shown on page 36. You will find blank charge tickets
in your envelope for miscellaneous forms. Put the charge ticket in the envelope labeled
“Individual Bookkeeper’s Work for June 29th.” Place the check in your envelope for out-
going papers. Make no entry on your check sheet.

No. 40.—Prescnted for certification by L. M. Thomson. Entry similar to the preceding
transaction.

Sometimes the drawer of a check has it certified before tendering it in payment. Frequently the owner
of goods is unwilling to surrender them to a stranger for his check. This difficulty may be easily obviated
by having the check certified.
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Nos. 41, 42.—(Paid in cash.)

No. 43.—Collection and exchange deducted, 5.00. Difference paid in cash. (See
transaction No. 37.)

No. 44.—Check for New York draft to cover both face of draft and exchange. Face of
draft, $1200.00; exchange $2.40.

InstRUCTIONS.—Fill out a blank draft in favor of Century Publishing Co. according to
form shown on page 37.

Draw the draft on the City National Bank, New York. Unless differently instructed, all
drafts will be drawn on this bank.

Make proper record on stub of draft. Enter the face of the check in the ¢ Our Bank”
column of the check sheet. Enter the face of the draft ($1200.00) in the column for drafts
under ‘“Sold for checks,” and the exchange ($2.40) in the column entitled ‘‘ Exchange on -
Drafts.” (See model check sheet, page 39.) Pay out no money. Place the draft in your
envelope for outgoing papers and the check in your paying teller’s envelope.

Nos. 45, 46, 47, 48.
No. 49.—Collection and exchange deducted, $1.00.

No. 50.

No. 51.—For New York draft and exchange. Face of the draft, $6500.00; exchange,
#11.00. Treat as transaction No. 44 was treated.

Unless differently instructed, always make out the draft in favor of the purchaser, and
he may indorse it to whomever he wishes it made payable.

No. 52.—Presented for certification by G. Y. Smith.

No. 53.—Issue New York draft favor of R. H. Montgomery for cash. Face of draft,
$3420.00; exchange, $6.20. Cash received, $3426.20.

InsTRUCTIONS.—Enter the face of the draft in the draft column under ““Sold for Cash;”
enter the exchange ($6.20) in the column for exchange on drafts. Take the money ($3426.20)
from your envelope entitled ‘‘Incoming Cash” and put it with your paying teller’s cash.

In taking money from your ‘‘Incoming Cash” always take bills of the largest denomina-
tions possible. In the above instance yon should take bills as follows:

3 % $1000.00, $3000.00; 4 X $100.00, $400.00; 1 X $20.00, $20.00; 1x $5, $5.00; 1 X $1.00,
$1.00; 2% 10¢, $.20; total, $3426.20.

Whenever your instructions state that you have received so much cash, you should
always take the amount named from your ‘‘ Incoming Cash,” unless differently directed.

Write out draft as instructed in No. 44.

Nos. 54, 56, 56, 57, 68, 59, 60.
No. 61.—Collection and exchange deducted, $7.35.

No. 62.—Issue New York draft favor of Chas. A. Kelk for cash. Face of draft, $1720.00;
exchange, $2.35; cash received, $1722.35. (Ses transaction No. 63.)

No. 63.—Collection and exchange deducted, $3.70.

No. 64.—New York draft for amount named in check.  Exchange, $4.00, paid in cash.

INsTRUCTIONS. —Enter the check in the ¢ Our Bank” column, the draft in the draft
column under ““Sold for Checks,” and the $4.00 received for exchange in the ¢ Exchange”

column. Take the $£.00 from your envelope for incoming cash and put it with your cash.
11
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.

No. 65.—Check for New York draft to cover both face of draft and exchange. Face of
draft, $1832.15; exchange, %3.25. (See transaction No. 44.)

No. 66.—Collection and exchange deducted, $3.10.

No. 67.—Check for New York draft and exchange. Face of draft, $2519.85; exchange,
$4.50.

No. 68.—Make entry under ‘“Sundry Expense;” pay out amount of ticket and put ticket
in your paying teller’s envelope.

No. 69.

No. 70.—In your envelope for incoming papers you will find $5000.00, which has been
turned over to you during the day by the receiving teller. Take out the amount, count it,
and put it with your cash. Make entry in ¢“ Sundry” column. (See model, page 39.)

No. 71, 72, 73.—Notes presented for certification for clearing house by the banks whose
names appear in the indorsements on the back of the notes.

INnsTrUCTIONS.—Certify the notes according to form shown on page 36, writing your
name as paying teller. Make entry in certified check book and make out charge tickets,
debiting the makers of the notes the same as if the checks had been certified. Put the charge
tickets in the envolope for individual bookkeeper’s work for June 29th. Place the notes
in the envelopes for items received from clearings in envelope for paying teller’s work for June
30th. Be sure to put each note in the envelope representing the bank presenting it, as
shown in the indorsement on the back of the note.

No. 74.—Statement of checks taken to and reccived from the clearing house.

IxsTrRUCTIONS.—The footing of the debit column of the statement shows the amount of
checks taken to the clearing house. The footing of the credit column shows the amount of
checks received from the clearing house. The difference shows the amount which has been
paid you in cash. Yon will find the cash in your incoming papers. Make entry in the
“Sundry ” column of your check sheet, writing the words ¢ Reccived from the clearings”
in explanation column. The checks which you have received from the clearing house should
be handled as follows:

(#) Examine the checks in regard to form, indorsements, etc. If any of these are incor-
rect, they should be presented to your teacher for correction.

(9) Compare the checks with the items shown on the lists of checks which are attached
to each package.

(¢) Compare the totals of the several lists with the items shown in the ¢ Credit” column
of the settling clerk’s statement. (For explanation of clearing house, see page 184).

In a bank it is not the duty of the paying teller to examine the checks received from the clearings.
This is done by a clerk.

(d) Place the checks in the cnvelope for individual bookkeeper’s work for June 29th.

No. 75.-—The difference between the sides of the clearing house statement is paid to you
in cash. Fill out and sign receipt for the amount. (See form of receipt, page 191.) You will
find blank receipt in your package of miscellaneous forms. Take the proper amount of
cash from your package of incoming cash. Make entry on your check sheet (‘‘Sundry”
column). Place the receipt in your envelope of outgoing papers. Put the clearings state-
ment in your paying teller’s envelope.

No. 76.—Foot your certified check book, make out ticket crediting Certified Checks for
the total, and put the ticket in the envelope for individual bookeeper’s work for June 29th.
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No. 77.—(a) Take all paper out of your paying teller’s envelope.

(8) Sort the checks and charge tickets in piles corresponding to the names of the columns
on your paying teller’s check sheet.

(c) Take all checks which are drawn on our bank and check them against the itemsin -
the “ Our Bank ” column. If they prove to be correct, write the words ¢ Paying teller” on
a slip of paper, place it on top of the pile of checks, put a rubber band around them, and
place them in the individual bookkeeper’s envelope for June 29th.

Whenever you are instructed to put checks in another clerk’s envelope always handle
them as indicated above,

(d) Take all checks which are drawn on clearing house banks in our city and check them
against the items appearing in the column entitled ‘“Clearings.” If they are found to be
correct, place the checks in the envelope labeled ‘¢ Checks for the Clearings.”

(¢) Take all checks drawn on out of town banks and check them against the items
appearing in the column entitled ‘“ Correspondents.” If they are found to be correct, place
them in the envelope for mail clerk’s work for June 29th.

(f) Take all checks drawn on banks in our city which are not members of the clearing
house and compare them with the items in the column entitled ¢ City Cash Items.” If they
are found to be correct, place them in the envelope for note teller’s work for June 29th.

(9) Compare your cashier’s charge tickets with the items in the ‘“Sundry Expense”
column, and if they are found to be correct, place the charge tickets in your envelope for
outgoing papers. (In business these charge tickets are filed away for future reference.)

No. 78.—Count your cash on hand, and make out paying teller’s first proof, as shown on
page 41. As you have not the different kinds of money indicated on the proof you may
simply place the total of your cash in the second column, and omit the items shown after
‘¢ National bank notes,” ¢ Legal tender notes,” ete.

In case of an error, proceed to locate it according to instructions given below on ‘‘ How
to Find Errors in the Paying Teller’s Check Sheet.”

No. 78a.—Make out paying teller’s second proof according to form on page 42. Place
the paying teller’s first proof and the second proof in general bookkeeper’s envelope for June
29th.

At the close of the day the receiving teller and the note teller should turn over their
cash to you. The receiving teller’s cash is in your work for June 29th. Put it in your work
for June 30th, as it is not to be entered on your check sheet and proofs until to-morrow.
The note teller’s cash has not yet been turned over.

How 1o FIND ERRORS IN THE PAYING TELLER’S CHECK SHEET.

(a) Review your additions.

(6) Count your currency.

(c) Prove your bank drafts by the draft book. The sum of the drafts which yon have
sold, plus those shown on the note teller’s check sheet (and on the general bookkeeper’s
proof sheet, if any), should agree with the footing of your draft register.

(d) Get your checks and other items from the clerks to whom you gave them, and com-
pare them with the items shown on your check sheet.

(¢) In case the error cannot be found, it is presumed that a mistake has been made in
the amount of some disbursement or receipt, and in business 1t should be charged to ¢ Over
and Short,” as explained on page 206.
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In this work if the cash on hand does not make the proof balance, the student must
again go through the entire process of paying checks. .It is essential that the cash should be
absolutely correct, and if the student is inaccurate in counting cash, this is the time and the

" place for him to remedy this deficiency.

DISCOUNT CLERK.

Discount Clerk’s Work.—The work for June 29th will be found in the envelope
labeled ¢¢ Discount Clerk’s Work for June 29th ” in your package of incoming papers.

Discount Clerk’s Envelope.—In this envelope will be placed all paper which you:
receive which 1s to be retained by you. When you discount notes or make time or demand
loans on commerciul paper, they should be placed in the discount clerk’s envelope for
safe keeping.

MEMORANDA FOR TRANSACTIONS.

To be entered wn the discount tickler.

No. 79.—Notes contained in this package are numbered on the back. They should be
entered in your discount tickler in the order of the dates on which they fall due, as follows:

Nos. 590, 573, 589, 587, 576, 580, 588, 572, 571, 574, 578, 585, 583, 586, 579, 581, 575,
591, 577, 593, 584, 592, 594, 582.

The dates on which the notes fall due are marked on their face in red ink. Be sure to
enter those falling due on June 29th under June 29th, and those falling due on June 30th
under June 30th, etc.

No. 79A.—The following notes have been sent away for collection:

Note No. 580 to the City National Bank, New York; No. 588 to Second National Bank,
Boston; No. 571 to Boatmen’s Bank, St. Louis; No. 581 to City National Bank, New York;
No. 575 to Continental Bank, Philadelphia; No. 577 to Second National Bank, Boston; No.
584 to Commercial Naional Bank, Chicago; No. 592 to Fourth National Bank, New York;
No. 594 to Boatmen’s Bank, St. Louis.

INsTRUCTIONS.—Put the above named notes in your envelope for outgoing papers, and
write in the ‘“ To whom sent’” column the names of the banks to which the notes were sent
for collection.

No. 80.—After handling the notes as previously directed, tuke all of those you have left
falling due on June 29th and place them in the envelope for discount clerk’s work for June
29th. Take all of those falling due on June 30th and place them 1n the envelope for the
discount clerk’s work for June 30th. Those which fall due on any other date than June,
29th or 30th should be placed 1n the discount clerk’s envelope. Notes are usually filed with
respect to their due dates. (For method of filing, see page 69, No. 8.) 'This represents the
line of discounts which is at present carried by the bank.

Note To THE STUDENT.—The student is not opening a bank, but is simply taking charge of the work
of a bank which is already in running order, and keeping the books for two days; namely, June 29th to 30th.

7o be entered in the demand loan register.

No. 81.—This represents the amount of demand loans you are carrying. A separate
account should be opened with each note. After entering the notes, place those which are
signed by Mason & Hamlin, G. W. Young, and Chas. D. Thomas & Co. in the discount
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elerk’s work for June 29th. Place those which are signed by L. M. Thomson and Randolph
& Clowes in the discount clerk’s work for June 30th. The note signed by N. Y. Central
Railroad Co. should be placed in your discount clerk’s envelope.

You are now ready to begin business.

The following paper has been presented for discount and accepted by the cashier:

No. 82.—Presented by Randolph & Clowes; discounted at 6%. The name of the last
indorser on the back indicates the firm or person who presented the note, and the firm or
person to whom the proceeds are to be credited. When a note is presented for discount
there are seven scparate and distinct steps which should be taken. (For method of procedure
see page 57, section 47.) It is essential that you handle this note exactly as outlined in the
section referred to above. Number the note 595, and number all notes presented for dis-
count consecutively from this on, the next being 596, etc.

In calculating discount always find the actual number of days from the date on which the note is dis-
counted to the due date of the note, and make the calculation for the number of days so nscertamed Unless
otherwise instructed, calculate discount and interest at 6%.

Make out a credit ticket for the proceeds of the note ($9861.67) and place the credit
ticket in the note teller’s work for June 29th. Put the note in your discount clerk’s envelope.
Make the entries in the discount register only. You need not muke the transfer to the dis-
count tickler until the close of the day.

Nos. 83,84.—Discounted at 6%. Treat as the preceding transaction was treated.

No. 85.—Discounted at 6%; collection and exchange, }%.

Calculate the interest on this note for three months at 64. Write the amount of interest
in red ink on the note, and add the interest to the face of the note, writing the sum in red
ink to the right of the original amount. (See form, page 71.)

Discount the amount (the face of the note plus the interest) for the difference in timé
between June 29th and the due date of the note, at 64. (Count the actual number of days
in ascertaining the time for which the note is discounted.)

Take 1% (%20.30) of the amount for collection and cxchange. Add the discount, col-
lection and exchange, and subtract their sum from the face of the note plus the interest,
and the remainder ($8**5.04) will be the amount to be credited to G. W. Young.

No. 86.—Discounted at 6%; collection and exchange, }%.

No. 87.—This is an accepted draft. Treat it as you would a note, using the date of the
acceptance a8 the date from which to count time in ascertaining the due date. Collection
and exchange, 4%.

No. 88.—This is a sight draft accompanied by a bill of lading. (For explanation of
drafts with bill of lading attached, see page 68, section 3.) As the goods are shipped to a
person living in Kansas City, Mo., it is evideat that it will be several days before the draft
will be paid, as the drawee will not be likely to pay it before the goods arrive. It is esti-
mated by the bank that it will take ten days to secure the collection of the draft and return
of the money, so discount the draft for ten days at 6%; collection and exchange, }%.

No. 89.—Foot and rule your discount register.

No. 90, —Transfer the entries from the discount register to the discount tickler. All
notes are usually sent away for collection from fifteen days to one month before they are due;
the student should send them away one month before they are due. Examine the discount
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tickler, and if there are any notes therein which are due within a month from the present
date, indicate in the proper column to what banks the notes are sent.

Write letters (see form, page 78,) to the various banks; place the notes inside the letters,
and put them in your envelope for outgoing papers.

No. 91.—After making proper entry in®the demand loan register, make out a credit
ticket for $2000.00 in favor of Chas. D. Thomas & Co. (See form of credit ticket, page 59.)
Place the credit ticket in the note teller’s work for June 29th, and place the note in the
discount clerk’s envelope.

No. 92.—Treat as No. 90 was treated.

No. 93.—This note is accompanied by collateral, but it should be treated as Nos. 90 and
91 were treated. After making the entries, examine the collateral and see if 1t agrees with
that called for on the face of the note. If so, place the note, together with the collateral, in
the discount clerk’s envelope.

No. 94.—Collecting Paper Due To-Day. Turn to your discount tickler under June
29th. Take all notes marked ¢ Due June 29th” from your envelope and compare them
with those in the discount tickler. Some, of course, have been sent to out of town banks
for collection, but those which are not marked ‘“Sent away ” you should have on hand. If
the notes you have on hand agree with the entries in the discount tickler, place the notes in
the note teller’s work for June 29th. The note teller collects all notes due in the city, and
as he makes the collections the ‘ Remarks” column of your discount tickler is filled up-
The notes will be disposed of as follows:

No. 590. Charged to Mrs. R. C. Sneed. This should be marked ¢ Charged to Mrs. R. C.
Sneed ” in the ‘“ Remarks” column. (For method of making eniries in the ‘“ Remarks”
column, see page 63, section 64.) No. 573. Paid in cash. No. 589. Paid in cash. No. 587.
Certified for the clearings. No. 576. Certified for the clearings. No. 580. Charged to the
City National Bank, New York. Make out a charge ticket for the face of this note and
place the charge ticket in the note teller’s work for June 29th. You must make out charge
tickets for all notes payable out of the city when you charge them to other banks. (For
Jorm of charge ticket, see page 60.) No. 588. Charged to Second National Bank. Treat
this a8 you did the preceding one. No. 572. Protested for non-payment. Protest fees,
$3.50. No. 571. Charged to Boatmen’s Bank, St. Louis. No. 574. Charged to G. W.
Young. No. 578. Paid by certified check on Commercial National Bank, Chicago. No.
585. This note is not due until June 30th, but the maker, N. C. Hamlin, wishes to pay 1t in
cash to-day. Enter the note in the discount tickler under June 29th, write 585 in the
¢“Number” column; N. C. Hamlin in the ¢ Payer” column; and ‘“ Due June 30th ” in the
““To Whom Sent” column Place the fuce of the note in the ‘“Amount” column, and
write ‘“ Paid in Cash” in the ‘““ Remarks” column. Draw two red lines across the amount
of the note ($15000.00) under June 30th, and write ‘ Paid June 29th ” in the ‘“ Remarks”
column under June 30th. Take the note of N. C. Hamlin and place 1t in the note teller’s
work for June 29th.

COLLECTION CLERK.
Collection Clerk’s Work.—The work for June 29th will be found in the envelope
labeled ¢ Collection Clerk’s Work.”

Collection Clerk’s Envelope.—In this envelope should be placed all paper which you
receive which is to be retained by you.
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MEMORANDA FOR TRANSACTIONS.
To be entered in the collection tickler.

No. 95.—Notes contained in this package are numbered on the back. They should be
entered in your collection tickler in the order of the dates on which they fall due, as follows:

Nos. 829, 828, 833, 838, 837, 839, 831, 840, 832, 841, 836, 863, 874, 881, 879, 886, 897,
891, 899, 868, 892, 869, 830, 845, 850.

No. 96.—After entering the notes, take all those which are payable at banks out of our
city (Rochester) and place them in the envelope for outgoing papers. Take those payable
in our city (Rochester) which fall due on June 29th and place them in your collection
clerk’s work for June 29th.

Place all those (payable in our city) which fall due on June 30th in the collection clerk’s
work for June 30th.

To be entered in the collection register.

No. 97.—Paper has been received from the following persons for collection: Arthar
Hines, L. H. Hunter, W. D). Sutton, Mrs. R. C. Sneed, R. L. Smith & Co., H. R. Day, Howe
& King. (The last endorsement always shows the name of the person who left the paper
for collection.) Number the collections consecutively, commencing with No. 926, and enter
them in your collection register. Place the notes in the collection clerk’s envelope.

No. 98.—Paper has becn received for collection from the following banks: (a) Conti-
nental Bank, Philadelphia; (4) Second National Bank, Boston; (c¢) Second National Bank,
Omaha; (d) First National Bank, San Francisco. This paper is already numbered, but you
also should number it, writing your number immediately beneath the number of the other
bank. After entering the note in the collection register place them in the collection clerk’s
register.

No. 99.—Transfer the entries from the collection register to the collection tickler.
Paper payable at sight should be entered under to-day (June 29th), unless time is allowed
for the collection of such paper, in which case it would be entered under the estimated date
of the collection. For example: A sight draft dated June 29th, on which ten days were
allowed for the collection, would he entered under July 9th instead of June 29th. Time for
collection is allowed only when so stated in the book.

No. 100.—Check which was left with you by L. H. Hunter is drawn on the Philadelphia
National Bank. It should be sent to the Continental Bank of Philadelphia for collection.
Write a letter according to the form shown on page 78. (You will find a blank from
for this letter in your package of incoming papers.) Take the check from the collec-
tion clerk’s envelope, indorse it to the Continental Bank, place the check and the letter in
an envelope properly directed and put both in your envelope for outgoing papers. Write
““Continental Bank, Philadelphia” in the ¢ To Whom Sent” column.

No. 101.—All other papér payable out of town which is due within one month from
date should be sent to your correspondents for collection. Write letters as explained in
preceding number.

MEeTHOD OoF HANDLING PAPER IN CoOLLECTION TICKLER.

No. 102.—First compare the notes with the entries in the collection tickler, and if they
agree, place all those which are payable in our city in the note teller’s work for June 29th.
As the note teller collects the notes you will fill up your ¢ Remarks” column.
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No. 829 is charged to J. E. Murphy. (For method of filling up “Remarks” column, see
page 76.)  No. 828 is charged to G. W. Young. No. 833 has been sent to the Boatmen’s
Buank, St. Louis. Make no entry for this until you receive letter of advice from the Boat-
men’s Bank. Leave the ‘“Remarks” column blank until such letter is reccived. No. 838
has been sent to the Second National Bank, Boston, for collection. Leave the ¢ Remarks”
column blank. No. 837. Proceeds remitted by New York draft. No. 839. Certified for
the clcarings. No. 831. Paidin cash. No. 840 is charged to Woodruff. No. 832. Paid
in cash. No. 841. Paid in cash by Brown Bros. No. 836. Sent to Fourth National Bank,
Cincinnati, for collection. ¢ Remarks” column blank.

Collection for L. D. Hunter has been sent to Continental Bank, Philadelphia, for collec-
tion. Collection for W. H. Sutton has been sent to Second National Bank, Boston, for
collection. Collection of $7000.00 check for Second National Bank, Boston, has been
certified for clearings. Checks remitted to us for collection should be certified before being
sent to the clearing house, but checks remitted as cash are sent without certification.

Clearings Checks.—The collection clerk should list the checks for the clearing house,
but as these checks cannot be obtained in this work until after the note teller’s and the mail
clerk’s work has been performed, the listing of clearing checks will be deferred until that
time.

NOTE TELLER.

Note Teller’s Work.—The work for June 29th will be found in the envelope labeled
‘“ Note Teller’s Work for June 29th” in your package of incoming papers.

Note Teller’s Envelope.—In this envelope will be placed all paper which you receive
which is to be retained by you.

MEMORANDA FOR TRANSACTIONS.

No. 103.—You have the following city cash items on hand: Check of R. E. Early &
Co. on Powers Bank, check of M. J. Moore on Powers Bank, and check of J. H. Houston
& Bro. on Brown Bros., Bankers.

Enter the total of these checks in the column for *‘ City Cash Items” at top of check
sheet, writing as an explanation, *‘ Balance from yesterday.”

Keep the checks in your note teller’s envelope until you are instructed to collect them.

No. 104.—The following notes have been given you for collection by the discount clerk:

Nos. 590, 573, 589, 587, 576, 572, 574, 578, 585.

Examine them and sec if the numbers correspond.

No. 105.—Note Charged to a Depositor. Note No. 590, signed by Mrs. R. C. Sneed,
is payable at our bank, and as Mrs. Snecd is one of our depositors the note should be charged
to her account. (See section 97.) Mauake an entry in the depositors’ column of your check
sheet. (For form of check sheel, see page 92.) Mark the note puid by writing the word
¢ Paid ” across the face of it in red ink. (For form of marking notes used in business, see
page 200.) Put the note in your note teller’s envelope so that it may be charged to Mrs.
Sneed’s ‘account.

No. 106.—Note Paid in Cash. Note No. 573 has been paid you in cash. Take the
amount of the note from your envelope containing miscellaneous cash and put it in the note
teller’s envelope. Mark the note paid and put it in your envelope for outgoing papers.
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Make an entry in the ¢ Currency ” column of your check sheet. If at any time you are in
doubt as to the method of making an entry you should refer to the explanations given in the
work commencing on page 87. -

No. 107.—Note No. 589 is paid in cash. Treat as preceding transaction was treated.

No. 108.—Note Paid Through the Clearing House. Note No. 587 is payable at
Park National Bank of Rochester. As the Park National Bank is a member of the clearing
house this note shonld be certified. (For Sform of certification, see page 87.) Present the
note to your teacher who will certify it for you, after which make proper entry in the
¢Clearing ” column on your check sheet and put the note in your note teller’s envelope.
(For method of handling notes payable at clearing house banks, see page 87, section 96.)

No. 109.—Note No. 576 should be treated as preceding transaction was treated.

No. 110.—Note Protested for Non-payment.—Note No. 572 has been protested for
non-payment. (For method of protesting a note, see page 8&, section 98.) Fill out notice of
protest for Carter H. Harrison and put it in’your package of outgoing pupers. Attach the
note to your certificate of protest and place both in your note teller’s envelope. Write across
the face of the note, ¢ Protested,” in red ink. Protest fees are $3.25. (For form, see page
88.) Enter only the face of the note in the column for protested paper on your check sheet.
Muke no entry for the protested fees until paid. Put note in note teller’s envelope.

No. 111.—Note No. 574 should be charged to G. W. Young.

No. 112.—Note Paid by Certified Check. Note No. 578 has been paid by certified
check on Commercial National Bank, Chicago. Mark the note paid. Make an entry in the
““Correspondents” column, charging Commercial National Bank and place the note in your
envelope for outgoing papers. Place the certified check in note teller’s envelope.

No. 113.—Note Paid Before Due. Note No. 585 is not due until June 30th, but the
maker wishes to pay it to-day in cash. Treat it as if it were due on the 29th.

No. 114.—Charge Tickets from the Discount Clerk.—In your work you will find
three charge tickets made out by the discount clerk for notes Nos. 580, 588, and 571. These
notes have been sent away for collection. It is customary to charge up bills discounted sent
away for collection on the day on which they are due. (Collections are not charged up until
report of collection has been received.) Enter the charge tickets in your ¢ Correspondents”
column, after which put them in note teller’s envelope.

The banks to which the notes have been sent are charged with the face of the notes. No entry is made
for the collection and exchange until the collecting bank sends notice of collection. When this notice is
received, Collection and Exchange is debited and the bank credited for the amount.

No. 115.—In your papers you will find credit tickets made out by the discount clerk for
hills discounted credited to depositors. Enter the amounts shown on these tickets in the
proper column to the credit of the depositors, after which put the tickets in the note teller’s
cuvelope.

No. 116.—In your papers you will find a credit ticket made out by the discount clerk
for demand loans credited to depositors. Treat this as you treated the preceding number.

No. 117.—Demand Note Paid. Mason & Hamlin wish to pay their demand note for
$12000.00, and have instructed you to charge the note and interest to their account. Find
the interest on the face of the note from the date it was given to the present time. Write
the interest above the amount in red ink. Draw a slanting line and write the amount of the
interest and the face of the note in red ink to the right of the line. (For form, see page 71.)
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Mark the note paid and place it in the note teller’s envelope; make entry in demand loan
register; charge Mason & Hamlin on your check sheet with the face of the note, plus the
interest. Credit Interest and Discount with the amount of the interest, and Demand Loans,
Paid, with the face of the note.

No. 118.—G. W. Young wishes to pay his demand note foy $2000.00, and Chas. D.
Thomas & Co. wish to pay their demand note for $25000.00. They have instructed you to
charge the notes and interest to their accounts. Treat thesé notes as you treated the preced-
ing transaction. | ’

No. 119.—The collection clerk has given you the following paper:

Nos. 829, 828, 837, 839, 831, 840, 832, 841; also check on Chase National Bank, City,
for $7000.00. (You will find these notes, etc., in your note teller’s work.)

No. 120.—Collection Charged to a Depositor. Note No. 829 should be charged
to J. E. Murphy and credited to Thomas Wilson. No deduction is made for collection and
exchange. Make out credit ticket favor of Thos. Wilson. (See form, page 98.) Put both
the note and the credit ticket in the note teller’s envelope.

No. 121.—Note No. 828 should be treated as the preceding transaction was treated.

No. 122.—Note No. 837 should be charged to Chas. D. Thomas & Co. Collection and
Exchange deducted, $12.00. The proceeds of the note ($11988.00) should be remitted to
the People’s Bank, Sedalia, Mo., by draft on the City National Bank, New York. Fill out
New York draft, and write letter according to form shown on page 79. Place the draft and
the letter in your envelope for outgoing papers. Enter the amount of the collection and
exchange under ¢ Collection and Exchange,” and the amount of the draft to the credit of
‘¢ Correspondents” (City National Bank) under ‘“ Bank drafts drawn.” Chas. D. Thomas &
Co. are charged with the face of the note. (Do not open an account with People’s Bank.)
As the City National Bank is credited from the draft register at the close of the day, no
credit ticket should be made out.

No. 123.—Collection Certified for Clearing House. Note No. 839 should be
certified for the clearings. Collection and exchange deducted, $9.80. Oredit Second
National Bank, Omaha, with the proceeds. Credit Collection and Exchange with the amount
of the collection and exchange, and enter the face of the note in the ‘“ Clearings” column.
Make out a credit ticket and place the note and the ticket in the note teller’s envelope.

No. 124.—Collection Paid in Cash. Note No. 831 has been paid in cash. Collec-
tion and exchange deducted, $7.00. Debit Cash with the face of the note, credit Collection
and Exchange with $7.00, and credit City National Bank, New York, with the proceeds of the
note. Make out credit ticket favor City National Bank and put it in note teller’s envelope.
Take proper amount of cash from envelope for incoming cash and put it in your note teller’s
envelope.

No. 125.—Note No. 840 is charged to J. L. Woodruff. Collection and exchange
deducted, $6.83. Charge J. L. Woodruff, credit Collection and Exchange and Third
National Bank, Newport. (Make out credit ticket.)

No. 126.—Note No. 832 paid in cash. No collection and exchange deducted. Face of
note credited to J. H. McDowell. (Make out ticket.)

No. 127.—Note No. 841 is presented to Brown Bros., and paid in cash. Collection and
exchange deducted, $5.00. Credit proceeds to Ray Bros. & Co. (Credit ticket.)
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No. 128.—Protest Fees and Protested Note Paid. C. E. Long has paid his pro-
tested note and protest fees in cash. Protest fees, $4.50. Amount of cash received, $5004.50.
H. A. Arthur has paid Kincaid’s protested note, on which he (Arthur) is endorser, and
protest fees in cash. Protest fees, $4.75.

In each of the above instances debit Cash and credit Notary Fecs and Protested Paper.

No. 129.—Check of R. M. Scotten on the Chase National Bank for $7000.00, which has
_ been sent you for collection by Second National Bank, Boston, should be presented to the
Chase National Bank for certification. (The student will present the check to his teacher for
certification.) An entry should be made in the ¢ Clearings” column and in the ‘¢ Correspond-
ents’ Credit” column for $7000.00. (Credit ticket.) No charge for collection and exchange.

No. 130—The following cash items have been turned over to you: Receiving Teller,
§933.09; Paying Teller, $1700.00; and Mail Clerk, $3309.54. The items from the receiving
and paying tellers you will find in your note teller’s work. Examine them and see if they
agree with the amounts above mentioned. If they do, make the entries in the column
entitled ¢ City Cash Items” and ‘“Sundry Credit” column. (For form refer to model check
sheet, page 92.)  As the work for the mail clerk has not yet been performed by the student
he cannot receive these items, but the amount ($3309.54) should be entered on the check
sheet. . Place the city cash items in your note teller’s work for June 30th.

No. 131.—You have collected during the day cash items to the amount of $4000.00.
Collect the amount in cash, and make an entry in the ‘Currency ” column and in the ¢ City
Cash Items. (Cr.)” Take $4000.00 in city cash items (checks of J. H. Houston & Bro., M. J.
Moore, and R. L. Early & Co.) from your note teller’s work, and place these items in your
otitgoing papers.

No. 132.—(a) Take all the papers out of your note teller’s envelope and sort them into
piles to correspond with the titles of the several columns on the note teller’s check sheet.

() Take all items which are charged to depositors and check them against the amounts
ghown in the column entitled ¢ Depositors™ at top of check sheet. If they agree, place
these items in the individual bookkeeper’s work for June 29th.

(¢) Take all items which are charged to out of town banks and check them against the
items shown in the ¢ Correspondents Debit ” column. If they agree, place the items in the
mail clerk’s work for June 29th.

() Take all items for the clearing house and check them against the items in the
“Clearings” column. If they agree, place the items in the envelope for clearings.

(¢) Check all protested papers against the ¢ Protested Paper” column at top of check
sheet, and put the paper in the note teller’s work for June 30th.

(f) Take all credit tickets made out by the discount clerk and check them against the
items shown in column entitled ¢¢ Bills Discounted and Demand Loans Credited to Deposi-
tors.” If they agree, put the tickets in the individual bookkeeper’s work for June 29th.

(g9) Take all tickets made out by the collection clerk in favor of depositors and check
them against the items in the column entitled ¢“Collections Credited to Depositors.” If
they agree, place the tickets in the individual bookkeeper’s work for June 29th.

(&) Take all items indicating credits to out of town banks and check them against the
items in the ¢ Correspondents Credit” column. If they agree, place the items in the mail
clerk’s work for June 29th. In making the above comparison, drafts drawn by us on other
banks must not he included, as the corresponding credit will be found in the draft register.
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No. 133.—Foot the columns of your check sheet. Make out a credit ticket for the foot-
ing of the column entitled ‘“ Notary Fees,” and place the iicket in the individual book-
keeper’s work for June 20th.

Make out note teller’s proof. (See form, page 95.)

In making the entry for demand loans on debit gide of proof, take the total only of
demand loans made this day, June 29th.

After the note teller’s proof is examined by your teacher, place it in the general book-
keeper’s work for June 29th.

In case you have an error in your work, proceed to locate it according to the instructions
given below:

How 10 LocaTE ERRORS IN NoTE TELLER’S CHECK SHEET AND PROOF.

(@) Review your additions.

(8) See if your cash on hand agrees with footing of the currency column.

(c) Ascertain if you have transferred the proper amounts of interest and discount and
collection and exchange from the discount register to the check sheet.

(d) Ascertain if you have transferred the proper amount of bills discounted and demand
loans from the discount and demand loan registers to the debit side of the proof.

(6) Ascertain if you have transferred the proper amount from the discount tickler to the
credit side of the proof.

(f) See if your city cash items on hand agree with the amount shown after ¢ City Cash
Items Unpaid” on debit side of proof.

(9) Trace the entries from the discount register to the check sheet.

In looking for errors always check the entries as you proceed.

(%) Trace the entries for demand loans made during the day from the demand loans
register to the check sheet.

(¢) Trace the entries from the discount tickler to the check sheet.

(7) Obtain frowmn.the bookkeepers all tickets made out from the collection tickler and
check them against the entries on the sheet. These tickets should also be compared with
the entries on the tickler, to avoid the possibility of omitting an entry.

(%) Obtain from the discount clerk the tickets for demand loans paid during the day and
check them against entries on the sheet.

(!) See if the amounts after ‘“ Receiving Teller,” ¢ Paying Teller,” and ¢ Mail” under
¢ City Cash Items” agree with the amounts under ¢ Sundry” at bottom of sheet.

(m) See if the amounts under ‘¢ City Cash Items” at bottom of sheet are entered in the
Currency column.

(n) Ascertain if all protested paper paid during the day is entered, and if the debits and
credits of these entries balance.

(0) Ascertain if all notary fees have been entered and if such entries have proper debits.

(p) If there are any unchecked entries on the check sheet, ascertain if they are proper
entries and if their debits and credits are of equal amounts.

(7) Obtain your checks, notes, etc., etc., from the individual bookkeeper, the mail clerk,
and clearings, and compare them with the amounts shown on the check sheet, reviewing the
work given in the book.
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MAIL CLERK.

Mail Clerk’s Work.—The work for June 29th will be found in the envelope labeled
¢ Mail Clerk’s Work for June 29th ”” in your package of incoming papers.

Mail Clerk’s Envelope.—In this envelope will be placed all paper which you receive
which is to be retained by you.

MEMORANDA FOR TRANSACTIONS.

No. 134.—In handling all mail proceed as follows: :

(e) Open the envelope and take out the letters and checks. (4) Compare the items
enumerated in the letter with the checks, checking the amounts in the letter with a pencil.
If the items agree with those shown by the letter, verify the footing of the letter, and if
found correct, place the checks in your mail clerk’s envelope. (¢) Enter the amounts shown
in the letter on your mail check sheet. The explanations in the column ‘“On Whom
Drawn” will indicate the column on the check sheet in which the items are to be entered.
(d) Enter the total of the letter, less collection and exchange, in the lust column of the
check sheet. Place a check mark on the letter and put it in your mail clerk’s envelope.

The following remittances of cash items have been received from other banks:

No. 135.—Collection and exchange deducted, $.70. Subtract the amount of the collec-
tion and exchange from the footing of the letter, and enter the amount of collection and
exchange in the ¢ Collection and Exchange ” column of your check sheet. Enter the net
amount of the remittance ($7510.90) in the column entitled ‘‘Net Amount Credited to
Correspondent.”

Nos. 136, 137.
No. 138.—Collection and exchange deducted, $7.85, (See transaction No. 135.)

No. 139.

No. 140.—Draft on Harper Bros. & Co. of Rochester should be entered as a city cash
item. (All sight drafts on business firms in our city, which are remitted to us as cash,
should be entered as city cash items.)

No. 141, 142, 143, 144.—Collection and exchange deducted, $1.00.

No. 145.—Take all checks, drafts, etc., from your mail clerk’s envelope, and sort them,
putting the checks on our bank in one pile, the clearings checks in another, etc. Take the
checks on our bank and compare them with the amounts shown in the column entitled
“Qur Bank” on your check sheet, plucing a check mark in front of the items as the com-
parison is made. If the items are correct, write the words “ From mail clerk June 29th” on
a slip of paper, put it with the checks, and place a rubber band around them, after which put
the checks in the individual bookkeeper’s work for June 29th.  Treat the other checks and
papers in a similar manner. Put those for the clearing house in the clearing house envelope,
those for the correspondents in the mail clerk’s work for June 29th, and city cash items in
the note teller’s work for June 29th.

No. 146.—Add the columns of your check sheet, and make out mail clerk’s proof accord-
ing to form shown on page 109. Put the proof in the general bookkeeper’s work for June 29th.

No. 147.—Take the letters you receive from correspondents and enter the net amounts
to be credited to the various bunks in your correspondents’ ledger. (See form, page 110.)
Before making the entries in the correspondents’ ledger it will be necessary for you to open
accounts with your correspondents, as instructed in the following transaction:



174 MODERN BANKING AND BANK ACCOUNTING.

No. 148.—Open accounts with your correspondents in your correspondents’ ledger (sec
Jorm, page 110), leaving the number of lines and using balance as indicated.

Second National Bank, Boston, 20 lines, Cr. balance, $143600.00.

American Exchange Bank, Baltimore, 4 lines, no balance.

Commercial National Bank, Chicago, 18 lines, Dr. balance, $175264.08.

Fourth National Bank, Cincinnati, 10 lines, Cr. balance, $60350.58.

Tenth National Bank, Cleveland, 10 lines, Cr. balance, $136284.25.

Bank of Commerce, Dallas, Texas, 8 lines, Cr. balance, $95862.40.

First National Bank, Ithaca, N. Y., 7 lines, no balance.

Missouri National Bank, Kansas City, 10 lines, Dr. balance, $90583.20.

City National Bank, New York, 28 lines, Dr. balance, $146271.35.

Fourth National Bank, New York, 14 lines, Dr. balance, $150026.04.

Third National Bank, Newport, 8 lines, Dr. balance, $25146.10.

National State Bank, New Orleans, 10 lines, Dr. balance, $100000.00.

Second National Bank, Omaha, 12 lines, Dr. balance, $3009.18.

Continental Bank, Philadelphia, 16 lines, Dr. balance, $68526.12.

Boatmen’s Bank, St. Louis, 12 lines, no balance.

First National Bank, San Francisco, 7 lines, no balance.

Bank of Commerce, St. I’aul, 7 lines, Dr. balance, $83624.00.

Third National Bank, Syracuse, 7 lines, no balance.

Merchants Bank, Scranton, 7 lines, no balance.

Parr’s Bank, London, England, 7 lines, no balance.

Enter debit balances in red ink and credit balances in black ink. (For form, see model
ledger, page 110.) After entering the above balances on your ledger find the sum of all the
red ink balances, and from their sum subtract the sum of the black ink balances. The
difference should be $406352.84. Do not make any entries in your ledger if your difference
does not agree with the above mentioned amount, but check over your work until you locate
your error.

No. 149.—In your mail clerk’s work for June 29th you will find a number of checks,
drafts, etc., which have been given you by the receiving teller, paying teller and note teller
to be sent away to other banks. Take these out and enter them in your correspondents’
ledger, according to instructions given on page 112, section 119.

Remit checks on cities near Philadelphia to the Continental Bank, Philadelphia; remit
checks on cities near Boston to the Second National Bank, Boston, and so on. Checks on
Ithaca, N. Y., Syracuse, N. Y., Scranton, Pa., and other citics near you, but not near any
of your regular correspondents, should be sent direct to the banks on which they are
drawn, with the request that the proceeds be remitted to you by New York draft. Accounts
will have to be opened in your correspondents’ ledger with these banks, although they are
not regarded as regular correspondents.

After making the entries in the ledger write letters to the different banks (see model, page
111), and enclose the remittance items in these letters. After writing the letters compare the
items very carefully with the amounts shown in the letters, after which compare the letters
with the amounts shown in your correspondents’ ledger. If they agree, place the letters in
properly directed envelopes, and put them in your outgoing papers.

In most banks the letters are not sent out until the proof of the correspondents’ debits is obtained, and
this is undoubtedly the proper mode of procedure.
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No. 150.—Take your draft book as filled out by the paying teller, and from the stubs of
the drafts sold write up your draft register as shown on page 109. Carry the footings of the
draft register to the proper account in your correspondents’ ledger.

No. 151.—Extend the balances in your correspondents’ ledger. You cannot make out
proof of the ledger until after the general bookkeeper’s proof is compiled.

.

LisTiING CHEckS FOR THE CLEARING HOUSE.

No. 152.—Take all checks from envelope labeled ‘‘Checks for Clearing House” and
enter them in your clearing house register under the names of the various banks on which
they are drawn. Foot the account of each bank and transfer the footings to the debit
column of the settling clerk’s statement for June 30th. This statement will be found in the
paying teller’s work for June 30th. (Fur explanation of clearing house, see page 82, section 84.)
Find the difference between the debits and credits of the settling clerk’s statement. The
difference will be the amount you will have to pay the clearing house in cash on June 30th
(your next day’s work).

All post office and express money orders should be entered under Chase National Bank,
as this bank is designated to attend to the clearing of the post office and express money orders.

Put your clearing house checks in envelopes. List the checks on the back of the
envelopes. Place a rubber band around the package and put it in your paying teller’s work
for June 30th.

INDIVIDUAL BOOKKEEPER.
JUNE 29.

Individual Bookkeeper’s Work.—Work for June 29th will be found in the envelope
labeled ‘“ Individual Bookkeeper’s Work for June 29th.”

No. 153.—Opening the Individual Ledger. Take your Individual Ledger and write
the following names therein, leaving space and writing balances as indicated.

J. H. Anderson, Cr. balance, $21368.50, one line. (For method of writing ndmes on
the individual ledger, see form of ledger, page 128a.)

Geo. C. Bain, overdraft, $400.00, one line. (All overdrafts should be written in red ink.)

John H. Cameron, Cr. balance, $18352.60, one line.

Century Publishing Co., Cr. balance, $36284.20, one line.

W. B. Culver, Cr. balance, $162583.70, three lines.

R. Dawson Conrad, Cr. balance, $4000.00, one line.

H. R. Day, Cr. balance, $123582.10, two lines.

John A. Fullwood, Cr. balance, $6384.18, one line.

Arthur Hines, Cr. balance, $63437.29, two lines.

Howe & King, Cr. balance, $184537.00, three lines.

W. B. Lyons, Cr. balance, #52111.00, two lines.

Mason & Hamlin, Cr. balance, $132623.40, three lines.

J. H. McDowell, Cr. balance, $10000.00, one line.

John C. Mills, Cr. balance, $12865.83, one line.

J. E. Murphy, Cr. balance, $44000.00, two lines.

W. D. Myers. Cr. balance, $12009.60, one line.
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" New York Central R. R. Co., Cr. balance, $200000.00, one line.
John O’Connor, Cr. balance, $26500.00, two lines.
Randolph & Clowes, Cr. balance, $247982.05, four lines.

W. H. Raymond, overdraft, $250.00, one line.

Ray Bros. & Co., Cr. balance, $173628.11, two lines.

F. A. Sampson, Cr. balance, $19426.10, two lines.

Mrs. R. C. Sneed, Cr. balance, $15823.47, two lines.

R. C. Simpson, Cr. balance, $200.00, one linec.

Geo. C. Smith, Cr. balance, $1000.00, one line.

M. J. Samuels, Cr. balance, £500.00, one line.

R. L. Smith & Co., Cr. balance, #84325.00, three lines.
Chas. D. Thomas & Co., Cr. balance, $95684.12, three lines.
Chas. R. Taylor, Cr. balance, $6841.15, one line.

L. M. Thomson, Cr. balance, $27386.40, two lines.

Percy Trantum, Cr. balance, $12600.00, one line.

Mary V. Waters, Cr. balance, 9368.74, two lines.

J. L. Woodruff, Cr. balance, %56321.43, two lines.

Henry W. Washburn, Cr. balance, $62000.00, onc line.
Thos. Wilson. Cr. balance, $12340.00, one line.

Wm. E. West, Cr. balance, $8000.00, one linc. ;
Wilson, Hinkle & Co., Cr. balance, $1250.00, one line.
Wilson Mfg. Co., Cr. balance, $3000.00, one line.

G. W. Young, Cr. balance, $115623.75, two lines.

Sundry Depositors:

H. A. Arthur, no balance, one line.

R. M. Duavis, Cr. balance, $100.00, one line.

H. G. Hoffman, Cr. balance, $50.00, one line.

E. C. Tabor, Cr. balance, ¥200.00, one line.

E. H. Sutherland, Cr. balance, 350.00, one line.

Sundry Discounts, no balance, six lines.

Notary Account, Cr. balance, $850.00, one line. ‘

Certificates of Deposit, Cr. balance, $65634.20, two lines.

Certified Checks, Cr. balance, $48358.36, four lines.

Cashier’s Checks, Cr. balance, $1123.25, one line.

After entering your balances in the individual ledger, ascertain the total. The sum of
the credit balances, minus the overdrafts, should be $2172755.53.

Do not make any entries in your ledger until the sum of your balances agrees with the
amount named above.

No. 154.—Take all the checks from your individual bookkeeper’s work for June 29th,
and sort them according to the instructions given on page 127, section 128.

Enter the checks in the column entitled ‘“ Check in Detail.” Ascertain the totals of the
checks after the several names and enter the totals in the column entitled ¢ Total Checks.”
Foot the columns entitled ¢“Checks in Detail” and ¢ Total Checks.” The footings of
these columns should agree. They are proved by the general bookkeeper’s proof sheet.
Your proof cannot be obtained until the general proof sheet is made out. Put a rubber
band around the checks and place them in your envelope for outgoing papers.
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No. 1565.—Take the deposit slips from your individual bookkeeper’s work for June 29th,
and enter them inythe column entitled ‘‘ Deposits.” Foot the column for deposits. This
column is proved by the general bookkeeper’s proof sheet. Place a rubber band around the
deposit tickets and put them in your envelope for outgoing papers.

IMPORTANT NoTE.—Do not extend the balances in the balance column untll after your
checks and deposits are proved by the general bookkeeper’s proof sheet. This proof will be
obtained in your next work.

GENERAL BOOKKEEPER.
JUNE 29.

No. 156.—Compile general proof sheet according to form given on page 138.

INsTRUCTIONS.—The general proof sheet is compiled from the receiving teller’s, paying
teller’s, note teller’s, and mail clerk’s proofs for June 29th. (Ses tnstructions, page 148, sec-
tion 164.)

Cash on hand from yesterdav is $298199.48; this includes bills, coin, clearings, checks,
and cash items, both city and foreign.

No. 157.—Ascertain if the total checks as shown by the individual ledger agrees with

the footing of the column entitled ¢ Individual Ledger Debits” on the general proof.

~Ascertain if the footing of the column entitled ¢ Deposits” on the individual .ledger agrees

with the footing of the column entitled ‘“ Proof of Individual Ledger Credits” on general
proof. Extend bulances in individual ledger.

No. 158.—Make out proof of the correspondents’ ledger according to form shown on
page 112. In case the proot does not balance proceed as follows: Find the total of the
debits in your correspondents’ ledger for June 29th, and ascertain if this total agrees with
the footing of the column entitled ¢ Proof of Correspondents Debits,” on the general proof
shect. Find the total of the credits in your correspondents’ ledger for June 29th, and ascer-
tain if it agrees with the footing of the column entitled ‘“ Proof of Correspondents Credits.”
This proves the correctness of the entries for June 29th on the correspondents’ ledger, and
if the day’s entries are correct and the proof does not bulance, it is evident that the error has
been made in extending the balances in the correspondents’ ledger.

No. 159.—Ascertain if the amount of the checks for the clearings agrees with the footing
of the column entitled ¢‘ Clearings Proof” on the general proof sheet.

No. 160.—Write the following accounts in your general balance ledger with balances as
indicated. (See form of general balance ledger, page 142.)

Bills Discounted, Dr. balance, $2398790.29. (All Dr. balances must be written in red
ink.) Cash, Dr. balance, $298199.48. Correspondents, Dr. balance, $406352.84. Demand
Loans, Dr. balances, $190500.00. Due from U. S. Treasurer, Dr. balance, 1000 00.
Furniture and Fixtures, Dr. balance, $47500.00. 5% Redemption Fund, Dr. balance, $9000.00.
Protested Paper, Dr. balance, $12000.00. Premium on U. 8. Bonds, Dr. balance, $3000.00.
Real Estate and Mortgages, Dr. balance, $44014.97. Stocks and Bonds, Dr. balance,
$145000.00. Sundry Expense, Dr. balance, $193.20. Salaries, Dr. balance, $9720.00.
Taxes, Dr. balances, $560.00. U. S. Bonds to Secure Circulation, Dr. balance, $200000.00.

Capital Stock, Cr. balance, $750000.00. (All Cr. balances should be written in black
ink.) Circulation, Cr. balance, #180000.00. Collection and Exchange, Cr. balance, $26559.30.
Dividends Unpaid, Cr. balance, 2135.00. Deposits, Cr. balance, $2172755.563. Interest

12
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and Discount, Cr. balance, $34016.20. Loss and Gain, no balance. Surplus Fund, Cr.
balance, $600000.00. Undivided Profits, Cr. balance, $364.75. Ascertain if the footings of
the debits and credits are equal. The footing should be $3765830.78.

No. 161.—Enter the debits and credits as shown by the general proof sheet in the
general balance ledger, and extend the new balance for June 29th. After extending the
new balances foot the debits and credits and see that the footings are equal.

No. 162.—Make out daily statement according to form shown on page 142. (For list of
banks which are approved reserve agents, see page 119.) Submit your daily statement to your
teacher for examination and approval.

RECEIVING TELLER.
JUNE 30.

No. 163.—Collection and exchange deducted, $12.70.

Nos. 164, 165.

No. 166.—Collection and exchange deducted, $1.40.

No. 167.—Certificate of deposit favor of A. C. Baldwin for $4000.00.

No. 168.—Collection and exchange deducted, $1.30.

No. 169.—Collection and exchange deducted, $15.10.

No. 170.—Collection and exchange, $1.00. Paid in cash.

No. 171.—Collection and exchange deducted, $8.60.

No. 172.—Certificate of deposit favor of J. H. Janes for $8500.00.

Nos. 173, 174, 175, 176.

No. 177.—Turn over to the paying teller cash, $8000.00. Foot your check sheet and
make out receiving teller’s proof. (In this set your teacher will examine only your general

proof sheet, daily statement, and report to the comptroller. Your receiving teller’s proof,
paying teller’s proof, ctc., need not be submitted to him.)

PAYING TELLER.
JUNE 30.
Nos. 178, 179, 180, 181.
No. 182.—Collection and exchange deducted, $10.00; difference paid in cash.
No. 183.—Collection and exchange deducted, $1.25.
Nos. 184, 185, 186, 187.

No. 188.—Check for New York draft favor of Mason & Ilamlin for $1000.00. Collec-
tion and exchange, $2.25. Total, $1002.25.

No. 189.—Presented by J. L. Woodruff for certification.
No. 190.—Prescnted by H. D. Minter for certification.
Nos. 191, 192, 193, 194, 195.

No. 196.—Collection and exchange deducted, $1.21.

No. 197.—Collection and exchange deducted, $9.50.

No. 198.—Check for New York draft favor of D. H.Smith & Co. for $500.00. Collection
and exchange, $1.00. Paid in cash. (Take money from cnvelope containing incoming cash.)
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No. 199.—Check for New York draft favor of Howe & King for $625.00. Collection
and exchange, $1.50. Paid in cash.

No. 200.—Send $9000.00 by express to Parr’s Bank, London, England, to be placed to
your credit. Pay express charges, $10.00.

IxsTrRUCTIONS.—Take $9010.00 in cash and place it in your envelope for outgoing papers.
In your incoming papers you find express receipt for $9000.00. Make out charge ticket
for $9000.00 against Par’s Bank, and put it in mail clerk’s work for June 29th. Make entry
in the ¢ Correspondents” column of your check sheet. Enter express charges on check
sheet in lower part of column for ““Sundry Expeuse,” but debit Collection and Exchange,
and when you make out proof be sure that the $10.00 is charged to Collection and Exchange
and not to Sundry expense.

No 201.—Check for New York draft favor of Lord & Thomas for $600.00. Exchange,
$1.25. Paid in cash.

No. 202.—New York draft favor of A. G. Hollis for $2000.00. Collection and exchange,
$4.00. Total, $2004.00. Entire amount paid in cash.

Nos. 203, 204, 205, 206.

No. 207.—New York draft favor of R. R. Cobbin for $590.00. Collection and exchange,
$1.50. Total, $591.50. Paid in cash.

No. 208.—Collection and exchange deducted, $15.00.

Nos. 209, 210, 211, 212, 213, 214.

No. 215.—New York draft favor of Chas. Waller for $960.00. Collection and exchange,
$2.50. Total, $962.50. Paid in cash. .

No. 216.—Presented by Amos J. Smythe for certification.

No. 217.—Presented by W. B. Culver for certification.

Nos. 218, 219, 220, 221, 222, 223, 224.

Nos. 225 (Sundry expense bill), 226, 227.

No. 228.—Letter of credit favor of Geo. II. Morrison on Puarr’s Bunk of London for
£200. Rate of exchange, $4.86. Commission, 9.75. Total amount paid, $981.75.

INsTrRUCTIONS.—Write ¢ Parr’s Bank ” in the lower part of the column for drafts, on your
check sheet, and make entry for letter of credit as if it were a draft drawn on Parr’s Bank.
Write ¢“$972.00” in the column for drafts,and ‘“$9.75” in the column for exchange. In posting
to your correspondents’ ledger, the amounts of letters of credit and foreign exchange which
are drawn on Parr’s Bank must be entered to the credit of Purr’s Bank, and drafts drawn on
New York must be entered to the credit of the City National Bank. (For full explanation
of letter of credit and how to fill out blank form, see page 195.)

No. 229.—Foreign bill of cxchange fuvor of Lord & Taylor for £30. Current rate of
exchange, $4.86. Exchange on draft, $3.50. Total, $246.50. Paid in cash.

INsTRUCTIONS.—Draw the foreign bill of exchange or draft on Parr’s Bank of London.
Make entry under Parr’s Bank on check sheet for #243.00 in the draft column, and $3.50 in
the column for exchange. (For full explanation of foreign bills of exchange, see page 194.)

No. 230.—The receiving teller has turned over to you during the day cash, $3000.00.
No. 231.—Count your cash and make out paying teller’s firat proof and second proof.
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DISCOUNT CLERK
JUNE 30.

The following paper has been presented for discount and accepted by the cashier:

No. 232.—Presented by Randolph & Clowes, discounted at 6%. (See transaction No.
82, page 165.) '

No. 233.—Discounted at 6%. Collection and exchange, }%.

No. 234.—Discounted at 6%. Collection and exchange, }%.

Nos. 235, 236.—Discounted at 6%.

No. 287.—Discounted at 6%. Collection and exchange, 4.

No. 238.—Transfer the entries from the discount register to the discount tickler.

The following demand loans have been made:

No. 2839.—No collateral. ,

No. 240.—Accompanied by personal notes for collateral.

No. 241.—Accompanied by New York Central R. R. stock for collateral.

No. 242.—Paper entered in the discount tickler hus been disposed of as follows:

Note No. 583 charged to W. B. Lyons.

Note No. 586 certified for clearings.

Note No. 579 certified for clearings.

Note No. 581 charged to City National Bank, New York.

(Make out charge tickets for out-of-town paper and put in note teller’s work for June 30th.)

Note No. 575 charged to Continental Bank, Philadelphia.

Note No. 591 protested for non-payment. Protest fees, $2.00. (Make no entry for pro-
test fees until paid.) :

Note No. 577 charged to Second National Bank, Boston.

Note No. 593 paid in cash.

Note No. 584 charged to Commercial National Bank, Chicago.

Note No. 592 charged to Fourth National Bank, New York.

Note No. 594 charged to Boatmen’s Bunk, St. Louis.

Note No. 582, due July 2d, has had a purtial payment of $1000.00 made on it. Enter
the $1000.00 under June 30th. Make notation of partial payment in ‘‘ Remarks” column
after the note, under July 2d.

COLLECTION CLERK.
JUNE 30.

No. 243.—Papcr has been received for collection from the following persons:

II. R. Day; John A. Fullwood; Mrs. R. C. Sneed; G. A. Gordon; Arthur Hines; M. H.
Sims; F. A. Sampson.

No. 244.—Paper has been received for collection from the following banks:

(a) Boatmen’s Bank, St. Louis; ()) Commercial National Bank, Chicago.

No. 245.—Transfer the entries from the collection register to the collection tickler.
Paper payable at sight should be entered under Junc 30th.
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No. 246.—The following paper entered in the collection tickler has been collected:
No. 863 charged to Randolph & Clowes. .

No. 874 charged to W. B. Culver.

No. 881 certified for clearings.

Nos. 879 and 886 have been sent away for collection.. No returns as yet.

No. 897 charged to H. R. Day. :

No. 891 protested. Protest fees, $4.25. Fees charged to Fourth National Bank, Cin-
cinnati.

No. 899 certified for clearings.

No. 868 charged to G. W. Young.

No. 892 paid in cash.

No. 869 sent away for collection. No returns yet.

No. 830 charged to W. D. Myers.

No. 845 paid in cash.

No. 850 charged to Arthur Hines.

Check in favor of G. A. Gordon for $500.00 has been sent to the Continental Bank,

Philadelphia, for collection.
Sight draft on Hiram Graves & Co. of Rochester for $2800.00 has been paid in cash.

NOTE TELLER.
JUNE 30.

No. 247.—Enter the amount of city cash items on hand from yesterday on your check sheet.

No. 248.—The following notes have been given you for collection by the discount clerk:
Nos. 583, 586, 579, 591, 593 and 582. Examine them to see if the numbers correspond.

No. 249.—You have disposed of paper given you by the discount clerk, as follows:

Note No. 583 charged to W. B. Lyons.

Note No. 586 certified for clearing.

Note No. 579 certified for clearings.

Note 591 protested for non-payment. Protest fees, $2.00. (Make no entry for protest
fees until paid.)

Note No. 593 paid in cash.

Note No. 582 partial payment made in cash.

No. 2560.—The following notes have been sent away for collection and are chargcd to

the banks to which they have been sent:
Nos. 581, 575, 577, 584, 592 and 594. Charge tickets for these notes should be made out

by the discount clerk.

No. 251.—Six notes have been discounted to-day, and the proceeds should be credited
to depositors. Make entries from credit tickets made out by the discount clerk.

No. 252.—Three demand loans have been made, credit tickets for which have been made
out by the discount clerk.

No. 253.—Randolph & Clowes have instructed you to charge their demand note of
$70000.00, with interest added, to their account.

No. 264.—L. M. Thomson has instructed you to charge his demand note of $1500.00,
with interest added, to his account. :



182 MODERN BANKING AND BANK ACCOUNTING.

No. 255.—The collection clerk has given you the followmg paper:
Nos. 863, 874, 881, 897, 891, 899, 8§G8, 892, 830, 845, 850, 946 (sight draft on Hiram Graves
& Co.). Examine the paper to see if the numbers correspond.

No. 256.—Paper given you by the collection clerk has been disposed of as follows:

No. 863 charged to Randolph & Clowes and credited to Howe & King.

No. 874. Face of note charged to W. B. Culver. Collection and exchange deducted, $2.00.
Proceeds credited to H. A. Arthur.

No. 881 certified for clearings. Credited to Randolph & Clowes.

No. 897. Face of note charged to H. R. Day. Collection and exchange deducted, %17.00.
Proceeds credited to Bank of Commerce, Dallas.

No. 891 protested for non-payment. Protest fees, 4.25, which are charged to the Fourth
National Bagk, Cincinnati.

No. 899 certified for clearings. Collection and exchange deducted, $10.00. Proceeds
credited to Commercial Bank, Chicago.

No. 868. Face of paper charged to G. W. Young. Collection and exchange deducted,
#6.25. Proceeds credited to Second National Bank, Omaha.

No. 892. Face of paper paid in cash. Collection and exchange, #4.00. Proceeds credited
to Second National Bank, Boston.

No. 830. Face of paper plus interest charged to W. D. Myers. Collectlon and exchange
deducted, %5.50. Proceeds credited to Missouri National Bank, Kansas City.

No. 845 paid in cash. Collection and exchange deducted, 2.50. Proceeds credited to
Second National Bank, Boston.

No. 850 charged to Arthur Hines. Collection and exchange, %2.50. Proceeds credited
to Second National Bank, Boston. ¢

No. 946 paid in cash. Collection and exchange, $3.00. Proceeds, $2797.00, credited to
Commercial National Bank, Chicago.

No. 257.—Carter H. Harrison, indorser on note of John Fowler & Son, which was pro-
tested yesterday, has paid the note and protest fees in cash. Face of note, $9825.00; protest
fees, $3.50.

No. 258.—Your city cash items on hand from yesterday ($5942.63) have been paid in cash.

No. 259.—Paying teller has turned over to you for collection city cash items to the
amount of $850.00. Receiving teller has given you city cash items to the amount of
$3176.71, and the mail clerk will turn over to you cash items to the amount of $16436.20.

No. 260.—Foot your check sheet and make out note teller’s proof.

MAIL CLERK.
JUNE 30.

No. 261.—You have received the daily remittances by mail from other banks.
No. 262.—Collection and exchange deducted, $10.00.

No. 263.—Collection and exchange deducted, $4.30.

Nos. 264, 265, 266, 267.—Collection and exchange deducted, #1.60.

No. 268.

No. 269.—Add the columns of you check sheet and make out mail clerk’s proof.
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No. 270.—Take the letters from correspondents and enter the proceeds of the paper to
the credit of the proper banks in your correspondents’ ledger.

No. 271.—Take the checks, drafts, etc., which you have reccived from the various
tellers and charge them to the proper banks, after which write letters and send the paper
away for collection.

Paper drawn on Columbus, O., should be sent to Cincinnati for collection.

No. 272.—Write up your draft register. You must open a separate account for Parr’s
Bank, London.

No. 273.—Extend the balances in your correspondents’ ledger. You cannot make out
proof until after general bookkeeper’s proof is compiled.

No. 274.—Make out list of checks for clearing house. This work belongs to the collec-
tion clerk, but as it cannot be performed until after the mail clerk’s check sheet is written .
out, it is placed after the mail clerk’s work.

INDIVIDUAL BOOKKEEPER.
JUNE 30.

No. 275.—Tuke all checks and deposit tickets and enter them in your ledger. Do not
extend balances until after your work is proved by general bookkeeper’s proof sheet. (Be
sure to enter the total of checks certified during the day.)

GENERAL BOOKKEEPER.
JUNE 30.

No. 276.—Compile general proof sheet.

No. 277.—Ascertain if the total of the checks as shown by the individual ]cdger agrees
with the column entitled ‘“ Individual Ledger Debits” on the general proof sheet. Ascertain
if the footing of the column entitled ¢‘Deposits” on the individual ledger agrces with the
footing of the column entitled ¢ Proof of Individual Ledger Credits ” on general proof.

No. 278.—Make out proof of correspondents’ ledger. (For instructions, see No. 168,
page 177.)

No. 279.—Ascertain if your clearing house checks agree with your proof.

No. 280.—Extend balances in individual ledger. '

No. 281.—Write up your general balance ledger.

No. 282.—Make out daily statement.

No. 283.—Make out report to comptroller, according to form shown on page 144a.

No. 284.—Submit your general proof sheet, your daily statement and your report to the
comptroller, to your teacher for examination and approval.
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BANKING CUSTOMS.

CLEARING HOUSE.

A Clearing House is an association of banks, organized to facilitate daily settlements
of exchanges between banks.

Exchanges, in banking parlance, has reference to checks, certified notes, etc., held by one bank and pay-
able at another in the same city, both banks being members of the clearing house.

The aggregate amount of exchanges represents the clearing for the day. At the present
time all large cities have clearing houses, and nearly all the banks in these cities arc mem-
bers. Each clearing house elects its own officers and appoints its own committees. The
officers are usually a president, a vice-president, a secretary, a treasurer, and a manager.
The committees comprise a committee of management, a committee on conferences, 8 nomi-
nation committee, a committee on admission, and an arbitration committee. The manager
has full charge of the settling clerks and messengers from the different banks while they
are at the clearing house. He directs the clerical force of the clearing house and dictates
the manner of conducting the daily business transactions.

Preparation of Exchanges.—Banks usually have a case containing compartments, or

: pigeon holes, for each bank which is a member

ForM OF CLEARING HOUSE ENVELOPE. of the clearing house. This case is technically
known as the ‘““rack.” All paper for the clearing
is first indorsed with rubber stamp, and then placed
6. 23. in the pigeon hole for the bank on which it is

drawn.  After being assorted, the paper is taken

Rational Bank of Commetce. out of the pigeon holes and listed on the clearing
house register, after which it is put in envelopes
for the various banks. The checks, etc., are either
SECOND NATIONAL BANK. listed on the backs of the envelopes, as per'fo.rm
gshown, or carbon sheets are used when listing

Z sr e /22, 1904 checks in the clearing house register, and a copy

From &Np. 63.

= of the list is attached to each cnvelope. On the
2 s ac2]acA . following morning, all items received in the morn-
3¢ /24 ing’s mail for the clearing house are assorted,
A cntered in the clearing house register, and placed
»y : in the proper envelopes. These items are known
o A2t as the ““ morning’s additions.”
joi Before being taken to the clearing house, the
total of-the checks, ctc., is ascertained and com-
2.5 .
S 2AA pared with the amount shown by the general proof
sheet. (See page 190.)
2|02 Each check, note, etc., is listed separately. The
7 j opposite illustration shows eleven pieces of paper,
N aggreguting $9448.56, which is the amount of the
/; oL orA exchanges carried by No. 63, the Second National

Bank, to the clearing house against No. 23, the
National Bank of Commerce.
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The Delivery Clerk’s Statement shows the amount of exchanges we have for the
different banks. It is prepared as soon as the clearings are listed on the envelopes, the items

ForM oF DELIVERY CLERK’S STATEMENT.

No. 12. NEW YORK CLEARING HOUSE.

from
CHEMICAL NATIONAL BANK.

. 20190/,
Delivery Clerk’s Statement,

| . | BANKS. i DR. AMOUNTS. |. " SIGNATURE.
- - e | : : —
1 | Bank of N.Y. Nat'l Bkg. Ass'n, / 7 f\f . 7/ |
2 | Bank of the Manhaan Co. ! FES ¥ 22|
I‘ 3 || Merchants' Nationa! Bank, SC#23/ /2 ‘
|4 | Mechanics National Bark. | 25, 0|
i| 6 | Bankof America. i S 2345 /|
7 | Phenix National Bank, L C/P2534
8 || National City Bank. < 25/3)\20 !
10 ll. Tradesmen's National Bank. || &7 73 o4 7 |
(" ‘ Chemical National Bank, |
13 || Merchans' Exch. NatBank, | £ EEFST
| 14 | Gallatin National Bank, i T 7J a

| 15 || Nat1 Butchers' & Drovers' Bank, | & 242 &) 4/

' 16 || Mechanics’ & Traders’ Bank, | /2 0J‘£o|2,7 |

17 | Greenwich Bank, i / %f ﬂ‘ !
| : i |
| 18 | Leather Manufrs National Bank. F2 ;“ 2
" 19 || Seventh National Bank, /SE2 /l
I| 20 | Bank of State of N. Y., i 275728 £o
PY | American Exch. National Bank, 4 2.3/7’/ V4
| | |
23 | Nattonal Bank of Commerce. ] J /7 7 2'. / { f
22f0/2245

i B i i
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being copied directly from the envelopes on to this ~ Form or CLEARING House TICKET.
statement. Tickets are also made ont which show
the amounts of the items for the different banks.
These tickets are taken by the delivery clerk to
the clearing house, and left at the desks of the No. 6.
gettling clerks, so that in case of disagreement the
items may be readily checked off. BANK OF AMERICA.

As the delivery clerk delivers his packages to
the various settling clerks, he takes their receipts From No. 12.
therefor on his statement. This is accomplished
by having the settling clerks write their names in CHEMICAL NATIONAL BANK.
the column entitled ‘‘ Signatures.”

The Settling Clerk’s Statement shows the 9/‘5"2‘-’7 T
amount of exchanges taken to the clearing, the
amount received from the clearing, and the bal-
ance due us or due by us to the clearing house,
as the case may be. The items in the debit column (the amount taken to the clearing)
are entered therein before going to the clearing house, but the credits (the amount
received from the clearing) cannot be entered until the delivery clerks give us such
exchanges as they have for our bank. As these packages are delivered, the settling clerk
receipts for them, and enters the footing of each to the credit of the bank sending it to the
clearing.  After the packages are all delivered, the settling clerk foots the credit column of
his stutement. If the footing of this column is in excess of that of the debit column, it is
evident we have reccived more from the clearing than we took to the clearing, and the
difference indicates the balance we owe the clearing honge. But if the footing of the debit
column is greater than that of the credit, we took more to the clearing than we have received
therefrom, and the balance is in our favor. (See form of settling clerk’s statement, page 157.)

Credit Ticket.—Before going to the clearing house, the scttling clerk makes out a -
credit ticket, showing the total of exchanges for the clearing. When he enters the clearing
house this ticket is placed on the manager’s desk, and a clerk immediately enters the
amount to the credit of the bank bringing the ticket.

ForyM or CREDIT TICKET.

No. 12 . New York Clearing House,iémzéé@. 1902,

CREDIT

CHEMICAL NATIONAL BANK, s 2l2F0|l722|65T

Amount of Checks to Clearing House this day per Messenger.

e

NEW YORK CLEARING HOUSE.
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NEW YORK CLEARING HOUSE.

187

No. 12. CHEMICAL NATIONAL BANK.
Settling Clerk’s Statement/émﬂzzwo /,
No. ;;NKS. T - WDEBIT. » ‘ CREDIT. No.
I ||Bank of N.Y. Nat'l Bkg. Ass'n, / 7%/‘4/;%/ I AVFRE
2 |Bank of the Manhattan Co.. Flrss22| r34277\P4)| 2
3 | Merchants’ National Bank, SEH23/ |2 #4003 7250 '3
4 | Mechanics' National Bank. C25F0|| 2F9426 /|4
6 BankofAmerlcal. 234 s 227356
7 || Phenix National Bank, 16s 52534\ 2428 20 |1
8 || National City Bank, 424‘/372 o 2(/’/&427 |8
10 | Tradesmen's National Bank, 773 {4/37 /25287 40 |10
12 | Chemical National Bank, 12
13 || Merchants' Exch. Nat. Bank, b3bé\Fr| 2 g0 13
14 || Gallatin National Bank, SgI 0 726,426 s |
1S ! Nat'l Butchers' & Drovers' Bank, C242804F) 153028543 |1s |
16 | Mechanics' & Traders' Bank. 120586029 257427 7 16 I
17 || Greenwich Bank, /¥g0 28 P57 17 |
18 || Leather Manuf'rs National Bank, G2782) s27C2(40]| 8 !
19 || Seventh National Bank, /SFC20 ) Fg2y ;{/ 119 !w
20 | Bank of State of N. Y., 2835726 L0 | 2 62344234/] 20 1{
21 | American Exch. National Bank, C2sF0)) £ FE/ 2805 u !
23 || National Bank of Commerce, SIGg2/F | 273 42|65 2B 1{
Footings, 224"0/22](4‘_;224417/{1{] N'
Balance, 2028
L e2ros22/¢s }
|
/;'
| : a
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Balance Ticket.—As soon as the clearing is completed, and the settling clerk foots his
statement, he makes out a balance ticket which shows the amount brought to the clearing,
the amount received from the clearing, and the balance due the clearing house, or due the
bank, as the case may be. This ticket is delivered to the manager of the clearing house, and
a clerk immediately.enters it on the clearing house proof.

ForM oF BALANCE TICKET.

No. 12. New York Clearing Houseygmmz 190/,
& _
@ Amount Received, $ 2 zét/f/f «9/7“
2 ’ Amouot Beough, 52 |20/ 22\¢
g .
(z) Debit, $ l I I I Balance Due Clearing House.
4
< I |22 -|27]
a Ceedit Balance Due CHEMICAL NATIONAL BANK, § /f2-/7

MWM

Routine of Business.—Each bank sends to the clearing house a delivery clerk and a
settling clerk. -As the settling clerk enters the clearing house, he leaves at the desk of the
manager a ticket (see form, page 186), showing the aggregate of the exchanges brought to the
clearing house. This ticket is entered by the manager on the clearing house proof under
the title *“ Banks Cr.”

The desks at the clearing house are usually arranged in longitudinal rows, one desk for a
bank. The settling clerk takes a seat at the desk, while the delivery clerk stands directly
in front of it, with his packages for other banks., At the hour of the clearing, which is
usually 10 o’clock, a gong is rung, and each delivery clerk advances one desk at a time and
delivers to the scttling clerk the items for his bank, taking his receipt therefor on the
delivery clerk’s statement. (See form, page 185.) The settling clerk enters the amount on
his own statement.  (See form, page 187.) After the circuit of the desks is completed, the
delivery clerk gathers up the packages which have been left on the settling clerk’s desk for
his bank, and with these packages and his delivery clerk’s statement he returns to his bank.
He also takes with him a memorandum of the approximate balance in favar of or against
his bank. The settling clerk foots his statement, ascertains the balance due to or by his
bank, and makes out a balance ticket (ses form above), which is sent to the managers
desk. The amounts received, as shown by the bulance tickets, are entered on the clearing
house proof (see form, page 190) in the ‘“Banks Dr.” column. The credit balances due banks
are entered in the column entitled ‘“ Due Banks.” The debit balances due clearing house
are entered in the column entitled ‘Due Clearing House.” The clearing house proof is
now footed. The “Banks Dr.” and ‘“Banks Cr.” columns should balance, and the columns
entitled ‘‘ Due Clearing House” and ¢ Due Banks” should balance. Should there be an
error in the proof, an announcement is made by the manager, and the settling clerks revise
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their work. Forty-five minutes from the time of commencing (10 o’clock) is allowed for a
proof. All banks not having a correct statement at 10:45 A. M. are subject to a fine. For
all errors remaining undiscovered at 11:15 A. M., the fines are doubled, and for those undis-
covered at 12 M. quadrupled. The object is to offeran incentive to banks to have at the
clearing house clerks who are rapid and accurate in figures.

INTERIOR VIEW OF THE NEW YORK CLEARING HOUSE.

Payment of Balances.—If a bank has received more checks, etc., from the clearing
house than it has brought to the clearing house, it is evident that there is a balance due the
clearing house. When this balance is paid, a receipt is given, similar to the one on page 191.

In New York all balances must be paid by the debtor banks to the clearing house between
12:30 and 1:30 P. M. Payment must be made in actual coin, United States legal tender
notes, or clearing house certificates. Should any bank not make payment as provided, the
amount of its balance must be immediately furnished the clearing house by the several banks
exchanging with the defaulting bank, in proportion to the amount of their respective
balances against that bank. The defaulting bank is at once suspended from the clearing
house. At 1:30 P. M., or as soon thereafter as the accounts can be proved, the creditor
banks may receive from the clearing house the balances due thein.
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i

NEW YORK CLEARING HOUSE PROOW}-& 19
u-v;x}- . |L>ui CLEARING "HOUSE. } h n;xs—- u:m il _Tau;; ACI-__ ';—2;6:7;;;‘%
I,mun.v Nat Big. Ass's, | NRYSY /‘ /2(4!/27L’a‘4 72709 (‘4(2.& o)
|Bank of the Manbattan Co.. ‘ 2724 7\ 7/&}(2.'41/ /'2-04‘(.7/44 ;l 2
Merchants National Bank. ! Crv2y 7132425\ 2 Cs2g '( .3
Mechanics’ National Bank. JJfffz_ld 71! zsz ,—vz/‘,«J /fjl sg9br2éz 411 . Z” ‘
Bank of America, : ? 7724 s 147342 Yg1247. ¢
Phenix Nationa) Bank, I LIS T S 12562150 /7&2 JJ::‘*” A
 National City Bank. o2 2;7#2/47/‘ 2d’¢2(2/ «/4 24’320/‘ £2 s “‘
Tradesmen's Nationa! Bank, IR0y /EsI 280540 74 /3 g2 u:;/ ; 0|
Chemical National Bank, 2284915037 22F0/22 (Jj B 1S20724 n
Merchants’ Exch. Nat. Bank, | Pelagive 2 pIr23 7 “rpsAgA 1
ICatlatin Netoa! Ban. | bRy 2lrsudps 5 sP2bpa "
;‘Naﬂ Buchers' & Drovery' Bank. | : /27{”2,'}'; 182988873 Foo22/ 7/ 15|
i- & Traders’ Bank. I8gLds sy 0l S22 0 2500804 |6l
Gresnvich Bank. | ,‘ J7Coo J aJ/'vz{« 2| JIplésksz i
Laather Manuf'rs National Bank. 242969 {{‘g’ féfl/}% ’ . C222¢4 faf! 1.
Seventh National Bank, 77 82 7J‘4/37(2.f¢] (f2_7/413 A:‘f 9
Bank of State of N Y., VA rs A //’2}724," 74@23(0‘/@ )
American Exch Naticnal Bank Jogsé K/z 1C29432/2) 13202 (.;faa Y .
[Natcnal Bk of Commace. - $rP3L 2, /j 12855724 Jro743] Bl
 Nationa! Broddvay Bank. Sogizoy s g2r85AL 420352 47 =
|| Mercante Natlonal Bank: 282572947 3 10288474, 4y dlf/ X
TPaciic Bask, 7(.{322./4{‘ /20852944 2350073/ B
[Naonal Bk of the Repushc, SIoofsiio| 2579279 1grg 7448 L3
(Chatbam National Bank, | Wlaurpud 3002121370 255679947 0|
Pecple’s Bank. | 22814005 wbrrlpssl 242/2472) w)
National Bank of North America. 083,825 «C2 24’4/4&.7% 32/65290¢ 2.
Hanover National Bank, ’ L greszgew sC2357d, 5| bssosdod w
| irvtng Nationl Bank, | 2037457 | Spafadogl  grlrgog w
| Nationsl Citizana® Bank, i 1050F3 ;f.fi S0277\C 7 L257£1 2, % i
Nasssu Bank, Jz (774J21§ 137842274 71’/4‘277’*‘1 Lo
| Markat & Fullon National Bank. soyéialsr.  “20s/2570  dr2s00 | a2
Natioos Shos & Laatar Burk. | 4 44257 00,7 4] 284/52 /07 /2/(400‘«:‘:1* “
' Corn Exchange Bank. ; 3y J Cog42/47) 25362449 «
Continental National Bask, ] | IPCralsT  gls2/204  sporagad el
| Omental Bank. ‘ YL 12,80 244 Gs28d 74 w|
Importers & Traders National Bank. ( | “£282s5| 20254022 /E2pF 23 s3]
, National Park Bank. L /(2734&;%* z/s285902 7 #y;zxf.rq "
| East River National Bank. RS2 SR I P N N SV Y Ve | s
. Fourth Naonal Bank i 23/724.« 1o dsksog “op 222773434 @
i Central Nationa! Bank, \ | s 22, z‘ /72 p(r; z& 9 (72 CHrd @
R Y 2 A RS S A LN T~ T
i T S AR AN Sl R A ==
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ForM oF DR. BALANCE RECEIPT.

No. 26. New York Clearing House7Zmﬂ:4 190 £,
%’ Received from the ¥IRST NATIONAL BANK,
o Z\ '
g Dollars in full for balance due the Associated Banks.
4 .
. B -
| AU | 3_24@/:_4(:”3_ Ass’t \Manager.

If the bank brought more to the clearing house than it received from the clearing house,
the balance would be due the bank, and payment would have to be made by the clearing
house, in which case the receipt given would be similar to the following:

ForM or Cr. BALANCE RECEIPT.,

New York.iw, 190_2.

Recetved of the New York Clearing House,$_ée£2_%’z:%__
s
2

25
o 2P,

In full for balance due from Associated Banks this day.

CASHIER'S RECEIPT.

CHEMICAL NATIONAL BANK.

No. 12.

In the smaller cities, balances are usually settled by issuing drafts on New York, Boston,
Chicago, or other financial centers. In St. Louis, Cincinnati and scveral Western citics, the
practice is to settle at once with the credit banks by drawing manager’s checks on the
debit banks.

Examination of Checks.—All checks, etc., received from the clearing house are first
examined with regard to indorsements, after which the paying teller scrutinizes the signa-
tures. They are next entered to the debit of the proper accounts in the individual ledger.
All items missent, not good, or informal in any way, must be returned directly to the
gending bank.
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Weekly Statement.—Some clearing houses require its members to furnish a weekly
statement showing the average amount of their loans and discounts, specie, legal tender

notes, circulation and deposits.

Draft with Bill of Lading Attached, or Shipper’s Order.—For the convenience
of shippers, railway and steamship companies have provided means whereby goods may be
sent by freight to persons at points however distant, with the assurance that the consignee
cannot obtain actugl possession of them without making payment therefor. This method
of shipment is known as ““ Shipper’s Order,” and is analogous to C. O. D. shipments in the
express buginess.

Whenever the consignor desires to ship goods subject to ‘“ Shipper’s Order,” he should
fill out a freight receipt or bill of lading similar to the following and have it signed by the

local freight agent :

ForM oF FREIGHT RECEIPT.

Form 24. - Rochester,%cﬂ,_ 190_2Z_
Received from ;MM/

By NEW YORK CENTRAL AND HUDSON RIVER RAILROAD CO.

The propea' described below, in apparent good order, except as noted (contents and conditions of contents of rncknges un-
known), mark: igned and desti as ind! d below, which said Company agrees to carry to the said destination, if on
its roa-, otherwise to deliver to another carrier on the route to said destination.

It is mutually a; , in consideration of the freight charged for this service, as to each carrier of all or any of said property
ovor afl or any portion of said route to destination, and as to each F.ﬂy at any time interested in all or any of said property,
that every service to be performed hereunder shall be subject to all the conditions, whether prioted or written, shown or en-
dorsed hereon, and which are hereby agreed to by the shipper and by him accepted for himsel{ and his assigns ax just and

rcasonable.

NARKS, CORBIONFPS AXD DPESTINATION ouscRIPTION OF ARfILES .w..,",f,'%'.'mm

B2t Dl Y,
e

%z% = ¢ Bt B tons NI

M

For New York Central & Hudson River R.R. Co.

Read the conditiens endersed on back of this receipt. i Freight Agent.
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The consignor should attach this bill of lading to a properly drawn draft and give it to
his bank for collection. Such a draft would be similar to the following:

ForM oF DRAFT To AccoMPANY BILL oF LADING.

The bank will indorse both the draft and bill of lading and send them to its correspondent
in the city in which the consignee resides. By paying the draft, the consignee can obtain
possession of the bill of lading, and when this bill of lading, properly indorsed, is presented
to the agent of the transportation company, the goods will be delivered. If the transporta-
tion company delivers the goods without obtaining the bill of lading, it renders itself liable to
the consignor for their full value, and if the amount is not paid by the consignee, it can be
collected from the transportation company.

Reasons for Non-Acceptance.—When a bank presents a draft to the drawee for
acceptance, and acceptance is refused, the messenger or person who presents it should
obtain the reason of the drawee for his refusal. This may be written on the draft, though
banks frequently have a printed list of the ordinary reasons for refusing acceptance, and the
collection clerk or messenger indicates the reason on this printed slip.

ForM oF BANK ADVICE OF NON-ACCEPTANCE.
.

Respectfully,
W. L. MARSHALL, Cashier.

This paper has had our best attention
and is returned for reasons checked below.

The First National Bank.
ROCHESTER, N. Y.

Claims credit for goods returned.

¥ No such party here.

Accepted.

D B! i Lt sorma i
/a @ﬂ sol A&aw 141/“1 'Zz I

Freight bill should be deducted.

Notice given but no response.
Failed.

Will accept draft, payable.
Goods not received.

Will not pay exchange.

Payment refused, no reason given.
Amount not correct.

Acceptance refused, no reason given.
Will send check.

Cannot reach that point.
Never accepts drafts.
Cannot pay at present.
Goods not satisfactory.
Wants extension of time.
Parties cannot be found.

Has paid bill.
Has paid part of bill.

Party will write.
Does not owe this.

Party has written.
Not due.
Not in town.

-
o



194 MODERN BANKING AND BANK ACCOUNTING.

Foreign Exchange.—Many of the larger banks make it a practice to sell bills of
exchange, or drafts, on the prmclpal financial centers of England, France, Germany, and
other countries. These drafts are generally used for making remittances, though travelers
sometimes purchase them instead of letters of credit. The method of handling them does
not differ from that employed for domestic drafts. The bank which draws the draft must
keep a deposit with the drawee bank, and as the drafts are paid they are charged the same

as checks.
ForM or ForReIGN BILL or EXCHANGE.

<3

e Rochester, N. YW/_J, 190/ _
£ é‘;. .g, i __ Stg. U.Ss. A

On demand, pay this SOLE BILL OF EXCHANGE, to the

Order of7%/ Fore

Valae Received.

W & 7~
_ A (AP T 7P
No. 190 M 4 Cashier.

A record of a foreign bill of exchange is made on the stub, thus:

Letters of Advice.—It is customary for StTuB OF FOREIGN BILL OF EXCHANGE.
the bank which draws either foreign or do-
mestic drafts to send a letter of advice to the
drawee bank. This letter should state the date No. 190-
of the draft, its number, in whose favor the s Rochester, N. Y., - —190L, .
draft is drawn, and the amount.

I Pounds Sterling.

Foreign bills of exchange may be divided Recelved fro
into three classes: the sam of §_0J

(2) Bankers’bills, which are drawn by bank- for a Draft of this date and number, in favor of
ers on bankers. A

(6) Commercial bills, which are drawn by 72

ting to £, 2 — 2. — 2

merchants on their customers.

(¢) Documentary bills, which are drawn by
merchants on shippers and are accompanied by
bills of lading.

The form of a documentary bill is the same

as that of an ordinary sight or time draft. (Com- J
mercial bill.) Itsname is derived from the fact M‘
that it is attached to a bill of lading which the £ — :
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consignee must present to the steamship company before the goods will be delivered to him.
As possession of the bill of lading can be obtained only by honoring the draft, payment is
thus made for the consignor’s goods before they actually go out of his possession. It is
practically the same as making C. O. D. shipments in the express business.

Posted or Nominal Rates.—In every large city, there are a number of firms and
persons that make it their business to buy and sell foreign bills of exchange. The rates
that they daily post upon their bulletins for the use of the general public are known as the
posted, or nominal rates of exchange, as distinguished from the actual, or real rates—the
inside terms made to brokers.

Buying and Selling Exchange.—If I owe a person in London £10000, I can ship
him $48665.00 (the par value of a pound sterling being $4.8665) in United States gold, or I
can purchase a foreign bill of exchange for £10000, and remit it to him. The cost of ship-
ping the gold would be {% for freight, 4% for insurance, and from nothing to 4% for abrasion.

If I cannot buy a bill of exchange without paying more than $4.89 for it, the cheaper
way would be to ship the gold.

If a person in London owes me £10000, and I must bear the cost of collecting, I can
draw a draft on him, or have the gold shipped to me to be sold here at its market value. If
I cannot sell the draft for more than %4.84, the cheaper way would be to have the gold
shipped to me.

If our sales of wheat, cotton, provisions, etc., to England are greater than our purchases
of silks, woolens, and fancy goods from English manufacturers, it is evident that England
will owe us more than we owe her, and the balance of trade will be in our favor. In such a
case there would be more persons in New York, Boston, and other financial centers offering
drafts for sale (which they had drawn on persons to whom they had sold goods), than there
would be persons desiring to buy drafts to settle accounts owing English firms, and exchange
would be low, that is, below the par value (%4.8665), and when it decreased in price to a
certain point, the gold would flow into this country, as it would be expedient to pay the cost
of shipping the gold from England to this country, in payment of a debt due, rather than sell
a draft on an English concern for %4.83 or $4.84.

Drawing Drafts Through Foreign Exchange Bankers,—Certain bankers in New
York, San Francisco, and other financial centers, make it their principal business to deal in
foreign exchange. They often act as agents for banks having no foreign correspondents,
permitting such banks to draw their drafts directly on a large list of banks variously located,
8o as to cover practically every quarter of the civilized world. At the time of drawing the
drafts, the bank sends its cashier’s check covering the face of the drafts and the commis-
sion, together with a letter of advice, to the foreign exchange banker (in this country), who
immediately instructs his correspondents to honor the drafts as drawn. When the drafts
are paid, the foreign banker charges them to the foreign exchange banker in this country,
and not to the drawer. Thus the bank drawing the drafts is relieved of the trouble and
expense incident to keeping deposits with foreign banks, while it possesses practically all
the advantages such deposits would afford.

Letters of Credit.—These are usually issued to travelers, who are thus enabled to
obtain the current money of whatever country they may visit, in such amounts as are best
suited to their convenience. .

By subscribing his name at the bottom, the holder of a letter of credit provides a simple,
yet effective means of identification, and whenever he wishes money he has only to present
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his letter to any of the banks (usually four or five hundred in number) named in the list
furnished him at the time of purchase, and this bank will fill out a draft on the London
banker to whom the letter is directed. The traveler signs the draft, and if the signature
corresponds to that shown at the bottom of the letter, the amount desired is inscribed on the
inside thereof, and payment is immediately made. The letter denotes at all times the amount
still available, and is & guide to any banker to whom it may be presented. The bank cashing
the draft which exhausts the credit is required to remit it to the London bank.

Letters of credit are usually drawn in pounds sterling, which, at the present time, is the
most generally used and least fluctuating money in the world. The drafts, however, are paid
in the current money of the country in which they are negotiated. The letters are drawn
against cash deposits, or collateral affording sufficient guarantec of repayment, and at the
time of issue a letter of advice containing a full description of the credit is forwarded to the
drawee bank and to all correspondents to whom it is likely to be presented. Banks usually
charge 1% commission for issuing a letter of credit, with a minimum rate of $5.00. In case
such a letter is lost, the holder should immediately notify the London banker on whom it is
drawn, unless differently instructed.

ForM oF LETTER OF CREDIT.
FRONT

GIRGULAR LETTER oF GREDIT
~o. gy
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As will be seen, the identification lics wholly in the comparison of the signatures, though
there are some bankers who give a description of the payce in the letter of credit, stating his
age, color of eyes, size of nose, mouth, kind of chin, color of hair, complexion, height, ete.

ForM oF LETTER OF CREDIT.

REVERSE
(When used, showing payments made.)

BANKERS WiLL PLEASE INSCRIBE PAYMENTS MW THEIR ORDER ON THESE PAGES
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Telegraph.—Teclegraphic dispatches are sometimes employed by banks for:

() Directing a bank to remit a sum of money to our bank.

(8) Directing a bank to pay a sum of money to another bank, firm, or individual.

(¢) Making a remittance to a depositor.

If a bank in New York owes a bank in Boston $100000.00, and the Boston bank ascertains
before the close of banking hours that it needs the money, it can immediately telegraph the
New York bank, and tlie next morning’s mail will bring checks for $100000.00, or currency
or coin by express for this amount. )

If a bank in Baltimore owes a bank in Boston $50000.00 and the Boston bank desires the
balance to be paid a New York bank so it can draw against the amount, notification can be
gent the Baltimore bank by telegraph. In asimilar manner money can be paid an individual.
If I, a resident of Philadelphia, desire to remit Brown Bros. of Columbus, O., $100.00, I can
instruct my bank to direct a bank in Columbus to pay the amount.

For purposes of remitting money, a cipher code is usually employed. This eode is com-



198 MODERN BANKING AND BANK ACCOUNTING.

posed of certain arbitrary words which stand for certain other words or figures. A copy of
the cole must be in the hands of both the receiver and the sender. The following illustrates
the principle of a cipher code:
regard ... .. .. notify can...... and 50...... pay learn_.___. 200
car. ... ..... 4 handle..._street guess....100 write ... _dollars
If T wish to pay Brown Bros. of 204 Main St., Columbus, O., $100.00, the following
telegram would be sent:

ForM orF TELEGRAM ILLUSTRATING Ust or CIPHER CODE.

FPerm No. 102.

THE WESTERN UNION TELEGRAPH COMPANY.

21,000 OFFICES IN AMERICA. CABLE SERVICE TO ALL THE WORLD.
THOS. T. ECKERT, President and General Manager.

Recelver's Neo. . Time Filed. Check.

SEND sz} o,
To _QM%@@%___
MMMW

M&MMLM:
74«/4.4 JIML:?;/

> Pt 3

READ THE NOTICE AND ACREEMENT ON THE BACK.

Translation of the above would be, ¢ Notify and pay Brown Bros., 204 Main St., $100.00.”
¢ 'I'. WiLL1Axs, Cashier.

Method of Writing up the Bank Book.—The custom in regard to writing up this
book varics. At the present time the method most generally employed consists in entering
the deposits on the left-hand pages and the checks on the right, without giving the dates of
the checks.

Many banks enter the checks in detail, giving the date of each in the order in which they are drawn,
while others enter only the total, the detailed list being given (without the dates) on a separate slip of paper,
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or on the envelope in which the checks are returned. The method of writing a detailed list of checks on
separate sheets of paper has many advantages for the bank. These slips may be filled out by the use
of the registering or adding machine, which saves much time, and insures accuracy. They may also be
written up at such times as may be convenient for the bank clerks, so that when a depositor presents his
book to be balanced, the checks are practically all written up, and the book may be returned on very short
notice. The depositor, however, is liable to lose these detached slips, and from his standpoint such practice
is objectionable. Many banks have avoided the undesirable feature of this method by having bank books
made with alternate ehort leaves. Checks are itemized on the loose slips, and these slips are pasted on the
short leaves of the bank book. This method is perhaps the best that has yet been devised, although it has
not 8o far come into general use.

The following represents a bank book so written up:

PASS BOOK.

Banks should endeavor to get all deposi- FoRM OF ACKNOWLEDGMENT OF CORRECT-
tors having active accounts (depositors mak- NESS OF BANK Book.
ing frequent deposits and drawing many

checks) to have their bank books written up FIRST NATIONAL BANK. J

r .
once every Efonﬂ,’, A. W. SMITH, CASHIER.
‘When possible, it is well to obtain from customers I am in receipt of your statement of account |

some kind of acknowledgment as to the correctness with checks to June 20th, closing with balance to |

of their accounts. June 22d,
A good plan is to have a printed slip similar in Credit of $491.85. .
form to the one shown opposite, which should be I have examined the account and find it cor- |

returned with each bank book, with the request that T. C. THOMPSON.
the customer examine his book and fill out and re-

turn the slip at the earliest convenient date

rect.
Date June 25th.
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Cancelling Checks.—When checks are paid, they should be cancelled immediately in
some manner by the paying teller before they are passed to the bookkeeper. The cancella-
tion may be accomplished by placing them on spindles, or by the use of punches which cut
in the checks the initial of the person who cancels them, or by the use of a rubber stamp
which marks the word ¢ Paid ” and the date of payment thereon.

When & bank has sufficient time, one of the safest plans is for the paying teller to mark
the check with a rubber stamp before passing it to the bookkeeper. After it is entered by
the individual bookkeeper he should also mark it by cutting the word ¢ Paid ”” through the
check with a machine provided for this purpose. The following represents a check so treated:

ForM or CANCELLED CHECK.

.

Whatever method is employed, it should be such as will not materially disfigure the
check, as it is frequently a voucher, and as such is valuable evidence in a law suit.

Forged and Raised Checks.—If a bank pays a forged check, the loss invariably falls
on the bank, as it is supposed to be familiar with the signatures of its depositors. If a raised
check is cashed, the loss falls upon the person or the bank that innocently cashes it, provided
ordinary prudence has been exercised by the drawer in filling it out.

It is generally held that if the drawer of a check leaves a blank which has been so skillfully filled up as
to give no evidence of alteration, he may be found guilty of such negligence as will make him liable to a

" bona fide holder for the apparent amount of the indebtedness. (See Thomas on Law of Negligence, page 105.)

If a raised check were cashed by a bank under these circumstances, the loss would, in most states, fall
on the drawer. There are some conflicting decisions, however. To relieve himself from any charge of
negligence, the drawer of a check is simply required to commence writing at the extreme left-hand end of
the blank, and fill up the space at the right (if any) of the written amount with a line made by his pen.
The law does not require him to use any of the devices offered for preventing checks from being raised,
although prudence would, in many cases, dictate such a course.

Prevention of Check Raising.—Many plans have been devised to prevent the raising
of checks and bank drafts, but so far nothing that has been tried is entirely effective.
There is no question, however, but that the use of some of the many devices offered will
materially decrease the losses arising from this source, and make the raising of a check or
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a draft very difficult. The method in most general use consists in cutting the amount of the
dollars in the check with a machine designed for this purpose, thus:

ForM oF PUNCHED CHECK.

Tre MeDlNANAnoﬂALBAN& N 22z0c.

s Mepina K.Y,

£
2%, S 2=/ R
PO LA AL AT Y LAl Al APt 2oz tetd’

- J

Another common practice is the use of the perforating machine. After writing the

amount of dollars, the check is passed through the machine which perforates it as illustrated
below.

ForM oF PERFORATED CHECK.

A method of recent invention, which is very highly endorsed by bankers, consists in pas-
sing the check through a machine which prints in the fibre of the paper with indeclible ink a
certain amount, over which the check will not be honored. By this process, the words are
embossed on the paper in such a manner that their alteration would be practically impossible
without destroying and making over a material portion of the body of the instrument. The
following represents a check treated as above described:
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Fory or ExBossep CHECK.

When the amount is small, a very good method is to write the name on a line with it, thus:

ANOTHER ForM OF SAFETY CHECK.

lzg F904

Noserz

b e
l@ﬂfé&%@oﬂam
A CollgeCormmeye

0.0 v g 05

The use of stubs, or coupons, on the end of the check, has met with much fuvor by
. express companies apd others. The following form represents such a check:

ForM oF StuB CHECK.

; -:-W‘:" o -%WI/—/ZM— AI0L.
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If, in addition to some of the foregoing methods, banks would adopt the use of water-marked paper,
placing a limit on the draft, the check raiser would be confronted with practically insurmountable
difficulties. At the time of manufacture the paper should be water-marked ** Limit $500,” or ‘ Limit $100,”
as the case might e, and still further design should be worked all through the paper so as to render
successful cutting and patching impossible.

From 85 to 90 per cent of the drafts which the majority of banks sell are for amounts under $500. A
bank might have its drafts marked in five sets: $100, $200, $300, $500, $1000. The chief protection from
forgery of the notes of the Bank of England lies in the paper used, and we believe that an absolutely
effectual method of preventing the raising of bank drafts must be sought for beneath the surface of the paper.

Revenue Stamps.—A law was passed in 1898 requiring a two-cent revenue stamp to
be affixed to all checks by the drawer, and the stamp to be cancelled by the drawer’s placing
his initials and the date of the cancellation thereon.

The following represents a check with a revenue stamp properly affixed and cancelled:

ForM oF CHECK WITH REVENUE STAMP AFFIXED,

/N/r' /s, // @W)ﬂ //ﬂ) ;:J/‘
/’,// ///////'///// /)/////.

Z //%”""/ -/ ///(/!’«//t'/a S S///‘ﬂ .
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The revenue stamp may be affixed to any blank portion of the face of a check.

Under an opinion by the United States Attorney General, the Commissioner of Internal Revenue has
made a ruling that a receipt given by a depositor to a bank for the purpose of withdrawing funds is not a
check, and does not require a revenue stamp.

The ruling was made on the following form of receipt:

New York, Aug. 20, 1898.
£100.00.
Received of the National City Bank of New York, One Hundred Dollars on account.
J. P. WiLLIAMS.

Stopping Payment.—A check is simply a written order on the bank, by a depositor, for a
certain sum of money, which may be revoked at any time before the bank has made payment
or certification. An order to stop payment on a check should be in writing, and should
relate all the particulars of the check. Some banks have a form for the use ot depositors to
be filled out whenever they wish to stop payment on a check. As soon as payment is stopped,
the notice received is handed to the paying teller who puts his initials on it and turns it
over to the bookkeeper who makes a record of the fact. When checks come in from the
clearing house, the entire list is carefully examined to sce that no stopped checks are among
them. If for any reason a depositor who stops payment on a check wishes to draw a duplicate,
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the bank should be 8o notified, and the word ¢ duplicate ” should be written across the face
of the check. The following is & very good form of notice to use when it is desired to stop
payment on a check for which a duplicate has been issued:

Form or Norice To SToP PAYMENT.

Rochester, N. Y., June 20, 1900.
Traders National Bank.,

Gentlemen:—Please take notice that we have this day issued dupli-
cate of our check No. 214, dated June 14, 1900, payable to the order of
Wilson, Jones & Co., for $314.00.

You are instructed to refuse payment on the original of the above
described check,
Very respectfully,
H. D. HAMILL.

Duplicate checks should bear the same date as the notice which is sent to the bank.
This prevents dishonest persons from writing the word ‘‘duplicate” across the face of a check
on which payment has been stopped, and getting it cashed. The following is a form of a

duplicate check:
ForM oF DupPLICATE CHECK.

Crossed Checks, while very common in England and Canada, are unknown in the United
States. When a check has two parallel lines drawn across the face of it, (see_form, page 207),
either with or without ““& Co” written between them, the check is known as a crossed
check, and will be paid by the bank on which it is drawn only when presented by some bank
or banker. If such a check is cashed over the counter, the bank cashing it renders itself
liable to the owner for any loss he may sustain by such action; hence banks will, as a riile,
accept crossed checks for deposit only. When a check is crossed as per model, without the
name of any bank being written between the parallel lines, the crossing is known as a gen-
eral crossing, and the check may be presented by any bank or banker; but if the name of
some bank i8 written between the parallel lines the crossing becomes special, and the check
will be honored only when presented by the bank designated between the lines. The bank
to which a check is specially crossed may again cross it specially to another bank or banker as
its agents for collection.
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ForM oF CRrossep CHECKS.

Y
\\Q London,_@g; -1900.

‘ g } THE ONDON Bank,

=R 240 Bishopsgate St., E. C.

§ ¥ P a},\m - . or Order,
e | — Pounds.

/4

The Cheque Bank.—The cheque bank is situated in London, England, but it has
agents all over the world for the purpose of cashing and sclling its cheques. The cheques
are drafts upon the cheque bank the payment of which the bank guarantees in advance of
their presentation.

The purchaser may draw these cheques as he would a private cheque, for any amount up
to their face value, and they will be cashed without question, which would not be the case
with & private cheque. If the full face value of the cheque is not drawn, the amount
remaining will be returned to the purchaser after the cheque is cashed.

Fory or CHEQUE BANK CHEQUE.

When a book of cheques is bought the purchaser pays the full face value for them at the
time of the purchase. The cheques are issued in amounts ranging from one pound to fifty
pounds each, as best suits the convenience of the customer. They are drawn in the standard
money of the world—English pound sterling—and are always issued payable to order and
crossed.
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COLLECTION
Gt

FOREIGN

City NATIONAL

Another Method of Handling Collections.—(Not used in student’s work.) Ina
Iarge banking business, the method presented above of keeping the accounts with collections,
possesses many advantages over the ordinary collection register and tickler shown on pages
74 and 75. Owing to the fact that these improved forms are not in gencral use, we have not
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, REGISTER.
M

REGISTER.

BaNk, NEwW YORK.

deemed it advisable to encumber the student’s actual work with them, although they should
be studied until he is perfectly familiar with them, as they are employed in many large
banks, and in view of their manifold advantages, the number of banks using them will
probably increase. (.See forms of collection register and collection tickler on pages 206,207 and 208.):
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Collection Register.— Open a scparate
account with each bank or individual that has,
or is likely to have, a considerable number of
collections, writing the names of the accounts
ut the top of the pages. In the back part of the
book an account may be opened with Sundry
Collections, under which should be entered all
collections received from personsand banks that

have not a sufficient volume of business to war-
g rant the opening of separate accounts. When
paper is collected, it should be so marked in the
column entitled ‘“ When Paid.” The register
may be indexed just as a ledger is, so that refer-
cnce may be made immediately to any account

Jir
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therein. Each account will at all times show

the amount of paper that has been left for col-

AMOUNT
CoLLECTED.

lection, the amount which has been collected,
and the balance to be collected for that par-

J24

TICKLER.

2/, /7&—

FOR WHOM COLLECTED.

ticular account.

Collection Tickler.—The collection tick-
ler shown herewith is handled practically the
same as that shown. on pages 74 and 75. The
items in the collection register are entered in this
book under the dates on which they fall due.
After being entered in the tickler, those which
are to be sent away for collection are entered in
the Foreign Register. It is unnecessary to have
a ‘““ To whom sent” column in the tickler.

%W)Mu )am /@,/
GotdecrHirnes | rod | 1R
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WHERE PAYABLE.

COLLECTION

Foreign Register.—A separate account is
opened in this book for each bank to which
paper is sent for collection, and all paper sent
away should be entered therein at the time it
is sent. When the paper is collected, it should
X be 8o marked in the column entitled ¢ When
Paid.” By reference to the account of any

PAYER.
;cd‘

| wo.

1

bank it can be ascertained immediately how
much paper has been sent to that bank, the
amount it has collected, and the balance to be
collected.

The specific information afforded in regard
to the accounts of different banks to which you
send paper for collection, and the accounts of
banks and persons for whom you make collcc-
tions, constitutes the chief value of this method
over that first presented.
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Statement for Purpose of Securing Credit.—Most banks require all customers
who wish to borrow money on their personal credit to make out a statement of their assets
and liabilities. The following form was adopted for this purpose by the New York State
Bankers’ Association.

ForM OF STATEMENT FOR PURPOSE OF SECURING CREDIT.

STANDAND FORM,

New York State Bankers’ Association.

For the purpose of procuring and establishing credit from time to time with the above Bank for claims and demands
against the undersigned, the wndersigned furnished the following as being a true and correct statement of his
or their financial condition on the.................. dayof ... 190......, and agrees that in case
any change occurs that materially reduces his or their ability to pay all claims and demands against him or
them, the undersigned will notify the said Bank without delay.

In consideration of granting any credit by said Bank, the undersigned agree that in case of failure or insolvency
on the part of the undersigned, or in the event of it appearing at any time that any of the following represen-
tations are untrue, or tn case of the occurrence of such change as aforesaid or of fmlurc to notify such change
as above agreed, all or any of the claims or demands agasnst the undersigned held by said Bank, shall, ut the
option thereof, immedsately become due and payable.

Further, that the exercise of or omixsion to exercise such option in any instance shall not waive or affect any other
or subsequent right to exercise the same.

Accommaodation Endorsements

Contingent Llubilny%
Fndorsed Bills lt(-c( sivable Outstandinv

Names in full of all General Partners % T
amounts contributed by each, and{
until when.

Date of organization and expiration of Partnership

State last date of taking trial balance and if same proved

Memorandum: How many Bank ascounts do you keep, and with whom?

Names in full of Special Partners, wlth{ .

Please sign here .. ... . ...

Dated Signed 190.
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Traveler’s Cheque.—The express companies and several foreign exchange banks and
bankers issue traveler’s cheques which are payable to one’s own order by a large number of
correspondents throughout the world. These cheques are practically the certified cheques
of the express companies and banks, as the payment of the cheques for the amount named
on the face is absolutely guaranteed. At the time of purchase, the buyer signs his name in
the upper left-hand corner. When he wishes funds, he simply presents his cheque to the
correspondent of the express company or bank and signs his name in the lower left-hand
corner in the presence of the agent (correspondent). If the two signatures agree, the money
is immediately given him without question. The cheque affords absolute protection to the
purchaser. Should an unpaid cheque be lost, the purchaser’s name forged, and the cheque
cashed by the express company or the bank. the company or bank cashing the cheque would
sustain the loss.

Traveler’s cheques are issued in denominations of $10.00, 20.00, $50.00, $100.00 and
$200.00. The charges are very reasonable, being 4% for foreign cheques and % for cheques
payable in this country.

ForM oF TRAVELER’S CHEQUE.

Teller’s Differences.—Theoretically there should be no such thing as teller’s differ-
ences, or over and short in cash, but in practice such differences do exist, and some means
should be provided by which an accurate record may be kept of them, showing at just what
desk the difference occurred, the amount, and when corrected. For this purpose we have
deemed it advisable to open an account in the individual ledger with Overs and Shorts, to
which every excess and every shortage should be credited or charged. At the end of the
year a statement may be made out for the different tellers, showing the amount each teller
has been over during the year, the amount he has been short, and the totals of his ‘“overs”
and ‘“shorts.” This statement may also show the total number of mistakes made by each teller.

The following is the form of keeping an account with overs and shorts on the individual
ledger:

MONDAY, JUNE 2,190

NAME. | Barance.
L ' _ . CuecxsIN p:nn.z | TortaL ( Cu’cp. ‘ Derosits. _EQ!._QuCI‘_
Oorets WM l | !
2. | | P
W —%— | 4 1 J S0

ij*/% T

1
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gt e s 20 | s 50 g
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In some banks the tellers hold aside all ‘“overs,” and take from this amount the ‘‘shorts.” If at any
time the total amount the cash is short exceeds what is over, the teller carries a ticket in his cash until the
difference changes. While this practice is very convenient, it cannot be encouraged from the accountant’s
standpoint. Any teller will be much more careful when he knows that the exact number of his crrors and the
amounts will be submitted to the cashier and the board of directors than he will if he simply keeps a record
of them himself, by holding aside the ‘* overs,” and subtracting therefrom the *‘ shorts.”

The amount the cash is over is a credit, and should be placed in the column for deposits.
The amount the cash is short is a debit, and should be placed in the column for checks. If
the shortage exceeds the over, the amount of such excess is extended into the balance column
in red ink. If the over exceeds the short, the balance is extended in black ink. If at any
time the over is corrected, that is, that amount is found, the word ‘‘Corrected” should be
written in red ink in the column entitled ¢‘Checks in Detail” and the amount placed in the
column for ¢ Total Checks.” If the short were corrected, the amount would be placed in
the column entitled ‘‘ Deposits.” An account with Over and Short should be treated the
same a3 if it were with a depositor. At the close of the day if the teller’s cash is over, the
amount of the over would be added to the amount credited to Depositors, and a credit ticket
made out for the individual bookkeeper. If at any time the account with the *“overs” and
‘‘ghorts” should for any reason become very large, it may be closed into Loss and Gain, but
this should only be done by the advice and consent of the cashier and board of directors.

Lawful Money Reserve of National Banks.—By the provisions of the national
bank act all national banks are required to maintain a lawful money reserve equal to a
certain percentage of their deposits. If at any time the reserve falls below the requirements,
the bank is prohibited from declaring any dividends or making any loans, other than dis-
counting or purchasing bills of exchange payable at sight, until the reserve reaches the
required standard. In regard to the amount and character of the reserve kept, the law
divides national banks into three classes:

() Central reserve city banks (New York, Chicago, and St. Louis), which are required
to keep on hand in the vaults of the bank, lawful money equal to twenty-five per cent. of
the bank’s deposits. '

(5) Reserve city banks, which are required to maintain a reserve equal to twenty-five per
cent. of their deposits, but one-half of the reserve may consist of balances due from banks,
approved by the comptroller,in any of the central reserve cities; the remainder must consist
of lawful money.

(c¢) Banks not in reserve cities, which must keep a reserve equal to fifteen per cent. of
their deposits, but three-fifths of the reserve may consist of balances due from national
banks, approved by the comptroller, in reserve cities; the remainder must consist of lawful
money in the bank.

Approved Reserve Agents.—National banks outside of reserve cities select the banks
in reserve citics with which they wish to keep a portion of their legal reserve, and send the
names of such banks to the comptroller. When he approves them they are known as
approved reserve agents. National banks in reserve cities select banks in central reserve
cities in a similar manner.

Deposits.—By deposits is meant individual deposits subject to check, demand cer-
tificates of deposit, time certificates of deposit, certified checks, cashier checks, divi-
dends unpaid, United States deposits, deposits of United States disbursing Officers,
and net balances due other banks. In ascertaining the nct balances due other banks,
find the sum of the balances due by you to all state and national banks (not approved
reserve agents), and from this sum subtract the sum of all balances due from banks (state
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and national) not approved reserve agents. As net balances due from reserve agents are
allowed to constitute a portion of the legal reserve, they must not be added to the amount
due from banks, unless you are making the computation for a bank in some central reserve
city, in which case the entire reserve is kept in the vaults of the bank. In the event that
the amount due from banks exceeds the amount due to banks, both items are omitted from
the calculation.

Deductions.—From the above deposits the bank is allowed to deduct checks for the
clearing house, checks on other banks in the same city, and national bank notes of other banks.

Lawful Money.—For purposes of maintaining the legal reserve, lawful money has been
held to mean United States gold coin, United States gold certificates, silver dollars, silver
treasury certificates, legal tender notes, United States certificates of deposit for legal tenders
(section 5193 United States Revised Stalules), clearing house certificates for coin or legal
tenders (section 5192 Revised Statutes).

Redemption Fund.—The five per cent redemption fund (see page 146) required to be
kept with the United States treasurer may also be counted a part of the legal reserve, but no
amount in excess of the five per cent can be so connted.

Computation of the Reserve.—The computation of the reserve for central reserve
cities, reserve cities, and cities outside of reserve cities cach embodies different conditions,
and will be considered separately. It is highly important that this computation be made
accurately and in accordance with the regulations prescribed in the national bank act. We
believe the following instructions provide for all the various contingencies which may arise.

COMPUTATION OF THE RESERVE FOR CENTRAL RESERVE CITIES.

1. Due to National Banks 92400
2. Due to State Banks 81250|  |1173650
LESS.

3. Due from National Banks 3000

4. Due from State Banks 7865 10865

5. Net balance due to other banks ~ |l162785 -

6. Dividends unpaid 3000

7. Individual deposits 231000

8. United States deposits 46524

9. Deposits of United States disbursing officers 4000 |/284524
10. Gross deposits 447309

DEDUCTIONS ALLOWED.

11. Exchanges for clearing house 112400
12. Checks on local banks 650
13. Other National Bank notes 3520 116570
14. Net deposits 330739
15. 25% of net deposits 83684(75
16. Less redemption fund with U. S. treasurer, 5% circulation 8700
17. Net reserve to be held 73984|75
18. Cash in bank to count as reserve as listed below 86996 80
19. Excess in bank 13012/05
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1. Amount due to national banks. This includes both national banks which are reserve
agents and those which are not reserve agents.

2. Amount due to state banks and bankers of all kinds other than national banks.

3. Amount due.from national banks which are approved reserve agents, and from
national banks which are not approved reserve agents.

4. Amount due from state banks and bankers of all kinds.

5. Net balance due other banks. Should the amount due from banks exceed the amount
due to banks, both items must be omitted from the calculations, as the excess owing you
from other banks cannot be applied to increase your deposits.

6. Dividends which have been declared, but which liave not yet been paid to the stock
holders.

7. Deposits subject to check time and demand certificates of deposit, certified checks,
and cashier’s checks.

8. Deposits by the United States treasurer. These deposits are usually secured by
bonds deposited with the treasurer.

9. Deposits of United States disbursing officers.

10. Gross deposits. As banks in central reserve cities are required to keep the full
amount of their reserve in lawful money in the bank, the amounts owing to and from reserve
agents are treated as amounts owing to and from banks, and are included in the gross
deposits. In banks in cities other than central reserve cities, amounts owing to and from
approved reserve agents must not be included in the gross deposits.

11. Checks on hand for the clearing house. If there is no clearing house in the city,
checks on banks in your city would be included in No. 12.

12. Checks on local banks not members of the clearing house.

13. Notes of other national banks in your possession. The notes of your bank must not
be included.

14. Net deposits represents the amount for which the legal reserve must be kept. It is
the gross deposits less the deductions allowed on page 212.

15. Banks in central reserve cities are required to keep a lawful money reserve equal to
25% of their net deposits.

16. The 5% redemption fund deposited with the United States treasurer may be counted
as part of the legul reserve. (For explanation of this fund, see page 146.)

17. The amount of lawful money required to be in the vaults of the bank.

18. The amount of lawful money in the bank allowed to count as reserve. (For ezpla-
nation of what constitutes lawful money, see page 212.) The cash in bank to count as reserve
should be listed separately, showing the amount of the various kinds. (See form of report to
comptroller, page 144a.)

19. Amount of lawful money in bank in excess of amount required for reserve. Should
there be a deficiency, it should be stated after this number and marked as deficiency.

RuLE.—(a) Ascertain the total of the deposits. (Puge 212.)

(b) From the gross deposits, subtract the deductions allowed. (Page 212.)

(c) Take 25% of the remainder, and from this subtract the redemption fund. (Page 212.)
The remainder will be the required reserve which must be kept in lawful money in the bank.
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COMPUTATION OF THE RESERVE FOR RESERVE CITIES.

1. Due to national banks : 96498

2. Due to state banks 54120

3. Net balance due to reserve agents 150618

Less.

4, Due from national banks 60625

5. Due from state banks 30250 90875

6. Net balance due to other banks - o 5974_3—

7. Dividends unpaid 2000

&. Individual deposits 260427|30

9. United States deposits 45623/10
10. Deposits of United States disbursing officers 3260 311310/40
11. Gross dcposits ) o 37105347.—

Deductions allowed.
12. Exchanges for the clearing house 9652425
13. Checks on local banks 750
14. Other national bank notes 3720 100994|25
15. Net deposits 27005915
16. 25% reserve required 6751419
17. Less 5% redemption fund 14000
18. Net reserve to be held 53414|79
19. Less amount with reserve agents allowed to count as reserve || 2670740
20. Amount required in bank 26707(39
21. Cash in bank to count as reserve 24603|15
22. Apparent deficiency 2104{24
23. Less § of net balance due banks 7467/88
24. Changing deficit to excess in bank © 5363/64
Calculation of excess with reserve agents.

25. Net balance with approved reserve agents 98450(40
26. Less amount counted as reserve 2670740
27. Apparent excess 7143
28. Add } of net balance due other banks (No. 6) 7467|88
29. Excess with reserve agents %10 8_8_

1. Amount due national banks other than approved reserve agents in central reserve
cities. Amounts due approved reserve agents in central reserve cities must not be included
in this calculation, but amounts due national banks in reserve cities should be included, as
banks in reserve citics are allowed to keep a portion of their reserve in banks in central
reserve citics only.

2. Amount due state banks and bankers.

3. If the sum of the amounts due approved reserve agents in central reserve cities should
be in excess of amount due from approved reserve agents in central reserve cities, the excess
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would be placed after this number. In the event that you owe more to reserve agents than
such agents owe to you; it is evident that you have no reserve with reserve agents, and a
lawful money reserve must be kept on the excess the same as on any other deposit.

4. Amounts owing you from national banks other than approved reserve agents in central
reserve cities.

When we use the term ¢ reserve agents,” we refer to your reserve agents; that is, banks
with which you may keep a part of your legal reserve, if you so desire.

5. Amount due from state banks and bankers.

6. Net balance due from other banks does not include the net balance due from or to
approved reserve agents in central reserve cities, but only the net balance due to banks other
than these.

If the amount due from banks is in excess of the amount due to banks, both items must
be omitted from the calculation. ) .

7-8-9-10-11-12-13-14-15-16-17.  ( For explanation of these numbers, see similar numbers
under explanation for central reserve cities.)

18. Net reserve required to be held. One-half of this reserve may consist of balances
due you by approved reserve agents in central reserve cities; the remainder must consist of
lawful money in the bank. It may all consist of lawful money if the bank so desires.

19. Ascertain the net balance due from approved reserve agents; that is, find the total
owing you, and from this subtract the total you owe to such agents. The difference will be
the net balance due you. If this net balance is one-half, or less than one-half, of the net
reserve to be held, subtract the amount of the balance from the net reserve. The remainder
will be the amount required to be in the bank in lawful money.

If the amount due from reserve agents should be in excess of one-half of the net reserve
to be held (No. 18), then only such part of the net balance may be counted as reserve as is
equal to one-half of the reserve to be held. The remainder cannot be counted. In the above
instance, the net balance with approved reserve agents (No. 25) is $98450.40; the net reserve
(No. 18) is $55414.79. One-half of the net reserve is $26707.40, the amount of the net
balance with approved reserve agents which is available as reserve.

20. By subtracting the amount with reserve agents allowed to count as reserve from
the net reserve to be held, we have the amount required in bank, $26707.39.

21. The cash in bank to count as reserve is $24603.15. 'This should be listed separately.

22. By subtracting the cash in bank to count as reserve from the amount of reserve
required in bank, we have the apparent deficiency, $2104.24. This would be the exact
deficiency were it not that the amount of the net balance with approved reserve agents in
excess of one-half of the reserve to be held may be applied by the provisions of the national
bank act to decrease the net balance due to other banks; and in decreasing this balance, we
decrease the deposits, and consequently decrease the amount of reserve required to be held.

23. The net balance with approved reserve agents is $98450.40 (Se¢ No. 25); the amount
counted as reserve is $26707.40 (No. 26); the difference between these two sums gives the
apparent excess with reserve agents, $71743.00 (No. 27). This cxcess may be applied to
decrease the net balance due other banks, but cannot be applied as a purt of the reserve.
The excess ($#71743.00) is greater than the nct balance due other banks, and the net balance
due other banks would be entirely cancelled by it. This would remove the item of $59743.00
(No. 6) from the calculation, which would decrease the deposits this amount, and conse-
quently decrcase the reserve required to be held one-fourth, or 25%, of $59743.30. One-
eighth of the reserve must be in cash, and one-eighth may be balances due from reserve
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agents. Onc-eighth of the net balance (#59743.00) due banks is $7467.88. It is evident that
the amount required in bank will be decreased by this amount if we remove item No. 6
from the calculation; so instead of an apparent deficiency of $2104.24, there is an excess of
$5363.64. It is also evident that the excess with reserve agents will be increased by one-
eighth of the net balance duc other banks. (See No. 28.)

If the excess due reserve banks had been less than the net balance due other banks, the
latter part of the calculation would appear as follows:

22.  Apparent deficiency 2104(24

23a. Less § of apparent excess with reserve agents (28a) || 3049]

. 24u. Changing deficit to excess in bank 944(76

Calculation of excess with reserve agents. R

25a. Net balance with approved reserve agents 48050|40

26a. Less amount counted as reserve 2670740

27a. Apparent excess 21343
28a. Add % for cxact excess 3049

29a. Excess with rescrve agents 43020

22. Apparent deficiency-in bank, as taken from No. 22 in preceding computatlon

25a. Net balance with approved reserve agents

26a. Awmount counted as reserve, which is one-half of the net reserve required to be held.
(See No. 18 of preceding calculation.) .

27a. Apparent excess in reserve with reserve agents. This excess is less than the net
balance due other banks, and should be handled as follows:

Take one-seventh of the apparent excess and add to the apparent excess for the exact
excess. One-seventh of the apparent excess should be subtracted from the apparent deficiency
in the bank (No. 23a) which changes the deficit to an excess. Theaddition and subtraction
of one-seventh of the apparent excess (No. 24a) is a short rule for arriving at the correct
result. The apparent excess (No. 27a) may he used to decrease the balance due banks. It
is evident that if this balance be decreased, the net deposits will be decreased, and this would’
decreasc the reserve required in bank, and also the reserve with central reserve agents, so
that you would have a new excess with central reserve agents, which could again be applied
to decrease the net balance due other banks, which would, in turn, decrease the reserve in
bank and with central reserve agents, and this would give a new excess with central reserve
agents, which could be applied as before, and so on. The reserve with reserve agents is
one-eighth of the net deposits. The deposits are eight-eighths; the difference is seven-
eighths,which must be equal to the apparent excess, $21343.00. If seven-eighths is $21343.00,
one-eighth must be one-seventh of $21343.00, or $3049.00; and eight-eighths would be eight
times $3049.00, or $24392.00; or, we would add one-seventh of the apparent excess to itself
to find the exact excess with reserve agents. The amount in bank would be affected as the
amount with reserve agents would be affected, as 1244 is required to be in the bank, and
124% with reserve agents. Hence, the cash required to be in bank would be decreased
$3049.00; or we would subtract $3049.00 from the apparent deficiency, which would give an
excess in bank of $944.76.
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RuLe.—(n) Ascertain the tolal of the deposits. (For what constitutes deposits, sec
page 211.)

(b) From the gross deposits, subtract the deductions allowed. (See page 212.)

(c) Tuke 25% of the remainder, and from this sublract the redemption fund (page 212);
the remainder will be the required reserve.  One-half of this may consist of balances due from
approved reserve agents (page 211).  The balance must consist of lawful money tn the bank.

If the balance due from reserve agents is one-half, or less than one-half, of the net reserve
to be held, proceed as follows:

From the net reserve to be held, subtract the net balance with reserve agents; the remainder
will be the amount required in lawful money in the bank.

If the net balance due from reserve agents is in excess of one-half of the required reserve
and this excess i8 equal to or greater than the net balance due other banks, proceed as follows:

From the net reserve, subtract one-half of the net reserve; the remainder will be the apparent
amount required in bank. Take one-eighth of the net balance due other banks and subtract it
Jrom the apparent amount required in bank for the actual amount required in bank.

If the net balance due from reserve agents is in excess of one-half of the required reserve,
and this excess is less than the net balance due from other banks, proceed as follows:

Subtract one-half of the net reserve from itself for the apparent amount required in bank.
From the net balance with approved reserve agents, take one-half of the net reserve required to
be held, which will give the apparent excess with reserve agents. Take one-seventh of the
apparent excess and deduct the one-seventh so taken from the apparent amount required in bank,
which will give the actual amount of lawful money required to be in bank.

CoMPUTATION OF RESERVE FOR BANKS NoT IN RESERVE CITIES.

1. Duec to national banks 61420
2. Due to state banks 30500
3. Net balance due to reserve agents 91920
Less.
4. Due from national banks 43650
5. Due from state banks 21200 64850
6. Net balance due to other banks 27070
7. Dividends unpaid 500
8. Individual deposits 12654867
Y. United States deposits 65000
10. Deposits of United States disbursing officers 192048(67
11. Gross deposits 219118|67
Deductions allowed.
12. Exchanges for the clearing house 43620
13. Checks on local banks 400
14. Other national bank notes 5300 49320
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15. Net deposits 169798|67

16. 15% reserve required 25469(80

17. Less 5% redemption fund 2500

18. Net reserve to be held 22969(80

19. Less amount with reserve agents allowed to count as reserve 7656/60

20. Amount required in bank 15313/20

21. Cash in bank to count as reserve 14313|20

22. Deficiency 1000| B '

1. Amount due national banks not approved reserve agents.

2-3-4-5-6-7-8-9-10-11-12-13-14-15. (See explanation for similar numbers under reserve
cities.)

16. Banks outside of the reserve cities are required to keep 15% of their deposits as a
reserve. Three-fifths of this may consist of balances due from approved reserve agents; the
remainder must be in lawful money in the bank.

19. If the amount with reserve agents is three-fifths, or less than three-fifths, of the net
reserve to be held, subtract this amount from the net reserve, and the remainder will be the
amount required to be in the bank.

If the net balance due from reserve agents is in excess of three-fifths of the net reserve,
and this.excess is equal to or greater than the net balance due other banks, the calculation
will be as follows:

18. Net reserve to be held 22969|80
19a. Less amount with reserve agents allowed to count as reserve | 1378188
20a. Amount required in bank 918792
21a. Cash in bank to count as reserve 803492
22a. Apparent deficiency 1153/00-
23a. Less 6% of net balance due banks (No. 6) 162420
24a. Changing deficit to excess in bank 471120
Calculation of excess with reserve agents.
25a. Net balance with approved reserve agents ' 41781(88
26a. Less umount counted as reserve 13781(88
27a. Apparent excess 28000]00°
28a. Add 9% of net balance due banks (No. 6) 243630
29a. Excess with reserve agents 30436(30

18. The net reserve to be held as shown by No. 18 in preceding transaction.

19a. Amount of net balance with approved reserve agents, which is allowed to count as
reserve, or three-fifths of the net reserve to be held.

23a. The net balance with approved reserve agents is $41781.88 (25a). The amount .
permitted to be counted as reserve is $13781.88 (26a); hence, the apparent excess is $28000.00
(27a). This amount is larger than the net balance due other banks, $27070.00 (6). As
this excess may be applied to decrease the net balance due to other banks, it is evident that
when so applied there would be no net balance due other banks, and the item of $27070.00
would be omitted from the calculation. By omitting this item we would reduce the net
deposits this amount, which would reduce the cash reserve to be held 6%, or two-fifths, of
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#27070.00, and the reserve with reserve agents 9%, or three-fifths, of $27070.00. 6% of the nct
balance ($27070.00) due banks would be %1624.20; this subtracted from the apparent
deficiency (22a) would change the deficit to an excess in the bank (24a).

If the net balance due from approved reserve agents is in excess of three-fifths of the
reserve required to be held, and this excess is less than the net balance due to banks, the
calculation will appear as follows:

18. Net reserve to be held 2296980
19b. Less amount with reserve agents allowed to count as reserve 13781|88
20b. Amount required in bank © 9187/92
21b. Cash in bank to count as reserve 652492
22b. Apparent deficiency 2663
23b. Less 6/91 of apparent excess with reserve agents 600
24b. Exact deficieney in bunk _2@_
Calculation of excess with reserve agents. R
25b. Net balance with approved reserve agents 22881(88
26b. Less amount counted as reserve 13781/88
27b. Apparent excess ' 9100
28b. Add 9/91 for exact excess 900
29b. Excess with reserve agents 10000{

18. Net reserve to be held as taken from the first calculation.:

19b. Three-fifths of the net reserve.

20b. Two-fifths of the net reserve, or the amount required to be in the bank.

21b. Cash in bank to count as reserve, showing an apparent deficiency of $2663.00 (22b).

25b. Net bulance with approved reserve agents, less amount counted as reserve (26b),
showing an apparent excess of $9100.00 (27b). The reserve with approved reserve agents is
three-fifths of the required 15%, or 9% of the deposits. The deposits are one-hundred one-
hundredths. If the reserve with approved reserve agents is nine one-hundredths, the differ-
ence is ninety-one one-hundredths, or $9100.00 (apparent excess, 27b); hence, $9100.00 must
be ninety-one one-hundreths of the actual excess. If $9100.00 is ninety-one one-hundredths,
one hundred one-hundredths would be $10000.00; or, if we add nine ninety-firsts of $9100.00
to itself, we have the actual excess, $10000.00. Nine ninety-firsts of $9100.00 is $900.00.
This is the amount to be added to the balance with approved reserve agents, but the cash in
the bank is only two-fifths of the reserve, while the balances with reserve agents are three-
fifths; hence, the cash in bank is one-third less than the balances with reserve agents. One-
third of $900.00 equals %300.00, which subtracted from $900.00 leaves $600.00; hence, we
deduct $600.00, or six ninety-firsts of $9100.00, from $2663.00 (22b) for exact deficiency in
bank (24b).

RULE.—(n) Ascertain the total of deposits. (Sce page 212.)

(b) From ‘the gross deposits, subtract the deduction allowed. (See page 212.)

(c) Take 15% of the remainder, and from this subtract the redemption fund (page 212),
and the remainder will be the required reserve.  Three-fifths of the reserve may consist of
balances due from approved reserve agents; two-fifths must consist of lawful money (page 211)
tn the bank.
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If the net balance due from reserve agents is three-fifths, or less than three-fifths, of the
required reserve, subtract the net balance from the required reserve, and the remainder will
be the amount required in the bank.

If the net balance with approved reserve agents is in excess of the three-fifths allowed to
count as reserve, and this excess is greater than the net balance dune to other banks, proceed
as follows:

From the net reserve, subtract three-fifths of the net reserve; the remainder will be the appar-
ent amount required in the bank. Take 6% of the net balance due to other banks and subtract
it from the apparent amount required in the bank, and the remainder will be the actual amount
required 1n the bank.

If the net balance with approved reserve agents is in excess of the three-fifths allowed to
count as reserve, and this excess is less than the net balance due to other banks, proceed as
follows:

From the net reserve, subfract three-fifths of the net reserve required to be held; the remainder
will be the apparent amount required to be in the bank. From the net balance with approved
reserve agents, subtract three-fifths of the net reserve required to be held; the remainder will be
the apparent excess with approved reserve agents. Take siz ninely-firsts of the apparent excess,
and subtract it from the apparent amount required to be in the bank; the remainder will be the
amount of actual cash required to be in the bank.

Note.—On pages 221 and 223 will be found a model computation for 15 per cent. banks in the form
required by the comptroller.
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FIRST COMPUTATION.
ITEMS ON WHICH RESERVE IS TO BE COMPUTED.

Dividends unpaid .......... Neseccccocacans L2\ 431\ S7
Individual Deposits L1244 A2.0
United States Deposits 27 Weaa,....
Deposits of U. S. Disbursing Officers .......[.........| WAy
TOTAL. eueeceneiaeeaannanannn. AL ] 4@7 v
Due to National Banks.........coooeeaooo.. (27 0 P7\Fo
Due to State Banks and Bankers... . IR 44 A
* Net balance due to Reserve Agents....... 4 £ 4L Jf za
Less—
Due from other National Bauks.... ........ 2, 0\5‘) P)
Due from State Banks and Bankers s /_314{.,3- L2\ ARG, Ll 2224025
O o e o diferrers which b maa IR
wheuid e carried to KECATITULATION abd omivied GROSS AMOUNT......... L7 LLIZS
frem farther calculation. /
Checks on Banks in same place not members C. H.| .| . . 21sZss/| 2.
Beductions Allowed. {Exchnnges for Clearing House ................ I\ 2112
National Bank Notes Z.44 rz/7 ... o3\ #aard
${NeT DEPOSITS...... I A/¢J ;
Reserve required is 15 per cent of above, which is.... . ! ﬂf / 1—7 27
Deduct 5 per cent Redemption Fund with Treasurer U. S._..f.... |70 4.. s’
t3 NET RESERVE TO BE HELD «uoeeennnneaannnnn. . £F 4177*1/‘

ITEMS COMPOSING THE NET RESERVE AND DISTRIBUTION OF THE SAME.
u-ummhunumuummu Lnmt which NOST be bl ia Busk is TweFilis of

A3, ﬂf/:r #ed g EEarl A%
llmnlqulhuu‘;&mi T Balves Tiews ia Bosk's pocession (o make w) the same, me:
Ml vith dgais...... FT7 e G Gl s2l0.24
@ maer i Gl Trwury Cetibn ... ,P[aa%..._,
Inkik ool ... Zkpttbia sl . L Coiikale be G
Varailable exem ... ... ... £ T\ o vy
ot exco, vl ws bt |2 42 2] Siver Trasiy Certate . | £ A7 2222
Ik zm Trctimal Sises ... ... 2444
A4 Y “Nedp-Finss™ of Legal Teodet Rotes. ... ... e Z—A .....
............. V.S, Ceftibeates of Depanit for
T “ Lo e ... gt Toker. -] Slrad. 3366
Excess in items held by the Bank... I
Deficiency with Reserve Agents ... $Deficiency in items held by the Bank. /71’?

How to apply the excesas with Reserve Agents, which can be used to REDUCE or CANCEL
net amount “due to banks,” dut not other deposits.

(a) RuULE 1 applics when the excesa equals or exceeds the net balance due (o banks; an amount sufficient to cancel that balance being
the ‘‘Available Excess,” the remainder being the **Unavailable Excess.” 1f a deficfency exists in bank with an ‘"Available
Excess,” the exact ‘*Unavailable Excess” will not be found until the sccond computation, otherwise on the first. This exact

“Unavailable Excess.” when found, should bo carried to recapitulation and entirely eliminated from further calculation.

() RuLz 8 apphies when the “‘apparent excess™ ss shown on first computation does not cancel net balancc duc to banks. Should the
‘*Available Excess,” when found, cancel that balance, then Rule 1 becomes applicable.

© 3¢ raciprocal accoents are hept with reserve agents, oaly the st amount dus from cach agwat lv available for reverve.

£ Besks I8 New York City and lu cities bacoming Contral Renerve Citics under the act of March 3, 1857, must hevp the whole net Mrerive required, when ascertained,
In their own Joeipwion.

$I1 there 1o & mef Befan.c Jae to bauks, which can be roduced of canceled by (he application of the excews with ageals, this will Le ouls Bn sjqurvatl amount, the exscy
amoust belng found Uy subeeqnent calculationa S—d0us



222 MODERN BANKING AND BANK ACCOUNTING.

SHORT METHODS FOR FINDING EXACT DEFICIENCY IN BANK, WHEN THERE IS AN
“AVAILABLE EXCESS,” WITHOUT RESORTING TO A SECOND COMPUTATION.

Apparent deficiency in bank as shown by first computation ............c.. cccccsocecsacnccaen L7
Yy
1.
If Available Excess cancels net balance due to banks and bankers, . L
Deduct six per cent of nef balance due fo banks and bankers from Apparent deficiency...... LA\ 34428
For Exact deficiency in banK. ... ccaeeeoeiueieioeaie coteearanacanncccncacaceeecenncensesens ._,_..réﬁ.iﬁ

If Available Excess does not cancel as above,
Deduct six **ninety-firsts” of Apparent excess from Apparent deficiency. .......oocoooao.

For Exact deficiency in bank.

SECOND COMPUTATION.
APPLYING “AVAILABLE EXCESS” TO REDUCTION OF BANK BALANCES.

(This computation serves to verify the figures obtained by the shorter methods above.)

Total of dividends and deposits as shown by first computation..... 21 /7 ;J
* Total due {o banks as shown by first computation..... fiz &£
Less— '
o i rom banks vs shown by st eom | s 2lupaay
Available excess as shown by first computati 22losllant YLhz2adga ~ |- - .|
GA ) LY
Total deductions allowed as shown by first com;;\’luhon.. .- 20\ E gL
* Net Deposits. ... I L\ FE AL
Reserve required is 15 per cent of above, whichis ...... ceee /4 7/ 3
Deduct 5 per cent Redemption Fund with Treasurer U. S... A Z
Net reserve tobe held..oc.ceeaenceesnn. % #alnz

ITEMS COMPOSING THE NET RESERVE, AND DISTRIBUTION OF THE SAME.
'Aml;u NOST bo bed i baak s ToocFits of e
{

At vhich AT be be wilk Agaats is Three Filths of
Tho Neb Reset®e oooooennaeenaen Carar -yt [ e f-NE LA
ltens makisg vp the same may camsist of pet Bahawees it Baak’ i i
m\“w’ml R hgnts, i Tiems in Baak's pessession 1o make wp e same, vis:
Vet wal i Aguts...: ... 7 AP A P S Laload .
Rale 1. 77 4 Gl Trasary Ceetifeates . . . £ [pa
“hralable excess” 38 shm C. . Cortifeates for Caiz or
¥ st cmpetatia . {2 PIAPY; o Sﬂ“:l;m """" - p
gl rer Dollars_e oo oeennn 2.
Gkl O oo oo 2 Sire Trasry Cetiteates .. {4 47224
Total excess, Grided a5 dove._||.. 244\ 222 : " A7
Rele 3. L@l
“hniae ™ 35 dm f
W st cxmpetati < e o Ligl Tokes. ... Tlezd.. | I3\ 063
Excess in items held by the Bank...
Deficiency with Reserve Agents.... Deficiency in items held by the Bank KA
. RECAPITULATION.
Excgss. DEFICIENCY.
Excess in items held by the Bank.8. Deficiency in items held by the Bnmk....ééﬁ(f :
Deficiency with Reserve Agents .. ... ......oooooccooioooeois: Deficiency with Reserve Agents...... ...........
Excess in the entire Reserve beld. Deficiency in the entire Reserve held }f./z{ L d:..ﬁi.
Amount unavailable due from other Banks ........ L SRR

Unavailable Excess with Reserve Agents

TOTAL AMOUNT UNAVAILABLE . ..... //7;!'\1,\

T A
*Under Rule 1 this amount will be esaceled by the addition of the ““Avmlabte Excew ™ (o avioust *Pur frone Baska™
Under Rule 2 1t will suly bo reduced by that amouat is the, same maoner.
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