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PREFACE 
THE fine art of keeping, with perfect accuracy and complete success, 

the books of a modern business firm is an accomplishment worthy 

of a sustained and arduous effort to acquire. It makes demands 

on the knowledge, intelligence and general mental capacity of the 

learner. The book-keeper who makes an entry into one book, or 

a transfer from one book to another, needs to know why he does so 

and what be:uing his performance of the task will have on the 

ultimate Trading and Profit and Loss Accounts and Balance Sheet 

in which t~e transactions will one day be summarized. He needs 

an analytic mind. His work cannot safely be allowed to degenerate 

into mere unintelligent routine. It can never be performed 

automatically. 

This book endeavours to train the student to use an intelligent 

reasoning in learning book-keeping and in putting into practice 

his learning. Examples are numerous, and illustrations of actual 

accounts and forms in use will, no doubt, add considerably to the 

value of the text matter. 
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in connection with the Position of Secretary to a Member of Parliament, 
a Country Gentleman with a landed estate, a Charitable Institution; 
with a section devoted to the work of a Lady Secretary and a chapter 
dealing with Secretarial work in general. Edited by H. E. BLAIN, C.B.E. 
In demv 8vo, clotl1 gilt, 168 pp. ls. net. 

GUIDE FOR THE COlllPA~'Y SECRETARY. A Practical Manual and Work 
of Reference for the Company Secretary. By ARTHUR COLES, F.C.I.S. 
Second Edition, Enlarged and thoroughly Revised. With 76 facsimile 
forms, and the full text of the Companies Acts, 1908 and 1913; the 
Companies Clauses Act, 1845; Companies (Foreign Interest) Act, 1917; 
Companies (Particulars as to Directors) Act, 1917; and War Legislation. 
In demy 8vo, cloth gilt, 432 pp. &s. net. 

COMPANY ACOOUNTS. By the same Author. (See p. 1.) 
DICTIONARY OF SECRETARIAL LAW AND PRACTICE. A Compre

hensive Encyclopaedia of Information and Direction on all matters 
connected with the work of a Company Secretary. Fully illustrated with 
the necessary forms and documents. With Sections on special branches 
of Secretarial Work. Edited by PHILIP ToVEY, F.C.I.S. With con
tributions by nearly 40 eminent authorities on Company Law and Secre
tarial Practice, including: The Rt. Hon. G. N. Barnes, M.P.; F. Gore
Browne, K.C., M.A.; A. Crew, F.C.I.S.; J. P. Earnshaw, F.C.I.S.; 
M. Webster Jenkinson, F.C.A.; F. W. Pixley, F.C.A. Third Edition, 
Enlarged and Revised. In one volume, cloth gilt, 1011 pp. 42s. net. 

DEBENTURES. A Handbook for Limited Company Officials, Investors, 
and Business Men. By F. SHEWELL CooPER, M.A., of the Inner Temple, 
Barrister-at-Law. In demy Svo, cloth gilt, 149 pp. 6s, net. 

THE TRANSFER OF STOCKS, SHARES, AND OTHER MARKETABLE 
SECURITIES. A Manual of the Law and Practice. By F. D. HEAD, 
B.A. (Oxon), Barrister-at-Law. Third Edition, Revised and Enlarged. 
In demy 8vo, cloth gilt, 220 pp. lOs. 6d. net. 

THE CBAI&llAN'S MANUAL. Being a Guide to the Management of 
Meetings in general, and of Meetings of Local Authorities : with separate 
and complete treatment of the Meetings of Public Companies. By 
GURDON PALIN, Barrister-at-Law; and ERNEST MARtiN, F.C.I.S. 
In crown Svo, cloth gilt, 192 J.>P· os. net. 

BOW TO TAKE MINUTES. Edited by ERNESt MAlltiN, F.C.I.S. Second 
Edition, Revised and Enlarged. In demy 8vo, cloth gilt, 130 pp. 
2s. 6d. net. 

WHAT IS THE VALUE OF A SHARE t Tables for readily and correctly 
ascertaining (1) the present value of shares: and (2) what dividends 
should be paid annually to justify the purchase or market price of shares. 
By D. W. RossiTER. In demy Svo, limp cloth, 20 pp. 2s. 6d. net. 

PROSPECTUSES : BOW TO BEAD AND UNDERSTAND 'l'HEM. By 
PWL1P TOVEY, F.C.I.S. In demy 8vo, cloth, 109 pp. &s. net. 

INCOME TAX 
INCOME TAX AND SUPER-TAX PRACTICE. Incorporating the Con· 

solidation Act of 1918 and the Finance Acts, 1919 and 1920. Fourth 
Edition. By W. E. SNE:LLING. In demy Svo, cloth gilt. 12s. 6d. net. 

INCOME TAX AND SUPEB·TAX LAW AND CASES. A Practical Exposi· 
tion of the Law. For the use of Income Tax Officials, Solicitors, 
Accountants, etc. Fourth Edition (in the press). By W. E. SNELLING. 

COAL !liNES EXCESS PAYlUENTS. Guarantee Payments and Levies fot 
Closed Mines. By W. E. SNELLING. Deroy Bvo, cloth gilt, 176 pp. 
lis. Gd, net. 
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TAXATION ANNUAL. Deals v.ith Income Tax and Super-tax; Estate. 
Legacy, and Succession Duties : Customs and Excise Duties; Stamp 
Duties, etc. By W. E. SNELLING. In demy Svo, cloth gilt. lOs. Gd. net. 

EXCESS PROFITS DUTY. By W. E. SNELLING. Sixth Edition, Revised 
and Enlarged. In demy 8vo, cloth gilt, 516 pp. 21s. net. 

SUPER-TAX TABLES. By G. 0. PARSONS. 16 pp. ls. net. 
THE" ABACUS" INCOME TAX TABLES. By E. J. HAMMoND, A.LA.A. 

2s. net. 
CORPORATION PROFITS TAX. By P. D. LEAXE, F.C.A. In crown 8vo. 

ls. net. 

ECONOMICS 
ECONOIDC GEOGRAPHY. By J. McFARLANE, M.A., M.Com. In demy 

Svo, cloth gilt, 568 pp., with 18 illustrations. lOs. Gd. net. 
THE PRINCIPLES OF ECONOllfiC GEOGRAPHY. By R. N. RunMosx 

BRoWN, D.Sc., Lecturer in Geography in the University of Sheffield.. In 
demy Svo, cloth gilt, 223 pn. lOs. Gd. net. · 

OUTLINES OF THE ECONOMlC HISTORY OF ENGLAND. A Study in 
Social Development. By H. 0. MEREDITH, M.A., M.Com., Fellow of 
King's College, Cambridge. In demy 8vo, cloth gilt, 376 pp. 7s. Gd. net. 

THE HISTORY AND ECONOl\IICS OF TRANSPORT. By .ADAM W. 
KIRKALDY, M.A., B.Litt. (Oxford), M.Com. (Birmingham); and ALFRED 
DUDLEY EvANS. Second Edition. In demy 8vo, cloth gilt, 364 pp. 
His. net. 

THE ECONOMICS OF TELEGRAPHS AND TELEPHONES. By JoHN LEE, 
M.A., M.Com.Sc. In crown 8vo, cloth gilt, 92 pp. _2s. Gd. net. 

INDUSTRY AND FINANCE. (Supplementary Volume.) Edited by ADAM 
W. KIRXALPY, M.A., B.Litt., M.Com. Deals with the results of inquiries 
arranged by the Section of Economic Science and Statistics of the British 
Association. In demy 8vo, cloth. os. net. 

TALKS WITH WORI\ERS. On Wealth, Wages, and Production. In crowq 
8vo, 124 pp., limp cloth. 2s. net. . 

PLAIN ECONOMICS. An Examination of the Essential Issues. By G. LEE, 
M.A., M.Com.Sc. In crown 8vo, cloth gilt, 110 pp. Ss. Gd. net. 

ADVERTISING AND SALESMANSHIP 
THE CRAFT OF SILENT SALESMANSHIP. A Guide to Advertisement 

Construction. By C. MAXWELL TREGURTHA and J. W. FRINGS. Size, 
6i in. by 9t in., cloth, 98 pp., with illustrations. os. net. 

THE NEW BUSINESS. A Handbook dealing with the Principles of Adver· 
tising, Selling, and Marketing. By HARRY TIPPER, President, Advertising 
Men's League, New York. In demy 8vo, cloth gilt, 406 pp. Ss. Gd. net. 

SALESl\IANSUIP. By W. A. CoRBION and G. E. Grut&sDALE. In crown 
. 8vo, cloth, 186 pp. Ss. Gd. net. 
PRACTICAL SALESMANSHIP.· By N. C. FoWLER, Jnnr. In crown Svo, 

337 pp. 7s. Gd. net. · 
COMlliERCIAL TRAVELLING, By ALBERT E. BuLL. In crown Svo, cloth 

gilt, 174 pp. 3s. Gd. net. 
THE PSYCHOLOGY OF ADVERTISING IN THEORY AND PRACTICE. 

By W. DILL ScoTT, Ph.D. lOs. Gd. net. 
ADVERTISING AS A BUSINESS FORCE. By P. T. CBERINGTON. In 

demy 8vo, cloth, 586 pp. lOs, Gd, net. 
THE MANUAL OF SUCCESSFUL STOREKEEPING. By W. ,fi. HoTCliKIN. 

ln d~my Sv!>, l!98 fl?· 811. Gd. net, 
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ADS. AND SALES. By HERBERT N. CAssoN. In demy Svo, cloth, 167 pp. 
8s. 6d. net. 

MODERN PUBLICITY. By A. W. DEAN. In crown 8vo, cloth, 70 pp. 
2s. 6d. net. 

LAW 
MERCANTILE LAW. By J. A. SLATER, B.A., LL.B. A Practical Exposi

tion for Law Students, Business Men, and Advanced Classes in Com
mercial Colleges and Schools. Fourth Edition. In demy Svo, cloth gilt, 
464 pp. 7s. 6d. net. 

CO:UPANIES AND COMPANY LAW. Together with the Companies (Con
solidation) Act, 1908; and the Act of 1913. By A. C. CoNNELL, LL.B. 
(Lond.), of the Middle Temple, Barrister-at-Law. Second Edition, 
Revised. In demy Svo, cloth gilt, 348 pp. 6s. net. 

COMPANY CASE LAW. By F. D. HEAD, B.A. (Oxon), Barrister-at-Law. 
In demy Svo, cloth gilt, 314 pp. 7s. 6d. net. 

THE LAW RELATING TO THE CARRIAGE BY LAND OF PASSENGERS, 
ANIMALS, AND GOODS. By S. W. CLARKE, Barrister-at-Law. In 
demy 8vo, cloth gilt, 350 pp. 7s. 6d. net. 

THE LAW RELATING TO SECRET COl\IltiiSSIONS AND BRffiES (Christ
mas Boxes, Gratuities, Tips, etc.). The Prevention of Corruption Acts, 
1906 and 1916. By ALBERT CREW, BaYrister-at-Law; Lee Prizeman of 
Gray's Inn. Second Edition, Revised and Enlarged. In demy Svo, 
cloth gilt, 252 pp. lOs. 6d. net. 

BANKRUPTCY, DEEDS OF ARRANGEMENT, AND BILLS OF SALE. 
By W. VALENTINE BALL M.A., Barrister-at-Law. Fourth Edition. 
Revised in accordance with the Bankruptcy and the Deeds of 
Arrangement Acts, 1914. In demy Svo, 364 pp. 12s. 6d. net. 

PRINCIPLES OF .MARINE LAW. By LAWRENCE DucKWORTH, Barristet'
at-Law. Third Edition, Revised. In demy Svo, about 400 pp. 
7s. 6d. net. 

GIDDE TO THE LAW OF LICENSING. The Handbook for all Licence
holders. By J. WELLS THATCHER, Barrister-at-Law. In demy Svo, 
cloth gilt, 200 pp. os. net. 

RAILWAY (REBATES) CASE LAW. By GEo. B. LrssENDEN. In demy 
Svo, cloth gilt, 450 pp. lOs. 6d. net. 

PARTNERSHIP LAW AND ACCOUNTS. By R. W. HoLLAND, O.B.E., 
M.A., M.Sc., LL.D., Barrister-at-Law. In demy Svo, cloth gilt, 159 pp. 
6s. net. 

THE LAW OF CONTRACT. By the same Author. Revised and Enlarged 
Edition. In demy Svo, cloth, 123 pp. os. net. 

THE LAW RELATING TO THE CHILD : Its Protection, Education, and 
Employment. With Introduction on the Laws of Spain, Germany, 
France and Italy. By the same Author. In demy Svo, 166 pp. os. net. 

WILLS, EXECUTORS, AND TRUSTEES. By J. A. SLATER, B.A., LL.B. 
With a chapter on Intestacy. In foolscap Svo, cloth, 122 pp. 2s. Gd. net. 

INHABITED HOUSE DUTY. By W. E. SNELLING. In demy Svo, cloth 
gilt, 356 pp. 12s. Gd. net. 

THE LAW OF REPAIRS AND DILAPIDATIONS. By T. CATO WoRSFOLD, 
M.A., LL.D. In crown Svo, cloth gilt, 104 pp. 3s. 6d. net. 

THE LAW OF EVIDENCE. By W. NEMBHARD HIBBERT, LL.D., Barrister
at-Law. Third Edition, Revised. In crown Svo, 120 pp. 7s. 6d, net. 

THE LAW OF PROCEDURE. By the same Author. (New Edition in 
preparation.) 

BILLS, CHEQUES, AND NOTES. (See page 4.) 
THE HISTORY, LAW, AND PRACTICE OF THE STOCK EXCHANGE, 

(See page 3.) · 



8 PITMAN'S BUSINESS HANDBOOKS 

BUSINESS REFERENCE BOOKS 
BUSINESS MAN'S ENCYCLOPAEDIA AND DICTIONARY OF COMMERCE. 

A reliable and comprehensive work of. reference on all commercial sub· 
jects, specially designed and written for the busy merchant, the com· 
mercial student, and the modem man of affairs. Edited by J. A. SLAT:ER, 
B.A., LL.B. (Loud.). Assisted by upwards of 50 specialists as con· 
tributors. With numerous maps, illustrations, facsimile business forms 
and legal documents, diagrams, etc.. In 4 vols., large crown 4to (each 
450 pp. ), cloth gilt. £4 4s. net. 

BUSINESS MAN'S GUIDE. Seventh Revised Edition. With French, 
German, Spanish, and Italian equivalents for the Commercial Words 
and Terms. Edited by J. A. SLAT:ER, B.A., LL.B. (Lond.). The work 
includes over 2,000 articles. In crown Svo, cloth, 520 pp. 6s. net. 

COMMERCIAL ARBITRATIONS •.. By E. J. PARRY, B.Sc., F.I.C., F.C.S. 
An invaluable guide to business men who are called upon to conduct 
arbitrations. In crown Svo, cloth gilt. 3s. 6d. net. 

PERSONAL EFFICIENCY IN BUSINESS.· By E. E. PURINGTON. In crown 
Svo, cloth gilt, 341 pp. 7s. Gd. net. 

DICTIONARY OF COMMERCIAL CORRESPONDENCE IN SEVEN LAN· 
GUAGES: ENGLISH, FRENCH. GERMA.N, SPANISH, ITALIAN, 
PORTUGUESE, AND RUSSIAN. tn demy Svo, cloth, 718 pp .. 12s. Gd. 
net. Third Edition. 

A MANUAL OF DUPLICATING METHODS. By W. D:ESBOROUGH. In 
demy Svo, cloth, 90 pp., illustrated. Ss. net. 

OFFICE MACHINES, APPLIANCES, AND METHODS. By the same Author. 
In demy Svo, cloth gilt, 157 pp. 6s. net. 

COlllliiON COMMODITIES AND INDUSTRIES SERIES. Each book in 
crown Svo, cloth, illustrated. Ss. net. Volumes already published on 
Tea, Coftee, Sugar Oils, Wheat, Rubber, Iron and Steel, Copper, Coal, 
Timber, Cotton, Silk, Wool, Linen, Tobacco, Leather, Clays, Paper, Soap, 
Glass, Gums and Resins, The Motor Industry, Boot and Shoe Industry, 
Gas and Gas Making, Petroleum1 Salt,~. Furniture1 Coal Tar, KB.itted Fabrics, 
Zinc, Asbestos, Photography, Silver, .,;arpets, Pamts and Varnishes, Cordage 
and Cordage Hemt~ aJUI. Fibres, Acids and Alkalis, Gold, Electricity, Butter 
and Cheese, AlllW.Illium, The British Corn Trade Engraving, Lead, Stones 
and Quarries, Clothing Trades Industryi Modern Explosives, Electric Lamp 
Industry, Perfume% Cold Storage and ce Malting, Telegraphy, Telephony, 
Wireless, Gloves &'l« the Glove Trade, .Jute, The Film Industry, The Cycle 
Industry, Drugs in Commerce, Cotton Spinning, Sulphur, .Ironloundinr:, 
and Textile Bleaching. 

BUSINESS ORGANISATION AND MANAGEMENT. 
A Monthly Magazine of High Standard for Business ~en. 

Price ls. Gd. Post Free, ls. lid. Annual Subscription, 18s. 

COMPLETE LIST POST FREE ON APPLICATION 

Sir Isaac Pitman&. Sons, Ltd., Parker Street, Kingsway, W.C.1 
And at Bath, Melbourne, Toronto, and New York, -


