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ARITHMETIC TEXT BOOK ACCOUNT.
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INSTRUCTIONS

The following instructions are to be carefully observad:—

l. The Arithmetic Text Book Account is to be used as a ledger account for Text Books; i.e. all receipts of books from the -

§ Départmﬁnt are to be entered in the “ Books Received” column and the sales of the books to puplls are to be entered immediately
. the sale 1s made in the “Books Sold” column.

When a remittance is made to the Department the ledger will be ruled off and the cuhmns totalled The balance of books
then on hand will be brought down as an initial entry in the “Books Received” column for the ensuing périod.

2. Teachers copies are free and are not to be confused with books for sale. If teachers copies are forwarded by the
Department a clear indication of this wili be gwen on the invoice, and all such books will be entered in the “ Books recewed for

use of Teachers” section of the account.

.l..

3. On taking over or on relinquishing charge of a school a statement form, accompanied by the money on hanﬂ must be
forwarded to the Department. If no money is on hand, the form must still be ferwnided.

4. Under no circumstances are books to be issued free unless Deparimental approval has been obtained. If such appr
granted, the books are to be entered in the “Sold” column and a note made that they are free issues.

5. Money collected for sales should not be left in school overmght and unsold books should be carefully 1- ﬁq}“ﬁg\t&
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The following instructions are to be carefully observed:—

I. The Arithmetic Text Book Account is to be used as a ledger account for Text Books; i.e. all receipts of books from the

Department are to be entered in the “Books Received” column and the sales of the books
the sale i1s made in the “Books Sold"” column.

. to pupils are to be entered immediately

When a remittance 1s made to the Department the ledger will be ruled n!if and the columns totalled. The balance of books
then on hand will be brought down as an initial entry in the *“Books Received” column for the ensuing period.

2. Teachers copies are free and are not to be confused with books for sale.

If teachers copies are forwarded by the E

Department a clear indication of this will be given on the invoice, and all such books will be entered in the “Books received for
use of Teachers” section of the account.

3. On taking over or on relinquishing charge of a school a statement form, accompanied by the money on hand, must ke
If no money is on hand, the form must still be forwarded.

forwarded to the Department.
4. Under no circumstances are books to be issued free unless De
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parimental approval has been obtained. If such approval is

5. Money collected for sales should not be left in school overnight, and unsold books should be carefully locked away.

1.910,9.53—6456

e e Y G o
T e
o

I




ARITHMETIC TEXT BOOK ACCOUNT.

— e — R BOOKS SOLD
o Fwd. =i
ived 4 N 7 R R vl e 4 S 7 B =,
. -q-l»-
—
' |
" :
! BOOKS RECEIVED FOR USE OF TEACHERS.
‘ 3 l THIRD I ~ FOURTH FIFTH SIXTH | SEVENTH EIGHTH
| |
r . VISITS OF DISTRICT INSPECTORS.
DATE INITIALS DATE INITIALS DATE INITIALS DATE INITIALS
; DATE INITIALS DATE INITIALS | DATE INITIALS DATE INITIALS
h &
INSTRUCTIONS
The following instructions are to be carefully observed :—
l. The Arithmetic Text Book Account is to be used as a ledger t f Sikeia :
Department are to be eq}ered in the “Books Received” column in%iﬂ thici(;?ens nfml.:hzﬂlﬁoﬁsnt'f i :ﬁs o ricml;: e l:énks from the
the sale is made in the “Books Sold” column. ' PUPLES are 1o be entered immediately

When a remittance is made to the Department the ledger will be ruled off and
then on hand will be brought down as an initial entry in the *Books Receiiedn" ::Elumn for the ensuing period

2. Teachers copies are free and are not to be confused with b ks § - S E
Department a clar indication of this wil be given on the voice, and all such besis wil (o rers, OBies are forwarded by the
use of Teachers” section of the account. d m the “Books received for

3. On taking over or on relinquishing charge of a school a sta ‘
forwarded to the Department. If no money is on hand, stchem;uri'xs m_t:f;? E:ht'll fi?foii??e%ﬁnled by the money on hand, must be

4. Under no circumstances are books to be issued f ' e
gariie thieBiooks are 16 betbtitared inothe Sol:f?}lioluﬁ 1;;111555 Departmental approval has been nbtamed._ If such approval is

g a note made that they are free issues.
ol E:‘:’H“t?d_ .f_m.' s:fdes should not be left in school overnight, and unsold books should be carefully locked away.

- """".'-"'.T s -y §

the columns totalled. The balance of books

\

=

il

T Lo TN e
e e

PAGE 1

EDUCATION DEPARTMENT, VICTORIA
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