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I. Large Hand (34 inch ruling). Strokes, Short
Letters, Easy Words.

2. Half Text Hand (}4 inch ruling). Easy Words
of Short and Long Letters. Figures.

3. Half Text. Short Words of 5 or 6 Letters, Figures.

3a. Half Text. Capitals and Short Sentences.

4. Large Hand, Half Text (Mixed Book). Short

and Long Letters, Capitals, Easy Words with Capitals.
For Inspection Standards 1. and 1.
. Half Text Hand. Nouns with Capitals. Figures.
Proverbs in Short Words., Figures. the United Kingdom.
16 and 17. Small Hand. (Two Sizes.) Official Style.

18. Models for Book-keeping.

5
6. Half Text.
T

. Large Round Hand. (Two Sizes.) Maxims,
introducing several Capitals. Figures. - g
3. Medium Round Hand. . (Two Sizes.) Proverbs,
with One Capital in each line.

9. Small

Round Hand. « Memorable

Events in General History.

v/ M A s 2 . 7
T :

VERE FOSTER'S NEW COPY-BO

|

10. Small Round Hand.

Inspection, Standard I11.

from Shakespeare.

. of the United Kingdom.

18A. Elementary Figuring.

133. Noted Places in Scotland. 15%. Celebrated Scotchmen.
_‘2|, 29, Provinces, Counties, and Towns in Ireland.
“* Ruled Exercise Books for Dictation. 2.

Penny (8vo) Writing Exercise Books:
1. Capitals and Figufes.

Stationers’ Hall.

2. Sentences, Half Text.

{

The British Empire.
il. Large and Small Hand.

Origin and Development of t

12. Small Hand. (Three Sizes.) Select Quot?:tions

13. Small Hand. Topogtaphical—Important Towns.
14. Small Hand. Historical—Events in the History

I5. Small Hand. Biographical—Eminent Natives of

19. Commercial Forms and Correspondence.
20. Models for Children’s Letters.

A. Small Round Hand (56 pages). B. Small Hand (56 pages).

OK 5.

he British Empire. = #or

=3

N

Capitals and Figures.
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VERE FOSTER'’S COPY-BOO

S.—BOLD WRITING SERIES.

No. 18.—MODELS FOR BOOK-KEEPING AND FORMS OF ACCOUNT.

As, in order to acquire a thorough knowledge of, or even
a slight acquaintance with, the Principles of Book-keeping, it
is necessary to have recourse to a properly qualified teacher,
the intention of this copy-book is merely to aid the teaching
of young pupils, students of the Science of Book-keeping,
by showing them the proper method of writing and ciphering
in ordinary Mercantile Account Books. At least six different
forms of books are needed in any efficient system of Book-
keeping, rendering it a matter of too complex nature to be
clearly taught in a copy-book. All that has been aimed
at, therefore, is not to teach Book-keeping, but merely to
familiarize the student with some of the forms most commonly
in use in Commercial Houses of the best class. It is constantly

said by Merchants that when lads leave school to enter offices
they are found utterly ignorant of how to write in Books, or
even of the correct way of making out an Invoice or Account
of any kind. This will not be said of a pupil who has made
intelligently accurate copies of the following pages. A similar
knowledge of how to write in Books and Accounts is essential
to success in the Civil Service Examinations.

I take 'this opportunity to tender to the eminent firm of
Messrs. Hill, Vellacott, and Bailey, Chartered Accountants
(of 1 Finsbury Circus, London, and 49 Royal Avenue, Belfast),
my best thanks for their kind advice and assistance. These
gentlemen have also in the kindest manner supplied all the
models for the Accounts. VERE FOSTER.

No. 19.—COMMERCIAL FORMS AND CORRESPONDENCE.

The favourable reception of the “ Models for Book-keeping ”
has led to the preparation of this book, in which will be found
specimens of various forms much used in business transactions.
The Letters and Bills are such as are in common use in the
United Kingdom, and the Invoices are all taken from actual
documents supplied by leading merchants in different branches
of wholesale trade. The space being limited only a small
number of forms for Correspondence could be introduced, but
these will be found sufficient to give pupils some knowledge

of how to write ordinary Business Letters, and the proper
manner of drawing Bills and making out Invoices. It is too
often the case that when boys enter a merchant’s office they
are quite ignorant of the proper manner of writing such
documents. It is hoped that this copy-book may help to
remedy this deficiency and in promoting Commercial Edu-
cation. Thanks are tendered to those Merchants and Bankers
who have kindly aided in general advice and in supplying the
matter for the various Letters and Forms.

1. Order for Goods to a Wholesale House. 7. A Receipt for Cash. 18. Seven Days’ Bill. (Sugar.)

2. Invoiece for those Goods. 8. Letter sending a Bill for Aceceptance. 14, Order for Wheat to America.

8. Cash Order for Payment of the Goods. 9. An Inland Bill of Exchange. 15. Invoice of Wheat from America.
4, Letter inclosing a Promissory Note. -10. Invoice of Goods. (Provision Merchant.) 16. Order for Grain.

5. A Promissory Note. 11. Invoice of Goods. (Wholesale Grocer.) 17. Invoiee of Grain.

6. Letter to aceompany a Receipt. 12. Invoiee of Goods. (Linen Manufacturer.) 18. Advice of Shipment.
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DRAWING BOOKS ADOPTED BY THE SICIII ﬁ’dﬁ AND T DEPARTMENT.

VERE FOSTER’S DBAWING-BOOKS. ~ew epition.

Comprising every branch of Drawing—the most Comprehensive and the Cheapest Collection of Authorized Examples
ever published. Upwards of Two Millions have been sold.

EACH BOOK WITH INSTRUCTIONS AND PAPER TO DRAW ON. PRICE TWOPENCE.
Also Published in EIGHTEEN PARTS (each a complete branch of Art Instruction), Ninepence each, suitable for REWARD BEOOKS.

FUST PUBLISHED.

VERE FOSTER’S STANDARD DBRAWING-BOOK.

TWOPENCE EACH.

For the use of Elementary Schools under the Science and Art Department. The designs specially selected of a simple character.
Each book is provided with paper for copying.

VERE FOSTER’S STANDARD DRAWING-CARDS. Sixpence each Packet of 16 Subjects.

VERE FOSTER’S WATER-COLOUR DRAWING-BOOKS.

EVERY BRANCH OF WATER-COLOUR PAINTING.
Lllustrated Catalogues of all Vere Foster's Drawing-Books can be had from the Publishers.

POYNTER’S DRAWING FOR THE STANDARDS.

A series of new designs and selections from Dvcr’s DrawING-Book, produced under the direction of E. J. POyNTER, R.A.
The Examples have been specially selected with a view to Class-teaching.

THE SERIES IS ALSO PUBLISHED IN A SPECIAL EDITION ON CARDS.
An llustrated Catalogue with full details can be had from the Publishers.

POYNTER’S SOUTH KENSINGTON DRAWING-BOOKS.

A complete course of the higher class of Art Instruction.
Produced under the superintendence of E. J. PoyNTER, R.A., Director for Art, South Kensington.

An Illustrated Catalogue can be had from the Publishers.
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T
"?'S WRITING COPY-BOOKS have been adopted by the School Boards of all the Leading Districts in England and Scotland, by the

Commissioners of National Education in [reland, and by the Education Departments of Australia and New Zealand.

VERE FOSTER'S WRITING COPY-BOOKS.

]

Superior Edition, Twopence each Book.

1. Strokes, Easy Letters, Short Words.—Traced Lines
underneath. Round Hand.

1}. Long Letters, Short Words, Figures. Half Text.

2, Long Letters, Short Words, Figures.—Guide
Lines to regulate the length of Tailed Letters.
Small Round Eand.

2}, Words of Four, Five, or 8ix Letters, for practice
in forming different difficult combinations.
Small Round Hand.

8. Capitals, Short Words, Figures. —Each word
commencing with a Capital Létter of the simplest
form, ) Round Hand.

3%, Sentences of Short Werds, spaced by Vertical
Lines. First Book in which Sentences appear.
Small Round Hand,

4, 8entences. comupoesgod of Short Words. The Pemen—
dicular Lines are omifted in this and succeeding
numbers, Medium Hand.

Vere Foster’s Writing Charts, 1s. 6d.

PALMERSTON

1. Strokes, Easy Letters, Short Words.—(47so showing the elements and combira-

tions of all the small letters.)

2. Short and Long Letters, Easy Words, Figures.—(Showing the various com-

binations of short and long letlers.)

3. Capitais, Short Words, Figures.—(Skowing the various combinations of capitals

and small letters.)
4. Sentences of Short Words.—(Proverds and Axioms.)

ORIGINAL SERIES.

CONTENTS OF THE NUMBERS.

4. Select Quotations from Shakespeare.—Suitable
for preparing young Pupils to write from Dicta-
tion. Medium Hand.

B, B. Sentences.—Maxims, Morals, and Precepts, in
progressively Small Writing, each Line a complete
Sentence. Small Hand.

61. Sentences, in Writing of Three Sizes, in continua-
tion of Nos. 3%, 4%, and 5.

Small Round, Medium, and £mall Hands.

6}. Sentences, in Writing of Two Sizes, in continuation

of Nos. 6 and 7. 5 SmallHand,

. Sentences and Christian Names.—A Collection

of over 200 Christian Names, affording scope for
a great variety of elegant Capitals. Small Hand.
8. Sentences.—One Line on each Page.—Prepared”for
those who prefer to have only one line on each
page. Small Hand."

‘9. Sentences.—One line oneach page.—Smaller Writing
than in any of the preceding Books. Small Hund,

10. Plain and Ornamental Lettering.—Single Letters,
Words, and Sentences. Alphabets in 33 Styles.

-~

EDITION.
CONTENTS OF EACH BOOK.

6. Sentences.
7. Sentences.
8. Sentences.
9. Sentences.
10. Sentences.

Il. Ornamental Lettering.—(T/kirty-three different Alphabets.) - %

Price Threepence each Book. . 3

5. Easy Sentences.—(Maxims, Morals, and Precepls.)
(Wise Sayings, Quotations, Apforisms, and Proverbs from many
Lands. All the Sentences differing in cach book, and in pro-
gressively Small Writing, each word being writlen from begin-
ning to end without lifting the pen.) 2

Popular Edition (a Selection), One Penny each Book.

il. Exercise Book.—Wide Ruling, with Margin, for
Parsing, Dictation, Composition, or other Exer-
cises. (Oblong Shape.) 60 pages.

11}, Home Exercise Book.—Same Ruling as No. 11 but
Octavo Size. 56 pages. Price 1d.

12, Exercise Book.-—Narrow Ruling in Squares, for
Arithmetic, Geometry, and proportionate enlarge-
ments or reductions. 60 pages.

12%. Home Exercise Eook.—Same Ruling as No. 12 but
Octavo Size. 56 pages. Price 1d.

13. Exercise Book.—For Book-keeping. 60 pages.

-

14. Exercise Book.—For Essays, Dictation, &ec. (Up-
right shape.) 60 pages. ¢

16. Exercise Book for Beginners.—Ruled for Medium
Hand. 60 pages.

16. Civil Service or Official Style. Medium Hand.

| 17. @ivil Service or Official Styie. Small Eand.
X. Copy-Book Protector and B’Iotter.--Keeping the

ooks ¢lean. Price 1d.

Vere Foster’s Hat Ink Wells, 1s. per dozcn.

&

&

NATIONAL COMPETITION IN WRITING AND DRAWING.

Mr. VERE FOSTER has awarded prizes for Writing and Drawing for many
years, and a large amount of money has been paid by him in this manner, with
most satisfactory results. Many of the most successful competitors have been

entirely self-taught, from following the instructions on the bocks, and the results

"LONDON

"BLACKIE & SON, Lnuirep, 50 OLD BAILEY, EC.
o GLASGOW AND DUBLIN

| show a great advancement from year to year.
and scheme for this season’s prizes, can be had post free on application to
Mr. VERE FOSTER, Belfast, or from the Publishers.

List of Prize-holders for last year






