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GOVERNMENT OF MADRAS.

EDUCATIONAL DEPARTMENT,.

*

Rrap—the following paper :—

From the Hon’ble Mr. A. G. BOURNE, D.Sc., r.r.s., Director of Publie
Instruction, to the Secretary to Government, Educational Department,
Ref. on Cur. No. 3966, dated Madras, 6th June 1905.

The syllabuses of the Government Technical Examinations in the subjects
grouped under Commerce having been reported to need certain changes to suit modern
requirements, the late Director referred the matter to the Commissioner for Govern-
ment Examinations who calied for the opinion of the Board of Examiners in Commerce
on the subject. The Board agreed in the above view and undertook the revision of
the syllabuses at the request of the Commissioner. All the syllabuses have been
revised with the exception of the syllabus for Annuities and Life Insurance, which is
considered satisfactory as it stands, and the revised syllabuses which have the
approval of all the members of the Board:with the exception of M.R.Ry. K.
Subrahmanya Aiyar, Principal, Byramji Jeejeibhoy’s College of Commerce, Bombay,
are now submitted for the sanction of Government. The following are the main

_ changes introduced :—

¢ With regard to Shorthand the examinations are in reality all practical examin-
“ations, and the Board therefore thought it unnecessary to have a special practical
examination for the advanced grade. For all the grades the Board thought it desir-
able to let the candidates know more in detail what was required of them, and so they
are told of the percentage of errors or omissions that will prevent a candidate from
passing.

¢“With regard to Type-writing the Board thought it desirable to substitute
copying for typing to dictation in the speed test for the intermediate grade. It was
also considered desirable to specify the machines that would be allowed to be used.
Candidates have sometimes made use of machines of very inferior type which soon get
out of order. The Remington and Yost machines are at present recommended. If
agents for other machines wish their machines to be included in the list of recognized
machines, they should send to you at their own risk for inspection and experiment a
couple of machines with the necessary books of instructions—the machines to be after-
wards returned to them. For the intermediate examination the Board considers a
thorough knowledge of one machine better than a superficial knowledge of two, hence
- it recommends that the practical examination should refer to only one machine. Sinee
type writing has become so common, the Board considers it desirable to institute an
advanced examination for such candidates as may desire certificates for greater profi-
ciency than is implied in the intermediate examination. This advanced examination
will inelude the rectification of temporary derangements. This is a matter of consider-
able importance in offices in which many machines are used. The employment of a
typist who really understands the mechanism of a machine and who can remedy slight
derangements will save the expense of constantly sending for a mechanie to perform
even minor repairs and to remedy slight derangements.

“ With regard to ¢ Commercial Correspondence > the Board considered that the
title does not properly represent what is included in the syllabus, and hence suggests
that the title be changed to ¢ Theory and Practice of Commerce ’. ”?

2. T have the honour to request that the syllabuses may be approved and published
in the Fort St. George Gazetle before the end of June next so that they may come into
operation at the examination of 190G.

3. A draft notification containing the revised syllabuses is herewith submitted
in duplicate.
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P ENCLOSURES.
DRAFT NOTIFICATION.

The Governor in Counil is pleased to. sanction the following syllabuses of the Government
Technical Examinations in Commerce in the place of the old syllabuses hitherto in force :—

. SHORTHAND.
Elementary Exzamination.

1. (a) To take down in the corresponding style of phonography an easy passage, a narrative
or speech of 500 words, and a simply-worded official or business letter of 250 words, dictated at
the rate of 50 words a minute. Time—fifteen minutes.

(#) To transeribe the above into longhand No candidate shall be allowed to pass who
makes more than six per cent. of errors or omissionsin his transeription. Time—one hour and a
guarter from the time when the candidates commence to transcribe.

2. A paper of questions on the principles of the learners’ and corresponding styles of
phonography. Time— one hour. v

The distribution of marks and the minima required for passing shall be as follows : —

Minima for passing
e Maximum.
First class. | Second class.
1. (a) and (%) Dictation and transcription A 70 30 25
2. Paper on prineciples o0 55 oo o 30 58 ~o
Total .. | 100 65 45

Nore.—The passage to be dictated will be marked into pcrtions of one minute’s duration, and each of these

sub-divided into four querters. The reader will read with a‘watch in hand and notice at every quarter minute whether he :

is adhering strictly to the speed. g

e

Intermediate Examination. PR

1. (a) To take down in the reporting style of phonography general reading.matter, ;.
narrative, speech or judgment of 700 words, and a letter of 300 words, dictated at the rate of 100
words a minute. Time—ten minutes.

(6) To transcribe the above into longhand. Time—one hour aud forty-five minutes. No
candidate shall be allowed to pass who makes more than four per cent. of errors or omissions in
his transeription.

2. To take down in phonography notes of an official or business kind dictated at the rate of
100 words a minute, and to elaborate the notes into proper letter or documentary form in long-
hand. The amount of notes to be dictated to be regulated by the difficulty of elaboration.
Time—~two hours. ;

3. A paper on the principles of phonography, which may include passages in longhand to
be transcribed into shorthand and passages in shorthand to be transcribed into longhand.
Time—one hour. g

The distribution of marks and the minima required for passing shall be as follows i

| Minima for passing
—_ Maximum.
First class. | Becond class.
First paper—Dietation and transeription a5 50 30 22
Second paper .. ¢ oo 5 9 & 30 oo o
Third paper .. e . o e . 20
Total A4 100 65 45

Nore.—The passages to be dictated will be marked into portions of one minute’s duration and each of these
sub-divided into quarters. The reader will read with a wateh in hand and notice at every quarter minute whether he
is adhering strictly to the speed.

1

Advanced Examination.

1. (a) To take down in the reporting style of phonography one or more speeches containing
1,300 words, dictated at the rate of 180 words a minute. Time—ten minutes.

(6) To transcribe the above into longhand. Time—two and-a-half hours, No candidate
shall be allowed to pass who makes more than four per cemt. of errors or omissions in his
transcription.

B
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2. To take down in phonography notes of an official or busi.gess kind dictated at the rate of

130 words a minute, and to elaborate the dictated notes into proper letter or documentary form

i]il‘ longhand. The amount of notes to be dictated to be regulated by the difficulty of elaboration.
T'ime—three hours. ;

3. (a) To take notes in the reporting style of phonography ;)f a speech of 2,80 words
dictated at the rate of 140 words a minutoe, Time—twenty i}‘ié)ut};s. > ’ ’

(6) To transcribe into longhand a condensed report of the above speech : the condensed
report to consist of about 700 to 900 words. Time—bwo hours.

The distribution of marks and the minima required for passing shall be as follows :—

Minima for passing

(i Maximum, ;
First class. [Second class.

First paper .. §A o
Second paper .. 6o o
Third paper

oAl S 40 20 14
ISR e 30 55
SO R R 30

Total .. 100 65 45

Nore.—The passage to be dictated will be marked into portions of one minute’s duration and each of these

sub-divided into quarters. The reader will read with a watch in hand and notice at e i
iy adbering strictly to the speed. } NN e s

—

TYPE-WRITING.
: Elementary Examination.

1. 8peed test.—To typewrite an ordinary printed passage containing 600 words.
attention must be paid to accuracy and neatness of execution. Time—half an hour.

2. Manifolding and Tabular work.—To typewrite printed matter which may include a busi-
ness letter, simple invoices and statistical tables, and to take not more than two copies by means
of carbon paper of such portions as mey be specified. Special attention must be paid by the
candidates to the centering of head lines, to the setting out of word items and figure columns, to
regularity of spacing and to general neetness of execution. Time—one hour and a half. :

3. A practical examination on fingering and general manipulation including a knowledge of
the various parts of the machine, their uses and adjustment. ¥ o e

The distribution of marks and the minima required for passing shall be as follows :—

Special

Minimum for passing

el Maximum.
First elass. |Second class.

First paper ., o
Second paper .. Ao 5z
Oral apd Practical examination

o o o e 25 15 10
. . . 50 35 25
. o 25 15 10

Total .. 100 65 45

Nore.— Candidates will have to provide their own machines and carbon papers. Candidates will l;e examined in the
Oral and Practical examination only on the Remington or the Yost, or such other machines as may be adopted by Govern-

ment for use in public offices and approved by the Commissioner for Government kxaminations. Onl t
machine shall be used by each candidate throughout all sections of the examination, 3 Bhmd

Text-books recommended.—The book of directions accompanying the machine; S. Vaidya-

natha Aiyar’s Text-book of Type-writing (Srinivasa Varadachari & Co.) ; and Pitmau’s publica-
tions on the construction of the machines.

Intermediate Examination.

1. Speed test.—To typewrite a narrative or a speech of 900 words. Special attention must
be paid to accuracy and neatness of execution. Time—half an hour.

2. A paper to test the candidate’s power of copying a rough manuseript official or business
letter (lithographed), and his power of spacing and display, copying statistical tables, invoices
and similar documents, filling in blank forms, and manifolding such portions as may be specified
with not more than three carbon copies. Time—two hours.

. 3. A practical examination on the uses, manipulation and mechanism of the machine,
including a knowledge of the uses and adjustment of the varions parts,
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The distribution of marks and the minima required for passing shall be as follows :—
Minimum for passing
e Maximum,
First class. | Second class.
) 5
First paper .. G oy S0 A 25 15 10
Second paper .. ol e e A e e o o 50 88, 25
Oral and Practical examination .. hr o5 25 15 10
Total .. 100 65 45

Nore.—Candidates will have to provide their own machines and carbon papers. Candidates will be examined in the®™
Oral and Practical examination only on the Remington or the Yost, or such other machines as may be adopted by Govern-
mont for use in public offices and approved by the Commissioner for Government Kxaminations. Only one type of
machine shall be used by each candidate throughout all sections of the examination. A

Test-books recommended —The same as for the Elementary examination, also Pitman’s
Type-writers Manual. g

Adranced Ezxamination.

1. Speed test.—To typewrite a passage of 1,200 words. Special attention must be paid to
accuracy and neatness of execution. Time—half an hour. ;

2. Manifolding, and Tabular and Display work.—To typewrite in proper form from confused
and abbreviated rough manuseripts (lithographed). (This paper is intended to serve as a test of
the candidate’s knowledge of spelling, punctuation, printer’s corrections and abbreviations.) To
typewrite advanced tabular or other matter, such as invoices, balance sheets and statistical tables,
from manuseripts (lithographed), to display and rule up where necessary. Time—two and-a-
half hours. : :

3. Mechanism.— A practical examination which may include questions on the manipulation
and care of the machine ; construction of the machine; possible defects and temporary derange-
ments, their causes and their rectification ; removal and replacement of detachable parts of the
machine; adjustment, alignment tension, inking devices, marginal stops, the methods of spacing ;
and stencil duplicating.

The distribution of marks and the minima required for passing shall be as follows :—

Minimum for passing
Sk Maximum. |
e First class. , Second class.
First paper .. 54 . o . oo 25 15 10
Second paper oo S . e o 50 35 26
Oral and Practical examination .. % Sl 25 15 15
Totalle s 100 65 45 ;

Nore.—Candidates will have to provide'their own machines and carbon papers. They may als6 be examined on
machines provided by the examiners. They will be examined only on the Remington or the Yost, or such other machines
as may be adopted by Government for use in public offices and approved by the Commissioner for Government
Examinations.

Text-books recommended.—-The same as for the Intermediate Examination.

TrEORY AND PrACTICE OF COMMERCE.

Elementary Evamination.

1. Knowledge of the forms and modes of addressing official, commerecial and private letters ;
docketing ; the letter book, index and eross-reference ; the file and the pigeon-hole ; commercial

terms and abbreviations.

2. Filling in blank forms of credit and debit slips, receipts, cheques, bills of exchange,
promissory notes, document bills, bills of lading, hypothecation letters, policies of insurance ;
drafting short formal letters with reference to enquiries for goods and prices, acknowledgment of
letters, money, and goods received, remittances, orders and their execution. G

3. Cheques ; to bearer and to order, endorsement, crossing, presentment for paymaﬁl;,' dis-
honour, stamp. Bills of exchange; their advantages, endorsement, acceptance, maturity,
discount, payment, dishonour, stamp. g :

The examination will be entirely a written examination. One paper of two hours’ duration.
No candidate shall be allowed to pass unless he satisfies the examiner as to handwriting and
neatness of execution. .
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The distribution of marks and the minima required for passing shall be as follows :—
Miinmum for passing.
LT Maximum. |

First class. | Second class.

Handwriting and neatness of execution 26 - 15 10

Subject matter 50 o6 : 75 88 .

Total .. 100 66 l 45

Text-books recommended.— Pitman’s Counting-house Routine

(First year’s Course and Second
year’s Course) (Sir Isaac Pitman & Sons, Ld., London). :

-

Intermediate Examination.

e

1. Document bills, charter parties, bills of lading, freight, general average, particular average, .

total loss, marine insurance, bottomry bond, commercial terms and abbreviations, letters of credit ;
patents, copyright and royalties ; preparation of invoices and account sales.

2. The leading provisions of the Negotiable Instruments Act, and the practice relating to
cheques, promissory notes, bills of exchange and hundis.

3. The leading provisions of the Indian Companies Act of 1882 omitting sections 96 to 172
and 191 to 219.

4. Forms of letters, official, commercial and private ; docketing; filing ; the letter hook.

5. Drafting short letters on the following subjects :—Inquiries and replies thereto; orders
and their execution, proffered services, letters of credit, references, receipt and despatch of goods
and remittances, collection of accounts, bills of exchange, payments, and any other subjects
embraced in paragraphs 1, 2 and 3.

The examination will be entirely a written examination.— *

First paper.—Time three hours ; sub-heads Nos. 1 to 3.
8Second paper.—Time three hours; sub-heads Nos. 4 and 5.

No candidate shall be allowed to pass unless he satisfies the examiner as to handwriting and
neatness of execution.

The distribution of marks and the minima required for passing shall be as follows :—

Minimum for passing
ey Maximum.
First class. [Second class.

50 o S

First paper i 5 55 56 10 7 5

4 Handwriting, ete. 40 . b4
Second paper- { gybject matter

Total 100 65 45

Text-books recommended.—Pearce’s Merchant’s Clerk (Effingham Wilson, London) ; Modern
business methods (Export and import trade) by F. Hooper and J. Graham (Macmillan & Co..
Ld., London) for sub-head No. 1, Pitman’s Commercial Correspondence and Commercial English
for sub-head No. 5 (Sir Isaac Pitman & Sons, Ld., London).

Advanced Examination.

1. Billsof lading, the nature of a bill of lading and its legal incidents; exceptions and
stipulations in a bill of lading and their effects; rights and liabilities of shipowners, consignors,
consignees, endorsees and vendees under a bill of lading ; freight and its payment, goods n
transitu. : ;

2. Charter parties; expresses and implied conditions and warranties, provisions as to loading
and unloading, exceptions excusing performance of the contract, freight and other payments to
shipowner, war risks, contraband of war. :

3. Marine insurance, insurable interest, the policy of insurance relations of assured broker

and underwriter, causes which make a policy void, perils insured against clauses in the policy
and their meaning, total loss, general average and particular average on ship and cargo, and
freight ; subrogation.

4. The Indian Sea Customs Act VIII of 1878 omitting chapters 2, 3, 16 and 17.

5. The Indian Companies Act of 1882 (the portion prescribed for the intermediate grade).

et TN
o
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6. The law and practice relating to cheques, promissory notes, bills of exchange'and hundis ;
and their negotiation. : -

7. The relation of banker and customer; joint accounts trust and partnership accounts.
8. The Indian Contract Act with reference to sale of goods, agency and partnership.
9. The Indian Insolvent Debtors Act.

; 10. The Indian Limitation Act so far asit
actions.

_ 11. Drafting !)usz‘ness letters.—Circular notes and letters of credit. Commissions and cone
signments ; agencies; complaints and claims ; shipping accounts ; insurance of goods.

The examination will be entirely a written examination—
First paper.—Time thrqe hours ; sub-heads Nos. 1 to 5 inclusive.
Second paper.—Time three hours ; sub-heads Nos 6 to 11 inclusive.

No candidate shall be allowed to pass unless he satisfies the examiner as to handwriting and
neatness of execation.

The distribution of marks and the minima required for passing shall be as follows :—

relates to commercial documents and trans-

Minimum for passing
—— Maximum.
First class. [Second class.
First paper .. . o A 45 oo o
By Handwriting, etc. : 10 7 5 v
econd PAper- | Subject matter | .. .. 45 = e
Total . 100 66 45

Nos. 1 and 2 (Thacker Spink & Co., Calcutta). William Gow’s Marine Insurance for sub-head
No. 3 (Macmillan & Co., Bombay). Law of Banker and Customer by J. W. Smith for sub-head
No. 7 (Efingham Wilson, London). Pitman’s Commercial Correspondence and Commercial

English for sub-head No. 11.

CoMMERCIAL GEOGRAPHY.
Elementary Ezamination.

1. A general knowledge of the chief characteristics, physical features and resources, climate
and density of population of the countries constituting the British Empire, their mineral, vegetable
and animal productions how raised and how disposed of, their manufactures, the markets to which
they are sent and the uses to which they are put; their foreign trade ; their exports and imports,

2, A special knowledge of the situation, area and population of the principal trade centres
of the Indian Empire; of the railways and other important trade routes; and of all subjects
falling under the first head.

¥ 3. Marking on an outline map of India any specified administrative divisions, railways,
rivers and canals, trade routes, ports, fields of production and markets for commodities. 4
The examination will be entirely a written examination—
First paper..—Time two hours ; sub-heads Nos. 1 and 2.
Second paper (Map-drawing).—Time one hour ; sub-head No. 3.
The distribution of marks and the minima required for passing shall be as follows : —

-Minimum for passing
i o Maximom,
First class. |3econd class.
75 A A
First paper .. SR 26 15 10
Second paper (map-drawing) — S
Total .. 100 65 45

Tewt-books recommended—The Wor'd and ii;s C<.>mme'rce, Parts T and TI (Su' Isa.a-e
Pitma;x&ogoils,Ld., London). British India and its Trade by H. J. Tozer, Harper’s Inter-
pational Commercial Series (Harper and Brothers, London). Nl o e

et

-

Tewt-books recommended.—T. B. Scrutton’s Charter Parties and Bills of Lading for snb-heads
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Intermediate Bxamination.

1. Circumstances affecting the production, distribution and exchange of commercial commadi-
ties ; claimate, soil, irrigation, labour, machinery, transport, trade routes and railway routes, and
products of the temperate zone, sub-tropical products and tropical products, mineral products
and manufactured articles. A general knowledge of the chief characteristies, physical features,
climate, resources and density of population of the principal commercial countries of the world,
their raw products and materials of commerce, manufactures, foreign trade markets, exports and
imports, communications by land and water, aids and obstacles to trade and commerce. A
special knowledge of the Commerecial Geography of the British Kmpire on each of the subjects
falling under the first head in greater detail and with special reference to India ; of the situation,
area and population of the principal trade centres of the Dritish Empire, its railways and ports.

2. Drawing on a projection a map of any specified portion or portions of the British Empire
showing any specified important politicul divisions, trade routes, railways, fields of production,
ports and markets for commodities.

The examination will be entirely a written examination—
First paper —Time three hours ; sub-heads Nos. 1 and 2.
Second paper (Map-drawing).—Time one hour ; sub-head No. 3.

The distribution of marks and the minima required for passing shall be as follows :—

-

1 Maximum,
First class. | Second class.

| .| Minimum for passing

{

J‘ First paper .. AR <A 75 4 A

| Second paper (map-drawing) 25 15 10
I Total .. l 100 65 46

Text-books recommended.—George G. Chisholm’s'Smaller Commercial Geography (Long-
mans Green & Co., Bombay). Pitman’s Commercial Geography of the World (Sir Isaac Pitman
& Sons, Ld., London). British India and its Trade by IL. J. Tozer, Harper’s International
Commercial Series (Harper and Brothers, Liondon) for sub-heads Nos.1and 2. “The British
Empire maps in Pitman’s Commercial Geography of the World for sub-head No. 3.

Advanced Examination.

1. The Commercial Geography of the World under the heads given in paragraphs 1 and 2
of the Intermediate grade syllabus, the questions to be of a much more searching character than
for the Intermediate grade examination. The great trade routes and ocean routes of the world,
the world’s earrying trade, comparative trade statistics.

2. History of Commerce from the discovery of the Cape Route to India with reference to
the following : Evolution of the leading countries to their present position among commercial
nations ; Trading companies in the time of Hlizabeth ; the Colonization of America; Commerce in
the Old World and in the East in the 15th century ; Protective Policy of England; Voyages of
discovery ; the Industrial and Commercial Evolution at the end of the 18th and at the beginning
of the 19th centuries and its effects on the United Kingdom and on the Continent of Europe ;
Trading companies in the 18th century; French Commerce during the Napoleonic wars and
thereafter ; German Zollverein ; Free I'rade policy adopted by the United Kingdom ; Scientific #
discoveries and inventions ; Industrial and Commercial development during the 19th century
with special reference to the United Kingdom, the United States, France, Germany, Holland,
Japan and India.

3. Drawing two maps showing railways, trade routes, fields of production, markets and
ports.

The examination will be entirely a written examination—
Firt paper.—Time three hours; sub-head No 1.
Second paper.—Time three hours; sub-head No. 2.
Third paper (Map-drawing).—Time three hours ; sub-head No. 3.

The distribution of marks and the minima required for passing shall be as follows :—

Minimum for passing
_ Maximum,
First class. | Second class.
First paper .. .. 2, % o L RS 35 |
Second paper .. o Ve 5 o Al 35 & | i
Third paper .. s oie 5o i A 30 18 ’ 12
Total .. 100 65 ‘ 45

i et e b B8 e e ok e L R g A R R ey e T e et R

’
v

0 5 ST S

A o
#

No. 414, Epvearronar, 17t June 1905,

Books recommended.—Chisholm’s Hand-book of Commercial Geography (Lionemans. '
Co., Bombay) for sub-head No. 1. Pitman’s Commercial History,g Paprtylf ‘(Sirg I:ag.sc’ %Ii.:x?af:
& Sons, Limited, London), for sub-head No. 2. The maps in Chisholm’s Hand-book of Com-
mercial Geography or Pitman’s Commercial Geography for sub-head No. 3. ‘I'he latest annual
report on the trade of India by the Director-General of Statistics. :

Boox-r&EPING.
Elementary Eramination.

1. Single entry.—Its meaning; the books used and the methods of keepi ;
incompleteness of the system. , e

2. Double entry.—Its meaning, principles and advantages; recording in the i :
cash book with cash and discount columns, the bought and solgd books, transg;;ctions OJfoi‘:Lrs ;})’llglv?
ing description :—Cash and credit sales and purchases, cash receipts and payments, bank account
cheques received and paid, bills drawn, endorsed, accepted, honoured, and dishonoured : rent’
salaries, trade charges, interest, discount, bad debts; assets and liabilities. 4 3

: Postin%\ the subsidi-ary books intz) the ledger, preparing the trial balance, journalisiﬁg the
closing entriss, and closing the ledger.

'The paper will contain a set of transactions to be journalised or entered in more than one
subsidiary book, posted, and worked out, as may be required by the examiner; and it may
inclnde questions and exercises in the principles and their application.

The examination will be entirely a written lexamination. One paper; time two hours. No
candidate shall be allowed to pass unless he satisfies the examiner as to hand writing and neat-
ness of execntion with special reference to the necessities of entries in account books.

The total marks and the minima required for passing shall be as follows :—

Minimum for passing. s
— Maximum.
First class. |Second class.
Handwriting and neatness of execution .. B 10 b 5
Subject-matter L ks 28 b 5 90
Total .. 100 ba7 s el

_ Text-books recommended.—Pitman’s Primer of Book-keepiﬁg (Sn' “Tsaac Pitman & Sons,
Limited, London) ; Practical Book-keeping, by W. Grierson (Blackie & Son, Limited, London).

Intermediate Examination.

_ L Single enfry.—Its meaning; the books used and the methods of keepiﬁg them; the
incompleteness of the system.

2. Double entry.—Its meaning, principles and advantages; recording in the journal
cash book with cash, bank, and discm?nt colpumns, the boughtg and sold boogl;s, and fh'Jé bill b,d:I]:éQ
transactions of the following description :—Cash and credit sales and purchases; c’ad@eeeiptg
and payments; bank account; cheques received and paid; assets and liabilities; rent, salaries
and trade charges; interest, discount, commission, and bad debts ; repairs; depreciation ; house
property, plant, and machinery, furniture, Government securities; bills drawn, endorsed
accepted, and honoured ; bills dishonoured, noted, and renewed; consignment accounts ; joint,
adventures ; goodwill and proprietors’ accounts including the division of profits ; provision for
future bad debts ; suspense and reserve fund accounts.

_Posting the subsidiary books into the ledger, preparing a trial balance, journalising the
closing entries, closing the ledger, and preparing profit and loss and balance sheets.

8. Preparation of credit and debit notes, statements of account, invoices, account. sales, and
accounts current. o :

The examination will be entirely a written examination—

. First paper.—Time, three hours. This paper will contain q'uesﬁous in the principles, and
their application, and maysinclude exercises on the preparation of forms and statements, and the
treatment of the various kinds of account.- o : ; .

)
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Second paper.—Time, three hours. This paper will contain exercises in the practice of
Book-keeping ; candidates will be expected to enter a given set of transactions in the journal or
in more than one subsidiary book, post into the ledger, and work them out as may be required
by the examiner. No candidate shall be allowed to pass uunless he satisfies the examiner as to
handwriting and neatness of execution with special reference to the necessities of entries in
account books.

The distribution of marks and the minima required for passing shall be as follows :—

Minimum for passing.
= Maximum, L)
First class. | Second class. -
.| First paper .. otk 45 8 e
Seoond paper { et e e o 2
Total .. 100 65 45

& e i st o) ESr S vt Sl i

Tewt-books recommended.—Pitman’s Book-keeping simplified (Sir Isaac Pitman & Sons,
Limited, London) ; School and Examination Book-keeping, by J. Logan (liongmans, Green &
Co., Bombay). ;

Advanced Examination.

1. Single entry—Its method ; the books used and methods of keeping them; the incom-
pleteness of the system ; conversion of accounts of single entry to double entry.

2. Double entry.—Principles ; keeping the journal, the cash book, the bought, sold, and the
return books, bill books, the petty cash hook, and the stock book. The preparation of the
different forms in which these or other subsidiary or auxiliary books are kept. The ledger ;
departmental ledgers ; trade ledger, and private ledger.

Recording and posting transactions involving Personal, Real and Nominal accounts of all
kinds; Consignments and Joint adventures; Reserve Fund, Reserve, and Rebate accounts;
Suspense account; Preliminary expenses account; Bad and Doubtful debts, Depreciation,
Stock valuation, and Goodwill; Capital and Revenue accounts; Patents and Royalties ;
Bank Reconciliation statements; Self-balancing ledgers ; Partnership accouuts; the Accounts
of Branch offices and of Foreign Branches; Double Account system ; Cost accounts; Prepara-
tion of Revenue accounts; Trading accounts; Profit and Loss accounts, and Balance sheets;
making out a statement of affairs, and a deficiency account for an insolvent.

3. Preparation of account sales, accounts current, and interest accounts.

4, Books of account and other auxiliary books required for the business of joint stock
companies, bankers, manufacturers, Life Insurance Companies and for other special kinds of
business, also the form of presentation of the final accounts of such concerns.

9. Preparing for audit ; methods and principles of auditing accounts, points to be attended
to in auditing account books and final accounts. The duties of an auditor; the detection of
fraudulent, and the discovery and rectification of erroneous entries.

The examination will be entirely a written examination—

First paper.—Time, three hours. This paper will contain questions on sub-heads Nos. 3, o
and 5, and on the principles and their application with reference to the headings set forth in sub-
heads Nos. 1 and 2. ;

8Second paper.—Time, three hours. This paper will contain exercises in the practice of
Book-keeping on sub-head No. 2. No candidate shall be allowed to pass unless he satisfies the

examiner as to handwriting and neatness of execution with special reference to the necessities of »

entries in account books.
The distribution of marks and the minima required for passing shall be as follows :—

Minimum for passing.
—- Maximum.
First class. Second class.
First paper .. .o S 55 . 45 s o
Handwriting o o 10 7 5
Soond paper Subject-matter .. Ar 45 os o
Total .. 100 65 45
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. Text-books recommended.—Pitman’s Complete Book-keeping (Sir Isaac Pitman & Sons,
L1m1§ed, London) ; G. P. Norton’s Textile Manufacturers’ Book-keeping (Simpkin, Marshall,
Hamilton, Kent & Co., Limited, London); L. R. Dicksee’s Book-keeping for Company
Secretaries (Gee & Co., London); J. P. Sprague’s Life Insurance Accounts (Charles & Edwin
Layton, Londen) ; L. R. Dicksee’s Auditing (Gee & Co., London). e

Banxkina.

3 - Elementary Examination.

1. The geﬁera,l nature of banking transactions ; utility of banking ; joint stock and private
banks; current and deposit accounts; discounting bills; loans and cash credits; remittances.
The general administration of a bank.

2. The metallic and paper currencies of India.

3. The chief provisions of the Indian Négotia.ble Instruments Act relating to cheques,
promissory notes, bills of exchange, and hundis with reference to the negotiation, presentment,
and payment of these instruments.

The examination will be entirely a written examination. One paper. Time, two hours.

The total marks and the minima required for passing shall be as follows : —

Minimum for passing.
_ Maximum,
A First class. | Second class.
Written examination o - o l 100 65 ‘ 45 l

Teat-books recommended.—Parts T and IIT of the Banker’s Clerk (Houlston’s Industrial
Library) or chapters 6 to 13, 15, 16, 18 and 25 of W. Gilbart’s Banking, edited Michie (Bohn’s
series) for sub-head No. 1. '

Intermediate Examination.

1. The theory and practice of banking; deposits; remittances; loans and discounts. The
nature and utility of banking. Join stock and private banks. The general administration of a
bank ; the administration of bank during seasons of pressure and with regard to the employment
of its funds; Banker’s clearing house. 3

2. The metallic and paper currencies of England and India.

3. The leading provisions of the Indian Negotiable Instruments Act of 1881 with latest
amendments, with special reference to the negotiation presentment noting protesting and payment
of cheques, promissory notes, bills of exchange and hundis.

{4 The leading provisions of the Indian Companies Act of 1882 omitting sections 96 to 172
and 191 to 219. )

5. The value and price of commodities, metallic and paper money credit and foreigﬁ“trade.

The examination will be entirely a written examination. One paper. Time, three hours.

The total marks and the minima required for passing shall be as follows :—
Minimum for passing.
—— Maximum.
First class. | Second class.
‘Written examination e . . 100 65 I 45

Text-books recommended.—W. Gilbart’s Banking volume I, chapters 6 to 21, inclusive, and
volume IT, chapters 25, 27 and 35 for sub-head No. 1 (George Bell & Sons, London). Parts I
and III of the Banker’s Clerk (Houlston’s Industrial Library); J. E. Syme’s Text-book of
Political Economy, chapters, 1, 2 and 8 to 14 for sub-head No. 5. frditee )
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The revised syllabuses submitted by the Director of Publie Instruetlon are
approved and will be published in the Fort St. George Gazelte.

(True Extract.)

H. D BANTOR
Ag. Secretary to Governmmt

To the Director of Public Instruction. :
»  Commissioner for Government Exammatmns. 5

Gazette, ) R ’ | From the Di

Ed, K, Murugesan.
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The syllabuses of the Government Technical

Examinations in the subjects grouped under commerce having been

& Ruip a150

\ C No. 1076', .llé‘roih"the -QP R e No. 3? 56 dated / M"

renor*ed to need cer,ain changes to sult modern requiremen+s

the late Director referred the matter to the ﬂomm1531oner for

Government Examinations who called for the opinion of the ‘RBoard

A e ”» G e : CIEr s e D

of Examiners in Commerce on the subject. The Board agreed in

the ahove view and undertook the revision of the syllabuses

at the request of the Commigsioner. All the syllabuses have .i fj:fo"xm

g

been revised with the exception of the syllabus for Annuities

a.nd .Jlfe Insurance which is conmdered satisfactory -as it o " ' OBDER No.él./é(. .., dated

stands and the revised syllabuses Wthh have the approval of : i ffg_ ‘/'
all the members’of the RBoard with the exception of IM.R.Ry K. =
Subramaniya Alyar Prlncipa%}ByramJ1 Jeejeibhoy's College of S f [ ygﬂ'b{
'Commerce Bombvay, are now submi++ed for the sanctlon of govern- .
'meht. The following are the main changes introduced.
"ith repard to Shorthand the examinations are in

reality all practical examinations and the mBoard therefore

thought it unnecessary to have a Special practical examination .

for the advanced grade. Tor all the grades the Board thought :

it desirahle to let the candidates know more in detail what

was required of them and so they are told of the percentage of ' fﬁ"

errors or omissions that will prevent a candidate from passing.

With regard to Type-writing the Board thought it

desirable to substitute copying for typing to dictation in the

speed test for the intermediate grade. It was also considered

desirable to specify the machines that would he allowed to he

Ty
used . Candidates have sometimes made use of machines of very

inferior type which soon get out of order., The Remington and

If agents for other

Yost machines are at present recommended.
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