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CHAPTER 1
THE PROBLEM AND ITS PECULIAR ASPECTS

The University of New Mexico Press is engaged in the pusi-
ness of book publishing and book selling. The primary objective
of the Press is to secure the lowest possible printing cost so
a8 to market scholarly publications with a small staff of sales~-
mer, in competition with commercial bock publishers. Lower
printing costs also permit higher royality rates to anthors,
ensbling the University Press to secure more worthwhile eduncae-
tiona)l menuseripts. With the United States and many foreign
nations as a market for University Press pnblications, it is
necessary to maintain an acenrate, detailed, up-to-date set of

records.

I. THE PROBLEM

Statement of the Problem. It is the purpose of this study

(1 to design a more efficient set of acconnting records; and (2)
to install, in good working condition, an accounting system that
‘will give the maximnam detail to the management of the University
of New Mexico Press and yet entalil the minimum amount of book-

kesping.

Functions a System Should Perform. Since the transactions

of a University Press are basically the same as those of a commer-

eial publisher, they may require accounting practices differing







materially from those of an educational inatitntiﬁn. and the
coumercial phases of acconnting are more likely to be esmphasized
in the system arranged for suech a bnsinéss. It is important
that the accounts with enstomers and eroditerx-ahodld be well
handled as the Press is a part of the State Univgra:ts¢ Hé-ver,
the other functions of accounting must nbt be over-locked if the
system arranged is to be most beneficial as an aild in the aduin-
istration of the Press. First, among other things, the addition-
al functions to be provided for in a system shonld be as follows:

1. Control over finances.

2. Control over inventories.

3. Contrel over sales volume.

L. Control over the pperating costs.
As departmentalization of duties within the Fress has not been
carried ont tc any great extens, the various activities may be
centered in one or two individunals. ¥From an acconnting point of
view, however, the four maip faetors of control shovld be given
consideration. ZEven though one individnal does supervise the
performance of unrelated phases.of the Press work, hé will need
the information provided by these controls to guide him in his

adninistrative dnties to the same extent as the director of a

‘large publishing hovse. The accounting system should also furn=

ish information that will enable the mensgement to analyze these
factors of bnsiness activity:

l. Unit cost of books by title.
2 Sales of books by title.
3 Gross profit of books by title.

g. Rogalty expense per title
. Sales commlissions by title.







6. The percentage of dealer discounts by title.

T- Net profit by title of books.

8. The turnover of bookstock by title.
The lack of an adequate acconnting systeam in ahi of these respects
not only makes it diffienlt to determine the,t?ao condition of
the rress, but often opens the door.tb serious future }inuaeial |
disturbances. An excess quanity ol books may be géih-rln; dusi
in the stock room merely because they were not disposed of follow-
ing the reviewing period of the book. If the knowledge of the
sales and the turnover of the book title had been available for
the management this perhaps eould have been prevented. All of
the points mentioned will be brought into activity in}thﬁ fune-

tions of the new Press system in following chapters.

Historical Review. It was in the year 1520 that John

Siverch, the first uwniversity printer, set np hia'pruscvin
Cambridge, England. In July, 1894, the University of Chicago
purchased from a stoek company the property of the University of
Chicago Press. The Princeton Univeraity Press, a gift from
Charles Seribner, was housed and equipped in 1911} By the scale
of years, the University of New iexico Press is young among

University Presses, even among those in America. '

1 Alvert R. Griffith, "Adsinistration and Accomnting Prob-
lems of the University of Chicago Press,” (unpublished Master's
thesis, The University of Chicago, Chicago, 1929).
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In the year 1930 the printing press was transferred from
the School of American Eesearch in Santa Fe, and located on the |
campns of the University of Hew Mexico. It was operated éia-r"'“
Joint supervision of the School of American Research and the £
University of New Mexico. The Printing press was leased fioi g
the School in 1932 and operated by the Univarsityg In the earii’l
years the activities of the Press were largely those of job
printing for the University. But from a print shop a publishing
house bsgan to grow. The first pangs of the expansion were felt
in the administration of the Printing Plant, With the increas-
ing smonnt of printing and publishing it became necessary to
separate the printing from the book publishing. This separation
was made in Jamuery 1947. In the catalog of books issued in the
fall of 1948 there were listed sixty-nine titles. There were
being published at this time three journsls covering the flelds
of Litserature, AnthrOpologf, and History, with a paid subscrip-
tion list aggregating 1,350 pames. The University of New Mexieo
Press pnblished eleven books during the fiscal year inding Jnne
30, 1948, and will publish approximately the same number in the
1949 fiscal yesr. The Univeraity of New kexiéo Press baé §itahb ;
lished itself as a regional publisher in the Sonthwestern and

Rocky Mowntain regions.

2 Biannial Heport of the University of New Mexisco, 1931-1
(Albugunerque: The University of New WMexlco Fress, I§§§f. De ;8.







II. PECULIAR ASPECTS OF THE PROBLEM

Other Pecples®' Books. All books listed and sold by ﬁh.

University Press are not directly owned by the Press. In ulai
instances the books remain the property of the suthor or a trust
agency who conveys unto the Press the scle and exelusive rights
and privilege to print, publish, and to put on theé market the
book, for the length of the copyright and the renewals thereof
in the United States of America and elsewhere.

Vhen such an agreement is entered into the author usually
subsidizes the publishing of the book. A large percentage of
this subsidy is paid upon signing the sgresment, and the remaind-
er falls duve upon the delivery of the first completed coples of
the work to the author. 'All advertisinz cocsts, except the adver-
tising in the University Press catalog, are borne by the author,

Upon entering into suech an sgreement the Press has the
right to edit the manuseript and make snch changes as it sees
.fit. All changes are %o be approved by the anthor. The Press
shall handle all sale of the book and receive for its service
(whish inclufvs Slorisey teenriie. padking, MOV 9 TUR
ing) a percentage of the gross sales before any receipts shall
have been turned over to the author.

"All discounts granted to dealers for the sale of other
peoples' books or pald to the University of New Mexico Press
salesmen are dedneted from the retail price of the book, before

any procesds are turned over to the avthor. The University Press
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can, 1f it deems the book is no longer merchantable or profitable,
revert the copyright back to the amthor. The Press must give a
written notice, sixty days Scrore the reversion, to the anthor

at his latest known address. It is also necessary rér the Press
to render an accounting guarterly at which time to tnnaer to the

aunthor all amounts due him,

Sales. The nature of the University Press sales proce=-
dure is determined to a great exteai by the special sales methods,
terus, and contractnal agrecouments used by the ¥fress. For exauple,

sales may be made for cash, on open @econnt, collect on delivery,

on consignment, for fwture delivery, on an inspeection approval,

and with special consignment contraets. :

When adhering to strieX terus, some of these methods do
not constitute a sale; however the transactions are treated by
the University fress as being in the General sales procedurae.

It is uswally wnderstood that a sale is made when the title to
the goods is transferred from one individual to another. How-
ever, in the course of business many eircrmstances arise to

- change this rule, In many Instences books ere sent out to
schools Tor school nse on an inspection or auproval basis with
the understanding that they may be reinrued with full oredit if

' the books do not meet the approval of the school. A basis some-
what similiar to consignment is carried on with some school pur-
chasing boards. When this method is used the books mmust be re=-

turned within the yaar in a good saleable condition.
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Another problem of procedvre arises from the sale of books
to departments of the University. Here the sale is neither cash
nor on acconnt. The payment is made by a tranétﬁr Jourﬁnl en try

throngh the Unlversity business office.

Accounts Heceivable, When books are sold to a customer

on acconnt a sales involee is sent along with the books, The
problem of the acconnts receivable is the drudgery necessitated
in posting. A file system was developed which decreased the |
time consummed in entering these purchases in the accounts receiv-
able ledger. This procedure will be discrssed later. One copy
of the sale invoice is filled alphabetically in a file marked
"Unpaid.” Upon payment, the invoice is pulled and filed in a
"Paid" file.

Cunulative Statements. Cusvulative statements are nsed
each month to eliminate the use of a general ledger. The end
of the month Balance Sheet and Income Statements are combined
in the first pair of trial balance‘columns and entered on a
sheet of eight column journal paper. The next two coluuns are
terued "adjustments” and are used to enter totals fraﬁ~tha sales -
Jenrpnal and the expense journal inztead of belng posted to a
general ledger. When the totals of these two books are posted
in the adjustments colﬁmns, the triel balance tignrua'nay be
carried over to the columns for the Income statement and Balance

Sheet, glving antomatically & pair of cumnlative stateuents., The







next month these two statements are combined in the trial balance
columns and the procedure is ready to operate for the coming

monthe.







CHAPTER II

REVIEW OF THE PREVIOUS SYSTEM

The accounting system of the University of New Mexico

Press was not materially changed in the process of designing
and installing the new methods. There were some definite

changes, however, and the procedures which were modified will
be discussed briefly in this chapter as they appeared before

the change in methods.

Cash Heceipts. The receipts of the Universlity Press were
received by the Press secretary ﬁho_was responsible for all cash,
checks, or money orders. Here all receipts were sogrog@ted, and
the cash and checks were passed to tha bookkesper. When several
days receipts were accumulated they were entered in a Cash
Receipts Book, and the Press deposit prepasred. The bookkeeper
deposited the receipts with the cashier in the University busi-
ness office, The Cash Receipts entry was made in dnplicate; the
duplicate was nsed by the bookkeeper in posting to the accounts
Fecelvable and the original wes sent to the Remitier. AR Stlen-
tration of this may be seen in Form 1. The date of receipt,
name of the purchaser, title of press books, title of Other
Peoples' books, Salesmen's commissions, and Press commissions
were all entered upon the receipt. When all items were entered,
the invoice number for which the payment was made was then re-

corded upon the receipt and the bookkeeper signified that he had
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THE UNIVERSITY OF NEW MEXICO PRESS e R 15 T 19 48
ALBUQUERQUE, N. M.
Received of BI‘OWIIS BOOK HOUSG
| Barrm g K 1)
Accounts Receivable: | Commissions Earned Press ___ ___ |84 _

1 Pu_qp_]_.p___Ig_@_l_@._q__‘{{p_l_'_lq______l_ ?_2____, Sales of Publications:

1l Meet India | _____ 1|44 |1 N.M,State Guide 2|10 _
5, i s A A, Py . 1l1 Mex. Cook Book | 120 _
___________________________________ _ 1. Yellowstone ____ | ____1|20
Miscellaneous: l_ s .B_j:g__ F_Q_t_ _____________________ 2_5___
b 0T NIRRT SRR, e e e S e e

Invoice # 14457 S 12 94
No. 9387
B M.AOG.
7. S e O 0 o T

Form 1
CABH RECEIPTS PCSTING
(University of New Mexico Press Records)







n

rechecked the entries, the eash, and the invoicas by ii;nins»hit

name on the Cash Receipt. All checks or cash not identified
were held in a correspondence file until correct ;dentifleltiﬁi"
was received. Under or over payments were entered, ihen”snnl;
in amount, in accovnts ealled Additional Discount and Other |

Income, respectively.

ledgers. The ledger was the means by which the trlnkae-
tions were set up in the accounnts. These acconnts susmarized
the debits and eredits that had been recorded in the various
journals. ZEach account contained the result of numerous iiaa!~
actions which were & definite part of the firaneisl rcao!at of
the Press. These acconnts had wvariovs headings that in some way
indicated the activities of the Press us they were recorded, to
show the operation of the University Press.

One page or more was>nsed for each aocount.- Thliﬁ pages
were headed with the titles and dates necessary to the posting
of certain activities within the account. Fages were easily
accessable as they were in the loose-leaf binder form and were
posted by hand.

The general ledger contained all information in the
Accounts pertaining to the Press with the exception of th¢~
" aeconnts receivable, which were kept in two subsidiary luégnras
private ledger was maintained for posting to the scecmnts of
Other Peoples' Books. Within the genersl ledger separate seo-

tions were incorporated for finished goode, sccrued salesaen's
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coumissions, acerned royaltlies, sales by book title, and pnblish§
ing expense. A Day Book was msed as a perpetmal inventory record
of all bocks, whether Press owned or not.

The Inventory-Finished Goods account was postéd with all
entries determining the cost of the book. lthen all costs were
recorded on the ledger sheet, the cost per book was obtained by
dividing the total accumnlated cost by the total number of books
recaived from the printing plant. Hach lnnth the 1nvnntoty was
dzcreased by the amount of the oost of the posting of sales,
advertising, complementary, oopyrisht, dauk, and damaged coples
of the b&oks. Heturn sales, when posted, were an inoreqsqy in
inventory. These records were malntained on all books, by §it1‘¢
An illustfution of these records may bd seen in Fora 2. V

The Accounts Receivable subsidiary iedgcr, Form 3, pﬁgq
14, was also in loose-leaf binder form and hand posted. The |
paczes in the ledger conteined the name and address of the pnfw'
ciaser along with information of tormﬁ, eredit rating, credit
limits, and other data. These snbsidiarj ledgers vefs pos ted
currently and the combined totals ol these two books agreed uith
the Accounnts Reouivable ‘eontrol in the General Ledger. Once
each month the Fress bookkeeper wonld summarize all rtocivabibl
‘and prepare and mail an itemized Press statement to each customer,
This statement is illustrated by Form 4, page 15. 7

Accrued royalties and salesmen's commissions, sales By ;

book title, and publishing expense were also incorporated into







—52_1__‘_ ‘ ACCOUNT NO.

SHEET NGO

RATING NAME Mean a NAME
CREDIT LIMIT ADDRESS (Car ADDRESS
TERMS Cost per book .93¢

DATE ITEMS DATE

1948
Nov. 29 Halftomes
24 Printing |
Avg. 20 End Sheets-Valliant Printing Co
20 Jackets - Art Work
31 V-R I
31 Jackets F.C.
Sept 31 R. M. Bunker
31 Advertising (12 copies)
31 Avnthor & Copyright (6 copies) o
31 Sales (756 copies) i
Oct. 30 Advertising (10 copies)
30 Sales (100 copies)
30 Sales returns (10 copies)

TEL. 5626

ALBUQUERQUE, NEW MEXICO

RE-ORDER FROM
GENERAL SUPPLY COMPANY

306 WEST GOLD

Form 2
INVENTORY=-FINISHED GCODS RECORD
(Universiny of New Mexico Press Records)






ACCOUNT NO
ADDRESS

None

SHEET NO
RATING
CREDIT LIMIT

‘June 30 13897, 14001

021X3W MIN ‘3NDYINONETY
9298 "3l a109 1S3M 90€
ANVAWOD ATddNS TY¥INID
WON3 ¥3IQ¥O0-3Y
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STATEMENT

The Umvmzty of New Mexico @ RESS

ALBUQUERQUE

The Hi - Jenks Bookstore

41, South Flat Irem

1-1=48 Invoice Number 15111 3 \OO
1-9-49 | Invoice Number 29895
2=6=49 Invoice Number 30099 265 | 78

Balance due 288 \68
\ |
|
|

|

Form &4
. HONTHLY STATEERT
(University of New Mexico Press Records)
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the general ledger throngh a sub-ledger system. Royaltles acerned
throughout the guarter and were pald on the fifteenth day of the
month following the close of the guarter. Salesmen's commissions
accrved and were paid monthly to the University Proaé salesmen.
A record was maintained in the general ledger of the sales and
sales returns of all press books by title, and in a sub-ledger
apart from the regular Finished-Goods~Inventory record. A de-
tailed sub-ledger was also used for all publishing expense. The
information from this sub-ledger was used by the Press Director
as an aid in his budgetary control.

The general ledger accounts used at this time uero:l

101 Control Account of the University Controller
103 Accounts Receivable Control
103-A Accounts Receivable bock One
103-B Accounts Receivabdble book Two
105 Petty Cash
113 Finished Goods~Inventory Control
113-A Inventory Sub-ledger
117 Equipment
125 Prepaid Insurance
126 Prepaid Copyright Fee
201 YVouchers Payable
202 Suspense Account
203 Accrued Insurance
204 Acerved Salesmen's Commissions Control
204L-A Acerned Sslesmen's Commissions Sub-ledger
205 Accrned Royalties Payable Contrel
- 205-A Accrned Hoyalties Payable Sub-ledger
209 Other Peoples' Books Control
209~A Other Peoples' Boocks Private Ledger
22i;, An Estimated Allowance for Donbtful Accounts
251 Harped Surplus = =
302 Publication Sales - Press Owned
393 ¥rapping and Hailing Income

r These sane acconnts are nsed in the revised system.







305
311
312
315
L02

404
405
406
LG9

There were at this time about 1,100 active acecounts receiv-

17

Cost of Press Sales
Commissions Harned
Snbsidies
Miscellaneous Press Income
Publishing Expense Control
4L02-1 Salaries and Vages
4,02-2 Heat and lLight
402-3 Press Supplies
L02-6 Insurance Expense
402-9 Telephone and Telegraph Expense
402-10 Travel Expense
402-11 Advertising Expenses
LO02-12 Miscelleaneous Expense
- 402=-13 Paid Vacations
402-14 Postage Expense
402-15 Bxpense of Awthor and Copyright coplec
402-16 Readers Fees
402-17 Cost -~ Damaged and Lost Books Expense
4L02-18 Expense of Office and Designers Copies
Discounts Allowed
Royalties Expense
Coanmissions Expense
Aceounts Receivable Cash -- Shortage

able in the Accounts Receivable Ledger. The University of New

Mexico Press maintained no bookkeeping machines, all posting and

entering was done by hand.







CHAPTER IIX
REVIEW OF THE PREVICUS 2YS5TEd CONTINUED

With the Installation of new accounting methods L# the
University Press, there were many accountis, ledgers, joﬁrﬁils,
and procednres omitted from the system. In this chiptlt’thﬁ
aonitted Jjournals and procednres will be briefly t.knn into
account. An illustration of these items will be given.

Journals. Fundamental to a complete bookkeeping syatem
is some form of record of original entry. It is ilyulsiblo to
maintain a donble entry system without this fora of otigilnl
entry being provided in the records. However, to reduce the
clerical work in the Press bookkeeping rontine, several unigque
Journal forms were used. Instead of posting a great many en-
tries to the ledgers separately, the totals at the ¢lose of the
accounting period were posted, thus saving many tedious hours of
labor. These Journals were of the loose-leaf binder type, and
were hand posted. '

The Sales Journal of the University Press previocusly used
was designed as more or a annlary sheet than a jonrnll. The
‘page oontained oolnans for Dates, Partlcnlars, Accounts ﬁo.‘iv-
able, Pross Sales, Other Peoples Books, Sales, and Postage. At
the close of each month all invoice numbers were indicated tir-

that month in the column titled "particunlars.” Aﬂeonntabln¢liv-
able were debited for the total amount of the 1nvoid.s for that
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month, Press Sales were credited, for sales of Press books,
Other Peoples Books credited for the sale of books not owned by
the Press, and postage credited for the total amount of postage
on all invoices for the month. This same entry was made in the
Sasles Journal at the close of each month. Am illustration of
this entry is demonstrated in Form 5, page 20.

A special Credit Journal was used for Sales Returns and
Allowances. The Journal page had columns for the date, name or
title, credit memorandum number, debit and credit column for
Accounts Recelivable, a single colnnn for Press Commissions earned,
Other Pecples Books Commissions, title of returned Press boocks,
and number of returned Press books. Entries were made for each
eredit memorandum at the close of the month, broken down by title
and Press owned or otherwise. This form and procedure is demon~-
strated in Form 6, page 21,

A summary Caesh Jourmal, Form 7, pege 22, similar to the
University Press Sales Journal, was pocsted at the close of the
month. The Journal page contained columns for cash debits and
eredits, University control account debits, Aecounts Receivable
- ¢redits, and two columns for miscellaneous debits and credits.
The University Business Office receipts, received upon deposit-
ing Press income with the Business Office, were entered by number
in the column for Partioculars. (Form 8, page 23.) The debit and
credit cash column acted as a transfer account to the University

Control account in that all eash was deposited with the University







COLUMNAR SHEET

FORM 38-A-12

MADE IN U. S. A.

1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19

20

Sales Journal

!IY‘ALE FORM 38-A-12 103 302 209 m_u
;; Date | Particulars Fol Acceliecs Press sls Others bks Postage
L; | Dre Cr. | Cre Cre
':MyBI:wa.#s 1000=10232 3834 37 314075 657 63 35 99
ige31 Inveds 10233-10437 1356 16 1075 07 254 80 2 29
Sepe30 Inv.is 10438-10606 1805 55 1230 60 L50 O2 34 93
10et .30 Inv.i's 10607-10892 63 26 2049 62 27 32 39 32

20 |

21
22
23
24

25}
P

27 |
28 |
. 29

Form 5
University Press Sales Journal
(University of New Mexico Press Records)
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31
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University of New Mexico, Albuquerque, N. M.
Code Amount

mpmrios 1000

Front

Accounts and Code Numbers

{ » Current Funds

1 to 29 Student fees
i 30 to 59 Receivables and others

| Loan Funds
60 to 69 Receivables and others

| Endowment Fund
70 to 75 Receivables and others

e LR T SN S | o | e
| 76 to 79 Receivables and others

Agency Fund
80 to 99 Receivables and others
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Form 8 ; :
University of Kew Mexico Deposit Receipt
{(University of New Mexico Records)







Business office weskly. The University control account was
debited for the tétalﬁiiﬂﬁnt of the monthly receipts, accounts
receivable arodltod ‘or tha nnonnt of sales receipts, addition-
al discounts dobitod :or tht::nsuxsror cash discounts granted
to the customer, and stibsidies credited for the amount of book
grants. llnilar ontry uaa nudo in the Cash Journal at the
elose of each -oagh. :

!ho Bunoral Jaurnal.‘rﬁmi 9, page 25, wns colbinté vith
a form of a 7buehcr Ecgistcr. althongh used by thc Bnivoraity
Press as a General Jovrnal. It entailed four specifiec columns
plus two columns for posting miscellaneous entries. The General
Journal nlintaincd a oredit column for the University control
aceount, a debit and eredit columm for the Vouchers that were
payable, and a debit ecolumn to chnrgo all Publishing expense,
Entries in the Goxota& Ieuzsal were made as they occurred through-
out the nccnunting pariod. ‘When the entries were all entered for
the month, the entries in the two miscellaneous columns wers sum-
marized and the totals for each account number were posted to the
ledger, thus obtaining a reductiion in their monthly poyting. All
entries were made im the Gemeral Journal with the exception of
those cntilon to the speeific journals and the monthly closing
entries. These closing sntries were made on yellow journal
paper andjfilod i the folder that was retained for each month

of the year.
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CHAPTER IV
THE PRESENT ACCOUNTING ROUTINE--SALES PROCEDURE

The accounting methods of the University Press in use at
the present time are a combination of 0ld and new recoerds and
procedures. The installed records and procedures were mingled
with those parts of the old system that would best present a
more efficient set of records without disrupting the flow of
business of the University Press. Many of the former methods
and forms are unchanged, and will be menticned only as they
oceur in the discvssion of the accounting system as it is used
in the present routine. Flow of forms procedures and records

may be seen in Chart 1, page 27.

Use of Involces., All orders, direct or mail, are receiv-
ed by the University Press Besratary. Here the orders are seg-
regated into orders for the University Prolail,~ the University
Publications Series, or the Sonvthwestern Journal of Anthropology.
Orders for the latter two publicaticns are psssed on to thaiy
- respectlve offices., Cnce the book orders are segregated they .
are invoiced by the Press Secretary in triplicate form. The
three coples which are shown in Forms 10, 11, and 12, are as
et s S ¥ e TR R I N e R T

l. Original Invoice - White - Shipping Departuent

2 Duplicate Invoice - Pink - Bookkeeping Department
J. Triplicate Invoice - Yellow - Bookkeeping Department
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7'Mpreparessaleaorder;n ——
i ducat-e, and sends original

'ress s

Shad el

Sales Order received by Press Secretary, orde
are segregated and the Press Secretary premam
copies of the invoice. Original Sales ardeme
filed by the Press Secretary for futupe nefam

Requisition (Form 19) prepared in
duplicate, Duplicate retained,
to U.M,M. Business Office|

and presents invoice for stock room. Is the authority go to the B
or the books to be removed B

i stock, packed & shipped |
2nd Copy o Press, filed with 2nd oo N
copy of hequisition, upon receipt | |Lst copy packed within the ore 2nd copy when pel

st Copy to Vendor, who mokes de- | |Lst Copy (Form 10) goes to ‘Othu- two m _ S5 "‘,fﬁ: iled by date

of invoice. Purchase Voucher |der and sent to customer of the book, Sa: iv el Other | e W filed in Account
(Form 21) is prepared and mailed Peoples a:ti., ssions mant's F o8 & h 2
to Vendor. | Commissions, an

Upon return, Pe V. is entered in Special |
ournal (Form 22) and authorization made | [A cost of 3ales, by book
nd gsent to Business : |t.it.ls is prepared)fm entries in P
13

|
ik
i
;

3rd Copy is wus

$

LAt A28 A U A0 .

Check and 3rd copy of Pur. Voucher g Iaatm'n Sales B
Sent to Vendor. lst and 2nd Copies ‘Gostafﬁulespromm : issues Credit Her

of Auth. retained by Bus. Ofs 3rd| |Press Day Book (Form 13) is C. M. (Fomm 15)
copy of Authe vmf).ered in Special ?;eekadmagainzt) Sales Journal | |Form 16,
orm : A

70
143

; | 1
Sales Journal (Form 16) after

Special Journal totals chéeked
and posted to adjustments

columns of Cumulative Statement
|Books

Figures exbended in the Cumlative - e o b oy
Statement book into Income Statement 4 1 ooty mm deposited.
(Fig. 1) and Balance Sheet (Fig. 2) 3 1led and filed in

Flow Chart of Forms, Procedures and Records
in use at the University of Ne M. Press
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The varions invoices are sent to the different departaments, as
indicated above, This provides a smooth routine throughout the
Press of all the orders received. |

The original invoiece, which is ean order for the books to
be removed from stock, packaged, and malled, is included within
the parcel of books. Upon receipt of the parcel the ecustomer
may use the invoice to check against the books actually received,
In case of an error, a disclosnre of the error to the University
Press will result in its being rectified. W¥hen Payment is made
for the shipment the invoice or invoice number cam be included
with the ocustomer's check, to assure the customer of accurate
posting to his account.

The two remalning coples of the invoice are forwarded to
the Press Bookkeeping department. Here the duplicate is used
to post to the perpetual inventory account -- called the Press
Day Book. The Day Book, as shown by Form 13, is a complete re-
ecord of the inventory of all books published by the University
Fress regardless of ownership. The inventory 1s retained by
title and will disclose the nuomber of books of any title on
hand, at any timé. The Day Book indicates the book title,
anthor's name, customer's name and address, date of sale and
invoice number, and the number of coples scld to the customer.
Also indicated are complinehtary, review, consigned, exhibit,
damaged, and returned copies of the book. A colnmn is nsed to

accumulate the monthly sales totals and another to indicate the
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TITLE Simon Bolivar

AUTHOR Gerhard Masur

Invoice Number of Copies o ] g:%ig.: Monthly cogg"
Wy S Chung Sold Comp. || Review | Damaged |Returned | Exhibit || Consign. | Paid Sales Hand
19 ol sl |
Rog 1 Copies Réceived from printern 1 | : 5,000
1 | Harvard-Coop 16178 | 1 ; . Lo 50 45999
1 | Charles E. Louisean 16179 | 1 ¥ § L1 4 6. 50 4,998
1 | Methodist Pub. House 16185 | 10 ! I : L. 50 45988
2 | Baker and Taylor 16199 | 25 | | i 113.30 4,963
3 | Register of Copyright 16230 2 ! | 4y 961
W | ; s | |
3 | Bookazine Co. Inc. 16233 | 10 | | Lo ke 50 k951
3 | American Historical Rev. 16251 3 | L5950
‘'3 | Publishers Weekly 16252 : ‘ g I ' L4949
] 3 | Dallas Morning News 16253 1 ; | 1,948
3 | A. C. McClurg 16261 3 i Ly9LT
3 | Marshal Field 16270 5] | ” Ly 9L
8 3 | American News Co. 16271 1 | | ‘; Ly945
i L | Charles E. Louisean 16300 | L 2] 1,903
5 | Bookazine Co. Inc. CM120 : Lesh o 4,946 |
| | BTE . 1,856
31 Baker and Taylar 17104 |10 R R 1,816
. | Sl vl 1,846
Jan 1 | Smith College Library 17191 2 , 9,00 Loy 8L
1 | Univ. N. Mex. Library 17200 | 2 L oe B 9400 by 842
‘ 5 R R SRS
Form 13 I I %1
Inventory Day Book I f |
(Univ]brsity of New Mexico Press Rerords) ' 1: |
| SR |
|
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number of copies of the books im inventory. The Day Beok pro-

; vides an accurate up-to-date inventory figure to be used as a

cheek against the monthly smalysis of sales.

The bookkeeping department, upcn receipt of the triplicate
copies of the invoices arranges them in numerical order for cost-
ing. Vhen the costing of am invoice is completed, the total
tigure representing the cost of all books upon the invoice, is
written near the center of the involice and circled. Books that
are not directly owned by the University Press are marked "0. P."
to indicate their belonging to other people. The commissions
earned by the Press for selling these other peoples' books are
determined and written upon the invoice. The approximate average
sarning of the Press on these sales is fifteen per cent of the
net amount of the sales. Commissions earned by the varions sales-
men are also determined and written on the invoice. The sales-
men's commissions vary inversely with the customer's discount;
i.e. as the customers discount, Form 14, increases, the sales-
men's commissions decrease., Salesmen's commissions range from
six to fifteen per cent. Upon completion of the costing process,
the invoices are entered in the Sales Jonurnal in numerical order.
¥hen the posting to the Sales Journal is complete the iavoices

are alphabetically filed in the Accounts Receivable "Unpald™®

file.
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DISCOUNT SCHEDULE

To Dealers Handling Books for Resale:

Trade Books

1 copy of one title 33 1/3%
2 —49 single or assorted titles 409%,
50 —9g9 single or assorted titles 419,
100 — 249 single or assorted titles 42%,
250 — 499 single or assorted titles 43%
500 — 999 single or assorted titles 45%
1000 or more single or assorted titles 46%,
Text Books

10 Or more 20%
Free desk copy with order of ten or more

Libraries
All orders 20%

Terms: F.O.B. Albuquerque, net 3o days

No discount on University Bulletins

The University of New Mexico Press
Albuquerque

Form 14
Discouvnt Schedule
{(University of New Wexico Press Records)
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Credit Memorandmms. Credit memorandums mrre issued by
the University Press bookkeeping departaent after ﬂu i‘t!rxll
tooks have been accepted by the sales departmentt. Books are
returnable to the Pres: only by the consent of tthe Sales Manager.
4 eopy of the leiter of permission, to return the m. and the
receipt of the retmrned books must be forwarded tio m bookkeep-
ing department before cction is takenm to issue u.rmlitmots&dm.
Credit memorandums, like inveleces, are prepared iin triplicate
form. The three coples which are illustrated im Form 15 are as
follows: |

1. ériginal Credit Memorandum - Customer's Copy.

2, Yuplicate Credit Memorsndum - Bookkespiing Department

p Triplicate Credit Memorandum - Bookkewping Department
The original copy of ths oredit memorandum is retwraed to the
customer. This copy is his permissiocn to debit hils “oeilt -
with the University Fress and is retained by him @s evidence of
a @sbit to his accomnt by the Fress. The duplicratte copy is re- ‘
tained by the bookkeeplig department and is wsed o make entries
for the returned books (n the Press Day Bock. They are then

fi led numerically, like the duplicate copies of tlhe invoices,

- for reference use by the bookkeeping and sales diépartments. The

triplicate copy, similar to the triplicate copy coff the imvoice,
is used for entry a€ ihe close of the morii La the Fress Sales
Journal. The credit sesorandvms are ther riled allphabetically
in the accounts receivaille "Unpaid"rile.
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Sales Journal. The University Press Sales Journsl is a

cne line entry special Journal. It is an adaptation of the

older two line entry simple journal method. Ten special columns,
representing active Press accounts, are used to record the ianfor-
mation aceumulated oa the triplicate copy of the salss invoies.
The use of the one line eatry special journal reduces lmmensely
the amount of work entalled with the simple type of journal.

This type of journal is espeeialiy useful in the recording of
Press sales, in that all sales are in a single class of transac~
tions., The Press Sales Journal, Form 16, is of the loose leaf
binder type and is hand posted.

Within this journal all invoices and eredit memoranduvms
are entered. Even though an invoice may have been made in error
or voided, it is entered in numerical order along with the other
invoices. The date, invoice number, and the word 'ﬁbid" being
the extent of the entry in this case. Invoices denoting orders
are entered in nwmerical order. The date of the involce and the
customer's name are added for informative purposes. Acecounts
receivable are debited for the total amount of the invoice. The

'sales account colomn is credited for the sale of Press owned
books. Other People's Books column is credited for the sale of
books not owned by the Press, and commissions earned are credited
for the amount of the commissions earned by the Press upon the
sale of Other Feople's books. 4 single column is used for accu-

mulatfﬁg the cost of sales and the inventory rednctioas,
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the total of this column boihg used for both entries. A column
is kept for each of the three sales distriets, Form 17, in the
United States, and these columns are credited with the amount of
Salesmen's commissions from these districts. A commissions ex-
pense column is used for that portion of the salesmen’s commis-
sions earned by the sale of Press owned books. When an invoice
indicates the sale of both classes of books it is necessary to
determine the salesman's commission separately on each class of
books. The amounnt of salesmen's commissions and commissions
earned by the Press on the sale of Other People’s books column,
An illustration of this may be seen on line two of Form 16, page
38. V¥hen an invoice indicates sale of Other People's books
oenly, the same procedure is used to reduce the amount entered
in the Other People's books column.

Credit Memorandums are entered in the sales journal after
all invoices for the month have been recorded. All entries of
the Credit iMemorandums are made in red inmk to indicate a reduc-
tio<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>