This document is a transcription of a ledger book that was handed down through the various owners of the original Rowntree grocery business on Pavement until it was bought by Mr Collinson in the 1940s. We are grateful to Ian Collinson and Michael Collinson for making the ledger available to us; if you wish to use this material in any way please make contact with the Rowntree Society first.

Index
Arrangements, Shop May 1887
1-5

Bell nights




6

Bills, receipting of


15

Clerks




19-20

Duties, list of



5-12

Meetings




17

Orders, taking and execution of
13-14

Saturday lunch



17

[Page 1]
Shop Arrangements May 1887

[The following entries diagonally crossed through]

William Quickfall T
examines each morning the day-book entries of orders which have not been paid at the time. Attends to grocery orders received by post, & sees that they are properly executed. To have a general supervision of the shop, maintaining proper order & seeing that customers are promptly and efficiently served.


[see 26,


To look around premises after shop is closed attending to waters/gas taps etc. To make invoices to go by post-

J.H. Jackson Branch
Has charge of Branch.

[Page 2]

William Johnson T
dusts the 16 20 canisters on the T.S. nearest the window, & the shelves on which they stand, also the canisters in the T.S. window.

F.G. Taylor G
dusts the 16 15 canisters on the G.S. nearest the window & the shelves on which they stand.

[Page 3]
Arthur W. Waterfall T
dusts the canisters on the T.S. furthest from the window, the shelves on which they stand.


[see 16, 27,

Walter Harrison G
dusts the 16 15 canisters on the G.S. furthest from the window, & the shelves on which they stand – also the counter sides to the centre of the shop, the goods in the centre, also the glass case, the glass cases along the edges of the counters. Under Thomas Hills’ direction to have charge of the contents of these cases keeping them in good order, neat and attractive.

[see 9, 16,

[Page 4]

William Lee (G):
dusts the canisters at the end of the shop, opposite the front door, also the counter sides to the centre of the shop, & goods in the centre of the shop, keeping them in good order, and fills up the shop lockers every morning, bringing forward parcels already in them


[see 10, 11, 18, 29, 34, 35

Wilfred M. Brown (G):
[See List of Duties 3, 4, 6, 7, 21, 22, 23, 31, 36,


Fills up the shop lockers every morning & bringing forward the parcels already in them
[End of diagonally crossed-through section]
[Page 5]

Lawrence Smith (G)

Edwin Appleton (T):
Dusts office, counters, desks, reflectors etc.


Has charge of the Office. Washes the tea-things & is responsible for the various articles of Office furniture being in good order & in their places [E.G. rulers, ink stands, indigo-rubber, pen-holders, pencils, writing paper. Inkstands to be washed out on Mondays & filled with clean ink. Gets ready for instruction on tasting samples which come by post. Posts letters twice a day.

Fills Cocoa-holes. Brings down supplies of dry soap black lead etc. for Saturdays’ sale. Hangs up brown paper on Fridays.


Counts copper in the evenings.


[See 6, 8, 12, 14, 17, 19, 25, 39, 5, 9, 12, 17, 21, 39
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Tea Side
William Quickfall

William Johnson

Arthur Waterfall

Herbert Dawn

Cuthbert Wigham

William Lee – not on Saturdays

[Thos. W. Jacob on Saturdays]

Wilfred Brown

Edwin Appleton

Grocery Side

F.G. Taylor

Walter Harrison

William Lee

Wilfred M. Brown

Lawrence Smith

William Johnson

Madgwick (?)

Thomas P. Jacob

Arthur Pollard

Montague Deane

Bell Nights

Monday
Lawrence Smith E. Appleton
Tuesday
Wilfred Brown M. Deane

Wednesday
William Lee Arthur Pollard

Thursday
Arthur Waterfall Lawrence Smith

Friday
Walter Harrison Wilfred Brown [arrows indicate Thursday and Friday swapped at one point]

Saturday
F.G. Taylor Thomas P. Jacob

Supernumerary
William Johnson William Lee –

The Bell-man is to remain in the shop or office every evening till he has permission to go. He must always ascertain whether any palers [?] or errand boys have to return, & whether carts are out. When persons are working in the shop or [page 7] warehouse, the Bell-man must remain upon the premises, & visit the workers at least once an hour.
[page 8]
List of duties

[(1887) From a hand-written account of the  ‘Shop arrangements in May 1887’, which itemizes the duties of the apprentices individually]
1. Accounts to collect

2. Baskets to have charge of

3. Book-case in Dining Room to keep in order

4. Biscuit case in 2 shops to replenish and keep in nice order (Take care that the biscuits are brought forward so that they do not get stale)

5. Back-shop to keep tidy

6. Counting of silver and copper. The silver and copper from the three tills in the two shops is to be collected and taken into the office five minutes before closing time except on Saturdays 10 minutes. Exactly one pound of change is to be left each night in each of the three tills.
The takings from the tills must be kept distinct until counted [page 9] and a memorandum made to be given to Thomas Hills or J.H. Simpson

7. Cocoa holes to replenish

8. Canisters through the chop to have their lids on every night

9. Clocks in shop, office and dining room to wind up and maintain correct time

10. Cocoa – and other small goods to examine with invoice when they come in

11. Composite and spice closets and chicory room to have charge of, checking composites with invoice when they come in
12. French-door to open when required to workmen in the early morning

13. Fruit drawers to fill; and keep supplied with fruit fit to sell
[Page 10]
14. Drawers for starch to fill on Fridays – advise T.H.R of goods of this class that are wanted including
15. Consumption of gas to check

16. Invoices to examine & Warehouse books to keep

17. Office requisites – paper, pens, stamps, envelopes, sealing wax, elastic bands, carbon paper to provide

18. Paper & bag room to keep in order

19. Paper to hang up on Fridays

20. Parcels to send out daily 

21. Posting of letters daily 12.55 and 7 and Fridays and Saturdays 8. Letters to be posted at pillar except when requiring registration then to go to Lendal. In absence of L.S from any cause.
22. Soap case to replenish and keep in good order

23. Soap, Fancy to examine with invoice and pack away on arrival & advise T.H.R about ordering.
[Page 11]
24. Soap-wrapper 

25. String drawer to keep tidy

26. Scales to be cleaned by and when brought up for use after cleaning to be shown to who is to have a general charge of scales and weights throughout the establishment

27. Tea to prepare

28. Tea coffee and sugar stock to keep

29. Tea and coffee papers to lay

30. Sweeping of shop & office

31. Samples in shop to set out

32. Scoops and inkstands to clean on Saturdays

33. Sweeping shop flags and passage Saturday & Sunday

34. Samples to cover each evening & cakes to put in tins

35. Shop to close each evening

36. Supply soap to wash-basins in back shop and office. Use up here any damaged or unsaleable tablets.
[Page 12]
37. Shop windows to rub down each morning

38. Window plates and door plates to clean each morning

39. Washing of front-shop counter on Friday evenings

40. To open shop every morning

[Names appearing alongside list of duties:
J.H. Noble

Henry Darby

J.F Mc.Greger
William Lee

Wilfred Brown

Arthur B. Pollard

Thomas Jacob

Jno [John?] Woodruff

Lawrence Smith

Montague Deane

Edwin Appleton

Walter Harrison

James Fentiman

Joseph Mason

Theo. H. Rowntree
Arthur Waterfall

Haystone [?]
William Quickfall

Cuthbert Wigham
Van Bay [?]
J. [possibly R.?] Moisely
F. J. Taylor

Herbert Dawn]
[Page 13]
Note on the taking & setting up of Orders [Important to all.]

In taking orders be explicit in stating the particular kind of article wanted: e.g. if Coffee is ordered, state on order, whether whole, ground, mixed or genuine is wanted. – if Tea, - Black, Mixed, Assam, or whole-leaf: if Sugar, Lump, Raw or Moist. Orders are as far as possible to be examined by the persons who take them. The person who gets them up is to mark each article [tick], & the examiner as he sees each article to cross the mark [tick crossed through] & then to sign the order. The person sending out goods, is to enter them in the book, & to put down in the same book jars to which have to be returned – also enter the name of the paler who delivers the goods.
Goods like Baking-powder liable to burst should be double wrapped, & strong paper should be used to divide soap or other goods that may flavour articles of food.

The printed forms for taking down orders are very useful in reminding both servers [page 14] & customers of goods. Every efficient server will try & make his orders as large and profitable as he can. Acquaint yourselves with the profits of goods - & sell the most profitable you can but always with tact, not attempting to force on a customer that which is not wanted.

N.B. Errors in orders have occurred thro’ the examiner signing before he had seen every article – never do this. And when examined let the parcel be wrapped up, or the goods be put in a basket at once. If these directions are intelligently carried out few errors in orders will occur.

[page 15]
Regulations for the Receipting of Bills

When a bill or book is brought for payment it is to be receipted by the Book-keeper or assistant book-keeper to whom the money is to be paid. Persons coming to settle accounts must be dealt with according to circumstances. Sometimes the Book-keeper must go to speak to them, sometimes they may be taken to his desk. Very frequently they will want to give another order. In that case the server should hand the bill to the Book-keeper, and at once return to the customer & take down the order, or talk so that they do not think they are being neglected.

The bookkeeper is responsible for the money received agreeing with the receipts. Every evening he is to add up his receipts & give a memorandum with the cash to Thomas Hills or John Simpson. The Book-keeper & his assistant should never be absent from their desk at the same time.
[page 16 – blank]
[page 17]

Miscellaneous Memoranda

The Saturday market trade is a valuable part of the business, tho’ much smaller than formerly. It is particularly desired that the Market customers may be well & quickly served. To promote this the mid-day meal on Saturday is a lunch – for partaking of which twenty minutes absence from the shop is the maximum time allowed.

Mid-week Meetings. Young men attending may leave the shop @ 10.10 & are to return immediately meeting is over.

[page 18 – blank]
[page 19]

Duties of Clerks
[The following entries are crossed through diagonally]
John F. McGreger 

28 Shop, Dinner @1
on entering & each morning to add up the rolls from the check tills in no 28.

Posts credits, makes up Round books – tills [? Bills?] during day.

[page 20]

James Noble

Dinner @12, see 1 p.8
to add up the 26-7 & dairy rolls each morning. Makes Round bills. Examines entries.

E. Raimes

Desk 26-7, Dinner 1
Enters into D. B. each morning. Adds up Branch roll when entries are made. Makes bills in 26-7.
[page 21]

Cuthbert Wigham
Herbert Dawn T
has the general superintendence of the 28 shop, maintaining proper order and securing the prompt and efficient serving of customers: looks over all orders each evening, files the paid ones, and puts the to enter ones ready for the clerk to enter in the morning. [Looks round the 26-7 premises after the shop is closed, attending to gas and water taps – J.H. Simpson.] Attends to orders coming by post and sees that they are properly executed. H.D. goes into his own house to Dinner and tea on the return of the young men to the shop @ 1.30 & 5.30 respectively. Has the charge of the setting out the windows in no 28, obtaining the needed help from the junior assistants. Checks the change left in the tills each night. See 26,

[page 22]

William Quickfall
resides at the Branch house & has the general charge of the business carried on there.
Cuthbert Wigham T
Continued -
dusts the 20 canisters on the Tea Side nearest the window & the shelves on which they stand. Looks round the 28 warehouses after closing each evening, attending to gas & water taps. On Monday morning calls on R. Moisely, Barton Davygate, Jackson, etc. 35, 40,

Arthur Waterfall 26-7
works in 26-7 shop & is responsible for its neatness throughout the day.
William Johnson G
dusts the 15 canisters on the G.S. nearest the window & the shelves on which they stand. Makes out stock books for all goods weighed on G.S. & is responsible for the neat appearance throughout the day of the G.S. counters. Collects orders on Thursdays. –
[page 23]

George Madgwick
collects orders on Monday, Tuesday and Friday. Works on G.S. the other three days.

William Lee

T. 26-7 Saturdays
dusts the 20 Canisters on the Tea Side furthest from the window; the shelves on which they stand, also the adjoining shelves up to the glass pavilion. Serves in 26-7 on Saturdays and Sundays.

Thomas W. [?] Jacob
G. T on Saturdays.
dusts the 15 canisters on the G. S. furthest from the window, & the shelves on which they stand, also the counter sides to the centre of the shop, the goods in the centre of the shop, also the glass cases along the edge of the counters, the centre glass case. Under H. Dawn’s directions has charge of contents of counter cases, frequently changing them & having them in good order, neat and attractive. 37,
[page 24]

Wilfred Brown T
has charge of the 28 Biscuit cases. Each day keeps them replenished, constantly bringing forward the stock so as to avoid any accumulation of stale goods. On Wednesdays collects orders at Heworth and Fulford. On Tuesdays attends to duties see 11, 18, 22, - also see 4, 6, 10, 23, 36,

Lawrence Smith Branch
assists at the Branch. He is to leave Pavement immediately after breakfast – walking, or riding, up with the milk. He is to return to dinner @ 1 by the ham [?] and to return by the first ham after dinner. L.S. is to bring the order for next day down with him when he leaves the Branch @ 5 & after his tea he is to be occupied in filling this order ready to go up @ 8 the next morning. On Fridays and Saturdays L.S. will take tea at the Branch & remain there till business is finished
[page 25]

Arthur Pollard G
dusts the canisters at the end of the shop opposite the front door and the counter on which they stand, & fills up the lockers every morning, bringing forward the parcels already in them. Gets up orders on Saturdays, serving in G.S. when necessary. [See 3,

Montague Deane (G)
has charge of the String drawer, fills Cocoa holes, brings down supplies of Dry Soap, Black Lead, Blacking Saturdays. Hangs up Brown paper for on Fridays. Helps Woodruff with orders. See 7, 14, 25, 31

Edwin Appleton see p.5

[End of crossed-through section]

[page 26 – blank]
[page 27]

1888 Jan 13th
Henry Darby to have the general care of the Electric Light and the new Engine in the Soap Cellar. The Engine to be cleaned once a fortnight on Wednesday morning – or other convenient time.
H.D. to bring his tea, and take it at 28 the Pavement – stopping the engine and putting out the Electric Light at 9 o’clock in the evening excepting on Saturday when H.D. should remain till 10.

H.D. is to put up the grates in front of the Creamery Windows every night and to see that the grating is locked and to leave everything safe.

[page 28]
1888 2 Nov. 1888 Book-keeping arrangements
Invoices to be examined frequently by A.B. Pollard.

Warehouse-Book to be kept by Thomas Jacob.

[page 29]
Book-Keeping (continued)

E Raimes

Dinner 12
On entering the Office at 8 each morning, posts the credits of the previous day, including the credits in the rounds. After this is done continues work at the round accounts, entering the debits, filling the Traveller’s sheets ready.


Receipts all accounts brought for payment. As soon as the entries are made into the D.B. examines the entries & puts by the orders. As soon as the D.B. entries are posted examines the entries - & Keeps all the Day books as closely posted up to date as possible.


Marine Insurance sheet monthly.

On Monday morning balances the Cash books.

[page 30]

Book-Keeping

A Knowlson
On entering the office @ 8 each morning proceeds to make any round bills that are required, & all bills and books for orders brought to the bowl.

Note
It will be understood that these bills and books are to be made ready s soon as the orders are put in the bowl.

Dinner 1
At the first opportunity after the D.B. entries have been made they are to be posted by A.K.


As soon as A.K. begins to post, E Raimes must do the bowl bills till the posting is finished.

[page 31]
Joseph H. Mason

Dinner 1
On coming each morning @ 8 begins work by entering the orders of the previous day into the Day Books. (to write at the office table) As soon as ever the entries are finished to have them examined, & the D.B. passed on for posting).


To write letters required for Office correspondence.

M. Deane
On returning to business from Dinner takes the consumption of Waterfall. (Nil. Transferred to M. Deane).


On Mondays enters the week’s consumption of Gas as soon as the orders are entered.-

[Page 32 – blank]

[Page 33]
Shop Arrangements Nov. 1888

Provision Side

John H. Simpson

George Madgewick

W. Johnson
Wilfred M. Brown

C Wrigglesworth

Tea Side

C. E. Wigham

Theo H. Rowntree

William Lee [?]
Thomas B. Jacob

Lawrence Smith

A. B. Pollard

Edwin Appleton
Montague Deane

[page 34]
Cuthbert Wigham has the general superintendence of the Tea Side, maintaining order & securing the efficient serving of customers. Looks over the orders each evening except Saturdays giving out those which are to enter to Joseph Mason or A Knowlson. Dusts the half of the canisters nearest the window and the shelves on which they stand. Looks over the 18 Warehouses after closing each evening – attending to the turning off of Gas and Water taps.
Theodore H. Rowntree dusts the half of the tea canisters furthest from the window & the shelves on which they stand. Sets out the Tea Side window obtaining the necessary help from the junior assistants & warehouse men.
To make out stocks to be weighed on the tea side. To mix teas along [page 35] with C. Horner. Collects the Marston round orders fortnightly.

George Madgewick collects orders & works on provision side when not so engaged.
William Lee works at orders throughout the day, except on Saturdays when he serves on the Tea Side after 11 a.m. Sends out goods under direction of J.H. Simpson.

For memorandum on the filling up of orders see page 13.

[page 36]
Thomas Jacob works in back shop except on Saturdays & other times when required to serve in the front shop. Makes out the lists for goods weighed in the back shop. Is responsible for the right order of all things in the back-shop.

To be particular that the weighed up fruit is fresh & saleable.

Has the charge of the Warehouse book.

Wilfred M. Brown dusts the whole of the centre of the shop, has charge of the biscuit cases, keeping them replenished and bringing forward the stock so as to prevent stale goods. Collects orders at Fulford on Wednesdays.

Has charge of cases in connexion with the provision side – must see that Green fruit as onions, grapes, oranges is constantly on view in the centre of the shop.

On Tuesday or such time as may be appointed, to work in 26-7 putting up stocks [page 37] of Flour, Oatmeal etc.

To advice J.H. Simpson about goods in this department wanting ordering.

Paper, bags, string etc. required on provision side to be got ready by Thursday night.

Lawrence Smith dusts the whole of the canisters at the end of the shop opposite the front door & the counters on which they stand. Helps on the Tea Side in the serving of customers & the wrapping of goods. To bring in the plates three minutes before closing time & to let down the shutters. Puts up teas & coffees for the rounds.
[page 38]
Arthur B. Pollard fills the lockers in the shop every morning, bringing forward the parcels already in them. Sets up orders on Saturday at end counter serving when necessary. Counts silver & copper each evening. To begin 5 minutes before closing time except on Saturdays, then ten minutes.

Looks after paper, string, candles, spices, unpacking cases & comparing them with invoices. Keeps paper & bag room in good order – also Chicory room & spice closet. As a usual thing this may be attended to on Tuesday mornings.

Edwin Appleton enters the shop @ 7.30. Has charge of Office. See page 5.

Gets up orders on Saturday along with A.B. Pollard.-
[page 39]
Montague Deane keeps the String drawer in order & prevents waste of string. Fills up the Cocoa holes. Bring down supply of Dry Soap, Blacking etc for Saturdays. Strings up brown paper. Gets up orders on Saturdays – except when required to serve.
