ABOUT THE EXCEL CASH BOOK EASY

www.beginner-bookkeeping.com

This Excel workbook has been developed by Sarah Booysen of Beginner Bookkeeping.

This workbook is not for sale or re-sale. It is for private business or individual use only.

Thanks for using this cashbook!

This template can be used to track your income and expenses and to calculate if the business is making a profit|or a loss.

If you have any questions about how to use this workbook or about bookkeeping for your business please use the Contact form.

www.beginner-bookkeeping.com/contact-me.html
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Example

Reconciliation

]_O Formatting the Cashbook

If you want to change the overall color
and font schemes for the whole
workbook, go to the Page Layout tab on
the top menu of Excel, and select
Themes. Select different themes to see
what the Cashbook looks like until you
find one you like. Change it once a
month for fun to prevent boredom if
you are an arty visual person!

QUICK START TIPS

MonthsHeaders Accounts
Headers

Profit and Loss Report (P&L)

I love this feature! To view only one
month at a time on the Reports, go to
either the P&L, then select View >
Custom Views > Select the month you
want to see. There are two lists, one for
the P&L and one for the BS.You can also
select All Months to go back to the
standard view.

Excel Cashbook Easy

© Balance Sheet

There is no with this
version of the Excel Cash Book. You can
get one prepared by your Accountant,
or download the version of Excel Cash
Book that does have a Balance Sheet.
(look at the About sheet in this Cash
Book for the link to the Cash Book
website page.)

Formatting the Cashbook

For a quick way to adjust all 12 months
at the same time you must 'group’
them. Click on the first month tab, hold
down shift on your keyboard, and click
on the last month tab - this selects all
months. Now go into the first month

and change your formatting - (row
heights, column widths, insert new
columns etc). When finished, right click
any month tab, and select 'Ungroup’
sheets.

If any features don't work for you, it
may be that your version of Excel is
quite old? If it's a serious issue, please
Contact me (see About page)



My Example Business

EXAMPLE PAGE

In the top right corner of some of the cells is a red triangle - this

v

January MONEY IN
Details Income
D Payment - Fund Government 20 g Total Money
ate Type Name Description Ref Club Fees Raising Grants Interest In
Received
TOTALS 200.00 800.00 500.00 2.00 1,502.00
4-Jan|Deposit Annual Fundraiser Funds raised from auction 800.00 800.00
6-Jan/ATM Mrs Smith | Member Payment for Invoice Inv 0001 100.00 100.00
8-Jan[Bank Pmt |Big Bank Bank fees 0.00
11-Jan XX Gas Station Fuel for Club President Receipt 1 0.00
18-Jan|Chk Club Games Suplies New Games 10001, 0.00
21-Jan|POS Stationery Retailers Stapler, pens, envelopes Receipt 2 0.00
21-Jan|Deposit Ms Issa | Member Payment received Inv 0003 100.00 100.00
28-Jan|Bank Pmt  [Big Bank Bank Interest received 2.00 2.00
30-Jan|DC Mr Landlord Office Rent Payment 0.00
30-Jan|DD Telephone Company Phone 0.00
31-Jan|Chk Printers LLC Printing of Club Rules Booklet 10002 0.00
Jan-31|Deposit Government Grant received from Government 500.00 500.00




s indictes helpful information
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JONEY OUT
Expenses
Charges | Office Rent | Phone | PGed e penses | Supplies | |Moneyout| | BALANCE | R
5.00 250.00 80.00 91.00 40.00 280.00 746.00 273.00 Opening Bank Balance
0.00 1,073.00
0.00 1,173.00| R
5.00 5.00 1,168.00| R
40.00 40.00 1,128.00| R
280.00 280.00 848.00( R
26.00 26.00 822.00| R
0.00 922.00( R
0.00 924.00| R
250.00 250.00 674.00( R
80.00 80.00 594.00( R
65.00 65.00 529.00| R
0.00 1,029.00
1,029.00 |Closjng Bank Balance H




MONTHS

Typing Information into the HEADERS will carry thi

MONTH HEADERS

Monthl Month2 Month3 | Month4 | Month5 Month6 | Month7
January February March April May June July
2022 2022 2022 2022 2022 2022 2022

Type in the months of your financial year - if Month1 of your financial year is April, type
also rename the tab names for each monthly worksheet along the bottom of this (
automatically in Excel without VBA coding - | have left VBA coding out of this Cashbo
Excel Help Centre. You can also change the year which i
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rough to each page of this workbook

Month8 Month9 | Month10 | Month1ll | Month12
August September | October November | December
2022 2022 2022 2022 2022

"April" underneath Month1, "May" under Month2 etc. You can
~ashbook. You have to do it manually. It cannot be done

ok to keep it simple. Type 'How to rename worksheet' in your
s linked to every monthly sheet.
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ACCOUNTS

Typing Information into the HEADERS will carry through to each page of this workbook

BUSINESS NAME HEADER

Enter Your Business Name Here

ACCOUNT HEADERS Type your headers into the green boxes titled Account 1, Account 2 and so on. You can ren:
Details Income
Payment . Income Income Income Income Income Income Income Total
DAt Type NEIE DIEEE e Account 1 | Account 2 | Account 3 | Account4 | Account5 | Account 6 | Account 7 | Money In
1 2 3 4 5 6 7




ame the ones in the purple boxes too

Expenses
Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense
Account 1 | Account 2 | Account 3 | Account4 | Account5 | Account 6 | Account 7 | Account 8 | Account 9 |Account 10 | Account 11| Account 12 | Account 13 | Account 14
1 2 3 4 5 6 7 8 9 10 11 12 13 14




Expense Expense Expense Expense Expense Expense Total
Account 15| Account 16 | Account 17 | Account 18 | Account 19 | Account 20 | Money Out
15 16 17 18 19 20




S.C Head & Neck Charity Account Excel Cashbook Easy

April 21-March 22 MONEY IN
Details Income

Total Money

Date P?(yrggnt Name Descripton Ref Xmas Party | Donations | Fundraising | Transfers In
DO NOT DELETE THIS TOTALS ROW 0.00 1,250.00 1,010.88 3,000.00 5,260.88
20-May-21 Miles Weston Gift 0.00
16-Jun-21 Transfer in from origjnal S.C. Account 3,000.00 3,000.00
20-Sep-21 Deposit Cranleigh Sghool Fair 0.00
21-Sep-21 Just Giving Charity Walk (Lucy) 214.22 214.22
27-Sep-21 Sum Up Machine 0.00
28-Sep-21 Just Giving (Lucy) 180.08 180.08
1-Oct-21 Gift to NALC 0.00
4-Oct-21 Careprint Leaflets 0.00
4-Oct-22 Just Giving (Lucy) 221.65 221.65
7-Oct-22 Tea Room (Members Walk) 0.00
20-Oct-21 Sum up Donation 3.92 3.92
1-Nov-21 Just Giving (Lucy) 15.53 15.53
11-Nov-21 Sum Up donation 3.44 3.44
8-Nov-21 Xmas Fair Cranleigh 71.76 71.76
8-Nov-21 Ink Cartridge Invitations 0.00
8-Nov-21 Xmas Fair Cranleigh 229.00 229.00
9-Nov-21 Postage 0.00
4-Nov-21 Xmas Fair Cranleigh 12.28 12.28
13-Dec-21 GHSC Xmas Party 0.00
13-Dec-21 Xmas Party fundraising 59.00 59.00
18-Jan-22 Computer Van 0.00
2-Feb-22 Deposit Masonic Lodge Closing Down (Margaret) 1,250.00 1,250.00
0.00

CLOSING BANK BALANCE ROW




MONEY OUT

Overheads &
Equiptment

Printing &

Catering Postage

Opeling Bank Balance

Clos“ng Bank Balance
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April 22 - March 23 MONEY IN
Details Income
Date P?’y‘gzm Name Descripton Ref Xmas Party | Donations | Fundraising | Transfers A':::J?‘fs
DO NOT DELETE THIS TOTALS ROW 155.00 566.57 922.23 0.00 0.00
11-May-23 Stamps
16-May-23 (Mary) Just Giving dgnation 410.22
5-Jul-23 Pantomime Tickets

16-Aug-23 Loseley Park Visit/Tea
20-Aug-23 New SC Banner

5-Sep-23 Printing Leaflets/Cards

7-Sep-23 Repayment Loseley from Committee members 107.50
28-Sep-23 Dep Cranleigh Schogl Xmas fair booking
28-Sep-23 Shalford Vill Hall Hire Fees

13-Oct-23 Catering for Brooklands Visit

7-Oct-23 Donations Xmas Fair 39.31

22-0Oct-23 Radio Jackie Advert

22-0Oct-23 Reimbursement payment to committee member
23-Nov-23 Computer van Problem Solving Website
28-Dec-23 Just Giving Donation|(unknown) 48.85

11-Jan-23 Katie Woods School Fair 525.81

11-Jan-23 Panto tickets sold 240.00

11-Jan-23 Sweets bought panto

11-Jan-23 Xmas Party 155.00

11-Jan-23 Xmas Fair Cranleigh 117.11

11-Jan-23 Food receipts Xmas Party
13-Feb-23 Room Hire shalford
14-Feb-23 Social Club Bill Xmag Party
23-Feb-23 Printing Mary's Card

CLOSING BANK BALANCE ROW




MONEY OUT

Income Income Overheads Catering & Printing & Expense Expense
Account 6 Account 7 Outings Postage Account 5 Account 6

7,824.89




Opening Bank Balance

Closjng Bank Balance
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Enter Your Business Name Here

March

MONEY OUT

MONEY IN

income.
Account3

2022

g
H

Expense
Accour

Expense
Account 19

Expense
Account 18

Expens:
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Expense.
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Expense
Account 14 | Account 15

Expense.
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Expense
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Expense
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10

Expense
count’
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Expense
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Expense
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Expense
unt 5
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nt3

Expense.
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Expense
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come
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Income
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losjng Bank Balance
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Enter Your Business Name Here

April

MONEY OUT

MONEY IN

2022

int 20

Expense | Expense | Expense | Expens
Account 17 | Account18 | Account19 | Accour

EH
£

Expense | Expense
Account13 | Account14 | Account 15

Expense
Account 12

Expense
Account 11

10

Expense
count’

Ac

Expense | Expense | Expense | Expense
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Expense
unt 5

Accor

nt3

Expense.
Accour

losjng Bank Balance
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Enter Your Business Name Here

May

MONEY OUT

Expense
Account 11

MONEY IN

2022

int 20

Expense | Expense | Expense | Expens
Account 17 | Account18 | Account19 | Accour

EH
£

Expense | Expense
Account13 | Account14 | Account 15
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10

Expense
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unt 5
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losjng Bank Balance
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Enter Your Business Name Here

MONEY OUT

Expense
Account 11

MONEY IN

income.
Account3

2022

June

g
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Expense
Accour

Expense
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Enter Your Business Name Here

Jul

MONEY OUT

Expense
Account 11

MONEY IN

2022

int 20

Expense | Expense | Expense | Expens
Account 17 | Account18 | Account19 | Accour

EH
£

Expense | Expense
Account13 | Account14 | Account 15

Expense
Account 12

10

Expense
count’

Ac

Expense | Expense | Expense | Expense
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Expense
unt 5
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nt3

Expense.
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losjng Bank Balance
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Enter Your Business Name Here

MONEY OUT

Expense
Account 11

MONEY IN

2022

August

int 20

Expense | Expense | Expense | Expens
Account 17 | Account18 | Account19 | Accour

EH
£

Expense | Expense
Account13 | Account14 | Account 15

Expense
Account 12

10

Expense
count’

Ac

Expense | Expense | Expense | Expense
Account6 | Account? | Account8 | Accountd

Expense
unt 5
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nt3
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Accour
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S.C. HEAD & NECK CHARITY ACCOUNT
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APRIL 23 - MARCH 24 MONEY IN
Details Income

Date P%rggnt Name Descripton Ref Xmas Party | Donations | Fundrasing | Transfers VA Overheads

DO NOT DELETE THIS TOTALS ROW 80.67 4,376.43 740.87 2,292.02 5,197.97 188.00

21-Apr-23 Thi Chi Instructor 0.00 50.00
21-Apr-23 Tea/Coffee Purchases 0.00
21-Apr-23 Stamps 0.00
25-Apr-23 Tea Coffee Purchases 0.00
26-Apr-23 Transfer of funds fro|Current A/c now closed 2,292.02 2,292.02
27-Apr-23 Tea/Cakes Farnham Castle 0.00
4-May-23 Compensation Paymient Bank non-closure A/c 25.00 25.00
1-Jul-23 Income from Fete 69.00 69.00
15-jul-23 8 member tickets Denbies 0.00
9-Aug-23 Donation from member 21.50 21.50
31-Aug-23 Donation to C Coffils 0.00
12-Sep-23 Payment Sandra Hospital Chocs 0.00
15-Sep-24 Careprint Donation gdheque print 0.00
20-Sep-24 Donation Cheque Beaverbrook 1,800.00 1,800.00
6-Dec-24 Gift to Alan Baker 0.00
11-Dec-24 Stamps 0.00
11-Dec-24 Xmas party sweets 0.00
11-Dec-24 Xmas Party Food 0.00
11-Dec-24 School Fete Collectign (Katie) 671.87 671.87
16-Jan-24 Xmas Party Presents/Books (Me) 0.00

16-Apr-24 Xmas Party Hall hire|+ drinks 0.00 138.00
5-Feb-24 Donation to patient |[R ] Matheson 0.00
5-Feb-24 Special committee Meeting Coffee 0.00
9-Feb-24 Coffee for meeting with members 0.00
12-Feb-24 Stamps 0.00
14-Jan-24 Xmas party 80.67 80.67
21-Feb-24 Biscuits, Shalford Meeting 0.00
23-Feb-24 Donation' Immaculate' Friends(Collection|box) 19.93 19.93
26-Feb-24 Donation 10.00 10.00
28-Feb-24 Donation Oracle Canicer Trust (‘Immaculate’ 1,000.00 1,000.00
5-Mar-24 Stamps 0.00
28-Mar-24 Donation 'Margaret's Church Elder 1,500.00 1,500.00

CLOSING BANK BALANCE ROW




MONEY OUT

Catering & | Printing & Gifts Expense Expense
Outings Postage Account 5 Account 6
22.29
0.79
4.40
61.60
68.00
100.00
19.79
40.38
100.00
3.50
7.50
31.15
46.00
50.00
12.00
10.45
39.50
5.25
10.00

Opelling Bank Balance

Clos“ng Bank Balance
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Enter Your Business Name Here
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Income
Account 1

Enter Your Business Name Here
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Enter Your Business Name Here
December

2022
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Income
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Income
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Income
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Income
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Income
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Income
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Income
Account 7
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Closnng Bank Balance

FINAL BALANCE FOR
THE YEAR

START A NEW CASHBOOK FOR THE NEW FINANCIAL YEAR



Proﬁt an d Loss Sta te me ntSummafy of all Income and Expenses

Enter Your Business Name Here
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2022 Month3 Month4 Month5 Month6 Month7 Month8 Month9 Month12 YTD
January February March April May June July August September October November December YTD
Income
Income Account 1 0.00 155.00 0.00 0.00 0.00 0.00 0.00 0.00 80.67 0.00 0.00 0.00] 235.67
Income Account 2 1,250.00 566.57 0.00 0.00 0.00 0.00 0.00 0.00 4,376.43 0.00 0.00 0.00] 6,193.00
Income Account 3 1,010.88 922.23 0.00 0.00 0.00 0.00 0.00 0.00 740.87 0.00 0.00 0.00 2,673.98
Income Account 4 3,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,292.02 0.00 0.00 0.00] 5,292.02
Income Account 5 #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Income Account 6 #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Income Account 7 #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Total Income #NAME? 1,643.80 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Gross Profit #NAME? 1,643.80 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00! #NAME?
Expenses
Expense Account 1 175.99 1,187.50 0.00 0.00 0.00 0.00 0.00 0.00 188.00 0.00 0.00 0.00] 1,551.49
Expense Account 2 116.95 1,290.32 0.00 0.00 0.00 0.00 0.00 0.00 268.64 0.00 0.00 0.00] 1,675.91
Expense Account 3 99.83 513.76 0.00 0.00 0.00 0.00 0.00 0.00 94.17 0.00 0.00 0.00] 707.76
Expense Account 4 565.00 42.00 0.00 0.00 0.00 0.00 0.00 0.00 269.79 0.00 0.00 0.00] 876.79
Expense Account 5 #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00] #NAME?
Expense Account 6 #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 #NAME?
Expense Account 7 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Expense Account 8 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 9 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 10 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 11 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 12 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Expense Account 13 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 14 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Expense Account 15 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Expense Account 16 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 17 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 18 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Expense Account 19 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
Expense Account 20 #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Total Expenses #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00] #NAME?
Net Profit/(Loss) #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?
(Gross Profit less Expenses) January February March April May June July August September October November December Total YTD
thl Month4 Month5 Month7 Month8 Month9 1th10 Month11 Month12

ADJUSTMENTS
If your income or expenses include items that should be on a Balance Sheet, you can exclude them from this P&L Report. Enter them into the schedule below to get your true profit or ask your Profession/ Bookkeeper or Accountant to prepare a Balance Sheet and adjust your income statement
January February March April May June July August September October November December Total YTD
Personal Expenses 0.00
Personal Money Deposited 0.00
Loans Received 0.00
Loan Repayments 0.00
Asset Purchases 0.00
Tax Payments (Income, Payroll, Sales Tax) 0.00
True Net Profit/(Loss) #NAME? #NAME? 0.00 0.00 0.00 0.00 0.00 0.00 #NAME? 0.00 0.00 0.00 #NAME?




RECONCILIATION WORKSHEET

Outstanding Withdrawals

Example Check 0001 50.00

Total A 50.00

Enter any payments you made that are
not showing on the bank statement

Outstanding Deposits

Example Deposit 10001 120.00

Total B 120.00

Enter any payments you have received
that are not showing on the bank
statement

Closing Cash Book Balance

Add: Outstanding Withdrawals (Total A)

50.00

Sub-total

50.00

Less: Outstanding Deposits (Total B)

120.00

Expected Bank Statement Balance

-70.00

Actual Bank Statement Balance

Difference

-70.00

Excel Cashbook Easy

enter the closing balance of the last day of the month from this Cashbook

enter the closing balance of last day of month from Bank Statement

This should be 0.00. If not, double check all your entries

This worksheet is not linked to any other worksheets

You can delete or type over the examples

Use this worksheet|to Reconcile your Cashbook to the Bank Balance each month. When a month is complete, print this out or PDF it before re-entering data for the next month.

You only have to use this reconciliation if you issue or receive checks/cheques or cash that take a few days to show up on the bank account.
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