














Simple accounts system

Welcome
This system is designed for small community groups who don't need to keep track of grants or projects.

There are four sheets - you can move from one to another by using the tabs at the bottom of the screen

To start using the system, you need to enter some information about your group on the sheet.

For free technical support with this system, or financial management help (small groups in Brighton & Hove only), contact the

from the Money in Mind Project

Setting up your accounts
Just follow the instructions at the top of the sheet.  When you've entered in all your information, press the Generate button.

The information you've entered will be automatically copied across to the Cash and Bank sheets so you can start using them.  This takes 
a few seconds and the different sheets will flash up quickly on your screen - don't panic, it's supposed to do that!

The Cash and Bank sheets also have instructions at the top.  Whenever you see a yellow heading with a red corner, you can hover over it 
for more help.

The first thing you'll need to do on each sheet is enter your starting balance - the amount of cash you have (on the Cash sheet) and the 
amount of money in your bank account (on the Bank sheet).  You put these figures in the pink cells.

The Overview sheet combines the cash and bank sheets to give you a snapshot of your accounts so far.  You can print this out and take it 
to your group meetings.

Money in Mind project.

Version 1.1, May 2012.  This accounts system was developed with generous help 
from Greg Maddocks at Sussex Community Internet Project

This work is licenced under the Creative Commons Attribution-NonCommercial-ShareAlike 3.0 Unported License. To view a copy of this licence, 
visit http://creativecommons.org/licenses/by-nc-sa/3.0/ or send a letter to Creative Commons, 171 Second Street, Suite 300, San Francisco, 
California 94105, USA.

http://www.supportforgroups.org.uk/moneyinmind
http://www.resourcecentre.org.uk/money-in-mind/


Setting up your account system

Fill in the information for your group below, hit the Enter key, 
then press this button to copy your info to the cash and bank sheets.  

Money In Cash Bank
Fundraising x x
Donations x x
Bottle Bank Payments x

List where your money comes from in 
the yellow cells below.  For example: 
Donations, Membership fees, Ticket 
sales.  You can add more headings later 
if you want to.  Just fill them in below, 
hit Enter, and press Generate again.  
You won't lose your data.

For each heading, 
put an x in the cash 
column if you ever 
receive this money 
in cash, and an x in 
the bank column if 
you ever receive it 
by cheque or bank 

transfer







Enter the name of your group below

Denham Community Council

Fill in the information for your group below, hit the Enter key, 
then press this button to copy your info to the cash and bank sheets.  

Money Out Cash Bank
Training x
Events Costs x x
Stationery x x
Building Costs x x

List the types of thing you spend money 
on in the yellow cells below.  For 
example: Rent, photocopying, coach 
hire.  You can add more headings later if 
you want to.  Just fill them in below, hit 
Enter, and press Generate again.  You 
won't lose your data.

For each heading, put 
an x in the cash 

column if you ever 
spend this money in 
cash, and an x in the 
bank column if you 

ever spend it by 
cheque or bank 

transfer







12
Cash sheet

6
11 Also enter here when you take cash out of the bank and pay cash into the bank.  

Hover over any yellow column heading for more help.
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            -      378.95    13.00     391.95      -        -        -     391.95 

14 12/10/2020 Donation (Cheese and wine)     13.00         13.00       13.00 
15 20/10/2020 Card Sales      171.95       171.95     171.95 
16 09/12/2020 Card Sales        62.00         62.00       62.00 
19 31/12/2020 Card Sales        30.00         30.00       30.00 
20 30/01/2021 Card Sales      115.00       115.00     115.00 
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Use this sheet to enter details of all the cash you take in and spend.  
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Out

Total 
In
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Also enter here when you take cash out of the bank and pay cash into the bank.  

  391.95 

      13.00                  -   
    171.95                  -   
      62.00                  -   
      30.00                  -   
    115.00                  -   
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 you take in and spend.  

Total 
Out

Balance 
in hand

Opening 
Balance
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Bank sheet
Cash paid into or withdrawn from the bank will be entered here automatically when you write it on the cash sheet.  

Hover over any yellow column heading for more help.

Date Description Chq. or Slip No.

To
ta

ls

F
u

n
d

ra
is

in
g

    391.95    24.00 

12/10/2020 Crown Donation
20/10/2020 Card Sales     24.00 
12/10/2020 Cash paid into bank         13.00 
20/10/2020 Cash paid into bank       171.95 
09/12/2020 Cash paid into bank         62.00 
10/12/2020 Donation
10/12/2020 Bottle Bank
31/12/2020 Cash paid into bank         30.00 
30/01/2021 Cash paid into bank       115.00 
01/02/2021 Mid-Suffolk (Trees)
03/02/2021 R Jones-Donation
11/03/2021 Tree Amigos 100001

Use this sheet to enter details of any money that comes into or goes out of your 

Money 
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h
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Bank sheet
Cash paid into or withdrawn from the bank will be entered here automatically when you write it on the cash sheet.  

Hover over any yellow column heading for more help.

Total In

D
o
n

a
ti

o
n

s

Tr
a
in

in
g

E
v
e
n

ts
 C

o
s
ts

S
ta

ti
o
n

e
ry

   2,000.00    63.24             -        -        -        -      650.00    2,479.19 

     1,000.00  x      1,000.00 
 x           24.00 
 x           13.00 
 x         171.95 
 x           62.00 

        300.00  x         300.00 
    63.24  x           63.24 

 x           30.00 
 x         115.00 

        500.00  x         500.00 
        200.00  x         200.00 

 x      650.00                 -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   
                -   

Use this sheet to enter details of any money that comes into or goes out of your bank account.  

Money 
Out
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le
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k
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k
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t

To
 C
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h
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Cash paid into or withdrawn from the bank will be entered here automatically when you write it on the cash sheet.  

   650.00 Opening Balance
               1,354.33 

             -                  2,354.33   
             -                  2,378.33   
             -                  2,391.33   
             -                  2,563.28   
             -                  2,625.28   
             -                  2,925.28   
             -                  2,988.52   
             -                  3,018.52   
             -                  3,133.52   
             -                  3,633.52   
             -                  3,833.52   
     650.00                3,183.52    3,183.52  Correct at 
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        
             -        

Total 
Out

Balance in 
hand

Balance from Bank 
Statement
When you get your bank statement, 
delete any previous statement 
balance from this white column.  Then 
'tick off' each item on the new 
statement by adding an x in the 'on 
bank statement' column.  Finally, 
enter the balance from the new 
statement in this white column, 
alongside the last figure in the 
'Balance in hand' column.
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 Money we had at start of the year     1,354.33 

 Money In 

 Fundraising                         402.95 
 Donations                      2,013.00 
 Bottle Bank Payments                           63.24 

  Money In Total              2,479.19 

 Money Out 

 Training                                 -   
 Events Costs                                 -   
 Stationery                                 -   
 Building Costs                         650.00 

  Money Out Total                 650.00 

 Money we have now     3,183.52 


