[bookmark: _GoBack]ELEMENT 4: ACTIVITY 2: LO5 
Simple single-entry bookkeeping
PART ONE 

Enter the following transactions into the appropriate records below for the week commencing Monday 1 December. 
	Date
	Transaction

	Monday 1 December
	Cash sales received $254.00
Purchase of stock from Wilson & Sons with cheque $185.00
Paid rent by cheque, $350.00

	Tuesday 2 December
	Paid for postage by cash $4.50
Cash sales received $180.00
Banked cheque from $74.90, W Homba
Purchased stock from Wholesale Warehouse $68.40 cheque

	Wednesday 3 December
	Cash sales received $520.00
Paid cash into the bank $450.00
Received notification of tax refund $150.00 by bank transfer
Purchase stationery with cash $32.00

	Thursday 4 December
	Paid electricity bill with cheque $84.00
Cash sales received $360.00
Withdraw $50 from bank for personal use

	Friday 5 December
	Cash sales $370.00
Banked cheque received from customer, P Lewen $75.00
Banked cash $150.00
Paid for marketing brochures in cash $60.00

	Saturday 6 December
	Cash sales $95.00
Put gas in car, paid cash $52.00
Received cheque from customer, Jonah Ltd, $125.00

	Sunday 7 December
	Paid wages by cheque $90.00






	Total income and receipts

	Day
	Date
	Cash
	Cheques, credit and debit cards
	Other receipts
	Particulars of other receipts

	Mon
	
	
	
	
	

	Tues
	
	
	
	
	

	Wed
	
	
	
	
	

	Thurs
	
	
	
	
	

	Fri
	
	
	
	
	

	Sat
	
	
	
	
	

	Sun
	
	
	
	
	

	
	Sub totals 
	
	
	
	

	
	Gross weekly takings
	
	
	

	
	
	
	
	
	




	Paid into bank

	Date
	Cash
	Cheques
	Credit & debit cards
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	









	WEEKLY EXPENDITURE

	Payments for business stock

	Date
	Supplier
	Cash
	Cheque, credit and debit cards

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Sub total 
	
	

	 
	Total payments
	
	



	Payments other than stock

	Nature of payment
	Cash
	Cheque, credit card & debit cards

	Wages
	
	

	Payroll tax
	
	

	Advertising
	
	

	Rent
	
	

	Telephone
	
	

	Utilities
	
	

	Insurance
	
	

	Interest paid
	
	

	Entertainment
	
	

	Travel
	
	

	Postage
	
	

	Bank charges
	
	

	Stationery
	
	

	Legal and accounting fees
	
	

	Fuel
	
	

	Drawings
	
	

	 
	
	

	TOTAL EXPENSES
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	Cash book

	
	
	
	Cash
	
	Bank
	
	

	Date
	Description
	Ref
	Income
	Expenditure
	Cash in hand
	Income
	Expenditure
	Bank balance
	R

	01-Dec
	Balance b/f
	1
	
	
	250.00
	 
	 
	480.60
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	 
	Totals
	 
	
	
	
	
	
	
	 



Now total each record as at the end of the week. 
1. How much cash is in hand?
2. What is the current bank balance?
PART TWO – Bank reconciliation

The online bank statement on the 7 December shows the following transactions.
	
ABC BANK
	Account Name: My Business
Sort Code: 62-12-33
Account number: 55243377

	
From 03 December 20xx to 7 December 20xx




Online bank statement at 7th December 20XX



	Date
	Description
	Money out
	Money in 
	Balance
	

	
	Balance brought forward
	
	
	480.60
	

	3 Dec
	Cash deposit
	
	450.00
	
	

	3 Dec
	Bank transfer from Tax Office re: refund 
	
	150.00
	
	

	3 Dec
	Cheque no 88955 – Wilson & Sons
	185.00
	
	895.60
	

	4 Dec
	Cheque no 88956 - Rent
	350.00
	
	
	

	4 Dec
	Cheque banked – W Homba
	
	74.90
	
	

	4 Dec
	Cash withdrawal – ATM
	50.00
	
	570.50
	

	5 Dec
	Cheque no 88957 – United Electrics
	84.00
	
	486.50
	

	6 Dec
	Cheque no 88958 - Wholesale Warehouse 
	68.40
	
	418.10
	

	7 Dec
	Cash deposit 
	
	150.00
	
	

	7 Dec
	Cheque banked – P Lewen
	
	75.00
	
	

	
	Balance carried forward
	
	
	643.10
	











Update the cash book and complete a bank reconciliation using the template on the next page.



	Bank reconciliation statement

	Business name:
	
	

	 
	
	
	
	
	
	 

	Date of bank statement:
	

	 
	
	
	
	
	
	 

	Bank account:
	
	

	Outstanding withdrawals
	
	Outstanding deposits

	Date
	Detail
	Amount
	
	Date
	Detail
	Amount

	
	
	
	
	
	
	

	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	
	 
	 
	 

	
	
	
	
	
	
	

	Reconciliation
	
	
	
	
	 

	Closing cash book balance
	
	
	
	 

	Add: Outstanding withdrawals
	
	
	 

	Sub Total
	
	
	
	
	
	 

	Less: Outstanding deposits
	
	
	
	 

	Expected bank statement balance
	
	
	 

	 
	 
	 
	 
	 
	 
	 



image1.png




