[image: image1.png]Queensland Government
State Development





Basic Bookkeeping Hints

There are 10 bookkeeping records that must be maintained by all business people.  They are:

1. Bank statements: All cash received by the business should be banked and all payments should be made by cheque.

2. Sales Invoices: Information on the invoice should include date of sale, order number or customer reference, name and address of customer, details of goods or services sold, amount charged and whether the sale is cash or credit

3. Sales Journal: Sometimes referred to as a day book, the sales journal represents a record of all sales and should be totalled daily, weekly and monthly.

4. Receipt Book: This is the basic source document for listing all sales and is often just the cash register tape.

5. Cheque Butts: Each cheque butt should record the date, name of creditor, nature of expenditure and the amount.

6. Bank Deposit Book: The bank deposit should record the date of banking, list of cheques received, cash dissected by notes and credit card slips.

7. Cash Book: The cash book summarises every cash item that is deposited into or is paid from your bank account.

8. Petty Cash Book: Draw a cheque for petty cash and each time this cash float is used, record the date, name of payee, expenditure item and amount.

9. Orders: Each time you order goods or services write out an order.

10. Creditors Invoices: Check creditors invoices against goods received.

Your local State Development Centre offers a range of workshops and products that can help you. Call 13 26 50 or visit www.sd.qld.gov.au.
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