Staff Clubs Training for HASSRA Officials

This training package can be used by regional volunteers to instruct club officials on how to complete and check HASSRA accounts.
It can be used by new treasurers to teach themselves how to complete HASSRA accounts.
Local club and Single activity club chairs and Business Sponsors can use it to understand how to check club accounts have been completed correctly.

Club account spread sheet
The spread sheet HASSRA recommends is published in the running staff Club guide and on the HASSRA Live website. Below is a copy of the spreadsheet that you can download and use.

 
Or go to https://www.hassra.org.uk/accounts-package
This is an excel spreadsheet package on which you to record your transactions. It calculates Income & Expenditure totals and completes a Balance sheet from the transaction information input.
It needs to be completed correctly. It can look a bit confusing to start with but is relatively simple once you start. This training package gives you a step by step guide so you will be able to confidently keep accurate accounts for your club.
It has separate tabs for each month, Notes, Income/Expenditure, the Balance Sheet as well as one giving you Examples of how to complete the spreadsheet. 
 
[image: ]
	
To start using it, you need to save a copy to your folder. Then enter you Club name on the Balance Sheet.
 [image: ]
The next thing you need to do is decide which categories you want your entries to go into, so go to Inc/Exp tab.
[image: ]
Here you will find a list of categories headed up Rebate, Categories 1 through to 5 and Misc. for both income and expenditure.  You can decide which events to record here. Where events attract income and involve expenditure, they will need to be shown in both columns. For example, a raffle would involve income from the sale of tickets and expenditure for the purchase of prizes. Others may only involve expenditure so would only need to be shown in the Expenditure column. Just overtype the category with what you want to use.  Try and keep the descriptor short as it will then appear in each of the months in the coloured columns.  You should not change these during the course of the year as it will affect all the months.  The number of categories is limited as any more would make the spread sheet too big.

[image: ]
This is what it looks like on each month

[image: ]



You now need to enter in January tab the amount that has been brought forward from last years audited accounts.  These are the cash and bank account and go in the highlighted boxes.  If you have received cheques that were not paid into the bank the previous year then they need to be added in in the cheques box, but we do recommend all cheques are paid in before the final accounts are done.
[image: ]

When you look at each of the monthly tabs, the left hand side of the spread sheet is for all income – money in and the right had side is for all expenditure – money out.  When printed it is set to print on 2 pages, one for income and one for expenditure.

Income
A receipt should be issued for all income and the receipt number is entered in column B, (receipt pads can be obtained from HASSRA – see website for details https://www.hassra.org.uk/receipt-pads ).
An income voucher should be completed with details of who the money was from and what it was for, number these yourself starting from 1 each year.  This helps the auditors when they are doing their checks. Enter this in Column C.  The person’s name goes in Column D.  Make one entry into the coloured boxes in the appropriate category or use the Misc column if there is not one with the right heading.  Then enter the amount in either the cheque or cash column, depending what it is.
You may have several cheque receipts at a time, so enter them all and then when you go to the bank with the cheques you put a minus figure in the cheques column and a positive figure in the bank column.  This example below shows 3 cheque payments and one cash. Then the cheques being banked the next day.  The new balances are then showing.  However, that is just the position if you have had no expenditure.


[image: ]

The same principle applies when you want to bank cash, put a minus figure in the cash column and a positive figure in the bank column with an explanation in the income description as Cash to Bank. Transfers between accounts do not need to be put in the coloured columns.
If you went to look at the Inc & Exp tab you will see the income appears in January details. 
[image: ]

 The Bal Tab also reflects these figures..
 [image: ]

Expenditure
You need to keep an expenditure voucher for each payment you make, you can number these yourself.  Go to Appendix 49  https://www.hassra.org.uk/list-of-appendices  
You also need to keep a record of who approved the payment.  This may be a Committee decision and is recorded in the minutes – keep a copy in the accounts to help the Auditors.  It could be just the invoice, but you need to know the item has been received. If it is passed to you by email asking you to pay, keep a copy in the accounts with the appropriate voucher.  If it is passed by hand, get the person to annotate the receipt that it is to be paid and for them to sign it, again retain with the voucher for the Auditors.
The entries for expenses are on the right hand side of the spread sheet, so scroll across. It looks similar.
[image: ]
Enter in the date, voucher number, cheque number (if paying by cheque) and payment description.  Then the amount needs to be added into the appropriate coloured column.  If a bank payment, enter the amount into one of the columns headed up Bacs & Cheques and then also in the bank column.  Cash needs just one entry into the cash column.
This shows an entry for 2 cheques and one cash payment, each has been included in the coloured section under the appropriate spend.  You will notice the column AF has figures in it.  It is for Bank reconciliation and we will deal with that later.
The other think to note is that there is a Checking tool under the columns.  These 2 figures should balance, if they don’t there has been an error in entering the details so go back and check.
[image: ] 
If we go back and look at the Income side of the spread sheet the balances have changed to take account of the payments made.
[image: ]

The Inc & Exp sheet now includes these expenses
	Income
	£
	 
	Expenditure
	£
	 

	 
	Rebate
	Jan
	£0.00
	£0.00
	 
	Raffle Exp
	Jan
	£2.50
	£2.50
	 

	 
	
	Feb
	£0.00
	 
	 
	
	Feb
	£0.00
	 
	 

	 
	
	Mar
	£0.00
	 
	 
	
	Mar
	£0.00
	 
	 

	 
	
	Apr
	£0.00
	 
	 
	
	Apr
	£0.00
	 
	 

	 
	
	May
	£0.00
	 
	 
	
	May
	£0.00
	 
	 

	 
	
	Jun
	£0.00
	 
	 
	
	Jun
	£0.00
	 
	 

	 
	
	Jul
	£0.00
	 
	 
	
	Jul
	£0.00
	 
	 

	 
	
	Aug
	£0.00
	 
	 
	
	Aug
	£0.00
	 
	 

	 
	
	Sep
	£0.00
	 
	 
	
	Sep
	£0.00
	 
	 

	 
	
	Oct
	£0.00
	 
	 
	
	Oct
	£0.00
	 
	 

	 
	
	Nov
	£0.00
	 
	 
	
	Nov
	£0.00
	 
	 

	 
	
	Dec
	£0.00
	 
	 
	
	Dec
	£0.00
	 
	 

	 
	
	
	£0.00
	 
	 
	
	
	£2.50
	 
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	Raffle Inc
	Jan
	£0.00
	£0.00
	 
	Trips Exp
	Jan
	£0.00
	£0.00
	 

	 
	
	Feb
	£0.00
	 
	 
	
	Feb
	£0.00
	 
	 

	 
	
	Mar
	£0.00
	 
	 
	
	Mar
	£0.00
	 
	 

	 
	
	Apr
	£0.00
	 
	 
	
	Apr
	£0.00
	 
	 

	 
	
	May
	£0.00
	 
	 
	
	May
	£0.00
	 
	 

	 
	
	Jun
	£0.00
	 
	 
	
	Jun
	£0.00
	 
	 

	 
	
	Jul
	£0.00
	 
	 
	
	Jul
	£0.00
	 
	 

	 
	
	Aug
	£0.00
	 
	 
	
	Aug
	£0.00
	 
	 

	 
	
	Sep
	£0.00
	 
	 
	
	Sep
	£0.00
	 
	 

	 
	
	Oct
	£0.00
	 
	 
	
	Oct
	£0.00
	 
	 

	 
	
	Nov
	£0.00
	 
	 
	
	Nov
	£0.00
	 
	 

	 
	
	Dec
	£0.00
	 
	 
	
	Dec
	£0.00
	 
	 

	 
	
	
	£0.00
	 
	 
	
	
	£0.00
	 
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	Trips Inc
	Jan
	£0.00
	£0.00
	 
	Easter Eggs
	Jan
	£18.50
	£18.50
	 

	 
	
	Feb
	£0.00
	 
	 
	
	Feb
	£0.00
	 
	 

	 
	
	Mar
	£0.00
	 
	 
	
	Mar
	£0.00
	 
	 

	 
	
	Apr
	£0.00
	 
	 
	
	Apr
	£0.00
	 
	 

	 
	
	May
	£0.00
	 
	 
	
	May
	£0.00
	 
	 

	 
	
	Jun
	£0.00
	 
	 
	
	Jun
	£0.00
	 
	 

	 
	
	Jul
	£0.00
	 
	 
	
	Jul
	£0.00
	 
	 

	 
	
	Aug
	£0.00
	 
	 
	
	Aug
	£0.00
	 
	 

	 
	
	Sep
	£0.00
	 
	 
	
	Sep
	£0.00
	 
	 

	 
	
	Oct
	£0.00
	 
	 
	
	Oct
	£0.00
	 
	 

	 
	
	Nov
	£0.00
	 
	 
	
	Nov
	£0.00
	 
	 

	 
	
	Dec
	£0.00
	 
	 
	
	Dec
	£0.00
	 
	 

	 
	
	
	£0.00
	 
	 
	
	
	£18.50
	 
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	Christmas
	Jan
	£0.00
	£0.00
	 
	Theatre Exp
	Jan
	£100.00
	£100.00
	

	 
	
	Feb
	£0.00
	 
	 
	
	Feb
	£0.00
	 
	 

	 
	
	Mar
	£0.00
	 
	 
	
	Mar
	£0.00
	 
	 

	 
	
	Apr
	£0.00
	 
	 
	
	Apr
	£0.00
	 
	 

	 
	
	May
	£0.00
	 
	 
	
	May
	£0.00
	 
	 

	 
	
	Jun
	£0.00
	 
	 
	
	Jun
	£0.00
	 
	 

	 
	
	Jul
	£0.00
	 
	 
	
	Jul
	£0.00
	 
	 

	 
	
	Aug
	£0.00
	 
	 
	
	Aug
	£0.00
	 
	 

	 
	
	Sep
	£0.00
	 
	 
	
	Sep
	£0.00
	 
	 

	 
	
	Oct
	£0.00
	 
	 
	
	Oct
	£0.00
	 
	 

	 
	
	Nov
	£0.00
	 
	 
	
	Nov
	£0.00
	 
	 

	 
	
	Dec
	£0.00
	 
	 
	
	Dec
	£0.00
	 
	 

	 
	
	
	£0.00
	 
	 
	
	
	£100.00
	 
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	Theatre Inc
	Jan
	£80.00
	£80.00
	 
	Misc
	Jan
	£0.00
	£0.00
	 

	 
	
	Feb
	£0.00
	 
	 
	
	Feb
	£0.00
	
	 

	 
	
	Mar
	£0.00
	 
	 
	
	Mar
	£0.00
	
	 

	 
	
	Apr
	£0.00
	 
	 
	
	Apr
	£0.00
	
	 

	 
	
	May
	£0.00
	 
	 
	
	May
	£0.00
	
	 

	 
	
	Jun
	£0.00
	 
	 
	
	Jun
	£0.00
	
	 

	 
	
	Jul
	£0.00
	 
	 
	
	Jul
	£0.00
	
	 

	 
	
	Aug
	£0.00
	 
	 
	
	Aug
	£0.00
	
	 

	 
	
	Sep
	£0.00
	 
	 
	
	Sep
	£0.00
	
	 

	 
	
	Oct
	£0.00
	 
	 
	
	Oct
	£0.00
	
	 

	 
	
	Nov
	£0.00
	 
	 
	
	Nov
	£0.00
	
	 

	 
	
	Dec
	£0.00
	 
	 
	
	Dec
	£0.00
	
	 

	 
	
	
	£80.00
	 
	 
	
	
	£0.00
	
	 

	 
	
	
	
	 
	 
	
	
	 
	
	 

	 
	Misc 
	Jan
	£0.00
	£0.00
	 
	
	
	 
	
	 

	 
	
	Feb
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Mar
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Apr
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	May
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Jun
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Jul
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Aug
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Sep
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Oct
	£0.00
	 
	 
	
	
	
	 
	 

	 
	
	Nov
	£0.00
	 
	 
	
	
	 
	
	 

	 
	
	Dec
	£0.00
	 
	 
	
	
	
	 
	 

	 
	
	
	£0.00
	 
	 
	
	
	
	 
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	
	
	 
	
	 
	
	
	
	 
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	Sub Totals
	£80.00
	 
	
	
	
	£121.00
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	
	
	
	 
	 
	EIOE/EEOI
	-£41.00
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	
	
	
	£80.00
	 
	
	
	
	£80.00
	 

	 
	
	
	
	 
	 
	
	
	
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



And the Balance sheet includes all of these and still balances.
[image: ]


Monthly Bank statement reconciliations.
The Bank statement always goes to the Chair, who needs to copy it and give it to the Treasurer so that they can reconcile the accounts against the bank statement.  As per the Staff Clubs Guide the Chair needs to:
Ensure that the actual cash in hand and the bank statement balance against the Cashbook balances at the end of each month and that a certificate to that effect is signed by the Treasurer and by you.

Once the Treasurer has completed the reconciliation for the month, then they need to print a copy off and the Chair and Treasurer can sign it.  
The reconciliation needs to be done line by line.  Any cheques that have been issued need to be marked on the spread sheet as having gone through the Bank, when it appears on the statement, this is done by putting the date it cleared in the AF column in the appropriate month.  This then clears it from the ‘Uncleared Cheques’
[image: ]
In the example above, one cheque cleared on the February statement but there is a cheque that has not been presented to the Bank yet, so is still outstanding. (Cheques are valid for 6 months so if it is still outstanding after this time it is written back into the accounts in the appropriate month as income with the description ‘Uncashed cheque not cash within 6 months’).

Year End
This always runs been the 1st January and the 31st December for HASSRA accounts.  When we look at the end of the year we just need a balanced set of accounts.  This spread sheet totals the Income & Expenditure that you have done over the year and that is then drawn through to the Balance sheet.  
It is a simple statement of what you started with, plus what you have had in as income, against what you have spent and what you have left. 
The spread sheet does your year-end but you need to be aware that if entries have been made incorrectly then it won’t balance.  The easy way to look is in column E, if the accounts balance then this should show £0.00, if it is anything else then there is an error with the inputting of the information, look back at each month at the checking tool, that will show you where it went wrong.

[image: ]
You need to enter in the bank statement entry as at 31st December into the appropriate box on line 17 as this may not be the same as the amount in your accounts.  This would be because cheques you have issued have not been cashed.  The spread sheet has taken account of that.  The figure on line 19 should match the Current account balance.

[image: ]



Audits.  The Auditors role is to check that all is in order with the accounts.  This is done by 2 Auditors, one nominated by your Sponsor and the other is elected at the previous year’s AGM.  The Running Staff Club guide gives details of checks needed to be done, as does appendix 39 found on the HASSRA Live https://www.hassra.org.uk/list-of-appendices   It is easier for them if you can keep all the paperwork together in date order, if there is a lot it may be better to sort it and label it up into months.  If you can keep in mind when you are doing the accounts that the Auditors need to follow what you have done, so remember to do all the paperwork correctly. The starting point should be the previous years audit so include a copy of that.  This give details of the amounts of cash and what is in the bank.
Once the audit has been done a copy of the signed balance sheet needs to be sent to National HASSRA.  It can be a scanned copy sent by email.  Contact details of where to send it can be found at https://www.hassra.org.uk/bulletins Bulletin 4.  The accounts can then be issued locally for your Club AGM.  It has to be available 14 days before the AGM.
Go to HASSRA Live https://www.hassra.org.uk/list-of-appendices and then Appendix 36 for the summary of the roles and responsibilities of the Treasurer.
Further information
Unpresented cheques from the previous year’s accounts

These do not need to be brought through to the new year’s accounts as they have been accounted for, but you do need to remember to clear them still as they will show on the bank statements. And if they are never cashed then it will mean that your accounts will not balance against the bank statement.
As you should never alter a set of accounts that the Auditors have signed off then I suggest you make a copy of that year’s accounts and save it as ‘Accounts 20** Unpresented Cheques’ or similar in the title.
When the cheques appear on the bank statement clear from the duplicate set of accounts.  If after 6 months you still have unpresented cheques, then the cheques have expired and cannot be cashed. These need to be written back into the current years accounts as an income, i.e. enter as ‘Cheque number ?? not presented, now over 6 months old and the amounts entered in one of the coloured column, probably Misc and in the bank column.
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CLUB ACCOUNTS  on RSCG.xls


CLUB ACCOUNTS on RSCG.xls
Notes

		1		Please enter your Club name on the Balance sheet

		2		Enter the amounts carried forward from your last Balance sheet in January onto line 4 into the highlighted boxes

		3		The Income & Expenditure can be broken down into categories.  Enter the name in place of the categories on Inc. & Exp. tab.  These will then be taken across to all months.  You may need to enter the same category in both the Income and Expense columns.

		4		The coloured columns on this spread sheet are there to calculate the total income and expenditure for the year.  These figures are needed to enable your Balance sheet to balance.

		5		Each month need to be printed out and signed by the Chair & Treasurer when bank reconciliation has taken place

		6		When paying in cash or cheques to the bank you need to put a minus figure in the cash or cheque column on the income side and a black figure in the bank column.  No figure needs to be put in the coloured columns.

		7		Any cheques that you have written and that are not cashed by recipients within 6 months are written back into the account as income.  Enter into Misc. coloured column and the bank column and also enter a date into the date cleared column on the line it was issued.

		8		If you need to insert any lines, remember to drag down the maths in column AF

		9		The maths has been protected within this document.  If there is any problem contact HASSRA Finance for your Region

		10		If you need to draw out cash from the bank, enter the cheque on the expenditure side into the Cheque and bank column (there is no need to enter it into the coloured columns).  Then enter it on the income side into the cash column (no need to enter into the coloured columns)

		11		To transfer money from current accounts to Deposit accounts, just enter both on the left side on one line with a minus figure in the account it is coming out of and a positive figure in the one it is going in to.  No need to put any entry into the coloured columns.





Example

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Club Subs		Charity Fundraising		Club Events		Cinema Tickets		Misc		BACS		Cheques		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Tickets		Charity Donations		Club Events		Prizes		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																10.00		10.00		£315.45		£100.00

		2-Jan		51		Jan15-1		Monthly subs				£25.00												15.00		10.00								4-Jan		Exp1		353		Discounted tickets		£45.00												45.00				45.00						£45.00

		3-Jan		52		Jan15-2		Children in Need collection						£72.12												£72.12								5-Jan		Exp2				Children in Need donation				£92.12								£92.12						92.12				15/01/15		£0.00

		3-Jan				Jan15-3		Deposit																-25.00		-92.12		£117.12						5-Jan		Exp3				Prize for Bakeoff Competition								£10.00								10.00		0.00						£0.00

		4-Jan		54		Jan15-4		Bakeoff competition								£34.60								5.00		29.60																																0.00						£0.00

		5-Jan		55		Jan15-5		Cinema tickets										£20.00				£20.00						£20.00																														0.00						£0.00

		5-Jan				Jan15-6		Deposit																-5.00				£5.00																														0.00						£0.00

		7-Jan				Jan15-7		Transfer from Current to Deposit A/C																				($100.00)		£100.00																												0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

						THIS PAGE SHOWS AN EXAMPLE OF A MONTH'S ACCOUNTS, WITH EXPLANATORY NOTES.  EXPLANATORY NOTES ARE PROVIDED WHEREVER YOU CAN SEE A SMALL RED TRIANGLE IN THE TOP RIGHT CORNER OF A CELL.  ROLL YOUR MOUSE OVER THE TRIANGLE TO REVEAL AND READ THE NOTE.																																																				0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

																																																										0.00						£0.00

								Totals		£0.00		£25.00		£72.12		£34.60		£20.00		£0.00		£20.00		0.00		29.60		£357.57		£200.00										Totals		£45.00		£92.12		£0.00		£10.00		£0.00		£92.12		£45.00		£10.00		£137.12		£0.00

																				New Balances				0.00		19.60		£220.45		£200.00				Checking Tool				Starting Balances for Month				£435.45						Closing Balances		£440.05				Uncleared Cheques		£45.00

																																						Income for Month				£151.72						Expenditure for Month		£147.12

																																										£587.17								£587.17



&A

'Cheques brought forward' = cheques that were still in the Treasurer's cashbox at the end of the previous year.

'Cash brought forward' = cash that was still in the Treasurer's cashbox at the end of the previous month.  The same amount that was on the previous years Balance sheet.

This is the balance showing at the bank at the end of the previous year, as on the Balance sheet.

This is the balance showing at the bank at the end of the previous Year.  As on the Balance sheet.  This is a deposit account or second bank account.  Your club may choose to have a second bank account, in which case monies in and out need to be shown in the monthly accounts exactly as for the club's main bank account.

You can head these columns up with the main categories of income for your club.
By altering the heading on the Inc & Ex tab.  It will alter them on all months

The £25 has been entered into the 'Club Sub' column because it comes from club members who were paying their club subs (some clubs have sub for specific activities).  Some people paid by cheque, others in cash.  You will see that the amounts taken in cheques and cash have been entered under the 'Cheques' and 'Cash' columns respectively.

Whenever the Treasurer receives money from someone, he/she should issue a receipt and retain a copy for the records.  The receipt number should be entered here, beside the transaction to which it relates.

Documents like Collection Sheets, Event Pre-Payment Forms, etc., are the 'evidence' that income that has been entered into the accounts really IS as described in the accounts.  These supporting documents must be retained.  They should be numbered and filed, so they can be easily retrieved.  The number should be written here beside the transaction to which the document relates.

When cheques are taken from the Treasurer's cashbox and deposited at the Bank, a MINUS number should be entered under the 'Cheques' column as shown.  This minus number is what tells us that the cheque is no longer in the Treasurer's cashbox.  Then the amount is also put into the Bank column.

When cash is taken from the Treasurer's cashbox and deposited at the Bank, a MINUS number should be entered under the 'Cash' column as shown.  This minus number is what tells us that the cash is no longer in the Treasurer's cashbox. Then the amount is also put into the Bank column.

The total of cheques and cash being deposited into the bank account goes here.

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

In January you will need to copy the balances brought forward across from the previous year's accounts for your club.  For each month thereafter through to the end of the year the balances brought forward are calculated for you by the spreadsheet.

New balances are the balances brought forward from the previous month, plus everything you have added as income during the month, minus everything you have spent.  These are calculated for you by the spreadsheet.

You can head these columns up with the main categories of income for your club. By altering the heading on the Inc & Ex tab.  It will alter them on all months

When the money has been received by BACS, enter the amount in here and enter it again under the bank account which your club uses for BACS receipts.

When a cheque has been issued, enter the amount of the cheque in here. And also in appropriate bank column

The £45 has been entered into the 'Cinema Tickets' column because that is what the expenditure was for (see the payment description). The same amount is then entered under 'BACS', 'Cheques' or 'Cash', depending on which of these was used to take the money from the account.

When the payment was made by Bacs, enter the date that the Bacs shows up on your bank statement.

When the payment was made by cheque, enter the date that the cheque shows up on your bank statement.  Doing this will automatically update the 'Uncleared cheques'

Use this to help verify that there are no errors in the numerical information you have entered for the month.  If the two totals in the Checking Tool are the same, then there are not errors.  If the totals are different, then you will need to check through again to find the error.

This number will help you to see if there are any cheques which you have issued during the month which have not yet been banked.  The number will update when you enter a date in the 'Paid Date' column to show that a cheque has been banked.

Enter date by typing in;
day hyphen month
eg
31-12 for 31.12.15

This column is for calculation purposes only. Unless you insert more lines and then the maths needs to be dragged down, to retain the uncleared cheques.

The £72.12 has been entered into the 'Charity Fundraising' column because it is money raised for Charity  You will see that the amounts taken in cash have been entered under the  'Cash' columns.

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

Total amount of Bacs payments in

Total amount of any cheques you hold that have not been banked yet.

The total amount of cash in

Cash that you have. Ie total cah in less cash paid out.

Amount that is in the bank.  May not be the same as the bank statement as cheques issued might not hae been cashed

Amount that is in the Deposit account.

This amount is the amount of income that the bank has had in.  Figure below shows true position, as this deducts the payments out.

This amount is the amount of income that the bank has had in.  Figure below shows true position, as this deducts the payments out.

Total amount of any cheques you hold that have not been banked yet.

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

These totals are calculated for you by the spreadsheet. They are taken over to Inc & Ex Sheet

Total amount of Bacs payments made this month

Total amount of Cheques payments made this month

Total amount of cash paid this month

Total amount of bank payments made this month

Total amount of payments made this month

This column is all sorted by itself.  The amount is put in and stays there until a date is put in when it clears off the bank statement.  At that stage the figure disappears.  It is information regarding uncleared cheques.

enter amount paid out

enter amount paid out

enter amount paid out

enter amount paid out
and also into the bank column

The £10 has been entered into the 'Prizes' column because that is what the expenditure was for (see the payment description). The same amount is then entered under 'BACS', 'Cheques' or 'Cash', depending on which of these was used to take the money from the account.

The £92.12 has been entered into the 'Prizes' column because that is what the expenditure was for (see the payment description). The same amount is then entered under 'BACS', 'Cheques' or 'Cash', depending on which of these was used to take the money from the account.

enter amount of cheque received.  It does no go into the bank column until it has been paid into the bank

enter amount of cheque received.  It does no go into the bank column until it has been paid into the bank

When cheques are taken from the Treasurer's cashbox and deposited at the Bank, a MINUS number should be entered under the 'Cheques' column as shown.  This minus number is what tells us that the cheque is no longer in the Treasurer's cashbox.  Then the amount is also put into the Bank column.

When a transfer of money is made to the Deposit account, a MINUS number should be entered under the 'Bank' column as shown.  Then the amount is also put into the Deposit column.

Amount paid in

Amount of cheque paid into the bank

Amount paid in

Amount paid in.

Amount paid in

Amount paid in cash

The £34.60 has been entered into the 'Club Events' column because it is money raised for an Event  You will see that the amounts taken in cash have been entered under the  'Cash' columns and the amount paid by cheque is put into the Cheque column.  The cheque is later paid into the bank - see line 9

The £20 has been entered into the 'Cinema ticket' column because it is money taken for tickets.  You will see that the amounts was paid by Bacs.  It is entered in Bacs column and also the bank.

This is all done automatically.  This is the amount you started with this month.

This is all done automatically.  This is the amount you have had in as income this month.

This is all done automatically.  This is the amount you have have spent this month.

This is all done automatically.  This is the amount you have left this month.

This is all done automatically.  This is the amount should be the same as cell Y29
If it isn't there is an error that needs rectifying before you continue.

This is all done automatically.  This is the amount should be the same as cell U29
If it isn't there is an error that needs rectifying before you continue.



Jan

		January Income																																January Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheques		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Feb

		February Income																																February Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00		C/F Balances						$0.00		Uncleared Cheq				$0.00

																																						Income for Month				$0.00		Expenditure						$0.00

																																										$0.00								$0.00





Mar

		March Income																																March Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Apr

		April Income																																April Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





May

		May Income																																May Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Jun

		June Income																																June Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Jul

		July Income																																July Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Aug

		August Income																																August Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Sep

		September Income																																September Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Oct

		October Income																																October Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Nov

		November Income																																November Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Dec

		December Income																																December Expenditure

		Date		Receipt		Voucher/ Ref		Income Description		Rebate		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit				Date		Voucher/ Ref		Chq no.		Payment Description		Category 1		Category 2		Category 3		Category 4		Misc		BACS		Cheque		Cash		Bank		Deposit		Date cleared

								Balances B/f																$0.00		$0.00		$0.00		$0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

																																																																£0.00

								Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00										Totals		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00				£0.00

																				New Balances				$0.00		$0.00		$0.00		$0.00				Checking Tool				Starting Balances for Month				$0.00				Closing Balances				$0.00		Uncleared Cheques				$0.00

																																						Income for Month				$0.00				Expenditure for Month				$0.00

																																										$0.00								$0.00





Inc & Ex

		Income								£				Expenditure						£

				Rebate		Jan		£0.00		£0.00				Category 1		Jan		£0.00		£0.00

						Feb		£0.00								Feb		£0.00

						Mar		£0.00								Mar		£0.00

						Apr		£0.00								Apr		£0.00

						May		£0.00								May		£0.00

						Jun		£0.00								Jun		£0.00

						Jul		£0.00								Jul		£0.00

						Aug		£0.00								Aug		£0.00

						Sep		£0.00								Sep		£0.00

						Oct		£0.00								Oct		£0.00

						Nov		£0.00								Nov		£0.00

						Dec		£0.00								Dec		£0.00

								£0.00										£0.00

				Category 1		Jan		£0.00		£0.00				Category 2		Jan		£0.00		£0.00

						Feb		£0.00								Feb		£0.00

						Mar		£0.00								Mar		£0.00

						Apr		£0.00								Apr		£0.00

						May		£0.00								May		£0.00

						Jun		£0.00								Jun		£0.00

						Jul		£0.00								Jul		£0.00

						Aug		£0.00								Aug		£0.00

						Sep		£0.00								Sep		£0.00

						Oct		£0.00								Oct		£0.00

						Nov		£0.00								Nov		£0.00

						Dec		£0.00								Dec		£0.00

								£0.00										£0.00

				Category 2		Jan		£0.00		£0.00				Category 3		Jan		£0.00		£0.00

						Feb		£0.00								Feb		£0.00

						Mar		£0.00								Mar		£0.00

						Apr		£0.00								Apr		£0.00

						May		£0.00								May		£0.00

						Jun		£0.00								Jun		£0.00

						Jul		£0.00								Jul		£0.00

						Aug		£0.00								Aug		£0.00

						Sep		£0.00								Sep		£0.00

						Oct		£0.00								Oct		£0.00

						Nov		£0.00								Nov		£0.00

						Dec		£0.00								Dec		£0.00

								£0.00										£0.00

				Category 3		Jan		£0.00		£0.00				Category 4		Jan		£0.00		£0.00

						Feb		£0.00								Feb		£0.00

						Mar		£0.00								Mar		£0.00

						Apr		£0.00								Apr		£0.00

						May		£0.00								May		£0.00

						Jun		£0.00								Jun		£0.00

						Jul		£0.00								Jul		£0.00

						Aug		£0.00								Aug		£0.00

						Sep		£0.00								Sep		£0.00

						Oct		£0.00								Oct		£0.00

						Nov		£0.00								Nov		£0.00

						Dec		£0.00								Dec		£0.00

								£0.00										£0.00

				Category 4		Jan		£0.00		£0.00				Misc		Jan		£0.00		£0.00

						Feb		£0.00								Feb		£0.00

						Mar		£0.00								Mar		£0.00

						Apr		£0.00								Apr		£0.00

						May		£0.00								May		£0.00

						Jun		£0.00								Jun		£0.00

						Jul		£0.00								Jul		£0.00

						Aug		£0.00								Aug		£0.00

						Sep		£0.00								Sep		£0.00

						Oct		£0.00								Oct		£0.00

						Nov		£0.00								Nov		£0.00

						Dec		£0.00								Dec		£0.00

								£0.00										£0.00

				Misc		Jan		£0.00		£0.00

						Feb		£0.00

						Mar		£0.00

						Apr		£0.00

						May		£0.00

						Jun		£0.00

						Jul		£0.00

						Aug		£0.00

						Sep		£0.00

						Oct		£0.00

						Nov		£0.00

						Dec		£0.00

								£0.00

				Sub Totals						£0.00										£0.00

														EIOE/EEOI						$0.00

										£0.00										£0.00



&C&"Times New Roman,Bold"&12INCOME and EXPENDITURE ACCOUNT

Over type with what category you need for your Club.  Try to keep the name short, as it will appear in all the Jan to Dec sheets
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Over type with what category you need for your Club.  Try to keep the name short, as it will appear in all the Jan to Dec sheets

Over type with what category you need for your Club.  Try to keep the name short, as it will appear in all the Jan to Dec sheets

Over type with what category you need for your Club.  Try to keep the name short, as it will appear in all the Jan to Dec sheets



Bal Sheet

		HASSRA Club Name needed

		BALANCE SHEET 2019

		HASSRA  SPORTS & SOCIAL

		Balances at 1st January				Balances at 31 December

		Cash		£0.00		Cash		£0.00

		Cheques brought forward		£0.00		Received cheques not yet banked		£0.00

		Balance - current account		£0.00		Balance - current account		£0.00

		Balance - deposit account		£0.00		Balance - deposit account		£0.00

				£0.00				£0.00

		Income		£0.00		Expenditure		£0.00

				£0.00				£0.00		$0.00

		Bank Statement				Unpaid invoices

		Cheques issued but not cashed		£0.00

				£0.00

		Accounts prepared by: , Treasurer.

		Date:

		We, the undersigned, certify that the Income & Expenditure Account and Balance Sheet for the year ended __________ are in agreement with the books and give a true and fair view of the club's affairs. We have obtained all the information and explanations which , to the best of our knowledge and belief, were necessary for the purpose of this audit.

		Management Auditor

		Signed:

		Name:						Date:

		Club Auditor

		Signed:

		Name:						Date:



Enter bank balance at 31st December as per bank statement

Should equal bank balance above at D9

Cell B14 and D14 should match.  If it does not balance this is the amount it is out by. It needs to be resolved.

If you have any, the amount needs to be entered manually

Please over type and insert Club Name here.

Please ensure all cheques have been banked before the end of the year. However if this is not possible then they need to be entered into December's accounts.
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