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Cash	book	format	with	example.	What	is	the	format	of	cash	book.	Cash	book	example	template.	Example	of	cash	book.

4	ready-to-use	Types	of	Cash	Book	Templates	in	Excel,	Google	Sheets,	and	Open	Office	Calc	format	to	record	routine	cash	transactions	of	a	company	regularly.	Enter	the	transaction	on	the	debit	or	credit	side	and	it	will	automatically	calculate	the	cash	on	hand	for	you.	These	templates	can	be	helpful	for	accounting	professionals	like	accountants,
accounts	assistants,	small	business	owners,	etc.	What	is	a	Cash	Book?	Cash	Book	records	of	cash	transactions	done	in	a	company	on	a	day	to	day	or	regular	basis.	Cash	Book	is	just	like	a	ledger	account.	There	is	no	need	to	open	a	separate	cash	account	in	the	ledger.	It	is	a	subsidiary	ledger	that	records	all	kind	cash	receipts	and	cash	payments
including	bank	deposits	and	withdrawals.	At	the	end	of	the	month,	the	accountant	posts	these	transactions	to	the	general	ledger.	The	best-known	practice	of	business	is	to	weekly	compare	the	bank	related	transaction	with	the	bank	statement	or	perform	a	bank	reconciliation	to	avoid	mismatch	of	balances.	You	can	use	our	Bank	Reconciliation
Statement	Excel	Template	for	this	purpose.	In	big	companies	where	there	are	high	volumes	of	cash	transactions,	the	cash	book	is	subdivided	into	two	different	journals.	One	is	the	receipt	Journal	and	the	other	is	the	disbursement	journal.	In	a	smaller	business	as	there	are	fewer	transactions,	such	businesses	maintain	all	the	cash	transactions	a	single
cash	book.	The	records	fed	in	the	cash	book	are	always	in	chronological	order.	This	helps	us	to	easily	reconcile	the	cash	balances	when	required.	Record	all	the	receipts	cash	on	the	debit	side	and	all	payments	and	expenses	on	the	credit	side	of	the	cash	book.	Main	Features	of	a	Cash	Book	Cash	Book	records	only	Cash	&	Bank	transactions.	It	records
transactions	in	chronological	order.	The	cash	column	cannot	have	a	credit	balance.	It	is	a	subsidiary	as	well	as	a	principal	book	of	accounting.	Types	of	Cash	Book	There	are	4	types	of	Cash	Book.	Single	Column	Cash	Book	Single	Column	cash	book	is	a	document	which	records	inward	and	outward	cash	transaction	of	a	business	without	any	discounts
or	tax.	It	consists	of	2	sides;	debit	and	credit.	It	is	also	known	as	a	simple	cash	book.	Double	Column	Cash	Book	(Discounts)	Some	businesses	have	to	provide	discounts	during	their	cash	transactions.	Thus,	these	type	of	businesses	maintains	Cash	Book	with	Discounts.	It	consists	of	an	additional	column	for	discounts	received	or	paid.	Double	Column
Cash	Book	(Tax)	Similar	to	the	simple	cash	book,	it	also	consists	of	a	debit	and	credit	side	along	with	an	extra	column	for	tax.	This	can	be	either	GST	(Goods	and	Service	Tax)	or	VAT	(Value	Added	Tax).	If	there	is	any	other	tax	applicable	in	your	area,	you	can	insert	it	according	to	your	needs.	Triple	Column	Cash	Book	(Discounts	and	Tax)	Cash	Book
with	Discounts	and	VAT	is	for	those	whose	daily	cash	transactions	include	giving/taking	of	discounts	and	also	collecting	or	paying	taxes.	This	type	of	book	consists	of	additional	columns	for	Discounts	and	Tax.	Download	Cash	Book	Templates	We	have	created	ready-to-use	excel	templates	with	predefined	formulas	for	each	type	of	Cash	Book.	Let	us
understand	the	content	o	each	template	in	detail.	Furthermore,	all	these	templates	are	available	in	3	file	formats	–	Excel,	Google	Sheets,	and	Open	Office	Calc.	Click	on	the	icon	button	to	download	the	desired	format.	The	functioning	and	formulation	are	the	same	in	all	three	formats.	Lets	us	discuss	each	template	in	brief.	Simple	Cash	Book	Template
We	have	created	a	ready-to-use	Simple	Cash	Book	Template	which	helps	you	to	easily	record	and	reconcile	your	cash	transactions.	Excel	Google	Sheets	Open	Office	Calc	Click	here	to	Download	All	Accounting	Excel	Templates	for	₹299.	Important	Note:	To	edit	and	customize	the	Google	Sheet,	save	the	file	on	your	Google	Drive	by	using	the	“Make	a
Copy”	option	from	the	File	menu.	Contents	of	Simple	Cash	Book	Template	The	first	row	is	for	the	company	name	and	second	for	the	title	of	the	template.	The	Cash	on	Hand	balance	amount	is	displayed	on	the	right-hand	side.	The	formula	applied	here	is	the	total	of	Debit/Inward	–		the	total	of	Credit/Outward;	=(C21-F21).	There	are	2	sides	Debit	and
Credit.	Both	sides	consist	of	3	columns	each:	Date,	Particulars,	and	Amount.	To	record	a	transaction,	insert	date,	Particular,	Amounts	on	Debit/Inward,	or	Credit/Outward	side.	In	the	end,	the	total	of	the	amount	column	for	both;	Debit	and	Credit	side	is	given	using	the	SUM	Function.	Cash	Book	Template	With	Discount	We	have	created	a	ready-to-use
Cash	Book	With	Discount	Template	which	helps	you	chronologically	easily	record	and	reconcile	cash	transactions	with	discounts.	Excel	Google	Sheets	Open	Office	Calc	Contents	of	Cash	Book	Template	With	Discount	It	consists	of	3	sections:	Header	Section	Summary	Section	Data	Entry	Section	The	header	section	consists	of	Company	name,	template
title,	and	logo.	Enter	the	opening	balance	manually.	The	summary	section	consists	of	a	summary	of	the	total	transactions.	It	will	display	the	opening	balance,	current	income	after	deducting	discounts,	current	expenditure	amount	after	the	discounts.	It	will	also	display	the	amounts	of	discounts	received	and	discounts	given	on	total	transactions.	The
data	entry	section	has	2	sides,	debit,	and	credit.	Both	the	sides	consist	of	the	following	5	columns:	Date	Item	Amount	Received/Paid	Discount	Received/Given	Total	Amount	IONOSStartupguideGrow	Your	BusinessCash	book	template	The	cash	book	is	one	of	the	most	important	accounting	books	for	corporate	bookkeeping.	In	the	form	of	a	simple
document,	often	an	Excel	spreadsheet,	the	cash	book	is	used	to	record	a	company’s	cash	payments.	After	all,	if	the	annual	financial	statements	are	due	at	the	end	of	the	fiscal	year,	the	IRS	doesn’t	only	want	to	see	the	transactions	done	via	debit	or	credit,	but	also	a	list	of	all	cash	transactions.Keeping	a	cash	book	helps	ensure	that	this	list	is	complete.
Corresponding	templates	are	a	great	help.	The	advantage	of	a	digital	cash	book	format	using	an	Excel	spreadsheet:	It’s	quick,	clear,	and	the	entered	amounts	are	automatically	offset	against	each	other.	In	this	way,	digital	cash	book	templates	offer	a	direct	overview	of	the	financial	situation	of	a	company	and	spare	the	need	for	time-consuming
calculations	–	where	errors	can	easily	creep	in.A	cash	book	template	also	has	advantages	for	all	self-employed	individuals	–	regardless	of	whether	you’re	obligated	to	keep	a	cash	book	or	not.	Simply	download	the	corresponding	blank	cash	book	template	online.	In	the	following,	you’ll	find	a	template	for	your	cash	book	as	well	as	all	important
information	about	how	to	fill	it	out	correctly.	But	first	of	all,	we	explain	who	is	actually	involved	in	keeping	a	cash	book.Not	everybody	is	required	to	keep	a	cash	book	–	it’s	only	mandatory	for	businesses	that	operate	using	double-entry	accounting		and	must	prepare	a	balance	sheet	at	the	end	of	the	year.	There	are	no	laws	in	the	US	governing	how
companies	must	keep	their	books,	but	double-entry	accounting	is	strongly	recommended	for	larger	businesses	and	has	its	benefits	for	smaller	businesses	as	well.	If	you	do	choose	to	use	this	method,	it’s	important	to	read	and	comply	with	the	US	GAAP	(Generally	Accepted	Accounting	Principles).Even	if	you	choose	to	stick	to	simple	accounting	for	your
documentation,	it	can	still	be	logical	to	keep	a	cash	book.	As	opposed	to	online	business,	cash	payments	are	much	more	difficult	to	comprehend	in	hindsight,	and	keeping	an	overview	is	advantageous	for	every	company.	With	a	cash	book,	you	can	keep	track	of	inflows	and	outflows	of	cash.If	you	decide	to	keep	a	cash	book,	you	can	download	a	free
cash	book	template	from	us	in	the	Digital	Guide.	The	cash	book	is	available	as	an	Excel	spreadsheet.	Simply	download	your	online	cash	book	and	begin	the	digital	bookkeeping	of	your	cash	transactions.	In	the	following,	we	explain	in	detail	what	information	the	form	contains	and	how	to	fill	it	out	correctly.Cash	book	template	for	ExcelWhen	you	submit
your	tax	return	to	the	IRS	at	the	end	of	a	fiscal	year,	the	cash	book	is	part	of	the	company’s	tax	base.	Like	all	other	commercial	books,	the	cash	book	must	be	kept	in	accordance	with	the	principles	of	transparency	and	comprehensibility.	To	ensure	this,	there	are	some	mandatory	entries	that	each	cash	book	entry	needs	to	have.Our	downloadable	blank
cash	book	template	contains	all	the	details	that	are	necessary	for	a	properly	filled	out	cash	book.	The	following	information	is	recorded	in	six	columns:Date	of	the	transactionReceipt	number	for	clearly	assigning	the	document	to	the	transactionBooking	text	(short	description	of	the	transaction)Receipt	and	currency	of	the	cash	revenue	or
expenditureApplied	tax	rate	(sales	tax)Current	cash	balance	and	debit	balanceIn	the	header	of	the	cash	book	template,	there	are	two	additional	fields:	one	to	enter	the	name	of	your	company,	and	another	for	recording	the	time	during	which	the	respective	cash	book	sheet	was	kept.	You	then	just	have	to	put	your	signature	under	the	table.	All	incurred
income	and	expenses	are	documented	chronologically.	Here,	the	principle	of	completeness	is	very	important.	Even	something	as	simple	as	the	purchase	of	stamps	–	a	classic	cash	payment	–	belongs	in	the	cash	book.	One	of	the	major	advantages	of	the	cash	book	format	for	Excel:	The	program	offsets	the	items	directly	with	each	other	and	automatically
displays	the	current	balance.Once	you’ve	downloaded	the	free	cash	book	template,	proceed	as	follows:First,	enter	the	name	of	your	company	in	the	header	of	the	document.		Then	make	the	initial	entry	for	the	time:	If	you	want	to	start	the	cash	book	on	the	same	day,	note	the	current	date.	If	you	want	to	fill	out	the	cash	book	sheet	over	multiple	days
(more	likely	to	occur	in	exceptional	cases),	then	enter	the	end	date	when	the	sheet	is	filled	out.	This	way,	you	avoid	incorrect	entries.		The	next	step	is	to	transfer	the	current	cash	balance	into	the	table.	This	is	given	in	the	first	row	as	the	‘Balance’:	Here,	note	the	current	date	and	bash	amount.		Now,	begin	to	chronologically	log	the	cash	payments	of
the	day	(or	the	period	in	which	you’re	keeping	the	cash	book):	The	document	number	of	the	cash	receipt,	the	date	of	the	transaction,	and	the	amount	of	the	income	or	expenditure.	It’s	important	that	you	enter	each	transaction	individually	and	that	the	number	values	can	be	read	out	correctly	from	the	Excel	table.In	the	‘Comments’	column,	enter	a
short	description	of	the	business	transaction,	for	example,	in	the	form	of	a	booking	text.	By	the	following	day	at	the	latest,	you	must	enter	all	payments	into	the	cash	book	template.		Under	the	table,	on	the	right,	the	sum	of	incomes	and	expenditures	is	entered	and	the	balance	is	calculated.	Before	you	print	out	the	cash	book	sheet,	make	sure	once
again	that	all	values	are	correctly	entered	so	that	the	final	entry	can	be	calculated	without	errors.	This	will	be	transferred	as	the	starting	balance	on	the	next	sheet.		In	general,	you	should	print	out	the	cash	book	sheet	at	the	end	of	every	day.	Check	first	to	see	whether	the	complete	period	of	the	document	has	been	specified	correctly	in	the	header.
You	can	attach	your	signature	to	the	printed	document	and	file	it	chronologically	with	your	other	records.	You	can	also	save	the	sheets	as	PDFs.		On	the	next	day,	start	a	new	cash	book	sheet	with	the	saved	template.Important	to	note:	Details	in	the	cash	book	cannot	be	changed	after	being	filed.	To	do	so	would	be	contrary	to	the	principles	of	proper
accounting.	If	you	should	encounter	an	error,	the	change	needs	to	be	identifiable	and	comprehensible	to	third	parties	and	marked	with	the	date	of	the	change	–	this	is	the	transparency	principle	of	the	US	GAAP.	Therefore,	it’s	not	sufficient	to	keep	the	cash	book	exclusively	in	digital	form.	To	ensure	that	subsequent	changes	are	traceable,	print	out	the
cash	book	at	the	end	of	the	day,	sign	it,	and	file	it	chronologically.	This	guarantees	that	all	accounting	principles	are	maintained.In	the	IONOS	Digital	Guide,	you	can	find	further	details	on	cash	books	and	how	to	fill	them	out	correctly.Click	here	for	important	legal	disclaimers.Related	articles	Receipts	are	among	the	most	important	documents	in
bookkeeping.	Bureaucratic	processes	surrounding	holding	onto	different	kinds	of	receipts,	invoices,	and	documents	can	seem	tedious	or	even	unnecessary.	But	doing	so	can	pay	off	–	literally.	In	this	guide,	we	explain	why	and	how	to	order	your	documents,	the	different	types	of	receipts,	and	the	basics	of	bookkeeping.	For	companies,	there	is	no
sweeter	sound	than	when	the	cash	drawer	jingles.	But	the	IRS	requires	a	detailed	listing	of	your	operating	revenue	and	expenditures	at	the	end	of	each	year.	This	includes	cash	transactions.	A	cash	book	will	help	you	to	keep	track	of	your	cash	drawer.	This	guide	explains	how	to	properly	keep	a	cash	book	and	what	benefits	you	can	enjoy	by	using
professional	software.	Invoices	are	usually	written	with	a	special	online	tool	or	with	an	office	software,	like	Microsoft	Word	or	Excel.	However,	regardless	of	how	you	create	an	invoice,	the	content	and	structure	of	the	document	are	subject	to	the	same	guidelines.	But	what	do	you	need	to	be	aware	of?	And	what	are	the	benefits	of	writing	an	invoice
online?	Do	you	run	personal	errands	with	your	company	car?	No	problem	at	all	–	as	long	as	you	record	the	distances	you	have	covered	thoroughly	in	a	logbook.	You	can	either	keep	this	in	electronic	form	on	your	smartphone	or	buy	it	as	a	bound	booklet	from	a	specialist	office	retailer.	However,	there	is	nothing	stopping	you	from	creating	your	own
logbook.	Our	mileage	log	sample	will	help	you	with	this.
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