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The Best
Small Business

Accounts Book

For a non-VAT registered Small Business

There are three Accounts Books in this Series, catering for
different types of business. See the back cover for details.

Bl This BLUE book is ideal for: Builders, Consultants,
Craftworkers, Designers, Engineers, Freelancers,
Hauliers, Internet Traders, Kennels & Catteries,
Landscapers, Mail Order, Manufacturers, Motor
Mechanics, Photographers, Plant Nurseries,
Tradespeople, Trainers and most similar businesses.

Designed for people new to Book-Keeping
Simple format. Easy-to-balance Columns

Suitable for Sole Trader, Partnership or Ltd Co.

Highly Recommended (see rear cover)

Designed and written by Peter Hingston




Month
WORKED EXAMPLE
month &year................. March 20 2 Guide Notes

SALES RECORD (continued)

T Date of | Date Invoice | Invoice Total

A Invoice | Paid Sl Numberl £ p
Sub-total (brought forward from first column)
SALES RECORD —

Date of | Date Invoice | Invoice Total ’ P‘lrlicuslalf care neofs ::. take: t;ANK
Involce | Paid T Namberl £ p RECORD d PTHENTS sl e b e

|| o s o6 aizloo] [ [ e S

5 |4/5| B.I.6 B.V"‘ & Co 027 962| 43 RECORD. But its acouracy can be checked by

8 [305] Brown & Son 028| 33100 ety s yu Bk,

ments, and your Bankings.

12 |30/4| A.N. Other Co 029 | 452|50

16 |3/5| ABC Co - 030 - 135| 25 If you need to issue a Credit Note, then this

17 [30/3| Brown & Son - CREDIT NOTE 031 “5 OO) could b: mor:ad ‘T:t :lmt: l::t]. The II:uckm Lnlica'tl the flguu)

to be subtracted when totalling up the columa.

19 B.1.6. Buyers & Co 032 | 1,035/ 00 iy

23 D. Jones 033 | 486|50

23 A. Smith 034 | 385/15 —

ool I you need to cancel an invoice (as shown Sy

26 A-S L ——-035 1 190100 € lef), then you need to record it so that the sequance

26 A SIIPPIV Co 036 195/ 00 of inveice numbers remaine complete.

2! Lo, ) 463126 valulcflzrsz:t,‘ ;ollnozo:fl: Ti:lflﬂlen

31 i, c"‘ Sales (“hn i 968 84 somewhere (&g in a notebook) and then )

| Total 5'664 93 eater a total here W
When an inveice P
I¢ paid, you could \ L]

note the date in the \
“Date Paid” column. Thie
is optional bat useful

et

/ At the end of the month, total up as shown ™
above. If you fill more than one colamn, then do
o sub-total at the bottom of the page.

——

for spotting any
unpaid invoices.
Your list of
Sales Invoices on this page

Kshauld be in the same order n)

your filed copies.

Only 2 few sales entries are shown here
to illustrate how to complete this page.

Genoral Note
All the data in this Werked Exanm

Using a Spreadshast
You can save time by using a spread- |
sheet in conjunction with this ts book

is fiotitions.

for those columas with 2 lot of transactions te

\ add up (eq the SALES or PAYMENTS). Each month
print out the completed epreadsheet, file it in 2

ring binder, and copy just the total figures into
this accounts book. Start a new spread-

sheet for the next month.

Sub-total (carry forward to next column)

Total Sales for Month




Month

The entries above are

listed in the same order (and
dates) as they appear in your Bank
Statement. This mokes this column

interest the bank pays, tax

refund or
personal money you put info the business should
N be entered in the "Non-Sales" column, and
specify the souree of funds,

easier fo complete and cheok.
\

,,\np@ym bank stat
PAYMENTS BY PETTY CASH

Allowable Expenses
Generally, costs you pay with

(profihm [lowabl

the sole purpose of earning basiness
. Hence

BANK RECORD WORKED EXAMPLE PETTY CASH s
; \8'(fuida Notes z"‘ ogsin
Balance in Bank at start of 5056 —-l’ﬁuymuwm\ P
This “start of Month” figure is O if this is yourJ\ 4 This "start of Month" figure is 0 if this is yuﬁ
first month of trading. Otherwise it is the previous mo’ny first month of trading. Otherwise it is the previous month's
"Balance at end of Month". "Money in Petty Cash ot end of Month".
BANKINGS (& Direct Credits) Non-Sales Sales | MONEY INTRODUCED DURING MONTH
Date Details b [ e o S RS Date Source of Money Ref
4 | Feb Cheques 136 220 | 48 12 | From Buginess Bank a/¢ - by card 50|00
8 | From Personal a/c D/C|1,000| 00 IF you were to make s
1 ' ABc co D/c "382 50 mh,'y‘o?z::ls:lo’l'::::n:h: ;::u amount herh
19 | B.1.6. Buyers & Co D/C 1,955 | 25 S AR Y oy ot
26 | A.N. Other Co D/ 126 50 =L
1 you mak f small val
30 | Brown & Son {Inws 028/031) | 137 — 316 00| e e o™ 5000
31 | Card Sales (total) w,._——— 986 | 60 € statement and enter the total here. The total may aot
Awy loas, grant, sale of an asse, mateh the SALES figure due to the Jsla.y in them

The "Ref" (Ref ) columa . Stock or -basi
/ could be the last 3 figures of the Blnlt\ Raw Materials . “l:::‘::::h;r':: r;”f".?ﬂ" g
pay-in slip or the number of the sales
invoice(s) being paid. Here "D/C™
File your Remittance Advice ~mein® @ Direct Cradit. 1 Staff Wages A. Helper (Pt-time) 74|00
notes and bank pay-in details togeth “Employee Coste”
?&ﬂu same order as above. 1,000(00 | 4,987 33 (E:mptl:yee is d|.m you v!md mffvh‘ -
Total Bankings (ie Total Non-Sales + Sales) 5,987 33 5 ‘oernls)l:.“lei':::lyt."n’:«“::s'l'il:sh
ml for each person.
eoord below your finance-relate ;
- Direct Debits and Standing 0rlo> ‘ Business Rent/Rates
DIRECT DEBITS (& Standing Ord Premises Cleaning
e i Ret Costs Electric/Gas/Heat/Water
26 | Bank Charges —— D/D| 65|00
Bank it
BaOkIMEISSt (i rtors o r s ) Repairs _Repars/Mantrarce |
01 | Card Charges 4 - Dl 145| 00
~~ "Other Finance Charges” Is ~~- Postage/Parcels If there is more 12| 48
Other Finance Charges ( for lease and HP payments etc (bat General 3 373 thao:one Traassotion I my“ I
note what the payment is for). Admin. zta::r—nery/P_(mtlp g category in the month I]u/’f : ;’:
For thoss supplisrs pou poy \ Expenses undries : show the fotal.
by Direct Debit, you could record that here but it Telephone/Fax/Mobile
is probably better to record those transsctions on the
following PAYMENTS pages as that permits an analysis Motor Fuel
of the expenditure (ie what it's for), and it is sasier / Expenses Other Expenses 29199
to add to similar expenditure that is T .
mada by cheque atc. Travel &
Subsistence
2 | Cash Withdrawal rd :
J - %ﬁ& B 50100 Ads & Promotion A;:Ii—hly you would pay eash
mhic Petty Cash Box. Note the Legal & Professional e :;:‘;l:: sMo ;::‘:::;“:: f::' b:')
N nfyundr “HONEY INTRODUCED.”, : 1y expe
on the same date, Other “Other Expenses”, Avoid
Expenses overuse of this category and explain nQ
Total Dehits x - 60|00 payment you record here.
The "Balance at end of Month" (below) “Drawings” is where you
and your business Bank Statement balance should be the same i
if your entries in the BANK RECORD and PAYMENTS columns are as e "“":,W:Q:Iuv :'.],::?o'.":my mb)
they appear in your Bank Statement. |f you don't have a business partner.
MONTH’S BANK bank aecount, the figures may not balance. _—]
- - Total Payments by Petty Cash 12578
Balance at start of Month + Total Bankings — Total Debits 7,232 |97
Less Total Payments (from overpage) 6,841 52 hm"t’:::‘m:qﬂ::m
Leaves: Balance at end of Month (carry forward to paxt maath) the cash as counted, mote it here and
L The Balancs ‘439'*45 MONTH’S PETTY CASH BALANCE \_ carry the actual figure forward
below should equal the fo the next month.
o Balance as per Bank Statemen.. Balancs above. 391 45 Petty Cash at start of Month + Money Introduced ———— 137 | 34
BA This check is only needed
STATEMENT Add any bankiy v el o oo anyeude e | Less Total Payments by Petty Cash (from above) 12578
CHECK Less any paymm, ransaotion rather ﬂ;n .:ge them as they Less any surplus Cash paid into Bank
Leaves: Balance ™{tet 1o Bark tatement 39145 Leaves: Money in Petty Cash at end of Month 156




Month ........ Magehis= o S

PAYMENTS (by cheque, card or direct banking)

|

2P Hings}._N
: Drawings Stock or Employee Premises
i ed i e T v Raw Material |  Costs | Rent/Rates WORKED -
2 | Aato Repair Co 359 70|05 /hﬁﬁr:i ;:Iﬁ \l 2 Guide
2 | Self (to personal a/c) D/B| 1,500 00 oot viie, Yo 1,500( 00 Premises Corte®
3| XYz SIIPP"“ Co b/B ) |77 ;6‘ wight use ;L::::::‘ Palu inoludes Cleaning and \, | 3
3| ABC Lo 356) 7826 | vk s |
4 | The Bookshop 3571 50/00( 50[00 - s Tl
9 | The Big Phone Co D/D| 18987 / where you record employees’ 6
= wages & PAYE (alse Directors The "Utilities"
10 Webdmgns $/0 5000 salaries). For sole tradere and | /golumn is for Premises 7
i T partners, record your wages Costs that relate t
14| Auto Repair Co 362 139 99 wicmiming Cotoim bl
14| Parcels Office 363| 158 27 ~——" or Water bills, 3
18| Computer Supply Co 360, 725 00 10
29| Landlord & Co 364/ 500 00 500 00 1
30| A. Brown DBl 62 58 4 i R
31| Self (Card reimbursement) |D/B| 400 00 12500 | 13
31| A-Z Van Salesroom D/B| 2,900 00 . 1
f 15
— " VAT i
The entries above are .
listed in the came order (and dates) , If there i.’ any VAT in an Inmu.,.\ 2
as they appear in your Bank Statement, ( don “,"'.",'.‘ ol R‘”." e Ikl s ) 18
( and in the same order g¢ the Invoi nlllt, g the YAT, in both the TOTAL
; N column and the appropriste expences column
o ek, Wi e ] N ] .
“Rof" (Ref )
/ﬂis column could show the last 3 flgu:N\ 21
\ of the cheque namber, or "D/B" for a Direet 2
Banking, “D/D" for a Direct Debit, or 4
“$/0" for a Standing Order. 23
24
25
| 25
27
28
PROCEDURE FOR PERSONAL CARDS PROCEDURE FOR CHEQUES
If you uuz personzl eard for 3'”‘:":“" For sach cheque: rocord the date (as it appears ™ PRo|ch DURF P B::“S“ &
purchases, then reimb I£ from your busi in the Bank Statement), the payee, the last 3 figures Is includes sutins and “I:PMM aking, and Y 30
aceount every month or so, and at that time enter of the cheque number (as a Reference) and the total paid. "“sm r."l ﬂ(f; ‘mlng your !;p[:l fers by Plrocf Dobllf o.:
the details in that month's PAYMENTS (as Then “analyse” the payment by eatering the figure again :’ l';. e .'LR““‘ ol el
shown on the 31st above). in the correct expenses column [or columns, ’"“. ff,""""”,: Pared, theroforonce and the otel poid.
whers relovant). n “analyse” the payment by entering the figure again 32
in the correct expenses column (or coll
where relevant). 33
PROCEDURE FOR BUSINESS CARDS 34
For 2 debit card on your business aceount, for 35
< each fransaction: record the date (as it appears in
the Bank Statement), the payee, the word “Card” {as a 36
Reference) and the total paid. Then “analyse” the
payment by entering the figure again in the / | 37
eorreet expenses columa (or eolumns, |
wam levant]. » ! ¥
General Note 39
/All the data in this Worked m
is fictitious. 40
| 4
Only a few entries are 42
\zhom here to illustrate how to 13
plete this double page. 1
—r— e 44
45
i A:. the end of the month, total up 4 16
each column. The everall TOTAL (£6,841.52 in this worked
oy m;"y: agon o[ asamplo s thn entered i the MONTH'S BANK BALANCE 47
_< then plesse note there are overflow pages [ on the provious page. 48
P after Month 12 in this baok. e
Total Payments for Month 6,841/52| 50/00[1,500/00 125 00 500/00 50




(Note There are overflow pages after Month 12) @ P. Hingston

General Administrative Expenses Motor
EXAMPLE\ Post/Parcels | Stationery etc | Sundries  |Tel/Fax/Mobile| Website | ypences | Refunds Others
//’G:l:fll Administrative Expenses” ca?ﬂu\l\ 70 ! 05 |
inelud Subscriptions and Website eosts.
h__.—/ \ |f necessary, use the blank columas on either side. o %\Elr blank em:a\
3 This blank column \ 1750 / could be used for "Travel & Suisimm \ B
could be used for "Repairs “Ad 9 & Promotion”, “Legal & P fonal”
and Renewals" (of basiness 78| 26 and " Capihl Expenditare” - or n suit your needs. )
ises or machinery, but not In one month you might need a columa for travel
motor vehicles). Alimnﬂvaly you P bat not the following month when the —
could use the "Others” column on same column could then be used for 1t may be useful
the far right, leaving this columa 189 87 another type of expense. to title the last colamn as
7% for more “Premises Costs™ or 5000 T “Others" and to use it for any
more “General Admin one-off or infrequent payments.
8 \mmu". 13999 \Thm can thea be annotsted
el 15827 e
10 New Compater| 725 | 00
11 |
12 ‘ 62 |58
13 * 8800 18700 ——
14 Ifyou.oﬂen h:::fnd an [20d band) | 2,900 00
7 E | ' Ilcn you could annotate any
= Goneral Note “"‘,"!' ( one of these blank eol u\
16 / For woey poyment, the \ / Try to be consistent and put “Refunds” [as showa in this /
total is entered not only in 'i"."" ¥ under the sl example). Otherwise, use —
i [ the “TOTAL” eolumn, but } \ h“‘::’;:::?.:'::: hl:t.atl:‘:i‘l‘:‘m’ Z the “Others” column,
18 also in the appropriate
\ expenses column. \h “““‘./Ay/ !
19 —— | [
20
21
22 " Useful Feature L= |
Every 5th horizontal line ¢ ":I.'.u.l Exponsas ith
23 is darker to make it usll)_ | /“. ':r.'"'“:;::‘.f“f::l:;vl"' .
24 B ol e s e, L profits are allowable expenses. Hence )
; non-business or personal costs are
& \ not usually tax deductible. /
26 ~—T—
27 I
28
29
30
No Business Bank Accouni?
31 On your personal account’s Bank Statement
mark all the business transactions. Also, for T
32 \_ simplicity, you might consider using one cm!/Z
33 E
34
35
st _""Good Practics
37 When you complete a month, it's
- good practice to transfer the figures fo
38 the “At Year End" Annual Summaries ]
29 I located near the end of this book.
Tip: Use spreadshests for this
40 \’Qfo save you time.
41 ‘ }
42
43
44
CHECKING YOUR FIBURES
45 The column totals (below), when added togoﬂm\
% ( horizontally, should equal the first columa “TOTAL" added )
- vertioally (ie the totals in this worked pl
47 should both equal £6,841.52).
This is a most usefal check!
43 I
49 |
50 158 (27| 166 26 17 50| 18987 50/00| 39704 62|58 3,625 |00




