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INTRODUCTION 

This book is one of a series of four one-book accounting system guides w-ritten and 
prepared by the Manitoba Institute of Management Inc. (MIM). They have been 
produced through funding from Industry, Science and Technology Canada for the 
Research and Advocacy Program of the Canadian Aboriginal Economic Development 
Strategy, and are designed to assist Aboriginal people across Canada to achieve sound 
financial management through the use of basic accounting practices. The titles in the 
series are: 

Small Retailers 
Small Wholesalers 
Small Service Business 
Small Manufacturers 

These guides are available by contacting an Aboriginal Business Development Program 
Officer in your region about your proposed business project. 

The One Book Accounting System  book provides clear, step-by-step instruction in basic 
accounting procedures specifically designed for new or existing service businesses. The 
System allows you to record all of your financial transactions in one book. This recorded 
information can provide you with a clear picture of where your business stands at any 
given time, which is the key to sound financial management. 

There are three major parts to System: 

PART A FINANCIAL RECORDS 

PART B FINANCIAL STATEMENTS 

PART C FINANCIAL ANALYSIS 

This book is designed as a counselling guide. It is the experience of MIM that it is most 
effective if you complete one section at a time. In this way, you can concentrate on one 
area without being overwhelmed by the total subject matter. When you feel confident 
about your understanding of one section, then you will move on to the next. Should you 
have questions about the information in this book, please contact the business 
development officer who provided it to you. 

1 



THIS GUIDE IS DESIGNED TO ASSIST THE READER TO DEVELOP SOUND 
FINANCIAL ANALYSIS OF A NEW OR EXISTING ENTERPRISE BUT CANNOT 
GUARANTEE SUCCESS IN BUSINESS. 

NOTE THAT THE EXAMPLES USED ARE NOT OF ANY ACTUAL BUSINESSES 
AND ARE PROVIDED SOLELY FOR THE PURPOSES OF EXPLAINING THE 
ELEMENTS OF AN ACCOUNTING SYSTEM. 

All rights reserved. No part of this publication may be reproduced, stored in a retrieval 
system or transmitted, in any form or by any means: electronic mechanical, photocopy, 
recording or otherwise without the prior written permission, including waivers, from The 
Manitoba Institute of Management Inc. 

Copyright 1991 
by 

The Manitoba Institute of Management 
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PART A FINANCIAL RECORDS 
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STEP 1 	GETI1NG STARTED 

Examine Figure 1 on page 7. This example details the format for the One Book Ac-
counting System for Service Industry Businesses. You will notice that there are 
twenty columns. 'These twenty columns are sufficient to handle any financial transac-
tions that are likely to occur in your business. 

Now examine the column descriptions. The first three columns, for instance, repre-
sent the "cash" account and are used to record cash received, cash paid out and the 
cash balance. You will find another three columns representing monies paid in, mo-
nies paid out and the balance under each of the three subsequent headings which in-
clude the "bank" account, accounts receivable, and accounts payable. 

All the other items you would need to record are included here, except for a break-
down of expenses. Notice that column twenty is intended for recording all expenses. 
(You will find an easy way to keep track of expense information in Step 2). 

Before proceeding any fu rther, however, let us first define what is meant by each ac-
count category, taking them in turn  as they appear in the example of Figure 1. At the 
outset, it is important to clarify what kind of information belongs in each category. 

CASH - (Columns 1 to 3) consists of funds that are immediately available for use 
without restrictions. Cash includes currency and coin, cheques awaiting deposit, 
bank drafts, and money orders. 

BANK - (Columns 4 to 6) includes money on deposit with the bank, usually in the 
form of a current account. 

ACCOUNTS RECEIVABLE - (Columns 7 to 9) are amounts owed to the service 
firm by its customers and others. This category includes all fees for services rendered 
by your business. It might also include claims for income tax refunds or general sales 
tax (GST) rebates. 

ACCOUNTS PAYABLE - (Columns 10 to 12) are short-term liabilities owed by the 
service firm to its suppliers and other vendors or agencies (i.e. sub-contractors). 
These accounts usually arise from the purchase of merchandise or service. 

OTHER ASSETS - (Column 13) are all assets other than Cash, Bank Deposits, or 
Accounts Receivable. In most instances these assets will be equipment (such as a 
cash register) which have a relatively long life and are used in the operation of the 
firm. These assets, commonly called fixed assets, are owned by the service firm and 
are not intended for resale. In this column you would record the present dollar value 
of your fixed assets. In some cases, OTHER ASSETS may also be used for WORK 
IN PROGRESS which will be explained later. 

• 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 1 - One Book Accounting System Entries 

1 	2 	3 	4 	5 	6 	7 	8 	9 	10 	11 	12 	13 	14 	15 	16 	17 	18 	19 	20 

DATE 	REMARKS 	CHEQUE 	 CASH 	 BANIC 	 AOCOUPOS RECEJVABLE 	 ACCOUNTS PAYABLE 	OTHER 	anea 	OWNERS 	OTHER 	CONTRACT 	SERVICE 	DIRECT 	INDIRECT 
ASSETS UABILII1ES NVESTMENT INCOME 	REVENUE 	REVENUE 	EXPENSES 	EXPENSES 

RECEIVED PAID our 	BALANCE 	oecorrs 	wan- 	 BALANCE ZECELVABLE:OLLECIEr BALANCE 	PAID 	PAYABLE BALANCE 
DFtAWALS  

IN 	OUT 	 IN 	OUT 	 IN 	OUT 	 IN 	our 	 IN(01.11) 	IN(OUT) 	IN(OUT) 	OUT 	OUT 	IN 	 IN 	IN  

	

1 	AML 1 	Balaree Forward 	 10500 	 zsanoa 	 8,23100 	 1143100 	 1 

	

2 	1449. I 	Ca4h Flecepao 	 5.00000 	2,10000 	 zoonoo 	 2 

	

3 	Mar. 1 	C4441 Beloit 	 1.00 	2.099.00 	 1.043 	3 

	

4 	Mee 2 	Owe oft bed det 	 05.00 	8,10100 	 0100 	4 

	

5 	Mol.  2 	X.Y. Flent Co. 	 334 	 40100 	5.08000 	 40000 	5 

	

5 	MAL 2 	LILO. Consuitaro 	305 	 00000 	1,411000 	 110509 	 0 

	

7 	$001. 3 	000),  Eray 	 35000 	35000 	2,0500 	32000 	 180500 	14000 	7103 	8,10000 	 1500 	15845.00 	 1500 	30000 	1500 	25.00 	5.00 	7 

	

I 	 Gen Short 	 1.00 	zootoo 	 too 	• 

	

• 	 • 

	

-to 	 io 

	

14 	 ii 

	

12 	 12 

	

13 	 13 

	

14 	 14 

	

15 	 15 

	

le 	 15 

	

17 	 17 

	

18 	 I/1 

	

19 	 IA 

	

20 	 20 

	

21 	 21 

	

22 	 22 

	

23 	 22 

	

24 	 24 

	

25 	 25 

	

26 	 25 

	

27 	 27 

	

2s 	 21 

	

29 	 30 
30 

	

31 	Mu 31 	TOTAL MONTHLY 	 10,207.00 	10,20700 	10000 	15201.00 	10,74700 	5.00500 	05000 	05100 	8,20203 	1,20000 	1,25001 	15,40100 	0 	 0 	 0 	22700 	20,20505 	1120000 	47,50000 	17,217.00 	31 

	

32 	 32 

	

33 	 33 

	

34 	 34 

	

35 	 33 

	

34 	14.4. 31 	YEAH -10-DATE 	 27,50000 	27,50000 	10200 	3259503 	32075.00 	gooaoo 	zooaoo 	5.00500 	4.20503 	180000 	380000 	1140000 	0 	5,00005 	 0 	00000 	15080103 	30,40000 	$23.72005 	51.02100 	30  
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 2 - Expense Distribution 

	

21 	22 	23 	24 	25 	28 	27 	28 	29 	30 	31 	32 	33 	34 	35 	38 	37 	38 	39 	40 

	

DATE 	 REMARKS 	CHEQUE OWNERS 	 PAYROLL 	 urn- 	PROPERTY FEPAIR & 	AMEN- DELIVERY 	DUES AI/113- 	 • a 	MAIN- 	 1(5043 	II 	i0 
	INTEREST 	LF_OAL & 	SUPPLIES TELEPHONE TRAVEL 	mums 	00115g,3122  

	

DRAWIP,IGS 	
BUSINE S 	TENAMCE 	 UCEttSES 	 AUDIT TAX 

NET PAY 	INCOME 	INSUFLANCE 	PENSION 

TAX  

1 
1 

2 

	

3 	Mar. 1 	Cub Short 
1.00 	.1 

	

4 	Mar. 2 	Owe oft 0.1 dot( 
304 	 03.00 	4 

	

5 	Mar. 3 	XV. Rent Company 	 40400 	 5 

• 
7 

t 
I 

P 

	

Q 	 . lo 

	

II 	 I 

	

12 	
1. 

	

13 	 1 
14 
13 

	

10 	 1. 

	

17 	 i 

	

III 	 II 

	

II 	 II 

	

20 	 21 

	

21 	 2 

	

22 	 Z. 
23 2  

	

24 	 2. 

	

25 	 2: 
n  

	

20 	 2t 

	

27 	 21 

	

2s 	 2E 

	

a 	 3n 1 

30 

	

31 	Max. 31 	TOTAL MONIN 	 414.00 	11,00400 	3,157.00 	511.00 	51300 	301100 	0400 	4.00 	2530 ) 	20400 	72(500 	47100 	7400 	27100 	5400 	10400 	4400 	MOO 	3000 	37.00 	31 

	

32 	 a: 

	

33 	 3. 

	

34 	 34 

	

35 	 an 

	

e 	Mat. 31 	YEAFITO- DATE 	 1,04200 	32000.00 	0,471.00 	1,43200 	1.50400 	1,170.00 	10000 	1400 	30000 	555(00 	32100 	127100 	27000 	MOO 	5400 	31200 	4200 	ex 	07100 	15400 	2( 
.....n 
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STEP 2 	USING THE "IN" AND "our RULE TABLE 

The "in" and "Out" Rule Table in Table 1 gives you a breakdown of almost every 
transaction that is likely to occur in a construction/contracting business and tells you 
how to record it. If you follow the rule table closely, you should not go wrong. The 
left hand column lists 25 different business transactions, while the remaining two col-
umns tell you where to record the "In" and "Out" amounts. Every transaction must 
have at least two entries. The amount of the "Ins" must always equal the amount of 
the "Outs". 

TABLE 1 	IN/OUT RULE TABLE  
TYPE OF TRANSACTION 

LNOLUMN TITLE 	
CL QM 

LuLUIVIN 1TTLE 	 CL 

	

A 	CON TRACT REVENUE RECEIVED (CASH) 	 CASH.  RECEIVED 	 1 	CONTRACT REVENUE 	 17 

	

9 	CONTRACT  REVENUE RECEIVED (BY CREDIT) 	 A/Ft • RECETVABLE 	 .7 	CONTRACT REVENUE 	 17 

	

C 	SUNDRY CASH RECEIVED 	 CASH • RECEIVED 	 1 	OTHER INCOME 	 16 

	

D 	SUNDRY INCOME RECEIVED (BY CREDIT) 	 A/R - RECEIVABLE 	 .7 	OTHER INCOME 	 16 

	

E 	BANK WITHDRAWAL 	 CASH • RECEIVED 	 1 	BANK . WITHDRAWAL 	 $ 

	

F 	RECEIVED ON ACCOUNT 	 CASH.  RECEIVED 	 1 	AIR • COLLECTED 	 •8 
CHARGE OFF BAD DEBTS 	 EXPENSES 	 "20 	A/R • COLLECTED 	 1 

	

H 	FDIED ASSET PURCHASE BY CASH 	 OTHER ASSETS 	 13 	CASH • PAID OUT 	 2 
FIXED ASSET PURO4ASE BY CHEQUE 	 OTHER ASSET'S 	 13 	' BANK. W/THDRAWAL 	 5 

	

J 	FIXED ASSET PURCHASE BY CNARGE 	 OTHER ASSETS 	 13 	AI? - PAYABLE 	 *II 

	

K 	SERVICE REVENUE RECETVED (CASH) 	 CASH • RECEIVF-D 	 1 	SERVICE REVENUE 	 18 

	

L 	SERVICE REVENUE RECEIVED (BY CREDIT) Lg. Overdue 	A/R - RECEIVABLE 	 •7 	SERVICE REVENUE 	 18 

• m 	EXPENSE PAYMENT  FORA  CONTRACT BY CASH 	DIRECT EXPENSES 	 19 	CASH • PAID OUT 	 2 
EXPENSE  PAYMENT FORA CONTRACT BY CHEQUE 	DIRECT EXPENSES 	 19 	BANK. WITHDRAWAL 	 5 

	

0 	EXPENSE PAYMENT FOR A CONTRACT BY CHARGE 	DIRECT EXPENSES 	 19 	A/P • PAYABLE 	 *11 

	

p 	EXPENSE PAYMENT FOR THE  BUSINESS  BY CASH 	EXPENSES 	 "20 	—CASH • PAID OUT 	 2 

	

Q 	EXPENSE PAYMENT FOR  THE BUSINESS BY CHEQUE 	EXPENSES 	 "20 	BANK • WITT-TDRAWAL 	 5 
EXPENSE PAYMENT FOR THE BUSINESS BY CHARGE 	EXPENSES 	 "20 	AIP •  PAYABLE 	 *11 

	

S 	CASH BALANCE SHORT 	 EXPENSES 	 "20 	CASH • PM) OUT 	 2 

	

T 	BANK DEPOSIT 	 BANK - DEPOSITS 	 4 	CASH.  PAID OUT 	 2 
CHEQUE RETURNED (NSF) 	 AIR.  RECEIVABLE 	 '7 	BANK. WITHDRAWAL 	 5 

	

V 	BANK LOAN 	 BANK • DEPOSITS 	 4 	OTHF-R LIABILITIES 	 14 

	

W 	LOAN REPAYMENT BY CHEQUE 	 (OT1I3R LIABJUTIES) 	 14 	BANK- WITI-IDRAWAL 	 5 

	

X 	INTEREST ON LOAN 	 EXPENSES 	 "20 	BANK • WITHDRAWAL 	 5 

	

y 	INCREASE CAPITAUZATION 	 BANK • DEPOSITS 	 4 	OWNER 'S INVESTMENT 	 15 

• Aka poked tio eub-ledger 	 NR Account  Recevab l e  • Also posted to eqxnee distribution 	 AIP Accounts Payable 

13 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 3 -  "In-Out " Example Entries 

1 	2 	3 	4 	5 	6 	7 	8 	9 	10 	' 11 	12 	13 	14 	15 	16 	17 	18 	19 	20 

• DATE . 	
REMARKS 	 CHEQUE 	 CASH BANK 	 ACCOUNTS RECEIVABLE 	AI:comas PAYABLE 	OTHER 	OTHER 	OWNERS 	OTHER 	CONTRACT 	SERVICE 	DIRECT 	INDIRECT ASSETS 	IIABIUTIES NVESTMEN1 INCOME 	REVENUE 	REVENUE 	EXPENSES 	EXPENSES 

	

RECEIVED PAID our BALANCE DEPOSITS 	WITH- 	BALANCE RECFJVABLURIECTE. BALANCE 	PAID 	PAYABLE BALANCE 
DRAWALS  

1920 	 IN 	OUT 	 IN 	OUT 	 IN 	OUT 	 IN 	OUT 	 IN(OUT) 	IN(OUT) 	INPUT) 	OUT 	our 	rm 	IN 	IN  
1 

2 	A 	Coattect Revenue Ritibed ill caah 	 10000 	 1 

3 	0 	Counts Revalue received - ciedd 	 10000 	 2 
20000 	 2onoo 	 3 4 	C 	Stacey me receixd 	 00.00 

5 	D 	Sundry incceee by reedit 	 10.00 	 4 
20.00 	

20.00 	 5 
e 	• E 	Beat vitelmell 	 50000 	 50000 

e 7 	F 	Papa« Mace.« Warne 	 50.00 	 50.00 	 7 • G 	Writecilled drat. 
400.00 

	

43200 	I 2 	H 	AB.0 %mere« 	 1,200.00 	
1,20000 	 a 10 	1 	X.Y.Z. Mee Equipment Ca. 	

1,30000 	 1,33200 	 tO 

11 	J 	Creepers Cceopeay lac 
400000 	 4,00000 	 11 12 	K 	Service revenue roamed ia cub 	 700.00 

13 	I. 	Suvice men. received bi credit 	 70000 	 12 
1000 	

10.00 	 13 14 	14 	ABC Heady Help« (tubcaurect) 	 300.00 

15 	H 	N.Y.C.-peat«. 	 30000 	 14 
4,200.00 

4200.00 	 15 
111 	0 	T.D. Eapieneriai Cal...luau 

Z40000 	 2,4X1.00 	 10 17 	P 	arias taped« 	 15.00 
le 	0 	XY. Re« Ca. 	 1000 	17 

45000 
II 	R 	All•Pspartur Steve< 	 45000 	te 

1000 	 1100 	12 20 	9 	Cad] Mort 	
1.00 

	

1.00 	20 

21 	T 	Beak dep.« 	 410000 	 »333 
21 22 	U 	13ed dreg. 	

20.00 	 20.00 	
22 23 	V 	Looa tic« bane 	

4,00000 	 4,00000 	 23 24 	W 	Pep air Low C 	
0,00002 	 (2,00000) 	 24 25 	X 	been« on Lom C 	

210,00 

	

215.00 	ZS 
25 	Y 	Increre career% loveurient 	

20,00000 	 20,00000 	 26 
27 

27 ei 	
ze 

22 
30 

30 

31 
31 

32 	
32 

33 
33 

34 
• 34 

! 35 
35 

36 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Take the first transaction, A, a straight-forward contract revenue 
receipt of $100 cash. The Out Rule Table tells you to enter the In 
amount to CASH RECEIVED, Column 1, and the Out amount to 
CONTRACT REVENUE, Column 17. If you trace this through to the 
same line of the Example in Figure 3, you will see that this has been 
done. 

Example 2 Now look at the second transaction, B, a similar contract revenue 
receipt but this time for credit. The entry is the same except that the 
In amount is entered toACCOUNTS RECEIVABLE-RECEIVABLE, 
Column 7, instead of CASH-RECEIVED, Colunm 1, as in the previous 
example. Notice that the symbol (*) appears in the  In/ Out Rule Table 
for this transaction. If you refer to the footnote at the bottom of the 
Table you will see that the symbol indicates that you should also post 
the amount to a sub-ledger for Accounts Receivable. 

Example 3 Skip down the Rule Table to transaction Q, an expense payment for 
the company by cheque. A $450 cheque is made out to the X.Y. Rent 
Company for rent. If you trace this through to Figure 3 you will find a 
$450 In entry to EXPENSES, Column 20, and a $450 Out entry to 
BANK WITHDRAWALS, Column 5. This time the symbol (**) ap-
pears on the Rule Table and the footnote at the bottom indicates that 
you should also enter the $450 rent expense to the Expense Distribu-
tion sheet. Although not shown, the amount would be entered to 
RENT, Column 26 of the Expense Distribution: 

Example 4 Finally, look at transaction W in the Rule Table, a payment on a bank 
loan. An amount of $2,000 is entered to Column 5, BANK- WITH-
DRAWAL, and to Column 14, OTHER LLABILITIES. Notice that the 
entry to Column 14 is bracketed. Brackets are used to change an 
amount to In if it is entered to an Out column, and to an Out if it is 
entered to In column. In this case the brackets appear in the OTHER 
LIABILITIES column so the former applies. 

Now that you've covered the special features of the Rule Table, you 
should be able to handle the remaining transaction types. To con-
firm your understanding, take each transaction type in the Rule Ta-
ble, anticipate what the entry Will look like, and then confirm your 
thinking by referring to Figure 3, "In/Out" example entries. 

Example 1 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 4- The Daily Entry Sheet 

THE GENERAL CONTRACTING COIIAPANY 
DAILY ENTRY SHEET 

DATE: March 3190 	DAY: Monday  

Opening Cash 	 + 	Too 	OCI 

Plus: Cash • Received 

Cash Sales 

17 	Contract Revenue 	 + 	300 	00 

18 	Plus: Service Revenue 	 + 	10 	00 

7 	Leu: Accounts Receivable - Receivable - 	140 	00 

	

. 	 . 

Equals: Cash Sales 	 '` 	 ÷ 	170 	00 

11 	Sales Tax 	 + 	15 	00 

8 	Accounts Receivable - Collected 	 + 	175 	00 

5 	Bank Withdrawals 	 + 	o 

16 	Other Income 	 + 	10 	00 

1 	Cash Received 	 .• 	 + 	370 	00 

Less Cash - Paid Out 

19 	Direct Expenses 	 4. 	25 	00 

20 	Expenses 	 + 	5 	• • 

10 	Accounts Payable - Paid 	 0 

4 	Bank Depoaits
- 	

+ 	340 	00 

2 	Cash - Paid Out 	 - 	370 	00 

Equals: Closing Cash - Balance 	 = 	loo 	oq 

Less: Actual Cash Balance 	 - 	99 	00 

2 	1 
20 (20) 	Equals: Cash Balance Short (Over) 	 1 	oc  



STEP 3 	 KEEPING 	SYSTEM BALANCED 

Remember that the sum of all the "In" entries must equal the sum of all the "Out" en-
tries. You can check this quickly by totalling each column and then comparing the 
sum of all the "In" columns to the sum of all the "Out" columns. Any difference indi-
cates that you have made an error. It is a good idea to balance each line every time 
you make an entry, so that it never becomes a big job to find an error. 

The first four categories in the One Book keep "running tallies" on Cash, Bank, Ac-
counts Receivable, and Accounts Payable. At any time the balances should agree to 
actual counts. If they do not, you have made an error and need to recheck your addi-
tion and subtraction. 

STEP 4 	SIMPLIFYING DAILY TRANSACTION ENTRIES 

In a contracting business, you may not find it convenient to use the In/Out Rule Ta-
ble to enter daily a vast number of business transactions related to both the contract 
and service side of the business. One solution is to put most of the routine transac-
tions (e.g. cash sales, payrnents on account, small pay-outs for supplies, etc.) through 
the cash register. Since you must balance cash at the end of each day, you can use 
the Daily Entry Sheet (as illustrated in Figure 4) for this purpose. You can then use 
this information to make a single entry covering moit transactions to the One Book. 

Make the entries to the Daily Entry Sheet as illustrated in Figure 4 and balance the 
cash. Follow these steps: 

(a) Enter the opening cash balance. This is likely to be the cash float kept in the 
cash register. In the example the amount is $100. 

(b) Then work out all the cash received throughout the day. 

i) Contract Revenue and Service Revenue (not including sales tax) are 
$310. From this subtract credit sales ($140) to arrive at cash sales for 
the day ($170). 

ii) Add the amount of Sales Tax received ($15). 

iii) Add the amount of payments on account from credit customers ($175). 

iv) Add additions to cash from other sources (e.g. bank withdrawals (nil) 
and other income ($10). 

v) Enter the total cash received as $370. 

r.9 



Now determine the cash paid out for the day. 

i) Direct Expenses ($25). This would include expenses related directly to 
contract or service work. An example would be sundry materials used 
on a job. 

ii) Expenses ($5). An example would be cleaning supplies for the office. 

iii) Accounts payable payments (nil). These are payments made to credi-
tors out of cash. 

iv) Bank deposits ($340). Note that the amount of the deposit is deter- 
mined so that the closing cash balance equals the opening balance (e.g. 
the $100 cash float). 

v) Enter the total cash paid out as $370. 

(d) Determine the closing cash balance as follows: 	 • 

Opening Cash Balance 

Plus: Cash Received 

Less: Cash Paid Out 

Count the actual cash to determine the cash balance short or over and 
complete the Daily Entry Sheet as indicated in Figure 4. 

Now you are ready to make a single daily entry to the One Book. Note that column 
numbers on the left-hand side of the Daily Entry Sheet conform to the appropriate 
columns in the "One Book". Each amount on the Daily Entry Sheet which has a col-
umn number opposite on the left-hand side should be entered to the corresponding 
column in the One Book in a single line. You can use a second line in Column 20 of 
the One Book to enter the Cash Short so your records will be clearer. 

The single line Daily Entry is about all the work there is to the One Book on a daily 
basis. The only exceptions would be transaction types in the In/Out Rule Table 
which occur only now and then, and are therefore not covered by the Daily Entry. 

(e)  



STEP 5 	MATCHING REVENUE AND EXPENSE 

Often the contractor is involved in contracts where revenues received and expenses 
incurred may not all occur within the same reporting period. For instance, funds may 
be advanced at the beginning of a contract while the expenses may not be incurred 
for several months. If you make the entries as they have been outlined in the In/Out 
Rule Table you will find that no provision has been made for matching revenue and 
expense. To resolve this problem you need to set up a Contract Work in Progress 
and Deferred Revenue Ledger similar to that illustrated in Figure 5. 

Make entries to the Ledger as follows: 

a) Contract Revenue is received as an advance before work is scheduled to 
commence. 

The funds are really Deferred Revenue (e.g. a liability) and the entry to the One 
Book should be: 

IN 	Column  4- Bank Deposit 	 $10,000 

OUT 	Column  14-  Other Liabilities 	 $10,000 

In Figure 5 you will find that this amount has also been enteréd to the Deferred 
Revenue portion of the Contract Work in Progress and Deferred Revenue ledger 
for the contract. 

NOTE: 	Had you followed the IN/OUT Rule Table, the amount would have been ex- 
tended to Contract Revenue (Column 17) and recognized incorrectly as reve-
nue of the current period. 

b) Direct Expenses on the contract later occur. The entry to the One Book should 
be: 

IN 	Column 13 - Other Assets 	 $230 

OUT 	Column 5 - Bank Withdrawal 	 $230 

In Figure 5 you will find that this amount has also been entered to the Work in Pro-
gress ledger (an asset) for the contract. 

NOTE: 	Had you followed the IN/OUT Rule Table, the amount would have been en- 
tered to Direct Expense (Column 19) and recognized incorrectly as an expense 
of the current period. 

c) Finally, assume that the project has been completed, and that the direct 
expenses incurred on the contract and recorded as Work in Progress (under 
Other Assets in the One Book System) have totalled $8,000. All amounts that 
have been entered to Deferred Revenue or Work in Progress against the 
project must be cleared out of these accounts and brought into current revenue 
and current direct expenses. 



10,000 

$ 8,000 

The entry for this transaction is as follows: 

IN 	Column  1- DIRECT EXPENSES 	 $ 8,000 

IN 	Column 14 - OTHER LIABILITY 	 $10,000 

OUT 	Column 17 - CON'TRACT REVENUE 

OUT 	Column 13- OTHER ASSETS 

Now in Figure 5 you will see that this amount has also been entered to the Work in 
Progress portion of the Contract Work in Progress and Deferred Revenue ledger for 
the contract. The work in progress and deferred revenue amounts have been washed 
out on the ledger and the above entries to the One Book bring all amounts in as cur-
rent revenue and direct expenses. Actually, if contracts continue over many account-
ing periods it is a good idea to make the above entry from time to time as portions of 
the project are completed. If you made this entry every month, then the work in pro-
gress and deferred revenue accounts would act as buffers and enable you to match 
revenue and expense at the end of each month. 
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436 Anystreet. Anytown 

269-4020 

BUDGET.  crew S16.000 ciir. exp. S8.000 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 5: Contract Work in Progress and Deferred Revenue Ledger Card 

CC$NTRACr:--11$112111 11---  JOB NO: 

CONTACT PERSON:  Jim Brown 	RESPONSIBILITY 	J.V.EC  

ADDRESS: 

TELEPHONE: 

WORK IN PROGRESS 	 DEFERRED REVENUE 

DATE 	DESCRIPTION 	IN 	OUT 	BALANCE 	IN 	OUT 	BALANCE 

	

(Increase) 	(decrease) 	 (decrease) 	(Increase) 

Jan. 15 	Advance received 	 $ 	 $10,000 	$10,000 
Mar. 10 	Direct Material 	 230 	 230 
Apr. 1 	Direct Labour 	 6,000 	 6,230 
May 4 	Direct Material 	 770 	 7,000 
June 4 	Director Labour 	 1,000 	 8,000 

June 30 	+Nip to direct cost 	 8,000 	 o 
June 30 	D.R. to Contract 	 10,000 	 o 

Revenue 

' 
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• STEP 6 	SEITING UP YOUR BOOKS 

Starting the One Book Accounting System for Service Industry Businesses is a sim-
ple matter, whether you're setting up a set of books for a new business or switching 
to this system for an existing business. 

If you are starting a new business, you can begin making your entries by following 
the In/Out Rule Table shovvn here: 

IN/OUT RULE TABLE •  

TYPE OF TRANSACTION 	 IN 
COLUMN TITLE 	 Cie.  28ZUMN TITLE 	

CL  

A 	CONTRACT REVENUE RECEIVED (CASH) 	 CASH • RECEIVED 	 1 	CONTRACT REVENUE 	 17 
B 	CIONTRACT REVENUE RECEIVED (BY CREDIT) 	 A/ft - RECEIVABLE 	 .7 	CONTRACT REVENUE 	 17 
C 	SUNDRY CASH RECEIVF-D 	 CASH - RECEIVED 	 1 	OTHER INCOME 	 16 
D 	SUNDRY INCOME RECEIVF.D (BY CREDIT) 	 AIR • FtECENABLE 	 •7 	OTHER INCOME 	 16 
E 	BANK WITHDRAWAL 	 CASH - RECEIVED 	 1 	BANK • WITHDRAWAL 	 5 
F 	RECEIVED ON ACCOUNT 	 CASH.  RECEP/F-D 	 1 	NFt • COLLF-CTED 	 •8 

G 	CHARGE OFF BAD DEBTS 	 EXPENSES 	 ••20 	A/Ft - COLLECTED 	 •8 	 

H 	FIXED ASSET PURCHASE BY CASH 	 OTHER ASSETS 	 13 	CASH.  PAID  OUT 	 2 
I 	FIXED ASSET PURCHA.SE BY CHEQUE 	 OTHER ASSETS 	 13 	BANK - WITHDRAWAL 	 5 

J 	FIXED ASSET PURC.F1ASE BY CHARGE 	 OTHEFt ASSETS 	 13 	A& • PAYABLE 	 •11 
K 	SERVICE REVENUE RECEIVED (CASH) 	 CASH • RECEIVED 	 1 	SERVICE REVENUE 	 11  
L 	SERVICE REVENUE RECEIVED (BY CREDIT) cy Onirdu4 	NR. • RECEIVABLE 	 •7 	SERVICE REVENUE 	 LI 
M 	EXPENSE PAYMENT  FORA  CONTRACT BY CASH 	DIRECT EXPENSES 	 1.1 	CASH • PAID our 	 2 
N 	EXPENSE PAYMENT FOR A CONTRACT BY CHEQUE 	DIRECT EXPENSES 	 e 	BANK - WITHDRAWAL 	 5 
0 	E.XPENSE PAYMENT FOR A CONTRACT BY CHARGE 	oipEcr EXPENSES 	 . 	If 	Aft - PAYABLE 	 .11 
p 	EXPENSE PAYMENT FOR TFIE BUSINESS BY CASH 	EXPENSES 	 • •20 	CASH - PAID otn. 	 2 

EXPENSE PAYMENT FOR THE BUSINESS BY CHEQUE 	F-XPENSES 	 •no 	BANK - WITHDRAWAL 	 5 
R 	EXPENSE PAYMENT FOR THE BUSINESS BY CHARGE 	EXPENSES 	 ••20 	AfP -  PAYABLE 	 • 11 
s 	CASH EALSNCE SHORT 	 EXPENSES 	 ••20 	CASH • PAID OUT 	 2 
T 	BANK DEPOSIT 	 BANK • DEPOSITS 	 4 	CASH-  PAID our 	 2 
LI 	CHEQUE RETURNED (NSF) 	 AIR • RECEP/ABLE 	 •7 	• 	BANK - W/THDRAWAL 	 5 
V 	BANK LOAN 	 BANK - DEPOSITS 	 4 	OTHER LIABLLITTES 	 14 
W 	LOAN REPAYMENT BY CHEQUE 	 (OTHER LIABILITIES) 	 14 	BANK - WITHDRAWAL 	 3 
X 	enEREsr  ON LOAN 	 EXPENSES 	 ••20 	BANK • WITHDRAWAL 	 s 
y 	INCREASE CAPITALIZATION 	 BANK • DEPOSITS 	 4 	OWNER 5 INVESTMENT 	 15 

• Also posted to sub-lecleor 	 Nit Account Receivabic •• 	Mao posubd to ensure &suit:aeon 	 Al?  Accounu Payibie 

1 

1 
24 



Figure 6, System Start-up, is a sample illustration of a new contracting firm's first en-
tries to the One Book. Note the following steps, referring to the In/Out Table as nec-
essai)'.  

1) Initial Financing, the first entry, indicates the company's start-up capital. 
According to the Rule Table, a bank loan for $12,000 is recorded under Other 
Liabilities (Column 14) and the owner's contribution of $13,000 is entered 
under Owner's Investment (Column 15). The corresponding "In" Column for 
both entries is Bank - Deposits (Column 4). Therefore, the total start-up 
capital in the amount of $25,000 appears here in Column 4. 

2) The second entry, Cash on Hand, indicates a Bank Withdrawal of $100, duly 
entered in Column 5. Note that the owner has subtracted this withdrawal from 
the forward balance and recorded the revised balance in Column 6. The Rule 
Table states that a Bank Withdrawal will appear as Cash Received, (Column 
1), the corresponding "In" Column. The owner also keeps a running tally of his 
cash balance in Column 3. 

3) Purchase of Assets, the third entry, indicates two different kinds of goods 
acquired. The first purchase for $5000 entered in Other Assets (C,olumn 13) 
is likely for fixed assets such as a cash register, shelvùig and so on. The second 
purchase for $15,000 entered in Purchases and Freight (Column 19) is for 
freight charges and inventory intended for resale. The owner has therefore 
spent $20,000 and he enters this amount in Bank Withdrawals (Column 5). He 
continues to keep a running tally of his bank balance, as indicated in Column 
6. 

Some rules have been combined to show you that it's the amount of the 
"Ins" and "Outs" which must balance, not the number of each. In following 
the Rule Table, you will have also noticed that you do not necessarily move 
from left to right across the page as you are making your entries to the One 
Book. Once you have identified the transaction you wish to record within 
the Rule Table, you simply follow the basic In/Out entry rules. 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 6-  System Start-up 

1 	2 	3 	4 	5 	6 	7 	8 	9 	10 	, 	11 	12 	13 	14 	15 	16 	17 	18 	19 	20 

INDIRECT DATE 	REMARICS 	CHEQUE 	 CASH 	 BANK 	 ACCOUNIS RECEIVABLE 	 ACCOUNTS PAYABLE 	OTHER 	COCHER 	OWNERS 	OTHER 	CONTRACT 	SERVICE 	DOSECF 
A25515 LIABILITIES NVESTNIENI /MOUE 	REVENUE 	MENUS 	 0CPENSES 

	

RECEIVED PAID OUT 	BALANCE 	DEPOSITS 	yam- 	BALANCE ZECEIVABLeDLLECIEC BALANCE 	PAID 	PAYABLE BALANCE 
DRAWALS  

1990 	 IN 	OUT 	 IN 	OUT 	 IN 	011F 	 IN 	our 	 INPUT) 	IN(OUT) 	INTOUT) 	OUT 	our 	IN 	IN 	IN  

	

1 	 NR0.1303/0531 	 t 

	

2 	Jan. 1 	In111.1RnanoIn5 	 25,00000 	 23,00000 	 12.000.00 	13,00000 	 2 

	

3 	 . 	 3 

	

4 	 4 

	

3 	Jan. 2 	Casel on Hand 	 100.00 	 100.00 	 10000 	54,300.00 	 5 

	

0 	.00e. 3 	lioalasa al Assam 	 5,00000 	19,900.00 	 5,000.03 	 a 

	

7 	 7 

	

a 	 a 

	

a 	 a 

	

10 	 10 

	

11 	 Eriecalâaslagati 	 11 

	

12 	 12 

	

13 	 13 

	

14 	D. 31 	&lam« braved 	 100.00 	 5010.00 	 8.10000 	 15,30000 	 14 

	

15 	 15 

	

III 	 10 

	

17 	 17 

	

111 	 111 

	

19 	 la 

	

20 	 20 

	

21 	 21 
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23 	 23 

	

24 	 24 

	

25 	 25 

	

20 	 20 
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31 	 31 
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33 	 33 
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Now if you own an existing contracting business, you would begin by setting up the 
formats for the One Book and Expense Distribution as in Figures 1 and 2. Your 
opening entry would set up the four "balance columns, Cash, Bank Accounts, Ac-
counts Receivable, and Accounts Payable. To determine your sta rting balance for 
each of these four categories you would: 

a) count the actual cash on hand 

b) prepare a bank reconciliation (instructions are outlined below) 

c) total the Accounts Receivable (this may be a separate ledger or a file 
of duplicate charge sales slips) 

d) total the Accounts Payable (again, this may be a separate ledger or 
file of unpaid supplier invoices) 

The entries recorded for the existing business in Figure 6 reflect each of these four 
totals. 

It is necessary to prepare a bank reconciliation because the bank balance as shown 
on your bank statement may be different than the bank balance you would use to 
start  up the One Book. You may, for example, have issued cheques which have not 
yet been presented to your bank. Or you may have made deposits to your account 
which have not yet been recorded by the bank. At the same tinie, you may not have 
recorded charges and interest or other debits and credits made to your account in 
the One Book which nonetheless appear on your bank statement. 

To find the bank balance for the One Book use the following calculation illustrated 
in this example: 

Balance as per bank statement 	 $ 	3,045 

Less: Outstanding cheques 	 ($ 1,050) 

Plus: Outstanding deposits 	 90 

Equals: Balance as per One Book 	 $ 	2,085 
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STEP 7 	KEEPING ADDITIONAL RECORDS 

As your business expands, a One Book System without supporting records and ledg-
ers may no longer be feasible. Depending on the volume of your business, you may 
have to keep a separate Accounts Receivable Ledger with one page or card for each 
customer. You would need to keep a record of amounts charged, amounts received, 
and the balance owing by the customer, and file these pages alphabetically in a book 
binder or tray. 

You may be able to eliminate this ledger if you keep duplicates of charge sales slips: 
Simply keep a file of these slips organized alphabetically. 'Then, when a customer 
makes a payment, mark the charge slip "paid" and remove it from the file. 

Whether you keep an actual Accounts Receivable Ledger or a file of charge slips, 
the sum of the amounts owing should always equal the ACCOLTNTS RECEIV-
ABLE - BALANCE,(Column 9) of the One Book. 

An example of an Accounts Receivable Ledger Card is illustrated in Figure 7. 

A similar Accounts Payable Ledger may be required if there is a great deal of pur-
chasing activity from a limited number of suppliers. Again, an alternative could be to 
keep outstanding invoices filed by supplier in an "accordion" file. Then, when you 
pay an invoice, mark it "paid" and remove it from the file. 

Whether you keep an actual Accounts Payable Ledger or a file of unpaid invoices, 
the sum of the amounts owing should always equal the ACCOUNTS PAYABLE - 
BALANCE, (Column 12) of the One Book. 

An example of an Accounts Payable Ledger Card is illustrated in Figure 8. 

Finally, if you have a large number of employees, you may require separate payroll 
records. Figure 9 (a) illustrates a Payroll Sheet, and Figure 9 (b), an Individual Em-
ployee Record. 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 7-  Accounts Receivable Ledger Card 

ACCOUNT NUMBER; 	M-1093 	BIWNG DATE; 	8 	ACCOUNT LIMIT; 	3500.00  

NAME: (IN FULL) 	 Mrs. V. Blackfoot 	ACCOUNT CLASS: 	A  

ADDRESS; 	 119 Chlead( Cree. 	 AUTHORIZED USERS :(eIgnature) 

L M,  . V Blackfoot 

RESTRICTIONS; 	1. 	3.  	2 Valwie Blackfoot 

	

2.  	4. 	  
teligiliell 

SPECIAL CIRCUMSTANCES: 	  

DATE 	PAYMENT 	PURCHASE 	 DESCRIPTION 	 BALANCE 

$ 	 9 

	

1-4-90 	 20.99 	 repair door 	 20.99 
14-4-90 	20.99 	 - 

	

5-6-90 	 10.50 	 materials (door hardware) 	 10.50 

	

5-6-90 	 10.00 	 install cupboard 	 20.50 
17-6-90 	20.50 	 - 
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NAINE. 	 At 	me. 

ADDRESS:  	Sheet. ea. 

DATE DETAILS REF 1.DISCOUN T DESIT CREDIT BA  LA NT 

Figure 8 - Accounts Payable Ledge Card 

Figure 9 (a) - Payroll Sheet 

PAY 	PERIOD 	FROM:  	TO: 	  

EMPLOYEE 	GROSS 	 EMPLOYEES 	DEDUCTIONS 	NET 
NAME 	WAGES 	 WAGES 

Figure 9 (b) - Individual Employee Record 

NAME:  	ADDRESS: 

DATE 	GROSS 	 EMPLOYEE'S 	DEDUCTIONS 	NET 
Me.  0 ay 	pm• 	WAGES 	 WAGES eriod   



PART B FINANCIAL STATEMENTS 





THE INCOME STATEMENT 

The Income Statement is a summary of business operations for a period, be it 
monthly, semi-annually, or annually. Preparing an Income Statement will help you to 
determine the profitability of your business. 

Examine the Income Statement prepared by the General Contracting Company in 
Figure 10. Notice that this is a summary of business operations for the month of 
March and year-to-date. Direct Expenses and Expenses are subtracted from reve-
nue for the same period of time to figure out the net profit or income earned. Essen-
tially, what you really have is something like this: 

Gross Revenue 

Less: 	 Direct Expenses 

Equals: 	Gross Profit 

Less: 	 • Total Expenses 

Equals: 	Net Income Before Taxes 

Note that the information on the Income Statement comes from the One Book (Fig-
ure 1) and Expense Distribution (Figure 2). The column numders on the left-hand 
side of the Income Statement correspond to the column numbers on both the One 
Book and Expense Distribution. Most of the information you need will come from 
these sources. 

You will need to prepare estimates for "special treatment" items including deprecia-
tion and income tax (if applicable) in order to complete your Income Statement. 

Depreciation 

You need to consider non-cash expenditures such as depreciation in order to reflect 
the results of all business operations. Here is a straight-forward method for calculat-
ing the amount of depreciation expense: 

a) List the undepreciated value of all your fixed assets. This list might include 
buildings, fixtures, equipment or delivery trucks, but will not include land. 

b) Decide how long each asset is likely to last before you have to trade it in or 
scrap it. 

c) Divide the number of years it will last into the amount to be depreciated to 
find the annual depreciation. 

d) Total all your depreciation values. 

e) Divide this total by twelve to find the monthly depreciation charge. 
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Use this amount to enter on the Income Statement. 

Income Tax 

Income tax is another special item and its treatment varies from business to business 
and province to province. Depending on your Aboriginal Status, you may not be re-
quired to pay income tax. If you are required to pay income tax, you may know the 
percentage of income tax on "before tax net profits" last year, and can use the same 
percentage this year for the Income Statement. If you do not know, contact a Reve-
nue Canada office in your area. 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure  10-  Income Statement 

MONTH ENDED March 31.  19 2a 

COL 	 YEAR 

	

CURRENT MONTH 	 TO 

DATE 
„....--. 	  

17 

	

Contra ct Revenue 	 50 	200 	00 	150 	800 	00 

18 	Plus: Servie Revenue 	 + 	15 	200 	00 	30 	800 	00 

16 	Plus: Other Income 	 237 	00 	 690 	00 

19 	Less: Direct Expenses 	 - 	47 	500 	00 	123 	750 	00  

EQUALS: GROSS PROFIT 	 18 	137 	00 	58 	540 	00 	 ....... 
Le  ss: Expenses 

Salaries and Wage 

21 	Owner's Drawings 	 + 	I 614 	00 	f 	1 1 842 	00 
1 	 I 22 	Payroll - Net Pay 	 + 	11'  000 	00 	 331 000 	00 
: 

23 	Payroll - Income Tax 	 + 	3 1 157 	00 	 91 471 	00 

24 	Payroll - Insurance 	 + 	. 511 	00 	 1 1 433 	00 

25 	Payroll - Pension 	 513 	00 	J 	1 1 639 	00  

Occupancy 
......e......1.:: 

26 	Rent 	 390 	00 	 11?) 	00  

27 	Property Tax 	 + 	56 	00 	 168 	00 

28 	Repair and Maintenance 	 + 	4 	00 	 10 	00 

General Expense 	 1  	11.....: 
29 	Advertising 	 + 	250 	00 	 300 	00 

30 	Automobile 	 + 	200 	00 	 550 	00  

31 	Deliver/ 	 + 	120 	00 	 325 	00 

32 	Dues and Licenses 	 + 	40 	00 	 120 	00 

33 	Insurance 	 + 	i70 	00 	 210 	00 

34 	Interest 	 i 	 + 	2000 	 60 	00 

35 	Legal and Audit 	 + 	50 	00 	 50 	00 

36 	Supplies 	 100 	00 	 312 	00 
37 	Telephone 	 + 	40 	00 	 J 	80 	CO 
38 	Travel 	 + 	1500 	 . 	40 	00 
39 	Utilitiea 	 + 	30 	00 	 95 	00 
40 	Other 	 37 	00 	 150 	00 

Depreciation 	 100 	00 	 300 	CO 
20 	 ' • 	TOTAL EXPENSES 	 - 	171 317 	00 	51 1 325 	00 

1 EQUALS: NET INCOME Before Taxes 	 820 	00 	7 1 215 	00 

LESS:Income Taxes 	 369 	00 	3J  247 	00 
EQUALS: Net Income 	 . 451 	00 	3!  968 	00  

Notes: • 	Depreciation  Is  not taken from the One-Book spread-sheat, but  is  an adjustmont clIscusaisd In this *action. 
** This total should equal the expenses figure from Column 20 the depreciation. 
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$ 10,000 

THE BALANCE SHEET 

The Balance Sheet is a statement of the financial position of a business as of the end 
of a given period. As you will note in Figure 11, the Balance Sheet consists of three 
sections, ASSETS, LIABILITIES, and OWNER'S EQUITY. All Balance Sheets are 
prepared on the basis of the following relationship: 

ASSETS = LIABILITIES + OWNER'S EQUITY 

Follow the steps outlined below to complete the Balance Sheet. 

STEP 1 	 "ONE BOOK" BALANCES 

As you can see in Figure 11, the amounts for Cash, Bank, Accounts Receivable, and 
Accounts Payable are taken directly from One Book balances without adjustment. 

STEP 2 	"REVENUE AND EXPENSES STATEMENTS" ITEMS 

The amount for "Operating Surplus" (or deficit) is taken directly from the Revenue 
and Expense Statement. 

STEP 3 	BALANCE SHEET ADJUSTMENTS FOR "FIXED ASSETS" 

The value of fixed assets is the original cost less the accumulated depreciation. You 
can calculate the amount at March 31 by using the fixed asset value on the prior pe-
riod's Balance Sheet, adjusting it by any new additions or sales of fixed assets from 
Column 13 of the "One Book' for March, and finally by subtracting the amount of de-
preciation for March. In the case of the example it looks like this: 

FIXED ASSETS 

(Balance Sheet Feb. 28 Not Shown) 

Plus: Fixed Asset additions 
(from Column 13 of One Book) 

Less: Fixed Asset reduction 
(from Column 13 of One Book) 

Less: Depreciation for March 

EQUALS: Fixed Assets (March 31) 

$10,100 

Notice that "Work in Progress" is included as an item on the Balance Sheet. This will 
apply in the circumstances outlined earlier. 
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STEP 4 BALANCE SHEET ADJUSTMENT FOR "LIABILITIES" 

Accounts Payable has already been dealt with in Step 1 above, leaving only "other" 
current liabilities and long-term liabilities on the Balance Sheet. In the case of the ex-
ample it looks like this: 

Total liabilities less Accounts 
Payable (Balance Sheet Feb. 28 Not Shown) 

Plus: Additions to Liabilities 
(Column 14 of One Book for March) 

Less: Reduction to Liabilities 
(Column 14 of One Book for March) 

Equals: Total Liabilities less Accounts Payable 
(Balance Sheet March 31) 

$5,000 

$5,000 

Take note that space is provided for both current and long-term liabilities on the Bal-
ance Sheet. The former includes such items as bank loans and notes that must be re-
paid within the year. It may also include "Deferred Revenue" in cases where this 
applies. The latter includes mortgages and term loans that will be repaid over sev-
eral years. 

STEP 5 	BALANCE SHEET ADJUSTMENTS FOR OWNER'S EQUITY 

Consider each item on the Balance Sheet in turn: 

a) Owner's Capital - This term is used to indicate the amounts of the owner's initial 
investment plus any more-or-less permanent investments in the business made by 
the owner at later dates. Unless these occur, the amount of Owner's Capital will re-
main constant. For the "General Contracting Company" it looks like this: 

Owner's Capital 
(Balance Sheet Feb. 28 Not Shown) 	 $10,000 

Plus: Additions 
(Column 15 of One Book for February)* 	 - 

Less: Withdrawals 
(Column 15 of One Book for February)* 	 - 

EQUALS: Owner's Capital 
(Balance Sheet March 31) 	 $10,000 

*Note: 	The amount will be an owner's capital withdrawal if it is bracketed; otherwise, 
it is an addition. 
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b) Retained Earnings - When the operations of the business result in a profit or 
a loss, this affects the amount of 01,vner's Equity. Likewise, if the owner 
withdraws part or all of the earnings, this affects the amount of his equity in 
the business. In short, earnings which are retained in the business (i.e. not taken 
out by the owner) increase the owner's equity. It is desirable to show such 
changes separately from the original investment. 

Once again, for the "General Contracting Company" the amount is taken 
from the previous balance sheet on February 28. Although the amount is 
not shown, retained earnings at February 28 were ($10,551). 

c) Present Period Net Income - This was covered in Step 2 above. 

If you have followed the steps closely, the Balance Sheet will indeed balance. 



EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 11 - Balance Sheet 

Balance Sheet 

As Of March 31. 1990 

ASSETS 

CURRENT ASSETS 
,  

Cash 	 + 	 100 	00 

Bank 	 + 	2 	000 	00 

Accounts Receivable 	 + 	8 	200 	00 

Inventory 	 + 

Work in progress 	 + 

Other 	 + 

TOTAL CURRENT ASSETS 	 = 	10 	300 	00 	+ 

FIJŒD ASSETS 

Land 	 + 

Building (net of accumulated depreciation) 	 + 

Equipment (net of accumulated depreciation) 	 + 	10 	000 	00 

Other 	 + 

TOTAL FIXED ASSETS 	 . 	 10. 	000 	00 	+ 

TOTAL ASSETS 	 20 r  300 	00 	= 

LL1BILITIES AND OWNER'S EQUITY 

CURRENT LIABILITIE,S 

	

n 	 
Accounts Payable 	 + 	15 	400 	00 

Other 	 + 	, 	5 	000 	00 

TOTAL CURRENT LIABILITIES 	 = 	20 	400 	00 

LONG TERM LIAI3ILITIES 	 + 

TOTAL LIABILITIES 	 = , 	20 	400 	00 	+ 

OWNER'S EQUITY 

Owner's Capital 	 + 	1 	10 	000 	00 

Ftetained Earnings - At Beginning of Period 	 + 	(10 	551 	00) 

ADD: Present Period Net Income 	 + 	 451 	00 

TOTAL OWNER 'S EQUITY 	 = 	 (100 	00) 	+ 

TOTAL LIABILITIES AND OWNER 'S EQUTTY 	 20 	300 	00 	= 
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RATIO ANALYSIS 

You may recall in the Introduction of this guide book we spoke of complete and 
accurate accounting records as the key to sound financial management. The informa-
tion you record in the One Book system and calculate in your financial statement 
provides you with enough data to monitor both the favourable and unfavourable 
trends occurring in your business. Ratio Analysis is a very useful tool to help you track 
your business's performance on a monthly, quarterly, or yearly basis. There are 
basically three kinds of ratios you can work with, as indicated below in Figure 12. 

EXAMPLE: THE GENERAL CONTRACTING COMPANY 

Figure 12-  Analysis Form for Key Business Ratios 

MONTH 
YEAR 

A. WORICING CAPITAL RATIOS 

A-1. CURRENT RATIO 	 No. 

A-2. QUICK RATIO 	 No. 

B. PRODUCTIVTTY RATIOS 

B-1. INVENTORY TURNOVER No. of Times 

B-2. COLLECTION PERIOD 	Days 

B-3. OPERATING EXPENSES 
as a % of Sales 	 % 

C. PROFTTABILITY RATIOS 
C-1. GROSS PROFIT 

as a % of Sales 	 % 

C-2. NET PROFIT 
as a % of Sales 	 % 

C-3. RETURN ON OWNER'S 
LNVESTMENT 	 % 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

S10,300 

$20,400 
X  100 = 	50.5% 

Accounts Receivable 

Gross Revenue 	x 12 
365 days 

A. Working Capital Ratios 

You would use the worldng capital ratio to determine whether or not your working 
capital is sufficient. 

i) 	CURRENT RATIO is the ratio between total Current Assets (including 
inventory) and total Current Liabilities. You can take the amounts 
directly from the Balance Sheet and calculate as follows: 

Total Current Assets 
100 

Total Current Liabilities 

A Current Ratio of 150% is usually considered satisfactory though 
this naturally varies by industry. A trend toward a lower ratio can 
serve to warn you that you may begin to have problems paying your 
current bills. 

B. Productivity Ratios 

In order to evaluate the productivity of your service industry business, you need to 
analyze trends in two key areas: Collection Period and Operating Expense. A down-
ward trend in either one of these areas could adversely affect the overall productivity 
of your business. 

i) 	COLLECTION PERIOD is the average term of credit extended in total 
days. If this is 30, for example, the average time it takes you to collect 
an account receivable is 30 days. You would find the figures for Ac-
counts Receivable on your Balance Sheet and Gross Revenue from 
your current month's Income Statement and calculate as follows: 

A period of less than 30 days is realistic and preferable. If discounts are of-
fered for prompt payment, you would expect the collection period to be 
shortened, since most customers would pay quicidy in order to get the dis-
count. Of course, the older an account receivable becomes, the greater the 
likelihood that it might not be collected in full. 



EXAMPLE: THE GENERAL CONTRACTING COMPANY 

$8,200 

$65,400 x 12 
365 	= 	3.8 days 

EXAMPLE: THE GENERAL CONTRACTING COMPANY 

$17,M7 
100 	= 	26.5% 

$65,400 

OPERATING EXPENSE as a percentage of Sales is the relationship of op- 
erating cost to revenue. You would find figures for your Operating Ex-
penses and Gross Revenue on your Income Statement for the current 
month and calculate as follows: 

Operating Expense 

Gross Revenue 

Watch this ratio carefully. Even in a good year, if you lose control over ex-
penses, your profit can be eliminated. If a bad trend begins to develop, cal-
culate the same ratio for each operating expense and identify the specific 
problem. 

Remember, the operating Expense ratio must remain lower than the Gross 
Margin ratio in order to make a profit. 

C. 	Profitability Ratios 

In order to determine whether or not your business is sufficiently profitable, 
you need to analyze your Gross Profit, Net Profit and Return  on Owner's In-
vestment. 

GROSS PROFIT as a percentage of Sales is the Gross Profit on sales ex-
pressed as a percentage of Net Sales. You would find both the Gross Profit 
and Gross Revenue amounts on your Income Statement for the current 
month and calculate as follows: 

Gross Profit 
100 

Gross Revenue 

100 
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EXAMPLE: THE GENERAL CONTRACTING COMPANY 

$18,137  
x 	100 	-= 	27.7% 

$65,400  

EXAMPLE: THE GENERAL CONTRACTING COMPANY 

$451  
100 = 	0.7% 

$65,400  

Refer To Figure 10 - Income Statement 

This ratio may tell you a great deal. If it is low or decreasing, it may indicate 
that direct costs of material or labour are high as a percentage of total reve-
nue. Are you estimating too low to get jobs? If your policy is to increase the 
volume of work, will the gross profit generated be enough to cover overhead 
expenses? 

NET PROFIT as a percentage of Gross Revenue expresses the portion of 
profit in every revenue dollar. You would find figures for Net Profit After 
Taxes and Gross Revenue on your Income Statement for the current month 
and calculate as follows: 

Net Profit (after taxes, if applicable) 

Gross Revenue 

Net profit is influenced directly by changes in Gross Profit and Operating 
Expenses. So if the ratio is low or starts dropping, you must refer to these ra-
tios to find the problem. The Net Profit ratio will only be useful to you if the 
salary you take out of the blisiness represents a fair management fee. Other-
wise, you would have to adjust your Net Profit figure before calculating this 
ratio. 

RETURN ON OWNER'S INVESTMENT is the measure of the earning abil-
ity of the capital which you have invested in the business. 

To calculate this ratio, you should use the amount of Net Profit (After 
Taxes, if applicable) from your annual Income Statement, and Total 
Owner's Equity from Balance Sheets prepared at the beginning and the end 
of the year. 

Annual Net Profit After Taxes 
100 

Average Total Owner's Equity 

100 

1 
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Although there is nothing wrong with reviewing this ratio monthly, it makes 
more sense to review it at the end of the year since the return  on most other 
forms of investment are calculated on an annual basis. This ratio provides 
an all-encompassing measure of the health of your business. It tells you the 
rate of return on your investment in the business. Therefore, one of the first 
things you would do is compare this percentage to the yield on other forms 
of investment. If you were to ;ivest the same amount of money in a savings 
cert ificate, for example, would the accrued interest be higher or lower than 
the return on your business investment (which you have just calculated with 
this ratio)? If you lmow the exact rate of return on your business investment, 
you will be in a good position to make plans for the future in relation to the 
feasibility of considering other forms of investment. At the same time, the 
Return on Owner's Investment Ratio could help you to focus on possible 
ways of increasing the yield on your present investment. 

EXAMPLE: THE GENERAL CONTRACTING COMPANY 

In the case of the General Contracting Company the calculation is meaningless. Althoug,h owner's 
equity was originally  $10,000,  losses (as expressed in negative retained earnings) have eliminated 
owner's equity. 
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PART D 

ONE BOOK ACCOUNTING SYSTEMS FOR: 

* Restaurants 

* Travel Agencies 

* Automotive Firms 

* Motel/Hotel/Resorts 

* Professional (Personal Service) Firms 



1 
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1 RESTAURANT 

* Column Headings for One Book Accounting System 

* In/Out Rule Table 

* Income Statement 

* Balance Sheet 

1 
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COLUMN HEADINGS FOR ONE-BOOK ACCOUNTING SYSTEM - RESTAURANT 
COLUMN COLUMN 	 ACCOUNT 	 TO BE USED IN 
NumBER DESCRIPTION 	 CATEGORY 	 PREPARATION OF: 

	

1 	Cade Reeeired 	 Cads 	 Belance Slam 

	

2 	deb raid Out 	 Cash 	 Balance Sheet 

	

3 	QM &Mom 	 Cash 	 Balance Sheet 

	

4 	Bonk Deposit 	 Bank 	 Babinec Sheet 

	

5 	Bank %halm* 	 Bank 	 Balance Sheet 

	

6 	Bank Balance 	 Bank 	 Ilalance Sheet 

	

7 	Accounts Receivable • Charges 	 Account, Receroble 	 Balance Sheet 

	

8 	Ammon Receroble • Received 	 Accounts Receivable 	 Balance Sheet 

	

9 	Accounts Receirebie • Balance 	 Accounts Receivable 	 %lame Sheet 

	

10 	Fined Meets 	 Ford Assets 	 Balance  Shea 

	

11 	Accounts Payable • Paid 	 Accounu Payable 	 Balance Sheet 

	

12 	Account,' Payabie • alarm 	 Accounts Payable 	 Bank. Sheet 

	

13 	Accounts  Payable.  Balance 	 Memo" Payable 	 Balance Sheet 
' 	14 	Other Liabiiities 	 Other Liabilities 	 &Lax Sbeet 

	

15 	°WIWI [flagmen( 	 Owner's Gomm« 	 Balance  Sheet 

	

16 	Other Income 	 Other Income 	 Income Statement 

	

17 	Salas  Grose 	 Seim 	 lame» Statement 

	

18 	Sake Allowance. 	 Salas  AllœlliX03 	 [mime Moment 

	

19 	Purthmes 	 Purchases 	 Imoese Statement 

	

20 	Emanates 	 aptness 	 Income &aliment 
DISTRIBUTION SECTION 

	

21 	Proprietor's Saar/ 	 Famine Dierdiution 	 Income Statement . 

• 

	

22 	Payroll • Net Per 	 Races  Dietribution 	 Income SLWICIAIX 

	

23 	Payroll - Menem Tu 	 Emmet Distribution 	 Income Statement 

	

24 	Payroll - Insurance 	 Emma Dieribudon 	 imam Statement 

	

25 	Payroil • Penman 	 Expense Morioka 	 Income Statement 

	

26 	Rent 	 Expense Distribution 	 Mime Statement 

	

27 	Property * Burkina Tu 	 Expense Disuibution 	 Income Statement 

	

28 	Repair and Maintenance 	 Enema Distribution 	 Income Sueernent 

	

29 	Teiephone 	 Expense Distribution 	 Income &WM« 

	

30 	Utties 	 Eamon Distribudœ 	 Income Statement 

	

31 	brawantie 	 %perm Distribution 	 Income Stamm 

	

32 	boom 	 Espana Distribution 	 Imam Statement 

	

33 	Dues & Licensee Expose Distribution 	 Inca..  SWAM« 

	

34 	Legal à Audit 	 Emense Distribution 	 LX10101 Statement 

	

35 	Advertising 	 Expense Distribution 	 income Statement 

	

36 	Auto 	 Expense Distribution 	 Income Smement 

	

37 	Delray & Freight 	 Expense Distribution 	 Income Statement 

	

38 	SiiPPik4 	 Emerm Distribution' 	 Income Statement 

	

39 	Travel 	 Expenee Distribution 	 Income Statement 

	

40 	Other 	 Expense Distribution 	 inoome Statement 
Seim Food 	 Sales  Distribution 	 Income Steers:in 

	

42 	Sam Bemoan' 	 Sales  Distribution 	 bxocne Statement 

	

43 	Use, Catering 	 Sake Dimibution 	 looms Statement 

	

44 	Purobsese, Food 	 Putasam  Distribution 	 Income Statement 

	

4$ 	Purchase, Beverages 	 Purchase Distribution 	 Income Statement 

	

46 	Purchases, Paper 	 Pur haie Distribution 	 biome Statement 



RESTAURANT IN/OUT RULE TABLE 
.......... 

TYPE OF TRANSACTION 	 FI3LUMN TITLE 	
C CL 

	
L 

 enUlitIN  TITLE 
' 	1 	CASH SALES 	 CASH • REC2IVED 	 I 	SALES 	 "17 

	

2 	cHARGE SALES 	 AM- CHARGES 	 .7 	'SALES 	 ••17 	 

	

3 	SUNDRY CASH SALES 	 CASH • RECEIVED 	 1 	OTHF-R INCOME 	 16 

SUNDRY CREDIT SALES 	 Ailt CHARGES 	 •7 	OTHER INCOME 	 16 

	

5 	ALLOWANCE ON CREDIT SALES (Catenng Contract» 	SALES ALLOWANCES 	 "18 	AIR • RECEIVED 	 .8 

	

6 	TRADE-IN FOR CREDIT 	 NR CHARGES 	 •7 	(FIXED ASSETS) 	 10 

	

7 	RECEIVED ON ACCOUNTS 	 CASH • RECENED 	 1 	AIR.  RECEIVED 	 • 8 

	

8 	CHARGE OFF EtAD ACCOUNTS 	 EXPENSES 	 "20 	AIR •RF-CEIVED 	 • 8 	 

	

9 	FLXED ASSET PURCHASE BY CASH 	 F1XED ASSETS 	 10 	CASH • PAID OUT 	 2 

	

10 	FIXED ASSET PURCHASE BY CHEQUE 	 FLXED ASSETS 	 10 	BANK - WITHDRAWALS 	 $ 

	

11 	FIXF-D ASSET PURCHASE BY CHARGE 	 FLXED ASSETS 	 10 	A/P - CHARGED 	 •12 

	

12 	INVENTORY PURCHASE BY CASH 	 PURCHASES 	 "19 	CASH - PAID OUT 	 2  

	

13 	INVENTORY PURCHASE BY CHEQUE 	 PURCHASES 	 "19 	BANK - WITHDRAWALS 	 5 

	

14 	INVENTORY PURCHASE BY CHARGE 	 PURCHASES 	 "19 	AR • CHARGED 	 •12 	 

	

15 	EXPENSE PURCHASE BY CASH 	 EXPENSES 	 no 	CASH.  PAID OUT 	 2  

	

16 	EXPENSE PAYMENT BY CHEQUE 	 EXPENSES 	 "20 	BANK - WITHDRAWAL 	 5 

	

17 	EXPENSE PURCI-IASE BY CHARGE 	 EXPENSES 	 "20 	AR • CHARGED 	 •u 	 

• 18 	RETURNED PURCHASE FOR CASH 	 CASH RECEIVED 	 1 	(PURCHASES) 	 '99 

	

19 	RETURNED PURCHASE FOR CREDIT 	 A/P PAID 	 • 11 	(PURCHASES) 	 ••19 

	

20 	PAYMENT OF CHARGE PURCHASES 	 NP PAID 	 • 11 	BANK • WITHDRAWALS 	 5 

	

21 	CASH BALANCE SHORT 	 EXPENSES 	 ••VJ 	CASH.  PAID OUT 	 2 

	

22 	BANK DEPOSITS 	 BANK • DEPOSITS 	 4 	CASH.  PAID OUT 	 2 

	

23 	CUSTOMER'S CHEQUE RETURNED (NSF) 	 AIR • RECEIVABLE 	 •7 	BANK. WITHDRAWALS 	 $ 

	

24 	RANK LOAN 	 BANK - DEPOSITS 	 4 	OTHER UABILITIES 	 14 

LOAN REPAYMENT BY CHEQUE 	 (OTHER LIABILITIES) 	 14 	BANK, WITHDRAWALS 	 $ 

tremer ON LOAN 	 EXPENSES 	 ••20 	BANK - WITHDRAWALS 	 5 

	

27 	INCREASE CAPITALIZATION 	 BANK • DEPC6ITS 	 4 	OWNERS - INVESTMENT 	 15  

• AJoo poimuld to sub-Ledger 
•• 	Also posted tn expense dIstnbution 
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RESTAURANT 

INCOME STATEMENT 

for the 	 ended 	  
	 , 

TOTAL 	YEAR 

FOOD 	BEVERAGE 	PERIOD 	TO DATE 

GROSS SALES ((ood a beverage) 	 % 	 % 	 % 	 % 

LESS Allowances on Catering 

NET SALES: (food * beverage) 	 1000 	 100 0 	 103.0 	 103.0 

LESS: Coot of Goode Sold 

Beginning Inventory 

PLUS: Punduros 
	 À 

Goods Available  toc  Sale 

LESS: Ending Inventory 

COS'IS OF CrOODS SOLD 

GROSS MARGIN (rood •It beverage) 	 . 
•	  

LF—SS: Operating Expenses 

So/orbit •ft Wages 

Owner's Sealy - Grose 

Payroll • Nat Pay 

Payroll • Income Tax 

Puma • frounext 
•	 

Payroll • Penaion 

°coupon°, 

Rent 

Property à Ruiner Tu 

Relit. it Maintionance 
/ 	  

General Operating Expense 

Ttiepbone 

Utilitioa 

lumina 

tomcat 

Due. it LIcamee 

Legal it Audit 

Adverb:Ong 

Automobile 

Delivery à Freight 

SuPPlita 

Trawl 

Other 

Bad Debts 

Depreciarkm 
• it 	 . 

OPERATING EXPENSE 

INCOME FROM OPERATIONS 

ADD: Other Incas« 

NET INCOME BEFORE INCOME TAXES 

LESS: Income Taus 

NET INCOME 
À 	 r 	, 

À 
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RESTAURANT 

Balance Sheet 

As Of 	  

ASSETS 

CURRENT ASSETS 

• 	Cash 	 + 

Bank 	 + 

Accounts Receivable 	 + 

Inventory 	 + 

TOTAL CURFtENT ASSETS 	 = 	 + 

FIXED ASSETS 

Land 	 + 	 . 

Building (net acasmulated depreciation) 	 + 

Equipment (net accumulated depreciation) 	 + 

TOTAL FIXED ASSETS 	 = 	 + 

TOTAL ASSETS 	 . 

UABILITIES AND OVVNER'S EQUITY 

CUFtRENT LIABILITIF-S 

Accounts Payable 	 + 

AOExued Expenses 	 + 

Short Term Loans 	 + 

TOTAL CURRENT LIABILITIES 

LONG-TERM LIABILITIE,S 

Notes Payable 	 + 

Mortgage Payable 	 + 

TOTAL LONG-TERM LIABILITIES 

TOTAL LIABILITIES 	 = 	 + 
, 	 

OWNE,R'S EQUITY 

Owner's Capital 	 + 

Retained Earnings - At Beginning of Period 	 + 

ADD: Present Period Net Income 	 + 

TOTAL OWNER'S EQUITY 	 .. 	 + 

TOTAL IIABILITIES AND OWNER'S EQUITY 	 = 
. 	À 





TRAVEL AGENCY 

* Column Headings for One Book Accounting System 

* In/Out Rule Table 

* Income Statement 

* Balance Sheet 



COLUMN HEADINGS FOR ONE-BOOK ACCOUNTING SYS'TEM - TRAVEL AGENCY 
COLUMN COLUMN 	 ACCOUNT 	 TORE  USED IN 
NUMBER DESCRIPTION 	 CATEGORY 	 PREPARATION OF: 

1 	co  Ressived 	 Cub 	 Baleme Shut 

2 	Casio  Pd Out 	 Cub 	 &Mete Sheet 

3 	Casio Wane. 	 Cub 	 Balance Stan 

4 	Beta Ducat 	 Bent 	 Bacs  Shut 

5 	Bank Withdrawals 	 Bata 	 Balance Sheet 

6 	Bast Balance 	 O 	 Bank 	 Balance  Sheet 

COLUMN HEADINGS FOR SALES, PURCHASE 
22 	Salsa Travel a Tours (Domenic) 

Snit Travel & Tours (Intemationn) 

24 	Seise, Houk 

2$ 	Stan, Otber 

26 	Purrnaut Travel a Tours (Domestic) 

27 	Ptrebres, Trawl a Tours (International) 

28 	Purebatua Hattie 

29 	Pun:bean Other 

30 	Ottoner's Saari, Gnus 

31 	Payroll. Gnus 

Rent 

33 	Prnputy a Business Tax 

34 	Repair It Maintenance 

35 	TeinUone 

36 	Utilities 

37 	Insurance 

38 	Interest 

39 	Duet a Licenses 

40 	Letal a Audit 

41 	Aciertiitts 

42 	Al.140 

43 	Deetry & Freight 

44 	Supplie 
45 	Tined 

46 	Othe 

7 	Accounu Receivable - Charges 

Aornunts Reenvabie - Received 

9 	Arnounts Receivable -  Balance  

10 	Pima Amu 

11 	Accounts Payabis • Psicl 

12 	Account'  Payable  - Clurgel 

13 	ACODUOU Payable • Balance 

14 	&Mace Trend Paymenu 

IS 	Caber liabilities 

16 	Owner's Investment 

17 	Other Income 

18 	Sales Gnus 

19 	Sales Returns 

20 	Purchues 

21 	Expemes 

Accounts Receivable 

Accouxa Returnee 

Accounts Receivable 

Rua Amu 

Accounu Payable  

Accounts Payabk 

Account'  Payable 

 Llataidet 

Other Liabilities 

Outer% loverunent 

Other Income 

Sales 

Salsa  

Purchases 

Expenses 

AND EXPENSE DISTIUBUTION 
Seins  Dbution 

Sales Distribution 

Sales attribution 

Sales  Dietribution 

Purchase attribution 

Pun:hate attribution 

Psrcluse attribution 

Purehau attribution 

Expense Distributicn 

aspens Distribution 

Expenee Datribution 

Enema Distribution 

Expel». Dietributices 

Experts DisnibutIon 

Expense Dietribution 

Expert« Distribution 

Expnue Dietribution 

Euenee Distribution 

Expense Diattibucion 

Ennuis Distribution 

Expense Distribution 

Expense Distribution 

Expense Distribution 

Expense Distribution 

Expense attribution 

Balance Sheet 

Balance  Sheet 

Balance Sheet 

Balance Sheet 

Balance Sbeet 

Balance Shan 

Balance Sheet 

Balance Sheet 

Balance She« 

Balance Sheet 

Income Statement 

boume  Statement 

income Statement 

Inca= SUM:Dent 

Income &swam 

NOTE 1: The Expense Distribution records only g,ross pay (column 31) thereby requir-
ing the use of a Payroll Register to record net pay and deductions payable. 

NOTE 2: The amounts recorded in the sales distribution column, 22 through 25, are 
"net" amounts since any amounts posted to "sales returns and allowances" (col-
umn 19) is also distributed to the appropriate sales distribution column. 
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TFtAVEL AGENCY IN/OUT RULE TABLE 

nMn4 

TYPE OF TRANSACTION
C L 	

. 
C  nLUMEN TITLE 	 8gIUMN ITEM 	 CL 

	

I 	CASH SALES 	 CASH • RF-CEIVED 	 1 	GROSS SALES 	 "le 

	

2 	CHARGE SALES 	 AIR- CHARGES 	 •7 	GROSS SALES 	 •• 18 

	

3 	SUNDRY CASH SALES 	 C.ASH • RECEIVED 	 1 	OTHER INCOME 	 17 

	

4 	SUNDRY CREDIT SALES 	 NR • CHARGES 	 •7 	OTHER INCOME 	 17 

	

5 	RETURNED SALES FOR CASH 	 SALES RETURNS 	 • • 19 	CASH.  PAID OUT 	 2  

	

6 	RETURNED SALES FOR CREDIT 	 SALES RETURNS 	 "19 	NR. • RECEIVED 	 •8 

ALLOWANCE ON CREDIT SALES 	 SALES RETURNS 	 "19 	AIR.  RECEIVED 	 •8 	 

	

8 	DISCOUNTS GIVEN 	 SALES RETURNS 	 "19 	/VR - RECEIVED 	 •8 	 

	

9 	TRADE-IN FOR C.REDIT 	 NR • CHARGES 	 •7 	(FIXED ASSETS) 	 10  

	

10 	RECEIVED ON ACCOUNTS 	 CASH.  RECEIVED 	 1 	NR • RECEIVED 	 .8 

	

1 1 	CHARGE OFF BAD ACCOUNTS 	 EXPENSES 	 "21 	A/R • RECEIVED 	 •8 	 

	

12 	FIXED ASSET PURCHASE BY CASH 	 FIXF-D ASSETS 	 10 	CASH • PAID OUT 	 2 

	

13 	FLXED ASSET PURCHASE BY CHEQUE 	 FIXED ASSE1S 	 10 	BANK • WITHDRAWALS 	 5 

	

14 	FIXED ASSET PURCHASE BY CHARGE 	 FIXED ASSETS 	 10 	AR • CHARGED 	 12 

	

15 	INVENTORY PURCHASE BY CASH 	 PURCHASES 	 20 	CASH.  PAID OUT 	 2  

	

16 	INVENTORY PURCHASE BY CHEQUE 	 PURCHASES 	 20 	BANK. WITHDRAWALS 	 5 

	

17 	INVF-NTORY PURCHASE BY CHARGE 	 PURCHASES 	 20 	NP • CHARGED 	 12  

	

18 	EXPENSE PURCHASE BY CASH 	 EXPENSES 	 "21 	CASH- PAID OUT 	 2 

	

19 	EXPENSE PURCHASE BY CHEQUE 	 EXPENSES 	 "21 	BANK • WITHDRAWALS 	 5 

	

20 	EXPENSE PURHC.ASE BY CHARGE 	 EXPENSES 	 "21 	AR - CHARGED 	 12 

	

21 	RETURNED PURCHASE FOR CASH 	 CASH RF-CEIVED 	 1 	(PURCHASES) 	 20 
RETURNED PURCHA.SE FOR CREDIT 	 A/R • PAID 	 *11 	(PURCHASES) 	 20 

	

23 	PAYMENT OF CHARGE PURCHASES 	 NR. • PAID 	 • 11 	BANK • WITHDRAWALS 	 3 

	

24 	CASH BALANCE SHORT 	 EXPENSES 	 "21 	CASH-  PA/I)  our 	 z  

	

25 	BANK DEPOSITS 	 BANK. DEPOSITS 	 4 	CASH-PAID OUT 	 2 

	

26 	CUSTOMER'S RETURNED CHEQUE (NSF) 	 AIR CHARGES 	 • 7 	BANK • WITHDRAWALS 	 3 

	

27 	BANK  LOAN 	 BANK • DEPOSITS 	 4 	OMER. LLABILITIES 	 15 
LOAN REPAYMENT BY CHEQUE 	 (OTHER LIABILITIES) 	 13 	BANK - WTTHDRAWALS 	 3 
INTEREST ON LOAN 	 EXPENSES 	 "21 	BANK - WITHDRAWALS 	 5 
INCRF.ASE CAPITALIZATION 	 BANK. DEPOSITS 	 4 	OVINP-R'S • INVESTMENT 	 18  

	

31 	ADVANCE PAYMENT ON TRAVEL FOR CASH 	 CASH RECEIVED 	 1 	ADVANCE TRAVEL PAYMENTS 	14 

	

.: 	toot pee ttg le:debut or Expense Duiribo ten  
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TRAVEL AGENCY 

INCOME STATEMENT 

for the 	 ended 	  

TRAVEL 	TRAVEL 	 TOTAL 	YEAR 

& TOURS 	& TOURS 	HOl'ELS 	OTHER 	PERIOD 	TO DATE 

(DOMESTIC) 	(INTL) 

GROSS SALES 

LESS Raman red Maim= 

NET SALES: 

LESS: Cad at Smear Prvdded (Rd.) 

COMMISSFON  NOME  
LESS: Operatin Emmet 

UM« It %III 

Geondee Seiry • Grade 

Psymal • Grose 	 • 	 . 
Occupeem 	

. 	 . ---, 
RAM 

Property * Burnham Tax 

Ramer •Ik Mohammed r 	. 	 ,  

Gomel Opera' Emma' 

Telgadat - 	  
DMus 

Idemade 

Intel« 

Dues* Umem 

Lee a Audit 

Aelverdàleg 

Auto 

Dtlivedy A ?nee 

5449kie 

ravel 

Ode« 

Bad  Dem. 

Depneamm 

OPERATING EXPENSE 

INCOME FROM OPERATIONS 
-.  

ADD: Other lamem 
	 ._ 

NET INCOME BEPORE INCOME TAXES 

LESS: Imam Tear 

NET MOMS 
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TRAVEL AGENCY 

Balance Sheet 

As Of 	  

ASSETS 

CURRENT ASSETS 

Cash 	 + 

Bank 	 + 

Accounts Receivable 	 + 

Inventory 	 + 

TOTAL CURRENT ASSETS 	 = 	 + 

FIXED ASSETS 

Land 	 + 

Building (net accumulated depreciation) 	 + 

Equipment (net accumulated depreciation) 	 + 

TOTAL FIXED ASSETS 	 = 	 + 

TOTAL ASSETS 	 = 
, 	 

LIABILITIES AND OVVNER'S EQUITY 

CURRENT LIABILTTIF_S 

Advance Travel Payments 	 + 

Accounts Payable 	 + 

Accrued Expenses 	 + 

Short Term Loans 	 + 

TOTAL CURRENT IIABILITIES 

LONG-TERM LIABILITIES 

Notes Payable 	 + 

Mortgage Payable 	 + 

TOTAL LONG-TERM LIABILITIES 

TOTAL LIABILFTIES 	 = 	 + 

OWNER'S EQUTTY 

Ownees Capital 	 + 

Retained Ea rnings - At Beginning of Period 	 + 

ADD: Present Period Net Income 	 + 

TOTAL OWNER'S EQUITY 	 = 	 + 

TOTAL LIABILITIES AND OVVNER'S EQUITY 	 = 
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AUTOMOTIVE 

* Column Headings for One Book Accounting System 

* In/Out Rule Table 

* Income Statement 

* Balance Sheet 



COLUMN HEADINGS FOR ONE-BOOK ACCOUNTING SYSTEM - AUTOMOTIVE 
COLUMN COLUMN 	 ACCOUNT 	 TO BE USED IN 
NUMBER DESCRIPTION 	 CATEGORY 	 PREPARATION OF: 

	

I 	Caah Received 	 Caah 	 Balance Shen 

	

2 	Orb Paid Out 	 Cash 	 Balance Sleet 

	

3 	Cash Balance 	 Cana 	 Balance Sheet 

	

4 	Bank Deposit 	 Bank 	 Balance Sheet 

	

5 	Bank Withdrawals 	 Bank 	 Balance Shed 
• 

	

6 	Bank Balance 	 Bank 	 Balance Sheet 

	

7 	Accounts Receivabte - Charges 	 Accounts Receivable 	 Balance Shed 

	

8 	Accounts Receivable • Received 	 Accounu Receivable 	 Balance Shed 

	

9 	Accounta Receivable -  Balance 	 Accounts Receivable 	 Balance Sheet 

	

10 	%xi Asada 	 Fixed Ames 	 Balance Sheet 

	

11 	Accounts Payable - Paid 	 Accounts Payable 	 Balance Sheet 

	

12 	Accounta Payable - Charges 	 Accounu Payable 	 Balance Sheet 

	

13 	Accounta Payable • Balance 	 Accounts Payable 	 Balance Sheet 

	

14 	Other Liabilities 	 Other Liabilities 	 Balance Shed 

	

15 	Owner's Inveatment 	 Oversees Investment 	 Balance Sheet 

	

16 	Other Income 	 Other Income 	 Income Statement 

	

17 	Sales Groot 	 Sales 	 Income Statement 

	

18 	Sales  Returns 	 Sales 	 Income Statement 	' 

	

19 	Purchases 	 Purchases 	 Income Statement 

	

20 	Repenses 	 Expenses 	 Income Statement 
COLUMN FIEADTNGS FOR SALES, PURCHASE AND EXPENSE DISTRIBUTION 

	

21 	Sales, Auto Rental 	 Sales Distribution 

	

22 	Sale.,  Auto Sales 	 Sales Distribution 	 . 

	

23 	Sales, Parts à  Service 	 Sales  Distribution  

	

24 	Sales, Gas Jr Oil 	 Sales Distribution 

	

25 	Purchases, Auto Rental 	 Purchase Distribution 

	

26 	Purchases Auto Sales 	 Purchase Distribution 

	

27 	Purchases. Parts it Service 	 Purctuee Distribution 

	

23 	Purdue«, Gas st Oil 	 Purchase Distribution 

	

29 	Direct Labour, Parts de Service 	 Direct Expense 

	

30 	Snake A Conunieness Auto Rental 	 Direct  Repense  

	

31 	Salaries it Commissions, Auto Sales 	 Direct Repense  

	

32 	Salaries .14 Commisiona, Parts it Service 	 Direct Expense 

	

33 	Salaries dt Ccesmissiona, Gas lc Oil 	 Direct Expense 

	

34 	Suppii«, Auto  Rental 	 Direct Expense 

	

35 	Supplies, Auto Sales 	 Direct Expense 

	

M 	Supplies, Parts  di  Service 	 Direct Expense 

	

37 	Supplies, Gas st Oil 	 Direct Expense 

	

38 	Advertisin& Auto Rental 	 Direct Expense 

	

39 	ALM:resin& Auto Sales 	 Direct Espenae 

	

40 	Advertising, Pans 6e Service 	 Direct Expense 	 . 

	

41 	Advertising, Galt it Oil 	 Dins* Expense 

	

42 	Ovener's Grcea Salary 	 Indirect Ewen« 

	

43 	Rent 	 Indirect Expellee 

• 

	

44 	Property & Business Tax 	 Indirect Expert« 

	

45 	Repeir & Maintenance 	 Indirect Expense 

	

46 	Telephone 	 Indirect Expenses 

	

47 	Utilities 	 Indirect Expenses 

	

48 	Insurance 	 Indirect Ewen« 

	

49 	Interest 	 Indirect Expenses 

	

50 	Dues Itt Licenses 	 Indirect Eapeneas 

	

51 	Legal sec Audit 	 Indirect Expert«. 

	

52 	Other 	 Indirect Expenses 



1 

1 

AUTOMOTIVE IN/OUT RULE TABLE 

TYPE OF TRANSACTION 
RILUMN  TITLE 	

CL QM' 
cuLUMN TITLE 	

CL  

	

1 	CASH SALES 	 CASH • RF-CEIVED 	 1 	GROSS SALES 	 "17 

	

2 	CHARGE SALES 	 A/R - CHARDES 	 •7 	GROSS SALES 	 ••17  

	

3 	SUNDRY CASH SALES 	 CASH • RECEIVED 	 1 	OTHER INCOME 	 16 

	

4 	SUNDRY CREDIT SALES 	 AIR - CHARGES 	 •7 	OTHER INCOME 	 16 

	

5 	RETURNED SALES FOR CASH 	 SALES RETURNS 	 "18 	CASH • PAID OUT 	 2 

	

6 	RETURNED SALES FOR CREDIT 	 SALES RETURNS 	 • •18 	A/R • RECEIVED 	 •8 

	

7 	ALLOWANCE ON CREDIT SALES 	 SALES RETURNS 	 "18 	A/R - RECEIVED 	 •8 

	

8 	DISCOUNTS GIVEN 	 SALES RETURNS 	 "18 	AR • RECEIVED 	 •8 	 

	

9 	TRADE-IN FOR CREDIT 	 AIR.  CHARGES 	 •7 	(FUŒD ASSETS) 	 10 

	

10 	RECEIVED ON ACCOUNTS 	 CASH • RECEIVED 	 1 	AIR-  RECEIVED 	 •8 

	

1 1 	CHARGE OFF BAD ACCOUNTS 	 EXPENSES 	 '10 	A/R • RECEIVED 	 •8 

	

12 	FIXED ASSET PURCHASE BY CASH 	 FIXED ASSETS 	 10 	CASH.  PAID OUT 	 2 

	

13 	FIXF-D ASSET PURCHASE BY CHEQUE 	 FLXED ASSETS 	 10 	BANK • WITHDRAWALS 	 5 

	

14 	FULED ASSET PURCHASE BY CHAR,GE 	 FIXED ASSETS 	 10 	A/P • CHARGED 	 12 

	

15 	INVF_NTORY PURCHASE BY CASH 	 PURCHASES 	 "19 	CASH-  PAID OUT 	 2 

	

16 	INVENTORY PURCHASE BY CHEQUE 	 PURCHASES 	 "19 	BANK - WITHDRAWALS 	 $ 

	

17 	INVENTORY PURCHASE BY CHARGE 	 PURCHASES 	 "19 	A/P • CHARGED 	 12 

	

18 	EXPENSE PURCHASE BY CASH 	 EXPENSES 	 "20 	CASH • PAID OUT 	 2 

	

19 	EXPENSE PURCHASE BY CHEQUE 	 EXPENSES 	 "20 	BANK - WTTHDRAWALS 	 5 

	

20 	EXPENSE PURECASE BY CHARGE 	 EXPENSES 	 "20 	AR - CHARGED 	 12  

	

21 	RETURNED PURCHASE FOR CASH 	 CASH RECEIVED 	 1 	(PURCHASES) 	 •• 19 

	

22 	RETURNED PURCHASE FOR CREDIT 	 A/R - PAID 	 • 11 	(PURC.HASES) 	 "19 

	

23 	PAYMENT OF CHARGE PURCHASES 	 AIR - PAID 	 • 11 	BANK • WITHDRAWALS 	 5 

	

24 	CASH BALANCE SHORT 	 EXPENSES 	 "20 	CASH-  PAID OUT 	 2  

	

25 	BANK DEPOSITS 	 BANK - DEPOSITS 	 4 	CASH-  PAID OUT 	 2 

	

26 	CUSTOMERS RETURNED CHEQUE (NSF) 	 AIR CHARGES 	 • 7 	BANK • WITHDRAWALS 	 5 

	

27 	BANK LOAN 	 I3ANK • DEPOSITS 	 4 	C/THER LIABILITIES 	 14 

	

25 	LOAN REPAYMENT BY C.HEQUE 	 (OTHER umnurns) 	 14 	BANK - WITHDRAWALS 	 5 

	

29 	INTEREST ON LOAN 	 EXPENSES . 	 "20 	BANK • WITHDRAWALS 	 5 

	

30 	INCREASE CAPITALIZATION 	 BANK - DEPOSITS 	 4 	OWNER'S - INVESTMENT 	 15 

	

• 	Also posted to sub-kdser 

	

•• 	Also posted ta Sales. Purchase, or Expense Distribution 

1 

1 

67 



AUT014011VE 

INCOME STATEMENT 

for the 	 ended 	  

AUTO 	AUTO 	PARTS & 	GAS & 	TOTAL 	YEAR 

ItENTAL 	SALES 	SERVICE 	OIL 	PERIOD 	TO DATE 

GROSS SALES 

LESS Return. and Allowances 

NET SALES: 	
,  

LESS: Celli of Goode Sold 
. 	 , 

Ba.ginning Inventory 

PLUS: Purchase. 

Direct Labour 

Goods Aveisbie  (oc  Said 

LESS: Ending Wintery 

COST OP GOODS SOLD 

GROSS MARGIN 
... 	 

LESS: Direct ESIMOINa 

	

r 	 1 	 ,  

Seariet and CoconsieMons 

Sffleee 

Advertising 

DIRECT EXPENSES 

DEPARTMENTAL INCOME 

	

. 	 , 
LESS: Indirect Enema 

Owner's Stàry - Grouse 

Rent 

Property and &Wren Tame 

Repairs and Maintenance 

Teiephone 

yaw» 

tr•uranca 

inure« 

Duee and Licences 

Lrpl and Audit 

Other 

Bad Debut 

Depreciation 

INDIRECT EXPEMES 

INCOME FROM OPERATIONS 

ADD: Other Income 

NET  INCOME BEFORE INCOME TAXES  

LESS: Inome  Tas  

NET INCOME 

68 



1 

AUTOMOTIVE 

Balance Sheet 

. 	 As Of 	  
	 4 

ASSETS 

CURRENT ASSETS 

Cash 	 + 

Bank 	 + 

Accounts Receivable 	 + 

Inventory 	 + 

TOTAL CURRENT ASSETS 	 = 	 + 

FIXED ASSETS 

Land 	 + 

Building (net acaimulated depredation) 	 + 

Equipment (net accumulated depreciation) 	 + 

TOTAL FIXED AS.SETS 	 = 	 + 

TOTAL ASSETS 	 = 

LIABILITIES AND OWNER'S EQUITY 

CURRENT LIABILITIES 

Accounts Payable 	 + 

Accrued Expenses 	 + 

Short Term Loans 	 + 

TOTAL CURRENT LIABILITIES 
,  

LONG-TERM LIABILITIES 

Notes Payable 	 + 

Mortgage Payable 	 + 

TOTAL LONG-TERM LIABILTITES 

TOTAL LIABILITIES 	 = 	 + 

OWNER'S EQUITY 

Ownees Capital 	 + 

Retained Ea rn ings - At Beginning of Period 	 + 

ADD:-Present Period Net Income 	 + 

TOTAL OWNER'S EQUITY 	 = 	 + 

TOTAL LIABILITIES AND OVVNER'S EQUITY 	 = 





MOTEL/HOTEL/RESORT 

* Column Headings for One Book Accounting System 

* One Book Accounting System 

* Expense Distribution 

* In/Out Rule Table 

* Guest Account Card 

* Daily Entry Sheet 

* Income Statement 

* Balance Sheet 



• 

1 



1 
1 
1 

1 

1 

1 
1 
1 
1 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance Sheet 

Balance  Be  

Balance Sheet 

Income Statement 

Income Statement 

Income Statement 

Income Statement 

DISTRIBUTION 
forme Statement 

Income Statement 

Income Statœœt 

Laconic Statement 

Income Stator« 

Income Statement 

Income Statement 

Income Statemon 

Income Statensent 

Income Statement 

Income Statement 

Income Statement 

Income Stateman 

Income Statement 

Income Statement 

Income Statement 

Income Statement 

cash in bank 

accounts receivable (the One Book amour« receivable balance 
reflects both debit, and credits in individual customer accounts. The 
Uniform System of Accounts dames a cnsdit balance in a cusuaater 
account as a liability and would be reported as a  habd,t!  001  
balance sheet. A credit balance might result from an  acvance 
deport.) 

rtuns nay, able (short term liabilities owed by the col,,inc= to iu 

	

suppliera -nose accounts normally reault (rom the 	of 
« merchandise services. The One Boo( inc 	

u 

	

ludes 	tax collected 
but no  t remitted le an accounts payable.) 

14 	Other Liabilities 

13 	Ownees Investment 

16 	Other Income 

17 	Groot Revenue Total 

18 	Punthm«-Total 

Enrolee-Tout 

COLUMN HEADINGS FOR GROSS REVENUE, PURCHASE. AND EXPENSE 
20 	Gross Revenue • Rooms 	 Grose Revenue 

21 	GrOM Revenue - Food & Beverage 	Gross Revenue 

fl 	Gross Revenue • Other 	 Grose Reeenue 

23 	Purdue«. Rooms 

24 	Purdue«. Food & Beverage 

25 	Purchues - Other 

26 	PayroU (Gross) • Roons 

27 	Laundry - Rooms 

28 	Linen • Roma 

29 	Supplies Rooms 

30 	Repaira & Maintenance- Rooms 

31 	Payro/1 (Gross) - Food & Beverage 

32 	Laundry - Food & Beverage 

33 	Linen • Food & Beverage 

34 	Supplies - Food & Beverage 

Purchases 

Purchases 

Purchases 

Direct Expenses - Rooms 

Direct Expenses - Rooms 

Direct Expenses - Roo= 

Direct Expenses • Rooms 

Direct Expenses • Rooms 

Direct Expenses - Food & Beverage 

Direct Expenses - Food & Beverage 

Direct Expenses • Food & Beverage 

Direct amens« - Food & Beverage 

35 	Repairs dt Maintenance • Food dt Beverage 	Direct Expenses - Food & Beverage 

36 	Payroll (Gram) • Other Direct Expenses - Other 

39 	Owner's Salary 	 Indirect Expenses Income Statement owner's salary 

COLUMN COLUMN 
NUMBER DESCRIPTION 

I 	Cub Received 

2 	Caah Paid Out 

3 	Cul, Balance 

Bank Deposit 

5 	Bank Withdrawals 

6 	Bank Balance 

7 	Accounts Receivable - Receivable 

8 	Account, Receivable • Collected 

9 	Accounts Receivable - Balance 

10 	Account, Payable. Paid 

11 	Accounts Payable - Payable 

12 	Accounu Payable • Balance 

Other Auets 

COLUMN HEADINGS FOR ONE-BOOK ACCOUNTING SYSTEM 
MOTEL/HOTEL/RESORT 

ACCOUNT 	 TO BE USED IN AS COMPARED TO DETAILED 
CATEGORY 	 PREPARATION ACCOUNT CATEGORIES • 

OF: 
Balance Sheet Car 

Cash 

Cash 

Bank 

Bank 

Bank 

Accounu Receivable 

At:mince Receivable 

Account, Receivable 

Accounts Payable 

Accounts Payable 

Accounts Payable 

Other Aucts 

Other Liabilities 

Owner's Investment 

Other Income 

Gross Revenue 

Purchasee 

Expenses 

cash on trod (eurrench coin. personal cheques, bank dcaltarnefeY 
orders) 

mercisandise inventorylia ereentoeg= =Peel«. reel rece 	in•trat. ivable, accrued 	-teceivable, 	secunues, land. 
leasehoid and teasehold imprievetnenets, furniture and 

equipasent, long term invesunerua 

nods !arable, bank indebtedness, peyroll deductions, sozued 
expenses, estirtuted horse taxes, mortgage  paysble barn payable. 
dividende payede. (Noce that advance 	on rooms or 
banquets, and arnit balances in accounta receivable are not 
Induded h-re even though this procedure is indicated by he 
Uniform System «Accounts.) 

issued capital stock or «err or porn« equity, retained earning] 

cab« income not related rn operations 

see distribudon amounts below. (Note that sales tax it treated as an 
mecum piyiblcand not imitated in Grog ,  ktasanu&) 

see distil'  stern amounts belaw 

see dierffillf300 SCCOUCAS below (the open» oodurono 26 through 
50 conform to expense oue- indicauxl in other The Stone. rd 
Aeceandlae Spend he UseAmen,  meads. ladaetry or the 
Ualtidesa &SWIM el Amami/as.) 

pone tesenue room 

gran revenue - food & beverage 

gm« revenue - telephone, laundry, valet, recreatlon, Korea 
parking, checkrooms 

Parries 

Purchaoes 

Purchases 

net psy, Income tea insurance, pengion, other employee benefits 

laundry, dry cleaning 

linen, linen rental 

china, pm/are, cieaning supplio, room stationery, uniforms 

repairs dc maintenance ea for curtains dra_pes, floor coveting, 
spine =messes, sinew shades, room thmiture 

net pay, income tar, insurance, pension. other employee beneta 

laundry, thy cleaning 

linen. linen rental 

bee it kitchen supplies. china, elesaware, cleaning auppece. 
decorations, gueit suppbes, kitchen fuel, menus, wine lima 
uniforms, mantis 

repair dt maintenance eg. for kitchen equipment, restaurant and 
beerage room furniture, floor covering, 

net pry, income um insurance pension, ocher employee benefit, 

• 	detailed account categoties based on The Standard Acre. deg System fer tie Ateeminedatieet ladaetry,  1e74 mad the Uniform System elAceediate fer Reseda, 1.92‘ 

1 
75 



AS COMPARED TO DETAILED 
ACCOUNT CATF-GORIES • 
telephone mil charges laundry, linen, cleaning supplies, 
stationery 

net pre income taz insuranot penmen. odoer emodoyee bencliti 

cednee's Wry 

accountant's ees. lawyer's (ees 

commimitme to credit card cremations 

life insurance. fire insurance public liability, etc. • en 
unemployment insurance, etc. included as payroll amens«) 

bed debts 

licenses permits,  tas  

agency fees media duet«. community donations braise edeD4= renouotul altenamment, promotionn travel, 

fuel (not kitchen fuei), electricity, refrigermica supplies 
«teeming suppbm 

repair it maintenance e.g,for 	grounds electrical & 
mechanical equipment, dreg furniture. etc. (Noce Mu ad report 
Jk maintenance are included me an indirect expense tccording to  
the Unger. System n Aeneas& whereas the One Book 
deperumentalixes this expense when possible.) 

fete charged by a marmenent organization 

mortgage ilnetelt, ban interest, bank charges 

other 

COLUMN HEADINGS FOR GROSS REVENUE, PURCHASE. AND EXPENSE DISTRIBUTION 
(CONTD.) 
COLUMN COLUMN 	 ACCOUNT 	 TO BE USED IN 
NUMBER DESCRIPTION 	 CATEGORY 

37 	Direct Expense • Other 	 Direct amen« • Other 	 Income Statement 

38 	Payroli (Gross) • Adkeistratins 	 Endirea Egan« 	 Income Statement 

39 	Owner's Salary 	 Indirect Expenses 	 Income Statement 

40 	Lee dk Auditing 	 Indirect Emmet 	 Income Statement 

41 	Credit Card COMOSiti0(11 	 Indirect Expenses 	 Income Statement 

42 	berm= 	 Indirect Experts« 	 Income StIteLlellt 

43 	Bad Debts 	 Indirect Expense 	 Income Statement 

44 	Liam«, Permits  Tas 	 Indirect Emense 	 Income Statement 

45 	Advertising, Sales Promotion 	 Indirect Experues 
' 	

Income Statement 

46 	He24  Ueht. Poser 	 Indirect Expenses 	 Income Statement 

47 	Repair dk Maintenance • General 	 Indirect Expenses 	 Income Statement 

48 	Management Franchise Pee 	 Indirect Emmet 	 Income Statement 

49 	Interem 	 Indirect Eateries 	 Income Statement 

50 	Other 	 Indirect Expenes 	 Income Statement 

PREPARATION OF: 

• 	detailed account categories based on  The StsaSard Astounds' System fee  Lb. Asesunsurdinisn ladenry, 1.974 and the Union. System te Aeneas. fee Heels, 1,24. 



INN IIIIIII 	 nil 1111111 all MN MI 1111111 	al 

One Book Accounting System 

1 	2 	3 	4 	5 	6 	7 	8 	9 	10 . 	11 	12 	13 	14 	15 	16 	17 	18 	19 	20 	21 	, 22 	23 	24 	25 

DATE 	FLEMARICS 	CHEQUE 	 CASH 	 BANK. 	 ACCOUNTS RECEIVABLE 	ACCOUNTS PAYABLE 	OTHER 	OTHER 	OWNERS 	OTHER 	GROSS nil RCHASMCPENSE: 	GROSS REVENUE 	PURCHASE NO. 	 ASSETS LIABILMES >mermen INCOME REVENUE 	 DISTRIBUTION 	CHSTRIBUTION 

	

TOTAL 	TOTAL 	TOTAL 
LECF_IVEJ PAID SALANCEDEPOSTIY. 	WITH- 	MLANCIECEIVABLEXXLECTECALANCE PAID PAYABLE 3ALANCE 

OUT 	 DRAWALS  

LN 	our 	IN 	OUT 	 IN 	OUT 	 IN 	our 	!MOM) 	IN(:IUT) 	IN(:IUT) 	OUT 	OUT 	IN 	IN 	ROOMS FOOD A. OTHER ROOMS FOOD à OTHER 
BEV. 	 BEV.  



27 28 29 30, 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 

Expense Distribution 

DATE 	REMARKS 	CHEOUE 	 DIRECT EXPENSES - ROOMS 	 DIRECT EXPENSES - FOOD* BEVERAGE 	DIRECT EXPENSES 	 INDIRECT EXPENSES 
NO 	 . RT-IFR  

PAYROLL LAUNDRY UNEN al/ MIES REPAIR PAYROLL LAUNDRY 	LINEN 	SUPPLIES REPAIR PAYROLL 	DIRECT PAYROLL OWNERS 	LF-GAL 	ale= NSURANCE 	RAD 	LICENSES, ADVEKEI HEAT. 	REPAIR 	MGMT 	INTEREST  011f!  

	

GROSS 	 a 	GROSS 	 * 	GR  OSS 	EXPENSES 	GROSS 	SALARY 	a 	CARD 	 DEISTS 	restmrts, 	ISING. 	LIGHT. 	a 	OR 
MAINT. 	 MAINT. 	 ADMIN. 	 AUDIT COMMISS101 	 TAXES 	SALES POWER 	MAINE. 91ANCIIISB 

PROMO 	e;PNFRAI 	FFE  

I  

n 

	

, 	 n 	 , 	n  

MI Mil UM Mil IMF 11111111 OM NM 	INII 	MN 	IBM MU UM MO OM 



1 

1 

MOTEL/HOTEL/RESORT IN/OUT RULE TABLE 

TYPE OF TRANSACTION 
cuLUMN TTI'LE 	Oe. FinUMN TTTLE 	

CIL OUT 

A 	CASH SALES 	 CASH - RECEIVED 	 I 	GROSS REVENUE • TOTAL 	"17 

B 	CHARGE SALES 	 AIR • RECEIVABLE 	 • 7 	GROSS REVENUE • TOTAL 	 ••17 

C 	SUNDRY CASH INODME 	 CASH • RECEIVED 	 1 	OTHER INCOME 	 16 

D 	SUNDRY CREDIT INCOME 	 AIR-  RECEIVABLE 	 • 7 	OTHER INCOME 	 16 

E 	REFUND FOR CASH 	 (GROSS  REVENUE- TOTAL) 	"17 	CASH PAID OUT 	 2 

F 	REFUND FOR CREDTT 	 (GROSS  REVENUE. TOTAL) 	"17 	NTL - COLLECTED 	 .43 	 

G 	GUEST ALLOWANCE ON CREDIT SALES 	 (GROSS REVENUE • TOTAL) 	"17 	AIR-  COLLECTED 	 .8 	 

H 	DISCOUNTS GIVEN ID GUESTS 	 (GROSS REVENUE • ToTAL) 	••17 	AIR-  COLLECTED 	 •8 	 

I 	TRADE-IN FOR CREDIT 	 A/It - RECEIVABLE 	 •7 	(OTHER ASSETS) 	 13 

j 	RECEIVED ON ACCOUNT 	 CASH.  RECEIVED 	 1 	AIR -COLLECTED 	 • 8 

K 	CHARGE OFF BAD ACCOUNTS 	 EXPENSES 	 "19 	AIR-  COLLECTED 	 •8 

L 	FIXED ASSET PURCHASE BY CASH 	 OTHER ASSETS 	 13 	CASH • PAID OUT 	 2 

M 	FIXED ASSET PURCHASE BY CHEQUE 	 OTHER ASSETS 	 13 	BANK • WITHDRAWALS 	 5 

N 	ma) ASS E'T PURCHASE BY CHARGE 	 OTHER ASSETS 	 13 	A/P  -PAYABLE 	 11 

0 	INVENTORY PURCHAE BY CASH 	 PURCHASES 	 "18 	CASH-  PAID OUT 	 2 

p 	INVENTORY PURCHASE BY CHEQUE 	 PURCHASES 	 "18 	BANK • WITHDRAWALS 	 5 
Q 	INVENTORY PURCHASE BY CHARGE 	 PURCHASES 	 • •18 	A& - PAYABLE 	 11 

R 	EXPENSE PAYMENT  BY CASH 	 EXPENSES 	 "19 	CASH - PAID our 	 2 

S 	EXPENSE PAYMENT BY CHEQUE 	 EXPENSES 	 "19 	BANK • WfTFIDRAWALS 	 $ 

T 	EXPENSE PAYMENT BY CHARGE 	 EXPENSES 	 "19 	A/P - PAYABLE 	 11 
I j 	RETURNED PURCHASE FOR CASH 	 CASH - RECEIVED 	 ' 	I 	(PURCHASES) 	 ••18 

RETURNED PURCHASE FOR CREDIT 	 A/P PAID 	 'JO 	(PURCHASES) 	 "18 

W 	PAYMENT OF CHARGE PURCHASES 	 A/P PAID 	 5 

BANK - DEPOSITS 	

*10 	BANK • WITH 

4 	CASH . PAID 011F 2

DRAWALS  
X 	CASH BALANCE SHORT 	 EXPENSES 	 "19 	CASH-  PAID OUT 	 2 

y 	BANK DEPOSITS   
	

1 
z 	oussrs  CHEQUE RETURNED (NSF) 	 AIR  RECEIVABLE 	 • 7 	E1ANK - WITHDRAWALS 	 5 

AA 	BANK LOAN 	 BANK - DEPOSITS 	 . 	4 	OTHER LIABILITIES 	 14 

BB 	LOAN REPAYMENT BY CHEQUE 	 (OTHER LIABIL/TIES) 	 14 	. BANK - WITHDRAWALS 	 5 
CC 	INTEREST ON LOAN 	 EXPENSES 	 "19 	BANK • WITHDRAWALS 	 5 

DD 	INCREASE CAPITAUZATION 	 BANK DEPOSITS 	 4 	OWNER'S • INVESTMENT 	 15 

• 	Also posted to sub-ledger 	 A/r Account Reeeivabte 
•• 	Also posted to salet  purcttae, or erpense distribu tion 	 A/P Accounts Payable 

1 
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DAILY ENTRY SHEET 

DATE: 	 DAY: 	 

OPENING CASH - BALANCE 	 +  

PLUS: Cash - Received 

21 	Cash Sales (Food & Beverage) 	 + 22 	Plus: Cash Sales (Other) 	 +  
Equals: Total Cash Sales 	 = 	 + 	 • 

20 	Plus: Accts.  Roc.  -  Roc.  (rooms) 	 + 

21 	Plus: Accts Rec. -  Roc. (food &  bey.) 	+ 

22 	Plus: Accts Rec. -  Roc.  (other) 	 + 

7 	Equals: Accts  Roc.  - Rec 	 = 	 + 

17 GROSS REVENUE (TOTAL) 	 .. 

Less: Accu Rec. - Rec. 	

+. 

11 Plus: Sales Tax Collected 	

4r  
8 	Plus: Accts Rec. - Collected 

5 	Plus: Bank - WithdrawaLs 

16 	Plus: Other Income 	 + 

1 	CASH - RECEIVED 	 = 	 + 

LESS: Cash - Paid Out 

7 	Paid Outs for Room Guests 	 + 

18 	Purchases and Freight 	 + 

19 	Expenses 	 + 

10 	Accounts Payable - Paid 

4 	Bank - Deposits 	 + 

2 	CASH - PAID OUT 	 = 	 - 

EQUALS: Closing Cash Balance 	 = 

LESS: Actual Cash Balance 	 - 

2(1) 

19 	EQUALS: Cash Balance Short (Over) 	 . 
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Income Statement 

INCOME STATEMENT 
MONTH ENDED 	 19 

FOOD & 	 TOTAL 	YEAR 
ROOMS 	BEVERAGE 	OTHER 	PERIOD 	TO 

DATE 
COL 	 CŒ. 	 COL 	 COL 

GROSS REVENUE 	 20 	 21 	 22 	 17 	 + 

LESS: CO« a Goorla Sc4d 

Beginning Inventory 	 + 

PIE Purctuues 	 + 	23 	 24 	 25 	 le 

Goode Available for Sale 

LESS: Ending Inventory 	 - 

COST OF GOODS SOLD 	 . 	 - 

EQUALS: GROSS MARGIN 	 . 

f FÇS:  Direct apemen 

Payroll (Gross) 	 + 	2e 	 31 	 30 

Laundry 	 + 	27 	 32 

Liners 	 + 	25 	 33 

Supplia 	 + 	20 	 34 

Repairs and Ma/nut/lance 	 + 	30 	 35 

Other Direct Ewen.« 	 + 	 37 

DIRECT EXPENSES 	 . 	 • 

EQUALS: DEPARTMENT INCOME 	 . 

LF_SS: Indirect Emmaus 

Administrative Payroll  (Gros) 	 + 	 311 

Owner's Salary 	 + 	 313 

Legal arid Audit 	 + 	 40 

CoMit Card Commiesicas 	 '+ 	 41 

Insurance 	 + 	 42 

Bid Debu. 	 + 	 43 

Licensee, Pernis.  Tas 	 + 	 44 

Advertising — Saes Promotion 	 + 	 45 

Hest. Light. Power 	 + 	 40 

Repairs and Maintenance (General) 	 + 	 47 

Management ce Franchise Fee 	 + 	 48 

Interest 	 + 	 40 

Other 	 + 	 50 

DEPRECIATION 	 + 

INDIRECT EXENSES 	 4. 	 . 

EQUALS: INCOME FROM OPERATIONS 	 . 

PLUS: OTFIF-R INCOME 	 15 	 + 

EQUALS: NET INCOME BEFORE TAXES 	 . 

LF-SS: INCOME TAXES 	 . 

EQUALS: NET INCOME 	
. 

.i. 	 I 



PROFESSIONAL (PERSONAL SERVICE) FIRMS 

* One Book Accounting System 

* Expense Distribution 

* Daily Entry Sheet 

* Income Statement 

* Balance Sheet 

* Contract Work in Progress/Deferred Revenue Sheet 

* Accounts Receivable Ledger Card 

* Accounts Payable Ledger Card 

* Payroll Sheet 

* Individual Employee Record 
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1 Balance Sheet 

Balance Sheet 

As Of 	  

ASSETS 

CURRENT ASSETS 

Cash 	 + 

Bank 	 + 

Accounts Receivable 	 + 

• Inventory 	 + 

Other 	 + 

TOTAL CURRENT ASSETS 	 . 	 + 

FIXED ASSETS 

Land 	 + 

Building (net acc:umulated depreciation) 	 + 

Equipment (net accumulated depreciation) 	 + 

TOTAL FIXED ASSETS 	 = 	 + 

TOTAL ASSETS 	 . 

LIABILTTIF_S AND O'WNER'S EQUITY 

CURRENT LIABILI1ILS 

Accounts Payable 	 + 

Other 	 + 

TOTAL CURRENT LIABILITIES 

LONG-TERM LIABILITIES 	 + 

TOTAL LIABILITIES 	 = 	 + 

OVVNER'S EQUITY 

Ownees Capital 	 + 

Retained Earnings - At Beginning of Period 	 + 

ADD: Present Period Net Income 	 + 

TOTAL OVVNER'S EQUITY 	 = 	 + 

TOTAL LIABILITIES AND OVVNER'S EQUITY 	 . 
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Expense Distribution 

BIM 

DATE 	REMARKS 	CHEQUE OWNERS 	 rÀyaoti 	 RENT 	PROPERTY REPAIR a 	^tweak. 	AUTO. 	DELIVER y 	DUES 	NSURANCI INIINEST 	ILLIAL • 	SUPPLIES TELEPHONE 	71LAVEL 	U1ILIIIEs 	OD 1E14 
a 	MAIN  • 	TISING 	MOBILE 	 • 

NO 	DRAWINGS 	 BUSINESS  TENANCE 	 LICENSES 	 AUDIT 

NET PAY 	INCOME 	INSURANCE 	PENSION 	 TAX 

TAX  	

1 
1 

a 	 2 
. 	 a a 

• • 
5 

3 

6 
6 

1 
7 

B • 
11 • 

10 

1 
II 

12 

13 

$4 	
I. 

15 

10 	
II 

I 
II 

10 

19 	
II 

20 	
a, 

21 	
a 

22 	
, 

23 

24 	
a. 

25 	
e 

24 
 

27 

20 

29 

30 	 _ 

31 	 à. 
32 

33 

3. 

35 
4 

30 
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One Book Accounting System 

20 
• 	 _ 	 _ _ 

DATE 	REMARKS 	CHEQUE 	 CASH . 	 BANK 	 A000urrrs RECEIVABLE 	 ACCOUNTS PAYABLE 	0111ER 	0111ER 	OWNERS 	an lea 	tONI1LACT 	SERVICE 	DIRECT 	INDIRECT  
ASSETS LIABILMES NVESTMENI INCOME 	REVENUE 	REVENUE 	EXPENSES 	EXPENSES 

RECEIVED 	PAIDOUT 	BALANCE 	DEPOSTTS 	WITH. 	BALANCE  4SCEIVABI-C3DLLECTEÉ BALANCE 	PAID 	PAYABLE 	BALANCE 

DRAWALS  

IN 	OUT 	 IN 	OUT 	 IN 	OUT 	 IN 	OUT 	 IN(OUI) 	IN(OLIT) 	IN(.011T1 	OUT 	OUT 	IN 	IN 	IN  

1 

é2 

2 	 3 

3 	 • 

• 5 

5 
a 

5 	 1 

I 	 a 

8 	 ée 

lil 

i0 	

IL 

t 1 

12 

13 

14 

15 
It 

le 

I7 	 11 

le 	 ti 

19

0 

 

2 	

n 

n
2. 21 	

2 

23 	

1 

24 

 

25 	

l' 

20 	

2, 

22 	

2 

213 	

f 

213 	

à 

30 

à 
31 	

J 

32 

13 	

3 

34 

35 
	 _ 
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xi 
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DAILY ENTRY SHEET 

DATE: 	 DAY: 	  

- 	  
Opening Cash 	 + 

Plus: Cash - Received 

Cash Sales 

17 	Gross Sales 	 + 

18 	Less: Sales Fleturns 	 - 

7 	Less: Accounts Receivable - Receivable 	 - 

Equals: Cash Sales 	 = 	 + 

11 	Sales Tax 	 + 

8 	Accounts Receivable - Collected 	 + 

5 	Bank Withdrawals 	 + 

16 	Other Income 	 + 

1 	Cash Received 	 = 	 + 

Less Cash - Paid Out 	 - 

19 	Purchases & Freight 	 + 

20 	Expenses 	 + 

10 	Accounts Payable - Paid 	 + 

4 	Bank Deposits 	 + 

2 	Cash - Paid Out 	 - 

Equals: Closing Cash - Balance 	 = 

Less: Actual Cash Balance 	 - 

2 	1 
20 (20) 	Equals: Cash Balance Short (Over) 	 = 

9-1 



MONTH ENDED 	 19 

CURRENT MONTH 	 YEAR 
ca. 
# 	 TO 

DATE 

I 	[  
17 	C,ontract Revenue 

18 	Plus: Service Revenue 

16 	Plus: Other Income 

19 	Less: Program Direct Expenses 

• EQUALS: NET REVENUE 	 , 

L,ess: Agency Expenses 

Salaries and Wages 

21 	Owner's Dral.vings 

22 	Payroll - Net Pay 

23 	Payroll - Income Tax 

24 	Payroll - Insurance 

25 	Payroll - Pension 	 . , 	  
Occupancy 

26 	Rent 

27 	Property Tax 

28 	Repair and Maintenance 

General Expense \ 	  
29 	Advertising 

30 	Automobile 

31 	Delivery 

32 	Dues and Licenses 

33 	Insurance 

34 	Interest 

35 	Legal and Audit 

36 	Supplies 

37 	Telephone 

38 	Travel 

39 	Utilities 

40 	Other 

• Depreciation 

20 	• • TOTAL AGENCY EXPENSES 

EQUALS: Net Surplus From Operations 	
' 	

I 

* Depreciation is not taken from the One-Book spread-sheet, but is an adiustment discussed in 
this section. 

** This total should equal the expenses figure from Column 20 + the depreciation figure. 
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Balance Sheet 	
. 

As Of 	  

ASSETS 

CURRENT ASSETS 

Cash 	 + 

Bank 	 + 

Accounts Receivable 	 + 

Inventory 	 + 

Work in progress 	 + 

Other 	 + 

TOTAL CURRENT ASSETS 	 = 	 + 

FIXED ASSETS 

Land 	 + 

Building (net of accumulated depreciation) 	 + 

E,quipment (net of accumulated depreciation) 	 + 

Other 	 + 

TOTAL FIXED ASSETS 	 = 	 + 

TOTAL ASSETS 	 —. 

LUBILITIES AND OWNER'S EQUITY 

CURRENT LIABILITIES 

Accounts Payable 	 + 

Other 	 + 

TOTAL CURRENT LIABILITIES 	 = 

LONG TERM LIABILITIES 	 + 

TOTAL LIABILITIES 	 = 	 + 

OWNER'S EQUITY 

Owner's Capital 	 + 

Retained Earnings  -At  Beginning of Period 	 + 

ADD: Present Period Net Income 	 + 

TOTAL OVVNER 'S EQUITY 	 = 	 + 

TOTAL LIABILITIES AND OWNER 'S EQUITY 	 . 



JOB NO: 	 

RESPONSIBILITY 

BUDGET: 

CONTRACT: 	 

CONTACT PERSON: 

ADDRE-SS:  

TELEPHONE: 

Contract Work in Progress and Deferred Revenue Ledger Card 

WORK IN PROGRESS 	 DEFERRED  REVENUE  

DATE 	DESCRIPTION 	IN 	OUT 	BALANCE 	IN 	OUT 	BALANCE 

(Increase) 	(decrease) 	 (decrease) 	(Increase) 

94 
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Accounts Recevable Ledger Card 

ACCOUNT NUMBER 	 BILUNG DATE 	 ACCOUNT UMIT 	  

ACCOUNT CLASS 	  

COMPANY NAME 	 PHONE 	  

ADDRESS 	 ACCOUNT PAYABLE CONTACT 	  

CITY 	  

RESTRICTIONS 	1. 	  

	

2. 	  

• SPECIAL CIRCUMSTANCES 	  

DATE 	PAYMENT 	PURCHASE 	INVOICE 	QUANTITY 	DESCRIPTION 	BALANCE 

$ 	 $ 	 NO. 
-  	..._ 	 ... 	 ..... 

95 



	 ACCT. NO. 

SIIEET NO. 

DISCOUNT DEBIT CREDIT BALANCE 

• NAME 

• ADDRESS 

: DATE DETAILS 	 REF. 

• • 1 

ala am no am 	11•111 	mil an am mu am es • am • am 

Accounts Payable Ledger Card 

, f 
..' 1 

f 
j 	
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EMPLOYEE 

NAME 

EMPLOYEES DEDUCTIONS GROSS 

WAGES 

NEF 

WAGES 

11. am am am am ma Imal 	ow mu am um am aim • mil • • ma 

Payroll Sheet 

PAY PERIOD FROM TO 



..• 

Mo. 

: 

..• 

.•. 

..• 

DATE EMPLOYEE'S DEDUCTIONS GROSS 
WAGES 

NET 
WAGES 

Day Time 
Period 

; 

Individual Employee Record 

NAME 	 ADDRESS 	  

:. 	
. 

e 	 ; 	 , I 

	

: 	1 

, 	 . 

	

.• 	 1 
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e 	 • 
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:. 	 . 	 . 	 . 
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