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Bookkeeping 

(A resource for community advice offices and community-based paralegals brought 
to you by NADCAO, from the Paralegal Manual published by the Education and 

Training Unit and the Black Sash.) 

Just as you keep records of meetings and letters, you also need to keep the 
records of the organisation's money. Bookkeeping means keeping records of 
all the money that you collect and all the money that you spend. 

Always keep every piece of paper connected with money, such as invoices, 
receipts and cancelled cheques. 

The books you keep must show: 

• Income 
all the money that comes into the organisation (fundraising, donations, 
and so on)   

• Expenditure 
all the money that is spent (for example on postage, petrol or 
stationery)   

• Balance 
the money that is left over at the end of each month  

You keep books so that members can always find out what happens to the 
money. You need to know how much money you have and how much you still 
need to collect. 

Opening a bank account 

When you put money into a bank, the bank opens an account for you. When 
you open a new account you must know: 

• What kind of account will be appropriate for your organization (savings, 
cheque)?  

• What is the name of your account?  
• Who will have authority to sign on the account (the signatories)?  

The easiest kind of account for an organisation to use is a cheque or current 
account. The committee of your organisation decides who is allowed to sign 
for money. The bank will only give money to those people whom they know 
are allowed to sign for money. There should be at least two (2) signatories to 
the account. This means two signatories must sign before money can be 
withdrawn from the account. The two signatories should be members of the 
management or executive committee who are usually available to sign 
cheques. It is better not to have any of the paid workers as signatories. 

The cheque book is used to draw money out of the account. Only those 
signatories who have authority to sign your organisation's cheque can sign a 
cheque. Cheques can also be used to pay someone directly, such as for rent 
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or electricity and are usually used for payments over R50. Money can also be 
transferred electronically into people’s accounts but if you want to implement 
an electronic system you will need to put strict guidelines and clear 
restrictions as to who will have the authority to do these transfers.  

Cash can be taken out of the bank to make small payments, such as for 
stamps, tea, paper and so on. This money is called petty cash. 

Putting money into the account - Putting money into the account is called 
making a deposit. When you deposit money you fill in a form at the bank 
called a deposit slip. A copy of the deposit slip will be given to you. You must 
file this for your records. 

• Taking money out of the account - Taking money out of the account is 
called a withdrawal. With a cheque account, you use a cheque to 
withdraw money. A cheque is a form that can be used instead of 
money. On the left hand side of the cheque is the STUB. The stub 
stays in the cheque book as your record of the cheques you sign. It is 
important to fill in the stub carefully. 

• The bank statement - Once a month you will receive a bank statement. 
This is a record of cheques issued in that month and of all the deposits 
and withdrawals made that month. 

 
Daily records 

The most important books that you must keep for your daily records are: 

• receipt book  
• petty cash vouchers and record book  

Receipts - When anyone hands any money into the organisation you must 
give them a receipt. This receipt proves that money was handed in. You give 
the original receipt to the person who gave in the money, and the duplicate is 
left in your receipt book. 

When you receive money you should deposit it in the bank as soon as 
possible. It must never be used as petty cash. 
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Petty cash 

 

You should keep some money in the office for small payments. If you need 
R100 for stamps, tea or milk, you will use petty cash to make these payments. 

How does petty cash work? 

• The treasurer draws an amount of money out of the bank, using a 
cheque. This amount could be R100 or more depending on what your 
monthly expenses are and how busy your office is.  

• This money is put in a locked metal box called a petty cash box.  
• If someone needs money to pay for something for the organisation, the 

treasurer will give it to them from the petty cash box.  

All the petty cash that is spent must be recorded on a petty cash voucher. 

The receipts or invoices or cash slips that you get when you pay for 
something must be kept. These slips should be pinned onto the petty cash 
vouchers. 
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The petty cash book 

At the end of each month the treasurer must record the information from all 
the vouchers into the petty cash book. You can use an ordinary school 
exercise book for the petty cash book. At the end of the month, the petty cash 
book must be balanced. 

To do this you must: 

1. Add up the expenditure column to get a total. This is called total 
expenditure.  

2. The treasurer must then put money back into the petty cash box the 
same amount of money he or she took out during the month. So, in 
other words, he or she must put back the total expenditure.  

3. He or she then records this under income and adds up the income 
column.  

 

 
Monthly income and expenses records 

- The cash book 

At the end of each month all the records you keep during the month are 
recorded in one book called the CASH BOOK. This includes all bank deposit 
slips, cheques, receipts and petty cash. You can buy cash books at 
stationery shops. 

The deposit slips are the records of the income. 
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The cheques and the petty cash book are the records of the expenditure. 

The income and expenditure are recorded in the cash book. 

The whole of the left hand page is the INCOME side of the cash book. The 
whole of the right hand side page is the EXPENDITURE side. 

 

In this example there are 5 main columns on the income left-hand page: 

• Receipt number  
• Date of receipt  
• Details 

Write the name of the person or organisation who gave the money.  
• Analysis columns 

The analysis columns tell us the kind of income it was, for example 
donations, subscriptions, books, sundries, and so on. You must decide 
how many columns you need and what headings you need for these 
columns. Sundries is for any kind of income - it is like a 'general' 
column (see the example below).  

• Bank 
The deposits you put into the bank account are filled in  this column.  

The amount from each receipt must be written in the correct analysis column. 
The amount is also written under bank when you deposit the money (see 
example below). 



 

A resource for community advice offices and community-based paralegals brought to you by NADCAO, 
from the Paralegal Manual published by the Education and Training Unit and the Black Sash. 

 

All the cash and cheque payments and bank charges are recorded on the 
expenditure page. This is the right hand page of the cash book. 

In this example there are 5 main columns on the expenditure page: 

• Cheque number (the actual number of the cheque not the amount)  
• Date of each cheque  
• Details 

Write the name of the person or organisation to whom the cheque was 
made out. For a cash cheque, write 'cash' and what the cash was used 
for (for example petty cash).  

• Analysis 
The analysis column tells you what your expenses were, for example 
petty cash, rent, printing, transport, sundries, and so on. You must 
decide how many columns you need and what headings you need for 
the columns.  

• Bank 
You write down any withdrawals from the bank.  

All expenditure must be written in the correct analysis column and under 
bank. Bank charges are always recorded under 'sundries'. 

- Balancing the cash book 

After you have recorded the income and expenditure, you need to work out 
how much money is left over at the end of the month. This is the balance. To 
get the balance, subtract the expenditure from the income. 
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For example, if your total income for May 2009 was R12 571 and the total 
expenditure was R10 305. To find out how much money was left over subtract 
R10305 from R12 571. 

The balance is R2 266.  The balance in your cash book should be the same 
as the balance in your bank account. 

- Adding up the analysis columns 

The analysis columns tell us what kind of expenditure and what kind of 
income there was. The analysis columns help us to answer questions like 
'how much money did we get from subs from members in May 20...... To 
answer this kind of question you need to find the totals for each analysis 
column. 

 

Monthly report-backs 

The treasurer must give a monthly report to the management or executive 
committee on the income and expenses of the organisation for that month. All 
the books should be up-to-date for the reportback, for example, the petty cash 
book and the monthly cash book. The treasurer should have all the cash slips, 
bank statements, cheque book stubs, invoices, petty cash vouchers, receipts 
and so on, at the meeting in case there are questions from the committee. 


