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HOW TO WRITE CASH BOOK

Presently, maintenance of cash
book is a necessary for the maintenance
of financial matters in any institution or
school. The Head of the institution is
required to show an account of income
expenditure in the cash book.

If we know how to write the cash
book correctly, then there is no problem.
But we do not know how to write a cash
book, then it is necessary to take the
support of other knowledgeable persons.
If not properly marked information is not
in the cash book, there may be problems
at the time of audit.

The important information related to
the writing of cash book is presented
here pointwise.

-: Details of the main block (column) of
the cash book and the information to be



filled in them :-

The cash book has two pages. The first
page contains the income details
(recepts total) and the second page
details the Expenditure. Since both these
pages are represented single page.

(If you watch the video
below, you will understand all the
information in it.)

[A] First page :- Description of income
(receipts):-

2. Date :- In this section, the date of
receipt of income (inward) in any item is
marked, ie the date on which the school
or institution receives inward. Also on the
same date, it is also written in the
section of expenditure, irrespective of
whether expenditure has been incurred or
not.

2. Receipt Number :- In this section, when
the organisation receives an incoming
receipt for an item, its receipt is received
here. The number of that receipt is
acknowledged here.



Note :- If the amount in an item has been
deposited directly into the bank account,
then the acknowledgement number in
this section is filled nill. At present, the
amount of any item of any institution in
deposited directly in the bank account
itself, so in this section it is often written
nill (nirank).

3. Income Details:- In this section, the
details of the item for which the income
is received ie the amount is deposited,
are shown.

4. Ledger Page Number :- This column
shows the page number of the ledger
book which shows the income details.
That is, from this we get to know that the
details of the arrival are available on
which page number in the ledger.

5. Description Of Attainment :- This
section has 3 parts.

(@) CASH AMOUNT :- In this section, if
the institution receives the cash amount
inward, it is shown. But at present, the
cash amount is not received, so the
information in this section is filled only.



(b) Deposit in the bank :- In this section a
description of the amount that is
deposited in the bank account for an
item for in institution or school.

(c) Sum :- In this section, the sum of the
cash amount and Bank deposit is
written.

(B) Detail of second page expenditure :-

1. Date :- In this section, the date of
expenditure of the amount of
Expenditure is written.

2. Bill (Voucher) Number :- In this
section, the bill for the amount spent ie
voucher number is written. If any item
purchased for an institution or school we
get a bill from the shopkeeper. (This bill
should contain the TIN number and GST.)
We should write the number on this bill
according to the bill number of our
voucher file. The The shopkeeper's bill
number is return in the voucher, he does
not have to write it, but we should write it
in the cash book only by writing the
number next to the bill according to our



voucher file.

3. Expenditure Details :- In this column,
the details of the shop to which we pay
the cheque, cash or by any means, have
been pad according to the name of the

shop and the bill number.

4. edger Page Number :- In this section
the description of Expenditure is written
on the ledger page of the ledger, the
number of that page is shown.

5. Statement of Expenditure :- Three
points come under this section.

(a) Cash Expenditure :- This section to
the amount we pay to the shopkeeper in
cash and purchase the material.

(b) By Bank or Cheque :- In this section,
the details of the payment made by
giving cheque to the shopkeeper or
transfer to the bank account are shown.

(c) Sum :- The sum of the cash payment,
payment made by cheque or transfer in
the bank is written.



[C] Grand Total :- There are three sections
in each below the two pages of the cash

book.
(a) In the Income Page :-

1. Total attainment in the month :- In this
column (section), the sum of the amount
received in different items in the month
IS written.

2. Initial Balance :- In this section the
previous amount of the institution/
school bank account, is marked.

3. Grand Total ;- In the section, the total
receipts and the initial balance in the
month are written.

(b) In the page of Expenditure :-

1. Total Expenditure in the Month :- In
this section, the sum of all the
expenditure is spent on the amount of
money spent in different items in the
month.

2. Final Balance :- In this section, by
subtracting the amount spent from the
grand total of the section of total



Income.

3. Grand Total :- In this section, the total
expenditure and the final balance in the
month are written by adding.

In this way, information about the major
columns of the cash book should be
written. For your convenience two
pictures of the cash book are shown and
you can write a cash book by looking at
them. Apart from this you must watch
the video below to get a important
information. You can also download the
pages of cash book from the download
option.

Thank you.
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