Notes on Financial Records – Heading for each page

	A
	Date
	Enter the date that the deposit or the payment/deduction occurs.

	B
	Details 
	Write in the column either where the deposit comes from or to whom/which company the payment is made, whether it is  cheque or cash withdrawals.

	C
	Bank Account Balance
	This Cell has a formulas. Once you enter the Opening Bank Balance , Bank Account balance is automatically calculated. This balance should tally with your Bank Statement Balance.

	D
	Income
	In this column write only the amounts of money that you received to of your bank account.

	E
	Expenses
	In this column write only the amounts of money that you pay out of your bank account.

	F
	Cheque number
	Write here the date of your cheque or the bank cheque or the number of the deposit payment.

	G
	Printing
	This column is for any photocopying or printing..

	H
	Stationery
	This column is for any pens, pencils, highlighters, envelopes, paper, exercise books etc. that you buy.

	I
	Teaching resources
	This column is for books, CD’s, DVD, games, magazines, puzzles, resources that you buy to help with your teaching.

	J
	Wages
	Write here the net amount you pay to each teacher/instructor                                                                *net amount = the wages – tax*.

	K
	PAYG Tax
	Enter here any tax you pay on the wages in Column H.

	L
	Use of Premises
	This column is for recording any amount you pay to a school, community, church for the use of space to run your school.

	M
	Volunteer Expenses
	Record all expenses paid to Volunteers working for the school.

	N
	Purchase of Assets
	This column is for recording any amount you pay for Computer equipment, Furniture or Fittings for the school. Remember to keep a separate list of all asset items. Generally assets have longer life spans and expected to decline in value over the usage.

	O
	Miscellaneous
	Write here any dollar expense for which there is no special column – example: insurance, work cover, affiliation with the Ethnic Schools Association, electricity, phone, Internet, postage,  etc.

	P

	Total
	This column represents the  Total Expenses for each line Column - G to Column - O. The total at the bottom should tally with the Total Expenses of Column - E.

	Q
	Details
	Write in this column the details of Miscellaneous Exp  in Column-  O.


