Office Procedures

Chapter 10
Maintaining Financial Records
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Banking




Banking

1 Deposits
- Deposit slip,
e cash
e cheques
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Banking

1 Deposits

- Post-dated cheques
e Cheques dated for the future

- Stale-dated cheques
e Cheques dated more than 6 months ago

e Gov't of Canada cheques are never stale-dated

\



Banking

1 Deposits
- Deposit slip,
e Cheque endorsements

e Blank endorsement




Banking

1 Deposits
- Deposit slip,
e Cheque endorsements

e Full endorsement
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Banking

1 Deposits
- Deposit slip,
e Cheque endorsements

e Restrictive endorsement




Banking

1 M
onthly Bank Statement

D Wb \AMES ST. PO BOX 4000 CHEQUING ACCOUNT STATEMENT
VICTORIABC \VBX 3X4 1.800-565-565° page : 10!
—
JOHN JONES Statemers period W
1643 DUNDAS ST W APT 27 2003-10-091° 2003-11-08 00005-
— TORONTO ON MBK 1V2 123-456-7

20031 0-08 Previous palance 0.55
2003—‘\0—14 payroll Deposit - HOTEL 694 .81 £695.36
2003-1 o-14 \Web Bill Payment - MASTERCARD 9685 200.00 495.36
20031 0-16 ATM W‘\thdrawa\ - \NTERAC 3990 21.25 A741
2003-1 0-16 Fees - \nterac 1.50 47261
20031 0-20 \nterac purchase - ELECTRON\CS 1975 299 469.62
2003-1 0-21 Web Bill Payment - AMEX 3314 300.00 169.62
2003-1 0-22 ATM W'\thdrawa\ _FIRST BANK 0064 100.00 69.62
20031 0-23 Interac purchase - SUPERMARKET 1559 29.08 40.54
20031 0-24 Interac Refund - E\_ECTRON\CS 1975 299 4353
2003-1 0-27 Telephon€ Bill payment - VISA 2475 6.77 36.76
2003-1 0-28 payroll peposit - HOTEL 694 .81 731.57
20031 0-30 Web Funds Transfer - From SA\I\NGS 2620 50.00 781.57
2003-1 1-03 P re-Auth. Paymenl - \NSURANCE 33.55 748.02
2003-11 03 Cheque NoO. - 409 100.00 648.02

2003-11 -06 Mortgage payment 710.49 6247
2003-11 .07 Fees- Overdraﬂ 5.00 6747
~nn2.11-08 Fees- nonthly 5.00 7247

i\ e i 1,51 563 1.44261



Accounts
Payable/Receivable
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Accounts
Payable/Receivable

0 EFT

> Electronic funds transfer

e Transferring funds from our bank account to our
supplier’s bank account

e Similar to PayPal
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Accounts

Payable/Receivable

1 Cheques
- Cheque with stub




Accounts Payable/Receivable

1 Cheques

- Cheque with an accompanying register Image on
page 179 (Figure 10-6)
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Accounts

Payable/Receivable
1 Cheques

- Cheque with voucher




Reconcile the Bank Balance

1 Bank statement vs our books

1 Cancelled cheques

1 Comparing the cheque register w/ bank stmt
- Looking for what is different/missing

Bank Reconciliation
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Cash Book A y/\\ Bank Statement
Balance = Balance
$1500 $1760
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Electronic/Online Banking

1 ATM/ABM

1 Preauthorized automated transfer
> Monthly bill payments

0 Online bill paying
1 PayPal




Petty Cash Fund

1 Purpose of the fund

1 Who manages it

1 Establishing the fund
1 Reimbursing the fund




Payroll

1 Gross pay, net pay

1 Required deductions
1 Other deductions

7 Remittance to gov’t




Financial Statements

1 Balance sheet
- A list of what the company owns—its assets
> A list of what the company owes—its liabilities

- The difference between the two—its net worth or
equity

1 Income Statement

- A summary of the company’s revenues (income) and
expenses over a specific period of time
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Financial Statements

1 Headings on statements
- Who - name of the company
- What - name of the statement

- When - date of the statement (balance sheet) or the
period of time covered by the statement (income
statement) A
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