
Office Procedures
Chapter 10

Maintaining Financial Records



Banking



� Deposits
◦ Deposit slip, 
● cash
● cheques
● coins

Banking



� Deposits

◦ Post-dated cheques
● Cheques dated for the future

◦ Stale-dated cheques
● Cheques dated more than 6 months ago

● Gov’t of Canada cheques are never stale-dated

Banking



� Deposits
◦ Deposit slip, 
● Cheque endorsements

● Blank endorsement

Banking



� Deposits
◦ Deposit slip, 
● Cheque endorsements

● Full endorsement 

Banking



� Deposits
◦ Deposit slip, 
● Cheque endorsements

● Restrictive endorsement

Banking



� Monthly Bank Statement

Banking



Accounts 
Payable/Receivable



� Invoice

Accounts 
Payable/Receivable



� EFT
◦ Electronic funds transfer
● Transferring funds from our bank account to our 

supplier’s bank account
● Similar to PayPal

Accounts 
Payable/Receivable



� Cheques
◦ Cheque with stub

Accounts 
Payable/Receivable



� Cheques
◦ Cheque with an accompanying register Image on 

page 179 (Figure 10-6)

Accounts Payable/Receivable



� Cheques
◦ Cheque with voucher

Accounts 
Payable/Receivable



� Bank statement  vs  our books
� Cancelled cheques
� Comparing the cheque register w/ bank stmt
◦ Looking for what is different/missing

Reconcile the Bank Balance



� ATM/ABM
� Preauthorized automated transfer
◦ Monthly bill payments

� Online bill paying
� PayPal

Electronic/Online Banking



� Purpose of the fund
� Who manages it
� Establishing the fund
� Reimbursing the fund

Petty Cash Fund



� Gross pay, net pay
� Required deductions
� Other deductions
� Remittance to gov’t

Payroll



� 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

� Income Statement
◦ A summary of the company’s revenues (income) and 

expenses over a specific period of time

Financial Statements



� 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)

Financial Statements



� End


