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Аll rіghtѕ rеѕеrvеd.
Тhіѕ dосumеnt іѕ gеаrеd tоwаrdѕ рrоvіdіng еxасt аnd rеlіаblе іnfоrmаtіоn wіth rеgаrdѕ tо thе tоріс аnd іѕѕuе соvеrеd. Тhе рublісаtіоn іѕ ѕоld wіth thе іdеа thаt thе рublіѕhеr іѕ nоt rеquіrеd tо rеndеr ассоuntіng, оffісіаllу реrmіttеd, оr оthеrwіѕе, quаlіfіеd ѕеrvісеѕ. Іf аdvісе іѕ nесеѕѕаrу, lеgаl оr рrоfеѕѕіоnаl, а рrасtісеd іndіvіduаl іn thе рrоfеѕѕіоn ѕhоuld bе оrdеrеd.

- Frоm а Dесlаrаtіоn оf Рrіnсірlеѕ whісh wаѕ ассерtеd аnd аррrоvеd еquаllу bу а Соmmіttее оf thе Аmеrісаn Ваr Аѕѕосіаtіоn аnd а Соmmіttее оf Рublіѕhеrѕ аnd Аѕѕосіаtіоnѕ.

Іn nо wау іѕ іt lеgаl tо rерrоduсе, duрlісаtе, оr trаnѕmіt аnу раrt оf thіѕ dосumеnt іn еіthеr еlесtrоnіс mеаnѕ оr іn рrіntеd fоrmаt. Rесоrdіng оf thіѕ рublісаtіоn іѕ ѕtrісtlу рrоhіbіtеd аnd аnу ѕtоrаgе оf thіѕ dосumеnt іѕ nоt аllоwеd unlеѕѕ wіth wrіttеn реrmіѕѕіоn frоm thе рublіѕhеr. Аll rіghtѕ rеѕеrvеd.

Тhе іnfоrmаtіоn рrоvіdеd hеrеіn іѕ ѕtаtеd tо bе truthful аnd соnѕіѕtеnt, іn thаt аnу lіаbіlіtу, іn tеrmѕ оf іnаttеntіоn оr оthеrwіѕе, bу аnу uѕаgе оr аbuѕе оf аnу роlісіеѕ, рrосеѕѕеѕ, оr dіrесtіоnѕ соntаіnеd wіthіn іѕ thе ѕоlіtаrу аnd uttеr rеѕроnѕіbіlіtу оf thе rесіріеnt rеаdеr. Undеr nо сіrсumѕtаnсеѕ wіll аnу lеgаl rеѕроnѕіbіlіtу оr blаmе bе hеld аgаіnѕt thе рublіѕhеr fоr аnу rераrаtіоn, dаmаgеѕ, оr mоnеtаrу lоѕѕ duе tо thе іnfоrmаtіоn hеrеіn, еіthеr dіrесtlу оr іndіrесtlу.

Rеѕресtіvе аuthоrѕ оwn аll соруrіghtѕ nоt hеld bу thе рublіѕhеr.

Тhе іnfоrmаtіоn hеrеіn іѕ оffеrеd fоr іnfоrmаtіоnаl рurроѕеѕ ѕоlеlу, аnd іѕ unіvеrѕаl аѕ ѕо. Тhе рrеѕеntаtіоn оf thе іnfоrmаtіоn іѕ wіthоut соntrасt оr аnу tуре оf guаrаntее аѕѕurаnсе.

Тhе trаdеmаrkѕ thаt аrе uѕеd аrе wіthоut аnу соnѕеnt, аnd thе рublісаtіоn оf thе trаdеmаrk іѕ wіthоut реrmіѕѕіоn оr bасkіng bу thе trаdеmаrk оwnеr. Аll trаdеmаrkѕ аnd brаndѕ wіthіn thіѕ bооk аrе fоr сlаrіfуіng рurроѕеѕ оnlу аnd аrе thе оwnеd bу thе оwnеrѕ thеmѕеlvеѕ, nоt аffіlіаtеd wіth thіѕ dосumеnt
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INTRODUCTION
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It is an act of accounting to count the money in your wallet or bag. You also perform a bookkeeping role if you ever notice how much you have. You still count things in daily life without worrying about accounting twice. For example, before setting the table at home, you count the plates. When you are out of town, you count the number of e-mails you receive. Even a move like looking at your watch and thinking about how long you have before your next appointment is an accounting process.

Accounting and accounting services include auditing, tax services, management consulting services, general accounting, cost accounting, budgeting, and internal auditing. Because your company is a non-profit organization, these programs are important to your everyday business. Your charity can't survive the long distance without them. Following that transparency, it is important to understand how to monitor and account for the daily activities of your non-profit. Keeping non-profit books is fun. Having federal grants to support the services alleviates financial stress. For your financial audit to have a clean health check adds credibility. I dedicate this book to all non-profits, which offer the sector credibility by keeping its books in order.

This book is a guide that you can gather from time to time for the following steps during your accounting cycle: 

	Your non-profit is entering into a second party agreement.

	You or your workers create a business document, like a sales invoice, which leaves a paper trail.

	In your first file, your journal, you or your employee records the transaction.

	You add the transaction to the main directory.

	You match the overall panel and plan a test score. Your reference balance checks the exactness of the account balances (debit and credit).

	You are managing your accounts.


This book acts as a tool to help you achieve the ultimate goal of a well-organized and reliable financial statement, no matter where you are in the accounting process.
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CHAPTER 1 :
BOOKKEEPING BASICS
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Many small business owners do not always like to carry out 'power' duties while loving to work in their chosen field. Many business owners tend to use the credentials of a professional bookkeeper. Some may want to give their accountant their bag full of receipts and hope that a useful set of accounts will come out at the end of the accounting carton! We help demystify the role of a bookkeeper in this book. You may just begin a business and therefore can't afford the services of a bookkeeper yet! Find this book as a checklist of jobs to be done.

The Basics

You probably have great ideas to run your own company like most business-people and just want to start up. However, you do not want to be distracted by the little things you're using, like keeping a detailed record of every penny you spend. Oh, you're not in a sprint; slow down! You can't measure the progress (or failure, unfortunately) of your business activities if you don't carefully plan your bookkeeping program and figure out exactly what financial details you want to track. When done correctly, bookkeeping gives you an outstanding indicator of how well you perform and offers plenty of knowledge all year round. Such information helps you test your business strategy’s financial success and make any necessary adjustments to your income targets early in the year.

Basic Accounting Methods

You can't keep accounts when you learn how to do so by looking at basic accounting methods. The two primary forms of accounting are cash and accrual accounting. The main difference between these two approaches is how much sales and transactions you report in your accounts. You only report transactions when cash changes hands if you choose cash-based accounts. If you are using accrual accounting, even if the cash does not change hands, you report the transaction when it is done. SuForample, suppose that your company buys products for sale from a manufacturer but does not actually pay for these items for 30 days. If you use cash-based accounting, you will not report the payment until the supplier has actually deposited the cash. If the accounting is used, the payment is reported when you acquire the goods, and the future debt is documented in the Trade Creditors account. HM Revenue & Customs, which are interested in all UK companies, only support the accrual form of accounting. Therefore, you can't actually use a cash-based account. However, A special concession for smaller enterprises allows them to use a form of cash-based VAT accounting. In essence, on a cash-based accounting, you will complete your VAT return.

Understanding Capital, Liabilities, and Assets

A growing company has three key financial pieces that need to be kept in balance: assets, capital, and liabilities. Of course, those might be foreign concepts for some of you, so perhaps an accounting first is in order. We use the example of buying a house with a mortgage. The house you buy is an asset; that is, you own something of value. You don't all own it in the first year of the mortgage but by the end of the mortgage period (typically 25 years). The hypothecary is a liability or a debt you owe. As the years go by, and you decrease mortgage (liability), your capital or property ownership increases. In a nutshell, that's it. Assets include everything that the company owns, including cash, assets, houses, equipment, and vehicles. Capital includes claims on assets based on their site are of ownership of the company. Liabilities include all the companies owed to others, including supplier payments, the balance of credit cards, and bank loans.

The formula to balance the books includes these three elements: 

Assets = Capital + Liabilities 

Introducing Credits and Debits 

You have to reform your thinking on two common financial terms: debits and loans in order to keep the books. Most non-bookkeepers and non-accountants find loans to be subtracted from their bank accounts. The opposite is true of credits-credits are generally regarded as modifications to their accounts, usually in the form of refunds or corrections for account holders. Okay, forget about everything you think you know about debits; double-entry bits and credits in the field of bookkeeping are entirely different species. Since bookkeeping requires double-entry bookkeeping, for every transaction, you must make at least two entries – a debit and a loan – in your bookkeeping system. It only depends on the type of transaction, whether the debit or credit adds or subtracts from an account. All this debit, credit, and double entrance sounds confusing, but we guarantee that this method will be much clearer as you work through the novel.

Diagraming Your Bookkeeping Course 

Payments in books cannot just be performed willy-nilly. You will know exactly where these transactions fit in with the broader accounting system. To find out where it goes, use your Account Chart that essentially shows all the accounts your company has and the types of transactions you make.

Discovering Various Types of Business 

Before you start up, you are wise to sit down and think about your business structure. For instance, if you are a window cleaner, if you see yourself just doing your own rounds and not working with anyone else, it would be more than acceptable if you start-up ole trader.

Controlling and Planning your Activities

Many businesses only start-up and trade from day to day without any real plan or control of the activities they conduct. Many businesspeople get so distracted that they constantly fight a fire and lack real direction. We like checklists because they help to coordinate the bookkeeping tasks in an organized and methodical way. This organizational degree helps you to store and update your accounts day by day or even week by week. You can always continue quickly and easily from where you left off.

Establishing Internal Controls

ways business owners must ensure that tight controls are kept on cash and the use of that cash. And one of the best ways of establishing this control is by placing internal restrictions on who can enter your books’ information and who can use it. You also need to carefully control who can accept cash receipts and spend the cash of your business. The correct division of duties lets you protect your company’s properties from errors, theft, and fraud.

Maintaining and Defining a Ledger

You may be confused with words such as magazines, books, articles, journals, and accounts. Most of these terms originated from conventional bookkeeping practices of handwritten records in big ledgers in cloth. These looked like papers, so bookkeeping is the term – keep financial records in the books! The books are also called journals or booklets (we told you that it was a bit confusing!). Typically, you would have one book for your sales, one for shopping, and a general one for all (often known as General Ledger). Often companies will keep a separate cash register, which tracks earned cash and paid cash. Many people now use computers to make their accounts (to help our busy lives). The easiest collection of records can be made on a table, but we do not encourage it since errors can be made easily, and you must have to find an appropriate way to balance accounts.

The word ledger is common to most computerized accounting systems: 

Sales Ledger: A ledger with all individual customer accounts and balance sheets. Sometimes this directory is referred to as Customer Ledger or Debtors Ledger.

Purchase Ledger: A folder with all the accounts and balances of each manufacturer. This directory is sometimes known as the Ledger or Ledger suppliers.

Nominal document: A booklet that contains balances and events for all of the company's nominal accounts. This booklet is also known as the Ledger General.

Cashbook: In Sage, in particular, you can have a variety of current bank accounts and small cash accounts under the general heading 'Money.' In this section of the accounting system, any cash earned or paid is reported.

Accounts: Clearly, for all ledgers, a collective term. The nominal booklet is the core of your bookkeeping method. You keep in this book a list of all your accounts and the financial activities carried out during the year.,

You can use each Nominal Ledger account’s balance to produce your monthly, quarterly, or annual financial reports. These account summaries can also be used to build internal relationships that help you make key business decisions.

Managing Daily Finances By Using Bookkeeping Tools

Daily Finance Management Bookkeeping Software After you set up your business books and enforce your internal controls, you are ready to use the systems you have built to handle your business 'day-to-day work. A well-structured bookkeeping system makes it much easier to handle the finances of your company.

Sales Monitoring 

Everyone wants to know how good sales are. You can easily get the numbers on a daily basis if you keep your books up to date and reliable. You can also see sales patterns every day, weekly, or monthly if you deem appropriate. Use the information collected through the bookkeeping system to control sales, analyze customer promotions, and track product returns. All three elements are essential to ensure the quality of your products 'sales.

If you find that you have to offer discounts more often to increase sales, you


Keeping Stock 



Running Accuracy Checks 


Checking the Cash and Bank 


Checking your Balance 


Making Bookkeeping Corrections


Financial Reports Preparation




Assets = Capital + Liabilities 



Payroll Handling


Works with your Accountant 



KNOWING MORE ABOUT BOOKKEEPING


Bookkeeping: Record-Keeping of Business World 






Bookkeeping Terminologies








Profit and Loss Statements 






Other Common Terms












Scaling Through the Accounting Cycle


	Transactions: The cycle starts with the financial transactions. Selling or returning a commodity can be included in transactions, buying arrangements for business purposes, or any other financial operation requiring the exchange of assets of the company; setting up or paying off debt; or depositing or making payments of money to owners of the enterprise. Both revenue and expenditures must be reported as transactions. They address more comprehensive transactions in the book by explaining how basic business practices can be documented – revenue reporting, acquisitions, asset acquisition or disposal, new debt collection, or debt payments.





	Reconciliations: You must update your bank account(s) and ensure that your bank entries have been correctly reported until you have completed all your transactions.

	Trial balance: You are planning a trial balance at the end of the accounting period (which could be a month, quarter, or year depending on the business practice). You must then check every Trial Balance account to ensure that it is correct.

	Adjusting the journal entries: You would have to make changes to certain accounts after checking the trial balance in order to make corrections. You also have to pay for asset depreciation and compensate for one-time payments (such as insurance). These must be distributed annually in order to balance monthly expenses with monthly revenues more effectively. After you make the changes, run another Trial Balance to make sure you're satisfied with the accounts.

	Financial statements: You are using the revised balance sheet and profit and loss statement.

	Book closure: You close the Revenue and Expense accounts books and start the whole process again. All financial reports are closed at the end of the fiscal year (year-end). This means that income and expense accounts will begin at the beginning of the new accounting year with a zero balance. In comparison, the company carries over the balance of assets, liabilities, and resources from year to year, so the business doesn't begin every period by selling old assets and purchasing new assets, repaying and then taking on debts or settling all claims for the owners and retrieving the money again.


Understanding Various Accounting Strategies




Understanding the Limitations of Cash-based Accounting 









Using Accrual Accounting




Double-Entry Bookkeeping



Essential Rules of Bookkeeping




















Practicing With This Example:










Cash Accounting and Accrual Accounting 



"CASH" AND "ACCRUAL" ACCOUNTING






	Revenue transaction/Sales



Method of accounting used:





	Purchase-transaction.













Consult with Your Tax Accountant 


Advantages and Disadvantages of the Two Methods






















Can You Change Methods Yearly?








































What are Deductible Expenses?











	Completely deductible expenditures: All expenses incurred in your company shall be deductible for the year in which they arise, and your net profit shall be diminished by the sum thereof unless they are significant costs falling into the category of depreciable assets. Expenses would have to be listed for tax purposes, and receipts for verification will be readily recoverable.

	Depreciable expenses: When you buy a business property with an expected life period of more than one year that is not planned for resale, the property is considered depreciable. The expense (generally over $100) shall be calculated for more than a year, and a depreciation deduction shall be asserted over the useful life or recovery period of the property. Such types of material assets include structures, cars, machinery, and equipment and intangible property such as copyrights or franchises. Depreciation shall take place at a fixed rate. This part is deducted as an expense for the current year. Under Section 179 of the Code, you may opt not to view all or part of the cost of such qualified properties as a depreciable income but as an expense. The average expense for a tax year you can choose to subtract has been raised in 2005 to $102,000 and in 2006 to $108,000. This cap shall extend to each taxpayer and not to each taxpayer's company.




















































WHY BOOKKEEPING IS IMPORTANT FOR SMALL BUSINESSES
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