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THE FOLLOWING MATERIAL IS ONLY A GUIDELINE. IF YOU ALREADY HAVE A SET OF BOOKS USED BY YOU AND/OR YOUR ACCOUNT OR IF YOU ARE USING ACCOUNTING SOFTWARE AND YOU CAN PROVIDE ALL THE INFORMATION AS OUTLINED IN THE ATTACHED APPENDICES, THEN YOUR BOOKKEEPING SYSTEM SHOULD BE ADEQUATE.
INTRODUCTION AND GENERAL INSTRUCTIONS FOR THE USE OF THIS BOOKLET.
INTRODUCTION
The Chapter 13 Trustee's Office is providing the following information in an attempt to assist you in successfully completing your Small Business Chapter 13 Plan.
GENERAL INSTRUCTIONS FOR THE USE OF THIS BOOKLET
The following instructions must be followed to properly use these materials in the recording of your business transactions:
1.	
You must have a bank account established and use exclusively for your                                                                                           business. DO NOT mix any of your personal checking or banking needs with this business account.
2.
ALL money taken into the business must be deposited into the business bank account and all money spent by the business must be drawn from the account by check. This will provide a good record of the cash into and out of the business.
3.
The four journals with complete instructions provided in the appendices of this booklet are for your use if you do not have an existing accounting system. There are the Cash Receipts Journal, to be used to record all cash and/or checks received by the business; the Cash Payments Journal, to be used to record all cash and/or checks payments made by the business; the Sales Journal, to be used to record all sales on account; and the Purchases Journal, to be used to record all purchases on account. Included in the appendices, there is a sample page related to each journal. You should purchase 13-column journal paper from an office supply store to use for the journals. Each of the journals must be set up by writing at the top of the columns the appropriate headings as shown on each of the given sample pages. You need one page for each journal to begin. At the beginning of each month, you should start a new page for each journal and the monthly total entered at the bottom of the page
4.
Please follow all the directions carefully. If you have any questions, talk with your attorney. The benefits of an accounting system should be apparent to you in running a successful business. 
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GENERAL INFORMATION AND DIRECTIONS FOR THE CASH RECEIPTS JOURNAL
GENERAL INFORMATION
1.
The object of the Cash Receipts Journal is to record all cash amounts received and the reason for the receipt. Therefore, the amount will always be written in the cash column and the reason for the receipt will be recorded by writing the same amount in the column with the appropriate heading.
2.
ALL receipts of cash and/or checks must be recorded daily as received.
3.
A new page should be started for each month, and the column can be totaled at the end of each month.
4.
All money taken in should be deposited to the business checking account.
DESCRIPTION AND USE OF EACH COLUMN IN THE CASH RECEIPT JOURNAL
Refer to the sample journal page for Cash Receipts Journal in the appendices.
Date Column - All receipts should be written into this journal on the day of the receipt and that date placed in this column.
1.
Name of Payer Column - List clearly the name of the individual, company, or organization paying your company.
2.
Check Number(#) or Source Column - The number of the check that you received should be written in this column or, if cash is received, enter "cash".
3.
Cash Column - Every line should have an amount in the cash column. This amount will be the actual amount of cash or the check that is listed.
4.
Sales Column - If the reason that you received the cash was the sale of merchandise or services, an amount equal to the amount in the cash column should be entered in this sales column. In the note column, enter the amount of sales tax collected on the given sale.
5.
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Accounts Receivable (A/R) Column - If the reason that you received cash was in payment of an account due your business, enter the same amount that was entered in the cash column
6.
Sales Discounts Column - If you offer a discount to customers on your A/R and the payment of the account reflects this discount taken, the amount of the discount will be entered in this column. The gross amount of the A/R being paid will be entered in the 
A/R column and the actual amount of cash received entered in the cash column.
7.
Other Income Column - The amount entered in this column will represent the earned receipts for all reasons other than sales. An example might be rental income, commissions, or dividend income. This will NOT include such things as loans or sale of equipment. If you are not sure, enter amount in the miscellaneous account column and describe the source of the money clearly.
8.
Customer Deposits - If the source of cash is a deposit or advance given to you by a customer, the amount received should be entered in this column.
9.
Miscellaneous Account Column - If the reason the receipt of cash does not fall into one of the columns listed or if you are unsure, you should enter this amount under this column in the sub-column designated "amount" and briefly describe the source of the receipt in the sub-column headed "description". An example would be a loan from the bank for $4,000.00 would be listed under description as "bank loan" and the amount as $4,000.00.
10.
Deposit Memo and Other Notes Column - The column should show the date and amount of the deposits to your business bank account. Also, any additional information which you feel is necessary for complete records should be entered in this column.
11.
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GENERAL INFORMATION AND DIRECTIONS FOR THE CASH PAYMENTS JOURNAL
GENERAL INFORMATION
1.
The object of the Cash Payments Journal is to record all check/cash amounts paid out of the business and the reason for each payment. Therefore, every time a check is issued, you will need to write the amount of the check in the cash column and list the reason for which the check was written by entering the amount in the appropriate column.
2.
ALL monies paid out of the business should be done by the issuance of a check.
3.
All check numbers should be listed in the Cash Payments Journal. If a check is "voided", the word VOID should be written in the column headed "Name of Payee" and the check number listed.
4.
If a petty cash fund is necessary, a check should be written to "Petty Cash" and within the petty cash fund there should be a list maintained of all expenses paid from that fund.
5.
A new page should be started for each month and the column totaled at the end of each month.
DESCRIPTION AND USE OF EACH COLUMN IN THE CASH PAYMENTS JOURNAL
Refer to the sample journal page for Cash Payments Journal in the appendices.
1.
Date Column - All payments of cash by issue of a check should be written into this journal on the day of payment and that date entered into this column.
2.
Name of Payee Column - The name of the individual, company, or organization that the check is written to should be recorded into this column.
3.
Check Number(#) Column - The number of the check should be listed in this column. Remember to account for all check numbers.
4.
Cash Column - Every line in this journal should have an amount in the cash column. This amount will be the actual amount paid by the check issued.
5.
Accounts Payable (A/P) Column - If the check was issued in payment of an account owed by your company, the amount should be entered in this column and also entered into the cash column.
6.
A/P Discounts Column - If you were offered a discount on your payment of an account (i.e., 2/10, N/30), the amount of the discount taken to reduce your cash payment should be entered in this column and the total amount originally due entered into the A/P Column. The difference between these will be the amount of the check issued and that amount should be written in the cash column.
-4-
7.
Purchases Column - If the check was issued to purchase merchandise or inventory, the amount of the check should be entered in this column.
8.
Rent Column - If the check was issued to pay rent on the place of business, the amount of the check should be entered in this column.
9.
Supplies Column - If the check was issued to purchase supplies to be used in your business (NOT items for resale), the amount should be entered in this column.
10.
Salary and Wage Column - If the check was issued in the payment of wages or salary, the gross amount should be entered in this column and the amounts withheld for Federal Income Taxes, State Income Taxes, City Income Taxes, and FICA (Social Security) Taxes should be listed in the Notes column.
11.
Auto and Trucking Expense Column - If the check was issued to pay operating expenses of the vehicle or for the lease payment of the vehicle, the amount of the check should be entered in this column. If the vehicle was purchased on an installment payment plan, the check issued for the monthly payment should be entered in the Miscellaneous Account column with a description so indicating. If a vehicle is purchased for cash, the total amount paid should be entered in the Miscellaneous Account column with an appropriate description.
12.
Miscellaneous Account Column - Note that there are two sub-columns under this heading. When you cannot list the reason for cash payment by check in one of the other columns, you should list the transaction in this column with the type of expense indicated in the description column and the amount of the check shown in the amount column.
13.
Notes Column - This space is provided for you to use if you are unable to determine what to do with an expense classification or you are unsure about the way you have listed a transaction. Enter a complete but brief description of the transaction in this column so that it may be properly recorded later.
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GENERAL INFORMATION AND DIRECTIONS FOR THE SALES JOURNAL
GENERAL INFORMATION
1.
ONLY the sale of inventory or merchandise ON ACCOUNT should be listed in this Sales Journal.
2.
For every sale on Account, the amount of the sale will be listed in the sales column and also in the A/R column.
3.
A new page should be started for each month and the column should be totaled and amounts recorded at the bottom of the page at the end of each month.
DESCRIPTION AND USE OF EACH COLUMN IN THE SALES JOURNAL
Refer to the sample journal page for Sales Journal in the appendices.
1.
Date Column - The date of the sale should be listed in this column.
2.
Name of Individual or Company Column- The name of the buyer should be listed in this column so they can be clearly identified.
3.
Sales Column - The amount of the sale before taxes were added should be entered in this column.
4.
Sales Tax Column - The amount of sales tax added to the sale should be entered in this column.
5.
Accounts Receivable (A/R) Column - The total amount due from the customer (the sale + sales tax) should be entered in this column.
6.
Notes Column - If you are unsure about the recording of a transaction, make a complete note in this column so that it may be properly evaluated later.
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GENERAL INFORMATION AND DIRECTIONS FOR THE PURCHASES JOURNAL
GENERAL INFORMATION
1.
ONLY the purchases of items ON ACCOUNT should be listed in this Purchases
Journal.
2.
For every purchase on Account, the amount will be listed in the A/P column and the type of items purchased will be shown in one of the other columns.
3.
A new page should be started for each month and the column should be totaled and amounts recorded at the bottom of the page at the end of each month.
DESCRIPTION AND USE OF EACH COLUMN IN THE PURCHASES JOURNAL
Refer to the sample journal page for Purchases Journal in the appendices.
1.
Date Column - The date the purchase is made should be entered in this column.
2.
Name of Creditor Column - The name of the individual, company, or organization from whom you made the purchase should be listed in this column.
3.
Accounts Payable (A/P) Column - All transactions on account should be listed in this column. This indicates that an obligation exists for the amount of purchase.
4.
Inventory or Merchandise Column - If the purchase was inventory or merchandise held exclusively for resale or inclusion in the product, the amount of the purchase should be shown in this column. Remember, only purchases on account belong in this journal.
5.
Supplies Column - If the purchase on account was supplies to be used in your business and NOT to be resold, the amount of the purchase should be listed in this column.
6.
Miscellaneous Accounts Column - If there was a purchase on account of anything other than supplies or merchandise, this purchase should be described in the description column and the amount of the purchase in the amount column.
7.
Notes Column - If you are unsure about the way to record a purchase on account transaction, make a note in this column so it may be considered later.
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BUSINESS PROFIT/LOSS STATEMENT
1.	Gross Receipts or Sales
2.	Cost of Goods Sold
3.	Gross Profit (subtract line 2 from line1)
4.	Other Income
5.	Gross Income (add lines 3 and 4)
EXPENSES (do not list Chapter 13 Plan payment
6. 	Business Property Rent/Lease
7.	Salaries and Wages of Employees
8.	Employee Benefits
9.	Equipment Lease Payments
10.	Depreciation Expense
11.	Supplies
12.	Utilities
13.	Telephone
14.	Repairs and Maintenance
15.	Miscellaneous Office Expense
16.	Advertising
17.	Travel and Entertainment
18.	Professional Fees
19.	Insurance
Total
20.	Taxes
Total
21.	Total Expenses (add lines 6 through 20)
22.	TOTAL PROFIT OR (LOSS)
(subtract line 21 from line 5)
10.0.2.20120224.1.869952.867557
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