CHAPTER VI1I

BOOES OF RECORDS

After analyzing the needs of the management and
after the chart of accounts have been preparcd, the
next stap is to detgrmine the appropriate boolks of
record to be used, DBooks of record.are commonly
referred to as the books of original entry. The
booka of reecord to be discnssed in this particular

case are the following:

l. Cash Receipts Book

2. Chéck Disbursements Book

3s Petty Cash Disbursements Book

4., Sales Reglstor

5+ Accounts Payable Reglster

6. Notes Receivable Reglater

¥+ Notes Payable Register

B84 Record of Merchandise in Tranait

9+ Merchandise Received Reglater

l0, Jourrnal Voucher

Cash Receipts Book

'The caah rocelpts book ia a boock of original
entry where all cash received from whatever sourcos

are recorded, The evidence of the entry in the cash
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receipts book shall be the duplicete copy of the
cagshier's official receipt. All numbers of the
official receipts shall be indicated in the cash

recaipt book, even if wveoided,

The cash receipt book may or may not be in
columnar form depending upon the requirement of tha
accounting division and alsc upon the number of

persons to work on the systen,
Check Disbursements Book

Chock disbursements book is a book of original
aﬁtry wherein all cash disbursements by check are
recorded. The socurce of entry in the check disbursa-
ments books shall be the check and the voucher
together with its supporting papers for the distribu-
tion of charges. All the numbers of the check and
voucher shall be entered in the cash disbursements

book evon when voided,

The check disbursements bock may or may not
be in e¢olumnar form dependiug upon the reguirenont
of the accounting division and alsc the number of

persons to work on the system,

Patty Cash Disbursements Book

The Petty Cash Disbursements Beook is a book
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of original entry wherein all petty cash payments
ara rocorded, The basis of entry in the petty cash
dimbursements hook shall he the petty cash voucher

and the receipts supporting it,

The petity cash disbursementy books nay be or
may not he in columnar forim depending upon tha
requirements and alsoc upon the number af persons

to work on the syaten.

Varied opindons exist regarding the petty
cash book, Somz contend that petty cash vouchers
together with their accompanying receipts must
support tha voucher and check issued for its
replenishment, In such a casce, the only thing needed
is juat an abstract ol petty cash dishursements or
even none at all, However, petty cash disbursementa
book éauld pravide a permanent record, an analysis
af poetty cash expenses, posatings, and can help
ansure at every end af the monfh that all petty cash
expenses are replenished, In such o case petty cash
vouchers shall be filed segparately from the repla-

nighment chock voucher,

It i the opinion here that a petty cash
dishursements book should be kept for clarity,

simplicity, and canvenience,
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Salaea Regilster

The Sales Hegister is a book of original entry
wherein all sales, cash mnd on account are reccorded,
The bagis of entry in the seles ragistoer shall bo
the sslea invoice. All numbers of the aalesa invoice

shall be entercd in the sales register, even if voided,

The sales register may or may not be in
coluwmar form depending upon the requirement of the
ac¢counting system and the nunmber of porsons to worlk

on the aystem,

Opinlons also differ in including cash smales
in the sales regiﬁter gince it geema more convenient
for cash salesg to be recorded only in the c¢ash recolpts
bonk; However, if cash sales are to be included in the
aales rggister} present practice ia to show only the
daily total of cash saloes obtalned from the oanah

register or from the daily abstracts of cash sales,

Accounts Payable Registor

Acocunts payable regisier is a book of original
entry wherein all unpaid bills are entered apt the end
of the month, The basis of entry will be the qash
disbursement vouchers together with its supporting

Dapers,



A distinction must be made between an
accounts payable register and a voucher register,
An accounts payable register i1s used only %o record
set up for unpoid obligations at the end of the
month, ©Only the unpaid cash disbursements wvouchara
pertaining to these sot ups are recorded in the
eccounts pyaable register; all the rests are
rocorded direct to the cash disbursements book;
However, }n the case of a voucher register, ail
vouchers ars recorded in the voucher register evon

if the voucher is wvoided,

Hoteg Receivable Hegigtor

Notes Receivable Register is a hoolz of original

entry wherein all notes received in favor of the
company are recorded, The basis of enttry in the
Notes Receiveblo Rogister are the promissory notes

with their supporting papers.

Record of Merchandise in Transit

Record of Merchandise in Transit is a book
of original entry wherein all merchandise ordered
from abroad are entered and the liawility set up
for the amount of tha order. The basis of entry
in the recerd of merchandiae in trangit shell he
the purchase order and the correspondin: lziter

of eredit,
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This record is widely used by importers

and businesses dealing in foreign producta,

Marchandi.se Receiving Regiagtor

Merchandise receiving register ia a book of
orliginal entry wherein all merchandise orderaod from

forelgn countries and received are recorded, The

bagis of entry will be the stores roeceiving repori.

The receiving report used for receipt of
foreign shipmenta shall be distinguishod from

those usged for local purchases sither by color

or silze,

Journal Youcher

Journal voucher is a paper commonly used in
modern accounting ayatems taking the place of ihe
general jnurnal. its purpose is to roecord opening
and.- closing entriea, tranafera, write off bhad dabhts,
and record depreciations, adjustments and corroctilions
ol errors, In effect this is used for such entries
as cannot convenlently be made in any other books
of original entry, or which are not sufficiently
numerous to necessltate a special book of record
devised for them, However, the journal voucher
ahould be attached with the various evidencas

supporting the jourmal entries.,
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