
BOOKKEEPING TEMPLATES

Business Name: ___________________________

Accounting Year: ___________________________



CASHBOOK



CASHBOOK

MONTH _______________________________________________________  BUSINESS NAME__________________________________________________

Previous Month Cash Balance (C)

Details Income Expense
Cash Balance (A+C)-B)

Date Receipt No. Description Money In (A) Money out (B)

Cashbook closing balance (D)

Bank/Mobile actual money closing balance (E)

Difference (D-E)

Record ONLY all cash transactions that happen in the business
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CASH FLOW STATEMENT



CASH FLOW STATEMENT
Months 1 2 3 4 5 6

Your cash flows from day to day running of the business CASH FLOW FROM OPERATING ACTIVITIES

Add: Cash sales Cash received from customers

Less: operational expenses

Cash paid for inventory

Cash paid to employees

Cash paid for interest

Cash paid for income tax

NET CASH PROVIDED BY OPERATING ACTIVITIES

your cash flow from buying or selling an asset CASH FLOW FROM INVESTING ACTIVITIES

Less: Purchase Purchase of property & equipment

Add: Sale Sale of an asset

NET CASH PROVIDED BY INVESTING ACTIVITIES

your cashflow between owners,creditors & investors CASH FLOW FROM FINANCING ACTIVITIES

Add:Loan received Money received from a loan

Less:Loan payment Payment of a loan

NET CASH PROVIDED BY FINANCING ACTIVITIES

BEGINNING CASH BALANCE

ENDING CASH BALANCE



CASH FLOW STATEMENT
Months 1 2 3 4 5 6

Your cash flows from day to day running of the business CASH FLOW FROM OPERATING ACTIVITIES

Add: Cash sales Cash received from customers
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Cash paid for inventory
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NET CASH PROVIDED BY INVESTING ACTIVITIES

your cashflow between owners,creditors & investors CASH FLOW FROM FINANCING ACTIVITIES
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ACCOUNTS PAYABLE & RECEIVABLE



Product/ Service Sold on Credit

Credit sales to customers

Months 1 2 3 4 5 6

CUSTOMERS NAME

TOTAL CREDIT SALES



Product/ Service Sold on Credit

Credit sales to customers

Months 1 2 3 4 5 6

CUSTOMERS NAME

TOTAL CREDIT SALES



Supplies Bought on Credit

Credit the business receives from 
suppliers

Months 1 2 3 4 5 6

SUPPLIERS NAME

TOTAL CREDIT SALES



Supplies Bought on Credit

Credit the business receives from 
suppliers

Months 1 2 3 4 5 6

SUPPLIERS NAME

TOTAL CREDIT SALES



STATEMENT OF FINANCIAL POSITION



BALANCE SHEET 1/2

ASSETS Months 1 2 3 4 5 6

Cash & things you intend to sell E.g Bank A/c, 
Cash, receivables, inventory

Current Assets

Total Current Assets

Things you intend to keep in the business for more 
than 12 months E.g Bank A/c, Cash, Goods bought 
on credits, inventory

Fixed Assets

Total Fixed Assets

Total Assets



BALANCE SHEET 2/2

LIABILITIES Months 1 2 3 4 5 6

what you are owed by others payable within 12 
months e.g raw material bought on credit

Current liabilities

Total Current Assets

what you are owed by others payable for more 
than 12 months e.g Loan

Long Term Liabilities

Total Long Term Liabilities

EQUITY EQUITY

What you invested in the company Share capital

Cumulative Net profits kept in the company Retained earnings

Total Equity

Total Liabilities & Equity
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Long Term Liabilities

Total Long Term Liabilities

EQUITY EQUITY

What you invested in the company Share capital

Cumulative Net profits kept in the company Retained earnings

Total Equity

Total Liabilities & Equity



INCOME STATEMENT 



INCOME STATEMENT

Months 1 2 3 4 5 6

Sales for the month Cash + Credit Sale Total Sales

Direct cost of the business

Cost of Goods Sold

Gross Profit

Expenses of running the business

Operating Expenses

Total Operating Expenses

Cost of borrowing Interest

Tax

Net Profit

Profits generated in the company that are retained rather than 
distributed to shareholders

Retained Earnings

Previous Retained Earnings

Current Retained Earnings

Retained Earnings to Date



INCOME STATEMENT

Months 1 2 3 4 5 6

Sales for the month Cash + Credit Sale Total Sales

Direct cost of the business

Cost of Goods Sold

Gross Profit

Expenses of running the business

Operating Expenses

Total Operating Expenses

Cost of borrowing Interest

Tax

Net Profit

Profits generated in the company that are retained rather than 
distributed to shareholders

Retained Earnings

Previous Retained Earnings

Current Retained Earnings

Retained Earnings to Date



UNIT ECONOMICS 



UNIT ECONOMICS 1/5

Gross Margin Per Unit (Raw Material Price per Unit)

Product/Service Input Cost 1 Input Cost 2 Input Cost 3
Total Direct Cost 
per unit (A)

Average Selling Price 
per Unit (B)

Gross Profit per 
Unit (C) 
     (B-A)

Gross Margin (%) 
(C/B)

Product 1

Product 2

Product 3

Product 4

Product 5

Product 6



UNIT ECONOMICS 1/5 

Gross Margin Per Unit (Raw Material Price per Unit)

Product/Service Input Cost 1 Input Cost 2 Input Cost 3
Total Direct Cost 
per unit (A)

Average Selling Price 
per Unit (B)

Gross Profit per 
Unit (C) ((A-C)/A)
    

Gross Margin (%) 
(C/B)

Product 1

Product 2

Product 3

Product 4

Product 5

Product 6



UNIT ECONOMICS 2/5

BREAK EVEN ANALYSIS WORKSHEET

Formula Break Even Units=

Fixed cost

Selling Price - Variable Cost

Fixed Costs Items Month 1 Month 2 Month 3 Month 4 Month 5 Month 6

1

2

3

4

5

6

7

Total Fixed Cost

Selling Price per  unit

Variable Cost per unit

Breakeven Units



UNIT ECONOMICS 3/5

BREAK EVEN ANALYSIS WORKSHEET

Formula Break Even Units=

Total Fixed cost

Selling Price per unit- Variable Cost per unit

Fixed Costs Items Month 1 Month 2 Month 3 Month 4 Month 5 Month 6

1

2

3

4

5

6

7

Total Fixed Cost

Selling Price per unit

Variable Cost per unit

Breakeven Units



UNIT ECONOMICS 4/5 

Average Revenue per Order

Revenue generated from each 
order sold

Months 1 2 3 4 5 6

Total Revenue (A)

Number of orders (B)

Revenue per order (A*B)

Average Revenue per Customer

Revenue generated from each 
customer

Months 1 2 3 4 5 6

Total Revenue (A)

Number of orders (B)

Revenue per order (A*B)



UNIT ECONOMICS 5/5 

Customer Acquisition Costs (CAC)

Cost of winning/ convincing a customer 
to buy a product or service

Months 1 2 3 4 5 6

Total cost of sales & marketing in period (A)

Number of customers acquired in period (B)

Customer Acquisition Cost (A/B)

Life Time Value of a Customer (LTV)

Total amount a regular customer is 
expected to spend in your business

Months 1 2 3 4 5 6

Average Revenue per order (A)

Number of orders per customer (B)

Customer retention period (C)

Lifetime Value (A* B* C)




