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1. About the Diocesan Cashbook

The Diocesan cashbook has been developed by Matthew Brunt, Diocesan Management Accountant of the Gloucester Diocesan Board of Finance as a simple way of recording receipts and payments, and tracking Gift Aid donations for the average PCC.  It uses the information entered to produce a generic Receipts and Payments Account and Finance Return.

The cashbook has been produced using Microsoft Office 2003 Excel.
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2. Cashbook Layout

The cashbook is divided into ten worksheets (which can be found as tabs at the bottom of the workbook).  All negative amounts are shown in brackets to make it easy to distinguish between positive and negative amounts.
2.1 Main Menu

The Main Menu is where you enter your Parish details, and the details of your Cash and Investment accounts.  It also contains a simple troubleshooting section.
2.2 Transactions

This is the main worksheet used by the cashbook.  All PCC transactions for the current year are entered here, and this information is then used to populate the other worksheets.
2.3 Previous year

Similar to the Transactions tab, any unreconciled transactions from the previous year(s) should be entered here, and then marked off as they appear on the bank statement.

2.4 Balances

The various bank, investment and cash accounts are shown here.  The account code is entered into the Transactions sheet to represent the bank or cash account that is affected by the transaction.  This sheet also gives account balances and allows the user to reconcile with bank statements etc, or to see the accounts actual balance at any time.
Additionally, transfers between these accounts are entered in this tab, using the cells at the bottom of the sheet.

2.5 Accounts List

This is a generic list of headings for all types of transactions.  The code is entered into the Transactions sheet to represent the transaction type.  A space is provided for any additional information the cashbook user wishes to note, and a simple budget may be entered in against each code, which can be tracked during the year.

2.6 Parish Fund Codes

Similar to the Accounts List, this sheet allows the user to enter their own codes for different funds, special appeals, or anything else that the PCC may wish to keep track of, for example, which clergy expenses went to the Parish Incumbent and which expenses went to the Parish Curate.  This code is then entered into the Transactions sheet.

2.7 Receipts and Payments

This is a generic Receipts and Payments account that is automatically populated by the entries in the Transactions sheet.

2.8 Finance Return

This produces the Finance Return as required annually by the Archbishops’ Council.  It is automatically populated by the entries in the Transactions sheet.

2.9 Asset Reg

This sheet records the monetary, investment and other assets that the PCC own.  The monetary table and investment table is automatically updated from the Balances sheet.  The other tables must be filled in manually when statements are received or assets checks are made.

2.10 Gift Aid

This sheet records regular gift aid donors, tracking donations made and giving monthly and annual totals.

3. How to use the Cashbook

3.1 Starting the Cashbook – Year start process (inc. entering a budget)
The Cashbook is designed to hold information for just a single year.  Therefore at the start of each year, some information must be entered into the Cashbook to allow you to reconcile with bank statements etc.

1. Open the Cashbook v2.2, at this point you should see a Security Warning, asking whether or not you want to disable or enable macros.  The macros contained in the Cashbook all relate to the buttons within the package.  By disabling Macros, the Cashbook will still perform its main function, but none of the buttons will work.  The buttons are designed to make using the Cashbook easier, and so enabling Macro’s is recommended.  (Note: If you don’t receive this message, please see the troubleshooting guide at the back of this manual).
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2. Click on the Main Menu tab at the bottom of the workbook, to bring up the Main Menu page.  
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Enter your Parish Name, Deanery, Other Churches (if applicable), and the name of your Incumbent (if applicable).  

3. The next two tables hold the Monetary and Investment details of the accounts that the PCC has.  It is important that all of your accounts (Current accounts, CBF Deposit accounts, CBF investment accounts and Cash in Hand etc) are detailed here, as when the Cashbook calculates the Receipts and Payments Account, it will only detail the entries for the accounts entered onto the system.  If any accounts are left off the Cashbook, then you will have to manually enter the balances of these accounts, and their transactions, at the end of the year.

4. Enter the year, and the accounts that the PCC hold.  Next to the account name enter the type of account, either Cash (for monetary) or Inv (for investment).  If any other description is used, the Cashbook will not recognise the type and the cell will turn pink.
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Incorrect type entry

5. In the following table, enter the account balances at the start of the year.  The Statement balance should be the balance as shown on that accounts Statement, whilst the Actual balance must be the amount as shown in the PCC accounts for the previous year.  In most cases these amounts will be the same, but occasionally at the end of the year there will be uncleared cheques or paying-in slips for amounts that would have been shown in your accounts for the previous year, but will not have come through on your statements by the end of the year.
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The difference between the Statement balance and the Actual balance will be uncleared cheques worth £255
6. When entering these balances, the amount for any investment accounts will be the amount that these shares were worth as at the 31st December.  The Statement balance should never be different from the Actual balance for investment accounts.
7. If you go to the Balances tab, you can see all the Accounts (with their Account code) and the opening balances that you have just entered.  Some of these balances may appear in a pink cell.  This is because the Cashbook is currently incomplete, as it does not show the Transactions for the previous year. 
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8. Go to the Previous year tab.  
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9. On this sheet you need to enter the amounts that hadn’t cleared the statements by the end of the year.

10. In our example, there was a difference of £255 on the Lloyds TSB account balances, and a difference of £50 between the balances on the CBF Deposit account.  This is what the amounts on the Previous year sheet should equal.

11. Each Transaction must be shown on a separate line.  Enter the ‘Date’ of the Transaction, the ‘Account’ which it relates to (using the letter of the Account as shown on the Main Menu), and the ‘Code’ which relates to the type of Transaction.  The ‘Code’ can be found on the Accounts List sheet.  At this stage it is not compulsory to add a ‘Code’, although it is recommended.
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In this example the £255 is made up of six entries, four of which are ‘Money Out’ and two are ‘Money In’.  Note that all entries are entered as positive amounts.  The Cashbook will automatically change ‘Money Out’ figures to negative amounts throughout the other sheets.

12. The pink cells on the Balances sheet will now change back to white.  If they remain pink, then it means that either the Opening balances on the Main Menu sheet or the amounts on the Previous Year sheet are incorrect and need checking.
13. The final thing you need to do before the current years Transactions can be entered is to complete the Funds Opening balances.  Select the Asset Reg tab, and the top table should have some pink cells in the Funds table.
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14. Enter the Opening amounts for each type of fund in the cells.  These amounts should be found on your Previous years accounts, and the total balance should add up to the total of your Assets as shown on the Main Menu sheet.




Total amount equals

the total of the

Monetary Assets +

Investment Assets

3.2 Entering Transactions (inc. future transactions)
The basic procedure for entering Income and Expenditure transactions is the same.  A single line must be used for each transaction type (based on the Account code), so several Collections at Services (code 01) can be merged into a single line, should you choose.  However, if you have a mixture of Collections at Services and Gift Aid Envelopes, these must be entered on separate lines. The following example describes the process:
1. The Treasurer sits down on a Sunday evening to update the Cashbook.  That morning, they were given a breakdown of the services collection (which will be banked on Monday), a separate gift towards the Tower Appeal, and the monthly takings from the Magazine sales.  At the same service they wrote two cheques.  One for the Organist’s fees for the month and another for a bill for cleaning materials.  Finally the Treasurer was told that there was an extra £10 in the collections, which was taken out to pay for stamps.  A receipt was provided.
2. As it is the end of the month, and a Bank Statement has been received, the Treasurer also decides to enter the direct debits and standing orders onto the Cashbook.

3. The Treasurer opens the Transactions tab, noting that ‘Today’s Date’ is automatically filled in with the current day’s date.
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4. The Sunday collection totalled £235, of which £10 was taken out in cash.  The gift for the Tower Appeal was for £150, and the Magazine sales came to £34.50.

5. The collection itself was broken down into £130 plate collection, £80 Gift Aided envelopes, and £25 non-Gift Aided envelopes.

6. On the next free line, the Treasurer enters the first transaction – the plate collection.
7. The date entered is ‘02/02/09’ because the amount won’t be banked until Monday (the next day).  As the Cashbook is date sensitive, it is important to put the actual date of the paying-in slip, cheque or standing order/direct debit.  This is so that the actual balance only shows the amount currently available.

8. The account is ‘A’ representing Lloyds TSB Account as shown on the Main Menu and Balances sheets.  

9. Type is ‘U’ for unrestricted.  If the Transaction was restricted an ‘R’ would be used, and for designated a ‘D’ is used.  The Cashbook won’t recognise any other type, and will show the cell as red if an incorrect type is used.

10. To choose the code, go to the Accounts List sheet.  These codes are all fixed and must be used on the Transactions sheet in order for the Cashbook to function fully.  The code the Treasurer uses is ’01’ and ‘Collections at Services’ automatically appears under ‘Description’.
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11. The ‘P Fund code’ is used to customise the Cashbook (see 3.7 for more details).  The Treasurer leaves this column blank, as there is no need to keep a separate record of this entry.

12. The ‘Transaction Details’ is free text, and a meaningful description of the Transaction can be entered here.

13. Next the Treasurer enters the amount into the ‘Money In’ column.  The amount entered is £120, and not £130 as £10 was used as Cash.  It is important that all entries under ‘Money In’ or ‘Money Out’ are shown as positive figures.  The Cashbook will automatically make the Money Out amounts negative throughout the rest of the Cashbook.
14. The final part that the Treasurer fills in is the ‘Paying in slip number’; this is to complete the audit trail for their Independent examiner.
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15. The Treasurer then completes the other entries using the same process for the other amounts paid in, and the two cheques paid out.

16. The Treasurer makes the Tower Appeal gift Restricted, and the Magazine sales Designated (as the PCC has asked that any money made by the Magazine is kept aside to pay for the costs of the Magazine).  The Cash amount for the stamps is shown as account ‘B’, and both the collection coming in, and the payment of stamps going out is shown.  Additionally, the cheques and the cash are both dated 01/02/09, as they took place today.
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17. The Treasurer then enters the Direct Debits and Standing orders from the Bank Statement onto the Cashbook.  These consist of a £500 contribution to Parish Share, and three standing orders from Parishioners coming in.
18. These are all entered into the Cashbook using the same procedure as above.  The Treasurer also decides to enter all the Parish Share contributions and the three standing orders from Parishioners for the next three months, to save time in the future.
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19. The Treasurer is now happy that the Cashbook is up-to-date.
3.3 Transferring between Accounts & Funds, and selling of Investments
Transferring amounts between accounts and funds is very simple in the new Cashbook.  The following example shows how a transfer is made:

1. The Treasurer is aware that at the end of January, £500 was moved from the PCCs Lloyds TSB account to their CBF Deposit fund, and that £250 worth of share were sold from their CBF Investment fund and also transferred into the CBF Deposit fund.

2. The Treasurer opens the Balances sheet and scrolls down to the ‘Transfer’ section.  

3. Under ‘Date’ they enter the two dates that the transfer took place and the sale of investments took place.
4. The Treasurer enters ‘A’ into the first line under ‘Transfer from Account’ being where the £500 was taken from, and ‘D’ on the second line as this is the account where shares were sold.
5. At the moment the ‘P Fund code’ is left blank (see 3.7).  

6. The £500 is made up of restricted money banked for the Tower Appeal, and so ‘R’ is entered under ‘Type’.  The sale of shares is unrestricted so ‘U’ is entered for this line.

7. Under the ‘Transfer to Account’ column, ‘C’ is used in both cases because both the Transfer and the Sale of Investments are going into the CBF Deposit account.

8. Again the ‘P Fund code’ is left blank (see 3.7).  

9. The ’Type’ remains ‘R’ and ‘U’ respectively.
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10. The Treasurer has also been asked to designate £100 in the Lloyds TSB account for Experience Easter.
11. The process to do this is the same as above, except the ‘Type’ from is ‘U’ and the ‘Type’ to is ‘D’.  The Transfer from and to accounts are both ‘A’.
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3.4 Reconciling with Bank Statements
The Cashbook allows you to give an Actual balance and a Statement balance at any point in the year, assuming that the Cashbook is up-to-date.  The Actual balance is based on the assumption that every transaction is cleared, giving the PCC the amount that they have left to spend.  The Statement balance will match the statements that you receive once everything has been reconciled.  The following example takes you through the reconciliation process:
1. Now that the Treasurer has updated the Cashbook, they decide to reconcile with the statement that they have for the end of January.  The Statement that he has shows a closing balance of £1,672.
2. On the statement, all of the previous paying-in slip amounts have cleared (numbers P/s 2567, 2568 and 2569), and cheques numbered Chq1051, 1053, 1055 and 1057.  The transfer to the CBF Deposit account has also cleared, as have the DDs and SOs.
3. The Treasurer clicks on the ‘Sort by Account and Date’ button on the Transactions sheet to make the reconciliation easier.
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4. Currently the Transactions sheet shows the following:
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Under the ‘Rec’ column, the grey area shows amounts which are not yet reconciled, and the blue area shows the amounts which are not due yet (i.e. the entries for February and March direct debit and standing orders).  As the current date changes to include these amounts, these cells will turn grey.
5. The Previous Year sheet shows the following:

[image: image23.png]hreconciled at the end of the previous year.

e Account Code Transaction Details MoneyIn Money Out
201708 A 24 ChurchRumingExpenses Christmas candles £3500  Chad1051
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6. The Treasurer puts an ‘X’ in the column marked ‘Rec’ for all the items that have cleared the bank account, on the Transactions sheet and the Previous Year sheet.  They also mark the Cash entries as reconciled.  On the Transactions sheet, they also mark in the Bank Statement number under the ‘B/St number’ column, to provide a clear audit trail.  The Transactions sheet now shows the following:
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7. The Previous Year sheet shows the following:
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This sheet is meant for transactions which remained unreconciled at the end of the previous year.
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8. You can see that cheques numbered 1052, 1054, 1056, 1058 & 1059 have not cleared the account yet, and so are left unmarked.
9. Next the Treasurer goes to the Balances sheet and scrolls down to the ‘Transfer’ section.  In a similar process to above, the Treasurer marks the £500 entry as being Reconciled on the Lloyds TSB account.  As the CBF deposit statement has not been received, the Tfr to cannot be marked.
10. Finally, although no actual physical transfer of money has taken place on the designation of the £100, both ‘Tfr from’ and ‘Tfr to’ are marked as reconciled for completeness.
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11. The Balances sheet now shows the new ‘Actual’ balances and the ‘Bank Statement’ balances.  The ‘Actual’ balance for the Lloyds TSB account is £1,239.75 whilst the ‘Bank Statement’ balance equals £1,672 (which is the same as the statement itself.
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12. To the right of there ‘Actual’ balances are the details of the amounts ‘not due’, ‘Unreconciled transfers’ and ‘Unreconciled’ transactions. 
13. The Treasurer is now happy that the Cashbook balances with the Lloyds TSB statement.
3.5 Entering Investment changes (Unrealised Gains and Losses)
The Cashbook now allows Treasurers to keep track of their investments and share prices.  These amounts do not feature on the Receipts and Payments account as they are unrealised, i.e. the PCC would only benefit from any gains or lose out due to any losses if the shares are actually sold.  The following example shows how to deal with investment changes.
1. The Treasurer receives a statement from the CBF for the PCCs share account.  It shows that the value of the shares has decreased since December by £250.

2. The Treasurer opens the Transactions sheet and enters in the details of this change, in the same way as shown above (3.2).
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3. Account ‘D’ is used, and as all the shares are restricted, type ‘R’ is used.  The code selected is ‘44’ for Investment Losses.  If it was an increase, code ‘43’ Investment Gains would have been used.  Note:  These two codes must only be used for investment gains and losses.  Cash account (i.e. bank or CBF Deposit) interest and any dividends received from Share accounts must use code ‘11’ Dividends, Interest and income from Properties.
4. The Treasurer is also able to reconcile the statement, including the sale of shares (as shown in 3.4), as this appears on the statement.  The value of these shares is now £2,950.
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5. The Treasurer is happy that the Cashbook now shows the true value of the CBF Share account.

3.6 Gift Aid
It is important that Gift Aid donors are kept confidential and therefore the Gift Aid sheet does not automatically populate any other sheets.  The names of the donors or a reference number from a separate list can be used on this sheet, which ever is preferable to the Treasurer.
[image: image30.png]Example2

] Hle Edt Vew Inset Fomat Took Data Window Help Adobe POF

=" ] == = = T <Y RSN ]
I 2
Gift Aid Total 0 2500 2500 2500 2500 2500 ~
Reguler gving Standing orcer 2500 2500 2500 2500 2500 u
Casual i Enveiope 24500
T tir A Smith Envelope £15.00
2 s P Jones Envelope. 000
5 Donor3 Standing orcer 2500 2500 2500 2500 2500
A
s
6
7
s
a
10
1
12
14
14
15
18
17
18
13
b
W 4 v ) accounts list { Parish Fund Codes { Receipts & Payments { Finance Retun { Asset Reg },Gift Aid < m | >

we L | Autoshepes~ . [ C)

Ready UM





The Gift Aid sheet is divided by months as opposed to weeks.  If a parishioner contributes an amount weekly then each amount should be included in that month.  This can be done by typing the following sum in the cell (for example a £10 gift for four weeks).
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3.7 Using Parish Fund Codes
As the Cashbook’s account list is very inflexible, in order to customise the Cashbook, the Parish Fund Codes sheet can be used.  These codes can be used for everything that the Treasurer wants to track.  The following example shows some ways that these codes can be used:
1. The Treasurer wants to be able to track the Tower Appeal fund and the Magazine Designated fund, and so decides to use a Parish Fund Code for each.
2. They open the Parish Fund Codes sheet and enter a Code which is meaningful to them in the first column.  They know that the Tower Appeal fund has both a restricted element and a designated element, and so they decide to create two codes called TFr and TFd.  The Treasurer then decides to call the Magazine Designated fund - Mg.
3. They know that the opening balance of the Tower Appeal restricted fund has an opening balance of £3,000 and that the designated part has an opening balance of £1,000.  The Magazine Designated fund doesn’t have an opening balance.  The Treasurer then enters in further details describing the funds.
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4. The Treasurer then opens the Transactions sheet and in the ‘P Fund code’ column, writes in TFr and Mg where appropriate.
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5. The Treasurer realises that some of the transfers that have been made in the month also need tracking.  They go to the Balances sheet and scroll down to the ‘Transfers’ section.  
6. The moving of Tower Appeal money from the Lloyds TSB account to the CBF deposit account doesn’t actually move funds, but for completeness the Treasurer decides to mark both sides as TFr.  The Treasurer also adds a new fund for the Experience Easter designation, calling it EE.
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7. The Treasurer returns to the Parish Fund Code sheet and enters in the details for the Experience Easter account.  They are now able to keep track of all these funds.
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8. Note:  The Parish Fund Codes must be used in addition to the codes found on the Accounts List sheet.  The Receipts & Payments account and the Finance Return are completed based on the ‘Accounts List’ codes.  The Parish Fund codes are purely for additional information, which may be used for notes when the year-end accounts are produced.
3.8 Entering a Budget
The Cashbook now allows for a budget to be entered, allowing the Treasurer to keep track of actual income and expenditure matched against what was planned for the year.  The Budget can be entered onto the Accounts List sheet, in the column highlighted in blue.
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Once the budget is entered, the Cashbook shows the difference between the Actual spend to date, and the difference to the total of all the transactions entered into the Transactions sheet (i.e. the amount not due as of today’s date).

Using the details from the above examples; if the Treasurer enters a budget of £2,500 for the year for code 02 – Planned Giving – Tax Efficient, then the Cashbook will show that difference cleared is negative £2,120, and the difference in total is negative £1,880 (i.e. both amounts are under budget).  
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Should the Treasurer have entered in the Planned Giving standing orders for the entire year (i.e an extra £30 per month) then the difference from the total entered into the Cashbook would be negative £1,610.  Therefore an extra £1,610 is needed to be collected in envelopes at services to balance the actual with the budget.
3.9 Year-end Accounts and the Cashbook
At the end of the year, once all of the Transactions have been entered, and the balances have all reconciled with the various bank and CBF statements, the Cashbook produces a Receipts and Payments Account (one the Receipts and Payments sheet) and the Archbishops’ Council’s Finance Return (on the Finance Return sheet) detailing all of the Transactions for the year.  Before these sheets can be printed, a few areas need to be completed.
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On the Receipts and Payments sheet, the previous year’s totals need to be entered to give a comparison of how the Parish has performed against last years figures.  Once these have been entered, the Receipts and Payments account is complete and may be included in the Year-end Accounts.

On the Finance Return sheet, the numbers of Planned Givers and Legacies, and the
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Accounting Basis, plus details of the person completing the form, must be filled in.  Then the Finance Return is able to be printed and sent to the Diocese.
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Note:  No Transactions should be entered for the next year.  The Cashbook will show these as not due yet, but the Receipts and Payments account and Finance Return will include these in its totals.
3.10 Correcting Transaction Entry Errors (inserting and deleting lines)
The Cashbook works on a series of calculations, most of which are hidden from view.  For this reason it makes inserting and deleting rows difficult, and results in the Receipts and Payments account not being complete.
Deleting a duplicate entry – If you discover a duplicate entry, all you need to do it delete the information in that row by going to each cell and pressing delete (note the ‘Description’ column is protected and cannot be deleted.  It will automatically reset once the account code is deleted).  Then use the buttons at the top of the sheet to resort the Cashbook, causing the deleted transaction line to disappear.

Adding a missed entry – If you discover a transaction has been missed out of the Cashbook, simply add it to the bottom of the list with the correct date, and then use the buttons at the top of the sheet to resort the Cashbook.  The missed entry will now appear in the correct order.

Deleting/correcting an incorrect entry – If you discover a entry that is wrong, you can either correct the error by over typing the details, or follow the two steps above (‘deleting’ and ‘adding’ entries) to remove the wrong entry and insert the correct entry.  
3.11 Record of Parish Share
On the Balances sheet there is a table where you can enter your Parish Share commitment for the year.  This table automatically details your payments (not including amounts not due yet), and provides a balance of anything outstanding which can be compared to the statement that the Diocese sends out quarterly.
3.12 Independent Examination of the Cashbook
At the end of the year, once all of the Transactions have been entered, and the balances have all reconciled with the various bank and CBF statements, the Transactions sheet, the Previous Year sheet and Balances sheet all need to be printed, along with the Receipts and Payments account and taken to the Independent examiner along with receipts, invoices, cheque stubs, statements etc.  The Cashbook itself (i.e. the program) should not be given to the Independent examiner, although they are able to view it should they wish to.  The reason for this is that the spreadsheet can be altered, whereas paper sheets are fixed.  This removes the risk of the Treasure being accused of altering figures after the independent examination.
4. Troubleshooting
On the Main Menu there is a section on Troubleshooting.  If you are still unable to fix the problem, please contact the Finance department.  Most problems are able to be fixed fairly simply, and by ‘zipping’ the Cashbook down in size and emailing it to the Diocese along with a description of the problem, we will be able to fix it and send it back fairly promptly.  For more serious problems it may be necessary for either you to come into the Diocesan offices with your Cashbook or for someone to visit you, in order to solve the problem.
It is recommended that back-ups (either on a disc or a memory stick) are taken regularly, and for an extra audit trail, prints of the Transactions sheets and Balances sheets are made after each reconciliation.
5. Installation Instructions
· Insert the CD into your drive.

· Go to Windows Explorer, either by double-clicking the shortcut on your desktop or by right-clicking the Start button and selecting Explore.

· Select your CD drive and double-click on the Diocesan Cashbook to open it.

· Once Excel opens, you should receive a warning telling you that this document contains macros.  If not, then excel security settings are set to either high or low*.

· Select either ‘yes’ or ‘enable macros’.

· Once the cashbook is open, select ‘File’, then ‘Save as’ and select the destination on your PC where the cashbook is to be saved.

· Note: The examples on the sheets must be deleted before using the cashbook.  The examples are used in the ‘how to use…’ guide

*to check the security settings on excel for macros, open excel and select ‘Tools’ then ‘Macro’, then click on ‘Security’.  
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