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This is the book used for recording bank transactions only – money received by either cash or cheque that 
is paid into the bank account. Always use a proper accounts book and rule in the number of columns 
needed. 
 
This book should show where money has come from with a reference number that refers to supportive 
documentation. Supporting documentation should be kept on file for future reference. 
Always remember to bank cash received as soon as possible and keep all records up to date. Don't rely on 
your memory. 
 
 

 


