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Foreword 

The thought of taking on the responsibility for keeping accounting records fills many people 

with horror. 'What does it all mean?'... 'What do I do with all these figures?'... 'Where do I start?' 

are common reactions. Nevertheless, proper financial control can be the key to the success of a 

venture (business), whatever its size, and the basic principles, being logical and consistent, are 

not difficult to apply once they have been explained and well taught.  

This guideline will help you to understand the basic rules and procedures of CBs record keeping 

and to put them into practice with confidence. This manual is the result of six years experiences 

of working on financial record keeping with cereal bank associations. These procedures are only 

specific to CBs and will help the management committees to keep accurate records of their 

financial transactions. 

Furthermore, this manual is designed in response to growing need of CBs having and 

implementing a harmonized accounting system. 
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Year 1 

Process of Pre-Selection, Animation and Establishment 

Information to be transferred to CBs management committees through animation 
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Record Keeping and Accounting 

1.1. Why keep accounts? 

Clear accounting maintains friendship. All organizations whether small or big need clear 

accounting, for a number of reasons:  

 All members of the group need to know what money is available and how it has been 

spent.  

 Accounting is often required by law. Even if it is not, the people who have given money 

to the group need to know how it has been used.  

 The information provided by clear accounts is valuable in running the group.  

 It 'maintains friendship', by showing that the person responsible for keeping the accounts 

is honest.  

The aim of this guide is to help you to maintain records of money coming In and going Out; to 

show you how to make use of the information provided; and to show how to prepare a summary 

of the way in which the money has been used.  

1.2. Introduction to CBs accounting procedures 

Accounting is the process of recording, summarizing, analyzing and reporting of financial data 

or information of a business activity. Failure to have an effective system will lead to all sorts of 

problems and even can result to the collapse of organization. The following are some of the 

difficulties that an organization may face due to the failure of pursuing effective accounting 

system. 

1. The organization cannot be able to evaluate itself on whether the business is 

making profit or loss, 

2. Trust relationship will not easily be established between members and partners of 

the business organization if the accuracy of results and financial prospects of the 

organization are not transparent, 

3. An appropriate and rational decision cannot be taken by management body of the 

business organization, 

4. It will not be possible for an organization to make a realistic financial planning 

and implementation if the amount and timing of resources are not known, 

5. It will create opportunity or temptation for embezzlement of resources by 

unreliable leaders, etc. 

Therefore, depending on the nature of organization and capacity of the bookkeepers, records 

and accounting summary of any organization can be kept in the form of daily Journal, General 

ledger and owners’ contribution. These records can also be analyzed and systematically reported 

in the form of balance sheet, cash flow statement, income statement and capital statement. 

Moreover, a business organization should also have financial management policies and 
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procedures. The main important documents and procedures for managing your CBs are the 

following: 

1. Recording of Important Financial Documents (Books, Vouchers, Cards, Forms, 

etc.), 

2. Preparing Financial Statements, and 

3. Financial Management  
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Year 2 

Experimental stage, 1
st
 purchase and sales campaign 

Skills to be transferred to CBs management committees through on the job and off the job 

training 
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II. Different Books and Receipts of CBs 

2.1. Minute Book 

Minute book is a book, which contains different kind of decisions that have been made since the 

establishment of the cereal bank during all its meetings. Keeping this book will ease and 

facilitate the quick reference and it can be used as a legal document. While keeping meetings 

minute the following information must be filled in (written). 

 Date: the day and date of the meeting. 

 Number/Name of participants: the number/name of people who attended the meeting. 

 Place of the meeting: the particular place where the meeting was held. 

 Time: the time at which the meeting was started and adjourned (closed). 

 Agenda: the agenda of the meeting. (for the detail see meeting management tool) 

 Meeting decisions and agreements: the final decision and agreement of participants.  

 Actions (measures): major actions (measures) or solution recommended by the 

participants in order to improve the observed situation. 

 Approved by: signatures of those who approve the decision and those who disapprove 

it. 

2.2. Cash Receipt voucher (CRV)  

Whenever there is a collection of Cash, collector (generally the cashier) of a CB must produce a 

receipt, which shows that the cash has been collected under the knowledge of the collector on 

behalf of the Cereal Bank. Therefore, a piece of document which is produced as a result of cash 

collection is known as Cash receipt. 

To ensure the legality of Cash receipts the name of the organization that owns the receipt must 

appear at the top of the receipt and the Collector’s (cashier) or accountant signature on the 

bottom of receipt.  

Generally a CRV should be prepared in three copies: the original and the two copies with 

different colors, white, red and yellow respectively. Following is an example of CRV. 

 

Name of the Cereal Bank 

Date of issue:………………….. 

Cash receipt voucher      No  ............................................ 
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Received from:.......................................................................................................................... 

Residence:...............................................................................ID No.......................................... 

Amount:  In figure Birr .......... 

In word .............................................................................................................. 

Source of income: 

(1) Contribution to the working capital............................................... 

(2) Registration fee.............................................................................. 

(3) Sale of grain................................................................................... 

(4) Other incomes (specify) ................................................................ 

Total income ................................................................................. 

Received By (Cashier):    Checked by (Accountant): 

Signature      Signature............................... 

Name       Name............................... 

 

Original The first copy The second copy 

 The Original  

 Often white in color  

 Given to the payer immediately 

after cash collection (member, 

customer or donor) 

 VOID
1
 

 The 1
st
 copy  

 Often red in color  

 To accountant  

 The second copy 

 Often yellow in color  

 Remain in the pad 

2.3. Members’ contribution Book (MCB) 

Member's contribution Book is one of the financial documents of the CB that shows the 

juridical personality of members along with their contributions. It allows the quick reference of 

number of members by age, sex and residence area as well as their contribution status.  

Date Full 

Name 

Sex Age Residence Contribution 

for working 

Capital 

Registration 

fee 

signature 

        

                                                      
1
 if errors happened during writing cross along the two opposite edges of the leaf - that is void.  
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2.4. Cash payment voucher (CPV)  

Whenever there is a payment, the CB must produce a voucher which shows that the cash has 

been paid under the knowledge of relevant executive committee member who is assigned for. It 

shows also the specific purpose of the expenditure and to whom the payment has been made. 

Therefore, the piece of document for any cash payment is known as Cash Payment Voucher. 

To ensure the legality of Cash payment the name of the CB that owns the voucher must appear 

at the top of the CPV and the signature of the responsible person who made the payment with 

the approval of chair person must appear on the bottom part of the receipt. Otherwise the 

voucher is considered invalid.  

CPV must be prepared in two copies with different colors, white and yellow. 

Name of the Cereal Bank: 

Date of issue: ............................... 

Cash Payment voucher     No  .............................................. 

Paid to ......................................................................................................................................... 

Amount:  In figure Birr………………………………………………………………….... 

In word ................................................................................................................ 

Purpose of Payment:.................................................................................................................... 

Received By   Checked by (Accountant)   Approved by 

Signature   Signature     Signature  

Name    Name      Name 

 

 

Original The first copy The second copy 

 The Original  

 Often white in color  

 Given to whom the payment is 

made immediately after payment 

of cash from member, customer 

 The 1
st
 copy  

 Often red in color  

 To accountant  

 The 2
nd

 copy 

 Often yellow in color  

 Remain in the pad 
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or donor  

 VOID
2
 (mention) 

                                                      
2
 if errors happens during writing cross along the four edges  of the leaf - that is void.  
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2.5. Example of Minute Book 

In the previous chapter we have seen the definition and contents of minute book. Hence, to 

maintain your capability of using effectively and efficiently this book here are some examples 

for your better understanding. 

Minute can be kept for different kinds of decision or consensus: founders, Purchase price, 

decision on sales or other issues meetings. 

Example of Purchase planning Minute of Asambarera CB (Bale)  

Date: 15/5/94 

Number/Name of participants: 40 members and 5 executives 

Place of the meeting: inside the store compound. 

Time: 3:00 pm- 4:30 pm  

Agenda: Purchase planning (for the detail see meeting management tool) 

Meeting decisions and agreements:  

During this discussion participants raised a number of questions in line with the agenda. Most of 

the questions were related to the purchase campaign, such as what to purchase, when to 

purchase from where to purchase and who will purchase. 

After many debates participants agreed to purchase wheat. In fact, there was an opinion from a 

few participants to split the capital and purchase different variety of grain but it was refused by 

the majority. Because, according to the participants wheat will bring the greatest margin of 

profit in return of investment. 

The participants also agreed to purchase in open market at the village where interested 

individuals who have quality wheat would come to sell their grain to the CB and also it will 

permit to minimize transportation cost. They decided to shorten the number of purchase days at 

3 consecutive Saturdays. Participants fixed Saturday as the purchase day because grain supply is 

high from neighboring village during this day. 

Due to the fact that the village is inaccessible during rainy season and tracks may not come to 

fetch grain from the CB site, in order to minimize risks participants agreed to fix the purchase 

price two Birr less than the main market price. The reference market was considered Obera, 

which is 6-7 km far from the CB store and the cost of transport for 1 quintal is 2 birr. 
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Finally, some other possible expenses, such as the amount of per-diem for purchase committee, 

labor cost and material cost are also decided and approved by participants. 

2.6. Example of Cash receipt Voucher   

Below is an example of how to keep records on CRV. 

Madda-Asambarera Cereal Bank 

Date 5/5/94 

Cash receipt voucher       No  00001 

Received from  Shemsu Abdulkedir Shaimo 

Residence Asambarera village      ID No 01 

Amount:  In figure: Birr 102 

In word: One hundred and two birr only  

Source of income: 

(1) Contribution to the working capital   100 

(2) Registration fee     …2 

(3) Sale of grain       

(4) Other incomes (specify)     

Total income       102 

Received By (Cashier)    Checked by (Accountant) 

Signature      Signature  

Name: Gematchu sarbessa   Name: Kebede Damissie 

The basic principles and steps to be followed during the preparation of cash receipt. 

1. While preparing Cash receipt, the one who writes the receipt should be aware of the 

amount, the source of income and its other related matters. 

2. Any information on Cash receipt should not be deleted.  

3. Cash receipt should only be prepared when there is cash collection. 

4. At any time, the person who prepares receipt should not forget to write the amount 

collected in figure and in word. 
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5. The Cash receipt should compulsory be signed by the collector of money 

If there is mistake during writing, it has to be mentioned in written on both the original and its 

copies/ VOID and shall be remained. 

2.7. Example of Members Contribution Book  

Date Full Name Sex Age Residence Contribution 

for working 

Capital 

Reg. fee Signature 

5/5/94 Shemsu Ab/Shaimo M 33 Asembarera. 100.00 2.00  

        

        

        

        

 

The Cereal Bank executives must be familiar in using this book effectively and correctly. To do 

so the following steps shall be followed: 

1. Immediately after recording members’ contribution in CRV update the MCB, 

2. Before recording any information on MCB the one writes record this book he should 

refer to the IRR, Minute Book, etc., of the organization, 

3. This Book should be ready for use from the very first day of the CB’s establishment, 

4. For each purpose the contribution is made use different pages e.g. contribution to 

maintain store, loss coverage, or other purpose. 

5. Only the cashier should issue the CRV while secretary does the book recording. 

The information on MCB and Cash receipt for this specific purpose should coincide 

2.8. Example of Cash Payment Voucher  

Madda-Asambarera Cereal Bank 

Day 5/5/94 

Cash Payment voucher      No  00001 

Paid to Lamessa Sarbessa Garado 

Amount:  In figure Birr 90.50 

In word: Ninety only 
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Purpose of Payment: Purchase of grain 

Received By   Checked by (Accountant)  Approved by 

Signature   Signature    Signature 

Name: Lamessa Sarbessa Garado Name: Kebede Damissie   Name: Rata Tullu 

Before preparing Cash payment vouchers, the responsible person should be aware of the 

following: 

 Amount of payment, 

 Approval of responsible person (chairperson) of the organization or 

his/her delegate, 

 To write the amount in figure and in word 

 Attachment of evidences to the payments, 

Advance clearance: it is very important to clear advance payments, after he/she completed the 

expense. 

2.9. Cash Book 

This Book serves as short hand reference to income, expenditure and balance of CBs cash of 

each day transaction. The data's here are only from CRV and CPV for income and expenditure 

respectively. 

 

 

 

 

Caution 

Never record financial data in the Cash Book before writing it in the 

CRV or  CPV 

 

Date Description CRV/CPV 

No 
In Out Balance 

      

Collection of cash or making a 

payment produce a CRV or CPV  

After cash has been received or payment has 

been made record the data in the cash Book  
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2.10. Store receipt  

Whenever there is in coming of grain or other items in the store, the storekeeper must produce a 

receipt as evidence that he acknowledge receiving the item in the presence of witnesses. 

Name of the Cereal Bank  

Date: 

Store receipt        NO 00001 

I Mr/Mss………………………whose responsibility is storekeeper of .............................CB. I 

here by received grain from Mr /Mss......................the materials specified here 

below...................... in the presence of witness. 

No Description Unit of 

measurement 

Quantity Unit price in 

Birr 

Total price 

      

      

      

      

We undersigned as witnesses certify and seen what deliverer has delivered and what storekeeper 

has received. 

Received by       Delivered by 

Name         Name 

Signature       Signature 

Witnesses: 

Signature       Date 

1._______________________   ______________ 

2.________________________   ______________ 

3.________________________   ______________ 
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Original The first copy The second copy 

 The Original 

 Often white in color  

 Given to the deliverer 

immediately after hand over 

made. 

 VOID
3
 

 The 1
st
 copy  

 Often red in color  

 To accountant  

 The second copy 

 Often yellow in color  

 Remain in the pad 

 

2.11. Bin card and stock card  

These cards will ensure the flow up of grain inventory in the store, the daily purchase cost 

associated with grain stocked and the type or variety of grain stocked. Hence, it serves as quick 

hand reference for the inventory of the grain in the store for controlling purpose. 

Bin card. 

During purchase period: following the data of store receipt Bin card must be updated at each 

daily purchase.  

During sale period: following the data of store issuance  

Stock card:  

During purchase period: following the data of store receipt Bin card must be updated for daily 

purchase (only the quantity of grain purchased) 

During sales period: following the data of store issuance (only the quantity of grain sold) 

The recording way is the same as the cashbook. But the purpose they serve is entirely different. 

Cash book is for Cash while stock card is only for the grain (In, Out and Balance)  

The following points should be taken into consideration when preparing Bin card or store card. 

 At the top there must be the name of CB, the type of type/variety of grain 

 The data of in going grain can be obtained from store receipt. Because data's are 

recorded in the store receipt before bin and stock card.    

                                                      
3
 if errors happened during writing cross along the two opposite edges  of the leaf - that is void.  
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 The data of out going grain can be obtained from store issuance. Because data's are 

recorded in the store receipt before bin and stock card. 

2.12. Purchase Book 

The recording data here must be the same as in the bin card. But the Bin card should always be 

kept in the store while purchase book shall be kept in the office. 

2.13. Stock Book 

The recording data here must be the same as in the purchase book or sales book. But the stock 

card is kept in the store while purchase or sales book shall be kept in the office. 

Date Description SRV/ 

SIV No 

In Out Balance 

5/5/94 Purchase of grain 00001    

      

 

2.14. Store issuance 

Whenever there is Out-going of grain, the store keeper must prepare legal evidence by issuing a 

receipt. 

2.15. Sales Book 

The one who is familiar with Purchase Book can use this book effectively and efficiently. 

Whenever the CB sales its stocked grain it has to register data here (date of sales, amount of 

grain, to whom, unit price and the total price). 

2.16. Example of Cash Book  

Mada Asambarera Cereal Bank 

Date Description CRV/ 

CPV No 

In Out Balance 

5/5/94 Shemsu Ab/Shaimo 

payment of contribution 

00001 100.00 - 100.00 

5/5/94 Purchase of grain 00001  90.50 9.50 
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2.17. Example of Store Receipt 

Madda-Asambarera Cereal Bank  

Date: 5/5/94 

Store receipt       NO 00001 

I Mr. / Mss. Damimalesh Aragawou the storekeeper of Madda–Asambarera CB, certify hereby 

received grain from Mr. / Mss. Kulani Tufa and the Materials specified below at the date 5/5/94 

in the presence of witness. 

No Description Unit of 

measurement 

Quantity Unit price Total price 

1 Wheat/Holland Kg 45 2.01 90.50 

      

      
 

 

2.18. Example of Stock Book 

Wheat/Holland (In kg) 

Date Description SRV/SIV 

No 

In Out Balance 

5/5/94 Purchase of grain 00001 45 - 45 
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Year 3 

Consolidation phase 1, 2
nd

 purchase and sales campaign 

Knowledge and skills to be transferred to CBs management committees through on the 

job and off the job training 

(Consolidation of knowledge and skills already transferred during previous years) 
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III. Financial Statements 

Before introducing you to the financial statement and its procedures of preparation it is 

important to know the concept and use of assets depreciation. 

3.1. Fixed Assets and Concept of depreciation 

What are fixed assets? The term fixed asset is used to describe tangible long-lived assets 

acquired for use in business operations and not intended for resale to customers. Other 

descriptive titles frequently used to describe the same thing are: 

 Plant, material and equipment, 

 Property, machinery and equipment 

 Plant assets. 

For instance, furniture, office equipment, store equipment, office building, store building, 

machinery, etc. are some of fixed assents. There is no standard criterion as to the minimum 

length of life necessary for classification of fixed assets. However, they must be capable of 

repeated use and are expected to last for more than one year. But it has to be noted that some 

assets do not need to be used continuously or even frequently. For example, items of standby 

equipment held for use in the event of breakdown or for use only during peak periods of 

activities are included in fixed assets. Fixed assets can be broadly classified into the following 

two groups: 

1) Depreciable fixed assets: They are subject to deprecation; their usefulness is 

reduced through wear and tear (continuous use and become old) or obsolescence; 

included are all assets of limited useful life such as equipments (like cars or 

machinery) and buildings. 

2) Land. The only fixed asset not subject to depreciation is land, which has 

unlimited term of existence. Since land does not deteriorate with age or use, it is 

not depreciable. However, farmland is an exception to this rule though it may 

lose its fertility or suffer from erosion. 

3.2. Concept of Depreciation 

Fixed assets as we saw in the above paragraph, with the exception of land, are of use to 

organization for only a limited number of years. Depreciation, as the term used in accounting, 

does not mean the decrease in the market value of a fixed asset over the period of time. 

Depreciation means the allocation of the cost of fixed asset to expense in the period in which 

services are received from the asset. With the passage of time, fixed assets lose their capacity to 

yield services. Accordingly, the cost of such assets should be transferred to the related accounts 

in a systematic manner during their expected useful life. Therefore, the periodic cost expiration 

of fixed assets is called depreciation. Also, it has to be understood that depreciation is a 
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preventive measure to save an amount of money every year in order to replace the fixed asset by 

purchasing a new one the day that it become out of use (too old). 

Causes of depreciation: there are two major factors or causes contributing to declining in 

usefulness of an asset: 

 Physical deterioration 

  Functional depreciation 

3.3. How to calculate depreciation of a fixed asset? 

Factors affecting depreciation estimate: there are three factors to be considered in determining 

depreciation: 

(1) Original cost of fixed asset. 

(2) Estimated salvage value  

(3) Estimated useful life of asset. 

There are several methods used by different organizations to calculate deprecation. Among 

these the simplest and widely used method is the straight – line method. Under this method, an 

equal portion of the cost of the asset is allocated to each period of use. Moreover, it is the most 

appropriate method when usage of an asset is fairly uniform from year to year. 

Mathematically, it is presented as follows: 

assetanofondepreciatiAnnual
lifeofDuration

valueSalvagevalueInitial



 

 Initial value is the amount in which the asset is recorded in the good receiving or 

property book of the organization, 

 Salvage value is the estimated value of an asset after economic life is over, 

 Economic life is the estimated years that the asset can last as asset of the organization. 

For instance, if Asambarera CB has a store, which was built for Birr 24,000.00 and no 

salvage value is estimated and the economic life of the store was estimated 24 years, 

then its annual depreciation can be calculated as follows: 

)(/875
24

000100024
ondepreciatiannualyearbirr


 

(The amount of 1000 birr correspond to the value of the store after 24 years) 

The first year value of the asset = initial value-annual deprecation  
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Therefore, the first year value would be = 24000- 875=23 125 birr 

The second year value of asset = first year value –annual depreciation 

Therefore, the second year value = 2 23 125 – 875 = 22 250 birr 

The third year value of asset = first year value- annual depreciation 

Therefore, the third year value = 22 250 – 875 = 21 375 birr 

This kind of accounting can be kept in record for years in a prepared format. The table below 

shows an example of depreciation table for Assambarera CB. 

Depreciation Table (Future investment for renewal)  

Items Date of 

acquisitions 

Initial value Past year/s 

deprecation 

Current year 

deprecation 

(2002) 

Remaining 

value 

Store  Dec. 1999 24 000.00 1750.00 875.00 21 375.00 
G. balance      
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3.4. How to Prepare Financial Statements? 

For a rational business decision and realistic business planning preparation, financial statements 

play a very crucial role. The most important financial statements are the following:  

a) Operating account or Income statement or Profit and loss 

b) Balance sheet 

c) Capital statement  

3.5. Income statement  

Income statement reports revenue or income of the CB, the cost of grain sold or others, the 

expenses which incurred during the business transaction, purchase of grain and others. The 

difference between the total expenses and total income gives the net income or profit of the 

business organization or loss.  

Income statement has two sections - expense and income sections. 

Steps to be followed in preparing the income statement 

1. Write the heading of the income statement on the three lines 

2.  Prepare the revenue (income) section. 

 Write the name of the section 

 Write the details  

3. Prepare the expense section 

 Write the name of the section  

 Write the details  

CBs income account or operating account can be prepared as follows: 

The name of the CB 

Income statement 

Date at which operating account is prepared 

EXPENSES BIRR INCOME BIRR 

Purchase of grain   Sell of the grain   

 Wheat    Wheat   

 Barely   Barely  
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Per diem   Grants from out side body  

Transport     

Pesticide     

Stationary     

Purchase of materials    

Maintenance    

Deprecation    

 Store     

 Ground Balance    

SE charge     

Guard salary     

Store rent     

Total expenses  Total income   

Net Result  = Total income – Total expense  

3.6. Example of Income Statement 
Madda-Asambarera 

Income statement 

For the month ended June 1994 

EXPENSES BIRR INCOME BIRR 

Purchase of grain   Sell of the grain   

 Wheat  6148.45  Wheat  8515.09 

 Barely   Barely  

Per diem   Grants from out side body 240.00 

Transport   Stationary  

Pesticide   Sacks  

Stationary   Canvas  

Purchase of materials   240.00 Needle  

Maintenance  Rent of store   

Deprecation  Other income  

 Store   Sale of sacks   137.50 

 Ground Balance  Registration fees    50.00 

SE charge  54.83 Rent of Store  

Guard salary     

Store rent     

Ground balance rent  12.00   

Total expenses 6455.28 Total income  8942.59 

Net income 2487.31   
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3.7. Balance sheet  

Some management decisions can best be made after determining the amount of Asset, 

Liabilities and Capital. The Balance Sheet may be prepared in one of the two following forms: 

 The account form: In the account form Assets are listed on the left hand side 

while Liabilities and Capital are listed on the right hand side. 

  The report form: In the report form Assets, Liabilities and Capital are listed in 

vertical arrangement. The auditing department of the Cooperative Bureaus 

requires this second form of presentation. 

Steps in preparing the balance sheet are: 

1. Write the heading of Balance sheet on three lines  

2. Prepare the Asset section of the Balance sheet  

 Write the section title - Asset 

  Write the title for each Asset account, 

 Write the word - Total Asset  

 Rule double lines across both amount column 

3. Prepare the liability section of the Balance sheet  

 Write the title of the section - liabilities 

 Write the title of the liabilities - Account payable  

If there is more than one liability, all kinds of liability account titles have to be separately shown 

and the balance (sum of the liabilities) has to be indicated in the total Liabilities. 

4. Prepare the capital section of the Balance sheet  

 Write the section title - capital 

 Write the account title  

5. Total the liabilities and capital section of balance sheet  

 Write the words total Liabilities and Capital 

 Compare the total amount of assets and Liabilities and &capital  

 Rule double lines across both amount columns to show that the Balance sheet has 

been completed. 

A balance sheet answers to the following two questions: 

 From what sources the CB got its income? 

 What the CB did with that money? 
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Name of the Organization 

Form of the statement  

Date 

ASSET  LIABILITY & CAPITAL  

Cash on hand   Liability  

Cash in the Bank  Account payable   

Account receivables  Capital   

Store inventory  MC to the working capital   

Store   MF  

Ground Balance   Grant   

  For store construction  

  For ground balance  

  Other grant  

    

    

    

Total  Total  

In the balance sheet the two side should be equal otherwise there is a problem. 

3.8. Example of Balance Sheet 

Madda-Asambarera 

Income statement 

30/10/94 

ASSET  LIABILITY & CAPITAL  

Cash on hand   Liability  

Cash in the Bank 7218.22 Account payable  1500.00 

Account receivables  Capital   

Store inventory  MC to the working capital  2500.00 

Store   MF 2500.00 

Ground Balance   Grant   

  For store construction  

  For ground balance  

  Other grant if any  

  Profit   

  Accumulated past results   

  Current year profit  718.22 

Total 7218.22 Total 7218.22 
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3.9. Capital Statement 

A financial statement that summarizes the change in capital during a fiscal period is called 

capital statement. 

CBs can review the capital statement to determine whether their capital is increasing or 

decreasing. Size of capital can increase due to new investment, donation by outsiders and by 

retaining earnings. If the contrary happens, the size of capital will decrease. 

The steps in preparing the capital statement are the following: 

1. Write the heading of the capital statement  

2.  Write the details 

Name of CB 

Capital statement  

Date at which the statement is prepared 

CAPITAL STATEMENT 

 BIRR BIRR 

Members contribution for the store construction /if kind valued    

Project donation for store construction   

Sub-total 1   

Members contribution for the working capital    

 Past contribution    

 Complement or increase of past contribution    

 New members contribution   

Sub-total 2   

Matching fund to the working capital   

 Past year    

 Current year    

Sub-total3   

Results of activities    

 Result of past years   

 Result of current year    

Sub-total 4   
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Grand –total    

3.10. Example of Capital Statement 

Madda –Asambarera 

Capital statement  

30/10/94 

CAPITAL STATEMENT 

 BIRR BIRR 

Members contribution for the store construction /if kind valued    

Project donation for store construction   

Sub-total 1   

Members contribution for the working capital    

 Past contribution    

 Complement or increase of past contribution    

 New members contribution 2500.00  

Sub-total 2  2500.00 

Matching fund to the working capital   

 Past year    

 Current year  2500.00  

Sub-total3  2500.00 

Results of activities    

 Result of past years   

 Result of current year  718.22  

Sub-total 4  718.22 

Grand –total   5718.22 
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Year 4 

Consolidation phase 2, 3
rd

 purchase and sales campaign 

Knowledge and skills to be transferred to CBs management committees through on the 

job and off the job training 

(Consolidation of knowledge and skills already transferred during previous years) 
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IV. Bank Account 

4.1. Opening a Bank Account 

Placing cash in a bank is called making a deposit. Account with a bank from which depositor 

can order payments to others is called Checking account. Writing a check makes withdrawal 

from checking account. A Check is an order writing, signed by depositor or authorized person, 

ordering the bank to pay cash from the depositor’s account to a person or business named on the 

check. 

The signature card: At the time the account is opened, a depositor indicates on a form that those 

persons are authorized to sign checks. A form signed by each individual authorized to sign 

check on checking account is called signature card. If more than one person is authorized to sign 

checks, the signatures of all signatories must appear on the signature card. The bank uses the 

card to verify that authorized signatures are on the checks present for the payment or not. The 

signature card is safe guardedly used by the bank to protect against forgeries.  

The deposit slip: The business form provided by the bank on which a depositor lists all cash and 

checks to be deposited is called deposit slip. The deposit slip is some times known as deposit 

ticket. It shows that the money was deposited on the mentioned date in the bank. 

A typical deposit slip form of Commercial Bank of Ethiopia is presented for demonstration as 

follows: 

COMMERCIAL BANK OF ETHIOPIA 

Bale–Goba BRANCH 

  6/10/    94 

copmdas-09  A/C No 

 Madda - Asambarera Cooperative  

Deposited To:  Account  

 DENOMINATION BIRR Cts. 

x  100 

x  50 

x 10 

x   5 
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THE RECIEPT IS NOT VALID UNLESS 
STAMPED AND SIGNED BY THE 

TELLER AND AUTHORIZED 

SIGNATORY OF THE BANK IN THE 
SPACE PROVIDED FOR. 

x    1 

x 0.50 

x 0.25 

x0.05 

TOTAL 789 45 

 

AMOUNT IN WORDS Seven hundred eighty nine and 45/100 only  

DEPOSITED BY Gematchu Serbessa  signature………….. 

 

 

Endorsing checks: The signature or stamp of the depositor on back of a check to authorize 

transfer of ownership is called an endorsement.  

4.2. Writing checks 

Writing the check stub 

The check stub must always be completed before the check is written. The following 

information is put on the check stub: the amount of check, the date, the person or business to 

whom/which the check is payable (payee), and the purpose of the check. 

Writing the check 

The following steps should be respected when filling in a check: 

1. Write the current date on the check. 

2. Write the name of payee on the check. If check is to a business, write the name of the 

business- not the name of the owner or manager of the business. If a check is to a person 

instead of a business, write the name of the person. 

3. Write the amount of the check in figures. The figures are written close to printed Birr 

sign.  

4. Write the amount of the check in words. This verifies the amount written in figures. The 

words begin at the extreme left end of the line provided. After the last part of the amount 

has been written, a line is drawn through the remaining blank space to printed Birr in 

word. 

5. Write in the appropriate space provided the purpose of payment. 

6. Sign the check after the check has been reviewed to see that it is correct. The signature 

must be written on the check in the same way that it was written on the signature card. 
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4.3. Voiding a check 

Banks usually refuse to cash an altered check. If an error is made in writing a check, a new 

check should be written. The check on which the error is made should be filed. Before filing the 

check, however, it must be voided. Writing the word void across the face of a check and stub to 

indicate that the check and stub are not to be used is called Voiding a check.  

4.4. Reconciling bank statement 

The bank keeps a ledger account for each depositor. The deposit slips and checks received at the 

bank are posted to depositor’s account. Similarly, all the withdrawals by the depositor during 

the time are also posted to the account. The ending balance that appears on the depositor’s 

account as a difference of deposits and withdrawals is issued as statement at the end of the time 

and is given to the depositor, that is what people call a bank statement. 

The following is the example format of bank statement: 

To: Name of the Organization 

Date Description In Out Balance 

     

     

 

 


