
CASH BOOK
[Company / Business Name]

Month [Month YYYY]
Opening balance 500.00

Date Description Voucher / ref. Cash in Cash out Balance
01/10/2026 Cash sales CS-001 320.00 820.00
01/10/2026 Office tea and snacks V-001 15.00 805.00
02/10/2026 Received from [customer name] against INV-00 R-001 450.00 1,255.00
02/10/2026 Fuel for delivery van V-002 40.00 1,215.00
03/10/2026 Deposited in bank BD-001 600.00 615.00
03/10/2026 Cash sales CS-002 275.00 890.00
04/10/2026 Courier charges V-003 12.00 878.00

TOTAL 1,045.00 667.00
Closing balance 878.00

Enter the opening balance in the yellow cell, then one line per cash receipt or payment. The running balance and closing balance update automatically.
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