
Backbone Drums - Monthly Accounts Records 
 
Monthly Records 
These records can be filled in by copying over your weekly records at the end of the month or at 
the end of each week. This will then give you a complete summary of how you have done for that 
month and gives you a chance to summarise all of your weekly records ready for your end of year 
accounts. 
 
 
Excel workbook 
There are 3 tabs at the bottom of the document: Summary, income & expenses and petty cash. All 
columns are automatically added and carried over from page to page. Fill in the white boxes only. 
 
PDF documents 
Each page needs to be printed out separately and columns added up manually. Copy all figures 
over from the money in and money out sheets to the summary sheet at the end of the week. 
 
1. Summary  
 

 
 
Fill in the following information on the summary page: 
 
Date – Last day of the month you are recording 
Opening balance – This will be the closing balance from the previous month 
Bank statement close – The amount you had in the bank on the close of business on the last day 
of the month you are recording 
Outstanding bankings – If you have banked some money before the end of the month but it is 
not showing in your account by the last day of the month, record that amount here.  



Notes – Write anything here that has affected how your business has done over the month. This 
could be an extra bill you weren’t expecting, purchase of some expensive new piece of equipment, 
a holiday where you were not working etc. 
 
 
 
 
 
2. Income & expenses 
 

 
 
To complete this document you will need all of your weekly records in front of you. It is quite a 
good idea to print out the weekly summaries so that you can tick off information as you write it 
onto your monthly record. 
 
From your weekly records, you only need to copy over the end of week totals (total money taken 
from drum lessons for each week, total money spent on advertising for each week etc.) As you fill 
in the data in the white boxes, the figures in the grey boxes will automatically update as will the 
totals on the summary page. 
 
 
 
 
 
 
 
 
 
 
 



3. Petty cash  
 
This is where you record all the money you have on hand or in a petty cash tin. 
 

 

 
 
 
 
 
See how you have done 
 
After you have entered all of your figures, go back to the summary page to see how you have 
done for the month. All boxes will now be populated and you will see if you have made money or 
not during the month. The figures are also a guide for you in the future when planning ahead. 
 
The ‘Movement’ box shows you the difference between the opening balance and closing balance. 
A red figure shows a minus which means that you have lost money this month whereas a black 
figure shows a positive which means that you have made money this month. 
 
 
 



Check your figures 
 

 
 
This is how the summary page works to help check your figures. 
 

• The top line gives you a ‘closing balance’ based on the figures you have entered. 
• The second line gives you a ‘total’ of money you actually physically have. 

 
If you have kept tight controls on your handling of money throughout the month and you have 
recorded your figures accurately, the last box ‘Difference from closing balance’ should be ‘0.00’ 
 
Therefore the ‘closing balance’ and ‘total’ boxes should be the same. 
 
If your total is lower than your closing balance: You are missing money 
This could be for one of the following reasons: 

• Recording a payment you didn’t actually receive 
• Recording a payment more than once 
• Losing some money  
• Not recording an expense. 

 
If your total is greater than your closing balance: You have extra money 
This could be for one of the following reasons: 

• Receiving money and not recording it 
• Recording an expense before any money has left your account 
• Recording an expense more than once 

 
 
 
 



 
Fixing an error 
 
If you have an error, you need to investigate to find out why. Go back through your daily, weekly 
and monthly records to look for errors and also look at your diary/calendar to see if anything jogs 
your memory about a lesson or sale etc that might affect your figures. 
 
Here are some tips: 
 
If your total is lower than your closing balance: You are missing money 
 
Check back through your monthly and weekly records (and daily if you keep them) to check the 
following: 

• Have you received payment from everyone that should have paid? (did a student forget to 
pay at the end of their last lesson?) 

• Have you recorded the same payment from someone more than once? 
• Have you paid for something but not recorded it? 

 
If after checking everything you still can’t find the error, complete the following: 

1. Go to you Monthly summary income and expense page and record ‘Error correction’ under 
‘money out’ after the last month’s entry. 

2. Write the amount you are missing in the ‘other’ column 
 
This will adjust your closing balance to make your closing balance and total the same. 
 
 
If your total is greater than your closing balance: You have extra money 
 
Check back through your monthly and weekly records (and daily if you keep them) to check the 
following: 
Have you taken money from a student or sale but not recorded it? 
Have you recorded an expense before actually paying for it? 
Have you paid for something near the end of the month by card or bank transfer and recorded it 
but it hasn’t shown up on your statement before the end of the month? 
Have you recorded an expense more than once? 
 
  
If after checking everything you still can’t find the error, complete the following: 

1. Go to you Monthly summary income and expense page and record ‘Error correction’ under 
‘money in’ after the last month’s entry. 

2. Write the amount you are missing in the ‘other’ column 
 
This will adjust your closing balance to make your closing balance and total the same. 
 
 
Saving your records 
 
When you have completed your end of month records and everything balances, you can save it 
with a file name made up of the month and year you have just completed. Make a note of the 
closing balance as this will be the opening balance figure for your next months record and the first 
weekly record of the next month.  


