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When payments are made to creditors or cash received from debtors. Since, cash transactions 

will be numerous, it is better  to keep a separate book to record only the cash transactions. 
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Receipt Number (R.N): This refers to the serial number of the cash receipt. 

Voucher Number (V.N) : This refers to the serial number of the voucher for which payment is made. 

Ledger Folio (L.F): This column is used in both the debit and credit side of  cash book. The ledger page 

(folio) of every account in the cash book is recorded against it. 

 

 

Contra Entry 

When an entry affect both cash and bank accounts it is called a contra entry.  Contra in Latin means 

opposite. In contra entries both the debit and credit aspects of a transaction are recorded in the cash 

book itself. 
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Petty means ‘small’. The petty cash book is a book where small recurring payments like carriage, 

cartage, postage and telegram, printing and stationery etc., are recorded by the petty cashier, a person 

other than the main cashier. 

 

 

1. Receipts: This is the first column of the petty cash book. Amount received by the petty cashier for 

meeting petty expenses and the opening balance of  petty cash will be recorded in this column. 

2. C.B.F.N:  This refers to Cash Book Folio Number. In this column we write the page number of the cash 

book where cash paid by the cashier is recorded. 

3. Date: In this column, the date of  receipt / payment of cash is recorded. 

4. Particulars: This column records the details of the receipts / payments. Cash received in the beginning 

is shown as ‘To cash’ and all the petty expenses are shown as ‘By expenses’ (name of the expense). 

5. V.N.: The serial number of the voucher (cash payment) is written in this column. 

6. Total Payments: This column records the amount of every expense. At the end of the week or month 

expenses are 
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