Understanding the Expenditure Sheet
These instructions are designed to help you fill in the expenditure sheet supplied with the Youth
Services Toolkit. The colours and layout of other expenditure sheets might be a little different,
but the general concepts will be the same in most organisations.
This expenditure sheet has three sections- it’s like three forms, with three different purposes.
They are on one sheet because it makes it simpler to keep them that way but it is easiest at
first to think of them as three separate forms:

1. The list of expenses
The first few columns are for you to write down what the
money was spent on, how much it was and the date you spent
it.
In this example, $340 has been spent with Fred’s floor repairs
and $23 with Bob’s sports shop on footballs.
The cheque number column is where you write down the
number on the cheque used to make that payment. If you paid
some other way, just write ‘cash’ or ‘bpay’ or whatever method
was used.
The bottom row adds it all up, showing how much was spent in
total this month.

2. The cost headings record
The section next to the list of expenses is the cost headings record. It’s shaded, to make it
easier to tell it from the other sections. When the budget was written, the budget writer had a
number of different things they expected the money to be spent on, like fuel, rent, electricity
and equipment. These are called the ‘cost headings’ and you can think of cost headings as
separate buckets of money. Any camp purchases should come out of the camp bucket, any
equipment purchases should come out of the equipment bucket. In these columns, write which
cost heading (or bucket) the money should come out of.
In this example, $340 was spent out of the ‘hall repairs’ cost heading and $23 was spent from
the equipment cost heading.

The row at the bottom of these columns adds all the purchases on that cost heading together,
so you can see how much you’ve spent that month from each cost heading.

3. The bank reconciliation section
When you get your statement from the bank, sometimes it will say that the amount left in the
bank is more than the amount your sheet says. Don’t panic! Chances are, you’ve written a
cheque that hasn’t been banked yet. So your sheet says you’ve spent some money, but the
bank doesn’t know about it yet.
This last section of the sheet gives you a chance to fix this. Just look at the bank statement and
see if there are any cheques that haven’t been cashed yet. (The bank statement will have a list
of all the cheques that have been cashed. See if there are any that are on your list, but not
theirs, and list these in the bottom section.
In this example, you can see there is really only $5407 left, even though there is $5747 in the
bank. This is because the club has written a $340 cheque to a tradesman for hall repairs but he
won’t cash it until the job is done.

This section is also useful for checking that you have recorded all the money you have spent
each month or that the bank has not made any mistakes.

Sample payment sheet

