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FOREWORD

This account book is especially for those operating small businesses that
serve the vacationing public.

It sets up the “Cash Receipts and Disbursements” method of keeping
accounts. Thus, it is not suited to businesses carrying large inventories of
goods for sale. Such businesses should use a more elaborate accounting system
and use the “Accrual” method of keeping accounts.

There is no prescribed method of keeping accounts to comply with the
Income Tax Law. The Internal Revenue Service states, “Your Federal income
tax return may be prepared in accordance with any method of accounting
which you use regularly and which correctly reflects your income and expenditures.

By keeping records as provided for in this account book and following the
instructions for making your yearly Revenue and Expense statement, you can
accurately determine your net income. The Internal Revenue Service requires
you to keep records on file for at least four years after closing date of such
records. We recommend the financial records be kept permanently.

Well kept accounts are not only necessary to comply with Income Tax laws,
they are fundamental to intelligent business management. They furnish invalu-
able information for the manager to help operate the business. Determining
trends in the operation of the business from month to month is an important
reason for keeping records. Any needed corrections as shown by a study of
the monthly Profit and Loss statement, and a comparison with budget estimates,
can then be made to achieve the desired results.

For further information and additional copies of this account book, contact
your county Extension office or write to MSU Bulletin Office, 10B Agriculture
Hall, East Lansing, Michigan 48824-1039.

MSU is an Affirmative Action/Equal Opportunity Institution. Cooperative Extension Service programs

are open to all without regard to race, color, national origin, sex, or handicap.

Issued in furtherance of Cooperative Extension work in agriculture and home economics, acts of May 8,

and June 30, 1914, in cooperation with the U.S. Department of Agriculture. W.J. Moline, Director,
Cooperative Extension Service, Michigan State University, E. Lansing, MI 48824,

This information is for educational purposes only. Reference to commercial products or trade names does not imply

endorsement by the Cooperative Extension Service or bias against those not mentioned. This bulletin becomes public

property upon publication and may be reprinted verbatim as a separate or within another publication with credit to
MSU. Reprinting cannot be used to endorse or advertise a commercial product or company.

1M-4:89-Minor Revision-TCM-MP-Price $5.75, for sale only.

File 33.1 (Tourism and Recreation)
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ACCOUNT BOOK FOR SMALL TOURIST AND RESORT BUSINESSES
By Robert W. McIntosh'

INTRODUCTION

This account book has been prepared to help you conduct your business.
By using this simplified account book, anyone can keep adequate records
without previous training or experience.

Importance of Keeping Accounts

The most important part of record-keeping is interpreting and studying the
accounts to guide the future conduct of the business. By keeping records you
gain the following information:

Amount of sales, time of sales and nature of sales.
Amount of expenses and the nature of these expenses.
Profits (or losses) at the end of each month.

Cost of sales (cost of merchandise which is sold).

Annual net income (upon which your income tax is based).
Net worth at the end of the year.

mo oo T

Aids in Keeping Records

Probably the hardest thing about keeping accounts is remembering to write
things down. Many successful resort managers use the “notebook™ method of
keeping memos. They keep a small sized spiral notebook in their pockets at
all times. Whenever a purchase is made, they write the information in the
notebook. The transaction is later recorded in the regular account book. Always
get a sales slip when possible. If paid by check, write the check number on
the sales slip.

Handling Cash

Rules for handling cash are:

a. Deposit all cash income in a bank as soon as possible.

b. Keep duplicate deposit slips on file.

c. Enter all deposits on check stubs.

d. Maintain your check stub balance at all times.

e. Pay all but smallest bills by check. Make these payments during the
month that obligation is incurred, if possible. This keeps monthly income
and expenses together.

f. Make a monthly comparison between check stub balance, cash accounts

as shown in account book, and bank statement.

Keep a small amount of petty cash on hand for incidentals.

a9

Extension Specialist emeritus, Tourist and Resort Program.

HOW THE ACCOUNT BOOK IS ARRANGED
The “Cash Book™ pp. 2-25

This first part of the book provides a place to record all cash income and
cash expenses from day to day. There are twelve sets of these pages. one set
for each month.

“Summary — Room Sales and Other Sources of Revenue” and “Con-
trollable & Fixed Expenses” pp.26-27

Here you will find provisions for recording the monthly totals of income
and expenses obtained from the cash book. Be sure that the column headings
for the Income and Expense Summaries are the same as in the cash book.

“Merchandise Payments” Record pp. 28-32

Use these pages for keeping records of merchandise purchased for sale such
as fishing tackle. souvenirs, ete.
“Monthly Profit and Loss Summary” p. 33

Making this summary is probably the most important part of your record
keeping. It furnishes a condensed summary of business operations at the end
of each month.

“Wages Record” pp. 34-42

Instructions for wages record are found on the same page as instructions for
making the monthly Profit and Loss Summary.

Inventory and Depreciation of Capital Goods p. 43
“Capital Goods Assets” —“Inventory of Linen, China, etc.” pp-44-46

These are annual inventories. A full explanation and instructions are in-
cluded within this section of the account book.

“Annual Revenue and Expense Statement™ p. 47

This is a summary of the entire year’s business. You will find most of the
necessary yearly total figures in the “Income Summary by Months,” p. 28.
Certain expenses will have to be obtained from the cash book — taxes. insurance
and interest paid. Depreciation expense will be found by totaling “Depreciation
Expense this year” columns of the “Inventory of Capital Goods Assets.” pp. 44-45.

The “Balance Sheet” p. 48
Answers the question “What am I worth at the end of the year?”

“Accounts Payable” Inside back cover.
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(Name or number of each cahin, cottage, or room as well as other sources of revenue such
MONTH_ - _ - et o D as hait sales, hoat rentals, etc., can be entered at top of the columns)
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(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43.)
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32.)
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carry to Monthly Profit and Loss Summary, p. 33.
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ROOM SALES AND

(Name or number of each cabin, cottage, or room as well as other sources of revenue such
as bait sales, boat rentals, etc., can be entered at top of the columns)
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, carry to Monthly Cash Profit and Loss Summary, p. 33.
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MONTH. CONTROLLABLE OPERATING

(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43.)
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32)
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Carry totals of each column to Summary—Controllable Operating Expenses and Fixed Expenses p. 26-27. Total Expenses for Month $___ carry to Monthly Profit and Loss Summary, p. 33.
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(Name or number of each cahin, cottage, or room as well as other sources of revenue such
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CONTROLLABLE OPERATING

(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43.)
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32.)
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Carry totals of each column to Summary—Controllable Operating Expenses and Fixed Expenses p. 26-27. Total Expenses for Month §

, carry to Monthly Profit and Loss Summary, p. 33.
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ROOM SALES AND

(Name or number of each cabin, cottage, or room as well as other sources of revenue such
MONTH______ as hait sales, hoat rentals, etc., can be entered at top of the columns)
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MONTH_ CONTROLLABLE OPERATING

(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43))
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32.)
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Carry totals of each column to Summary—Controllable Operating Expenses and Fixed Expenses p. 26-27. Total Expenses for Month $_____, carry to Monthly Profit and Loss Summary, p. 33.
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(Name or number of each cabin, cottage, or room as well as other sources of revenue such
MONTH_______ as bait sales, boat rentals, etc., can be entered at top of the columns)
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Carry tbtals of each column to Summary—Room Sales and Other Sources of Income, p. 26-27. Total Revenue for Month $_____, carry to Monthly Cash Profit and Loss Summary, p. 33.
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(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explan
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32)
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EXPENSES AND FIXED EXPENSES
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ROOM SALES AND

(Name or number of each cahin, cottage, or room as well as other sources of revenue such
MONTH_______ as hait sales, hoat rentals, etc., can be entered at top of the columns)
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Carry totals of each column to Summary—Room Sales and Other Sources of Income, p. 26-27. Total Revenue for Month $____ carry to Monthly Cash Profit and Loss Summary, p. 33.
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MONTH___ S CONTROLLABLE OPERATING

(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43))
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32.)
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Carry totals of each column to Summary—Controllable Operating Expenses and Fixed Expenses p. 26-27. Total Expenses for Month $_________, carry to Monthly Profit and Loss Summary, p. 33.




EXPENSES AND FIXED EXPENSES

RENT-LAND
AND
BUILDINGS

RENT-
EQUIF;MENT
FURNISHINGS

LICENSES
AND
TAXES

$

O O N o & W N =

—
o

—
—

—
[p]

—
w

=
~

—
[2,]

—
[=2]

—
~

—
©o

-
[{=}

[
o

[at)
—

M
N

(]
w

L]
=

N
[3,]

]
[=1]

]
~J

]
(=]

r
[¥=]

w
o

w
et




ROOM SALES AND

(Name or number of each cabin, cottage, or room as well as other sources of revenue such
MONTH_____ as bait sales, hoat rentals, etc., can be entered at top of the columns)
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Carry totals of each column to Summary—Room Sales and Other Sources of Income, p. 26-27. Total Revenue for Month $_______, carry to Monthly Cash Profit and Loss Summary, p. 33. {
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MONTH. CONTROLLABLE OPERATING

(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43.)
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32.)
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Carry totals of each column to Summary—Controllable Operating Expenses and Fixed Expenses p, 26-27. Total Expenses for Month | carry to Monthly Profit and Loss Summary, p. 33.
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ROOM SALES AND

(Name or number of each cabin, cottage, or room as well as other sources of revenue such
MONTH_____ as hait sales, boat rentals, etc., can be entered at top of the columns)
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Carry totals of each column to Summary—Room Sales and Other Sources of Income, p. 26-27. Total Revenue for Month $___ | carry to Monthly Cash Profit and Loss Summary, p. 33.




OTHER SOURCES OF REVENUE
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DATE

16

17

18

19

20

21

22

23

24

25

26
MDSE.
SALES

PROFIT

27

INCOME
FOOD
SERVICE

28
VENDING
MACHINE

INCOME

29

LEASED
FACILITIES
INCOME

30

OTHER
INCOME

$

$

$

$

$
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25A

MONTH___ I CONTROLLABLE OPERATING

(Do not enter purchases of capital (durable) goods on this page. Enter on p. 44-45. See explanation p. 43.)
(Do not enter purchases of goods for sale on this page. Enter on p. 28-32.)

MGR’S PAYROLL LAUNDRY GUEST ADVERTISING | COMMISSIONS DUES OFFICE TRAVELING FUEL, REPAIRS
SALARY EMPLOYEE TAXES DRY CLEANING LINEN ROOM CLEANING AND DISCOUNTS | SUBSCRIPTIONS| TELEPHONE, | SUPPLIES, & WATER
DATE WAGES & EMPLOYEE | ‘g UNIFORMS COSTS SUPPLIES SUPPLIES TELEGRAPH SERVICES | AUTOMOBILE

%
oR SALES AND &
ALLOWANCE BENEFITS PROMOTION | ALLOWANCES |CONTRIBUTIONS & POSTAGE | EXPENsES | ELecTRiciTy | MAINTENANCE
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31
TOTAL |$ $ $ $ $ $ $ $ $ $ $ $ $ $ $

Carry totals of each column to Summary—Controllable Operating Expenses and Fixed Expenses p. 26-27. Total Expenses for Month $_—_, carry to Monthly Profit and Loss Summary, p. 33.




EXPENSES AND FIXED EXPENSES

25B

DATE

CASH
OVER AND
SHORT

OTHER
OPERATING
EXPENSES

RENT-LAND
AND
BUILDINGS

RENT-
EQUIPMENT
FURNISHINGS

LICENSES
AND
TAXES

INSURANCE

INTEREST

$

$
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26

SUMMARY-ROOM SALES AND

MONTH

10

11

12

13

14

15

JAN.

FEB.

MAR.

APR.

MAY

JUNE

JuLy

AUG.

SEPT.

0CT.

NOV.

DEC.

TOTAL

SUMMARY-CONTROLLABLE OPERATING

MONTH

MGR'S
SALARY
OR
ALLOWANCE

EMPLOYEE
WAGES

PAYROLL
TAXES
& EMPLOYEE
BENEFITS

LAUNDRY
DRY CLEANING
& UNIFORMS

LINEN
COsTS

GUEST
ROOM
SUPPLIES

CLEANING
SUPPLIES

ADVERTISING
AND

SALES
PROMOTION

COMMISSIONS

DISCOUNTS
AND
ALLOWANCES

DUES
SUBSCRSI‘PTIUNS
CONTRIBUTIONS

TELEPHONE,
TELEGRAPH

OFFICE
SUPPLIES,
SERVICES
& POSTAGE

TRAVELING
&

AUTOMOBILE
EXPENSES

FUEL,
WATER

&
ELECTRICITY

REPAIRS
MAINTENANCE

JAN.

$

$

$

$

$

$

$

$

$

$

FEB.

MAR.

APR.

MAY

JUNE

JULY

AUG.

SEPT.

OCT.

NOV.

DEC.

TOTAL

$

)

$

$

$

$

$

Transfer totals of each column to Revenue and Expense Statement for the Year, p. 47.




OTHER SOURCES OF REVENUE

27

MONTH

16

17

18

19

20

21

22

23

24

25

26

MOSE.
SALES
PROFIT

27
INCOME
FOOD
SERVICE

28

VENDING
MACHINE
INCOME

29
LEASED
FACILITIES
INCOME

30

OTHER
INCOME

JAN.

$

$

$

$

$

FEB.

MAR.

APR.

MAY

JUNE

JuLy

AUG.

SEPT.

0CT.

NOV.

DEC.

TOTAL

EXPENSES AND FIXED EXPENSES

MONTH

CASH
OVER AND
SHORT

OTHER
OPERATING
EXPENSES

RENT-LAND
AND
BUILDINGS

RENT-
EllUIl;‘MENT
FURNISHINGS

LICENSES
AND
TAXES

INSURANCE

INTEREST

JAN.

|

$

$

$

FEB.

MAR.

APR.

MAY

JUNE

JULY

AUG.

SEPT.

0CT.

NOV.

DEC.

TOTAL




A MERCHANDISE PAYMENTS

For recording purchases of goods to he sold

Date To Whom Paid By Cash | By Check Ncuhn‘:gtr Date To Whom Paid By Cash | By Check Nﬁjhn?g';r

Total for the Month | $ $ Total for the Month| $ , $

Note: Turn to p. 33 to compute cost of goods sold for the month.

Pay bills promptly. This helps keep income and expenses within the same month.




MERCHANDISE PAYMENTS “

For recording purchases of goods to be sold

Check Check

Date To Whom Paid By Cash By Check Number Date To Whom Paid By Cash By Check Number

Total for the Month | $ $ Total for the Month| $ $

Note: Turn to p. 33 to compute cost of goods sold for the month.

Pay bills promptly. This helps keep income and expenses within the same month.




0 MERCHANDISE PAYMENTS

For recording purchases of goods to be sold

Date To Whom Paid ByCash | ByCheck | pcek Date To Whom Paid ByCash | ByCheck | picer

Total for the Month | $ $ Total for the Month| $ $

Note: Turn to p. 33 to compute cost of goods sold for the month.

Pay bills promptly. This helps keep income and expenses within the same month.




MERCHANDISE PAYMENTS 3

For recording purchases of goods to be sold

Date To Whom Paid ByCash | ByCheck | prcck, Date To Whom Paid ByCash | ByCheck | prcck

Total for the Month | $ $ Total for the Month| $ ‘ $

Note: Turn to p. 33 to compute cost of goods sold for the month.

Pay bills promptly. This helps keep income and expenses within the same month.




32 MERCHANDISE PAYMENTS

For recording purchases of goods to be sold

Date To Whom Pai ByCash | ByCheck | jorcok Date To Whom Paid ByCash | ByCheck | yocon

Total for the Month | $ $ Total for the Month| $ $

Note: Turn to p. 33 to compute cost of goods sold for the month.

Pay bills promptly. This helps keep income and expenses within the same month.




MONTHLY CASH PROFIT AND LOSS SUMMARY

Month _______________ January | February [ March April May June July August |September| October |November |December
Total Cash Revenue for Month  |$ $ S $ $ $ $ $ $ $ $ $
Less: Cost of Goods Sold
Gross Profit or Loss
Less: Cash Expenses for Month
Net Profit or Loss $ L S S $ $ $ $ $ $ $ $

MAKING THE MONTHLY PROFIT AND LOSS SUMMARY

Need for Making the Profit and Loss Summary

Accurately determining all income, cost of goods sold. gross profit, business
expenses and net profits over certain periods of time is essential to good
management. With such information, the wise business manager can readily
see the progress of operations from month to month. This information is used
as a guide in the future management of the business.
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