
Book-Keeping Honour 

Worksheet 

 

 

Pathfinder Name: ______________________                          Club: ___________________ 

 

Requirement 1: Use the template below to make out a household 

budget and keep accurate cash expense records for six (6) months 

 

Cash Income Sept Oct Nov Dec Jan Feb Total 

Household Income        

Total Income        

        

Cash Expenditure Sept Oct Nov Dec Jan Feb Total 

Groceries/Takeaways        

Electricity        

Water        

Rent/Mortgage        

Council Tax        

Insurance        

Total Expenditure        

 



Requirement 2: Keep a personal cash record and budget for at least 

six months.  

 

Cash Income Budget Sept Oct Nov Dec Jan Feb 

Pocket Money/Other        

Total Income        

        

Cash Expenditure Budget Sept Oct Nov Dec Jan Feb 

Mobile        

Hair        

Clothing        

Travel        

Clothing        

Toiletries        

Total Expenditure        

 

 

 

Requirement 3: Demonstrate ability to write and endorse 
cheques, fill out receipts, make bills and monthly 
statements, report expenses, keep auto mileage and 
expense records, and figure out simple interest.  
 

 

  



 

Task 3a. Using the examples below demonstrate how to pay bills 

and endorse two (2) cheques 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

Task 3b. Using the information on Dagenham Eagles Invoice, Carol Brown has 

paid in full on the 24/09/2020 for all the goods shown above. Fill out her 

receipt below.  

 

 

 

 

 



Task 3c. Using the information above, accurately complete the 

cheque below to pay the North England Conference (NEC) Pathfinder 

and AMR Department total amount owed £58.55. 

 

 

Task 3d. Complete the Income & Expenditure Statement below 

showing the total amount of money received by your Pathfinder 

Club. 

 

2019 Income & Expenditure Statement for 

____________________________  

 

Income  Amount  Expenditure Amount 

     

     

     

     

     

     

     

     

     

     

Total   Total  

     

 



 

 

Task 3e. Record the above expenses in the extract report below, 

Add the actuals to find the total spent to date in the third quarter. 

        

Plans for the Third Quarter:      

Date Expenditure Activity Actual £ 

        
        
30th Sept Printer Purchased  83.98   

C. TOTAL SPENT TO DATE IN THIRD QUARTER   

 

 

 

Task 3f. Using 3f. Auto Mileage Log, find the total round trip in 

miles, spent visiting a Pathfinder family in Scottsdale and for hiking 

25km in Peak District to complete master guide outdoor skills with 

friends before COVID-19. 



 

 

Process For Expenditure/Request For Funds 

True/False Quiz 

1. Only parent must submit an expenditure requisition form for each item of expenditure or event 

T/F?  

2. Request forms must be signed by budget holders. T/F? 

3. Request forms must be signed by the Pathfinder Departmental Elder/Pastor T/F? 

4. All cheques must be attached/staple to the form T/F? 

5. All receipts must be presented by the middle of the year for re-imbursement T/F? 

6. Final cut-off date for re-imbursement will be 17th of each month T/F? 

7. Church Departmental Funds/Monies spent must be authorised by the CHURCH BOARD. 

T/F? 

8. Only the Church Pastor can authorise emergency expenditure. T/F? 

 



Task 3g. Complete the purchase requisition or request form 

below using Amazing Stitch Ltd June invoice. 

         Amazing Stitch Ltd 

Invoice – June 2020 
 

CLIENT: DAGENHAM EAGLES DATE: July 21st, 2020 CONTACT: Stewart 

Item Description Quantity Colour Unit 

cost 

Total 

Cost 

Words to be embroidered: - 

Transportation fees (*discounted) 

Postage & Packaging (Recorded and tracked-

signed for) 

Face Mask-Filtered~ Adult 

    

0 N/A  4.45 

    

30 Black & 

Orange 

 280.00 

Face Mask-Filtered~ Children 4 Orange  16.00 

~TOTAL BALANCE Due (WITHIN 48hrs of Receipt of Ordered items) ~  £300.45 

**ALL JOBS REQUIRE A 70% DEPOSIT TO BE STARTED: 

BALANCE DUE ON DELIVERY** 

* = one-off cost 

 

 

 

 

 



 

Task 3h. Calculate in the space below, the total amount 

paid with interest in five (5) years, using the forumla below 

and show your workings. 

 

 

 

 

 

 
 
 
 

Honour Signed Off By: _______________________        Date: _____________________ 


