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voucher
day book
journal

ledger
daily trial
balance

bank and/or
trading company

book of expense items

book of other expenditures

book of suspense payment

book of deposits received

book of bills

book of cash

book of comparing 
budget and performance 

fixed amount expense

other expense

suspense

deposits

bills

cash receipts and 
disbursements  

sub manager

submit   everyday 

report  on
 the

 balance

of deposits

checking up the 
cash balance

manager
commander

in-chief

submit ‘daily trial balance’
everyday 

 submit ‘daily trial balance’
everyday 
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