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If you sometimes pay for business expenses out of personal funds you will need to account for those expenses in Xero and claim them as either a liability to yourself to be reimbursed, or as equity (funds introduced) into the business.
I don’t find the Expense Claim feature of Xero to be that great. If you make a mistake it is impossible to correct. And you need to be very careful with dates as to when it shows up on your GST returns.

What I find works well is to summarise your expenses for a month in an Excel spreadsheet (example below) and then to enter the expense claim as an accounts payable invoice, which then either gets reimbursed to you from the bank account, or offset against your current (drawings) account.
Excel spreadsheet example:

[image: image1.png]May 2011 Expenses
Date ttem
31/05/2011 Mileage 124kms@ .75
31/05/2011 Parking
31/05/2011 "chin wag’ networking event food
31/05/2011 "chin wag’ networking event food
30/05/2011 Prepay
31/05/2011 Meeting with elevate
31/05/2011 MicrosiM
21/05/2011 Coffee x2
25/05/2011 Parking
19/05/2011 Parking
12/05/2011 Lunch with Elevate
13/05/2011 Meeting with elevate
16/05/2011 Prepay
13/05/2011 Lunch with Elevate
4/05/2011 Images for WE
18/04/2011 Images for WE
27/04/2011 Email crediits
5/05/2011  Upgrade emailPro website account

To be entered info Xero

Company

Downtown Carpark
snapdragon
snapdragon
Vodafone

savour

Vodafone

The Look Out

Afrium

Nuffield street
Victoria Sushi telecom
savour

Vodafone

Paneton

istock

istock

Campaign Monitor
Freeparking

Total

Coding
Vehicle Expenses
parking
Entertainment 50/50
Entertainment 50/50
telephone
Entertainment 50/50
telephone
Entertainment 50/50
parking

parking
Entertainment 50/50
Entertainment 50/50
telephone
Entertainment 50/50
Image Purchases
Image Purchases
subcontracors
[website Expenses

Vehicle Expenses
Entertainment 50/50
parking

telephone

Image Purchases
subcontracors
Website Expenses

Amount

B
3
3

R

9220
800
5.50

3400

2000

13.50
10.00
5.00
850
400
850
5.20

4000
820

98.25

9811

2206

172.44





Xero entry example
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If you would like a copy of this Excel template please feel free to email info@jada.co.nz .[image: image3.png]
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