The Documents Used In Business

@ Every time a business buys goods and services, it is
making a PURCHASE TRANSACTION

® Every transaction in a business creates a number of
documents

Which documents do you think will be filled in as part of a
purchasing transaction?
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The Documents That Are Involved
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The Flow of Documents

BUYER

Order
Form

Delivery

Note

Goods Received

Note

Credit Note
(if needed)

Remittance
Advice Slip

Cheque

VoV

Receipt

s Online: Slide 4



Why Do We Need These Documents?

® There are a number of reasons why finance may
be needed, including:

To provide information

To get goods to about goods bought
the right place

at the right time

To help find
mistakes

To ensure
correct prices
are charged

produce
accounts

To prove that goods
have been bought or
sold
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