/ Certification for
. Administration
Personnel

Nivel 2

*f la Unién Europea Europea o los de la Agencia Ejecutiva Europea de Educacion y Cultura (EACEA). Ni la Unidn Europea ni la EACEA pueden ser considerados responsables de ellos.

Cofinanciado por Financiado por la Union Europea. Las opiniones y puntos de vista expresados solo comprometen a su(s) autor(es) y no reflejan necesariamente los de la Unién
* %



Detalles de la unidad . oo

Personnel

UNIDAD 2.5 Interpretar documentos comerciales rutinarios

LO2.9: Demostrar la capacidad de preparar, interpretar y verificar entradas de
documentos comerciales rutinarios.



ISO, Factores de Control y Documentos Empresariales /é eu o

* Normalmente, las empresas utilizan plantillas para los documentos comerciales
para garantizar que se proporcione toda la informacion.

— En el caso de los sistemas ISO, estos documentos también forman parte del sistema y tienen su
propio codigo.



Certification for

Ejemplos de documentos comerciales - -

elistas de precios
e Cotizaciones

e Pedidos

e Facturas

eCorreos electrdnico

e Estados de cuenta

e Recibos
e Nominas
¢ I[nventario

e Tarjeta de
control de

stock

e Nota de crédito

e Nota de débito



Certification for

Algunos documentos - Cotizacion e

Sales Quotation Template

<<Company Name>> November 2, 2010

<<AddressLine 1>> e
<<AddressLine2>>

¥ . Logo
<<City>><<State>><<Zip Code>> B (frem profite)
<<Phone Office>><<Phone Fax>> ’k
<<Email Address>><<Website>>

-

TO: F.0.B. terms delivery number:
[Customer Name] [Type numberhere]

[Customer AddressLine 1]
[Customer AddressLine 2]

[Customer City, State ZIP Code]

Thankyou for yourinquiry dated: [Type date here]

We are pleased to quote you the following:

Item | Quantity Description Unit Delivery
Price Date

Wl (doa|l|&lw|n)] =

[y
o

[
s

T2
We will be happy to supply any furtherinformation you may need and trust that you call on us to fill your

order, which will receive our promptand careful attention.

Date:[Type Date Here]

Signatures of Authorized Person
Quotation Template
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Algunos documentos - Formulario de pedido : S

CCNFE=TF [P 777

Please Photocopy this form or request one with your next order ( Ref...Form21a) or
print it off our website ( motor-factors . com) and use it to fax or request an order.

Date :

Contact Name :

Company Name : Page : of

Delivery Address : Order Number :

Postcode :

LAl Sn Sl S S S S h S h S n S h S a4

Part Number Quantity Description (not essecna)

Fax Order to 01902 851016
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Algunos documentos - Factura ot

{ Microsoft Excel - Invoice Detailed-Manxsys Financiall
File Edit Wiew Insert Format Tools Data Window Help pe aquestion for help s/ = @ X

HE4 - A
B C D

CH Gourmet Gifts lNVO|CE

13 East 54th Street

New York, NY 10034 DATE: 1/1/2000
Phone: 206-555-2078 INVOICE # 100
Fax: 206-555-2081

Bill To:

Alexander O'Brien
Manxsys Financial
2864 Yookland Ave.
Seattle, WA 98452
Phone: 206-555-2078

[SALESPERSON]| P.O. NUMBER | SHIP DATE | SHIP VIA | F.O.B. POINT | TERMS

IChris Huffman I | | [ [ Due on receipt

QUANTITY DESCRIPTION UNIT PRICE AMOUNT
1.00 Coffee 12.50 12.50
Brand-X - 2 |bs pack

1.00 Chocolate Sampler 12.00 12.00

SUBTOTAL
TAX RATE
SALES TAX
TOTAL

4 < » » )\ Invoice / BN
Ready
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Algunos documentos - Correo electronico priesorin

Personnel

& Gmail - TovBzon Mnvopatoc - faritzis@gmail.com - Windows Intemet Explorer =N =R~
@Q L 4 [M https://mail.google.com/mail/?shva=1Fcompose L2 ﬂ { 1] X ‘ I - fax cover letter pel v
X PDFSuite £2; &% i~
x Go 8|t' - ':’Search ~ |- More » @ faritzis~ W ~
¢ Favorites | 53 Suggested Sites v @ | Web Slice Gallery v
g2+ | #9 Google @ Fanis Aritzis M Gmail - oveeon Mwo... % | fi v B v = @ v Pagev Safetyv Tookv @~

x WIAVG - Q- Attachments: none Email: xoox@r v ) Search | | Enews- | 3~ [ClEmal v ~ Weather - ]~

L . YRapia AmooToAl} Amo8rikeuon Twpa Amoppiwn @
Emagég
Tasks Npog: 7
Z0OvBEan pnvipaTog B | A =
Npoobrikn Kow. | Mpogbinkn kpuerg kow.
Eioepydpeva Ofpa: Job Inguiry
Buzz & Emotvayn apysiou Eioaywyii: Npéorhnon
Me aotépl 3 o 7 F- AT I EEGE = =
. i S G = = < AMAS Keiievo ‘EAsvxoc opovpagiag
Inpaviika a L 5% i =23 i | 8
AmeoTaApéva mwrm L3
Mpoxeipa (19) Subject: Job inquiry
n : I
POTATID Dear Sir/Madame,
Tagid
6 mepioodTepeq v 1 would like to be a member of your team.
Satiiien — Please forward my resume to the appropriate person,| =
Avalnmon, poofnkn f TG Kind regards, i
© Fanis Avritzis
2 ey Max Maximilium
Adparog/n v =
i 0 /
E'a:: uog?o/g_n AmooToAij ATo8rikeuon Twpa Améppipn
Livete oparog/n
§ KAfjon mAegavou
a_fanis_aritzis 3% TAfpeg ©2011 Google - Opot ke ATréppnTo Npécpam Spactnpid Aoy 0: 2 wpeg TTPIV
a.anastasiou Xpnoworroieite 296 MB aTré Ta 7622 MB Arrevepyorroingn Tou buzz Asmmopépacg =
Done @ Internet | Protected Mode: On G v R100% ~
653PM | |

el (S 9/5/2011

Bl S=E
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Algunos documentos — Estado de cuenta - oo

CONSOLIDATED STATEMENT OF COMPREHENSIVE INCOME
FOR THE FINANCIAL YEAR ENDED 31 DECEMBER 2015

Notes 2015 2014
$'000 $'000

(Restated)
Revenue 3 624,149 589,644
Cost of sales (293916) (279,018)
Gross profit 330,233 310,626
Other operating income 4 16,279 18,345
Interest income 5 4,005 2,058
Distribution and selling expenses (248,415) (233,005)
Administrative expenses (70,099) (70,998)
Interest expense 5 (5,322 (3,728)
Profit before tax and share of results of associates and joint ventures 26,681 23,298
Share of results of associates (1,933) 8,858
Share of results of joint ventures 628 645
Profit before tax 6 25,376 32,801
Income tax expense 8 (10,768) (6,771)
Profit for the year 14,608 26,030
Profit attributable to:
Owners of the Company 7,602 22171
Non-controlling interests 7,006 3,859

14,608 26,030
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Algunos documentos — Inventario | =

Onions, Red Yogurt

Onions, White Zucchini

Onions, Yellow

Orange Juice

Oranges

Peaches

Pears

Pepperoni

Peppers, Green Bell

Peppers, Orange Bell
Peppers, Red Bell

Peppers, Yellow Bell

Plums
Potatoes, Red

Potatoes, Russet
Potatoes, White




Algunos documentos - Recibo S

Administration
Personnel

o EDITC

EDUCATION & INFORMATION TECHNOLOGY CENTRE

Receipt o

i
T = e mNA e L e o \ i
Received From: ‘ CUSTOMER NAME

The sum of: One hundred eighty four Euros and
= = | !&uu > Y

zero cents Amount: | A | € 184.00

For Settilement of Invoices: 08960

ey 1ol S T coos i

i E
~Sh i
iy,

- " Maria /
25/08/2041 iy . Papastephanou ,,!,‘.'L/(/u./.'x:ggl_rl‘o’m/zv;
\ N T e The na{’:>s|gnaeure =]

Date { AL L{1} T Stamp
3
|

< 1l

EdITC Ltd,

Tax 1D: No. 12076110Y
C

T 76110

" 16 Imvrou street, 1055 Nicosia, Tel: 22466633, Fax: 22466635,
Email: editc@editc.com
Visit Us at www.editc.com



Certification for

Algunos documentos - Nota de crédito - e

P ——

|| New Purchase Credit Note
Edit purchase credit note details below

w

Supplier  AXT Autos v Document Type: | Purchase Credit Note ']

Purchase Credit Note

1D: PCR2

Supplier Credit No:

Date:
Qty

1 Credit for faulty van ignition switch Vehicle Maintenance  17.5% £230.00 £230.00

14/07/08

Description Account VAT Unit Price Line Total

| Prices Include VAT Subtotak £230.00
VAT: £40.25
Comment: (v Total: £270.25

VAT Treatment: | Purchase of Goods or Services from UK Supplier v | @ Paid Today: £0.00

Jourmnal Memo: Purchase Credit; AXT Autos Balance: £270.25

——
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Algunos documentos — Carta de porte :

Personnel

Your address, January 12, 2004
- Your Kogo Here ik 123 PM
905-640-1011 8550
| FROM TO
Name Widget Design Corp. Name Widget Manufacturing Group
Address  Sutte 1203 2245 Commerce Drive Address  Unit 107 952 Industrial Road
Contact BobD. Attn John
Phone  905-640-1011 Phone 105-123-4567
Reference/charge to | WDC-Project A27-B Same day delivery Dr4Hrsve
Comments & Description Rush 2Hr sve X | Ovemite Service
Fragile. (New samples) : 4
3 small boxes. Please return old samples promptly. Basic service Next day sve
Pncl_cup: after 2200PM Today X | Retum Van requested
Deliverby 10:30AM Wed
Wt:25 Lbs Pesfvol: 3
Driver:
[Sentby |BobD. 'WDC002 Received by
{Signe d: ’Signed: **%* No Signature Required ***
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Algunos documentos - CV e
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Personnel

Algunos documentos - Formulario de solicitud de permiso ‘@ eu s

Title = Hospital Appointment

Location

Start Time * 7/9/2010 itz

End Time = 7/9/2010 =

Notes

Hi Ryan, -
The hospital have called to say that they have =3
had a cancellation and can see me on Friday
morning. I know this is very short notice, but
T sasill Ihmsvemn +n sasmit 2D et s £ T A+ vl #bim J

All Day Event I Make this an all-day activity that doesn’t start or
end at a specific hour.

Recurrence [[TMake this a repeating event.

Workspace [[TUse a Meeting Workspace to organize attendees,
agendas, documents, minutes, and other details for
this event.

Authorized By * Rvan Wheeler ‘ 8. 3

Requested By * |Clare Stone |, a2

Reason Medical Appointment i

# Days Absence * 1.0

Created at 7/7/2010 3:54 PM by Clare Stone [
Last modified at 7/16/2010 5:42 PM by Clare Stone




Algunos documentos — NOomina

PAYEsoft

| the art of seftware.
l
Pay Statement PAYEsoft inc
000001 Mr P Gransden 06/04/2008 |EXPAT 1
Development ZX]_ 23456_A A Exact 543L Monthly
PAYMENTS HOURS RATE DEDUCTIONS ICUMULATIVE TOTS
Basic Pay 3,326.68 | PAYE Tax 954.13|Gross Pay 4,280.81
Tax Subs 954,13 | National Ins. 326.68 |Tax.Gross 4,280.81
Tax Paid 954.13
Earn For NI 4,280.81
Nat Ins ER 489.96
Nat Ins EE 326.68
K Not Coll. 0.00
Pension EE
TOTAL DEDUCTIONY £1,280.81
TOTAL PAY £4,200 81 NET PAY £3,000.00] PAY RECEIVABLE | £3,000.00

Certification for
Administration
Personnel




Algunos documentos — Un Certificado

» Trabaja en la oficina de admisiones

de la Universidad de Chipre.

— El Sr. Stephanakis envia este certificado
para su aprobacion con el fin de participar
en un programa de MBA

;Lo considera usted como
candidato?

— ¢ Qué necesitas comprobar?

LEducational Technology Award

Pl cmant oreyes 192 A8 vt i heaed aleat digred of o of bol iy

S e v -'b’ ~ "l'-v\“t’ v (AL -

LY ) IO

e s pemnd oo oy A Ay svn? 7T roaiene o L
"v frrag ."y".'.'7~|v!v¢”;1 ,‘;(n, v-"\‘-'vg o'"-
v ) -\
"y L N T PR L L “al

"" oAl st 0 400 sbhas) <P

wis AAY ¢ 4% Sed) '..‘_‘._.
1 — — b
- e,
|
L

Certification for
Administration
Personnel



Entradas — Numeros de documentos

« iCada documento debe tener un

nuamero de identificacion uUnico!

EDITTrio

DUCATION & INFORMATION TEC PGY CENTRE

Receipt

] Recelved From: ‘ CUSTOMER NAME
TTTTTTTT : | One hundred eighty four
ro cents | Andlioe 2,
For o 0:‘)60 %

25/08/2031 L - Papastephanou

| CHEQUE NUMBER / BANK NAME

Date

gampeny Detaile
uuuuu .
10 M. 1207

T 20761107
Company Registration Number: 76110

16 imvrou street, 1058

Tel:
Emall: aditcdRedtc.com
Visit Us at www.editc.com

eu

Certification for
Administration
Personnel



Entradas — Datos del cliente ‘@ eu ===

e La mayoria de los documentos comerciales

se refieren a clientes, iquienes deben ser

identificados!

Receipt | meraes

Cash/Cheque No: - CHEQUE NUMBER / BANK NAME
Uiy . Maria /77 ;

2s/08/20a1 - Papastephanou MU rrracactar

z The ™ and
Date Mty Stamp
s;nqsm-,mn
Eavens!
Tan o

- Ne. 120761107
Company Registration Number: 76110

16 Imvrou street, 1055 Teol:
Emall: aditcdRedtc.com
Visit Us at www editc.com
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Entradas — IVA, total e

@Mkrosoﬁ Excel - Invoice Detailed-Manxsys Financiall

Eile Edit View Insert Format Tools Data Window Help : ies For he % Ve BROC
HE4 i A @
[ A [8B] & | D E ‘ F G H | I

1

2

3 CH Gourmet Gifts INVOICE
| 4 13 East 54th Street

5 New York, NY 10034 DATE: 14142000
6 Phone: 206-555-2078 INVOICE # 100

7 Fax: 206-555-2081

8
Ex

10
1 11 | Bill To:

12 Alexander O'Brien

13 Manxsys Financial
14 26864 Yookland Ave.

i15) Seattle, VWA 98452

16 Phone: 206-555-2078
| 17
18 |

19 [SALESPERSON| P.O0.NUMBER | SHIPDATE | SHIPVIA | F.0.B. POINT | TERMS |
| 20 | |Chris Huffman I [ I I [ Due on receipt I

21

22
23] QUANTITY DESCRIPTION UNIT PRICE AMOUNT
| 24 1.00 Coffee 12.50 12.50

25 Brand-X - 2 Ibs pack
26

2 1.00 Chocolate Sampler 12.00 12.00

28

29

30

31
32 L —

33 SUBT, L% 2450
34 TAYL RATE 5.00%

35 SALEG TAX 123

36 TO 5 2573 -l

<« » »\Invoice /
Ready

SCRL




Otros puntos clave a comprobar en un documento /é eu ey

1. Fecha/Hora/Lugar 2.

Remitente

3. Sellos 4.
Firmas 5. Asunto

6. Plazosy

fechas de caducidad 7. Cuestiones de

confidencialidad 8. Segun el

tipo de documento
A. Numeros (por ejemplo, numero de factura o nimero de nota de crédito)
B. Datos del cliente (en caso de facturas o notas de crédito)
C. etc



Ejercicio escrito - —

Person nel

Actualmente estas trabajando en el departamento de
RRHH de una empresa.

Acaba de contratar a un nuevo empleado y éste le

ha enviado su contrato de trabajo junto con copias
de certificados.

¢ Coémo comprobarias los documentos?
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Comprobando la precision... - i

e Desarrollar plantillas de acuerdo a las
requisitos de cada tipo de documento, teniendo

también en cuenta el contexto de cada uno de ellos

* En todos los casos, incluya en su lista de verificacion:

— Los numeros, fechas y horas son correctos.

— Los nombres son correctos

— La presentacioén (por ejemplo, encabezados, pies de pagina, P é E
plantillas, contenidos, tablas) son apropiadas y actualizadas. i e o i
— Realizar una revision ortografica y gramatical 't ..,.--'

— El contenido es claro



Herramienta metodolodgica

|dentificar errores

e-EUPA_LO 2.5 M_001

24



Preguntas de repaso /é eu =

Pregunta de revision 1 Pregunta de revision 2

Enumere y describa el uso de diferentes tipos Explicar las entradas de los

de documentos comerciales. documentos comereciales.

Pregunta de revision 3

Describa un método que utilizaria para comprobar la

exactitud del documento comercial y certificar que es

correcto.




Certification for
Administration

Puntos clave del moédulo ' =

Principales tipos de documentos comerciales:
e Listas de precios

e Cotizaciones
e Pedidos
¢ Facturas
e Correos

electronicos
e Estados de cuenta

e Recibos
e Nominas

® |nventario

e Tarjeta de control
de stock

* Nota de crédito

* Nota de débito




Puntos clave del mddulo

En todos los casos, incluya en su lista de verificacion:
® Los numeros, fechas y horas son correctos
® Los nombres son correctos
e La presentacion (por ejemplo, encabezados, pies de
pagina, plantillas, contenidos, tablas) es apropiaday

esta actualizada

¢ Realice una revision ortografica y gramatical

¢ E| contenido es claro

Certification for
Administration
Personnel




Cofinanciado por
la Unién Europea

BIEN HECHO

Has completado la Unidad 2.5

Financiado por la Union Europea. Las opiniones y puntos de vista expresados solo
comprometen a su(s) autor(es) y no reflejan necesariamente los de la Unidn Europea o los
de la Agencia Ejecutiva Europea de Educacion y Cultura (EACEA). Ni la Unién Europea ni la
EACEA pueden ser considerados responsables de ellos.

‘e-eup

Certification for
‘ Administration
Personnel
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