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Unit Details e eu ==

WA 04: Filling System Documentation and Databases

UNIT 2.5 Interpret routine business documents

LO2.9: Demonstrate the ability to prepare, interpret and check entries of routine business
documents.



e Usually, companies use templates for business documents
to ensure that all information is provided.

— In case of ISO systems, these documents are also part of the system and
have their own code.



ersonnel

Pricelists
e Quotations

e Orders

e Invoices

e Emails

e Account Statements
e Receipts

e Payslips

e Inventory

e Stock Control Card
e Credit Note

e Debit Note



Certification for

ocuments - Quotation

Sales Quotation Template

<<Company Name>> November 2, 2010 o

<<AddressLine 1>>
<<AddressLine2>>

# < Logo
<<City>><<State>><<Zip Code>> B (from prosie)
<<Phone Office>><<Phone Fax>> \
<<Email Address>><<Website>> W

-~

T0: F.O.B.terms delivery number:
[Customer Name] [Type numberhere]

[Customer AddressLine 1]
[Customer AddressLine 2]

[Customer City, State ZIP Code]

Thankyoufor youringuiry dated: [Type date here]

We are pleased to quote you the following:

Item | Quantity Description Unit Delivery
Price Date

wle|Nloa|u|&|lwla| =

[y
o

[y
g

12
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 prompt and careful attention.

Date: [Type Date Here]

Signatures of Authorized Person
Quotation Template
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Some documents - Order form

CCNFEl=F [P 77

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.

Contact Name : Date :

Company Name : Page : of

Delivery Address : Order Number :

Postcode :

LAl Sl Sl S S S S h S h S n S n a8 4

Part Number Quantity Description (not esserma)

Fax Order to 01902 851016




Some documents - Invoice

r@ Microsoft Excel - Invoice Detailed-Manxsys Financiall

Eils

HE4

Edit

Wigw

-

Insert  Format  Tools Data wwindow

e

Help

A

B

C O

CH Gourmet Gifts

13 East 54th Street
Mews Work, MY 10034
FPhone: 206-555-2078
Fax: 206-555-20381

Bill To:

Alexander O'Brien
Manxsys Financial
2864 Yookland Ave.
Seattle, WA 95452
FPhone: 206-555-2078

INVOICE

DATE: 1/1/2000
INVOICE # 100

[SALESPERSON| P.0. NUMBER |

SHIP DATE |

SHIP VIA | F.0.B. POINT | TERMS

|Chri3 Huffman

| Due on receipt

QUANTITY

DESCRIPTION

UNIT PRICE AMOUNT

1.00 Coffee
Brand-¥ - 2 lbs pack

Chocolate Sarmpler

12.50 12.50

SUBTOTAL
TAX RATE
SALES TAX
TOTAL
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Some documents - Email

@ Gmail - DovBean MnvipoToc - faritzi il.com - Internet Explorer \i"ﬂ”é]
@ O - |M htt, 'mail.google.com/mail/?shva=1#compose < Q |‘?‘ X | |_r.-) fax cover letter R
X PDFSuite & B2 i~

x Go g|€ - i’ Search ~ |- More » @ faritzis - ‘\ @

{Qf Favorites ‘ {5 Suggested Sites v @ | Web Slice Gallery +

.' Google |@FamsAmz|s |M Gmail - ZovBzon Mnwu... X|7‘ Mo~ ~ [ om v Page~ Safety~ Tools~ @~ 7

|cu:| -
[=[=} "
* WEAVG ~ - attachments: none Emall: xoox@r = () Search | \ Ednews + | 2/~ (SlEmal v - Weather - [EJ -

ﬂ-"\WPﬂ‘P'ﬂ AmoaTohq AToBRKEUTN TWPa Amdppiyn @
Emagés
Tasks Mpog: I
ElvBeon unvipare
ItV N P Mpootiikn Kow. | Mpocfiikn kpughg ko,
Eiozpydpeva Ofpa: Job Inguiry
Buzz @ % & Emaivayn apysiou Eigaywyr: Mpéokhnan
Me aoTépl — .

X v B 7 U F 1T+ R 6 Keil i
Snuavmka a F-1I- Iy T, H I ¢ AthG Kefuevo facw
AmeoTalpiva auerm o, =
Mpoxsipa (19) Subject: Job inquiry
Mpogwmkd N

P Dear Sir/Madame,
Tagid
G mepioodrepegy | would like to be a member of your team.
Tugimen — Please forward my resume to the appropriate person| £
Avalimnon, mpoabikn f Tpdoy Kind regards, [
w Fanis Aritzis
Iy ) Max Maximilium m
dparog/n v -
Eiorz adpatog/n. A 5 ATToBr z A6
[fete opardclh TroaToM] roBRKeuon TWpa TrappIyn
L Khijon mAepavou
a_fanis_aritzis 3% TAApeC E2011 Google - Dpol km ATrdponTe Mpé 6 hoy 0: 2 peg TV
a anastasiou Kpnowotroiee 298 MB oo 1a 7822 MB ATTEvEpyOTTOINGN Tou buzz AermopEpaieg
Done @ Internet | Protected Mode: On v ®I0% -

@ [For] = [lier | B i [ ] o




Some documents — Account statement e eu ==

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 (293,914) (279,018)
Grass profit 330,233 310,626
Cther operating income 4 16,279 18,345
Interest income 5 4,005 2058
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:
Qwners of the Company 7,602 22171
Non-controlling interests 7,006 3,859

14,608 26,030
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Some documents — Inventory -

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




| |

Some documents - Receipt

o EDITC

EDUCATION & INFORMATION TECHNOLOGY CENTRE

Receipt o o

Received From: CUSTOMER NAME '—S

Vv
The sum of: One hundred eighty four Euros and
i‘Ln:- W}
zero cents | Amount:) | € 184.00

For Settiement of Invoices: 08960

il

Cash/Cheque No: -:15:; CHEQUE Ntl:lT’rB'ETIB'A}K NAME

,."Aii)!,. b
it

il " Maria ‘
2s/08/2011 . . ____Papastephanou MU crrrocacczham
e w The Re Signature and
Date 4 || [T Stamp

Com 11

EdITC Ltd,

Tax 1D: No. 12076110Y

C ation T 76110

16 Imvrou street, 1055 Ni ia, Tel: 224 33, Fax: 22466635,

Email: editc@editc.com
Visit Us at www.editc.com
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Some documents - Credit note -

Mew Purchase Credit Note

Edit purchase credit note details below

-fﬁ-

Supplier AXT Autos - Document Type: | Purchase Credit Note -

Purchase Credit Note
ID: PCR2

Supplier Credit Mo

Date

Qty
1 Credit for faulty van ignition switch Vehicle Maintenance  17.5% £330.00 £330.00

14/07/08

Description Account VAT Unit Price Lire Tatal

| Prices Include VAT Subtotak £230.00
VAT: £40.25
Comment: [=] Tetal: £270.25

VAT Treatment: | Purchase of Goods or Services from UK Supplier = | 2 Paid Today: £0.00

Joumal Memo:  Purchase Credit; AXT Autos Balance: £270.2%

e |
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Some documents — Waynbill -

Your address, January 12, 2004
#ﬂ”ldfd ﬂfﬁ Your city, , 1.23 PM
905-640-1011 83550
FROM TO
Hatre Widget Design Corp. Hame Widget Mamifacturing Group
Address  Sutte 1203 2245 Commerce Drve Address  Tnit 107 952 Industrial Eoad
Contact BobD. Attn JTohn
Phone Q05-640-1011 Phone 105-123-4567
Referencefcharge to i WDC-Project A27-B Hame day delivery DrdHr sve
Comments & Description Fush 2Hr ave X | Ovemite Service
Fragile. (Mew samples) g g
3 small boxes. Please return old samples promptly. Basic service Hext day swve
Pic.’r_mp:aﬂ&r 200N Today X | Retum Van requested
Dieliver by 10:30AL Wed
Wt: 25 Lhs Pesfwal: 3
Diiveer:
Sentby  |Bobh D WDC002 Received by
|Signed: Signed: ¥ NoBignature Feguired ###




Certification for

ome documents - CV
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Some documents - Request for leave form e eu ==

Title = Hospital Appointment

L ocation

Start Time = 7/9/2010 ==
End Time = 7/9/2010 i
MNotes
Hi Ryan, -

The hospital have called to say that they have [=
had a cancellation and can see me on Friday
morming. I know this is very short notice, but =

T bl I 1 S 1. b -aile S | e 0 e -

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 *= |[Bvan wheeler | g o3
Requested By = |clare stone ||, @
Reason Medical Appointment -

# Days Absence *~ 1.0

Created at 7/7/2010 3:54 PM by Clare Stone [ Ok ] [ cancel ]

Last modified at 7/16,/2010 5:42 PM by Clare Stone
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Some documents — Payslip - i

PAYEsoft

| the art of software,
|

Pay Statement PAYEsoft inc

Q00001 Mr P Gransden 06/04/2008 |EXPAT 1

Development ZX123456A A Exact 543L Maonthly

PAYMENTS HOURS  RATE DEDUCTIONS CUMULATIVE 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 Q5413
Earn For NI 4,280.81
Mat Ins ER 489.96
Mat Ins EE 326.68
K Mot Call. 0.00
Pension EE

TOTAL DEDUCTIONS  £1.220.21

TOTAL PAY £4.200.81 MET PAY £3,000.00| PAY RECEIVABLE | £3,000.00




Some documents — A Certificate

e You work at the admission’s
office for the University of
Cyprus.

— Mr. Stephanakis sends this certificate

for approval in order to participate in
an MBA programme

e Do you consider him as an
applicant?

— What do you need to check?

Educational Technology Award
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Entries — Document numbers -

e Each document must have a unique
identification number!

ElTriis

EDUCATION M INFORMATION TIC SGY CENTRE

Receipt

T (7t
er
) For o BOG 1
Cash/Cheque No: = sl | CHEQUE NUMBER / BANK NAME |
iy, ’ Maria o,
2s5/08/2031 - Papastephanou MU rr2acaceztbam
= B The - and
Date \ [ — Stamp
T
Tam 10! NG. 1207671
Company Regietrat mbe °
mvrou streot, Tel:
togResitc.com
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Entries — Customer details ‘@ eUu ==

e Most business documents refer
to customers, who must be
identified!

..........

Ma /
0000000000 = Papast MUY
D Th
. t Stam
b
Tox 15 NG, 120781
Company Regieiratio e
mvro root, Teol:
. togRedite. com



Entries — VAT, total

Microsoft Excel - Invoice Detailed-Manxsys Financiall

==}

=] File Edit Wiew Insert Format  Tools Data  MWindow  Help Type a question For help -3 X
HE4 - 123
A B © 8] E F G H | J —
1
2
3 CH Gourmet Gifts INVOICE
4 13 East 54th Street
5 Mew York, MY 10034 DATE: 1712000
5] Fhone: 206-555-2078 INVOICE # 100
7 Fax: 206-555-2081
g
9
10
11 Bill To:
12 Alexander O'Brien
13 Manxsys Financial
14 2864 Yookland Ave.
15 Seattle, WA 03452
16 Fhone: 206-555-2078
17
18
12 | SALESPERSON| P.0.NUMBER | SHIPDATE | SHIPVIA | F.0.B. POINT | TERMS |
20 |Chris Hutfman | | Due on receipt |
21
22
23 QUANTITY DESCRIPTION UNIT PRICE AMOUNT
24 1.00 Coffes 12.80 12,50
25 Brand-¥ - 2 Ibs pack
26
27 1.00 Chocolate Sampler 12.00 12.00
28
29
30
31
32 | p————
33 SUBT) L[ & 24.50
34 TAY RATE 5.00%
35 SALRG TAX 1.23
36 TO k] 2573 -

M 4 » M

Ready

Invoice

SCRL
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Other key points to check on a document e eu ==

Deadlines and expiry dates

Confidentiality issues

Depending on the type of the document

A. Numbers (e.g invoice n. or credit note numbers)

B. Customer details (in case of invoices or credit notes)
C. efc

1. Date/ Time/ Place
2. Sender

3. Stamps

4. Signatures

5. Subject

6.

7.

8.



Written exercise -

You are currently working at the HR
department of a company.

You have just hired a new employee and
he has sent to you his employment
contract together with copies of
certificates.

How would you check the documents?




Develop templates according to the .
requirements of each type of document,

taking also into consideration the context

of each of them

In all cases, include in your checklist:

Certification for

Checking the accuracy... '

Numbers, dates, times are correct

Names are correct

Presentation (e.g., headers, footers, templates, ~ { o %
contents, tables) are appropriate and updated @~} o7

L3
P

Conduct a spelling and grammar check

..,v
,o“
.

Content is clear
ETC.



Identify Mistakes
E-EUPA LO 2.5 M 001

24



Revision Questions

: Revision Question 1
AN List and describe use of different
types of business documents.

Revision Question 3

Describe a method you would use to
check the accuracy of the business
document and to certify that it is
correct.

Revision Question 2
Explain entries of business
documents.




Module Key points ‘e eu =

Main types of business documents:
Pricelists
Quotations
Orders
Invoices
Emails
Account Statements
Receipts
Payslips
Inventory
Stock Control Card
Credit Note
Debit Note




. o —
MOdU'G Key p0|nts ‘e el Ao

In all cases, include in your checklist:
Numbers, dates, times are correct
Names are correct
Presentation (e.g. headers, footers,
templates, contents, tables) are
appropriate and updated

Conduct a spelling and grammar check
Content is clear




You have completed Unit 2.5

Funded by the European Union. Views and opinions expressed are however those of the

Co-fu nded by author(s) only and do not necessarily reflect those of the European Union or the European / e — e u p ) Cortction o

Personnel

the European Union  Education and Culture Executive Agency (EACEA). Neither the European Union nor EACEA
can be held responsible for them.




	Slide 1: Level 2
	Slide 2: Unit Details
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24: Methodological Tool I
	Slide 25: Revision Questions 
	Slide 26: Module Key points
	Slide 27: Module Key points
	Slide 28: WELL DONE!

