Financial Documents

E.g. Ordering stationary for school.

1. Fill out a                                with the items you want to purchase and send to the supplier  in the post
Check it because:

2. The items arrive a few days/ weeks later and you sign a                                              which states what you ordered, and you sign a                                            state you are happy with the condition of the order. A copy of these are sent to the supplier

Check it because: 
3. A few weeks later you receive an                             from the supplier showing what they delivered with the prices and a total sum that you now owe

Check it because:
4. They may also send a                                             which shows you how much money the suppliers owe you. This could be because items you previously paid for were damaged or returned. This is instead of a  

Check it because:
5. If you regularly place orders with the supplier, instead of sending invoices after each purchase they will send a                                                          at the end of each month and may include a                                                which shows the amount owing and a reference number to make payment easier

Check it because:
6. You will then send the supplier a                            together with the                                             so their accounts department can easily  tell who the payment has come from

Check it because:
7. The suppliers will then send you a                                   confirming that the cheque has been received.
Check it because:

