Financial Documents

Exercises

On all exercises try to be consistent with references and order numbers, they should be the same throughout.

This is a blank exercise that could be used by Teachers’ to revise:

· Filling in documents

· Spotting the errors on documents.

It is meant to be flexible.

CREDIT NOTE
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Cheque

s 

are issued by banks

 or building societies

 to their personal and business 

account customers in the form of a book

.  Payment by cheque is one of the most 

common methods of payments

 




INVOICE








Cheques

Once you have checked the invoice against your purchase order and delivery note and any credit notes, you will need to pay your invoice.  Complete the cheque below to pay for your goods received.

Further cheque exercises

Complete the cheques below using the following information:

1. You have checked the details of an invoice received from F.B. Harris for £20 and need to complete and send a cheque.


2. An invoice has also been received from Mr. and Mrs. Pope for £50, it has been checked and is correct.













TO:





A Credit Note is a ‘refund’ document.  It reduces the amount owed by the buyer; remember the goods have not yet been paid for.





REASON FOR CREDIT:
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Product code�
Description�
Quantity�
Price�
Unit price�
Total�
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Credit note no.





Account:





Your reference:





Our Invoice no.





Date:











Invoice – the document sent by the seller to the buyer stating how much is owed by the buyer for a particular delivery of goods.
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Invoice No.





Account:





Your reference:





Date:











Invoice to:





�





Complete the diagram below to show the basic checks you need to carry out when receiving a cheque.





WESTERN BANK PLC


Broadfield Branch


22 Market Street, Broadfield BR1 7TR








Date…





33-76-54





Pay____________________________________________��   ________________________________________________





_________________________________________________





£











098923                  33 76 54       670981702





Signature:





WESTERN BANK PLC


Broadfield Branch


22 Market Street, Broadfield BR1 7TR








Date…………………20…...…..





33-76-54





Pay…………………………………………………………………��……………………………………………………………………..





……………………………………………………………………..





£











098923                  33 76 54       670981702





Signature:





WESTERN BANK PLC


Broadfield Branch


22 Market Street, Broadfield BR1 7TR








Date…………………20…...…..





33-76-54





Pay…………………………………………………………………��……………………………………………………………………..





……………………………………………………………………..





£











098924                  33 76 54       670981702





Signature:





WESTERN BANK PLC


Broadfield Branch


22 Market Street, Broadfield BR1 7TR








Date…………………20…...…..





33-76-54





Pay…………………………………………………………………��……………………………………………………………………..





……………………………………………………………………..





£











098923                  33 76 54       670981702





Signature:
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