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ELEMENT 4: ACTIVITY 1: LO5 
Accounting source documents
PART ONE – Understanding invoices

Look at the following document created by footwear supplier TaiShoo.
	
INVOICE


	
Invoice Number:

Supplied by:


	
JAI0003 

TaiShoo
Welsley Road
Sometown
SS9 4BZ

	
Date:

Supplied to:


	
15 January 20XX 

Jaipura
Northdown Road
Anytown
AT4 5FF

	Quantity
	Description
	Unit Price
	Total amount

	
10 pairs

5 pairs 
	
Ladies shoes, L47, size 5

Gents shoes, G87, size 10

	
15.00 per pair

20.00 per pair
	
150.00

100.00


	
	250.00

	
Terms: 30 days from invoice date
Payments received after 30 days will be subject to a 5% late payment charge.

40% trade discount if payment received within 14 days of the invoice date

Payment to:
High Street Bank
Sort code 03-05-01
Account number  9878524

	Sub total

	250.00


	
	
Sales tax @ 20%
	
50.00


	
	
Invoice total 
	
300.00






	Now answer the following questions showing your workings where appropriate.

1. Who is the supplier of the goods?




2. What is the preferred method of payment?





3. If the invoice is paid within 14 days of the invoice date how much trade discount (in money) would be received?





4. If the payment is made after 30 days how much late payment fee will be charged?












PART TWO – Credit notes

Assume that the customer in Part One has returned two pairs of ladies shoes as they were faulty. Create a credit note from the supplier to the customer to reflect the return of goods. This may be hand drawn in the space below or created on a computer/word processor.
	























PART THREE – Preparing invoices

You are the business owner of Jamesway Trading, a wholesaler of office stationery, which trades from The Office Warehouse, Jamesway, Mytown, MY6 3DD. A customer, The Card Shop of 334 The High Steet, Cityville, CT8 2SS has ordered the following items:
5 boxes of assorted fibre-tipped pens at $15 per box
100 notebooks at $8 per 10
250 ring binder folders at $1 each
[bookmark: _GoBack]Sales tax at 20% is to be added to all items. Jamesway Trading offer a 4% discount if the invoice is settled in full within 14 days. 
Prepare an invoice numbered CS5261, under today’s date, to be sent to the customer.
This may be hand drawn in the space below or created on a computer/word processor.
	
















PART FOUR – Statements of account

Jamesway Trading has also had the following transactions with another customer, P J Patel Ltd. 
1 Feb	Balance due $145
3 Feb	Goods sold to P J Patel Ltd, $210 Invoice 9535
10 Feb	Payment transfer received from P J Patel Ltd, $145
24 Feb	Good returned by P J Patel Lts $50, credit note CN733 issued
25 Feb 	Goods sold to P J Patel Ltd, $180, Invoice 9822
Prepare a statement of account to be sent to P J Patel Ltd at the end of February, showing all transactions during the month and the end of month balance. 
This may be hand drawn in the space below or created on a computer/word processor.
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