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	Subject:
	Principles of Accounting
	Class Size:
	41

	Level:
	Secondary 3 Normal (Academic)
	Class ability:
	Mixed-Ability

	Topic:
	Source Documents 
	Duration:
	60 minutes 


Pre-requisite knowledge

	Students are expected to be able to

	1. Share their daily experience on making purchases from supermarkets or other trading operations (Purchases & Receipts)


Specific Instructional Objectives

	At the end of the lesson, students will be able to

	1. Explain the stewardship function of accounting for business units

	2. Explain what are Purchase Order, Sales Invoice, Debit & Credit Notes & their importance

	


Homework Assignments

	1. Complete the details of a Debit Note based on prescribed information

	


	Time
	Activity
	Questions/Tasks
	Resources/Remarks

	12:15 – 12:20
	· Set up for lesson

· Any housekeeping matters
	
	

	12:20 – 12:25
	· Establish class rules & routines
	· Introduce students to the Accounts Web-site: http://accounts2002.tripod.com 
	· PowerPoint Slides

· Rules & Routines will be pinned up on the Notice Board in class

	12:25 – 12:35


	· Divide the students into 6 groups (Team Leader will assume the position as Finance Manager; Remaining team members assume the role of accountants)

· Teacher will indicate to students that the businesses formed will be identified as trading firms selling computer products. Thereafter, teacher will brief students on some simple guidelines in germinating their business names (in particular Sole-trader)

· Teacher will assign business name to each team 


	
	· PowerPoint Slides



	12:35 – 12:55
	· Teacher will introduce to each team the role of an accountant

· Teacher explains the use of Purchase Order & Sales Invoice via illustration

· Each member of the firm needs to place a prescribed order using the Purchase Order Form. The member of the other team receiving the Purchase order will need to prepare & issue a sales invoice based on the following arrangement depicted in Figure 1
	· Each team member is given a task to issue Purchase Order & Sales Invoice. Upon completion, the Purchase Order will be issued in return for a Sales Invoice based on Figure 1 (This will give students an insight on processing & issuance of Purchase Orders & Sales Invoices)
	· PowerPoint Slides

· Handouts (Sales Invoice, Purchase Order, & Sales Transactions)

	12:55 – 13:10
	· Teacher introduces the concept of Debit & Credit Notes with illustrations

· Each member of the firm will be presented with a scenario to prepare & issue a credit note.
	· Each member of the firm will be presented with a scenario to prepare & issue a Debit Note (Homework)
	· PowerPoint Slides

· Handouts (Credit Note, & Debit Note)

	13:10 – 13:15
	· Summary

· Teacher will briefly introduce to students what will be covered in the next lesson
	
	· PowerPoint Slides
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Students will be divided into 7 different trading firms based on their seating arrangement. All students sitting within Column 1 will automatically become part of “Firm 1”. The remaining columns presume the following arrangement. However, students will decide upon their business names, which will become their team identity throughout the term.
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Figure 1

Sales Transactions:
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Invoice No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	TOTAL:


	


REMARKS:

1. Cheques should be crossed & made payable to “Five Stars Computer Company”

2. Credit Term is 30 days from the Invoice Date, unless otherwise specified.

3. Interest of 1.5% per month will be charged on all overdue accounts.

For Five Stars Computer Company
     Authorised Signature

     Finance Department

E.&.O.E
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Invoice No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	TOTAL:


	


REMARKS:

1. Cheques should be crossed & made payable to “DIY Computer Store”

2. Credit Term is 30 days from the Invoice Date, unless otherwise specified.

3. Interest of 1.5% per month will be charged on all overdue accounts.

For DIY Computer Store
     Authorised Signature

     Finance Department

E.&.O.E
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Invoice No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	TOTAL:


	


REMARKS:

1. Cheques should be crossed & made payable to “Brighton Computer Trading”

2. Credit Term is 30 days from the Invoice Date, unless otherwise specified.

3. Interest of 1.5% per month will be charged on all overdue accounts.

For Brighton Computer Trading
     Authorised Signature

     Finance Department

E.&.O.E
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Invoice No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	TOTAL:


	


REMARKS:

1. Cheques should be crossed & made payable to “Springleaf Computer & Accessories”

2. Credit Term is 30 days from the Invoice Date, unless otherwise specified.

3. Interest of 1.5% per month will be charged on all overdue accounts.

For Springleaf Computer & Accessories
     Authorised Signature

     Finance Department

E.&.O.E
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Invoice No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	TOTAL:


	


REMARKS:

1. Cheques should be crossed & made payable to “Companion Computer System”

2. Credit Term is 30 days from the Invoice Date, unless otherwise specified.

3. Interest of 1.5% per month will be charged on all overdue accounts.

For Companion Computer System
     Authorised Signature

     Finance Department

E.&.O.E
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Invoice No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	TOTAL:


	


REMARKS:

1. Cheques should be crossed & made payable to “First Choice Computer”

2. Credit Term is 30 days from the Invoice Date, unless otherwise specified.

3. Interest of 1.5% per month will be charged on all overdue accounts.

For First Choice Computer
     Authorised Signature

     Finance Department

E.&.O.E
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	No.
	Item
	Unit Price (S$)

	01
	Pentium 4 Computer System (In-house Brand)
	S$1,599.00

	02
	Dot-matrix Printer (In-house Brand)
	S$699.00

	03
	Laser Printer (In-house Brand)
	S$1,345.00

	04
	Mouse
	S$8.00

	05
	Keyboard
	S$14.50

	06
	Mouse pad
	S$3.25

	07
	Iomega Zip Disk
	S$199.50

	08
	Compact Disc (CD) Drive
	S$201.00


Note:

1. All prices are quoted in Singapore Dollars.
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	No.
	Item
	Unit Price (S$)

	01
	Pentium 4 Computer System (In-house Brand)
	S$1,950.00

	02
	Dot-matrix Printer (In-house Brand)
	S$799.00

	03
	Laser Printer (In-house Brand)
	S$1,250.00

	04
	Mouse
	S$7.99

	05
	Keyboard
	S$12.90

	06
	Mouse pad
	S$2.90

	07
	Iomega Zip Disk
	S$215.00

	08
	Compact Disc (CD) Drive
	S$220.00


Note:

1. All prices are quoted in Singapore Dollars.
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	No.
	Item
	Unit Price (S$)

	01
	Pentium 4 Computer System (In-house Brand)
	S$1,999.00

	02
	Dot-matrix Printer (In-house Brand)
	S$599.00

	03
	Laser Printer (In-house Brand)
	S$1,400.00

	04
	Mouse
	S$8.50

	05
	Keyboard
	S$14.30

	06
	Mouse pad
	S$3.25

	07
	Iomega Zip Disk
	S$199.99

	08
	Compact Disc (CD) Drive
	S$215.50


Note:

1. All prices are quoted in Singapore Dollars.
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	No.
	Item
	Unit Price (S$)

	01
	Pentium 4 Computer System (In-house Brand)
	S$2,100.00

	02
	Dot-matrix Printer (In-house Brand)
	S$670.00

	03
	Laser Printer (In-house Brand)
	S$1,400.00

	04
	Mouse
	S$8.00

	05
	Keyboard
	S$13.00

	06
	Mouse pad
	S$2.99

	07
	Iomega Zip Disk
	S$219.55

	08
	Compact Disc (CD) Drive
	S$230.99


Note:

1. All prices are quoted in Singapore Dollars.
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	No.
	Item
	Unit Price (S$)

	01
	Pentium 4 Computer System (In-house Brand)
	S$1,850.00

	02
	Dot-matrix Printer (In-house Brand)
	S$499.00

	03
	Laser Printer (In-house Brand)
	S$1,288.00

	04
	Mouse
	S$9.50

	05
	Keyboard
	S$15.00

	06
	Mouse pad
	S$3.50

	07
	Iomega Zip Disk
	S$201.50

	08
	Compact Disc (CD) Drive
	S$280.00


Note:

1. All prices are quoted in Singapore Dollars.
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	No.
	Item
	Unit Price (S$)

	01
	Pentium 4 Computer System (In-house Brand)
	S$2,010.00

	02
	Dot-matrix Printer (In-house Brand)
	S$600.00

	03
	Laser Printer (In-house Brand)
	S$1,200.00

	04
	Mouse
	S$9.00

	05
	Keyboard
	S$16.00

	06
	Mouse pad
	S$3.15

	07
	Iomega Zip Disk
	S$200.50

	08
	Compact Disc (CD) Drive
	S$189.00


Note:

1. All prices are quoted in Singapore Dollars.
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PO No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price

	
	
	
	

	
	
	
	

	TOTAL:


	


For Five Stars Computer Company
     Authorised Signature
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PO No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price

	
	
	
	

	
	
	
	

	TOTAL:


	


For DIY Computer Store
     Authorised Signature
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PO No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price

	
	
	
	

	
	
	
	

	TOTAL:


	


For Brighton Computer Trading
     Authorised Signature
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PO No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price

	
	
	
	

	
	
	
	

	TOTAL:


	


For Springleaf Computer & Accessories
     Authorised Signature
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PO No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price

	
	
	
	

	
	
	
	

	TOTAL:


	


For Companion Computer System
     Authorised Signature
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PO No.: 
__________________

Date:

__________________

	No.
	Description
	Quantity
	Unit Price

	
	
	
	

	
	
	
	

	TOTAL:


	


For First Choice Computer
     Authorised Signature
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Credit Note Issued To:


CR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Five Stars Computer Company
     Authorised Signature

     Finance Department
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Credit Note Issued To:

CR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For DIY Computer Store
     Authorised Signature

     Finance Department
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Credit Note Issued To:

CR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Brighton Computer Trading
     Authorised Signature

     Finance Department
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Credit Note Issued To:

CR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Springleaf Computer & Accessories
     Authorised Signature

     Finance Department
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Credit Note Issued To:


CR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Companion Computer System
     Authorised Signature

     Finance Department
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Credit Note Issued To:

CR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For First Choice Computer
     Authorised Signature

     Finance Department
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Debit Note Issued To:


DR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Five Stars Computer Company
     Authorised Signature

     Finance Department
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Debit Note Issued To:

DR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For DIY Computer Store
     Authorised Signature

     Finance Department
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Debit Note Issued To:

DR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Brighton Computer Trading
     Authorised Signature

     Finance Department
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Debit Note Issued To:

DR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Springleaf Computer & Accessories
     Authorised Signature

     Finance Department
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Debit Note Issued To:


DR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For Companion Computer System
     Authorised Signature

     Finance Department
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Debit Note Issued To:

DR Note No.: 
__________________

Date:

__________________


Our Invoice No.:



Date of Invoice:
	No.
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	TOTAL:


	


For First Choice Computer
     Authorised Signature

     Finance Department












Trading Firm 06





APPENDIX





Trading Firm 05





LESSON PLAN





Trading Firm 04





Trading Firm 03





Trading Firm 02





Trading Firm 01





    Buyer												 Seller





Trading Firm 01 trades with Trading Firm 02:	 


Order 5 sets of “Pentium IV” System 


Order 5 pieces of mouse 





Trading Firm 02 trades with Trading Firm 01:	 


Order 4 sets of Dot-Matrix Printers 


Order 6 pieces of Compact Disc (CD) Drives 





Trading Firm 04 trades with Trading Firm 03:	 


Order 4 sets of Iomega Zip Disk 


Order 6 pieces of mouse 





Trading Firm 03 trades with Trading Firm 04:	 


Order 5 sets of “Pentium IV” System 


Order 5 pieces of keyboard 





Trading Firm 06 trades with Trading Firm 05:	 


Order 4 sets of Laser Printers 


Order 6 pieces of mouse pads





Trading Firm 05 trades with Trading Firm 06:	 


Order 5 sets of “Pentium IV” System 


Order 5 pieces of mouse 





Customer Name:








Five Stars Computer Company


123 Genting Lane


Singapore 123456


( Tel: 554-1234   ( Fax: 554-1233








SALES INVOICE





SALES INVOICE





DIY Computer Store


456 Exeter Lane


Singapore 123765


( Tel: 224-1675   ( Fax: 224-1677








Customer Name:





SALES INVOICE





Brighton Computer Trading


13 Exeter Road


Singapore 126555


( Tel: 220-1234   ( Fax: 220-1233








Customer Name:





SALES INVOICE





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


( Tel: 550-9876   ( Fax: 550-9879








Customer Name:





SALES INVOICE





Companion Computer System


13 Telok Lorong Road


Singapore 200657


( Tel: 256-8999   ( Fax: 256-8998








Customer Name:














SALES INVOICE





First Choice Computer


35 Tuas Ave


Singapore 567090


( Tel: 788-5644   ( Fax: 788-5642








Customer Name:





Price list





Five Stars Computer Company


123 Genting Lane


Singapore 123456


( Tel: 554-1234   ( Fax: 554-1233








Price list





DIY Computer Store


456 Exeter Lane


Singapore 123765


( Tel: 224-1675   ( Fax: 224-1677








Price list





Brighton Computer Trading


13 Exeter Road


Singapore 126555


( Tel: 220-1234   ( Fax: 220-1233








Price list





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


( Tel: 550-9876   ( Fax: 550-9879








Price list





Companion Computer System


13 Telok Lorong Road


Singapore 200657


( Tel: 256-8999   ( Fax: 256-8998














Price list





First Choice Computer


35 Tuas Ave


Singapore 567090


( Tel: 788-5644   ( Fax: 788-5642








Purchase order





Five Stars Computer Company


123 Genting Lane


Singapore 123456


( Tel: 554-1234   ( Fax: 554-1233








Supplier:





�





DIY Computer Store


456 Exeter Lane


Singapore 123765


( Tel: 224-1675   ( Fax: 224-1677








Supplier:





�





Brighton Computer Trading


13 Exeter Road


Singapore 126555


( Tel: 220-1234   ( Fax: 220-1233








Supplier:





�





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


( Tel: 550-9876   ( Fax: 550-9879








Supplier:





�





Companion Computer System


13 Telok Lorong Road


Singapore 200657


( Tel: 256-8999   ( Fax: 256-8998








Supplier:














�





First Choice Computer


35 Tuas Ave


Singapore 567090


( Tel: 788-5644   ( Fax: 788-5642








Supplier:











Trading Firm 06:





Company Name: ________________________________





Name of Accountant: _____________________________








You are to order the following items from Trading Firm 05:





Order 4 sets of Laser Printers 


Order 6 pieces of mouse pads





Task:	Fill out the Purchase Order Form.








Trading Firm 04:





Company Name: ________________________________





Name of Accountant: _____________________________








You are to order the following items from Trading Firm 03:





Order 4 sets of Iomega Zip Disk 


Order 6 pieces of mouse





Task:	Fill out the Purchase Order Form.








Trading Firm 05:





Company Name: ________________________________





Name of Accountant: _____________________________








You are to order the following items from Trading Firm 06:





Order 5 sets of “Pentium IV” System 


Order 5 pieces of mouse





Task:	Fill out the Purchase Order Form.








Trading Firm 01:





Company Name: ________________________________





Name of Accountant: _____________________________








You are to order the following items from Trading Firm 02:





Order 5 sets of “Pentium IV” System 


Order 5 pieces of mouse





Task:	Fill out the Purchase Order Form.








Trading Firm 02:





Company Name: ________________________________





Name of Accountant: _____________________________








You are to order the following items from Trading Firm 01:





Order 4 sets of Dot-Matrix Printers 


Order 6 pieces of Compact Disc (CD) Drives





Task:	Fill out the Purchase Order Form.








Trading Firm 03:





Company Name: ________________________________





Name of Accountant: _____________________________








You are to order the following items from Trading Firm 04:





Order 5 sets of “Pentium IV” System 


Order 5 pieces of keyboard





Task:	Fill out the Purchase Order Form.





Credit Note





Five Stars Computer Company


123 Genting Lane


Singapore 123456


( Tel: 554-1234   ( Fax: 554-1233








Customer Name:





Credit Note





DIY Computer Store


456 Exeter Lane


Singapore 123765


( Tel: 224-1675   ( Fax: 224-1677








Customer Name:





Credit Note





Brighton Computer Trading


13 Exeter Road


Singapore 126555


( Tel: 220-1234   ( Fax: 220-1233








Customer Name:





Credit Note





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


( Tel: 550-9876   ( Fax: 550-9879








Customer Name:





Credit Note





Companion Computer System


13 Telok Lorong Road


Singapore 200657


( Tel: 256-8999   ( Fax: 256-8998








Customer Name:














Credit Note





First Choice Computer


35 Tuas Ave


Singapore 567090


( Tel: 788-5644   ( Fax: 788-5642








Customer Name:





Customer Name:





Debit Note





First Choice Computer


35 Tuas Ave


Singapore 567090


( Tel: 788-5644   ( Fax: 788-5642

















Customer Name:





Companion Computer System


13 Telok Lorong Road


Singapore 200657


( Tel: 256-8999   ( Fax: 256-8998








Debit Note





Customer Name:





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


( Tel: 550-9876   ( Fax: 550-9879








Debit Note





Customer Name:





Brighton Computer Trading


13 Exeter Road


Singapore 126555


( Tel: 220-1234   ( Fax: 220-1233








Debit Note





Customer Name:





DIY Computer Store


456 Exeter Lane


Singapore 123765


( Tel: 224-1675   ( Fax: 224-1677








Debit Note





Customer Name:





Five Stars Computer Company


123 Genting Lane


Singapore 123456


( Tel: 554-1234   ( Fax: 554-1233








Debit Note








Trading Firm 02:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have overcharged Trading Firm 01 for the 5 pieces of mouse by S$0.50 per piece.





Task:	You are required to fill out a Credit Note & issue it to Trading Firm 01 for overcharging the 5 pieces of mouse ordered.








Trading Firm 01:





Company Name: ________________________________





Name of Accountant: _____________________________








Trading Firm 02 has previously ordered from your company 6 pieces of Compact Disc (CD) Drives. However, 1 piece of CD Drive is faulty & is returned to your firm.





Task:	You are to fill out a Credit Note & issue it to Trading Firm 02 for return of 1 faulty Compact Disc (CD) Drive.








Trading Firm 04:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have overcharged Trading Firm 03 for the 5 pieces of keyboard by S$2.50 per piece.





Task:	You are required to fill out a Credit Note & issue it to Trading Firm 03 for overcharging the 5 pieces of keyboards ordered.











Trading Firm 03:





Company Name: ________________________________





Name of Accountant: _____________________________








Trading Firm 04 has previously ordered from your company 4 sets of Iomega Zip Disk. However, 1 set of Iomega Zip Disk is faulty & is returned to your firm.





Task:	You are to fill out a Credit Note & issue it to Trading Firm 04 for return of 1 faulty set of Iomega Zip Disk.








Trading Firm 06:





Company Name: ________________________________





Name of Accountant: _____________________________








Trading Firm 05 has previously ordered from your company 5 pieces of mouse. However, 2 pieces of mouse are faulty & are returned to your firm.





Task:	You are to fill out a Credit Note & issue it to Trading Firm 05 for return of 2 faulty pieces of mouse.








Trading Firm 05:





Company Name: ________________________________





Name of Accountant: _____________________________








Trading Firm 06 has previously ordered from your company 4 sets of Laser Printer. However, 1 set of Laser Printer is faulty & is returned to your firm.





Task:	You are to fill out a Credit Note & issue it to Trading Firm 06 for return of 1 faulty set of Laser Printer.











Trading Firm 02:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have not billed the delivery charges of S$25.00 for the goods ordered by Trading Firm 01.





Task:	You are required to fill out a Debit Note & issue it to Trading Firm 01 for the delivery charges for the goods delivered.








Trading Firm 01:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have undercharged Trading Firm 02 for the 6 pieces of Compact Disc (CD) Disk by S$3.00 per piece.





Task:	You are required to fill out a Debit Note & issue it to Trading Firm 02 for undercharging the 6 pieces of Compact Disc (CD) Disk ordered.











Trading Firm 04:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have not billed the delivery charges of S$25.00 for the goods ordered by Trading Firm 03.





Task:	You are required to fill out a Debit Note & issue it to Trading Firm 03 for the delivery charges for the goods delivered.











Trading Firm 03:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have undercharged Trading Firm 04 for the 4 sets of Iomega Zip Disk by S$3.00 per piece.





Task:	You are required to fill out a Debit Note & issue it to Trading Firm 04 for the 4 sets of Iomega Zip Disk ordered.








Trading Firm 06:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have undercharged Trading Firm 05 for the 5 pieces of mouse by S$1.50 per piece.





Task:	You are required to fill out a Debit Note & issue it to Trading Firm 05 for undercharging the 5 pieces of mouse ordered.














Trading Firm 05:





Company Name: ________________________________





Name of Accountant: _____________________________








You have just realized that you have undercharged Trading Firm 06 for the 6 pieces of mouse pads by S$1.50 per piece.





Task:	You are required to fill out a Debit Note & issue it to Trading Firm 06 for undercharging the 6 pieces of mouse pads ordered.








CREDIT NOTE DETAILS





DEBIT NOTE DETAILS








