
	Subject:
	Principles of Accounting
	Class Size:
	41

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

	Topic:
	Source Documents – Part II
	Duration:
	60 minutes 


Pre-requisite knowledge

	Students are expected to be able to

	1. Prepare Purchase Order, Sales Invoice, Debit Note & Credit Note

	2. Explain the importance of Purchase Order, Sales Invoice, Debit Note & Credit Note

	


Specific Instructional Objectives

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

	1. Explain what are Statement of Account, Payment Voucher, Cheque, Receipt, & Bank Statement & their importance

	


Homework Assignments

	1. Attempt the MCQs of Chapter 4 – Online (Self-learning) – Web-site: http://accounts2002.tripod.com

	


	Time
	Activity
	Questions/Tasks
	Resources/Remarks

	12:15 – 12:20
	· Set up for lesson

· Any housekeeping matters
	
	

	12:20 – 12:25
	· Recapitulation on previous lesson
	
	· PowerPoint Slides



	12:25 – 12:35


	· Teacher will introduce the use of Statement of Account

· Each member of the firm will prepare a Statement of Account based on the Sales Invoice of their customer

· Each member of the firm will exchange the prepared Statement of Account based on Figure 01 


	· Students will prepare the Statement of Account


	· PowerPoint Slides

· Handout (Statement of Account)



	Time
	Activity
	Questions/Tasks
	Resources/Remarks

	12:35 – 12:50
	· Teacher will introduce the use of Payment Voucher 

· Each member of the firm will prepare a Payment Voucher based on the Statement of Account

· Teacher explains the use of Cheque, Cheque Counterfoil & Cheque Register

· Each member of the firm will prepare a Cheque based on the Payment Voucher. The cheque counterfoil will be updated.

· Each member will exchange the cheque prepared in the manner per Figure 01
	· Students will prepare the Payment Voucher, & Cheque to pay for the goods ordered & delivered
	· PowerPoint Slides

· Handouts (Payment Voucher, & Cheque Counterfoil)

	12:55 – 13:10
	· Teacher will demonstrate on how to fill out a cheque deposit slip

· Each team member will fill out the cheque deposit slip based on the cheque received

· Teacher will introduce the use of receipt for the payment received

· Each team member will prepare a receipt for issuance

· Teacher introduces the use of monthly bank statement received 

· Each team member will verify the deposit slip against the bank statement
	· Students will fill out the cheque deposit slip, prepare a receipt for the payment received, & verify against the bank statement for the cheque deposited
	· PowerPoint Slides

· Handouts (Cheque Deposit Slip, Official Receipt, & Bank Statement)

	13:10 – 13:15
	· Summary

· Teacher will briefly introduce to students what will be covered in the next lesson
	
	· PowerPoint Slides



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.




Figure 1

[image: image1.wmf]

Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For Five Stars Computer Company
     Authorised Signature

     Finance Department
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Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For DIY Computer Store
     Authorised Signature

     Finance Department
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Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For Brighton Computer Trading
     Authorised Signature

     Finance Department
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Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For Springleaf Computer & Accessories
     Authorised Signature

     Finance Department
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Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For Companion Computer System
     Authorised Signature

     Finance Department

[image: image6.png]




Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For Acestar Computer & Accessories
     Authorised Signature

     Finance Department
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Month: 
__________________

	Status of Invoice(s)

	( Below 30 days
	( 31 – 60 days
	( 61 days & above


	No.
	Date of Invoice
	Invoice Nos.
	Total

	01
	
	
	

	TOTAL:
	


REMARKS:

1. Please expedite payment as soon as possible.

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

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

For First Choice Computer
     Authorised Signature

     Finance Department
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Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:
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Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:
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Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:
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Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:


[image: image12.wmf]
Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:


[image: image13.png]



Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:


[image: image14.wmf]
Pay to:









PV No.: 
___________________








Date: 

___________________

	Invoice No.
	Description
	Amount (S$)

	
	
	

	TOTAL:
	



Cheque No.:


Cheque Amount:


Amount (in words):

	Prepared By:
	Approved By:
	Received By:

	[Signature]
	[Signature]
	[Signature]

	Name:

Designation:


	Name:

Designation:
	Name:

Designation:



DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

FIVE STARS COMPUTER COMPANY
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

123456

(   123456    
(   3488  (   001   
(   2346677899   (

DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

FIRST CHOICE COMPUTER
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

222111

(   222111    
(   3488  (   001   
(   4455675809   (


DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

DIY COMPUTER STORE
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

453333

(   453333    
(   3488  (   001   
(   1235645558   (

DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

COMPANION COMPUTER SYSTEM
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

100005

(   100005    
(   3488  (   001   
(   2878867998   (


DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

SPRINGLEAF COMPUTER & ACCESSORIES
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

111156

(   111156    
(   3488  (   001   
(   4530009899   (

DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

BRIGHTON COMPUTER TRADING
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

145644

(   145644    
(   3488  (   001   
(   9876600070   (


DATE





……………………..

TO

……………………..











………………

FROM













DATE

……………………..





 

LAST BALANCE


S$ ……………………..

DEPOSITED

S$ ……………………..

THIS CHEQUE

S$ ……………………..

ACESTAR COMPUTER & ACCESSORIES
BALANCE

S$ ……………………..







    PLEASE DO NOT SIGN BELOW THIS LINE

CHEQUE NO.


CHEQUE NO.
 BANK BRANCH NO.
ACCOUNT NO.

342444

(   342444    
(   3488  (   001   
(   1765555590   (




Please write your Account Name & Account Number on the back of your cheque











Please write your Account Name & Account Number on the back of your cheque











Please write your Account Name & Account Number on the back of your cheque
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Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________

[image: image16.wmf]
Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________

[image: image17.wmf]
Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________

[image: image18.wmf]
Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________

[image: image19.wmf]
Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________

[image: image20.wmf]
Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________

[image: image21.png]



Receipt No.: 
__________________

Date:
__________________

Received from ___________________________________________________________

The sum of Dollars ________________________________________________________




        ____________________________________

Being payment for ________________________________________________________


Cheque No. __________________








        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***








        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***








        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***








        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***







        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***








        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***







        


Statement of Account for the Month of April 2002

	POSTING DATE
	TRANSACTION ACTIVITY THIS MONTH
	DEBIT
	CREDIT
	BALANCE

	
	
	
	
	


*** THANK YOU FOR CHOOSING SBL ***









APPENDIX











LESSON PLAN





























    Buyer												 Seller





Customer Name





S$





Customer Name





S$





Customer Name





S$





Customer Name:





Customer Name





Five Stars Computer Company


123 Genting Lane


Singapore 123456


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








STATEMENT OF ACCOUNT





STATEMENT OF ACCOUNT





DIY Computer Store


456 Exeter Lane


Singapore 123765


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








Customer Name:





STATEMENT OF ACCOUNT





Brighton Computer Trading


13 Exeter Road


Singapore 126555


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








Customer Name:





STATEMENT OF ACCOUNT





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


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








Customer Name:





STATEMENT OF ACCOUNT





Companion Computer System


13 Telok Lorong Road


Singapore 200657


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








Customer Name:





STATEMENT OF ACCOUNT





Acestar Computer & Accessories


165 Bukit Merah Lane


Singapore 211789


( Tel: 333-8096   ( Fax: 333-8099








Customer Name:





STATEMENT OF ACCOUNT





First Choice Computer


35 Tuas Ave


Singapore 567090


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








Customer Name:





payment voucher





Five Stars Computer Company


123 Genting Lane


Singapore 123456


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








payment voucher





DIY Computer Store


456 Exeter Lane


Singapore 123765


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








payment voucher





Brighton Computer Trading


13 Exeter Road


Singapore 126555


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








payment voucher





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


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








payment voucher





Companion Computer System


13 Telok Lorong Road


Singapore 200657


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








payment voucher





Acestar Computer & Accessories


165 Bukit Merah Lane


Singapore 211789


( Tel: 333-8096   ( Fax: 333-8099








payment voucher





First Choice Computer


35 Tuas Ave


Singapore 567090


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








Official receipt





Five Stars Computer Company


123 Genting Lane


Singapore 123456


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








S$





For DIY Computer Store











-----------------------------------------


Authorised Signature (Finance Dept)





DIY Computer Store


456 Exeter Lane


Singapore 123765


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








S$





S$





Brighton Computer Trading


13 Exeter Road


Singapore 126555


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








For Companion Computer System











-----------------------------------------


Authorised Signature (Finance Dept)





S$





Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876


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








For Springleaf Computer & Accessories











-----------------------------------------


Authorised Signature (Finance Dept)





S$





Companion Computer System


13 Telok Lorong Road


Singapore 200657


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








Official receipt





Official receipt





Acestar Computer & Accessories


165 Bukit Merah Lane


Singapore 211789


( Tel: 333-8096   ( Fax: 333-8099








Official receipt





For Brighton Computer Trading











-----------------------------------------


Authorised Signature (Finance Dept)





For First Choice Computer











-----------------------------------------


Authorised Signature (Finance Dept)





S$






























































































































































Corporate Client:





Finance Department


DIY Computer Store


456 Exeter Lane


Singapore 123765





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Corporate Client:





Finance Department


Brighton Computer Trading


13 Exeter Road


Singapore 126555





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Corporate Client:





Finance Department


First Choice Computer


35 Tuas Ave


Singapore 567090





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Corporate Client:





Finance Department


Companion Computer System


13 Telok Lorong Road


Singapore 200657





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Corporate Client:





Finance Department


Springleaf Computer & Accessories


165 Jalan Bukit Merah


Singapore 129876 





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Corporate Client:





Finance Department


Acestar Computer & Accessories


165 Bukit Merah Lane


Singapore 211789





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Singapore Bank Limited


East Coast Branch


135 East Coast Lane


Singapore 167755


( Main: 1800-554-1345


(  Fax:    554-1344





Corporate Client:





Finance Department


Five Stars Computer Company


123 Genting Lane


Singapore 123456





S$





Customer Name





S$





Customer Name





S$





Customer Name





S$





East Coast Branch





East Coast Branch





East Coast Branch





East Coast Branch





East Coast Branch





East Coast Branch





East Coast Branch





Date





Contact No.





Account Name





Account No.

































































Bank					





Cheque No.





								   Amount   	S$	          (





Total:





Account Name





Contact No.





Date

































































Account No.





Cheque No.





Bank					





								   Amount   	S$	          (





Total:





Account Name





Contact No.





Date

































































Account No.





Cheque No.





Bank					





								   Amount   	S$	          (





Total:





For Five Stars Computer Company











-----------------------------------------


Authorised Signature (Finance Dept)





Official receipt





For Acestar Computer & Accessories











-----------------------------------------


Authorised Signature (Finance Dept)





Official receipt





S$





First Choice Computer


35 Tuas Ave


Singapore 567090


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








Official receipt








