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DOCUMENTS USED IN SUFPORTING TRANSLCTTIONS

l. Documenﬁﬁvgpfined

The term "documents" means the nECessnfy
supperting papers evidencing the busineos trans-
action, They are the papers wherein trensactions
are firpt officially tranascribed before final
approval, Onhce approved by proper authorities
concerned,; they become the basis and supporting
efidence for the entry or entries ir the books of

TrecoT(,

2+ Purpose and Use of Decuments

The main purpose of documents is te use them
agd evidence of [{inancial fransactions trangpiring
in the course of the operation of the business and
as gupperting papers to the entry ar entries in
the books of record. They are an eflfeciive means
of intermal check and contrel in the operation eof
the business, Their uniform sigze, and the use of
different colours for data of similar transactions

facllitating filing and ready future referencae,
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3i Samples of Documents

The most imbn?taht documents used by well-
eatablished concerns; installed by efficient
accounting system analysf,_which have passed the

acid test of udefulness through the years are:

l; Purchase requisitiOn
3{ Quotation sheat
3; Purchase order
4, Material receiving report
5« Stock issue requlsition
6+ Abstract of Stock issus requisition
7+ Cashier's official receipt
+ 84 Abstract of cash receipts
9. Petty Cash Youcher
10, Abgtract of Petty Cash Vouchor
ll, Cash Disbursement Voucher
12, Shipping order
13, Sales Invoice
14, Debit Memorandum

15, Credit Memorandun

Purchase Reguisition

The real work of buying starts from the
igssuance of the purchaae requisiticﬁ. Thig is o

document which acts as a formal notificztion to
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the purchasing department by ancthei department as
well as the authority for buying the articles specified,
As such, i1t should bhe signed by the deparment head and

by the person requesting the purchase,

Jugt how many copies should be mede depends
uﬁon the requirements of the concerns The purchasing
department must at least have one copy for his file,
Usually, it is prepared in quadrusnlicate and is

distributed of am fellows:

1., Driginal - To Purchaaing Department
2e Duplicate - To Accounting Deportment
3+ Iriplicate = To Receiving Depariment

k., Quadruplicate - To Iasulng Dewartment

Quotatinn Sheet

fa goon as the purchasing dapartment receives
the purchase requisition, it refers to its file and
records for guidance as to where such articles can
best be bought. In some offices, o card is made out
for every kind of article purchased, glvirg the
name of the firm from whom bought, a cvemplete roecoxrd
‘of prices, discounts allowed, remerks as to service,

quality, and cther items of importance,

It may happen, that there are no available

record of prices of the materials to he purchased
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makiﬁg it necessary to obtain quotations or esgtimates
from reputable firms. Several firms then are asked
to hild by sending quotations sheet, The nuaher of
cu#ies depends upon the requirements of the comncern,
Ordinerily, two coples will guffice, the ariginal

for the bidder and the duplicate for the purchesing

department,

Whan the purchasing department receives ids
from the suppliers, it will decide from whom to
Placa the arder, considering quelity and delivery

conditions,

Purchase Order

After the purchasing department hed decided
to which supplier it will give the order, the next
step is to writc out the purchase order which ziuat

be pre-numberod and accounted for.

A purchase order should alwaya be issued for
every purchase regardless of whethar the order is
placed by telephene or issuad by mall to an authorized
fﬁprEHQntativa to buy direct from the supplier, in
case the order iz by telephone; 1t is noocoasgary to
hava 1t confirmed by sending the regular purchaso
order later and marked "Confirmation of order

placed by telephone,,sssrea™ so that the suppliexr
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will not construe it as another ordér. Usually,
the purchasing department, in placing the order
vy telephone, gives the supplier the purchase

order number for purposes of idantification,

The practice in some buginess concerns 1s to
prepare the purchase order in guadruplicate for

distributinn a5 follows:

l, Original - Yendor
2; Duplicate - Accounting Department
3. Triplicete - File of Purchesing Departnent

4, Quadruplicate - Receiving Matoerial Department

Material Receiving Report

The material reéeiving report is a formal
confirmation of the receipt of the goods deiivered
by the supplier, Data in the material receiving
report at times are copied from the purchasc order
or neoted down directly from the articles received,
Each procedure hés an advantage and disadvantage
ovar the cother, With all tho specifications
oontained in the purchase order, 1t is easler to
prepare the material raceiving report than when tho
receiving man had to count, meaeure, and get speci-
fications a3 to quality and description direct from

the articles raceived, He has the gulde with hin,



The gquestion is whether to secrifice

" aceuracy for convenience or to sacrifice comvenionce

Tor aqcuraﬁf. If the data recorded in the material
receiving report is taken direct from the articles
feceived from the supplier without consulting the
purchase order, a perfect internal check exiats
‘batween the duties of fhe purchasing department and

the receiving department.

The number of copies to be made denends upon
the regquirement of the businersa concermn. Usuall?;
the practice 1§ to prepare it in triplicate to be

disposed of as follows:

1, Original - To Accounting Despariment
2. Duplicate - To Purchasing Department

3s Triplicate - To Regeiving Department

The material receiving report must be duly
aigned by the recai?ing.clerk and ap»>rovad by tho
Property Clerx or clerk in charge of the receiving
department. Sometimes the storercom, in small
concerns, also performs the function of the

raceiving denartment,

In small concerns, the purchase ordeir coby
also acta as the material receiving report. Ay
discrepancy in the quantities and specifications am

stated in the purchase order and the articles
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- raceivaed are indicated in the purchase order copy,

In cases where only a partial delivery is
received, the receipts shouid be noted on tha
purchase order, the material receiving report then

kept unsigned until the final shipment is recoeived.

Stock Issuo Requlsition

Stock requisition is a formal roquest from
the various sorvice departmnents Tor the storercom
to deliver to the former grticles they need, As
far as the storercom is cdncerned, the stock
requisition is the receipt for the artic¢les it hes

delivered,

The Ffundamental rale in isauing materiais
.nnd gupplies, property and equipment, and all other
articles originating from the gtoreroccm iz that
nothing should be given out or allowed to leave tho
storeroom unless with a properly authorized stock

requisition.

An employee autherized by the department
héad to requisition materials and supplies,
proparty and equipment, etc;, prapare & atocl
Fequigition and obtaln approval {iram his
department head. Once approved, it is distributed

ae Follows:

48
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1, Original - To Accounting Department
2, Duplicate - To Storercom Department

3. Triplicate = To Requigitioning Denartment

Avatraet of Stock-Isaue Reguisition

_ﬁbstract of stock issue requisition io a
‘summary of the storeroom issues for a given period
of time, usually for one month, It may be prepared
"aither in the store department or in the eccounting
_dep%rtmenti but preferably in the former, To this
_ absfract is attached ‘the origlnal coples of stock

lssue requisiticns,

The number of copies to be prepared dopends
- upon the requirement of the business, The suggestion
13 ta prepare it in duplicate to be disposed af as

follows:

l., Original - To Accounting Depariment

2, Duplicate - To Stores Department

Cagshiarta Official Recednpt

Cashier!s ufficial recaipt is.a formal
confirmation of the receipt of cash froit a payer,
An:official recelpt gshould at all times be isaned
by the ceghier far the receipt of cagh. They must

he pre-numbered,



The number of coples to be made dopends again
upon the requirémanta of the business concorn
‘Usuelly, the practice isx to prepare it in triplicate

as fulinws:

l, Original - Payer
2, Duplicate ~ Accounting Department

3» Triplicate - Cashnier's file

Abstract of Cash Receipts

Abgtract of cash receipts is a summary of

thg cash received.by the caghier for a given period,
Uaually, it isa prepared daily, To thls abstract
of cash receipis are mtteched the duplicate canies

- of the cashier's official rcceipts as its supporting
papers, Small concerms do not »prepare the obhstract
as it is but a mere duplication of work; hewaover,
larger cencerns rasort to this as 1t provides another

internal check in the same department,

Again the numbexr of copies depends upon the
requirement of the concern. Usually, the practice
is to prepare it in duplicate and distributad as

fnllnwﬂz

l, Original - To Accounting Department

2, Duplicate - To Cash Section file

50
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Pegtty Cash Voucher

_ Peity cash voucher sarves as an avidénpa.qf
thie disbursements of petty cash fund, Untll afier
thé'petty cash fund shall have boen rep;enishad;
the:petty erch wizcher is a part of the composition
of the petty cash fund. Usually, it is proe-numbered
and each number ia accounted for evon if voided due

to cancellation or other reasons,

As to how many copies should be prepared depends
upon the reguirement of the concerns Usually it ins

prepared in duplicate and dispoeed of as follows:

1, Original - To Accounting Department

2.'Duplicata - To Cash Division

Abstract of Petty Cash Voucher

Abstract of petty cash voucher 1s a summary of
patty cash vouchers prepared by the cashier for a
‘given pericd of time, Its purpose is to charge the
accounts aifected by the disbursements and to make it
ser§a aa a supporting paper to the roplenishing voucher,
To this abstract are attached the originel petty cash
tvuuchers as its supporting papers, 45 to how many
cuﬁieﬂ ghouldd ba prepared depends upon the requirament
of the conczin, Ordinarily, the practice is to

prepara it in duplicate and distributed of asm followa:
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Chedk Disbursement . Voucher

Check disbursement voucher is an evidence of
the release¢ of caah by means of checka. The approved
. invoices,; material receiving repori,; purchasoe order
and pufchaae roquisition are attachaed to the cash
disburgement voucher to support ths charge made.

A vnucher may represgnt a single inveicso or a2y cover

a number of invoices payable to the same creditor,

Tha nimbeir of copnies to be prepared depends
upon the reguirement of the concern, Usually, the
practice is to prepare it in duplicate and disposed

of ag follows!

1y Original - To Accounting Deéepartment

2+« Dupljicate - File

A9 to where the asupporting papera will He
attached depends on the parsconal taste oif the
accountant. Preferably, 1t is the opinion here that
all supporting papers be attached to all originsl
documenta., The duplicate coples aie of secondary

dmportance cly.
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Shipping Order

The shipping order i3 a formal request or order
froma the sales manager to ship the articies or goods
to the customers, A shipping order should ﬁlwaya be
isaued for each sale of cammodities originating from
thé stores or warechouges. The shipping order serves
twoe purposes, First, as & material requisition and
an order tec the shipping clerk to ship the geods,
sepond, as an order to the billing clerk tec nreparc

the cugtomer's invoice,

The number of copies to be prepared depends
upen the requirement af the business, If orepared

in triplicate, they may be disposed of as follows:

1. Original ~ Shipping Clerk
2, Duplicate - To Accounting Department

3. Triplicate - To Sales Department

Sales Invoice

The aales invoice ig like a transcrint of the
ahipping corder from the sales manager, But in the
abseﬁcé of a shipping order, the saleé invoices sesrve
two purposes, As an order tc deliver the goods and ag
haaia of the entry in the salgos rogiator and accounts
receivable ledger. A sales invoilce should at all times

be ispued for all sales made, They are pre=numbered
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and all are accounted for,

The number of coples to be prepared coponds
upon the requirement of the concern, Ordinarily,

it is prepared in triplicate as follows:

l., Original - Customer
2, Duplicate = Accounting Department

3. Triplicate - S5ales Department

Debit Memorandum

A debit memorandum is a decument usually iasuad
by the seller of the goods te the purchaser as an
advice that a debt or charge 1s made on the boolis of
the éeller fnr cartain reasons shown on the deocwients,

_A debit memorandum may be issued by the seller in

the following circumstances:

l, Fer an undercharge in the original sales invoice,

2, For the amount of freight, inaurance; and ecther
charges where these were not known or
indetefminahle at the time the inveoice waa

prepared,

When prepared in duplicate,; the debit memorandum

may be disposed of as follows!

1y Original =~ Purchaser

2., Duplicate -~ Vendor



4 debit memorandum may also oripinate from the
purchaser, In thig case it is 2 notice that the
seller's account is being charged for good returnad,
or for delivery charges advanced by the purchassr on
goods which were to be delivered at the expense of
the shipper, This kind of debit memo may also be

prepared in duplicate and distributed as follows:

l, Original - Vendor

2, Duplicate = Purchaser

Ccredit Memorandum

A credit memorandum is a document usually
tssued by the seller of tha goods to thoe purchaser as
a notice that the latter™s account is being credited
for valus of goods returned or for delivery charges
natid by the purchaser ¢n goods which were supnased

to be delivered at tho expense of the seller,

The ecredit memorandum originating from the

geller is nrepared and distributed as follows:

1. Griginal ~ To Purchaser

2. Duplicate - To VYendor

A credit memorandum could alsa originate from

-the purchaser under the following situatiansd

23
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1, For the -amount of freight, insurance, and
other charges which were not known or indeterminable
at the time the males invoice was rendercd,

2. Forlany delivery of merchandise not covered
by the invoice,

3+ For any understatement of wvalue in the

original sales invoice,

This credit memorandum 1s prepared in duplicate

and diasposed of as [ollows:

1, Original -~ Vendor

2, Duplicate - Purchasar

It is to be noted that the cradit memorandum

has the opposite purpose of the debit memorandunm,

Other documents needed in some other kinds of
o 1. NUTR ULAEDNG i o F e e b
business ¢ b¢ added in this

treatise, Huwevér,f

documants which are daemad not necessary may be
eliminated according to the particular situation

ar requirement of the business,
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