
CashTransaction:Thisoccurswhengoodsareboughtandthemoneyispaidimmediately.Ina

situationlikethisthesellerissuesareceipttothebuyerasevidenceofpayment.

Quotationorpricelist:Thisistheletterasellersendstothebuyerinrequesttotheenquiry.The

sellersendsacataloguewhichwillshowthedescriptionofthegoods.Themarketingorsales

departmentisresponsibleforpreparationofaquotationorpricelist.

Order:Whenthebuyerreceivesaquotationfrom theseller,hepreparesanorder.Anorderisa

firm requestforbuyinggoodsorservices.Anumberofcopiesareprepared,onetotheseller,

onetoaccountdepartmentofthebuyerandthelastcopyiskeptbythedepartmentthatneeds

theproduct.

Invoice:Aninvoiceisadocumentwhichshowsalistofgoodssentorservicesprovided,witha

statementofthesum dueforthegoods.Itshowsthediscountandamountowedbythe

customer.Itisusuallypreparedinquadruplicates(4copies).Theoriginalissenttothe

customerasnotificationthatpaymentisneeded.Thesecondisusedasadvicenote.Thethird

issenttothewarehousestafffordespatchtothecustomer.Thefourthisretainedbythe

supplier.

DeliveryNote:Thisisanotesenttoensurethegoodsorderedforhavebeendeliveredasper

invoice.Thedeliverynotescontainsthefollowing:

1.Quantityofgoodsdelivered

2.Dateofdelivery

3.Signatureofthepersondeliverythegood

4.Signatureofthereceiver

Receipt:thisthedocumentoftransactionofpaymentofgoodsservices.Itisusedbytheseller

tothebuyer.Thepaymentmaybeincashorbycheque.Thereceiptusuallycontainsthe

following

1.Thenameoftheseller

2.Date

3.Thenatureofgoodsorservices

4.Thequantityofgoods

5.Thesignatureofthebuyerandseller.

Assignment

1.Showmewithasketchthesampleofaquotationofanyproductofyourchoice.


