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Types of business transactions (i) sales (ii) purchases (iii) receipts (iv) payments (v) petty cash (vi) payroll (b)
Types of business documentation (i) quotation (ii) sales and purchase orders (iii) delivery note (iv) invoice (v)
credit note (vi) debit note (vii) statement (viii) remittance advice (ix) receipt (x) internal cheque requisition (xi)
petty cash claim (xii) payslip (c) Basic principles of regulation and business policies (i) contract law (ii)
regulation of sale of goods (iii) document retention policies (iv) data protection 2 Double entry bookkeeping (a)
Double entry transactions (i) nature and function of primary records (ii) types of ledger accounts (iii) posting by
means of double entry (iv) balancing-oC ledger accounts (b) Classification of expenditure (i) capital (ii) revenue
(c) The accounting equation 3 Banking and petty cash (a) Sources of funds and documentation (i) types of
receipts / payments: e.g. cash, cheque standing orders, direct debits, credit card, debit card and BACs (ii)
supporting information: e.g. invoice, credit note, remittance advice and statement (iii) unusual features: e.g.
wrongly completed cheques,credit and debit card limits exceeded, disagreement with / insuCicient supporting
documentation (b) Banking monies received (i) banking documentation: e. g. paying-in slips, credit and debit
card documentation (ii) methods of handling and storing money, including security aspects (c) Recording
payments and monies received (i) manual cash book (ii) manual general ledger and receivables ledger (iii)
computerised records (d) Authorising and making payments (i) documentation (ii) authorisation (e)
Maintaining petty cash records (i) documentation (ii) authorisation (iii) security of cash (iv) queries: e.g.
unauthorised claims for payment, insuCicient supporting evidence, claims exceeding authorised limit (v)
manual petty cash book (vi)...
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