Table of Contents

Maintaining Financial Documents [manual]

Unit 1: ADOUL thiS WOIKDOOK ..........oiiiieiece et 1
L0 a1 a2 AN o To U1 =1 g T 1 1] o1 LT [PPSR 3
About BrightSpring Py Ltd........cccociveiiiice e st 3
Price List — BrightSpring Py LEG.........cooiiiiiiiiiiece e 4
ST OF GST-FTBEY .ttt b e bttt b et e e sbeesee e 5-6
WHO 1S FESPONSIDIE?....c e be e b e sre e e e e ee e sreeanes 7
Unit 3: Preparing Sales Financial DOCUMENTS ...........cccooiiiiiiiiniiinieseeeee e 9
Price List — Brightspring Pty Ltd..........cccoiiiiii it 10
Notes on Sales Procedures — Brightspring Pty Ltd .........ccccceveiiiieveiecece e 11
Checking a Purchase Order received from @ CUSTOMEN..........cccvvvevieiriieniesr e e 12
Preparing an Item TaX INVOICE ........ooiiiieieieceeee et 13
Notes on Invoices [Australian Taxation Office requirements].......c...cccoevvvviveviverineninenenn 15
What happens to each copy of the TaX INVOICE...........cccevririiiiiiieeeee e 18
Preparing @ DeliVery DOCKEL ........c..oii ittt 20
Preparing an INVOICE TOI SEIVICES .....ccveiieiee e s ettt e e re et e e snee s 21
Preparing an Adjustment Note for goods returned............cccovvvveievvieciecie e 23
UNIE 3 SUMIMEIY .ttt 24
Unit 3 Revision Exercise — Sales [can be used as an assessment] ..........cccocvveeervreenne 25-28
Unit 4: Purchasing 1tems @nd SEIrVICES .........cviiiiieie ettt 29
North Spring Water Pty Ltd Price LiSt.......cccccviviiiiiiice e 30
Notes on Buying Procedures — Brightspring Pty Ltd ..o 31
Preparing a Purchase ReqUISTTION ........ccccveiiiiiiiiiee e 32
Preparing @ PUICNAse OFUEr .........ccviiiiiie et ettt sne e 33
What happens to each copy of the Purchase Order..........cccovvveviieiiie i 34
Completing a Credit Application FOMM ..........ccoiiiiiiiiiiee s 35
Notes on “ABN” and ABN LOOKUP. ......cciuiiiieiieiic et 36
Checking Tax Invoice against Purchase Order for aCCuracy..........cc.ccovevveveveieeveesiennnnn, 39
Preparing a Goods Returned dOCKEL ...........ccuoiiiiiiiiiicie e 41
Checking Adjustment Note received fOr aCCUIaCY ........vevvierieiieiee e 41
Summary of documents in the file of North Spring Water Pty Ltd..........cc..coevevevnvnenn. 42
Reconciling a Statement 0f ACCOUNT ........c.ooviiiiiiieieieieee e 43
L L STV 9] o - o PSSR 44
Unit 4 Revision Exercise — Purchases [can be used as an assessment]...........cccocue.ee. 45-50
Unit 5: Customer Receipts and Banking ... 51
Notes on Banking Procedures — Brightspring Pty Ltd ..........ccooooiiieniiiieneeeee 52
Preparing @ RECEIPL .....c.viiiiece sttt sa e sreera e be e 53
INOTES ON CREOUES ... .ottt bbbttt bbb ene s 55
NOLES ON “BSB ...ttt bbbttt e b b e e bt e enr e ee e 55
Completing a Credit Card Sales VOUCKEN ... i 58
Electronic Funds Transfer Code 0f CONAUCT...........ccoiiireieininiscse e 59
Code Of Banking PraCliCe.........ccouiiiiieiiiiiie ettt sne e 60
Batching of Cash, Cheques and Credit Card received ...........ccccoevieiie i, 61
Security and Safety Precautions — Cash Handling and Moving Cash.........c..c..c......... 62-63
Other methods Of DANKING ..o s 63

MAINTAINING FINANCIAL DOCUMENTS
© Copyright Marian Brown 2008 Table of Contents - Page i



Table of Contents [continued]

Unit 5: Customer Receipts and Banking [continued]
Preparing Notes and Coins fOr BaNKING .........ccccuiiiiiiriiieinisisesie e 65
Preparing a Bank DepOSit SHP ......ccooiiieiiiieie e 66-67
UNItS 3 aN0 5 SUMMAIY ..c..viiiiccec ettt e e ee e be e teesraesneenree s 68
Unit 5 Revision Exercise
[can be used as an assessment — FNSICGEN305B and FNSICACC304B]................ 69-74
UNIt 6: PAYiNG SUPPHEIS ..ottt sttt ettt n e sae et enteseeeneeee e 75
Notes on Payment Procedures — Brightspring Pty Ltd........cccccoooeviiiiiiivinscee e 76
Part OF @ ChBOUE ..ot 77
WIITING OUL @ CNEOUE ...t 78
TYPES OF CRHBOUES ... ettt et e e s e s e e te e reesteenreenreas 79
Preparing a REMILtANCE SHIP .....coveiieiiee e 81
Notes on banks refusing to pay and stopping payment of Cheques...........ccccvvrerererienns 83
Paying Suppliers by Electronic Funds Transfer/BPAY ... 83
UNItS 4 @Nd 6 SUMMAIY .....vieieiciec et st e et st e sre e sneesnee e te e teesreesreesrneas 84
Unit 6 Revision Exercise [can be used as asseSSMEeNt]...........ccoovverererieiisinenieneneenns 85-90
Unit 7: Processing Petty Cash PayMENTS.........cccvviiiiiiie it 91
What IS Petty Casn?.......c.oiiiiiiieie e 92
Notes on Petty Cash Procedures — Brightspring Pty Ltd.........ccccoooioviieiiiiiiieiceee 92
The Petty Cash IMPrest SYSIEM.......ooiiiiiiice e 93
Setting up @ Petty Cash SYSIEM .......ciiiiiicce et s 93
Preparing a Cash Analysis for cashed Petty Cash Cheque...........ccooveeiiiiinieiciiee e 94
Spending Petty Cash and preparation of Petty Cash Vouchers..........ccccccoevevivivinvicienn, 94
Recording Petty Cash payments in a Petty Cash BOOK ..........c.cccccveveviiiiicviieiie e, 98-99
Balancing the Petty Cash BOOK ..........c.coiiiiiiiiiiiccesee e 100
Unit 7 Revision Exercise [can be used as assessment].........ccccoovvevvverenvniennnenne 103-106
Appendix: Solutions to exercises in this Workbook [excluding Revision Exercises] ........... 107
Copyright Notice:

Copyright ©2008 Marian Brown. Al rights reserved.
No part of this material may be reproduced or copied in any form or by any means (graphic,

electronic or mechanical, including photocopying or by information retrieval systems) without

permission in writing from Marian Brown.

Written by:

Marian Brown Dip T [Commerce], MICB

Cert IV Workplace Training and Assessment, Cert IV in Financial Services [Bookkeeping]
MYOB Certified Consultant for 14 years

MYOB Accredited Author, MYOB Publisher, MYOB Accredited Trainer

MBS Training Services Pty Ltd

sales@mbsts.com.au

www.mbsts.com.au

MAINTAINING FINANCIAL DOCUMENTS
Page ii - Table of Contents © Copyright Marian Brown 2008



