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I. Main business documents in Chapter 6: 

● Invoice 

● Debit Note 

● Credit Note 

● Statement of Account 

● Cheque 

● Receipt 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



II.  

1. Invoice:  

● Invoice is a document in which a supplier gives to the purchaser when goods are 

sold on credit to the purchaser.  

● It records the name and address of both the supplier and customer, date, and 

also the full details, quantities, and prices of the goods that are supplied. When 

an invoice is issued, it means that the purchaser is obligated to pay the supplier 

the amount of money recorded in the invoice.  

● An invoice serves as a document that shows how much the buyer/customer 

owes to the seller/supplier.  

● Example of invoice: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

2. Debit Note: 

● After receiving goods from a supplier (company), the customers usually check its 

quality and exactly what was ordered (same price, quantity, and quality). 

●  If there are any shortages, overcharges, and faults in the goods, a debit note will 

be issued by the customer to the supplier as the goods are returned.  

● A debit note has the name and address of both the supplier and customer, the 

date, and full details, quantities, prices of the goods returned.  

● A debit note is a request made by the purchaser to the supplier to reduce the 

total of the original invoice/ refund the money.  

● In the debit note, the reason for the debit note issue is stated.  

● Note: the price in a debit note is the price after deductions of any trade 

discounts. 

● Example of Debit Note: 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3. Credit Note 

● Credit Note is a document issued by a supplier when goods are returned by the 

customer due to damaged goods, or overcharged items. In the credit note, the reason 

for the credit note issue is stated.  

● It contains the name and address of both the supplier and customer, the date, and the 

full details, quantities, and prices of the goods returned or overcharged.  

● The customer receives the credit note and uses it for the recording of purchase returns. 

● The supplier uses the copied credit note and uses it for the recording of sales returns.  

● Example of credit note: 

 

 

 



 

 

4. Statement of Account 

● It is a summary of the transactions for the month.  

● It is issued at the end of each month by the supplier to each customer.  

● It usually contains, name and address of both supplier and customer, the date, balance 

owing at the start of the period, invoices and credit notes issued, payments received, 

cash discounts allowed, and the balance owing at the end of the period.  

● A statement of account reminds a customer of the amount that is owed to the supplier. 

● Example of the statement of account: 

 

 

 

 

 

 



 

 

5. Cheque 

● Cheque is a method of payment through the banking system. 

● Cheque is defined as a written order to a bank to pay a stated sum of money to the 

entity (either business or individual) that is named in the cheque.  

● The customer writes the date, amount, and the person or business the money is to be 

paid in the cheque.  

● Example of a cheque: 

 

 

 

 

 

 

 

 

 

 



 

 

6. Receipt 

● By receiving a receipt to a customer, the supplier acknowledges that money has been 

paid by the customer.  

● Receipt is a written proof of payment, and usually issued for the payments done by 

cash. 

● Example of receipt: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

III. What is the difference between Trade Discount and Cash Discount?  

● Trade discount is the discount (deduction) in which the supplier discounts the price of 

the goods in the price list, usually because of large quantity ordered, etc. Trade discount 

is not recorded in the ledger, and is allowed at the time of purchase.  

● Cash discount is the deduction which is only given when the invoice is paid on time. It 

serves as a motivating factor. Cash discount is recorded in the ledger, and is allowed in 

the time of payment.  

● Example of trade discount: 

 

● Example of cash discount 

 

 

 

 

 

 



IV. Describe the difference between a Debit Note and a Credit Note (Describe & give example)? 

● A debit note is a document issued by a customer if the goods received are returned, 

reported faulty, or there is an overcharge on the goods in the invoice. By issuing a debit 

note, the customer is notifying the supplier of any shortages, overcharges, and defect in 

goods.  

● A credit note is a document issued by the supplier if the goods are returned by the 

customers, reported faulty, or overcharged invoice. Red ink is usually used to distinguish 

credit notes from other documents.  

● A debit note is a request from the customer to reduce the amount of money that need 

to be paid in the invoice due to returned goods, faulty goods, or overcharged invoice. It 

signifies the purchase returns of the customer.  

● A credit note is a document in which the supplier states that the purchaser will be 

credited a certain amount. It is an acknowledgment of the debit note. It signifies the 

sales return of the supplier.  

● In the ledger, when a debit note is issued by the customer, the supplier payables is 

debited, and purchase returns is credited. 

● In the ledger, when a credit note is issued by the supplier, the customer receivables 

account is debited, while the sales return account is debited.  

● Example of credit note and debit note on next page.  



  



V.  Exercises from page 81-85 Cambridge Accounting IGCSE 

2.  

a. Invoice, credit note, statement of account, receipt.  

b. A credit customer might send a debit note to Zak to ask for a reduction in invoice due to 

overcharged items, returned goods, or damaged goods.  

c. Customer’s name and address, invoice number, total sales returns, cheques/cash 

received.  

d.  

 

 

 

 

 

 

 

 

e.                                                                    Cash Book 

Date 
2007 

Details Discount 
Allowed 
$ 

Bank 
$ 

Date 
2007 

Details Discount 
Received 
$ 

Bank 
 
$ 

Aug 12 Sasha 3.61 140.89     

        

        

f. (i) 250*0.85*0.05= $10.62 

(ii) 212.50-10.62=$201.88 

(iii) 201.88*0.025=$5.05 



 

3  ​​ a.     (i) 20*50 = $1,000 

              (ii) 1,000+500= $1,500 

              (iii) 20%*1,500= $300 

              (iv) $1,200 

      b.    (i) $120*80% = $96 

      c.  

 

 

 

 

 

 

 



 

 

 

 

 

4​​.  (a) Statement of Account 

      (b) 1,250-1,000= $250 (balance b/d) in debit 

      (c)  (i) 12 April Zen Wholesale sent an invoice to Marianne 

                  19 April Zen Wholesale sent credit note to Marianne 

            (ii)  

Date of Transaction Ledger Account to be debited (dr) Ledger account to be credited (cr)  

2000 
 
12 April 
 
19 April  

Account name                 Amount 
                                                $ 
Marianne Receivables      300 
 
Sales Returns                      50  

Account name               Amount 
                                               $  
Sales                                    300 
 
Marianne Receivables        50 

 

              ​​(iii) 25/1000= 2.5% discount 



 

5 ​​      a .  

 (i) 1200/0.4 = 3000 

 (ii) 1000*0.1 = $100 

 (iii) 1200+100 = $1,300 

 (iv) Cash Discount 

           b.  

             (i)   $75 

(ii)  $2,425 

(iii) $0 

(iv) $1,300 

 

c.  General Supply Company account in Pieter Burg’s ledger:  

 


