Task 1 – Source Documents
• Carry out some research and find at least 8 documents that an
Accountant would use to create financial information.
• Write them down in your workbooks and then provide a definition of
each one, (describe what it is and how an Accountant would use it)

Source Document
Cheque
counterfoil

Description
This is the slip of paper
left in the cheque book
when a cheque has been
written and sent to
someone to pay for
goods or services.

How will the source
document be used?
The counterfoil shows
the number of the
cheque, the date the
cheque was written,
who it was written to
and the amount. This
can then be recorded in
the cashbook.

Task 2 – Credit or Debit?
• Accountants need to collect the information and then present the
accounts in a particular way. Before they can do this, they enter the
information that they have in a way that is easy to follow.
• When an Accountant is dealing with transactions, they are either
money coming in or money going out.
• In your workbooks you have a table of transactions.
• Is it money going out or money coming in?
• Tick whether the transaction is money in or money out?

Item
Payment to a supplier
Payment received from a customer
Cash paid to buy tea and coffee
Purchase of a commercial van
Refund from a supplier
Rent received

Money In

Money Out

Task 3 – Assets and Liabilities
In Accounting you have ASSETS and LIABILITIES.
• Assets are things the business OWNS
• Liabilities are things that the business OWES
• In your workbooks you have a list of items.
• See if you can identify if they are an ASSET or a LIABILITY

Description of Item
Cash in the bank
Money owed to suppliers
Money owed by customers
Logo
Loan from the bank
Task 4 – Debit and Credit double entries

Asset

Liability

1. A customer pays you £200 for goods supplied on credit
Bank (Asset Account)

Sales Ledger (Income Account)

DR

DR

CR

CR

2. You pay a supplier £3000 for goods you have bought on credit
Bank (Asset Account)
Account)
DR

Purchase Ledger (Expenses
CR

DR

CR

3. You pay an electricity bill of £350
Bank Account
Account)
DR

Utilities Account (Expenses
CR

DR

CR

Hopefully this has given you a flavour of what we do in accounting and if
you have completed this workbook, you will have a good start for
September.

