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Assessment Task
Source documents in a business (Individual activity) (LO3 AS3)

a) Match the documents in Column A with their description in Column B.










[6 marks]

	Column A
	Column B

	a) receipt
	(i) till slip issued at pay points 

	b) statement
	(ii) proof that you supplied a client with a product or service

	c) deposit slip
	(iii) method of payment regarded as cash

	d) cheque
	(iv) list of invoices issued to clients during the month

	e) cash register slip
	(v) indicates the cash, in notes and coins, and the cheques you deposit in your bank account

	f) invoice
	(vi) document issued for payments received


b) Explain why these source documents need to be stored safely. Give at least four reasons. 









            

[4 marks]

Self-assessment checklist

	Criteria
	Yes
	No

	I could correctly match all the source documents with their descriptions.
	
	

	I understand when each source document is required.
	
	

	I could identify four reasons why safe storage of source documents is necessary.
	
	

	I appreciate the importance of source documents.
	
	

	I understand the need for businesses to store and safe-keep source documents.
	
	


Suggested Solutions (LO3 AS3)

	Question number
	Possible marks
	Solution


	1
	10
	a) (vi)







[1 mark]
b) (iv) 







[1 mark]

c) (v) 







[1 mark]

d) (iii) 







[1 mark]

e) (i) 







[1 mark]
f) (ii) 







[1 mark]
g) (Any four valid answers)

These documents are proof of transactions that took place.

The documents are used in bookkeeping to determine profit.

The documents should be kept for tax purposes.

The documents provide the owner with information.

[4 marks]




Appendix of Assessment Tools
Self-assessment checklist

	Criteria
	Yes
	No

	I could correctly match all the source documents with their descriptions.
	
	

	I understand when each source document is required.
	
	

	I could identify four reasons why safe storage of source documents is necessary.
	
	

	I appreciate the importance of source documents.
	
	

	I understand the need for businesses to store and safe-keep source documents.
	
	











