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Work Area 5 Filing System Documentation 
and Databases

2.10 INTERPET ROUTINE BUSINESS DOCUMENTS

• LO017: Demonstrate the ability to prepare, interpret and check 
entries of routine business documents.
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Module Details

Module Details

Module Details

Module Details

Module Details

Module Details

Work Area Code: 5

Work area title: Filing System Documentation and Databases

Unit Code: 2.10

Unit Title: INTERPET ROUTINE BUSINESS DOCUMENTS

Learning Outcomes Nos: LO017

Learning Outcomes titles: • Demonstrate the ability to prepare, interpret and check entries of routine 

business documents.

Recommended Duration: 2 hours

Trainer:
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ISO, Control Factors and Business 
Documents

• Usually companies use templates for business documents 
to ensure that all information is provided.

– In the case of ISO systems, these documents are also part of the system 
and have their own code.
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Main Types of Business Documents

• Pricelists

• Quotations

• Orders

• Invoices

• Emails

• Account Statements

• Receipts

• Payslips

• Inventory

• Stock Control Card

• Credit Note

• Debit Note
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Some documents - Quotation
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Some documents - Order form
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Some documents - Invoice
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Some documents - Email
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Some documents – Account 
statement
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Some documents – Inventory
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Some documents - Receipt
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Some documents - Credit note
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Some documents – Way bill
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Some documents - CV
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Some documents - Request for 
leave form



This project has been funded with support from the 

European Union. This [project] reflects the views only of 

the author, and the Commission cannot be held 

responsible for any use which may be made of the 

information contained therein

.

Co-funded by the 

Erasmus+ Programme

of the European Union

Some documents – Payslip
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Some documents – A Certificate

• You work at the admission’s 
office for the University of 
Cyprus.
– Mr. Stephanakis sends this certificate 

for approval in order to participate in 
an MBA programme

• Do you consider him as an 
applicant? 

– What do you need to check?
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Entries – Document numbers

• Each document must have a 
unique identification number!
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Entries – Customer details

• Most business documents refer 
to customers, who have to be 
identified!
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Entries – VAT, total
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Other key points to check on a 
document

1. Date/ Time/ Place

2. Sender

3. Stamps

4. Signatures

5. Subject

6. Deadlines and expiry dates

7. Confidentiality issues

8. Depending on the type of the document

1. Numbers (e.g invoice no. or credit note numbers)

2. Customer details (in case of invoices or credit notes)

3. etc
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Written exercise

You are currently working at the HR 
department of a company. You have 

just hired a new employee and he has 
sent to you his employment contract 
together with copies of certificates. 

How would you check the documents?
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• Develop templates according to the 
requirements of each type of document, 
taking also context into consideration

• In all cases, include in your checklist:
– Numbers, dates, times are correct

– Names are correct

– Presentation (e.g. headers, footers, templates, 
contents, tables) are appropriate and updated

– Conduct a spelling and grammar check

– Content is clear

– ETC.

Checking the accuracy…
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Identify Mistakes

EUPANEXT_LO_017_M_001
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• Main types of business 
documents:

– Pricelists

– Quotations

– Orders

– Invoices

– Emails

– Account Statements

– Receipts

– Payslips

– Inventory

– Stock Control Card

– Credit Note

– Debit Note

• In all cases, include in 
your checklist:

– Numbers, dates, times are 
correct

– Names are correct

– Presentation (e.g. 
headers, footers, 
templates, contents, 
tables) are appropriate 
and updated

– Conduct a spelling and 
grammar check

– Content is clear

– ETC.
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• List and describe use of different 
types of business documents

• Explain entries of business 
documents 

• Describe a method you would use 
to check the accuracy of the 
business document and to certify 
that it is correct
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