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Assignment objectives: - Criteria met

AO4 Investigate the content and layout of standard purchasing
documents, including those used for e-commerce, identifying
common components of each

AO6 Understand the importance of accuracy in business
documents and check the accuracy of documents produced

Tasks: Please see attached assignment

6rading: -
AO 4 Below Pass Pass O Merit O Distinctiond
AO 6 Below Pass O Pass O Merit O Distinctiond
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Assignment 4: Business Finance Documents (AO4) (AO6)

You will be given an order, an order confirmation, an invoice and a
delivery note.

On each one number and label neatly the following, and describe what
they are (REMEMBER THAT YOU WON'T FIND ALL OF THESE ON
EVERY DOCUMENT):

1) the date

2) the customer details

3) the company details

4) the identifier (for example the order number)
5) the payment details

6) the delivery details

7) the product details

8) the prices

9) the VAT

10)the total

11) the deliver costs

12)the terms and conditions
13)the returns policy

1) Why is it important to check all the documents for accuracy?
(AO6)
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WITNESS STATEMENT FOR AO2 AND AO6

STUDENT NAME: has created standard
business communications from given information (letter, memo, fax,
email) (AO2).

PASS MERIT DISTINCTION
Documents have Documents have all | Documents are
most of the of the required mailable and
appropriate components conventions and
components house style are

followed accurately
Support required Spell-checked and
for the wording of | proof-read

the content independently Content and layout
of documents

Spell checked and | Few errors carefully checked

proof-read with to ensure accuracy.

help
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