Sales, Marketing & Customer Services
Lesson 6 Worksheet – Prepare an Invoice		30 minutes

Assume you are Patricia Lutchman, a sales clerk at Guys Office Supplies Limited.  The following items were bought on credit by Mr. Renny Mc Leod of Sterling Products Limited, Point Lisas Industrial Estate, East Bank, Couva on 8th April, 2020. 
4 computer desks @ TT1500.00 each;  2 four-drawer lateral filing cabinets @ TT1,100.00 each and 24 reams, A4 white bond typing paper @ TT$36.00 each.

Terms:
Trade discount: 10%
Cash Discount 5%, if the invoice is settled within 10 days, otherwise net cash.   Full invoice payment due in 30 days. 
Add VAT @ 12.5%
Mr. Mc Leod settles the invoice on April 12, 2020. Invoice number: R2345
Invoice due date: 8th May, 2020
[bookmark: _GoBack]Use the Form provided to prepare the invoice for Mr. Mc Leod. 



	
No:……………….
Invoice
Guy Office Supplies Limited
Main Street
Georgetown

	To:

	Date: 
Due Date: 
Terms: 
Trade Discount: 10%
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	Trade discount:
	
	

	
	
	
	

	
	Cash discount: 
	
	

	
	
	
	

	
	
	
	

	
	Add Vat @ 12.5%

	
	

	
			
	Total Due
	

	
………………………………………..
Sales Officer
	



