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Source Documents – Cash Memo

It is prepared while selling the goods 
for cash in two copies. Original copy 
is handed over to the customer and 
second copy is retained for business 
records. 



Source Documents – Invoice or Bill

It is prepared by seller when he sells
goods to buyer on credit. It is
prepared in duplicate. The original
copy is sent to buyer and duplicate
copy is retained by the seller.



Source Documents – Receipt

It is issued to the customer when
cash is received from him. It is
prepared in duplicate. The original
copy is issued to the customer and
duplicate copy is retained for
future reference purposes.



Source Documents – Pay-in-Slip

It is used to deposit either cash
or cheque of customer for
collection of payment in our
bank account. It is made
available from bank and has two
portions, namely pay-in slip and
counterfoil. Pay-in Slip is
retained by bank and counterfoil
is returned to depositor as an
acknowledgement by the
cashier.



Source Documents – Cheque

Bank supplies blank cheque
forms to the account holders
for withdrawing cash payment
from their accounts or to pay to
third parties. It should be dated
and signed by the account
holder.



Source Documents – Debit Note

It is prepared and sent by the
buyer of the goods to the seller
of the goods against return of
defective goods or goods not as
per sample or overvalued by the
seller etc. It is prepared in
duplicate.



Source Documents – Credit Note

It is similar to a debit note with the
only difference that it is prepared by
the seller of goods when he receives
the sold goods back from the buyer
of goods due to any reason what so
ever.





Specimen – Debit Voucher



Specimen – Credit Voucher



Specimen–Transfer/Non cash Voucher


