
   Class Notes 
Class: XI 

 

Topic: RECORDING OF TRANSACTIONS-I 

Subject: ACCOUNTANCY 

 

 

INTRODUCTION 

  The first step of accounting involves identifying the transactions to be recorded and preparing the source 

documents which are in turn recorded in the basic book of original entry called journal and are then posted to 

individual accounts in the principle book called ledger. 

 

BUSINESS TRANSACTION AND SOURCE DOCUMENT 

 Business transactions are usually evidenced by appropriate documents such as Cash Memo, Invoice, 

Sales bill, Pay-in-slip, Cheque, Salary-slip etc. A document which provides evidence of the transaction 

is called the source document or a voucher. 

 

( At times, there may be no documentary evidence for certain items as in the case of petty expenses. In such a 

case voucher may be prepared showing the necessary details and got approved by appropriate authority 

within the firm) 

 

 All such documents are arranged in chronological order and are serially numbered and kept in a 

separate file. All recording in the books of accounts is done on the basis of vouchers. 

 

PREPARATION OF ACCOUNTING VOUCHERS 

Vouchers must be preserved in any case till the audit of the accounts and tax assessment for the relevant 

period are completed. 

 

Few Most Common Source Documents are:  

CASH  MEMO 

 Cash memo is prepared by the seller when goods are sold against cash. 

 

 It has details of goods sold, quantity, rate of each item and the total amount received, besides the 

date of transaction and other terms and conditions, if any. 

 It is an evidence for the purchaser for goods purchased against cash and for the seller it is an evidence 

of sales for cash. 

 

INVOICE OR BILL  

 An invoice or bill is prepared by the seller when the goods are sold on credit. 

 

 It has details of the party to whom goods are sold. 

 The original copy of the sales invoice is sent to the purchaser and a duplicate copy is retained as an 

evidence of the sales for recording it in the books of accounts and for future reference. 

 



 RECEIPT 

 When cash or cheque is received from a customer, receipt for the amount received is issued. 

 The receipt is prepared in duplicate. 

 The original copy is given to the party making the payment and the duplicate is kept for record. 

 It has details of date, amount name of the party and the nature of the payment.  

 

PAY- IN-SLIP 

 It is a source document used for depositing cash or cheques into Bank. 

 Pay- in-slip is a form available in bank. 

 It has a counterfoil which is retained by the depositor. 

 Now-a-days, banks place a box in which cheques along with the filled pay-in-slip can be dropped. 

( in such cases counterfoils are not signed) 

 

CHEQUE 

 Cheque is a document in writing, drawn upon the bank with which the account is held and is payable  

on or after the due date. 

 The bank supplies the cheque forms. 

 The name of the party to whom payment is to be made is written after the words ‘Pay To’ Then the 
amount is written- both in words and figures. 

 A cheque is dated and signed by the drawer. 

 The cheque details are entered on the counterfoil which remains with the account holder and is the 

source voucher for recording the transactions in the books of accounts. 

 

 DEBIT NOTE 

 When a buyer returns goods to the seller he sends a debit note to the seller as an intimation of the 

amount and quantity being returned and requesting return of money. 

 

 A debit note is sent to inform about the debit made in the account of the seller along with the reasons 

mentioned in it. 

 

 CREDIT NOTE 

 When a seller receives goods returned from the buyer he prepares and sends a Credit note as an 

intimation to the buyer showing that the money for the returned goods is being returned in the form of a 

credit note. 

 A Credit note is sent to inform about the credit made in the account of the buyer along with the reasons 

mentioned in it. 

 

VOUCHERS 

 Vouchers are the documents evidencing a business transaction. 

 A voucher details the accounts that are debited and credited. 



 It is prepared on the basis of source documents such as cash memo, invoice or bill, receipt, 

pay –in- slip, cheque, debit and credit notes. 

 

 PREPARATION OF VOUCHERS 

 There is no set of format of a voucher. 

 The design of the voucher depends upon the nature, requirement and convenience of the business. 

 To distinguish various vouchers different colour papers and different fonts of printing are used. 

 However a standard voucher must contain the following essential elements. 

 It should be printed on a good quality paper. 

 Name of the firm must be printed on the top. 

 Date of transaction should be entered. 

 The number of the voucher should be in a serial order. 

 Name of the account to be debited or credited should be mentioned. 

 Debit or credit amount should be written in figures against the amount. 

 Description of the transaction should be given account wise. 

 The person who prepares the voucher must mention his name along with his signature. 

 The name and signature of the authorized person is also to be mentioned on the voucher. 

 

 

                                                        Content is absolutely prepared at home-RD 


