
        DATE: 24 JUNE 2020 

FINANCIAL LITERACY – CREDIT TRANSACTIONS – DEBTORS 
 
POSSIBLE ANSWERS: 
 
1.1. Answers will differ, examples are: 
      Financial institutions, such as NEDBANK, CAPITEC, FNB, ABSA, etc.  
      Retail stores such as Edgars, Game, and so on. 
 
1.2. Credit card – a plastic card issued by the bank or financial institution that 

allows the holder to buy on credit from shops, airlines, and so on. 
Overdraft – an agreement with a bank that allows a person to carry on 
spending money when there is no money left in that person’s bank 
account, but only up to a fixed limit. 
Instalment agreement – a method of buying goods where the purchaser 
takes possession of the goods as soon as an initial payment (deposit) has 
been made to the seller. This is followed by an agreed number of 
subsequent instalments until the full cost of the item, plus interest, has 
been paid. 
Lease – a legal contract in which a person agrees to pay to use someone 
else’s building, land or equipment for a specific period of time. 
Micro loans – a small amount of money lent to a person with high interest 
rate. 

 
2.  
2.1. Responsible 
2.2. Legislation    
2.3. Credit agreements  
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2.5. Consumers and businesses               
 
___________________________________________________________________ 
 
Continuation of Notes 
 
Recording credit sales 
 
1.  Source document 
 

We have learnt from the accounting cycle that when a transaction takes place 
it must be recorded on a source document. The source document for credit 
sales is a credit invoice. 

 
Credit Invoice 
 
This is a source document which lists goods bought with prices charged and 
serves as proof that the transaction between a seller and buyer has taken 
place. 



 
 
 
The invoice contains the following: 
 

1. Letterhead of the seller. 
2. Name and address of the buyer. 
3. Date on which the transaction took place.. 
4. Details of the goods i.e. description, quantities, etc. 
5. Prices. 
6. Total amount of the debt. 
7. VAT 
8. Terms of payment. 
9. Trade and cash discount allowed. 
10. The abbreviation E&OE 
11. Special instructions if there are any. 

 
The invoice is completed in duplicate. 
 
The client (Debtor) is given the original invoice 
The business enterprise remains with a duplicate credit invoice; this is the document 
that is used to record the transaction. 
 
Example  
 
Learners look at the example of the template of an invoice completed with the 
following information: 
 
On 12 September 2011 Ntuta stores of 78 Howard Avenue, Benoni, 1500 sent an 
invoice (no. INV 1234) to C. Roux of 112 Oak street, Northmead for the following 
items sold on credit: 
  
8 chairs @ R350, 00 each. 
3 tables @ R1040, 00 each. 
1 cupboard @ R1300, 00. 
Terms : 30 days, 5% discount 
 
Procedure for completing an invoice: 
 
Write invoice number. 
Write date on which the transaction took place. 
Write the details of the buyer, i.e. name and address. 
Complete the details of goods sold, i.e. quantity, description and unit price. 
Multiply quantity by the unit price and write total amount under the column for 
Amount. 
Add all the amounts and write the total amount owed. 
Write terms of payment. 
Write special instructions if there are any. 
NB: VAT is ignored in this workbook. 
 
 
 
 
 



 
 
 

INVOICE 
                                                                                      NO  :   INV1234 
       TO:   C. Roux                                                        78 Howard avenue 
        112 Oak street                                                     Benoni  
       Northmead                                                           1500 
                                                                                     Date:12 September 2011 

Ntuta Stores                                                                 

 Quantity Description Unit Price Amount 
      R 

8 Chairs R350, 00 2 800 

3 tables R1040, 00 3 120 

1 cupboard R1300, 00 1 300 

                                                                                                          Total 7 220 

Terms : 30 days, 5% discount 
 
Special instructions:   none                                                                                                                                   
E&OE 

 
 
Learner Activity: 
Fill in a credit invoice 
Information: Petunia Traders sell the following to P. Peters (a debtor), 280 Lily street, 
Pretoria, 0001: 

 A kettle for R180 

 6 pots at R200 each 

 An iron for R380 
 
Issue invoice 008 on 20 May 2015. 
 
Use the following credit invoice: 
 

INVOICE 
                                                                                                       No: ____ 
To: _______________                                                           
       _______________                                                                  34 Long Street 
       _______________                                                                  Pretoria 
       _______________                                                                  0001 
 
                                                                                                      Date: ___________ 

Petunia Traders 

  

Quantity Description Price Amount 
R 

    

    

    

    

 

E & OE 

 

Email address: fazanamahomed786@gmail.com 


