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Subject: Grade 9 Commerce 

Term 4 

Week 4 Lesson Number: 124 

Date: ___/____/2021 

Unit: 9.3 BUSINESS COMMUNICATION 

Topic: WRITTEN COMMUNICATION 

Sub Topic: Business Documents in Buying and Selling. 

Introduction:  

This lesson is based on the notes on “Business Documents in Buying and Selling” 

Instructions: 

1. In your Exercise Book, copy the Header and the learning outcome. Make sure that your 

Handwriting is neat and legible. Go through your lesson notes and attempt the Practice 

Exercise in you exercise book. (We will be checking your Exercise Book when you return to 

School) 

 

Learning outcomes: at the end of this lesson you should be able to: 

1. Define and identify business documents in buying and selling. 

Please read your Lesson notes below and complete the Practice Exercise 124 that follows. 

Resource 124:                  Business Documents in Buying and Selling 

In business there are certain documents that you need to fill in order to buy and sell. The following 

shows the different steps and forms that you need in order to buy or sell. 

Step 1 Order form 

The buyer informs the seller that he or she wants certain goods. The buyer fills out an order form, 

which clearly states the name and address of the buyer, a clear description of the goods, he or 

she wants, the quantity of goods, and how and when he or she wants them delivered. 

Step 2. Delivery Docket 

When the goods are delivered, the seller sends a document with them called a delivery docket. It 

lists the goods that have been delivered. The buyer should check to see that the goods delivered 

do match the goods listed  
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Step 3: Invoice  

An invoice is a document which also lists the same goods, setting out the prices of the goods and 

the total amount of money owing. It also states terms such as any discount the buyer may get if 

the money is paid within a certain period of time.  

Step 4: Statement of Account 

The buyer may order several lots of goods from the same supplier. This means that step 1-3 may 

be repeated. Whether they are repeated or not, at the end of the month it is usual for the seller to 

send a statement of account to the buyer which sets out all the details of invoices previously sent, 

showing any payments that have been received and what is still owing to the business. 

Step 5: Payment 

After receiving the statement of account, usually sent in the mail, the buyer is expected to pay for 

the goods, usually no later than thirty days from the date shown on the statement. Often the buyer 

will send a cheque to make a payment. 

Other Documents in buying and selling 

The stages discussed in lesson 56 are basic steps and documents used in the written 

communication that takes place between a buyer and seller. However there are few other things 

that may happen, although not frequently.  

Before sending an order form, the buyer may first write a letter of inquiry which asks some basic 

questions about the possibility of doing business with the seller and whether the dealings will on 

cash or credit basis. At this stage the buyer may ask the seller to send a price list which lists down 

the goods that are available for sale and prices. 

Credit note lists down any damaged or return goods, with the price and is sent by the seller to the 

buyer. It is usually printed in red to make it stand out from invoices. It will also be mentioned on the 

statement of account, reducing the amount owing. Another document used in this process is 

receipt, which shows that money has been paid and received. 

 

Now attempt Practice Exercise 124  

Copy the questions and write your answers in your exercise book 

                                                  PRACTICE EXERCISE 124 

1. Explain what is a statement of account is. 

2.  Explain the purpose of an order form. 

 

 

 

  

This is the end of Lesson 124 week 4. Next Lesson 125 Business Letter 
 


