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	DIRECTIONS:  Select the correct document based on the description given below.  Choose from PURCHASE REQUISITION, PURCHASE ORDER, INVOICE, ALL or………..N/A (fill it in on your own) 
	TERM:

	1. Usually has an SKU or part number.  Sometimes just a description.
	

	2. Show terms such as 2/10, n30
	

	3. An engineer needs a new CAD/CAM system.  He should complete what first?
	

	4. The name of the seller is listed in the top heading.
	

	5. The name of the buyer is listed in the top heading.
	

	6. Word means the same as Billing.
	

	7. Word that means the same as seller.
	

	8. A monthly billing statement is a combination of several of these:
	

	9. The unit cost is shown on:
	

	10. To get the AMOUNT, you multiply the QUANTITY x the:
	

	11. The office manager of a small business uses this document to order new copy paper from a vendor.
	

	12. Mr. Snow found that a vendor charged him too much sales tax.  He was probably looking at what document.
	

	13. Charlie works in the warehouse shipping department of an umbrellas factory.  On each order that ships, he encloses a:
	

	14. Angie in Accounting is paying the bills this month.  She knows what to pay based on what:
	

	15. 5/10, n30.  What is the discount offered by the vendor:
	

	16. Terms is another word for:
	

	17. On an invoice, the column you would add to get the TOTAL is:
	

	18. All dollar-decimal numbers are aligned how:
	

	19. The DATE appears on which document:
	

	20. A buyer is another name for:
	

	21. P.O. is an acronym for:
	

	22. The first document to use in the proper sequence is:
	

	23. How a package ships is indicated in what field:
	

	24. The tear off portion of an invoice that you return with your payment:
	

	25. The pre-total BEFORE adding shipping, sales tax, misc.
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