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4 Read this excerpt from a company manual.
Then, choose the correct answers
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2, 1 What is this excerpt about?

y cash DbOX and A why the company keeps a petty cash ledger
B how to complete a petty cash ledger

C the advantages and disadvantages of ledgers

D common mistakes when filling out ledgers

aumber them. Wr‘.
receipt numMDer

| as a
copriate column
computer app p_reference to the

spreadsheel and in the crzeipt - 2 What does NOT need to be recorded in the
important  FELEA ledger?

for us to keep 2 hard o ot forget to M A the date C spreadsheet figures
. B acode D the receipt number
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_ 3 When should employees record expenditures?
the weekKs [ A every day C monthly
Startanew £ B twice a week D every Monday

the amount in the °
columns. You will also 45 up

ary

&) Check (v) the sentence that uses the
underlined parts correctly.

1 _ A You receive a receipt when you buy
something.

_ B You keep a hard copy on a computer.

2 __ A An expenditure is money a company

&) Before you read the passage, talk about Pae T i -
these questions. — B Offices keep old records in the archives.
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1 What are some ways that people keep track 3 _ A You can keep a record of numerical
of their money? data on a spreadsheet.

2 Why is it important for businesses to keep __ B Rows go down a page, and columns go
financial records? ' across a page.
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' manual.
Listening
{) § Listen to a conversation between an assistant and
ish ledger the manager of an office. Mark the following
ger statements as true (T) or false (F).
of ledgers 1 _ The assistant should put the receipt in the ledger.
'edgers 2 __ The assistant can find the code in the index.
n the 3 _ The manager prefers storing information on computers.
Eoc £) & Listen again and complete the conversation.
Der _
. I - Assistant: Can | take some money from the petty cash to
ditures? & buy stamps?
- Manager: Yes, but you need to write it down in the 1 __
Assistant: How do | do that?
Manager: [ll show you.Inthis2 ___  write today's date,
and here, write the 3 _
Assistant: So just the date and purchase?
e - Manager: There's more. Don't forget the 4
| it and put it in the box. Then, write the number as a
5 - e
Py Assistant: | get it.
s Manager: !:inally you need a code. You can look that up here,
inthe 6 __ =
any Assistant: |see.Sothe7 ____ for stamps is STP-1.
_ Manager: That's right.
chives Assistant: But why don't we just use a computer spreadsheet?
- :. Manager: We feel that a hard copy is safer. After all, data on
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£) § Listen and read the manual again. What details

Use the receipt number as a
Always record any money spent in the
The _ X __for stationery is STT-2.

code cross-reference column

index ledger expenditures

need to be recorded in the ledger?

_lists all the items and page numbers.
Which spreadsheet _ . __is used for receipt numbers?
~ from petty cash to no more than $20.00.

computers can get erased.
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{:) With a partner, act out the
roles below based on Task 7.
Then, switch roles.

* In this column, write ...

Then, write the number as a ...

Student A: You want to buy
stamps with petty cash. Find out
| how to complete the petty cash

ledger.
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Student B: You are a manager.
Explain to Student A how to fill
out the cash ledger, including:

e the date

e the expenditure
@ the code
&

the receipt number

£) Use the conversation from
Task 8 and your own ideas to
fill out five entries in the

ledger.




