[image: Description: C:\Users\Dona\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\dfs-logo-whitebg.gif]Work Request

[image: Description: C:\Users\Dona\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\dfs-logo-whitebg.gif]Work Request 

Work Request 

Staff name: ___________________________________________________________

Work Requested by: ______________________________________________________

Date requested: __________________________________________________________

Date and time required: ____________________________________________________

Task importance (please circle):		URGENT	    Normal	           Low

Task details
Set up a company file for Happy Bunch Party Co in MYOB and record the July cash transactions.
You are assigned with a client, Happy Bunch Party Co. Your job is to keep their cash records in a computerized accounting package MYOB. The client has sent some source documents for the month of July 2014.

(i) [bookmark: _GoBack]Company Information  
Happy Bunch Party Co  	ABN 92 302 348 813
45 Hayes Street, Granville NSW 2142

Accounting information
Current financial year 	2014 		Conversion month	July
Last month			June 		No of period 	Thirteen

Accounts List
You have to browse the accounts list and find the most suitable one for the client. Once the data file has been set up, you can customise individual accounts but you cannot change the type of account list. It is important to select a suitable one. If you are not sure, check with your manager. After you have set up the data file, you need to customize some of the accounts or add new accountsne.g. you are going to use 3 different Income accounts 
· Furniture Hire
· Equipment Hire
· Catering Sales

Account Balances as at 1 July 2013
	Account Name
	Amount

	Cheque Account
	$30,000

	Furniture
	25,000

	Equipment
	48,700

	Bank Loan
	$35,200

	Owners Capital
	$68,500


(ii) Cash Receipts transactions
	Date:
	02/07/2013
	
	Date:
	09/07/2013

	Receipt Number:
	01
	
	Receipt Number:
	02

	Received From:
	Cash Sales
	
	Received From:
	Cash Sales

	
	
	
	
	

	Details:
	
	
	Details:
	

	Furniture Hire:
	$462.00
	
	Furniture Hire:
	$649.00

	Equipment Hire:
	104.00
	
	Equipment Hire:
	627.00

	Catering Sales:
	407.00
	
	Catering Sales:
	231.00

	
	
	
	
	

	
	
	
	
	

	Total Received:
	$973.00
	
	Total Received:
	$1,507.00

	
	
	
	
	

	Total includes $88.45 GST
	
	Total Includes $137.00 GST



	Date:
	12/07/2013
	
	Date:
		16/07/2013

	Receipt Number:
	03
	
	Receipt Number:
	04

	Received From:
	Cash Sales 
	
	Received From:
	Cash Sales

	
	
	
	
	

	Details:
	
	
	Details:
	

	Furniture Hire:
	$458.00
	
	Furniture Hire:
	$473.00

	Equipment Hire:
	$372.00
	
	Equipment Hire:
	352.00

	Catering Sales:
	165.00
	
	Catering Sales:
	

	
	
	
	
	

	
	
	
	
	

	Total Received:
	$995.00
	
	Total Received:
	$825.00

	
	
	
	
	

	Total includes $90.45 GST
	
	Total Includes $75.00 GST



	Date:
	20/07/2013
	
	Date:
	21/07/2013

	Receipt Number:
	05
	
	Receipt Number:
	06

	Received From:
	Cash Sales
	
	Received From:
	Cash Sales 

	
	
	
	
	

	Details:
	
	
	Details:
	

	Furniture Hire:
	$935.00
	
	Furniture Hire:
	$220.40

	Equipment Hire:
	550.00
	
	Equipment Hire:
	$312.30

	Catering Sales:
	319.50
	
	Catering Sales:
	

	
	
	
	
	

	
	
	
	
	

	Total Received:
	$1,804.50
	
	Total Received:
	$532.70

	
	
	
	
	

	Total includes $164.05 GST
	
	Total Includes $48.43 GST





	Date:
	23/07/2013
	
	Date:
	30/07/2013

	Receipt Number:
	07
	
	Receipt Number:
	08

	Received From:
	Cash Sales
	
	Received From:
	Cash Sales

	
	
	
	
	

	Details:
	
	
	Details:
	

	Furniture Hire:
	$660.00
	
	Furniture Hire:
	$974.50

	Equipment Hire:
	352.00
	
	Equipment Hire:
	990.00

	Catering Sales:
	49.50
	
	Catering Sales:
	163.90

	
	
	
	
	

	
	
	
	
	

	Total Received:
	$1,074.00
	
	Total Received:
	$2,128.40

	
	
	
	
	

	Total includes $96.50 GST
	
	Total Includes $193.49 GST





	Date:
	30/07/2013
	
	Date:
	31/07/2013

	Receipt Number:
	09
	
	Receipt Number:
	10

	Received From:
	Cash Sales 
	
	Received From:
	Cash Sales 

	
	
	
	
	

	Details:
	
	
	Details:
	

	Furniture Hire:
	990.00
	
	Furniture Hire:
	$422.50

	Equipment Hire:
	
	
	Equipment Hire:
	$370.30

	Catering Sales:
	
	
	Catering Sales:
	$242.20

	
	
	
	
	

	
	
	
	
	

	Total Received:
	$990.00
	
	Total Received:
	$1035.00

	
	
	
	
	

	Total includes $90.00 GST
	
	Total Includes $94.09 GST




Cash payments transactions

	Date:
	1 July
	
	Date:
	2 July

	Cheque #:
	01
	
	Cheque #:
	02

	Payee:
	Alders Property Mangement
	
	Payee:
	Cash

	
	
	
	
	

	Details:
	Monthly Rent
	
	Details:
	Wages

	
	
	
	
	

	Rent
	$2,200.00
	
	Wages
	$900.00

	
	
	
	
	

	Payment includes $200.00 GST
	
	Tax Code: N-T




	Date:
	9 July
	
	Date:
	7 June

	Cheque #:
	03
	
	Cheque#:
	04

	Payee:
	Cash
	
	Payee:
	Cash

	
	
	
	
	

	Details:
	Catering Supplies
	
	Details:
	Milk and coffee for staff

	
	
	
	
	

	                                         $3,850.00
	
	                                               $39.00

	
	
	
	
	

	Payment includes $350.00 GST
	
	Tax Code: FRE




	Date:
	9  July
	
	Date:
	16  July

	Cheque #:
	05
	
	Cheque #:
	06

	Payee:
	Cash
	
	Payee:
	Cash

	
	
	
	
	

	Details:
	Wages
	
	Details:
	Wages

	
	
	
	
	

	Wages
	$500.00
	
	Wages
	$500.00

	
	
	
	
	

	Tax Code: N-T
	
	Tax Code: N-T







	Date:
	22  July
	
	Date:
	23  July

	Cheque #:
	07
	
	Cheque #:
	08

	Payee:
	Cash
	
	Payee:
	Shell 

	
	
	
	
	

	Details:
	Wages
	
	Details:
	Petrol

	
	
	
	
	

	
	$900.00
	
	
	$165.00

	
	
	
	
	

	Tax Code: N-T
	
	Payment Includes $15 GST




	Date:
	27  July
	
	Date:
	30 July

	Cheque #:
	09
	
	Cheque #:
	010

	Payee:
	APT Communications
	
	Payee:
	Cash

	
	
	
	
	

	Details:
	Phone bill
	
	Details:
	 Wages

	
	
	
	
	

	Phones
	$143.00
	
	Wages
	$900.00

	
	
	
	
	

	Payment includes $13.00 GST
	
	Tax Code: N-T
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