IM-06 Upkeep Papers

Sales Record Sheet

Keep one line per sale as it happens, with the payment recorded beside it, so the month adds up from something
written on the day.

A running record of what was sold, to whom, for how much, and whether it has been paid for.

RECORD THE SALE AND THE PAYMENT
One line per sale, filled in on the day. The paid column is what turns a sales record into something you can chase from.

Business Period Sheet
Date Invoice orref | Customer What was sold Qty | Amount @ Paid on Method Notes
Total for this sheet Carried forward
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Free to print, copy and use — including at work. Not for resale.



