
Chapter 4 
Accounting Terminology and Document Flow 

 
 

Request for 
Quote 

Purchasing sends to 
potential vendors 

Purchase 
Order 

Sent to vendor saying 
authorized to provide 
good or service

Receiving Report
Okay to pay when goods or services 
received 

Voucher 
Document that generates check to 
vendor 

Check Issued

Check Clears 
Bank 
Status of “Reconciled” in 
Datatel 

Requisition 
Required if order > $2500 
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