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INSTRUCTIONS

This form may be used to record accounts receivable? or accounts payable® that remain unsettled. Use a separate
sheet for each; do not combine receivables and payables on the same sheet. Record only those accounts
remaining unsettled at the time of completion (“As of Date”).

Check the appropriate box at the right upper corner of the form, receivables or payables

Accounts receivable or accounts payable shall be scheduled semi-annually, as of December 31 and June 30, or
more often at the discretion of the school.

Explanation of Column Numbers

1. Name of Debtor or Vendor . Identify the name(s) of the individuals(s) or organization(s) from which money is
due or to which money is owed.

2. Account Name . Name of account to which amount is due or owed.
Purpose . State in a general way the purpose of the goods or services rendered or received.

4. Date Rendered or Received. Enter the date the goods or services were rendered or received for accounts
remaining open on the “As of Date’ of schedule preparation. This data is very important in the determination of
whether an account receivable or payable is unsettled.

4. Amount. Show the amount due from or owed to the individual(s) or organization(s) for goods or services
rendered or received. Partial fulfillment of a larger transaction must be recorded for the amount of such partial
fulfillment.

Definitions

aAccounts Receivable claims, collectible by the school in money for merchandise and/or services rendered to
another, due in the relatively near future, or, more simply stated, monies due by others to the school.

bAccounts Payable claims, owed by the school in money for merchandise and/or services received from another,
due in the relatively near future, or, more simply stated, monies due to others by the school.



	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: 
	32: 
	33: 
	34: 
	35: 
	36: 
	37: 
	38: 
	39: 
	40: 
	41: 
	42: 
	43: 
	44: 
	45: 
	46: 
	47: 
	48: 
	49: 
	50: 
	51: 
	52: 
	53: 
	54: 
	55: 
	56: 
	57: 
	58: 
	59: 
	60: 
	61: 
	62: 
	63: 
	64: 
	65: 
	66: 
	67: 
	68: 
	69: 
	70: 
	71: 
	72: 
	73: 
	74: 
	75: 
	76: 
	77: 
	78: 
	79: 
	80: 
	81: 
	82: 
	83: 
	84: 
	85: 
	86: 
	87: 
	88: 
	89: 
	90: 
	91: 
	92: 
	93: 
	94: 
	95: 
	96: 
	97: 
	98: 
	99: 
	100: 
	101: 
	102: 
	103: 
	104: 
	105: 
	106: 
	107: 
	108: 
	109: 
	110: 
	111: 
	112: 
	113: 
	114: 
	115: 
	116: 
	117: 
	118: 
	119: 
	120: 
	121: 
	122: 
	123: 
	124: 
	125: 
	126: 
	127: 
	128: 
	129: 
	130: 
	131: 
	132: 
	133: 
	134: 
	135: 
	136: 
	137: 
	138: 
	139: 
	140: 
	141: 
	142: 
	143: 
	144: 
	145: 
	146: 
	147: 0
	148: 
	13a: 
	1: Off
	reset: 
	78a: 


