
Duties and Responsibilities of
Businesses

Records are required to be retained for a period of at least 5 years from the date the transaction takes place on or 
after the commencement of the Order.



Records of transactions shall be in Malay or English language.

Types of Records

Importance of Keeping Proper Financial Records

RECORD KEEPING (BUSINESS) ORDER, 2015



An Order to provide for the keeping of records for businesses and for other purposes
relating thereto or connection therewith which has been enforced since 23rd June 2015.

Keep and
maintain records

of every
transaction
carried out.

Issue a printed receipt
serially numbered for
every sum received in
respect of goods sold
or services performed.

Retain a
duplicate of
every such

receipt.
Tenancy Agreements
Employment
Contracts
Purchase and Sales
Agreements
Others

Income
Expenditure
Receipts
Payments

Records of:




Invoices
Vouchers
Receipts
Other
documents to
verify entries

Books of
account

Any records relating
to any business

Documents

Accurate and
proper financial

planning

Precise 
decision making

Support application
for financial aids

Fair profit
distribution

Attract
foreign

investments

Revenue Division, Ministry of Finance and Economy
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"Business" includes every form of trade, commerce, craftmanship,
calling, profession, vocation and any activity carried on for the purposes of gain.



BUSINESS DOCUMENTATIONS



A quotation is a document issued by a supplier to a consumer to offer
goods or services at a specified price with specified conditions.

Hafiz

SAMPLE



BUSINESS DOCUMENTATIONS



A purchase order is an offical document issued by a buyer to the
seller indicating the type, quantity and agreed price for a product or

service.
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BUSINESS DOCUMENTATIONS



An invoice is a document issued by the seller to demand payment
from the buyer for the goods sold or services provided.

Hafiz

SAMPLE



BUSINESS DOCUMENTATIONS



A delivery order is a document issued by a transport provider,
consignee, shipper or carrier to deliver goods to the buyer.
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BUSINESS DOCUMENTATIONS



A payment voucher is an internal document to record the payment
made to the supplier for each purchase or services rendered.
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BUSINESS DOCUMENTATIONS



A receipt is a document issued by the seller to show that payment has
been received from the buyer for the goods sold or the services

provided.

Fatimah



Please visit Lifelong Learning Centre's website at 
https://l3c.moe.gov.bn/  to find out more information on the available

programmes that could help to develop and enhance the competency required to
meet your record keeping needs.

Keeping proper
records is vital for

businesses.


