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Adult Education Carlisle – Community & Continuation Education Programmes








INTRODUCTION TO BOOK KEEEPING


This is a Government funded course and is aimed at students 19 years and above.








TUTOR: 		Graham Young			


START DATE / TIME:	Wednesday 15 September 2010 / 6.30pm-8.30pm


LOCATION: 		The Creighton Building, Trinity School, Carlisle	


LENGTH:		6 weeks


COURSE FEE		Full: £31.00     	Over 60’s: £25.00     	Benefits: £8.00	


PAYMENT:	Payment is required to secure your place plus


A £2.00 Centre fee per student each academic year 


REFUNDS:		Refunds are only provided if the Centre cancels the course.


				


Course Description 


Book-keeping Introduction course to show how to keep certain ledgers and day books manually and introduce computerised accounts using Sage.





What is the course about? 


 The aim of the course is to learn to maintain cashbooks, petty cash, daybooks, and ledgers.  You will also learn about VAT and keeping accounts on the computer using Sage Financial.





Course Outline


The outcome is to prepare you to undertake Bookkeeping Level 1 and Accounting Level 2 or just give you an insight of how Bookkeeping works.





Are there any special requirements for joining? 


None.





How will I learn on the course?


Learning will be by tutorials and practice exercises.





How will my progress be recorded?


Progress will be recorded by the tutor and ongoing assessment.





Will there be any homework? If so, how much? 


No





Do I need to bring anything?


Calculator, pen and paper are needed for the class.





Where can I go from here?


Bookkeeping Level 1


Accounting Level 2
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