
BOOKKEEPING
BASIC 

Date: Date to be determined
Venue: Illawarra ITeC, Cnr Fox and Miller Streets, Coniston   
Cost: $55.00 Book today on 4223 3100 to secure your spot!

EFTPOS and Direct Debit Facilities available, payment must be made at time of booking

Find us on 

1 – 5 Miller Street (corner of Fox & Miller Streets) Coniston NSW 2500
PHONE: 02 4223 3100. EMAIL: itec@illawarraitec.com.au. WEB: www.illawarraitec.com.au

ILLAWARRA BEC incorporating

Illawarra >> ITeC <<

This project has been supported by the Australian Small Business Advisory Services (ASBAS) programme, an Australian Government initiative.

This workshop is designed to 
provide an overview of record
keeping responsibilities and 
provides practical exercises in
the tasks required to manage a 
business through manual
record keeping. 

 • practical exercises demonstrating how to treat petty cash,
   cash payments, cash receipts, daily bank balances and 
   bank reconciliations.

By attending this workshop you will develop:

It is very important for any small business owner to know how to keep sound 

reports to make informed decisions.


