
Bookkeeping and 
Basic Accounting   
2-day Seminar 
December 17-18, 
2009 
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Does small business bookkeeping  

give you a headache?   

 

Do you break out into a cold sweat 

when you hear the words ñFinancial 

Statementò? 

  
 

If you hate numbers, youôre not 

alone. Weôll help you overcome 
your fears and more.  

 

  

Name 

Address 

  

  

Phone 

E-mail  

  
Method of Payment  

Æ Check Æ MasterCard   

Æ Bill Me  Æ American Express   

Æ Visa       

    
Credit Card No.    Expire 

Date   

Signature 
  

REGISTRATION  FORM 
Payment is due prior to attending the work-

shop. 

$500 per person for 2 days of training 

**Note: $100 discount will be given to VA 

 Employees and members of HEDS 

 

**Note: You will need to supply your own    

calculator, one is needed for this workshop 

 

To Register Call:  605-720-7117 or  

     Fax form to:   605-720-7119 

Register Early  

Class Size is limited 

CALL NOW:   605-720-7117 H.E.D.S. 



Accounting 101 

Master the principles of basic bookkeeping 

and accounting! Make better strategic 

decisions and move business forward by 

better understanding  financial reports. 

 

The language of business in every industry 

around the world is rooted in the basic 

άŀŎŎƻǳƴǘƛƴƎ ŜǉǳŀǘƛƻƴέΦ {ƻ  ƪŜŜǇ ȅƻǳǊ 

bookkeepers and accountants on their toes 

and make sure your books are sound.  

 

Use basic accounting principles to uncover 

and correct problems quickly by double-

checking how sales, expenses, equity and 

debt are recorded. Developed for business 

professionals who have no work experience 

in accounting, the seminar walks you 

through basics of accounting and gives you 

the skills and confidence to speak the 

άƭŀƴƎǳŀƎŜ ƻŦ ōǳǎƛƴŜǎǎέ ƭƛƪŜ ŀ ǇǊƻΦ 

 

Who Should Attend 

Managers and Supervisors who do not work 

in accounting, but who need to know how 

basic accounting works; anyone who has 

recently assumed accounting 

responsibilities. 

General Bookkeepers, Accounts Clerks, 

Accounts Assistant, Accounts Technicians, 

Finance Assistant, Admin Executive, 

Company Secretary, New Entrepreneurs. 

Overview 

This seminar will give experience to anyone 

who has never had any formal accounting 

training but needs to master the numbers 

side of their job.   Topics include accounting 

terms, concepts and processes financial 

reports, month-end closing and more! 

 

Learning Objectives 

Demonstrate How Debits and Credits    

Work Together in the Accounting System  

Identify the Various Steps of the 

Accounting Cycle  

Identify How Your Responsibilities Fit in 

the Accounting Process  

Communicate Confidently Using 

Accounting Terminology and Acronyms  

Conduct Each of the Nine Steps of the 

Accounting Cycle  

 

What is Accounting?  

 Difference Between Cash and Accrual     
 Accounting 

Explain the Accounting Equation  

Identify How Business Transactions 
 Affect the Accounting Equation  

Accounting vs. Finance  

Explain the Basic Accounting Principles 

Explain Who Cares About Accounting 
 Information, Why, and Who the 
 Audience Is  

Accounting CycleςSteps 1-4  
Learning about T-Accounts 

Apply Debits and Credits  

Post Journal Entries to the General 
 Ledger  

Verify that Accounts in the General 
 Ledger Balance  

Accounting CycleςSteps 5-6  
Prepare Standard Adjusting Entries  

Prepare and Adjust Trial Balance  

Accounting CycleςSteps 7-9  
Prepare a Preliminary Financial 

 Statement  

Prepare Closing Entries  

Prepare a Post-Closing Trial Balance  

COST: $500 Per Person 

DATE:  December 17-18,   

 2009 2 days 

TIME:  9 AM -  4 PM 

VENUE:   Mountain Plains Health Consortium;   

113 Camanche Rd; Bldg 90 , Ft. Meade, SD  


