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Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate.
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.
The programme module is structured as follows:
	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities


	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria



Integrated Delivery and Assessment
The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 5 Communications and level 5 Mathematics modules with that of other level 5 modules is specifically encouraged, as appropriate. 

Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.

Title of Programme Module
Bookkeeping Manual and Computerised
Component Name and Code 
Bookkeeping Manual and Computerised 6N4685
Duration in Hours
150 Hours (typical learner effort, to include both directed and self directed learning)
Credit Value
15 Credits
Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure
Special Requirements
None
Aim of the Programme Module
The purpose of this award is to equip the learner with the knowledge, skill and competence in the principles and practice of manual and computerised Bookkeeping to enable learners to complete bookkeeping accounts and reports in a range of vocational environments.
Objectives of the Programme Module
· To facilitate the learner to appreciate the importance of data accuracy and confidentiality in financial transactions
· To enable the learner acquire the knowledge and skills required for Bookkeeping in both a manual and computerised setting
· To enable the learner to set up a computerised bookkeeping system and produce a set of Final Accounts.
· To identify and correct errors in accounts
· To assist the learner to develop the competency in analysing Final Accounts
· To enable the learner to take responsibility for his/her own learning.

Learning Outcomes of Level 5 Bookkeeping Manual and Computerised 5N1354
Learners will be able to:
1.  Appraise a bank current account statement to include the reconciliation of any differences between the statement and own records
2. Extract specific information from a range of reports including debt control from aged debtors and aged creditors reports
3. Assess key performance indicators to include net profit, cost margins, cash flow, debt control and performance based on actual versus budgeted figures
4. Set up a range of variables on a computerised bookkeeping system to include customers, suppliers, products, nominal recurring transactions, bank transactions, budget figures and VAT using appropriate rates including resale and non- resale rates
5.  Post nominal recurring transactions and bank transactions on a computerised bookkeeping system and opening balances and foreign currency transactions in appropriate books and accounts
6. Correct a range of errors not revealed by the Trial Balance, to include errors of principle, errors of prime entry, errors of omission, errors of commission, compensating errors and complete reversal of entries
7. Amend a source document entry, where appropriate, in the relevant ledger using the computerised system and a receipt payment, which has been reconciled previously in error
8.  Revise customer or supplier contact details, nominal ledger account details, product price lists and own records with data extracted from a bank statement
9. Complete a bank reconciliation and a reconciliation of sales and purchases ledgers to the control accounts
10. Create a provision for accruals and prepayments
11.  Issue monthly statements from the sales ledger
12. Extract data from relevant source documents in order to complete appropriate books of prime entry, using manual and computerised bookkeeping systems to include purchases, sales, receipts, payments and petty cash books
13. Complete accounts receivable, accounts payable and nominal ledger accounts to include end-of-period tasks
14. Produce a set of final accounts to include Trading, Profit and Loss account and Balance Sheet on a computerised bookkeeping system
15. Complete a VAT return form for submission to the Revenue Commissioners
16. Produce a range of reports from ledgers and other sources to include VAT and departmental analysis.
Indicative Content
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.
LO1: Facilitate the learners to:
· Identify the differences between an organisation’s bank account balance as recorded in their cash book and its bank statement balance using both manual and computerised bookkeeping systems
· Update own records with data extracted from bank statement i.e. direct debits, credit transfers, standing orders, bank charges etc.
· Unreconcile a receipt/payment which has been reconciled previously in error
· Prepare a Bank Reconciliation Statement
LO2: Facilitate the learners to:
· Complete a reconciliation of sales and purchases ledgers to the control accounts
· Extract and analyse specific information from selected reports e.g. debt control from aged debtors and aged creditors reports
LO3: Facilitate the learners to:
· Analyse performance based on identified criteria: e.g. actual versus budget figures
· Extract and analyse specific information from selected reports e.g. debt control from aged debtors and aged creditors reports.
· Identify and analyse key performance indicators e.g. net profit, cost margins, cash flow, debt control
LO4: Facilitate the learners to:
· Extract data from relevant source documents in order to complete appropriate books of prime entry using a computerised bookkeeping system e.g. purchases, sales, receipts, payments and petty cash books
· Set up customers, suppliers, products and any other variables as necessary on a computerised bookkeeping system
LO5: Facilitate the learners to:
· Set up and post nominal recurring transaction(s) on a computerised bookkeeping system e.g. monthly depreciation
· enter and calculate foreign currency transactions in appropriate books and accounts e.g. sterling invoices and payments
· set up and post recurring bank transaction(s) on a computerised bookkeeping system e.g. monthly standing order. for rent
LO6: Facilitate the learners to:
· identify any error(s) that has occurred in the recording of data, using manual and computerised systems
· correct errors not revealed by the Trial Balance, to include:
· errors of principle
·  errors of prime entry
· · errors of omission
· · errors of commission
· · compensating errors
· · complete reversal of entries
LO7: Facilitate the learners to:
· unreconcile a receipt/payment, which has been reconciled previously in error
· amend purchase/sale invoice number 
LO8: Facilitate the learners to:
· Edit customer/supplier detail(s) e.g. change of address, telephone number etc.
· Edit nominal ledger account details e.g. change the title of an account from ‘heat and light’ to ‘electricity’
· Update product price list
· Delete an item from records, where appropriate
LO9: Facilitate the learners to:
· Complete a bank reconciliation
· Complete a reconciliation of sales and purchases ledgers to the control accounts
LO10: Facilitate the learners to:
· create a provision for accruals and prepayments
LO11: Facilitate the learners to:
· Issue monthly statements from the sales ledger
LO12: Facilitate the learners to:
· Enter opening balances in appropriate books and accounts
· Distinguish between debit and credit
· Distinguish between receipts and payments
· Use the imprest system of Petty Cash
· Complete debtors creditors and nominal ledger accounts both manually and computerised
LO13: Facilitate the learners to:
· perform end-of-period tasks, i.e. restore petty cash imprest, extract a Trial Balance
LO14: Facilitate the learners to:
· produce a set of final accounts to include Trading, Profit and
 Loss account and Balance Sheet on a computerised bookkeeping system
LO15: Facilitate the learners to:
· Calculate VAT using appropriate rates i.e. resale and non- resale rates
· Complete a VAT return form both manually and on the computerised system
LO16: Devise methods of showing VAT and departmental analysis, e.g. footwear, clothing, accessories and petty cash analysis
· Issue monthly statements from the sales ledger

Assessment
11a.	Assessment Techniques
Project			70%
Assignment 		30%
11b.	Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Appraise a bank current account statement to include the reconciliation of any differences between the statement and own records
	Assignment 

	2. Extract specific information from a range of reports including debt control from aged debtors and aged creditors reports
	Assignment

	3. Assess key performance indicators to include net profit, cost margins, cash flow, debt control and performance based on actual versus budgeted figures
	Assignment

	4. Set up a range of variables on a computerised bookkeeping system to include customers, suppliers, products, nominal recurring transactions, bank transactions, budget figures and VAT using appropriate rates including resale and non- resale rates
	Project

	5. Post nominal recurring transactions and bank transactions on a computerised bookkeeping system and opening balances and foreign currency transactions in appropriate books and accounts
	Project

	6. Correct a range of errors not revealed by the Trial Balance, to include errors of principle, errors of prime entry, errors of omission, errors of commission, compensating errors and complete reversal of entries
	Assignment/Project

	7. Amend a source document entry, where appropriate, in the relevant ledger using the computerised system and a receipt payment, which has been reconciled previously in error
	Project

	8. Revise customer or supplier contact details, nominal ledger account details, product price lists and own records with data extracted from a bank statement
	Project

	9. Complete a bank reconciliation and a reconciliation of sales and purchases ledgers to the control accounts
	Project

	10. Create a provision for accruals and prepayments
	Project

	11. Issue monthly statements from the sales ledger
	Project

	12. Extract data from relevant source documents in order to complete appropriate books of prime entry, using manual and computerised bookkeeping systems to include purchases, sales, receipts, payments and petty cash books
	Assignment/ Project

	13. Complete accounts receivable, accounts payable and nominal ledger accounts to include end-of-period tasks
	Project

	14. Produce a set of final accounts to include Trading, Profit and Loss account and Balance Sheet on a computerised bookkeeping system
	Project

	15. Complete a VAT return form for submission to the Revenue Commissioners
	Assignment/Project

	16. Produce a range of reports from ledgers and other sources to include VAT and departmental analysis.
	Project



11c.  	Guidelines for Assessment Activities
The assessor is required to devise a brief and a marking scheme for the assignment and project. In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes.  
Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Assignment
	30%

	Students are required to complete the assignment in class over a period of time.

	Learning Outcomes 1,2,3,6,12,15
Candidates must 
Upda
· Complete books of First Entry
· Post to the Ledger
· Update the Bank Account
· Produce a Bank Reconciliation Statement from data supplied 
· Produce a Debtors and Creditors control account
· Identify and correct errors in the accounts
· Complete A Trial Balance
· Prepare the end-of-period VAT Return in accordance with the requirements of the Revenue Commissioners 
· Analyse the performance based on information provided

All instructions for the learner must be clearly outlined in an assessment brief.



	Project
	70%

	Learning Outcomes 4,5,6,7,8,9,10,11,12,13,14,15,16
Candidates must 
Upda
· Open debtors/creditors/nominal accounts 
· VAT rates/bank accounts/exchange rates/products and any other relevant variables to be amended
· Recurring journal and bank transactions to be set up and posted
· Foreign currency transactions to be processed
· Entries in files/transaction to be amended/deleted
· Financial errors to be corrected
· Provisions for depreciation set up and processed
· Bank Reconciliation accurately completed
· Produce a set of reports to include Final Accounts
· Analyse and interpret reports accurately
· Complete a VAT return
· Restore and back up tasks

Evidence for this assessment technique should take the form of a hard copy and digital evidence. 

All instructions for the learner must be clearly outlined in a brief devised by the assessor.



Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Bookkeeping Manual and Computerised 
6N4865
	Learner Marking Sheet
Assignment 30%



Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Transactions recorded accurately

	Prepare Books of Prime Entry
	3
	

	Open all the necessary Debtor, Creditor & General Ledger Accounts
	2
	

	Post all transactions to the ledger accounts
	3
	

	Restore Petty Cash via the Imprest System
	2
	

	End of Period Processing

	Extract and balance a trial balance
	1
	

	Prepare a Bank Reconciliation Statement
	2
	

	Prepare a VAT Return
	2
	

	Prepare journals/amend accounts to include the correction of errors
	3
	

	Prepare Sales & Purchases Ledger Control Accounts
	1
	

	Reconcile control accounts with Debtors/Creditors Ledgers
	1
	

	Analysis & Interpretation

	Reflect on the performance of the business via budget figures/past performance, etc.
	5
	

	A VAT 3G form appropriately completed

	VAT 3 form filled in accurately including all adjustments
	5
	

	Total Marks
	30
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................

	Bookkeeping Manual and Computerised 
6N4865
	Learner Marking Sheet 
Project 70%



Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Company A

	Set up Debtors, Creditors & Nominal Accounts
	5
	

	Setup and /or amend VAT Rates, Bank Accounts, Products & other relevant variables
	5
	

	Transactions from source documents processed
(at least 7 @ 3 marks each)
	21
	

	Recurring journal and bank transactions set up & posted
	1
	

	Setup of reports from selected printouts produced
	1
	

	Provisions for accruals/prepayments & depreciation set up & processed
	4
	

	Bank Reconciliation accurately completed
	4
	

	Set of reports from selected printouts produced
	7
	

	Restore & back up tasks successfully completed
	5
	

	Accurate analysis & interpretation of reports
	3
	

	Subtotal
	56
	

	Company B

	Restore & Backup tasks successfully completed
	1
	

	Foreign currency transaction processed
	1
	

	Financial errors in an existing set of accounts corrected
	3
	

	Entries in existing files & transactions amended and/or deleted where appropriate
	3
	

	Previous bank entry successfully unreconciled
	3
	

	Sales & Purchases Ledgers control accounts completed
	3
	

	Subtotal
	14
	

	Total Marks
	70
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
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