
 

 

 Fundamentals of Bookkeeping 

Summary  
This course offers a comprehensive introduction to bookkeeping. It covers all the 
core elements, ensuring you have the knowledge you need to keep on top of your 
finances – whether for your own business or to help find work in this field. You will 
learn about financial services and payments, how to prepare and check business 
documents, recording transactions, balances and reconciliations, and VAT. 

Course Provider  
National Extension College (NEC) 
Woolpack House, 70 High Street, Sawston CB22 3HJ 
01223 400200 | www.nec.ac.uk 

Qualification Accreditation 
Successful completion of the course does not 
currently lead to a regulated qualification 

Academic level 2 

PET entry requirements Level 2 English and Maths 

Format of course material Paper-based 

Structure 
of course 

1. Financial services and payment methods 
2. Prepare and check business documents 
3. Record transactions in a sub-divided bookkeeping system 
4. Prepare a trial balance and reconciliations 
5. Principles of bookkeeping and VAT 

Assignments 6 written assignments 

Exam None 

Study hours 120 hours 

Course expiry date 12 months 

Prison support requirements 
Facilitate tutor support via email. This often 
requires scanning learner assignments and email 
them to their tutor.  

Supplier tutor’s support  
 

Yes – accessed via prison staff. Assignment 
feedback given and questions answered. 

Certificate 
A printed certificate is provided upon successful 
completion. 

Progress 

There are a range of possible progression 
options, including many in the fields of Business, 
Finance and Management. Call our free Advice 
Line on 0800 048 7520 on Tuesdays (10-12pm 
and 2-4pm) and Thursdays (10am-12pm and 2-
6pm). 

 


