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Student Information 
Detailed student information is available in our 
Student Handbook. 
 

Assessment 

All assessments will be based on the  
principles of competency-based training and 
assessment. In general, a holistic approach will 
be taken to assessment, using one or two 
integrated tasks which cover the unit 
requirements. Appropriate tasks may include 
role plays, assignments, compilation of a 
personal portfolio or research and preparation of 
an application. Students who do not attend class 
may not be assessed.  
 

Recognition of Prior Learning 

Applicants can apply for relevant work 
experience and prior informal learning obtained 
through training and education, to be assessed 
by an RPL process. Students should notify of 
their intention to apply for RPL. A fee will apply. 
 

Certificate 
Upon satisfactory completion of course 
qualification requirements, students will be 
issued a  Certificate or Statement of Attainment 
for units successfully completed. 
For further information refer to your  
Student Handbook. 
 

This course can lead into further study MYOB, 
Quickbooks or Cert II & III in Business 
Administration. 
 

Mission Statement 

Living and Learning Incorporated is committed 
to providing learning opportunities in a caring, 
professional, supportive community 
environment, which contributes to the economic, 
social and cultural development of individuals 
and the community.  

Fees and Charges Guidelines 
ACFE funded courses incur a minimum charge of 
$55. The maximum any student can pay  in course 
fees for ACFE funded courses in one year is $877. 

Concession card holders are required to only pay the 
$55 minimum course fee once during a calendar year 
and are entitled to unlimited ACFE  funded courses. 
Student registration, amenities and materials fee and 

text book fees will still apply to some courses. 

 
LIVING AND LEARNING INCORPORATED 

Reg. No.A0019009A 

Tel 5941 2389     
Fax 5941 2326 

Email: llinc@llinc.com.au 
Web:www.llinc.com.au 



BOOKKEEPING UNITS 
 

Units taken from  
BSB20101 Certificate II in Business. 
 

BSBCMN207A - Prepare and process 
financial / business documents - 
Including petty cash, invoicing and banking 
in a business environment 
Process petty cash transactions; prepare 
and process banking documents; reconcile 
invoices for payments to creditors; prepare 
invoices for debtors. 
 

Units taken from BSB30201 
Certificate III in Business Administration 
 

BSBADM308A - Process payroll 
Preparing the payroll; handling payroll 
enquiries 
 

BSBADM309A- Process accounts 
payable and receivable 
Source documents; maintaining credit 
journals; maintaining cash journals; 
maintaining the accounts receivable system; 
maintaining the accounts payable system; 
bank reconciliation 
 

BSBADM310A -  
Maintain a general ledger 
The accounting process; the general journal; 
the general ledger;  
trial balance 
 
(Course content subject to change) 

BOOKKEEPING 
BSB30201 

 

Covering the accounting process from 
source documents, petty cash, banking, 
invoicing, payroll, accounts payable and 
receivable, bank reconciliation, journals, 
general ledger to trial balance.  
 

Units taken from Certificates II and III in 
Business. 
 

Entry level course with no pre requisites. 
This course can lead into further study 
MYOB, Quickbooks or Cert II & III in 
Business Administration. 

Enrolment Information 
 

Where and When? 
Classes take place at Living Learning 
Pakenham 6B Henry St Pakenham on 
Thursdays from 9.30amð1.00pm. Course 
commences Thursday 17th  July and 
continues through until the 4th December 
2008 
 

Course Costs 

Registration:  $10.00  
Course Cost:             $219.20   
Concession cost:          $55.00 
Student Amenities $30.50  
Textbook  $115.00  

 

Payment Plans are available.  
A Minimum deposit of $265.00 must be 
paid on enrolment 

Telephone 5941 2389  or drop into 6B Henry Street Pakenham 

ALSO AVAILABLE AT 
LLINC 

 

Certificate III in Home and 
Community Care 
Certificate III Aged Care 
Certificate IV Disability 
Certificate II in Business 
Certificate III in Business 
Certificate IV in Small Business 

 
Computers 

MYOB 
Quickbooks 
A Leisurely Introduction  
Introduction to Computers 
Intermediate Computers 
Introduction to Excel 
Burning CDôs & DVDôs 
Digital Camera to PC 
Digital Slide Show 

 
First Aid 

Level II & CPR 

 


