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Legal Bookkeeping Training Level 1 – Course Outline

One day seminars

Course is aimed at:

· Bookkeepers who want to get into Legal Bookkeepers
· Solicitors (self-employed) who want to do their own books 

· Cashiers with the responsibility of doing solicitors accounts
· Students doing ICB Diploma 3 – Legal Bookkeeping Certificate
Ideal for:

· Job Seekers and those genuinely interested in Solicitors Accounts
· Anyone completely new or not very familiar with Solicitors Accounts
Seminar agenda:

· Introduction to bookkeeping – double entry, partnership accounts, profit & loss, balance sheet

· How a solicitors office should run

· Client & Office money

· Recording Transactions (bills, invoices)

· Posting receipts from the Legal Services Commission

· Transfer client ledgers, residual balances, mixed money

· VAT
· Disbursements

· Interest – deposit account & client account

· Petty Cash

· Credit notes, write offs, bad debts

· Solicitor Typical problems

· SARs compliance and The Accountants Report

The cost for the Training is £247.00 plus VAT. The fee includes training session 930am to 430pm, student course notes and refreshments including lunch.

Legal Bookkeeper trainers:

Trainers are qualified bookkeepers who are experienced instructors and have years of applied accounting, bookkeeping, legal bookkeeping and business experience. Chosen for their skills, knowledge and clear teaching style, these tutors explain the entire concept of working within a legal accounts department in a clear way with plenty of examples which are applicable to ‘real life’.

This is are practical, useful, training course. It’s not just reading out a set of rules, and ‘theory’ – but a practical course – the end of which we’re confident you’ll understand the Solicitors Accounts Rules and what is required better than you ever have.
Each course is limited to 12 participants. A workbook, a copy of the Solicitors Accounts rules is included.
Legal Bookkeeping Training Level 2 – Course Outline

One day seminars

Course is aimed at:

· Bookkeepers who want to improve their Legal Bookkeeping knowledge

· Solicitors (self-employed) who are doing their own books 

· Cashiers with the responsibility of doing solicitors accounts

· Students doing ICB Diploma 3 – Legal Bookkeeping Certificate or who have completed our Level 1 course

· Cashiers in Probate or Property

Ideal for:

· Job Seekers and those genuinely interested in Solicitors Accounts

· Building upon the basics of what you already know about Solicitors Accounts Rules

Seminar agenda:

· Recap of how a solicitors accounts office should run and the difference between ‘normal’ bookkeeping and solicitors accounts
· Trial Balance, profit & loss, balance sheet

· Recording Transactions (bills, invoices) into client / office account

· Disbursements

· Completion statements – probate (wills)

· Financial statements – property transactions

· Endorsed cheques & Dishonoured cheques

· Splitting cheques

· Problems for solicitors

· Preparing for The Accountants Report

The cost for the Training is £247.00 plus VAT. The fee includes training session 930am to 430pm, student course notes and refreshments including lunch.

Legal Bookkeeper trainers:

Trainers are qualified bookkeepers who are experienced instructors and have years of applied accounting, bookkeeping, legal bookkeeping and business experience. Chosen for their skills, knowledge and clear teaching style, these tutors explain the entire concept of working within a legal accounts department in a clear way with plenty of examples which are applicable to ‘real life’.

This is are practical, useful, training course. It’s not just reading out a set of rules, and ‘theory’ – but a practical course – the end of which we’re confident you’ll understand the Solicitors Accounts Rules and what is required better than you ever have.

Each course is limited to 12 participants. A workbook, a copy of the Solicitors Accounts rules is included.
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