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Graduate Training Program Outline

Key Learning Concepts / Itinerary

Day 1

« Electronic workpaper file preparation.
« Introduction to Xero, including:

o Bank reconciliations.

o Debtors and Creditors.

o Control accounts.

o Accounting for GST.

Day 2

Working in an office environment - professional conduct in the workplace.
Income tax treatment and accounting for fixed assets and depreciation.
Introduction to asset financing.

Income tax treatment and accounting for trading stock.

Day 3

« Productivity — timesheet preparation.
« Other balance sheet account reconciliations:
o PAYG Withholding.
o Superannuation Liability.
o Leave Liabilities.
o Director/owner loan accounts.
o Provision for Income Tax.
« Profit and loss accounts review.

Day 4

Professional communication.
o Written and verbal.
« ATO correspondence and communication.
Income tax reconciliation preparation and franking account maintenance.
Accounting for investment portfolio income and movements.
File and work paper quality assurance.



