Gold Reef City Oppenheimer Conference & Banqueting Centre JHB
18 — 20 May 2012

Protea Hotel Sea Point Cape Town
9 — 11 May 2012

Protea Hotel, Beach Front Durban

= 23 — 25 May 2012
' NOQF: LEVEL 4/CREDITS 6

All Registered Delegates Receive a FREE Laptop, Ipad or Blackberry Torch
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Learners will be required to complete a portfolio of evidence as part of the assessment process. If found competent they will re-
ceive a certificate of competence.

N ENAISSANC.

CONEERENCE ORGANISERS

. Have an awareness of the budgetary process
Be aware of the importance of budgets for the planning and control
. Be aware of the principles of lending and investing money

. Be aware of the principles of borrowing money

. Discuss the purpose of cash flow information

. Understand the concept ‘cash equivalents

. Process cash equivalents

. Understand the difference between cash flow and profit

. Prepare a cash flow statement for a company following the format given
. Implement procedures for cheque processing

Manage petty cash

* Administration Manager * HR personnel
* Personal Assistant (PA) * Registry clerks

* Administration Support « Database admin
* Executive Assistant (EA) « Support services
* Secretary « Junior managers
* Receptionist

. Marketlng CO-COOI'dinator ° M'ddle managers
» Marketing Secretary « Supply chain practitioners Excl. VAT

« Office Manager * Finance personnel
« Executive PA * Records personnel

* Management Team Assistant

« Accounts Secretary Course registration will be at 07h30 on the first day with the course starting at
« Administration Team Leader 08h00 on all 3 days. There will be breaks for mid-morning refreshments at
« Marketing Administrator 10H30, Networking lunch at 12H00 and mid-afternoon refreshments at 15HO00.
« Administrator The course will finish at 16H30 on day 1 & 2 & at 15H00 on day 3.

* Corporate Co-coordinator




Perform basic business calculations

o Simple and compound methods of calculating
interest

. Differentiate between fixed and variable cost

. Interpret situation where cost could be fixed or
variable

o Expenditure and revenue

o Issue and file invoices

) Conduct bank reconciliation

o Consider a range of options

o Allocate cost items to appropriate accounts

Understanding a Profit and Loss Account

o Income and expenses

o Cash flow

o Significance of entries

Costs

o Different types of costs

o Fixed costs and Variable costs
o Semi-variable costs

o Total costs

o Opportunity costs

) Transaction Costs

o Other types of cost - marginal, average
) Volume

o Relationship with volume

Budgets

o Purpose of budgets
o Plans into action
o Significance of variances

) Over/under budgeting

Handling petty cash

. Systems and procedures for handling

. The limpest system

Managing Money
. Where did it come from?

. Where did it go to?

Understanding a Balance Sheet
o Assets and liabilities

. Depreciation

Interpret basic financial statements

. The basic elements of an income an expendi-
ture statement

. Elements of a balance sheet

. Fixed and current assets

o Depreciating and/or revaluing fixed assets

. Deferring income and expenses

. Understand the balance sheet

. Understanding Assets, liabilities and deprecia-
tion

o Analyzing and interpreting statements

\sENQZAISSANG.'g

CaNF_E;REN&E ORGANIS




Financial Management for Admin & Office Professionals
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accommodation & transport. For accommodation contact the venue directly

Your Details

Organisation

Physical Address

CityéééeeéeééeeeeéeeeeéeeeéPost codleéeecé. ..

Tel
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Authorising manager signature
6éééeccééecééééecéééecéd.
By signing & returning this form you are accepting our cancellation Po

Invoice Details

Reqistration Form .
Fax Completed & Signed Registration form to 086 573 4430

exl. VAT JHB 18-20 May2012 [ 1cPT9-11 May 2012 [ | DBN 23-25 May 2012 []

Fees include refreshment, lunch & comprehensive documentation only. Fees do not include \;ENA ISSANCE
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1 LIB|I Choose your preferred corporate gift. Mark an (X) on (L)

2 Llsl1 Laptop or (B) Blackberry or (I) Ipad.
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Cancellation Policy

Please note that all speakers and topics were

circumstances beyond the control of Renaissance
may necessitate substitutions, alterations or can-

..cellations of the speakers and or topics and /or

event. The organiser reserves the right to alter,
add or subtract from the content and to change
thespeakers or topics ‘if required." Any substitu-
tions or alterations will be updated on our website
in real time and on the final brochure in the con-
‘ferencé " file.” Delegafe substitution” is' welcomie.
However, Renaissance must be advised of the
. Substitution forty -eight (48) hours prior to the
event.

Cancellations made within seven (7) days of
Renaissance receiving the signed registration
form, will be subject to a 25% administration fee.
Thereafter the delegate/booking organisation
accepts full liability for the total registration
amount due. Cancellations received in writing no
itater than seven (7) working days prior to the
conference will entitle delegates to receive a full
credit to be used at another Renaissance event
valid for up to 12 calendar months from the date
of issuance, should payment have been made for
the event. Failure to cancel in writing and on time
will result in a forfeiture of the full amount paid.
In the event that Renaissance cancels an event,
delegate payments at the date of cancellation will
be credited to a future alternative or similar event
to the same Rand value (client to select). This
credit will be valid for up to 12 calendar months
from the date of issuance. In the event that Ren-
aissance postpones an event, delegate payments
at the postponement date will be credited towards
the rescheduled date. If the delegate is unable to
attend the rescheduled event, the delegate will
receive a full credit towards a future Renaissance
event. This credit will be valid for 12 months from
the date of issuance. No refunds will be available
for cancellations or postponements.

Renaissance is not responsible for any loss or
damage as a result of a substitution, alteration,
cancellation, or postponement of an event. Ren-
aissance shall assume no liability whatsoever if
this event is altered, rescheduled, postponed or
cancelled due to a unexpected event, unforeseen
occurrence or any other event that renders pres-
entation of the event imprudent, illegal or unfeasi-
ble. Examples of unforeseen occurrences shall
include, but shall not be limited to: an act of God,
Institutional regulation, ban, suspension or re-
striction, war or apparent act of war, terrorism or
apparent act of terrorism, disaster, civil disorder,
disturbance or riots leading to or resulting in the
disruption or curtailment of basic services such as
transportation and or any other emergency. Ren-
aissance does not have to prove that it used its
best endeavours to avoid rescheduling, cancelling
or altering an event for the client to hold Renais-
sance harmless from all costs, damages and
expenses which are incurred by the client.
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