Construction BooRkeeping 101

book' keep' ing n. the work of keeping a systematic record of business transactions,

An entry level coursa that will enable anyone

to wark i both simphe and comiplix
bookkesping systems.

Learn how to set-up and operate a simphe
bookkeaping system for a consiruction
company

Learn more about the whole bookkeeping
system to betler understand how to perform
YOur pob,

MEF, through our education partnership with
Clemson University ofiers a CCB (Cerified
Construction Bookkeeping) cenification upon
succasshully complating the coursa with a

grade of 75 percent on the examination

GEMNERAL LEDGER

Chart of Accounts
Balance Sheet
Incoms Statemant
Drabit

Credit

Posting Enfries
Bank Reconciliation

ACCOUNTS PAYABLE

Purchase Crders
Invasces

Discounts

Carbficate of Insurance

Wa Farm

ACCOUNTS RECEIVABLE

Invoicmng

Relention

ALA jamencan instiute of Achitecis) Billings
Relumied Chacks

Aged Receivable Reports

Sacurity lssues

PAYROLL

Employas Forms
Payroll Periods
Quarardy Tax Forms
Annual Tax Forms

JOB COST

Job Cost Detad
Cost Codes
Labor Burden
Ower Budget
Urnder Budgat

ORGANIZING THE SYSTEM

Sat up files
File as you go

Easy access files




What is NAWIC & NEF?

The Mabional Association of Women in Construciion
wis founded im Fort Worth, TX m 1955 vath the goal off
enhaneing the success of woren i the constrsction
inidiesiTy

Today, ihe association has become a souree of
networking, st & education for 11s more than 5,500

myem bers throughowt the courntry

Indermatsonadly, Uve associaton has expanded 1o melode
their sster organizations m Conadn, Undied Eingdom,
Mew Zenland, Audrnles and South Alrca

Ta fulfill tse educattonal gand of WAWIC, the
mssng phon created the NAWIC Education Foundation in
1973

I mddhition o the ndill educotson progrums, MNEF also
sponsors progroms auned ab sclwol aged chaldren

#  Block kods

#  Huild Desagn Program

¢«  CADTeapn Dalting Scholurship

For more mionmmuibon shout these progroms, copioc
vour local MAWIC chapter or the NEF

HNAWIC Educaizon Foundation Goals
] Frovide qualily educalion [rgrEms for the
comdrchon mmdisiry
=  Promote ihe benelits of o comeer in the

consdruchion wmdusiny

PRAC EDRCATION HOUMNDANCH

Educating the Construction Industry

Today... and Tomorrow

Through o parinership with Clemson University, the
NAWIC Education Foundmstson (MEF ) offers certificalion
amndd educational programs for individials who wan io
gain a greater knowladge amd understanding of

constnachon mdusary prcipdes and peaclsces

I ncdditeon to the cartification, these madividuaks who
apceesafiolly complete the course will be awnrdad
comtmung education wmts (CELS) from Clemson

University

MEF = an approved quadiy education provider by the

Amiernican Coancel on Constrischon BEdication {ACCH)

NAWIC Education Foundation
PO Box 549
Clemson, SC 29633

866-277-2883

www.nawiceducation.org
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