
  
dän a Näye  Ve n ture s  

Bus ine s s  Manage m e nt  Cours e s  
Cours e  Out line  

 

Re c ord Ke e pin g 

INSTRUCTOR: Robin  Dye r TELEPHONE: (867) 668-6925  
 rdye r@dan an aye .c om   1 -800-661-0448  

LOCATION: 409  Bla ck  Street  FAX: (867) 668-3127 
 Wh iteh orse, Yu kon   EMAIL: dn v@da n an a ye.com  
 Y1A 2N2 
   

COURSE LENGTH: 3  Hou rs   

REGISTRATION 

FEE: $55 .00  + GST  
   

COURSE INFORMATION  

PREREQUISITES: 
 N/ A  
 

COURSE DESCRIPTION: 
A on e even in g sem in a r  des ign ed  to h elp  bu s in es ses  orga n ize a n d  m a n a ge th eir  
files .  S tu den ts  a re en cou ra ged  to b r in g th eir  files  with  th em  for  th e even in g.  

 

COURSE GOALS: 
Upon  com pletion  of th s  cou rse s tu den ts  will be a b le to:  
• Iden t ify wh a t  tools  a re n eeded  to crea te a n d  m a in ta in  a n  orga in ized  record  

keep in g sys tem   
• Ha n dle ou tgoin g in voices  a n d  s a les  receip ts  
• File ba n k  s ta tem en ts , fin a n cia l s ta tem en ts , a ll gen era l corres pon den ce a n d  

m is cellan eou s  item s  
• Ha n dle pa id  a n d  u n pa id  in voices  
• Kn ow wh a t  is  per t in en t  
• Setu p  files  for  h a n dlin g Reven u e Can a da  

  

MAJ OR COURSE OBJ ECTIVES: 
Th e object ive of th is  cou rse is  to p rovide th e s tu den t  with  th e a b ility to orga n ize 
a n d  m a n a ge th eir  records  a n d  filin g sys tem . 

 

COURSE FORMAT: 
Lectu res , dem on s tra t ion , a n d  la b  t im e. 

COURSE REQUIREMENTS  

ATTENDANCE AND PARTICIPATION 
Stu den ts  a re requ ired  to be in  a t ten dan ce for th e du ra t ion  of th e cou rse to 
receive a  cer t ifica te. 
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QUIZZES: 
N/ A 

 

ASSIGNMENTS: 
In  cla s s  a s s ign m en ts  

 

DETERMINATION OF FINAL MARK: 
N/ A 

 

TEXT AND MATERIALS: 
A m a n u a l is  p rovided  

 

QUIZZES ,  TERM EXAMS ,  AND FINAL EXAM: 
N/ A 

 

GRADES ON TRANSCRIPT: 
N/ A 

 
 
 


