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“Business Skills Training 2014 ”  
Wexford Local Development has organised a number of business skills workshops for people who are about to or have recently started their own business.  These workshops are being designed for those who are in the process of availing or are in receipt of the BTWEA/STEA schemes.   
The following are being offered 
1. Business Organisation, Taxation and Bookkeeping for small, new businesses (3 mornings)

2. The Internet for small, new businesses (1 morning)

 The training will be taking place in the WLD Office Spawell Road Wexford. The training is free of charge.  
.  
· You can attend both workshops, please note Bookkeeping is 3 morning sessions.
· Each workshop will start sharp at 10am and finish at approx 1pm 
Places are limited to 10 participants and places will be allocated on a first come first served basis.  WLD will contact you prior to the course to inform you if you have a place and to confirm your attendance. 
Training Schedule, Autumn  Programme 2014.
	Business Organisation, Taxation and Bookkeeping for small, new businesses

	1
	2
	3

	8th 15th & 22nd September
	8th 15th & 20th October
	17th & 24th November & 1st december

	Internet for small, new businesses

	17th & 24th September
	8th & 15th October
	5th & 12th November


Contact  Annette: 053 9155800
Content of Workshops
“Business Organisation, Taxation and Bookkeeping for small, new businesses”

· Getting organised with space and stationery 

· Establish your office management routine and systems

· Time management, communication skills, meeting procedures and business planning

· Manual v computerised record keeping 

· An overview of the taxation system and Self Assessment

· ROS

· Outline the taxes of the Self employed Review the taxes of the self employed

· Income tax computation and return

· Examples of other tax computations

· Key dates and dealing with the Revenue Commissioners

· The information you need and should have

· Inputting data into all books of entry

· Extracting reports

· Bank reconciliation and cash flow

· Income and expenditure accounts

· Presenting your information to your accountant

· Reading your accounts

· Getting the most out of your accountant
“Internet for small, new businesses”

· How to promote your business online

· Websites

· Social Media

· Best use of Email

· Syncing phone and PC

· Other considerations: blogging, video, videoconferencing, ezine, online questionaries, internet sales

· Banking online

· Other ecommerce eg ROS, online utilities accounts and other business services

· Fraud and other security risks
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 You must book your place on the workshops by emailing or Posting the following information to asellis@wld.ie / Annette Stacey Ellis Enterprise & Employment Officer Wexford Local Development, Spawell Rd, Wexford.
   First Name ______________________________ Last Name ________________________
Address ___________________________________________________________________


  E-Mail _______________________________  
  Mobile No. ____________________________
  Workshop_________________________________________-

Dates_________________________________________________ 
Are you currently in receipt of:       BTEA      Yes _____                  No _____

                                                        STEA       Yes_____                  No_______

I do not wish to attend.  _________________________________
