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Departmental Training Module
Finance and Accounting

1. Department Overview
The Finance and Accounting Department trains young people to understand the basic principles, discipline, records, tools, ethics and practical skills required for handling money, keeping accounts, preparing budgets, recording transactions and reporting financial activities.
Finance deals with planning, managing and using money wisely. Accounting deals with recording, organising, checking and reporting financial information. Every organisation, ministry, business, farm, school, workshop, church, cooperative and household needs proper finance and accounting.
This department does not aim to turn trainees into chartered accountants within seven months. Rather, it gives trainees a strong foundation so they can keep simple records, prepare budgets, manage petty cash under supervision, issue receipts, record income and expenses, prepare simple reports, understand savings, support small businesses and prepare for industrial attachment.
Finance and Accounting is a department of trust. Anyone who handles money must be honest, accurate, orderly, discreet and accountable. A careless or dishonest finance worker can destroy a business, damage a ministry, cause debt, create conflict and lose public trust.
The department therefore trains trainees to see money as a stewardship before God. They must learn that financial records must be truthful, money must be handled faithfully, and every transaction must be properly documented.

2. Purpose of the Department
The purpose of the Finance and Accounting Department is to raise disciplined, honest and God-fearing trainees who can support businesses, ministries, organisations and community projects through sound financial record keeping and responsible money management.
The department aims to:
1. Teach trainees the meaning of finance and accounting.
2. Build basic understanding of income, expenses, assets, liabilities, capital and profit.
3. Train trainees in simple bookkeeping and record keeping.
4. Teach budgeting, savings, cost control and financial planning.
5. Train trainees in receipt writing, invoice awareness, petty cash records and cashbook preparation.
6. Introduce trainees to banking, reconciliation, payroll awareness and basic financial reporting.
7. Build honesty, accuracy, discipline, confidentiality and accountability.
8. Prepare trainees for industrial attachment in offices, businesses, cooperatives, farms, schools, churches, NGOs and accounting units.
9. Help trainees identify enterprise opportunities in bookkeeping and financial administration support.
10. Develop trainees who can serve communities through transparent, faithful and accountable financial service.

3. Foundational Scriptures for the Department
Luke 16:10
Quoted Scripture:
“He that is faithful in that which is least is faithful also in much.”
Department Lesson:
A person who is faithful with small amounts of money can be trusted with greater resources.
1 Corinthians 4:2
Quoted Scripture:
“Moreover it is required in stewards, that a man be found faithful.”
Department Lesson:
Finance work is stewardship. The first requirement is faithfulness.
Proverbs 11:1
Quoted Scripture:
“A false balance is abomination to the LORD: but a just weight is his delight.”
Department Lesson:
God hates dishonest measurement, false records and cheating. Finance trainees must be truthful.
Romans 13:7
Quoted Scripture:
“Render therefore to all their dues: tribute to whom tribute is due; custom to whom custom; fear to whom fear; honour to whom honour.”
Department Lesson:
Financial obligations must be handled responsibly. Debts, payments, taxes and commitments must not be ignored.
Proverbs 21:5
Quoted Scripture:
“The thoughts of the diligent tend only to plenteousness; but of every one that is hasty only to want.”
Department Lesson:
Wise financial planning produces progress. Hasty and careless spending leads to lack.

4. Skills Trainees Must Learn
By the end of the training, trainees should learn the following foundational skills.
A. Finance and Accounting Orientation Skills
1. Understanding the meaning of finance.
2. Understanding the meaning of accounting.
3. Understanding why records are important.
4. Understanding stewardship and accountability.
5. Understanding income and expenses.
6. Understanding profit and loss.
7. Understanding assets and liabilities at basic level.
8. Understanding budgets and savings.
9. Understanding receipts and invoices.
10. Understanding financial confidentiality.
B. Basic Bookkeeping Skills
1. Recording income.
2. Recording expenses.
3. Keeping a simple cashbook.
4. Preparing petty cash records.
5. Issuing receipts.
6. Recording invoices at awareness level.
7. Keeping sales records.
8. Keeping purchase records.
9. Keeping debtors and creditors records at basic level.
10. Balancing simple records.
C. Cash Handling Skills
1. Counting cash carefully.
2. Recording cash received.
3. Recording cash paid out.
4. Issuing receipts.
5. Keeping supporting documents.
6. Avoiding mixing personal and organisational money.
7. Keeping petty cash safely.
8. Reporting cash shortages immediately.
9. Preparing simple cash summaries.
10. Submitting cash records for supervision.
D. Budgeting and Planning Skills
1. Preparing a personal budget.
2. Preparing a departmental budget.
3. Preparing a small business budget.
4. Listing expected income.
5. Listing expected expenses.
6. Separating needs from wants.
7. Controlling spending.
8. Planning for savings.
9. Tracking budget performance.
10. Reviewing budget differences.
E. Banking and Reconciliation Awareness
1. Understanding bank deposits.
2. Understanding withdrawals.
3. Understanding bank charges.
4. Understanding transfer records.
5. Reading bank statements at basic level.
6. Comparing cashbook and bank statement.
7. Identifying differences.
8. Reporting unknown transactions.
9. Understanding reconciliation at awareness level.
10. Keeping bank records safely.
F. Financial Reporting Skills
1. Preparing daily cash reports.
2. Preparing weekly income and expense summaries.
3. Preparing simple profit and loss statements at awareness level.
4. Preparing petty cash reports.
5. Preparing budget reports.
6. Preparing sales summaries.
7. Preparing expense summaries.
8. Preparing stock and finance awareness reports.
9. Presenting financial information clearly.
10. Explaining figures honestly.
G. Office and Digital Finance Skills
1. Using calculators.
2. Using notebooks and ledgers.
3. Using receipt books.
4. Using spreadsheet software at basic level.
5. Entering data accurately.
6. Saving digital records.
7. Printing simple reports.
8. Protecting passwords.
9. Avoiding unauthorised editing.
10. Backing up important records.
H. Ethics and Accountability Skills
1. Honesty with money.
2. Truthful records.
3. Confidentiality.
4. Avoiding fraud.
5. Avoiding bribery.
6. Avoiding false receipts.
7. Avoiding hidden payments.
8. Reporting mistakes early.
9. Respecting financial authority.
10. Submitting to audit and supervision.
I. Enterprise and Employability Skills
1. Bookkeeping support for small businesses.
2. Petty cash support.
3. Receipt and invoice support.
4. Budget preparation support.
5. Cooperative savings record keeping.
6. Church or ministry account support.
7. Farm finance record keeping.
8. Shop sales record support.
9. Small business cost tracking.
10. Personal finance coaching at basic level under guidance.

5. Weekly Topics for Seven Months
The seven-month classroom and practical phase is divided into twenty-eight training weeks. Each week should include teaching, demonstration, supervised practical work, group activity, financial ethics, record keeping and character formation.

Month 1: Finance Orientation, Stewardship and Basic Records
Week 1: Introduction to Finance and Accounting
Teaching Focus
Meaning of finance, meaning of accounting, importance of financial records, money as stewardship and the role of finance workers.
Scripture for the Week
1 Corinthians 4:2
“Moreover it is required in stewards, that a man be found faithful.”
Daily Practical Activities
1. Day 1: Discuss what finance and accounting mean.
2. Day 2: List places where accounting is needed, such as shops, farms, ministries, schools and NGOs.
3. Day 3: Identify common financial documents, such as receipts, invoices and payment vouchers.
4. Day 4: Discuss why money requires trust.
5. Day 5: Write a reflection on why faithfulness is required in financial work.
Character Lesson
Finance work is stewardship. A trainee must be faithful before being trusted with money.

Week 2: Income, Expenses and Simple Financial Language
Teaching Focus
Income, expenses, profit, loss, assets, liabilities, capital, savings and basic financial terms.
Scripture for the Week
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Daily Practical Activities
1. Day 1: Define income and expenses with simple examples.
2. Day 2: Identify examples of assets and liabilities.
3. Day 3: Classify sample transactions as income or expenses.
4. Day 4: Calculate simple profit or loss from a small business example.
5. Day 5: Prepare a simple finance vocabulary sheet.
Character Lesson
Understanding comes before responsibility. A trainee must understand financial language before handling records.

Week 3: Receipts, Vouchers and Supporting Documents
Teaching Focus
Receipts, payment vouchers, invoices, delivery notes, approval notes, evidence of payment and filing.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Identify receipts, vouchers and invoices.
2. Day 2: Practise writing a simple receipt.
3. Day 3: Practise filling a simple payment voucher.
4. Day 4: Match transactions with supporting documents.
5. Day 5: Arrange documents in a simple file.
Character Lesson
Clear documentation protects truth and reduces confusion.

Week 4: Honesty, Confidentiality and Financial Character
Teaching Focus
Financial honesty, confidentiality, avoiding gossip, avoiding fraud, reporting mistakes and respecting authority.
Scripture for the Week
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Daily Practical Activities
1. Day 1: Discuss dishonest practices in finance work.
2. Day 2: Role-play how to report a cash mistake honestly.
3. Day 3: Discuss why financial information must be kept confidential.
4. Day 4: Prepare a finance ethics pledge.
5. Day 5: Review practical examples of honest and dishonest records.
Character Lesson
Dishonesty in finance is dangerous. God delights in truth and fairness.

Month 2: Bookkeeping, Cashbook and Petty Cash
Week 5: Introduction to Bookkeeping
Teaching Focus
Meaning of bookkeeping, daily recording, income records, expense records, accuracy and neatness.
Scripture for the Week
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Daily Practical Activities
1. Day 1: Create a simple income record sheet.
2. Day 2: Create a simple expense record sheet.
3. Day 3: Record sample sales and expenses.
4. Day 4: Check records for missing details.
5. Day 5: Prepare a neat weekly transaction summary.
Character Lesson
Small records matter. Faithfulness in little entries prepares trainees for greater financial responsibility.

Week 6: Simple Cashbook Preparation
Teaching Focus
Cash received, cash paid, balance, date, description, reference number and daily closing balance.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Learn the columns of a simple cashbook.
2. Day 2: Record sample cash received.
3. Day 3: Record sample cash paid out.
4. Day 4: Calculate closing balance.
5. Day 5: Review cashbook errors and correct them.
Character Lesson
Order in records protects money and supports accountability.

Week 7: Petty Cash Management
Teaching Focus
Meaning of petty cash, small expenses, petty cash voucher, approvals, float, replenishment and safe custody.
Scripture for the Week
Proverbs 21:5
“The thoughts of the diligent tend only to plenteousness; but of every one that is hasty only to want.”
Daily Practical Activities
1. Day 1: Define petty cash and list examples of petty expenses.
2. Day 2: Fill a petty cash voucher.
3. Day 3: Record petty cash payments.
4. Day 4: Balance petty cash using sample figures.
5. Day 5: Prepare a petty cash report.
Character Lesson
Small expenses must be controlled. Careless small spending can become a big loss.

Week 8: Cash Counting, Cash Security and Error Reporting
Teaching Focus
Cash counting, cash shortage, cash surplus, safe storage, two-person verification and honest reporting.
Scripture for the Week
Ephesians 4:25
“Wherefore putting away lying, speak every man truth with his neighbour.”
Daily Practical Activities
1. Day 1: Practise counting sample cash or training notes.
2. Day 2: Compare counted cash with recorded balance.
3. Day 3: Identify cash shortage or surplus in an exercise.
4. Day 4: Role-play reporting a cash difference.
5. Day 5: Prepare a cash handling checklist.
Character Lesson
A finance trainee must speak truthfully. Hiding cash errors can lead to greater trouble.

Month 3: Budgeting, Savings, Cost Control and Personal Finance
Week 9: Personal Budgeting
Teaching Focus
Income, needs, wants, savings, giving, transport, food, communication, emergency planning and spending control.
Scripture for the Week
Proverbs 21:20
“There is treasure to be desired and oil in the dwelling of the wise; but a foolish man spendeth it up.”
Daily Practical Activities
1. Day 1: List common personal income and expenses.
2. Day 2: Separate needs from wants.
3. Day 3: Prepare a simple weekly personal budget.
4. Day 4: Discuss how impulsive spending causes lack.
5. Day 5: Review and improve the budget.
Character Lesson
Wise people do not spend everything they receive. Discipline in personal finance prepares trainees for public finance.

Week 10: Departmental and Project Budgeting
Teaching Focus
Budget purpose, expected income, planned expenses, approval, monitoring and budget discipline.
Scripture for the Week
Luke 14:28
“For which of you, intending to build a tower, sitteth not down first, and counteth the cost?”
Daily Practical Activities
1. Day 1: List items needed for a small departmental project.
2. Day 2: Estimate cost for each item.
3. Day 3: Prepare a simple project budget.
4. Day 4: Identify possible savings or waste.
5. Day 5: Present the budget to the trainer.
Character Lesson
Wise people count the cost before starting. Budgeting prevents waste and abandoned projects.

Week 11: Cost Control and Waste Reduction
Teaching Focus
Cost control, avoiding waste, comparing prices, preventing leakage, tracking expenses and wise purchasing.
Scripture for the Week
John 6:12
“When they were filled, he said unto his disciples, Gather up the fragments that remain, that nothing be lost.”
Daily Practical Activities
1. Day 1: Identify common causes of financial waste.
2. Day 2: Compare prices from sample suppliers.
3. Day 3: Review a sample budget and identify waste.
4. Day 4: Prepare a cost control checklist.
5. Day 5: Write a short note on why waste is poor stewardship.
Character Lesson
Waste is not good stewardship. Money, materials and time must be used wisely.

Week 12: Savings, Debt and Financial Discipline
Teaching Focus
Saving habits, emergency funds, debt awareness, borrowing dangers, repayment discipline and avoiding unnecessary debt.
Scripture for the Week
Romans 13:7
“Render therefore to all their dues: tribute to whom tribute is due; custom to whom custom; fear to whom fear; honour to whom honour.”
Daily Practical Activities
1. Day 1: Discuss why saving is important.
2. Day 2: Prepare a simple savings plan.
3. Day 3: Discuss good and bad borrowing.
4. Day 4: Prepare a simple debt repayment schedule.
5. Day 5: Discuss why financial obligations must be honoured.
Character Lesson
A person of integrity takes financial commitments seriously.

Month 4: Sales, Purchases, Stock and Banking Awareness
Week 13: Sales Records and Daily Sales Summary
Teaching Focus
Sales book, cash sales, credit sales awareness, sales receipt, daily sales summary and customer records.
Scripture for the Week
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Daily Practical Activities
1. Day 1: Record sample cash sales.
2. Day 2: Write sales receipts.
3. Day 3: Prepare a daily sales summary.
4. Day 4: Compare cash received with sales recorded.
5. Day 5: Discuss how false sales records damage trust.
Character Lesson
Sales records must be honest. A false record is a form of deceit.

Week 14: Purchase Records and Supplier Documentation
Teaching Focus
Purchase records, invoices, delivery notes, supplier names, payment status and filing.
Scripture for the Week
Proverbs 19:20
“Hear counsel, and receive instruction, that thou mayest be wise in thy latter end.”
Daily Practical Activities
1. Day 1: Identify purchase invoices and delivery notes.
2. Day 2: Record sample purchases.
3. Day 3: Match purchase records with invoices.
4. Day 4: Prepare a supplier record sheet.
5. Day 5: Review purchase records for accuracy.
Character Lesson
A wise trainee follows instructions and records purchases properly.

Week 15: Stock and Inventory Records
Teaching Focus
Opening stock, purchases, sales, closing stock, stock count, stock card, shortages and stock control.
Scripture for the Week
Proverbs 27:23
“Be thou diligent to know the state of thy flocks, and look well to thy herds.”
Daily Practical Activities
1. Day 1: Count sample stock items.
2. Day 2: Create a simple stock card.
3. Day 3: Record stock received.
4. Day 4: Record stock issued or sold.
5. Day 5: Compare physical stock with stock record.
Character Lesson
A responsible finance worker knows the state of what is entrusted to the organisation.

Week 16: Banking, Deposits and Reconciliation Awareness
Teaching Focus
Bank deposits, withdrawals, transfers, bank charges, bank statement, cashbook comparison and reconciliation awareness.
Scripture for the Week
2 Corinthians 8:21
“Providing for honest things, not only in the sight of the Lord, but also in the sight of men.”
Daily Practical Activities
1. Day 1: Identify items on a sample bank statement.
2. Day 2: Record sample bank deposits.
3. Day 3: Record sample bank withdrawals and charges.
4. Day 4: Compare a cashbook with a bank statement.
5. Day 5: Identify differences and prepare a simple reconciliation note.
Character Lesson
Finance work must be honest before God and before people. Transparency builds trust.

Month 5: Payroll, Cooperative Records, Reporting and Digital Skills
Week 17: Payroll and Allowance Records Awareness
Teaching Focus
Wages, salaries, allowances, attendance, deductions awareness, approval, confidentiality and payment records.
Scripture for the Week
Leviticus 19:13
“Thou shalt not defraud thy neighbour, neither rob him: the wages of him that is hired shall not abide with thee all night until the morning.”
Daily Practical Activities
1. Day 1: Discuss why workers must be paid correctly.
2. Day 2: Prepare a simple attendance-based payment sheet.
3. Day 3: Calculate sample daily wages.
4. Day 4: Prepare a payment acknowledgement form.
5. Day 5: Discuss payroll confidentiality and honesty.
Character Lesson
Workers’ wages must be handled fairly. Finance workers must not cheat or delay what is due.

Week 18: Cooperative and Group Savings Records
Teaching Focus
Savings groups, member contributions, loan records, repayments, group accountability and trust.
Scripture for the Week
Ecclesiastes 4:9
“Two are better than one; because they have a good reward for their labour.”
Daily Practical Activities
1. Day 1: Discuss how cooperative savings work.
2. Day 2: Create a member contribution sheet.
3. Day 3: Record sample savings contributions.
4. Day 4: Record sample loan and repayment entries.
5. Day 5: Prepare a cooperative financial summary.
Character Lesson
Group finance requires trust, honesty and accountability.

Week 19: Simple Financial Reports
Teaching Focus
Daily report, weekly report, monthly summary, income and expense report, budget report and simple profit or loss.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Prepare a daily cash report.
2. Day 2: Prepare a weekly income summary.
3. Day 3: Prepare a weekly expense summary.
4. Day 4: Prepare a simple profit or loss statement.
5. Day 5: Present the financial report clearly.
Character Lesson
Financial reports must be clear enough for others to understand and act upon.

Week 20: Basic Spreadsheet and Digital Record Keeping
Teaching Focus
Spreadsheet columns, rows, simple calculations, saving files, naming files, protecting records and avoiding unauthorised editing.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Create a simple income and expense spreadsheet.
2. Day 2: Enter sample transactions.
3. Day 3: Use simple addition to calculate totals.
4. Day 4: Save and name the file properly.
5. Day 5: Print or present a simple spreadsheet report.
Character Lesson
Digital records also require order, accuracy and truthfulness.

Month 6: Financial Control, Audit Awareness, Tax Awareness and Enterprise
Week 21: Internal Control and Approval Systems
Teaching Focus
Authorisation, separation of duties, receipt control, payment approval, stock control, cash limits and supervision.
Scripture for the Week
Proverbs 11:14
“Where no counsel is, the people fall: but in the multitude of counsellors there is safety.”
Daily Practical Activities
1. Day 1: Discuss why one person should not control everything.
2. Day 2: Design a simple payment approval process.
3. Day 3: Prepare a receipt control record.
4. Day 4: Review a case study of weak internal control.
5. Day 5: Prepare an internal control checklist.
Character Lesson
Accountability protects both the organisation and the person handling money.

Week 22: Audit Awareness and Correction of Records
Teaching Focus
Meaning of audit, checking records, supporting documents, error correction, missing receipts and cooperation with auditors.
Scripture for the Week
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Daily Practical Activities
1. Day 1: Discuss what audit means.
2. Day 2: Check a sample cashbook for errors.
3. Day 3: Match receipts to recorded expenses.
4. Day 4: Identify missing documents.
5. Day 5: Prepare an audit readiness checklist.
Character Lesson
Checking records is not punishment. It helps reveal errors and strengthen accountability.

Week 23: Tax, Levies and Legal Financial Responsibilities Awareness
Teaching Focus
Taxes, levies, licences, receipts, official payments, avoiding illegal payments and obeying lawful financial obligations.
Scripture for the Week
Romans 13:7
“Render therefore to all their dues: tribute to whom tribute is due; custom to whom custom; fear to whom fear; honour to whom honour.”
Daily Practical Activities
1. Day 1: Discuss why businesses and citizens have financial responsibilities.
2. Day 2: Identify examples of lawful payments and receipts.
3. Day 3: Discuss the danger of paying money without official evidence.
4. Day 4: Prepare a simple official payment record.
5. Day 5: Discuss why receipts must be collected and filed.
Character Lesson
A Kingdom finance worker must respect lawful financial obligations and avoid dishonest shortcuts.

Week 24: Finance and Accounting Enterprise Opportunities
Teaching Focus
Bookkeeping support, budget preparation, receipt management, small business records, cooperative records, church accounts support and ethical service.
Scripture for the Week
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Daily Practical Activities
1. Day 1: List enterprise opportunities in finance and accounting support.
2. Day 2: Identify customers for one bookkeeping service.
3. Day 3: Prepare a simple service description.
4. Day 4: Prepare a small-start budget.
5. Day 5: Write a finance and accounting enterprise idea note.
Character Lesson
The power to create wealth comes from God. Finance enterprise must be built on honesty, confidentiality, competence and faithful service.

Month 7: Advanced Practice, Departmental Project and Attachment Preparation
Week 25: Departmental Mini-Project Planning
Teaching Focus
Planning a supervised finance project, roles, documents, records, confidentiality, reporting and expected results.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Choose a safe departmental finance project.
2. Day 2: Prepare project goals and expected results.
3. Day 3: Prepare records, forms and reporting templates.
4. Day 4: Assign team roles and confidentiality rules.
5. Day 5: Submit project plan for trainer approval.
Character Lesson
Vision must become organised action. Finance work must be planned, supervised and accountable.

Week 26: Departmental Mini-Project Implementation
Teaching Focus
Carrying out a supervised finance or bookkeeping project with accuracy, teamwork, confidentiality and records.
Scripture for the Week
Nehemiah 4:6
“So built we the wall; and all the wall was joined together unto the half thereof: for the people had a mind to work.”
Daily Practical Activities
1. Day 1: Prepare documents and working area.
2. Day 2: Begin transaction recording or budgeting task.
3. Day 3: Continue assigned records and check accuracy.
4. Day 4: Prepare draft financial summary.
5. Day 5: Review records, correct errors and submit progress report.
Character Lesson
Progress comes when people have a mind to work and cooperate with discipline.

Week 27: Final Practical Demonstration and Portfolio
Teaching Focus
Demonstrating receipt writing, cashbook, petty cash, budget, simple report, spreadsheet, ethics and portfolio evidence.
Scripture for the Week
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Daily Practical Activities
1. Day 1: Demonstrate receipt and voucher preparation.
2. Day 2: Demonstrate simple cashbook and petty cash record.
3. Day 3: Demonstrate budget and simple report preparation.
4. Day 4: Organise finance and accounting portfolio.
5. Day 5: Present practical evidence to the trainer.
Character Lesson
A trained worker should not be ashamed. Diligence, skill and discipline prepare trainees for approval.

Week 28: Industrial Attachment Preparation
Teaching Focus
Preparing for finance office placement, supervisor conduct, confidentiality, records, daily logs and final readiness.
Scripture for the Week
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Daily Practical Activities
1. Day 1: Identify possible finance and accounting attachment placements.
2. Day 2: Prepare personal attachment learning goals.
3. Day 3: Practise writing daily finance attachment logs.
4. Day 4: Review confidentiality, office conduct and workplace behaviour.
5. Day 5: Complete final departmental readiness assessment.
Character Lesson
Diligence opens doors. A faithful trainee can be trusted with greater responsibility.

6. Daily Practical Activities
Finance and Accounting training must include daily practical work. Practical work must be carefully supervised. Trainees must not handle real cash, bank documents, confidential financial records or official accounts without trainer approval and proper supervision.
Daily practical activities should include:
1. Finance vocabulary review.
2. Receipt writing.
3. Voucher preparation.
4. Invoice awareness.
5. Cash counting practice.
6. Income recording.
7. Expense recording.
8. Simple cashbook entries.
9. Petty cash records.
10. Budget preparation.
11. Savings plan preparation.
12. Sales records.
13. Purchase records.
14. Stock record practice.
15. Bank statement awareness.
16. Reconciliation awareness.
17. Payroll awareness exercise.
18. Cooperative savings record.
19. Financial report preparation.
20. Spreadsheet practice.
21. Internal control checklist.
22. Audit readiness checklist.
23. Costing and quotation awareness.
24. Customer or client communication role-play.
25. Departmental mini-project.
26. Daily work reflection.
Daily Practical Session Format
Each practical session should follow this order:
1. Opening instruction.
2. Ethics reminder.
3. Document allocation.
4. Trainer demonstration.
5. Supervised trainee practice.
6. Accuracy check.
7. Correction of errors.
8. Document filing.
9. Record entry.
10. Character lesson and closing reflection.

7. Tools and Equipment Needed
The department should use tools according to availability, safety and training level.
Basic Accounting Materials
1. Exercise books.
2. Ledgers.
3. Cashbook templates.
4. Petty cash templates.
5. Receipt books.
6. Payment voucher forms.
7. Invoice samples.
8. Delivery note samples.
9. Purchase record sheets.
10. Sales record sheets.
11. Stock cards.
12. Budget templates.
13. Calculator.
14. Pens.
15. Pencils.
16. Rulers.
17. Erasers.
18. Filing folders.
19. Stapler.
20. Paper clips.
Office Equipment
1. Computer or laptop where available.
2. Spreadsheet software.
3. Printer where available.
4. Photocopier where available.
5. Filing cabinet where available.
6. Safe box where available.
7. Cash box for supervised training.
8. Date stamp where available.
9. Calculator with paper roll where available.
10. Notice board.
Digital Learning Materials
1. Spreadsheet templates.
2. Sample transaction lists.
3. Sample bank statements.
4. Sample payroll sheets.
5. Sample cooperative savings records.
6. Sample profit and loss statement.
7. Sample budget report.
8. Sample audit checklist.
9. Digital file naming guide.
10. Password safety guide.
Record and Assessment Materials
1. Attendance sheet.
2. Practical assessment forms.
3. Ethics pledge form.
4. Confidentiality pledge form.
5. Daily work log.
6. Finance portfolio folder.
7. Attachment logbook.
8. Supervisor feedback form.
9. Mini-project report template.
10. Character assessment form.

8. Safety Rules
Finance and Accounting may not involve physical danger like construction or welding, but it involves serious ethical, legal and reputational danger. Money and records must be handled carefully.
General Finance Safety and Integrity Rules
1. Do not handle real money without permission.
2. Do not keep organisational money personally.
3. Do not mix personal money with official money.
4. Do not borrow from cash entrusted to you.
5. Do not write false receipts.
6. Do not issue receipts without receiving money.
7. Do not receive money without issuing proper evidence.
8. Do not destroy financial documents.
9. Do not hide mistakes.
10. Do not share confidential financial information.
11. Do not alter records without approval.
12. Do not sign documents you are not authorised to sign.
13. Do not approve your own payment.
14. Do not create fake invoices.
15. Do not inflate prices dishonestly.
16. Do not pay money without proper approval.
17. Do not ignore missing cash or missing documents.
18. Do not disclose passwords.
19. Do not leave financial documents carelessly.
20. Obey trainer and supervisor instructions at all times.
Cash Handling Rules
1. Count cash carefully.
2. Count cash in a secure place.
3. Record cash immediately.
4. Issue receipt where required.
5. Keep cash in approved custody.
6. Report shortages immediately.
7. Report excess cash immediately.
8. Do not delay cash banking where banking is required.
9. Do not use cash for unauthorised expenses.
10. Submit cash reports on time.
Document Control Rules
1. Keep receipts safely.
2. File vouchers properly.
3. Number documents where required.
4. Do not tear out receipt pages carelessly.
5. Cancel wrong receipts properly under supervision.
6. Keep invoices attached to records.
7. Protect documents from water, fire and loss.
8. Keep digital records backed up.
9. Keep confidential files secure.
10. Submit records for review.
Digital Finance Safety Rules
1. Use strong passwords.
2. Do not share passwords.
3. Do not edit files without permission.
4. Save files with clear names.
5. Back up important work.
6. Do not delete records without approval.
7. Do not use public computers for confidential records without guidance.
8. Log out after use.
9. Protect spreadsheets from wrong entries.
10. Report digital errors immediately.
Safety Scripture
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Safety Character Lesson
Financial safety is moral safety. A finance trainee must protect money, records, trust and the reputation of the Academy.

9. Workshop and Office Demonstrations
The trainer should demonstrate before trainees practise. Demonstrations must be simple, practical and supervised.
Key Demonstrations
1. How to write a receipt.
2. How to fill a payment voucher.
3. How to attach supporting documents.
4. How to record income.
5. How to record expenses.
6. How to prepare a cashbook.
7. How to calculate a closing balance.
8. How to prepare a petty cash sheet.
9. How to count sample cash.
10. How to prepare a personal budget.
11. How to prepare a project budget.
12. How to record sales.
13. How to record purchases.
14. How to prepare stock cards.
15. How to read a sample bank statement.
16. How to compare cashbook with bank statement.
17. How to prepare a daily cash report.
18. How to prepare a simple profit or loss report.
19. How to use a spreadsheet for income and expenses.
20. How to organise financial files.
21. How to prepare an audit checklist.
22. How to complete an attachment logbook.
Demonstration Method
Each demonstration should follow this format:
1. Explain the purpose of the task.
2. Show the document or tool.
3. State the ethics rule.
4. Demonstrate slowly.
5. Explain each entry.
6. Allow trainees to ask questions.
7. Let trainees practise with sample data.
8. Correct mistakes immediately.
9. Check accuracy and neatness.
10. Record lessons in the department logbook.
Demonstration Scripture
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Demonstration Character Lesson
Trainees should not only copy entries. They must understand what each figure means and why it matters.

10. Practical Assignments
Practical assignments should test real competence, honesty and accuracy.
Individual Assignments
1. Define twenty basic finance and accounting terms.
2. Write ten sample receipts.
3. Fill ten sample payment vouchers.
4. Record twenty income and expense transactions.
5. Prepare a simple cashbook.
6. Prepare a petty cash report.
7. Prepare a personal weekly budget.
8. Prepare a small project budget.
9. Prepare a sales record sheet.
10. Prepare a purchase record sheet.
11. Prepare a stock card.
12. Prepare a simple bank reconciliation awareness note.
13. Prepare a daily cash report.
14. Prepare a simple profit or loss report.
15. Prepare a finance ethics pledge.
16. Prepare a personal attachment learning goal sheet.
Group Assignments
1. Create a finance office filing system.
2. Prepare a petty cash process chart.
3. Prepare a cooperative savings record.
4. Prepare a simple project budget for a departmental activity.
5. Prepare a weekly income and expense report.
6. Prepare a stock control exercise.
7. Prepare a spreadsheet income and expense report.
8. Prepare an internal control checklist.
9. Carry out a departmental mini-project.
10. Present a finance and accounting enterprise idea.
Final Departmental Project Options
Each trainee or group may complete one of the following:
1. Simple bookkeeping project.
2. Petty cash record project.
3. Cooperative savings record project.
4. Small business cashbook project.
5. Stock control record project.
6. Budget and cost control project.
7. Financial report project.
8. Spreadsheet accounting project.
9. Finance ethics and accountability project.
10. Finance and accounting enterprise plan.

11. Assessment Methods
Assessment should cover knowledge, practical record keeping, accuracy, ethics, confidentiality, reporting, character and enterprise understanding.
A. Attendance and Punctuality
Assess:
1. Daily attendance.
2. Arrival time.
3. Participation in practical sessions.
4. Completion of assigned duties.
B. Practical Accounting Assessment
Assess ability to:
1. Write receipts correctly.
2. Fill payment vouchers correctly.
3. Record income and expenses.
4. Prepare a simple cashbook.
5. Prepare petty cash records.
6. Prepare budgets.
7. Prepare sales and purchase records.
8. Prepare stock records.
9. Prepare simple financial reports.
10. Use calculator and spreadsheet accurately.
C. Accuracy and Documentation Assessment
Assess:
1. Correct figures.
2. Correct dates.
3. Clear descriptions.
4. Proper references.
5. Supporting documents.
6. Neat filing.
7. Correct totals.
8. Correct balances.
9. Proper corrections.
10. Timely submission.
D. Ethics and Confidentiality Assessment
Assess:
1. Honesty.
2. Confidentiality.
3. Truthful reporting.
4. Refusal to falsify records.
5. Care with documents.
6. Respect for approvals.
7. Proper handling of sample cash.
8. Reporting of errors.
9. Respect for financial authority.
10. Integrity in group work.
E. Enterprise Assessment
Assess ability to:
1. Identify finance and accounting support opportunities.
2. Prepare a simple service description.
3. Identify customers.
4. Estimate basic costs.
5. Explain confidentiality and trust.
6. Prepare a simple enterprise plan.
F. Character Assessment
Assess:
1. Honesty.
2. Faithfulness.
3. Accuracy.
4. Punctuality.
5. Orderliness.
6. Diligence.
7. Confidentiality.
8. Respect for supervisors.
9. Teamwork.
10. Teachability.
11. Accountability.
12. Stewardship.
G. Suggested Assessment Weighting
1. Attendance and punctuality: 10%.
2. Practical accounting skills: 30%.
3. Accuracy and documentation: 20%.
4. Ethics and confidentiality: 15%.
5. Enterprise planning: 10%.
6. Character and teamwork: 15%.
Assessment Scripture
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Assessment Character Lesson
Assessment is not punishment. It helps trainees know whether they are accurate, honest, disciplined and ready for greater responsibility.

12. Character Lessons Linked to the Department
Finance and Accounting is a strong department for character formation. It teaches faithfulness, honesty, accuracy, discipline, confidentiality, planning, accountability and stewardship.

A. Faithfulness
Financial workers must be faithful with small and large resources.
Scripture
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Character Lesson
A trainee who is faithful with small amounts can be trusted with greater financial responsibility.

B. Stewardship
Money and records must be handled as a trust.
Scripture
1 Corinthians 4:2
“Moreover it is required in stewards, that a man be found faithful.”
Character Lesson
A finance trainee is a steward, not an owner of entrusted money.

C. Honesty
False records and cheating are wrong.
Scripture
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Character Lesson
A finance worker must not falsify figures, receipts, prices or reports.

D. Planning
Good finance requires careful planning.
Scripture
Proverbs 21:5
“The thoughts of the diligent tend only to plenteousness; but of every one that is hasty only to want.”
Character Lesson
Diligent planning prevents waste and lack.

E. Accountability
Financial work must be open to checking.
Scripture
2 Corinthians 8:21
“Providing for honest things, not only in the sight of the Lord, but also in the sight of men.”
Character Lesson
Finance workers must be honest before God and transparent before people.

F. Clear Records
Financial information must be clear.
Scripture
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Character Lesson
Clear records help others understand, verify and act responsibly.

G. Paying What Is Due
Financial obligations must be respected.
Scripture
Romans 13:7
“Render therefore to all their dues: tribute to whom tribute is due; custom to whom custom; fear to whom fear; honour to whom honour.”
Character Lesson
Debts, wages, taxes, levies and payments must be handled responsibly.

H. Fair Wages
Workers must not be cheated.
Scripture
Leviticus 19:13
“Thou shalt not defraud thy neighbour, neither rob him: the wages of him that is hired shall not abide with thee all night until the morning.”
Character Lesson
A finance worker must handle wages and allowances with fairness and urgency.

I. Truthful Communication
Finance reports must not hide the truth.
Scripture
Ephesians 4:25
“Wherefore putting away lying, speak every man truth with his neighbour.”
Character Lesson
Truthful reporting protects trust and prevents corruption.

J. Diligence
Diligent people rise through faithful work.
Scripture
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Character Lesson
Diligence makes a finance trainee valuable and trustworthy.

13. Entrepreneurship Opportunities in Finance and Accounting
Trainees should be taught that finance and accounting skills can create employment and enterprise opportunities. However, financial work requires honesty, confidentiality, competence and accountability. Trainees must not claim professional qualifications they do not yet possess.
Possible Enterprise Opportunities
1. Bookkeeping support for small businesses.
2. Petty cash record support.
3. Receipt writing support.
4. Invoice preparation support.
5. Sales record support.
6. Purchase record support.
7. Stock record support.
8. Cooperative savings record keeping.
9. Church or ministry account support under supervision.
10. Farm finance record keeping.
11. Workshop income and expense record keeping.
12. School fee record support.
13. Budget preparation support.
14. Personal finance planning support.
15. Daily cash report support.
16. Spreadsheet record support.
17. Financial document filing service.
18. Market trader record support.
19. Small business cost tracking.
20. Payroll assistant service at awareness level.
21. Inventory record service.
22. Financial literacy teaching support.
23. Savings group administration support.
24. NGO field finance support under supervision.
25. Youth bookkeeping cooperative.
Simple Finance and Accounting Enterprise Plan Format
Each trainee should be able to prepare a simple plan with the following:
1. Business name.
2. Finance or accounting support service offered.
3. Problem being solved.
4. Target customers.
5. Tools needed.
6. Records or templates needed.
7. Start-up cost.
8. Pricing method.
9. Confidentiality plan.
10. Quality control plan.
11. Training or supervision needed.
12. Marketing method.
13. Record keeping method.
14. Ethical commitment.
15. Mentor or accounting professional support.
Finance and Accounting Business Ethics
Trainees must not:
1. Claim to be certified accountants when they are not.
2. Falsify records.
3. Create fake receipts.
4. Hide missing cash.
5. Misuse customer money.
6. Share confidential information.
7. Alter documents without permission.
8. Inflate costs dishonestly.
9. Sign documents they are not authorised to sign.
10. Approve unauthorised payments.
11. Destroy financial evidence.
12. Hide errors.
13. Mix personal money with client money.
14. Use client records for gossip.
15. Promise financial results they cannot guarantee.
Entrepreneurship Scripture
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Entrepreneurship Character Lesson
The ability to create wealth comes from God. Finance and accounting enterprise must be built on honesty, confidentiality, skill, accuracy and faithful service.

14. Industrial Attachment Preparation
Before industrial attachment, Finance and Accounting trainees should be prepared for placement in offices, businesses, cooperatives, schools, churches, NGOs, farms, workshops, supermarkets, accounting units, finance departments, microfinance organisations or supervised administrative centres.
Attachment Readiness Areas
Trainees should know how to:
1. Report to the host organisation.
2. Introduce themselves respectfully.
3. Obey office rules.
4. Respect confidentiality.
5. Follow finance supervisor instructions.
6. Avoid unauthorised access to records.
7. Keep daily attachment logs.
8. Submit weekly reports.
9. Respect accountants, cashiers and administrators.
10. Ask questions politely.
11. Observe before acting.
12. Handle documents responsibly.
13. Report errors early.
14. Keep records accurately.
15. Avoid gossip about financial information.
16. Maintain spiritual and moral discipline.
Attachment Learning Goals
Each trainee should prepare goals such as:
1. Learn office finance organisation.
2. Improve receipt writing.
3. Improve voucher preparation.
4. Observe cashbook preparation.
5. Learn petty cash procedures.
6. Observe bank records.
7. Learn document filing.
8. Learn spreadsheet records.
9. Improve supervisor communication.
10. Prepare for future bookkeeping or finance support enterprise.
Daily Attachment Log Format
1. Day number.
2. Host organisation.
3. Finance or accounting task observed.
4. Task performed under supervision.
5. Documents or tools used.
6. Skill learnt.
7. Ethics lesson.
8. Confidentiality lesson.
9. Challenge faced.
10. Question asked.
11. Supervisor comment.
Attachment Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Attachment Character Lesson
During attachment, trainees must work faithfully and honestly, even when Academy trainers are not watching.

15. Expected Competence by Graduation
By graduation, a Finance and Accounting trainee should not be expected to function as a chartered accountant or professional auditor unless additional professional training has been completed. However, the trainee should have strong foundational awareness, practical record keeping ability and readiness for further supervised learning.
A. Practical Competence
The trainee should be able to:
1. Explain basic finance and accounting terms.
2. Identify common financial documents.
3. Write simple receipts.
4. Fill simple payment vouchers.
5. Record income.
6. Record expenses.
7. Prepare a simple cashbook.
8. Prepare a petty cash record.
9. Count sample cash accurately.
10. Prepare a personal budget.
11. Prepare a project budget.
12. Record sales.
13. Record purchases.
14. Prepare a stock card.
15. Read a sample bank statement at awareness level.
16. Prepare a simple financial report.
17. Use a calculator accurately.
18. Use a spreadsheet at basic level.
19. File financial documents neatly.
20. Follow finance ethics rules.
B. Business Competence
The trainee should be able to:
1. Identify finance and accounting support opportunities.
2. Prepare a simple service description.
3. Identify potential customers.
4. Estimate basic start-up costs.
5. Understand confidentiality.
6. Explain the importance of accuracy and trust.
7. Keep income and expense records.
8. Prepare a simple enterprise plan.
9. Work in a bookkeeping support cooperative.
10. Start small under professional guidance.
C. Character Competence
The trainee should demonstrate:
1. Honesty.
2. Faithfulness.
3. Accuracy.
4. Diligence.
5. Confidentiality.
6. Punctuality.
7. Orderliness.
8. Accountability.
9. Teamwork.
10. Teachability.
11. Respect for authority.
12. Stewardship.
D. Workplace Competence
The trainee should be able to:
1. Follow supervisor instructions.
2. Work under supervision.
3. Keep daily logs.
4. Submit weekly reports.
5. Communicate respectfully.
6. Report errors early.
7. Accept correction.
8. Protect financial documents.
9. Protect confidential information.
10. Represent the Academy with honour.
Graduation Scripture
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Graduation Character Lesson
By graduation, trainees should be workers who are not ashamed because they have learnt with diligence, practised with discipline and served with integrity.

16. Departmental Trainer’s Checklist
The trainer should ensure that every trainee has completed the following before graduation:
1. Finance and accounting orientation.
2. Financial ethics training.
3. Confidentiality training.
4. Basic finance vocabulary exercise.
5. Receipt writing practice.
6. Voucher preparation practice.
7. Supporting document filing.
8. Income record exercise.
9. Expense record exercise.
10. Cashbook exercise.
11. Petty cash exercise.
12. Cash counting practice.
13. Budgeting exercise.
14. Savings plan exercise.
15. Sales record exercise.
16. Purchase record exercise.
17. Stock card exercise.
18. Bank statement awareness.
19. Reconciliation awareness.
20. Payroll awareness.
21. Cooperative savings record exercise.
22. Financial report exercise.
23. Spreadsheet exercise.
24. Internal control checklist.
25. Audit readiness checklist.
26. Finance enterprise idea note.
27. Departmental mini-project.
28. Final practical demonstration.
29. Attachment readiness form.
30. Character assessment.

17. Departmental Closing Charge
Finance and Accounting is a sacred and practical field. Through proper finance, businesses grow, ministries remain accountable, schools run well, farms become profitable, projects are completed and communities develop.
But money must never be handled carelessly. A finance trainee must learn honesty, accuracy, confidentiality, orderliness and accountability. False records, hidden cash, fake receipts and dishonest reports can destroy trust and damage lives.
The Academy is raising trainees who will not steal, falsify records or misuse entrusted resources. They must record truthfully, report honestly, budget wisely, protect documents, serve humbly and honour God with every figure.
Closing Scripture
Psalm 90:17
“And let the beauty of the LORD our God be upon us: and establish thou the work of our hands upon us; yea, the work of our hands establish thou it.”
Final Charge
Handle money with fear of God.
Record every transaction truthfully.
Keep receipts carefully.
Budget with wisdom.
Spend with discipline.
Report with honesty.
Protect confidential information.
Do not steal.
Do not falsify records.
Serve with faithfulness.
Let God establish the work of your hands.

