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Ref No.: WGCC/ HK /NOTICE/ 19/2024 . Date : 19/12/2024

NOTICE

It is hereby informed to all the Academic staff that there will be a training Program on

‘Preparation and maintenance of Cash Book’ organized by IQAC cell on 20" Decemt;er 2024

at1.30 P.M in theI conference hall. All the Administrative Staff of the college are requested to

attend this training Program without fail. Your Participation will help improve our Financial
Management Process. :

We look forward to your participation.
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Agenda of the Training Programme:
1. Introduction to Cash Book:
- o Definition ang im 4
o Types of cash books: Simple, Double Column, and Ty le Col
2. Structure of a Cash Book: : el
o Different columns ang their uges.

©  How to recorg cash transactions accurately,
3. Types of Entries: ‘

© Receipt Entries,
o Payment Entries.
o Bank Entries,
4, Balancing of Cash Book:
o Importance of balancing,
o - Methods of balancing the cash book.
5. Common Mistakes to Avoid: -
o Discussing common errors in maintaining a cash book.
o How to correct discrepancies,
6. Practical Demonstration:
o Real-life examples of maintaining a cash book. .
o Case study and interactive session to reinforce learning,
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Key Highlights of the Session:

In the presence of our Principal Mr. Dipen Bezbaruah, the session began with Mr.
Prabhat Deka introducing the concept of a cash book, its significance in financial record-
keeping, and its role in ensuring transparency in transactions.

Mr. Deka elaborated on the types of cash books, giving special emphasis to the double
and triple column formats commonly used in academic institutions like West Guwahati
Commerce College.

A practical demonstration was conducted on the methods of recording transactions. He

guided the participants on how to correctly enter both receipt and payment transactions

and how to adjust the cash book to reflect the current balance.

The resource person also highlighted the critical steps in balancing the cash book,

including cross-checking entries and ensuring that every payment and receipt is properly

documented.

Participants were encouraged to ask questions throughout the session. Mr. Deka

answered queries related to handling discrepancies, ensuring that the cash book

accurately reflects the institution’s financial activities.

. Increased Confidence in Handling Cash Tr

- Practical Application of Concepts;
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Outcomes of the Training Programme:

1. Enhanced Understanding of Cash Book Maintenance:

o Administrative staff gained a clear understanding of how to maintain a cash book,
ensuring that both receipt and payment entries are recorded accurately.

. Improved Skills in Financial Record-Keeping:

o The participants learned the step-by-step process of balancing the cash book and

were equipped with the tools to identify and rectify common errors in financial
entries.

. Better Financial Transparency and Accountability:

o By mastering the principles of maintaining a cash book,

be able to contribute to the improved tran
college's financial records.
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Conclusion:

The one-day training programme successfully met its objective of enhancing the efdmi.nistrativz
staffs knowledge and skills in preparing and maintaining a | cash boc?k. With improve

competency in handling financial records, the participants are now better equipped to manage the
college’s financial documentation effectively. The collaboration between the IQAC Cell and the

Internal Auditor, Mr. Prabhat Deka, has greatly contributed to the professional development of
n ’ ) x

the staff.

The IQAC Cell of West Guwahati Commerce College looks forward to organizing more such

training programmes to further strengthen the capabilities of its administrative staff in various
o

areas of institutional management.

Report Prepared by: Signature
IQAC Cell ' ; Principal
West Guwahati Commerce College

West Guwahati Commerce College

' Date: 215t December 2024




One-Day Training Programme for Administrative Staff on " Preparing and

Maintaining Cash Book"
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