
In every business,  plays a crucial role in tracking �nancial transactions.

It involves recording daily transactions in a consistent manner, ensuring accuracy and reliability in
�nancial reporting. A  is responsible for maintaining these records,

which include sales, purchases, payments, and receipts. This process helps in creating �nancial
statements, which are essential for understanding the  health of a

business.
The �rst step in bookkeeping is to set up a  of accounts, which

categorizes a� transactions. Each transaction is recorded in a , often

referred to as the book of �rst entry. These entries are then summarized and transferred to a
, which is considered the book of �nal entry. The accuracy of ledger

entries is crucial, as they form the basis for preparing the balance sheet and
 statement.

Bookkeeping also involves reconciling  statements, ensuring that every

transaction matches bank records. This is important for detecting and correcting any
discrepancies. Additiona�y, bookkeeping helps in managing  "ow, a vital

aspect of running a successful business. By monitoring income and expenses, businesses can make
informed �nancial decisions.
The di$erence between bookkeeping and  is often highlighted. While

bookkeeping focuses on recording and organizing �nancial , accounting

involves interpreting, analyzing, and summarizing this data.  use

bookkeeping records to prepare �nancial reports and o$er insights into the business's �nancial
.

In summary, bookkeeping is the foundation upon which accounting stands. It ensures that �nancial
 are accurate and up-to-date, providing critical support for the overa�

�nancial management of a . Without e$ective bookkeeping, making

strategic business decisions would be much more cha�enging.
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	task: 1. Fill in the gaps with the right words!
2. Scan the QR code to check your answers interactively!
3. Copy the text in your exercise book!
4. Formulate the content of the text yourself!
    Use all gap words!


