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- Basic terms in Accounting.

- Definition of Accounting.

- Accounting and bookkeeping.

- Usefulness of Accounting.

- Type of Accounting.

- Users of Accounting information.

- Type of financial statements.

- Accounting principles and assumptions.
- Definition of Business Correspondence.
- The quality required by a good Business Letters.
- An application on Business Letters.

- Enquiries Letters

- Circulars Letters.

- Introduction to invoicing transactions.

- Type of invoices.
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