ME6: THPHZH AOTIZTIKQN BIBAIQN, AOTIZTIKH KAl
XPHMATOOIKONOMIKEZ 2YNAAAATEZ

3.9 EKTEAEZH MIO ZYNOETQN/AOTIZTIKQN/
XPHMATOOIKONOMIKQN 2YNAAAATQN

. MAG2: Na emdetkvuouy Tn duvatotnta XelpLopou
AOYQPLACHWY TIEAATWY KAl TIPOUNOgUTWY XELPOYPADA ) E TN
Xpron NAEKTPOVIKOU AOYLOTIKOU CUOTHUATOC TTOU
OULMOPPWVETAL E TOUG €BVIKOUC Kavoveg Kal SLadIKaoLEG.

. MAB3: Ikavotnta va meplypadouV TI¢ BACIKEG EVVOLEC TNG
AOYLOTLKAG (yLo TapASELY A KATAXWPLOELS XPEWOEWV KOl
TILOTWOEWV).
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NETITOPEPEIEC EVOTNTAC

Kwdkog meploxng epyaoiag: 6

Tithoc mepLoynic epyaoiac: THPHZH AOTIZTIKQN BIBAIQN, AOTIZTIKH KAl XPHMATOOIKONOMIKES
2YNAANANATEZ i

Kwdikog evotntag: 3.9

TitAog evotnTag: EKTEAEZH MIO ZYNOETQN/AOTIZTIKQON/ XPHMATOOIKONOMIKQN ZYNAAAATQN

Ma6Bnolakd anoteAéopota: MA62, MAG3

TitAoL pabnolokwv amotedeopatwy: | Na embekviouy tn SuvaTdTNTA XELPLOUOU AOYAPLACHWY TIEAQTWVY KAl
npounBeutwy xelpoypada i e TN Xprion NAEKTPOVIKOU AOYLOTIKOU
OUGOTNOTOG TTIOU OUUUOPPWVETAL LE TOUG €BVIKOUG KAVOVEG Kal SLaOIKAOLEG.

IkavotnTa va epLypAPouV TLG BAOIKES EVVOLEG TNG AOYLOTIKAG (yLa mapadelypa
KATAXWPLOELG XPEWOEWV KAL TILOTWOEWV).

Mpotewvopuevn dapkela: 3 wpeg
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Eloaywyikn oculntnon

24 wpec - Mvnun

Mapte 10 Aemtta ko kataypadte oha oo exete Eodeel TIC TEAeuTAleC 24 wWpEC.
KAl TO KAGE AEMTO!

MeTA oo aUTO MAPOUCLACTE TOV EQUTO OOC KAL:

e Molpaotelte To anmoteAeopa e TNV opada (dev xpelaletal vo potpaleote
OLKOVOLKEC AeTtTOUEPELEC av eV DEAETE).

e 'Htav SUokoAo va BupunBoul e Ta mavta;
e [vwpllate To MOOO MPLV TO YpALETE.
e Mrmopel auTo va elval XprOLLLO YL TN OpYAVWON TWV OLKOVOULKWY O0C;

Group discussion
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Etoaywyn oTiC PACLKEC EVVOLEC TNC
/AOYLOTLKNC

TLElval N AOYLOTIKA;

e H AoyloTikn €lval eva mAnpodopLlako
oUOTNLLA TIOU TTAPEXEL TTOOOTLKEC, OLKOVOLLLKEC
nAnpodoplec otouc evdladepopevouc dopelc
OXETLKA [LE TLC OLKOVOULLKEC OpOOTNPLOTNTEC
KOL TNV KATAOTOON MLOC ETILXELPNONC
TIPOKELLLEVOU VA TTOLLPVOUV OLKOVOULKEC /
ETILYELPNUATIKEC ATOPACELC.

e H AoyloTlkn €lval N YAWoOOoO TWV ETILXELPNOEWV
KoL 0 KUPLOC O0TOXOC TNC €lvall N LETPNON TNC shutterstock - 133131986
OLKOVOULKNC 6paoTNPLOTNTAC
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Etoaywyn oTiC PACLKEC EVVOLEC TNC
/AOYLOTLKNC

-

[Tw¢ pmopet va oac Bonbnoetn
/\AOYLOTLKN;
e BonBael va MPOETOLUAOCETE VAV

NPOUTIOAOYLOMO Kol VoL OLOTNPrOETE
TOV OTOYO.

e Na ouVELONTOTIOLNOTE TOOA LETPNTA
EYETE KOLL AV UTIAPYOUV OPKETA VLo VL
MANPWOETE TOUC AoyapLlaoouC.

e Na avakaAUuPte Omou Umopet va
LELwBel To KOooTOC.
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Etoaywyn oTiC PACLKEC EVVOLEC TNC

H avadopd TNC OLKOVOULKNC KATAOTAONC LLOC ETILXELPNONC O€ LLLa
XPOVLKN OTLYHLN.

H avadopd aAAaywv oTn XpNHUATOOLKOVOLLLKN KOTAOTAON LOC
ETILXELPNONC YLO (Lol XPOVLIKN TtEpiodoO.

[Tpwtov, N Kataypadn TwV OLKOVOULKWY YEYOVOTWVY TTOU
emNPeAloLV Lo ETILXELPNON.

AeVTEPOV, N cLVOYN TWV ETIMTWOEWY QLUTWV TWV YEYOVOTWYV OE
uLa ekBeon mou ovopaletal OLKOVOULLKEC KATAOTAOELC.

[evika ATtodeKTEC AOYLOTIKEC APYEC

o Co-funded by the

%

*

* %
* %

W Erasmus+ Programme
& of the European Union

o

-

/AOYLOTLKNC
2TOXOL TNC AOYLOTIKNC
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Aoyaploopol

Tt elval evac AoyapLaopoc;

‘Evac Aoyoplaoploc elval €voc KATAAOYOC TWV ETILXELPNUATIKWY CUVAAAQY WV TTOU
gUmimTouyV otnv WLa mepypadn yLa pa dedopevn xpovikn mepitodo. Mua
OUOTNUOTLKA KOL CUVOTTTIKN KaTtoypadn TwV EMLXELPNUOTLKWY OUVAAAQYWV O€
OXEO0N UE TO POOWTIO, TNV MEPLOUOLA, TNV ATWAELQ, TO KEPOOC, TO EL0OONLA,
TO £€000 €lval yvwoTto wc Aoyaplacpuo. O Aoyaplacpoc YEVIKA TIPOETOLUALETAL
yla eva mMANPeC €toc. H A&én Aoyaplaouoc pe cuvtopoypadla pmopet va
vpadtel wc A/ c. Ot Aoyaplaopotl mpoetolpdlovtal Kot dlatnpouvtal 0To
NUEPOAOYLO. Ml KABE AoyapLlaoio XPNOLUOTIOLELTOL EXWPLOTO GUANO N oeAida
BLBAlov.
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XpEWOELC Kol [MoTWOoELC

— Xpewoelc koL MoTwoELC:

— M xpewaon elval por AoyLoTikn
eyypoadr mou eite auéavel eva
AOYOPLOLO O TIEPLOUCLAKWY OTOLELWV N
e€0OWV €lTE LELWVEL EVOV AOYAPLAOUO
noOnTIKoU N petoxtkou KepaAaiov. MLa
nilotwon eivat pa AoyLoTikr eyypodn n
oTola €lte awEavel evav AoyapLloopo
noOnTkou N pLetoxtkol KedpaAatiov, elte
LLELWVEL EVOLV AOYQAPLALOUO
TEPLOUCLAKWY OTOLXELWV N EE00WV.
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2UUPAlwon AoyopLoooU

 H oupdpiwon evog Aoyaplacpou onpalvel cuyxva tnv
amodeLEn n TNV TEKULNPLlWON OTL TO UTTOAOLTTO TOU
AoyopLlacpou elval cwoTo. Na mapadeLypua,
oupuPLBaloue TNV LOOPPOTILA OTO AoyapLaoUO TOU
yevikou pntpwou Cash in Checking oto unmoAouto mou
eudavidetal otnv tpamnelikn kataotoaon. O otoyoc elval va
AVOLDEPETE TO OWOTO TTIOCO OTO AOYAPLACHO TOU YEVLKOU
untpwou Cash in Checking.
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/AOYLOTLKA NLEPOAOYLAL

— 'Eva npepoAOyLO elval eva apyeLlo Twv
OLKOVOULKWY CUVAAAOYywWV LLE Baon TNV
NUEpoUNVia.

— To BBAlo TnNC apyLknc kataxwpLlonc.

— Ta xelwpokivnta cuotnpata eiyov
ouvNBwC pLa ToLKIALa NUEPOAOYLWY,
OTIWC EVOL NLEPOAOYLO TIWANCEWY, EVQL
NUEPOAOYLO QyOpPWYV, EVA NUEPOAOYLO
TOUELOKWYV ELOTIPAEEWY, EVOL NLEPOAOYLO
EKTOMULEVOEWY METPNTWV KOL EVA YEVLKO
NUEPOAOYLO.
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Eyypadn nuepoAoylou

® J& OUOTNUOTO XELPWVAKTLKNG AOYLOTLKNG N O€
OUOTNATA THPNONC AOYLOTIKWYV BLBALWY, oL
ETIXELPNUOTIKEC CUVAAAQYEC KaTaypadovTal yLa
npwtn Gopa 0 EVOL NLEPOAOYLO

e MO UN AUTOUATN KATOXWPELON NULEPOAOYLOU TTOU
KOTAYPAPETOL OTO YEVLKO NUEPOAOYLO TNC
eTalpelac Ba amoteAeltal amo ta akoAouvba:

— TNV KATAAANAN nuepounvia

— TOL OO KoL TOUC AoyapLacpoUc mou Ba xpewbouv

— TQ OO KoL TOUC AoyapLlacpouc mou Ba motwbouv
— uLo ovvtoun meplypadn / onuelwpa

— ULa avodopd Omwc EVac opLlBoc emTtoync
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Etoaywyn otic Baotkec OLadlkaoleC TNC
/AOYLOTLKNC

e Eloaywyn TLHOAOYLWY N TIOTWTIKWY ONUELWOEWY

— H kataywplon TLoAoyilou eival n mpwtn dtadlkaoia mou eKTEAELTE yLa va
EEKLVNOETE ULOL TIANP WU TIPoNBeuTn. AvaAoya E TIC AVAYKEC TNG
ETIXElPNONC 0AC, UTOPELTE va ELOAYAYETE POVO LEPLKA KOLLUATLO TWV
QTOALLTOV LEVWY TIANPODOPLWYV VLA EVA TLLOAOYLO ] VO ELOAYETE ULOL LEYAAN
TOLKIALOL TTpOaLPETLKWY TIANpodopLwyv. Autn n dtadkaoia meplypadel TN
Sladkaoia eloaywync TwV TLLOAOYLwY Sarmavwv.

—  XpPNOLWOTIOLE(TOL TILOTWTIKO onUElwpa yLa TNV avtliotpodn n dtopbwon
TLLoAOYLoU. AvTLoTpEPEL OAEC TIC AsLlTOUPYLEC TTOU EKTEAEL TO TLHLOAOYL0. Eva
TULOTWTLKO ONUELWMA UTTOPEL VO EEKLVNOEL LOVO VLA EVOL TLILOAOYLO, OXL YLl LLLaL
TANPWUN.

— [leploTaolakd, Otav eVOEXETAL VA XPELAOTEL VA KATAXWPLOETE EvVA TULOTWTLKO
onuelwpa, mepAapBavopevou TnC avTloTpodrC TLLOAOYLOU TOU TILOTWTH,
LLTTOPE(TE VAL KAVETE ULOL EKTITWON AUECNC TIANPWINAC 1 VO TIPOODEPETE LA
eLOLKN pelwon TwV TLWV.
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Etoaywyn otic Baotkec OLadlkaoleC TNC
/\OYLOTLKNC
e Kataypodn mAnNpwHwV

* H karaxwpnon oTov TTivaka OgiXVvel TOV TPOTIO UE TOV OTTOI0 PMTTOPEI VA KATAYPAPEI
TTwAnon agiag 1.000 eupw. H eyypar) oto nuepoAdyio TTapouaidlel xpéwon 1,000 eupw
o€ EI0TTPOKTEOUS Aoyaplacpoug Kal TrioTwon € 1,000 og €é00da atrd TTWANCEIC. [Na TNV
eyypaon piog mwAnong agiag 1.000 eupw - Yiag TTWANONG TTICTWOEWY - N KATaXwpIion
TOU TTEPIOBIKOU TTPETTEI VA OEIXVEI TOOO TNV AUENON TWV EICTTPAKTEWV AOYAPIOCHUWY KOTA
1.000 eupw 600 Kal TNV augnon Twv TTwARcewv Katd 1.000 supw.

*  Ortav n emyxeipnon Aaupavel TAnpwun atrd Tov TeEAATN yia TNV atraitnon Twyv 1.000
EUPW, N ETTIXEIPNON KATAYPAPEI MIA KATaXwpenon NUEPOAoyiou OTTwG auTr TTou

eM@avileTal.
Karaypa®r piag moTwTIKAG TTwANoNG
A\oyapIlaouog XpEéwan MioTwon
N\oyaplacuoi 1,000
gioTTpagng
‘Ecoda a1t TTWARCEIG 1,000
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Kataotoaon Aoyaploopou

Mua kotaotaon Aoyoplaopou (statement) elval pa mepLooOLkn

ouvoyn TNC dpaoTnPLOTNTAC AOYAPLOOMOU LE NUEPOUNVLA
evopenc kal nuepopnvia Anénc. OL Lo YVWOTEC Elval oL
KOTOAOTAOELC EAEYYXOU AOYyapLACHWY, ouvNBWC pnviaiec, Kabwc

KOLL Ol KATALOTAOELC AOYAPLOLOLOU XPNHATIOTNPLAKWY

ouvaAAoywyV, OL OTIOLEC TTapEYOVTAL LLnvLata ) Tpunviala.

2UUBOUVAN: 2TNV MEpimMTWon mou Ta apyeia Tou
AoyapLloopol TnpouvVTaL CWoTA

TOTE €lval aApKETA EVKOAO VA TIPOETOLLLAOTELC
NV Kataotoon ocUUPwva e

OTLC QTTALTOULEVEC NUEPOUNVLEC.
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e H kataotaon O&lyVeEL TOV QVTLKTUTIO TIOU €LYV OL
OpaoTNPLOTNTEC TNC ETILXELPNONC OTN Xpnuatodotnon
TNC YLOL TO XPOVLKO SLACTNUO TIOU N KATAOTOON ELXE

:

NPOETOLUOOTEL.
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/Aoyaploopot mpopunBevtwy

Eav BeleTe va ayopAoETE Ao TOUC TIPOUNBEUTEC
o0C e IloTwon Kot va mapakolouBnoete tnv
ETIXELPNULATLKN 00 oxeon padl toug, xpelaleote
£vav AoyapLoopo mpopunBeutn ya awtouc. O
AoyapLaopoc mpounBeutn neplexel cuvnbwc:

To ovopua, n 6ltevBuvon Kol Ta oTolyela emkolvwviac Tou
npopnBeuTn.

Sdpaotnplotnra. -

To vOULopa OTO OTIOLo ACKOUV TNV ETILXELPNLLOTLKA TOUC ‘g ‘\ '/‘
| = e Q 4 .
b P S

To TILOTWTLKO oac 0pLo padl Touc. W

Ta otolyela Tou Tpameltkol TouC AoyapLlacpou.

H ywpa otnv onola edpalouv kol 0 KwoLKOc OIA.
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T elval n povn AoyLoTLKN Eyypodn

To ocuOoTNUA LOVNC KaTaxwplong elval VO
oUoTNUA AOYLOTLKAC / AOYLOTLKAC OTTIOU 0 XpnoTnC aUToU
TOU OUOTHHOTOC KAVEL pla povo ogn (xpewon /
TLOTWOoN) YL VOL ELOAYEL L. OLKOVOULKN oUVaAAoyN
ETILXELPNONC.

e [lLa mapadeLypa, Eva LLOVO cUOTNHA EL00O0U UTTOPEL VO
xpnotuomnownBet yia tnv e€looppornnon evoc BLpAlou emitaywv
OTIOU YlveTal n elcodoc yla kabe yparmtn katabeon n EAeyyo.

e KaBe eyypadn e€odwv (ONAadn mMAnpwun) adatpeitot yla To
UTTOAOLTTO

e KaBe kataxwpnon etcodnuatoc (bnAadn, n katabeon nmpootiBetal
OTO UTTOAOLTO)
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Hapadelypa ylo Lovn AoyLoTLkn eyypadn

E¢Llooppomninon BLBAlou eEAEyxou pe amAo cuoTnua
eloodou

MAnpwun (Karaxwpnon
£EO0WV) _‘ Katdfeon kai

L« | TOKOI (£106dNpa
ATH Bk Mandsine: O Dol [DC- Dt Casd PC-Hoimee Baiiingg FP-Pr- Bt & R TTREETTER Tenvcing 4 | Tister

e[| cemmeoncemmmern | EEATT] 5 | [5/300. £10650U)

1297 218 & i Siore 48 |12 257 |88
2/ I?Ezpdfﬁ &/ M( 3771 g8
23 Interest 722 \air?

looCuyio
Aoyaplaopuou

L1
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>TNAEC AoyLloTikou BiSAlou

Huepopunvia - Autr) elval n nuepounvia tng cuvailayrc mou eival ypapueVn oto
TILOAOYLO N TO MOTWTIKO onUelwua

Meplypadn - Zuvtoun neplypadr tng cuvallayng. Mmnopeite va BAleTe TIC
nAnpodoplec mou Bewpeite amapaltntec, AAAA NV TO MAPAKAVETE!

Avadopd - Mnopeite Baoika va eTiAEEeTe Ttola avadopd Ba ocac BonBrosL va
npoodloploete tn ocuvailayn. Mepikol avBpwroL xpNOLLOTIOLOUY TOUC apLBoUC
TILOAOYLWwV ) T apxkad Tou €(6ouc TNC cuvalAaync MANPWHNAC

‘Eooda kal'E€oda - ATAQ elodyeTe TNV ala TNC cuvaAlayng otnv KAtAAAnAn otnAn ...

elvall xpMaTO TTOU ELOEPYOVTAL OTNV ETIXEPNON N XPHATA TIOU EEEPYOVTAL ATIO TNV

enxelpnon; Mnopeite va aA\aéete TIc emikepaiidec oe "Money In" kat "Money Out"
Qv TIPOTLUATE.

Tpamnela / YroAouto - Mpokettal yla pa othAn umoloimou mou aAAalel kaBe dopd ou
gloayetal pa cuvaAlayr). MNpooBeote To el00dNU, adalpeoTe Ta e€oda.
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Movn AoyLoTLkn eyypadn yLa
ETILYELPNOELC

H povn Aoylotikn eyypadn Oev
OUVLOTATAL YLOL TLC ETILXELPNOELC.

(QoToO00, elval mBavo Lo
ETILXELPNON VAL AELTOUPVYEL LLE TO
LLOVO AOYLOTLKO oUOTNUQ
KATOXWPELONG €AV N ETXELPNON
€LVOLL VEQL 1 OL ETTLXELPNMOTLKEC
OUVOAAQYEC €lval PLKPOU OYKOU
KoL ATTAOL OTOTOU
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[Toapadelya Lovn AoyLotikn eyypadn yior
P YUQ LoV AOY N eyypaon ywa _,
ETILXELPNOELC E
|
|_
Date Description Ref Income Expenses Bank z
Balance
1-Apr Balance bff 200.00 | = <
G-Apr Folders and penhs 1 15.00 185.00 || = I_
15-Apr | Cale: vls E Inkson 2 5%.00 239.00 | = m
18-Apr | Gale: Mr U Redy 3 30.00 269.00 | = =y
19-4pr Drawings g 10.00 259.00 | = m
21-Apr | Ehvelopes & Stamps 5 20.00 239.00 | = m
2¢-Apr | TAJeb host fees (3 40.00 199.00 | = <
27-Apr | Simply Chairs: Chair 7 127.00 72.00
29-4pr | Gale: Mr J Mighty 8 30.00 102.00 | = i
30-4Apr | Bank Fee 9 2.50 99.50 | = <
30-Apr | Sale: Vs TReal 10 54.00 153.50 z
Totals 168.00 214.50 153.50 | Cff O
BAMK RECONCILIATION m
Cash Book Balance 153.50 m
Add: Unpresented check 127.00 m
Subtotal 280.50
Less: Deposit not yet showing 5%.00 m
Bank Statement Balance 226.50
=
oo o
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ATTAN AOYLOTIKN eyypadn

To evOedelyuevo AOYLOTIKO oOUOTNUA YL TLG
ETIYELPNOELC €lval n Outhn Aoylotikn. H SutAn
AOYLOTLKN €lval MO TIPAKTK Tou PonBa otnv
e\aylotonoinon twv oPaAALATWY Kol AUEAVEL TNV
rbavotnta oopporiac Twyv BLBAlwv cac. Autn n
ueBodoc mailpvel To Ovopd TNC €MELON ELOAVETE
OAeC TLCc cuvaAlayec SUO dopeEc.
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AUTAR Aoylotikn eyypacdn
Oelc

e Avayvwplon 600 opewv. To BLRAlo SutAnc elcodou
avayvwpilel otL kaBe cuvallayn €xeL OVo oelc. Baoilletal
O0TO YEYOVOC OTL Ll cUVOAAQYN €lval (o ovTaAAayn Ko
KaBe avtaAlayn meplhappavel eite Suo nmpaypata ete OVO
MPOOWTIA I EVO TIPAY AL KOLL EVOL TIPOCWTTO

e To AOYLOTLKO cuoTnua OUTANC EL0OO0U TTAPEXEL TIC OUO
OPeLC TNC cUVAANQYC UE TA OVOLLOTA «XPEWTN» KOl
«Tilotwon». lNa mapadelypa, oTov MApaAnTN APOY WV
SLVETOL TO OVOUOL «XPEWON» KOL O XOPNYOC TNC TOPOXNC
AapBavel «mtiotwon». 'Etol, yia kaBe cuvailayn, pa odn
XPEWVETAL KOLL LA AAAN TTTUXN TILOTWVETOL.
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AUTAR Aoylotikn eyypacdn

OeLc

e To AOYLOTLKO cuoTnua OUTANC eyypadnc kataypadeL To
SUTAO 1 To dUTAO amoteleopa kabBe cuvaAlaync. Auto
onuaivel otL ot SV o oPeLc pac ocuvallaync kataypadovtal
o€ dUV0o avtiBetec MAevupeC HUO YWPLOTWV AOYAPLOLCLWV.

Double-Entry Bookkeeping: Purchasing an Item with Cash

Account Debit Credit

Furniture
Cash
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ATTAN AOYLOTIKN eyypadn

Double-Entry Accounting

Balance Sheet Accounts Income Statement Accounts
Asset Revenue
Debit Credit Debit Credit
Increase (+) Decrease(-) Decrease|-) Increase (+)
Liability Expense
Debit Credit Debit Credit
Decrease(-) Increase (+) Increase (+) Decrease (-}

Owner's Equity

Debit Credit
Decrease(-) Increase (+) Copyright 2013 Money-Zine.com
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/AOYLOTLKNC
Xelpoypadpn AoyLoTKN

Eva xelpoypado AOYLOTIKO OUCTNMO OTTALTEL O TOV E€VEPYO
AoyLoTh, VoL SNUOCLEVOEL TIC ETILXELPNUOTLKEC CUVAAAQYEC OTO YEVLKO
NUEPOAOYLO, TO VEVIKO BLBAlo Kot To PUANO epyaciac UE TO XEPL.
Aut) n Owdkaocla prmopel va olokAnpwBel elte pe tn xpnon
MPAYUATIKWY NUEPoAoyiwv kKal UMWV nuepoAoylou elte pe TN
Snuoupylo avtwy Twv GUANWV O€ Evav UTIOAOYLOTN

OTWC To Excel. Oswpelital yewpoypado emeLdn

KaBe cuvaAAayr ELOAYETOL OTO

TO oUOTNUA EEXWPLOTAL.
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/AOYLOTLKNC
Mnxavoypadnuevn AoyLoTikN

e 'Eva pnxavoypadnuUeVo AOYLOTLKO CUOTNHA ETILTPETIEL OTO XPNOTN
Va ELOAYEL TN CUVOAAQY OTO MPOYPALLLLA o dopa Ko OAOL OL
AoyopLaoUOL EVNLEPWVOVTAL OTIWC Elval amapaitnTo.

(Lo mapadeypa, eav n emnxelpnon ooc ayopalel pounBeLec
vpadeiou atioc 1.000 € pe cuvdbuaopo 500 € petpnta kot 500 €
niotwonc, avtl va petafeite oe kaBe AoyLoTikn KaL va avePAoETE
TNV ouVaAAQyn, LE Eva punyavoypadLlko cuotnua Ba eAeyéete Ta
avoaAwolpa ypadelou, T LETPNTA KOL TA ETUAEYUEVO TTANPWTEOU
AoyopLaopou kat ot cuvaAlayec Ba dnpootlevovtal auTopaTA
0TOUC AoyaplacuoUc.

't t'
This project has been funded with support from the e u q
Co-funded by the European Union. This [project] reflects the views only of
Erasmus+ Programme the author, and the Commission cannot be held

of the European Union responsible for any use which may be made of the pnnnnnext
information contained therein

EUROPEAN PERSONAL ASSISTANT LEVEL 3




<
v
@)
O
_<
O
Q
S
>
m
<
S
<
-
<
—
>~
Q
<
O
_<
@)
Q
S
—
=
oM
<
—
)

/AOYLOTLKNC

[TAgoveKkTrpata TnNC Lnxavoypadnuevnc AOyLOTIKNG

e ToayvTnrta Kol akpiBeta: Ta punyxoavoypodikd AOYLOTLKA
MPOYPALLLLATO ElVaL TAXUTEPQ OO0V OPOPA TNV ELOAY WY
MANPOdOPLWV.

e Avadopec teAlkNC mepLodou: Ta pnyavoypadnueEvVa AoyLoTIKA
nokeTa Ba tpafouv auTopaTa OAEC TIC KATOXWPLOELC TOU
OXETLKOU nUEpPOAoyLoU yLa TLC avadopec epLlodou.

e Xelplopocg 6edopevwy: Me eva pnxavoypadneVo AoyLoTLKO
oUoTNUA, OL TANPODOPLEC YLa LA CUYKEKPLLEVN XPOVLKN TtEpLlodOo
LLTTOPOUV VoL CUYKEVTPWBOULV ypnyopa.
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AedouAeupeva

e Aedoulevupeva: H evvola twv 6€60UAEVLEVWY
elval KATL Tou oPelAETOL KUPLWC O XPNUOTLKO
TTOOO TIOU £LvValL KON vat MANpwBel ) va
elompayBel oto TEAOC TNC AOYLOTLIKNC TtEPLOSOU.

— Pevotonoinon: Autn n €évvola ONAwveL OTL Ta €006
Q7O OTIOLAONTIOTE EUTIOPLKN CUVAAAQYN TIPETIEL VO

neplAapBavovtal ota Aoylotika BLBAla povo otav
avayvwpllovtadl.

— AvTKelEeVIKA dedopeva: KABE OLKOVOLLKN
KOTOXWPLON TIPETIEL VAL UTIOOTNPLlETAL ATTO
QVTLKELLEVLIKEC amobeitelc (SnA. AoyapLaopoug
ayopac, Aoyaplaopouc mwAnong, TPAE(KEC
KOTOAOTAOELC K.ATL.)
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AgdouAevEVQ, TIApadELypa )

Mia AoyIOTIKN) ETTIXEIPNON £CA0QPAAICE TO YPAPEIO TNG ETTI EVOIKIOU Kal KATERAAE
120.000 tnv 1n lavouapiou wg €TACIO £VOIKIO. AgV KATAYPAPEI TRV TTANPWHIN WG
£€€000 €T1T€ION TO KTipIO OEV XPNOIMOTIOIEITAI AKOPA. AVT 'auToU KATaypPAPEl TNV
TTANPWWN O€ NETPNTA WG TTPOTTANPWHEVO EVOIKIO (TO OTTOIO €ival £va TPEXOV
TTEPIOUCIAKO OTOIXEIO):

[MpoTTANpWMEVO EVOIKIO DEF
Tpateda DEF

H emmixeipnon avayvwpilel To €000 evolkiou yia TNV TTEPiodo. MNapadeiyuartog
XApIv, KATA TNV KATAPTION TNG TPIMNVIAIOC KATACTACNG ATTOTEAEOUATWY TNG
31n¢ Mapriou, Ta £€00a TNG £TTIXEIPNONG £PTACAV TA TPIA PNVIAIa EVOIKIA ATOI
30,00 (= 120.000 €/ 12 x 3) d10TI €EAnce 3 PAVEG 1I000UVAPO XPOVoU (aTTd TNV
1n lavouapiou £wc 1Ic 31 MaprTiou) .

‘E¢oda evolkiou GHI

[MpotTAnpwEVO EVOIKIO GHI
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— Ot Aoylotikec peBoodol, HOALC eykplBoLy,
npemneL va epappolovtal UE CUVETIELQ OTO

> UVETIELOL

LLEAAOV.

— OLOLec pebodol KalL TEXVLKEC TIPETIEL VAL
XPNOLLLOTIOLOUVTAL VLA TIAPOUOLEG
KOTOLOTAOELC.

— MLa et elpnoN TIPETEL VAL ATIEXEL ATTO TNV
aAAoyn TS AOYLOTLKNC TNC TIOALTLKNC, EKTOC
eQv elval yta eVAoyouc Aoyouc.

Consistency

— H €vvola tTnC OLUVEMELAC ELVAL ONUAVTLKN
AOYW TNC ovAYKNC CUYKPLOLLLOTNTOC
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— OLAOYLOTIKEC ocuVaANQYEC Kol AAAQL
yeyovota €lval eviote apeBata, aAld yLa va
elval ouvaodn, mpemneL va ta avodpEPOUE
gykaLpa.

— [IpEMEL VOl KAVOUUE EKTLLNOELC TTOU
araltouyV Kplon ylor TNV QVTLMETWTILON TNC
apeBatotnrac.

—  Kata tnv kplon npenel va elpaote
TPOOEKTIKOL KOl CUVETOL.

— H ouveon elval pa Baotkry AoyLotikn apxn
nou e¢aodaAillel OTL TA EPLOUOCLAKA
oTolxetla kaL to eloodnua Ogv ival
UTTEPTLUNEVAL KOL OL UTIOXPEWOELC KAl TOL
e€oda Sev umoTLpoUvTaL.
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/AOYLOTLKN €Elowon

e BOOLKEC EVVOLEC AOYLOTIKNC, AOYLOTLKN)
etlowon

— VIDEQO

N
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http://www.investopedia.com/terms/a/accounting-equation.asp

/AOYLOTLKN €Elowon

— HAoylotikn e€lowon Oelxvel OTL OAa Ta OTOLXELDL
EVEPYNTLKOU €lTe Xpnuotodotouvtal pe SAVELOUO
XPNUATWV E(TE PE TIANPWUI LE TA XPAUOTA TWV
LLETOXWV TNC €TOLPELQC.

— [leplouolaka otoleia = Yoxpewoelc +'16wa
KEPAAQLA LLETOXWV.

— Omnowadnmote ayopad r mwAnon ano AoOyLoTLKN 62~
kepaAalomolnon €xeL LoodVvaun enidpaon Ko ~g
oTLC SV TMAEUPEC TNC e€lowonc N
QVTLOTABULOTIKEC ETILOPAOCELG OTNV OLa AL pQ %
¢ eélowonc. H Aoylotikn e¢lowon Ba pmopouvoe
enionc va ypadel we Mabntiko = MNeplovotaka
otolxela -'161a kepalata kat'ldla kepaAala
LETOXWV = EvepynTIko - MabnTiko.
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[TeplouoLlaka oTOLYELA

Ta mePLOUOLAKA OTOLXELO Elval OL TTOPOL N TIPAYOTA AL
OV KOUV O€ JLaL ETALPELQL.

— TanponAnpwpeva e€oda avapepovtal EMoNC WC oToLXELO
EVEPYNTLKOU.

— M etatpela prmopet va dOnAwaoet otL ot utaAAnAol Tng elval to
TLO TLOAUTLULO TIEPLOUOLAKO OTOLXELO.

— O 0pLOMOC EVOC TEPLOUOLOKOU OTOLXELOU QO TOV AoyLoTh
TPETIEL VAL ELVOLL KATIWC TIEPLTTAOKOC TTPOKELUEVOU:

—  Na neplhappavouy nponAnpwpeva €€oda, avaparlopevo
KOOTOC KAl OpLopEVOUC avaBarlopevouc popouc EL0OONLATOC
KOl

— Na amokAglouv tnv Tahavtovya opada (Lo Talpeiag, Ta
SUTAWLLATOL EUPECLTEXVLIAC KOL TOL ELLTTOPLKA. O LLATOL TIOU
avamTUXOnKav ECWTEPLKA KAl TNV ELKOVA KoL TN Gripn Tne o€
L otkatn Tun.
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[TaBnTiko

— To Mabntko elval pio umoxpEwon Kol avadEPETaL
OTOV LOOAOYLOMO HLOC ETALPELAC.

— 'Eva koo mopadeLlya ULaC UTIOXPEWONC ELvVaL OL
nAnpwteol Aoyaplaopotl. Ot mMAnpwTEOL AoyapLoopotl
MPOKUTITOUV OTAV [l ETIXEPNON ayopalel ayada n
UTINPECLEC LLE TILOTWON Ao npopnBeutn.

— OLUTIOYPEWOELC ElvalL EMLONC LEPOC TNC AOYLOTIKNC
eélowonc: EvepynTiko = Yoxpewoelc +'10La
Kepaloia.

— OLUuMoYpEWOELC BEwWpPOUVTAL CUXVA WC ATIALTNOELC
ETIL TWV TIEPLOUCLOKWYV OTOLXELWV HLOC ETALPELAC.

shutterstock - 17891067

EUROPEAN PERSONAL ASSISTANT LEVEL 3

— Mrmnopet enttonc va BewpnBel wc mnyn Twv
TEPLOVUCLAKWY OTOLXELWV LaC ETOLPELQLC.

't t'
This project has been funded with support from the e u q
Co-funded by the European Union. This [project] reflects the views only of
*

W Erasmus+ Programme the author, and the Commission cannot be held
. of the European Union responsible for any use which may be made of the pennnnext
information contained therein




AmtooPeon

— OLamoofeoelc elval N LeTtadopd LEPOUC TOU KOOTOUC TOU MEPLOD U
OTOLXELOU QIO TOV LOOAOYLOMO OTNV KATAOTAON ATMOTEAECUATWY KATA TN
SlapkeLla Kabe €Touc TNC (WNC TOU MEPLOUCLOKOU OTOLXELOU.,

— O umoloyLopoc kat n avadopd Twyv anocBeoccwv Paoiletatl oe SUO
AOVLOTIKEC OPXEC:

— H apxn k6otoug opilel OTL Ta €€00a AMOGPECNG KATAXWPOUVTAL OTNV
KATAOTOoN AOYAPLOOLLOU ATTOTEAECHATWY KAL TO TTOCO TOU TIEPLOUCLOKOU
oTOLXELOU TIOU avadEPETAL OTOV LOOAOYLOMO Ba mpemel va BaoileTal oTo
LOTOPLKO (QPXLKO) KOOTOC TOU TIEPLOUCLOKOU OTOLXELOU.

— H apxn tng avtlotoixong mpolmoBETEL OTL TO KOOTOC TOU TTEPLOUGLAKOU
oTolxelou Ba katavepeTal ota e€oda anoofeonc kata TN dtapkela (wnc Tou
TEPLOUOLAKOU OTOLYELOU. 2TNV MPAYUATIKOTNTA, TO KOOTOC TOU TIEPLOUCLAKOU
OTOLXELOU KATAVELETOL UE EVA LEPOC TOU KOOTOUC TTOU avadePeTaL O€ KABE
Lla amo TIe KaTaoTAoELC ATIOTEAECUATWY TIOU €xoUV eKO0BEL KATA TN
SlapkeLa (wr ¢ Tou TepLovoLlakol oToLXelov.
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Kataotaon amoteAeopatwy (kataotaon KEpOwV
Kot NULWV)

e  OWKOVOULKO 6eATLO TIOU avadEPEL TIC OLKOVOLKEC
eTULOOOELG ULOG ETALPELOG OE LA CUYKEKPLULEVN
AOYLOTLKN Ttepiodo.

e OLOLKOVOULKEG eMOO0ELC aéloAoyouvTtal divovtac
LLa epiAnn Tou TPOTIOU LE TOV OTTOLOo N
ETIXElpNON MpaypaTomnoLel Ta €006 KAl TLC
SATIAVEC TNG TOOO UEOW AELTOUPYLKWY 00O KO N
AELTOUPYLIKWY 6paoTNELOTATWV. AElxVveL ETionc Ta
KaBapa keEpdN ) {nuieg mou nmpaypatonondnkav >
KATA TN SLAPKELA ULAG CUYKEKPLLEVNG AOYLOTLKAC —
MePLOdOU.

e Eniong elval ywvwoto wc kataotaon KEpSWV Kal
(NULWV N Kataotaon 008wV Kol 00wV
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e Aoyaploopoc ec00dwv N EL0OONUATOC: AVTUTPOOWTIEVEL TO

akaBapLoto eLoodnuo TNC eTaLpelac pLy adatpebouv ot
Sdarmavec. AUTOC 0 AoyapLlaopoc anmAd OelyVeL TL ExeL KEpOLOEL N
eTixelpnon. To mooo eloayetal €6w Kal pooTiBetal oto

AoyapLOOLOC E000WV N EL00ONUATOC

4
UTTOAOLTTO.
Date Description Ref Incom9 Expenses Bank
Balance
1-Apr Balance bff 200.00 || =
G- A pr Folders and pens 1 15.00 185.00 | =
15--Apr Cale: v]s E Inkson 2 54.00 239.00 | =
18-Apr Sale: Vir U Redy 3 30.00 269.00 | =
19-4,pr Drawings 4 10.00 259.00 | =
21-Apr Envelopes & Stamps 5 20.00 239.00 || =
24-Apr Web host fFees [ 40.00 199.00 | =
27-Apr Simply Chairs: Chair 7 127.00 72.00
29-4Apr Sale: Vr J (Vlighty 8 30.00 102.00 | =
30-4pr | Bank Fee 9 2.50 99.50 || =
30-Apr Sale: Vs T Real 10 5%.00 153.50
Totals 168.00 214.50 153.50 || CfF
BANK RECOMCILIATION
Cash Book Balance 153.50
Add: Unpresented check 12700
Subtotal 280.50
Less: Deposit not yet showing 5%¢.00
Bank Statement Balance 226.50

This project has been funded with support from the
European Union. This [project] reflects the views only of
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responsible for any use which may be made of the
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e Expense or Cost Account: represents the company's

Expense or Cost Account )

expenditures to enable itself to operate. The amount is
entered here and is deducted from the balance

* X %
* K

*

* y *

*

Date Description Ref Expens@ Bank
Balance
1-Apr Balance bff 200.00 || =
G- A pr Folders and pens 1 15.00 185.00 || =
15--Apr Cale: v]s E Inkson 2 54.00 239.00 | =
18-Apr Sale: Vir U Redy 3 30.00 269.00 | =
19-4,pr Drawings 4 10.00 259.00 | =
21-Apr Envelopes & Stamps 5 20.00 239.00 || =
24-Apr Web host fFees [ 40.00 199.00 | =
27-Apr Simply Chairs: Chair 7 127.00 72.00
29-Apr Sale: Mr J Ivlighty 8 30.00 102.00 | =
30-Apr | Bank Fee 9 2.50 99.50 || =
30-Apr Sale: Vs T Real 10 5%.00 153.50
Totals 168.00 231%4.50 153.50 || CfF
BANK RECOMNCILIATION
Cash Book Balance 153.50
Add: Unpresented check 12700
Subtotal 280.50
Less: Deposit not yet showing 5%¢.00
Bank Statement Balance 226.50
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e O LOOAOYLOMOC ELVAL [LLOL OLKOVOULKE KOTAOTAON
nmou ocuvol el Ta TIEPLOUCLAKA OTOLYELQ, TLC
UTTOXPEWOELC Kal Ta (dlar kepaAalo (Lo
ETALPELOC OE EVA OUYKEKPLLEVO XPOVLKO ONLLELO.
AuTta Ta Tpla THApOTa LooAoyLopoU Slvouv
OTOUC €TEVOUTEC LLa LOEQ YL TO TL KATEXEL KAl
XPWOTAEL N €TALPELQ, KABWC KaL yLa TO TTOCO
Tou €MeVOLOUV OL LETOYOL.

e O ooAoylopOC Ttnpet Tov akohouvBo TuTo:

e [leplouolaka otolyelo = Ymoxpewoelc +161a
KedpaloaLa

W Erasmus+ Programme the author, and the Commission cannot be held
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ANAwon Twv KEPOWV ELC VEOV

e ANUOOCLOVOULKN KOTAOTAON TIOU TIEPLYPAPEL TLC
LLETAPOAEC TwV KEPOWV ELC VEOV VLA
OUYKEKPLUEVN TIEPLOO.

e Hd&nAwon kataptiletal cUUPWVA LLE TLC YEVLKA
artodeKTEC AOYLOTLKEC apxeC (GAAP).
2 UUPLALWVEL TNV apXN KoL TO TEAOC TWV
SLapuyovtwyv KeEpOWV TNC TEPLOdOU,
XPNOLLLOTIOLWVTAC TANPOPOPLeEC OTIWC TO
KoBapo €0060 Ao TLC AOUTEC OLKOVOLKEC
KOTOLOTAOELC.
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e H kaTAOTOON TAMELAKWY POWV KATAYPADEL TO
OO0 TWV TaUELOKWY dLabeoipwy mou
ELOEPYOVTOL KAL EEEPYOVTAL ATIO TNV ETALPELQL.

e ETUTPEMEL OTOUC EMEVOUTEC VAL KATAVONOOUV TIWC
AELTOUPYOUV OL EPYACLEC LLOC ETILXELPNONC, ATTO
TIOU TIPOEPYOVTOL TA XPrATA TNC KOL THWC
SATTAVWVTOL.

e H kaTaoTtaon TAMELOKWY pOowV elval SLadopeTLKN
QO TNV KATAOTAON OMOTEAECUATWY KoL TOV
LooAoyLopO, emeldn dev mepAapBAaveL To Tooo
TWV LEANOVTLKWY ELOEPYOLLEVWV KOLL EEEPYOLLEVWV
LLETPNTWYV TIOU €XEL KaTaypadel pe miotwon
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Xepoypadec kal HAeKTpOoVIKEC KataxwploELs
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Epwtnoeic ETavaAnwnc/ApactnpioTnTEC

e [Latln AoyLotikn elval Baotko yLa TLg
ETIXELPNOELC;

e TLEelVOL OLTILOTWTLKEC KOL XPEWOTLKEC
ONUELWOELC;

e [lolec elval oL OLadpopeC LeTal OTANC
KOl OV C AOYLOTLIKNC eyypadnC;

e TLelval 0 LOOAOYLOUOC;

e [lolec elval oL Olepyaoiec Kot oL
SLadLkaolec TNC XPNULATOOLKOVOULKNG

mANpodOpnong;
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KUpLa onuela

e Tr)pnon AOYLOTIKWV
BBALwY
— Eloaywyr) otn AoyloTikn
— Movn AoyloTikn eyypadn
— AUTAN AoyloTikn eyypadn
e QOwovouLkn avadopa

— Aedouleupeva

— AoyLlotikn e€lowon
— AmnooBeon
— [leplovolaka oTolyeia

— MoaBntko
— Katoaotaoelc Aoyaploopou
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