
Bookkeeping Unraveled: A Plain English 

Guide for Beginners

Introduction

Pasquale De Marco, a renowned expert in the field of 

accounting,  has  written  Bookkeeping  Unraveled:  A 

Plain  English  Guide  for  Beginners  to  provide  a 

comprehensive  guide  to  bookkeeping  for  beginners. 

This  book is  designed to  help small  business  owners 

and individuals understand the basics of bookkeeping 

and how to use it to manage their finances effectively.

With clear and concise language,  Pasquale De Marco 

demystifies  the  often-complex  world  of  bookkeeping 

and  accounting.  The  book  covers  a  wide  range  of 

topics,  from  the  basics  of  setting  up  a  bookkeeping 

system to more advanced techniques such as accrual 

accounting  and  double-entry  bookkeeping.  Whether 
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you're a complete novice or have some experience with 

bookkeeping,  you'll  find valuable  information in  this 

book.

One of the key strengths of Bookkeeping Unraveled: A 

Plain  English  Guide  for  Beginners  is  its  practical 

approach.  Pasquale  De  Marco  provides  step-by-step 

instructions on how to perform common bookkeeping 

tasks,  such  as  recording  transactions,  reconciling 

accounts, and preparing financial statements. The book 

also includes numerous examples and illustrations to 

help you understand the concepts being discussed.

In  addition  to  its  practical  focus,  Bookkeeping 

Unraveled:  A  Plain  English  Guide  for  Beginners  also 

emphasizes  the  importance  of  understanding  the 

financial  implications  of  your  business  decisions. 

Pasquale  De  Marco  explains  how  to  use  financial 

statements to assess the health of  your business and 

make informed decisions about your finances.

2



Whether you're just starting out or looking to improve 

your  bookkeeping  skills,  Bookkeeping  Unraveled:  A 

Plain  English  Guide  for  Beginners  is  the  perfect 

resource. With its clear explanations, practical advice, 

and real-world examples, this book will help you take 

control  of  your  finances  and  achieve  your  business 

goals.

So  if  you're  ready  to  learn  the  ins  and  outs  of 

bookkeeping,  pick  up  a  copy  of  Bookkeeping 

Unraveled: A Plain English Guide for Beginners today. 

You'll be glad you did!
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Book Description

Are  you  a  small  business  owner  who  wants  to  take 

control  of  your  finances  but  doesn't  know  where  to 

start? Or maybe you're an individual who wants to get 

a better handle on your personal finances? If so, then 

Bookkeeping  Unraveled:  A  Plain  English  Guide  for 

Beginners is the perfect book for you.

Written by Pasquale De Marco, a renowned expert in 

the field of accounting, Bookkeeping Unraveled: A Plain 

English Guide for Beginners is a comprehensive guide 

to  bookkeeping  and  accounting  for  beginners.  This 

book covers everything you need to know to set up and 

maintain  a  bookkeeping  system,  from  the  basics  of 

debits  and  credits  to  more  advanced  topics  such  as 

accrual accounting and double-entry bookkeeping.

With clear and concise language,  Pasquale De Marco 

demystifies  the  often-complex  world  of  bookkeeping 

and accounting. The book is packed with examples and 
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illustrations to help you understand the concepts being 

discussed.

In  addition  to  its  comprehensive  coverage  of 

bookkeeping  and  accounting  topics,  Bookkeeping 

Unraveled:  A  Plain  English  Guide  for  Beginners  also 

emphasizes  the  importance  of  understanding  the 

financial  implications  of  your  business  decisions. 

Pasquale  De  Marco  explains  how  to  use  financial 

statements to assess the health of  your business and 

make informed decisions about your finances.

Whether you're just starting out or looking to improve 

your  bookkeeping  skills,  Bookkeeping  Unraveled:  A 

Plain  English  Guide  for  Beginners  is  the  perfect 

resource. With its clear explanations, practical advice, 

and real-world examples, this book will help you take 

control  of  your  finances  and  achieve  your  business 

goals.

So  if  you're  ready  to  learn  the  ins  and  outs  of 

bookkeeping  and  accounting,  pick  up  a  copy  of 
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Bookkeeping  Unraveled:  A  Plain  English  Guide  for 

Beginners today. You'll be glad you did!
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Chapter 1: Demystifying Bookkeeping

What is bookkeeping

Bookkeeping  is  the  process  of  recording,  classifying, 

and summarizing financial transactions in a systematic 

manner. It provides a record of all financial activities 

of  a  business  and  is  used  to  prepare  financial 

statements. Bookkeeping is essential for businesses of 

all sizes, as it helps them track their income, expenses, 

assets, and liabilities.

Bookkeeping  can  be  done  manually  or  using 

accounting  software.  Manual  bookkeeping  involves 

recording transactions in a physical ledger book, while 

accounting  software  automates  the  process  and 

provides  additional  features,  such  as  the  ability  to 

generate reports and track inventory.

There  are  two  main  types  of  bookkeeping  systems: 

single-entry  bookkeeping  and  double-entry 

bookkeeping.  Single-entry  bookkeeping  records  only 
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the revenue and expenses of a business, while double-

entry  bookkeeping  records  both  the  revenue  and 

expenses,  as  well  as  the  assets  and  liabilities  of  the 

business.  Double-entry bookkeeping is  more accurate 

and is the preferred method for most businesses.

Bookkeeping is  an important part  of  any business.  It 

helps  businesses  track  their  financial  performance, 

make informed decisions, and comply with tax laws.

- Why is bookkeeping important?

Bookkeeping  is  important  for  a  number  of  reasons. 

First, it provides a record of all financial transactions, 

which can be used to track the financial performance 

of a business.  This information can be used to make 

informed decisions about the business, such as where 

to invest money or how to reduce expenses.

Second, bookkeeping helps businesses comply with tax 

laws. Businesses are required to keep accurate records 

of their finances in order to file taxes. Bookkeeping can 
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help businesses ensure that they are paying the correct 

amount of taxes and avoid penalties.

Third,  bookkeeping  can  help  businesses  obtain 

financing.  Lenders  typically  require  businesses  to 

provide financial statements before approving a loan. 

Bookkeeping  can  help  businesses  prepare  these 

statements and make them more attractive to lenders.

Finally, bookkeeping can help businesses protect their 

assets.  Accurate  bookkeeping  records  can  help 

businesses identify and prevent fraud.  They can also 

help businesses recover assets if they are lost or stolen.

- Who uses bookkeeping?

Bookkeeping  is  used  by  businesses  of  all  sizes,  from 

small businesses to large corporations. It is also used by 

individuals, such as freelancers and investors.
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- How do I start bookkeeping?

There are a few steps you can take to start bookkeeping 

for  your  business.  First,  you  need  to  choose  a 

bookkeeping  system.  There  are  two  main  types  of 

bookkeeping  systems:  single-entry  bookkeeping  and 

double-entry bookkeeping. Single-entry bookkeeping is 

simpler,  but  double-entry  bookkeeping  is  more 

accurate  and  is  the  preferred  method  for  most 

businesses.

Once you have chosen a bookkeeping system, you need 

to set up your books. This involves creating a chart of 

accounts  and  recording  your  opening  balances.  You 

should  also  establish  a  system  for  recording 

transactions, such as using a journal or a spreadsheet.

Finally, you need to develop a schedule for reconciling 

your  accounts.  This  involves  comparing  your 

bookkeeping  records  to  your  bank  statements  and 

other  financial  records  to  ensure  that  they  are 

accurate.
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-  What  are  the  benefits  of  using  a 

bookkeeper?

There are a number of benefits to using a bookkeeper. 

First,  bookkeepers  can  help  you  save  time. 

Bookkeeping can be a time-consuming task, and using a 

bookkeeper can free up your time so you can focus on 

other aspects of your business.

Second,  bookkeepers  can  help  you  improve  the 

accuracy  of  your  financial  records.  Bookkeepers  are 

trained  to  record  transactions  accurately  and  to 

prepare financial statements that comply with tax laws.

Third, bookkeepers can help you identify and prevent 

fraud.  Bookkeepers  can  help  you  develop  internal 

controls  to  prevent  fraud  and  can  also  review  your 

financial records to identify any suspicious activity.

- How do I choose a bookkeeper?

When choosing a bookkeeper, you should consider the 

following factors:
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 Experience: The  bookkeeper  should  have 

experience with businesses of your size and type.

 Qualifications: The  bookkeeper  should  be 

certified or licensed.

 Fees: The  bookkeeper  should  charge  a 

reasonable fee for their services.

 References: The bookkeeper should be able  to 

provide references from previous clients.

Once  you  have  considered  these  factors,  you  can 

interview  potential  bookkeepers  and  choose  the  one 

that is the best fit for your business.
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Chapter 1: Demystifying Bookkeeping

Why is bookkeeping important

Bookkeeping  is  the  process  of  recording,  classifying, 

and  summarizing  financial  transactions  to  provide 

information that is used to make informed decisions. It 

is important for several reasons:

1.  Tracking  financial  performance: Bookkeeping 

allows you to track your income and expenses, which is 

essential for understanding the financial performance 

of your business. By tracking your cash flow, you can 

identify trends and patterns that  can help you make 

better decisions about your spending and investment.

2.  Meeting  legal  requirements: In  many  countries, 

businesses  are  required  to  keep  accurate  financial 

records  for  tax  purposes.  Bookkeeping  helps  you  to 

comply with these requirements and avoid penalties.

3.  Accessing  financing: Lenders  and  investors  often 

require  businesses  to  provide  financial  statements 
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before  they  will  approve  a  loan  or  investment. 

Bookkeeping  helps  you  to  prepare  these  statements 

accurately and on time.

4.  Making  informed  decisions: Good  bookkeeping 

practices provide you with the information you need to 

make  informed  decisions  about  your  business.  For 

example,  you  can  use  bookkeeping  data  to  identify 

areas where you can cut costs or increase sales.

5.  Protecting your assets: Bookkeeping helps you to 

protect  your  assets  by  providing  a  record  of  your 

financial transactions. In the event of a theft or fraud, 

you can use your bookkeeping records to prove your 

losses and recover your assets.

Overall, bookkeeping is essential for any business that 

wants  to  track  its  financial  performance,  meet  legal 

requirements,  access  financing,  make  informed 

decisions, and protect its assets.
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Chapter 1: Demystifying Bookkeeping

Basic bookkeeping principles

Bookkeeping  is  the  process  of  recording,  classifying, 

and  summarizing  financial  transactions  to  provide 

information that is useful for decision-making. It is a 

fundamental part of any business, regardless of size or 

industry.

The  basic  principles  of  bookkeeping  are  relatively 

simple, but they are essential for understanding how to 

keep  accurate  and  reliable  financial  records.  These 

principles include:

 The  accounting  equation: The  accounting 

equation  is  the  foundation  of  bookkeeping.  It 

states  that  assets  =  liabilities  +  equity.  This 

equation  must  always  be  in  balance,  which 

means that the total value of a company's assets 

must be equal to the total value of its liabilities 

and equity.
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 Debits and credits: Debits and credits are used 

to record the flow of money and other resources 

into  and  out  of  a  business.  Debits  are  used  to 

increase  assets  and  expenses,  and  credits  are 

used to increase liabilities, equity, and income.

 The  double-entry  system: The  double-entry 

system is a method of bookkeeping that requires 

every transaction to be recorded twice, once as a 

debit and once as a credit. This system helps to 

ensure that the accounting equation is always in 

balance.

 The trial balance: The trial balance is a report 

that  lists  all  of  the  accounts  in  a  company's 

ledger,  along  with  their  balances.  The  trial 

balance  is  used  to  check  the  accuracy  of  the 

bookkeeping records.

These  are  just  a  few  of  the  basic  principles  of 

bookkeeping.  By  understanding  these  principles,  you 
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can  lay  the  foundation  for  accurate  and  reliable 

financial records.
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This extract presents the opening three 

sections of the first chapter.

Discover the complete 10 chapters and 

50  sections  by  purchasing  the  book, 

now available in various formats.
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