
Your path to becoming
a qualified bookkeeper

Entry Requirements 
No prior bookkeeping knowledge 
Basic numeracy and English skills 
Must register as an ICB Student 

Bookkeeping is at the heart of every successful business. As a qualified
ICB Bookkeeper, you’ll have the skills, confidence, and recognition to
deliver valuable financial support to your clients or employer. 

Choose to learn with one of our
accredited training providers

OR self-study with a host of ICB
resources including: textbooks,
online learning hubs, practice
question banks & mock exams.

 What you can do with Level 2
Work as an assistant bookkeeper under supervision 
Progress to Level 3 Certificate in Bookkeeping & Accounts 
Apply for Associate Membership (AICB) 
Apply for roles such as: Assistant Bookkeeper, Accounts
Assistant, Purchase/Sales Ledger Clerk 

How long will it take?
120 guided learning hours 
3-12 months, depending on study
method and time spent learning   

Key Subjects 
Business types, structures, and bookkeeping
terminology  
Preparing and processing business documents  
VAT categories and calculations for UK and
international transactions  
Recording transactions including petty cash,
payroll, and control accounts  
Producing and reconciling a trial balance 
Using accounting software to process data, run
reports, and correct errors 
Understanding Making Tax Digital requirements

Assessment 
3 modules with one exam each

A1 – Basic double-entry bookkeeping
to trial balance (2-hour online exam)
A2 – Further double-entry
bookkeeping & reconciliation (2-hour
online exam)
A3 – Data entry to trial balance using
software (1 online software-based
assessment, accessible for 24 hours)

Costs 
Student Membership: £102 (includes
registrations & first year), renewal £72 
Exams: £92 per exam (3 exams = £276
total) 
Mocks: £18 each 
Training: varies by provider 
Textbooks: from £57 per module (if self-
studying) 
Accounting software: Varies and may be
available via your training provider

ICB Level 2 Certificate in Bookkeeping 
Occupational Role: Assistant Bookkeeper 

https://www.bookkeepers.org.uk/Study--Qualifications/Bookkeeping-Courses
https://www.bookkeepers.org.uk/Shop/
https://www.bookkeepers.org.uk/Shop/
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Entry Requirements 
Completion of ICB Level 2 Certificate in
Bookkeeping (or equivalent) 
Current ICB student or member status 

Our qualifications are designed with
flexibility in mind. Exams are available
online 24/7, and there’s no time limit
for completion, so you can study at

your own pace and take breaks when
life gets busy.

 What you can do with Level 2 qualifications
Apply for Full Membership (MICB) 
Start your own bookkeeping business 
Eligible for Practice Licence and AML supervision 
Offer services to sole traders and partnerships 
Progress to Level 4 Diploma in Advanced
Bookkeeping & Accounting 
Expand knowledge with ICB’s Level 3 Diploma in
Payroll Management  

How long will it take?
180 guided learning hours 
Typical completion: 8–18 months 

Key Subjects 
Ethical principles and legal responsibilities of
bookkeeping  
Reconciling accounts and correcting errors  
Producing and reconciling VAT Returns  
Posting year-end adjustments including asset
disposal and revaluations  
Producing draft final accounts 
Analysing and interpreting financial statements  
Preparing cash budgets  
Understanding Making Tax Digital requirements 

M4 - Final Accounts of a Sole Trader  
M5 - Final Accounts for a Partnership  
M6 - Final Accounts for a Not-for-Profit
Organisation  
M7 - Final Accounts for Incorporated
Businesses  
M8 - Synoptic exam  

ICB Level 3 Certificate in
Bookkeeping & Accounts 
Occupational Role: Self-Employed or Employed
Bookkeeper, Assistant Accountant. 

Download our guide on
 becoming a bookkeeper

Assessment 
4 x 3-hour online exams and 
1 x 2-hour synoptic exam 

Costs 
Student Membership Renewal: £72 
Exams: £92 per exam (5 modules) =
£460 total 
Mocks: £18 each 
Textbooks: From £57 per module 
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 What you can do with level 4 qualifications
Apply for Fellowship (FICB) after 2 years as a Full Member
(MICB) 
Offer advanced services including tax and financial reporting 
Support clients with complex financial needs 
Become eligible for AML supervision 
Enhance career opportunities in finance and specialisms 
Build on your expertise with ICB’s Level 3 Diploma in 

      Payroll Management

Level 4 Diploma in Advanced
Bookkeeping & Accounting 
Become an Advanced Bookkeeper / Financial Controller,
Assistant Accountant. 
Each module provides additional specialisms in addition.

Download our guide on
 becoming a bookkeeper

Entry Requirements 
Completion of Level 3 Certificate in
Bookkeeping and Accounts. 
Must be a current student/member in
good standing. 

How long will it take?
70-80 hours or 3 months per
module
Typical completion:  9–15 months
for all 4 modules, depending on
study time per week. 

Key Subjects 
Self-Assessment Tax 
Corporation Tax 
Financial Statements for Micro &
Small Businesses 
Business Insight 

1 x online exam per module 
L4SAT - Level 4 Certificate 
in Self-Assessment 
L4CT - Level 4 Certificate in Corporation
Tax for Micro & Small Businesses 
L4FS - Level 4 Certificate in Financial
Statements for Small & Micro
Businesses 
L4BI - Level 4 Certificate in Business
Insight 

Costs 
Student Membership Renewal: £72 
Exams: £115 per exam (4 modules) =
£460 total 
Mocks: £18 each 
Textbooks: From £94 per module 

Choose Level 4 modules to achieve a
standalone certificate or complete

three or more modules to be awarded
the full Advanced Diploma. We have a

host of resources to support you;
however you decide to study.

Assessment 

https://www.bookkeepers.org.uk/Shop/
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Entry Requirements 
No prior payroll knowledge required 
Must have basic numeracy and
English skills 
Must be an ICB student or member 

ICB Payroll qualifications are highly
valued by employers and businesses

for their practical training and strong
grounding in payroll legislation. 

 Earn this qualification to
Apply for Payroll Agent Membership (PM.Dip) 
Be eligible to run payroll services for
clients, offering payroll services to small
businesses, or as an employed Payroll Clerk 
Enhance career in payroll and compliance 

How long will it take?
100 - 120 guided learning hours
Typical completion: depending
on study time available per week. 

Key Subjects 
PAYE and National Insurance 
Pensions and Auto-enrolment 
Payroll Forms and Documentation 
Real Time Information (RTI) Submissions 
HMRC Tables and Calculations 
Computerised Payroll Systems 
Payroll Legislation and Compliance 
End-of-Year Procedures  

ICB Level 3 Diploma in Payroll
Management 
Occupational Role: Payroll Assistant / Payroll Agent

Download our guide on
 becoming a bookkeeper

Assessment
 
1 x online exam, which requires
Payroll software for completion. 

Costs 
Student Membership: £102 (if first
year or no other qualifications),
renewal £72 
Exam: £104 
Mocks: £18 each 
Textbooks: From £121 
Payroll software: Varies and may
be available via your training
provider. 


