Remote bookkeeping procedure

Setting up the bookkeeping record

Complete a new client record form to collect the key details such as business name, address, contact numbers, financial year end, VAT periods. We will provide a default nominal ledger list for review and consideration.

Ask the new client to provide details of:

· Additional income breakdown requirements 

· Other expenditure they wish to analyse

· A list of bank accounts

· Details of assets to be shown

· Details of liabilities to be shown

We should also clarify if there is a need for: 
· departments in the analysis, 
· a product list, 
· VAT accounting preference (standard, cash, flat rate), 
· managing multi currencies, 
· opening balance (if not a new business), 
· the client’s standard terms (if not 30 days) 

· any unusual activity such as Factoring / invoice discounting, 

· establish passwords or log ins required for PC or software, 

· Online banking access if authorised
Monthly requirement

1. Sales invoices – provided in hard or soft copy or listed in excel

2. Purchase invoices – provided in hard copy or listed in excel

3. Cheques issued – cheque book with clearly completed stubs or listed in excel

4. Credits received – credit book with detail or listed in excel

5. Bank statement – online banking access to view or printed copies or exported version to excel

6. Payroll summary (if applicable)

7. VAT return (if applicable)

In relation to the filing of the documentation, once posted, we would act as agreed with the client by either returning to them for own filing or by holding the files ourselves at our offices. 

Other options

We can add the options of:

· Running a payroll on their behalf
· Assisting with credit control / debt chasing

· General administration

