CLIENT ENGAGEMENT DETAILS


________________________________________________________________________________

CLIENT ENGAGEMENT AND REQUIREMENTS DETAIL

	
	DETAILS

	CLIENT DETAILS
	

	NAME:
	     

	BUSINESS OWNERS NAMES:
	     

	MAIN CONTACT PERSON:
	     

	TYPE BUSINESS:
	     

	PHONE:
	     

	FAX:
	     

	MOBILE:
	     

	EMAIL:
	     

	ADDRESS:
	     

	WEBSITE:
	WWW.     

	SOFTWARE TYPE & ACCESS CODES
	     

	ACCOUNTANT DETAILS
	

	COMPANY NAME:
	     

	ACCOUNTANT:
	     

	PHONE:
	     

	MOBILE: (Accountant)
	     

	EMAIL:
	     

	ADDRESS:
	     

	HOW IS INFORMATION TRANSFERRED TO THE ACCOUNTANT
	     

	INFORMATION FOR CLIENT TO BE PROVIDED:



	BOOKKEEPER DETAILS:
	NAME , ADDRESS, MOBILE 

	ENGAGEMENT LETTER:
	HELD AND CURRENT AND SIGNED

	BOOKKEEPER FREQUENCY:
	DAILY / WEEKLY/ MONTHLY / QUARTERLEY / ANNUALLY

	
	

	OVERVIEW OF GENERAL REQUIREMENTS

	PAYROLL OVERVIEW
	 FORMCHECKBOX 
 # Employees      

	TIMESHEETS 
	 FORMCHECKBOX 


	INVENTORY
	 FORMCHECKBOX 


	RECONCILIATIONS
	# BANKS       # CCARDS       Paypal  FORMCHECKBOX 


	BAS LODGEMENT
	 FORMCHECKBOX 


	BACKUP FILE PROCESS
	     

	OTHER:
	     

	CLIENT REGISTRATION DETAILS
	

	GST REGISTERED
	 FORMDROPDOWN 


	GST BASIS
	 FORMDROPDOWN 


	BAS LODGEMENT FREQUENCY
	 FORMDROPDOWN 


	PAYG WITHHOLDING
	 FORMDROPDOWN 


	FRINGE BENEFITS TAX
	 FORMDROPDOWN 
      

	PAYROLL TAX
	 FORMDROPDOWN 


	FUEL TAX
	 FORMDROPDOWN 


	OTHER NOTES
	

	PRIVATE % 
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     


What are your main concerns related to your bookkeeping needs and running your business?

     
LEVEL 1 services

Taking care of general business

 FORMCHECKBOX 

Reception duties

 FORMCHECKBOX 

Provide customer service & support

 FORMCHECKBOX 

Handle personal and sensitive information taking into consideration privacy requirements

 FORMCHECKBOX 

Ensure systems are backed up

Customers

 FORMCHECKBOX 

Process credit applications
 FORMCHECKBOX 

Invoicing customers in a timely manner 
 FORMCHECKBOX 

Process orders 
 FORMCHECKBOX 

Manage minimum stock levels established in a computerised system
 FORMCHECKBOX 

Record and receipt customer payments
 FORMCHECKBOX 

Prepare banking
 FORMCHECKBOX 

Issue customer statements
 FORMCHECKBOX 

Provide appropriate reporting of overdue debtors to management
 FORMCHECKBOX 

Follow debt collection procedures as directed
Suppliers

 FORMCHECKBOX 

Manage supplier invoices and payments

 FORMCHECKBOX 

Ensure supplier bills and payment runs are authorised

 FORMCHECKBOX 

Manage sundry expenditure including petty cash

Employees

 FORMCHECKBOX 

Process regular payroll in established computerised system for authorisation

 FORMCHECKBOX 

Handle basic payroll enquiries

 FORMCHECKBOX 

Distribute pay advices

 FORMCHECKBOX 

Track employee entitlements

 FORMCHECKBOX 

Reconcile and pay superannuation payments

 FORMCHECKBOX 

Undertake year-end payroll procedures with supervision – including EOY reconciliations and preparation of payment summaries

ATO reporting

 FORMCHECKBOX 

Undertake period end reconciliations in preparation for the BAS with annual or periodic supervision and review

 FORMCHECKBOX 

Liaise closely with your accountant to gather end of year information required for income tax returns

 FORMCHECKBOX 

Taxable Payments Annual Reporting (TPAR)

Information about my profit and business growth

 FORMCHECKBOX 

Undertake end of period process to reconcile accounts and provide reports to management for interpretation and analysis

 FORMCHECKBOX 

Input budget data to the computerised system and provide end of period system produced reports

LEVEL 2 Services

Taking care of general business

 FORMCHECKBOX 

Work autonomously to manage administration functions

 FORMCHECKBOX 

Manage systems for back up

 FORMCHECKBOX 

Create basic policy and procedure documents

Customers and Suppliers

 FORMCHECKBOX 

Manage stock - Periodic &/or perpetual appropriate management and reporting

Employees

 FORMCHECKBOX 

Establish new employees in a computerised system

 FORMCHECKBOX 

Research applicable Modern Awards and Agreements

 FORMCHECKBOX 

Prepare payment summaries

ATO reporting

 FORMCHECKBOX 

Manage BAS reporting and submissions autonomously

 FORMCHECKBOX 

Prepare end of year income tax information for your accountant

Information about my profit and business growth

 FORMCHECKBOX 

Provide commentary and background to management regarding the financial reports

 FORMCHECKBOX 

Assist in the preparation of annual budgets and cash flows

 FORMCHECKBOX 

Provide additional reports as required by management

LEVEL 3 Services

Management duties
 FORMCHECKBOX 

Create, manage and maintain policy and procedures in relation to bookkeeping activities

 FORMCHECKBOX 

Create, manage and maintain budgets and budget variance reports, including cash flow

 FORMCHECKBOX 

Manage assets

 FORMCHECKBOX 

Create, manage and maintain computerised accounting systems, including monitoring and review of technology and efficiency tools to continually improve systems

 FORMCHECKBOX 

Manage and supervise bookkeeping team members

 FORMCHECKBOX 

Provide management reports and advice regarding business growth and operations
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