WORKFLOW IN AN ACCOUNTANT’S OFFICE PROCEDURE

· Managing Client’s Expectations

· Managing the Team

· Managing the Process

· Below is a step by step format detailing how we manage the workflow at Chan & Naylor. This is not a working document but simply a checklist of the documents, checklists , procedures, letters, templates and working papers used by Chan and Naylor in the process of getting the work in, getting the work done, getting the work out and collecting the money. All relevant documents are stored in this section for easy access and may also be found in other areas throughout Envision.

	Prepare
	Send out reminder letter to client

	 
	a
	2004 Tax Return Client Reminder Letter

	
	
	Include appropriate checklist:

	 
	1

2
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4

5
	2004 Information For Tax Return - Companies Checklist
2004 Information For Tax Return - SMSF Checklist
2004 Information For Tax Return - Trusts Checklist



 HYPERLINK "2004%20Information%20For%20Tax%20Return%20-%20Individuals%20Checklist.doc" 

2004 Information For Tax Return - Individuals Checklist

Small Business Information Gathering Form

	 
	b
	2004 Tax Planning Checklist

	
	c
	2004 Tax Tips for Tax Returns

	 
	
	

	Step 1
	Clients bring work into the office

	 
	a
	How To Answer all Incoming Phone Calls

	 
	b
	Telephone Call Allocation Script

	 
	c
	How to Greet Our Clients

	 
	d
	New Client Form (if necessary)

	 
	e
	Price List

	 
	f
	New Business Client Information Worksheet

	 
	g
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3
	Client Documents Review Checklist:

Shoebox Client Review Procedure
Shoebox Document Processing Procedure
Client Software Recommendation Checklist 

	 
	
	

	Step 2
	Manage The Job

	 
	a
	Job Allocation Procedure

	 
	b

1

2
	Allocate a time & cost budget: 

Team Budget.xls
Team Budgets Form.xls

	 
	c
	Send Engagement Letter

	 
	
	

	Step 3
	Select the correct checklist

	 
	a
	2004 ITR Checklist

	 
	b
	2004 Company Checklist

	 
	c

1
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	SMSF checklists:

2004 SMSF Checklist
2004 SMSF Information Gathering Checklist

	 
	e
	2004 Trust Checklist

	 
	f
	2004 BAS Checklist

	 
	
	

	Step 4
	Process the client's information

	 
	a
	Bank Statement Processing Procedure

	 
	b
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5
	Source documents procedure – if returned by client from Step 1

2004 Information For Tax Return - Companies Checklist
2004 Information For Tax Return - SMSF Checklist
2004 Information For Tax Return - Trusts Checklist



 HYPERLINK "2004%20Information%20For%20Tax%20Return%20-%20Individuals%20Checklist.doc" 

2004 Information For Tax Return - Individuals Checklist

Small Business Information Gathering Form

	 
	c
	Manual Cashbook Procedure

	 
	1
	Cashbook Reconciliation Procedure - Bank Accounts 

	 
	2
	Bank Reconciliation Process

	 
	3
	Bank Rec Troubleshooting Procedural Checklist

	 
	d
	Accounts Working Papers - Electronic

	 
	
	

	Step 5
	Bring into Accounting Software 

	 
	a
	Handiledger Data Import Procedure

	 
	b
	Sol6/Xlon Data Import Procedure

	 
	c 
	MYOB Data Import Procedure

	 
	d 

e 

f 

g 

h 
	APS Data Import Procedure
Quickbooks
PC Cashflow Manager
Banklink
Excel Spreadsheets

	 
	
	

	Step 6
	Balancing Adjustments (to Trial Balance)

	 
	a
	Journal Entries Form

	 
	
	

	Step 7
	Review
	 

	 
	a
	Review Sheet

	 
	
	

	Step 8
	Tax Planning & Final Accounts

	 
	a
	Tax Planning & Advice Letter

	 
	b
	Tax Planning Checklist

	 
	
	

	Step 9
	Tax Return Preparation

	 
	a
	2004 ITR Checklist

	 
	b
	2004 Company Checklist

	 
	c
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	Trust Tax Return:

2004 Trust Checklist
2004 Trust Distribution Statement
2004 Trusts Job Budget
2004 Trust Distribution Summary Worksheet

	 
	d


	2004 SMSF Checklist
Fees Budget Calculation Worksheet

	 
	
	

	Step 10
	Invoice
	 

	 
	a
	Schedule of fees

	 
	b
	Standard Fee List

	 
	c
	Invoicing Procedure

	 
	 
	

	Step 11
	Sign Off

	 
	a
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13
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	Tax Return Letter
2004 BAS Prepare and Lodge Covering Letter
2004 Company and Entities with Multiple Payments Letter
2004 Company with Multiple Payments Letter
2004 Company with Single Payment Letter
2004 IAS Prepare and Lodge Covering Letter
2004 ITR Lodged Payable Letter
2004 ITR Lodged Refund Letter
2004 ITR Refund Letter
2004 ITR Tax Payable Letter
2004 SMSF (New CM) Engagement Letter
2004 SMSF (Retained CM) Engagement Letter
2004 SMSF Tax Payable Covering Letter
2004 SMSF Tax Refund Covering Letter
2004 Trust with Distribution Minute - Covering letter
2004 (Allocated CM) Trusts - Engagement Letter
2004 (Retained CM) Trusts -  Engagement Letter
IAS Anomaly Letter




	 
	b
	Client Final Account Handover Procedure

	 
	c
	Fixed Price Agreement Letter

	 
	d
	Debtors Action Plan Procedure

	 
	e
	Thank You For Prompt Payment Letter

	 
	f
	Debt Collection - Letter 1

	 
	g
	Demand Letter 1

	 
	h
	Demand Letter 2

	 
	i


	Demand Letter 3 Final
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