FIRST ORDER BUSINESS SERVICES – QUESTIONNAIRE FOR QUICKBOOKS CLIENTS

	1. Do you have a basic understanding of what bookkeeping and accounting entails?      [image: image1.wmf]Yes       [image: image2.wmf]No

2. Have you used QuickBooks before?      [image: image3.wmf]Yes       [image: image4.wmf]No

3. Do you want training only for QuickBooks usage?      [image: image5.wmf]Yes       [image: image6.wmf]No  If Yes, go to question 4, if No go to question 5
4. Do you want to be hands-on with QuickBooks i.e. enter all the data yourself or have your staff do so?       [image: image7.wmf]Yes       [image: image8.wmf]No

5. Do you want FOBS to do all the data entry?       [image: image9.wmf]Yes       [image: image10.wmf]No

6. Do you want FOBS to do month-end and year-end maintenance and produce financial statements?      [image: image11.wmf]Yes       [image: image12.wmf]No

7. How much time do you think you will need to devote to working with QuickBooks to get it up to date and keep it achieving a relatively easy weekly/monthly routine to maintain your financial records? [image: image13.wmf]1-2 Hours [image: image14.wmf]3-4 Hours[image: image15.wmf]5-6 Hours [image: image16.wmf]7-10 Hours [image: image17.wmf]Weekly  [image: image18.wmf]Monthly
8. What is the start date of your business?           /  /  
YYYY/MM/DD
9. Are you a sole proprietor?       [image: image19.wmf]Yes       [image: image20.wmf]No

10. Are you an incorporated company?       [image: image21.wmf]Yes       [image: image22.wmf]No

11. Do you have revenue and expenses to enter prior to your start date?       [image: image23.wmf]Yes  [image: image24.wmf]No

12. Do you have records that require conversion from another software package?       [image: image25.wmf]Yes      [image: image26.wmf]No.   If yes, please provide name and version of software. _________________________________________
Are the records current?    [image: image27.wmf]Yes        [image: image28.wmf]No.         If No, how many months backlog is there?     
13. Whether a client sells products or services, any line item included on an invoice must be on the QuickBooks Item list.  Do you have a list of items that you commonly sell?  An item will be added for each type of charge that appears on an invoice.                                       [image: image29.wmf]Yes  [image: image30.wmf]No

14. Do you charge sales tax?       [image: image31.wmf]Yes      [image: image32.wmf]No.      If you charge sales tax, we make sure the sales tax codes, sales tax items and sales tax agencies are correct. We will review the sales tax preferences and adjust the default sales tax codes if necessary.

15. Do you have expenses related to income (revenue)?      [image: image33.wmf]Yes     [image: image34.wmf]No.   Items are how you associate an income account with goods or services you issue invoices for, so it is important that you set up items correctly to generate meaningful financial reports.
16. QuickBooks can create jobs for clients and this is useful if you have an ongoing client who has different needs and you want to determine how many customers use a particular service.  Do you have a need to create jobs?      [image: image35.wmf]Yes       [image: image36.wmf]No

If so, we will create customer types. For example, you can use customer types to distinguish between corporate and individual customers, or to distinguish between wholesale and retail customers. If you want to track jobs (or projects) for each customer, make sure you know the amount owed to the client for each job as of the QuickBooks start date.

17. Do you deal with customers who in turn collect taxes?  [image: image37.wmf]Yes [image: image38.wmf]No   If so, we need to complete all of the information requested in the Customers & Jobs list. If a customer is registered to collect sales tax, we need to obtain their Business Number and enter it in the customer's record on the Additional Info tab.

18. You can set up different price levels and associate them with specific customers. Each time you create an invoice, credit memo, or sales form for that customer, QuickBooks will use the price level associated with that customer to calculate the rate for service, inventory, and non-inventory items.
Is this something you would need for your company? [image: image39.wmf]Yes  [image: image40.wmf]No

19. For a new QuickBooks company, you need to enter the opening balance for each customer as of the QuickBooks start date. You can enter an opening balance when you add each customer to the Customers & Jobs list, or you can create a summary invoice for each customer using an item called "opening balance." Assign the item to the appropriate income account.
Each invoice should have a date earlier than the QuickBooks start date. Do you have a list of these invoices and the balances owing? [image: image41.wmf]Yes       [image: image42.wmf]No

20. QuickBooks enables you to create custom fields for customers. For example, if you want to track additional information for customers, such as the customer's administrative assistant or region, you can add custom fields to the Customers & Jobs list.

Do you want to do this?      [image: image43.wmf]Yes       [image: image44.wmf]No

21. Do you have vendors?      [image: image45.wmf]Yes      [image: image46.wmf]No.  If yes, before adding the vendor information, we need to determine whether you will want to sort the list later based on the type of vendor. If so, we will create vendor types. For example, vendor types allow you to distinguish between vendors who provide business supplies and those who provide materials.

22. Do you have invoices to enter from vendors in QuickBooks?      [image: image47.wmf]Yes       [image: image48.wmf]No

For a new QuickBooks company, we enter the opening balance for each vendor as of the company start date. You can enter an opening balance when you add a vendor to the Vendor list, or you can create a summary bill for each vendor in the Enter Bills window. If you create a summary bill, assign the amounts to the appropriate expense account. Each vendor bill should have a date earlier than the QuickBooks start date.

23. Do you have Vendors who have account numbers?       [image: image49.wmf]Yes      [image: image50.wmf]No.   If yes, in the Vendor list, use the Account field (on the Additional Info tab) to record your account number with the vendor. QuickBooks puts this information in the Memo field of cheques that pay bills from this vendor. If the vendor should receive a T4A at the end of the year, click the Additional Info tab and select the "Vendor eligible for T4A" checkbox. For vendors registered to collect sales tax, obtain the Business Number and enter it in the vendor's record on the Additional Info tab.

24. Do you have subcontractors?      [image: image51.wmf]Yes      [image: image52.wmf]No.  If the vendor is a subcontractor to whom you pay services, click the Additional Info tab and select the "Vendor eligible for T5018" checkbox, and enter the subcontractors Business Number or SIN.  Canada Revenue Agency requires this information.
25. Do you need to store additional information about vendors?      [image: image53.wmf]Yes      [image: image54.wmf]No.      To store additional information about vendors (such as region), you can use a custom field.
26. Do you have employees?     [image: image55.wmf]Yes      [image: image56.wmf]No.  
   If yes, do you intend to use QuickBooks Payroll to pay them?   [image: image57.wmf]Yes    [image: image58.wmf]  No.  How many employees?_________
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