How to Build An Outsourced
Bookkeeping Business

From KC & Linnea Truby
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Tha job of the CPA is to 'BUY" 15t time customers so they can be moved to
lame full value clients buying your best service's like outsourced bookkeaping

Target bast prospective
cliants

TO sell these sarvices
Accountants use these to get things started

advertising media

Direct Mail Tax Returns

Top Of Google Top Of Google

/

Refarrals Dealegation Magic

Sales Staff Financial Statements

Joint Ventures Full Sanica Boakkeaping
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Full Service Bookkeeping
The Golden Grail
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QB Seminars QuickBooks Support

Trade Shows Financial Planning

Newspapar Ads Businass coaching

Speaking & Seminars Bookkeeping - Write up
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Telemarketing Sales Tax

Paperless Ovemight / cut labor
Liza dual manitors for bast resuks

Take your saved
time & see more
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production or finance Record how you want = Dual 24" monitors cut labor
system on your list the work done - then delegate by 2 hours a day

Buuld me next marketing,




Remember the E-myth
All businesses need 4 systems

A Lead generating System

A Sales conversion system

A Delivery and fulfillment system
Administrative processes and systems



The most dangerous number in
business is ONE

In the past we sold one thing “Accounting”
Generally in one way “Referrals”
That's why so few accountants are rich.

To build a great business you should offer dozens of
services and products

You should use the top dozen marketing campaigns for
each of those services and products

On the next page is a grid that you can use to set up a
master marketing plan.

Do EVERYTHING if you want to get ‘rich.’
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3 Critical Tasks
That | take on EVERY DAY

How many customers did | buy today?
How many systems did | write today?

How many people did | work with today who
will help me reach my goals?




3 Reasons to Outsource A) Drama




3 Reasons to Outsource B) 5 numbers




3 Reasons to Outsource C) cut cost




Part 1:

The Paperless Work Flow Bookkeeping as a ‘Great Business’ tool

-

a: From 9 to 7 run your business

N

We then review the data to find what
generates your profits and help you focus
on creating more cash flow.
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Throw source documents on the fax
machine or scanner 1 or 2 times a day
and hit send.
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We hand read, name and index every page for your
fast retrieval in our Paperless Work Flow system.

A retired CPA or Sr. bookkeeper
reviews all transactions, daily.

College graduate accountants
do the basic data entry. They are QuickBooks
Certified Pros.

The High Speed business cycle



How we do this...

Every small business has about 100 Critical Functions
That MUST be done right ALL the time.

BEUILDIMNG LISTS

Chart of Accounts
Bank
Aoccounts Recenrable
Other Current Asset
Fied Assast
Other Asset
Aoccounts Payable
Loam
Credi Cand
Other Current Lialoility
Lorng Term Liability
Equity
Inoome
Cost of Goods
Expensea
her Income
Cher Expense

tems & Servicaes
Serwvice
Mo imrenotry Part
Other Charge
Subtotal
Eroup
Discount
Payy ment
Assemblies

Fixed Assaet It=m List

Frice Lewsel List

Eilling Rate Lewel List

Pagyroll Item List

Class List

Wendor Lists
1099 Vendors

Customer List

Employes List

Other Names List

Customer and Profile Lists
Sales Rep List
Customer Type=s List
“Wandor Type List
Jolb Type List
Terms List
Customer Message List
FPapyment Method List
Ship “Wia List
Wehicle List

Taemplates

Plemorized Transaction List

We come to your office for a few hours at a time and quietly work in the back
ground to isolate and document your critical events.

Most of the time, this ‘knowledge’ exists in the minds of the owner and the
top few employees, but no where else.

BAMEING

Fecord Deposits

Emer Checks

FPrint Checks

Send Online CShecks
Transfer Funds

Emter Credit Card Charges
Reconcile

WENDCORS

Emeaer Purchase Oorders
Feceive Inwventory
Feceive Inventorny with Bill
Ent=r Bill

Pany Bill

Emaer Sales Tax

Pay Sales Tax

Refunds

Credits

CUsSTOMERS

Enmter Sales Order

Emaer Estimates

Create Inwoice from Sales Order
Create Inwoice from Estimate
Create lnwvoices

Create Involice from Time & Expense
FProgress Invoice by 2o

Progress Invoice by $

Emaer Statemeart Charges

Send Statemeaents

Create Sales Receipts

Assess Finance Charges

Issus Refunds

Issuse Credits Memos

Apply Credit to Inwvoice

EMPLOYEES - Assisted Payroll
Enmer Time Sheets

FPay Employeeaes

Send Payroll Data

SGEMERAL
Enmesr Budget
Journal Entries



How we do this...

Every bookkeeping item on the list of 100 Events is broken down into steps and

put in a check list, then flow charted over the next few months, as we figure out
how you make money today.
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Secret number one to how it works...

Nothing happens in business that does not generate a
plecI:e of paper in 30 seconds. Our secret management
tool is..

That plece of paper IS the task”

So we capture that page /task
and track the work associated

with it through the business cycle



How we do this...
We developed and manage a hierarchy of skill. Each person
does only the work they are good at and delegate the rest “up” the skill chain.

I\

Completed Work for
SME < delivery to SME
(Business Client)

US BKP moves pgs & tasks up to
CPA for review and delivery to US CPA CPA
—ME—— A

C.A. completes work they can do .
and delegates the rest up to US us Senior

BKP Bookkeeper Bookkeeper

What TEC cannot do, due to lack Chartered 85%

of skill, elevated to C.A. Accountant  completion

Your bookkeeping T
goes into the

Based on page name,type of Graduate 65%
WOF]( FlOW transaction-sy-?é%m delegates to Accountant Completion

All work enters the flow at
the bottom. The DOT names DOT
L thepages

Naming
15




How we do this...

Your QuickBooks file and documents are posted
to secure servers (20 times more secure than your office)
with real time back up, virus and hacking protection.
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QuickBooks is hosted at
Right Networks in Boston

Paperless Work Flow

in Allen$=ywn, PA

All of our team members have 2 or more monitors linked
to the respective servers.



