
 
Practice Management 

 

 
 
 

 
 
 
THIS MANUAL AND ALL THE FORMS, PROCEDURES, ETC. REQUIRE MICROSOFT OFFICE 
SOFTWARE TO ACCESS THEM FOR CUSTOMIZATION 
 
 
 
 
 
 
 
 



 2

TABLE OF CONTENTS 
 
RECOMMENDED EQUIPMENT & SUPPLIES…3  
 
RECOMMENDED FORMS & PUBLICATIONS…4  
 
PROCESSING FORMS & PROCEDURES…5 to 31 
     

New Client Set-Up & Billing Estimate – 5 Great Sales & Closing Tips 
Accounting Proposal – Non binding good faith estimated fee proposal   
Monthly Bookkeeping Checklist for the Client – Don’t Make Two Trips  
Client’s Books & Reports to Prepare Monthly – What do I need to give my Clients 
Preparing the Client’s Master Files for Your Records – What should I keep 
Monthly Client Write-Up Master Control Checklist – What’s been done  
Manual Bank Reconciliation Form – I prefer a Bank Rec. to be done first 
Excel Bank Reconciliation Form – Foolproof form that ties back to Bank Stmt. 
Client’s Checkbook Adjustments and Payroll Tax Deposits Due – A must 
Client’s Payroll Computation Work Sheet – Teach your Clients to do own payroll 
Client’s Monthly Cash Recap – Where is my Money 
In house Quarterly Payroll Tax Returns Reconciliation & Tax Expense to Books 
In house Year End Payroll Reconciliation – Very Important before filing W2’s 
Computation of Payroll Tax Deposits Worksheet – Teach your Clients to do it 
Monthly Client Workflow Checklist & Employee Productivity Report   
Master Client’s Tax Returns Schedule (Landscape form on CD in Excel) 
Client’s Internal Daily Sales Reports – 3 Different Types of Business  
General Journal Form – Yes We Still Have to Make the Occasional Journal Entry 
Missing Information & Exceptions Form – Important Staff Communication Tool  
Client Filing Instructions Forms – Keeps it Simple for the Clients 
Sample Letterheads – Customize for Your Practice 
Sample Letter to Client for Monthly Fee Increase – Easy & Painless to Increase Fees 
  
 

  

 
 

 
 
 
 
 
 

 
 


