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ABOUT DIANE GARDNER: 

Diane’s expertise lies in the area of tax planning. Her goal is to make sure 
successful entrepreneurs across the United States are paying the least amount 
of income tax they can legally pay. As a tax coach, she offers a FREE tax analysis 
for those interested in finding out if they are overpaying their income taxes. Her 
goal is to save taxes one business at a time through the use of pro-active tax 
planning. 
 
Diane Gardner, Best-Selling Author & Quilly Award Recipient, is the author of 
the following books: 
 

• Stand Apart: The World’s Leading Experts Reveal Their Secrets to Help Your Business Stand Out From 
The Crowd To Achieve Ultimate Success, featuring Dan Kennedy 

• Obamacare Survival Guide 
• 10 Most Expensive Tax Mistakes That Cost You Thousands 
• Why Didn’t My CPA Tell Me That 
• Stop Overpaying Your Taxes 
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GET OFF THE WHEEL 

PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 
PROCEDURES MANUAL 

 
  

ADMIN PROCEDURES 
  
 Admin 1 

 Adding Blog to Website 
 Adding New Client Info into Constant Contact 
 Adding Talk It Up to Constant Contact 
 Adept Client Files 
 Binding Machine 
 Bulk Mail 
 Burning CDs 
 Certified Mail 
 Changing Voice Mail 
 Christmas Cards 
 Client Appreciation Event 
 Client Birthday Cards 
 Client Change of Address 
 Client Change of Address Form 
 Credit Card Processing 
 Employee Exit 
 Employment Interview Packet 
 ABS Star Profile-Accountant/Tax Manager 
 ABS Star Profile-Bookkeeping Manager/Tax Preparer 
 ABS Star Profile-Receptionist/Admin Assistant 
 Accountant Questionnaire 
 Admin marketing Assistant Questionnaire 
 Bookkeeper Questionnaire 
 Reception Admin Assistant Questionnaire 
 Background Check 
 Background Check Form 
 Scare Sheet 
 Greeting Clients 
 How to Merge Mailing Labels 
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Title of Policy:  Client Birthday Cards 

 
Department:  Admin 

 
Create Date:  11/4/13 

 
Revision Date:     4/30/15 

 
1. Rationale or background to policy: The Receptionist is responsible for addressing the 

envelopes of all birthday cards, writing Dear (client’s name), at the top of the card and routing 
throughout the office for signatures.  All cards come back to Receptionist for filing in box at her 
desk and then mailing. 

 
 

2. Procedures: 

 Client birthday cards are done monthly except for January-May cards which are done in 
advance  due to busyness of tax season.  January through May will be completed at the 
end of fall for next year’s birthdays. 

 Print out the appropriate birthday list for the month being worked on and give to Diane 
to finalize.  If she crosses out any client’s, then these names need to be taken off of the 
birthday list. Also possibly taken off the following lists: Complete Mailing List, TPS 
(inactive – ask first), Anniversary List, and Constant Contact. 

 Print out edited birthday month and grab a handful of cards, located in drawer in 
Receptionist area for his and hers or generic, and begin addressing the envelopes. At 
the top of the birthday card write Dear (client’s name), and sign your name at the bottom 
of the card. Don’t forget to write the month and date of birthday in pencil at the upper, 
right-hand corner of envelope where postage will be placed. 

 When the entire month has been addressed, wrap a rubber-band around the envelopes 
and route to office staff. 

 When everyone has signed the cards, they will come back to the Receptionist and they 
will be filed in the basket on the Receptionist’s desk ledge. 

 Before sending, verify addresses in Lacerte and TPS. 

 Cards are sent out between two days and one week before birthday date (depending on 
client’s address.) Cards should be checked daily. 

 Cards scheduled for Saturdays and Sundays should be mailed the Wednesday before. 

 Cards scheduled for Mondays and Tuesdays should be mailed the Thursday before. 
 
  

http://www.getoffthewheel.com/


 

Copyright 2015                                       www.getoffthewheel.com                                                                     5 
 

GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 
  

ADMIN PROCEDURES 
  
 Admin 2 

 Lending Library 
 Logging in Bookkeeping 
 Logging in Bookkeeping Form 
 Mail 
 Mailing Books 
 Mailing Books Thank You Letter 
 Mastermind Monthly Meetings 
 Meter Readings 
 Meter Readings Form 
 Monthly Print Newsletter 
 New Client Onboarding 
 New Client Onboarding Category Checklist 
 New Employee Materials 
 Form W-4 
 Employment Eligibility Verification Form 
 New Employee Form 
 Time Off Request Form 
 Employment Record 
 Employee File 
 Employee Salary Record 
 Employee Information Update 
 Opening  and Closing Office 
 Petty Cash Box 
 Phone Procedures 
 Postage Machine Procedures 
 Prospect Follow-up Letters 
 Returned Mail Updating 
 Staff Meeting Prep 
 Thanksgiving Cards 
 Toner Supplies & Copier Maintenance 
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Title of Policy:  Phone Procedures 
 

Department:  Admin 
 

Create Date:  10/9/13 
 

Revision Date:       4/30/15 

 
3. Rationale or background to policy: To establish a telephone answering policy for those 

employees regularly required to answer the telephone. The caller’s first impression of the 
business frequently results from the manner in which telephone communications are 
perceived. An individual’s voice, attitude, and telephone courtesy are critical elements for a 
successful business. 

 
It is the philosophy of Adept Business Solutions that every caller is entitled to:  
 1. a prompt response to his or her call  
 2. a sincere and "smiling" tone of voice  
 3. employees who are ready and eager to help  
 4. polite and efficient service 

 
 

4. Procedures:   
Answer Professionally:  

 Always project a professional and friendly tone and provide a quick orientation for the 
caller. Specifically, all outside calls must be answered by: - using at least one of the 
following "Friendly Phrases":  

    "Good Morning" (or Afternoon) “Adept Business Solutions” “This is    
 (your name) “How may I help you?” 

 Answer Calls Promptly - all calls should be answered in 1-3 rings. 
 If receptionist does not pick up in two rings, next person in line in the office will answer 

the phone. 
In situations where one person is responsible for helping customers in person and answering 
the phone, the following procedures should be followed: 
If on the phone when a customer walks in:  

 Visually acknowledge the person waiting for you. 
 Indicate that you will be right with them. 
 If the phone conversation may be lengthy, ask the caller to hold for a moment and ask 

a co-worker if they can take the call. 
If you are helping a customer in person when the phone rings: 

 If co-worker does not pick up by third ring then answer the phone and say something 
like: 

 Excuse me just a moment. 
 "I'm sorry, I'm helping someone at the counter right now. Would you like to hold 

for a minute or two, or may I call you back?" 
 
Directing and Responding to Calls: 
When a call needs to be screened, politely ask the caller: 

 "Who shall I say is calling, please?" -or- "May I tell her who's calling, please?" 
 "And what shall I say this is regarding?" 
 NOT: * "Who's calling?" . . . . . "What's this about? 

Transfer/Announce Informatively  
Whenever transferring, announce the call and give all parties pertinent information:  
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 Provide the receiver of the call with: 
 The name of the caller, if known. 
 The nature of the call. 
 The disposition of the caller. (i.e. annoyed or very angry)  

If the extension transferred to is busy or the co-worker is not at her desk: 
 Return to the caller, explain that you are unable to transfer at this time and offer to take 

a message. 
 Take complete messages on an appropriate phone message pad 
 Make sure to take down complete and clear information, i.e.: 

 Name of caller 
 Phone number with area code 
 Nature of call 
 Time 
 Date 

 
Checking voicemail: 

 This is done first thing in the morning, after lunch and after all staff meetings 
 Dial 687-0086 - press _______ - press 1 
 Listen to messages, write down all information and distribute as needed to staff 
 Erase messages by pressing 3 
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GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 
  

ALL STAFF PROCEDURES 
 

 Accepting Payments 
 Accidents on Company Time 
 Confidentiality of Client Information 
 Conflict Resolution 
 Correcting a WIPed TPS Entry 
 Creating Systems 
 Dress Code 
 Driving on Company Business 
 Errors 
 Faxing 
 Fax Cover Form 
 Fund Raisers 
 General Maintenance 
 How to Enter Into Time Sheets & TPS 
 Daily Time Sheet 
 Keeping Areas Clean & Neat 
 Kitchen Duties 
 Mileage Reimbursement Entry 
 Mileage Reimbursement Form 
 Office Supplies 
 Office Supplies Checklist 
 Outside Appearance 
 Scanning 
 Screen Savers/Software 
 Shipping Personal Items 
 Staff Lunchtime Guidelines 
 Upset Clients 
 Using ShareFile 
 Vacation Requests 
 Time Off Request Form 
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Title of Policy:     Accepting Payments 
 

Department:  All Staff 
 

Create Date:  1/28/15 
 

Revision Date:     3/16/15 

 

5. Rationale or background to policy: If receptionist is not available another employee may be 
in a position to accept payment from a client. 
 

 
6. Procedures:   

 
A. CREDIT CARD: fill out a white credit card slip located next to the receptionist’s inbox.  Fill 

out all information and leave in receptionist’s inbox to be processed.  

 If customer wants a receipt emailed to them, please write email address on the form. 

 If customer wants a receipt mailed to them, please write address on the form. 

 Full credit card processing instructions are in the Admin Procedures section of the 
procedures manual. 

 
B. CHECKS: should be made out to Adept Business Solutions.   

 Attach check to customer’s invoice (if there is one).   

 If no invoice, stick a post-it note on the check indicating what it was for. 

 Check and documentation will go in the second drawer of first filing cabinet in 
bookkeeping office area during tax season in “tax payments” file. Outside of tax 
season, all payments go directly to Diane.   

 Post-dated checks are placed in the “post-dated check” file. 
 

C. CASH: Give customer a written receipt.   

 Receipt book is in the top drawer of receptionist’s desk.   

 One copy to customer, the other copy attached to the invoice and placed in “tax 
payments” file in second drawer of filing cabinet.   

 Cash is put in petty cash box. 
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GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 
 

BOOKKEEPING PROCEDURES 
 

 Assembling the Bookkeeping File 
 How to Use LogMeIn.com 
 Preparation of Journal Entries 
 Journal Entry Template Form 
 Journal Entry Client Example Form 
 Preparing 1099 Forms 
 1099 Forms Processing Checklist 
 Client 1099 Vendor Checklist 
 Preparing Bank Reconciliations 
 Preparing Bank Reconciliations Form 
 Reconciliation of Credit Card Statements 
 QuickBooks 

 Create an Invoice in QB 
 Download QB backup from Client Portal 
 QuickBooks Cleanup 
 Restore QB Backup 
 Upgrading Clients to Newer QB Version 
 Voiding a Check Through QB 

 Miscellaneous Bookkeeping Forms 
 Bookkeeping Client Instructions 
 Bookkeeping Engagement Letter 
 Bookkeeping Follow Up Sheet 
 Client Sales Tax Return Checklist 
 Monthly Information Sheet 
 Monthly Sales Tax Return Instructions 
 Quarterly Sales Tax Return Instructions 
 Sales Tax Follow Up Sheet 
 Monthly Bookkeeping Checklist 
 Sample Dashboard 
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Title of Policy:  Preparing Bank 
Reconciliations 

 
Department:  Bookkeeping 

 
Create Date:  12/4/13 

 
Revision Date:     4/30/15 

 
7. Rationale or background to policy: Accurate financial statements and reports begin with an 

accurate bank reconciliation. 
 

 
8. Procedures:   

 Copy checks or check register 
 Copy bank statement 
 Open QuickBooks or Excel 
 If QuickBooks-input the checks, debits and deposits 
 Check off the deposits from the check register against the bank statement 
 Check off the checks from the check register against the bank statement 
 Check off the debits and other charges from the check register against the bank 

statement 
 Make any necessary corrections or changes (bank charges, interest, etc.) 
 Print the bank reconciliation-2 copies (one for bookkeeping file and one for client) 
 Stamp “client copy” on 1 copy and staple with the original bank statement 
 Clip our copy (for bookkeeping file) to back of staples ‘client copy” for review 
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BANK RECONCILIATION 
  

        NAME OF CLIENT     MONTH 
 

  
 NAME OF BANK     PREPARED BY   
 

        G/L ACCOUNT 
BALANCE 

 
  BALANCE PER BANK STMT   

   
  DEPOSITS IN TRANSIT: 

 
  

ADD DEBITS: 
 

  
   

  

DEPOSITS               

                

                

                

                

                

                

                

TOTAL DEBITS 0.00    TOTAL IN TRANSIT 0.00    

     TOTAL 
  

0.00       TOTAL 
  

0.00  

        LESS CREDITS: 
  

OUTSTANDING CKS: 
  checks and debits     CURRENT   0.00    

        PREVIOUS   0.00    

                

                

                

                

TOTAL CREDITS 0.00    TOTAL O/S CHECKS 0.00    

     BALANCE  PER G/L 
 

0.00       BALANCE  PER STMT 
 

0.00  

        

   

OUTSTANDING 
CHECKS 

   

                        

NUMBER AMOUNT NUMBER AMOUNT NUMBER AMOUNT NUMBER AMOUNT 

             debit   
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TOTAL 0.00  TOTAL 0.00  TOTAL 0.00  TOTAL 0.00  
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 GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 

  

MANAGEMENT PROCEDURES 
 

 Contracts and Agreements 
 Employee vs Independent Contractor-Temporary Help 
 Evaluating Employees Pay 
 Gift Certificates 
 Making Deposits 
 Pay Scale & Effective Date 
 Processing of In-House Payroll 
 Recording Attendance 
 References of Former Employee 
 Signs That a Client is a Potential A/R Risk 
 Miscellaneous Management Forms 

 Applicant Rejection Letter 
 Rejection of Applicant Letter 
 Resume Acknowledgement Letter 
 Accountant Tax Preparer Questionnaire 
 Admin Marketing Assistant Questionnaire 
 Bookkeeper Questionnaire 
 Reception Admin Assistant Questionnaire 
 Employee Policies and Procedures 
 Non-Disclosure of Trade Secrets Form 
 Exit Interview Form 
 ABS Star Profile-Accountant Tax Manager 
 ABS Star Profile-Bookkeeping Manager 
 ABS Star Profile-Receptionist Admin Assistant 
 Admin Assistant Bookkeeper Job Description 
 Admin Marketing Assistant Job Description 
 Bookkeeper Assistant Job Description 
 Bookkeeper Tax Preparer Job Description 
 General Manager Job Description 
 Office Manager Job Description 
 Staff Accountant Job Description 
 Receptionist Admin Assistant Job Description 
 Senior Accountant Tax Manager Job Description 
 Senior Staff Accountant Tax Preparer 

     Job Description 
 Reception Admin Performance Review 
 Tax Preparer Bookkeeper Performance Review 
 Employee Referral Program 
 Employee Referral Program Form 
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Title of Policy:  Evaluating Employees Pay 

 
Department:  Management 

 
Create Date:  10/10/13 

 
Revision Date:     3/18/15 

 
9. Rationale or background to policy: It is your manager’s responsibility to review your pay at 

least once a year. Adept Business Solutions believes that pay increases should be related to 
an employee’s performance. Following performance reviews, the supervisor/manager will rank 
the employee’s performance according to his or her relative level of contribution to the 
company. 

 
 

10. Procedures:  Factors will include how well the employee has met the objectives agreed upon 
in the last review and the employee’s level of contribution to the success of the 
department/division relative to other employees. The supervisor/manager will rank all 
department/division employees in one of five groupings: 

1. Outstanding 
2. Very Good 
3. Good 
4. Marginal 
5. Unsatisfactory 

Any employee receiving a rating of 4 or 5 must be put on warning with a corrective action plan to 
address the issues identified. 
 
A decision relating to the employee’s merit increase in pay will be made by the 
supervisor/manager after the review and ranking process has been completed. Merit increases in 
pay are neither automatic nor periodic. They are reserved for employees who show skills 
improvement and higher than average performance. Information about rates of pay and merit 
increases in pay, if any, are deemed to be confidential matters between the company and each 
employee and are not to be discussed among employees. 
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Adept Business Solutions 
Job Description: 
Position: Office Manager/Bookkeeper/Tax Preparer 
Basic Job Functions: 
Office Manager –  
Manage office staff:  

 train and supervise staff 

 serve as a role model for other staff in reflecting firm values, procedures, and 

service models 

 understand firm ethics and demonstrate them constantly 

 keep client work scheduled in advance so employees always have sufficient 

projects to work on 

 follow up in getting client work in the office 

 delegate client projects to staff members 

 monitor tax notices and report  at weekly staff meeting 

 weekly payroll and sales tax update at staff meeting 

 monitor billable and non-billable time for bookkeeping and tax staff 

 schedule Friday/Saturday work hours as needed 

 monitor deadlines – tax, bookkeeping, and payroll 

 assist bookkeeping and  tax staff in client meetings 

 monitor monthly billings – compare to budget 

 watch for ways to increase efficiency 

 bring important staff or client items to Diane’s attention 

 monitor A/R balances & work with clients as needed 

 attend weekly admin meetings 

 follow up to make sure all staff are meeting goals  

http://www.getoffthewheel.com/
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 monitor existing bookkeeping system & develop improvements as needed, 

including payroll and bookkeeping checklists 

 meet with clients annually to get to know them better & determine if there are 

additional services that might be needed 

 report status of projects and employees to Diane 

 Download QB backup files to QB data file 

 
 

Bookkeeper –  
Church & other client bookkeeping 
Payroll processing, payroll tax deposits, payroll tax returns 
Preparation of sales tax returns 
Review staff members’ work: bookkeeping, payroll tax returns, etc. (Financial 
statements & quarterly payroll tax returns to be reviewed by Diane/Ronda) 
Schedule estimated tax payments electronically for various clients 
Assist bookkeeping and tax staff as needed 
Continuing education 
 
 
 
Tax Preparer -  
Tax Return Preparation - individuals 
Assemble tax returns as needed 
Continuing education  
 
Other duties as assigned 
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GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 

  
PAYROLL PROCEDURES 

 
 Add Client to QB Subscription 
 Duplicate W-2 Requests 
 Filing Unemployment Tax Returns 
 Final Review of Payroll Tax Returns 
 Idaho Quarterly Employers Unemployment Report On Line Zero Reporting 
 Monthly Tax Deposit 
 Monthly Payroll Tax Deposit Checklist 
 Monthly Payroll Tax Process Checklist 
 EFTPS On Line Worksheet 
 Monthly Payroll Deposit Instructions 
 Payroll Processing 
 Payroll Tax Procedures 
 Quarterly Payroll Tax Return Checklist 
 Quarterly Payroll Tax Returns Form 
 Quarterly Annual Payroll Reconciliation Form 
 Annual Payroll Tax Tech Review 
 Quarterly Payroll Tax Instructions 
 Quarterly Payroll Tax Instructions-QB 
 Quarterly Payroll Tax Return Instructions 
 ID Annual Payroll Tax Return Instructions 
 Review Quarterlies 
 Miscellaneous Payroll Forms 

 Quarterly Payroll Processing Checklist 
 New Employee Hire Information 
 Payroll Client Instructions Form 
 Payroll Follow Up Sheet 
 2015 W-4 Form 
 Form I-9 Information 
 SUI Corporate Officer Exemption Form 
 State Insurance Fund Report Checklist 
 Payroll Engagement Letter 
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Title of Policy:  Monthly Tax Deposit 
 

Department:    Payroll 
 

Create Date:      
 

Revision Date:     3/18/15 

 

1. Rationale or background to policy:  
 

 
2. Procedures: 
 
Federal EFTPS for Instapay clients: 
 Print check register for month (1/1/11-1/31/11 
 Print Earnings Report (under top report/checks tab) 
  Earnings & Liabilities for same period (1/1/11-1/31/11) 
Under Earnings: highlight Medicare, social security, US wh 
Under ER Liabilities: highlight Medicare, social security 
 Run 2 tapes, tear off and attach the tape to earnings and liability report – one for actual 
deductions and one for percentage. 
 
To double check manually: multiply gross P/R amount x 6.2%. 
 Add the above amount to FWT, (EE) Soc. Sec, (EE) Medicare x 2 
 On check register (should be within .01 - .02 cents. 
 
Put this amount on purple instruction sheet in each category. Run a tape to be sure $’s match. 
 
Schedule tax payment online – EFTPS payments are due the fifteenth of month. Ex. Nov. taxes 
are due Dec. 15th. 
 
Go to EFTPS.com, check make payment, EIN, PIN, Password, next, tax payment, type in 
amount, quarter date, date to take out, next, enter social security, Medicare, FWH amounts, next, 
if correct, make payment. Click on printer friendly version – 2 copies. Click back button and click 
finished near bottom of page, logout. Stamp client copy on client copies. 
 
Make copy of confirmation for our file and client’s file. 
 
If client does not have payroll for the month and they have a state of Idaho coupon in their folder 
you need to file a zero return. 
 
Idaho State Withholding coupon amount for the month is on check register under SWT total – 
circle it and put $ amount on purple sheet. Fill out coupon, make a copy for our file and client. 
 
Idaho online tax payment instructions: Log on to  Idaho State Tax website. 
 
 
Login: Bookkeeper@adeptbusinessservices.com 
PW: __________ 
Make copy of purple sheet for us 
 
Give client purple sheet, EFTPS confirmation (stamp client copy), coupon with envelope or online 
confirmation. Also include a copy of the coupon marked “client copy.” 
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Deliver with first payroll of the month, last payroll of previous month or mail. 
 
Idaho Tax online payment: 
 
Go to www.accessidaho.org – on right click e-pay 
Click Taxpayer Access Point (TAP) new tab will open 
 
Login: Bookkeeper@adeptbusinessservices.com 
PW: __________ 
Click login 
 
Go to account you want to pay or change 
Click blue withholding tax 
Now you can pay tax or edit information 
 
If there are zero coupons to file go ahead and fill them out and sign them, make a copy for 
the file only and put all zero returns in one envelope to the state for mailing. 
 
For Federal tax deposit do not do the calculation part – just use the tax amounts paid on the 
Earnings and Liabilities report. 
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ADEPT BUSINESS SOLUTIONS

MONTHLY PAYROLL TAX DEPOSITS                                            RECONCILE THE THIRD MONTH OF EVERY QTR

                                                                    BY RUNNING A THREE MONTH PAYROLL SUMMARY AND SUBTRACT FIRST TWO PAYMENTS

MONTH ENDING

DATE DATE HOW

FEDERAL DEPOSITS PREP'D INT. REV'D DELIVERED NOTES

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

DATE DATE HOW

IDAHO DEPOSITS PREP'D INT. REV'D DELIVERED NOTES

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37
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DATE DATE HOW

IDAHO DEPOSITS PREP'D INT. REV'D DELIVERED NOTES

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37
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ADEPT BUSINESS SOLUTIONS, LLC

MONTHLY PAYROLL TAX PROCESS CHECKLIST

CLIENT NAME:

MONTH:

PAYROLL SOFTWARE:

√ NAME

PRINT CHECK REGISTER FOR MONTH

PRINT LIABILITY REPORT FOR MONTH

ON LIABILITY REPT. HIGHLIGHT GROSS,FED,EE FICA & MED

RUN TAPE ON HIGHLIGHTED AMOUNTS TAPE TO REPORT

RUN TAPE ON GROSS X 7.65% AND ADD FED & MEDICARE

FILL OUT MONTHLY DEPOSIT INSTRUCTION SHEET

PAY FEDERAL ONLINE-MAKE 2 COPIES-STAMP ONE CLIENT COPY

PAY STATE ONLINE-MAKE 2 COPIES-STAMP ONE CLIENT COPY

REVIEW ALL WORK BEFORE GIVING TO GWEN FOR REVIEW

SPECIAL INSTRUCTIONS:

http://www.getoffthewheel.com/
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EFTPS - ON LINE WORKSHEET    

       

TAXPAYER NAME:      

EIN#       

PIN#       

PASSWORD:      

       

TAX FORM: 941 940 OTHER   

       

TAX TYPE: FEDERAL TAX DEPOSIT   

       

PAYMENT AMOUNT:  $    

       

1. SOCIAL SECURITY $    

2. MEDICARE  $    

3. TAX WITHHOLDING $    
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Adept Business Solutions 
Monthly Payroll Deposit Instructions 
 

Date: ________________ 
 

Client Name: __________________________________ 
ALL CLIENTS: 
Your EFTPS payroll tax deposit for the month of 
__________________ in the amount of $_______________ is 
scheduled for withdrawal on __________________.  Please be sure 
funds are available. 
If you schedule your own EFTPS, the breakdown is provided 
below: 
  Social Security $ ____________________ 
  Medicare  $ ____________________ 
  FWT   $ ____________________ 
IDAHO CLIENTS: 
Please make a state withholding payment in the amount of  
$ _______________ by ________________ using the attached 
coupon and envelope.  If you have your own forms, please fill in 
the appropriate amount and mail to : 
    STATE TAX COMMISSION 
    PO BOX 76 
    BOISE, ID  83707 
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GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 

  

TAX PROCEDURES 
 

 E-file Check Procedure 
 Forms Needed for NOL Carryback 
 How to E-file Tax Return 
 Labeling Tax File Documents 
 Tax Extension Preparation 
 Tax Extension Letter 
 Tax Preparation 
 Tax Return Assembly 
 Tax Return Various Assemblies 

 Corporate Tax Return Assembly-Paper Filing 
 Individual Tax Return Assembly-Electronic Filing 
 Individual Tax Return Assembly-Paper Filing 
 Partnership Tax Return Assembly-Paper Filing 

 Tax Return Review 
 Miscellaneous Tax Forms 

 Tax Return Routing Sheet 
 Tax Reconciliation Form 
 Individual Tax Return Checklist 
 Business Tax Return Checklist 
 Client History Card 
 Miscellaneous Questions 
 Client Satisfaction Survey 
 Questions for Tax Accountant 
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ADEPT BUSINESS SOLUTIONS 
TAX RETURN ASSEMBLY 

 
Each tax return will have three sections: Supplies: 
Preparer copy     Large brown envelope 
Client copy      Any informational sheets 
Government copy – paper filing only  Privacy Policy 
       Green client folder 
       Thank You card with envelope 
        
Individual – Electronic filing - Order of paperwork given for assembly: 
 
There will be 3 copies of billing invoice – leave the copy in “Preparer’s copy,” set other 
copies aside. 
 
Installment Agreement: there will be two copies, place both on top of completed return 
pile.  
  
Routing sheet 

 
Preparer copy: (our file copy) 

 Routing sheet 
 Pull “Preparer File Copy” sheet and discard 
 Pull 8879-place red check marks where to sign along with yellow sign here  arrows and 

set aside 
 Entire packet behind routing sheet 
 Put this packet into client folder to be tied down. Do not tie down the purple sheet, put tie 

down pages behind it 
 
Client copy:  

 Pull “Client File Copy” sheet and discard 
 Set aside invoice 
 Green folder 
 Clients cover sheet with name and address 
 Privacy policy 
 Client instruction sheet – highlight the sentences stating if client owes or is getting a 

refund 
 Tax summary and depreciation sheets are placed at the back of the folder 
 Form 8879 – stamp “Client Copy” 
 Place copies of the tax returns after the Form 8879 
 Stamp first page and signature line of the return “client copy” 
 Staple the return to green folder 
 Set aside invoice 
 Place clients working documents to the back of green folder or if too many docs place 

them under green folder 
 
Vouchers and Estimated Payments: 

 If there is tax due, there should be a voucher for federal or state or both 
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 Place a slip sheet (this has the agency’s name and address) inside letter size window 
envelopes and paperclip voucher to envelope 

 If there are estimated tax payments due there will be slip sheets made out for each 
agency with name and address, estimated tax coupons, and a “Record of Tax 
Payments” sheet with due dates 

 There should be two “Record of Tax Payments” sheets. One goes to the Receptionist 
for her file to send reminders 

 Put the slip sheets inside letter size window envelopes 
 Clip the respective coupons to each envelope 
 Clip the Federal coupons under the left side of “Record of Tax Payments” sheet and 

the State coupons under the right side of “Record of Tax Payments” sheet 
 Place this packet on top of voucher (if any) otherwise on top of returns 

 
Tie down client folder: 
 Routing sheet – be sure to log date, initials and length of time to process 
 All documents under routing sheet 
 
Address Thank You card – place on top of return pile 
 
On manila envelope, write client name and appropriate year tax return in center of 
envelope 
 
In upper right hand corner of manila envelope, write client phone number and amount 
due for tax return processing fee 
 
Tax Return Packet Order from top: 

Thank you card, 3 copies of billing invoice, Form 8879, voucher (if applicable), estimated 
tax coupons (if applicable), green folder, current and prior year tax folders and manila 
envelope.  Rubber band packet and place on Diane’s chair by her door. 
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GET OFF THE WHEEL 
PRACTICE MANAGEMENT SOLUTIONS FOR ACCOUNTANTS 

PROCEDURES MANUAL 
 

 
TAX ADMIN PROCEDURES 

 
 Adding New Client Info Into Lacerte 
 After Tax Season Debriefing Meeting 
 Client Tax Return Pick-up 
 Estimated Payment Reminders 
 Estimated Payment Reminder Cards 
 Final Tax Inventory Report 
 Finished Tax Log Procedure 
 Incoming Calls During Tax Season 
 Individual Status Reports 
 Missing Tax Information Calls 
 Missing Information Notice Forms 
 Organizers-Non Organizer Packets 
 Tax Return Packet Guide 
 Organizer Letter 

 2014 Miscellaneous Questions 
 Prescheduled Tax Appointment Form 
 Audit Protection Plan 
 Individual Client Intake Sheet 
 Individual Tax Return Engagement Letter 
 Tax Return Disclosure Form 

 Non-Organizer Letter 
 Audit Protection Plan 
 2014 Miscellaneous Questions 
 Prescheduled Tax Appointment Form 
 Individual Client Intake Sheet 
 Individual Tax Return Engagement Letter 
 Tax Return Disclosure Form 

 Business Forms Packet Cover Letter 
 Business Client Info Sheet 
 Business Tax Return Engagement Letter 
 Business Tax Return Disclosure Form 

 Organizers Determination 
 Paper File of Tax Return Request 
 Proforma Status Report 
 Pulling Status Reports After Tax Season 
 Tax Appointment No-Show Procedure 
 Tax Appointment Reminders 
 Tax Extension Letters 
 Tax Extensions Intake 
 Tax Log In Procedure 
 Tax Hours Budget Worksheet 
 Tax Return Routing Sheet 
 Tax Prep Billing Summary 
 Tax Prep Turnaround Report 
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 Tax Season Daily Duties 
 Tax Season Hours Worked 
 Tax Season Scheduling 

 
 

 

Title of Policy:  Client Tax Return Pick-up 
 

Department:  Tax Admin 
 

Create Date:  11/13/14 
 

Revision Date:     6/8/15 

 

11. Rationale or background to policy:  
 
 

12. Procedures: 
 

When a client arrives to pick up their returns… 
 Find their file in the right file drawer of receptionist’s desk. 
 
Open up the envelope and pull out the thank you card and set it aside (process and place in mail 

tray after client leaves.) 

Pull out the invoice with the gold thank you sticker on the front and present to client. 

Pull out the additional invoice without the sticker and set aside. 

 If they refuse audit coverage and it is already included on bill, write in corrected amount, 
make note on bill and receipt, and initial. 

 Use a pink highlighter on the clients name on their tax file. 
 Have client sign page 3 of Audit Protection document and place in file. Toss remainder of 

pages. 
 On the History Card, erase amount paid for audit protection, “write declined.” 

 
If client pays with a credit card, the card must be run through Heartland Connect online. Print 2 

receipts, one for client, one for our records. Clip our copy to the invoice we keep, and place in 

the tax payments file. 

If client writes a check, paperclip this to the invoice that was pulled aside and place in the tax 

payments folder in the file drawer. 

If client asks to post-date a check, it can be post-dated for two weeks then place in post-dated 

folder in file drawer. 

If the client pays for the tax return with cash, make sure to fill out a paper receipt from the receipt 

book and give them a copy. Paperclip the other copy to the invoice so that there is record of it 

being paid for with cash, then place in the petty cash box. 

Go over the information in front of tax folder and the numbers with the client 

Place all information back in the envelope except for anything the client has signed. 
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Have them pick out a gift of their choice. 

After client has left you can file the invoice with attached check or credit card receipt in 

appropriate file drawer. 

Any other documentation that was signed will be placed in current years file folder. 

If there is an e-file form, place this on the outside of the file folder and rubber band together.  

This will be taken to the accountant in the back office to be e-filed. If client elects to take the e-

file form for spouse to sign, this is fine to do. Place the file on the shelf with a note stating what 

date the e-file form was taken to their home. This way you can track whether you need to follow 

up with a phone call reminding them to bring this back to our office.  They can also fax this form 

or email it to us as another convenient way for them to do this.   

Make sure to check the post-dated checks file folder and follow up with a phone call if the two-

week time period has passed. They could have forgotten to let us know their tax refund came in. 

If a check arrives in the mail to be applied to tax payment, pull invoice out of “unpaid” folder in 

file drawer and paper clip check to this invoice.  Place in “paid” file folder. 

When taxes are mailed to client, they are always mailed certified.  See certified mail procedure 

for directions. 

If client chooses to forego audit protection, make appropriate entry on client history card and 

highlight file folder tab in pink. 

 
 
 
 
ADEPT BUSINESS SOLUTIONS   TAX   

TAX RETURN ROUTING SHEET   YEAR:   

PREPARER NAME: ____________________     

      

CLIENT NAME:      

      

 DATE NAME TIME SPENT  

APPT/DROP OFF      

PREPARATION      

TECH REVIEW      

REVIEW      

PRINT      

ASSEMBLE      
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BUDGETED  HOURS     

MISSING INFO In:  Out:   

PREPARER NOTES:     

      

      

      

      

      

      

      

      

ASSEMBLY NOTES     

□  Thank you Card      

□  E-File      

□  Paper File      

□  Related People/Companies     

□  Mail Return       
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Diane’s Publications 

 

 “Stop Overpaying Your Taxes” The Government Accountability Office estimates 
that business owners overpay their taxes by $50 billion each year. This is shocking 
news! Most entrepreneurs overpay their taxes simply because they don’t know all 
the various deductions that are available. Learn 11 ways entrepreneurs overpay and 
how to stop it. Finally, an easy to read book that will guide you through the maze of 
self-employed tax deductions. 

 

 

 

 

“Why Didn’t My CPA Tell Me That” is a best seller on Amazon.Most accountants are 
great at recording history but very few are pro-actively working with their clients to 
make sure they aren’t missing the less-than-obvious tax deductions. Find out if you 
are taking advantage of every tax deduction and legal loophole you can. 

 

 

 

“Stand Apart” is a best seller on Amazon. This book defines how your business can 
“stand apart” from your competition. 
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“10 Most Expensive Tax Mistakes That Cost You Thousands” Are You Satisfied 
With the Taxes You Pay? Are You Confident You Are Getting Every Available Tax 
Break? Is Your Tax Advisor Giving You Proactive Advice to Save You Tax? If not, you 
could be wasting precious tax dollars each and every year. 

 

 

 

 

“Obamacare Survival Guide ”This book is filled with information on how this new 
law will affect both you and your business. It also gives information on how you can 
make the most of the new requirements 
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Diane’s Resources 

 

18 Helpful Tips To Save You Money! 

Tax saving strategies that include: 

 Avoid or Defer Income Recognition 

 Max Out Your 401(k) or Similar Employer Plan 

 If You Have Your Own Business, Set Up and 

 Contribute to a Retirement Plan 

 Contribute to an IRA 

 Defer Bonuses or Other Earned Income 

 Accelerate Capital Losses and Defer Capital Gains 
FIND IT ON MY WEBSITE! 

Stop Overpaying Your Taxes 

Learn the best strategies to stop overpaying taxes with this 
amazing download bundle, that includes 2 chapters of Diane’s 
new book Stop Overpaying Your Taxes. 
THE BUNDLE INCLUDES:  
The first two chapters of Diane’s new book! 
Chapter 1: Who’s REALLY In Charge Of Your Checkbook? 

 Learn the ins and outs of Tax Preparation, Tax 
Projections & Tax Planning 

Chapter 2: Choosing The Wrong Business Structure Can 
Crumble Your Dreams And Cost You Money 

 Did you know there are ramifications for choosing 1 of the 5 entity choices? 
 Learn the advantages and disadvantages to each type and how they can cost OR save you money. 

PLUS A BONUS SURVEY! How Much Do You Know About Your Taxes? 
 Find out how much you DO know and what you NEED to know. 

 

CLAIM YOUR FREE DOWNLOAD SO YOU CAN STOP OVERPAYING TODAY! 
 
 
 
 
 
 

http://www.getoffthewheel.com/
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If you are in the accounting, tax or bookkeeping industry ten bucks says you feel like a rat on a wheel – 
working way too hard and not going anywhere or you bought into the myth that if you just work harder, 
you will be more successful? 

 
Did you know you are only a few procedures and systems away from freedom?  
 
Learn how Diane turned her office around from one of constant frustration, mistakes, missed deadlines 
to one that operations on autopilot with a consistent high level of service, increased client referrals and 
increased profits!  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
P.S. Isn’t it time for someone to share the actual nuts and bolts of how to implement a practice 
management system? Well here it is CLICK HERE! 
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