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TAX, ACCOUNTING, BOOKKEEPING, AUDITING, AND FINANCIAL
NEEDS WHILE PROVIDING VALUABLE INSIGHTS TO SUPPORT
YOUR BUSINESS GOALS.

WE INVITE YOU TO EXPLORE THIS GUIDE AND DISCOVER
HOW OUR PERSONALIZED APPROACH CAN HELP YOU ACHIEVE
LASTING FINANCIAL SUCCESS.

©
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AT OUR FIRM. WE BELIEVE THAT EXCEPTIONAL ACCOUNTING IS BUILT ON RELATIONSHIPS. NOT
TRANSACTIONS. EVERY CLIENT HAS UNIQUE GOALS. CHALLENGES. AND OPPORTUNITIES. WHICH IS WHY
WE REJECT THE IDEA OF A ONE-SIZE-FITS=ALL APPROACH.

WE TAKE THE TIME TO UNDERSTAND YOUR BUSINESS. YOUR FINANCIAL OBJECTIVES. AND YOUR VISION
FOR THE FUTURE. BY LISTENING FIRST AND ADVISING WITH PURPOSE. WE DELIVER PERSONALIZED
ACCOUNTING, TAX, AND FINANCIAL SOLUTIONS DESIGNED SPECIFICALLY FOR YOUR NEEDS.

WE ARE COMMITTED TO PROVIDING ACCURATE. TIMELY. AND PROACTIVE GUIDANCE THAT EMPOWERS
OUR CLIENTS TO MAKE INFORMED DECISIONS WITH CONFIDENCE.

WHETHER YOU ARE AN INDIVIDUAL, ENTREPRENEUR. NONPROFIT. OR GROWING BUSINESS. WE
BECOME A TRUSTED PARTNER INVESTED IN YOUR LONG-=TERM SUCCESS.

OUR PROMISE IS SIMPLE:

WE LISTEN BEFORE WE ADVISE.
WE TAILOR SOLUTIONS TO FIT YOUR UNIQUE CIRCUMSTANCES.
WE COMMUNICATE CLEARLY AND HONESTLY.
WE BUILD LASTING RELATIONSHIPS BASED ON TRUST. INTEGRITY. AND PROFESSIONALISM.
WE MEASURE OUR SUCCESS BY HELPING OUR CLIENTS ACHIEVE THEIRS.

BECAUSE YOUR FINANCIAL JOURNEY IS UNIQUE. YOUR ACCOUNTING EXPERIENCE SHOULD BE TOO.
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MEET THE FOUNDER

CHEIF FINANCIAL OFFICER & INTERNAL AUDITOR

LORD, | PRAY FOR EVERY ACCOUNTANT AND FINANCE WORKER WHO BEGINS THEIR DAY WITH
THE WEIGHT OF NUMBERS, DEADLINES. AND FIDUCIARY RESPONSIBILITY. GIVE THEM
PRECISION OF MIND AND INTEGRITY OF HEART. IN AN ENVIRONMENT WHERE THE
TEMPTATION TO FUDGE A NUMBER OR OBSCURE A FACT CAN BE GREAT, LET THEM BE KNOWN
FOR UNSHAKEABLE HONESTY. GUARD THEM FROM THE ERRORS THAT COME FROM
EXHAUSTION AND PRESSURE. GIVE THEM WISDOM FOR COMPLEX DECISIONS. LET THEIR
WORK BE EXCELLENT AND THEIR CHARACTER BE STERLING. MAY EVERY FINANCIAL
PROFESSIONAL | PRAY FOR KNOW THAT THEIR WORK MATTERS TO YOU. IN JESUS’ NAME,
AMEN.

HER BACKGROUND

VANESSA HENNING IS THE FOUNDER. CHIEF FINANCIAL OFFICER (CFO). AND AuDITOR
OF FINANCIAL INTELLIGENCE GROUP. WHERE SHE IS DEDICATED TO HELPING
INDIVIDUALS. ENTREPRENEURS. AND SMALL BUSINESSES BUILD STRONGER FINANCIAL
FOUNDATIONS THROUGH PERSONALIZED ACCOUNTING. TAX. AND FINANCIAL
MANAGEMENT SOLUTIONS. WITH MORE THAN 10 YEARS OF PROFESSIONAL
EXPERIENCE IN ACCOUNTING. BOOKKEEPING, FINANCIAL REPORTING. AUDITING. AND
TAX SUPPORT. VANESSA HAS EARNED A REPUTATION FOR DELIVERING ACCURATE.
ETHICAL. AND CLIENT-CENTERED FINANCIAL SERVICES.

VANESSA BELIEVES THAT FINANCIAL SUCCESS IS NEVER ACHIEVED THROUGH A ONE-SIZE-
FITS-ALL APPROACH. SHE WORKS CLOSELY WITH EACH CLIENT TO UNDERSTAND THEIR
UNIQUE FINANCIAL GOALS. DEVELOPING CUSTOMIZED STRATEGIES THAT PROMOTE
LONG-TERM GROWTH, COMPLIANCE, AND FINANCIAL CONFIDENCE. HER EXPERTISE
SPANS FINANCIAL STATEMENT PREPARATION. AUDITING. BUDGETING. BUSINESS
CONSULTING. TAX SUPPORT. INTERNAL CONTROLS. COMPLIANCE. AND OPERATIONAL
FINANCIAL MANAGEMENT FOR INDIVIDUALS AND SMALL BUSINESSES.

SHE EARNED HER BACHELOR OF SCIENCE IN BUSINESS ACCOUNTING FROM (APELLA
UNIVERSITY AND ALSO HOLDS BOTH AN ASSOCIATE OF SCIENCE AND IS 2 CLASSES AWAY
FROM HER BACHELOR OF SCIENCE IN BEHAVIORAL SCIENCE. RECOGNIZING THE
IMPORTANT CONNECTION BETWEEN FINANCIAL WELL=BEING AND OVERALL QUALITY OF
LIFE, VANESSA IS CONTINUING HER EDUCATION BY PURSUING BOTH A MASTER OF
SCIENCE IN FINANCE AND A MASTER OF SCIENCE IN MENTAL HEALTH (OUNSELING.
BEYOND HER WORK IN PUBLIC ACCOUNTING, VANESSA IS THE FOUNDER. CHIEF
FINANCIAL OFFICER. AND EXECUTIVE DIRECTOR OF SUNNI DAYS INC.. A NONPROFIT
ORGANIZATION DEDICATED TO HELPING INDIVIDUALS AND FAMILIES ACHIEVE BOTH
FINANCIAL STABILITY AND MENTAL WELLNESS. THROUGH EDUCATION. ADVOCACY. AND
COMMUNITY-BASED SUPPORT. SUNNI DAYS INC. EMPOWERS PEOPLE WITH THE TOOLS
AND RESOURCES NEEDED TO CREATE HEALTHIER. MORE STABLE FUTURES.
VANESSA'S UNIQUE COMBINATION OF EXPERTISE IN ACCOUNTING, FINANCE, BEHAVIORAL
SCIENCE. AND NONPROFIT LEADERSHIP ALLOWS HER TO PROVIDE A COMPREHENSIVE.
COMPASSIONATE APPROACH TO FINANCIAL SERVICES. WHETHER SHE IS ADVISING A
SMALL BUSINESS OWNER. ASSISTING AN INDIVIDUAL WITH TAX PLANNING.
STRENGTHENING INTERNAL FINANCIAL PROCESSES. OR LEADING COMMUNITY
INITIATIVES. HER MISSION REMAINS THE SAME: TO EMPOWER OTHERS THROUGH
FINANCIAL INTELLIGENCE. INTEGRITY. EDUCATION. AND PERSONALIZED SERVICE.
HER COMMITMENT TO LIFELONG LEARNING, PROFESSIONAL EXCELLENCE, AND
COMMUNITY IMPACT CONTINUES TO MAKE HER A TRUSTED ADVISOR AND LEADER FOR
CLIENTS SEEKING MORE THAN TRADITIONAL ACCOUNTING SERVICES—THEY SEEK A
STRATEGIC PARTNER INVESTED IN THEIR LONG-TERM SUCCESS.
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INDIVIDUAL SERVICES

- INDIVIDUAL TAX PREPARATION

- JAX PLANNING

- RS LETTER ASSISTANCE

- FINANCIAL BUDGETING

- PERSONAL FINANCIAL (ONSULTING
- RETIREMENT PLANNING SUPPORT
- FINANCIAL EDUCATION
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BUSINESS SERVICES

- BUSINESS ACCOUNTING

- MONTHLY BOOKKEEPING

- PAYROLL PROCESSING

- PAYROLL TAX REPORTING

- SALES TAX HILING

- FINANCIAL STATEMENTS

- BUSINESS STARTUP (ONSULTING
- BUSINESS ENTITY SELECTION
- BUDGET DEVELOPMENT

- (ASH FLOW MANAGEMENT

- INTERNAL (ONTROLS

- CHO ADVISORY SERVICES

PG. |
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AUDIT & HINANCIAL REVIEW

- INTERNAL AUDITS
- FINANCIAL REVIEWS
- (OMPLIANCE REVIEWS
TAX SERVICES
- OPERATIONAL ASSESSMENTS
- FINANCIAL REPORTING ANALYSIS - INDIVIDUAL RETURNS
- RISK ASSESSMENT - SOLE PROPRIETOR RETURNS
- PoLicY & PROCEDURE REVIEW - PARTNERSHIP RETURNS

-'S (ORPORATION RETURNS

- ( CORPORATION RETURNS

- NONPROFIT RETURNS

- (JUARTERLY ESTIMATED TAXES
- JAX RESOLUTION SUPPORT

- JAX PLANNING

PG. 2
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BOOKKEEPING SERVICES
- BANK RECONCILIATIONS
- ACCOUNTS PAYABLE
- ACCOUNTS RECEIVABLE
EXPENSE TRACKING BUSINESS CONSULTING
. GENERAL LEDGER MAINTENANGE  * STARTUP PLANNING
. FINANCIAL STATEMENTS - BUSINESS GROWTH STRATEGY
- OUICKBOOKS SUPPORT * FINANCIAL FORECASTING
. BUDGET REPORTS - (ASH FLOW PLANNING
- PRICING STRATEGY
- PROFITABILITY ANALYSIS
- INTERNAL (ONTROLS

- FINANCIAL PROCESS IMPROVEMENT

PG. 3
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CLIENT COMMUNICATION

OUR GOAL IS TO PROVIDE TIMELY AND PROACTIVE COMMUNICATION.

CLIENTS CAN CONTACT US BY:

- EMAIL

- PHONE

- VIRTUAL MEETINGS

- SCHEDULED QFFICE APPOINTMENTS

RESPONSE TIME:
EMAILS: WITHIN 1-2 BUSINESS DAYS

PHONE CALLS: WITHIN 1-2 BUSINESS DAY

URGENT REQUESTS: SAME BUSINESS DAY WHENEVER POSSIBLE
PG. 4
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CLIENT RESPONSIBILITIES

[0 ENSURE EFFICIENT SERVICE. CLIENTS AGREE TO:

- SUBMIT REQUESTED DOCUMENTS ON TIME

- NOTIFY US OF BUSINESS OR LIFE CHANGES ®
- REVIEW FINANCIAL REPORTS PROMPTLY

- ASK QUESTIONS WHENEVER CLARIFICATION IS NEEDED

- MAINTAIN ACCURATE FINANCIAL RECORDS

PG. 5
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(OUARTERLY TAX (ALENDAR

BUSINESSES REQUIRED TO MAKE ESTIMATED TAX PAYMENTS OR FILE QUARTERLY PAYROLL TAX RETURNS
SHOULD PLAN AROUND THE FOLLOWING SCHEDULE:

QUARTER 1 (JANUARY—MARCH)
ESTIMATED TAX PAYMENT DUE: APRIL 15
FINANCIAL REVIEW RECOMMENDED: APRIL

QUARTER 2 (APRIL—]UNE)
ESTIMATED TAX PAYMENT DUE: JUNE 15
FINANCIAL REVIEW RECOMMENDED: JuLY

QUARTER 3 (JuLY—SEPTEMBER)
ESTIMATED TAX PAYMENT DUE: SEPTEMBER 15
FINANCIAL REVIEW RECOMMENDED: OCTOBER

QUARTER 4 (OCTOBER-DECEMBER)
ESTIMATED TAX PAYMENT DUE: JANUARY 15 (FOLLOWING YEAR)
YEAR-END TAX PLANNING: NOVEMBER—DECEMBER

PG. 6
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BOOKKEEPING SERVICES OPTIONS

WEEKLY MONTHLY
IDEAL FOR: MoST POPULAR
- RETAIL INCLUDES:
H - RESTAURANTS - FULL BOOKKEEPING
- G V:”UM[ BUSINESSES - FINANCIAL STATEMENTS
NCLUDES:
- RECONCILIATIONS
- WEEKLY RECONCILIATIONS
- PROFIT & LOSS
- EXPENSE TRACKING
- BALANCE SHEET
- FINANCIAL REPORTING 0
UARTERLY
BiI-WEEKLY
IDEAL FOR:
IDEAL FOR:
- SMALL BUSINESSES
- GROWING BUSINESSES
- SEASONAL BUSINESSES
- SERVICE PROVIDERS
- BUSINESSES WITH LOWER TRANSACTION VOLUME
- (ONTRACTORS
INCLUDES:
INCLUDES: 0
- BANK RECONCILIATION : UAFRT[RLY BOOKKEEPING
- ACCOUNTS PAVABLE - FINANCIAL REPORTS
- EXPENSE REVIEW ANNUAL CLEANUP TAX PREPARATION SUPPORT
PERFECT FOR:
- BUSINESSES BEHIND ON BOOKKEEPING
- TAX PREPARATION

- FINANCIAL ORGANIZATION

PG. /
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SERVICE PACKAGES
ESSENTIAL PACKAGE
DESIGNED FOR INDIVIDUALS AND STARTUPS.
INCLUDES: PROFESSIONAL PACKAGE
- TAX PREPARATION DESIGNED FOR ESTABLISHED BUSINESSES.
- ANNUAL CONSULTATION INCLUDES:
- EMAIL SUPPORT )
BASIC FINANCIAL GUIDANCE CROWTH PACKAGE MONTHLY BOOKKEEPIN
DESIGNED FOR GROWING BUSINESSES. - PAYROLL SUPPORT
INCLUDES: - SALES TAX FILING
- MONTHLY BOOKKEEPING - (JUARTERLY TAX PLANNING
ADDITIONM S[RW([S - MONTHLY FINANCIAL STATEMENTS . HNAN(M[ REPORTING
\  TAX PLANNING - BUDGET ASSISTANCE
VAILABLE AS NEEDED: - QUARTERLY FINANCIAL REVIEW
0 - BUSINESS CONSULTING
- AUDIT PREPARATION - EMAIL & PHONE SUPPORT
- IRS CORRESPONDENCE
- BUSINESS REGISTRATION EXEcuTIVE CFO PACKAGE
- EIN APPLICATIONS DESIGNED FOR BUSINESSES SEEKING STRATEGIC
- ACCOUNTING SOFTWARE SETUP FINANCIAL LEADERSHIP.
- OUICKBOOKS TRAINING INCLUDES:
- FINANCIAL POLICIES AND PROCEDURES - FRACTIONAL CFO SERVICES
- GRANT FINANCIAL REPORTING - (ASH FLOW FORECASTING
- BUDGET DEVELOPMENT
- NONPROFIT ACCOUNTING
- FINANCIAL STRATEGY MEETINGS
- BUSINESS PLANS . KPl REPORTING
- FINANCIAL PROJECTIONS . BUSINESS PLANNING

- BOARD REPORTING
- EXECUTIVE FINANCIAL CONSULTING

PG. 8
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FREQUENTLY ASKED QUESTIONS

HOW OFTEN SHOULD MY BOOKKEEPING BE COMPLETED?
MONTHLY BOOKKEEPING IS RECOMMENDED FOR MOST BUSINESSES.

DO | NEED QUARTERLY TAX PLANNING?
BUSINESSES WITH ESTIMATED TAXES. PAYROLL, OR CHANGING INCOME GENERALLY BENEFIT FROM QUARTERLY PLANNING.

(AN | UPGRADE MY PACKAGE?
ABSOLUTELY. AS YOUR BUSINESS GROWS. YOUR SERVICE PACKAGE CAN GROW WITH YOU.

DO YOU WORK VIRTUALLY?
YES. WE PROUDLY SERVE CLIENTS BOTH REMOTELY AND IN PERSON.

HOW CAN YOUR SERVICES BENEFIT MY BUSINESS?
SERVICES CAN STREAMLINE FINANCIAL PROCESSES. REDUCE TAX LIABILITIES, IMPROVE TRANSPARENCY. AND PROVIDE STRATEGIC INSIGHTS TO HELP WITH
DECISION-MAKING

WHO DO YOU SERVE?
TYPICAL CLIENTS INCLUDE INDIVIDUALS, SMALL AND MEDIUM-SIZED BUSINESSES, STARTUPS, AND NON-PROFITS

How DO YOU HANDLE CONFIDENTIALITY?
FIRMS EMPHASIZE STRICT DATA SECURITY PROTOCOLS. SECURE TECHNOLOGIES. CONFIDENTIALITY AGREEMENTS. AND COMPLIANCE WITH INDUSTRY BEST
PRACTICES

WHAT ARE YOUR FEES?
FEES VARY BY SERVICE AND COMPLEXITY: TRANSPARENT PRICING IS DISCUSSED DURING THE INITIAL CONSULTATION

WHAT IS AN ENGAGEMENT LETTER?
AN ENGAGEMENT LETTER IS A LEGALLY BINDING DOCUMENT OUTLINING THE SCOPE OF WORK, DELIVERABLES. TIMELINES, AND BILLING TERMS. IT HELPS
PREVENT DISPUTES AND CAN REDUCE CLAIM SEVERITY IF A CLAIM ARISES

PG. 9
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

STEP I. COMPLETE (LIENT INTAKE FORMS
PLEASE COMPLETE AND RETURN THE FOLLOWING:
01 NEW (LIENT INFORMATION FORM
1 ENGAGEMENT LETTER
01 SERVICE AGREEMENT
0 PRIVACY & (ONFIDENTIALITY ACKNOWLEDGMENT
1 (ONSENT TO ELECTRONIC COMMUNICATION
0 DIRECT DEPOSIT/ACH AUTHORIZATION (IF APPLICABLE)
1 DOCUMENT RETENTION & RECORDS POLICY ACKNOWLEDGMENT
1 TAX ORGANIZER (TAX CLIENTS ONLY)
01 BUSINESS INFORMATION QUESTIONNAIRE (BUSINESS CLIENTS)
01 NONPROFIT ORGANIZATION QUESTIONNAIRE (NONPROFIT CLIENTS)

PG. 10
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

STEP 2: PERSONAL IDENTIFICATION
EACH TAXPAYER OR AUTHORIZED SIGNER SHOULD PROVIDE:
7 GOVERNMENT=ISSUED PHOTO IDENTIFICATION
7 SOCIAL SECURITY (ARD OR ITIN DOCUMENTATION
07 DRIVER'S LICENSE OR STATE D
1 PASSPORT (IF APPLICABLE)
7 DATE OF BIRTH VERIFICATION
7 (URRENT MAILING ADDRESS
7 PHONE NUMBER
7 EMAIL ADDRESS

PG. 11
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

STEP 3: INDIVIDUAL TAX DOCUMENTS
PLEASE PROVIDE COPIES OF APPLICABLE TAX DOCUMENTS.
INCOME
00 W-2 ForMS
0 1099-NEC
0 1099-MIS(

0 1099-K
03 1099-INT
0 1099-DIV
0 1099-R
0 $SA-1099
1 SCHEDULE K-1
7 UNEMPLOYMENT INcoME (1099-()
1 FOREIGN INCOME DOCUMENTATION
1 RENTAL PROPERTY INCOME RECORDS
1 (RYPTOCURRENCY ACTIVITY

PG. 12
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

DEDUCTIONS
1 MORTGAGE INTEREST STATEMENT (Form 1098)
1 PROPERTY TAX STATEMENTS
01 (HARITABLE CONTRIBUTION RECORDS
1 MEDICAL EXPENSES
03 (HILDCARE EXPENSES
1 EDUCATION EXPENSES
1 STUDENT LOAN INTEREST
03 RETIREMENT CONTRIBUTIONS
7 HEALTH SAVINGS AcCOUNT (HSA)
0 SELF-EMPLOYMENT EXPENSES
03 HOME OFFICE EXPENSES

PG. 13
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

STEP 4. BUSINESS INFORMATION
FOR BUSINESSES. PLEASE PROVIDE:
3 ARTICLES OF ORGANIZATION/INCORPORATION
7 OPERATING AGREEMENT
1 PARTNERSHIP AGREEMENT
1 (ORPORATE BYLAWS
01 EIN CONFIRMATION LETTER
01 STATE REGISTRATION DOCUMENTS
1 BUSINESS LICENSES
03 SALES TAX PERMIT
1 PROFESSIONAL LICENSES (IF APPLICABLE)
1 OWNERSHIP INFORMATION

7 ORGANIZATIONAL CHART (IF APPLICABLE) PC 14
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

BUSINESS DOCUMENTS
1 PRIOR YEAR TAX RETURN
01 PREVIOUS FINANCIAL STATEMENTS
7 GENERAL LEDGER
1 TRIAL BALANCE
01 (HART OF ACCOUNTS
03 (URRENT BALANCE SHEET
01 PROFIT & LOSS STATEMENT
1 PAYROLL REPORTS
03 SALES TAX REPORTS
03 FIXED ASSET SCHEDULE
1 LOAN AGREEMENTS
1 INSURANCE POLICIES
3 LEASE AGREEMENTS
1 VENDOR LIST
01 (USTOMER LIST

PG. 15
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

BANKING INFORMATION
7 BUSINESS CHECKING STATEMENTS
1 SAVINGS STATEMENTS
1 (REDIT (ARD STATEMENTS
1 LOAN STATEMENTS
1 MERCHANT PROCESSING REPORTS
3 PAYPAL STATEMENTS
1 STRIPE REPORTS
1 SOUARE REPORTS
1 VENMO BUSINESS
1 (ASH APP BUSINESS

PG. 16
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

TECHNOLOGY ACCESS

REQUEST SECURE ACCESS TO
1 ACCOUNTING SOFTWARE
1 BANK LOGIN
1 (REDIT (ARD LOGIN
1 PAYROLL PROVIDER
1 MERCHANT ACCOUNTS
01 POS SYSTEM
1 INVENTORY SOFTWARE
1 BILL PAY SOFTWARE
0 RECEIPT (APTURE ApP
1 TAX SOFTWARE PORTAL
1 SECURE DOCUMENT PORTAL
1 DROPBOX
1 GOOGLE DRIVE

1 MICROSOFT ONEDRIVE
PG. 1/
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

PAYROLL SETUP

01 PAYROLL PROVIDER
1 PAYROLL FREQUENCY
1 EMPLOYEE LIST
0 W-4 FormS
0 1-9 Forms
1 DIRECT DEPOSIT INFORMATION
03 EMPLOYEE BENEFITS
03 RETIREMENT PLANS
03 WORKERS COMPENSATION
01 STATE PAYROLL ACCOUNTS
1 FEDERAL PAYROLL ACCOUNTS

1 PREVIOUS PAYROLL REPORTS PG 18
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

INTERNAL CONTROLS ASSESSMENT

1 (ASH HANDLING PROCEDURES
1 APPROVAL PROCESS
1 PURCHASING PROCEDURES
1 EXPENSE REIMBURSEMENT PoOLICY
1 BANK RECONCILIATION PROCESS
1 INVENTORY (ONTROLS
1 SEPARATION OF DUTIES
1 FRAUD PREVENTION (ONTROLS
1 DOCUMENT RETENTION PoLICY

PG. 19
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

FINANCIAL REVIEW
(OLLECT
03 (URRENT FINANCIAL STATEMENTS
1 BANK RECONCILIATIONS
1 QUTSTANDING INVOICES
03 ACCOUNTS RECEIVABLE AGING
1 ACCOUNTS PAYABLE AGING
0 BupGET
01 (AsH FLow REPORT
1 DEBT SCHEDULE
01 ASSET LISTING
1 INVENTORY LISTING
PG. 20
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

(OMPLIANCE REVIEW

1 BUSINESS LICENSE ACTIVE
3 ANNUAL REPORT FILED
1 STATE REGISTRATION CURRENT
07 SALES TAX (URRENT
03 PAYROLL TAXES (URRENT
7 IRS NOTICES REVIEWED
1 STATE NOTICES REVIEWED
1 QUTSTANDING PENALTIES
1 COMPLIANCE ISSUES IDENTIFIED

PG. 21
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

RISK ASSESSMENT

POTENTIAL Risks
01 (ASH FLOW ISSUES
1 TAX LIABILITIES
01 PAYROLL ERRORS
03 POOR RECORDKEEPING
1 INTERNAL (CONTROL WEAKNESSES
1 FRAUD RISK
1 COMPLIANCE RISk
1 OUTSTANDING LOANS

1 PENDING LITIGATION
PG. 22
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

(OMMUNICATION PREFERENCES

PREFERRED COMMUNICATION
0 EMAIL
01 PHONE
0 TEXT
1 VIDEO MEETING
PREFERRED MEETING FREQUENCY
00 WEEKLY
1 BIWEEKLY
0 MONTHLY
1 QUARTERLY
BEST CONTACT TIME

PG. 23
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

CLIENT GOALS

BUSINESS GOALS
3 INCREASE PROFITABILITY
1 IMPROVE (ASH FLOW
01 REDUCE EXPENSES
1 PREPARE FOR FINANCING
1 PREPARE FOR INVESTORS
3 BUSINESS GROWTH
01 TAX REDUCTION
0 DEBT REDUCTION
7 FINANCIAL REPORTING
1 BUDGETING
0 EXIT PLANNING
1 SUCCESSION PLANNING
OTHER GOALS

SUCCESS MEASURES
PG. 24
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NEW CLIENT CHECKLIST

PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

CLIENT PORTAL SETUP

1 PORTAL INVITATION SENT
1 PASSWORD (REATED
3 MULTI-FACTOR AUTHENTICATION ENABLED
1 CLIENT TRAINED ON PORTAL
3 SECURE FILE UPLOAD TESTED

PG. 25



INTELLIGENCE

FINANCIAL

GRoup

CLIENT GUIDE

FINANCIAL INTELLIGENCE GROUP
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PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

RECURRING WORKFLOW SETUP
MONTHLY
1 BANK RECONCILIATIONS
1 (REDIT (ARD RECONCILIATIONS
1 FINANCIAL STATEMENTS
0 PAYROLL REVIEW
1 ACCOUNTS RECEIVABLE REVIEW
1 ACCOUNTS PAYABLE REVIEW
01 (ASH FLOW REVIEW
QUARTERLY
1 TAX PLANNING
01 ESTIMATED TAXES
00 FINANCIAL REVIEW MEETING
0 KPI Review
ANNUALLY
1 TAX RETURN PREPARATION
01 BUDGET PLANNING
1 BUSINESS REVIEW
1 INTERNAL CONTROLS REVIEW
1 INSURANCE REVIEW
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PLEASE NOTE: NOT EVERY ITEM WILL APPLY TO EVERY CLIENT. YOUR ACCOUNTANT WILL LET YOU
KNOW WHICH DOCUMENTS ARE REQUIRED BASED ON THE SERVICES YOU HAVE SELECTED.

FINAL REVIEW

1 ALL REQUESTED DOCUMENTS RECEIVED
1 ENGAGEMENT LETTER COMPLETE
(1 INITIAL INVOICE SENT
1 PAYMENT RECEIVED
1 (LIENT ADDED TO WORKFLOW SOFTWARE
1 TEAM NOTIFIED
1 KICKOFF MEETING COMPLETED
(1 HIRST BOOKKEEPING PERIOD ASSIGNED
1 HIRST TAX DEADLINE ENTERED
01 FOLLOW=UP MEETING SCHEDULED
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(ONTACT INFORMATION

FINANCIAL INTELLIGENCE GROUP

PERSONALIZED ACCOUNTING - TAX - BOOKKEEPING - AUDITING - BUSINESS (CONSULTING

PHONE. 602.546.3635
EMAIL: SUPPORT@FIGROUP.INFO
WEBSITE:-WWW.FIGROUP.INFO

BUSINESS HOURS:
MONDAY—FRIDAY
9.00 AM-3.00 PM
SATURDAY: APPOINTMENT ONLY
Sunpay: (LOSED

CLIENTS CAN REQUEST AFTER-HOUR APPOINTMENTS ONCE FULLY SIGNED ON

THANK YOU FOR CHOOSING FINANCIAL INTELLIGENCE GROUP. WE LOOK FORWARD TO HELPING
YOU BUILD FINANCIAL CONFIDENCE, ACHIEVE YOUR GOALS. AND CREATE LASTING SUCCESS
THROUGH PERSONALIZED FINANCIAL SOLUTIONS.
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