Date:_________________________
Dear Client,

Welcome to our club. Doing the bookkeeping by our firm is a smart decision. Doing bookkeeping would allow you to make a better decision based on financial and budget reports. Also, it will help you perform your operation in a time manner effectively and efficiently. 


In order to better serve you, I would like you to fax or email to us at the beginning of each period the following statements. 
Here are the statements; 

A. Bank statements

B. Credit Card Statements

C. Check/ATM registered filled out

D. Petty Cash Registered Filled Out

E. Asset/ Auto acquisition/Proceeds Form Filled Out
F. Vendor/ Employees/ Customer information form Filled Out
G. Inventory Valuation (when applicable)

Category F is an optional to you for a better operation control. 

All receipts, invoices and bills should be kept at client possession. 

Should you have any question, please do not hesitate to give us a call. 

Thank you for choosing SHANE FINANCIAL.

The Management

