
WHAT TO BRING TO YOUR NEW BOOKKEEPING APPOINTMENT - BUSINESSES 

 
 
Thank you for choosing Tax & Financial Solutions for your small business bookkeeping. We have a highly 
experienced and qualified team who will take the time to analyze your specific bookkeeping needs to 
identify the best and most convenient process for your business. 
 
 To ensure the set up for your bookkeeping goes smoothly, please bring the following items to your 
scheduled bookkeeping appointment.  
 
 

1. BANK STATEMENTS FOR ENTIRE PERIOD 
2. CREDIT CARD STATEMENTS FOR ENTIRE PERIOD 
3. ORIGINAL OR A COPY OF CHECK REGISTER 
4. COPY OF MOST CURRENT FINANCIAL STATEMENTS (if you used a previous company for 

bookkeeping) 
5. BACK UP OR ACCOUNTANTS COPY OF QUICKBOOKS 

 
 
TO CREATE A QUICKBOOKS BACK UP FILE (on a PC): 
 

1. Launch Quickbooks for PC. 
2. From the File menu, choose Back Up. 
3. Click the Back Up Company File tab. 
4. Click the Browse button to change the file name and indicate the backup location 
5. Click Save. 
6. Optional:  Select other items in Back Up Options area. 
7. Click OK. 

 
If you have difficulty backing up directly to a USB or flash drive, first back up to your hard drive, then use 
the Windows Explorer to back up the file to the USB or flash drive. 

 
TO CREATE A QUICKBOOKS BACK UP FILE (on a Mac): 

1. Launch QuickBooks for Mac. Click the QuickBooks tab in the main menu bar, and then select 
Preferences followed by Backup to open the Backup preferences dialog window. 

2. Click the Save backup files in drop-down menu button and choose your preferred save location 
for the backup file. Please use a USB or flash drive. 

3. Click to enable the Overwrite last backup check box if you want to save disk space and 
automatically overwrite the previous backup file with the latest version. 

4. Select the Save attached documents library check box to store a copy of all attached 
documents, such as invoices and purchase orders, with your company file in the backup. 
QuickBooks will now use your preferences to back up the company file. 

5. Click File in the main menu, and then select Backup in the drop-down menu to back up data at 
any time. 



TO CREATE AN ACCOUNTANTS COPY (on a PC): 
** Only the Quickbooks Administrator can do this task ** 
 

1. Most small businesses work in Administrator, single-user mode, but if not, make sure to switch 
users. 

2. Go to the File menu, click Accountant’s Copy, and then click Create Accountant’s Copy. 
3. Go to the File menu, click Accountant’s Copy, click Client Activities, and then click Create 

Accountant’s Copy. 
4. Click Next. 
5. Enter a Dividing Date.  A dividing date is the date that separates the part of your company you’ll 

be able to work on from the part your accountant will work on.  Please use January 5 of the 
current year. 

6. Change the suggested location for the file.  Please save to a USB or flash drive. 
7. Click Save. 

The Quickbooks application title bar now shows Accountant’s Changes Pending. 
8. Give the.QBX file to your bookkeeper or tax preparer. 
9. Continue working with your company data, it just won’t allow you to work in the prior year. 

 
TO CREATE AN ACCOUNTANTS COPY (on a Mac): 
 

1. In Quickbooks for Mac, open the company file that you would like to convert to a Windows file. 
2. Choose File> Back Up to Quickbooks for Windows. 
3. Choose the name of the file you want to convert and click Save. 
4. Please do not put a password on the file as our systems are already protected. 
5. Click OK.  Quickbooks will then create a .qbb file.  You can then click Show File in Finder to 

locate the file on your Mac. 
6. Please save on a USB or flash drive. 

 
 
BOOKKEEPING FEES 
 
Generally, TFSI charges an hourly rate for bookkeeping.  The hourly rate ranges from $50 per hour to 
$150 hour, depending upon the experience and qualifications of the staff person needed to do the work.  
We try to keep the charges to $50 per hour, but if necessary, we reserve the right to have a more highly 
qualified person assist when necessary. 


