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How You Can Start A Bookkeepi ng Busi ness At Home

A honme based bookkeepi ng business is a service to snal

busi nessnen who have neither the tinme nor the expertise to keep
sufficient records for thenselves. A plunber or piano tuner can
nmake nore noney pluning or tuning than doing their book work --
and they're good at plum ng and tuning!

The honme bookkeeper's clients drop off their receipts and sal es
slips for posting to a | edger or conputer data bank. The client
is provided nonthly statenents and information for his yearly
taxes, plus any other contracted services.

Al though it would be nice to have a full capacity conputer
operation and an MBA in accounting, there is roomand a real need
for less than expert (at a much |ower price) bookkeepi ng
services. Not all small businessmen can afford or even need a

| awyer or professional accountant; many sinply need soneone to
keep track of their day to day operations so they can tell where
they are financially and stay out of trouble with the IRS.

For exanpl e, a one-nan painting busi ness night be happy to find
sonmeone to keep a single entry | edger for him The, he just drops
off his receipts and copies of tickets and his bookkeeper takes
care of them (records the information in the proper colum and
adds it up each nonth).

A single entry ledger is a sinple formof bookkeeping for
unconpl i cated operations that does not require any special skil
or training (see Chapter 16, The ULTI MATE HOVE BUSI NESS Manual ).

For the painter, the | edger would have five col ums:

Dat e, Description, (what was done or bought), Invoice, ticket or
check nunber,. Expenses and | ncone.

The painter's equipnment is alnost all expendabl e because life is
five years or less, so little if any of it nust be depreciated.

He can even use the nileage option on his work truck or car. When
the buys paint the receipt is filed and a line in the | edger
filled out with the amount spent witten in under Expenses. \Wen
he is paid for the job, another line is filled out and the anpunt
received is |listed under Inconme. At the end of the nonth, tota
the expense and i nconme colums to see how he did.

Meanwhi | e the tax preparer can check the expense itens to see
whi ch ones are listed and how -- the informati on he needs is
right there in the | edger

As long as the painter is dealing in service, there are no
conmplications.. For exanple, the customer pays for the paint, it
need not be reflected in the painter's books at all. On the other
hand, if the price of the job includes the cost of the paint, the
pai nt is a business expense. Either way, the single entry | edger
wor Kks.

It is only when the painter buys the paint wholesale and retails

it for profit over and above the quoted price for the job that
sone additional records nmay be needed. As you can see, buying and
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selling paint separately can be handled nore sinply by treating
the paint as an expense of the job, which allows the easiest
bookkeepi ng.

Profit fromthe paint is included as job profit rather than
profit fromresale of the paint. The profit is the sane, the

pai nter pays tax on the paint, and there is no need for the tax
permt or additional records -- unless the operation grows to the
point where it is worth while.

The bookkeeper is legally obligated to accurately and honestly
reflect client profits that conme to his or her attention.

Pr of essional s often advise their clients to be honest, and if
they aren't DON' T TELL ME!

Although it is quite possible to start a bookkeeping service with
hand kept records (especially the single entry), a really
profitable operation will eventually REQU RE a conputer.

Wth one, sone practice and a good records-keepi ng program you
will learn to operate a surprisingly conpl ex bookkeepi ng service.
You will be able to personally handle at |east ten times the

vol une of records!

Busi ness conputers (and prograns) can be | eased at fairly
reasonabl e rates, and good used systens are becom ng nore
plentiful every day. Prices are also dropping for really good
syst ens.

It should be possible to purchase an | BM conpati bl e XT system
with a doubl e disk and/or hard drive and several progranms for

wel | under $1,000 -- perhaps half that within a few nonths, as
busi nesses try to update to nore sophisticated systens.

Each separate account is kept on one or nore disks (costing as
little as 19 each) and the programon another (or on a nuch
larger, internal hard disk). As receipts are brought in, you
sinply add the information to each custonmer's file (disk) -- the
conmputer does all the figuring for you, prints out the reports.

Like riding a bicycle, it is difficult BEFORE you |l earn how, then
it's easy -- you wonder how you ever got by without one! The best
advice you will ever get about your conmputer is to JON AS
COWMPUTER USERS CLUB (check your phone book, newspaper or conputer
publi cation).

Do this before buying a conputer - to get sone good, unbiased
advi ce and possibly even find a good deal .

A maj or potential problemarea nust be addressed here. Smart
conmput er back-up their inmportant disks. There are just too nany
things that can happen to a disk (even a hard disk) -- it can be
i nadvertently erased by a nagnet, danaged by static electricity
froma television ( or the rug!), or by an electrical surge
during a stormor when the |ines are being worked on -- it can be
"doubl e exposed" new data witten on top of old).

The FIRST thing to do with disks that have inportant data on

themis to DUPLI CATE them The process only takes a nminute and
the cost of a back-up disk is mninmal.
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The normal procedure is to retrieve the custonmer's disk fromthe
main file, update it, duplicate it (it takes only a few seconds
to re-copy the entire up

updated file), then return both disks to their SEPARATE files. If
you forget to back up, just one case of having to retype a year's

records and you (like so nmany of the rest of us) will CGET THE
MESSAGE.
The client's product will usually be an orderly report of all of

his invoices, tickets, checks, etc., (things the IRS requires)
that he brought to you, plus a nonthly statenent and any ot her
requested options that you offer and he has requested (and pays
for).

Clients are charged for your tine for daily posting, for reports
they receive, plus any additional services or infornmation they
may require, such as yearly totals for tax conputation

Fees for these are usually based on operator tinme, conputer tine
(different rates), plus the nunber and type of reports. Hourly
charges average about $20, depending on the locality, account
size, and the degree of your expertise.

A bookkeeping service is simlar to a word processing service in

that accuracy is extrenely inportant and busi ness connections are
especially beneficial. Join the Chanber of Commerce, Rotary, etc.
That is where to find potential custoners.

Have quality stationery, business cards and brochures. Be visible
in community business related affairs (charity balls, cook-outs,
fund-raisers).

Place an ad in the service section of the paper and mail out
brochures describing your service to business in your area.

Try to get an easy-to-renenber phone nunber (or convert it to a
cat chy word).

Li st your nunber in the business section of the paper nanme with A
to get listed first in the yell ow pages.

The honme bookkeepi ng busi ness can be expanded with the addition
of specialized or alternative conmputer prograns and/or nore
terminals for nore hired assistants (each has a keyboard and
screen but they all use the sanme conputer).

Al so, by adding a tax service or service to train enployees for
ot her busi nesses. Wen you lose a client that gets his own
system he will often need expertise to get started, and who
knows his situation better than his "ol d" bookkeeper?

When you becone really proficient (its is a matter of tine),

check with the store that handle your type of conputer and inform
themthat you are avail able for business consultation. You can

al so increase your business by expandi ng your capabilities. Take
ext ensi on or commerci al (even correspondence) courses in
accounting and i ncone tax.

Anot her suggestion is to find a professional consultant, such as

a CPA that you can go to for advice when necessary. He wll
probably not worry about the conpetition because you will handle
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accounts that couldn't afford hi manyway.

BUSI NESS SOURCES

S| MPLI FI ED BUSI NESS SERVI CES, 100 Presidential Blvd.,Bala Cynwd,
PA 19004. Sells and licenses bookkeepi ng services for snal
busi nesses.

H & R BLOCK (your local office). Ofers an excellent 6 week
(ni ght school schedul es) course in basic inconme tax preparation
for about $200.

NORTH AMERI CAN SCHOOL OF BOOKKEEPI NG AND ACCOUNTI NG, ,, 925 Cak
St., Scranton, PA 18508. Offers a one year course in bookkeeping.
Free information.

NATI ONAL ASSOCI ATI ON OF ACCOUNTANTS, Box 1140, Cearwater, FL
33517. Professional Association.

NATI ONAL ASSCCI ATI ON OF ACCOUNTANTS, Box 433, Mntvale, NJ 07645.
Smal | busi ness advi sory; assn of hone busi ness accountants.

QUI LL CORPORATI ON, 100 Schelter Rd.,Lincolnshire, IL 60917-4700,
312/ 634- 4800 O fice and conputer suppli es.

| VEY PRI NTI NG Box 761, Meridan, TX 76665. Letterhead: 400 sheets
paper, 200 printed envel opes - $18.

SWEDCO, Box 29, Moresville, NC 28115. Three line rubber stanps
$3; Business cards - $13 per thousand. Free catal og.

NEBS, 500 Main St., G oton, MA 04171, 800/225-6380. Ofice
suppli es.
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