
Section 1: Setting up clients: Information checklist

Information checklist

Here's a list of the information you'll want to have on hand before you start setting
up the data file. The list may vary depending on the client's business.

Creating the company data file
o Company legal name and address

o Federal EIN or social security number

o Fiscal year dates

o Name of the income tax form the client files

o Accounting basis (cash or accrual)

Completing and modifying lists

Chart of Accounts

o Names, numbers, and descriptions for the Chart of Accounts (use the existing
- Chart of Accounts, if available)

o Financial statements as of the end of the prior tax year

o Trial balances as of the QuickBooks start date

o List of department or location classifications (for the Class list)

o Numbers and balances (from the start date through today) for the following
types of accounts: bank, credit card, loan, and lines of credit

o Value of assets (including original cost and accumulated depreciation for fixed
assets)

o Equity information including all owner's contributions, plus retained earnings
--- for each year the company has been operating

Customers & Jobs list

o Customer numbering scheme

o Information to complete the Customer list: names, addresses, contact
information, taxable status, etc.

o Customer payment terms

o Customer shipping methods

o Customer types

o Open balances or outstanding invoices as of the start date

Vendor list

o Vendor numbering scheme

o Information to complete the Vendor list: names, addresses, other contact
information

o List of 1099 vendors and their tax ID numbers
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