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What Our Service Covers (and What It Doesn’t Cover)
We ask for various information in the questionnaire below so we can do a better job of customizing QuickBooks To Go! to your organization. 
INCLUDED SERVICES
1. Initial customizations including
a. Name and address of the organization
b. Names of up to three fundraiser special events
c. Customization of accounts, classes and items (product/services) as needed 
2. Import customer and vendor lists if you provide these lists in Excel or as a QuickBooks iif file.
3. Set up opening balances, meaning balance sheet account balances as of the last day of your last completed fiscal year. Additional fees apply if you have more than:
a. 10 outstanding checks
b. 10 accounts receivable and accounts payable, combined
c. 3 restricted grants in progress
4. Link up to five bank and credit card accounts to online banking in QuickBooks Online.
5. Post current fiscal year transactions
a. Date range is from first day of current fiscal year through the last day of the month preceding the date of this engagement 
b. Additional fees apply for >200 transactions.
6. Reconcile bank and credit card accounts through the end of the month preceding the date of this engagement.
We will advise you of additional fees required, if any, and request payment before we proceed.
ADDITIONAL SERVICES (May be done for an additional charge)
1. Set up payroll and/or integrate payroll into QuickBooks
2. Enter your budget
3. Consulting regarding bookkeeping needed to produce a Profit and Loss by Class report
4. Set up sales tax
5. Prepare Form 990 or 990-EZ
6. Integrate external software with QuickBooks such as donor software 
7. Provide ongoing bookkeeping services beyond the scope of this engagement
EXCLUDED SERVICES 
Our services do not include auditing or otherwise verifying the data you submit. We may provide financial statements or reports that contain financial information; these reports are for internal management use only. We do not provide any compilation, review or audit of your financial information. We do not provide legal services of any type. 
Our services cannot be relied upon to disclose errors, fraud or illegal acts that may exist.  However we will inform you of any material errors or indications of fraud or illegal acts that come to our attention during the course of performing services.  Analysis and communication about your internal control system is not part of this engagement.
HARDWARE AND SOFTWARE 
During the course of the engagement we may recommend computer or technological hardware, software, communications or services to your company. Warranties, to the extent they exist, are provided only by the manufacturer/vendor of these products and services. Additional software is subject to additional fees as applicable.
SERVICES OUTSIDE THE SCOPE OF THIS LETTER 
Requests for services not part of this agreement are subject to additional fees and may require a separate engagement letter. 
BENEFITS 
After implementation of QuickBooks To Go! you will be able to hit the ground running with your new accounting system. No more hassle and worry over trying to set up QuickBooks by yourself!   
TERMINATION OF AGREEMENT AND REFUND POLICY
Upon written notice either party may terminate this agreement at any time.  The engagement will be deemed to have been completed upon written notification of termination, even if the work outlined in this engagement letter is not complete.  If you are not satisfied with QuickBooks To Go!, we will provide a full refund within 90 days of purchase. All we ask is that you provide us your specific reasons so we can do better. Our goal is for you to be delighted with QuickBooks To Go! 
Respectfully, 
[image: ][image: ] 
 Carrie Schulz, CPA, MBA                            Carol A. Wilson, CPA, MBA 
 Schulz & Wilson, LLC, d/b/a Nonprofit Accounting Academy

Please complete the questionnaire form below and gather all documents and information requested. When you have everything ready, email us at info@nonprofitaccountingacademy.com and we will send you a secure upload link. Please do not send confidential or sensitive information by email. Thank you!
	Organization Legal Name
	

	DBA name
	

	Mission
	

	How did you find Nonprofit Accounting Academy?
	

	Current accounting software 
	

	What accounting problem(s) do you wish to solve?
	



	Primary contact name
	Name:
Title:
Email:
Best phone number:

	Secondary contact name
	Name:
Title:
Email:
Best phone number:

	Tax ID number
	

	Fiscal year end
	

	Date of incorporation
	

	State where incorporated
	

	Legal address
	


	Mailing address
	


	
	


	Documents to provide:

	☐	Organization annual budget, even if it’s only a rough draft

	☐	Most recently filed Form 990 or 990-EZ.     ☒Check here if you filed Form 990-N.

	☐	Most recent audited, reviewed or compiled financial statements, if available

	☐	Fiscal year-to-last-month profit & loss report and balance sheet from current accounting system

	☐	Prior fiscal year profit & loss report and balance sheet, if applicable



	Program services (major mission related activities)

	Program Name
	Program Description

	
	



	


	

	


	

	


	

	
	



	


	

	
	



	☐	We use separate software to track client services provided, invoices and payments.(Examples:  software for clients of a veterinary clinic, counseling service or daycare center)  
Name of software:_______________________________________________________________





	Program service fees

	Service Name
	Description of Service Provided

	
	


	
	


	

	

	
	


	

	

	

	

	

	





	Scholarships and discounts

	Scholarship/Discount Name
	Scholarship/Discount Description

	
	


	
	


	
	









	Contributions and donors

	☐	We use donor management software.

Name of donor management software: ___________________________________________

	☐	We receive gifts from
☐ Individual
☐ Corporations
☐ Private foundations
☐ Churches
☐ Local government
☐ State government
☐ Federal government
☐ Other (describe):___________________________
☐ Other (describe):___________________________
☐ Other (describe):___________________________

	☐	We refer to our annual fund donors as members.           ☐ YES                   ☐ NO
Amount of basic annual membership dues:__________

	☐	We receive pledges (promises to give in the future.)  Attach a list of pledges receivable as of the end of your last fiscal year.

	☐	We receive in-kind gifts (please attached detail explanation):
☐ Tangible goods, such as program supplies
☐ Donated professional services
☐ Free or below market rent

	☐	We receive grants.  Attach a list of each grant in progress. Include grant purpose and unspent balance at end of your last accounting year.



	Grants

	Description of grants currently in progress (add page if needed)
	Unspent balance

	
	



	
	



	
	



	Do you account for grants using QuickBooks, Excel or another method?
	




	Special events (up to 5 fundraiser events)

	Event #1 name
	

	Date or month held
	

	Brief description
	



	Ticket price
	Exchange value: $_____________   Contribution amount: & ______________

	Event #2 name
	

	Date or month held
	

	Brief description
	



	Ticket price
	Exchange value: $_____________   Contribution amount: & ______________

	Event #3 name
	

	Date or month held
	

	Brief description
	



	Ticket price
	Exchange value: $_____________   Contribution amount: & ______________

	Event #4 name
	

	Date or month held
	

	Brief description
	



	Ticket price
	Exchange value: $_____________   Contribution amount: & ______________

	Event #5 name
	

	Date or month held
	

	Brief description
	



	Ticket price
	Exchange value: $_____________   Contribution amount: & ______________





[bookmark: _GoBack]
	Payments received by credit card

	☐	Primary merchant processor (Stripe, etc.):

Types of income received using the above merchant processor:


	☐	Secondary merchant processor (Stripe, etc.):

Types of income received using the above merchant processor:


	☐	How are credit card payments received for processing? Please provide name of the service.

☐ Online shopping cart 

☐ Phone plugin such as Square


	☐	Do you use any software to import credit card transactions into QuickBooks? If so please provide name of software:





	Functional expenses

	How do you want to track functional expenses?  (Program, Management & General, Fundraising)

☐ We want to do functional allocation entries during the year ourselves so we can run a Profit & Loss by Class report that shows expenses broken out by functional area.

☐ We will code transactions to classes, but we will let our accountant do the allocations of common costs at the end of the year (if needed). We understand the Profit & Loss by Class report will not be fully broken out by functional area

☐ We want to keep it as simple as possible. We will only code transactions to accounts, not to classes. We will let our accountant do the allocation s of common costs after year end (if needed).

☐ I have no idea what you are asking. Please contact me to discuss.







	Other income

	Description of revenue (rent, thrift store, product sales, etc.)
	Sales Tax (Y/N)

	
	



	
	



	
	






	Opening balances

	☐	Bank statement(s) for the LAST month of your last fiscal year end and the each month of your current fiscal year.

	☐	Bank reconciliation(s) for the last month of last fiscal year with detail list of outstanding checks

	☐	If no bank reconciliation, please list each check clearing in the current fiscal year that was written in the last fiscal year. Include check number, date written, payee and amount.

	☐	Credit card statement(s) for the LAST month of your last fiscal year end and each month of your current fiscal year.

	☐	User name and password for each bank and credit card account so we can link online banking to QuickBooks Online and allow your transactions to feed into QuickBooks Online. 

	☐	Detail list of accounts receivable as of the last day of your last fiscal year

	☐	Depreciation detail that lists fixed assets with asset description, purchase date, original cost, useful life, and accumulated depreciation

	☐	Detail list of accounts payable as of the last day of your last fiscal year

	☐	Sales tax payable, if applicable, as of the last day of your last fiscal year

	☐	Balance of loans receivable or payable as of the last day of your last fiscal year

	☐	Other assets or liabilities not included in the list above, such as security deposits 

	☐	List of restricted fund balances held as of the last day of your last fiscal year, including name of grant or donor, amount held and restricted purpose



	Payroll and contractor services 

	☐	Number of employees:     __________     Number of independent contractors: ___________

	☐	We have payroll on the following schedules (check all that apply):
☐Weekly        ☐Bi-weekly        ☐Monthly

	☐	We use a full service payroll company to file payroll tax returns.

Name of full service payroll provider:_________________________________________________

	☐	We prepare payroll tax returns in-house using a payroll service/software.

Name of payroll service/software:____________________________________________________

	☐	We process independent contractor payments through a full service payroll company that prepares and files 1099-MISC forms.

	☐	We have grants that pay for all or part of payroll expenses.

Enter number of grants with payroll expenses: _________________

	We pay employees using:
☐Only direct deposit     ☐Only physical checks    ☐A combination of direct deposit and checks



	Current year catchup bookkeeping

	☐	Bank statement(s) for each month of the current year so far

	☐	Check register for the current year to date with check date, payee, amount and purpose

	☐	Deposit detail for the current year to date including donor name, gift amount, restricted gift purpose if any, or other descriptive information about the nature of deposited funds.

	☐	Credit card statement(s) for each month of the current year so far

	☐	List of vendor names and address information in Excel

	☐	List of customer or client names and address information in Excel

	☐	List of donor names and address information in Excel, if you are not using an external donor database and you will be using QuickBooks to track donor names

	☐	List of products and services you sell to clients

	☐	Examples of invoices or sales receipts you create for clients

	☐	List of independent contractors who will need a 1099-MISC form in January (legal name, mailing address and tax ID number)

	☐	Payroll service statements for each payroll run in the current year

	☐	Payroll tax returns filed in the current year, if any

	☐	If you are currently using QuickBooks Online, please send an invitation to be a user on the account to info@nonprofitaccountingacademy.com. If you are currently using QuickBooks Desktop, please provide us with a portable company file.




APPROVALS 
We have read “What Our Service Covers (and What It Doesn’t Cover)” above and agree with this scope of services. We have provided all of the above requested information to the best of our knowledge.

 IMPORTANT: AFTER YOU HAVE COMPLETED THIS QUESTIONNAIRE AND GATHERED ALL DOCUMENTS, PLEASE NOTIFY US AT INFO@NONPROFITACCOUNTNGACADEMY.COM. WE WILL SEND YOU A SECURE UPLOAD LINK. DO NOT SEND CONFIDENTIAL OR  SENSITIVE DOCUMENTS BY EMAIL. FEEL FREE TO EMAIL ANY QUESTIONS TO US AT INFO@NONPROFITACCOUNTINGACADEMY.COM!

	Please sign and return to Nonprofit Accounting Academy
I have read and understand this agreement of services to enter opening balances, make initial customizations and provide catch up bookkeeping. 

	  
	  
	  

	Accepted by 
	
	Date 

	  
	  
	  

	Title 
	
	


  
HIP HIP HOORAY!!!  Time for a little happy dance!
You are on your way to a high functioning accounting system!
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