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OUR  CONTACT  DETAILS:





AMIC Professional Office Services Pty Ltd


Amanda Grollo





46 Sugar Gum Boulevard


Greensborough, Vic 3088


Tel:  03 9432 6048


Mob:  0425 704 412


amic_services@bigpond.com











We are detailing in this brochure our normal procedures: However we are open to your requirements & suggested enhancements – just let us know!








If you think it’s expensive to hire a professional to do the job, wait until you hire an amateur!





Working with clients, accountants and bookkeepers benefits everyone involved.  





Providing information at the end of year with a process that retains and increases our mutually beneficial relationship is our intention, so we are opening to any suggested enhancements.





The following is the type of information we will make available to you  (as it relates to our client):-





Reconciliations normally performed for clients


GST Accrual/Cash matching to GL accounts


Each Quarterly/Monthly BAS details


BAS Reconciliations – Confirming end balances of Liability Accounts


Receivables & Payables matching GL accounts


Payroll Reconciliation per quarter, matching liability Accounts


Payroll End of Year/Payment Summaries


Superannuation Reconciliation & payment details


Inventory Reconciliation after processing Stocktake adjustments ( written off stock details)


Confirming Payroll Tax Reconciliations is applicable


FBT- we shall advise you of any new FBT issues we are aware of.


Confirming FBT information as instructed


Confirmed Opening Balances-matching Balance Sheet to prior year Income Tax return


Multi currency reconciliation if applicable





Reports as applicable


	Balance Sheet


Profit & Loss


	GST Cash or Accrual as required


	General Ledger Detail


	Reconciliation Report for Bank Acc 


Reconciliation Reports for Credit Cards


	Aged Receivables @ 30 June


Aged Payables @ 30 June


	Payroll Reconciliation 


	Inventory Reports





Details supplied as required


	Bad Debts details as applicable


	Details of Assets Purchased for year


	Any Capital Gains events


	Motor vehicles usage details


	Any Prepayments made


	Software Details including versions


	Copy of data file as required


	Log on details as applicable


We will notify & bring to your attention, any relevant adjustments 





We will seek confirmation from you on the following:


Please advise us if FBT is applicable for the client’s payment summaries, if so please provide the following information by the 1st June each year.


Name of Employee:	FBT Reportable amount 





Reportable Employer Superannuation Amounts


We are able to prepare the RESC reportable amounts for the payment summaries on the basis of transaction known to us and included in the payroll system of the client. Please provide any additional information that will affect the RESC amount to be reported for this client, if applicable.





End of Year Financial Information


Following the conclusion of the payroll year, we will commence our preparation of the end of year data file and will provide confirmation and verifications to you to enable your effective preparation of the year end accounts. Please let us know if there is anything specific you require, alternatively contact us once this information has been provided to you if any clarification of further detail is required.





We can provide all information in varying formats, either through dropbox/sugar sync/disk/email for reports – please advise us of your preferred method of receiving the information.





We look forward to a mutually beneficial working relationship with your accounting firm





Overview of End-of-Year Information we will be Supplying to you 


on our mutual clients behalf.
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