Required Documents and Other Information for Accounting System Setup

This list is meant to serve as a guide.  Some businesses use all the features and functions of the software, others only have a need for a part.  If there is something on this list that does not pertain to your business (i.e., you have no inventory,) then you are fortunate enough to have one less thing to do!  

· Trial Balance from old system (even if manual!)  If full books were not kept, and income statement will be a start.  In this case, reconstruction of the Balance Sheet Accounts may require past years tax returns from the business start date, as well as current balances of all loans and other liabilities, and lists of all assets. 

· Bank Statements from all Bank Accounts - as current as possible

· Outstanding checks and deposits from the last bank statement as well as those since the last bank statement.  If your bank will give you an interim statement, this may be helpful.

· Open (not yet paid) invoices due to you from your customers

· Unpaid bills

· Payroll liabilities owed

· Payroll items

· Employee data - name, address, social security number, withholdings, year to date accumulations for earnings, taxes, deductions and liabilities

· Year to date payroll tax deposits

· Inventory list with items cost and on hand count

