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IKeepBooksSolutions, LLC
Professional Client Onboarding Package

Done-For-You Bookkeeping for Real Estate Agents & Small Business Owners

www.ikeepbookssolutions.com
info@ikeepbookssolutions.com
919-996-6060

Serving Clients Nationwide


Welcome to IKeepBooksSolutions
Thank you for choosing IKeepBooksSolutions, LLC. Our mission is to provide accurate, organized, and reliable bookkeeping services so you can focus on growing your business.
What to Expect
• Complete onboarding forms
• Submit requested documents
• Grant QuickBooks access (if applicable)
• Initial bookkeeping review
• Monthly bookkeeping and reporting begins


Client Information Form
Business Name: __________________________________________
Business Address: __________________________________________
Contact Name: __________________________________________
Phone Number: __________________________________________
Email Address: __________________________________________
Website: __________________________________________
Entity Type: __________________________________________
EIN: __________________________________________
Industry: __________________________________________

What would you like to achieve by working with IKeepBooksSolutions?
___________________________________________________________
___________________________________________________________


Package Selection
Please select the service package that best fits your needs:
☐ Starter Package
☐ Growth Package
☐ Premium Package
☐ Custom Quote


Document Request Checklist
☐ EIN Confirmation Letter
☐ Business Bank Statements
☐ Business Credit Card Statements (if applicable)
☐ Prior Year Business Tax Return (if available)
☐ QuickBooks Access (if applicable)
☐ Payroll Reports (if applicable)
☐ Loan Statements (if applicable)
☐ Sales Tax Reports (if applicable)

Secure document submission instructions will be provided after engagement.


Engagement Letter & Service Agreement

IKeepBooksSolutions, LLC agrees to provide bookkeeping services for the client.

Scope of Services:
• Monthly bookkeeping
• Bank and credit card reconciliations
• Financial reporting
• Book cleanup and catch-up services
• QuickBooks support

Services Not Included:
• Tax preparation or tax filing
• Legal services
• Financial advisory services

Client Responsibilities:
• Provide accurate and complete information.
• Submit requested documents promptly.
• Review reports and notify us of any discrepancies.

Confidentiality:
All client information will be treated as confidential and used solely for providing bookkeeping services.

Payment Terms:
Fees are due according to the agreed package and billing schedule.

Termination:
Either party may terminate this agreement with written notice.



Payment Authorization Form

Client Name: _____________________________________

Business Name: ___________________________________

Monthly Service Fee: ______________________________

Payment Method:

☐ ACH Bank Draft

☐ Credit / Debit Card

I authorize IKeepBooksSolutions, LLC to charge the payment method provided for agreed bookkeeping services.



Client Acknowledgment & Signature

I acknowledge that I have reviewed and understand the onboarding package, requested documents, engagement terms, and payment authorization.

Client Name: _____________________________________

Business Name: ___________________________________

Signature: ________________________________________

Date: ____________________________________________
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