Business Plan for
Bookkeeping

This Business Plan for a Bookkeeping business allows entrepreneurs or
business owners to create a comprehensive and professional business
plan. This template form allows a business to outline the company's
objectives and detail both current company information as well as any past
performance. Companies should include a complete market analysis in
their plan to help showcase why their business strategy will be effective in
the market. Future company plans, including production targets,
management strategy, and financial forecasting, should be used to
demonstrate and confirm that the company's short-term and long-term
objective can and will be met. This model plan can be customized to best
fit the unique needs of any entrepreneur or owner that is seeking to create
a strong business plan.
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Confidentiality Agreement

The undersigned reader acknowledges that the information provided by COMPANY NAME in this business plan is confidential; therefore,
reader agrees not to disclose it without the express written permission of COMPANY NAME.
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COMPANY NAME

1.0 Executive Summary

COMPANY NAME is a small, successful, two-person accounting and tax preparation service owned and run by OWNER'S NAME,
CPA in Puyallup, Washington. The firm offers tax accounting, management accounting, and QuickBooks set-up and training for small
business clients. To move beyond a two-person model, the business will expand its services to more small businesses. This will
require an investment in marketing and staff to grow the business to include this complementary line of business. This business plan
organizes the strategy and tactics for the business expansion and set objectives for growth over the next three years.
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1.1 Objectives

COMPANY NAME

COMPANY NAME seeks to expand the company's line of services - small business bookkeeping and tax preparation - which will be
offered to the same ongoing clients as COMPANY NAME currently seeks.

COMPANY NAME has set the following objectives:
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ir compliance with tax laws,

tax services, management
I'in the Puyallup, WA area,
better serve its current and

VNER'S NAME. OWNER'S
serience. This is OWNER'S
ire currently between 12% -

COMPANY NAME has grown significantly in past years, but has had ditficulty taking on additional work due to the limits on OWNER'’S
NAME 's time. Client retention has been a positive factor, with clients repeating service.

COMPANY NAME offers general bookkeeping/accounting services, payroll services & all types of business tax services for the small
to mid-sized business owner. The company also offers tax preparation services for individuals, partnerships, corporations, estates and
non-profit organizations. COMPANY NAME has seen consistent growth, even during the “recession”, because unlike the regular
“box” stores (like H & R Block, etc), who utilize seasonal “lightly trained” staff and are motivated by the volume of customers
processed, COMPANY NAME will ‘go the extra mile’ to build relationships and provide personal, caring customer service. This
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COMPANY NAME

ensures that the bookkeeping or tax preparation is done with the utmost degree of integrity and skill level. COMPANY NAME takes
pride in the quality of the work, the care of the client and the relationships built with communication on a personal, yet professional,
level.

The business operates out of a small rented office which has enough room for one additional employee.

Table: Past Performance

Past Performand

2009
Sales $93,764
Gross Margin $92,908
Gross Margin % 99.09%

Operating Expen $71,622

- docsdsale

document marketplace

Current Assets
Cash $428
Other Current As $8,029
Total Current As $8.457
DO NOT COPY
Long-term Assel
Lo,,g_,e,,,, Acal COPYRIGHTED MATERIAL $0
Accumulated De, $0
i ees WWW.DOCS4SALE.COM -
Current Liabilitie
Accounts Payab $0
Current Borrowii $5,394
Other Current Li: $0
Total Current Lia $5,394
Long-term Liabil $0
Total Liabilities O C S S a e $5,394
Paid-in Capital document marketplace ($41,578)
Retained Earning $28,386
Earnings $16,255
Total Capital $19.8 2508 $3,063
Total Capital and Liabilities $3,268 $3,288 $8.457
Other Inputs
Payment Days 15 15 15
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en the need calls for it, but

JWNER'S NAME directly in
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The small business accounting market consists of virtually every small business in the United States. As businesses grow larger than
one person sole proprietorships, they generally require expert help with at least their tax preparation, and often with additional
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COMPANY NAME

bookkeeping and accounting services. Even many non-employer sole proprietorships will use accounting help at some point. While
some small businesses hire bookkeepers or CFOs directly, many successfully outsource these types of services.

The accounting service market as a whole includes the following:

e Corporate accounting and auditing firms: The "Big Four" (PricewaterhouseCoopers, Ernst & Young, Deloitte Touche Tohmatsu,
and KPMG) and their competitors

e  Small bt
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The National
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CAGR
60,775  5.00%
30,388  5.00%
12,155  5.00%
03,318 5.00%
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COMPANY P
consistent us
same kind.
and will suffe
problems.

4.3 Service Busint

The small bt
firms. Larger

Accounting a
by phone anc

4.3.1 Competition

Major compe
e |n Bala
appears
e  Summil
weakne:

COMPANY NAME

dos4sa1e

document marketplace

DO NOT COPY
COPYRIGHTED MATERIAL
DOCSA4SALE, INC.
WWW.DOCS4SALE.COM

dos4sa1e

document marketplace

s group can make the most
generally employees of the
aining to their bookkeepers,
ovide the solution to these

ers as well as many small

hey will contact businesses
ing together.

less organization. Website

-pay services. Their major
d for small businesses.

For bookkeeping services, the business also must compete indirectly against the prospect of businesses hiring their own part-time
bookkeepers. This gives businesses the advantage of greater control and perhaps development of a future full-ime employee. If the
hire works out, the cost can be lower for a business than an outside service. However, this can lead to employees who are not as
well-educated or experienced as bookkeepers through a bookkeeping service who have worked with a range of businesses.
Generally, the cost is lower in the long run with a bookkeeping service, as training is done more systematically and
supervisors are more regimented and experienced.
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COMPANY NAME

To choose between competitors, factors considered by clients include:

e Positive references (especially from known sources or other businesses in the same industry)
e  CPA leadership (protects the businesses, even if work is being performed by non-CPAs)
e  Price (often low on the list of considerations, as long as price is not exorbitantly high)

5.0 Strategy and Implementation Summary

To promote t
e Expand
e |nitiate
e Useprir

5.1 Competitive E l ] 1
COMPANY b 0 C S S a e e to its combination of CPA
oversight wit document marketplace w their books and propose
additional ad 2 bookkeeper.
This is not ¢ o allow for the success of
COMPANY b >r positioned to serve larger
businesses. DO NOT co PY inesses that they can offer
services whic

| COPYRIGHTED MATERIAL

5.2 Marketing Stre

COMPANY b DOCS4SALE’ I N C. es (2 to 10 employees) with

its new bookl WWW.DOCS4SALE.COM

e  Website

e Redevel

e Periodic termine whether they yield
inquiries

The marketin COMPANY NAME and the

advantage of

5.3 Sales Strategy
The sales st O ‘ S 4 S a ‘ minantly to existing clients,

especially at document marketplace form al! emstlpg chen'ts by
phone about er possible, clients will be

approached ¢ 'ospecting time.

OWNER’S NAME will then ask clients directly Tor referrals to other businesses and business owners they know who may be right for
the bookkeeping services. OWNER'S NAME will seek to contact two referrals per day.

The result of this initiative of direct selling is expected to be at least five clients within the first couple of months, as many current
COMPANY NAME clients appear extremely ready for this service and trusting of OWNER’S NAME .
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5.3.1 Sales Forecast

COMPANY NAME

Total sales are expected to rise significantly with the success of the bookkeeping services revenue stream. The existing revenue
streams are projected to grow at slow rates, as OWNER'S NAME cannot take on much additional work. They are not projected to
grow very much in 2010, as OWNER'S NAME will spend additional time on the establishment of the bookkeeping services.
Furthermore, these revenues will drop by slightly in the first quarter as additional time is spent by OWNER’S NAME on hiring, training,
office renovations and launching this revenue stream.

Direct cost o
supplies for ¢
periods) for r

Table: Sales Fore

Sales Forecast

Sales

Account Manage
Tax Preparation
Total Sales

Direct Cost of Sz

Cash Discounts

Advertising
Subtotal Direct C
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> non-billable hours (training

2012

$64,692
$87,483
$152,175

2012
$611
$400

$1,011
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COMPANY NAME

5.4 Milestones

To execute the milestones listed, OWNER'S NAME will make liberal use of an outside marketing service firm which will manage the
execution of the marketing activities listed. OWNER’S NAME will directly execute the sales activities listed through her work with
clients.

$27,000 of the funds acquired will be used for the renovation and expansion of the current office in order to house new employees.
Table: Milestones

—

Milestone
Building Reneva

Advertising Cam Owner
Company Auto Owner
Addition of New Owner

document marketplace

Department
Owner

Totals

6.0 Management ! D O N OT C O PY |
oo COPYRIGHTED MATERIAL N st o
Periodically, - DOCS4SA LE ) I N C ° .come issues for the clients.

Any issues w ither handle them herself.

WWW.DOCS4SALE.COM

6.1 Personnel Pla
As the Perso xt three years.

Table: Personnel

Personnel Plan _

2012

Owner/Employee $29,701
Bookkeepers $46,149
o ocsdsale s

document marketplace
Total Payroll $75,850

7.0 Financial Plan

The financial plan of the business requires growth financed by positive cash flows from operations. Additional outside investment or
owner investment is not necessary. COMPANY NAME is not capital-intensive, but will increase fixed costs of the business which must
be covered almost immediately by additional revenues from bookkeeping sales. This is feasible because it is expected that at least
five current clients will use the service without hesitation as they are ready to start using a bookkeeper or outsource their current
bookkeeping.
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COMPANY NAME

7.1 Important Assumptions

The business will grow the number of part-time bookkeepers with the business over these next three years. In the first year, two
bookkeepers will work at less than 20 hours per week each for several months before reaching capacity, and a third bookkeeper will

join the company during the next tax season.
7.2 Break-even Analysis

COMPANY P
business. Tt
sales to hire

Table: Break-ever
1
Monthly Revenu d O C S 4 S a e
document marketplace

Assumptions:
Average Percent
Estimated Montt:
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$8,869

1%
$8,802
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7.3 Projected Profit and Loss

COMPANY NAME

As the Profit and Loss table shows, the company expects to continue its steady growth in profitability over the next three years of

operations.

Table: Profit and Loss

Pro Forma Profit

Sales

Direct Cost of Sé
Other Cost of Sa
Total Cost of Sal

Gross Margin
Gross Margin %

Expenses
Payroll
Marketing/Promc
Depreciation
Automotive Expe
Professional Fee
Rent

Office Expenses

Total Operating |

Profit Before Inte
EBITDA
Interest Expens
Taxes Incurred

Net Profit
Net Profit/Sales
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7.4 Projected Cash Flow

COMPANY NAME

The expansion of the business can be undertaken with the grant funding attained. Significant cash reserves can be built up in future
years for an acquisition or additional service expansion.

Table: Cash Flow

Pro Forma Cash

Cash Received

Cash from Opera
Cash Sales
Subtotal Cash fr

Additional Cash
Sales Tax, VAT, |
New Current Bor
New Other Liabil
New Long-term |
Sales of Other C
Sales of Long-te,
New Investment
Subtotal Cash R

Expenditures

Expenditures fro
Cash Spending
Bill Payments
Subtotal Spent o

Additional Cash
Sales Tax, VAT, |
Principal Repayr.

Other Liabilities
Long-term Liabil

Purchase Other (
Purchase Long-t
Dividends

Subtotal Cash §

Net Cash Flow
Cash Balance
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$269,464
$269,892

$10,088
$279,980

2012

$1562,175
$162,175

$0
$0
$0
$0
$0
$0
$0
$152.175

2012

$126,673
$0
$126,673

$0
$9,996

$0
$0

$0
$0
$0
$136,669

$15,506
$295,487

Page 15



COMPANY NAME

Cad

dos4sale

document marketplace

DO NOT COPY
COPYRIGHTED MATERIAL
DOCS4SALE, INC.
WWW.DOCS4SALE.COM

Cad

dosélsale

document marketplace

Page 16



7.5 Projected Balance Sheet

The net worth of the business will improve if the new business line succeeds as expected. Additional external financing will not be
needed and the debt of COMPANY NAME will remain low.

Table: Balance St

Pro Forma Bala

2012
Assets
Current Assets
ocsd4sale
Other Current As $91,029
Total Current As document marketplace $470,766
Long-term Assel
Long-term Assel $53,000
Accumulated De, DO NOT COPY $0
Total Long-term $53,000
Total Asses COPYRIGHTED MATERIAL 3623766
Liabilities and C: DOCSA4SALE, INC. 2012
Current Liabiltie WWW.DOCS4SALE.COM
Accounts Payab $0
Current Borrowii $125,406
Other Current Li; $0
Subtotal Current $125,406
Long-term Liabil $0
Total Liabilities $125,406
Paid-in Capital $311,422
Retained Earning $68,435
Earnings $18,5602
Total Capital document marketplace $398,360
Total Liabilities ¢ $523,766
Net WOfth WUV, TV LAVTRVAV 5398,360

Making Cents, Inc. — Beth Jorgensen |

|
7.0 Financial Plan -




7.6 Business Ratios

COMPANY NAME is compared here to the "Office Administrative Services" industry of under $250,000 in revenues. Comparison to
the other closest industry, "Tax Preparation Services," is less useful because of the differences created by the new revenue line.

COMPANY NAME does not hold substantial current or long-term assets, besides some office equipment. The assets of the business

are primarily
which are no

Table: Ratios

Ratio Analysis

Sales Growth

Percent of Total
Other Current As
Total Current As
Long-term Assel
Total Assets

Current Liabilitie
Long-term Liabil
Total Liabilities
Net Worth

Percent of Sales
Sales

Gross Margin
Selling, General
Expenses
Advertising Expe
Profit Before Inte

Main Ratios
Current

Quick

Total Debt to Tol
Pre-tax Return o
Pre-tax Return o

COMPANY NAME website
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Additional Ratios
Net Profit Margin
Return on Equity

Activity Ratios

Accounts Payable Turnover

Payment Days
Total Asset Turn

Debt Ratios
Debt to Net Wort
Current Liab. to |

Liquidity Ratios
Net Working Cag
Interest Coverag

Additional Ratio:
Assels to Sales
Current Debt/Tot
Acid Test
Sales/Net Worth

Dividend Pazout

2010 2011 2012
12.04% 15.83% 17.91% na
4.19% 5.72% 6.47% na

0.00 0.00 0.00 na
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Table: Sales Forecast

Sales Forecast

Appendix

Sales
Account Management

Tax Preparation
Total Sales

Direct Cost of Sales

Cash Discounts

Advertising

Subtotal Direct Cost of Sales

Jan Feb Mar Apr May Jun Jul

$2,990  $3,140 $3297  $34A2  $3A35  $3817  S4008
$4,800  $3,60(
$7,790  $6,74C

Jan Fet
$0
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Aug

$4 208
0
8

o o O

Sep

$4,418
$6,000
$10,418

Sep
$0
$0
$0

Oct

$4,639
$6,000
$10,639

Oct
$0
$100
$100

Nov

$9,742
$12,000
$21,742

Nov
$0
$0
$0

Dec

$9,742
$12,000
$21,742

Dec
$0
$0
$0
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Table: Personnel

Appendix

Personnel Plan

Jan
Owner/Employee $2,333
Bookkeepers 10% $3,500
Total People 2
Total Payroll $5,833

Feb
$2,333
$3,500

2

$5,833

Mar
$2,333

Apr
$2,333

May Jun Jul
$2,333 $2,333 $2,333

do

csdsale
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Aug
$2,333
500

2

833

Sep
$2,333
$3,500

$5,833

Oct
$2,333
$3,500

2

$5,833

Nov
$2,333
$3,500

3

$5,833

Dec
$2,333
$3,500

$5,833
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Table: Profit and Loss

Pro Forma Profit and Loss

Appendix

Sales

Direct Cost of Sales
Other Cost of Sales
Total Cost of Sales

Gross Margin
Gross Margin %

Expenses

Payroll
Marketing/Promotion
Depreciation
Automotive Expenses
Professional Fees
Rent

Office Expenses

Total Operating Expenses

Profit Before Interest and Taxes
EBITDA

Interest Expense

Taxes Incurred

Net Profit
Net Profit/Sales

15%
15%

Jan
$7,790
$100
$0
$100

$7,690
98.72%

$5,833
$500
$0
$171
$308
$553
$1,312

$8,677

($987)
($987)

$38
($308)

($718)
921%

$6,740

10

($
($

-2

Mar Apr May Jun

Jul Aug

$5,697 $4962  $9,635 $9,817  $10,008  $10,208

$144 $388 $144 $0
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$100 $0
$0
$0

$10,208
100.00%

$5,833
$500
$0
$171
$308
$563
$1,312

$8,677

$1,631
$1,631
$1,239

$87

$204
2.00%

Sep
$10,418
$0

$0

$0

$10,418
100.00%

$5,833
$500
$0
$171
$308
$553
$1,312

$8,677

$1,7411
$1,741
$1,232

$153

$356
3.42%

Oct
$10,639
$100

$100

$10,539
99.06%

$5,833
$500

$171
$308
$563
$1,312

$8,677

$1,862
$1,862
$1,226

$191

$446
4.19%

Nov
$21,742
$0

$0

$0

$21,742
100.00%

$5,833
$500
$0
$171
$308
$563
$1,312

$8,677

$13,065
$13,065
$1,219
$3,654

$8,292
38.14%

Dec
$21,742
$0

$0

$0

$21,742
100.00%

$5,833
$500
$0
$171
$308
$563
$1,312

$8,677

$13,065
$13,065
$1,212
$3,556

$8,297
38.16%
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Table: Cash Flow

Pro Forma Cash Flow

Appendix

Jan
Cash Received

Cash from Operations
Cash Sales $7,
Subtotal Cash from Operations $7,1

Additional Cash Received

Sales Tax, VAT, HST/GST Received
New Current Borrowing

New Other Liabilities (interest-free)
New Long-term Liabilities

Sales of Other Current Assets
Sales of Long-term Assets

New Investment Received

Subtotal Cash Received

0.00%
$50,(

$57.i
Expenditures v

Expenditures from Operations

Cash Spending $8,1
Bill Payments

Subtotal Spent on Operations $8,i

Additional Cash Spent

Sales Tax, VAT, HST/GST Paid Out

Principal Repayment of Current Borrowing $¢
Other Liabilities Principal Repayment

Long-term Liabilities Principal Repayment

Purchase Other Current Assets

Purchase Long-term Assets

Dividends

Subtotal Cash Spent $9.¢

Net Cash Flow $48 1
Cash Balance $48 Hvo

Feb Mar Apr

$4D,USE  $4Z,199

May Jun
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$0

$0
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$9,479
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$10,639
$10,639
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$0
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$353,000
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$9,610

$0
$833
$0

$0

$0

$0

$0
$10,443

$353,196
$389,802

Nov

$21,742
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$0
$0
$0
$0
$0
$0
$0
$21,742
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$12,866
$0
$12,866

$0
$833
$0

$0
$83,000
$0

$0
$96,699

($74,957)
$314,844
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$21,742
$21,742

$0
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$0
$0
$0
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$12,861

$66,694

($44,952)
$269,892
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Table: Balance Sheet

Pro Forma Balance Sheet

Appendix

Jan Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Assels Starting
Balances

Current Assels
Cash $428  ($1,123) ) $137,083 $136,606 $489218 $413678 $368,142
Other Current Assets $8,029 $8,029 ) $8,029 $8,029 $8,029 $91,029  $91,029
Total Current Assets $8 457 $6,906 $145112 $144,635 $497,247 $504,707 $459,171
Long-term Assets =="
Long-term Assets $0 $0 d O S 4 S 1 ) $0 $0 $0 $0  $53,000
Accumulated $0 $0 C a e ) $0 $0 $0 $0 $0
Depreciation document marketplace
Total Long-term Assets $0 $0 ) $0 $0 $0 $0  $53,000
Total Assets $8.457 $6,906 $145112 $144,635 $497,247 $504,707 $512,171
Liabilities and Capital Jan DO NOT COPY I Aug Sep Oct Nov Dec
Current Liabilities COPYRIGHTED MATERIAL
Accounts Payable $0 $0 ) $0 $0 $0 $0 $0
Current Borrowing $5,394 $4 561 DOCS4SA LE’ INC. }  $148,730 $147,897 $147,004 $146231 $145398
Other Current Liabilities $0 $0 WWW.DOCS4SALE.COM ) $0 $0 $0 $0 $0
Subtotal Current $5,394 $4 561 }  $148730 $147,897 $147,0064 $146231 $145398
Liabilities
Long-term Liabilities $0 $0 ) $0 $0 $0 $0 $0
Total Liabilities $5394  $4,561 3 $148730 $147,897 $147,064 $146231 $145398
Paid-in Capital ($41578) ($41,578) = ) ($41578) ($41578) $311422 $311422 $311,422
Retained Earnings $28386  $44,641 % $44641  $44641 $44641  $44641  $44 641
Eamings $16255  ($718) ; ) ($6,681) ($6,325) ($5880)  $2413  $10,710
Total Capital $3063  $2,345 0 C S S a e ) ($3618) ($3,262) $350,183 $358476 $366,773
Total Liabilities and $8,457 $6,906 document marketplace $145112  $144,635 $497,247 $504,707 $512,171
Capital
Net Worth $3,063 $2 345 ($1,£30)  ($D,1/U)  ($4,0U7)  ($3,812) (p3,822)  ($3618)  ($3,262) $350,183 $358476 $366,773
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