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	OUTSOURCING BOOKKEEPING SERVICES FEES ASSESSMENT FORM (OBSAF)


GUIDELINES:
a. Please complete the forms below and answer the questions (Type on editable fields).

b. Our competitive quotation will be sent to you within two (2) business days.

CONTACT INFORMATION

1. Please state your entity name and contact details. [Required]
	Business Name:
	
	Business Registration Date:
	

	
	
	
	

	Contact Person:
	
	Position:
	

	
	
	
	

	Country:
	
	
	

	
	
	
	

	Main Office?:
	
	 Yes
	
	 No
	Country of Main Office:
	

	
	
	
	

	Telephone :
	
	Fax :
	

	
	
	
	

	Email :
	
	Mobile:
	

	

	How did You Hear About Us 
	1. Online Search
	
	2. Email
	
	3. Existing Clients
	

	

	4. Brochure
	
	5. Yellow pages/Directories
	
	6. SMS
	
	7. Referrals
	


2. What is the legal status of your establishment? [Required]
	
	
	Limited Liability Corporation
	
	
	Partnership

	
	
	

	
	
	Others, please specify: 
	


CLIENT INFORMATION GENERAL
3.      How long has your business been in operation? [Required]
	
	
	Still in the planning stages

	
	
	

	
	
	Less than 6 months

	
	
	

	
	
	6 months to 2 years

	
	
	

	
	
	2 + years


4.      Your accounting status


	1.
	Are you maintaining any accounting/book-keeping?    
	Yes
	
	No
	

	
	
	
	
	
	

	2.
	How is it maintained currently?
	Accounting software
	
	Manual account
	
	Excel Sheet
	

	
	
	
	
	
	

	3.
	If software, name the software:
	




5.    Controls & documentation

	1.
	Do you have pre-printed "Receipt Vouchers"?
	Yes
	
	No
	

	
	
	
	
	
	

	2.
	Do you have pre-printed "Payment Vouchers"?
	Yes
	
	No
	

	
	
	
	
	
	

	3.
	Do you have pre-printed "Sales Invoices"?
	Yes
	
	No
	

	
	
	
	
	
	

	4.
	Do you have pre-printed "Local Purchase Orders"?
	Yes
	
	No
	

	
	
	
	
	
	

	5.
	Are your financial documents in order and filed?
	Yes
	
	No
	

	
	
	
	
	
	

	6.
	The mentioned above documents/papers handle by
	Secretary
	
	Bookkeeper
	
	Manager
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	


6.        Cash / Cheque collection 

	
	
	
	
	
	
	

	Are you depositing the cash in to the Company's Bank Account?
	
	Yes
	
	No
	

	
	
	
	
	
	

	Length (interval) of deposits of cash / cheque into the bank?
	Same day
	
	Next day
	
	Weekly
	

	
	
	
	
	
	
	


7. Out-sourcing of Accounting & Bookkeeping [Reports preferred]: 
[Please tick on your preferences]

	
	What are you looking for
	Monthly
	Quarterly
	Half yearly
	Yearly

	

	
	
	
	
	
	

	
	
	Trial Balance
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Bank Reconciliation
	
	
	
	
	
	
	
	 

	
	
	
	
	
	
	
	
	
	
	

	
	
	Analytical Sales Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Analytical Purchases Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Accounts Receivable Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Accounts Payable Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Analytical General & Administrative Expenses Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Letter of Credit Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Fixed Assets and Depreciation Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Payroll and Wages Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Profit and Loss Account (Annual)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Balance Sheet (Annual)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Any other report? (specify):   __________________
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


8. When do you expect to start outsourcing your bookkeeping services with us? [Required]
	
	
	As soon as possible 
	
	
	
	

	
	
	

	
	
	Within two weeks 
	
	
	
	

	
	
	

	
	
	Within one month
	
	
	
	

	
	
	

	
	
	Within two months
	
	
	
	

	
	
	

	
	
	Others, please specify: 
	


9. Do you want your annual financial statements to be certified by External Auditors? [Required]
	
	
	Yes, 
	
	
	No

	
	
	
	



If yes, please indicate on how many years are to be audited:
	
	
	2010
	
	2009
	
	2008
	
	2007
	
	2006
	
	2005

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


10. Please fill-in the following Client details: [Required]
	
	
	Number of business bank accounts

	
	
	

	Bank 1:
No. of pages of bank statement per month.

Bank 2:
No. of pages of bank statement per month.

Bank 3:
No. of pages of bank statement per month.



	
	
	

	
	
	

	
	
	Number of Total Employees

	
	
	

	
	
	


11. TECHNICAL INFORMATION
	
	
	

	1.
	No. of Receipt Vouchers a day 
	
	4.
	No. of other transactions a day
	

	
	
	
	
	

	2.
	No. of cash Payment Vouchers a day
	
	5.
	No. of Customers /Clients
	

	
	
	
	
	
	

	3.
	No. of Invoices issue a day
	
	   6.
	No. of Venders
	

	
	
	
	
	
	

	No. of sales invoices (Cash/Credit):
	
	
	Monthly

	
	
	
	

	No. of purchase invoices (Cash/Credit):
	
	
	Monthly

	
	
	
	

	No. of cheque payment vouchers:
	
	
	Monthly

	
	
	
	

	No. of receipt vouchers:
	
	
	Monthly

	
	
	
	

	No. of journal vouchers:
	
	
	Monthly

	
	
	
	

	No. of cheques issued:
	
	
	Monthly


Please note: The information asked in the questions above will help us provide you with the most accurate quote.
12. Do you have any accounting/bookkeeping pending work?  If Yes,

	   For how many month(s)
	
	 Month(s)

	
	
	

	   For than on year or more
	
	 Year(s)


13. If applicable, please briefly describe the nature of your business, including your industry, and/or any additional requirements you may have. 

	

	

	

	Please send back this document through 

Tel: +971 4 2662801    Mob: +971 50 6466748    Fax to +971 4 269 3625 
CONTACT US: Toll Free Number 800-FARAHAT (800-3272428)
Or

Please email this form back to info@farahatco.com, sales@farahatco.com 


5

