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  Select Accounting Reporting & Consultation, LLC

Tax Services, Bookkeeping, Write-Up, Compilation, Review, Agreed-Upon Procedures

Request for Proposal - Bookkeeper

	Date: 
	July 15, 2020

	Deadline for Proposals: 
	Open until removed

	For additional information and questions, please contact:
	Vivian Jenkins, CPA, Managing Member

at vpjenkins@selectarcllc.com 240-317-9657

	
	

	Please email bid to:
	vpjenkins@selectarcllc.com

	
	


______________________________________________________________________


Background

Select Accounting, Reporting & Consultation (Select ARC) is a niche accounting services firm operating in the Washington region.  We are expanding our business to offer outsourced bookkeeping services to associations and other membership organizations.  Our business model involves assembling a small (3-4) cadre of specialized subcontractors who can provide full-charge bookkeeping services to nonprofit organizations using QuickBooks for Nonprofits.  Target clients are national trade associations in various industries, but other types of membership organizations will be accepted.  It is expected that most work will be done remotely, with no more than two site visits in a single week for a given client.

Term

Subcontract shall be for one (1) year in duration and either party may terminate with 60 days' notice.  Select ARC has the right to accept or reject any bid.

Typical Specifications

1. Invoicing and recording receipt of dues as determined by the client.
2. Recording and processing payment of bills received, approved and forwarded by client.
3. Processing invoice requests approved and forwarded by client.

4. Printing checks for timely payment.

5. Reconciliation of monthly bank statements received by client.  Reconciliation to be reviewed by prime contractor and forwarded to client.

6. Monthly balance sheet and income statement (including budget comparison) to be reviewed by prime contractor and forwarded to client.
7. Providing information to prime contractor for Board financial reports, tax returns, etc.
8. Maintaining accounting records in QuickBooks Online.
9. Recording activity for multiple banking and credit card accounts.
Qualifications

1. Demonstrated full-charge nonprofit bookkeeping experience, including proper revenue recognition.
2. Expertise with QuickBooks Online, including proper use of Classes and Projects.

3. The strong desire to grow with us.

4. Knowledge of ASUs 2018-08 and 2014-09 a plus!

Please describe your experience with non-profit organizations and include hourly rate, resume and references.
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