SHELEI OLIQUINO

A Professional Bookkeeper with 15 years of experience. | help business
owners to scale up their businesses and books must be in order.

I’m hoping to put my exceptional financial management track record to
work for you.

SERVICES:

Bookkeeping- Management of day-to-day transactions (Quickbooks and Xero).

Reconciliation of Bank Accounts, and maintaining accurate records.

Catch up and Clean up of Books

Preparation of Financial Reporting - Profit and Loss and Balance Sheet

Planning of Projection Collection and Budgets

Preparing Payroll

Value-added service -Access via Skype
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PROFIT AND LOSS

Craig's Design and Landscaping Services

Profit and Loss
January 1-21, 2023

TOTAL
Income
Total Income
GROSS PROFIT S0.00
~ Expenses
Automobile 53.99
= Job Expenses
~ Jok Materials
Deacks and Patios 42.40
Total Job Matorials 42.40
Total Job Expenses 42.40
Total Expansas 290639
MET OPERATIMNG INCOME 5 -946.39
MET INCOME 5 -96.39
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BALANCE SHEET

- .
Craig's Design and Landscaping Services
Balance Sheal Summary
A3 of Jenuary 27, 2023
TOTAL
- ASSETS
= CUrrEnT AXIeTs
Bank dccounts Z.001.00
Agoounts Receivable 5.281.52
Crthar Current Assets Z.4638.77
Total Current Assets £9.941.29
Fizgd Sazets 13.405.00
TOTAL ASSETS £23.435.2¢
= LABILUTIES AND EQLLITY
-~ Liabilities
- Currant Lissilities
Accounts Payable 1.402.47
Cradit Cards 157.72
Sther Cwurrent Liabilities 237094
Total Current Lisbilities £4,131.33
Lang-Term Lisbilivies 25000, 00
Total Liabilities 31,131,233
Egliiny T A0S 04
TOTAL LIABILITIES AMND ECUITY $23.435.29
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STATEMENT OF CASH FLOW

Craig's Design and Landscaping Services

Statement of Cash Flows

January 1-21, 2023

TOTAL
» OPERATIMG ACTIVITIES

Met Income 9530

+ Adjustments to reconcile Met Income to Met Cash provided by operati...
Mastercard -803.81
Total Adjustments to reconcila Met Income to Met Cash provided by ... -803.61
Met cash provided by operating activities S -200.00
MET CASH INCREASE FOR PERIOD 5 -200.0:0
Cash at beginning of period 4946332
CASH AT EMD OF PERICD $4,063.52

Statement of Cash Flows - Indirect Method

Acme Accounting
For the vear endad Decembear 31, 2017

Operating Activities

Hid Inciinsa

Adjusimenis for non-cash fiems

Deprociation on Toood assels

xXero

Chanpas in Gparasiogg Asssss and | labdidas

ACrainty tRcavahE

Mia it aspaiees
Bt eyl

Texes pavabie
Total adjustmants

Net cash provided by operating activities

Investing Activities
Processds fram sale of progerty, plarl & equpmen

Pasgrmerd far property, plant & cquipmen

Het cash provided by investing activities

23400

253,02

&R

B1LFS

12,150,000}

4,160k

1.500.00

20, .00

(18, 500.00)



BANK RECONCILIATION
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BILL PAYMEN'T
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INVOICE

Cralg’s Design and Landscaping Services
123 Sierra Way
San Pablo, CA 87999
noreply@quickbooks.com
BILL TO INVOICE # 2003
Shara Bamett DATE 09/22/2020
Bamnett Design DUE DATE 10/21/2020
19 Main St. TERMS Met 30
Middlefield, CA 94303
SERVICE ACTIVITY aTy RATE AMOUNT
Lighting Lighting 1 2500.00 2500.00
Gardening Gardening 1 1000.00 1000.00
Thank you for your business and have a great day! SUBTOTAL 3500.00
DISCOUNT 10% 0.00
TOTAL 3500.00
BALANCE DUE $35no uu
Invoice INV-0027
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PIVOT TABLLE

D E F G H I ] |
1
2 Jan Transportation 74 sum of Amount Month E3
3 Jan Grocery 235 Category ﬂ.lan Feb Mar Grand Total
4 Jan Household 175 Entertainment 100 125 120 345
5 Jan Entertainment 100 Grocery 235 240 260 ¥35
& Feb Transportation 115 Household 175 225 200 600
T Feb Grocery Eﬂlﬂl Transportation 74 115 90 279
B Feb Household 225 Grand Total B4 705 G770 1959
1 Feb Entertainment 125
10 | Mar Transportation 50
11 Mar Grocery 260
12 Mar Household 200
13 Mar Entertainment 120

CLIENTS AUDITED BOOKS

PERIOD 2021

ACCOUNT: BANKS
.___ LLC HAVE A TOTAL 1 BANK ACCOUNT. IN QUICKBOOKS BALANCE SHEET

PAYONEER ACCOUNT SHOWED NEGATIVE BALANCES AMOUNTING -$23,665.25 AND A PAYPAL
BANK AMOUNTING $ 1,884.44.

2. BANK AND QUICKBOOKS YEAR TO DATE BALANCE ARE NOT RECONCILED BY ALMOST -$
22,401.90.

BANK ACCOUNTS BANK QUICKBOOK VARIANCE

Chase Bank

. 10,943.04 33,344.94 -22,401.90
Operating Account

Total 10,943.04 33,344.94 -22,401.90




3. NO MONTHLY BANK RECONCILIATION WAS MADE FOR THE WHOLE YEAR 2021.
4. THERE ARE A TOTAL OF 587 TRANSACTIONS THAT NEED TO BE ADDED/MATCHED.

ACCOUNT: OTHER CURRENT ASSETS

UNCATEGORIZED ASSETS HAVE BALANCES OF $ 22,345.69

ACCOUNT: CREDIT CARDS
1. THERE ARE 5 CREDIT CARD ACCOUNTS;

CREDIT CARDS BANK QUICKBOOK VARIANCE
AMMEIIEEN [2IATEES 6,810.76 7.910.12 -1,099.36
Credit Card (Amex) ’ ' ’ ' ’ '
Chase Bank Credit
Card (6428/7045) 19,999.67 21,176.92 -1,177.25
Chase Bank (7542) 4,664.66 8,970.84 -4,306.18
Discover CC (5755) 3,819.22 3,297.61 -7,116.83
Chase Bank Credit
Card (2440/6720) 29,230.07 21,210.32 8,019.75

Total 56,885.94 62,565.81 -5,679.87

2. BANK AND QUICKBOOKS YEAR TO DATE ARE NOT RECONCILED BY - $ 5,679.87.

NOTABLE DIFFERENCE.

3. NO MONTHLY BANK RECONCILIATIONS WERE MADE FOR THE WHOLE YEAR 2021.

4. THERE IS A TOTAL OF 752 TRANSACTIONS THAT NEED TO BE ADDED/MATCHED.




ACCOUNT: EQUITY

UTILITIES SHOWED UP A NEGATIVE BALANCE OF -$ 2,312.92, OPENING BALANCE OF
EQUITY WITH -$-12,519.32, AND RETAINED EARNINGS WITH A -$ 81,654.13 IN THE BALANCE
SHEET.

NEED TO REVIEW AND VALIDATE BALANCE AND CLOSE OPENING BALANCE EQUITY
ACCOUNT. ACCOUNT.

INCOME QUICKBOOKS RECORDINGS OF INCOME ON BELOW ACCOUNTS FOR THE
WHOLE YEAR 2021.

Income accounts Recording of Sales
Amazon Canada Sales Receipt
Consulting Income Invoice and Sales Receipt

Amazon Income (Sales and Product ) )
Invoice and Sales Receipt

Income)
Shopify Invoice
Waltermart Sales Receipt

RECOMMENDATIONS:

CLEAN-UP:

1. CATEGORIZATION OF FOR REVIEW TRANSACTIONS TO ITS PROPER ACCOUNT AS TO INCOME,
EXPENSE OR

BALANCE SHEET ITEMS.

2. MONTHLY BANK RECONCILIATION OF 3 ACCOUNTS BASED ON BANK STATEMENT CUT-OFF BALANCE.
THIS IS TO ENSURE THAT ALL TRANSACTIONS IN THE BANK ARE RECORDED AND RECONCILED IN BOOKS.
3. MONTHLY CREDIT CARD RECONCILIATION OF 5 ACCOUNTS BASED ON BANK STATEMENT CUT-OFF
BALANCE TO ENSURE THAT ALL EXPENSES AND PURCHASES ARE RECORDED AND RECONCILED IN
BOOKS.

4. VALIDATE CASH AND CREDIT CARD BEGINNING BALANCES, REVIEW AND CORRECT OPENING
BALANCE EQUITY ACCOUNT.



MONTHLY MAINTENANCE:

1. CATEGORIZATION OF TRANSACTIONS TO ITS PROPER ACCOUNTS AS TO INCOME, EXPENSE AND
BALANCE SHEET

ITEMS.

2. MONTHLY RECONCILIATION OF 3 BANK AND 5 CREDIT CARDS TO ENSURE THAT ALL
TRANSACTIONS ARE RECORDED

AND NO DOUBLE ENTRY OF TRANSACTIONS.

5. RECORD AND RECONCILE ALL SETTLEMENT PAYMENT.

4. GENERATE MONTHLY PROFIT AND LOSS STATEMENT

5. GENERATE MONTHLY BALANCE SHEET REPORT

DELIVERABLES OF REPORTS:

1. BALANCE SHEET AS OF DECEMBER 31, 2021.
2. PROFIT AND LOSS REPORT FOR THE PERIOD JANUARY TO DECEMBER 31, 2021
3. RECONCILIATION REPORT

- MONTHLY BANK RECONCILIATION FOR 3 ACCOUNTS

- MONTHLY CREDIT CARD RECONCILIATION FOR 5 ACCOUNTS

- RECONCILIATION OF AMAZON SETTLEMENT REPORT

CLIENT SHOULD PROVIDE THE FOLLOWING DATA:

1. STORE AND SHARE THE FOLLOWING DATA IN GOOGLE DRIVE IN PDF FORMAT PER ACCOUNT:
3 BANK STATEMENTS
5 CREDIT CARD STATEMENT

VALUE-ADDED SERVICE:

24 /7 COMMUNICATION ACCESS VIA EMAIL OR SKYPE OR FACEBOOK FOR CONSULTATION



