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Many doctors work extremely hard but leave all the administration and bookkeeping activities to
staff. This can leave them vulnerable and totally out of the loop when it comes to understanding how
the business is doing and how things could be improved.

Your bookkeeping system is the hub of all the financial activities of your business. Most offices use
computer software that will receive input about transactions as they occur and then produce different
statements and reports. It is likely best to have one person who is responsible for all of the entry and
operations.

My system is customized so that it is just a few clicks of the mouse to do any of the tasks. | save
thousands of dollars a year because | am able to prepare Sales Receipts and Invoices between
appointments without having to hire staff to do this.

The accounts payable system is also very simple and allows me to pay my own bills in a matter of
minutes.

There are several important parts to a good bookkeeping system:

1. DATABASE - You need to have full information about every single patient, vendor, and significant
contact entered and updated as necessary. This will save you so much time and prevent having to
go through stacks of business cards.

2. SALES - This part of the program actually has two parts: One for cash and one for accounts
receivables that will be paid at a later date. Each day you need to make sure that there is a process
in place where you cross-check your calendar with the Sales report to make sure that all entries
were made. At month-end you will print the Accounts Receivable report and have someone follow-up
on outstanding accounts.

3. EXPENSES - This is usually divided into two parts: One where you can enter Bills to Pay and
another that is to Pay the Bills. This way you can enter expenses when you receive a statement from
the vendor but not pay it until it is due (so that you save paying interest but have access to your own
money for as long as possible). Most computer software programs allow you to set up reminders so
that you pay the bills on time.

4. PAYROLL - This software allows you to set up each employee with their salary or rate per hour so
that all you need to do before payday is to enter their hours and print the cheques.

5. REPORTS - At month-end you will be able to print a number of reports including Profit and Loss
Statement, Balance Sheet, Income and Expense report and others that summarize your business
situation.

The important thing to remember is that you need to have one system that is properly set up and

customized. Doing this will be work at first but, in the long run save you thousands of hours and
thousands of dollars.
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