
CDB Section 6 - Cleanup 

Clean up, clean up, everybody. Okay, I won't do that. It is what I did with my children when they 
were young, if you remember that song, but I digress. We are in CDB section six, and we're 
going to be talking about the all-important component of cleaning up our client's books, 
especially when we inherit a new one. Hopefully, we're not having to clean up our own stuff, 
but hey, you never know what happens. 

Let's talk about the objectives for this section. We want to understand the elements and 
challenges of project management, which is a huge component when it comes to clean up. 
We're also going to identify best practices for communication with your clients, particularly 
during a cleanup phase of the project. Also, number three here, recognize what controls need 
to be in place when gathering sensitive information from our clients. And finally, number four, 
determine the ways to confirm the cleanup process has been completed properly for each 
account. 

Let's first start off here with project management. Know what needs to be done. We need to 
know all of this on the front end as much as possible. Now, I know that I'm going to speak with 
a lot of other practitioners hearing that, ha ha, try to make all this organized from the 
beginning. We want to do this in an organized fashion, and it starts with knowing what needs to 
be done. And then gathering all the necessary resources. Typically, the most challenged part of 
this cleanup is getting all of the crap, right? Let's be honest, once we have all that information, 
we're off to the races, that's not the problem typically, is having to do the work. It's getting all 
the information. 

So, this process can be streamlined by creating a template that outlines what your client needs 
to upload in terms of the documentation, what access that you need to have. All of this stuff we 
can streamline as much as possible. I will go ahead and say I know and acknowledge from doing 
hundreds of these that every cleanup is different. There is only so much processing and 
streamlining that we can do, but documentation, getting that, knowing what that is on the 
front, spending time with our prospective clients before we start the operation is of utmost 
importance. We really want to slow it down so that we get a full grasp of everything that's in 
there. 

And that also includes clear communication of the progress. This is the most important and 
overlooked element of the project, is keeping in constant communication with our client, 
letting them know where we are. The worst thing that we can do for a client is to actually say, 
"All right, we've got your information, it's going to be a month." And there's no communication 
in between. I like to give progress reports, and it's something that you should do to overwhelm, 
or excuse me, to all your clients. I don't want to overwhelm them, right? It's enough 
overwhelmed probably for them just because they're having to clean up. But this is again, clear 
communication, constant communication. There's no such thing as over-communication, unless 
the client just says, please stop communicating with me. 
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So, when reviewing your cleanup process, we're here on section B, when reviewing your 
cleanup process after the project is complete, survey your clients to ask them for feedback on 
how you can improve the communication. It's important that you do this. Now you can do 
formal surveys, but picking up the phone and just asking them is the very best way to do that. I 
recommend that you seriously take this as a challenge, or you take this as something that you 
definitely should be incorporating into your business, not just with cleanups, but we're talking 
about it here in the confines of what you're doing inside the project management of a cleanup. 

So that's what we need to do. We need to understand what needs to be done on the front end. 
We need to gather all the necessary resources, get them all up front before we actually start 
and then have a clear communication of the progress. 

Now we need to map out the project. We need to create the process, the tasks and task 
deadlines. So, we're doing this for ourselves. We're also doing this for our clients. We need the 
items needed from the client, so we're talking about that, kind of what we talked about in 
gathering all the information. 

Again, identifying all the resources that are needed. Create one central checklist or template to 
reference. As a best practice, we don't want to have a bunch of emails, we don't want to have a 
bunch of different Excel spreadsheets. This is not something that we would want to 
incorporate. The way I teach it also, in a different program that I work with, is that I like to 
create a four hour or a one hour or however long that you think you're going to take guarantee 
where you're like, "Hey, you spend X number of hours with me dedicated, in maybe two 
sessions or three sessions, and I promise we'll have everything that we need." And then you 
create a process. You've already created the process where you actually fulfill, get all the 
information. You don't have to bug your client until it comes to specific questions on 
transactions. 

That's different here, but we really need to identify all of those, and put them in a segregated, 
separate place, so that there's one source that gathers everything. I like to use a Google 
spreadsheet here, and use hyperlinks to all the different documents that I keep in a secure 
folder, so that I easily within that spreadsheet or my client within that spreadsheet can upload 
that. They have hyperlinks so that I can always and easily access that information. 

And we also want to create deadlines. Deadlines for receiving payment. First payment is to be 
secured before the cleanup begins is something that we strongly recommend. Create deadlines 
around receiving documents and the resources that you need, and then obviously creating 
deadlines around finishing the entire cleanup project. 

And again, it goes back to communicating that. If you see that there's going to be a delay, be 
upfront with that as quick as possible, and let them know why. "Hey, we're going to be delayed 
because you were supposed to have these documents to me by Friday. You didn't get them to 
me until the next Thursday, so therefore we're five days off." While it's fresh on their mind. I 
don't think that our clients are out there doing these things maliciously. They just don't want to 
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be doing it. They've got other things to be doing in their business, so what we want to do is to 
remind them that we're going to be past the deadline, and the reason is, is because, "Hey, this 
recently, remember you didn't get me that stuff. It says it right here." I'm not banging them 
over the head with anything, but we're just reminding them as to why. And then obviously 
mapping out the communication with the prospect, the client in this case. 

All right, let's talk about communication a little bit. Ask. If a transaction doesn't make sense, or 
you're not sure what it is, or if you need more documentation. I always default to, I think it's 
this, but I'd never do that. Google can only take us so far when you're searching for who a 
vendor is. If there's ever a doubt, I put that into the category to where I'm going to go through 
it, ask my client things in a step by step. 

Tell. Okay, this is communication, so we ask and then we tell if there are any changes to 
deadlines, or the written or the... Excuse me, the project timeline. Again, just 
over-communication. There's really no such thing. 

How. Pick a method, and stick to it. Scheduled reminders, phone calls and submission forms are 
helpful for your client, but the biggest thing I'll tell you here is, how does your client enjoy to be 
communicated with? Do they like texts? I'm a text person. If you don't text me before you call 
me, I'm probably not answering your phone. Some people are just the opposite. Don't bother 
me with the text. Call me. Some people want email, some people want it, hopefully not face to 
face, but maybe through a Zoom meeting. Whatever it is that your client enjoys to 
communicate with, how they want to have that happen, do your best to make that happen. 

Now the scope of communication. Forgotten bank or credit accounts. Has this ever happened? 
"How many bank accounts you got?" "Oh, I've only got two. Oh, as it turns out, I got three more 
that I totally forgot about." Those are typically not malicious, again, these are just things that 
people forget about. What we want to do is to explain that this is outside the scope of what we 
originally talked about and typically charge, and you can choose at this point to do it pro bono. 
Let's say that that was an extra savings account, and it had like one transaction a month. I might 
say, "Hey, don't worry about it. I'm going to do that pro bono." If there's more involved cleanup 
than originally discussed, then we need to reassess. We need to discuss it again, and edit the 
agreement for services. 

Most people, if we're going to do this up front, they're going to totally understand, we thought 
that this was 50 transactions a month, turns out it's 500 transactions. Or even if we thought it 
was 50 and now it's 100, we need to be able to communicate that. And then obviously we 
scope these things out inside of our engagement letter. 

Now, gathering controls, gathering of documents. So, contacting a third party for information. 
Let's say we're contacting the tax preparer, or we're contacting their banker, or their insurance 
person or anybody who is not the client. You must first and foremost obtain written permission 
from your client. I don't care if they say on the phone, "Hey, Sally Sue, it's totally fine for you to 
contact Cindy Lou Who." "No, that's great. Shoot me an email and let me know that. As a 
matter of fact, shoot me an email, introduce me to your tax preparer here, and let me get in 
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contact with her." Any communications that's between yourself and this third party, in this 
case, we're talking about a tax preparer, CC your client on those email conversations. If they 
come back and say, "Why do you keep CCing me on things that have nothing to do with me?" If 
you catch that reference, then you're an Office fan. But that right there, you want to make sure 
that you're communicating with your client, they understand what's going on behind the 
scenes, if they need to step in, or just to keep them aware of everything going on. 

So, gathering sensitive documents, the safest way is through a client portal, a secure client 
portal using something like SmartVault, or I'm not going to go into all the different things that 
you could use there. If you're gathering it through email though, make sure that you and your 
client, you got to be using the same server. I don't recommend doing it this way at all. I 
recommend sending a secure file link. Make sure that everything is done through bank level 
security, at least a 128-bit encryption, if not 256-bit encryption is what we would recommend 
on something like that. Do your best not to do it through email. If you had to do it through 
email, has to be on a server to server, or you have to do it through a secure link. 

Now continuing on here with the cleanup process. Confirm each account. So, after we've 
thought we've done our work, we want to confirm that each account has been cleaned up. I 
just work down the balance sheet. I just work straight down the balance sheet, starting with 
cash, the bank. Then going all the way down to fixed assets. And then obviously here talking 
about credit cards, and just work down the balance sheet and then the income statement. 

So, we talked about documentation earlier. What supporting documentation do we have to 
confirm that cash is correct? What supporting documentation do we have to confirm that 
accounts receivable is correct? Have we agreed what's appearing on the balance sheet and the 
general ledger to the subsidiary ledger for accounts receivable? Have we confirmed that fixed 
assets tie out? Have we confirmed that accumulation, accumulated depreciation has been 
properly recorded and agrees to the fixed asset register, or to the depreciation schedule? Have 
we confirmed that accounts payable agrees to the subsidiary ledger? Have we agreed that 
notes payable agrees to all the different amortization schedules? Third party verification such 
as banks, credit unions, that sort of thing. Have we taken a look at the credit card statements, 
and we make sure that everything is captured that we haven't missed any cutoff dates? If the 
credit card statement ended on December 15th, did we catch everything that's happening from 
December 16th to December 31st? 

Did we make sure that everything is classified properly in distributions? Maybe they pay 
personal expenses, which we talked about earlier. Have those been properly recorded? Is our 
distribution, let's say we're doing a multi-year cleanup. Are our distributions and contributions 
closed out to retained earnings? I'm walking down every single account on the balance sheet, 
and then I'm going to do the same thing on the income statement. Do I have sales tax reports 
to confirm the revenue? Do I have some sort of third-party register that can say, maybe it's an 
Amazon reseller? What do I have to verify and confirm that each account has been cleaned up? 
Have I also confirmed that the company settings inside the bookkeeping software are proper? 
They should match... Excuse me, not just the settings within the bookkeeping application, but 
the verification. So, do they match? 
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Let's say we're in the US and we have a 1065 tax return, and we're looking at schedule L, the 
balance sheet, do we match? Does our balance sheet match what's on the tax return? A lot of 
times it doesn't, so we need to explain and understand why that doesn't happen, because 
schedule L is a balance sheet per books, not a tax balance sheet. It's a balance sheet per books. 
That's the reason that the schedule M1 is there on the tax return, is to reconcile the difference 
between book and tax. People don't understand that. We'll talk about that more when we get 
to the tax stuff. 

Check the business's search website, confirm that the entity is registered and correct, so we 
would want to, let's say I'm in the state of Georgia, and they have XYZ corporation. I want to go 
and check and make sure that they are in good standing. Obviously, we're not playing attorney, 
but we want to let them know, "Hey, you did not renew. You probably want to go renew, 
because you're administratively dissolved." So, confirm that the business is legal and current 
right there. That is beyond the scope, but it's something nice for you to do. Obviously, this will 
be a case where maybe you communicate with their attorney, or tell them to communicate 
with their attorney is what you should actually do there. 

Now let's talk about the cleanup test. You're going to understand project management, 
information controls and managing the communication is what we're going to be doing. So, 
make sure that you understand that. Brainstorm ways to confirm that each account is cleaned 
up. Brainstorm in terms of what you've actually used in the other things that we've talked 
about here. There's going to be some true false questions, mostly recall level as we always talk 
about, and a few application-level type of questions. 

And that's going to do it for CDB section six, and I'll see you in the next one. Now go get after it, 
take that test and do a great job, because you're one step closer to being a certified digital 
bookkeeper. 
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