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	2003 AAA Paperless Office Survey


	
	

	TAX
	Yes
	No

	1. Do you utilize on-screen review for tax production?  
	□ Yes
	□ No

	2. Are you storing a firm copy of client tax returns in a digital (PDF) format?  
	□ Yes
	□ No

	3. Is the due date status of returns updated electronically by personnel in a real time format?  
	□ Yes
	□ No

	4. Are you scanning client-supplied information for storage of tax return supporting documentation? 
	□ Yes
	□ No

	5. Do you instruct your personnel to primarily utilize email for communicating with tax clients for additional information requests?  
	□ Yes
	□ No

	AUDIT
	 
	 

	6. Are you importing client trial balances electronically?  
	□ Yes
	□ No

	7. Are documents prepared by clients requested in an electronic format (spreadsheet or scanned image)?  
	□ Yes
	□ No

	8. Are all audit workpapers stored in a paperless audit application (i.e. CCH Audit, CSI Audit, Caseware)?  
	□ Yes
	□ No

	9. Are you producing financial statements utilizing electronic links rather than re-keying?  
	□ Yes
	□ No

	10. Have you linked your audit application to your tax application to transfer information?  
	□ Yes
	□ No

	ADMINISTRATION
	 
	 

	11. Do you utilize an intranet to store firmwide information (i.e. personnel manual and internal firm procedures)?   
	□ Yes
	□ No

	12.Do you have a document destruction procedure to ensure all confidential printed documents are adequately disposed of as well as outdated electronic files on the network ?  
	□ Yes
	□ No

	13. Do you deliver firm financial and management reports electronically (via email or post to intranet)?  
	□ Yes
	□ No

	PRACTICE MANAGEMENT
	 
	 

	14. Do owners/managers receive internal management reports electronically (via email or by looking them up on the computer)?  
	□ Yes
	□ No

	15. Are the majority of invoices prepared onscreen (rather than using physical billing sheets)?  
	□ Yes
	□ No

	16. Do you maintain your contact/prospect list in your practice management or groupware application?  
	□ Yes
	□ No

	COMMUNICATIONS
	 
	 

	17. Does everyone maintain their calendar and contacts on the firm's groupware calendar system as well as respond to their own email? 
	□ Yes
	□ No

	18. Do all Partners and managers use notebook computers? 
	□ Yes
	□ No

	19. Have you standardized file names and directories on the network and provided training so everyone can create, save, and access files effectively? 
	□ Yes
	□ No

	20. Do you have a digital fax system that allows you to receive faxes via email and save them digitally to the network? 
	□ Yes
	□ No
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