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IT: 

NETWORK: PHYSICAL


Server Stability past few years


Primary Print/File


Exchange


CITRIX/WTS


SQL Server


Practice Management

INFRASTRUCTURE:
Cabling

Switches 

Dual NIC/Backplane
UPS: Power Outages/Logging

Production Print Features-NT Pooling

Production Printer availability


Production Scanners


Use of Color?
Individual Printers


Auditor Printers


Document Management Product
Document Portal Tool
SUPPORT/DISASTER RECOVERY


Written Disaster Recovery Plan:


Physical Server Room Security:

Server Room Air Conditioning:


Data Backup Equipment 



Backup time:


Backup volume:


Backup Frequency/Offsite Storage


Web-based Backup?

Firewall 


Port Test: (GRC/SANS Top20)

Web Monitoring?

Support Database/ Logging/Xcentouch?

Firm Software Champion Listing?

AntiVirus/Update Frequency?

SPAM Filtering


Anti-SpyWare

DiskScrubber


Ghosting

WSUS and other auto distribution software:

CONNECTIVITY


WAN/VPN Bandwidth 

WTS/CITRIX+ Connection Applications 
Broadband Bandwidth tested (PCPitstop/2Wire)
Redundant Connectivity?


Dual Broadband Router

Broadband Wireless Connectivity?

Service                      /# cards?____
WiFi/WAPWireless Connectivity?


Digital Faxing 
Video Conferencing need?
Phone System age/reliability/CTI/DID

Voice Messaging Integrated?

WORKSTATIONS

Standardization



Reliability and Maintenance Agreement


% of laptop users?



# of Backup Computers


Dual Monitors std?


Monitor sizes

% with Triple Monitors


Tool used: (Matrox/Triton/DisplayLink)

Desktop Operating System(s)


Office Suite(s)
Firm OS/Office LICENSING:

PDF Licenses (Adobe?)


MS Action Pack?

IT Governance/IT POLICY


Computer Usage Policy   (Reminder:

Internet Usage Policy      (Reminder:


Digital Document Destruction Policy     (Reminder:


SecurityTraining
(Reminder:
PDA Usage/Purchase Policy

Hybrid Phones and Digital Cellular Usage
Security/Passwords Change frequency

Laptop Security


Intranet Usage/Maintenance

Knowledge Mgmt: SharePoint?




PERSONNEL: Training/Certifications/Experience:


Network Administrator:


Help Desk:


Workstation Support:


Training Coordinator:
External Support Group:


Annual Training Scheduled:
OTHER:


Technology Budget


Technology Recapture Fee?

Tax Application:




Median Priced Return: $

# Returns:






Avg. Cost/return




Processing Charges: $

Tax Billing: Business:



Tax Billing: 1040/Individual (% with return?)







High 1040 practice: Pres-scheduling?







Charges for setup?
Contact Management:
-email address collection/%
organizer production/Inserts?
regular tax meetings/notes/Intranet/Tax web favorites?
Tax Workflow

-Due Date Monitoring

-Scanning of Source (Scan Tools?)

-Scanner models

-Kofax VRS?

-Onscreen Assignments/Review
-Dual/Triple Monitors

-Document Management (return/source)

-Document Portal

-E-Filing
Tax applications and support: Champion List
-timing of software updates
- pre-season training , cbt/wbt, test deck

tax planning, projections, value pricing
Depreciation (linked?)

Tax research

Forms applications 

Outsourced/Overseas input 
remote and after hours processing

equipment maintenance

AUDIT: Type of practice (niches)/volume 

Audit Re-Engineering/planning 
-Ongoing senior training
Workpaper containers

Detailed Procedures Manual
Audit workpaper programs/research?

Client Data Capture/portal
Digital Instructions to transfer
Data extraction utilities (ActiveData)
Confirmation Process?(CapitalConfirmation)

Integration of analytics/RMA/ProfitCents
Financial statement production (Face/Excel) 

tax return data export/preparation 
LockDown/workstation cleanup
field production: Field Networks
-Field Scanners

-Field Printers

Data backups/USB

-digital cellular air cards?
laptop security cables/privacy filters

cables and screensavers

staff scheduling
Daily Time Entry (remote)
Expense Report Entry

Expense Report Reimbursement
ACCOUNTING/CLIENT SERVICE:

Internal Write-up/Tax Trial Balance
Client Payroll/Year End W2/1099
-Any client check stock?                      Dedicated Printer?
External QuickBooks/Peachtree Support Licensing/Version Control
-Microsoft SBA2008 Awareness?


Data transfer with clients: 
-portal/other remote access?
-USB fobs with logo/cable?
QuickBooks/Peachtree Consulting/Training on Entrepreneurial (Sleeter) Certified Consultants?
ADMIN:

practice management 


daily time sheet entry


Expense management


Onscreen billing (w/1040?)

Billing to Mgr Level?

Emailed invoices?

Reporting


Custom Reports


Dashboards
Utilizing HR applications: Any outsourced/Web  services? HRIS
Vacation

CPE Tracking

Expense Reports
# expense checks written monthly:
Firm payroll : 

internal accounting: Online banking?      

  Annual Analysis: Any Fees?



Monthly Financial Report Cycle
Financial Report Delivery/DM

A/R Remote deposit/Checkscan

# A/P per month
Credit Card Affinity: 

personal imaging solutions, digital stationary

staff scheduling/appointments

equipment issues: PCs, fax, copiers, printers/ use of color printers

Marketing: 

web site content

special niche pages

printer friendly pages?

web site recruiting
electronic brochures

databases/Contact Management

EMarketing 
newsletters purchased


-How distributed?

Lobby Marketing
7:00-7:15
Meet with Technology Partner to Review Objectives and Agenda

7:15-8:30
Meet with Technology Partner and Network Personnel to Review Infrastructure

8:45-10:00
Meet with Tax Team 
10:15-11:30
Meet with Auditing Personnel 

11:30-12:00
Quick lunch brought in

12:00-1:00
Meet with Administrative Personnel (Practice Management, Internal Accounting)

1:00-1:30
Meet with Marketing Personnel

1:45-2:15
Meet with Accounting and Client Service Personnel

2:30-4:45
Meet with Technology/Management Group to present eFirm Vision Program and discuss recommendations (Personnel responsible for implementing the Vision)

4:45-5:00
Exit interview with Technology Partner
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