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The monthly close pack for your accountant

It's almost always the same every month. So why is it still done by hand?

Before the 5th of each month, send your accountant:

Bank and card statements for the month

All supplier invoices and receipts, each tagged to a project
Payroll: salaries, contractor and architect fees

Client invoices sent and payments received

Large or unusual purchases, each with a one-line reason

Anything out of the ordinary: refunds, advances, contract changes
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A one-page summary: income, costs per project, open balances

The trick: tag each expense to a project the day it happens. Then the summary is a report,
not a weekend.

Want this to run on its own?
Take the 2-minute quiz to see how much of your studio's admin Al can take off your week: archon-
partners.com/quiz.html



