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Your De-Tax Frofessionals




We provide personal, individualized service and attention to our clients.  We also make every effort to ensure that the information we send back to you is timely and usable.  To allow us to serve you to the best of our abilities, we ask that you read and adhere to the following policies.  Failure to do so may result in inaccurate or incomplete records, audits, tax, penalties and interest for which Individualized Systems may not be held liable.
Timeliness of Work:
We work on a first-come, first-served basis.  If you have an emergency, be prepared to pay additional fees for 'rush' work.

We generally complete writeup (bookkeeping) work within 20 to 30 working days of receipt of the information from you, on the average (first-time setup and tax season exceptions apply).  We call if we do not understand an item or we place it in the 9999 account for your review.  So, if the work isn't complete by month's end, it is generally because you did not provide us complete information in a timely fashion and you need to contact us immediately.

First-time setups must have their initial entry documents to us no later than 15 days after the signing of the contract.  This is to ensure that we get started right away.

During Tax Season (February 1 through May 31) the bookkeeping and reviews fall behind, but we spend the last two weeks of April and the entire months of May and June attempting to catch everyone up. So if you need financials earlier than that time frame, please let us know at least 4 weeks ahead of time so we can ensure they get completed for you timely.

The preparation of taxes during Tax Season is done as quickly as possible and we try to limit the amount of time to within two to three weeks of receipt of 100% necessary data.  We do not start on returns until we have 100% of the data necessary to complete it.  This prevents duplication of effort and information in the tax program.  Any return with incomplete data, including missing e-file forms, as of March 1 (Partnerships & S-Corporations) or April 1st (Individuals and C-Corporations) will have an extension automatically filed and the client will be responsible for any penalties and interest accrued on amounts due.  Assuming the rest of the data is received during April or May, the return will be completed as soon as possible depending upon the return's place in line and the number of returns for which extensions were filed which will usually be within 3 to 4 weeks of complete data receipt. Any client whose complete tax information is not in this office before August 15, will be solely responsible for all penalties and interest including failure to file, failure to pay and negligence penalties.

What you need to give us:  
Secure folders are set up on the client portal on our website www.indivsys.com for your convenience.
Please upload PDF or EXCEL versions of your documents.  
We require COPIES.  Uploading to the portal resolved this issue. We cannot use or store your originals.  Clients not providing uploads or copies will be charged $0.25 per page for us to make the copies we need.  
All paperwork for the prior month needs to be to us no later than the 15th of the month (bank statements excepted but should be uploaded upon receipt).  This allows us to complete your work in timely manner.
You have been provided with a list of the documents we will need regularly. If you’re not certain whether we need it, include it anyway.  I’d rather have too much information than insufficient data.  Let us decide if it is pertinent.  That’s our job.

Whatever happens, DO NOT HOLD YOUR PAPERWORK.   When you sit on your paperwork, it causes us a great deal of overtime to catch up.  Additional fees will apply for untimely receipt of paperwork.
Paperwork received late (with the exception of bank statements which should be faxed upon receipt) will incur a $25.00 late fee.  Paperwork that is over 30 days but under 90 days late will incur an additional $50.00 fee for each 30 days the paperwork is not received.  Paperwork 90 or more days late will be charged an additional sum equal to 100% of the monthly write-up charges for each 30 days the paperwork is late including the first 90 days.  For example:  A client paying $100.00 per month in write-up fees would be charged $50.00 for late paperwork that is 30 days late plus their regular $100.00 for a total of $150.00.  If the paperwork is 60 days late the fee would be $200.00 and $250.00 if 90 days late.  However, when the paperwork goes over 90 days late the fee now becomes $300.00 plus the regular monthly fee of $100.00 for $400.00 total and at 120 days in arrears, the fee would be $500.00.

Your Responsibilities:
Providing us with your documents in a timely manner.  This means within 15 days of the end of the accounting period.  For those on a monthly plan, that would be the 15th working day of the month following the activity.

Providing us with ALL the requested information each month, that includes any cash or credit purchases, uses of personal funds for business expenses, transfers from the business to you or vice-versa, detail of any checks made from the business to you, and the detail – including loan papers and/or contracts – of any purchase or sale of fixed assets or inventory.

Making time for a face-to-face meeting with the Accountant or Senior Accounts Clerk on no less than a quarterly basis to ensure that concerns, problems or errors are addressed and corrected in a timely manner.

Reviewing the reports we send to you each and every month and making the corrections in your checkbook and/or in-house system that we recommend.

Reviewing the 9999, Unidentified Transactions, report and providing us with sufficient information to ensure the proper placement of the items in question.

Bringing any and all problems to the immediate and personal attention of the owner so they may be corrected in a timely manner.  If you haven’t spoken directly to the owner and personally apprised her of the situation, there is no assurance that she is aware of the problem and is working to get it corrected.  In order to ensure you speak directly to her, please make an appointment to discuss the matter.  This can be either by telephone or face-to-face, but an appointment ensures you will have your time.
Providing us with copies of any and all correspondence, payments, audits, problems, and filed forms to and from any and all taxing authorities on a monthly basis.

Making timely and correct payment for all services provided.  For those on the APP plan, that includes ensuring that we have current and valid credit/debit card information on a monthly basis and that there is sufficient credit and or bank funds available for the payment at the first of every month.  There will be a $30.00 fee for each rejected transaction due to expired or maximized credit cards or NSF debit cards.  NSF checks will be billed $30.00 each time the check is rejected.
Making and keeping appointments in a timely fashion.  Appointments which are not kept will be billed at normal hourly rates.  If it is not possible to keep a set appointment, 24-hour notice is required.

Please do not show up to the office expecting to be seen without an appointment.  If you have an emergency, we ask that you call and we will find you the earliest possible appointment.  This can be a face-to-face or a phone appointment.  If you need copies of documents we can have them faxed, e-mailed or delivered without the necessity of you making a special trip.  We have many clients and we must be fair to all of them.  This is the only equitable method of ensuring that.

Billings and Payment:
You are billed in arrears (after) of the work completed.  Therefore, the bill you get this month is for work we have already finished (or would have finished had you brought in your paperwork) last month.  

The contract you signed is for monthly payments.  That is every month, not just for payment when you bring in your work, or payment when the work is completed.  You should not withhold payment on your contract because you did not provide us with data we needed.  Additional charges apply when you withhold payment, paperwork and/or other data.

Prompt payment is critical because we, like you, are a small business on a budget.  Because of this, we must have payment by the 15th of the month or 10 days from the date of the invoice, whichever is later.  Late payment will result in a late fee of $30.00 or 18% APR for each 30-day period the amount remains unpaid.  

APP transactions will be processed between the 1st and the 5th of each month. Rejected cards will be re-processed every 2 days for 5 attempts unless rejected due to client block.  If, after that time, the card is still rejected, the client will be considered in default on the contract.  Client blocks will be immediately considered in default of the contract, all APP reductions will be added back to the account and the account will become immediately due and payable in full and will be sent to our collections attorney.

Accounts which remain unpaid for a period of 60 days will be put on suspension unless arrangements have been made in writing.  No further work will be done until the account is brought fully current.  Accounts not brought current within 30 days of suspension will be charged a $300 re-activation fee in addition to the regular monthly fees to cover the overtime costs we will incur in bringing them up to date plus any late paperwork fees as indicated above.

Additionally, accounts for whom we do additional billable work who do not promptly pay for that work will have 20% of the initial outstanding amount charged to their card on a monthly basis until the account is full-paid.

We have a contract with our Collection Attorneys.  We are contractually required to turn over all accounts receivable past due over 60-days past due and we are billed for those accounts.  Therefore, accounts which must be turned over to collections will incur a collection fee equal to 35% of the balance in collection cost plus attorney and court fees and they will continue to accrue applicable late fees as indicated above. 
Problems:
IF YOU ARE HAVING PROBLEMS making payment - CALL US to make arrangements.  We have many payment plans available for our clients who are experiencing temporary cash flow problems.  

IF YOU ARE HAVING PROBLEMS with the information we provide - CALL US to make an appointment with the Accountant or Senior Accounts Clerk.  We can’t fix it if we don’t know it’s broken, or don’t understand your phone explanations.  Only with a face-to-face discussion over the papers themselves can we ensure proper and timely correction of all problems.

IF YOU ARE HAVING PROBLEMS with our staff or services - CALL US to make a personal phone or in-person appointment with the Accountant/Owner.  Only a personal discussion with the owner can ensure that your problem has reached the appropriate ears and will be corrected in a timely manner.  

Whatever you do, DO NOT HOLD YOUR PAPERWORK.   When you sit on your paperwork, it causes us a great deal of overtime to catch up when you finally do bring it in.  We would rather have it monthly even if you cannot pay.  Additional fees will apply for paperwork not received when due (see above and below).

Contracts & Cancellations:
Contracts are for increments of 1 year and are automatically renewed from year-to-year unless cancellation is made in writing.


Contracts are considered valid once any payment on them has been made and all provisions of the contract will be enforceable.  This applies to new contracts as well as renewals, adjustments or changes to the contract in place.

Payments must be disputed in writing within 10 days of the charge or they are considered approved.

Cancellations must be made in writing 60 days prior to the desired cancellation date.  

A Cancellation fee of 60% of the remaining annual balance will be charged on all early cancellations.  In the case of defaulted accounts, the contract is due in full, no cancellation reduction applies.

Any special work completed and billed is due prior to the cancellation being valid.

After cancellation, Individualized Systems will not represent the company, nor will we maintain any archive records.

Other Special Fees:


All these fees have been discussed elsewhere, but are summarized here:

RUNNER Fee - Fee for extra trips for pickup and/or delivery in excess of those posted on the calendar $25 per month per extra trip

COPY Fee - $0.25 per page

NSF Fee - $35.00 are charged for bounced checks, each time they are returned
DECLINED Fee - $35.00 for declined credit cards, each time they are declined
RUSH Fee - 15% of the billing will be charged anytime the client requires a job completed in less than 10 working days.  

SHOE BOX Fee - 10% of the billing will be charged for tax papers which require extensive sorting and review in order to complete the return.

LATE PAYMENT Fee - $30.00 per month for all accounts not paid timely.

LATE RECORDS Fee - $25.00 per incident for all records not received in their entirety by the 15th of the month following the activity.

RE-ACTIVATION Fees - 


$300.00 for accounts in arrears in payment over 60 days.


$50 per month for paperwork over 30 and under 90 days


Charges equal to monthly write-up costs for each month in arrears for paperwork not received over 90 days.

COLLECTION Fees -


35% of remaining contract is billed as a collection fee if the account is sent to collections.


All Attorney and court costs if applicable.

�





POLICIES











