COPY ON YOUR LETTERHEAD

Sample:  Transition Procedures 
When transitioning a client into your firm the following procedures are suggested:  

A.  A list of things your company will do and what the fee will be if any.


Example:

Cost of Transition 
· Costs incurred by client would include the shipping of all files and records to AMC and phone line installation.

· AMC charges a one-time transition fee of $?  This covers the following:


· Transfer of all data into our system

· Transfer and set up of current financial records

· Review of all historical files

· Review of all current files

· Properly code and place appropriate files in storage

· Set up of master files and binders

· Set up dedicated space for client records and staff


B. A schedule of services to be completed and by when.   Example:

	Date
	Function
	Complete

	
	Order phone lines
	

	
	New Bank account signature cards and forms signed by board
	

	
	Financial items #1, #2, #3 and #4 listed below
	

	
	All CLIENT databases sent to AMC in ASCII - comma delimited format with a printed copy of field descriptions
	

	
	Bank Account opened and checks ordered
	

	
	All CLIENT historical files sent to AMC for review, consolidation and integration into storage
	

	
	Financial item #5 reflecting balances through (date) __________ and

A General Ledger for the same period
	

	
	All current and active CLIENT files sent to AMC for review, organization and integration into AMC office.  In addition to hard copies, all machine readable files should be on disks and properly labeled
	

	
	Website source code along with a copy of the website database
	

	
	Financial items #5, #6 and #7 
	

	
	CLIENT phone line activated
	

	
	Notice to membership prepared for distribution
	

	
	New Office Notice mailed to the membership with dues renewal and Conference Reminder
	


Financial Transition
· Previous management should be responsible for reconciling the books through  (date)_________.

· An audit of the books from the outgoing management company should be conducted through  (date) ______.

· Previous management should provide the following in hard copy format:

1. 7/31/97 Financial Statements

2. A General Ledger through FYE 7/31/97 (*)

3. Chart of Accounts

4. A 1997/98 Annual Budget by month

5. A 1997/98 Statement of Activities showing monthly totals with a year-to-date column

6. 5/31/98 Statement of Financial Position

7. A 1997/98 General Ledger (*)

