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Accounting Services Provided:

� Write-up

� Bookkeeping

� General Ledger Accounting

� Accounts Payable

� Accounts Receivable

� Fixed Assets

� Billing

� Payroll

� Sales Tax

� Bank Reconciliation

� Tax Return Preparation

Center for Business Planning's "smart" 

sourcing Virtual Accounting Manager 

introduces "Ever Ready" Virtual-

Financials.  Technology has left monthly 

statements, and the wait for up-to-date 

financial information, behind.  CBP's 

"Ever Ready" accounting system has 

year-end quality books and records 

available for you at 8AM every morning.

Documents are sent by e-mail, fax or 

mail.  Data is digitized, categorized and 

posted.  All accounts are reconciled, and 

books and records are ready for 

presentation the following morning.  

Review the data for exceptions, act on 

problem areas and approve routine 

actions.  You are then free to focus on 

your core responsibilities.
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Some ideas for VA uses

� Straight typing and transcription of 

dictation

� Spreadsheets

� Update and maintain database

� Bulk e-mailing

� Internet research

� Build a resource library

� PDF creation and conversion

� Scanning and OCR

� PowerPoint presentations

� Transcribe committee meeting notes

� Address labels

� Assign your project by 4 PM, have it 

 back by 8 AM

� Services purchased in blocks of 20 

hours

� Use when needed, never expire

� Less expensive, more reliable than a 

temporary employee

CBP offers 'The Virtual Assistant' as a 

stand-alone service, or as an integral part 

of other services, providing you with an 

extra pair of hands when staff or a 

temporary worker is unavailable.  

Work instructions given by the end of 

your working day are processed while 

you are asleep. Assign your project by 4 

PM and have it back in your mailbox the 

next morning.


