SHANE FINANCIAL
Certified Public Accountant
Appointment Procedures
1. Be on Time as Scheduled.

2. Be courteous, Represents yourself as “SHANE FINANCIAL”.

3. We do not eat at the customer’s house. (Water is O.K )

4. A new client, please call the office before start and every one hour for security reason.

5. Each meeting requires minimum of two hours.

6. When you have a personal phone call, try to make it short. 

7. Focus on your job; do not do anything else outside of your profession.

8. Make sure to let the client signs on the service report before leaving.

9. No solicitation or personal interaction with the client. 

10. You do not associate with a new or former client of our company directly or indirectly. 

11. The last But not the least, before using the client quick book, you must save the file on the client desktop and on a USB (outside of the computer). Do the same procedure at the end of your work. 
Remember: You represent “SHANE FINANCIAL” – Company.

Signature: __________________________   Date: _______/______/_______

