
The First Step: 
Freeing Your Time with A Bookkeeper 

W O R K S H E E T

To save money, you have to know where itʼs all going. 
Bookkeepers can offer solutions by looking at your history, pain points, where youʼre 
over budget, and make recommendations on where to cut back and how to save. 

Ready to hire a bookkeeper and start freeing up more time in your day? Itʼs easier than it 
might sound to get started. You can do this. And we can help. 

Use the worksheet below to prepare yourself for a successful start with your 
dedicated bookkeeper. 

H AV E  YO U  E V E R  U S E D  A  B O O K K E E P E R ?  W H AT WA S  YO U R  E X P E R I E N C E ?  
Write down your experience to date with a bookkeeper. Who handles this responsibility 
currently? What is going well? What are some common pain points? 

0 1T H E  F I R S T  S T E P :  F R E E I N G  Y O U R  T I M E  W I T H  A  B O O K K E E P E R  

W H AT A R E  S O M E  O F  T H E  M O S T VA LUA B L E  T H I N G S  A  B O O K K E E P E R  C A N  
H E L P  YO U  W IT H  C U R R E NT LY ?   
List the tasks you would like your bookkeeper to focus on here. 



T H E  F I R S T  S T E P :  F R E E I N G  Y O U R  T I M E  W I T H  A  B O O K K E E P E R  0 2

D O  YO U  C U R R E NT LY  H AV E  A  B U D G E T ?  H O W  O F T E N  D O  YO U  R E V I E W  
A N D / O R  C H A N G E  IT ?
No right or wrong answers here. Write down your current process and your bookkeeper can meet 
you where you are now. 

A NY  A D D IT I O N A L  Q U E S T I O N S  YO U  H AV E  D U R I N G  T H E  S E L E CT I O N  P R O C E S S ?  
Jot down additional questions you may have, specifics about your business that will be helpful, or 
anything else that comes to mind. Itʼs great to have your questions ready to go. 



V I R T U A L  A S S I S T A N T S  y  B O O K K E E P E R S   
W E B S I T E  S P E C I A L I S T S  y  S O C I A L  M E D I A  M A N A G E R S
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