The following are the phases for preparation of individual balance sheet:
· Fixing the meeting with the client

· Meeting the client

· Discussing with the client about the requirement for preparation of balance sheets and also to discuss from which year accounts are to be prepared.
· Obtain the copies of Income tax returns filed till date
· Verify the sources through which the client is having income and the various possible expenditure that was shown in the computation and profit and loss account or Income and expenditure account annexed thereto\
· Discuss with the client regarding the details of spouse, children, parents, brothers and sisters and their sources of incomes. This enables us to generate income or to show gift from those sources. It is also required to obtain information from the client whether the parties are willing to show transactions with the client.
· Take the contact details of the person like the accountant, secretary of the client with whom we can communicate further regarding our work and information required.
· Contact the concerned person and give the list of documents required to start our work. The list of documents for the preparation of balance sheet is given below.
· Obtain the data to the extent available and do frequent follow up for the required data
· Complete the work during phase by phase as per the procedure given below.
· Discuss with the concerned person regarding clarifications needed during the course of our review.
· Finalize the Balance sheets year wise and bill the client accordingly 
· Ensure proper collection and recovery of bill.
· Discuss with the client regarding wealth tax returns also
· Obtain data required for computing the net wealth of the client
· Ensure that the client falls under Wealth Tax limit
· If yes, prepare data for wealth tax computation and file wealth tax returns
· Bill the client for Wealth tax returns also.
List of Documents required for preparation of Individual Balance Sheet:
· Copies of Income Tax returns filed for the previous years along with computation of income

· Bank Statements and account copies of loans taken from banks and others
· Credit card statements

· Account copies for remuneration from firms and companies

· Copies of properties purchased and sold

· Copies of investments made like shares, deposits, Chits, NSC’s etc.

· Rental income details of properties if any given on rent

· Details of gifts given and taken

· Expenditure bills like telephone bills, electricity bills etc.

· Details of loans and advances given and taken

· TDS certificates received from Banks and others

· Details of  Properties held in the name of the assessee and his family

· Sources of incomes for family members like spouse, children etc.
· Copies of LIC receipts and other savings as shown in the computation of income

Procedure for Preparation of Individual Balance sheet:

· Check if any data is already entered or to be entered afresh.

· If the data is already entered, do the following cross checks

· Verify the income and expenditure, savings with the returns filed and the differences are to be eliminated.
· Compare the opening and closing bank balances each month with the bank statements and reconcile for the differences if any
· Compare the income shown by the account copies of remuneration, interest and share of profit from firms and remuneration from companies whichever is applicable

· Enter the data if any required when compared with the return of income
· Ensure that there are no negative cash balances on any day

· Record advances, hand loans wherever required  and ensure that it is not exceeding Rs.20000 if it is received or paid through cash

· Compare income from investments with the account copies
· Compare the depreciation and fixed asset balances with the computation and fixed assets schedule

· Balancing data entry is to be made to finalise the balance sheet as shown below

· If the data is not entered and needs to be made, then the following procedure is to be followed:

· Understand the client nature of business or profession and the probable income and expenses in that.

· Create a company and all relevant GL accounts in Tally
· Profit and Loss Account:

· Income is recorded on the basis of account copies received from firms or companies for remuneration, share of profit and interest on capital
· Expenditure is entered based on the bills like telephone expenses, electricity charges and others.
· Income and Expenditure is compared as per the return and profit and loss account or income and expenditure account and in case of any variation, adjust it and make it equal with the  P & L a/c (or) I & E a/c.
· Compare the income from investments with the account copies from the concerned companies and enter the investments.

· Enter the depreciation and fixed assets as shown in the computation and fixed assets schedule

· Balance Sheet:
· Bring the opening balances of fixed assets from the schedule

· For the loans and advances bring the opening balances as per the requirements and from the account copies obtained if any from the concerned parties

· In case of loans from banks like vehicle loans, bring the opening balance from the account copy from the bank and enter data from the bank statements

· The balancing figure in the balance sheet is capital and do additions to capital if any required.

· The opening balance of Cash account is adjusted according to expenses.
· Enter the purchase and sale of properties as per the documents and by cross checking with bank statements

· Enter the data given by bank statements as soon as identifiable to the individual account.

· Keep the transactions which needs clarification in suspense account 

· Discuss with the concerned person and clear suspense account

· Enter credit card statements as they are related to bank payments and show it as drawings

· Bifurcate credit card payments if possible for drawings and other business expenses like petrol bills, entertainment to clients

· Record income or expenses and loans and advances from spouse and other family members wherever necessary and ensure that it will also reflect in their books of account. Also ensure that the persons have proper sources to show these transactions.

· Record investments and savings made by cross checking with the bank statements.
· Clear cash negative balances on a daily basis and adjust income accordingly. 

· Finalise the adjustments if any by discussing with the client and complete the accounts.
