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Secrets to Starting & Running Your Own Bookkeeping Business: 

Freelance Bookkeeping At Home 
By Sylvia Jaumann 

 
Starting a bookkeeping business is one of the least expensive 
home-based businesses to begin.  However, you may have a lot of 

questions about how to set up your bookkeeping business such as, 
“How do I find clients?”  Or, “How do I keep track of all my clients’ 

paperwork?”   Or, “How much should I charge per hour?” 
 

As long as you are a competent bookkeeper with several years of 
experience, you will be able to open your bookkeeping business 

very quickly with the help of this guide. 
 

 
“I was impressed with the amount of information regarding organization—

I consider myself organized, but there were a number of great hints for 
putting together customer files and developing binders that I hadn't 
considered.” 

Ed Mueller 
Asset Bookkeeping Service 

 
 
"I love the book due to the fact that it answered a lot of questions and 

concerns that I had in regards to starting and setting up my bookkeeping 
business. I now have a better understanding of how to become organized 

and how to promote and market my business.”  
 

Charlene S. Bey 

All Bey Bookkeeping, LLC 
 

“Your book was very instrumental and provided excellent guidance!  By 
following your steps, I had my home office ready, so when I got my first 
client, everything was already set up.” 

Robin L. Brown 
Daybreak Bookkeeping 
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Sample Book Chapters 

Chapter I: Getting Started 

Personality Traits You Need to Have 
 

Do you find yourself wondering if you have what it takes to run a 
home-based bookkeeping business?  Not everyone is able to work 

on his or her own and make a go of it.  So, here are five personality 
traits you must have before you even think about starting your 

home-based bookkeeping business. 

 
1.  Self-Motivation 

 
If you’re the kind of person who needs to be told what to do, you’ll 

find running a home-based business very challenging.   
 

Being self-motivated means that you get up every morning and go 
to your home office just the same way you would if you were an 

employee.   
 

Routines can help a great deal with self-motivation.  Doing things 
like getting up at the same time every day; going into your office 

and turning on the lights, computer, and radio; even getting 
yourself ready as if you’re going to work can all put you in the right 

frame of mind to begin your day. 

 
 

2. Organization 
 

With all the paperwork you’ll be handling for your clients, being 
organized is critical to your business success.  So if you find that 

paperwork gets scattered all over your desk or if you misplace 
things a lot, you’ll definitely have to improve in this area. 

 
Client paperwork obviously can never be mixed together, so proper 

handling and filing of each client’s information cannot be 
overstated.  Keep your desk clear and only have one set of client 

files out at a time.  When you’re done with them, file them away 
immediately… 



Chapter 2:  Creating Your Business 

Choosing Your Target Market 

 

While creating your business, you need to decide what type of 

bookkeeping clients you want to work with.   
 

You could serve a broader market, but you’ll find greater success if 
you home in on a specific target market.  This will allow you to gain 

as much knowledge in a specific niche and therefore serve your 
clients more fully. 

 

 

The answers to these questions will depend upon your experience 

and your willingness to learn as you go.   
 

For instance, you may have experience doing books for small retail 
businesses but want to expand and do books for a tradesperson as 

well.   
 

You may be willing to take on a new tradesperson’s books if you 

have some kind of resource or mentor (such as a bookkeeping 
associate or an accountant) whom you can rely on for assistance 

when you have a question.  So take this into consideration as you 
decide what types of clients to look for… 

 
  

 

Some questions to think about when choosing your target market 
are: 

 
• Would you prefer working with retail businesses?   

 
• Do you want to specialize in a certain niche business such 

as a tradesperson or nonprofit? 
 

• Do you like bookkeeping for small corporations or 
proprietorships? 



Chapter 3: Implementing Systems 

Implementing Systems 

 

One of the first things you’ll need to do when you’re setting up your 
bookkeeping business is to plan how you intend to organize your 

client financial information.   

 

You must have a system in place that will allow you to easily 
bounce between each client set of books so you know instantly 

where you left off and what needs to be done.   

 

This is essential because frequently you’ll need clarification from 

your client about bookkeeping transactions that took place. When 
you call them, sometimes it can take a while for them to get back 

to you.  By the time you finally get the information you requested, 
you have to be able to pick up where you left off, without having to 

spend a lot of time analyzing the transaction in question again. 

 

There will be times that you have a client calling you looking for 
specific information that you have to be able to put your fingers on 

at a moment’s notice.  Clients can be fickle; if they have to wait too 
long for information or suspect that you’re in any way disorganized, 

they will quickly lose faith in you and potentially take their business 
elsewhere. 

 

So how do you set up an organized freelance bookkeeping office?  

Keep reading for the tried and true methods that have worked for 

me. 

 

First of all, I set up each client with a binder.  At the front of each 
binder are Client Binder Sheets (see the examples on the following 

four pages)… 

 



Chapter 4: Marketing Your Business 
 

Advertising 
 

Promoting your bookkeeping business is one of the most important 

tasks that you must do.  After all, without clients, you don’t have a 
business. 

 
There are many methods of advertising.  Some will work better 

than others.  So make sure you mix and match and try out some of 
these methods. 

 
Plan your advertising budget and break it down choosing a variety 

of advertising media.   Do not skimp on your advertising budget.  
 

Branding  
 

Branding your business is more than just creating a logo.  Your 

brand represents the impression that potential clients get when 
they think of your business.  To create your brand you must 

understand your clients’ needs and values.  This is the professional 
image that you envisioned while you were writing your business 

plan. 
 

Creating a brand for your business is not just for large corporations.  

Small home-based businesses need brand recognition as much as, 
if not more so, than big companies. 

 
You don’t need to spend thousands of dollars to create your brand, 

you simply need to be consistent and use it throughout your 
marketing materials.  Branding is a combination of everything your 

bookkeeping business uses to present itself. 
 

Here are a few important elements to branding your business: 
 

1. Your logo, stationery, website and advertising should all look 
professionally designed and be easy to understand… 

 



Chapter 5:  Client Maintenance 
 

Invoicing Clients 

You’ll find the most exciting part of being a freelance bookkeeper is 
creating an invoice and then receiving a check for it.  Even though 
typing up invoices can be a bit tedious (as this is part of the tasks 

that you may do for clients anyway), it’s very rewarding when you 
receive payment. 

You can do your client invoices monthly, bi-weekly, or for whatever 
period you prefer.  Some bookkeepers invoice right away when a 

job is complete rather than waiting until the next invoice period.  
That way rather than mailing them they can submit the invoice to 

the client at the same time they meet with them to discuss details 
and hand over paperwork. 

If you have worked with a client for a while, you’ll find that 

invoicing with a flat monthly rate (as discussed on page 34) will 

make it much simpler to create your invoices.  You can even set up 
a recurring entry for this so it’s essentially just a matter of printing 

the invoice. 

 

Credit Policies 
 

You will want to establish a credit policy to ensure that you receive 
prompt payment from clients.  You can offer “30 days” on your 

invoices but as a small home business owner, you’ll be better off if 

you state that your invoices are “Due Upon Receipt.”  Many small 
businesses require this, and there is no reason that you should 

have to wait thirty days or more to receive payment for your work. 
 

Make sure your credit policy is stated clearly on your invoice and in 
your contract with your clients so there’s no misunderstanding as to 

when you expect to be paid… 
  

 



Chapter 6:  Tips for Running Your Business 

Tips & Tricks 

 

Recurring Transactions 

Use “Recurring Transactions” (Simply Accounting) as much as 
possible for items such as bank charges, loan payments, deposits, 

etc.  Even if some items have different amounts each month (but 
use the same accounts), you can still store it as a “Recurring 

Transaction” and change the amounts as you’re posting. 

 

Use Excel 

When doing bank reconciliations, if there are a lot of checks or 
deposits on your Check Register/General Ledger listing, an easy 

way to find them quickly is to “export” the listing to Excel.  Do a 
“sort” and place your listing in numerical order going from the 

lowest figure to the highest.  This can save you an enormous 
amount of unnecessary time hunting for the right amounts. 

 

Cash Clearing 

As you’re posting your client’s transactions, you may come across a 
deposit or check that you’re unsure where to post.  Temporarily 

post this transaction into your “Cash Clearing” account so you can 
still balance your bank reconciliation.   Write the transaction down 

on a note so you can ask your client about it later.  You can also file 
this note into the yellow “Current’ file folder for easy retrieval 

later…   

 



Chapter 7:  Getting Help 

Sub-Contracting 
 

You may find that after you’ve been running your business for a 

while, you have too many clients for one person to handle.   
 

Your choices then are: 
 

1. To turn new clients away 
2. To refer them to another freelance bookkeeper 

3. To sub-contract the work out to another freelance bookkeeper 

 
Obviously, you’ll only make money with option #3.  However, there 

are pros and cons of sub-contracting out bookkeeping. 
 

Pros: 
• You still make money. 

• You get to keep a new client. 
• Your business can expand and grow. 

 
 

Cons: 
• You are still responsible for accuracy. 

• Your business reputation is on the line. 
• You must find a competent bookkeeper and train him or 

her to do the books the way you do. 

 
Finding a freelance bookkeeper to help you should be relatively 

easy.  Look for new bookkeeping businesses who have just applied 
for business licenses.  You can also use Craigslist to either place an 

ad or contact freelance bookkeepers who have placed an ad there. 
 

If you do decide to sub-contract some of your bookkeeping to 
another freelance bookkeeper, make sure that you create a good 

contract that spells out exactly what is expected of each of you… 
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Sylvia Jaumann, author of “Secrets to Starting & Running Your Own 

Bookkeeping Business: Freelance Bookkeeping at Home” has been 

a professional bookkeeper for over 18 years.  Years ago, Sylvia 
decided to go out on her own and start her own bookkeeping 

business as she knew that self-employed bookkeepers make more 
money than employed ones. 

 
But she found the going tough for the first year as she struggled 

with all the requirements needed to start a bookkeeping business 
and make it profitable.  There was literally no information on how 

to start a bookkeeping business available at the time, so she had a 
lot to learn along the way.   

 
She ended up sub-contracting for a professional bookkeeper just to 

make ends meet and discovered many tips and tricks to running a 
bookkeeping business that she didn’t know before. 

 

Sylvia took what she learned and turned it into the book you are 
reading now so that bookkeepers from all over the world can 

benefit from her experience and not struggle like she did. 

 

 
 

 

 

 

 

 

 



 

 

 

 

 

 

I hope you’ve enjoyed this “Sneak Peak” into  

“Secrets to Starting & Running Your Own 

Bookkeeping Business.   

 

To get the complete copy of this ebook,  

order it here. 

 


