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At-A-glAnce grid: What You can do and What You can/Should Outsource

Here is a breakdown of some of the most common tasks you’d want a bookkeeper or 
accountant to perform.

task Bookkeeper Accountant

Setting up your company books Yes Yes

Handling accounts receivable Yes Yes

Handling accounts payable Yes Yes

Setting up payroll* Maybe Yes

Managing payroll* Maybe Yes

Estimated quarterly taxes Yes Yes**

End of the year taxes Maybe Yes**

*You can also hire a company that specializes in payroll services, but if you’re a sole proprietor, this is 
probably unnecessary.

**You can also hire a tax accountant who focuses on tax-related support.

Keep in mind that if a bookkeeper can help you with some aspects of your company books, 
he or she will most likely be less expensive than an accountant doing the same thing. In 
fact, in many cases, your accountant may pass on some of the load to a junior accountant 
or bookkeeper to do the actual work. When you choose whom you want to work with, it 
should be based on your sense of being able to have a good working relationship with that 
person as much as it is on his or her skills.

Your Lawyer
Now, time to move on to a lawyer. A trusted legal adviser is like gold to any business owner. 
Often, people set up businesses online by themselves because they think having an attorney 
or accountant do it is too expensive. But paying for a one-hour consultation on business 
structure and operations is often helpful and affordable (many attorneys charge $200–$300 
for these calls). You can then proceed with setting everything up online if you’d prefer and 
at least know that you have a sound business structure in place. Investing now in legal 
guidance could save you thousands of dollars in the future. 

Having another knowledgeable person reviewing what you are doing from a legal standpoint 
is helpful, even if you only retain someone for a few hours of his or her time. You might even 
be able to get appropriate and free guidance from a counselor at your local Small Business 
Development Center or SCORE office as well. Let’s dig into the questions you should ask a 
lawyer or legal adviser. 
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