
Step-by-step
guide to

Outsourcing



First of all, identify the specific tasks or
projects that you’re considering
outsourcing. These can range from
routine administrative tasks to
specialized projects requiring niche
expertise.

Identify Specific Tasks
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Once you’ve identified the tasks, set
clear objectives and expectations for
each task. Define the desired
outcomes, timeline, and the level of
quality you expect from the
outsourcing firm.

Setting Clear Objectives 

Step-1: 
DEFINE YOUR NEEDS CLEARLY

Evaluate Workload

Assess the volume of work and
complexity to decide if you need a
part-time or full-time service.



Look for firms with a proven
track record and positive
reviews from past clients.

Reputation and Experience

Ensure that the outsourcing firm has
the necessary expertise and skills to
handle your specific requirements.

Expertise in Services

Review the firm’s portfolio to assess
the types of projects they’ve
completed, the clients they’ve worked
with, and quality of their work.

Current Portfolio
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RESEARCH & CHOOSE 
THE RIGHT PARTNER

Step-2: 



Keep in mind that lower cost can
potentially hamper service quality. So,
it’s important to balance both. Aim to
get the highest quality of service while
keeping costs to a minimum. 

Cost-Quality Paradigm

We’ll explore this in detail later in
this post, but understand the
communication requirements on
your end, and try to negotiate a
preferable communication mode as
well as time.

Ease of Communication

Check for security parameters such as
firewall, cybersecurity, IP authentication,
as well as check for certifications
related to data security practices such
as ISO 27001 standard certification.

Security Considerations

04



Chances are that you won’t be fully satisfied with the service
delivery the first time. Hence, it’s necessary to develop effective
communication to improve the quality of work output to match
your expectations.

Check for firms that use communication channels that are
convenient for you. Traditionally, the most used communication
modes are Email for daily communication and Zoom meetings for
weekly review sessions. Some firms also use Slack or Microsoft
Teams for quick communication.

Also, discuss the schedule for communication that’s convenient for
both the parties.

Ask for MOM (Minutes of Meeting) after every important meeting
over email for documentation.
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DEVELOP EFFECTIVE
COMMUNICATION CHANNELS

Step-3: 



1. Clearly Define Scope of Work
Task List :  Provide a detailed list of all accounting tasks to be
handled, such as bookkeeping, payroll, tax preparation, financial
reporting, etc.
Frequency :  Specify how often each task should be performed
(daily, weekly, monthly, quarterly, annually).

2. Set Quality Standards
Accuracy :  Define the level of accuracy required in financial
reports and records.
Compliance : Ensure all work complies with relevant accounting
standards and regulations.
Timeliness: Set deadlines for each task to ensure timely
completion.

3. Detail Process and Procedures
Software and Tools : Specify which accounting software and
tools should be used.
Access and Permissions : Provide necessary access credentials
and define permissions for sensitive financial data.
Documentation : Outline the format and content requirements
for all reports and documentation.
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PROVIDE DETAILED
INSTRUCTIONS & ESTABLISH

CLEAR EXPECTATIONS

Step-4: 



By providing detailed instructions and
establishing clear expectations, you
ensure that the outsourced team
understands exactly what is required,
leading to a successful partnership and
high-quality accounting services.
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4. Feedback Mechanism
Feedback Loop: Create a system for providing
and receiving feedback regularly.
Issue Resolution: Establish a clear process for
addressing and resolving any issues or
discrepancies.
Continuous Improvement: Encourage
suggestions for process improvements and
implement changes as necessary.



Treat the outsourced team as an
extension of your own team and
provide them with the support and
feedback they need to adjust to your
requirements.

Acknowledge achievements and
appreciate their hard work when they
hit a milestone, deliver exceptional
work, or go above and beyond
expectations.

If an issue or conflict arises, address it
promptly and respectfully. No one
likes to be shouted at so by expressing
your opinion calmly and professionally
will get it resolved more efficiently.

Also, seek input and feedback from
the team to improve processes,
enhance collaboration, and optimize
outcomes.
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BUILD RELATIONSHIPS

Step-5: 



After completing each project or milestone, conduct a
thorough evaluation to assess whether the objectives were
met, the results delivered, and the project stayed within
budget and timeline.

Review important metrics and key performance indicators
(KPIs) to measure the success of the outsourcing project.
Analyze the data to identify areas of improvement and
opportunities for optimization.

Document lessons learned from each outsourcing project,
including successes, challenges, and areas for improvement.
Use this knowledge to refine your outsourcing strategy and
enhance future projects.

Continuously iterate and experiment with your outsourcing
approach to improve efficiency, collaboration, and
outcomes. Stay open to new ideas and technologies that
can further optimize your outsourcing efforts.

MONITOR PROGRESS AND
IMPROVE
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Step-6: 



Conclusion
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Outsourcing with NCS transforms your accounting and taxation
processes into a streamlined, cost-efficient powerhouse. 
Here’s how NCS benefits you:

Cost Savings: Reduce overhead and operational costs
significantly.
Expertise On-Demand: Tap into our network of 5,000+ skilled
Chartered Accountants and CPAs.
Scalability: Easily adjust services to match your business needs.
Focus on Growth: Free up resources to concentrate on your core
business strategies.
Compliance and Accuracy: Ensure meticulous adherence to
regulations and standards.
Advanced Infrastructure: Benefit from our state-of-the-art
facilities from 10+ locations in India.

Partnering with NCS means more than just outsourcing; it’s about
gaining a dedicated ally in your business success. Experience the
difference with NCS, where expertise meets efficiency. Let us handle
the complexities while you focus on what you do best.
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CONTACT NOW

aayushi@ncscorp.ca

https://ncscorp.ca

NCS CANADANCS CANADA
Your Offsite Accounting ExpertsYour Offsite Accounting Experts

https://ncscorp.ca/free-quote/
https://ncscorp.ca/

