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1. [bookmark: _Toc419303684]


2. [bookmark: _Toc510020282]Introduction
The main point of discussion of this report is to identify a problem in which the business I am currently employed is facing. With the problem identified, I intend to research relevant problem-solving models which can aid the business to find out the causes of the problem. I will describe a few models to then relate them to solving the problem the business has dealt with in the past. In addition, I will look at implementing a plan for future references to ensure that the impact of the problem is reduced for the business.
2 [bookmark: _Toc510020283]Report Remit
I have been asked to complete a report regarding a problem-solving solution based around my place of work. In course of this, I will determine whether the problem I have in my place of work can be solved using a problem-solving model widely used in todays business industry. A description of the problem the business is currently dealing with will be given, I then will conduct some research to find out how that problem can be dealt with. In addition, I will come up with solutions and recommendations to how the business can better itself. 
2.1 [bookmark: _Toc510020284]Brief background the organisation
Avarina Connor accountancy Ltd is a small accounting based business operating through accounting and audit activities. Owner Avarina Connor started the business in 2013 locating the office in Gorslas, Carmarthenshire (Companies house). It is a private limited company currently employing 2 members of staff excluding the director. Avarina, the sole owner of the business, has 14 years worth of experience in accounting. Before initiating her self-employed career in 2013, she also worked in local accounting firms where she gained knowledge and the understanding needed to be in the position to start her own business. 












3 [bookmark: _Toc510020285]The problem – Meeting deadlines
Through the experience I have had working for Avarina Connor Accountancy (ACA), I now know that the accounts that ACA manage all have a set date in which they should be sent off to ( hmrc, 2018). I am going to pay particular attention to the end of tax year and why we have problems in sending the tax returns in time for the set deadlines. Dependant on the type of business and eligibility, HMRC may require a tax return to be submitted annually. 
“The last tax year started on 6 April 2017 and ended on 5 April 2018” (GOV, 2018) 
Businesses that are legally required to file a return must ensure that the information included in the tax return are reliable, accurate and sent on time to HMRC. As a worker for ACA, it’s our duty collectively to file a return on behalf of the businesses that wish to use our service. Previously, in the last quarter of the tax year, there has been a slight problem with time management within the business. Although the factors affecting time management can not always be helped by ACA, there are several reasons to why some tax returns did not get dispatched in time. 
“You’ll get a penalty if you need to send a tax return and you miss the deadline for submitting it or paying your bill.” (GOV, 2018) 
Bearing this in mind, if a business is tax return does not get sent into HMRC in time, ACA or the business in which ACA is doing the work on the behalf of will receive a fine. Fines can range, and it is heavily dependant on how long after the deadline the return is submitted. If deadlines are left 3 months after date, the fine could be costly. If this happens to many businesses involved with ACA, the total could accumulate to have a significant effect on the business and that’s just the tax return deadline without mentioning the many other deadlines businesses and accountants must meet. With time management being the issue for ACA, it can affect its turnover and profit over time if the ability to meet deadlines do not change. 










3.1 [bookmark: _Toc510020286]Problem solving techniques
There are several problem-solving technique models that are used by thousands of businesses today. They use these models so they can reflect on the running of the business and how these problems occur. In many cases there are causes which all contribute to the making of the problem. Using models can ensure the business identifies the causes leading to the problem in depth. Once identified, solutions can be brought forward to reduce the impact that those causes which often also reduces the impact that the problem has on the business. When undertaking a problem-solving technique, it is essential that each member of staff in the business can voice their opinion. By doing this, the business will automatically go into depth about the causes as they have a wider scope of opinions. If their opinion was not included, then the business could lose out on not knowing the causes which in turn could affect their chances of finding a solution to their problems. 
In hope to eradicate the problem of not meeting the tax year end deadline for ACA, I will undertake both, the Ishikawa and 5 whys models to find out exactly what are the root of causes to this problem. 
“The Fishbone diagram is also known as the cause and effect diagram, the root cause analysis, and the Ishikawa diagram, named after its originator Kaoru Ishikawa, the Japanese quality pioneer.” (IBM, 2004) 
It is called the fishbone diagram because the bones in the diagram represent the causes leading to the problem. The diagram gives the opportunity to outline the those causes, including their primary leading to the secondary cause. The causes are laid out branching from the fishbone, with the effect being at the head of the fishbone, which symbolises that by running through each cause and finding a solution to work with, will eventually put the business in a position where they have found the solution to the problem. A respected technique used to brainstorm all possible factors lead to the problem, particularly useful for a situation where there could be many different causes leading to a specific problem. 
In comparison, the ‘5 why’s’ model is relatively similar to the fish bone, only that it is often used by individuals for their own good as well as businesses. Focussing on a less complex problem employing a more, straight forward approach to finding out what the root of causes are to the problem. 
“The Five Whys strategy involves looking at any problem and drilling down by asking: "Why?" or "What caused this problem?"(API, 2018)
This strategy gives the opportunity to solve problems quickly. By inhabiting a more obvious approach can push businesses to find out of each employer what their opinion on the root of cause is and whether that cause is repeated often. If so, judgements can be taken seriously and analysed into depth of how it causes the root to the problem. The curiosity in whether if the cause to the problem was to be removed, would the problem be identified and reduced? 
When undertaking this model, and to retrieve a more accurate in-depth description of how the problem occurred, it is important and sometimes essential to include those that have a great understanding of the process of the running of the business. It is known that the fishbone diagram is mostly suited to find out more about the root of the cause as it gets individuals to think broadly over every section of the business rather than keeping it vague. 
3.2 [bookmark: _Toc510020287]Solving the problem
Using the fish bone diagram that Ikishawa developed, I can draw up the causes to the problem we have in ACA. I will discuss why it has such an effect and if there are any solutions to reduce the end problem. In the following list are the causes that have a direct impact on the problem: 
· Materials
· Management 
· Measurable 
· Staff 
Firstly, I will discuss how materials have an impact on meeting this deadline. In order to complete the tax return, ACA must have all the documents and information regarded to complete the tax return. Without the information needed, ACA will not be able to complete the tax return. This can have a significant effect on time management of ACA as clients can at times be disorganised in the way they are unable to provide ACA with information needed or they may bring in incorrect information which has a knock-on effect on the schedule ACA have to complete each client account’s. As a secondary cause, clients could be misled or unsure on what information is needed which is why it may take more time to retrieve the information. However, as you can see in ‘Appendices A’ at the start of the report is a letter which is sent out to each client to inform them on what is required. A solution to this cause would be to double check with clients to ensure they know exactly what they need and to urge them to bring the accounts  in as soon as possible. 
Secondly, is the management. The management of ACA revolves around the owner, meaning, it can be tricky in situations where Avarina will need to meetings with clients. This happens frequently and without her management, it can be difficult for other members of staff to operate as efficiently as they can. Staff could have queries about a certain task they have to do but are unable to carry on with the task because they need Avarina’s guidance to complete it. This effects time management as there is a lack of inconsistency of doing work through the day. 
Another root of cause which can determine whether a certain deadline will be met or not is how measurable tasks are set out to be. At times, it can be deceiving whether a company’s accounts will take longer than others. Dependant on its individual outgoings, and activity of the business, some clients accounts will take more time than others. In a situation where several clients bring in their accounts just before the deadline and having that estimation of how long each client’s work will take can be misleading. It can be demanding for the company when clients bring 
In addition, the staff that ACA are currently employing are not experienced accounting workers. Myself and another employee have not worked in the accounting industry for a very long time and we do not acquire any accounting qualifications. This has a knock-on effect on the workforce as it means it can affect the owners ability to complete more tasks on a daily basis. Due to the lack of experience in the business, it means us employees need more guidance which in turn especially in busy periods near the deadline can over complicate situations for each employee. To reduce the impact this has on the time management of the company, for every time an employee is being shown how to do a new task, that they make notes. Having notes available will mean that there will be no distraction for the owner as we can look at the notes we have made and carry on with our tasks. Over time, notes will build up and each employee will become familiar with the work needed to be completed. 
3.3 [bookmark: _Toc510020288]Problem solving implementation
It is inevitable that ACA will have to pay a fine for a deadline on behalf of a business. However, it is possible to reduce the amount of fines the business will have to pay in the future. From undertaking a problem-solving approach, I have discovered ways in which the business can be more organised with time management especially when it comes to deadlines being met. Firstly, a solution that can make a vast difference in the future is by offering clients discounted rates. For instance, if the business was to come to an agreement with clients for bringing in accounts by a certain date, it will automatically put ACA in a position where they are able to plan a schedule prioritising those that have brought accounts in first. By initiating a first come first serve system, it will urge clients to bring their information sooner. If clients do not comply with this and do not find that the discounted rates are very beneficial then ACA can push to towards adding an additional fine from ACA itself. This change will be communicated through arranged meetings with clients, where the sole owner can inform them with new changes.  
It will be known through the business that this new feature will help the business cooperate to meet deadlines. In addition, an increase in training activities where applicable and a new approach to training will also be undertaken. When the business acts upon this new solution, it will allow the sole owner also to carry on with work without having distractions. The success of the new solution will be measured entirely on the time management of the company and whether its ability to keep to deadlines is possible. 














4 [bookmark: _Toc510020289]Conclusion
To conclude, I believe that problem solving is very important for businesses today to grow and improve. Without realise its full potential and without making changes, businesses like ACA can lose out on a healthier turn over. I have come to the conclusion that by identifying key causes that lead to a problem, it can make it easier for businesses to narrow the possibility’s down to eventually knowing what the main causes are. ACA are now in the position where they can strengthen the business by adapting different solution to the way the operate the business. Through doing the analysis, it also makes the business more aware of keeping to deadline dates. 
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[\
AVARINA
CONNOR

ACCOUNTANCY LTD

RE: Accounts for the year ended 30" June 2017

Would you please provide me with all relevant books and records required to prepare your accounts
for the above period. Early preparation of accounts will allow us to carry out a timely review and
enhance tax planning opportunities.

As a guide, the following classes of records are required, where applicable.

Records and documentation relating to income / sales / work done.

Records and documentation relating to purchases and expenses.

Bank and credit card statements, cheque stubs, paying in books, card receipt slips.
Details of expenditure paid for with cash.

Details of business expenditure, paid for using your own private funds.
Documentation relating to loans, leases, HP and rental agreements.
Documentation relating to pensions, insurances and saving plans.

Value of stock held (at the lower of cost price or sale value) at the period end date.
Details of creditors at the period end date, i.e. payable and owed by the business.
10 Details of debtors at the period end, i.e. due and owed to the business.

11. Details of equipment, vehicles, fixtures and fittings introduced to the business.

12. All books of account relating to the above and any other relevant information.

Lo NOURWNRE

We also require information for the month after the period end. This will help in calculating
closing balances and outstanding transactions.

Yours sincerely

Avarina Connor

t: 01269 843 337
f. 01269 843 265
e. mail@acaccountancy.co.uk

51 Penygroes Road, Gorslas, Sir Gar, SA14 7LD

Company No. 8618503
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