EUROPE

PKF International has member
firms in every EU country,

the key emerging markets in
Eastern and Central Europe,
and in some of the Central
Asian republics.

MIDDLE EAST
PKF has comprehensive
representation across
’ the Middle East - from
LS ¢ the Mediterranean
. states to the GCC
., Co et * states in the Gulf.
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PKF International .
has 36 member ¢
firms in US and ¢
Canada. There
are also 52 D
correspondent
firms in the US s
and Canada
firm PKF NAN. ASIA PACIFIC ¢
¢
PKF members cover ' " ¢ .
the region from the
AFRICA Indian sub-continent ¢ .

and the South East
Our members Asia mainland to
extend from North Oceania, Hong
Africa down through Kong and China.
East Africa, across
English and French-
speaking West Africa

AMERICAS and throughout

Southern Africa.

PKF is represented in . X
Mexico, all the Latin ¢ Member firm of PKF International network.

Ameri tri _
ar%e{ﬁfgﬂ;ﬁéﬂ ?he: ¢ Correspondent firm. Not a member of

Caribbean. PKF International network.



Guidance Notes

Guidance Notes for updating firm details for Annual Directory

For guidance on how to amend your firm’s details on the PKF International
website, please refer to the instructions below. A full member database user
qguide is available on the PKFI member website under the Member Resources
section — training information.

How to update details for the PKFI annual directory

o Please visit www.pkf.com and select the Members Login option (located at
the bottom of the left hand menu)

e Enter the office record owner’s Username and Password. Only the record owner
is able to update and edit the information on the member database. If you do
not know who your record owner is, please contact john.clapson@pkf.com

e (lick on the Member Database option (located at the bottom of the left
hand menu)

How to change office details

e Click on Offices in the left hand menu

Enter the details for the office you would like to amend in the Office search
area and click Search

Click on the Office record you would like to change

To edit office details click the Edit button (at the top of the record)

Edit the details within the fields as required

Select Save to close and save the amended details
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How to change personnel details

e To amend personnel details, click on Personnel in the left hand menu

Enter the details for the personnel record you would like to amend in the
Personnel search area and click Search

Click on the Personnel record you would like to change

To edit the details click the Edit button

Edit the details within the fields as required

Select Save to close and save the amended details

Please ensure all personnel are assigned to an office — in order to add a person
to an office, search and click on their personnel record and click the Select
button under Offices, search for the required office and then click Select
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All of the following details should be completed:

e The name of your firm

Address

e Postal address (where the Postal Address is the same as the address, please
ensure that you have ticked the “As Above” check box so that the address is
pulled automatically into the Postal Address field and is not typed in manually)

e Telephone number/s and fax number/s. When entering your telephone

numbers, please omit the first digit of your area code (usually zero) where

this is not required when dialling in internationally

Office Email address

Website address of your member firm

Name and email address of the International Liaison partner

Name, phone number and email address of Out of Hours Contact

Names and email addresses of all of the partners in your office/firm

The number of copies of the PKF International Directory that you would like

to order. Please note that all copies will be supplied free of charge but you

will be invoiced for the delivery costs
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When should this information be updated?

Office and Personnel details should be updated on a regular basis. The details
that are input on the PKFI member database are also automatically displayed

on the PKFI website and the PKFI International Directory. If your office or contact
details are incorrect, potential clients or other PKFI member firms will not be able
to contact you, so you could miss out on new work opportunities.

You will also be requested to update all your information in May each year for
your entry in the International Directory.
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