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Making Money






 
Month End Accounting Checklist
For the Month of:___________________ Year:________ 

Actual Date:_______________________

Prepared By:______________________

Complete this checklist on or before the 15th of each month for the previous month.  

· Back up of the accounting system files.  

· Run the Balance Sheet and Income Statement for the month…and go through line by line.  

· Review the General Ledger for the month and check for anything unusual or out of place.
Accounts Receivable/Invoicing

· Make sure that all sales for the fiscal period have been entered.

· If you job cost, make certain that all sales related to a specific job are coded to that job.

· Make sure that all payments and/or adjustments for the month have been entered.

· Follow up on any receivables that are more than 30 days overdue.

· Make certain that statements have been sent regularly.

Take a look…

· Print an aged Accounts Receivable report.

· The total of all Accounts Receivable should match the Accounts Receivable balance on the Balance Sheet.

Accounts Payable/Purchases

· Make sure that all vendor invoices, payments and adjustments for the fiscal period have been posted.

· If you job cost, make certain that all purchases related to a specific job are coded to that job.

· Post all purchases made by credit cards to their specific liability account.

· Make a “Principal Only” payment to pay down debt

Take a look…

· Print an aged Accounts Payable report.

· The total of all Accounts Payable should match the Accounts Payable balance on the Balance Sheet.

· Print the detail for each credit card used for purchases.

· The outstanding balance of each card should match the corresponding liability account on the Balance Sheet.

Payroll

· Make certain that all paychecks for the period have been entered and posted to the correct expense accounts.

· Make certain that all payroll tax deposits have been made and posted to the correct expense and liability accounts.

· Make sure that the Payroll Clearing account has a ZERO balance.
Take a look…

· Double check that you have posted everything to the correct accounts – this is one of the EASIEST places to make mistakes.  

· Review your payroll closely each month to avoid the costly mistake of fixing it later!

Banking

· Bank Accounts—make sure that you have reconciled all bank accounts according to the bank statement.  Print the reconciliation report and staple it to the bank statement.

· Petty Cash—make sure that all payments that were made from petty cash have been entered, all deposits to petty cash have been recorded and the account has been reconciled.

Take a look…

· Bank Accounts—compare the reconciled balance to the bank’s balance.

· Petty Cash—make certain that the total you actually have in petty cash matches the Petty Cash account balance on the Balance Sheet.

General Ledger

· Make Loan Payments on Line of Credit Loans.  

· Amount for Principal __________________

· Make sure Sales Tax is submitted
· Make sure all new employees are properly accounted for in the accounting, information systems and with the Payroll Service

· Make sure that any journal entries for items such as depreciation have been posted.  Once all data entry is complete and all transactions that affect the fiscal period have been posted, you are ready to…

· Create your Month-End closing package.

· Print the following reports:

· Balance Sheet

· Income Statement with Year-to-Date comparison

· Income Statement with budget comparison

· Most recent Financial Quick Check report with the supporting financials

· AR and AP summary reports

· Communicate any discrepancies, challenges, or anything out of the ordinary on the notes section of this checklist.

· Go with your intuition – if you think something looks “weird,” or “off,” or “wrong,” make a note of it and report it to your Manager.  

· If changes have been made to the BBB Basic Budget, make sure to update the budget in Peachtree and the Financial Quick Check.

· If you have difficulty balancing to any of the above accounts, use your detailed trial balance.  Run the report for the account(s)in question for the specific period, and start looking.  You might go back to a prior period and compare “then” to “now.” 

· Back up and store file off-site!!

· Change the closing date in QuickBooks.  

If you’re stuck, there’s always help…call us at 877.629.7647, fax us at 417.753.3685 or reach us online at www.barebonesbiz.com. 

Month-end Notes:

NOTE that invoices #4567 – 4580 are missing. 
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