BBB_mm_year_end_checklist_150914.doc




 
Year End Accounting Checklist
 
NOTE:  This checklist is a sample.  Meet with your accountant to review and customize the tasks to be appropriate for you and your business.  It’s easier to edit than to start from scratch.  Consider this a good start.  (
For the Year:______________________
Actual Date:_______________________

Prepared By:______________________

· BACK UP your company’s accounting file BEFORE you start.

Asset Accounts
· Reconcile all checking and savings accounts. 
· Audit your accounts receivable.  If you are showing uncollectible receivables, now is the time to write them off to Bad Debt.  
· Make sure that all assets appear on the Balance Sheet in the appropriate asset section.  If you lump the total of like-kind assets together, make certain that you have an accurate list of the individual asset items available – this MUST match the total represented on the Balance Sheet.
· If you have sold any assets during the year, you must make certain that you recognize the gain or loss on the sale and it is recorded properly.
· If you have traded any assets against the purchase of a new asset, make certain that you’ve posted the value of the new asset correctly.
· Make a journal entry for depreciation/amortization of all assets.
· Count your inventory.  Make certain that the actual value of your inventory is accurate on your Balance Sheet.  (I recommend that you count and value your inventory every quarter.)
Take a look…

· Remember that you cannot depreciate land, but you can depreciate the building(s) your company owns or is purchasing.
· Review to make certain that depreciation for the current year is accurate on the Income Statement.
· Review to make certain that accumulated depreciation on the Balance Sheet equals the total of prior years AND the current year.

· Now is the time to minimize or maximize your net profit by making a large asset purchase.  The method of depreciation you choose will impact your bottom line.

Liability Accounts
· Make sure that all liabilities are listed, and the outstanding balances match year-end statements from lenders.
· Make certain that interest on the Income Statement matches the actual interest portion of your liability that you paid during the year.

· Review your payroll tax liabilities.  Be sure that they are accurate.  If you use a payroll service that pays your liabilities for your company, these accounts should equal ZERO.  (More on Payroll below.)
Equity Accounts

· Have any owners/partners/officers borrowed any money from the company?  Have any owners/partners/officers put additional capital funds into the company?  This should be recorded here.  Check your balances and make certain they are correct.

· Retained earnings is a REAL number – this reflects the accumulated profit and loss from the beginning of your company’s operations.  Check with your accountant to make sure this number has integrity.

Payroll
· If you use a payroll service, make certain that they know of any bonuses you have issued to employees for the year you are about to close.  Review all quarterly and year end reports and file.
· If you prepare your own payroll, there are a number of things to consider at year end…

· W-2’s  must be mailed by January 31st.  (This is the wage and tax statement for each employee.)
· 1099’s must be mailed by January 31st.  (This is the miscellaneous income form for each subcontractor.)

· FUTA tax deposit must be made by the 31st of January.  (Any time your FUTA liability reaches $100.00 during the payroll year, you are responsible for making a FUTA deposit.)

· Your 940 or 940EZ form must be filed by the 31st of January.  This is an annual form.  (This is the Employer’s Annual Federal Unemployment FUTA Tax Return.)

· Form 941 for the 4th quarter must be filed by January 31st.  (This is the Employer’s Quarterly Federal Tax Return.)

· Forms W-2 and W-3 (Transmittal of Wage and Tax Statements) must be filed with the Social Security Administration by the last day of February.

· Forms 1099 and 1096 (Annual Summary and Transmittal of U.S. Information Returns) must be filed by the last day of February. 
Take a look…

· Now is the time to make certain that the total of all wage categories on your Income Statement equal the total wages reported on your W-3.
· Do a quick check to make certain that the employer’s portion of payroll taxes is accurate on the Income Statement.

Income and Expenses
· Make certain all of your sales for the year have been posted.
· Post any returns, discounts or write-offs to bad debt.
· Enter all of your year end expense invoices.
· Review your direct cost and expense accounts.  Look at the detail of any account that seems out of line or unusual.
Take a look…

· Do you have any accounts with a negative balance?  These always need to be looked at and checked for accuracy.
· Audit your insurance accounts – have all types of insurance been posted to the correct account?
· Look at your percentages.  Are any of the percentages out of line?  Audit the detail of these accounts for accuracy.
Make sure you back up your company accounting data and store off site!
And…update your Budget for the coming year!
If you’re stuck, there’s always help…call us at 877.629.7647, or reach us online at www.barebonesbiz.com. 

Year-end Notes:
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