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Your Path to Financial Clarity

Welcome to our Monthly Bookkeeping Checklist! Keeping your financial records organized and up-to-date is crucial for
the success of your business. This checklist is designed to help you manage your bookkeeping tasks efficiently, ensuring
that nothing important is overlooked. Whether you are a small business owner or managing a big firm or company,
following these steps will simplify your financial management process.

Stay Organized

Save Time

Ensure Compliance
Improve Financial Planning
Enhance Financial Analysis

Simplify Tax Preparation



Daily Tasks

Daily Bookkeeping Tasks

To maintain an organized and accurate set of financial records, it's essential to perform daily bookkeeping tasks. Here

are the key tasks you should complete each day:

Record All
Financial
Transactions

Reconcile Cash
Receipts with
Sales Records

Update Accounts
Receivable

Update Accounts
Payable

Document every financial transaction that occurs during the day,
including sales, purchases, receipts, and payments. This ensures your
records are always up-to-date and accurate.

At the end of each day, reconcile the cash receipts with your sales
records to ensure that all transactions are accounted for and there
are no discrepancies.

Record all incoming payments from customers. Ensure that each
payment is applied to the correct invoice to keep your accounts
receivable accurate.

Enter all new supplier invoices and bills. Track due dates and
prioritize payments to avoid late fees and maintain good supplier
relationships.
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Daily Tasks

Daily Bookkeeping Tasks

Track and
Categorize
Expenses

Maintain Petty
Cash Fund

Record and categorize daily expenses. Proper categorization helps in
analyzing spending patterns and preparing financial reports.

If your business uses petty cash for small, everyday expenses, keep a
log of all transactions and replenish the fund as necessary. Ensure
that all receipts are collected and recorded.

By consistently completing these daily tasks, you'll keep your financial records in top shape and ensure
your business runs smoothly. Regular daily maintenance prevents small issues from turning into
significant problems, making your monthly and yearly bookkeeping tasks much easier.
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Monthly Tasks

Monthly Bookkeeping Tasks

To ensure your business's financial health, it's important to complete these critical monthly bookkeeping tasks. This
section covers the first part of the monthly tasks.

Match your credit card transactions with your bank statements to
ensure all expenses are accurately recorded. Investigate and resolve
any discrepancies.

Reconcile Credit
Card Statements

. Compare your bank statement with your recorded transactions.
Reconcile Bank Ensure all deposits, withdrawals, and bank fees are accurately

recorded. Resolve any discrepancies to keep your records accurate.
Accounts ded. Resol d to k d t
Review and Verify that payroll records are accurate, including employee hours,
Adjust Payroll wages, and deductions. Make necessary adjustments to ensure
Records correct payroll processing.

Go through your accounts receivable aging report to identify any
overdue invoices. Follow up with customers to collect outstanding
payments and maintain a healthy cash flow.

Review Accounts
Receivable
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Monthly Tasks

Monthly Bookkeeping Tasks

Check your accounts payable aging report to identify any upcoming

Review Accounts or overdue bills. Ensure timely payments to avoid late fees and
Payable maintain good supplier relationships.
Record If applicable, record monthly depreciation expenses. This helps in

Depreciation accurately reflecting the value of your assets on the balance sheet.

. Check the status of any loans or lines of credit. Ensure all payments
Review Loan and are up to date and record any interest expenses or principal

Credit Accounts payments.

. . Generate a profit and loss statement (P&L) for the month. Review it
Review Profit and to understand your business's revenue, expenses, and net income.

Loss Statement Identify any significant variances from your budget.
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Monthly Tasks

Monthly Bookkeeping Tasks

. Generate a balance sheet to provide a snapshot of your business’s
Review Balance financial position. Review your assets, liabilities, and equity to ensure
Sheet everything is accurately recorded.

Prepare and review your cash flow statement to track the movement
Review Cash of cash in and out of your business. This helps you understand how
Flow Statements well your business generates cash to meet its debt obligations and
fund operating expenses.

Review and Adjust Compare your actual financial performance against your budget and
Budgets and forecasts. Adjust your budget and forecasts based on your current
Forecasts financial situation and upcoming expectations.

Verify that all employee records, including personal information,
payroll details, and tax withholding, are up to date. Make any
necessary adjustments to ensure compliance with employment
regulations.

Review and
Update Employee
Records
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Monthly Tasks

Monthly Bookkeeping Tasks

Conduct a thorough analysis of your profit and loss statement,
balance sheet, and cash flow statement. Identify trends, variances,
and areas for improvement.

Analyse Financial
Performance

By completing these tasks each month, you'll maintain accurate financial records, ensure compliance,
and have a clear picture of your business's financial performmance. This regular review helps you make
informed decisions and plan effectively for the future.

BREAKING THE

MmO0ulo

ACCOUNTING RE-IMAGINED



Quarterly Tasks

Quarterly Bookkeeping Tasks

In addition to your daily and monthly tasks, it's essential to perform specific bookkeeping tasks each quarter to
maintain the overall health and accuracy of your financial records. Here are the key quarterly tasks to complete:

Review Quarterly Generate and review your quarterly profit and loss statement,
Financial balanc_e sheet, and cash ﬂovy statement. This provides a
comprehensive overview of your financial performance over the last
Statements

three months.

Review of the Examine your general ledger for any unusual entries or

| Led discrepancies. Correct any errors to ensure your financial records are
General Ledger accurate and complete.

File Quarterly Tax

Prepare and file your quarterly tax returns. (i.e. VAT
Returns P Y 9 Y ( )
. . Conduct a detailed analysis of your financial statements to identify
Analyze Financial trends, strengths, and areas for improvement. Compare your
Performance

performance against your budget and forecasts.
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Quarterly Tasks

Quarterly Bookkeeping Tasks

Assess your accounts receivable aging report to identify overdue
Review AR and invoices and follow up on collections. Review your accounts payable
AP aging report to ensure all bills are paid on time and prioritize any
overdue payments.

. Review your fixed asset register for any new acquisitions, disposals,
Perform a leed or depreciation adjustments. Ensure all fixed assets are accurately
Asset Review recorded and depreciated appropriately.

By completing these quarterly tasks, you'll maintain a clear and accurate financial picture of your
business, identify potential issues early, and ensure compliance with tax and regulatory requirements.
This proactive approach helps you make informed decisions and plan effectively for the future.
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Year-End Tasks

Year-End Bookkeeping Tasks

As the year comes to a close, it's important to complete specific year-end bookkeeping tasks to ensure your financial
records are accurate and ready for reporting. Here are the essential tasks to perform:

Generate your annual profit and loss statement, balance sheet, and

Review Annual :
cash flow statement. Review these documents to ensure they

Financial accurately reflect your business'’s financial performance over the
Statements year.
Reconcile and Reconcile all bank accounts, credit card accounts, and loans. Ensure
Close All all transactions are recorded and match your statements. Close any
Accounts inactive or unnecessary accounts.
ReVieW and Review your fixed asset register and ensure all depreciation expenses are
Adjust recorded accurately. Make necessary adjustments to reflect any new
Depreciation acquisitions or disposals.
Conduct a Year- Perform a detailed analysis of your financial performance over the
End Financial past year. |dentify trends, strengths, and areas for improvement. Use
Analysis this analysis to inform your strategic planning for the next year.
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Year-End Tasks

Year-End Bookkeeping Tasks

Develop a financial plan for the upcoming fiscal year, including

Plan for Next setting budgets, forecasting revenue and expenses, and outlining
Financial Year key financial goals. Ensure your plan aligns with your business
objectives.

By completing these year-end tasks, you'll ensure your financial records are accurate, compliant, and

ready for reporting. This thorough review and preparation set the foundation for a successful and
financially sound new year.
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Tips for Effective Bookkeeping

Additional Tips for Effective Bookkeeping

Implementing these tips can enhance your bookkeeping process, making it more efficient and accurate. Follow these
best practices to maintain organized and reliable financial records.




Tips for Effective Bookkeeping

Additional Tips for Effective Bookkeeping

Implementing these tips can enhance your bookkeeping process, making it more efficient and accurate. Follow these
best practices to maintain organized and reliable financial records.




Engagement Invitation
Take the Next Step with Breaking The Mould Accounting

Thank you for using our Bookkeeping Checklist! We hope this guide has provided you with valuable insights and tools
to manage your financial records effectively. Keeping up with bookkeeping tasks can be challenging, but you don't
have to do it alone. Breaking The Mould Accounting is here to help you every step of the way.

Whether you need assistance with daily tasks, monthly reviews, or year-end reporting, our team of experienced
professionals is ready to support your business. We offer a range of services tailored to your specific needs, ensuring
your financial records are accurate and up-to-date

Bookkeeping Services

Tax Preparation and Filing
Financial Planning and Analysis
Payroll Management

Budgeting and Forecasting
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The Vision Behind Our Firm:



mailto:hello@btmaccounting.com

