BOOKKEEPING CHECKLIST

Client: ____________________________________________  Period: ________________________________

Completed By: _____________________________________  Date Completed: _________________________

INSTRUCTIONS:  The checklist is for processing the input to the computer, reviewing and correcting the output, and generating computer-prepared financial statements.  After each step is completed, the preparer’s initials should be placed in the “Completed by” space to the right of the step.  If the step is performed by the client, the preparer should write client in the space.  If the step is not applicable, the preparer should write N/A in the space.  Document in a memo any additional steps performed or unusual matters noted while performing the steps and attach that memo to this checklist.


Completed by

PROCEDURE
or N/A


Completed by

PROCEDURE
or N/A

General

1.
Run data verification and confirm that there are no errors in the data file.  If there

are errors in the data file, perform rebuild (QuickBooks) or optimization (MYOB)

procedure.
__________

2.
Set up new accounts as needed and update chart of accounts.  Consider deleting


unused accounts.
__________

Prior Month Corrections

1.
Determine if unprocessed prior month correcting entries are to be processed this


month.  If so, incorporate into the current month input.
__________

Cash

1.
Analyze sources of cash receipts and record them.
__________

2.
Record other cash items such as interest income, bank charges, returned checks, etc.
__________

3.
Enter general ledger account codings on check stubs or cash disbursement register.
__________

4.
Record cash disbursements.
__________

5.
Write-off any outstanding checks older than one year (Performed quarterly).
__________

6.
Reconcile the bank statement to the general ledger for all bank accounts.
__________

7.
Reconcile the client’s cashbook to the general ledger.
__________

8.
Inform bank (or instruct client to inform the bank) of any bank errors noted.
__________

Receivables (Accrual Basis Only)

1.
Record sales and returns through the accounts receivable module.
__________

2.
Reconcile accounts receivable subsidiary ledger to the general ledger.
__________

Inventory

1.
Prepare entry to record cost of sales and adjust inventory to latest inventory figures.


If inventory figures are not available, compute cost of sales using cost of sales


percentage and adjust inventory accordingly.
__________

Other Assets

1.
Update prepaid expense schedules for additions and disposals.
__________

2.
Prepare journal entries to amortize prepaid expense accounts to actual at the end of the current


period.
__________

Property and Equipment

1.
Update depreciation schedule for additions and disposals.
__________

2.
Record depreciation expense for the current period.
__________

3.
Reconcile depreciation schedule to the general ledger.
__________

4.
Obtain invoice copies for all fixed asset additions.
__________

Accounts Payable and Accrued Liabilities (Accrual Basis Only)

1.
Record purchases through the accounts payable module.

2.
Reconcile accounts payable subsidiary ledger to the general ledger.
__________

3.
Prepare entry to reverse expense accruals from prior period.
__________

4.
Prepare entries to record all material accruals, such as accrued wages, payroll taxes,


interest, sales taxes, etc., at the end of the current period.
__________

Credit Card Transactions

1.
Summarize credit card activity and post against credit card payable accounts.
__________

2.
Reconcile the credit card statement to the general ledger for all credit card accounts.
__________

Notes Payable

1.
Obtain copies of all new notes. File in permanent file.
__________

2.
Prepare amortization schedules for all new notes payable.
__________

3.
Reconcile note payable accounts to amortization schedules or payment coupons and


record journal entry to adjust interest and principal.
––––––––––

Federal and State Income Tax (Accrual Basis Only)

1.
Compute and record income tax expense and income tax payable.
__________

Equity

1.
Update equity schedule for any changes.
___________

2.
Confirm equity changes with attorney, if necessary.
___________

Income/Expenses

1.
Compare income and expenses for current period with prior periods and explain


unusual fluctuations.
__________

2.
Reconcile payroll per the payroll service to the general ledger. (Performed quarterly).
__________

Review Processing

1.
Print one copy of the general ledger and financial statements.
__________

2.
Bind all workpapers in the workpaper file and submit to the supervisor for review.
__________

Supervisor’s Review

1.
Review the general ledger and financial statements for propriety of form and content.
__________

2.
Review the general ledger for the inclusion of recent transactions or events of which


you are aware.
__________

3.
Compare general ledger accounts on the financial statements to supporting workpapers


and subsidiary records, as appropriate.
__________

4.
Review the preparer’s portion of this checklist to verify that all steps have been


performed.
__________

5.
Prepare review notes to document any changes.
__________

6.
Return data to preparer for final processing.
__________

Final Processing

1.
Clear all review notes.
__________

2.
If errors are detected in the final processing, discuss with the supervisor. If


the errors will not have a significant effect on the financial statements, entries should


be recorded during the next period’s processing. If the errors are material, the financial


statements should be corrected before releasing them. All entries written to record


current period errors during the next period’s processing should be placed in the front


of the workpaper file.
__________

3.   Submit workpapers to the supervisor for sign-off.
__________

Compilation Procedures

1.
Print two copies of the general ledger and financial statements.
__________

2.
If draft financial statements are submitted, label the first page as “Draft”.
 __________

3.
Prepare compilation report.
__________

4.
Prepare client package including financial statements, general ledger, and reconciliation


of bank account to the client’s cash book.
__________

5.
Return all original documentation to the client. Retain copies of original documents


as necessary.
__________

6.
File the second set of copies in the workpaper file.
__________

7.
Submit compilation report for signature.
__________
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