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About Your Tutor

Laura Kenway is a self employed Certified Professional Bookkeeper in 

Canada, a member of the Canadian QuickBooks ProAdvisor Program, and a 

Certified QuickBooks Cloud ProAdvisor. She specializes in bookkeeping for 

small business owners who operate a virtual/online business from their 

home. Laura has been working with her clients exclusively via the Internet 

since 2010.

Laura is also the publisher of Bookkeeping-Essentials.com; a free online 

small business accounting resource for bookkeepers and home based 

business owners.

This is not a free manual. It is not be shared with others. If your friends or peers are 

interested in purchasing their own copy, please refer them to my website. If you want 

additional copies for your employees or contractors, please purchase them from my website.
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The Bookkeeper’s Notes On 
Accounting and Bookkeeping Checklists 

What To Do and When Lists  
For The Small Business Owner Working From Home"

Purpose Of The Manual!

Checklists are handy. I find bookkeeping checklists are really handy, especially when 
you are working at home doing the bookkeeping for your business. 

I have put together these lists as an overview on some small business accounting and 
bookkeeping tasks that should be done during the year ... to help ensure your year-
end will be a breeze. 

If I make reference to QuickBooks® in this manual, I won't necessarily tell you exactly 
how to perform the task. For the purposes of this manual, I am going to assume you 
are proficient with QuickBooks®. If this is not the case for you ... you have four 
options: 

Get professional help. 

Learn to use QuickBooks® Help menu. 

Take a course on QuickBooks® in your local area. 

Ask your question on the Bookkeeping Essentials Learning QuickBooks® forum 
page. 

"
... mmm that's a little blunt isn't it? Please, please, please get help when you need it. 

Get your beverage choice, pull up a chair and let's get started ... 
shall we. 

"
"
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"
What You’ll Find In This Manual!

I have categorized the tasks into eight different bookkeeping checklists: 

the daily bookkeeping checklist 

the weekly bookkeeping checklist 

the monthly bookkeeping checklist 

the quarterly bookkeeping checklist 

the annual bookkeeping checklist 

the year-end bookkeeping checklist 

year-end package for accountant checklist (See appendix A) 

switching bookkeepers checklist (See Appendix B) 

... helping you on your way throughout the year ... so your year end should go as 
smoothly as possible. I left room after each task to write your notes. I’ve also left 
room at the bottom of each set of tasks to add more tasks that are pertinent to your 
business. 

"

THE BOOKKEEPER'S TIP 

If you use QuickBooks®, use the "To Do Notes" to setup these tasks. They 
will show up as Reminders on your Company Snapshot. It will help you 
to quickly prioritize your tasks at the start of each day. 

You will find the To Do List feature under the Company drop down 
menu. Remember to also set reminder preferences so the list shows up in 
Company Snapshot. "Set Preferences" has a list of other reminders you 
can set to help you organize your day. 

"
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"
Daily Bookkeeping Tasks!

"
Design your billing procedures so that you invoice your customers immediately 
upon completion of the sale or service. 

If you don't track your customers on an individual basis because you have a cash 
register, prepare your Daily Sales Summary. 

If you use QuickBooks®, your customer is named "Cash Register Sales" or 
something like that. Enter your amounts from your daily till report using 
the Sales Receipt form. Make sure you post your bank deposit to the 
Undeposited Funds account. 

Make bank deposits on the same day as you receive the payments (or the next 
day if you are using the portable file organization system for your vehicle). 

Deposit the whole amount as it gives you an audit trail and makes doing 
your reconciliations easier. Do not take some cash for yourself. If you 
need cash, write yourself a cheque or do an automated bank transfer to 
your personal account from your business account. 

If you must keep some cash back from a deposit and you use 
QuickBooks®, use the cash back box at the bottom of the Make Deposit 
screen. Record the whole cash amount received through the Undeposited 
Funds screen, then record the cash taken at the bottom. Make sure you 
complete all the fields, including the memo field explaining what or who 
the cash was for. "
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Make sure you include the cheque number and date of any cheques you 
received on the deposit slip ... or you can use a payment log where your 
record this information. Also check that the address on the cheque 
matches the address on your invoice. You'll need this information when 
you go to enter the payment into your bookkeeping program. 

You want to have the customer’s address for two reasons; in the event 
you have a bad debt and need to do collections as well as during a sales 
tax audit. 

Upon returning from the bank, match and staple the bank deposit receipts 
received to the customer invoices. (Or you can do this task when you sit down 
to do your data entry.) 

Setup your small business accounting system so you update and monitor your 
cash flow forecast every day. I like to do it in the morning before the day's 
interruptions begin. 

Backup your data. 

This is a very important task on your bookkeeping checklist ... so please 
don't skip it. Consider offline or offsite "cloud" storage options. You can 
find a list of storage options to investigate at http://
www.documentsnap.com/category/backup/. 

Add additional tasks here that you need to do each day for your business: 

"
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Weekly Bookkeeping Checklist!

Set aside time (actually block out the time on your calendar) once a week 
(once a month is the bare minimum), to do your data entry along with your 
filing. 

Staying organized and on top of your paperwork makes the task easy ... 
falling behind makes it a chore. 

If you are always behind on your paper work, this portable filing system 
just might work for you. 

After you have processed all your paperwork, print an aged accounts payable 
(AP) report and decide which bills, if any you need to pay. 

Establish a priority list for your accounts payable payments. 

Set AP policies like paying invoices only on the due date and not 
before ... and stick to them. Consider what your policy for purchase 
discounts is ... if you are short of cash, should you borrow to take 
advantage of it ... or not? 

Remember, if you can't afford to pay all your bills, consider making 
partial payments to make your money go farther and keep your credit 
rating intact. 
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When you are finished entering your data, remember to backup your data. It's a 
good idea to do this before you start your data entry as well. Personally I set 
my software up to backup every time I exit. 

It is a good practice to establish accounts receivable collection procedures and 
follow them faithfully. 

Schedule time to become friends with your Aged Accounts Receivable 
Report and perform the accounts receivable collection procedures to 
keep your cash flow running smoothly. 

Consider sending any amounts outstanding over 90 days to a collector. If 
you wait too long, it will be more difficult for them to collect. 

Add additional tasks here that you need to do each week for your business: 

"
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Monthly Bookkeeping Checklist!

" !

THE BOOKKEEPER'S TIP 

Month End Adjusting Entries 

Most small businesses do NOT need to record adjusting entries while 
performing month-end or quarter-end procedures. 

Unless you have some bookkeeping training, it really is best if you leave 
adjusting entries to your bookkeeper or accountant to do them at year-
end. 

You may want to book your prepaid expenses monthly or quarterly ... 
and possibly amortization. I would also consider taking a quarterly 
inventory on your large dollar items only ... and adjusting the quantity 
on hand. Having said that, I will reiterate ... most small businesses don’t 
need to do adjusting entries on a monthly basis. 

You can learn more about adjusting entries by searching the 
bookkeeping-essentials.com website. 

"
Send customer statements out each month for overdue accounts. 

Download your eStatements, eBills, eReceipts and/or print eMail receipts and 
invoices in PDF format. 

"
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Book any earnings and/or interest on investments and receivables. 

Review your Other (Miscellaneous) Income and Other (Miscellaneous ) Expense 
accounts and reclassify entries where appropriate. 

Book any tips the owner received, vendor rebates and gift certificates to other 
income ... yes they are income that must be recorded. 

If you are a U.S. business owner or bookkeeper, you will need to file remit your 
payroll tax deposits (FICA & FITW) according to your remitter type. This may be 
twice weekly, monthly or annually. New businesses follow the Monthly Deposit 
Rules. 

U.S. business owners may need to file a Form 4070 Report Tips to Employer. 

Block out time each month to reconcile your bank statements, credit card 
statements, and vendor statements. 

Learn why reconciliations are important and how to do an account 
reconciliation here. 

Try each month to do your month-end processing following the procedures set 
out in my manual How to do Month End. 

"
PAGE "  of " ! ! © LAURA KENWAY, ALL RIGHTS RESERVED !9 31                                                                                           

You have permission to print this manual for your own personal use.  
You  may not reproduce this manual for others in any form for any purpose without the written permission of Laura Kenway.!                

Bookkeeping-Essentials.com

http://www.bookkeeping-essentials.com/small-business-accounting.html#recs
http://www.bookkeeping-essentials.com/monthend-bookkeeping.html


ACCOUNTING AND BOOKKEEPING CHECKLISTS! ! PUBLISHED BY BOOKKEEPING-ESSENTIALS.COM                      

Doing this task quarterly is the bare minimum. 

Learn how to prepare internal financial statements for use in your 
business by following the steps in my manual. 

If you have a bookkeeper, it is very important that you perform your Monthly 
Financial Review to reduce the likelihood of fraud. If you are the bookkeeper, 
performing this review helps ensure you are preparing accurate records. 

An added benefit to you will be that you become comfortable and 
knowledgeable about the financial health of your business. 

If your computer has automatic backups, make a separate backup copy to a 
USB drive or the cloud. This is a very important task on your bookkeeping 
checklist ... so please don't skip it. 

Add additional tasks here that you need to do each month for your business: 

"
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Quarterly Bookkeeping Checklist!

"
Canadian bookkeepers, each quarter, file your GST/HST report on form GST34-2 
if you are a registrant. If you are filing annually, you may want to consider 
reading about other alternatives. If your reporting period is monthly, move this 
task to your monthly checklist. 

If you have provincial sales tax, payroll taxes, or workers' compensation, 
remember to always file these reports on time to avoid late penalties. 

U.S. business owners and bookkeepers will need to determine the 
reporting frequency for your sales and use reports in addition to any 
estimated tax payments, payroll tax returns (Form 941), FUTA/SUTA 
deposits or worker’s compensation. 

Do a physical inventory count on items that have a large dollar value. Book an 
adjusting entry as necessary. 

If you are using a computer software program, restore a data backup file (be 
careful to name it something other than your current file in use). 

Your objective is to test and ensure it restores properly. You'd hate to find 
out it is not working when you really need it! This is a very important task 
on your bookkeeping checklist ... so please don't skip it. 

"
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"
Add additional tasks here that you need to do each quarterly for your business: 

"
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Annual Bookkeeping Checklist!

This bookkeeping checklist is NOT complete nor comprehensive. It contains a lot of 
housekeeping tasks. 

I don't know about you but they aren't my favorite tasks ... so I tend to do them when 
I see the need ... which is why you will need to add to / modify this list on an ongoing 
basis. 

Some of the tasks must be done as part of your year end procedures. 

U.S. business owners need to file their annual Form 940 FUTA return. You have 
been been making quarterly deposits. This is the annual return that needs to be 
filed. 

Perform a physical inventory count on the last day (or as close as possible to 
the last day) of your fiscal year. You will need this information for your year-
end. 

Don't forget to deal separately with items that are obsolescent OR were 
used for demonstration samples and giveaways. 

Prior to the end of your fiscal year, record all your petty cash disbursements 
and replenish your petty cash if you haven't been doing it on an ongoing basis 
throughout the year. 

Reconcile every balance sheet account to a third party source document. 

If you have been doing your month-end procedures and monthly financial 
review, you will have been accomplishing this task on an ongoing basis 
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throughout the year ... so you can be proactive in identifying and 
correcting any problems early on. :0) 

If you haven't been doing your monthly financial review, roll up your 
sleeves ... because you have a lot of work ahead of you. :0( 

Record any year-end adjusting entries while you are reconciling all of your 
balance sheet accounts. 

It's especially important to ensure the bank and credit card statements 
accounts have been formally reconciled to the end of your fiscal year - 
December 31 for sole proprietors. 

Most small business owners complete their books for daily transactions 
up to the last day of the fiscal year. They also reconcile all their 
accounts at year-end ... 

... then their bookkeeper or accountant determines the year end 
adjusting entries required. As your small business accounting records are 
going to be used to file your tax return, it's important to have your work 
reviewed by a professional. See Appendix A for a list of what your 
accountant will need.  

Look at your Undeposited Funds account. The only deposits showing here at 
the end of your fiscal year should be money received from customers that did 
not get deposited in the bank until the new year. 
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Run your Accounts Receivable report. 

Apply any outstanding credits on customers' accounts to open invoices. 

In QuickBooks®, you do this through Receive Payments ... where 
you Apply Credits through the Discounts & Credits button. 

Clean up your miscellaneous over and under payments by journalling 
them to your miscellaneous income account OR directly to your sales 
revenue account ... and make a note to the accountant who does your 
year-end. 

Run your Accounts Payable report. 

Clean up your miscellaneous over and under balances ... and make a 
note to the accountant who does your year-end. 

Every vendor balance should balance to the vendor's statement. Any 
differences should show on the vendor reconciliation. 

Most payroll service companies put out year-end payroll checklists and guides. 
Adapt the information from these specialists for your own business ... to make 
sure you have crossed all your t's and dotted all your i's. 
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Ceridian's website has a Canadian Year-End Customer Guide for Small 
Business and a Year-end Payroll Checklist. Sometimes they change their 
link, so I won't give you live links. The last time I looked, the guide was 
located under resources and tools at http://www.ceridianknowhow.ca/
Knowledge-Center/Documents/Year-end/
small_business_yearend_customer_guide.aspx while the year-end 
checklist was located at http://www.ceridianknowhow.ca/Knowledge-
Center/Online-resources/Checklists---Tips.aspx. Sometimes they move it 
around ... so you may have to hunt a bit. :o) 

ADP has a U.S. Year-end Payroll Checklist. You should be able to find it at 
http://www.adp.com/tools-and-resources/compliance-connection/
payroll-resources/year-end-checklist.aspx. 

Before you hand over your information to your tax preparer, run a comparative 
set of financial statements. Check that last year's numbers match what was 
reported on the financial statements attached to your tax return filed with 
CRA/IRS. 

If something is different, track it down. If you don't, the person 
preparing your tax return will have to charge you to figure out the 
problem. (If your books are prepared on a GAAP or ASPE basis, there will 
be some timing differences on tax return information so make sure you 
are comparing to your financial statements not the actual tax return.) 

If you closed your books properly, then last year's information should 
match. This means you should have entered your accountant’s year-end 
adjusting entries, if any. If you didn’t receive any, check with them to 
see if there were any you should have entered. 

Take some time before you begin your new fiscal year to review your chart of 
accounts and clean it up. "
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If you are no longer using a particular account because you sold the 
asset or paid off the loan, in QuickBooks® you can make the account 
"inactive". The balance should be zero BEFORE you do this. 

If you find two accounts set up to track the same expense, in 
QuickBooks® you can merge duplicate accounts ... but make sure you 
know what you are doing so you don't overwrite and lose valuable data. 
To be safe, always take a backup BEFORE you do any merging. 

If an account was setup and never used, in QuickBooks® you can delete 
it. Once the account has been used, this option is no longer available. 
You also can't delete an account that has a sub-account attached to it or 
an item assigned to it. You must reassign the sub-account or item first. 

If you use QuickBooks, take some time before you begin your new fiscal year to 
review your customer and vendor lists. 

Clean the lists up by inactivating dormant vendors or lost customers ... 
or merging duplicates. Again, be careful when you use the merge 
command. It is irreversible, so take a backup first and double check 
before you hit ok. 

Review your system needs to determine if your accounting system needs 
upgrading ... if you've had a great year, you may have outgrown your system ... 
or perhaps your current system is too large for the volume of transactions you 
have. 

Add additional tasks here that you need to do annually for your business: 
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!  

THE BOOKKEEPER'S TIP!

Before Reading The Year-End Checklist 
Freelance bookkeepers, if you are just starting out in bookkeeping, YOU 
should not be performing year-end procedural tasks for clients ... like 
the ones in the bookkeeping checklist coming up ... especially IF you 
don't understand the difference between GAAP/ASPE financial reporting 
standards versus tax reporting ... unless your work IS supervised by an 
experienced accountant. 

In the beginning, you should only be preparing the books up to the 
unadjusted trial balance ... with the books being handed over to a 
professional certified bookkeeper or accountant to perform year-end 
file preparation ... which involves recording entries that often are not 
indicated by source document. 

Your inexperience could cause a small business owner to go out of 
business. It may not happen initially, but occur after the owner is 
audited by CRA/IRS when all your errors come to light ... because your 
work is used to prepare the tax compliance returns submitted to CRA / 
IRS /provincial / state authorities. Remember, the small business owner 
is making financial decisions based on what the financial statements 
say. 

It is acceptable for you to book the adjusting entries the accountant 
gives you. 

"
""
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Write down the contact information and questions for your accountant here.!

"
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Year-end Bookkeeping Checklist!

This is a general year-end bookkeeping checklist list. Every set of books is different ... 
so year end procedures requires judgement. Any bookkeeping entries listed here 
should not be booked by someone doing their own books ... unless you have discussed 
this with your accountant ... or the accountant gave you the entries to post so you 
can close your books for the year. 

I include this bookkeeping checklist only to give you an idea of what a certified 
professional bookkeeper or accountant will be doing. If you try to do this yourself, 
and don't have the proper knowledge, it will just cost you more to hire someone to try 
and figure out what you did and how it can be corrected. :0( 

This bookkeeping checklist assumes QuickBooks® software is being used. If this is not 
the case, other tasks / entries may be required. 

Do the bank and credit card balances match the bank statements? Have they 
been formally reconciled? Is there a balance in Undeposited Funds? Are these 
amounts listed on the bank reconciliation? Has petty cash been replenished? 
Have any cash clearing / suspense accounts been reviewed, reconciled and 
reclassified where necessary? 

Run the Accounts Receivable report. 

Review the balances to see if any write-offs of accounts (to the 
allowance for doubtful accounts not the bad debt expense account) 
needs to be booked. 

Take a look at the Allowance for Doubtful Accounts. Is it a fair estimate 
of what has the potential to be not collectable? 

Have all accounts receivable been recorded? Take a gander at the 
customer payments received in the first month of next fiscal year 

"
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(January for sole proprietors). Do you see any receipts / deposits 
relating to prior year sales? 

Have the prepaid expenses been adjusted to reflect the portion that was 
consumed during the past fiscal year? Has the insurance and rent expense 
accounts been analyzed to make sure they do not contain any amounts that 
pertain to a future period ... a period after the last day of the fiscal year? 

Was an inventory count taken on the last day of the fiscal year? Were amounts 
booked for obsolescence or samples? 

Take time to review the capital assets and intangible assets. Have all the 
capital purchases made during the year been recorded? Have all the sales of 
assets including the gain / loss been recorded ... correctly? Has the correct 
amount of amortization expense been booked? Were partial year amounts 
booked for any additions and disposals? Has the amortization for intangible 
assets like goodwill or a franchise license been booked? 

Run the Accounts Payable report. 

Review the balances for amounts outstanding longer than 48 months 
(two years). As a general rule, bring these amounts back into income ... 
but there are always exceptions. 

Have all of the outstanding accounts payable been recorded? Take a 
gander at the expenses paid in the first month of next fiscal year 
(January for sole proprietors). Do you see any bill payments relating to 
prior year expenses? 
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In general, the payroll, income and sales tax liability accounts should match 
what was reported to and filed with CRA and/or provincial government. This 
may require a spreadsheet analysis to prove they match. 

Do the loan accounts balance to the lenders' statements? Has the correct 
amount of interest been expensed? Has all the debt outstanding been recorded, 
including owner's loans? Were the entries made for any matured or forgiven 
long term debt? Have the bookkeeping entries been made for any new debt 
that was taken on during the fiscal year? Has the current portion of the long 
term debt been revised to reflect the up coming year? 

Have all the owner's draws and contributions during the year been properly 
recorded? Has the closing bookkeeping entry transferring owner's draws and 
owner's contributions to the owner's equity account been entered? 

Did you notice? ... all that is happening here is that EVERY account is being reviewed 
for accuracy and completeness ... verified to a third party source document if 
possible. Adjusting bookkeeping entries are being recorded based on the account 
analysis/reconciliations and GAAP/ASPE standards. 

... You can see where there would be a problem if you are trying to do year-end when 
you don't know / understand the accounting standards ... or the income tax rules ... 
or understand the process, can't you? 

It's like teasing the tax auditor ... begging for an audit! 

Ask your accountant if there are any tasks you can do before handing over the 

books. Write down his/her instructions here.!

"

"
PAGE "  of " ! ! © LAURA KENWAY, ALL RIGHTS RESERVED !23 31                                                                                         

You have permission to print this manual for your own personal use.  
You  may not reproduce this manual for others in any form for any purpose without the written permission of Laura Kenway.!                

Bookkeeping-Essentials.com



ACCOUNTING AND BOOKKEEPING CHECKLISTS! ! PUBLISHED BY BOOKKEEPING-ESSENTIALS.COM                      

"
How To Use This Manual!

Make An Appointment With Yourself To 
Complete Your Bookkeeping Checklist - 
Yes ... Actually Schedule It"
If you work through these bookkeeping checklists and actually do these small business 
accounting tasks faithfully, preparing for year-end will not be an onerous task. 

You can make it easier on yourself by actually scheduling time to perform these small 
business accounting tasks just as you would any other task in your business. 

"
"
"The key to successful time management is doing the most important task first, and 

giving it your full concentration, to the exclusion of everything else."!

 
-- Alex MacKenzie --!

"
"
"
Many small business owners wish they had increased the priority 
placed on bookkeeping in the middle of an audit ... by then it's 
too late ... you are already in trouble. 

Be proactive. Making the appointment with yourself will make it 
more difficult to put aside the task. If you are consistent with the 
timing, it will become a habit very quickly. Each time you 
complete one of the bookkeeping checklists, they become easier to 
do ... especially if you stay on top of it. 
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Okay, now I have to come clean. Do I always get all these tasks 
done on the bookkeeping checklists when I say they should be 
done? 

Ah, that would be a big, fat no. :0( 

Sometimes I just don't have time ... but I do chip away at each 
bookkeeping checklist ... so that come year-end, I've got 
everything done that needs to be done. 

Do you want your year-ends to be a breeze? Then you need to get 
around to doing these accounting and bookkeeping tasks 
throughout the year too. 

Good luck with your bookkeeping! ... and remember if you 
develop the habit of consistently working your way through these 
bookkeeping checklists, the routine gets easier and you stay on 
top of any problems that arise. 

Don’t be afraid to customize these procedures to fit your business. 
I’ve left spots for you to make notes specific to your business. Use 
the space. I guarantee you won’t remember what you did if you 
keep it all in your head. 

This manual was designed to be used in conjunction with my 
website and my other published manuals. Make sure you follow the 
links. 

It’s been great chatting with you! 

Laura (aka Lake) 

"
P.S. A note about the links in this manual. Once you click on the 
link and arrive at the appropriate page of my website, depending 
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on your browser, you may need to hit your enter button one more 
time to take you to the correct spot on the page.  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Appendix A: Year-End Accountant Package Checklist 

A question I am often asked is "I have done my own small business bookkeeping 
throughout the year. I am now preparing my paperwork for year end. What 
information does my accountant need?" 

Your accountant will need the following small business bookkeeping information 
packaged in an organized fashion. Some like to keep it all in a year end binder, others 
in a series of file folders. Many are going paperless and submit ePaperwork. This 
actually will save you money as most accounting firms scan the files they want to 
keep for their backup and to support their work. 

"

!  

GOOD TO KNOW!

Once you have reviewed the list below, you will see your accountant 
doesn't want to look at all of your receipts and invoices like your 
bookkeeper does. Why? 

It is most likely that you have a notice to reader engagement, not a 
review or audit engagement. This means the accountant has not been 
engaged to review your paperwork. 

You or your bookkeeper have processed all the paperwork and put it in 
a format your accountant can use. Your accountant will go through your 
small business bookkeeping reports, third party statements and 
government information reports submitted to CRA (or IRS). S/he will 
request additional backup from you when necessary. 

You can see where this could lead to a problem if your bookkeeping or 
your bookkeeper's bookkeeping is poor quality ... it leads to problems 
during a tax audit ... because your accountant is not reviewing the 
quality of the records submitted. "
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"
"
Whatever your recordkeeping system, just make it organized so your accountant can 
easily find any information s/he is looking for. Whenever possible, it is preferable 
these days that the information and reports be placed in DropBox (or a similar 
service), delivered by encrypted mail such as eCourier, or on a CD in pdf format as 
opposed to paper copies. 

So here is my accounting checklist: 

if you are using computer software, a backup copy with password 

trial balance dated for the last day of your previous fiscal year 

trial balance dated for the last day of your current fiscal year 

financial statements for the fiscal year (balance sheet dated last day of fiscal 
year, income statement for the fiscal period and a cash flow statement if you 
have it) 

general ledger for the twelve month fiscal period 

general journals for the twelve month fiscal period 

source documents pertaining to the purchase, major repair, and sale of capital 
assets 

include the original cost and net book value of capital assets sold along with 
the proceeds received upon disposition of the asset. 

source documents pertaining to lease agreements, financial loans, insurance or 
any contracts you have entered into ... include payments dates and amounts so 
your accountant can determine if any adjusting entries need to be done 

investment statements and credit card statements 

bank statements for the year including returned cheques as well as the bank 
statement and cheque stubs for the first month of the following year 

a cheque register would be helpful 

a listing of all pre-authorized direct deposits and withdrawals on your bank and 
credit card statements 

reconciliations for the bank, credit card and investment statements 

aged listing of all accounts payable identifying any amounts in dispute 

vendor rebates / gift certificates received and/or used from vendors, usually 
issued as bonuses due to high volume purchases 

aged accounts receivable listing marking any doubtful accounts 

listing of all customer deposits and / or prepayments outstanding "
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listing of any accrued liabilities 

inventory listing 

all government correspondence and tax forms filed with CRA (or IRS) this year 
including GST/HST reports (or U.S. sales and use tax reports), tax installments 
(or U.S. estimated tax deposits), WCB and PST reports, prior year notice of 
assessment 

all government grants correspondence or other financial assistance documents 

payroll information and reports including PD7As, T4s and T4 summary (W-2, 
W-3, W-4 for my American visitors) 

If your accountant is also doing your taxes, s/he will also need your home office 
expense information and your auto log with odometer readings if you use your 
personal vehicle for business, along with a listing of all your auto receipts. 

"

!  

GOOD TO KNOW!

When the work is complete, your accountant should provide you with an 
adjusted trial balance, adjusting and closing entries. 

You or your bookkeeper will need to post the adjusting and closing 
entries into your accounting software program before you close your 
year-end books ... so add this task to your year-end bookkeeping 
checklist. 

If you don’t receive any adjusting entries, ask for them. 

"
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Appendix B: Switching Bookkeeper’s Checklist 

You have decided to switch bookkeepers and wonder if there is a bookkeeping 
checklist you could use to gather the information for your new bookkeeper. My answer 
is yes! 

Your new bookkeeper will need the same small business bookkeeping information you 
were giving to your old bookkeeper ... plus a trial balance up to the last date your old 
bookkeeper did the books as well as a year-to-date general ledger. Pdf copies placed 
in DropBox (or similar service), delivered by encrypted mail such as eCourier, or on a 
CD are preferred over paper ... but paper still works. 

Pssst ... if you are a new bookkeeper, this list will help you too if you are wondering, 
"What details do I need from a new client?". 

"

!  

GOOD TO KNOW!

Your bookkeeper wants to see ALL your source documents pertaining to 
your business ... unlike your accountant. They need it to ensure they have 
recorded your business revenue and expenses properly. 

The only thing bookkeepers really don't need are your personal receipts. 
Personal expenses should not be going through your business accounts. 

If your bookkeeper (is that you?) doesn't have the knowledge to 
categorize your transactions properly ... you may be in big, Big, BIG 
trouble if you are ever audited. 

"
"
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Your bookkeeper will likely give you a client start-up bookkeeping checklist. It will 
probably look something like this: 

expense receipts including internet receipts - sorted by source of payment: 
bank, credit card, business cash, and personal funds 

documents pertaining to the purchase, major repair, and sale of capital assets 

documents pertaining to lease agreements, financial loans, insurance or any 
contracts you have entered into. 

investment statements, bank statements including deposit slips and returned 
cheques, credit card statements including card payment slips, vendor 
statements 

a cheque register would be helpful 

a listing of all pre-authorized direct deposits and withdrawals on your bank and 
credit card statements 

vendor / supplier invoices both paid and unpaid 

listing of accounts payable would be helpful - even if it is just your best guess 

customer invoices and sales receipts issued including outstanding customer 
invoices 

an accounts receivable listing would be helpful - even your best guess helps - 
mark / make a note of any doubtful accounts. 

listing of all customer deposits and / or prepayments received 

inventory listing 

all government correspondence and tax forms including GST/HST reports filed 
with CRA this year, notice of assessments, tax installments, WCB and PST 
reports 

payroll information and reports including new employee information, payroll 
reports, PD7As, T4s and T4 summary 

"
The more organized your records, the less it costs to process them. If you have all the 
above small business bookkeeping information completed and with you on your first 
visit, your new bookkeeper should be up and running quickly. 

"
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