
Accounting & Bookkeeping Checklist
1. Set Up Your Chart of Accounts

● List all accounts used by your business, including:
○ Assets (e.g., cash, accounts receivable)
○ Liabilities (e.g., accounts payable, loans)
○ Equity (e.g., owner’s capital, retained earnings)
○ Income (e.g., sales revenue)
○ Expenses (e.g., rent, utilities)

2. Organize Financial Documents

● Keep the following documents organized and
accessible:

○ Invoices (both issued and received)
○ Bank statements
○ Receipts for all business-related expenses
○ Payroll records
○ Tax documents

3. Track Income and Expenses

● Record all income and expenses in your accounting
software or ledger, including:

○ Date of transaction
○ Amount
○ Description



○ Category (Income/Expense)
● Use software tools like QuickBooks, FreshBooks, or

Xero for automation.

4. Reconcile Bank Accounts Monthly

● Ensure that your bank statements match your
recorded transactions by:

○ Comparing the bank statement with your
accounting records

○ Identifying and correcting discrepancies
○ Confirming that all transactions are accounted

for

5. Manage Accounts Receivable

● Track outstanding invoices to ensure timely
payments:

○ Send reminders for overdue invoices
○ Follow up with customers if payment is not

received
○ Consider offering discounts for early payments

6. Manage Accounts Payable

● Keep track of bills and payments to suppliers:
○ Schedule payments to avoid late fees
○ Maintain a list of due dates for each payable
○ Review any early payment discounts offered by

suppliers

7. Prepare Financial Statements

● Generate essential financial statements monthly or
quarterly, including:

○ Income Statement (Profit & Loss Statement)



○ Balance Sheet
○ Cash Flow Statement

8. Budgeting and Forecasting

● Create a budget based on historical data and
anticipated future expenses:

○ Compare actual performance against the budget
regularly

○ Adjust forecasts based on actual performance
and changing business conditions

9. Tax Preparation

● Gather necessary documents and records in
preparation for tax season:

○ Income and expense records
○ Payroll documentation
○ Previous tax returns

● Schedule a meeting with a tax professional to discuss
deductions and credits available to your business.

10. Conduct Internal Audits

● Perform regular internal audits to ensure compliance
and accuracy:

○ Review processes and controls to identify areas
for improvement

○ Assess financial records for accuracy and
completeness

○ Address any issues found during the audit
promptly

11. Backup Your Financial Data



● Ensure that all financial records and data are regularly
backed up:

○ Use cloud storage solutions or external hard
drives

○ Establish a backup schedule (e.g., weekly or
monthly)

12. Stay Updated on Regulations

● Keep informed about changes in accounting
standards and tax regulations:

○ Subscribe to relevant newsletters or follow
industry publications

○ Attend workshops or webinars to stay educated
on best practices

Conclusion

By following this Accounting & Bookkeeping Checklist,
businesses can maintain accurate financial records,
streamline their processes, and ensure compliance with
regulations. Regularly reviewing and updating your
checklist will help identify areas for improvement and
facilitate smoother financial operations. This not only
prepares you for tax obligations but also contributes to
overall business growth and success.




