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Bookkeeping Checklist
A reusable daily, weekly, monthly, quarterly, and yearly bookkeeping checklist for [Company Name]. Assign an owner, check off each task, and note exceptions so the books stay clean and audit-ready.
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[bookmark: section-0]1. Daily Bookkeeping Tasks
Small habits that keep the books current and prevent month-end pileups.
	Task
	Owner
	Done

	Record cash, card, and online sales for the day
	[ Owner ]
	[  ]

	Capture and file receipts and bills as they come in
	[ Owner ]
	[  ]

	Log any cash payments or petty cash use
	[ Owner ]
	[  ]

	Review the bank balance and flag anything unexpected
	[ Owner ]
	[  ]

	Send invoices for work delivered today
	[ Owner ]
	[  ]


[bookmark: section-1]2. Weekly Bookkeeping Tasks
	Task
	Owner
	Done

	Enter and categorize all bills and expenses
	[ Owner ]
	[  ]

	Reconcile the week’s bank and credit card transactions
	[ Owner ]
	[  ]

	Record customer payments and update accounts receivable
	[ Owner ]
	[  ]

	Follow up on overdue customer invoices
	[ Owner ]
	[  ]

	Schedule or approve vendor payments due this week
	[ Owner ]
	[  ]

	Back up accounting data and confirm the sync ran
	[ Owner ]
	[  ]


[bookmark: section-2]3. Monthly Bookkeeping Tasks
Tip: A clean monthly close is the single biggest driver of trustworthy financials. Give every balance sheet account an owner.
	Task
	Owner
	Done

	Reconcile every bank account to its statement
	[ Owner ]
	[  ]

	Reconcile credit card and merchant processor accounts
	[ Owner ]
	[  ]

	Review the aged accounts receivable report and follow up
	[ Owner ]
	[  ]

	Review the aged accounts payable report and confirm cutoffs
	[ Owner ]
	[  ]

	Record recurring journal entries (depreciation, accruals, prepaids)
	[ Owner ]
	[  ]

	Reconcile payroll liabilities and confirm tax remittances
	[ Owner ]
	[  ]

	Review the profit and loss statement for anomalies
	[ Owner ]
	[  ]

	Review the balance sheet and tie out key accounts
	[ Owner ]
	[  ]

	Lock the period once reviewed and approved
	[ Owner ]
	[  ]


[bookmark: section-3]4. Quarterly Bookkeeping Tasks
	Task
	Owner
	Done

	File quarterly payroll and sales tax returns
	[ Owner ]
	[  ]

	Make estimated income tax payments
	[ Owner ]
	[  ]

	Review financial statements against budget and prior quarter
	[ Owner ]
	[  ]

	Reconcile loans, lines of credit, and interest expense
	[ Owner ]
	[  ]

	Review inventory counts and adjust for variances (if applicable)
	[ Owner ]
	[  ]

	Clean up the chart of accounts and uncategorized transactions
	[ Owner ]
	[  ]


[bookmark: section-4]5. Yearly Bookkeeping Tasks
	Task
	Owner
	Done

	Reconcile all accounts and finalize the year-end close
	[ Owner ]
	[  ]

	Issue 1099s to contractors and W-2s to employees
	[ Owner ]
	[  ]

	Compile the year-end financial statement package
	[ Owner ]
	[  ]

	Gather records and schedules for the tax preparer
	[ Owner ]
	[  ]

	Review fixed assets, depreciation, and disposals
	[ Owner ]
	[  ]

	Write off uncollectible receivables and bad debt
	[ Owner ]
	[  ]

	Archive the year’s records and the audit trail
	[ Owner ]
	[  ]

	Set next year’s budget and bookkeeping calendar
	[ Owner ]
	[  ]


[bookmark: section-5]6. Roles and Ownership
Name a single owner per task. A checklist that depends on one person’s memory is not yet a checklist.
	Responsibility
	Owner
	Backup

	Daily and weekly bookkeeping
	[ Name and title ]
	[ Name and title ]

	Monthly close and reconciliations
	[ Name and title ]
	[ Name and title ]

	Review and sign-off
	[ Name and title ]
	[ Name and title ]

	Tax filings and year-end
	[ Name and title ]
	[ Name and title ]


Company: [Company Name]
Accounting Software: [QuickBooks / Xero / other]
Period: [MM/YYYY]
Prepared by: [Name and Title]
Reviewed by: [Name and Title]
Date Completed: [MM/DD/YYYY]
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