Monthly Closing Checklist

Bank & Credit Card Accounts
☐  If client writes checks manually, ensure that all checks written during the period are entered 
☐  Reconcile all accounts to their respective statements
☐  Any checks not clearing the bank in 90 days should be discussed with the client to determine if they should be voided or reissued
☐  Send client Google sheet with all transactions that have been assigned to the Uncategorized Expense account. Properly code these transactions once the client completes the sheet.
Undeposited Funds
☐  If there is a balance in Undeposited Funds at month end, review transactions to ensure they are indeed in transit to the appropriate account 
Accounts Receivable
☐  Run an Accounts Receivable Aging Detail report and ensure balances owed are valid. Communicate with client if necessary.
☐  For invoices that are past due, communicate with client regarding collectability and write-off if necessary 
Inventory
☐  If client is not using QBO to track inventory but it is being recorded on the books, make the appropriate journal entry dated the last day of the month to adjust inventory and cost of goods sold
☐  If client has done a physical inventory count, make adjustment to the books, if necessary
Prepaid Expenses
☐  If applicable, recognize expenses via journal entry at month-end

Fixed Assets
☐  If applicable, properly record any fixed asset acquisitions or disposals
☐  Record depreciation expense, if necessary
Accounts Payable
☐  Run an Accounts Payable Aging Detail report and ensure balances owed are valid. Communicate with client if necessary.
☐  For bills that are past due, communicate with client regarding payment and write-off if necessary 
Payroll
☐  If QBO and payroll processor are not integrated, make appropriate journal entry to record payroll
[bookmark: _GoBack]☐  Ensure that payroll liability accounts on balance sheet zero out at month-end (or within the first few days of the following month)
Sales Tax
☐ If applicable, file sales tax returns and/or make payments and record in QBO
Loans/Notes Payable
☐  If applicable, calculate current portion of long-term debt and make appropriate journal entry to record
☐  Reconcile all accounts to their respective amortization schedules
Final Steps
☐  Review the financials (Profit & Loss, Balance Sheet, Statement of Cash Flows) 
☐  Close the books in QBO and set password
☐  Send financials to the client
