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Quarterly Accountant Checklist
Hamilton Bookkeeping has been working on the QuickBooks file for your client. Listed below are details about the file that we think you should know. Please contact us if you should have any questions or concerns.
Client Name:   _________________________________________ 
Today’s Date:
_______________________
Accountant:
Name: _____________________________________
Phone:________________________________


Mailing Addr:  ________________________________________________________________________


Email:  _____________________________________

QB Version:  ____________                  How was QB file sent to the accountant?       CD        On Line        via Owner
HB Schedule 
Weekly
Semi-Monthly
Monthly
Quarterly
Irregularly


HB
CLIENT

Posts Data
Posts Data
Problems   - Notes  -  N/A
A/R up to date / accurate
____________
____________
________________________________
A/P up to date / accurate
____________
____________
________________________________
Payroll(s) posted:
____________
____________
________________________________
Credit Card charges posted:
____________
____________
________________________________
Credit card(s) reconciled:
____________
____________
________________________________
Checks, Deposits posted:
____________
____________
________________________________
Loans / Lines of Credit reconciled:
____________
____________
________________________________
Bank statement(s) reconciled:
____________
____________
________________________________
Inventory up to date / accurate:
____________
____________
________________________________
Sales Tax up to date / accurate:
____________
____________
________________________________
Payroll Taxes up to date / accurate: 
____________
____________
________________________________

Est. Income Taxes up to date:
____________
____________
________________________________


How to contact the HB’s Bookkeeper who worked on this  file

Name: ________________________  Email:  _________________________________  Cell:_____________________
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