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End of Year Checklist

When completed  (1) fax to HB  978-468-1613   (2) review with client 
Client:  _______________
Bookkeeper: ________________
Date:  __________
Order supplies:

_______
W-4’s (download from www.irs.gov)

_______
1099’s (cannot download, must purchase at office supply store)

_______
File folder labels (full sheets, Avery #5766)

_______
File folders

_______
Pendaflex folders
_______
Storage boxes
_______
Additional file cabinet if needed
_______
CD R/W’s for backup
Use QuickBooks to print file folder labels
_______
A/R files - keep anything still outstanding in new year

_______
A/P files - keep anything still outstanding in new year

_______
Banking & Insurance folders – put anything relating to new year in new file

_______
Loan folders – put anything relating to new year in file

Other

_______
Adjusting entries from accountant for LAST year has been posted

_______
Cash expenses and owner’s Out of Pocket spending posted via GJ entry

_______
Review full Trial Balance for accuracy of every entry for year

_______
All work is completed and balanced for 12/31

_______
Sales & Use taxes – end of year forms filed & taxes paid

_______
Payroll Taxes – be sure payroll company is filing taxes & printing W-2’s

_______
Make new payroll book

_______
Gather 1099 information on contractors (this is anyone not incorporated)

_______
Calculate & Print 1099’s (must be postmarked by 1/31)
_______
Print a list of any and all asset purchases (amount and date) for Accountant

_______
Contact all loan providers – is Balance Sheet correct for principal on 12/31

_______
Close year as of 12/31 in QuickBooks

File the following into storage box(es):

_______
All files for last year (A/P, A/R, banking, insurance, loan accounts, payroll, etc.)

_______
Printed P&L Summary for the calendar year and/or fiscal year

_______
Printed P&L Detail for the calendar year and/or fiscal year

_______
Printed Balance Sheet Summary
_______
Printed General Ledger 

_______
Backup on CD 

Final Step

_______
Send data & file to Accountant with completed Accountant Checklist (attached) 
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