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Weekly Status Report – Cleanup / QB Setup
(1) fax to HB each week  978-468-1613   (2) review with client each week
Important!  To be completed in order, step by step
% Complete
Review First Visit / Owner’s Checklist with owner – get all necessary paperwork
___________

HB Composition Book –Record all questions, issues, phone numbers, and questions to owner
___________

This will be the only historical record of this cleanup. Record everything that may be a question, 
and how it was answered by the owner, by the CPA, by a vendor, customer, tax agency, etc. 
Record all dates and summarize conversations. Record all “assumptions made” as you do the cleanup.
Create a folder for “cleanup” or “setup” and keep all papers relating to cleanup and setup issues.
___________
Install QuickBooks
___________
If owner has more than one business, set up separate businesses on QuickBooks, 
___________
each with its own chart of accounts and bank accounts.

If they have never been on QuickBooks before, enter from January 1 of current year
___________
If cleaning up, clean up as far back as it “went wrong”
___________
If previous bookkeeper was “up-to-date” with some bookkeeping – do a minor review 
___________

to determine that procedures were accurate (for example, if bank statements were reconciled, 
were they done correctly, without adjustments?) Review a TB for accuracy and adjusting entries.

Create filing system according to the HB method. Re-file all of the client’s files for current year.
___________
Enter all credit card charges - enter appropriate bill payments as well as regular charges – 
___________

be sure to enter personal spending as “owner’s equity”. enter purchases for resale as items

Clean up or begin using A/R - If new – enter all invoices for the year, 
___________

then enter all payments, then all deposits

Clean up or begin using A/P
___________
Enter all payrolls using HB journal entry
___________
Clean up or begin using Inventory Set up a working purchase order system
___________
Enter all computer checks, hand-written checks, EFT’s, misc. debits, and deposits. All 
___________

deposits entered should “mimic” bank statement amounts Before entering all checks, be 
sure none should be entered as “bill payment” Do not reconcile bank statements yet!

Reconcile credit card statements
___________
Reconcile bank statements
___________
Enter general journal entry for cash purchases, using Petty Cash account
___________

as a new checking account. Use this to review “cash spending” with owner.
Clean up all old payroll tax and sales tax issues (all other accounting must be 
___________

complete and reconciled before tax issues can be addressed).
Owner must do a physical inventory – enter inventory adjustments to 
___________

make values current and accurate
Run P&L and Balance Sheet Detailed reports and review entries with business owner. 
___________
Print P&L and Balance Sheet Summary Reports. 

Create QuickBooks backup file and file with composition book in the Cleanup Folder
___________
Create and implement a backup procedure
___________
Create and implement a budget for monthly income and expenses
___________
Determine tasks that business owner or their employees wish to do on their own, 
___________

and train them in QB to complete those tasks.

Once routine procedures are established, begin a procedures manual to be followed by 
___________

the next bookkeeper. Indicate in detail which tasks will be handled by the business owner or 
staff, and which tasks will be handled by the HB staff.
Pack up and store all prior year(s) data
___________
Keep bookkeeping area neat and clean of all papers at the end of every visit.
___________
Once new bookkeeping routine is running smoothly, train HB Maintenance Bkkpr to take over 
___________

Hamilton Bookkeeping Contacts:

Your Hamilton Bookkeeping Cleanup Bookkeeper

Name:  
______________________________

Email:  
______________________________

Mobile: 
______________________________ 
(or) 

Liz Silva, Owner


Liz.silva@comcast.net
Office (978) 468-1661

Mobile (978) 578-5940

Notes: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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