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Weekly Status Report – Maintenance Bookkeeping
(1) fax to HB each week 978-468-1613   (2) review with client each week

Bookkeeper Name 
____________________________
Today’s Date:
_________________________

Business Name:
____________________________ 
QB Version:
_________________________

Contact/Owner Name:
____________________________ 
Date of First Visit: _________________________
Is owner up to date with Owner’s Checklist?    Y / N     If no, attach written summary 
Do you have everything you need to complete your work? Y / N   Notes: _______________________________________

Last Mo/Yr complete
Notes / Concerns / Missing Data
A/R up to date / accurate
____________________
_______________________________________

Purchase orders up to date:
____________________
_______________________________________

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:
____________________
_______________________________________

Taxes (sales/WH) up to date / accurate:
____________________
_______________________________________

Desk clean / paperwork filed:
____________________
_______________________________________

Backup(s) done:
____________________
_______________________________________

Budget Reports printed:
____________________
_______________________________________
P&L printed / reviewed:
____________________
_______________________________________

Balance Sheet printed / reviewed
____________________
_______________________________________

Notes: ____________________________________________________________________________________________
__________________________________________________________________________________________________
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