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Bookkeeping Monthly Checklist
Reconcile Accounts
☐ Reconcile bank accounts
☐ Reconcile credit card statements
☐ Reconcile PayPal or other payment processor accounts
Record Income
☐ Enter all customer payments and deposits
☐ Match income to corresponding invoices
☐ Verify and record interest income (if applicable)
Review and Record Expenses
☐ Categorize and enter all expenses
☐ Match receipts to transactions
☐ Confirm recurring bills (rent, subscriptions, utilities)
Manage Accounts Payable
☐ Enter and categorize bills
☐ Schedule and pay vendor invoices
☐ Review aging report for outstanding bills
Manage Accounts Receivable
☐ Review open invoices
☐ Send payment reminders
☐ Apply payments received to customer accounts
Review Inventory (if applicable)
☐ Adjust inventory levels
☐ Reconcile with purchase orders and sales
☐ Note low or excess stock
Sales Tax & Payroll
☐ Calculate sales tax liability
☐ File and pay sales tax (monthly or quarterly, as required)
☐ Process payroll and remit payroll taxes
☐ Verify contractor payments and W-9s
Review Financial Reports
☐ Profit & Loss Statement
☐ Balance Sheet
☐ Cash Flow Statement
☐ Compare current vs. previous month’s performance
Review for Accuracy
☐ Check for duplicate entries or uncategorized transactions
☐ Ensure all entries have documentation (receipts/invoices)
☐ Backup accounting data
Plan Ahead
☐ Review budget vs. actuals
☐ Forecast upcoming income and expenses
☐ Set goals for the next month
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