FREE CHECKLIST

MB
A weekly, monthly, quarterly and yearly routine

Small Business Bookkeeping Checklist

A bookkeeping routine checklist with 22 tasks for every week, month, quarter and year. Free,

no sign up, no email. PDF in US Letter and A4 with a checkbox for every task.

B EVERY WEEK

Record all income received
Record all expenses paid
Reconcile bank account transactions

File receipts for the week
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Update invoice status
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Reconcile bank account statement
Review unpaid invoices

Pay any due bills

Organize receipts by category
Check credit card transactions
Back up bookkeeping files

Review cash flow summary
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Review quarterly profit and loss
Check for missing receipts
Update client contact list

Review outstanding invoices
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Prepare paperwork for tax filing

H ONCE A YEAR

[ ] Compile annual income summary

[ ] Compile annual expense summary

[ ] Archive old receipts and invoices

[ ] Review business insurance documents

[ ] Setup bookkeeping files for new year
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