
MONTHLY SMALL BUSINESS 
BOOKKEEPING CHECKLIST 
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Check bank account activity

Save + file your hard copy receipts

Pay + record vendor invoices

Send + record client invoices

Every  Week

Reconcile bank accounts + credit card statements

Run/review your financial reports (P+L, BS, Cash Flow, etc.)

Process + review payroll

Run invoice aging report + send reminder statements

Track and update inventory

Every  Month

Quarterly payroll reports + payments

Compute + pay estimated income tax

Review sales tax + make payments

Every  Quarter

B O O K K E E P I N G
Checklist
Chart

S a f e H a n d s B o o k k e e p i n g , L L C
+1 (512) 402-2451 / info@safehandsbookkeeping.com

http://www.facebook.com/safehandsbk
http://www.instagram.com/safehandsbookkeeping
http://www.linkedin.com/in/barryclifton
https://www.safehandsbookkeeping.com/
mailto:info@safehandsbookkeeping.com

