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Year-End Bookkeeping Checklist
A comprehensive step-by-step checklist to ensure your small business is perfectly prepared for tax season.



As the year wraps up, a little preparation goes a long way. Use this checklist to make sure your books are clean, complete, and ready for a smooth tax season.
	1. Reconcile Your Accounts  
☐ Reconcile all bank accounts through December 31 
☐ Reconcile all credit card statements 
☐ Reconcile loan and line of credit balances 
☐ Verify petty cash balances  
2. Review Income & Receivables  
☐ Confirm all invoices for the year have been recorded 
☐ Follow up on outstanding receivables 
☐ Record any deposits received but not yet invoiced 
☐ Review and write off uncollectible accounts  
3. Review Expenses & Payables  
☐ Ensure all bills and expenses are entered through Dec 31 
☐ Review outstanding bills and schedule payments 
☐ Confirm all reimbursable expenses have been submitted 
☐ Verify no personal expenses are mixed with business
	4. Payroll & Contractors  
☐ Verify all payroll has been processed for the year 
☐ Confirm employee information is current (W-4s, addresses) 
☐ Collect W-9s from all contractors paid $600+ 
☐ Prepare 1099-NEC forms for independent contractors  
5. Tax Preparation  
☐ Review estimated tax payments made during the year 
☐ Gather receipts for all deductible expenses 
☐ Review fixed assets — record any purchases or disposals 
☐ Document home office or vehicle use for deductions 
☐ Confirm sales tax filings are up to date   
6. Plan for the New Year  
☐ Review your chart of accounts — remove or add as needed 
☐ Set financial goals and budget for the upcoming year 
☐ Schedule a year-end review meeting with your bookkeeper 
☐ Back up all financial data and records securely

	
	



	💡 Pro Tip:
Don't wait until April! Completing this checklist by January 31 gives you and your accountant plenty of time for a stress-free filing season.


Need help getting your year-end books in order? Let's make it easy — reach out anytime.
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