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What Your Bookkeeper Needs From You
A simple guide to the documents and information we need each month to keep your books accurate and up to date.



Great bookkeeping is a team effort — and your part is simpler than you might think. Each month, just make sure we have access to the items below, and we'll handle the rest. The more consistently you share these, the more accurate and useful your financial reports will be.


	1. Bank & Credit Card Statements  
· Monthly statements for all business bank accounts (checking, savings) 
· Monthly statements for all business credit cards 
· Any new accounts opened during the month 
· Online banking access or PDF exports work great  
2. Income & Sales Records  
· Sales reports or invoices issued during the month 
· Payment platform summaries (Stripe, Square, PayPal, Shopify, etc.) 
· Cash register tapes or POS reports, if applicable 
· Records of any other income (refunds received, interest, grants)  
3. Expense Receipts  
· Receipts for all business purchases and expenses 
· Digital photos or scans are perfectly fine 
· Subscription and recurring charge confirmations 
· Any reimbursable expenses with documentation
	
	4. Payroll Information  
· Payroll reports (from Gusto, ADP, or your payroll provider) 
· New hire paperwork or any employee changes 
· Contractor invoices for anyone paid during the month 
· Commission or bonus records, if applicable  
5. Loan & Financing Documents  
· Monthly loan or line of credit statements 
· Records of any new financing or borrowing 
· Lease agreements or changes to existing leases  
6. Anything New or Unusual  
· New contracts or agreements signed 
· Large or one-time purchases (equipment, vehicles, etc.) 
· Insurance policy changes or renewals 
· Tax notices or correspondence from the IRS or state 
· Anything that feels different from a typical month — when in doubt, share it!



	💡 Pro Tip:
Create a shared folder (Google Drive, Dropbox, or similar) where you upload documents as they come in throughout the month. No more last-minute scrambling — and your bookkeeper will love you for it!


"Not sure if something is relevant? Send it our way — we'd rather have too much than too little."
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