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Free checklict
Month-end close checklist for small businesses

Everystepto close yourbookseachmonth, in order. Work top to bottom, tick each box, and your
numbers willbe readyto trust.

Business Month being closed Startedon

1 Gather

Get everything forthe monthinone place before you start.

(J Download statementsfor every bank account, credit card, loan and paymentaccount.

(J Collectreceipts and bills for the month, including any you paidin cash or on a personal card.

2 Record

Make sure every dollarinand out isin the books, inthe right category.

(J Categorize every transactioninyour bank andcardfeeds.

O Enterall billsyoureceived this month, paid or not.

(J Record customerinvoices and payments, so sales and money received match.
(J Record payroll, includingwages, payrolltaxes and provider fees.

O Splitloan paymentsinto principal andinterest.

3 Reconcile

Matchyourbooksto each statement so the balancesagree to the cent.
(J Reconcile eachbank account toitsmonth-end statement.
J Reconcile each credit card toits statement.

(J Reconcile loans and payment accounts, such as PayPal, Stripe or Shopify.
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4 Review

Look over the numbers before youlock the month.

(J Review unpaid bills (accounts payable) and check nothingis overdue or entered twice.
(J Review unpaid invoices(accountsreceivable) and follow up onlate payments.

J Clearuncategorized items and anythingparkedin "ask my accountant".

(J Compare your profit and loss with lastmonth andlook into big changes.

(J Check yourbalance sheet: cash matches the bank, and no balances ook odd or negative.

5 Close

Lock the month so nothing changes by accident, then share the results.
(J Setaclosing date inyour accounting software for the month.

(J Save and share your reports: profitandloss, balance sheetandanythingyourteam, lender or
CPAneeds.

Sign-off

Closed by Date closed Reviewed by

Notes for next month

Want this done for you every month?

Ourteam closes the books for US smallbusinesses every month, inside the software you already use.
Startwith a free books health check: we review one recentmonth and sendyou a shortwritten
summary.

chudasamallc.com/health-check - Book afree 30-minute consultation at
chudasamallc.com/contact

A general checklist, not professional advice. Your business may need extra steps, such as inventory counts or sales tax Page 2 of 2
returns. ChudasamaLLC is nota CPA firm.



