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 End of Financial Year Checklist


	
	Month:
	 

	
	
	

	
	Process date:
	 

	
	
	

	Step
	Procedure
	

	
	
	

	Step 1
	Clear any transactions allocated to the QUE tax code and Misallocated (Suspense) account)
	

	Step 2
	Reconcile

· Bank Account

· Credit Card Account

· Trade Debtors

· Trade Creditors

· Stock

· GST

· PAYG Withholding (allowing for timing issues)

· Superannuation (allowing for timing issues)

Print a hard copy of the Reconciliation as completed; Print a 2nd copy to PDF and store in Finances directory.

	 

	Step 3
	Review Company Data Auditor for the full year
	

	Step 4
	Review standard reports to look for figures that seem out of the ordinary or unexpected.  At a minimum these should be your Balance Sheet and Profit & Loss Statement.
	 

	Step 5
	Back up your company file
	 

	Step 6
	Complete the BAS
	

	Step 7
	Pay the ATO
	 

	Step 8
	Print your end-of-period reports
	 

	Step 9
	Back up your company file (all data).  This includes your BAS reports.
	

	Step 10
	Lock the period that has been finalised.
	

	Step 11
	Print end-of-year reports
	

	Step 12
	Provide your financial information to your accountant.
	

	Step 13
	There is likely to be an extended time between submitting your financial data to your accountant, and receiving the EOFY reports.  It is suggested you set up a monthly reminder to progress chase your accountant.
	

	Step 14
	Enter any end-of-financial-year adjustments
	

	Step 15
	Start a new financial year
	

	Step 16
	Optimise data file
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