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 Instalment Activity Statement Checklist


	
	Month:
	 

	
	
	

	
	Process date:
	 

	
	
	

	Step
	Procedure
	

	
	
	

	Step 1
	Sort paperwork from tray into logical piles i.e. Accounts Payable; Accounts Receivable; Bank; Inventory; etc
	

	Step 2
	Enter purchases / supplier bills /Reconcile your Accounts Payable
	 

	Step 3
	Enter customer payments / receipts (cheques / EFT from bank statement) / Reconcile your Accounts Receivable
	 

	Step 4
	Inventory adjustments - stock for promotions / samples / office / etc / Reconcile your Inventory
	 

	Step 5
	Cash Flow update
	 

	Step 6
	Reconcile
· Bank Account
· Credit Card Account

· PAYG Withholding (allowing for timing issues)

· Superannuation (allowing for timing issues)

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

	Step 7
	Calculate Superannuation for sub-contractors who are listed as Suppliers.
	 

	Step 8
	Fax or email remittance advices to suppliers
	 

	Step 9
	Review standard reports to look for figures that seem out of the ordinary or unexpected / Budget vs Actual
	 

	Step 10
	Review Payroll reports for preparation of IAS
	

	Step 11
	Run Company Data Auditor
	 

	Step 12
	Journal Private Usage 
	 

	Step 13
	Print Profit and Loss and Balance Sheet.
	

	Step 14
	Prepare IAS using BASLink
	

	Step 15
	Print Reports;

· Payroll Activity Summary

· Payroll Register Summary

· Profit & Loss for Month vs Budget;

· Profit & Loss YTD vs Budget; 

· Balance Sheet; 


	

	Step 16
	Back up your company file weekly back up, maintain one in the standard file area, and  store in secure area according to back-up area
	

	Step 17
	Lock the period that has been finalised.
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