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

	Step 7
	If superannuation is paid monthly, process employees Superannuation payment.
	

	Step 8
	If superannuation is paid monthly, calculate Superannuation for sub-contractors who are listed as Suppliers.
	

	Step 9
	Prepare payment file of creditors for upload to online bank /  upload .aba file for authorisation / print report & advise supervisor when ready for authorisation
	 

	Step 10
	Fax or email remittance advices to suppliers
	 

	Step 11
	Chase via phone, fax or email overdue debtors
	 

	Step 12
	Complaints follow up; Stock return follow up
	

	Step 13
	Stock levels – monitor, analysis – is there enough stock for upcoming promotions / projected sales
	 

	Step 14
	Customer credit application processing and follow up
	 

	Step 15
	Review standard reports to look for figures that seem out of the ordinary or unexpected / Budget vs Actual
	

	Step 16
	Check if accrual necessary for warehousing and distribution costs, etc (Actual vs Budget) / Short discussion with CL may be required
	

	Step 17
	REPORTS when complete: Profit & Loss for Month vs Budget; Profit & Loss YTD vs Budget; Balance Sheet; AR Reconciliation; AP Reconciliation; Customer Sales; Item Sales; Bank Reconciliation; Cash Flow
	

	Step 18
	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 19
	Lock the period that has been finalised.
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