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 What to send to your accountant

	
	Month:
	 

	
	
	

	
	Process date:
	 

	
	
	

	Step
	Procedure
	

	
	
	

	Step 1
	Contact accountant prior to year end to establish what reports they will need from you, and edit this list accordingly.  Ask them if they can provide you with a list.  If not, send them this list and ask them 

	

	Step 2
	When will they need the reports ___________________________

Who the reports should be sent to _________________________

In what format would they like the reports ___________________


	 

	Step 3
	Zipped copy of MYOB datafile, called EOFYXX/XX

	 

	Step 4
	Receivables Ageing Summary as at 30 June 

(check over this do you believe it to be accurate?)

	 

	Step 5
	Payables Ageing Summary as at 30 June
(check over this do you believe it to be accurate?)


	

	Step 6
	Copy of all submitted BAS Statements 
	 

	Step 7
	Copy on reconciled bank and credit card statements

(the accountant may want all of them, or just the June one) 
	 

	Step 8
	Confirmation of final balances as at 30 June
	

	Step 9
	Payment Summaries for all staff members
	

	Step 10
	Details of any capital purchases.
	

	Step 11
	Details of any leases in existence
	

	Step 12
	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 13
	Ask the accountant for feedback about anything that could be improved for next year.
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Signed:


ANISE CONSULTING 
M: 0418 153 021

E: info@aniseconsulting.com 
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