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Right now is the time of year when your
business really needs your attention, espe-
cially in regards to accounting. Doing so not
only helps you close out the current year 
on a high note, but it also sets you up for
starting off the next year on the right foot.

Is your business on par with the follow-
ing accounting tasks?
Monthly bank, credit card and loan

reconciliations — For the year-end, it is
important to make sure what you show
on your financial statements matches 
up with your bank and credit card 
accounts and your year-end statements.
Reconcile your accounts receivable

and accounts payable — There is a 
tendency to forget to collect on your 
invoices if you do not use invoicing 
software. Without a good collection 
system like Quickbooks, you may be 
missing out on money you are owed.
Gather and Organize Your Receipts

— It is important to gather and organize
your business-related receipts. A shoebox
full of receipts is the last thing your CPA
wants to see. There are many apps available
to download, which will simplify this.
Check Payroll — A few common

areas to watch out if you’re worried about

end of year accounting are withholding
taxes for fringe benefits, deferred compen-
sation, and end of year bonuses.
Collect W-9s —Did you use vendors

this year?  If so, you will have to collect 
W-9 forms for some of them. The W-9
form can be used as a paper trail for the
IRS to track your expenses.  

For every vendor that you have spent
$600 or more for services, you are required
by law to issue and complete a 1099 form.
The 1099 must be filled out and sent to the
IRS by January 31st.
Take Physical Inventory —For some

of you, there is no need to take physical 
inventory. For others, getting an accurate
account of your inventory is important. You
will want to match it with your end of year
balance sheet. It will also be helpful for your
bookkeeper, especially to know how much
you have spent on inventory throughout
the year and its current value.

If the above-mentioned tasks are a 
foreign language to you, or if you know
that there is not enough time in the day to
tackle this checklist, call Breslow’s Book-
keeping Business at 215.272.5217 today;
email: bethbreslow@gmail.com; and visit:
www.breslowbookkeeping.com.
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Behind Exciting Long-Term Business
Growth is a Boring Bookkeeper…
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The end of the year is a busy time for many reasons. Holidays,
travel plans, and family visits consume most of our days starting
in November through January 1. But as a small business owner,
there is even more you have to handle at the end of the year.


