YEAR-END CHECKLIST

Client: ____________________________________________  Period: ________________________________

Completed By: _____________________________________  Date Completed: _________________________

INSTRUCTIONS:  The checklist is for processing the input to the computer, reviewing and correcting the output, and generating computer-prepared financial statements.  After each step is completed, the preparer’s initials should be placed in the “Completed by” space to the right of the step.  If the step is performed by the client, the preparer should write client in the space.  If the step is not applicable, the preparer should write N/A in the space.  Document in a memo any additional steps performed or unusual matters noted while performing the steps and attach that memo to this checklist.


Completed by

PROCEDURE
or N/A


Completed by

PROCEDURE
or N/A

Year-end Procedures

1.
Obtain tax and/or audit adjustments and post to general ledger.
__________

2.
Print a balance sheet and verify that retained earnings per the balance sheet agrees to


retained earnings per the tax return and/or audited financial statements.
__________

3.
Print an income statement and verify that current year earnings per the income statement


agrees to current year earnings per the tax return and/or audited financial statements.
__________

4.
Print two final copies of the financial statements and two final copies of the general ledger.

5.
Back-up the accounting files into the clients’ file.

6.
Close the year.
__________

7.
Zero out the draw account as of the first day of the new year.
__________

8.
Prepare compilation report.
__________

9.
Prepare client package including financial statements and general ledger.
__________

10.
Return all original documentation to the client.  Retain copies of original documents


as necessary.

__________

11.
File the second set of copies in the workpaper file.
__________

12.
Submit compilation report for signature
__________
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