
Year-end checklist

Fidelis theme sample document. Replace it with your own file.

Four weeks before your year end

[ ]  Reconcile every bank and card account to the statement

[ ]  Chase unpaid invoices; list the ones you expect to write off

[ ]  Count stock and note anything damaged or slow-moving

[ ]  Decide on equipment purchases before, not after, the year end

After your year end

[ ]  Send us bank statements for the final month

[ ]  List loans, leases and hire-purchase agreements with balances

[ ]  Note dividends paid and director loan movements

[ ]  Collect receipts for expenses paid personally

[ ]  Confirm payroll totals and pension contributions

Before the filing deadline

[ ]  Review the draft accounts with your adviser

[ ]  Approve and sign the accounts and the tax return

[ ]  Diary the payment date for any tax due


