CLIENT MONTHLY ACCOUNTING CHECKLIST

Dear _______________________________:     ______________________________
                                                                                                                  Month/Year
We have prepared the following checklist to help you gather the information needed by us in order to complete your accounting in a timely manner.

Each month please provide the following information to us. 

We would like to have your accounting information, etc by the 12th of the month if you have taxes due by the 20th or the 30th.  

Please note that we need the payroll records no later than the 10th of each month in order to calculate and mail your payroll tax deposit by the 15th.




1. Payroll Records


2. Bank Statement(s) with cancelled checks

3. Credit Card Statement(s)


4. Sales Invoices or Register and deposit duplicates

5. Check Stubs or Register

6. Loan Balances

7. Copies of any new loans or leases signed

8. Copies of equipment purchases and trades

9. Any correspondence (including coupon books and forms) received from government agencies


10.   Cash Paid-Outs – Summarized if possible


11.  Business Expenses paid by any individual of firm

Please check your information before mailing or dropping off or Pickup.  This will save us both on unnecessary phone calls and interruptions.  Your assistance is greatly appreciated.

Sincerely yours,

ADLER & ASSOCIATES, S.C.
Thomas M. Adler, CPA ATA, ATP
Phone  608-664-1944        
Fax  608-664-2062
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