Items Needed for 2011 End of Year Accounting
1. Cash in the bank

a. Copy of end of year bank statements for all accounts

b. Bank reconciliation (if not done by Adler & Associates)

2. Savings account

a. Copy of end of year statement

3. Accounts receivable

a. A list of money owed to you by customers as of December 31st should be prepared or printed from your software

b. Once the list is printed or prepared you should review it and cross off any amounts that you believe will not be collected

4. Inventory

a. Inventory as of 12/31/11.  The IRS requires that a physical inventory is taken annually.  This inventory should involve physically counting items on hand as of a specific date (usually December 31st).  These items should then be matched up with the price paid (on latest invoice) to determine the cost of the inventory.

i. Example:  You have 2 bottles of tequila and 1 bottle of rum.  The last time you ordered, a bottle of tequila cost $18.99 and a bottle of rum cost $24.53.  The total cost of your inventory is $62.51.

	Item Description
	Quantity
	Cost per Unit
	Total Cost 

	Tequila
	2 bottles
	$18.99/bottle
	$37.98

	Rum
	1 bottle
	$24.53/bottle
	$24.53

	
	TOTAL INVENTORY
	$62.51


b. You need to prepare a schedule (like shown above) in case of an audit.  If you do not prepare a schedule at least once a year the IRS may assess you additional taxes, fines or penalties.

5. Equipment

a. A list of all equipment purchased for the year should be prepared, and should include a description of the equipment and the total price paid

b. The list of equipment owned last year should be reviewed, and any equipment that was thrown away, traded or sold should be marked (we have included an asset list as of 12/31/10)
i. If the equipment was traded, what was it traded for

ii. If the equipment was sold, how much money did you receive for it

iii. If all equipment is still in use, please write “okay” and initial and date the page

6. Employment taxes

a. Copies of the 4th quarter payroll tax returns for the year should be provided (if not prepared by Adler & Associates)

b. Copy of W-3 (if not prepared by Adler & Associates)

7. Accounts payable

a. A list of money that you owe your vendors as of December 31st should be prepared or printed from your software

b. Once the list is printed or prepared you should review it and cross off any amounts that will not be paid or have already been paid

8. Loans payable

a. A copy of the end of year statements showing loan balances, interest rate, and current monthly payments

These items should be given to Adler & Associates no later than January 31st, 2012.  If you have any questions about these items or would like further clarification, please call Rita or Stephanie at 608.664.1944.

