


[Business Name]  Monthly checks		Month:  

	
	Date
	Details
	Comments

	
	Deadline / Date completed
	Bank deposits ) receipted/matched to ledger
Direct credits   )

· 
	As per bank statement/feed – [frequency]


	
	
	Creditor payments    ) “Pay Bills” > entered
Cashbook payments ) “Spend Money” > entered

Clear small balances (AP and AR)
Allocate credits where able
60+ day checks and comments
Expense claims

	As per bank statement/feed – [frequency]
Aged Receivables Detail
Aged Payables Detail
Check for any unpaid full/part batch bill payments



	
	
	Accounts Payable (AP)
· supplier invoices all entered 
· reconciled to statements received
· filing kept up to date

Look for incorrect bill/payment dates


	(if applicable)
Check any bill processing systems  (eg. Hubdoc/ApprovalMax, Dext) for any bills dated in the month still pending

	
	
	Accounts Receivable (AR)
· sales invoices all entered up to end prev month
· overdues reviewed and chased – note actions/conversations
· check for any ‘receive money’ that should be on account
· review for any deposits received not yet invoiced
· filing kept up to date

Look for incorrect credit note dates / mis-applied receipts causing dating issues

	(if applicable)
Check any invoicing systems and run validation reports to confirm invoicing systema and accounting software match

Web sales / sales paid via payment gateways – note any end of month timing differences

	
	
	Payroll
· Inputted into Xero from payroll system
· Reconcile PAYE/KS deductions to Xero – GL  check against payroll monthly report

	
[Payroll frequency]
 
Monthly Payroll Rec
Verify to myIR PAYE/Wages
Verify GL to Payroll reports


	
	
	Bank reconciliations
· -xx business account
· -xx savings account
· Company credit cards
· PayPal / Other (specify)
· bank rec report – check in balance 

Investigate unmatched/unreconciled transactions
Verify to actual bank statement where possible
Remember to check ‘other’ bank accounts
· Loans
· Online shopping accounts
· Petty Cash / Clearing accounts etc



	Check banking reports from your accounting software and note which ones to list for these monthly checks


Clearing accounts – these can have timing differences – eg. Outstanding transactions at month-end – but still correct – eg. Stripe receipts

	
	
	Month-end journals
· WIP/COGS/other journals (if applicable)
· Depreciation provision journal (if not posting each month)
· Prepayments reduction (eg. Insurances paid in advance)
· Leave liability

	
Reverse 1st foll mth (usually)
Workings to support journals


	
	
	GST
· run GST reports and check for variances
· make adjusting entries if required
· reconcile to Balance Sheet
· ir-file return, pdf and print IRD receipt of return
· email details re gst for payment to be set up and attach pdf of return (incl gst number, period, amount and due date)

	
[Frequency], [GST Basis]

Review GST on Receivables and Payables 

Investigate variances



	
	
	Assets
· Check GL for any asset purchases, take copies of these purchases for asset register
· Process monthly depreciation OR depreciation provision journal

	
Fixed Asset Reconciliation Report
Depreciation Schedule Report
Fixed Assets > Draft assets to register?
Deprecation provision instead? 


	
	
	Job # / Cost Centre checks
· Check that Sales/direct costs have job #’s / cost centres applied where applicable
· Investigate any transactions with no job#/cost centre code

	
Profit and Loss Report (customise with Cost Centre columns)
Check unassigned and resolve



	

	
	Stocktake Month-end journal
· Determine stock movement for month
· GL check to Balance Sheet to confirm correct amount
· Document and file paperwork

	(if applicable)
If using other system for inventory record procedure for GL checks to validate reporting from each system
(eg. Unleashed and Xero)

	
	
	Suspense
Check ledger – should always be NIL

	

	
	
	Inter-entity
Check ledger – balance should always correspond to the other party’s ledger

	
Look for bills paid by the other entity (on behalf) – if there are any these need to be entered in the entity that was actually billed


	

	
	Owner funds in/out
Review owner contributions/drawings for the month

	
Excessive drawings? eNeeding topup funds?


	
	
	[Other]
	



The above is not a complete list – each business will operate differently. Work through what are the usual procedures for the month – and identify gaps or risks that may need tighter internal controls put in place.

Good explanation here:
https://www.financestrategists.com/internal controls

Once everything is entered, checked etc you are then ready to evaluate and analyse the accounting reports. Depending on the business and its size/complexity as to what your standard finalised month-end reports will be. Many businesses and Not for Profits have reporting requirements for their stakeholders. If this is the case, you may be including commentary on performance and any variances. You may also need a month-end ‘hard close’. Remember this may be a ‘shared’ checklist with others contributing to the monthly checks.

[Amend the lists below for the business operations]

Integrity Checks
· Balance Sheet sanity checks
· Profit and Loss sanity checks – variances over $xxx
· Account Transactions - specific GL codes
· Reconciling up to date?
· General Ledger Exceptions
· GST treatment with coding
· Source documents
· Ratio checks [specify]

Regular Reports (Examples)
· PAYE check – last month
· Receivables Detail – last month
· Payables Detail – last month
· Key GL codes – Account Transactions – last month
· New assets – Account Transactions
· Suspense

Monthly Reports  
(as of last day of month reporting on) (print once all above checks have been done) 
· Accounts Receivable 
· Accounts Payable 
· Profit and loss – current month
· Profit and Loss – ytd 
· Profit and Loss – multi period		
· Balance Sheet  - last day of month reporting on
· Budget report – ytd	
· [Other – specify] 	

										

Comments:  





Completed by:								Date:
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