Year-end
checklist

Use this checklist to keep track of tasks you
need to complete to prepare for the new year.
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Accounting Due date

Generate financial reports 01/01/24
Analyze cash flow statements 01/01/24
Verify vendors information 01/01/24
Reconcile accounts receivable 01/01/24
Double-check payroll and benefits 01/01/24

oo o o o o o o o o

Goals for next year
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Due date

Understand which tax forms to file 01/01/24
Gather tax documents 01/01/24
Identify potential tax deductions and credits 01/01/24
Request filing extensions (if needed) 01/01/24

oo o o o o o o o o

Goals for next year
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Human Resources Due date

Plan year-end incentives 01/01/24
Examine staffing needs 01/01/24
Recognize outstanding performers 01/01/24
Share business accomplishments 01/01/24

oo o o o o o o o o

Goals for next year
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General business Due date

Review and update business goals 01/01/24
Audit business website 01/01/24
Count and value inventory 01/01/24
Evaluate marketing efforts 01/01/24

oo o o o o o o o o

Goals for next year
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Information Technology (IT) Due date

Back up computers and important data 01/01/24
Back up business contacts 01/01/24
Download important files and reports 01/01/24
Evaluate file naming conventions 01/01/24

oo o o o o o o o o

Goals for next year
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