Year-end accounting tasks - 2011

· If W9 not received from vendor, send immediately to allow for enough time so 1099 can be produced in January 2012
· Have all bank statements and credit card statements reconciled by year-end
· Ensure all invoices and bills entered on a timely basis
· All reconciliations should be completed (asset accounts, liabilities, etc)
· Payroll reports - W2s, 940, 941 (if use outside service, should be completed by 1/31/12)
· Work to collect any outstanding moneys owed by customers ; determine if some outstanding invoices should be written off as bad debts (if using accrual accounting)
· Prepare for year-end inventory -  develop plan for 2011 ending inventory count (produce inventory sheets);  have count completed by early January






