  
Office - Monthly Checklist

	
	Start of Month
	

	(
	Hold receipts for new month’s work until End of Month has been completed

	(
	Locate new Archive Box and label with new month

	(
	Enter all Creditor’s dockets for previous month (Search workshop for outstanding dockets)

	(
	Prepare WIP Report (reconcile and calculate)

	(
	Reconcile Profit & Loss accounts prior to preparing reports / spreadsheet / month end  

	(
	Perform and print Month End and file (within first 3 days of new month)

	(
	Enter P&L figures into Company spreadsheet and email to MD (if authorised)

	(
	Review KSR spreadsheet with current budget & email finding to MD (if authorised)

	(
	Finalise Cash Book for previous month & cross-check with End of Month reconciliation

	(
	Enter all KSR monthly figures into PPG spreadsheet and email to PPG rep. and MD

	(
	Send out monthly statements to all debtors

	(
	Enter all bank statement direct credit and debit transactions into Reconciliation

	(
	Follow up on outstanding debtors (over 30 days) from previous month

	(
	Reconcile Quote Plus Bank Reconciliation with monthly Bank Statement

	(
	Review Equipment Maintenance Register & book maintenance/service calls for coming month

	
	End of Month
	

	(
	Remind paint and parts sections to hand in Creditor’s invoices

	(
	Conduct Petty Cash reconciliation and cash cheque to top up

	(
	Do annual leave report in hours & monetary value 

	(
	Prepare Group Tax

	(
	Prepare Payroll Tax

	(
	Prepare Superannuation cheques and hold till mid following month

	(
	Bank all unbanked cheques and cash

	(
	Store closed Archive Box in Archive Area

	(
	Enter all cheque and receipt entries till end of month

	(
	Sort through withholding cheques - send or withhold according to instructions

	(
	Sort through RFC’s and contact creditor for outstanding credit slips – 7 days prior to EOM 

	(
	

	(
	

	(
	


General notes:
Make notes in the Diary – if someone needs to know, you need to write it.
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