  
Office – Financial Year End Checklist

	
	Start of Financial Year
	

	(
	Complete Office - Start of Month Checklist

	(
	Print Yearly P&L & all Financial figures and report copies to MD

	(
	Check that all tasks from Workshop OHS Inspection have been actioned

	(
	Consider uniform requirements based on season (current and next)

	(
	Decide on marketing events/campaigns for the new financial year & book printing / distribution         (MD approval required)

	(
	Print off or photocopy yearly cashbook  (for company accountant)

	(
	Perform group tax summary (after last pay run) (for company accountant)

	(
	Perform reconciliation for Superannuation year end.   (for company accountant)

	(
	Perform A GST Reconciliation (for company accountant)

	(
	Balance Bank with Year End Reconciliation (for company accountant)

	(
	Collect all chq butts, Deposit books and Bank Statements for the year ending (for company accountant)

	(
	Collect and copy all new lease documents (for company accountant)

	(
	Book OHS Workshop Inspection and notify those responsible (refer to Inspection Roster).

	(
	

	(
	

	
	End of Financial Year
	

	(
	Complete Office - End of Month Checklist for this month

	(
	Perform a Stock take of all areas of workshop (for company accountant)

	(
	Record All Equipment and Current value’s  (for company accountant)

	(
	Clean all Parts area’s and Stock area’s and Send back for credit (7 days prior)

	(
	Prepare annual Rec for Payroll Tax (after last pay and before 7th July) ( copy to company accountant)

	(
	Complete Payroll year end & print off Payment Summaries and Send to payee’s (do before 14th July)

	(
	Reconcile and Balance Payroll in Quote plus Software & Micro pay Software – (Deduct previous year group tax & add Current year’s Group tax to ensure correct EOY figure ) (for company accountant)

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	


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