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As the 2010 tax year comes to a close, time seems to fly by even faster with all of our time spent in spreading holiday cheer. Therefore, as the holiday season rapidly approaches, NOW is the time to review the checklist below and welcome in the New Year. 

1. Review – the bank reconciliations for any items that have not cleared your bank that are over 3-6 months old and void them. You may also want to follow up and see what happened to those payments. Be sure the bank reconciliations are completed.
2. Review – accounts payable for item receipts that should have bills posted against them or for checks that were written without closing out Unpaid bills. To view the report, go to the Report menu Vendors and Payables Unpaid Bills. Do they look reasonable? Are there any bills on the list that may be duplicates, or you know are paid?
3. 1099 Vendors – check all vendor names for those people you need to issue 1099’s. Make sure that the names and addresses agree to the EIN or Social Security number received from the vendor. Also, be sure to check the box located on the vendor card which indicates this vendor is eligible to receive a 1099. If you do not have EIN#’s be sure to send out form W-9 Request for Taxpayer Identification number. The form can be printed right from the IRS website at www.irs.gov.
4. Review – receivables for credits, payments, or job deposits that have not been linked to a customer invoice. Is the job completed? Should that invoice have been paid in full? To view the report, go to the Reports menu at the top of the screen  Customers and Receivables  Open invoices.
5. Review – Employee records to make sure names are spelled correctly and the addresses are current. If you prepare your W-2’s in house, have you ordered the correct amount of W-2’s, W-3 and/or 1099/1096 forms?
6. Review – your sales and use tax records to prepare for annual filings.
7. Review – expense records to make sure major purchases are capitalized and not expensed (for example, items over $500).
8. Verify that your QuickBooks file is current through November and your 2009 correcting entries are made then send a copy of the file to us for tax planning.
9. How old is your QuickBooks software? Is it older than 2008? Now is the time to upgrade. You may still find copies of 2010 in the local office supply stores at a greatly reduced discount, or you can go to our website - www.lszcpa.com to order a copy of 2011. Did you know that Intuit doesn’t offer support for versions over 3 years old?
10. Were there any significant business changes? Did you see a drastic increase or decline in operations? If so, you may want to call and discuss these events with us for more effective tax planning.

If you need assistance with any of the above, please call Shirley at ext –109 in our office.
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