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O Record Payments

) Download Bank tatements

() Enter + Pay Bills

(O categorize Transactions

(O Upload Any Receipts

(O Reconcile Business Accounts

O nvoice Customers

() Prepare Monthly Reports

() Check On Unpaid Invoices

(O Cancel Unneeded Subscriptions

O Make Any Deposits

(O Run AR Aging Report

(O Reconcile Petty Cash

(O Update Vendor Information

() Monitor Your Cash Balance

() Monitor Inventory Levels

(O Enter + Review Timesheets

O Review Budget Variances

(O Run Payroll (if applicable)

(O pistributions (if applicable)

(O W95 From New Contractors
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() Pay Estimated Taxes

(O Record Adjusting Journal Entries

() File Payroll Tax Returns

O Close Out Your Books

() File Sales Tax Returns

() Prepare Year-End Financials

() Change Passwords

() Issues 10995 & W-25

(O Back Up Your Data

() File Income Taxes.

() Perform Inventory Count

(O Resolve past Due

(O Review Quarterly Performance

() Clean Up Chart of Accounts
() File State Taxes

(O File Franchise/Excise Taxes

(O Pay Property Taxes

() Update Your SOPs

(O Budget For Next Year
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