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Bookkeeper Year-End Checklist - Compilation Engagements

Use this checklist before submitting records for year-end.

1. Reconcile All Accounts

[ 1 Bank accounts reconciled to year-end statements

[ ] Credit card and loan accounts reconciled

[ ] Intercompany accounts reconciled across related entities
[ 1 Payroll, GST/HST, WSIB clearing accounts reconciled

[ ] Accounts Receivable reviewed and cleaned up

[ ] Accounts Payable reviewed and cleaned up

2. Supporting Documentation

[] Year-end bank and loan statements

[ ] New loan agreements / amortization schedules

[ 1 Payroll summaries and T4 reconciliations

[1 GST/HST and WSIB filings and payment summaries
[ ] Asset purchase/sale documents

[ ] Vehicle mileage logs

[ ] Lease or financing documents

3. Year-End Adjustments

[ 1 Accruals for wages, interest, subcontractors

[ 1 Prepaids and deferrals reviewed

[ 1 Inventory counted and valued

[ ] Dividends or shareholder draws noted

[ 1 Adjustments for personal use expenses flagged

4. Corporate and Legal

[ ] Legal name, address, and CRA info confirmed
[ ] Shareholder or ownership changes noted
[ 1 Any major structural or business changes listed

5. Final Submission

[ ] Trial balance and general ledger exported to Excel
[ ] Software locked or flagged as year-end

[ ] Outstanding issues documented for accountant



