
Bookkeeping
You don’t need to become an expert on tax and accounting to be a successful entrepreneur, but 
keeping an eye on the finances is a key ingredient in building a sustainable business and 
practicing the Art of  Business effectively.

You, as a creative entrepreneur, are motivated to design and produce, and the mere thought of 
bookkeeping may send you into a mental tailspin. But, your relationship with bookkeeping does not have 
to be antagonistic. Keeping your financial records in shape takes just a few easy steps each week, month, 
quarter and year. Bookkeeping may not be the purpose of your business, but good financial records will 
give you a better picture of how your business is doing and where you can concentrate to create even more 
success.

Art of  Business Bookkeeping Checklist

Infusing the business of building a business with creativity and passion
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Weekly 

 Enter all client payments and deposit transactions for the 
week.

 Record all new invoices from vendors and pay any invoices 
due.

 Record all weekly expenses.
 Send invoices for the week and payment reminders for 

past-due invoices.

Monthly 

 Reconcile all bank account and credit card statements.
 Run monthly Cash Flow and Profit & Loss Statement 

reports. 
 Prepare any required sales tax returns.
 Prepare an Accounts Receivable Aging Report and send 

payment reminders to overdue clients.

Quarterly 

 Run quarterly Balance Sheet and Profit & Loss 
Statement reports. 

 Prepare and file quarterly payroll tax reports. 
 Prepare and file any quarterly sales tax reports.
 Make quarterly estimated tax payments for the owner, or 

remind the owner to make the estimated tax payments. 

Annual 

 Print annual Cash Flow and Profit & Loss Statement 
reports. 

 Prepare a Tax Summary and Tax Schedule report.
 Consider creating a disk version of  the Tax Schedule 

report to provide to your tax preparer.
 Prepare any annual payroll tax reports.
 Issue W-2s and 1099s by January 31st.
 Archive a copy of  the previous year’s financial records.


