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Whether you love it or hate it, bookkeeping is a crucial task for all businesses. I 
recommend setting aside a specific time each month to go through each of these 
tasks. Staying on top of your bookkeeping each month can save you a lot of time 
and money in the long run! Not sure where to start? I’m here to help! Here are the 
top 5 bookkeeping tasks you should do each month: 

5 BOOKKEEPING TASKS TO DO 
EACH MONTH

1. SCAN OR SAVE RECEIPTS
Make sure you save all of your business receipts (The IRS requires this!) for tax
time. You can dedicate a shoe box or electronically save your receipts. My
recommendation would be to download an app like Quickbooks Receipt
Scanner or Wave Receipts which will store all of your information electronically.
Another super simple option is to take the pictures with your phone and upload
them to Google Drive or Dropbox. 

2. CATEGORIZE INCOME & EXPENSES 
If you’re using a bookkeeping software like Quickbooks or Wave, you can set up
your account to automatically pull your transactions from your bank account.
Review all transactions for the month and categorize appropriately. You can also
use a spreadsheet to organize this information. 

3. RECONCILE YOUR BANK ACCOUNT
Reconciliation is the process of matching transactions you entered in your
accounting software with your bank or credit card company's records.
Reconciling is like balancing a checkbook and will ensure that you aren’t
missing record of any transactions. 

4. RUN INCOME STATEMENT & BALANCE SHEET REPORTS
If you’re using an accounting software these should be standard reports that
you can pull at any time. It is important to review your Income vs Expenses and
analyze your profit margin. The goal is want to be aware of how much money
you’re really profiting each month. 

5. REVIEW
Compare goals to actual performance. Did you meet your income goals? Was
your spending in line? If you had a net loss, why? How does this month compare
to the previous month? Are you trending upward or downwards? 

*BONUS* PLAN AHEAD
Now that you reviewed your performance for the current month. Put a plan
together for your target revenue and expenses for the following month - break
it down into achievable steps so you can achieve your goals!  

Still feel like you need more support? Check out our Exceptional Tax for Creatives 
Membership >HERE< Where you can get tips, tools, and Q&A sessions all about 

how to DIY your bookkeeping!

http://exceptionaltaxservices.com/shop
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