
End of Year Closing Checklist
Daily Operations

YEAR MANAGER BUSINESS

FINANCIAL CLOSE

INVENTORY

DONE N/A

Variances investigated and adjusted

Obsolete / expired stock written off

Inventory valuation updated

HR & PAYROLL

Final payroll processed

Leave balances reconciled

Employee records updated Tax year-end forms prepared

COMPLIANCE & CONTRACTS

Licences and permits reviewed for renewal

Insurance policies reviewed for renewal

Contracts expiring in Q1 identified

Annual regulatory filings submitted

Safety certifications checked for expiry

IT & SYSTEMS

Year-end data backup completed

Software subscriptions reviewed for renewal

System rolled to new fiscal year

User accounts reviewed (remove leavers)
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All invoices for the year issued

Outstanding receivables chased

All vendor invoices received and entered

Bank reconciliations completed

Petty cash counted and reconciled

Prepaid expenses and accruals recorded

Depreciation schedules updated

Year-end financial reports prepared

Physical inventory count completed  Done  Scheduled

Bonus / commission payments processed  Done  N/A

Annual performance reviews completed  Done  In Progress

Data protection registration renewed  Done  N/A



PLANNING FOR NEXT YEAR

SIGN-OFF

Outstanding items for January

Manager signature

Notes
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Budget approved for new year  Approved  Pending

Goals and objectives set  Set  In Progress

Key project plans ready  Ready  In Progress

Carryover action items documented


