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Step�
Completed


Date�
Notes �
�
Details�
�
�
�
�
�
�
�
RECONCILE  ACCOUNTS�
�
�
�
�
�
Cheque A/C 1�
�
�
�
�
�
Cheque A/C 2�
�
�
�
�
�
Loan accounts �
�
�
�
�
�
Clearing Accounts�
�
�
�
�
�
Petty Cash�
�
�
�
�
�
�
�
�
�
�
�
BALANCE SHEET�
�
�
�
�
�
Accounts Receivables�
�
�
�
�
�
Accounts Payables�
�
�
�
�
�
Write Off Bad Debts�
�
�
�
�
�
Foreign Currency�
�
�
�
�
�
Advanced Deposits�
�
�
�
�
�
�
�
�
�
�
�
SUPERANUTION & PAYG�
�
�
�
�
�
Reconcile unpaid Super to Bal�
�
�
�
�
�
Reconcile PAYG to Bal�
�
�
�
�
�
�
�
�
�
�
�
INTERLOAN & INTER –COMPANY LOANS �
�
�
�
�
�
Directors Loans �
�
�
�
�
�
Inter-Company loans �
�
�
�
�
�
�
�
�
�
�
�
RECONICLE INVENTORY�
�
�
�
�
�
Stock-take �
�
�
�
�
�
Write off Obsolete Stock�
�
�
�
�
�
�
�
�
�
�
�
GST CONTROL ACCOUNTS�
�
�
�
�
�
Cash GST method to BAL�
�
�
�
�
�
Accrual GST method to BAL�
�
�
�
�
�
�
�
�
�
�
�
ASSETS PURCHASED �
�
�
�
�
�
Review all Assets purchased �
�
�
�
�
�
�
�
�
�
�
�
REPORTS �
�
�
�
�
�
EOY ACCOUNTANT MOVEMENT JOURNAL �
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�






 Client Name: …………………………………………….
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