Small Business Year-End
Financial Checklist

Your step-by-step guide to wrapping up your year-end financials with clarity and confidence.

1. Organize & Review Your Records

> Gather key documents:

[J Bank statements

[J Credit card statements

[J Payroll reports

[0 Merchant services summaries
[OJ Accounting software exports
[J Outstanding invoices/bills

> Audit your books for accuracy:

[J Duplicate entries

[J Missing receipts

[J Unreconciled transactions

[0 Miscategorized expenses

[0 Vendor statement discrepancies
[J Unpaid bills or invoices

[J Business checking
[J Business savings
[J Credit cards

[J Merchant accounts
[0 Payroll accounts
[J Loan accounts

2. Review Core Financial Statements

> Analyze your:
O Profit and loss report
[J Balance sheet
[J Cash flow statement

> Identify key performance insights:

[J Revenue increases or decreases

[J Expense trends

[0 Cash flow consistency

[0 Margin health

[J Significant asset or liability changes

3. Evaluate Cash Flow & Prepare for Taxes

> Review cash flow patterns:

[ Tight or challenging months
[ Strong revenue periods
[0 Unexpected expenses

[J Customer/vendor payment
delays

> Plan ahead for:

> Confirm tax requirements:

[0 Seasonal fluctuations [J Estimated quarterly payments

[J Inventory purchases [ Payroll taxes
[J Equipment upgrades [J Sales tax filings
[J Emergency reserves [0 Local/industry regulations
[J Depreciation schedules

[J Eligible tax deductions

[J Tax obligations

4. Assess Merchant Services & Payment Tools

” Evaluate system performance:

[J Competitive transaction fees
[J Deposit timing

O Point-of-sale reliability

[J Online/remote payment ease
[J Accounting integration

[J Chargeback trends

> Look for improvement opportunities:

[ Faster funding tools

[J Mobile/online payment enhancements
[J Integrated accounting features

[0 Updated security or fraud protection
[J Equipment upgrades

[0 Cost-effective fee structures

> Complete year-end reconciliations:



5. Verify Payroll for Accuracy

> Check employee/contractor records:

[J Correct personal information

[J Accurate year-to-date wages
[J Current withholding elections
[J Benefit contributions

[J PTO payouts or accruals

[J Contractor classifications

> Review compliance items:

[J Federal & state withholding
(J Wage and hour rules

[J Retirement plan contributions
[J Healthcare reporting

[J Contractor classification rules

6. Gather Documentation for Tax Filing

> Organize essential documents:

[J Receipts for deductible expenses
[J Vendor & customer invoices

[0 Bank/credit card statements

[ Payroll reports

[J Inventory valuations

[J Depreciation schedules

[ Insurance documents

[0 Loan statements

[J Mileage or travel logs

> Review potential tax savings:

[J Section 179 equipment deductions
[J Depreciation adjustments

[J Home office deductions

[J Charitable contributions

[J Energy-related credits

[J Vehicle/mileage deductions

7. Build Your Budget & Strategic Plan for the New Year

> Create a data-driven budget:

O Projected revenue

[J Operating expenses

[0 Cost-saving opportunities
[J Planned investments

[ Cash flow projections

[0 Growth opportunities

> Develop your strategic plan:

[J Equipment or technology upgrades
[0 Staffing needs

[J New product/service expansions
[J Marketing or outreach goals

[J Digital tool improvements

[J Strengthening cash reserves

Move Into the New Year With Confidence

Forward Bank is here to support you as a community-driven financial
partner committed to helping small businesses across Wisconsin and
Minnesota thrive. As you complete your end-of-year financial review, our
team is ready to help you plan, forecast, and move your business forward
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