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1. Introduction 

Welcome to Stress-Free Bookkeeping 

Hello! I'm Brenda Spandrio, founder of BAS Bookkeeping Solutions, and I've helped 

hundreds of small business owners just like you reclaim their time and sanity 

when it comes to finances. Bookkeeping doesn't have to be a dreaded chore that 

keeps you up at night during tax season. With the right habits and a simple system, 

you can stay organized, confident, and in control—all year long. 

http://basbookkeepingsolutions.com
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This checklist is your go-to guide: A straightforward, printable tool to track essential 

tasks without overwhelm. Use it monthly, quarterly, or annually to build routines that 

save you hours (and headaches). Print it out, pin it to your wall, or digitize it in your 

favorite app—whatever works for you. 

Why This Checklist Works: 

• Simple & Actionable: No jargon—just clear steps. 

• Flexible: Adapt it to your business size and needs. 

• Proven: Based on real strategies that keep clients audit-ready and stress-free. 

Let's turn bookkeeping from a burden into a breeze. Start checking off those boxes 

today! 

Quick Start Tip: Set aside 15-30 minutes weekly for "Bookkeeping Time." 

Treat it like an appointment with your future self. 

2. Monthly Bookkeeping Essentials 

Stay on Top of the Basics: Your Monthly Routine 

Consistency is key to avoiding year-end scrambles. Aim to complete these tasks by 
the 5th of each month (or the first business day). This keeps your records fresh and 
your cash flow clear. 

Gather Your Documents (Week 1): 

• Collect all bank and credit card statements for the previous month. 

http://basbookkeepingsolutions.com
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• Download transaction exports from online banking (CSV or PDF). 
• Scan and file any paper receipts (use apps like Expensify for digital storage). 

 
Reconcile Accounts (Week 2): 

• Match bank/credit card statements to your accounting software (e.g., 
QuickBooks, Xero, or Excel). 

• Flag and investigate any discrepancies (e.g., missing transactions or 
duplicates). 

• Update your expense categories (e.g., office supplies, travel, marketing). 
 
Track Income & Expenses (Week 3): 

• Log all income sources (invoices paid, sales deposits). 
• Categorize expenses accurately for tax deductions (e.g., home office, mileage). 
• Calculate your net profit for the month—celebrate wins! 

 
Review & File (Week 4): 

• Run a quick profit/loss report. 
• Back up your files (cloud storage like Google Drive or Dropbox). 
• Note any recurring bills and set reminders. 

Pro Tip: Use automation! Link your bank to your software for auto-imports, saving up 
to 5 hours a month. If you're overwhelmed, book a free consult at 
basbookkeepingsolutions.com. 

"Small steps today lead to 
big savings tomorrow." 

http://basbookkeepingsolutions.com
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3: Quarterly Check-Ins & 
Adjustments 

 

Mid-Year Momentum: Quarterly Deep Dives 

Every three months, take a deeper look to spot trends, adjust budgets, and prep for 
taxes. Schedule this for the end of March, June, September, and December. It only 
takes 1-2 hours. 

Budget Review (First Day): 

• Compare actual spending vs. budgeted amounts—adjust for the next quarter. 
• Forecast cash flow: Project income/expenses for the upcoming period. 
• Identify cost-saving opportunities (e.g., negotiate vendor rates). 

 
Tax Prep Tasks: 

• Estimate quarterly taxes (use IRS Form 1040-ES calculator). 
• Set aside 25-30% of profits in a separate savings account. 
• Review deductible expenses (e.g., mileage at 67 cents/mile for 2025). 

http://basbookkeepingsolutions.com
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Compliance & Updates: 

• Verify business licenses, permits, and insurance are current. 
• Update vendor W-9 forms if needed. 
• Reconcile payroll if you have employees (or note contractor 1099s). 

 
Growth Check: 

• Analyze top revenue sources—what's working? 
• Set one new goal (e.g., "Launch a side product"). 

Pro Tip: Quarterly reviews prevent surprises. Tools like Bench.co or my services at 
BAS can handle this for you—reach out for a customized plan. 

4: Annual Preparation & Year-End 
Mastery 

Wrap Up Strong: Annual Tasks for Tax-Ready Peace 

As December rolls in, gear up for a smooth tax season. Complete these by January 31 
to stay ahead of deadlines. 

Year-End Reconciliation (Early December): 

• Reconcile all accounts one final time—double-check balances. 
• Close out the year in your software (archive old data). 
• Generate full-year financial statements (P&L, balance sheet). 

Gather Tax Documents (Mid-December): 

http://basbookkeepingsolutions.com
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• Compile 1099 forms for contractors/freelancers. 
• Collect W-2s if applicable, or note self-employment details. 
• Organize charitable donations, medical expenses, and home office records. 

 
Final Reviews & Deductions: 

• Maximize deductions: Review for missed items like depreciation or R&D 
credits. 

• Meet with your accountant (or me!) for a pre-tax strategy session. 
• File extensions if needed (but aim to file by April 15). 

 
Planning for Next Year (January): 

• Set financial goals (e.g., "Save $10K for emergencies"). 
• Update your bookkeeping calendar for the new year. 
• Celebrate: Review achievements and reward yourself! 

5: Bonus Tips, Tools & Next Steps 

Make It Stick: Tools, Habits & Support 

You've got the checklist—now let's make it effortless. 

Top Tools for Easy Bookkeeping: 

• Free: Wave (invoicing) or Google Sheets templates. 
• Affordable: QuickBooks Online ($30/month) or FreshBooks. 
• Advanced: Xero for multi-currency if you go global. 

 
Habits for Long-Term Success: 

• Block time weekly—no distractions. 
• Use apps like Receipt Bank for instant receipt snapping. 
• Join a community: Follow #SmallBizBookkeeping on LinkedIn for tips. 

http://basbookkeepingsolutions.com
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Common Pitfalls to Avoid: 

• Mixing personal/business expenses (use separate cards!). 
• Ignoring receipts—snap photos immediately. 
• Skipping backups—risk losing everything to a glitch. 

 
Ready for Hands-Off Help? 

If DIY feels daunting, I'm here. At BAS Bookkeeping Solutions, we handle the details 
so you focus on growth. 

• Schedule a free 30-min discovery call: basbookkeepingsolutions.com 
• Email me: brenda@basbookkeepingsolutions.com 
• Follow for more: @BASBookkeeping on Instagram 

Thank you for trusting this guide—here's to a year of organized, stress-free finances! 

Brenda Spandrio 

Founder, BAS Bookkeeping Solutions, LLC 

Schedule Your Free Discovery Call Today

http://basbookkeepingsolutions.com
http://basbookkeepingsolutions.com
mailto:brenda@basbookkeepingsolutions.com
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Legal Disclaimer & Copyright Notice 
Copyright © 2025 BAS Bookkeeping Solutions. All Rights Reserved.


This document, including all content, checklists, tips, and materials (the "Materials"), is the 
intellectual property of BAS Bookkeeping Solutions and Brenda Spandrio. No part of these 
Materials may be reproduced, distributed, transmitted, stored in a retrieval system, or adapted 
in any form or by any means—electronic, mechanical, photocopying, recording, or otherwise—
without the prior written permission of BAS Bookkeeping Solutions, except for personal, non-
commercial use by the original recipient. Any unauthorized use may violate copyright, 
trademark, and other applicable laws.


Disclaimer: 

The information provided in this checklist is for general informational and educational purposes 
only and does not constitute professional financial, accounting, tax, legal, or investment 
advice. It is not a substitute for personalized guidance from a qualified accountant, tax 
professional, or attorney. Every business situation is unique, and the strategies outlined here 
may not be suitable for your specific circumstances. BAS Bookkeeping Solutions, Brenda 
Spandrio, and any affiliates assume no liability for any errors or omissions in the Materials, or 
for any actions taken based on the information provided. We strongly recommend consulting 
with a licensed professional before making any financial or business decisions. By using these 
Materials, you agree to indemnify and hold harmless BAS Bookkeeping Solutions and its 
representatives from any claims, damages, or liabilities arising from your use thereof.

For questions or permissions, contact: brenda@basbookkeepingsolutions.com.
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