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Learning Objectives

❖Six Steps To Prepare Books

❖Difference Between Management Accountant and Tax Accountant...And 
The Role Of Each

❖Reconcile Bank Accounts, Write Off Bad Debt, Review Financial Statements 
to Ensure Accuracy

❖Common Red Flags To IRS.

❖...and more!!!



About Me

Manuel “Manny” Cosme

Founder & CEO

Accounting Firm FOCUSED On Bookkeeping & Strategy

For Small Businesses & Non-Profits

Serial
Entrepreneur



Congratulations!!!



Tax Obligations
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eCourse Library

{rest of presentation}



Focus On Bookkeeping



Two Part Process

Accurate Records

• Management 
Accountant 
(“bookkeeper”)

File Tax Return

• Tax Accountant 
(“CPA”)



Team Approach



Use Right Person For Right Job

Management 
Accountant

Prepare 
Records

Tax Accountant

File Tax 
Return



Focus On Management Part

Management Accountant

Prepare 
Records



Software Agnostic



Six Step Process

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)



Step One – Reconcile Accounts

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)
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Purpose Of Reconciling

http://www.enlanubetic.com.es/2013/10/por-que-desaparecen-algunos-contenidos.html
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How Does Reconciling Work

Cash Account 
Statement

Bookkeeping 
Records



Reconcile All Cash Accounts

This  Photo by Unknown Author i s licensed under CC BY-NC

This  Photo by Unknown Author i s licensed 
under CC BY-SA
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Reconciling



Clean Up Stale-Dated Transactions



eCourse Library



Step Two – Review Suspense

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)



Review Suspense…

“Suspense”

“Uncategorized Transactions”

“Ask My Accountant”
= 

Unknown Transactions When Recorded



…And Clean Up
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Step Three – Clean Receivables

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)



Review Receivables List

This  Photo by Unknown Author i s licensed under CC BY-SA-NC

https://opentextbc.ca/principlesofaccountingv1openstax/chapter/discuss-the-role-of-accounting-for-receivables-in-earnings-management/
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Plan For Bad Debt



Benefits To Writing Off Bad Debt

Better Cash 
Flow Planning Don’t Pay 

Excess Tax



Report Center



Report Center

Open Invoices



Open Invoices

What:

Which customers 
owe you money

Why:

Ensure you collect 
from them



Open Invoices

What:

Which customers 
owe you money

Why:

Ensure you collect 
from them



Move Invoice To Bad Debt

Old Invoice
Bad Debt 
Expense 
Account



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Make Journal Entry



Step Four – Verify Payroll

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)



Match W-2s To Bookkeeping
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Add Up All Box 1’s



Compare To Income Statement



Step Five – Review Financials

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)



Garbage In = Garbage Out



Go Back And Analyze When Have Time



Two Things To Check

Income Statement

Balance Sheet



Review Balance Sheet

Common 
Errors

•Negative Cash Balances

•Negatives Receivables Balances

•Negatives Payables Balances

•Non-Zero Payroll Liabilities

•Non-Zero Undeposited Funds





Review Income Statement

Consistent Results Month-To-Month?
Expected Fluctuations?

Anything Missing?

Use 
Month-By-Month 

Comparison Report





Step Six – Send Reports

1.
Reconcile 
Accounts

2.
Review 

Suspense

3.
Clean 

Receivables

4.
Verify Payroll

5.
Review 

Financials

6.
Send Reports 

(and file taxes)



Send Reports To Tax Accountant



Accountant Will Do Some Technical Work
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Review & Sign Tax Return

{rest of presentation}
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Congratulations!!!



Accounting Support System

Supporting Your Success

• Private Support Sessions

• Weekly Open Office Hours

• eCourse Library Access

• Budget-Friendly & Flexible

www.cfoservicesgroup.com



For More Help
Visit Our Website And Schedule A Consultation:

www.cfoservicesgroup.com
info@cfoservicesgroup.com


