QUICKBOOKS SETUP CHECKLIST

Company data
____Company legal name and address

____Federal EIN or social security number

___ State employer ID number

___ Fiscal year end

____QuickBooks start date

____Type of business

____Name of the income tax form that the client files
(1120, 11208, 1065, 990, 990-PF, 990-T, 1040)
____Accounting basis (cash or accrual)

Chart of accounts

____Names, numbers, and descriptions for the chart of
accounts

____Financial statements as of the end of the prior tax
year

____Trial balances as of the QuickBooks start date
____Numbers and balances (from the start date through
today) for the following types of accounts: bank, credit
card, loan, and lines of credit

___Value of assets (including original cost and
accumulated depreciation for fixed assets)

____Equity information including all owner’s
contributions, plus retained earnings for each year the
company has been operating

. ___ Budget for the fiscal year, if any

Customer:Job list

____Information to complete the Customer list: names,
addresses, contact information, taxable status, etc.
___ Customer payment terms

____ Customer shipping methods

____Customer types

____Open balances or outstanding invoices as of the
start date

Vendor list

____Information to complete the Vendor list: names,
addresses, other contact information

___List of 1099 vendors and their tax ID numbers
___Vendor payment terms

____Shipping methods

____Vendor types

___List of outstanding bills as of the QuickBooks start
date

Item list

___List of all inventory, non-inventory, service and
other items to complete the Item list

___ Price list for all items

____Inventory and inventory assembly numbering
scheme

____Quantities on hand and values for inventory and
inventory assemblies as of the start date

___Desired reorder points for all inventory items
__Taxable status for each item

___ List of states in which the company pays sales tax
___Sales tax rates, sales tax agencies, and the sales tax
liability as of the start date

____Frequency of sales tax reporting (monthly,
quarterly, annually)

___Sales tax calculation basis (cash or accrual)
____Types of sales (wholesale, retail, out of state)

Fixed Asset Item list

___ List of all fixed assets

____Purchase information (purchase cost, date, vendor,
etc.)

____Asset account

___ Depreciation information

Employee list

____Information to complete the Employee list: names,

addresses, telephone numbers, social security numbers,
etc.

Payroll information

____ Determine 941 deposits (monthly or each pay
period), state withholding, local withholding and
unemployment tax (FUTA, SUTA)

____YTD information for each employee as of the start
date

____Accrued benefits including sick and vacation time
for each employee as of the start date

____Earnings, additions, and deductions for payroll
processing (SEP, union benefits, 401(k), reported tips,
etc.)

____Employer federal, state and local tax identification
numbers

____YTD payroll liability payment







Accessibility Report





		Filename: 

		Example QuickBooks Setup Checklist.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 2



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top

