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END OF THE YEAR CHECKLIST -  FOR BUSINESSES

Back-Up Copy of business software ( i .e . , Quickbooks, Excel , etc.) with 
username and password.

Copy of December 2020 Bank Statements and Reconci l iat ions (a l l 
bus iness accounts) .

Copy of any Vehicle or Equipment Contracts that are financed/purchased 
in 2020.  Also include any assets that were disposed of in 2020 , including 
Sales Pr ice/Sales  Expenses.

Copy of Year-End Payrol l Tax Returns (W3, W2, 940) for 2020 (unless 
we produce).

Copy of Quarterly Payrol l Tax Returns (941, State Unemployment) for 
2020 (unless  we produce).

Balance of Payrol l Taxes owed as of 12/31/2020 (Federal , FICA, 
State Withholding) .

Balances of any pension plans owed as of 12/31/2020 (40 1K, SIMPLE, 
etc. , i f any) .

Amount of any out-of-state revenues, i f  appl icable.

Client Name:

• State:

• Amount:  $
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