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Monthly Bookkeeping Best Practices
& Annual Tax Prep Planner

THE ULTIMATE SMALL
BUSINESS FINANCE TOOLKIT:

Introduction Who this guide is for
Managing the financial aspects of a small
business can be overwhelming, especially
when you’re juggling daily operations,
customer relationships, and growth strategies.
Whether you’re just starting out or have been
in business for years, maintaining accurate
financial records and preparing for tax season
are crucial to your success.

That’s where this toolkit comes in. Designed
specifically for small business owners and
entrepreneurs, this guide is your
comprehensive resource for mastering
monthly bookkeeping and ensuring you’re
fully prepared when tax time rolls around.

GET IN TOUCH

BRAVURA 
FINANCIAL 
SOLUTIONS

This guide is crafted for small business owners
who want to take control of their financial
management. Whether you’re handling your
own bookkeeping or working with an
accountant, the strategies and checklists
included here will help you stay organized,
minimize errors, and maximize your financial
efficiency.

If you’ve ever found yourself stressed about
balancing the books or scrambling to gather
documents as tax deadlines loom, this toolkit
is for you.

www.bravurafinancialsolutions.com



Setting up your bookkeeping

system

1.

Routine bookkeeping tasks2.

Month end close3.

 Managing accounts payable

and receivable

4.

Staying organized5.

The first step is to select bookkeeping software
that meets your business’s needs. Popular
options include QuickBooks, Xero, and
FreshBooks. Consider features like ease of use,
integration with your bank, and reporting
capabilities.

Choosing the Right Software:

Your chart of accounts is a list of all the
financial accounts in your business, such as
assets, liabilities, income, and expenses. Setting
this up correctly is crucial as it categorizes
every transaction and makes it easier to
generate financial reports.

Setting Up Your Chart of Accounts:

Link your business bank accounts, credit cards,
and payment processors (like PayPal or Stripe)
to your bookkeeping software. This integration
automates the process of importing
transactions, reducing manual entry and the
risk of errors.

Integrating Bank Accounts and Payment

Processors:

S T E P  1 :  S E T T I N G  U P
Y O U R  B O O K K E E P I N G
S Y S T E M

Effective bookkeeping is the backbone of any
successful business. It provides you with a
clear picture of your financial health, helps you
make informed decisions, and ensures that
you’re compliant with tax regulations.
Consistent and accurate financial records not
only keep your business running smoothly day-
to-day but also lay the groundwork for strategic
tax planning.
When it comes to taxes, early and thorough
preparation can save you time, money, and
headaches. By integrating tax planning into your
regular bookkeeping routine, you can take
advantage of deductions, avoid penalties, and
ensure you’re ready to file without the last-
minute rush.
This toolkit combines the best practices for
monthly bookkeeping with a detailed tax
preparation planner, giving you all the tools you
need to manage your business finances with
confidence.
Let’s get started on the path to financial clarity
and success!

WHY BOOKKEEPING
AND TAX
PREPARATION
MATTERS 

B O O K K E E P I N G  S T E P S  
A T  A  G L A N C E



Every time money enters or leaves your
business, it should be recorded. This includes
sales, expenses, payments, and transfers.
Regularly recording transactions ensures your
accounts are always current and helps you
avoid end-of-month crunches.

Record Transactions Regularly: 

Reconciling is the process of matching your
recorded transactions with your bank
statements to ensure everything is accurate.
Doing this monthly helps catch errors early,
such as double entries or missed transactions,
and keeps your books in sync with your actual
bank balance.

Reconciling Accounts Monthly:

Keeping track of your business expenses is crucial
for accurate bookkeeping and maximizing tax
deductions. Develop a system for saving and
categorizing receipts, whether digitally or in
paper form.

Tracking Expenses & Receipts:

S T E P  2 :  R O U T I N E
B O O K K E E P I N G  T A S K S

To keep your financial data accurate and up-to-
date, there are routine tasks you should
regularly perform.

Cash flow is the lifeblood of your business.
Regularly reviewing your inflows and outflows
helps you anticipate future cash needs and avoid
shortfalls.

Monitoring Cash Flow:

S T E P  3 :  M O N T H  E N D  C L O S E

Analyze your monthly income and expenses to
understand where your money is coming from
and where it’s going. Look for trends, such as
increasing costs or decreasing revenues, that
might require attention.

Reviewing Income and Expenses:

At the end of each month, it’s important to review and finalize your
financial records to ensure accuracy and gain insights into your business’s
performance.

Monthly financial reports, such as the Profit &
Loss Statement (P&L) and Balance Sheet, provide
a snapshot of your business’s financial health. The
P&L shows your revenue, costs, and profit, while
the Balance Sheet summarizes your assets,
liabilities, and equity.

Generating Financial Reports:

Compare your financial performance to previous
months and your budget. Identifying variances
(differences between actual and expected
performance) helps you understand what’s driving
your results and where you might need to make
adjustments.

Analyzing Variances and Trends:

If you have employees, ensure your payroll records are
accurate and ready for processing. This includes
reviewing hours worked, calculating wages, and
withholding taxes.

Preparing for Payroll:



Managing your accounts payable (money you

owe) and accounts receivable (money owed

to you) is key to maintaining a healthy cash

flow.

Invoicing Best Practices: Send invoices

promptly after delivering goods or

services. Clearly state payment terms and

follow up on overdue invoices to avoid

delays in receiving payments.

Managing Vendor Payments: Keep track

of when payments to vendors are due and

schedule them to avoid late fees or

interest charges. Take advantage of early

payment discounts when available.

Monitoring Accounts Receivable Aging:

Regularly review your accounts receivable

aging report, which shows how long

invoices have been outstanding. Follow

up on overdue accounts to improve cash

flow and reduce the risk of bad debts.

S T E P  4 :  M A N A G I N G
A C C O U N T S  P A Y A B L E  A N D
R E C E I V A B L E



STEP 5: STAYING
ORGANIZED

TIPS FOR EFFECTIVE
BOOKKEEPING:

Establish a consistent filing system for your financial
documents. This can be digital (using cloud storage
or bookkeeping software) or physical (using labeled
folders and cabinets). Ensure all documents like
receipts, expense reports, bills, invoices, leases, and
loan documents are easily accessible when needed.

Implement A Filing System:

Organization is key to effective bookkeeping. By keeping
your records and data organized, you reduce the risk of
errors and make tax time easier.

Mixing personal and business finances can
complicate your bookkeeping and create tax issues.
Use separate bank accounts and credit cards for
your business to maintain clear boundaries.

Keeping Personal and Business Finances

Separate:

Regularly back up your financial data to prevent loss
in case of a technical failure or security breach.
Consider using cloud-based bookkeeping software,
which automatically backs up your data.

Backing Up Financial Data:

Keep Receipts for Expenses: Write a brief note on receipts about the expense, then take a picture.

This keeps your records clear and organized.

Regularly Reviewing Financial Data: Schedule time each week and month to review your financial

data, so you’re always aware of your business’s financial status.

Common Bookkeeping Mistakes to Avoid: Be aware of common errors like failing to

reconcile accounts, mixing personal and business finances, and neglecting to track small

expenses.

This section equips you with the knowledge
and tools to manage your monthly
bookkeeping efficiently. 

By following these best practices,
you’ll keep your financial records
accurate and up-to-date, providing a
strong foundation for the next
section: Annual Tax Prep Planner.



Business Expense Records: Compile all
records, including receipts, invoices, and
bank statements. Ensure W-9 forms are
collected from vendors to determine if
1099s need to be filed at the start of the
year. Categorize expenses to simplify the
deduction process.

T a x  s e a s o n  c a n  b e  s t r e s s f u l  f o r  m a n y  s m a l l  b u s i n e s s  o w n e r s ,  b u t  w i t h  t h e
r i g h t  p r e p a r a t i o n ,  i t  d o e s n ’ t  h a v e  t o  b e .  P r o p e r  t a x  p r e p a r a t i o n  b e g i n s  l o n g

b e f o r e  t h e  f i l i n g  d e a d l i n e  a n d  i s  s u p p o r t e d  b y  c o n s i s t e n t  b o o k k e e p i n g
t h r o u g h o u t  t h e  y e a r .  T h i s  s e c t i o n  w i l l  g u i d e  y o u  t h r o u g h  t h e  s t e p s  y o u

n e e d  t o  t a k e  t o  e n s u r e  y o u ’ r e  f u l l y  p r e p a r e d  w h e n  t a x  t i m e  a r r i v e s ,  h e l p i n g
y o u  m a x i m i z e  d e d u c t i o n s ,  a v o i d  p e n a l t i e s ,  a n d  m i n i m i z e  s t r e s s .

BRAVURA F INANCIAL SOLUTIONS

Annual Tax Prep Planner

The first step in tax preparation is
gathering all the necessary
documents that provide a complete
picture of your business’s financial
activities over the year.

Previous Year’s Tax Return: Have a
copy of last year’s tax return on
hand. It serves as a reference for any
carryovers or specific details you’ll
need to address in this year’s filing.

Income Statements (1099s, W-2s):
Collect all forms that report income
paid to your business, such as 1099s
for contractor payments or to you
personally like W-2s if you worked as
an employee. Ensure you have all the
required forms from clients or
employers.

Before diving into tax forms, it’s
important to review your financials
for accuracy and completeness.
This ensures that your tax return is
based on the most accurate data
possible.

Reconciling Bank Accounts: Make
sure all bank accounts are reconciled,
meaning your bookkeeping records
match your bank statements. This
step helps identify any discrepancies
that need to be corrected before
filing your taxes

Bank and Credit Card Statements:
Gather statements for all business-
related bank accounts and credit
cards. These will help you verify
income and expenses, ensuring no
transactions are missed.

Ensuring All Income and Expenses
are Recorded: Double-check that all
income and expenses for the year
have been recorded accurately. This
includes smaller transactions that
might have been overlooked during
monthly bookkeeping.

 Gathering Essential Documents

Reviewing Finanacials

1

2



If your business is profitable, you
may need to make estimated tax
payments throughout the year.
Proper planning ensures you’re not
caught off guard by a large tax bill.

Collaboration with your accountant
can make tax preparation smoother
and more accurate. This step
outlines what to provide to your
accountant and how to make the
most of their expertise.

Annual Tax Prep Planner

Maximizing deductions is key to
reducing your tax liability. This step
will help you identify and prepare
for all applicable deductions.

Understanding Quarterly Tax
Payments: Familiarize yourself
with the IRS rules for quarterly tax
payments. If you expect to owe
more than $1,000 in taxes, you’re
required to make these payments.

Common Business Deductions:
Identify and categorize deductions like
home office, vehicle (with mileage
logs), travel, meals, and
entertainment. Ensure proper
documentation, including receipts, for
each deduction.

Maximizing Depreciation
Deductions: Review your asset list to
ensure you’re claiming the
appropriate depreciation. Consider
taking advantage of Section 179
deductions or bonus depreciation if
applicable.

Retirement Contributions and Other
Tax-Advantaged Strategies:
Contributing to a retirement plan can
offer significant tax benefits. Ensure
that any contributions made by the
tax filing deadline are accounted for
in your tax return. Additionally,
consider other strategies like health
savings accounts (HSAs) or
charitable contributions.

What to Provide to Your
Accountant: Ensure your
accountant has all the necessary
documents, including your income
statements, expense records,
bank statements, and prior year’s
tax return. Provide them with
access to your bookkeeping
software if applicable.

Preparing for Tax Deductions

Planning for Estimated Taxes

3

4

Reviewing Asset Purchases and
Depreciation: If your business
purchased significant assets during
the year, ensure they are properly
recorded in your books. Review your
depreciation schedules to make sure
you’re claiming the correct amount for
each asset.

Calculating Estimated Taxes for
the Year: Use your year-to-date
financials to estimate your tax
liability. Calculate the appropriate
amount for each quarterly
payment to avoid underpayment
penalties.

Working With Your Accountant5



Once all the preparation is done, it’s
time to file your tax return. This
step ensures you meet deadlines
and follow the appropriate
procedures.

Post-Filing Considerations: After
filing, keep a copy of your return
and all supporting documents in a
safe place. Consider tax planning
strategies for the upcoming year
based on your current tax situation.

Reviewing Draft Tax Returns: Before
your tax return is filed, review the draft
with your accountant. Look for any
discrepancies or missing information,
and ask questions about any figures
that seem unclear.

Important Tax Deadlines: Mark key
dates on your calendar, such as the
deadline for filing your federal tax
return (usually April 15) and any
deadlines for state or local taxes. If
necessary, file for an extension, but
remember that an extension only
gives you more time to file, not more
time to pay.

Options for Filing (e.g., self-filing
vs. accountant): Decide whether
you’ll file your taxes yourself using
software or if you’ll rely on your
accountant. Consider the
complexity of your return and
your comfort level with tax laws. 

Filing Your Tax Return6

Questions to Ask Your Accountant
Before Filing: Clarify any concerns or
uncertainties with your accountant.
Ask about new tax laws, potential
deductions, and strategies for
reducing your tax liability.

By following this section’s guidelines,
you can approach tax season with
confidence, knowing that you’ve
done everything possible to minimize
your tax liability and avoid last-
minute surprises. This preparation
also sets the stage for integrating
your bookkeeping and tax planning
efforts, which we’ll explore in the
next section.

BRAVURA F INANCIAL SOLUTIONS



Proactive Tax Strategy:

I N T E G R A T I N G
B O O K K E E P I N G
A N D  T A X
P L A N N I N G

Year-Round Tax
Planning
Effective tax planning is not
just something you do at the
end of the year; it’s an
ongoing process that should
be integrated into your
regular bookkeeping
practices. By planning ahead
and making tax-conscious
decisions throughout the
year, you can reduce your
overall tax liability and
ensure that your business is
financially healthy.

Start the year by setting tax-related goals.
This might include maximizing deductions,
deferring income, or accelerating expenses
to manage taxable income. Work with your
accountant to develop a strategy tailored
to your business’s financial situation.

Regular Tax Reviews:
Schedule quarterly or bi-annual meetings
with your accountant to review your tax
position. These reviews can help you adjust
your strategies based on your business’s
performance and any changes in tax laws.

Adjusting Financial
Strategies:

Use the insights gained from your regular
bookkeeping to make informed decisions
that align with your tax strategy. For
example, if your business is having a
particularly profitable year, you might
decide to invest in new equipment to take
advantage of Section 179 deductions.

akirkover@bravurafinancialsolutions.com(706) 973-0893

G E T  
I N  
T O U C H



Consistent bookkeeping allows you to
accurately track all deductible expenses
throughout the year. This means you won’t
miss out on any deductions when tax time
comes around.

Tracking Deductible Expenses:

By keeping your books in order, you can avoid
unexpected tax bills. You’ll always have a clear
picture of your tax obligations, which allows
you to plan and budget accordingly.

Avoiding Tax Surprises

H O W  O N G O I N G
B O O K K E E P I N G  S U P P O R T S
T A X  E F F I C I E N C Y

Keeping your books accurate and up-to-date is
crucial for effective tax planning. Regular
bookkeeping ensures that you have a clear and
accurate picture of your financial situation,
which is essential for making tax-efficient
decisions.

Regular financial reviews can help you spot
opportunities to save on taxes. For example,
if you notice that your cash flow is strong,
you might consider making additional
retirement contributions before the end of
the year to reduce your taxable income.

Identifying Tax-Saving Opportunities:

Q U A R T E R L Y  R E V I E W  A N D
A D J U S T M E N T S

Quarterly financial reviews are an essential part of
integrating your bookkeeping and tax planning
efforts. These reviews allow you to assess your
business’s performance, make necessary
adjustments, and ensure that you’re on track to
meet your financial goals.

At the end of each quarter, review your
financial statements to assess your business’s
performance. Look for trends, such as
increasing or decreasing revenues, that might
affect your tax strategy.

Reviewing Financial Performance:

Based on your quarterly review, you may need to
adjust your estimated tax payments. If your income
is higher than expected, increasing your estimated
payments can help you avoid penalties. If it’s
lower, you can reduce your payments and free up
cash for other uses.

Adjusting Tax Estimates:

Use the insights from your quarterly review to make
strategic decisions that align with your tax goals. For
example, if your income is lower than expected, you
might choose to defer some expenses to the next year
when they’ll have a bigger impact on your tax liability.

Making Strategic Business Decisions:



CONCLUSION:

RECAP OF KEY POINTS:

Regularly recording and reviewing your
financial transactions is the foundation
of a healthy business. It not only keeps
you organized but also provides critical
insights that guide your decision-
making.

Consistent Bookkeeping Is

Essential:
Combining these two processes
allows you to optimize your financial
management, ensuring that your
business remains financially sound
while taking full advantage of
available tax benefits.

Integrating Bookkeeping and Tax

Planning:

By preparing for taxes throughout the
year—rather than just at the end—you
can reduce your tax liability, avoid
penalties, and eliminate the stress of
last-minute filing.

Tax Preparation Starts Now:

Managing the financial aspects of your small business doesn’t have to be overwhelming. By

following the best practices outlined in this toolkit, you’ve taken an important step toward gaining

control over your bookkeeping and tax preparation processes. From setting up a robust

bookkeeping system and staying on top of daily tasks to preparing for tax season and integrating

year-round tax planning, you now have the tools and knowledge to navigate your financial

responsibilities with confidence.

The right tools can streamline your
financial processes, reduce errors,
and save you time. Don’t hesitate to
adopt technology that fits your
business’s needs.

Leverage Technology:



Now that you have a comprehensive understanding

of how to manage your business’s finances, it’s

time to put these strategies into action. Whether

you’re just getting started with your bookkeeping

or you’re ready to refine your tax planning

approach, remember that consistency and

organization are key to your success.

If you need additional support or have specific

questions about your business’s financial

management, we’re here to help. Consider

scheduling a consultation to discuss how we can

assist you with personalized bookkeeping services,

tax preparation, and strategic financial planning. 

W H A T ’ S  N E X T ?

C O N T A C T  U S !

Ready to take the next step in optimizing your

business’s financial health? Reach out to us today:

Phone: 706-973-0893

Email:  akirkover@bravurafinancialsolutions.com

Website: www.bravurafinancialsolutions.com

Stay connected and follow us on social media for

more tips, updates, and resources:

LinkedIn: www.linkedin.com/company/bravura-

financial-solutions

Facebook: www.facebook.com/bravurafinancial/

Instagram: @bravurafinancial

Thank you for trusting us as your financial partner.

We look forward to helping you achieve financial

clarity and success in your business.

mailto:akirkover@bravurafs.com

