Practical Tips and Reminders for Clients

Balanced Books Maine

A few simple habits make a real difference in how accurate, auditable, and stress-free your
books stay throughout the year. Here's what we ask every client to keep in mind.

1. Make Bank Deposits on the Last Business Day of the Month

Cash and check deposits should be made on the last business day your bank is open each month,
not held over into the first few days of the next one. Depositing on time keeps each month's deposits
matched to the month they actually belong to, which makes your records far more auditable in real
time and avoids timing mismatches between what your books show and what actually hit the bank.

2. Send Statements by the 1st of Each Month

Unless we already have direct login access to your bank and credit card accounts, please send your
statements for the prior month by the 1st. Getting these promptly means reconciliation can happen
right away, while everything is still fresh, rather than the process (and any issues it might catch)
getting pushed back week after week.

3. Tell Us About Any Owner Cash Investments

If you put personal cash into the business, whether covering a shortfall, funding a purchase, or
anything else, please let us know. Without that context, a deposit like this can easily get
miscategorized as income, which inflates your revenue, distorts your financial reports, and can create
an unnecessary tax liability on money that was never income to begin with.

4. Never Let Your Bookkeeper Sign Checks

This is a core internal control, not a formality: bookkeepers should never have check-signing
authority. Keeping those duties separated protects both you and us, and it's one of the simplest, most
effective safeguards against fraud. Alongside this, make it a habit to personally review your bank and
credit card statements every month for unfamiliar charges, unauthorized transactions, or anything that
looks off. This protects against fraud from any direction, internal or external.

A Few More Habits Worth Building

+ Keep documentation for large or unusual purchases. A quick note on what a big purchase
was for saves a lot of guesswork later, both for us and for you.

* Flag new loans, credit lines, or debt as soon as they're set up. These need to be recorded
correctly from day one so your balance sheet and interest tracking stay accurate.



* Don't ask us to delete or alter a previously reconciled transaction. If something needs
correcting after the fact, there's always a clean way to fix it without unraveling work that's already
been verified. Just flag it and we'll handle it properly.

* Review payroll before it processes, especially after a pay rate change, a new hire, or a
termination. Payroll errors are far easier to catch before a run than after.

Why These Habits Matter

None of these take much time, but together they're what keeps your books accurate, audit-ready, and
genuinely useful for making decisions, instead of something to worry about or unravel later. If you're
ever unsure whether something needs to be flagged, the safe move is always to mention it. We'd
rather hear about it and confirm it's a non-issue than have it slip through unrecorded.

Questions about any of these? Reach out anytime. We're always happy to talk through the details of your
specific setup.
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