STANDARD OPERATING PROCEDURE

MONTH-END PROTOCOL FINANCIAL OPERATIONS

PHASE 01 // DATA AGGREGATION DAYS 1-3

Bank Feeds Sync AUTO
Ensure all bank and credit card feeds are live and updated to the last day of the month.

Receipt Processing (Dext/Hubdoc) CLIENT
Clear inbox. Verify OCR data matches amount and vendor. Push to QBO.

Payroll Journal Entry BKEPT
Verify payroll withdrawal matches bank feed. Split Gross Wages vs. Employer Taxes.

PHASE 02 // RECONCILIATION DAYS 4-7

Operating Account Rec BKEPT
Match ending balance to bank statement. Clear all uncleared checks older than 90 days.

Credit Card Rec BKEPT
Match liability balance. Verify interest charges are categorized to 'Interest Expense'.

Loan Amortization BKEPT
Split loan payments between Principal (Balance Sheet) and Interest (P&L).

PHASE 03 // THE SCRUB DAYS 8-10

Uncategorized Expense Review JOINT
Investigate 'Ask My Accountant' suspense account. Re-class to correct GL codes.

Prepaid Expenses BKEPT
Amortize software/insurance pre-payments (move from Asset to Expense).

PHASE 04 // REPORTING DAYS 11-15

P&L Variance Analysis BKEPT



Compare Current Month vs. Prior Month. Flag variance > 10%.

The Kept Memo BKEPT
Draft executive summary. Generate Cash Flow Statement. Publish to Portal.

Close The Books BKEPT
Set 'Closing Date' password in Accounting Software to prevent changes.



