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	PRACTICAL BUSINESS RESOURCE
Bookkeeping Health Check
A practical checklist for clearer numbers and better decisions.
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	Use this checklist to quickly assess whether your bookkeeping is giving you reliable, useful information. You do not need to have everything perfect before asking for help — the aim is to identify what is working, what needs attention, and what would make your numbers easier to trust.



	How to use this checklist
Tick the items that are already in place. For anything unclear, leave it blank and note what needs checking. A few blank boxes are normal — they simply show where your accounts may need clean-up, better systems or clearer reporting.



Bookkeeping health check
1. Bank accounts and reconciliations
	
	Item to check
	Notes / action

	☐
	Business and personal transactions are kept separate.
	

	☐
	All business bank accounts are connected to the accounting file or updated regularly.
	

	☐
	Bank reconciliations are completed monthly.
	

	☐
	Unreconciled or old transactions are reviewed and cleared.
	

	☐
	Loan, credit card and merchant accounts are also reconciled.
	

	☐
	There is a clear process for identifying unknown transactions.
	




2. Sales, invoicing and income
	
	Item to check
	Notes / action

	☐
	Invoices are issued promptly and consistently.
	

	☐
	Invoice numbering and customer details are accurate.
	

	☐
	Aged receivables are reviewed regularly.
	

	☐
	Unpaid invoices are followed up using a clear process.
	

	☐
	Income from all payment channels is captured correctly.
	

	☐
	Sales are coded consistently across products, services or business areas.
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3. Expenses, bills and supplier records
	
	Item to check
	Notes / action

	☐
	Supplier bills are entered or captured consistently.
	

	☐
	Receipts and tax invoices are saved in a reliable system.
	

	☐
	Recurring subscriptions and direct debits are reviewed regularly.
	

	☐
	Expenses are coded consistently and logically.
	

	☐
	There is a process to identify duplicate or unusual payments.
	

	☐
	Owner drawings, reimbursements or director payments are clearly recorded.
	




4. Payroll, superannuation and employee records
Skip this section if you do not have employees or contractors.
	
	Item to check
	Notes / action

	☐
	Payroll records are complete and up to date.
	

	☐
	Employee details, pay rates and leave balances are reviewed periodically.
	

	☐
	Superannuation obligations are tracked and paid on time.
	

	☐
	Single Touch Payroll reporting is being handled correctly.
	

	☐
	Contractor arrangements are reviewed where relevant.
	

	☐
	Payroll reports are reconciled to the accounting file.
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5. GST, BAS and tax readiness
	
	Item to check
	Notes / action

	☐
	GST coding is reviewed before BAS lodgement.
	

	☐
	BAS periods are reconciled to the accounting records.
	

	☐
	Supporting documents are available for material claims.
	

	☐
	Private-use adjustments are identified where relevant.
	

	☐
	Tax and BAS information is prepared in a way that can be reviewed by the appropriate registered provider.
	

	☐
	Questions about tax treatment are raised before lodgement deadlines.
	




6. Systems, controls and record keeping
	
	Item to check
	Notes / action

	☐
	Accounting software access is limited to the right people.
	

	☐
	Passwords are not shared by email or text message.
	

	☐
	Important records are backed up or stored securely.
	

	☐
	There is a clear process for approving payments.
	

	☐
	Accounting categories are reviewed for consistency.
	

	☐
	The business has a simple month-end routine.
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7. Reporting and decision support
	
	Item to check
	Notes / action

	☐
	Profit and loss reports are reviewed at least monthly or quarterly.
	

	☐
	The balance sheet is checked for old or unusual balances.
	

	☐
	Cash flow is reviewed before major commitments.
	

	☐
	Budgets or forecasts are prepared where useful.
	

	☐
	The owner can explain the main drivers of profit and cash flow.
	

	☐
	Reports are easy to understand and useful for decision-making.
	




Your quick result
	Result
	What it may mean
	Suggested next step

	Mostly ticked
	Healthy foundations
	Your bookkeeping is likely giving you useful information. The next opportunity may be better reporting, forecasting or advisory support.

	Several gaps
	Needs attention
	Your records may be usable but could benefit from clean-up, clearer processes or more regular review.

	Many gaps
	Clean-up recommended
	Your accounts may not be reliable enough for good decisions. Start with reconciliation, records and a simple monthly routine.



	Next step
If you are unsure where to start, book a conversation with Hyndes Advisory & Accounts. The first priority is usually to get the records clean, the process simple and the reports useful.



	Important note
This checklist is general information only. It is not tax, legal or financial advice. Tax services, where required, are provided through the appropriate registered provider. You should seek advice based on your specific circumstances before making decisions.
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