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Arctic Slope Community Foundation 
Success for Nonprofit Audit Preparation Program (SNAPP) 

 

 
 

Monthly Close 

Checklist 

Complete Every Step • Sign Off • File with the Month’s Documentation 
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Checklist Instructions 
 
 
Print this checklist at the beginning of each month. Complete every item in order. When finished, sign the 
close sign-off section, obtain supervisor or mayor review, and file the completed checklist with the 
month’s financial documentation in your audit folder. 
 

Why This Checklist Matters 

A completed monthly close prevents the year-end backlog that consumes weeks of staff time and generates audit 
findings. 

This checklist is your documented evidence that monthly procedures were performed — auditors review these. 

Each item includes a QuickBooks reference or filing note so you know exactly where to go and what to produce. 

The checklist follows a weekly cadence: Reconciliations (Week 1), Transaction Review (Week 2), Reporting (Week 
2–3), Close Sign-Off (Week 3–4). 

 

ℹ  
Time Estimate 
The full monthly close takes 6–10 hours for a typical small municipality with 1–2 bank accounts. Working through it 
weekly prevents any single session from exceeding 2–3 hours. 
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Monthly Close Checklist 
 
 

Month:  Fiscal Year:  

Organization:  
 

✓ Step QuickBooks Path / 
Notes 

Preparer Date 

 WEEK 1 — Bank Reconciliations (Complete by the 10th) 

□ Download or collect bank statement for each account Bank website or mailed 
copy 

  

□ Record statement ending date and ending balance Write on this checklist or 
reconciliation coversheet 

  

□ Review bank statement for items not yet in QuickBooks Bank fees, ACH, interest, 
automatic debits 

  

□ Enter all missing transactions in QuickBooks with correct dates Banking > Use Register   

□ Open reconciliation: select account, enter statement date and 
balance 

Banking > Reconcile   

□ Match all cleared deposits to bank statement line items Check each item in the 
reconcile window 

  

□ 
Match all cleared checks and payments to bank statement Check each item; leave 

outstanding items 
unchecked 

  

□ 
Confirm Difference = $0.00 before clicking Reconcile Now Do NOT force a 

reconciliation with a 
balance remaining 

  

□ Print Reconciliation Summary and Detail reports Reports > Banking > 
Previous Reconciliation 

  

□ Review outstanding checks — investigate any item over 90 days Document follow-up 
actions on the report 

  

□ Assemble reconciliation package (statement + reports) Staple or PDF together   

□ Submit reconciliation package to mayor/supervisor for review Mayor initials and dates 
the Summary report 

  

□ File completed package in Audit Folder > 01 Bank Reconciliations Physical and/or 
electronic copy 

  

□ Reconcile credit card accounts to statements (if applicable) Same process as bank 
reconciliation 

  

□ Reconcile petty cash fund (if applicable) Count cash; compare to 
log; replenish if needed 
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✓ Step QuickBooks Path / 
Notes 

Preparer Date 

 WEEK 2 — Transaction Review and Payroll (Complete 
by the 15th) 

□ Review all journal entries for the month — each must have 
written support 

Company > Make 
General Journal Entries 

  

□ Verify all vendor invoices are entered in QuickBooks with correct 
dates 

Vendors > Enter Bills   

□ Confirm all payments have authorized approval (invoice 
signed/initialed) 

Original invoice on file for 
every check 

  

□ 
Review payroll entries — verify to payroll register/summary Reports > Employees & 

Payroll > Payroll 
Summary 

  

□ 
Confirm mayor reviewed and signed payroll summary for each 
pay period 

Mayor signature on 
payroll summary 
coversheet 

  

□ 
Verify payroll tax deposits were made on time IRS EFTPS confirmation 

or payroll processor 
records 

  

□ Confirm PERS/TERS contributions remitted (due by the 15th) AK Division of Retirement 
and Benefits 

  

□ Verify all grant expenditures coded to correct grant class/job 
code 

Reports > Profit & Loss by 
Class (filter by grant) 

  

□ Confirm no grant expenditures exceed approved budget lines Compare QB grant report 
to approved grant budget 

  

□ 
Review AP Aging — investigate items over 60 days Reports > Vendors & 

Payables > AP Aging 
Summary 

  

□ 
Review AR Aging — follow up on balances over 60 days Reports > Customers & 

Receivables > AR Aging 
Summary 

  

□ Confirm all revenue receipts documented and deposited timely Deposit slips match QB 
deposit entries 

  

 WEEK 2–3 — Financial Reporting (Complete by the 18th) 

□ Run Budget vs. Actual report for the fiscal year to date Reports > Budgets > 
Budget vs. Actual 

  

□ Review Budget vs. Actual — document any variances over 10% Note explanation for 
each significant variance 

  

□ 
Identify any budget categories approaching 100% — flag for 
council 

Budget amendment 
required before 
overspending occurs 

  

□ 
Generate Balance Sheet as of month-end Reports > Company & 

Financial > Balance 
Sheet Standard 

  

□ 
Generate Profit & Loss / Revenue & Expenditure Statement Reports > Company & 

Financial > Profit & Loss 
Standard 
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✓ Step QuickBooks Path / 
Notes 

Preparer Date 

□ 
Prepare grant expenditure report(s) if reporting deadline falls this 
month 

Filter QB by grant class; 
reconcile to 
drawdown/FSR 

  

□ Attach supporting documentation to all grant reports before 
submission 

Invoices, payroll records, 
and calculations 

  

□ Mayor reviews and signs any grant reports before submission Mayor signature on each 
report 

  

□ 
Prepare council financial report package Budget vs. Actual, check 

register, cash position, 
grant status 

  

□ Present financial reports to council at regular meeting Include as numbered 
agenda item 

  

□ 
Confirm financial report presentation noted in council meeting 
minutes 

Minutes must reflect 
report was presented and 
discussed 

  

□ File copies of all submitted reports with confirmation of 
submission 

Audit Folder > 
appropriate subfolder 

  

 CLOSE SIGN-OFF (Complete by the 20th) 

□ All bank reconciliations completed, signed, and independently 
reviewed 

Verify: every account, this 
month 

  

□ All journal entries supported and approved No unsupported entries 
remaining 

  

□ All payroll verified and tax deposits confirmed timely No outstanding payroll 
issues 

  

□ All grant reports submitted on time with support attached Confirm submission 
receipts on file 

  

□ Financial statements reviewed by mayor and/or council Documented in minutes 
or by mayor signature 

  

□ Prior month open items resolved or documented with status Carry forward list 
updated 

  

□ All completed documents filed in audit folder structure Physical and electronic 
copies 

  

□ 
Month is closed — no further entries without written 
authorization 

Consider setting QB 
closing date monthly for 
completed months 

  

 

MONTHLY CLOSE SIGN-OFF 

I confirm that all items on this checklist have been completed for the month indicated above. 
Preparer:  ________________________________________     Signature:  ________________________________________     Date:  
_______________ 
Reviewer:  ________________________________________     Signature:  ________________________________________     Date:  
_______________ 
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Notes / Items Carried Forward to Next Month: 
  
  
  

 

  



 Monthly Close Checklist SNAPP • ASCF 

 

 
Arctic Slope Community Foundation | SNAPP | Page 7 of 7 

 
Disclaimer 
 
 
This checklist is published by the Arctic Slope Community Foundation as part of the Success for Nonprofit 
Audit Preparation Program (SNAPP) Modified Virtual Support Program. It provides a structured monthly 
close workflow for municipal finance staff. 
 
SNAPP provides advisory and technical assistance only. This document does not constitute legal, 
accounting, or audit advice. Participating municipalities remain solely responsible for timely completion of 
all monthly financial tasks, accuracy of all records, and compliance with applicable regulations. 
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