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BOOKKEEPING MADE SIMPLE

Six Steps to Clear Records, Simple Routines, and Confident Decisions.

Many small business owners struggle with keeping records organized, understanding reports, or staying consistent
month to month. The result is often uncertainty, stress, and last-minute cleanup.

This guide walks you through six simple, realistic steps to build clear bookkeeping habits that create confidence,
accuracy, and financial clarity — without needing an accounting background.

Clear records. Simple routines. Confident decisions.

WHO THIS GUIDE IS FOR

= Small business owners and solo operators

m Freelancers and independent professionals

s Side-business operators

= Anyone who wants more financial clarity — no prior knowledge required

WHY BOOKKEEPING MATTERS

Good bookkeeping is more than recording numbers — it’s the foundation of every smart business decision.

Understand exactly where your money is going

Prepare for taxes smoothly and reduce what you owe

Avoid costly mistakes and missed deductions

Support loan, grant, or funding applications with clean records
Identify your most profitable services, products, or months
Make confident decisions about hiring, pricing, and growth

AT-A-GLANCE: YOUR SIX-STEP SYSTEM

These six habits form the core of a strong, sustainable bookkeeping system:

N I

1 Set up a basic system Once

2 Keep business & personal finances separate Always
3 Record transactions consistently Weekly
4 Reconcile accounts Monthly
5 Store receipts and documents Ongoing
6 Review financial reports Monthly
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Set Up a Simple System

Strong bookkeeping starts with a simple, consistent system. You don’t need expensive software — you need one
method you’ll use.

Checklist:
[0 Choose one bookkeeping tool or method (QuickBooks Online, Wave, or spreadsheet)
[ Create clear income and expense categories
[ Set up bank and credit card connections if using software
[ Create a secure folder or drive location for financial documents
[0 Decide where receipts will be stored — digital is strongly preferred
[l Note your fiscal year start date
Quick Win:
Choose one place — software or spreadsheet — where all financial records will live. A clear foundation prevents
future confusion.

Keep Business and Personal Finances Separate

Mixing personal and business finances is one of the most common — and costly — bookkeeping mistakes. It creates
confusion, miscategorized expenses, and tax headaches.

Checklist:
L] Open a dedicated business checking account
L] Use a separate business debit or credit card
] Avoid paying business expenses from personal accounts
] Transfer a set owner’s draw to personal rather than mixing transactions
] If you accidentally mix, note and correct it promptly in your books
Quick Win:
If you haven’t already, open a separate business account this week. Even sole proprietors benefit immediately —
cleaner records, easier taxes, and a stronger professional image.
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Record Transactions Consistently

Consistency matters more than perfection. Recording transactions regularly prevents backlogs, forgotten details, and
stressful year-end catch-up sessions.

Checklist:

Enter income weekly (or as invoices are paid)

Enter expenses weekly

Attach or note receipts when possible

]

]

[] Match transactions to the correct categories

]

[] Review for missing or duplicate entries monthly
L]

Note unusual transactions with a brief memo for future reference

Quick Win:

Set a recurring 15-minute weekly time block to record transactions. Steady habits create reliable records — and
prevent large cleanup projects later.

Reconcile Accounts Monthly

Reconciliation confirms that what's in your bookkeeping matches what actually happened in your bank and credit card
accounts. It catches errors, duplicates, and fraud early — before they become serious problems.

Checklist:

[J | Reconcile all business bank accounts

[J| Reconcile all business credit cards

1| Review any unmatched or unclear transactions

(1| Confirm ending balances match your statements

(1| Investigate and resolve any discrepancies before closing the month

Quick Win:

Reconcile your main checking account today — even if others wait. One reconciled account is better than zero.
Accuracy builds trust in your numbers.
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Store Receipts and Documents

Missing paperwork causes unnecessary stress — especially at tax time. A simple document system keeps everything
easy to find when you need it.

Checklist:

Store receipts digitally — photograph or scan immediately
Organize files by month and year

Save bank and credit card statements

Keep contracts, vendor agreements, and W-9s together

Back up all files securely (cloud storage recommended)

O o oooo

Retain records for a minimum of 7 years for tax purposes

Quick Win:

Create a digital folder labeled “Business Records” with subfolders by year and month. Apps like Dext — or even
your phone camera — can capture receipts on the spot.

Review Financial Reports Regularly

Reports turn numbers into insight. Even short monthly reviews dramatically improve your awareness of how your
business is actually performing.

Profit & Loss (P&L) Income, expenses, and net profit or loss for the period
Balance Sheet What you own, what you owe, and your overall net worth
Cash Flow Statement How money actually moves in and out of your business

Monthly review checklist:

Review income trends — is revenue growing, stable, or declining?

Check your largest expense categories — anything unusual?

Review cash balance — does it match your bank?

O
O
[ Confirm net profit or loss is in line with expectations
O
O

Note anything worth discussing with your bookkeeper or CPA
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Quick Win:

Block 10 minutes at the end of each month to open your P&L report. You don’t need to understand every line —
Just look for anything that seems off. Consistency beats complexity every time.

YOUR SIMPLE BOOKKEEPING ROUTINE

Good bookkeeping becomes easy when it becomes routine. A predictable schedule keeps records current without
consuming your time.

Weekly Monthly Quarterly Annually

Enter income and expenses = Reconcile all accounts Review budget vs. actual Generate year-end reports

Check estimated tax
payments

Review P&L and Balance
Sheet

Attach receipts to
transactions

Prepare W-2s and 1099-
NECs

Review for duplicates or
errors

Send invoices and follow up
on A/R

Review pricing and
profitability

Organize CPA package

Note anything unusual Confirm payroll is posted

correctly

Plan for upcoming large
expenses

Archive prior year records

Quick Win:

Write your bookkeeping routine on a sticky note and place it where you’ll see it. Three weekly tasks and four
monthly tasks. That’s all it takes.

COMMON BOOKKEEPING MISTAKES

Many bookkeeping problems come from avoidable habits. Recognizing these patterns is the first step toward fixing
them.

Mixing personal & business expenses  Inaccurate records and tax Open a dedicated business account
complications and use it exclusively

Skipping reconciliations Errors and fraud go undetected,;

reports become unreliable

Schedule monthly reconciliation as a
non-negotiable task

Letting receipts pile up Missing deduction documentation;
audit risk increases

Photograph receipts immediately;
store digitally by month

Waiting until year-end

Guessing categories

Not reviewing reports

Catch-up cleanup is costly, stressful,
and error-prone

Miscategorized expenses skew
reports and tax filings

Problems go unnoticed until they
become serious

Awareness is the first step toward improvement.

Record transactions weekly and
reconcile monthly

Ask your bookkeeper when unsure;
stay consistent

Block 10 minutes monthly to review
P&L and Balance Sheet
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FREQUENTLY ASKED QUESTIONS

It's normal to have questions. Here are plain-language answers to the most common ones:

How often will my bookkeeper need information from me?

Most bookkeeping relationships work best with a monthly rhythm. Depending on transaction volume, you may share
receipts, invoices, or notes weekly or monthly. Your bookkeeper will guide you on what works best for your situation.

Will | still have access to my bank accounts and bookkeeping software?

Yes — always. You keep full ownership and access. A bookkeeper is added as a collaborator with appropriate
permissions so work can be done securely without giving up your control. You can remove access at any time.

What will | need to provide each month?

Usually: bank and credit card statements (or connected feeds), receipts for key purchases, invoices or sales
summaries if applicable, and notes on anything unusual — large purchases, refunds, or new vendors.

What if my books are behind or messy?

That’'s more common than you might think. A bookkeeper can help clean things up in manageable steps — called a
cleanup engagement — then set up a routine so records stay current going forward. You don’t need to be caught up
to get started.

How quickly will | get reports?

Most bookkeepers deliver monthly reports after accounts are reconciled — typically within the first two weeks of the
following month. Timing depends on how quickly information is received and the complexity of your accounts.

Do | need to understand bookkeeping to work with a bookkeeper?

No. A good bookkeeper explains what you need to know in plain language and helps you make decisions with
confidence — without overwhelming you with accounting jargon.

What does bookkeeping cost?

Fees vary based on business size, transaction volume, and services included. Many bookkeepers offer fixed monthly
packages, which makes budgeting predictable. A free consultation is the best way to get an accurate estimate for your
situation.

What’s the difference between a bookkeeper and a CPA?

A bookkeeper manages day-to-day record keeping — categorizing transactions, reconciling accounts, and producing
reports. A CPA handles higher-level work like tax preparation, audits, and financial strategy. Many businesses benefit
from having both working together.
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READINESS CHECK: ARE YOUR BOOKS ON TRACK?

Use this quick check to assess your current bookkeeping health. Check each statement that is true for your business
today:

My business and personal finances are completely separate
| record transactions regularly — at least weekly

My accounts are reconciled every month

Receipts and documents are stored digitally and organized

| review my Profit & Loss report monthly

| review my Balance Sheet monthly

| know my current cash balance at any given time

O oOooooooo

My books are current — no more than 30 days behind

0-2 checked Getting started A bookkeeper can help you build a
solid foundation quickly

3-5 checked On your way Targeted support can close the gaps
efficiently

6-7 checked Strong system Fine-tune remaining habits and stay
consistent

8 checked In great shape Consider whether a bookkeeper could

free your time for growth

YOU DON'T HAVE TO DO THIS ALONE

Many business owners choose to work with a professional bookkeeper to stay organized, accurate, and confident —
without spending hours on financial admin each week.

= Build a simple, reliable system from the start

m  Keep records current month to month

m Reduce financial stress and confusion

m Prepare smooth, organized tax-season handoffs to your CPA

m Catch errors, duplicates, or missing entries early

m Produce clean reports you can actually use to drive decisions

With the right support, bookkeeping becomes routine — not reactive.
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YOUR FREE SMALL BUSINESS BOOKKEEPING REVIEW

OakPath offers a free 30-minute Financial Review to help you assess your current bookkeeping system. During
this session, we will:

m  Review your current bookkeeping setup
m Identify any risk or compliance concerns
= Highlight opportunities for improvement
= Answer your questions — no preparation required
Schedule Your Free Bookkeeping Review
www.oakpathbookkeeping.com | (360) 215-1099

SECURITY & CONFIDENTIALITY

Professional bookkeepers use secure, encrypted systems to protect financial information. Your records remain
private, controlled, and accessible only to authorized users.

Trust begins with security.

ABOUT OAKPATH BOOKKEEPING SERVICES

OakPath Bookkeeping Services provides trusted, reliable bookkeeping support for small businesses and nonprofits in
Jefferson County, Washington and beyond. We believe bookkeeping is more than entering numbers — it is about
creating clarity, supporting your goals, and building confidence in every financial decision you make.

Founded by Marie Osborne, a Certified QuickBooks Online ProAdvisor with 40+ years of leadership experience —
including 17 years overseeing multimillion-dollar nonprofit and county administration budgets — OakPath brings deep
expertise and genuine care to every client relationship.

We serve clients locally in Jefferson County and throughout Washington State through secure, cloud-based
bookkeeping services that are organized, accessible, and always reliable.

Trust Your financial records are handled with care, discretion, and complete integrity
Accuracy Precise, up-to-date records that support confident decisions and clean tax filings
Partnership Supportive bookkeeping so you’re never facing your finances alone

Clear records. Simple routines. Confident decisions.
Rooted in Trust. Grounded in Accuracy.
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