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WELCOME TO YOUR SMALL BUSINESS BOOKKEEPING STARTER KIT

Running a small business means wearing many hats — sales, service, customer care, and somewhere in the
background, bookkeeping. When bookkeeping feels confusing or easy to postpone, small issues quietly grow. Reports
feel uncertain. Tax season becomes stressful. Cash flow feels harder to predict.

This guide is here to help. You will learn a simple 7-step system to organize your books, maintain accurate records,
and build financial confidence — without needing an accounting background.

Clear systems. Steady routines. Financial peace of mind.

Who This Guide Is For
= Small business owners and solo entrepreneurs
m Service-based and product-based businesses
s Growing companies managing finances in-house
= Anyone who wants cleaner books without the overwhelm

No bookkeeping experience required. No accounting degree needed. Just a commitment to showing up consistently
for your finances.

WHY SMALL BUSINESS BOOKKEEPING MATTERS

Bookkeeping is more than recordkeeping. It is the foundation of every smart business decision. When your books are
accurate and current, you can see exactly where your money is going, what is profitable, and where you have room to
grow.

Strong bookkeeping helps you:

Keep tax filings accurate and avoid costly penalties

See real profit — not just revenue — so you know what you actually keep

Support cash flow planning so you are never caught off guard

Prevent costly surprises like unexpected tax bills or overdrafts

Build credibility with banks, lenders, and investors

Make confident pricing and hiring decisions based on real data

Save time and money at tax season when your CPA has clean records to work with

When your books are clear, running your business feels steadier and more confident. You stop guessing
and start knowing.

AT A GLANCE: THE 7 STEPS TO CLEAN BOOKS

Each step builds on the last — simple, steady progress toward financial clarity.

Set up a clear, organized Chart of Accounts
Separate business and personal finances completely

Create a consistent monthly bookkeeping routine
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Categorize every transaction correctly
Store receipts and documents digitally
Review financial reports every month

Stay tax-ready all year long

SET UP YOUR CHART OF ACCOUNTS

Your Chart of Accounts is the backbone of your bookkeeping system — the master list of every category used to
record income, expenses, assets, liabilities, and equity. Set up correctly from the start, every report you run will be
clear and meaningful.

Why it matters:
m Makes tax preparation faster and less expensive
s Ensures your Profit & Loss and Balance Sheet reports are accurate
m Prevents misclassified transactions that can trigger IRS questions
= Gives you a clear picture of where every dollar comes from and goes

[ |
‘ Typical Chart of Accounts Structure ‘

Income Product sales, service revenue, consulting fees, other income
Cost of Goods Sold Materials, direct labor, subcontractors
Operating Expenses Rent, utilities, insurance, software subscriptions
Marketing & Advertising Social media ads, printing, website costs
Professional Services CPA fees, legal fees, bookkeeping
Payroll & Labor Wages, payroll taxes, benefits
Office & Admin Supplies, postage, subscriptions
Assets Bank accounts, equipment, accounts receivable
Liabilities Credit cards, loans, accounts payable

Equity Owner contributions, retained earnings

Quick Win

Review your current Chart of Accounts and remove duplicate or unused accounts. A clean list of 30-50 accounts
works better than a bloated list of 100+.

www.oakpathbookkeeping.com (360) 215-1099 2
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SEPARATE BUSINESS AND PERSONAL FINANCES

Mixing personal and business transactions is the single most common bookkeeping problem — and one of the most
damaging. It makes your books unreliable, your reports inaccurate, and your tax deductions harder to defend.

Why clear separation matters:
= Simplifies recordkeeping — every transaction has a clear home
m Protects your tax deductions — mixed expenses can disqualify legitimate deductions
m Reduces audit risk — the IRS looks closely at businesses with mixed accounts
m Makes your reports meaningful — you can see true business performance
m Protects personal assets — mixed finances can pierce corporate protection in a legal dispute

Action Steps:
m  Open a dedicated business checking account if you have not already
=  Apply for a business credit card used exclusively for business expenses
= Stop using personal accounts for any business purchases
m If you have already mixed transactions, flag them for cleanup — do not ignore them
= Pay yourself a regular owner draw or salary from the business account

Quick Win
Even as a sole proprietor, a separate business bank account takes 30 minutes to open and immediately simplifies
your bookkeeping. Do this first if you have not already.

CREATE A MONTHLY BOOKKEEPING ROUTINE

Consistency is the single most important habit in bookkeeping. Business owners who set aside dedicated time each
month maintain clean books year-round and never face the dreaded year-end scramble. The key is making it a
routine, not a reaction.

Your Monthly Bookkeeping Checklist:

Record all income received during the month

Record all expenses paid during the month

Reconcile your bank account(s) to your bookkeeping software
Reconcile all credit card accounts

Upload and attach receipts for all transactions

Categorize any uncategorized transactions

Review unpaid invoices (accounts receivable)

Review unpaid bills (accounts payable)

m  Run your Profit & Loss report and review it

»  Run your Balance Sheet and review it

Recommended Tools:

m  QuickBooks Online — most widely used; integrates with banks, PayPal, Stripe, and more
m  Xero — excellent alternative with strong reporting features

m Dext or Hubdoc — receipt capture apps that auto-extract data

m  Google Drive or Dropbox — secure document storage for receipts and records
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Time reality check: Most small businesses with organized systems maintain clean books in 1-3 hours per
month. The first few months may take longer as you build the habit — but it gets faster every time.

CATEGORIZE TRANSACTIONS CORRECTLY

Every transaction needs to be assigned to the right category in your Chart of Accounts. Accurate categorization
makes your financial reports trustworthy and keeps your tax return accurate. Miscategorization is one of the most
common causes of bookkeeping cleanup work.

Why does correct categorization matter?

m Tax deductions are only valid when expenses are properly categorized

s Profit and loss reports are only accurate when income and expenses are in the right accounts
m  Your CPA can prepare your return faster — saving you money — with clean categories

= You can make better pricing and spending decisions when reports reflect reality

[ |
‘ Common Categorization Mistakes to Avoid ‘

Putting everything in 'Miscellaneous' = Use specific accounts — Miscellaneous should rarely be used

Mixing meals with office supplies Use separate accounts for each expense type
Recording owner draws as Owner draws go to Equity, not expenses
expenses
Expensing large equipment Equipment over $2,500 is typically a fixed asset, not an expense
purchases
Guessing on unclear transactions Flag it with a note and ask your CPA or bookkeeper
Quick Win

Create a simple one-page category reference sheet for your most common transactions. This saves time every
month and keeps categorization consistent.

STORE RECEIPTS AND DOCUMENTS DIGITALLY

The IRS requires businesses to keep records for a minimum of 3—7 years depending on the type of document. Paper
receipts fade, get lost, and create stress at audit time. A simple digital document system eliminates that risk entirely —
and makes tax preparation much faster. (Important Note: Very record retention recommendations for your services).

[ ]
‘ What to Keep and For How Long ‘

Document Type Retention Period

Bank and credit card statements 7 years minimum
Receipts for business expenses 7 years minimum
Payroll records 7 years minimum
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Tax returns and supporting documents 7 years minimum
Contracts and legal agreements Permanently

Asset purchase records Life of asset + 7 years
Corporate formation documents Permanently

Simple Digital Filing System:
m Create a folder structure by year, then by month
m Photograph or scan receipts immediately after purchase
m Use a receipt capture app like Dext, Hubdoc, or your phone's notes app
m Match each receipt to its transaction in your bookkeeping software
m  Back up files to a second location — cloud storage plus local backup
= Never rely on credit card statements alone — actual receipts are required for audit

Quick Win
Set a weekly 10-minute receipt upload habit — every Friday, photograph and file that week's receipts before the
weekend. This takes less time than a monthly scramble.

REVIEW FINANCIAL REPORTS MONTHLY

Your financial reports are not just for your CPA at tax time. They are powerful decision-making tools that tell the real
story of your business — what is working, what is not, and where opportunities exist. Reviewing monthly means
catching problems earlier and making better decisions.

The Three Core Reports to Review Every Month:

1. Profit & Loss Statement (P&L)

m  Shows total income, total expenses, and net profit or loss for the period
= Look for: unusual expense spikes, declining income trends, categories growing faster than revenue
= Ask yourself: Is my profit margin healthy? Are expenses growing faster than income?

2. Balance Sheet

m  Shows what your business owns (assets), what it owes (liabilities), and your equity
m Look for: growing debt, declining cash, accounts receivable aging too long
m Ask yourself: Is my business financially healthy? Can | cover my obligations?

3. Cash Flow Summary

m  Shows how cash actually moved in and out — separate from profit

m A business can be profitable on paper but cash-poor if timing is off

m Look for: periods where cash gets tight, large outflows that could be anticipated
m Ask yourself: Do | have enough cash on hand for the next 60—90 days?

Schedule a 20-minute "Monthly Money Meeting" with yourself on the same day each month. Treat it like an
appointment you cannot miss. Review all three reports, note any concerns, and make one small financial
decision based on what you see.
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STAY TAX-READY ALL YEAR LONG

Tax season does not have to be stressful. Business owners who maintain clean books year-round arrive at tax time
with everything their CPA needs — and often pay less in CPA fees because the work is already done. The goal is to
make tax season a non-event.

Year-Round Tax Readiness Habits:

= Keep books current — reconcile monthly without letting it fall behind

= Store all receipts digitally with clear categories

m Track mileage if you use a vehicle for business (use MilelQ or a mileage log)
m Set aside estimated quarterly tax payments — typically 25-30% of net profit
»  Keep a running list of large purchases that may be depreciable assets

= Note any home office usage for potential deduction

m Track business meals — note the purpose and who attended

s Communicate with your CPA mid-year, not just at tax time

[ |
Quarterly Tax Deadlines to Know ‘

Quarter Estimated Tax Payment Due

Q1 (Jan—Mar) April 15

Q2 (Apr—May) June 15

Q3 (Jun-Aug) September 15

Q4 (Sep—Dec) January 15 of following year
Quick Win

Set calendar reminders for all four quarterly estimated tax deadlines right now. Missing these payments results in
penalties — even if you pay in full at year-end.

YOUR MONTHLY BOOKKEEPING CHECKLIST

Print this checklist and use it every month to keep your books current and stress-free. Consistency is everything. A
printable version is included at the end of this guide.

Record all income and expenses from last month
Reconcile all bank accounts

Reconcile all credit card accounts

Upload and attach all receipts to transactions
Categorize any uncategorized transactions
Review and follow up on unpaid invoices

Run your Profit & Loss report — review for anomalies

Run your Balance Sheet — check cash and debt levels
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Review Cash Flow — anticipate next month's needs
File all financial documents for the month
Note any questions for your bookkeeper or CPA

Monthly Check estimated tax position if self-employed

5 COMMON BOOKKEEPING MISTAKES AND HOW TO AVOID THEM

Mixing personal and business finances Open a dedicated business bank account and credit card immediately
Falling behind on reconciliations Reconcile monthly — never let it go more than 30 days

Missing receipts and documentation Photograph receipts immediately — same day, every time

Guessing on transaction categories Flag unclear items with a note and ask your CPA rather than guessing
Waiting until year-end to catch up 30 minutes per week beats a 40-hour year-end cleanup every time

YOU DON'T HAVE TO DO THIS ALONE

Many small business owners reach a point where bookkeeping takes more time than it should, or where they simply
want the confidence that comes from knowing a professional has their back. Working with a professional bookkeeper
is not a luxury — for many businesses, it is one of the best investments they make.

A professional bookkeeper helps you:

m Keep books accurate and current every month — no backlog, no scramble

Save time to focus on what you do best — running and growing your business
Reduce tax season stress — your CPA gets clean, organized records

Catch errors and discrepancies early before they become expensive problems
Understand your numbers — with regular reports and clear explanations

Make confident decisions — pricing, hiring, expansion — based on real financial data

With the right systems and support, bookkeeping becomes a source of stability — not frustration. Clear books
mean confident decisions, calmer tax seasons, and a business you can grow with confidence.

YOUR FREE SMALL BUSINESS FINANCIAL REVIEW
OakPath offers a free 30-minute Small Business Financial Review. During this session we will:

m Review your current bookkeeping setup and identify any gaps
= Identify opportunities to save time and reduce errors

m  Give you 3 clear next steps toward cleaner books

» Answer your bookkeeping questions — no preparation required

Schedule Your Free Bookkeeping Review
(360) 215-1099 - www.oakpathbookkeeping.com
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SECURITY & CONFIDENTIALITY

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

A ‘ Rooted in Trust. Grounded in Accuracy.

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 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 are never facing your finances alone

Organized books support strong businesses.

You've already taken the first step by learning a simple bookkeeping system.

Now let's keep that momentum going — toward clarity, confidence, and financial peace of mind.
Rooted in Trust. Grounded in Accuracy.
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MONTHLY BOOKKEEPING CHECKLIST

Printable Resource

Use this checklist each month to keep your books organized, accurate, and stress-free. Consistent, simple
routines create reliable financial systems over time.

WEEK 1 — RECORD & RECONCILE

0 Record all income and expenses from the previous month
0 Reconcile all bank accounts
[0 Reconcile all credit card accounts

WEEK 2 — ORGANIZE & REVIEW

O Upload and attach all receipts to transactions
[0 Categorize any uncategorized transactions
0 Review and follow up on unpaid invoices

WEEK 3 — REVIEW FINANCIAL REPORTS

O Run your Profit & Loss report — review for unusual activity
0 Run your Balance Sheet — check cash and debt balances
0 Review Cash Flow — anticipate upcoming needs

WEEK 4 — FINALIZE & DOCUMENT

[ File and organize all financial documents for the month
0 Note any questions for your bookkeeper or CPA

MONTHLY CHECK-IN

0 Review your estimated tax position (if self-employed)

TIP

Choose a consistent day each week to complete these steps. Small, steady habits keep your books
accurate, reduce stress, and support confident decision-making.
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