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About BBP & Top Shelf
Both BBP and Top Shelf provide bookkeeping 
and payroll services.

BBP serves various industries, but our 
specialty is in job costing and complex 
reporting. Our primary industry is 
construction.

Top Shelf serves all verticals in the cannabis 
industry.
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So what is ‘Year End Closing’?
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The Process

Prior Year 
Entries

Reconcile Due 
To/From

Reconcile 
Bank 

Accounts

Reconcile 
Assets

Reconcile 
Liabilities

Reconcile 
Equity Analyze P&L

Verify 
Account 
Balances

Support 
Docs

Prepare 
Reports



Prior year entries
Provided by your tax preparer

 Record depreciation
 Record loan adjustments
 Close Equity Accounts

 Contributions
 Draws/Distributions

Purpose:
Tie your book balances to the tax return



Reconcile Due To/From
Match your In’s to your Out’s



Reconcile Bank Accounts
ALL Bank Accounts
• Checking
• Savings
• Money Markets

& Cash Accounts
• Cash Clearing: PayPal, Square, Venmo
• Petty Cash

Review Uncleared Transactions
Uncleared checks Tax Payments

TIP: Did you add an expense instead of Matching to a payment?

End a month with a negative balance



Reconcile Assets

Record all asset changes
 Vehicles
 Equipment
 Furniture

Did you Sell, Buy or Take a Loss?

Discuss with your tax preparer whether to capitalize an asset or not.
 This is a critical business issue because it could influence the profits or losses of a business. 
 A P&L change can affect the business’s net worth, its tax liability and potentially debt covenants – the financial 

ratios required by a lender.

Key qualifications of a fixed asset are:

 The item must have a useful life of one year or more
 Must be productive in business operations
 Investments such as vacant land or buildings would not be considered fixed assets because they are not 

currently used in conducting business



Reconcile Liabilities

Credit cards: Reconcile

Tax Liabilities

Reconcile ALL LOANS to your 12/31 statement balances

What goes in
Must come out



Reconcile Equity

 Review your Contributions for business income
 Review your Draws/Distributions for business expenses
 Verify your InterCo balances still match



Analyze P&LTime to Play
Spot the Difference

Look for inconsistencies

Look for negatives 
in the wrong place

Categorize everything!
• No Uncategorized
• No Miscellaneous
• No Ask My Accountant



Verify Account Balances



Verify Account Balances (cont.)



Support Docs



Get A Head Start
1099s
• Pull a Vendor Summary Report
• Did you buy a SERVICE? YES
• Did you pay them $600+? YES
• Are they NOT a corporation? YES
YES to allGet a W9 form!

W2s
• Pull an Employee Details report
• Are the SSN correct?
• Did you have employees move? 
• Do you have corrected addresses?

Pre-Reconcile the Year
• Reconcile Monthly and Quarterly
• Reconcile in December through November
• In December, update your loans 

Support Documents
• Did you buy/sell an asset?
• Did you get a loan?
• Did you have an insurance claim?



Thank you

Jennifer Blazer

(575) 644-7659

admin@bbpservicesllc.com

www.bbpservicesllc.com
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