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Who am I? 

● Public Accounting Since 2002

● Founder of The Designer CPA 

● Masters Degree, Taxation

● Masters Degree, Secondary Education

● Adjunct Professor, Financial Accounting  
and Taxation Classes
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Monthly Bookkeeping Checklist 
• Confirm all bank and credit card accounts have been reconciled 
through the previous month end 

• Review the Aged Accounts Receivable Report 

• Review Open Client Deposits by Project

• Review the Aged Accounts Payable Report

• Review Open Vendor Deposit Report by Project

• Review All Work In Progress Items to ensure that clients are being 
invoiced in a timely fashion 

• Review the Balance Sheet 

•Review the Profit and Loss Statement
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HOW TO CHECK ON WHEN YOUR ACCOUNTS WERE LAST RECONCILED 

If you have a bookkeeper or a team member in charge of reconciling each bank and credit card account, you can check to see 
when the last time each account was reconciled by going to the “Bank Register” screen.
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HOW TO CHECK ON WHEN YOUR ACCOUNTS WERE LAST RECONCILED 
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HOW TO CHECK ON WHEN YOUR ACCOUNTS WERE LAST RECONCILED 
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Balance sheet introduction
 What is it?

• A snapshot of a company’s position

• The only financial statement which applies to a single point of time 
in a business’ calendar year

• Balance Sheet is made up of assets (company benefit), liabilities 
(company obligations), and equity (total net assets of the company)

• Accounting equation - Assets MUST EQUAL Liabilities Plus Equity

7



luannnigara.com 8



luannnigara.com

Balance sheet – QBO 
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Profit and loss introduction

 What is it?

• A financial statement that shows the company’s revenues and expenses 
during a particular period.

• Most Accounting software allow you to customize a profit and loss to view 
the totals for any specific time period (monthly, quarterly, annual)

• Revenue can be broken down as specific as you want (product, design fees, 
shipping/freight, other)

• Expenses broken down between Cost Of Goods Sold and Operating 
Expenses

• Gross Margin can be calculated using the Profit and Loss Statement

10
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Aged Accounts Receivable Report 
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Aged Accounts Receivable Report by Client Detail
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Aged Accounts Receivable Report by Client Detail
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Aged Accounts Receivable Report by Client Detail
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Hint – Don’t let QBO Assume What Invoices Get Applied! 
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Hint – Don’t let QBO Assume What Invoices Get Applied! 
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How To Deal With Integration Issues 

19

• If you use another cloud-based design software that integrates 
Into QBO you must check both programs by project on a weekly 
Basis
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Aged Accounts Payable Report by Client Detail
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How Many Bank Accounts Should  I have?  

23

• Cost of Goods Sold Account (Proposals for Products)

• Operating Expenses

• Owner’s Pay 

• Profit Account

• Sales Tax Account 

• Income Tax Account 

• Savings Account
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Liquidity Check Example
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See Liquidity Check 
Worksheet
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Why Is The Profit Not The Same As What Is In My Checking Account?
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Profit is the ending net income at the end of any profit and loss statement 
found in QBO.   

You could have a higher or lower number for a profit than what the total of 
the actual cash in your bank account 

Why is Profit Lower?  Money that is “Not Yours” is still in the bank account ;  
Large Balances still on Credit Cards or Other Liabilities 

Why is Profit Higher?  Owner’s Draw for personal does not reduce the 
profit;  could have used extra cash to pay off old liabilities 
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How Much Money Should I Keep In My Bank Accounts?
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At a minimum, you should keep in your bank account enough to:

Pay Sales Tax Collected In The Future

Outstanding Retainers from Clients 

Enough to Pay Two Months of Fixed Operating Expenses if you had no Revenue over a 
period of time (i. e.  Stay At Home Order Forces Business To Temporarily Shut Down)
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Now I know How Much Money I have… What Do I Do With It?
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Do you have two to three months worth of fixed overhead expenses saved in a separate 
savings / reserve bank account?  

Have you saved funds for potential quarterly income tax payments that will be due throughout 
the year?  

Have you been thinking of investing in new things for your business? 

i.e Photography fees for a large project, new website, increase marketing budget, save for a 
potential new employee 
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“By definition, saving, for anything –
requires us to not get things now so 
that we can get bigger ones later.”  
- Jean Chatsky
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The Budget Checklist For Your Business 
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• Make a list of your fixed expenses – the ones that must be spent in order to keep 
your business open 

• Make a list of your variable expenses – the ones that you spent in your business, but 
can change or may not be necessary for every time period
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The Budget Checklist For Your Business 

31

• For cash inflows, make a list of all of the different ways your company earns revenue

• Confirm total cash inflow is higher than cash outflow during the budget period

• The ending cash balance in the first month will become the beginning cash balance 
for the next month. 

• Be consistent  - check in on the budget numbers compared to the actual numbers 
throughout the year to ensure you are keeping on track.  
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What Other Items Should You Consider For Your Budget? 
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• All Loan Payments – make sure it is the total payment both principal and interest

• Allocate For Savings To Build A Reserve Every Month 

• Income Tax Allocation – ask your tax preparer to give you an amount each quarter 
that you will owe in taxes and allocate that on a monthly basis

• Any Other Investments that you are saving for – include that in your budget to ensure 
success 



luannnigara.com

The Budget Template Worksheet
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Monthly Profit and Loss 
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Is it Time to Hire A New Employee?
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• Do you need a full time or part time employee? 

• How often is the new employee going to be profitable?  Administrative 
or project or a hybrid of both? 

• How long do you expect the new employee to have to be trained before 
they are at a level to maximize billable time? 

• Have you saved  extra cash to fund the total cash necessary to hire this 
employee? 
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What are all of the fees to consider with a new employee? 
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• Payroll Taxes (Assume 8%) 

• Unemployment Taxes

• Worker’s Compensation Insurance 

• Benefits? What will you need to provide in order for the employee to stay with you 
long term? 
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Case Study 
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Reese Design is looking for a new designer to join their growing team.  After interviewing 
several clients, the owner has narrowed down her search and is about to make an offer for a 
full time designer with 2 to 3 years of experience.  While she knows how much she needs to 
offer in order to be competitive in the market place, she is wondering if she can afford the new 
hire.  

FACTS:   

• $70,000 per year Salary 
• Health Insurance (50% paid by employer)
• 401K Match (3% MAX) 
• Gym Membership Benefits ($50 per month) 
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Case Study 

38

Annual Cash Requirements: 

Salary  $70,000
Health Insurance               6,000
401K Match (3%)              2,100
Gym Membership                 600
Payroll Taxes (8%)            5,600 
Worker’s Comp Ins              400 

Total Cash Required in One Year  =  $84,700

Total Cash Required Every Month = $7,058.33
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Case Study 
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• Now that Reese has an idea of how much cash is required, we need to determine how 
much cash the employee will be bringing into the business.  

• How much does Reese expect to bill out to clients for the new employee’s time?  We will 
assume that after two months of training, the new employee will be spending 75% of his or 
her time billing to each client

• Reese will be billing clients at $125 per hour for the new employee 

• Per month, the new employee will bill out 120 hours  (40 hours / week X 4 weeks X 75%)

• Design Fees per month for employee  $15,000   ($125 / hour X 120 hours)
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Case Study 

40

• Can Reese afford the new employee? 

• Cash Inflow per month - $15,000
• Cash outflow per month - $7,058

YES!! 

Factors to still consider – variable expenses 

Does Reese have at least two months of cash outflow saved while she trains the new 
employee?  $14,116

If the 75% goal to bill an hour per month decreases because of pipeline issues or if the new 
employee needs longer to train, this will affect cash flow.  
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Three Things To Do In One Day 
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1. Write down who is responsible for the following tasks: 

• Enter your daily bank and credit card transactions 
• Enter proposals / invoices / purchase orders / vendor bills
• File and pay your sales tax 
• Process payroll (if you have a time or you process a pay check)
• Confirm Reconciliation of all Bank and Credit Card Transactions
• Project and Plan for Income Tax Obligations 

2. Confirm the last time each bank and credit card account has been reconciled

3. Answer the question – do the software programs you currently use work for you?  
Do you need to book a demo to determine if another option works best for your 
unique business?
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Three Things To Do In One Week
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1. Determine if some members who are responsible for the tasks in the previous slide 
need to be replaced 

• Brainstorm and request referrals from trusted individuals on replacements 

2. Review the actual bank statement, credit card statement, and payroll processing 
reports – jot down any transactions that you don’t recognize for clarification. 

3. Time block a half hour per week to review based on the monthly bookkeeping 
checklist (include your bookkeeper or other members of your team if appropriate)
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Three Things To Do In One Month
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1. Review the Accounts Receivable and Open Client Deposit Reports per project to 
make sure that open items are consistent with how the actual project is progressing

2. Write a list of overhead expenses using the profit and loss by month report and 
decipher which expenses are fixed versus variable.  Determine your cost to stay 
open number per month.  

3. Complete a cash flow budget by month using the budget worksheet spreadsheet for 
the next 12 months and include any new employee or other investment cash 
requirements that you may have been thinking about for your business in the next 
12 months.
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Thank You!  Please Keep In Touch! 
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