WEEKLY CHECKLIST

Sales Processing
· Review Work In Process – Costs from JC report to check status of open jobs, and to identify jobs needing invoicing
· Pay salesperson commissions

Installation
· Print the installer payable report and submit installer payments to AP or payroll

Purchasing
· Review all open PO’s and close any obsolete or fully received PO’s

Accounts Receivable
· Review A/R Aging report and make notes on any collection efforts
· Identify A/R balances to be written off
· Post payments and/or credits to invoices to clear zero balance A/R

Manager
· Review Inventory Audit report
· Review open quotes

Accounts Payable
· Select and print A/P invoices to be paid
· Print Checks
· Print Check Register
· Review AP Invoice Listing Report looking for missed terms, incorrect 
dates, and due dates prior to current date
· Review the A/P Received Not Invoiced report and call/download from vendor any missing invoices

Warehouse
· Perform weekly cycle count
· Make remnants as needed

General Ledger
· Reconcile A/R Aging, A/P Aging and Customer Deposit Aging to Trial Balance
· Make payroll journal entries


All reports can be printed to PDF unless otherwise stated.
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