
How to Know If You Need a Bookkeeper

When you are in the habit of doing everything on your own, it’s difficult to know how (or when) 
to stop. Even if everything is working well for you, take a minute and see if maybe - just maybe 
- there’s something better you can devote your bookkeeping hours to that might help move 
your organization to the next level.

Start Here: 

Step 1: 
Which of these bookkeeping tasks are you doing each day, week, or month? 
Check them off as you go.

Pay weekly bills

Reconcile bank statements

Journal and data entry

Run weekly & monthly reports

Accounts receivable aging (weekly)

Accounts payable aging (weekly)

Monthly aging (monthly)

Balance sheet (monthly)

P & L (monthly)

Budget to actual (monthly)

Statement of cash flow (monthly)

Other custom reports

Maintain and manage the chart          
of accounts

Debit/credit card reconciliation

1099 preparation 

Process payroll
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Step 2: 
Look at the tasks you checked above, and estimate how much time you’re spending on those 
bookkeeping-related tasks throughout the day, week, or month. 

Day of  the Week Task Time S pen t Daily (D) ,  Weekly (W) , 
Mon th ly (M)

Step 3: 
This is probably the hardest step, but it’s also the most important. If you didn’t have to do 
those tasks, how would you spend the time? Take a minute and give it some thought. Can you 
come up with 2-5 things? We’ll wait for you.
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Play with the kids more

Be home for dinner each night

Spend more time on professional development



Step 4: 
You made it! This is the final step. If you got this far, that means you agree that there are 
things you can delegate to a bookkeeper. And that’s what we can help with. 

Think of where you are in the year and where you are with your organization’s objectives. Is 
working with a bookkeeper an option?

If so, write down what your next steps need to be to get the ball rolling. Is there someone else 
you need to talk to? Is there some research you need to do?

List out your action items - and get crazy. Put a “due date” next to them to help you stay 
accountable to take back those hours by getting out of your books.

N ext Steps: D ue Date :
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