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Month End Close
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Responsibility Date Due January
Book Cash account reconciling items -2 1/29/2003
Expense Expense prepaid insurance -2 1/29/2003
Prepaids Expense prepaid employee parkin -2 1/29/2003
Expense prepaid ren -2 1/29/2003
Expense prepaid employee bus passe -2 1/29/2003
Expense prepaid license technolog -2 1/29/2003
Expense capitalized technolog -2 1/29/2003
Expense prepaid tradeshow: -1 1/30/2003
Expense prepaid market researc N -1 1/30/2003
Expense applicable Short-Term deposit -2 1/29/2003
Expense prepaid services & supplie: -2 1/29/2003
Miscellaneous Post: Depreciation
Reconcile Asset Module to G/I TBD
Open next period for entries into the G/ ) 2 1/29/2003
Record deferred rent expens: AU -2 1/29/2003
Record long term to short term deferred rent.adjustme 2 1/29/2003
N
Accrue Business insurance ) j -2 1/29/2003
Accrue use tax on internal use of praduc Day 0 1/31/2003
Record company store transaction: -1 1/30/2003
Process reversal for prior period reversing journal entrie -2 1/29/2003
Prepare monthly journal gntry listin +5 2/5/2003
)
Recurring Contract docum\en\i‘a@(r : ) -1 1/30/2003
Accruals Contract developmen-.
Degjsion Graphics -2 1/29/2003
Investor relaions accryz) 2 1/29/2003
Corporate donation-actyuz 2 1/29/2003
Personal property ta: 2 1/29/2003
Accounting\Tax Preg 2 1/29/2003
Contract technical suppor
Le@al\ -1 1/30/2003
Bo Ieés@erminatim -2 1/29/2003
/ In +5 2/5/2003
Ac¢rug B8O Tax Interest expenst 2 1/29/2003
Q?:ctue/Directors Options -2 1/29/2003
| L~ |Recruiting\market research\reference check -1 1/30/2003
|Enployee training cost: -1 1/30/2003
{Employee education reimbursemer -1 1/30/2003
Misc. HR and Benefit costs -1 1/30/2003
Marketing www 0 1/31/2033
Accruals Marketing collateral purchases\creative service -1 1/30/2003
Public relations -1 1/30/2003
Market Researct -1 1/30/2003
Direct Marketing -1 1/30/2003
Outbound campaigr 0 1/31/2033
Distribution channel promotiol -1 1/30/2003
Corporate channel promotio -1 1/30/2003
Corporate Sales Project: -1 1/30/2003
Agency fees -1 1/30/2003
Media placemen -1 1/30/2003
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Ad production -1 1/30/2003
schedules n/a 1/31/2033
Events -1 1/30/2003
Payroll Period-end salaries accruz n/a
Period-end payroll tax accrus n/a
Month-end salaries entr Day 0 1/31/2003
Month-end payroll tax entr Day 0 1/31/2003
Mid-month salaries entr /1)) Day -15 1/16/2003
Mid-month payroll tax entr Day -15 1/16/2003
Short-term disability accrua Day 0 1/31/2003
Vacation accrua Day 0 1/31/2003
Industrial Insurance / Workers Compensatiol Day 0 1/31/2003
Employer share of 401k accrue Day 0 1/31/2003
401k administration fee accrual: [( Day 0 1/31/2003
Outsourced payroll provider fee )) 5 2/5/2003
Recruiting allocatior ~( Day 0 1/31/2003
Relocation expense: Day 0 1/31/2003
Verify salary expense: ) 3 2/3/2003
Update allocation spreadshe/e\ 3 2/3/2003
Bonus Executive n/a
Accruals F&O -2 1/29/2003
Corporate Sales Day 0 1/31/2003
Channel Sales (L 9) Day 0 1/31/2003
Direct Marketing Day 0 1/31/2003
Directors/General Manager: Day 0 1/31/2003
Hiring Day 0 1/31/2003
Relocatior 1 \) Day 0 1/31/2003
Referral Day 0 1/31/2003
Prepare quarterly sales. commission
Prepare quarterly. GM bohuse:
A(
=
Banking [ (Prépareweekly direct sales banking enti
(] - Week
- Week :
(7 \ - Week
- Week ¢
- Week ¢
Process weekly direct sales banking entr
- Week -
- Week :
- Week {
- Week ¢
- Week ¢
Book investment activit 2 2/2/2003
Mark to market investment calculatio 2 2/2/2003
Post Bank interest earnec +2 2/2/2003
Post interest earned - Notes Receivabl +2 2/2/2003
Prepare entries for stock purchase: +2 2/2/2003
Process entries for stock purchases +2 2/2/2003
Quarterly reconciliation of petty cas -1 1/30/2003
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AR Reconcile A/R module +2 2/2/2003
Close A/R module +2 2/2/2003
Reconcile and schedule out the manual receivables accou +2 2/2/2003
Update A/R Summary (domestic +2 2/2/2003
Update A/R Summary (internationa +2 2/2/2003
Accrue Sales Tax Payabl¢ +2 2/2/2003




