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Handover Checklist
While it is not a formal requirement to provide a handover to a bookkeeper taking over a client’s accounts, we recommend using a handover checklist as a professional courtesy to let the incoming bookkeeper know about the state of the client’s accounts. 
Often there are matters that remain unfinished when a client decides to change bookkeepers that you wish to inform the next bookkeeper about.

The handover checklist is an opportunity to communicate professionally with a fellow bookkeeper and let them know of practical information the client may not be aware of, queries in process, matters needing further investigation, or documentation required. 
	Handover Checklist
	Notes and Dates

	Business authorised contact person/s
	

	Business accountant contact
	

	Business bookkeeping or admin staff
	

	Accounting software subscription held by
	

	Last backup if relevant
	

	Registrations

GST

PAYGW

PAYGI

FTC

WET

FBT 
	

	Reconciliations
Bank accounts

Cash accounts

Credit cards

Online payment accounts

Vehicle loan

Equipment loan

Inter entity loan

Clearing accounts

Contra accounts


	Date of last reconciliation

	Balance sheet accounts verified or reconciled
GST

PAYGW

Superannuation

Accounts receivable

Accounts payable

Asset register
Stock on hand value

Director loan
	

	Payroll 
Number of employees

Timesheets

Pay run cycle

Payroll tax – one or multiple states 

Labour hire or agency arrangements
	

	Cash flow projection
Budget prepared
	

	Last tax return completed
	

	Outstanding issues (examples)
Documents required, eg sale or purchase of assets, amortisation schedule
Accounts receivable bad debts to be confirmed

Accounts payable credits, refunds, etc

Superannuation guarantee charge statement

Taxable payments annual report

Employee records missing
Private use percentage of business vehicle or equipment


	

	Shared document storage access
Example – Dropbox, Google, SharePoint
	

	Subscriptions held by outgoing bookkeeper to be allocated to business owner (examples)
Shared document storage

Accounting or payroll software

Online payment platforms


	

	Provide your contact details if you are willing to be contacted about any handover matters
	

	Confirm date by which you will remove client from ATO online services for agents
	

	Confirm all user access to the client’s accounting software and other apps or systems have been removed
	

	Confirm the client has authorised this handover checklist to be provided to new bookkeeper
	



