	Month & Year:
	

	Task
	Checklist
	Notes

	Bill Payments
	☐ 	Confirm all bills are paid
	☐ Rent/Mortgage
	☐ Water/Power/Gas
	☐ Phone/Cable/Internet
	☐ Cleaning/Gardening Services
	☐ Vehicle payment
	☐
		☐
		☐
	

	Bank Reconciliations
	☐ 	Review bank statement for any fraudulent charges. Report to bank.
☐ 	Match receipts to bank statement & staple together
☐ 	File reconciled statement
	

	Credit Card Reconciliations
	☐ 	Review credit card statement for any fraudulent charges. Report to credit card company.
☐ 	Match receipts to statement & staple together
☐ 	File reconciled statement
	

	Attorney Mileage
	☐ 	Finalize mileage tracking
☐ 	Reimbursement done
☐ 	File record
	

	Attorney Reimbursements
	☐ 	Gather all receipts for costs paid by the attorney personally
☐ 	Gather attorney bank/credit card statements to prove payments made by attorney
☐ 	Total amount to reimburse
☐ 	Reimbursement done
☐ 	File record
	

	Attorney Invoice (if applicable)
	☐ 	Finalize time tracking
☐ 	Prepare invoice to adult
☐ 	Reimbursement done
☐ 	File record of time, invoice and reimbursement
	

	Review Calendar
	☐ 	Reviewed calendar of key dates and actioned any items which were due
	

	Other:
	
	



