                                     Monthly Task Checklist & Process
  
Month-End System Readiness Check
1. Ensure GP system stability before month-end close.
2. Communicate posting cut-off timelines to all users.
Manufacturing Order (MO) Closure Review
1. Ensure completed Manufacturing Orders are properly closed.
2. Review status of open or partially completed MOs.
WIP Reconciliation & Adjustment
1. Reconcile WIP balances with production and inventory records.
2. Post adjustment entries if required.
Inventory Stock Reconciliation
1. Reconcile physical inventory with system stock.
2. Identify shortages or excess inventory
Scrap & Yield Analysis
1. Analyze monthly scrap, rejection, and yield.
2. Create corrective action plans for high scrap areas.
Costing & Variance Analysis
1. Analyze monthly actual vs standard production costs.
2. Identify material, labor, and overhead variances.
Purchase Accrual & GR/IR Review
1. Post accruals for goods received but invoices pending.
2. Ensure purchase costs are reflected in the correct month.
Sales Revenue & Dispatch Reconciliation
1. Reconcile sales dispatches with invoicing.
2. Identify and correct unbilled dispatches.

Sub-Ledger to GL Reconciliation
1. Reconcile sub-ledgers with General Ledger.
2. Resolve differences before month close.
Fixed Asset Review
1. Review asset additions, capitalization, and depreciation.
2. Incorrect postings impact financials.
Financial Posting & Month Close
1. Post all required journals and perform GP month-end close.
2. Lock the closed month.
Management Reporting
1. Prepare monthly production, inventory, cost, and profitability reports.
2. Reports support management decisions.
Compliance & Audit Preparation
1. Prepare month-end data for audit and compliance.
2. Ensure proper documentation of manufacturing and inventory records.
Backup, Archival & Data Validation
1. Perform full backup and data archival after month close.
2. Verify data integrity.
Month-End Review & Next Month Planning
1. Review monthly performance and improvement areas.
2. Finalize production and material planning for the next month.
