
Checklist for Hiring a Bookkeeper

Use the following checklist to plan and hire a bookkeeper for your business.

Fill in any additional requirements you have and check off each item when
completed.

Ste 1: Identify Your Bookkeeper’s Responsibilities:

Record daily business transactions

Maintain records and generate reports

Reconcile accounts

Help with taxes

Track performance

Other:

Other:
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Other:

Step 2: Determine Skills and Qualities Needed:

Detail-oriented and organized

Experience working with my type of business

Can integrate preferred accounting software

Trustworthy – has references or testimonials

Other:

Other:

Other:
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Step 3: Identify Where to Find Candidates:

Recommendations

Upwork

Quickbooks

Other:

Other:

Other:
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Step 4: Conduct Your Hiring Decision Process:

Narrow down candidates to a shortlist

Prepare a list of interview questions

Interview candidates and note responses

Evaluate candidates’ qualifications

Evaluate candidates’ experience

Check references

Conduct background check

Pick your new bookkeeper and agree terms

Other:

Other:

Other:
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