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What Bookkeeping Includes
A Clear Overview of Our Role at Bay Bookkeeping
At Bay Bookkeeping, we believe clarity creates better working relationships. This paper explains what bookkeeping includes, what it does not include, and how our work supports both you and your tax professional.
Bookkeeping and tax preparation work hand in hand, but they are distinct services. Understanding that distinction helps ensure smoother communication, cleaner records, and fewer surprises at tax time.

What Bookkeeping Includes
Bookkeeping is the ongoing process of accurately recording, organizing, and maintaining your business’s financial activity. It forms the foundation for reliable financial reporting and tax readiness.
Clean, Accurate Financial Records
We keep your books current and accurate by:
· Categorizing income and expenses
· Reconciling bank and credit card accounts
· Tracking assets, liabilities, and loans
· Maintaining a clear and consistent chart of accounts
· Recording payroll entries when applicable
Organized Supporting Documentation
Strong books are supported by strong records. Our work includes:
· Organizing and storing receipts and source documents
· Matching invoices to payments
· Tracking deductible expenses
· Maintaining mileage or reimbursement logs when information is provided by the client
Financial Reporting
We prepare standard financial statements that business owners and tax professionals rely on:
· Profit & Loss Statement
· Balance Sheet
· Cash Flow Statement
These reports provide insight into how your business is performing and serve as the primary input for tax preparation.
Ongoing Review and Issue Detection
Regular bookkeeping allows us to identify and resolve issues early, including:
· Missing or duplicate transactions
· Misclassified expenses
· Unreconciled accounts
· Owner draws recorded incorrectly
· Personal expenses mixed into business accounts
Addressing these items throughout the year prevents costly cleanup later.
Compliance Support (When Included in Scope)
Depending on your service agreement, bookkeeping may also include:
· Sales tax tracking
· Payroll-related recordkeeping
· 1099 preparation support, including W-9 collection and contractor payment tracking
Supporting a Smooth Tax Season
While bookkeepers do not file tax returns, accurate and well-maintained books make tax preparation faster, smoother, and more efficient for both you and your tax professional.

What Bookkeeping Does Not Include
Certain responsibilities fall outside the bookkeeping scope and are handled by licensed tax professionals such as CPAs or Enrolled Agents.
Tax Filing
Bookkeeping does not include preparing or filing tax returns, including:
· Individual or business income tax returns
· Entity returns (S-corporations, partnerships, etc.)
· State tax returns
· Payroll tax filings unless separately contracted
Tax Advice or Planning
Bookkeepers do not provide:
· Entity selection advice
· Tax minimization or depreciation strategies
· Interpretation of IRS regulations
· Audit representation
IRS Representation
Bookkeepers do not sign, submit, or represent clients before the IRS.

The Simple Explanation
Bookkeepers prepare the numbers.
Tax professionals file the numbers.
Both roles are essential. When each stays in its proper lane, clients benefit from cleaner records, clearer reporting, and a more efficient tax process.

