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A big part of end-of-year prep is ensuring
that your financial records are accurate
and up to date, so there is a big focus on
the accounting tasks in this checklist. 

Beyond accounting, you also need to
consider general housekeeping and
forecasting items to complete in your
software.

The end of the year is the best time to
go through your software to review
items and organize your data so you are
prepared for year-end reporting and
submitting your taxes.

The data stored in your Rentec Direct is
vital for maintaining accurate tax
records and business records.

This end-of-year checklist from Rentec
Direct covers items you should review in
your account. 

There are a lot of items on this list, and if
you have been doing monthly reporting,
you will be in good shape for all your
end-of-year tasks.

COMPLETE END-OF-YEAR ACCOUNTING TASKS IN YOUR
PROPERTY MANAGEMENT SOFTWARE TO ENSURE A SMOOTH

START TO THE NEW YEAR AND AN EASY TAX SEASON. THIS
END-OF-YEAR CHECKLIST FROM RENTEC DIRECT COVERS

ITEMS YOU SHOULD REVIEW IN YOUR ACCOUNT.

If you stumble upon any data
that doesn’t match up and
you need help along the way,
please reach out to your
Rentec Direct Customer
Success Team.

NEED HELP?

THIS 
END-OF-YEAR

CHECKLIST
COVERS:

General housekeeping

Reports to review

Accounting tasks

Forecasting tasks

EMAIL: SUCCESS@RENTECDIRECT.COM
PHONE: 800-881-5139
MON-FRI 6AM TO 5PM (PST)

IN RENTEC DIRECT



Click on the notification bell icon in the upper right to review pending
tasks

Complete any open work orders

Finish pending move-outs

Review tenants, vendors, and owners for accuracy 
(including updating addresses/contact information)

Verify Tax ID numbers for your company, owners, and vendors

Review property insurance

A BIG PART OF END-OF-YEAR PREP IS ENSURING THAT YOUR
FINANCIAL RECORDS ARE ACCURATE AND UP TO DATE, SO
THERE IS A BIG FOCUS ON THE ACCOUNTING TASKS IN THIS

CHECKLIST. BEYOND ACCOUNTING, YOU ALSO NEED TO
CONSIDER GENERAL HOUSEKEEPING AND FORECASTING

ITEMS TO COMPLETE IN YOUR SOFTWARE.

PENDING TASKS IN YOUR RENTEC DIRECT ACCOUNT:

END-OF-YEAR GENERAL
HOUSEKEEPING TASKS IN
RENTEC DIRECT:

EMAIL: SUCCESS@RENTECDIRECT.COM
PHONE: 800-881-5139
MON-FRI 6AM TO 5PM (PST)

The Summary Page in your
Rentec Direct is your dashboard,
and provides at a glance items
that may need your attention.

REPORTS TO
REVIEW IN

RENTEC DIRECT:
Lease Expiration report

Delinquent Tenant report

Renters Insurance report
HELPFUL TIP: 

WHEN YOU’RE ON THE
SUMMARY PAGE, MAKE SURE

“ALL PROPERTIES” IS
INDICATED IN THE UPPER

RIGHT-HAND CORNER.



Send out any required
statements to owners and
vendors

Review and change “Uncategorized”
transactions using the category
ledger report (or operating
statement B report) by: 

All Properties
All Bank Accounts

Pull Balance Sheet* reports to
make sure accounts balance
       All Properties
       Bank Accounts
       Owners

Tenant & Owner Balances -
Review for accuracy

Confirm that you’ve
completed three-way
reconciliation each month

End-of-Year Tasks 
IN RENTEC DIRECT
CHECKLIST

Reconcile bank accounts

IMPORTANT NOTE:
To save time and keep financial
records accurate, it is highly
recommended to perform three-way
reconciliation monthly on operating
and deposit accounts.

Post expenses that need to be
entered

Check Tenant Security
Deposits for accuracy

Your Tenant Security Deposit
report will give you a current
view Owners - Send Year to Date

Statements
Vendors -Send vendor ledger
report
Tenants - Send multi-tenant
ledger report if required

*The Balance Sheet will help
with your three-way
reconciliation tasks 

Reminder: Bank balance should equal
Property and Owners combined. If tenant
security deposits are held in a separate
bank account, they should be reconciled
separately OR included in the bank total
on the balance sheet. Trial Balance B
report should match owner ledger balance
plus security deposits held.



This is a great time to review any
required or internal updates to
policies, procedures, or requirements.

END-OF-YEAR
FORECASTING TASKS:

TENANT RENTAL
AGREEMENTS

MANAGEMENT
AGREEMENTS

POLICY UPDATES – REVIEW
CHANGES THAT MAY NEED TO

BE IMPLEMENTED

INTERNAL POLICIES AND
PROCEDURES

REVIEW ANY UPCOMING TRENDS
OR CHANGES IN RATES OR FEES

REVIEW ANY UPCOMING LARGE
EXPENSES, SUCH AS REMODELS

OR IMPROVEMENTS

MARKETING PLAN – MAKE A
PLAN TO MEET YOUR BUSINESS

GOALS

3-Way Reconciliation
Worksheet
Audit Assistance Tools
Bank Account Reconciliation
Bank Sync
Transaction History Audit Log

A BIG PART OF END-OF-YEAR PREP IS ENSURING THAT YOUR
FINANCIAL RECORDS ARE ACCURATE AND UP TO DATE, SO
THERE IS A BIG FOCUS ON THE ACCOUNTING TASKS IN THIS

CHECKLIST. BEYOND ACCOUNTING, YOU ALSO NEED TO
CONSIDER GENERAL HOUSEKEEPING AND FORECASTING

ITEMS TO COMPLETE IN YOUR SOFTWARE.

RENTEC DIRECT HELP
ARTICLES TO SUPPORT 
END-OF-YEAR PROPERTY
MANAGEMENT TASKS:

YOU CAN GO TO THE RENTEC
DIRECT KNOWLEDGE BASE
TO SEARCH FOR THESE AND

OTHER HELPFUL TOPICS.

Completing the end-of-year tasks in
your property management software is
crucial for a seamless transition into the
new year and a stress-free tax season. 

The end-of-year forecasting tasks
prompt you to review and update
policies and agreements, and anticipate
upcoming trends and expenses,
contributing to the strategic planning of
your property management business.

Remember, if you encounter any
challenges during this process, the
Rentec Direct team is readily available
to provide assistance. 

As you complete these tasks, you not
only prepare for the upcoming year but
also establish a solid foundation for the
continued success of your property
management endeavors. 

Here's to a successful year-end and a
prosperous start to the new year!

EMAIL: SUCCESS@RENTECDIRECT.COM
PHONE: 800-881-5139
MON-FRI 6AM TO 5PM (PST)


