Record
Keeping

FOR A SVIALL
BUSINESS
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Welcome

1. Agenda
2. Ground Rules

3. Introductions
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Objectives

A Explain the concept of record keeping and its
Importance to small businesses

A Identify record keeping practices, rules, and
tools commonly available to small businesses

A Explain how record keeping practices, rules
and tools work
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Objectives

A Identify benefits a small business derives from
proper record keeping

A Explain record keeping basics for a small
OuUSINess

A Identify software products available for small
pusiness record keeping
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What Do You Know?

What do you know or want to learn about
record keeping?
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Introduction

Record keeping
Important for small
businesses

A Sole proprietor
A Partnership
A Corporation
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What Is Record Keeping?

A Orderly and disciplined practice of storing
business records

A Ranges from simple (manila folder) to complex
(online electronic filing)

A Provides fast retrieval of records
A Updated on a on-going basis

Remember i Keep good records,
both business and personal
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Why Is Record Keeping Important?

A Business Operations
A Tracking details
A Planning
A Legal
A Contracts
A Licenses and permits
A Payroll and personnel
A Federal, State, and Local Taxes
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Business Operations, Tracking Detalls

A Customer records
A Sales records

A Correspondence
A Inventory
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Discussion Point #1: Your Record Keeping

DIScuss your business record keeping practices.

entify detall records you already keep.
entify planning records you already ke
entify legal records you already keep.
entify tax records you already keep.
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5. Think more about your recorkleeping.
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A Did we miss any records that you currently keep?

A Are there records that need to be added to the list?

A What area of recor&keeping needs your attention?
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Record Retention

Examples (Years)

Columnl
Timecards 2

Personnel files [ 3
Contracts | 4
Inventory [ 4

Personnel insurance records 5
Checks and payables 5
Invoices and receivables 5
Payroll 6
Retirement plans
Annual statements S
Auditors reports <<0&
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Record Keeping Tools

ASi mpl e fipaper tool so
AfiTi ckl ero system
A Computer systems

A Cloud computing
A Accounting
A File hosting
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Si mple AnPaper Tool so

A File folder

A Hanging folder
A Cabinet storage
A Accordion folder
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NTi ckl ero System

A Use a tickler system to remind you of
upcoming events such as:

A Quarterly taxes
A License renewals

A Insurance reviews and
renewals

A Upcoming bills
A Call-backs
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Computer Systems

A In addition to paper tools
A Takes less space than paper
A Faster and easier i Internet transmission

A Many businesses and government agencies
allow use of Internet

A Learn and grow into computer systems over
time
A Be sure to BACK UP files daily
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Cloud Computing

Use the Internet to store,
manage, and process
data (vs. your own
personal computer).
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Cloud Computing, Accounting

A Offered by accounting
software companies

A No need to buy
software upgrades

A No loss of data when
computer crashes

A Access data from
anywhere
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Cloud Computing, File Hosting

or clients /‘3

A Share large files

A No loss of files when
computer crashes

A Accessible from
anywhere

A Free and fee-based
options

A Share with colleagues )
\
4
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Business Software

A Evaluate business needs

A Many software products available
A Spreadsheets
A Email
A Accounting
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Business Software, Evaluate Business Needs

A Inventory tracking?

A Manufacturing

A E-commerce?

A Multiple users?

A Industry specialization?
A Online options?

A Anything else?
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Business Software, Emall

A Communicate with clients, employees,
suppliers, vendors, contractors, etc.

AUse fil ocal o c
webmalil

A Keep good records by
creating email filing
system
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