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Welcome 

1. Agenda 

2. Ground Rules 

3. Introductions 
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Objectives 

ÅExplain the concept of record keeping and its 

importance to small businesses 

ÅIdentify record keeping practices, rules, and 

tools commonly available to small businesses 

ÅExplain how record keeping practices, rules 

and tools work 
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Objectives 

ÅIdentify benefits a small business derives from 

proper record keeping 

ÅExplain record keeping basics for a small 

business 

ÅIdentify software products available for small 

business 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 

ÅSole proprietor 

ÅPartnership 

ÅCorporation 
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What is Record Keeping? 

ÅOrderly and disciplined practice of storing 

business records 

ÅRanges from simple (manila folder) to complex 

(online electronic filing) 

ÅProvides fast retrieval of records 

ÅUpdated on a on-going basis 

Remember ï Keep good records, 

both business and personal 
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Why is Record Keeping Important? 

ÅBusiness Operations 

ÅTracking details 

ÅPlanning 

ÅLegal 

ÅContracts 

ÅLicenses and permits 

ÅPayroll and personnel 

ÅFederal, State, and Local Taxes 
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ÅCustomer records 

ÅSales records 

ÅCorrespondence 

ÅInventory 

Business Operations, Tracking Details 
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Discussion Point #1: Your Record Keeping 

Discuss your business record keeping practices. 

1. Identify detail records you already keep. 

2. Identify planning records you already keep. 

3. Identify legal records you already keep. 

4. Identify tax records you already keep. 

 

5. Think more about your record-keeping. 
Å!ǊŜ ǘƘŜǊŜ ǊŜŎƻǊŘǎ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ƪŜŜǇΚ ²Ƙȅ ƴƻǘΚ 

ÅDid we miss any records that you currently keep? 

ÅAre there records that need to be added to the list? 

ÅWhat area of record-keeping needs your attention? 
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Record Retention 

2 

3 

4 

4 

5 

5 

5 

6 

Timecards

Personnel files

Contracts

Inventory

Personnel insurance records

Checks and payables

Invoices and receivables

Payroll

Retirement plans

Annual statements

Auditors reports

Column1 

Examples (Years) 
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Record Keeping Tools 

ÅSimple ñpaper toolsò 

ÅñTicklerò system 

ÅComputer systems 

ÅCloud computing 

ÅAccounting 

ÅFile hosting 
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Simple ñPaper Toolsò 

ÅFile folder 

ÅHanging folder 

ÅCabinet storage 

ÅAccordion folder 
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ñTicklerò System 

ÅUse a tickler system to remind you of 

upcoming events such as: 

ÅQuarterly taxes 

ÅLicense renewals 

ÅInsurance reviews and 

renewals 

ÅUpcoming bills 

ÅCall-backs 
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Computer Systems 

ÅIn addition to paper tools 

ÅTakes less space than paper 

ÅFaster and easier ï Internet transmission 

ÅMany businesses and government agencies 

allow use of Internet 

ÅLearn and grow into computer systems over 

time 

ÅBe 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 

ÅOffered by accounting 

software companies 

ÅNo need to buy 

software upgrades   

ÅNo loss of data when 

computer crashes 

ÅAccess data from 

anywhere 
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Cloud Computing, File Hosting 

ÅShare with colleagues 

or clients 

ÅShare large files 

ÅNo loss of files when 

computer crashes 

ÅAccessible from 

anywhere 

ÅFree and fee-based 

options 
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AND   OR 

Business Software 

ÅEvaluate business needs 

ÅMany software products available 

ÅSpreadsheets 

ÅEmail 

ÅAccounting 



RECORD KEEPING û#ü 

Business Software, Evaluate Business Needs 

ÅInventory tracking? 

ÅManufacturing 

ÅE-commerce? 

ÅMultiple users? 

ÅIndustry specialization? 

ÅOnline options? 

ÅAnything else? 
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Business Software, Email 

ÅCommunicate with clients, employees, 

suppliers, vendors, contractors, etc. 

ÅUse ñlocalò computer or 

webmail 

ÅKeep good records by 

creating email filing 

system 


