All small business owners
must deal with the massive
amounts of paperwork.

How you organize that
paperwork is totally up to you;
however most small business
owners would like more guid-
ance.

The following is generally
how | advise my new business
clients to set up their records:

Purchase three plastic
manila folder boxes. Label
them as follows:

W Enter into Computer
B To Be Paid
B To BeFiled

Every receipt that your
business obtains should first go
into the box labeled “Enter into
Computer.”

After you have entered the
item into your computer, then
it either needs “To be Paid” or
it needs “To be Filed.”

When an item needs “To
be Paid,” it is placed in that
box, filed by the date it isto be
paid. After the item is paid,
you should mark on the item
the date it was paid and how
(what check number or if by
credit card, which card).

If you have check stubs,
staple the stub to the receipt
indicating it was paid.

Then the item is moved to
the “To Be Filed” box.

Itemsin the “To Be Filed”
box should be filed at least
weekly, if not daily.

These items will be filed,
either in the filing cabinet or in
a binder.

Purchase a filing cabinet.
Filing cabinets can be expen-
sive so if money is tight, look
for used ones at Goodwill, yard
sales, etc.

Purchase manila folders,
to be placed in the filing cabi-
net,to hold all your business
expense receipts.

The following are exam-
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ples of how your files may be
|abeled.

Your business may not
have all these expenses — if
you don't, then you don't need
afolder for it.

If your business has an
expense category that isn't list-
ed, just label the folder accord-
ingly.

File the folders alphabeti-
caly in your filing cabinet.
Inside each folder group your
receipts according to vendor
(for example, in “Car and
Truck Expenses” you may
have receipts from Jiffy Lube,
Shell and Tire Max), prefer-
ably alphabetically.

W Advertising

W Car and Truck Expenses

W Charitable Contributions

B Commissions & Fees

W Contract Labor

B Employee Benefits

W |nsurance

W |ega

W Meals & Entertainment

B Other Professional Services
W Office Expense

W Payroll

B Pension & Profit Sharing
Plans

W Rent or Lease

B Repairs or Maintenance

B Start-up Costs

W Supplies

W Taxes & License

W Travel

W Utilities

B Wages

W Business Use of Your Home

Purchase large binders and
|abel them as follows:

Bank Statements — After
you have reconciled your bank
statement each month, staple
the reconciliation to the bank
statement and file it by month
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in this binder.

Fixed Assets — Every time
you purchase something for
your business that you expect
to last longer than one year,
fileit in this binder.

Divide your purchases into
groups such as Furniture and
Fixtures, Computers and
Equipment, Vehicles,
Leasehold Improvements, etc.

Accounts Receivable —
After a sale is generated, if it
was not paid for immediately,
file it alphabeticaly by cus-
tomer last name in this binder.

Once a customer has paid
their bill, remove it from this
binder, mark how and when it
was paid and put theinvoicein
the box labeled, “Enter Into
Computer.”

Sales Collected — After
you have received payment for
a sale and it was entered into
the computer the sales invoice
should be filed in this binder
by month received.

Long-Term Debts — Any
time you enter into along-term
financing arrangement (bank
loan, line of credit, shareholder
loan), file that paperwork in
this binder, divided by loan.

General Ledger — Every
month, after all transactions
for the month have been
entered, print a detailed gener-
al ledger for the month and file
it, by month, in this binder

Financial Statements —
Every month, after the detailed
general ledger is printed, print
your financial statements
(Balance Sheet and Income
Statement) and file them by
month in this binder

Minutes — Even if you are
not required to keep company
minutes it is a good idea to get
into the habit of recording
important business decision
throughout the year.

| often will tell clients to
r.r’

make notes of things in their
records, like why they decided
to increase their sales prices or
why they decided to discontin-
ue a product line or why they
had an wunusua business
expense, etc.

This is where all those
notes should be kept.

Then if you do decide to
incorporate you would have
already developed the habit of
keeping business minutes.

All folders in your filing
cabinet, items in your Bank
Statements  binder, Sales
Collected Binder and Financial
Statements binder can be
boxed up every year.

Label the boxes and store
the boxes for at least four
years, but there's no need to
keep them longer than 10
years.

The items in the Fixed
Asset binder and Long-Term
Debts binder should be kept in
the binder until the item is no
longer of use to the company
(the asset was sold or removed
from service, the debt was paid
in full or refinanced, etc.).

At that time it can be
boxed up and stored for at least
four years or the remainder of
what it's useful life was plus
four years, whichever is
greater.

You do not have to set up
your filing system this way.

You do not have to use a
computerized  bookkeeping
system.

But you do have to have
some sort of system which will
enable to find information
when you need it.

| |
Gina L. Gwozdz is a
Bullard resident and certified
public accountant. You may
reach her via her web site at
http://glgcpa.blogspot.com/
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& Local news and features
delivered directly to your mailbox.

Enpey (e Bubhard Banngr Maws in your
i home every Wednesoay for only $20.00
per year, Just 518,00 for Sankors,

Bullard Banner News 903.894.9306
Your Hometown Newspaper serving Bullard,
Emerald Bay, Eagles Bluff, Flint, & Noonday.

'

B R
7 Bullard
VETERINARY
MEDICAL CENTER

Companion Animal, Food Animal
and Equine Medicine & Surgery,
Equine Lameness & Reproduction

903-894-5950

*Veterinarian Monitored Board & Grooming
*Inside & Oul side Exercise Runs

«Separate Cattery

*Deluxe Accommodations w/Padded Inside Runs

405 Hwy 69N
Bullard, Tx

John Alexander, DVM

WWW.BULLARD NEWS.COM

First Baptist Church, Gresham

Large enough to serve ...
Small enough to Care,

% 16844 CR 165
- E Gresham
o=k 903/561-0174

T miles north af Bullard

o

Roy Thoene, Pastor » David May, Student
Ministry Director = Norris Cash, Music Direclor
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AT THE BULLARD BANNER NEWS,
WE KNOW EVERYONE HAS A STORY.

WE WANT TO HEAR YOURS.

EDITOR@BULLARDNEWS.COM
903-894-9306

May 2, 2007 - Bullard Banner News- 7

Tyler court plans
juvenile round up

Juveniles who haven't
appeared in court or who havedis-
regarded judge’s orders beware —
Tyler officers are coming for you.

“The juvenile will not be put
injail, but instead will be brought
down to the Court, and the judge
will order the marshals to bring
the parents before him immediate-
ly,” Municipal Court
Adminigtrator Cam McCabe said.
“Either the parentswill comewill-
ingly, or they will be arrested
asn.”

To keep from being arrested
and brought to court, the juveniles
and parents can comein and com-
ply with the judge’'s orders or
request and appear a a set
appointment timeto seethejudge.

The date for the round-up
will not be announced. Affected
persons are urged to contact Tyler
Municipal Court during the next
three weeks to dispose of their
cases voluntarily to avoid the
inconvenience and embarrass-

ment of arrest at home or at work
in front of family, friends or co-
workers.

The Court aso wants the
public to be aware that lying to an
officer about whether a wanted
person isin ahouse or businessis
acrime. The person lying can be
arested for hindering apprehen-
sion, and they will go to jall.

Affected juveniles and their
parents may contact the court by
caling 903-531-1266 to find out
how to avoid being arrested.
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Public Notice

Effactive May 7, 2007
EMERALD BAY MUNICI-
PAL UTILITY DISTRICT

CHAPTER 7 = BSTATE-
MENT OF POLICY FOR
DEVELOPERS, SUBDI-

VISONS, AND MHOKN-
STANDARD WATER
ANDIOR WASTEWATER
SERVICE REQUIRE-
MENTS
SfCl 14

Varances/Amendmenis
Without exceplion, there
shall ba no variances,
wWaAVers of excaplions 1o
the rules and policies of
e Distncl  Any amend-
ments to the mlés and
poficies must be reguesi-
ad in  wriling and
reviewed and approved
by thi Disiricl's enginear
and the District’s legal
counsel with any recom-
mandations submitted 1o
ihia District im writing. I
approved by the District,
such amendment must be
published and adopled in
accordance wilh the stale
regulations then in effect
Anyone requesting an
amendmeant to the rules or
policies of the Distncl

musl submit a wrnilen
requesi Bxpl{llr'm:"lg 5]
getail ;

1) the purpose and need
for the amendment,

2} the anbcipated cost to
the Diskrici o implemeni
fthe amendmeanil i tha
amandment s adopied,
and

3y a 51,500 fee to cover
the costs associated with
the review of the amend-
ment

HOTICE: This is a sup-
plarmental provision o e
Emerald Bay Municipal
Utility  District’s Mon-
Standard Service Rules
and Policies for providing
utifity service o subdivi-
signs, addiions to subdi-
wisions, developments, or
whenever additional water
andfor wastewaler service
facilites are required. A
complate varsion of thesa
Rules and Regulations is
available for review by
contacling tha Disirici al
D03-B25-6960 of al ils
wiahsile www ameraldbay-
tx.gov. This provision of
the Rules will becoms
effactive May T, 2007.

ates.
Deadline May 11

Special Graduation tab to
honor Bullard High and

Brook Hill graduates.

This multi-page tab will include pictures of the 2007 graduating
classes for both Bullard High and Brook Hill schools as well as
ads from sponsoring businesses and relatives.

Don’t miss out on this keepsake edition to honor the 2007 gradu-

Published May 23

To reserve your space and prices contact

Dan Moore @ 903-894-9306




