GOOD  RECORD  KEEPING 

Why keep records?

Everyone in business must keep records.  Good record keeping habits will increase the likelihood of your business succeeding by helping you do the following:

· Monitor the progress of your business

· Prepare Financial Statements

· Identify sources of receipts (income)

· Keep track of deductible expenses

· Support items reported on tax returns

What kinds of records should I keep?
Except in a few cases, the law does not require any special kind of records. You may choose any record keeping system suited to your business that clearly shows your income. Your books must show your gross income, as well as your deductions and credits. For most small businesses, the business checkbook is the main source for entries in the business books. 

Purchases, sales, payroll, and other transactions you have in your business will generate supporting documents such as invoices and receipts. These documents contain the information you need to record in your books. It is important to keep these documents because they support the entries in your books and on your tax return.  

The following are some of the types of records you should keep. 

· Gross receipts
Gross receipts are the income you receive from your business. You should keep supporting documents that show the amounts and sources of your gross receipts. 
· Purchases
Purchases are the items you buy and resell to customers. If you are a manufacturer or producer, this includes the cost of all raw materials or parts purchased for manufacture into finished products. 

· Expenses
Expenses are the costs you incur (other than purchases) to carry on your business. Your supporting documents should show the amount paid and that the amount was for a business expense. 

            Assets
Assets are the property that you own and use in your business, such as machinery and furniture. You need records to figure the annual depreciation and the gain or loss when you sell the assets. 

PAYROLL  TAX  DEPOSITS

How do I deposit my taxes?
You generally have to deposit employment taxes.  Mail or deliver deposits with completed deposit coupons to an authorized financial institution or a Federal Reserve Bank for your area, unless you make the deposits electronically. 

Deposit coupons.
Form 8109, Federal Tax Deposit Coupon, is used for depositing taxes. On each coupon, you must show the deposit amount, the type of tax, the period for which you are making a deposit, and your telephone number. Use a separate coupon for each tax, period, and deposit. 

Five to six weeks after you receive an employer identification number (EIN), the IRS will send you the coupon book. If you have a deposit due and there is not enough time to obtain a coupon book, blank coupons (Form 8109-B) are available at most IRS offices. You cannot use photocopies of the coupons to make your deposits. 

If you have not received your EIN and must make a deposit, mail your payment with an explanation to the IRS Center where you file your tax return. Make your check or money order payable to the United States Treasury. On the payment, write your name (exactly as shown on Form SS-4), address, kind of tax, period covered, and date you applied for an EIN. Do not use Form 8109-B in this situation. 

Electronic deposit of taxes.
Generally, taxpayers whose total deposits of Social Security and Medicare taxes and withheld income tax during previous years exceeded certain amounts are required to deposit taxes through the Electronic Federal Tax Payment System (EFTPS). 

Taxpayers not required to make deposits by EFTPS may enroll in the system, which will allow tax deposits without coupons, paper checks, or visits to an authorized depositary. 

To participate in EFTPS you must first enroll. For more information or an enrollment form, you may call EFTPS Customer Service at: 

· 1-800-945-8400 or 1-800-555-4477; 

· 1-800-945-8900 or 1-800-733-4829 (TDD Hearing Impaired) and 

· 1-800-945-8600 or 1-800-244-4829 (Espanol). 
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