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From the Heart...






. . . Life Skills for Today





By Sharon L. Benedict MS, CLC

Recordkeeping—Caution Tips
Part 2

“I’ve learned that you shouldn’t call a $100 meeting to solve a $10 problem.” This gem shared by H. Jackson Brown, Jr. in his book, The Complete Live and Learn and Pass It On, could easily be a gem for those of us trying to keep adequate and accurate books for our business. Sometimes we choose a recordkeeping system that’s just too complicated for our business needs. We often say, “Well, I’m confident my business will grow, so I need something that will fit my future.” This is a worthy consideration. However, to be practical, the system you choose must accommodate your current operating budget and cash flow. With patience and professional advice, you will find a way to pace yourself.

So while you think about how to grow your recordkeeping skills as your business grows, here are some cautions to consider no matter the size of your company:

· Do not lose control over the creation, access, use of your records.

· When using electronic & computer recordkeeping, maintain secure passwords.

· Properly store records to avoid loss of tracking capability.

· Keep one official version of your records to avoid confusion and auditing complications.

· All documents should have names of parties and dates.

· Maintain secure electronic records with backups stored in a safe deposit box or secure location to keep others from altering data.

· Keep secure backups to restore data from technology blackouts.
· If trying out a new system, make sure you have backups of old system and data so you can reinstall if you have computer database failures w/ the new system.
· Routinely check your credit report to insure accuracy and current status.

· Make hard copies of everything in your wallet and store with all related toll free numbers and your card numbers in safe deposit box to insure immediate notification and restoration in case of identity theft; if this happens, call all three credit reporting agencies to be placed on fraud alert w/ SS# (The numbers are: Equifax: 1 800 525 6285, Experian (formerly TRW): 1-888-397- 3742, Trans Union: 1-800-680-7289; Social Security Administration, fraud line: 1-800-269-0271).

· If your business records system is somehow tied to an email program & service, take steps to ensure you’re protected against viruses, Trojans and other malicious software transmitted via email, without compromising the email features you need to communicate effectively. Call your provider for details.

· Check out the IRS website for how long to keep records, http://www.irs.gov/businesses/small/article/0,,id=98513,00.html
Although there is much more to consider when choosing the best system for your needs, for the rest of this month, we will be cruising through the fun world of Housekeeping—and all those routine chores everyone loves! In the meantime, check out these additional recordkeeping resources below.
Resources:

Government Guide, http://www.governmentguide.com/small_business.adp?id=16102151
Keeping the Books: Basic Record Keeping and Accounting for the Successful Small Business (Keeping the Books) by Linda Pinson

Recordkeeping, Ethics and Law: Regulatory Models, Participant Relationships and Rights and Responsibilities in the Online World by Livia Iacovino

Self-employed Tax Solutions: Quick, Simple, Money-Saving, Audit-Proof Tax and Recordkeeping Basics for the Independent Professional by June Walker

US Small Business Administration, http://search.sba.gov 
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