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Information Your Small Business v S THIS WINTER!
NEEds to Maintain Purchase between Jan 9th and

Thorough recordkeeping is a critical
part of running a successful business.
Here is a list of the essential records all
small business owners should maintain
and some of the best tools out there to
store your records and stay organized.

Most business owners get into business
tobuild, create and provide valued servic-
es to their customers. They do not enter
the world of entrepreneurship to file
taxes, keep inventory logs, and track
mileage. Recordkeeping, however, is a
part of the job when you are running a
business, and it has to be done right.

If You Own a Business,
Recordkeeping Comes
with the Territory

Regardless of the type of business you
own, every small business needs to keep
detailed accounts of key business records.
Your industry may have additional
requirements, but, at a minimum, have

: Feb 3rd and you'll save BIG with
this list of essential records up-to-date and Cool Crew and Lennox.

within reach.
O Accounting Records

O Accounts Payable SO -~ Cool Crew
O Accounts Receivable — i k Heating & Cooling

O Expense Receipts il

O Payroll Records

« GET UP TO 200 IN REBATES

O Vehicle Mileage Logs

O Bank and Credit Card Statements Y7 NO PAYM ENTS FOR 6 MONTHS

O Contracts

O Purchase Orders ;

O Licenses and Permits [EN@

O Certificates of Insurance

O Employment Applications

O Articles of Incorporation/Certificate
of Organization

O Operating Agreements

O Annual Meeting Minutes

O Trademark, Service Mark and Patent
Registrations

O Inventory Logs www.CoolCrew.com 800.673.2423

(Continued on page 26)

Qualified buyers make no
payments, incur no interest for
6 months when financing a
new Lennox system AND
receive up to $1,700 in rebates
when you purchase the
Ultimate Comfort System!

50+ Years
of Future Building

For over 50 years, we've helped our Service Divisions

team, our clients and communities

realize their dreams. We're proud to
be an industry leader, great employer,
and corporate citizen — and our culture
Is consistently recognized z

as one of the best, with

awards that include the

Best Places to Work in PA

and ClearlyRated Best in Accounting,

to name a few.

N Assurance
q Tax

N Advisory

N Transaction

N HR Consulting
N Risk Management

N Talent Solutions

N Wealth Management*

*Herbein Financial Group, LLCis a

Herbein is the accounting firm of registered investment advisor and this

presentation contains general

choice for thousands of businesses information that is for informational
and individuals throughout purposes only and not to be construed as

a solicitation to buy or sell any security,

Pennsylvania - and beyond. or as an offer of investment advice.
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Your trusted source for top quality
floors and installation since 1994!

» Excellent relationships with suppliers.

» Knowledgeable and Helpful staff.

* Highest quality products.

* In-house design consultants.

* All the latest styles.

* In stock Carpet and Luxury Vinyl for fast service.
+ All installers have minimum 10 years’ experience.
*» Low price guarantee.

Stop by our showroom to see the variety of products we carry
from Armstrong, COREtec, Marazzi Tile, American Olean,
Daltile, Shaw Floors, Mohawk Flooring, and more!

Carpet
Hardwood

Laminate
Tile
Luxury Vinyl
Waterproof
Vinyl
Natural Stone
Glass Tile
Metal Tile
Solid Surface
Area Rugs
Kitchen & Bath

We strive to provide our customers with the best products at the best prices. We
know you have an abundance of vendors and retailers, both in store and online,
where you can purchase tile carpet, laminate, vinyl, and hardwood flooring products.
We want to be your first choice when it comes to carpet and flooring products in the
Pottstown, Collegeville, Reading communities, and surrounding areas.

WE'LL PROTECT WHAT MATTERS MOST...
YOUR AUTO, HOME, FAMILY, BUSINESS, AND YoU!

CONTACT US FOR ALL OF YOUR INSURANCE NEEDS!

R' INSURANCE SHI\’\-’I(_‘.I-E_, EE R

436 Penn Ave « West Reading » (610) 406-5827

507 Madison Avenue * Reading « (610) 685-2804
www.risquote.com « ron@risquote.com

DON'TRISK IT, TRUST RIS!!

Se Habla Espafiol

Ask SCORE

(Continued from page 25)

Find Easy-to-Use Tools that Take
the Hassle Out of Recordkeeping
Organization is the key ingredient in
good, thorough recordkeeping. There are
several recordkeeping tools out there to
help business owners get organized,
including software-based solutions, cloud-
based solutions, and, of course, paper-
based solutions. Most recordkeeping tools
are geared for maintaining your account-
ing records on a daily, monthly and
annual basis. Also, look for data storage
solutions where you can store and back-up
all of your records either on an external
server or in the cloud. Here is an overview
of some of the best recordkeeping
solutions available for small businesses.

Software Solutions

The trick with recordkeeping is to keep
things simple. Basic software solutions
like Microsoft Excel spreadsheets and
Microsoft Word documents can be a
simple, easy-to-use solution for business-
es that only require a few recordkeeping
basics. QuickBooks Pro for desktop is a
more sophisticated software solution that
you download to your computer.

If you do decide to use any of these
software solutions to record all or a portion
of your records, do not make the mistake
of only storing your documents on your

computer’s internal hard drive. Make a
habit of backing up your records daily,
whether it is on a secure server, external
hard drive, or a cloud-based system. There
are free or low-cost solutions like Google
Drive and Dropbox that are great for
simple file storage. Alternatively, you can
invest in a cloud-based back-up solution,
like Carbonite, that takes care of automatic
file back-ups for all of your critical
documents with increased security.

Cloud Solutions

Paperless cloud-based solutions have
grown in popularity in recent years and
the tools businesses can access are
becoming more sophisticated and easier-
to-use. If you are a small service business,
a simple cloud-based accounting system
like FreshBooks may be all you need to
manage your books. For more complex
small businesses, like those that manage
inventory, QuickBooks Online is an
excellent cloud-based option.

Going paperless removes the need to
file and store countless receipts and paper
records; saving you time, and helping
you stay organized. Moreover, many of
these tools will sync right to your business
bank account and credit card to automat-
ically pull expenses into your records.
Look for options like digital receipt filings

Hours
Monday-Friday 10am - 6pm
Saturday 10am - 4pm + Sunday Closed

(610) 323-8881

www.garysflooringdepot.com
237 West High Street, Pottstown, PA 19464
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Established 1975

s LUDGATE
~| ENGINEERING
CORPORATION

ENGINEERS * SURVEYORS * LAND PLANNERS
Call 610-404-7330

www.ludgate-eng.com
10 Vanguard Drive, Suite 100, Reading, PA 19606
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DON'T @UIT"

Nulti-gisciplisary Art & Dasign Studin

Brand sm SPEe

Website: www.theroncookart.com

CONNECT ME:

linkedin.com/in/theroncoock
facebook.com/theroncook
youtube com/user/theroncookart
Instagram: @Theroncookart
@theroncook
@dont_guit_llc
@brandsmarts

Need help branding your business email: theroncook7@gmail.com

Theron Cook
Brand Strategist

Author, Art Instructor
Creative Visual Artist

| helps business owners
save money, & time by
creating distinctive brand
visual communication

& strategy that

smoothly translate

to marketing.

that let you scan physical receipts and
turn them into digital records, eliminating
the hassle of paper records.

Paper Solutions
If you prefer doing things the old-
fashioned way, there is nothing wrong
with using pen and paper to keep your
business’ records in order. If you choose
to use paper, be aware that paper record-
keeping is a commitment. You will need
to update your records daily to keep up,
be consistent in how you record informa-
tion and be extremely organized when
filing your paper documents. Be sure to
create duplicates of the most important
documents that you cannot afford to lose

and store them somewhere safe.

Work with a
Professional Accountant

Keeping good records of all of your
business accounts and activities will pay
dividends come tax time. At the end of the
tax year, turn over your business records to
a professional accountant. If you use a
cloud-based solution, most systems allow
you to provide your accountant with a
unique login so they can access tax
documents and business records directly
without you doing any additional leg work.

Whichever system you use, keeping
well organized records gives your
accountant the information they need to
file your business taxes accurately on

Kangen Alkalized Water

Change your Water...Change Your Lifell!

484-366-1290 - www.mywaterbar.com

your behalf and keep your business in
good standing with the IRS.

Maintaining accurate business records
and using the right, easy-to-use recordkeep-
ing tools is a necessary and important part of
running a successful business. Nevertheless,
it is not always an easy or straightforward
process. When you are ready to rethink
recordkeeping for your business, do so with
the help of a SCORE mentor. A SCORE
mentor will help you create a process for
daily, weekly and monthly recordkeeping
best practices and help you stay organized.

Since 1964, SCORE “Mentors to America’s
Small Business” has helped more than 10 million
aspiring entrepreneurs and small business owners
through mentoring and business workshops. More
than 11,000 volunteer business mentors in over
320 chapters serve their communities through
entrepreneur  education dedicated to the
formation, growth and success of small businesses.
For more information about starting or operating a
small  business, contact SCORE TriCounty,
https://tricounty.score.org/content/find-mentor-
183. Today at SCORE, we are on the frontline
fighting to keep Main Street America in
business. If you believe that you can help a
small business with your experience, advice
and mentoring please think about joining us.
Email us at tricounty@scorevolunteer.org, call
us at 610.327.2673, or to learn more. To submit
an application to be a SCORE TriCounty
volunteer, visit our website at https://tricoun-
ty.score.org/become-volunteer-2.

SCORE is funded in part through a Cooperative Agreement with
the U.S. Small Business Administration. All opinions, conclusions, and/or
recommendations expressed herein are those of the author and do not
necessarily reflect the views of the SBA.
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AUTO SALES
& TRAILERS

Your one-stop shop offering service and
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9.5 Kangen Water

ACIDIC 7" ALKALINE

TI_[

Acidic Food/Drinks, A.lhllln. MM
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+ Anti-Aging

* Anti-Oxidizing

* Cellular Hydration
+ Restructured

+ Energizing

« Naturally Alkalized
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rs: Tues. - Fri. 2PM - 7PM « Sat. 10-3 » Closed Sunday & Monday
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2325 Pottstown Pike, Pottstown, PA 19465

inspections on all your vehicles and trailers!

* Trailer Sales * Trailer Service

* Custom Orders ¢ Financing Available
* We Take Trade-Ins

505 Shoemaker Ave. (Rt. 61)
Shoemakersville, PA 19555

www.SmartChoice61.com

610.562.3300

SAVE

YOUR CHILD’S g

IS OUR PRIORITY

HUNTINGTON CAN HELP THIS SUMMER!
TUTORING & TEST PREP IN-CENTER OR ONLINE

AVERAGE INCREASES

2+ GRADE LEVELS

in math and reading"*

229 POINT
INCREASE

Huntington sets students up for
success. Our proven method begins
with a full Academic Evaluation to
develop a learning program to build
skills, confidence, and motivation.

on SAT score*™* « K-12 TUTORING
5.4 POINT +TEST PREP
INCREA§E « HOMEWORK HELP
on ACT score
« ACADEMIC
COACH

in scholarship offers***

@Huntmgton

LEARNING T CENTER"®
Limerick - 1810 East Ridge Pike, Suite 103, Royersford, PA 19468 « 610-792-1700

Personalized Attention.
Proven Results.

1-800 CAN LEARN HuntingtonHelps.com
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