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Why Use Memori zed Tr ansa

Memori zed transactions help save time and reducc¢

transactions. Bel ow are some examples of when t¢
R ecurtr | n g out g ( Enter Memorized Transactions [
ﬂ L can or I ease p ! You have 4 memorized t ctions to be d now
T Recurring bills
. Select All  Transaction Name Type Account  Frequen Date Amount
ﬂ R ecurrin g c h ec k : Ny Monthly Maintenance Group:4631 W In... [n\):cp).lce Accoun... Mon?h\yqr 12/14/2016 316.00
| h : ... |Check hecki hi -18.
f Monthly health | % Monthy Meintenance Group:creat Stat.. (Bl |Aceoun|vonthy [1219/2016 20000
1.[ MO n t h | y e | e c t r o N Monthly Maintenance Group:Great Stat... [Check Savings |Monthly 12/14/2016 -7.50
1T Rent
Recurring sal e
1T Recurring sales
T Rent <collection:
T Monthly install |
f rom cCus t omer s [ Enter Checked Mow ][ Enter All Later ]
Recurring purchases orders in QuickBooks

T Purchase Orders that are repeated with many of

Recurring journal entries in QuickBooks
1T Recurring Monthly depreciation journal entries
T All ocation of overhead to other departments.

Recurring Estimates
T I'f you frequently choose the same | ine items w
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Need some help navi
Come t o our free

Join Croce & Co.0s QuickBooks ProAdvisor,
and tricks to use QuickBooks more effici
experience | evel you can take a beginner

Whemuesday June 30,

Beginner CIl asls2: 080 3p0m a
Advanced Clasd4: 30:pt p

Wher@®eoce & Co. Boardro

Space is |imited so p
reserve your seat tod

Cal | us at22(220 D)y E49A i
i cowan@croceco. com ~

Useful Web Links & Apps

www.irs.gov/refund s0 Wh er e 6 s mycheékeht statud @ your IRS tax refund.

www.fth.ca.gov & Franchise Tax Boarddto make e-payments, check your refund, and account
history, forms and tax rates

https://support.quickbooks.intuit.com - QuickBooks Support has some great forums to help
with practically any problem you can encounter in QuickBooks.

http://www.bankrate.com/calculators/mortgages/amortization  -calculator.aspx - Online
Amortization Calculator

CamCard App (iPhone & Android) - Still exchange physical business cards, just scan to your
phone with this App and your new contact automatically gets added to your address book.



How long should | keep?........

Document Description Retention Period

Accident reports and claims

(settled Cases).......ccvimiicrniiicc s 7 yrs.
Accounts payable ledgers and schedules...................... 7 yrs.
Accounts receivable ledgers and schedules.................. 7 yrs.

Audit reports of accountants............c.occeeeeeininininiienas Permanently
Bankreconciliations:: s sumsmmmmmeamnnmeme 3 yrs.

Capital stock and bond records: ledgers, transfer
registers, stubs showing issues, record of

interest coupons; options; BlC:.suissmsssig Permanently
Cash booKS sy Permanently
Chart of accounts v.ususissmssssasmssmsssio Permanently

Checks (cancelled but see
exception below)..uasmmasmsmmomasnss 7 yrs.

Checks (cancelled for important payments,
i.e. taxes, purchases of property, special
contracts, etc.) Checks should be filed
with the papers pertaining to the

undexlying transactionimu s Permanently
Contracts and leases (expired) .........ccoceevinriniiciiniininnns 7 yrs.
Contracts and leases still in effect............cccccvvvcirincnnee. Permanently
Correspondence (routine) with customers

OF VRNAOFS cucvsivsssmusemivs v sssuusssmssssmssssrsmssimmessssis 1yr.
Correspondence (general).........cccocoviiriiniicineiiiniccnnnnn. 3 yrs.
Correspondence (legal and important

MAtters ONLY) ...ccvrucmiiniininesce s Permanently
Deeds, mortgages, and bills of sale ............c..ccocerirnnces Permanently
Depreciationischedles:wmsmmsnassanammmmi Permanently
Duplicate depositislipsiassssusmassmss 3 yrs.
Employee personnel records (after termination) ......... 7 yrs.
Employment applications ......cwssssusssmmsssimsassersssara 3 yrs.
Expense analyses and expense distribution

sehedules.....ummmmmmmmmmmnssmnanmssome, 7 yrs.
Financial statements (end-of-year, other

PAOAREOPHORAL . rvsssvmmsmmsmmmimsasissssre Permanently
General and private ledgers (and

enid=6f-yeat balafiCes) ...ouwmssivimsvssimsivsnesssisensoresse Permanently
Insurance policies (expired)........cccccvvriiiiiiriiiiiinininnn. 7 yrs.
Insurance records, current accident reports,

claims, policies, etc. .......ccovuiiiirniicniicciecn Permanently
Internal audit reports (in some situations,

longer retention may be desirable) ............cccccccuene. 3 yrs.
Internal reports (miscellaneous) ...........cccccovvviciiiinicnnnns 3 yrs.

Inventories of products, materials,
AN SUPPLES ...ooveiiiiicce e 7 yrs.

INIVOIEES O CUSTOTNETS, vussensiorssssiasitsossessasions trasssasssisssinsnss 7 yrs.

Document Description Retention Period
Invoices to Vendors..........cc.ccnrciniiciiniecccc 7yrs.
JOUTNALS .. Permanently
Minute books of directors and stockholders,

including by-laws and charter ............cccccccoeeccinanee Permanently
Notes receivable ledgers and schedules........................ 7 yrs.
Options records (expired)wrumsmnuumsnanmmamnm 7 yrs.
Payroll records, summaries and returns

including payments to pensioners ............ccccu.... 7 yrs.
Petty cash vouehers i:usossamsnmmnusssmmsesssmnig 3 yrs.
Physical inventory tags ..o 3 yrs.
Plant cost ledgers ..o 7 yrs.
Property appraisals by outside appraisers................... Permanently

Property records - including costs,
depreciation reserves, end-of-year trial
balances, depreciation schedules,

bltieprifits)ahid PIAAE..ommasnaammmammmmmmme Permanently
Purchase orders (except purchasing

6 (235 Vi 5 (1231 21&(0] 0)/) SRR 1yr.
Purchase orders (purchasing

[GlcToETdina eI L2 clo] o)) U —— 7 yrs.
Receiving Sheets ... 1yr.
RequiSitions.........cc.criiiciciicceeccc e 1yr.
Sales reeords s s srrasseres 7 yrs.
Sales taxretuIns wsupmsvnnmarmsssmss 7 yrs
Savings bond registration records,

721 Do AT | TS T—— 7 yrs.
Stenographer'smotebooks:....cuwssissssissismseassissssmismuessises 1yr.
Stock and bond certificates (cancelled)...........ccccoeveune 7 yrs.
Stockroom withdrawal forms ..o 1yr.
Subsidiary ledgers..........ccccoriiniiiiniciieiiciiciee 7 yrs.

Tax returns and worksheets, revenue
agents’ reports and other documents relating to

determination of income tax liability ............cccccco... Permanently
Time BOOKS ..o 7 yrs.
Trade mark registrations..........c.ccccoovverrriincecicinciinicn. Permanently
Voucher register and schedules...........c.ccccooovrunriincnane. 7 yrs.

Vouchers for payments to vendors, employees, etc. (includes
allowances and reimbursement of employees, officers, etc. for
travel and entertainment eXpenses) .............ccoe.... 7 yrs.

The above are suggested record retention periods. There is no
absolute statute of limitations. The retention period for each
statute varies by the type of law and the state involved.
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State of California MandatoW &y Requi r em

You may have been notified this past tax season that you had a state tax liability
that must be paid electronically. Here are some frequently asked questions regard-
ing the e -pay system:

s When am | requiredto e -pay?

If you need to make an estimated tax or extension payment over $20,000 or file an original tax re-
turn with a payment over $80,000 you must pay by e-pay.

s How will I be notified that | have a mandatory e  -pay requirement?

Croce & Company will notify you when you must pay electronically. Once your first electronic pay-
ment is made the Franchise Tax Board will send you a Mandatory e pay Participation Notice.

s Once | am required, do | have to make all my payments by e  -pay?

Yes, once you meet the mandatory epay threshold, you are required to make all subsequent pay-
ments electronically, regardless of the amount, type, or taxable year.

s Is there a penalty if | do not make my payment electronically?
Yes, the Franchise Tax Board can assess a
penalty up to 10% of the amount paid. (1% for Personal

Income Taxes and 10% for Businesses)

s How can | pay electronically?
-Pay online from your bank account at www.ftb.ca.gov
-Request an Electronic Funds Withdrawal on your return
-Pay by credit card (2.3% convenience fee) at www.officialpayments.com or 1.800.272.9829

-Pay by phone (must first submit form FTB 4073 Pay by Phone Authorization Agreement for Individ-
uals)

For more info visit https://www.ftb.ca.gov/individuals/Mandatory e -Pay.shtml or contact Croce &
Company.
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