SAMPLE PREMIER FILING SYSTEM

ARRC Club


Awards, Recognition


and Prizes Received  

*Catalog Purchase



   Plan Orders

Commission Volume

    Reports


*Home Show Orders

  (JAN – JUN)

*Home Show Orders

  (JUL – DEC)

*Jeweler Account

  Statements 

Newsletters

*Replace/Exchange


Orders

*Sample Orders

*Serve-Us Store

    Orders

*Wholesale Orders

The * means if you do not use one of the Premier programs to enter orders you will need these files to calculate business income and cost of goods sold for IRS Form 1040 Schedule C taxes.

I also have an 18 pocket accordion file to put all receipts/

statements for IRS Form 1040 Schedule C business deductions.  Each pocket is labeled just as the 1040 schedule C is labeled. (i.e. meals/ entertainment, supplies, office expenses, travel expenses, etc...)  You may utilize more or less sections, so adjust as needed.

I also keep two filing drawers (file boxes will do) for historical files.  One drawer has only Home Shows filed in a folder for each past year.  The other drawer has a file with every other label listed above.  I transfer files after filing year-end taxes. The accordion file is put with tax filing material for that year, so no historical file needed.

Remember I am no expert, but this works for me.  Contact an accountant or CPA for more information or changes to tax laws.  I’d appreciate input if you find ways to improve.





--- John Carbo (901) 384-0249

