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4-4. Tips on improving your business's accounting bookkeeping.

1. Always remember to keep a record of every transaction.
2. The transaction must be recorded immediately after its completion.
3. Make sure your employees know how to record the transaction.
4. Keep old records for more than 3 years before throwing them away.
5. Always differentiate between personal occasions and work occasions.
6. Maintain a file for bank transactions (reports).
7. Examine records using data for core capital or purchasing decisions.
8. Always compare your performance in this period and a similar period in the previous year or two.
9. Make a glance to the day’s transaction before closing the day.
10. At the end of each month, share your records with auditors and bookkeepers.
11. Let the auditor examine your records and the records of your contributions during that period.
12. Collect and save all delivery receipts for all business purchases.
13. Keep records for all sales made.
14. Keep records for all expenses (note: wages, transportation costs, telephone costs, etc.)
15. Maintain a firm control over accounts receivable.
16. Always keep track of the history of debtors' records.
17. Always keep track of the history of inventory records.
18. Prepare and determine your profits and loss accounts every month.
19. Prepare the budget every six months.
20. Always get a financial situation plan before each week and always make sure that you manage your financial situation well at the end of each week.
21. Keep records for all your informal archives.
22. Always plan to expand.
23. Record and analyze the changes that occur in the market in your field of work.
24. In each period, compare your performance with the performance of your main competitors.
25. List all your possessions...and use them well.
26. Always put a lifetime for your returns
27. Record and check the cost fluctuation of your raw materials.
28. Record payments for both: materials and labor costs.
29. Collect, collect, collect….
30. Pay your taxes on time.
31. Hire a good cost clerk to record financial transactions.
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