What we need: (what to report)


· Monthly Sales Summary

· Check Stubs

· Bank Statements

· Invoices

Monthly Sales Summary (Report):

The report has several columns and Groupings/Categories.  The first group, furthest to the left, is Sales.  The first column is where you report your sells by day.  The second column is for other income such as rebates.  
The second Grouping/Categories are where you will provide your cash purchases only.  There are two columns, Taxable & Non-taxable.

The third Group/Categories are where you will provide cash purchases for other expenses that are not included in your Cost of Goods Sold.  Use this area to record Supplies, Cleaning or repairs paid in cash.

The last column is a check off list that will help you provide any additional information needed to properly record all your transactions.
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Check Cashing Fees

[Money Order Fees





Total Receipts:
Total Receipts means all money placed in the cash register.  This should match you z-tape amounts.
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Other Income:

Other income maybe rebates, buy downs from cigarette contracts, phone-card or gas commissions.  You should explain what it is so we can properly account for this income.
Cash Purchases:
Cash purchases should be tallied by day and segregated by between taxable and non-taxable purchases.  You can record this either daily or tally all your taxable and non-taxable purchases and record the total either monthly or daily on the monthly sales summary sheet as shown below.
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Credit Card Purchases:
Credit card purchases should be included with your cash purchases.  Payments made to you credit card company will be recorded to offset cash.  By recording your credit card purchases in this way, saves you money.  Maintaining another bank account or credit card statement increases your monthly fees. 

Check Stubs:

Please provide all checks stubs for the checks written in the current month.  On your check stubs, you should have the date, payee, the total amount, and should include the breakout between taxable & non-taxable purchases.  If the check is not segregated, it is possible we will over state your taxable purchases.  Some vendors may provide non-taxable and taxable products such as Pepsi & Coca Cola.
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Bank Statements:
Please include your bank statement with your work.  We reconcile the bank statement and verify you checks have cleared the bank.  In addition, there are other expenses included on the bank statement that must be properly expensed.
Lotto/Lottery Reports:

Please print from your terminal, weekly sales reports. 

To print, go to special reports:
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Money Order Fees (Money Grams):
Tally the current month’s money order fees and included the total in the space provided in the last column.  Staple your daily reports together for the month and include it with your work.  
