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Welcome to Sweet Pea Cottage Enterprises

Thank you for joining Sweet Pea Cottage Enterprises .  We're very pleased to you have you with us and we appreciate your help in fulfilling our mission to empower young people to become global, creative thinkers.  This document will help you get started by outlining the bookkeeper's tasks and some of our organizations particular needs.  While using this guide, bear in mind that Sweet Pea Cottage Enterprises is a growing organization and that some of these procedures may be changed or added to as time goes on.  

Welcome and thank you for becoming part of Sweet Pea Cottage Enterprises.

Official Job Description

As the bookkeeper, you are responsible for keeping records of financial transactions using calculator and computer.  You will verify, allocate, and post detailed transactions in journals or computer files from documents, such as sales slips, invoices, receipts, check stubs, and computer printouts. You will reconcile and balance accounts. In addition, you will compile reports to show statistics, such as cash receipts and expenditures, accounts payable and receivable, profit and loss, and other items pertinent to operation.  You will process payroll using records or time cards and prepare checks for payment of wages. You will  prepare withholding, Social Security, and other tax reports. You will process and issue invoices for customers.  You will also be responsible for processing and completing bank deposits.  Other duties will include processing donations, auctions, and other fund raiser income; preparing monthly, quarterly and annual reports; filing all bookkeeping hard-copy documents; and ensuring that all record annotations are complete and up to date.

Duties

· Accounts Receivable & Accounts Payable

· Note:  At this time invoicing tuition is done primarily by the Director of Enrollment.

· Payroll

· Budget maintenance

· Invoices

· Banking

· Monthly, quarterly & annual reports

· Parents Night Out & Parents Morning Out processing

· Fund Raiser processing

· Auctions processing

· Hard-copy filing

· Records verification and annotations

Customer Service is Number One

Because of Sweet Pea Cottage Enterprises' culture and work environment, customer service is the number one concern for all our staff.  As bookkeeper, you will deal with on a daily basis both internal and external customers and will sometimes be called upon to be the public face of the organization.  In addition, you will often be the only reliable source of information about family accounts, fundraisers and other activities, so it is vitally important to keep a friendly, proactive pro-customer attitude that shows itself in a willingness to go that extra step to help both internal and external customers.

Your Customers

Your major customers include,

· Managing Director

· Responsible for all authorizing all checks and invoices

· Reviews reports before submitting to the Board

· Sweet Pea Cottage Enterprises staff

· The Board of Directors

· Families

· Vendors and others
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Bookkeeper Etiquette

Unlike larger organizations, Sweet Pea Cottage Enterprises does not have an extensive system of checks and cross references, so it is important that all the information that is used in bookkeeping is complete and accurate.  Therefore,

· Make sure that all forms that cross your desk are properly filled out and that the information is correct.  If you aren't sure, ask. 

· Use the comment and memo fields as much as possible.  Add any information that may be relevant as completely and clearly as possible.  Sometimes such annotations are the only record we have of a transaction once the hard-copy documents have been sent to storage, so when in doubt, make notes.

Set Up

Fiscal year

Sweet Pea Cottage Enterprises' fiscal year runs from September 1 to August 31.

Tools

Your primary tools are QuickBooks Premier Non-Profit 2006 and Microsoft Office Suite.

File locations

Bookkeeping files are located on the share drive, sweetpeaadmin on sweetpea.

Located on this are the important bookkeeping files:

· QuickBooks

· Back-ups

· Shortcut to start up

Files

The main bookkeeping hard files are:

· Board

· Budget

· Donors

· Financial Reports containing:

· Michelle Confidential, which contains:

· 990

· Payroll

· Forms

· Checks

Accounts

All customer accounts are organized according to student name (Smith, John).  

Creating & Editing Customer Accounts

Creating an Account

1. Using the student application or other customer documentation such as an auction RSVP

2. In QuickBooks, create a new account

3. Enter the personal information; last name first, comma and then first name. If there are multiple children in the family, the customer name is listed as (Smith Family, Jane & John)

Note: When creating a new customer account, you must list an address and phone number.

Editing an Account

· In the Customer Center in QuickBooks, right-click the desired customer and select Edit.

Late Fees

In the interests of customer service we try to be flexible in regard to collections.  The policy states that invoices are due after one week.  Our families are then given a 7 day grace period, therefore invoices not paid by the 16th day of the month are liable to have a late fee assessed    .  Late fees are applied once, though sending additional copies of invoices with late fees are sent until the invoice is paid. 

The general rule on addressing overdue invoice is to be understanding, but not lax.

Tasks

Daily

Collecting Documents

· Check the To Be Paid/To Be Posted file for any forms needing processing.

Sorting & Prioritizing

· After you have collected the forms for processing, sort them according to priority,  separating out reimbursement forms with checks attached from those that do not, forms that are incomplete and those needing follow-up.

Double-Checking Information

· Make sure that all information on forms is complete and accurate.  If it is not, add the applicable information or contact the relevant party.

Invoices

Note: For tuition invoicing, see the Monthly Tuition Invoices section

 1. Get the invoice requests from the To Be Paid/To Be Posted folder

 2. In QuickBooks, open the account associated with the request

 3. Create invoice

 4. Make appropriate notes

 5. Enter the appropriate date

 6. Print invoices

 7. Distribute

Note: Some invoice requests may be incomplete or incorrectly filled out.  Be prepared to double check and confirm the request as needs be.

Reimbursements & Other Checks

Note:  all payments or reimbursements must be signed by the managing director or the board president.

1. Get the reimbursement requests from the To Be Paid/To be Posted folder.

2. Sort reimbursement forms by those with an attached check stub and those without.

If a check stub is attached,

1. Open the check writing window in QuickBooks

2. Enter the appropriate information

3. If this is a new vendor, create account.  Otherwise, go to Step 4

4. Select account

5. Select class

6. Click Next

7. Stamp form “Posted”

8. Date and initial stamp

9. Stack form for filing

10. Repeat for all other forms with check stubs.

If a check stub is NOT attached,

 1. Open check writing window in QuickBooks

 2. Enter check information

 3. Select account

 4. Select class

 5. Stamp form posted

 6. Date and initial stamp

 7. Save

 8. Repeat for all forms without check stubs

Printing Checks

 9. Open print checks window

 10. Get blank checks from storage

 11. Enter checks into log

 12. Place checks in bookkeeping printer face up and head in

 13. Match or update the first check number in printing window with number of first check in printer

 14. Print

 15. Remove stubs from checks and attach to appropriate form

 16. If the check is for a bill, clip the check to the appropriate bill

 17. Stack reimbursement forms

 18. Place checks & bills with checks in correspondence envelope

 19. Put envelope in Managing Director's box

 20. File reimbursement forms

Determining Deposits

It is against Sweet Pea Cottage Enterprises policy to leave cash on the premises, so it is necessary to check each day that you are in the office to see if a bank deposit needs to be made.  

Processing a Bank Deposit

To process a bank deposit,

1. Open Making Deposits window in QuickBooks

2. Confirm amount in record and correct if necessary

3. Make out deposit slip

4. Endorsement stamp each check

5. Print deposit slip summary

6. Place checks and slip in envelope

7. Label envelope ”Sweet Pea Cottage”

8. Take to bank

Weekly

Deposits

As a rule, bank deposits should  be made on a weekly or twice-weekly basis.  See Determining Deposits

Biweekly

Parents Night Out/Parents Morning Out (PMO/PNO) Invoices

PMO/PNO usually happens once monthly, though sometimes it happens more often.  Processing PMO/PNO invoices must be completed on at least a biweekly basis (if necessary) because the information that is used for the invoices is also needed for doing the payroll.

Note:  There is no sibling discount for this event.

To produce the PMO/PNO invoices,

1. Get the PMO/PNO Sign/In Sign Out sheet.

2. Determine the time recorded for each child

3. Open the child's account

4. Create an invoice

5. Enter the date for the appropriate PMO/PNO

6. Enter the item name of the Parents Night Out/Parents Morning Out

7. Total the number of hours

8. Annotate with the proper description

9. Set the due date for the next invoice period

10. Repeat for each child

11. Print invoices

12. Distribute invoices to families

PMO/PNO For Payroll

Note:  the revenue from PMO/PNO is split 60/40 between the employee and the organization.  The 60% is then split between the employees working that PMO/PNO.  Please split the employee cut 50/50 unless otherwise noted on the PMO/PNO sign-in/out sheet.

To process Parents Night Out/Parents Morning Out for payroll,

1. Get the invoicing information 

· (See previous section.  Note: It is generally more efficient to carry out this step while processing the invoices)

2. Add up the total number of hours for each child.

3. Multiply by $8.50

4. Multiply by 60%

5. Divide by number of employees working that particular PMO/PNO

6. Divide by 4 hours. This gives the hourly rate for the employees.

7. Open the payroll spreadsheet

8. Add the employee's name

9. Enter the number of hours as 4

10. Enter the calculated rate

Payroll

Creating & Editing Employee Payroll Records

Entering New Employees in QuickBooks: The Sweet Pea QuickBooks file has an employee template set up.  You can check the help menu in QuickBooks on editing this template.  Note: when the Labor & Industries rate changes annually, you will need to manually change this rate in the template as well as in each individual employee record.

Creating an Employee Payroll Record

1. Get the completed Payroll Status Change Form and W4 form

2. In QuickBooks, create a new employee record

3. Enter the personal information

4. Enter the information from the New Hire box

5. Set pay period to biweekly

6. Check that the Labor and Industry tax rate defaults to the category rate

7. Double check hire date

8. Initial and date in the Processed box under HR Initials

9. Ad a copy of the W4 and status change forms to the bookkeeper's employee file

10. Send original forms to Managing Director

Editing an Employee Payroll Record

1. Get the Payroll Status Change Form

2. In QuickBooks, change the account according to the new information on the form

3. Initial and date in the Processed box under HR Initials

4. Add a copy of the W4 and status change forms to the bookkeeper's employee file

5. Send original forms to Managing Director

Processing Payroll

Payroll is processed on a biweekly basis.  Once processed, the checks need to be sent to the Managing Director for signing no later than the Wednesday before payday so that the checks can be distributed by Friday.

To process payroll,

 1. Check the pay period list for the date of the next pay period.

 2. Send a reminder email on the Wednesday before the last day of the pay period to supervisors reminding them when payroll information is due and listing the next pay period.

 3. Get appropriate payroll documents from supervisors.

 3.1. For the teaching staff,

 a) Get the time-off tracking binder

 b) Get the PTO tracking sheet

 c) Match the PTO forms against the tracking sheet, making sure you have a PTO form for each day noted on the tracking sheet.

 4. Go to sharedrive/bookkeeper/financialreports/michelle-confidential/payroll/[current year]

 5. Open the latest payroll summary report

· Note: There are three spreadsheets in this workbook.:

· Special Hours breakdown–Salaried

· Special Hours breakdown–Hourly

· PTO

 6. Save as new file with new pay date

 7. Delete the payroll report

 8. Update the pay period on each sheet

 9. Enter all of the PTO information into the PTO tracking page. 

· Note: this should be reconciled against QuickBook’s PTO report at least monthly.

 10. Clear the information from cells

· Note:  Be very careful NOT to delete the formulas as well.

 11. Enter the following information on the appropriate page of the Special Hours Breakdown spreadsheet (hourly or salaried):

· Regular hours

· Holiday hours

· PTO hours

· PMO/PNO hours

 12. Enter all sources of payroll information for this pay period onto these spreadsheets

 13. Open QuickBooks.

 14. Enter the information for each  pay check, remembering to include:

· Regular hours

· PNO/PMO hours when applicable

· Holiday hours when applicable

· PTO hours when applicable

 15.  Under Labor and Industry,enter actual hours worked, excluding Holiday and PTO Hours

 16.  Print out an Employee Summary for the current pay date 

 17. When you have the bottom stub from the pay checks, wrap the time cards and other payroll information sheets in the payroll summary

 18. File the bundle in the financial records cabinet

 19. File PTO forms in the bookkeeper's employee files

 20. In the memorized reports list, under Employees, select the Payroll Budget vs. Actual report.

 20.1. Generate this report with the date changed to reflect the first or last half of the month, depending on the payroll date

· Example: If the pay date is July 8th, you will change the date to reflect July 1st – 15th; if the pay date is July 18th you will change the date to reflect July 16th – 31st. 

 20.2. Using the modify report feature in QuickBooks, change,

 a) The header for the report

 b) The pay date to current

 c) Pay period to current

 21. Export the report into an Excel spreadsheet

 21.1. Add this Excel page to the payroll summary as the first sheet

 21.2. Save payroll summary

 21.3. Email copy of summary to the Managing Director

Printing Pay Checks

 21. To print pay checks,

 21.1. Get blank checks from storage

 21.2. Enter checks into log

 21.3. Place checks in bookkeeping printer face up and head in

 21.4. Match first check number in printing window with number of first check in printer

 21.5. In QuickBooks, go to File/Print Forms/Pay Checks.

 21.6. Select checks to print

 21.7. Enter then number of the first check in the printer

 21.8. Print checks

 21.9. Remove the bottom stub to be wrapped up along with time cards and other payroll paperwork

 21.10. Place checks in office mailing envelope

 21.11. Send to Managing Director for signature

Making the Federal Tax Liability Payment

 22. To make the federal tax liability payment,

 22.1. In QuickBooks, generate the payroll liability check, changing the check number to “EFTPS”.

 22.2. Open Web browser

 22.3. Go to www.eftps.gov/eftps
 22.4.  Click Make a Payment button

 22.5. Enter EIN

 22.6. Enter PIN

 22.7. Enter Password

 22.8. Click Login

 22.9. Enter Tax Form number “941”

 22.10. Click Federal Tax Deposit

 22.11. Enter payment amount

 22.12. Under Settlement Date, enter the check date.  Be sure to double check this.

 22.13. Enter the Social Security amount

 22.14. Enter the Medicare amount

 22.15. Enter the tax withholding

 22.16. Click Next

 22.17. Confirm the amounts

 22.18. Click Next

 22.19. Confirm the payment

 22.20. Go to Receipt

 22.21. Print the receipt

 22.22. File the receipt in the 941 file

Monthly

Tuition Invoices

Notes: 

· Invoices must be in files by the first of the month

· The invoice date is the 1st of the month.

· The due date is the 7th of the month.

· There is a 7 day grace period.

· Invoices cannot be generated until the enrollment cycle is closed; generally, the 2nd or 3rd week of the month.

To process monthly tuition invoices,

 1. From the Enrollment Director, get the student schedule grid report

 2. Update the monthly invoice template

 3. Open the family account

 4. Enter the classification

 5. Update the due date to the current invoice period

 6. Select the appropriate enrollment package

 6.1. If the student is the 2nd or 4th child enrolled from the family, apply the 15% sibling discount

 6.2. Select additional charges as appropriate

 7. Add the student schedule to the description field

 8. Select customer message

 9. Click To Be Printed box

 10. Save

 11. Repeat for all accounts

 12. Print invoices

 13. Distribute

Late Pick-up/Early Drop Off Fees

To process late pick-up/early drop off fees, 

 1. Get sign in/sign out sheets

 2. Note late pick ups and early drop offs

· Note:  There is a 14 minute grace period for both.

 3. If there are extenuating circumstances, consult the Managing Director or Director of PRE/OPS

 4. Add $1.00 per late minute or early drop off

 5. Select Late PU/Early DO

 6. Under Quantity, enter the number of minutes early or late

 7. If payment of previous invoice is overdue, check if late fee has already been applied.

 7.1. If not, apply $25.00 late fee, otherwise go to next step

 8. Click To Be Printed box

 9. Save

 10. Repeat for other applicable accounts

 11. Print invoices

 12. Add invoices and credit memos to customer packages

Reconciling Bank Statements

1. Get bank statements after Managing Director reviews and signs them

2. Get canceled checks

3. In QuickBooks, put in new ending balance and withdrawals

4. Confirm checks, deposits, and withdrawals against statement

5. Print reconciliation

6. Clip to statements

7. Return checks to envelope

Reconciling Credit Cards

1. Reconcile credit card statements in QuickBooks

2. In QuickBooks, put in new ending balance and charges

3. Confirm charges and payments against statement

4. Print reconciliation

5. Clip the receipts and reconciliation to the statement and give to the Managing Director to review and sign

Rent

No reminders are sent by Sweet Pea Cottage Enterprises' s landlord, so preload the rent as a bill for the fiscal year and pay accordingly.

Closing the Month Out

Note:  Closing the month is completed on or before the 15th of the next month.

To close the month,

 1. Confirm that all postings have been completed

 2. Reconcile:

· Bank statements

· Cash accounts

· Accounts receivables

· Liability accounts with detailed list

· Memorized general journal transactions

3. Review income vs. expense statement

4. Confirm that postings are in the correct accounts

5. Generate the following reports from QuickBooks:

· Balance sheet for prior month

· Budget performance report

· Statement of cash flows

6. Export reports to spreadsheet

7. Email to the Managing Director

8. Inform the Director of Enrollment that the month is closed, so she does not make changes

Board Report

Generate in QuickBooks.

Note: The Board meets on the 4th Monday of the month.  The report must be given to the Managing Director two weeks prior to allow time for review.

Collections Report

1. Generate in QuickBooks.

2. Email to Managing Director 

PTO Report

1. Generate in QuickBooks

2. Email to Managing Director 

Quarterly

Payroll tax reports are due each calendar quarter: January 31st, April 30th, July 31st and October 31st.  The only payroll tax report we receive a reminder for is the WA Labor & Industries.  

941 Federal Tax Return

1. Generate the 941 report including schedule “B” in QuickBooks

2. Print two copies

3. Send one copy to Managing Director for signing

4. Send signed copy for filing

Note: There is no excise tax on Sweet Pea Cottage Enterprises' tuitions.

WA Employment Security

The WA UI Fast Tax software is located on the enrollment/bookkeeping computer and has records going back to 2004.  There are help instructions for this software and it will file the return on line and Sweet Pea Cottage Enterprises is also set up to use the EPay function.  Create a “Check” using the pay payroll liabilities function in QuickBooks and in the check window list “Epay” (or the confirmation number ) as the Check number.

WA Labor & Industries

At the moment, Sweet Pea Cottage Enterprises is still filling out the hard-copy report sent each quarter by Washington State Labor and Industries, but electronic filing is available for this tax.  An account will need to be set up.  Currently, a check needs to be issued using the pay payroll liabilities function in QuickBooks.

Annually

Fiscal Year

990

Generate from QuickBooks 4 ½ months from the end of the fiscal year.

Calendar Year

W2

Generate from QuickBooks. Issue by January 31st.

1099

Generate from QuickBooks.  Mail to vendors and contractors by January 31st.

Note:  1099 must be printed on pre-printed hard-copy form.

Payroll Taxes

At the end of each Calendar year, you will receive notices from WA Employment Security and WA Labor & Industries. The WA Employment Security rate can be changed by editing the payroll item, but the change to WA Labor & Industries rates must be changed in each individual employee’s record and the template.  Please see the help file in QuickBooks for instructions on changing the employee template.

QuickBooks payroll subscription will include update for Federal Tax changes.

Family Reports

Tuition Paid in Calendar Year

Use current Word .doc template.  Produce one for each family. Export payment information into Excel, then incorporate into letters using mail merge.

Do not distribute to any families with an open balance from the previous calendar year.  Distribute a copy via student file, by Jan 31st to all currently enrolled families.  Be prepared to mail copies to alumni families on request.

Other Tasks

Auctions & Other Fund Raisers

Fund raisers at Sweet Pea Cottage Enterprises vary considerably in how bookkeeping must deal with each and the requirements change on a regular basis.  Consult the Managing Director for procedures for individual fund raisers. 

