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Be Prepared When a Disaster Strikes

Don’t wait until disaster
strikes, and everyone
panics, to realize how

important it is to have an

evacuation plan
set in place.

by Janell Attebery, BP&F Accountant

Is your company prepared to deal with a major disaster? Don’t wait until one
strikes to find out. The best time to respond to a disaster is before it happens.
Here are a few steps you should follow to prepare your business for even the
worst disaster.

1.

Sit down and think. Brainstorm about all the possible disasters that could
occur. Then select the one that would have the worst effect on your business
and plan for it. Ask yourself questions such as, "How would it affect my busi-
ness if a disaster occurred, and could my business survive if it were closed for
a couple of days, weeks or even months?" If your plan is designed to handle
the worst-case scenario, then you will also be able to apply the procedures to
smaller emergencies.

Take inventory. Make a list of all your possessions—include model and serial
numbers so if they are ruined, you will be able to estimate their value. Sav-
ing the receipts of valuable items, as well as taking photos or videotape, will
also help. Keep your list in a place, other than at your business, such as a safe
deposit box at the bank. You should update your list every year.

Protect your property. Determine ways to reduce the risk of property damage
such as installing smoke detectors and placing fire extinguishers in designat-
ed areas. Also, know where to turn off water, gas and electric lines.

Protect your records. Identify records that are key to your business and make
sure they are stored someplace that can withstand a disaster. For example,
keep the records in a fire-resistant cabinet or vault, or keep duplicate records
offsite. Back up your data on the computer, and store the back up at an offsite
location.

Obtain Insurance. Make sure that your business is adequately insured. If
necessary, consider obtaining additional insurance to cover floods, earth-
quakes or other natural disasters that are not covered under standard insur-
ance. You can also obtain replacement cost coverage that will replace the
structure up to the limit of the policy. If you rent your building, you need
renter’s insurance which covers damaged, destroyed, or stolen personal

property.
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Make sure everyone is
aware of what to do if and
when a disaster strikes.

6. Have an evacuation plan. Don’t wait until a disaster strikes, and everyone
panics, to realize how important it is to have an evacuation plan set in place.
You should determine the quickest and safest way for everyone to exit the
building. Designate a meeting place where everyone should assemble once
they have exited the building. Develop a procedure to account for employees
and visitors to ensure everyone made it out safely. Have a phone list that in-
cludes emergency contacts for the employees, and designate a person to have
the list available to them in case of an emergency. Determine a procedure
for outside communications (such as cell phones) and designate a person in
charge. Put someone in charge of securing the premises. Have people trained
in first-aid and CPR so if there are any injuries, there are people to help until
emergency medical services arrive.

7. Donit forget the day after. So let’s say the worst has happened and you fol-
lowed these steps. The big question now is, "What do you do the next day?"
Most likely everyone will be upset and confused. You will need a plan to in-
form your employees what they should do next. Designate one, two or three
people as the main contacts, and assign them each a list of employees that in-
cludes phone numbers. Inform the contacts whether or not the business will
open, and if you need employees to be at work or stay away from the site.

8. Share and Practice. Document your plan in writing. Once you have your
plan in place, share it with every employee. Make sure everyone is aware of
what to do if and when a disaster strikes. And practice. Run through your
plan, especially the evacuation plan, and work out any kinks it might have.

These are only a few steps that you can take to help ensure that you are prepared
for a disaster. It is far better to spend some time, and maybe a little bit of money
up front, than to wait until something happens and be left with nothing.

We’ve Moved

As of June 1, Baker, Peterson & Franklin moved to our new building in the Palm
Bluffs Corporate Center near Palm and Alluvial Avenues in northwest Fresno.

This is the fastest-growing commercial development area in Fresno, and BP&F is
located on a cul-de-sac near the south edge of the San Joaquin River bluffs.

The building contains 12,744 square feet, and Regency Investment Advisors is
located in the rear of the building.

Our new address is 970 W. Alluvial, Suite 101, Fresno 93711. Our phone and fax
numbers remain the same.




Client Bookkeeping Questionnaire for Future BP&F Class

Baker, Peterson & Franklin strives to offer services to assist our clients in accounting aspects of their businesses. Our book-
keeping department is very interested in the needs of our clients regarding their accounting procedures and techniques.
Many of our clients have expressed to us the need for basic understanding related to their daily bookkeeping procedures.
To better serve our clients, we have composed a questionnaire for you to complete regarding your needs. When we
receive your comments, we will design and conduct an educational seminar for our clients.

Answer the following questions to test your knowledge of accounting skills.

A. For each account listed below indicate whether it ordinarily has a debit or credit balance (check either debit or
credit).

Account Debit Credit

Advertising expense

Accounts payable

Retained earnings (for profitable company)

Prepaid insurance

Accounts receivable

Property and equipment

Deferred income taxes

Accumulated depreciation

Accrued salaries

Sales

Investments

Notes payable

B. Match the account titles with the proper pnancial statement classipcations:

A. Current assets ___ Inventory
B. Long-term investments ___Accounts payable
C. Property, plant & equipment __ Marketable securities
D. Intangibles and deferred charges ____Notes payable in ten years
E. Current liabilities __Accumulated depreciation on building
F. Long-term liabilities ___Accrued payroll
G. Owner’s equity ____Interest income
H. Revenue __Accounts receivable
I.  Expenses _ Common stock
___ Building
____ Sales

___Land (used in operation)

____ Prepaid expenses

____Income taxes payable

____ Rent expense

_ Cash

____Salaries expense

_ Goodwill

__ Allowance for doubtful accounts
____Retained earnings




C. General Bookkeeping Questions:

77

1. Would a basic bookkeeping class (i.e., “Understanding Debits and Credits”, “Understanding

Basic Accounting Principles”) help you with your bookkeeping needs? O Yes O No
2. Would a vocabulary of accounting terms be helpful for you to refer to when needed? U Yes U No
3. Would handouts with checklists on how to complete basic accounting transactions be useful (i.e.,

bank reconciliation, completing general journal entries, and payroll entries)? O Yes O No
4. Do you want a better understanding of the difference between cash and accrual accounting? O Yes O No
5. Do you understand your chart of accounts? O Yes O No
6. Do you have a good understanding of assets, liabilities and equity and their functions? O Yes O No
7. Do you have a good understanding of bank reconciliations? O Yes O No

D. Software:

1. Please identify which accounting software you are currently using.
2. Does your software cover all of your business/ personal needs?

3. What features would you like to utilize from your software that you are not currently using?

E. Financial Reports Questions:

1. Is your company a corporation, partnership, non-profit organization or sole proprietorship?

2. Do you run monthly financial reports for your business? [0 Yes 0O No If yes, which reports do you run? Are they
daily, monthly, quarterly or yearly reports?

3. Do you understand the difference between the balance sheet and income statement?

4. Do you use budget reports?

F. What topics would you like covered in a BP&F educational seminar?

G. Other comments: (attach additional sheet if necesssary)

Name & Title:

Company:

Address:

Please return your questionnaire to Valerie Pearce by mail (970 W. Alluvial, Suite 101, Fresno, CA, 93711) or fax to
559-432-5831. Thank you. Answers will be provided in class.




Payroll Recordkeeping Guidelines

by Janell Attebery, BP&F Accountant

You may find yourself looking at payroll information for employees and wonder-
ing whether or not you should keep it. You probably have binders and files full of
payroll documents. Do you really need to keep them?

Before you destroy any documents, keep these guidelines in mind. Recordkeeping
is extremely important and necessary. It is necessary because it is required in order
to be in compliance with the payroll regulations and laws mandated by the Fair
Labor Standards Act (FLSA), the Internal Revenue Code (IRC), and the Family and
Medical Leave Act (FMLA). If you don’t keep the necessary documents, you may
find yourself facing significant penalties.

Fair Labor Standard Act Requirements

The FLSA does not require that the records be kept in a particular format, but
records must include certain identifying information about the employee, hours
worked, and wages earned. The information must be accurate. It is required that
the records be open for inspection by the Wage and Hour Division.

The following is a list of the information an employer must maintain for at least
three years after the last date of entry:

1. Employee’s full name and social security number as it appears on the social
security card

Complete home address including zip code

Birth date (if younger than 19)

Sex and occupation (for use in determining Equal Pay Act compliance)
The beginning of the employee’s workweek (time and day)

Hours worked each day

Total hours worked each workweek

Basis on which employee’s wages are paid

Regular hourly pay rate

10 Total daily or weekly straight-time earnings

11. Date of payment and the pay period covered by the payment

O 0N U W

Records that must be kept for at least three years from the last date they were in
effect are:

1. Collective bargaining agreements

2. Certificates authorizing the employment of industrial homeworkers, minors,
learners, students, apprentices and handicapped workers

3. Records showing total sales volume and goods purchased
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Records that must be kept for at least two years from their last effective date are:

1. Wage rate tables and piece rate schedules

2. Worktime schedules establishing the hours and days of employment

3. Basic employment and earnings records supporting data for each employee’s
hours worked and wages paid (time cards)

Internal Revenue Code

The Internal Revenue Code requires all employers that withhold and pay federal
income, social security and Medicare taxes to maintain the following records for
each employee. These records must be kept for at least four years after the due
date of the tax or the date the tax is actually paid (if later) for the return period to
which the records relate.

1. Employee name, address, occupation, and social security number

2. Total amount and date of each payment of compensation and any amount
withheld for taxes or otherwise. This should include reported tips and the fair
market value of noncash payments.

3. Amount of compensation subject to withholding for federal income, social
security and Medicare taxes, and the amount withheld for each tax.

4. Pay period covered by each payment of compensation

Reason why the total compensation and the taxable amount for each tax is

different

Employee’s Form W-4, Employee’s Withholding Allowance Certificate

Beginning and ending dates of the employee’s employment

Statements provided by the employee reporting tips received

Information regarding wage continuation payments made to the employee by

an employer or third party under an accident or health plan, including the be-

ginning and ending dates of the period of absence from work and the amount

and weekly rate of each payment (including payments made by third parties)

10. Fringe benefits provided to the employee and any required substantiation

11. Requests from an employee to use the cumulative method of wage withhold-
ing

12. Adjustments or settlements of taxes

13. Copies of returns filed including forms 940, 941, 943, W-3 and Copy A for the
Form W-2 sent to employees and returned as undeliverable

14. Amounts and dates of tax deposits made

o
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Family and Medical Leave Act Reporting

The FMLA does not specify the form of records that must be retained. To meet
the FMLA's requirements, records must be kept for three years in an accessible
format. In order to comply with FMLA requirements, the following records must
be retained:

Basic payroll records and employee data (as required by FSLA)
Dates FMLA leave is taken, and times if taken in increments
Hours worked in the previous 12 months

Hours of FMLA leave for exempt employees

Copies of employee notices furnished to employer, if in writing
Copies of general and specific notes given to employees

AL




7. Documents describing employee benefits or employer policies regarding
taking of paid and unpaid leave

8. Documents verifying premium payments of employee benefits

9. Records of FMLA leave disputes between employees and employers

A Form I-9, Employment Eligibility Verification, must be on file for all employ-
ees. Keep the forms for three years after the date of hire or one year after date of
termination.

If you would like to read more about the payroll record retention require-
ments, visit the U.S Department of Labor, Wage and Hour Division website
at www.dol.gov; the Internal Revenue Service website at WWW.irs.gov; or
the State of California Employment Development Department website at
www.edd.ca.gov.

Who’s Who ... BP&F’s Bookeeping Department

Valerie Pearce joined the firm in September 2003, and is a full-time bookkeeper
serving our clients. Experienced in MAS90, BusinessWorks, and Quickbooks,
Valerie performs the bookkeeping function for a variety of clients—farming, real
estate, construction, legal, wholesale and service professions. The scope of Valer-
ie’s work ranges from minimal bookkeeping services for some clients to being the
full-charge bookkeeper for others. Her duties include payroll, accounts payable,
accounts receivable, general ledger, financial statements, preparing monthly
reports, budgeting, bank reconciliations, sales tax returns, quarterly returns, year-
end payroll taxes, and property taxes. She has also completed one-time, unique
projects for clients such as setting up chart of accounts, assisting with inventory
procedures, and developing custom reports to meet clients’ individual needs.
Prior to joining the firm, Valerie worked as a bookkeeper for more than 15 years
for a transportation broker, investigations and legal service company, office furni-
ture company, beauty shop/college, IRS, and other service businesses.

Valerie has local ag roots—she was born and raised on the family raisin farm in
Fowler. Her bookkeeping career started in her mother’s business in Fowler and
Selma. She received her AA degree from 4 C’s College and attended National
University as a business major. Her future goal is to finish her education at Na-
tional University and grow with Baker, Peterson & Franklin.

Valerie enjoys spending time with her family and children. Her husband, Jeff, is a
private investigator; she has a 12-year-old stepdaughter, Megan, and a 6-year-old

son, James.

You may contact Valerie at 432-2346 or valeriepearce@bpfcpa.com.

Valerie Pearce




“By The Book”

The next issue of 0BY THE BOOKG will be mailed this winter. All issues are
posted on our website under “Resources.” If you would like to receive a copy of
0BY THE BOOKO by e-mail, please send your request to: mail@bpfcpa.com. Your
questions or comments are welcome.

Bookkeeping Department Staff:
Karen E. Morais, CPA

Jayne Massie

Valerie Pearce
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