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How to Organize your Accounting Records

As a company you are obliged to organize and file accounting documents like incoming and outgoing invoices, bank and cash records. We recommend the following procedure depending on whether you determine your profit with balance sheet accounting or with the net income method:

Balance sheet:

Monthly filing divided by:

· Outgoing invoices (sorted by invoice numbers)
· Incoming invoices (sorted by date)
· Account statements (sorted and divided by account and bank)
· Cash records (sorted by date according to cash book)

If you use the net income method in accordance with § 4 Abs. 3 EStG we recommend to proceed like this:

Net income method:

· Sorted account statements with all outgoing and incoming invoices and supporting documents. It could look like this: If 100,--€ are debited to your account, you place the incoming invoice behind the corresponding account statement. If a customer settles your invoice, you put the outgoing invoice behind the corresponding account statement.
· Cash records (sorted by date according to cash book)
· private contributions (incoming invoices you paid privately, sorted by date)

We would be happy, if you are able to submit your accounting records by the 15th of the following month.

[bookmark: _GoBack]If you turn in your accounting records quarterly, because VAT is payable quarterly, you can sort documents quarterly too, by the categories mentioned afore.

If you use payment options like credit cards or PayPal you should establish matching categories comparative to the account statements.

If you have questions on this subject, or you would prefer to have your accounting documents filed and organized differently, we are pleased to help you.
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