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Daily Paperwork Template
Each morning we take all paperwork from fleet, main, and maintenance and make one large daily reporting for the accounting. The tasks are:
1. Gather all paperwork, monies, etc from fleet, maintenance, and the main shop
2. Get a blank paperwork form from the bottom drawer nearest the 4014 printer 
3. Go into Mitchell, hit utilities, end of day, enter 102988 as the password and print the end of day reports for the day you are reporting for (usually yesterday except Mondays) 
4. On the paperwork form fill out date (date we are reporting for), department as all, and yourself in the name area.
5. Transpose all ARs, ARs that were Paid (and how, check cash EFT and Fees), additions and subtractions. 
Computer Totals: 
The upper section of the paperwork form tells us what the computer says we should have collected dollar wise. 
1. From the Sales/ Receipts Summary Report fill out the total parts and labor sales, shop supplies, total discounts (make sure to add) and taxes. 
2. From the sublet report write in the towing amount, the tire amount and in one of the two fields record the remainder of any other sublet.
3. From the bottom total up any Accounts Receivables that were paid. If you have EFT payments you are adding up the total amount (EFT+Fee or what we AR’d) in this field.
4. In the additions or Subtractions add or subtract any other items. Some common ones are:
a. EFT Fees- Subtraction- We are taking less money in than our computer system thinks
b. Part Refunds due to returns- Addition- We are gaining more money than our computer thinks. 
c. Deposits- Addition- Since the ticket wont be closed yet we are taking in more money than the computer thinks. Conversely, when the ticket is closed this same addition becomes a subtraction because we will take in less money than the computer thinks. 
5. Total up the grand total of the Computer Section. Remember to subtract your discounts and any negative amount in the additions/subtractions field. 
Actual Total
This section is what we physically have. This proves our computer totals right. 
1. From the reports you will see an amount of cash that we supposedly collected. Write that into the report on the cash total line.
2. Physically add up your check payments and write them into the check total line. 
3. Add up any gift payments (gift cards, royalty rewards slips, etc) and write them in the Gift Card Line.
4. Write any EFT payments in the electronic check line. This amount is the amount we netted (AR Amount- EFT FEE) 
5. Use the batch reports from the 3 center’s credit cards and write the center’s total credit card sales in the corresponding section of the credit card total line. 
6. Any tickets closed as an AR that day are totaled and written in the house charges box. 
7. All items are then totaled (all are positive numbers) 

Diagnostics
1. If the paperwork matches between the computer total and the actual total then skip this entire section.
2. If there is any difference start by checking that all numbers were transposed correctly and that all additions/subtractions were done correctly. If so move on to step 3.
3. If the computer total is higher than the actual total the computer says we should have more money than we do. Some reasons may be:
a. An unwritten or added AR being closed in the computer but not added to the actual totals.
b. Wrong payments collected for a lower amount
4. If the actual total is higher than the computer total than the computer is saying that it can’t account for all the money we have. Some reasons may be:
a. An unwritten and unclosed AR Payment.
b. An error in payments being too high
c. A non added addition to the paperwork like a parts refund. 
d. Writing the amount of the AR instead of the EFT amount in the electronic check payment section.
5. If none of the above solves the paperwork you may then come to the accounting office or Ken or Scott to look over the paperwork and help. If you find that you need to change a payment or a ticket then come to Scott or Ken to do so. 

Finalizing
1. When all matches paperwork wise check the cash you currently hold vs. the main report. Verify that it matches. If it does not you must match and get the correct amount of cash in your hand. 
2. Write all checks and cash in on the deposit slip and add. 
3. Attach all payments, reports, and deposit slip together and physically hand to Janice or Scott. Do not leave money unattended you will be held responsible until Janice or Scott physically is handed the paperwork. 
4. Place all tickets in the bin on Ken’s desk. 
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