Non Income Tax Procedure
Completed on a monthly basis; due the 15th of each month

1. Create work papers based on last quarter; prompt tax is a three month calculation (run General Ledger 180, US Detail Balance Sheet, and 
2. Log in with information from folder (if information is not there, find information in prior year folder in file room & attach to front of current year folder)
3. Create voucher and make payment (DO NOT SUBMIT yet)
Nancy checks 3 pages:
· voucher with sign here sticky
· draft of payment confirmation
· work papers (filed in 2013 folder)
4. Get all signatures: [Fl. 8 Sharon Bendersky >5,000, Fl. 9 Stephane Biehler 5,000-100,000, Fl. 6 Patrick Boyle/Peter Lallos 100,000+] Stephane and Patrick do not get returns, etc. because if it gets lost it’s our fault!
5. After signatures… submit return, make payment, and print confirmation
6. Scan and copy:
· payment confirmation
· return
· voucher
7. Save scanned .pdf document to J Drive (2013>Other Non Income>Sales & Use>Correct company)
8. Email scanned .pdf document to: Aneyris, cc: Jamala, Sharon, Tatyana, Michael, Seeta, Ronald Michel, ap@nyx.com, Nancy Eng
9. If check: mail check with e-form
10. Bring original voucher for wires and checks and copy of confirmation to Aneyris (Fl. 9) before the 15th of each month (AP cuts checks on Tuesdays and Thursdays only) (stamp the voucher!)  
11. File copy of return, confirmation, and work papers in the folder (current file cabinet across from supply closet)
-oldest return on the bottom, newest returns on top of the prior period-
13. Mass upload spreadsheet
14. Update document: 2013>Calendar>File in Time xx2013 update status, confirmation number, and highlight!

Monthly Bank Reconciliation
Completed along with non income filing; due the 19th of each month

1. Run the following reports: US Detail Balance Sheet, GL detail by account, GL 180
2. Original checklist goes to Tanya, scan gets saved (ACCOUNT RECONCILIATIONS - Non-Income)
