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SWC Business Tax Preparation Checklist
📄 Basic Business Info
• Legal business name and EIN
• Business structure (LLC, S-Corp, Sole Prop, etc.)
• NAICS code (if known)
• State business registration documents
• Articles of Organization or Incorporation
💼 Income Documentation
• Profit & Loss statement (year-end)
• Balance sheet (if applicable)
• Total gross receipts/income for the year
• 1099-NEC, 1099-K, or 1099-MISC forms received
• Other income sources (grants, PPP, EIDL, etc.)
💳 Business Expenses & Deductions
• Rent/Lease payments (office or equipment)
• Utilities (internet, phone, electricity)
• Payroll or contractor payments (with 1099s/W-2s)
• Office supplies & materials
• Advertising/marketing expenses
• Software subscriptions (QuickBooks, Canva, etc.)
• Insurance (liability, E&O, health premiums)
• Travel expenses (airfare, hotel, meals)
• Business meals & entertainment
• Vehicle mileage log or auto expenses
• Business-related education/training
📦 Inventory & Assets
• Inventory on hand at year-end
• Cost of goods sold (COGS)
• Purchase receipts for new equipment/assets
• Depreciation schedules (if applicable)
🧾 Other Documents
• Prior year tax return (if new client)
• Business bank statements (full year)
• Business credit card statements
• Loan statements (business loans, SBA, etc.)
.

• Retirement plan contributions (SEP IRA, etc.)
• Health insurance info if offering employee benefits
• Any IRS notices or correspondence received
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