
Step-by-Step Business Tax Preparation Checklist

Step 1: Gather Personal & Business Information

Collect all personal and business info. Check your Social Security Number with the Social

Security Administration. Grab past tax returns and business licenses. This makes the rest of the

steps easier and faster.

Step 2: Know Which Tax Forms to File

Each business type files different forms. Sole Proprietorships use Form 1040, Schedule C, and

Schedule SE. Partnerships file Form 1065. C Corporation files Form 1120, and S Corporation

uses Form 1120-S. Picking the right forms first saves time.

Step 3: Record Income Sources

Write down all income, including sales, interest, and 1099 payments. Use Form 1099-NEC or

Form 1099-MISC when needed. Clear income records stop mistakes and save time.

Step 4: Track Expenses & Cost of Goods Sold

Keep receipts and invoices. Track the cost of goods sold and other expenses. This helps claim

deductions and keeps your books neat.

Step 5: Prepare Payroll & Contractor Records

Save W-2s and W-3s. Include Forms 940 and 941 for payroll. Record contractor payments on

1099 forms. This keeps payroll clear and easy.

Step 6: Generate Financial Reports

Make a Profit and Loss Statement, Balance Sheet, General Ledger, and Trial Balance. Follow

Generally Accepted Accounting Principles. Reports make taxes easier for you and your Certified

Public Accountant or Enrolled Agent.

Step 7: Review Accounting Method



Know your accounting method. Cash basis counts income when you get paid. Accrual basis

counts it when you earn it. Using one method keeps books simple and filing smooth.

Step 8: Claim Business Tax Deductions

Track deductions like Qualified Business Income Deduction and Self Employment Tax. Include

rent, supplies, and equipment. Deductions lower taxes and keep records clear.

Step 9: Track Estimated Tax Payments

Pay quarterly taxes if required. Record dates and amounts for Estimated Tax Payments. Tracking

stops penalties and surprises.

Step 10: File Your Business Tax Return

Use IRS Free File or the U.S. Department of the Treasury. Double-check all forms and records.

Filing is calm and fast when your checklist is ready.


