
      

 

1. BUSINESS FORMATION 

 Legal business name & address 

 Entity Type  

 Employer Identification Number (EIN), if applicable 

 Prior-year tax return (if available) 

 

2. FINANCIAL SETUP 

 Form 1099-NEC / 1099-MISC 

 Gross Receipts or sales summaries 

 Other business income 

 

3. TAX & COMPLIANCE 

 Advertising & marketing  

 Supplies & materials 

 Equipment & asset purchases  

 Vehicle mileage log 

 Home office expenses 

 Insurance 

 Software or subscription 

 Professional fees 

 

4. INSURANCE & LICENSING 

 Business bank statements 

 Business credit card statements 

 Estimated tax payments 

 Payroll reports (if applicable) 

 1099s issued to contractors  

 

5. OPERATION & RECORDKEEPING 

 Create a recordkeeping system 

 Track receipts & expenses 

 Maintain separation of personal and business finances 
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