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Client Name: ___________________________________________Tax Year ________ 
 
Income 
Gross Income: ________________________________ 
 
Expenses 
Accounting Expenses (Not personal income taxes): _______________________ 
Advertising: ___________________________ 
Auto Expenses: _________________________ 
Auto Cleaning Expense (This is separate from above): ____________________ 
Bank Charges: ________________________ 
Contract Labor (If you paid someone else to claim): ______________________ 
Education (Related to your job): _______________________ 
Hotel Expenses: ____________________________________  
Interest Expense on company credit cards or loans: ________________________ 
Internet (Put 100% paid figure & then tell us business %): __________________ 
Insurance Expense – Business Liability (Not on vehicle): ___________________ 
Insurance Expense - Auto (for people who don’t claim mileage): _____________ 
Legal Expenses: ______________________ 
Licenses: ____________________________ 
Meals (Per Diem out of town for 24 hrs.): _________________________ 
Office Supplies: __________________________ 
Parking Expenses: ________________________ 
Postage and Shipping: _____________________ 
Rent Expense: ___________________________ 
Taxes (Business Personal Property): ____________________________   
Toll Expense: _________________________ 
Telephone (Not main house phone) (Put 100% paid figure & then tell us business %): 
_________________ 
Uniforms (Must have company logo or name on it): _____________________ 
Other Expenses (List):  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Auto Miles (Need Make, Model, & Year of Auto/s broken down by vehicle) 
Make: _________________ Model: ______________________  Year: ____________ 
Total Miles Driven this year (Personal & Business): ____________________________ 
Business Miles Driven this year (For just this rental property): ____________________ 
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Equipment: (Must list each with date, amount, and what it is) 
 

1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

4. ________________________________________________________________ 

5. ________________________________________________________________ 

6. ________________________________________________________________ 

7. ________________________________________________________________ 

8. ________________________________________________________________ 

9. ________________________________________________________________ 

10. ________________________________________________________________ 

11. ________________________________________________________________ 

12. ________________________________________________________________ 

13. ________________________________________________________________ 

14. ________________________________________________________________ 

15. ________________________________________________________________ 

Office Equipment (Must list each with date, amount, and what it is): 
 

1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

4. ________________________________________________________________ 

5. ________________________________________________________________ 

6. ________________________________________________________________ 

7. ________________________________________________________________ 

8. ________________________________________________________________ 

9. ________________________________________________________________ 

10. ________________________________________________________________ 
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Business Use of Home (If applicable) 
Electric: _____________________________ 
Water: ______________________________ 
Gas/Propane: _________________________ 
Internet (Can’t take here if you took expense above): _________________________  
Home Owners Insurance: _______________________________ 
Real Estate Tax: ______________________________________ 
Rent (if you rent your house): ___________________________ 
Mortgage Interest (Must provide 1098 mortgage statement): ______________________ 
Other (Break down): 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
Items Needed for Tax Prep 
 

• Need a copy of all personal property tax bills 
• Need a copy of 1096 filed for your 1099 contractors.  You were required to 

file a 1099 for each personal making over $600 for the years.  The 1096 is the 
summary of the 1099s for IRS.  (Note: If filed 1099s here we have this 
already) 

• Need the separate breakdown sheet for Equipment, furniture, phones, and 
GPS units purchased in the tax year.  List date, what it was, and how much. 

• Special note for internet & telephone expense.  We need you to tell us the total 
amount you paid for the entire year and then how much you used it for 
business.  We will calculate the deductible amount from there.  Example: 
Internet $1523 - 40%.  Then we will take 1523x.40=609.20.  The 609.20 will 
be the deductible amount.   
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