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CPAZenith.com 

Business Tax Deduction Checklist 

A 75-Page Premium CPA-Ready Guide for Small Business Owners, Freelancers, Contractors, 
Consultants, Creators, and Local Service Businesses 

Updated June 2026 | Built for 2025 Schedule C deduction readiness, recordkeeping, and CPA review.  

Premium Outcome 

Reader Benefit What This Ebook Helps You Do 
Cleaner records Organize transactions by category, proof, business purpose, allocation, and 

CPA review status. 
Better deductions Find legitimate deductions with support instead of relying on memory, 

screenshots, or year-end guesswork. 
Faster tax 
preparation 

Build a complete tax package with fewer missing receipts, fewer uncategorized 
items, and fewer follow-up questions. 

Audit-ready 
mindset 

Know which expenses need stronger notes, logs, allocation support, or 
professional review before filing. 

Educational use notice: This ebook is a planning and organization guide. It is not a substitute for 
advice from a CPA, enrolled agent, or tax attorney. 
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Disclaimer and Use Notice 

This guide is for education and planning. It is not legal, tax, accounting, financial, or investment advice. 
Tax treatment depends on the facts, the taxpayer, entity type, accounting method, state law, industry, 
ownership, documentation, and current IRS rules. 
• Verify current IRS forms, instructions, limits, and deadlines before relying on any tax-year number. 

• Consult a CPA, enrolled agent, or tax attorney before filing, making elections, capitalizing assets, 
changing accounting methods, or taking uncertain deductions. 

• Use the worksheets as internal business tools, not official IRS forms. 

• Keep final records in a secure folder with bank statements, receipts, logs, and professional 
correspondence. 

Premium product positioning 

The value of this ebook is not just a list of categories. The value is a repeatable deduction-readiness 
system: category review, support documents, business-purpose notes, allocation review, asset review, 
and CPA questions. A buyer should finish the ebook with a clearer tax file, not only more information. 

Important: Tax law changes frequently. Any dollar limit in this guide should be verified for the filing 
year and taxpayer facts before use. 
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How to Use This Premium Ebook 

Use this ebook as a working binder. Read the strategy pages first, then duplicate the worksheets 
monthly or quarterly. Each page is designed to help a business owner move from “I think this is 
deductible” to “I can explain the business purpose and show support.” 
• Create a tax-year folder with subfolders by month and category. 

• Export bank, card, platform, payroll, marketplace, and accounting reports. 

• Review every major category and attach documentation. 
• Flag meals, travel, vehicle, home office, cash payments, contractors, and large purchases. 

• Prepare the CPA question log before year-end, not the week the return is due. 

• Update the final tax package after the return is filed so next year starts cleaner. 

Need Best Section 
Quick deduction review Pages 15-45 
Schedule C support Pages 46-50 
Asset decisions Pages 51-55 
Industry customization Pages 56-61 
Implementation worksheets Pages 65-73 
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Major 2025 Planning Numbers 

These planning numbers make the guide useful for 2025 Schedule C preparation. They should be 
treated as review prompts, not as filing advice. Always confirm the final forms, instructions, and 
taxpayer limitations before filing. 

Item 2025 planning note Action 
Business 
standard 
mileage 

IRS guidance lists 70 cents per mile for 2025 
business use. 

Keep date, destination, purpose, 
and business miles. 

Home office 
simplified 
method 

$5 per square foot, maximum 300 square feet. Measure qualified area and 
compare actual method. 

Section 179 2025 Form 4562 instructions list $2,500,000 
maximum, reduced when qualifying costs 
exceed $4,000,000. 

List assets, cost, date, and 
business use. 

Schedule C Used by sole proprietors and certain single-
member LLCs to report profit or loss. 

Map records to income, COGS, 
expenses, vehicle, and line 30 
support. 

Verification rule: Do not use any threshold without checking entity type, phaseouts, taxable-income 
limitations, listed-property rules, and state differences. 
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10-Step Deduction Cleanup Sprint 

This sprint is a practical cleanup sequence for a business owner who has bank feeds, receipts, and 
reports but needs to convert them into a tax-ready file. Run the sprint quarterly or at year-end before 
sending records to a CPA. 
• Export bank, credit card, processor, payroll, and sales platform reports. 

• Remove transfers, owner draws, loan principal, and personal payments from expense categories. 

• Match receipts and invoices to transactions. 
• Tag missing receipts and request duplicates from vendors. 

• Reconcile gross receipts to deposits, invoices, 1099s, and platform reports. 

• Create logs for mileage, meals, travel, home office, and cash/app payments. 

• List all large purchases with placed-in-service dates. 

• Separate COGS/inventory from ordinary operating expenses. 

• Prepare a CPA question log for uncertain deductions. 

• Save a final folder with reports, worksheets, and support. 

Owner action: Do not wait until every item is perfect. Mark uncertain items clearly, gather the facts, 
and ask the professional question earlier. 
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Deduction Decision System 

A deduction should pass a practical review before it is placed on a return. The owner should be able to 
explain what was purchased, why the business needed it, when it was used, how it was paid, and 
whether personal use or capitalization might apply. 

Decision Point Ready Evidence Action if Weak 
Business 
connection 

Client, project, revenue, admin, 
compliance, or operations purpose 

Write a memo or move to 
CPA log. 

Proof of payment Statement, receipt, invoice, platform 
report 

Request duplicate 
support. 

Category Expense, COGS, asset, reimbursement, 
owner draw 

Reclassify before filing. 

Limitation Meals, auto, gifts, home office, listed 
property 

Ask CPA before filing. 

Timing Paid/incurred in proper tax year Review accounting 
method. 

This system prevents the two biggest mistakes: missing legitimate deductions because receipts are 
scattered, and claiming weak deductions because a payment merely appears in a bank feed. 
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Recordkeeping Foundation 

The IRS does not require one special recordkeeping system for most small businesses, but the system 
must clearly show income and expenses. The best file contains summary reports plus the support 
documents that prove the numbers. A spreadsheet can work when it ties to bank statements; 
accounting software can fail when it contains uncategorized or unsupported transactions. 
• Use accounting software or a spreadsheet that ties to bank and card statements. 

• Keep receipts by month and category, not in one unsearchable folder. 

• Save 1099s, invoices, deposits, platform reports, loan documents, payroll reports, and tax notices. 

• Document business purpose while the transaction is fresh. 
• Keep a CPA question folder for uncertain items instead of hiding them in miscellaneous. 

Folder Contents 
01 Income Invoices, deposits, 1099s, platform reports 
02 Expenses Receipts, statements, vendor invoices 
03 Assets Large purchases and placed-in-service dates 
04 
Payroll/Contractors 

W-9s, 1099s, payroll reports 

05 CPA Questions Open issues and advisor answers 
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Business Purpose Standard 

A receipt proves money was spent; it does not always prove the expense was business-related. 
Business-purpose notes are especially important for vendors that look personal, mixed-use items, 
meals, travel, online subscriptions, cash/app payments, and large purchases near year-end. 
• Use a short note such as: “Zoom subscription for client meetings and virtual consultations.” 

• Tie the expense to a client, project, location, revenue activity, compliance need, or administrative 
function. 

• Avoid vague labels such as business stuff, miscellaneous, write-off, or owner expense. 

• For meals, include attendees and the business discussion. 

• For travel, include destination, event, client, or project reason. 

Weak Note Better Note 
Restaurant Lunch with ABC client to discuss Q3 project scope 
Amazon Printer ink for office invoices and client packets 
Hotel Two nights for industry conference in Chicago 
Gas Use only if actual method; standard mileage needs mileage log 
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Separate Bank Accounts and Clean Books 

Separate business and personal spending before tax preparation. Mixing personal groceries, family 
travel, owner distributions, business subscriptions, and customer deposits in one account creates 
cleanup cost and weakens deduction support. Clean books do not require a perfect system, but they 
require consistent separation and monthly review. 
• Use one operating business checking account and one business credit card where possible. 

• Do not pay personal expenses from the business account unless clearly recorded as owner draw or 
distribution. 

• Do not treat loan principal repayments as deductions. 

• Review transfers between accounts so they are not duplicated as income or expense. 

• Reconcile monthly to catch missing deposits, duplicate transactions, and uncashed checks. 

Transaction Likely Treatment to Review 
Owner transfer to 
personal 

Owner draw/distribution, not expense 

Credit card payment Transfer/payment, not separate expense if charges are 
already recorded 

Loan principal Balance sheet reduction, not ordinary deduction 
Loan interest Potential business interest if debt is business-related 
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Monthly Close Workflow 

Monthly close prevents tax-season scrambling. The owner or bookkeeper should confirm that all 
transactions are imported, categorized, matched to support, and tagged for review while details are still 
available. A monthly close also gives the owner a better view of profit, cash flow, and estimated tax 
exposure. 
• Import or enter all transactions. 

• Reconcile bank, credit card, loan, payroll, and processor accounts. 

• Categorize transactions using the deduction map. 

• Attach receipts or document links. 
• Review uncategorized, personal-looking, and high-dollar items. 

• Update mileage, meal, travel, home office, contractor, and asset logs. 

• Export a monthly profit and loss statement and balance sheet for review. 

Premium habit: Schedule a recurring monthly bookkeeping appointment. A 45-minute monthly 
cleanup can prevent several hours of year-end reconstruction. 
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Gross Receipts Reconciliation 

Deductions are only one side of the return. Gross receipts must reconcile to 1099s, bank deposits, 
invoices, cash logs, and platform reports. Understated income can create more risk than missed 
deductions, especially when third-party forms report amounts to the IRS. 

Source What to Compare Common Issue 
Bank deposits Deposits by month Transfers and loans mistaken for 

sales 
1099-
K/NEC/MISC 

Forms received Forms may not match accounting 
categories 

Invoices Paid/unpaid invoices Cash-basis vs accrual confusion 
Platforms Gross sales, refunds, fees Net deposits hide fees and 

refunds 
Cash/app 
payments 

Manual log Missing customer or purpose 
notes 

Create a reconciliation memo showing why taxable receipts differ from bank deposits or 1099 totals. 
The memo can explain refunds, chargebacks, merchant fees, transfers, loans, or income reported 
under another entity. 
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Owner Draws, Transfers, and Reimbursements 

Owner draws, distributions, and personal reimbursements are often misclassified as deductions. 
These items affect equity or loans, not ordinary business expenses, unless there is a documented 
reimbursement process for a business cost paid personally. 
• Label owner draws clearly so they do not inflate expenses. 

• If the owner used a personal card for business, save the receipt and reimbursement record. 

• Separate owner health insurance, retirement, payroll, and fringe benefits for professional review. 
• Review related-party payments carefully. 

• Do not deduct personal living expenses simply because the business account paid them. 

CPA-ready note: If a payment benefits the owner personally, the business file should show why any 
business portion is reasonable and how it was allocated. 
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Advertising and Marketing 

Use this category for expenses that help the business attract, educate, convert, or retain customers. 
This may include paid search, social media ads, directory listings, landing pages, SEO writing, email 
marketing, signage, print materials, sponsorship packages with advertising value, and creative 
services. The key is to connect the campaign to a business purpose rather than simply naming the 
vendor. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save invoices, ad platform reports, screenshots of campaigns, contracts, performance summaries, 
and a short note describing the audience, offer, or revenue goal. 

Common Mistakes to Avoid 

Putting brand-building costs with no proof in miscellaneous; treating personal social media content as 
advertising; forgetting to separate website assets or software that may need different treatment. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Bank Charges and Merchant Fees 

This category captures the cost of collecting, processing, and moving business money. Payment 
processor fees are often hidden because sales platforms deposit net amounts after refunds, 
chargebacks, and processing fees. A clean book file shows gross sales, refunds, fees, and net deposits 
separately so income is not understated and fees are not missed. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Use bank statements, merchant statements, Stripe/Square/PayPal reports, platform reports, and 
monthly reconciliation summaries. 

Common Mistakes to Avoid 

Recording only net deposits as sales; double-counting processor fees; mixing personal bank fees into 
business expenses. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Contract Labor and Freelancers 

Contract labor includes non-employee service providers such as designers, bookkeepers, 
subcontractors, virtual assistants, copywriters, developers, marketing agencies, drivers, cleaners, 
photographers, or repair workers. The deduction is stronger when the business can show the service 
performed, the business result, and the vendor file. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Collect W-9s before payment, signed scopes, invoices, proof of payment, contractor classification 
notes, and year-end 1099 review totals. 

Common Mistakes to Avoid 

Paying without a W-9, misclassifying workers, missing invoices, or treating employee wages as contract 
labor. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Insurance 

Business insurance protects the trade or business against ordinary operational risks. Depending on 
industry, this may include general liability, professional liability, E&O, cyber, malpractice, commercial 
auto, workers compensation, product liability, surety bonds, or rented-premises coverage. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save declarations pages, invoices, policy periods, covered business name, payment proof, and 
allocation notes for mixed policies. 

Common Mistakes to Avoid 

Deducting personal insurance, failing to allocate mixed coverage, or missing policy periods that cross 
tax years. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Legal and Professional Fees 

Professional fees are usually one of the strongest deduction categories when the matter is clearly 
business-related. Examples include CPA fees for Schedule C work, bookkeeping, payroll setup, 
attorney contracts, entity compliance, collection letters, business valuations, licensing help, and 
advisory work. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep engagement letters, invoices with matter descriptions, proof of payment, and notes separating 
business, personal, investment, or capital transaction work. 

Common Mistakes to Avoid 

Deducting personal legal matters, including acquisition costs that may need capitalization, or 
combining tax prep for personal and business work without allocation. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Office Expense 

Office expense covers ordinary administrative items used to run the business: postage, paper, printer 
ink, labels, folders, office cleaning, desk accessories, small tools, shipping labels, and similar items. 
Larger computers, furniture, equipment, and durable assets should be reviewed separately. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep vendor receipts, order confirmations, account summaries, and business-use notes for personal-
looking vendors. 

Common Mistakes to Avoid 

Burying equipment in office expense, claiming household items without business support, or using 
vague descriptions like supplies without detail. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Rent, Lease, and Co-Working 

Rent may include office, shop, studio, booth, warehouse, storage unit, clinic room, desk membership, 
or equipment lease. The expense should match the business location or asset being used to produce 
income or administer the business. Related-party rent deserves extra documentation. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save leases, invoices, payment proof, location details, rental period, business purpose, and allocation 
notes. 

Common Mistakes to Avoid 

Classifying mortgage principal as rent, deducting personal storage, or missing lease documents. 
Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Repairs and Maintenance 

Repairs keep property, equipment, vehicles, tools, or facilities in ordinary working condition. The 
important distinction is whether the work merely maintained the asset or improved, restored, adapted, 
or materially extended its useful life. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep work orders, before/after notes, invoices, photos where helpful, and an explanation of what broke 
and what was fixed. 

Common Mistakes to Avoid 

Calling improvements repairs, missing asset review for major work, or using short vendor descriptions 
that do not explain the project. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Software and Subscriptions 

Modern businesses often rely on accounting software, CRM, scheduling tools, design software, AI 
tools, cloud storage, cybersecurity, payroll platforms, data providers, and website services. The best 
file shows business use and avoids paying for unused subscriptions. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save monthly invoices, account owner, plan name, business function, annual summaries, and 
cancellation review. 

Common Mistakes to Avoid 

Deducting personal streaming services, duplicate subscriptions, or software used partly for personal 
projects without allocation. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Supplies 

Supplies are consumables used in serving customers, completing jobs, packaging products, cleaning 
business areas, or supporting operations. Product businesses should separate supplies from inventory 
and COGS when items are part of goods sold. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Use receipts, job notes, vendor summaries, packing lists, and inventory separation. 

Common Mistakes to Avoid 

Mixing household supplies with business supplies, treating inventory as supplies, or failing to tie large 
supply runs to jobs. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Taxes and Licenses 

Deductible business taxes and licenses may include local registrations, permits, professional 
renewals, industry fees, regulatory charges, occupational licenses, payroll tax costs borne by the 
employer, and certain property taxes for business assets. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save government notices, invoices, renewal confirmations, license period, entity name, and proof of 
payment. 

Common Mistakes to Avoid 

Deducting federal income tax payments as business expense, confusing owner estimated taxes with 
business taxes, or missing entity-level distinctions. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Business Travel 

Business travel generally means ordinary and necessary travel away from the tax home for business. It 
can include airfare, hotel, rideshare, rental car, parking, tolls, baggage, conference travel, and other 
ordinary trip costs. Documentation should separate business days from personal days. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep itineraries, receipts, agenda, event registration, client/project notes, dates, destination, and 
personal-day allocation. 

Common Mistakes to Avoid 

Turning vacations into business travel, missing the overnight/business reason, or failing to allocate 
family or personal costs. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Business Meals 

Business meals require more than a receipt. The owner should record who attended, what business 
was discussed, where the meeting occurred, and how the meal connects to revenue, operations, client 
service, or travel. Many meals are limited, so the category should be reviewed carefully. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save detailed receipt, date, place, attendees, business discussion, travel/client connection, and 
limitation notes. 

Common Mistakes to Avoid 

Relying on card statement only, missing attendee names, claiming lavish or personal meals, or using 
meals as a catch-all entertainment category. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Vehicle Expense: Standard Mileage 

The standard mileage method uses a business mileage rate instead of deducting each actual vehicle 
cost. For 2025, IRS guidance lists the business standard mileage rate as 70 cents per mile. The owner 
still needs a reliable mileage log; a fuel receipt alone does not establish business mileage. 

Mileage Log Field Example 
Date 03/15/2025 
Destination Client office, Bethesda MD 
Business purpose Project meeting and signed contract 
Business miles 32.4 
Total annual miles Needed to support business-use percentage 

• Commuting is not the same as business mileage. 

• Keep repair and fuel receipts if they help prove total mileage or vehicle use. 

• Compare standard mileage with the actual method before finalizing. 

• Do not estimate annual miles from memory when a calendar, service records, and odometer 
readings can support the file. 
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Vehicle Expense: Actual Method 

The actual expense method deducts the business portion of vehicle costs such as gas, oil, repairs, 
tires, insurance, registration, lease payments, and depreciation, subject to rules and limitations. This 
method requires both total costs and business-use percentage support. 

Record Why It Matters 
Fuel, repairs, insurance Supports actual costs 
Total miles and business miles Computes business-use percentage 
Purchase/lease documents Supports basis, lease, or depreciation 
Parking/tolls May be tracked separately if business-related 
Personal-use notes Prevents overstatement 
Decision point: The actual method can produce a larger deduction for some vehicles, but it requires 
stronger records and may affect depreciation and later-year choices. 

  



CPAZenith.com | Business Tax Deduction Checklist 

Educational guide only - consult a qualified tax professional before filing.     PAGE 75 / 75 

Utilities 

Utilities for a non-home business location may include electricity, gas, water, trash, sewer, security, 
and internet service tied to the business premises. Home utilities should usually be reviewed through 
home office allocation rather than treated as direct business utilities. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Use monthly bills, service address, lease connection, business location notes, and allocation if mixed 
use. 

Common Mistakes to Avoid 

Deducting full household utilities without home office review, missing service periods, or mixing 
personal subscriptions into utilities. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Education and Training 

Education can be deductible when it maintains or improves skills needed in the current business. It is 
weaker when it qualifies the owner for a new trade or business or is primarily personal. The file should 
show current-business connection. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep receipts, syllabus, agenda, certificate, CE records, course description, and a note explaining how 
the training supports current services. 

Common Mistakes to Avoid 

Claiming degree programs without review, deducting hobby education, or failing to connect the topic to 
current revenue activity. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
  



CPAZenith.com | Business Tax Deduction Checklist 

Educational guide only - consult a qualified tax professional before filing.     PAGE 75 / 75 

Dues and Subscriptions 

This category includes trade association dues, professional memberships, journals, technical 
publications, market data, and industry resources. Social club dues and entertainment-oriented 
memberships need careful review and should not be assumed deductible. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save renewal receipts, membership description, business role, publication title, and use notes. 

Common Mistakes to Avoid 

Deducting country club/social dues, personal news subscriptions, or memberships with unclear 
business benefit. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Business Bad Debts 

Bad debt is fact-specific. A cash-basis business usually cannot deduct unpaid invoices that were never 
included in income. An accrual-basis business may have a stronger claim if income was recognized 
and later became worthless. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep invoices, income recognition proof, collection attempts, customer communication, write-off 
approval, and CPA conclusion. 

Common Mistakes to Avoid 

Deducting unpaid cash-basis invoices, writing off personal loans, or lacking evidence the debt became 
worthless. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
  



CPAZenith.com | Business Tax Deduction Checklist 

Educational guide only - consult a qualified tax professional before filing.     PAGE 75 / 75 

Startup Costs 

Startup costs are amounts spent before the business begins active operations, such as market 
research, pre-opening advertising, training, organizational planning, professional fees, and setup costs. 
The opening date matters because pre-launch costs may be handled differently from operating 
expenses. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep launch timeline, receipts, research notes, formation documents, website launch date, first sale 
date, and CPA review for deduction vs amortization. 

Common Mistakes to Avoid 

Treating every pre-launch cost as current expense, forgetting organizational costs, or failing to define 
when the active business began. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Home Office Qualification 

A home office deduction generally requires a space used regularly and exclusively for business and 
often as the principal place of business. The owner should document the space before tax season 
because memory, rough estimates, and mixed-use family spaces are weak support. 
• Measure the business area and the total home area. 

• Keep a diagram, lease or mortgage records, utility bills, and photos if helpful. 

• Do not include family space that is not exclusive to business. 
• Inventory storage and daycare businesses may have special rules. 

• Employees working from home should not assume they qualify; consult a tax professional. 

Qualification Factor Owner Notes 
Exclusive use Is the area used only for the business? 
Regular use Is the area used consistently, not occasionally? 
Principal place Is it the main administrative or service location? 
Storage exception Does special inventory/daycare rule apply? 
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Home Office Methods 

Qualified taxpayers may compare the simplified method with the actual expense method. The 
simplified option uses $5 per square foot up to 300 square feet. The actual method requires more 
expense records and allocation, but it may be more favorable depending on the home, costs, income, 
and facts. 

Method Records Needed Planning Note 
Simplified Square footage of qualified area No home depreciation deduction under 

this method 
Actual Rent/mortgage interest, taxes, utilities, 

repairs, insurance, depreciation 
support 

Requires allocation and more detailed 
records 

Compare both Income limitation and expense review CPA should confirm best method 
Practical file: Keep a home office worksheet with square footage, photos or diagram, and a list of 
expenses reviewed under the chosen method. 
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Depreciation and Section 179 

Large purchases may not belong directly in ordinary expenses. Equipment, furniture, vehicles, 
computers, improvements, and long-lived assets should be listed separately so the CPA can review 
depreciation, Section 179, bonus depreciation, limitations, business-use percentage, and placed-in-
service date. 

Asset Field Why Needed 
Description Identifies property type 
Cost Basis for depreciation or expense election 
Placed-in-service date Determines tax year 
Business-use percentage Limits deduction for mixed-use assets 
New/replacement/improvement Helps distinguish repair from capital item 

For 2025, IRS Form 4562 instructions list a $2,500,000 Section 179 maximum with phaseout above 
$4,000,000 of qualifying property placed in service; limitations and taxable income rules may apply. 
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COGS and Inventory 

Product businesses must separate cost of goods sold from ordinary operating expenses. Duplicating 
inventory costs in both COGS and expenses can overstate deductions. A seller should be able to show 
beginning inventory, purchases, freight-in, production costs where applicable, and ending inventory. 

COGS Component Examples 
Beginning inventory Prior year ending inventory 
Purchases Goods for resale, materials 
Freight-in Shipping cost to acquire inventory 
Labor/materials Direct production costs where applicable 
Ending inventory Unsold inventory at year-end 
Owner action: Create a separate inventory schedule before sending books to the CPA. Do not bury 
resale goods inside supplies or office expense. 
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Business Interest 

Business interest includes the interest portion of loans, credit lines, equipment financing, and credit 
card balances used for business purposes. Principal repayment is not an ordinary deduction, and 
mixed-use borrowing requires allocation. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Save loan agreement, statements separating principal and interest, use-of-proceeds notes, 
amortization schedule, and allocation for mixed borrowing. 

Common Mistakes to Avoid 

Deducting principal, mixing personal debt, or failing to prove borrowed funds were used in the 
business. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Gifts, Samples, and Promotions 

Gifts, samples, demo products, branded merchandise, and giveaways can support marketing and 
client relationships, but limitations and classification matter. Samples tied to product sales may be 
part of COGS or marketing depending on facts. 

Deduction Readiness Checklist 

• Confirm the cost is connected to an active trade or business and not a personal preference disguised 
as business spending. 

• Save an invoice, receipt, statement, contract, report, or vendor record showing what was purchased 
and when. 

• Write a business-purpose note when the vendor name does not clearly explain the deduction. 

• Check whether the item belongs in ordinary expenses, cost of goods sold, asset/depreciation, 
reimbursement, or owner transaction. 

• Flag mixed-use, high-dollar, unusual, or year-end purchases for CPA review before filing. 

Best Supporting Records 

Keep recipient lists, campaign purpose, item cost, event notes, inventory/sample notes, and limitation 
review. 

Common Mistakes to Avoid 

Claiming personal gifts, failing to track recipients, or confusing promotional inventory with ordinary 
gifts. 

Question Owner Answer CPA Review 
Is the expense ordinary for this 
business? 

  

Is it necessary or helpful for revenue or 
operations? 

  

Is proof of payment saved?   
Could personal use, inventory, or 
capitalization apply? 

  

Final category approved?   
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Sponsorships and Charitable-Looking Payments 

Some payments to nonprofits, events, churches, schools, teams, or community organizations may be 
advertising or sponsorship expenses if the business receives promotional value. Other payments may 
be charitable contributions or nondeductible personal generosity. The difference depends on facts, 
entity type, and documentation. 

Question Evidence 
Did the business receive 
advertising? 

Logo placement, program listing, booth, link, banner 

Was there a written 
agreement? 

Sponsorship package or invoice 

Was it personal or owner-
directed? 

Business purpose memo 

Should it be a contribution? CPA review based on entity and tax form 
Careful wording: Do not label every community payment as advertising. Describe the promotional 
benefit and keep the event material that shows the business exposure. 
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Mixed-Use Expenses 

Mixed-use expenses are items used partly for business and partly personally. Common examples 
include phone, internet, vehicle, computer, software, home utilities, and travel with personal days. The 
goal is not to force 100% business use; the goal is to use a reasonable allocation that can be explained. 
• Choose a reasonable allocation method and apply it consistently. 

• Document the basis: mileage, square footage, time, usage report, or business percentage. 

• Do not claim 100% if the item clearly has personal use. 
• Revisit allocation percentages annually. 

• Move uncertain allocations to the CPA question log. 

Expense Possible Allocation Basis 
Cell phone Business call/data percentage 
Internet Business-use estimate or usage report 
Vehicle Business miles / total miles 
Home office Qualified office sq. ft. / total home sq. ft. 
Travel Business days vs personal days 
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Cell Phone and Internet Allocation 

Cell phone and internet costs often support the business, but they are also commonly personal. A 
clean file shows how the owner decided the business-use percentage. This is especially important for 
solo businesses, creators, consultants, agents, and home-based service providers. 
• Keep monthly bills or annual account summaries. 

• Write down which line, plan, or device is used for business. 

• Use call logs, calendar use, client communication volume, or a reasonable percentage estimate. 
• Do not deduct the base cost of a first home phone line as a business expense without professional 

review. 

• Separate website hosting and business email tools from household internet costs. 

Support Item Example Note 
Phone line 70% business based on client calls, scheduling, and field 

photos 
Internet 40% business based on work hours and office usage 
Website hosting 100% business website and business email hosting 
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Cash, Zelle, Venmo, and App Payments 

Digital wallet and cash payments can be legitimate, but they require stronger notes because the 
vendor, invoice, and business purpose may not be clear from the bank feed. The easier a payment is to 
send, the easier it is to lose the supporting details. 

Payment Type Required Support 
Cash Receipt, vendor name, amount, purpose, date 
Zelle/Venmo/Cash App Screenshot, memo, invoice, vendor ID 
PayPal/Square/Stripe Gross report, fees, refunds, net deposits 
Reimbursement Receipt plus repayment record 
Owner transfer Mark as owner draw/transfer unless business support exists 
Premium process: Create a cash and app-payment log monthly. Do not wait until tax season to 
identify who was paid and why. 
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W-9, 1099-NEC, and Contractor Files 

Contractor deductions are stronger when the business has collected W-9s, written scopes, invoices, 
payment proof, and year-end reporting notes. Do not wait until January to discover missing vendor 
information or uncertain filing requirements. 
• Request W-9 before first payment or before year-end. 

• Keep contractor agreements, invoices, and proof of payment. 

• Review whether the worker is truly an independent contractor or should be treated as an employee. 
• Track totals by vendor and payment method. 

• Ask the CPA or payroll provider about Form 1099 filing thresholds and exceptions for the current year. 

Contractor File Item Status 
W-9 collected  
Invoice/scope saved  
Payment proof saved  
Vendor total reviewed  
1099 decision documented  
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Schedule C Overview 

This section translates the deduction checklist into tax-preparation support. The owner should not try 
to force items onto a tax form without professional review, but mapping records to likely form areas 
makes CPA review faster and reduces missed information. 

Area Support 
Purpose Profit or loss from business 
Used by Sole proprietors and certain single-member LLCs 
Input needed Income, COGS, expenses, home office, vehicle support 
Review point Hobby, passive, rental, and entity issues need advice 
CPA-ready package: Attach the support behind each summarized line. The summary tells the CPA 
where to look; the support proves the number. 
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Schedule C Income and COGS Lines 

Income support is the foundation of Schedule C. A business should reconcile gross receipts from 
invoices, deposits, cash, payment processors, marketplaces, and 1099 forms. The goal is to explain 
differences, not simply match one report. 

Area Support 
Line 1 gross receipts Sales, invoices, 1099s, deposits, platforms 
Returns/allowances Refund reports, credits 
COGS Inventory and purchase schedules 
Gross profit Income minus COGS support 
CPA-ready package: Attach the support behind each summarized line. The summary tells the CPA 
where to look; the support proves the number. 
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Schedule C Expense Line Review 

Expense line review helps the CPA move from a bookkeeping report to tax categories. Some 
bookkeeping categories may need to be combined, split, limited, capitalized, or reclassified before 
filing. 

Area Support 
Advertising Ads, website, marketing 
Car/truck Mileage or actual records 
Contract labor W-9, invoices, payments 
Insurance Policies and invoices 
Legal/professional CPA, attorney, bookkeeper 
Meals/travel Receipts and purpose notes 
CPA-ready package: Attach the support behind each summarized line. The summary tells the CPA 
where to look; the support proves the number. 
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Schedule C Home Office Support 

Home office support should be assembled separately because the calculation and qualification rules 
are unique. A strong file includes measurement, use explanation, method comparison, and actual-
expense support where applicable. 

Area Support 
Line 30 support Simplified or actual method records 
Square footage Office area and total home 
Exclusive/regular use Photos, diagram, business notes 
Actual expenses Rent/interest, utilities, repairs, insurance 
CPA-ready package: Attach the support behind each summarized line. The summary tells the CPA 
where to look; the support proves the number. 
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Form 4562 Asset Support 

Form 4562 support should list assets separately from ordinary expenses. This prevents large purchases 
from being buried and allows the CPA to evaluate depreciation, Section 179, bonus depreciation, listed 
property, and business-use limitations. 

Area Support 
Asset description Equipment, computer, vehicle, furniture 
Cost and date Invoice and placed-in-service date 
Business-use % Mixed-use support 
Election review Depreciation, Section 179, bonus depreciation 
CPA-ready package: Attach the support behind each summarized line. The summary tells the CPA 
where to look; the support proves the number. 
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Standard Mileage vs Actual Auto Comparison 

Choosing the vehicle method is not only about the largest number this year. The owner should consider 
eligibility, record quality, future depreciation, business-use percentage, and administrative burden. A 
weak mileage log can undermine either method. 

Factor Standard Mileage Actual Expense 
Records Mileage log plus business 

purpose 
Mileage log plus all vehicle costs 

Best when Moderate vehicle costs and 
clean mileage 

High actual costs or high 
business-use percentage 

Risk Weak logs or commuting 
confusion 

Missing receipts or personal-use 
allocation 

CPA question Am I eligible to use this method? How does depreciation affect 
later years? 

Before filing, calculate both methods when allowed and keep the comparison in the tax file. The best 
answer may change when a vehicle is purchased, sold, converted to business use, or used heavily for 
personal driving. 
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Current Expense vs Capital Asset 

A current expense is generally consumed in the ordinary operation of the business. A capital asset 
provides benefit beyond the current year and may require depreciation, amortization, or an election. 
The classification affects timing, not always ultimate deductibility. 

Current Expense Indicators Capital Asset Indicators 
Short useful life or consumed quickly Useful beyond one year 
Routine operating cost Equipment, furniture, vehicle, build-out 
Does not materially improve property Betterment, adaptation, or restoration 
Small cost under policy/safe harbor Large purchase needing asset record 
Owner rule: Do not hide big purchases in office expense. List them and let the CPA decide the 
correct tax treatment. 
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De Minimis Safe Harbor 

The de minimis safe harbor can allow certain tangible property costs to be expensed under a written 
accounting policy and applicable thresholds. It should be reviewed with a CPA because 
documentation, timing, financial statement status, and consistency matter. 
• Maintain a written capitalization policy at the beginning of the year where appropriate. 

• Keep invoices showing item-level costs. 

• Do not use the rule to avoid reviewing improvements or inventory. 
• Businesses with applicable financial statements may have different thresholds than those without. 

• Apply consistently and disclose or elect properly if required. 

Practical example: A laptop, chair, printer, or tool may look small compared with total revenue, but 
it still needs an invoice and business-use note. 
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Repairs vs Improvements 

Repairs keep property in ordinary efficient operating condition. Improvements generally better, restore, 
or adapt property to a new or different use. Misclassification can affect current deductions and 
depreciation. Contractors, landlords, and businesses with equipment should review these costs 
carefully. 

Repair-like Improvement-like 
Fixing a leak Replacing a major system 
Routine maintenance Adding new capacity 
Minor part replacement Restoration after major deterioration 
Keeps asset operating Adapts property to new use 

A good invoice description matters. Ask vendors to describe what was repaired, what was replaced, 
and why the work was done. Photos can help when the dollar amount is large. 
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Placed-in-Service and Asset Notes 

The placed-in-service date is when property is ready and available for business use, not necessarily 
when it was ordered or paid for. This date affects depreciation and expense elections. A year-end 
purchase that is not ready for business use may need a different treatment. 

Asset Record Field Example 
Description Dell laptop for bookkeeping and client files 
Cost $1,250 
Date purchased 11/20/2025 
Placed in service 12/02/2025 
Business use 90% business / 10% personal 
CPA question Section 179, bonus, or regular depreciation? 
Documentation tip: Keep installation emails, setup screenshots, delivery receipts, and first-use 
notes for high-dollar assets. 

  



CPAZenith.com | Business Tax Deduction Checklist 

Educational guide only - consult a qualified tax professional before filing.     PAGE 75 / 75 

Industry Review: Contractors and Trades 

This industry review helps the owner customize the checklist instead of copying generic categories. A 
contractors and trades business should focus on tools, job materials, subcontractors, permits, work 
vehicles, insurance, uniforms, job costing, and equipment. 

Review Area Owner Question 
Revenue source What service or product created the income? 
Recurring costs Which tools are essential every month? 
Mixed-use risk Which items also have personal use? 
Capital purchases Which items last beyond one year? 
Compliance Which licenses, insurance, or CE records are required? 

• Compare expenses to the actual business model; unusual expenses need notes. 

• Do not copy another industry checklist without adjusting categories. 

• Use the CPA question log for any cost that feels personal-looking, high-dollar, or new. 

• Create one subfolder for industry-specific compliance documents so licenses and renewals are easy 
to find. 

  



CPAZenith.com | Business Tax Deduction Checklist 

Educational guide only - consult a qualified tax professional before filing.     PAGE 75 / 75 

Industry Review: Consultants and Coaches 

This industry review helps the owner customize the checklist instead of copying generic categories. A 
consultants and coaches business should focus on software, education, professional fees, travel, 
home office, online marketing, client meals, and scheduling tools. 

Review Area Owner Question 
Revenue source What service or product created the income? 
Recurring costs Which tools are essential every month? 
Mixed-use risk Which items also have personal use? 
Capital purchases Which items last beyond one year? 
Compliance Which licenses, insurance, or CE records are required? 

• Compare expenses to the actual business model; unusual expenses need notes. 

• Do not copy another industry checklist without adjusting categories. 

• Use the CPA question log for any cost that feels personal-looking, high-dollar, or new. 

• Create one subfolder for industry-specific compliance documents so licenses and renewals are easy 
to find. 
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Industry Review: Real Estate Agents 

This industry review helps the owner customize the checklist instead of copying generic categories. A 
real estate agents business should focus on MLS dues, lockboxes, mileage, signs, photography, CRM, 
advertising, client gifts, desk fees, and broker fees. 

Review Area Owner Question 
Revenue source What service or product created the income? 
Recurring costs Which tools are essential every month? 
Mixed-use risk Which items also have personal use? 
Capital purchases Which items last beyond one year? 
Compliance Which licenses, insurance, or CE records are required? 

• Compare expenses to the actual business model; unusual expenses need notes. 

• Do not copy another industry checklist without adjusting categories. 

• Use the CPA question log for any cost that feels personal-looking, high-dollar, or new. 

• Create one subfolder for industry-specific compliance documents so licenses and renewals are easy 
to find. 
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Industry Review: Ecommerce Sellers 

This industry review helps the owner customize the checklist instead of copying generic categories. A 
ecommerce sellers business should focus on COGS, inventory, shipping supplies, platform fees, 
merchant fees, storage, returns, ads, and packaging. 

Review Area Owner Question 
Revenue source What service or product created the income? 
Recurring costs Which tools are essential every month? 
Mixed-use risk Which items also have personal use? 
Capital purchases Which items last beyond one year? 
Compliance Which licenses, insurance, or CE records are required? 

• Compare expenses to the actual business model; unusual expenses need notes. 

• Do not copy another industry checklist without adjusting categories. 

• Use the CPA question log for any cost that feels personal-looking, high-dollar, or new. 

• Create one subfolder for industry-specific compliance documents so licenses and renewals are easy 
to find. 
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Industry Review: Creators and Freelancers 

This industry review helps the owner customize the checklist instead of copying generic categories. A 
creators and freelancers business should focus on software, camera/audio equipment, subscriptions, 
contractor help, courses, home office, and marketing. 

Review Area Owner Question 
Revenue source What service or product created the income? 
Recurring costs Which tools are essential every month? 
Mixed-use risk Which items also have personal use? 
Capital purchases Which items last beyond one year? 
Compliance Which licenses, insurance, or CE records are required? 

• Compare expenses to the actual business model; unusual expenses need notes. 

• Do not copy another industry checklist without adjusting categories. 

• Use the CPA question log for any cost that feels personal-looking, high-dollar, or new. 

• Create one subfolder for industry-specific compliance documents so licenses and renewals are easy 
to find. 
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Industry Review: Healthcare and Local Services 

This industry review helps the owner customize the checklist instead of copying generic categories. A 
healthcare and local services business should focus on licenses, continuing education, supplies, 
liability insurance, billing software, scheduling tools, and uniforms. 

Review Area Owner Question 
Revenue source What service or product created the income? 
Recurring costs Which tools are essential every month? 
Mixed-use risk Which items also have personal use? 
Capital purchases Which items last beyond one year? 
Compliance Which licenses, insurance, or CE records are required? 

• Compare expenses to the actual business model; unusual expenses need notes. 

• Do not copy another industry checklist without adjusting categories. 

• Use the CPA question log for any cost that feels personal-looking, high-dollar, or new. 

• Create one subfolder for industry-specific compliance documents so licenses and renewals are easy 
to find. 
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Year-End Deduction Review 

Year-end planning is when the owner reviews income, expenses, assets, contractor reporting, 
estimated taxes, and missing documents before the filing season begins. The goal is to reduce 
surprises and make any professional tax planning happen while choices are still available. 
• Reconcile all accounts through December. 

• Collect W-9s and contractor totals. 

• List large purchases and placed-in-service dates. 
• Review accounts receivable, bad debts, and inventory. 

• Compare mileage logs to calendar and service records. 

• Update home office and mixed-use allocations. 

• Schedule CPA planning call before major purchases or elections. 

December rule: Do not make a large purchase solely because it might be deductible. Confirm 
business need, cash flow, placed-in-service timing, and tax treatment. 
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Quarterly Tax Planning Rhythm 

Quarterly reviews reduce surprises. A business owner should not wait until April to learn whether 
estimated taxes were too low, records are missing, or deductions are unsupported. The quarterly 
rhythm is especially useful for freelancers, contractors, creators, agents, and other self-employed 
taxpayers with uneven income. 

Quarterly Task Why It Matters 
Update books Shows real profit 
Review deductions Finds missing support early 
Estimate taxes Avoids underpayment surprises 
Review cash flow Plans for tax payments 
Meet CPA/bookkeeper Resolves issues while facts are fresh 

At the end of each quarter, save a copy of the profit and loss statement, balance sheet, receipts folder, 
mileage log, contractor totals, and CPA question log. 
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Red Flags and Audit-Ready Files 

An audit-ready file does not mean every deduction is risk-free. It means the owner can explain and 
support the deduction if questioned. Weak categories should be reviewed before filing, and uncertain 
items should be documented rather than ignored. 
• Large round-number expenses with no vendor support. 

• Meals with no attendee or purpose notes. 

• High vehicle deduction with no mileage log. 
• 100% business use claimed for obviously mixed-use items. 

• Large equipment purchases buried in office expense. 

• Personal vacations labeled as business travel. 

• Contractors paid with no W-9 or invoice. 

Response mindset: The best defense is organized support created during the year, not 
reconstructed explanations after a notice arrives. 
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CPA Question Log 

The CPA question log turns confusion into a professional review process. Use it for items that are high-
dollar, mixed-use, unusual, personal-looking, capital-related, or based on a tax rule the owner does not 
fully understand. A good question includes facts, not just a request for approval. 

Question Facts to Include CPA Answer 
Can I deduct this item? Vendor, amount, purpose, proof  
Should this be 
capitalized? 

Cost, date, useful life, use  

Which auto method is 
better? 

Mileage, actual costs, business %  

Does home office 
qualify? 

Sq. ft., use, photos, income  

Do I need a 1099? Vendor, total, payment method, W-9  
Best practice: Save the professional answer with the tax file so future years follow the same 
treatment unless facts or law change. 
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Worksheet: Master Deduction Tracker 

Duplicate this worksheet monthly or quarterly. The purpose of the master deduction tracker is to 
capture enough detail that a CPA or bookkeeper can understand the transaction without calling the 
owner for every item. Use the final column to mark uncertain items for professional review. 

Date Description Amount Document 
Link 

Business Purpose / Notes CPA 
Review? 

      
      
      
      
      
      
      
      
How to use: Fill the worksheet as transactions occur. Do not use it only as a year-end memory 
exercise. 
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Worksheet: Receipt Review Log 

Duplicate this worksheet monthly or quarterly. The purpose of the receipt review log is to capture 
enough detail that a CPA or bookkeeper can understand the transaction without calling the owner for 
every item. Use the final column to mark uncertain items for professional review. 

Date Description Amount Document 
Link 

Business Purpose / Notes CPA 
Review? 

      
      
      
      
      
      
      
      
How to use: Fill the worksheet as transactions occur. Do not use it only as a year-end memory 
exercise. 
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Worksheet: Mileage Log 

A mileage log is one of the most important records for self-employed owners who drive for business. 
The log should show where you went, why the trip was business-related, and how many business miles 
were driven. Calendar entries, service records, and odometer readings can support the log. 
Date Start/End Destination Purpose Business 

Miles 
Notes 

      
      
      
      
      
      
      
      
Reminder: Commuting from home to a regular work location is not the same as deductible business 
mileage. Ask your CPA when trips begin at a qualified home office. 
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Worksheet: Meal and Travel Log 

Duplicate this worksheet monthly or quarterly. The purpose of the meal and travel log is to capture 
enough detail that a CPA or bookkeeper can understand the transaction without calling the owner for 
every item. Use the final column to mark uncertain items for professional review. 

Date Description Amount Attendees / 
Destination 

Business Purpose / Notes CPA 
Review? 

      
      
      
      
      
      
      
      
How to use: Fill the worksheet as transactions occur. Do not use it only as a year-end memory 
exercise. 
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Worksheet: Home Office Square Footage 

Use this worksheet to document home office square footage and qualification facts. The worksheet 
does not prove eligibility by itself, but it organizes the facts needed for the simplified or actual method 
review. 
Area Square 

Feet 
Exclusive? Regular? Notes 

Office area     
Total home     
Storage/daycare 
exception? 

    

Photo/diagram saved?     
Actual expense 
records saved? 

    

Measurement tip: Keep a sketch or floor-plan note in the file. The number should be explainable, not 
guessed. 
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Worksheet: Large Purchase Review 

Duplicate this worksheet monthly or quarterly. The purpose of the large purchase review is to capture 
enough detail that a CPA or bookkeeper can understand the transaction without calling the owner for 
every item. Use the final column to mark uncertain items for professional review. 

Date Description Amount Document 
Link 

Business Purpose / Notes CPA 
Review? 

      
      
      
      
      
      
      
      
How to use: Fill the worksheet as transactions occur. Do not use it only as a year-end memory 
exercise. 
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Worksheet: Contractor 1099 Review 

Duplicate this worksheet monthly or quarterly. The purpose of the contractor 1099 review is to capture 
enough detail that a CPA or bookkeeper can understand the transaction without calling the owner for 
every item. Use the final column to mark uncertain items for professional review. 

Vendor Amount W-9? Payment 
Method 

1099 
Needed? 

Notes 

      
      
      
      
      
      
      
      
How to use: Fill the worksheet as transactions occur. Do not use it only as a year-end memory 
exercise. 
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Worksheet: Monthly Close Checklist 

The monthly close checklist is the operating rhythm behind the entire ebook. When completed 
consistently, it reduces missing deductions, improves financial visibility, and gives the CPA a cleaner 
tax file. 

Step Task Owner Due Date Status Notes 
1 Import transactions     
2 Reconcile accounts     
3 Attach receipts     
4 Review uncategorized     
5 Update logs     
6 List assets     
7 Review contractors     
8 Export reports     
9 Update CPA log     
10 Backup folder     
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Source Notes and IRS Reference Checklist 

Use these sources as a refresh checklist before publishing updates or giving client-specific advice. This 
ebook should be updated annually because mileage rates, depreciation limits, forms, thresholds, and 
instructions can change. 
• IRS Instructions for Schedule C (Form 1040), 2025. 

• IRS Standard Mileage Rates page and related annual notices. 

• IRS Simplified Option for Home Office Deduction. 
• IRS Recordkeeping guidance for small businesses and self-employed taxpayers. 

• IRS Publication 334, Tax Guide for Small Business. 

• IRS Publication 463, Travel, Gift, and Car Expenses. 

• IRS Publication 587, Business Use of Your Home. 

• IRS Publication 946 and Form 4562 instructions for depreciation. 

• IRS Small Business and Self-Employed Tax Center. 

Publishing note: IRS Publication 535 has been discontinued, so use current IRS business expense 
resource pages and topic-specific publications instead of presenting Pub. 535 as the current primary 
guide. 
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Sales Page Copy and Bundle Offer 

Use this page to sell the ebook as a premium downloadable product on CPAZenith.com. The strongest 
offer positions the ebook as a tax-readiness system, not a generic deduction list. Buyers want fewer 
missed deductions, better records, and a smoother CPA review. 

Sales Section Ready-to-Use Copy 
Headline Stop guessing your deductions. Build a CPA-ready business tax file. 
Promise A practical 75-page checklist and workbook for organizing 

legitimate deductions, receipts, logs, and CPA questions. 
Includes Deduction categories, Schedule C support, vehicle/home office 

records, contractor review, asset worksheets, and monthly close 
templates. 

Best for Small business owners, freelancers, contractors, consultants, 
creators, local service businesses, and self-employed 
professionals. 

CTA Download the Business Tax Deduction Checklist and start your tax 
cleanup today. 

Offer Tier Suggested Price Deliverables 
Starter $19-$39 PDF ebook 
Premium $49-$97 PDF + DOCX worksheets 
CPAZenith Bundle $97-$197 All five premium ebooks + templates 
Advisor Package $297+ Bundle plus consultation or bookkeeping 

review 
 


