Self-Employed Tax Organizer (Schedule C)
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it for a sole proprietor or single-member LLC that reports on Schedule C. Add industry-specific lines for your clients.]
Please complete this organizer for your business reported on Schedule C, together with your personal return. Answer every question, write N/A where something does not apply, and attach the documents listed in each section. If a document has not arrived, tell us and we will track it. Where an answer is the same as last year, you may write "Same". Your answers and documents are the basis of the return, so tell us about anything you are unsure of rather than leaving it out.
We keep what you send under our information security policy. Send documents through our client portal and not by plain email.
1. Business information
	Item
	Entry

	Name(s) as shown on last year’s return
	[Name]

	Tax year
	[YYYY]

	Mailing address and any change since last year
	[Address]

	Email and mobile number for the portal and signature requests
	[Contact]

	Business name, address and EIN, if any
	

	Type of business and main product or service
	

	Accounting method (cash or accrual) and any change
	

	Did you start or acquire the business this year? Date.
	

	Did you close or sell the business this year? Date.
	



2. Income
	Item
	Amount (USD)
	Document attached (Y / N)

	Gross receipts per your books
	
	

	Form 1099-NEC received, each payer
	
	

	Form 1099-K received, each platform
	
	

	Form 1099-MISC received
	
	

	Cash and tips not on a form
	
	

	Sales returns and allowances
	
	

	Other business income
	
	



	Question
	Yes / No
	Details or amount

	Do your bank deposits agree to the income above? If not, explain the difference.
	
	

	Did you hold inventory at year end? Attach a count and costing.
	
	



3. Expenses
	Item
	Amount (USD)
	Document attached (Y / N)

	Advertising
	
	

	Car and truck: business miles, total miles, date placed in service
	
	

	Commissions and fees
	
	

	Contract labor
	
	

	Insurance (business, not health)
	
	

	Interest: mortgage on business property, other
	
	

	Legal and professional fees
	
	

	Office expense and supplies
	
	

	Rent: vehicles and equipment, other business property
	
	

	Repairs and maintenance
	
	

	Taxes and licenses
	
	

	Travel
	
	

	Meals, with who and the business purpose
	
	

	Utilities and telephone
	
	

	Wages paid to employees
	
	

	Software and subscriptions
	
	

	Other expenses, listed
	
	



4. Assets purchased, sold or disposed of
	Asset
	Date placed in service
	Cost (USD)
	Business use %
	Sold or disposed (date and proceeds)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. Home office, health insurance and retirement
	Question
	Yes / No
	Details or amount

	Do you use part of your home regularly and exclusively for business? Give total square feet and office square feet.
	
	

	Did you pay health, dental or long-term-care insurance premiums for yourself or family?
	
	

	Did you contribute to a SEP, SIMPLE or solo 401(k)? Give plan name and amounts.
	
	



6. Contractors and payroll
	Question
	Yes / No
	Details or amount

	Did you pay any person $[threshold] or more for services? List name, address, taxpayer ID and amount, and say whether Form W-9 is on file.
	
	

	Did you have employees? Give payroll provider and attach Forms 941, 940 and W-2 if available.
	
	



Client confirmation
I confirm that the information in this organizer is true, correct and complete to the best of my knowledge, and that I have given you all the documents I have received.
	Name
	Signature
	Date

	[Name]
	______________________
	[MM/DD/YYYY]

	[Spouse or co-owner, if any]
	______________________
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
