[image: image1.png]CPAJ



[image: image2.png]


ACCOUNTANCY CONSULTANTS of New Jersey, LLC
54 Main Street, suite 102, Succasunna, NJ  07876-1400

(973) 584-1232  …  Fax: (973) 584-7869  …  TIN: 22-3258806

Email:  www.practicalCPA.comacnj.njcpa@verizon.net

  …  Website:   
Page 1 of 9
Business Tax Deduction Checklist      

…You can either print this form and fill it in by hand, or use the TAB or ARROW keys

to enter data in the shaded cells……Avoid using the ENTER key…
You should use this checklist to organize your tax deductible business expenses. To deduct expenses in your trade, profession, or business (as an owner or employee), you must show that the expenses are “ordinary and necessary”. An ordinary expense is one which is customary in your particular line of work. A necessary expense is one which is appropriate, but not necessarily essential in your business. The application of these terms to you relies heavily on the “facts and circumstances” of your unique situation. A business expense deduction must also take into account any reimbursement you have received, or could have received for that expense from your employer or another source.
	AUTO TRAVEL

	Your auto expenses are based on the number of qualified business miles your drive. Expenses for travel between business locations or daily transportation expenses in going between your residence and temporary work locations are deductible; include them as business miles. Your trips between home and work each day or between home and one or more regular places of work are COMMUTING and are NOT deductible.  
Document your business miles in a record book as follows: (1) date and business purpose of each trip; (2) place to which you traveled; (3) number of business miles; (4) record car’s odometer reading at beginning and end of the year.
Record the make & model of each vehicle used for business, the date of purchase, and the date first used for business purposes.
Keep receipts for all car operating expenses--- gas, oil repairs, insurance, etc. and record all reimbursements you receive for your expenses.


	Vehicle Information
	Vehicle 1
	Vehicle 2
	Vehicle 3

	Make and Model
	     
	     
	     

	Date Purchased
	     
	     
	     

	Date First Used for Business
	     
	     
	     

	Purchase Cost
	$        
	$        
	$        

	TOTAL Miles for the Year
	          miles
	          miles
	          miles

	Business Miles only (see below)
	          miles
	          miles
	          miles

	Personal Miles-Commuting
	          miles
	          miles
	          miles

	Personal Miles-Other
	          miles
	          miles
	          miles


	Away From Home Overnight
	          miles
	          miles
	          miles

	Between Company Facilities
	          miles
	          miles
	          miles

	Between Jobs or Job Locations
	          miles
	          miles
	          miles

	Between Stations
	          miles
	          miles
	          miles

	Audition Travel
	          miles
	          miles
	          miles

	Business Meetings
	          miles
	          miles
	          miles

	Client Meetings
	          miles
	          miles
	          miles

	Continuing Education
	          miles
	          miles
	          miles

	Errands-Other
	          miles
	          miles
	          miles

	Escrow & Loan Office Trips
	          miles
	          miles
	          miles

	Field Trips
	          miles
	          miles
	          miles

	Funerals
	          miles
	          miles
	          miles

	Infirm-Hospital Visits
	          miles
	          miles
	          miles

	Interviews-Position:
	          miles
	          miles
	          miles

	Library
	          miles
	          miles
	          miles

	Vehicle Information
	Vehicle 1
	Vehicle 2
	Vehicle 3

	Military Reserve Meetings
	          miles
	          miles
	          miles

	Out-of-Town Business Trips
	          miles
	          miles
	          miles

	Outings-Congregation
	          miles
	          miles
	          miles

	Parishioner Meetings
	          miles
	          miles
	          miles

	Patient Calls
	          miles
	          miles
	          miles

	Professional Society Meetings
	          miles
	          miles
	          miles

	Purchasing Job Supplies/Materials
	          miles
	          miles
	          miles

	School Functions
	          miles
	          miles
	          miles

	School-Pickup & Delivery
	          miles
	          miles
	          miles

	Seminars
	          miles
	          miles
	          miles

	Shopping-Food & Supplies
	          miles
	          miles
	          miles

	Showing Property
	          miles
	          miles
	          miles

	Uniform Cleaning & Maintenance
	          miles
	          miles
	          miles

	Weddings
	          miles
	          miles
	          miles

	Other-
	          miles
	          miles
	          miles


	Auto Insurance
	$        
	$        
	$        

	Auto Lease & Rental Fees
	$        
	$        
	$        

	Auto Loan Interest
	$        
	$        
	$        

	Garage Rent
	$        
	$        
	$        

	Gasoline, Oil
	$        
	$        
	$        

	License & Registration Fees
	$        
	$        
	$        

	Parking Fees
	$        
	$        
	$        

	Repairs & Maintenance
	$        
	$        
	$        

	Tires
	$        
	$        
	$        

	Tolls
	$        
	$        
	$        

	Washing
	$        
	$        
	$        

	Other-
	$        
	$        
	$        

	Other-
	$        
	$        
	$        


	Notes:      

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	TRAVEL… AWAY FROM HOME / OUT-OF-TOWN

	Expenses of traveling away from “home” overnight on job-related and continuing-education trips are deductible. Your “home” is generally considered to be the entire city or general area where your principal place of employment is located. Out-of-town expenses include transportation, meals, lodging, tips, and miscellaneous items like laundry, valet, etc.
Document away-from-home expenses by noting the date, destination, and business purpose of your trip.
Record business miles if you drove to the out-of-town location. Also, keep a detailed record or your expenses – lodging, public transportation, meals, etc. Always list meals and lodging separately in your records. Receipts must be retained for each lodging expense. But, if any other business expense is less than $75, a receipt is not necessary if you record all of the information in a timely diary. You must keep track of the full amount of meal and entertainment expenses even though only a portion of the amount may be deductible.


	Number of Days Away From Home
	      Days

	Airfare, Train, & Bus
	$        
	Parking
	$        

	Bath & Shower
	$        
	Porter, Bell Captain
	$        

	Bridge & Highway Tolls
	$        
	Taxi, Subway
	$        

	Bus & Subway
	$        
	Telephone Calls (including home)
	$        

	Car Rental
	$        
	Tips
	$        

	Laundry & Supplies
	$        
	Toiletries
	$        

	Locker Fees
	$        
	Other-
	$        

	Lodging (exclude meals)
	$        
	Other-
	$        

	Meals (exclude lodging)
	$        
	Other-
	$        


	TELEPHONE & COMMUNICATION EXPENSES

	The basic local telephone service costs of the first telephone line provided in your residence are NOT deductible. But, toll calls from that line are deductible if the calls are business related. The costs (basic fee and toll calls) of a second line in your home are deductible, if used exclusively for business.


	Beeper
	$        
	Pay Phone
	$        

	Cellular Service
	$        
	Radio
	$        

	Citizens Band Radio
	$        
	Toll Calls
	$        

	FAX Transmissions & Supplies
	$        
	Weather Receiver
	$        

	Long Range Communication
	$        
	Other-
	$        

	Paging Service
	$        
	Other-
	$        


	Notes:      

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	PROFESSIONAL FEES & DUES

	Dues paid to professional societies related to your profession are deductible. These could include professional organizations, business leagues, trade associations, chambers of commerce, boards of trade, and civic organizations. However, dues paid for memberships in clubs organized for business, pleasure, recreation, or other social purposes are not deductible, e.g., country clubs, golf and athletic clubs, airline clubs, hotel clubs, and luncheon clubs. 

Deductions are allowed for payments made to a union as a condition of initial or continued membership. Such payments include regular dues, but not those which go toward defraying expenses of a personal nature. The part of union dues which goes into a strike fund is deductible.

The cost of initial admission fees paid for membership in certain organizations or social clubs are non-deductible capital expenditures.



	Alumni Dues
	$        
	Realty Board
	$        

	Association Dues
	$        
	School Dues
	$        

	Chamber of Commerce
	$        
	Security Bond
	$        

	Credentials
	$        
	Travel Card Fees
	$        

	House Dues (Firefighters)
	$        
	Union Dues, Fees, Assessments
	$        

	Licenses
	$        
	Other-
	$        

	Parent-Teacher Groups
	$        
	Other-
	$        

	Protective League Dues
	$        
	Other-
	$        


	EQUIPMENT PURCHASES, MAINTENANCE, and REPAIRS

	Generally, to be deductible, items must be ordinary and necessary to your job and not reimbursable by your employer. Record separately from other supplies: the costs of business assets which are expected to last longer than one year and cost more than $100. Normally, the costs of such assets are recovered differently on your tax return than are other recurring, everyday business expenses like business cards, office supplies, flashlights, batteries, etc.


	Ammunition & Clips
	$        
	Keepers
	$        

	Ammunition Pouch
	$        
	Key Strap
	$        

	Amplifiers
	$        
	Map Book & Note Book
	$        

	Answering Machine
	$        
	Musical Instruments
	$        

	Audio Systems
	$        
	Playground Equipment
	$        

	Baton
	$        
	Recorder
	$        

	Beeper, Pager
	$        
	Reloaders
	$        

	Binoculars
	$        
	Repairs to Sell Listed Property
	$        

	Briefcase
	$        
	Repairs-Equipment
	$        

	Bulletproof Vest
	$        
	Shoe Polish
	$        

	Calculator
	$        
	Speaker Systems
	$        

	Camera
	$        
	Tape Recorder & Tapes
	$        

	Cleaning Equipment-Gun
	$        
	Technical Publications
	$        

	Computer Equipment
	$        
	Ticket Book
	$        

	Copy Machine
	$        
	Trade Publications
	$        

	Cribs, High Chairs
	$        
	Vestments-Repair & Cleaning
	$        

	Filing Cabinet
	$        
	Other-
	$        

	Grips
	$        
	Other-
	$        

	Gun-Service Weapon
	$        
	Other-
	$        

	ID Case
	$        
	Other-
	$        

	CLASSROOM SUPPLIES

	Generally, to be deductible, items must be ordinary and necessary to your profession and not reimbursable by your employer. Record separately from other supplies, items costing over $100 and having a useful life of more than one year. These cost of these items must be recovered differently on your tax return than other recurring, everyday business expenses like books, photocopies, etc.


	Arts and Crafts Materials
	$        
	Magazines
	$        

	Audio Visual Rentals
	$        
	Music
	$        

	Audio Visual Supplies
	$        
	Newspapers
	$        

	Bathroom Supplies
	$        
	Paper
	$        

	Books
	$        
	Party Supplies
	$        

	Bottles-Baby
	$        
	Photocopy Expenses
	$        

	Child Proofing Devices
	$        
	Postage and Shipping
	$        

	Classroom Decorations
	$        
	Printing
	$        

	Cleaning Supplies
	$        
	Records, Tapes, CDs, etc.
	$        

	Computer Software & Supplies
	$        
	Stationery
	$        

	Continuing Education (care provider)
	$        
	Student Prizes and Awards
	$        

	CPR Training
	$        
	Toys
	$        

	Diapers
	$        
	Trophies
	$        

	Educational Toys
	$        
	Video Rentals
	$        

	Field Trips
	$        
	Video Tapes
	$        

	Film & Processing
	$        
	Visual Aids
	$        

	First Aid Supplies
	$        
	Other-
	$        

	Food, Formula
	$        
	Other-
	$        

	Grading Expenses
	$        
	Other-
	$        

	Laundry Supplies
	$        
	Other-
	$        


	CONTINUING EDUCATION

	Educational expenses are deductible under either of two conditions: (1) your employer requires the education in order for you to keep your job or rate of pay; or (2) the education maintains or improves skills in your profession. Costs of courses that are taken to meet minimum requirements for a job, or that qualify your for a new trade or business are NOT deductible.
NOTE: education undertaken to qualify a classroom teacher as a school administrator or guidance counselor generally meets the criteria for educational expense deductions.



	College Tuition
	$        
	Supplies
	$        

	Correspondence Course Fees
	$        
	Textbooks
	$        

	Course Registration
	$        
	Tickets-Performance Audit
	$        

	Dance Training
	$        
	Training Sessions
	$        

	Lab Fees
	$        
	Transcripts
	$        

	Music Arrangements
	$        
	Tutoring/Coaching
	$        

	Music Training
	$        
	Voice Training
	$        

	Reference Material
	$        
	Other-
	$        

	Rents-Rehearsal Hall
	$        
	Other-
	$        

	Seminar Fees
	$        
	Other-
	$        


	SUPPLIES

	Generally, to be deductible, items must be ordinary and necessary to your profession and not reimbursable by your employer.  Record separately, in the Equipment Purchases Section, items costing over $100 and having a useful life of more than one year. These items must be reported differently on your tax return than recurring everyday business expenses like maps, etc.



	Advertising, Signs, Flags, Banners
	$        
	Mailing Supplies
	$        

	Audition Tapes & Videos
	$        
	Map Book
	$        

	Bond
	$        
	Maps
	$        

	Books-Religious
	$        
	Photos-Professional
	$        

	Briefcase
	$        
	Portfolio Expenses
	$        

	Business Cards
	$        
	Stationery
	$        

	Compass
	$        
	Telephone Book
	$        

	Computer Software & Supplies
	$        
	Thermos
	$        

	Customer Lists
	$        
	Tools
	$        

	Film & Processing
	$        
	Trade Publications
	$        

	Ear Protectors
	$        
	Uniforms
	$        

	Flashlight & Batteries
	$        
	Vestments
	$        

	Gifts & Flowers
	$        
	Other-
	$        

	Greeting Cards
	$        
	Other-
	$        

	Ice Chest
	$        
	Other-
	$        


	SAFETY EQUIPMENT

	Apron
	$        
	Glasses-Sun
	$        

	Back Supporter (Belt)
	$        
	Gloves-Driving
	$        

	Batteries
	$        
	Gloves-Work
	$        

	Fire Extinguisher
	$        
	Seat Cushion
	$        

	First Aid Kit
	$        
	Shoes & Boots-Safety
	$        

	Flares
	$        
	Other-
	$        

	Flashlight
	$        
	Other-
	$        

	Glasses-Safety
	$        
	Other-
	$        


	Notes:      

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	MISCELLANEOUS EXPENSES

	Record expenses here that do not easily fit in the other categories. For example, expenses of looking for new employment in your present line of work are deductible---you do not have to actually obtain a new job in order to deduct the expenses. Out-of-town job seeking expenses are deductible only if the primary purpose of the trip is job-seeking, not pursuing personal activities.

Most meals consumed during hours of duty by peace officers are nondeductible. But, one court ruled (Christey 1981, DCMN 48 AFTR 2d-5796) that unreimbursed meal expenses of state troopers, required to eat their meals at roadside restaurants under very specific conditions, are deductible. CAUTION: the IRS has indicated they won’t allow the court’s ruling except under circumstances which closely follow the facts of that case.



	Accountant Fees
	$        
	Postage and Shipping
	$        

	Appraisal Fees
	$        
	Professional Subscriptions
	$        

	Attorney Fees
	$        
	Props, Stunt Supplies
	$        

	Bank Charges
	$        
	Publications-Trade
	$        

	Clerical Service
	$        
	Referral Fees
	$        

	Courier Service
	$        
	Rent
	$        

	Finders Fees
	$        
	Repairs to Sell Listed Property
	$        

	Hair Care-Wigs & Supplies
	$        
	Resume Preparation
	$        

	Insurance-Business
	$        
	Roadside Meals  (Christey Case, see above)
	$        

	Insurance-Errors & Omissions
	$        
	Subscriptions
	$        

	Insurance-Liability - Business
	$        
	Tax Return Preparation
	$        

	Job Seeking Expenses
	$        
	Testing-Job Related
	$        

	Legal (protection & production of taxable income)
	$        
	Uniform Cleaning
	$        

	Makeup-Cosmetics
	$        
	Uniform Repairs
	$        

	Manicure
	$        
	Other-
	$        

	Multiple Listing Service
	$        
	Other-
	$        

	Open House Expenses
	$        
	Other-
	$        

	Periodicals (magazines, newsletters, etc.)
	$        
	Other-
	$        

	Photocopy Expenses
	$        
	Other-
	$        


	UNIFORMS and UPKEEP EXPENSES

	If you are required to wear a uniform or special work clothes  in your profession, the cost and upkeep may be deductible. IRS rules specify that work clothing cost and the cost of its maintenance are deductible if: (1) the uniforms or special work clothes are required by your employer (if you’re an employee), and (2) the clothes are not adaptable to ordinary street wear. Normally, the employer’s emblem or logo attached to the clothing indicates it is not for street wear. The cost of protective clothing, e.g., safety shoes or goggles, is also deductible.



	Alterations and Repairs
	$        
	Leathers
	$        

	Boots & Shoes
	$        
	Pants
	$        

	Cleaning
	$        
	Rain Gear
	$        

	Emblems
	$        
	Scrubs
	$        

	Gauntlets
	$        
	Shirts & Ties
	$        

	Gloves
	$        
	Swat
	$        

	Hat, Cap, Helmet
	$        
	Whistle
	$        

	Jacket
	$        
	Other-
	$        

	Laundry
	$        
	Other-
	$        


	OFFICE EXPENSES

	In this section, record miscellaneous expenses of supplies and services you are responsible for when you are on the road (or at home). For example, you may be required to fax or mail an important document back to your home office; such expense is deductible if it is not reimbursed by your employer.


	FAX Expenses
	$        
	Stationery
	$        

	FedEx, UPS, etc.
	$        
	Other-
	$        

	Office Supplies
	$        
	Other-
	$        

	Postage
	$        
	Other-
	$        

	Secretarial
	$        
	Other-
	$        


	BUSINESS USE OF HOME

	Generally, the expenses you incur (other than home mortgage interest, property taxes, or casualty losses) related to your personal home are not deductible. But, when you regularly use your home for business purposes, a portion of the cost of your home upkeep can be deductible. Expenses DIRECTLY related to the business are fully deductible. Expenses INDIRECTLY related to the business are allocated.


	Total Square Feet in Home
	        square feet
	Business Hours (total for year)
	       hours

	Business Area of Home
	        square feet
	Purchase DATE of Home
	

	Home Mortgage Interest
	$        
	DATE Converted to Business Use
	

	Home Property Taxes
	$        
	Cost of Home (excluding LAND)
	$        

	Home Insurance
	$        
	Cost of Home-LAND only
	$        

	Home Rent Expense
	$        
	TOTAL Cost of Home
	$        


	Cost of Major Capital Improvements 

	Dishwasher
	$        
	New Roof
	$        

	Washer, Dryer
	$        
	Room Addition
	$        

	Fencing
	$        
	Other-
	$        

	Refrigerator
	$        
	Other-
	$        

	Television, VCR
	$        
	Other-
	$        

	Landscaping
	$        
	Other-
	$        


	Other Expenses

	Cleaning Service
	$        
	Trash Service
	$        

	Gardener
	$        
	Utilities-Cable
	$        

	Maintenance
	$        
	Utilities-Electric
	$        

	Painting
	$        
	Utilities-Gas
	$        

	Pool Service
	$        
	Utilities-Water
	$        

	Pool Supplies
	$        
	Utilities-Fuel Oil
	$        

	Repairs-Exterior
	$        
	Other-
	$        

	Repairs-Interior
	$        
	Other-
	$        


	Notes:      

	     

	     

	     

	     

	     

	PARSONAGE ALLOWANCE - CLERGY

	Many members of the clergy are paid a cash “housing allowance” which they use to pay the expenses related to their homes (e.g., interest, real property taxes, utilities, etc.) Alternatively, some may live in a parsonage owned by the church. Neither a cash allowance (to the extent it is used to pay for home expenses) or the estimated rental value of the parsonage is included in income for the purpose of computing your income tax. But, those amounts ARE INCLUDED in your income for the purpose of computing your self-employment (social security) tax, if any. Use this section to record your home expenses and the total annual amount of housing allowance or parsonage value you receive.
Because of IRS regulations, it is very important that the governing body of your church designate the portion of your salary that is housing allowance. NOTE: if you have made an election for exemption from self-employment taxes, other rules may apply. In such case, consult with your tax advisor.



	Housing Allowance Received
	$        
	Repairs-Home
	$        

	Insurance-Home
	$        
	Property Taxes-Home
	$        

	Mortgage Interest-Home
	$        
	Utilities-Home
	$        

	Rent-Home
	$        
	Other-
	$        


	Notes:      
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