
 

 
WE TRAIN SELF EMPLOYED PEOPLE HOW TO MANAGE THEIR BOOKKEEPING AND THEIR PAPERWORK 

WWW.LEARNBOOKS.CA 

STEPS FOR  
SELF EMPLOYED SOLE PROPRIETORS  

TO TAKE FOR TAX SEASON 
 

If you are looking to save the most money on taxes, here are the steps to take.  The more of these 
that you do, the more money you can save, both in taxes owing and accounting fees to do your 
taxes. 
 
Whatever you decide, your bookkeeping professional should be using all these documents to do the 
bookkeeping or tax prep (keeping in mind that bookkeeper could be you, a professional bookkeeper, 
or the accountant). 

 

• Taxes are due to be paid by April 30, but they do not have to be filed until June 15.  Therefore, if 
you think you own money, make sure you pay it by April 30. 

• Finalize your kilometer log, making sure you have all your business KMS recorded. If you need to 
“rebuild” it for the year, go back to each receipt you have and ensure you have kms recorded for 
each receipt purchase. 

• Take your starting KMS for the year (as of January 1, 2020) and your ending KMS for the year 
(December 31, 2020) and give this to the accountant. 

• Call your tax professional and ask them how they want receipts sorted. All these receipts should 
be submitted if you have not put them into a software program. 

• When using the totals from the receipts, use this rule of thumb: 

o If you are registered for GST/HST, then you use only the total of the item and put the 
GST/HST in a different column. 

o If you are NOT registered for GST/HST, then you use the total including GST/HST. 

•  
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Typically, your paperwork is sorted this way: 

PROPER WAY  
(to make your tax person love you) 
 

 QUICK WAY  
(but not as accurate) 
 

Compare your receipts to your bank statements 
to make sure that you have all the receipts. 
 
Mark anything on your bank statements that 
you don’t have a receipt for (like lost gas 
receipts). 
 
Mark anything on your personal bank or credit 
card statements that you don’t usually get a 
receipt for (such as a car payment or insurance 
or online programs you buy into). 
 

 Put receipts together by the “thing” or 
“category” that you purchased and we 
discussed. For example, all “job supplies” go in 
one pile, and all “advertising” goes in another 
pile. 
 
Total that pile, making the total and the 
GST/HST separate if you are registered for 
GST/HST. 
 
Go through your personal bank and credit card 
statements and find the items you don’t usually 
get a receipt for (like your car payment or 
insurance or online programs you buy into). 
 

   

FOR BOTH METHODS 

Add up all your banking fees and total it  

Add up all your credit card interest and total it 

Find any receipts for a SINGLE ITEM over $500 and pull that receipt aside to give to your tax person.  
Label it “large purchases”. 

Pull your home expenses and summarize them. You can use a sheet from LBC at 
www.learnbooks.ca/homeexpenses. 

If you travelled anywhere more than 4 hours from home, download www.learnbooks.ca/travelsummary 
and fill out the details on your trip. 

If you hired any subcontractors, make sure you have an invoice from them for each payment you made. 

 

A few more steps to take: 

• Gather up your business bank statements and credit card statements and give them to your tax 
person.  For some people that mix business and personal, this may not be comfortable. In this 
case, go through all your statements and compile a list of anything business related. 

http://www.learnbooks.ca/homeexpenses
http://www.learnbooks.ca/travelsummary
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• If you registered for GST/HST in the past year, make sure you have the exact date this 
happened, as your tax person will need to know. 

• If you charged GST/HST and you had customers across Canada, calculate the GST or HST that 
was charged and the amount of revenue for each province. 

• Gather up all your medical receipts 
o If you have an HSA or benefits plan, either through employment or your own self 

employed company, include this information with your medical receipts. 

• Gather up any charitable receipts and put them with your stack of “personal” deductions 

• Gather up any non-profit receipts and put them with your “business” deductions 

• If you took money for gift certificates for your services, have a listing of how much money you 
received and how many still exist that have not yet been redeemed. 

• If you have a car lease or purchase, submit that paperwork to your tax person. 

• Submit copies of any insurances you have. 

• Find the RIGHT tax person for you. 

 

STEPS TO TAKE EVERY DAY 
1. Make sure you have a different bank account for your business, and you are not mixing business 

and personal transactions. 
2. Always have dedicated credit cards for your business. This can be in your personal name, but the 

usage should be dedicated to your business. 
3. Watch your sales to see if you have to qualify for GST/HST. This can be any time during the year, 

and not necessarily only on a “per year” basis. 
4. Record your kilometers.  Find a reliable method or app to do so. 
5. Write the names/reason why on your meal receipts. 
6. Make sure you understand the TYPE of expenses you can collect so that you can keep your 

receipts separate (do not mix business and personal.) 
7. Be very conscious of your credit score.  Nobody can tell you the formula of how a credit score is 

calculated, however, you will have to report your income very differently when you make large 
purchases.  

8. Tell your insurance company (home and vehicle) that you have a home based business. 
9. Only incorporate if you have a good reason to do so, and you understand why that reason exists.  

Most common business is sole proprietors for “one person” self employment. 
10. Register your trade name (not mandatory, but always a good practice) 
11. If you gave away gift certificates, have a list of who you gave them to, date, amount, and reason. 
12. If you wish to save accounting fees by entering your own receipts. Ask us for software 

recommendations. 
13. Put away 20% of all money you receive into a separate bank account. 

  



 

 
WE TRAIN SELF EMPLOYED PEOPLE HOW TO MANAGE THEIR BOOKKEEPING AND THEIR PAPERWORK 

WWW.LEARNBOOKS.CA 

STEPS FOR  
INCORPORATED COMPANIES 

TO TAKE FOR TAX SEASON 
 

If you are looking to save the most money on taxes, here are the steps to take.  The more of these 
that you do, the more money you can save, both in taxes owing and accounting fees to do your 
taxes. 
 
Whatever you decide, your bookkeeping professional should be using all these documents to do the 
bookkeeping or tax prep (keeping in mind that bookkeeper could be you, a professional bookkeeper, 
or the accountant). 

 

• Taxes are due to be paid by April 30 for business owners.  Therefore, if you think you own 
money, make sure you pay it by April 30.  This is regardless of when your incorporated year end 
falls. 

• Finalize your kilometer log, making sure you have all your business KMS recorded. If you need to 
“rebuild” it for the year, go back to each receipt you have and ensure you have kms recorded for 
each receipt purchase. 

• Call your tax professional and ask them how they want receipts sorted. All these receipts should 
be submitted if you have not put them into a software program. 

• When using the totals from the receipts, use this rule of thumb: 

o If you are registered for GST/HST, then you use only the total of the item and put the 
GST/HST in a different column. 

o If you are NOT registered for GST/HST, then you use the total including GST/HST. 

• Incorporated companies must have their own bank statements and should have a dedicated 
credit card.  If you do not have this, then submit the bank statements and credit card 
statements that you do have, but please submit them in their entirety (including your personal 
items) if possible. 
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Typically, your paperwork is sorted this way: 

INCORPORATED BOOKKEEPING SORTING FOR THOSE THAT WANT TO SAVE SOME MONEY 
(to make your tax person love you) 

Compare your receipts to your bank statements to make sure that you have all the receipts. 
 
Mark anything on your bank statements that you don’t have a receipt for (like lost gas receipts). 
 
Mark anything on your personal bank or credit card statements that you don’t usually get a receipt 
for (such as a car payment or insurance or online programs you buy into). 
 
Find any receipts for a SINGLE ITEM over $500 and pull that receipt aside to give to your tax person.  
Label it “large purchases”. 
 
Pull your home expenses and summarize them. You can use a sheet from LBC at 
www.learnbooks.ca/homeexpenses. 
 
If you travelled anywhere more than 4 hours from home, download 
www.learnbooks.ca/travelsummary and fill out the details on your trip. 
 
**Don’t forget personal items, such as cell phone bills, subscriptions (such as music apps, computer 
backup software, antivirus software, etc.** 
 

   

A few more steps to take: 

• Gather up your business bank statements and credit card statements and give them to your tax 
person.  For some people that mix business and personal, this may not be comfortable. In this 
case, go through all your statements and compile a list of anything business related. 

• If you registered for GST/HST in the past year, make sure you have the exact date this 
happened, as your tax person will need to know. 

• If you charged GST/HST and you had customers across Canada, calculate the GST or HST that 
was charged and the amount of revenue for each province. 

• Gather up all your medical receipts 
o If you have an HSA or benefits plan, either through employment or your own self 

employed company, include this information with your medical receipts. 

• Gather up any charitable receipts and put them with your stack of “personal” deductions 

• Gather up any non-profit receipts and put them with your “business” deductions 

• If you hired any subcontractors, make sure you have an invoice from them for each payment 
you made. 

• If you took money for gift certificates for your services, have a listing of how much money you 
received and how many still exist that have not yet been redeemed. 

• Submit copies of any insurances you have. 

http://www.learnbooks.ca/homeexpenses
http://www.learnbooks.ca/travelsummary
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STEPS TO TAKE EVERY DAY 
1. Make sure you have a different bank account for your business, and you are not mixing business 

and personal transactions. 
2. Always have dedicated credit cards for your business. This can be in your personal name, but the 

usage should be dedicated to your business. 
3. Watch your sales to see if you have to qualify for GST/HST. This can be any time during the year, 

and not necessarily only on a “per year” basis. 
4. Record your kilometers.  Find a reliable method or app to do so. 
5. Write the names/reason why on your meal receipts. 
6. Make sure you understand the TYPE of expenses you can collect so that you can keep your 

receipts separate (do not mix business and personal.) 
7. Be very conscious of your credit score.  Nobody can tell you the formula of how a credit score is 

calculated, however, you will have to report your income very differently when you make large 
purchases.  

8. Tell your insurance company (home and vehicle) that you have a home based business. 
9. If you gave away gift certificates, have a list of who you gave them to, date, amount, and reason. 
10. If you wish to save accounting fees by entering your own receipts. Ask us for software 

recommendations. 
11. Put away 20% of all money you receive into a separate bank account. 
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PERSONAL SLIPS TO FIND 
• T4 slips (from employment) 

• T4A slips (from self employment from some employers) 

• Medical receipts 

• RRSP slips 

• Any other investments and their value (such as stocks) 

• Child care receipts 

• School fees (post secondary) T2202 

• If you work from home as a rule, then a T2200 

• If you worked from home during COVID, add up the numbers of days you worked from home 

• Charity receipts 

• If you bought a house, the day you purchased it 

• If you sold a house, the sale documents that show the value 

 


