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	CHARTERED ACCOUNTANTS · TAX & BUSINESS ADVISORY


Sole Trader Checklist
BUSINESS (SOLE TRADER) SECTION OF YOUR TAX RETURN
Bring your figures for the financial year (1 July to 30 June). For income, count only what you were actually paid: there is no need to include outstanding invoices.
	Name
	 


	Business name / ABN
	 


	Year ended
	 


INCOME
		



	Total income received for the year
Only what you were physically paid; outstanding invoices are not included.


BUSINESS EXPENSES
		



	Materials and supplies

		



	Tools and equipment

		



	Advertising

		



	Insurance

		



	Office equipment
Mouse, keyboard, monitor, headphones, headset, desk, chair, cables, adaptors, chargers, printers, etc.

		



	Technological equipment
Laptop, tablet, computer, phone, etc.

		



	Cleaning

		



	Rent paid for business premises

		



	Any travel for business

		



	Either: total kilometres travelled for business
Seeing clients, picking up supplies, professional development, etc.

		



	Or: your 12-week logbook showing odometer readings
To claim a portion of fuel, registration, insurance, services / repairs, cleaning, depreciation and interest charges.

		



	Tolls or parking

		



	Uniforms / PPE

		



	Sun protection: sunglasses, sunscreen

		



	Professional development / training

		



	Blue / Yellow / White card

		



	First aid training

		



	Police check

		



	Licences and registrations

		



	Professional memberships and associations

		



	Mobile phone per month, and the percentage used for business

		



	Internet per month


HOME OFFICE
If you run the business from home, or partly from home:
		



	Rent per week

		



	Electricity and gas per month or quarter

		



	Water per quarter

		



	Interest charges on your mortgage (if you own the home)

		



	Council rates per quarter

		



	Water rates per quarter

		



	Insurance per month or annually
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