
Small Business Tax
Management
This playbook outlines the key steps to effectively

manage taxes for a small business. It covers the process

of identifying applicable deductions and credits, record-

keeping, tax form preparation, and the submission of

taxes.

Step 1: Understand Laws 

Research and comprehend tax laws that apply to small businesses in

your jurisdiction. This may include income tax, sales tax, employment

tax, and others.

Step 2: Gather Documents 

Compile all financial records including income statements, receipts,

invoices, payroll records, and proof of expenses.

Step 3: Identify Deductions 

Identify potential tax deductions and credits that can lower your tax

liability. Common deductions include business expenses like office

supplies, travel, and utilities.

Step 4: Record-Keeping 

Maintain organized and accurate records of all business transactions.

Use accounting software or hire a professional accountant to assist

with financial record-keeping.



Step 5: Complete Forms 

Fill out the necessary tax forms for your business such as IRS Form

1040 Schedule C for sole proprietors or the appropriate forms for

partnerships and corporations.

Step 6: Review Calculations 

Carefully review all calculations to ensure they are correct and that

all deductions and credits have been applied properly.

Step 7: Submit Taxes 

File your taxes by the deadline (usually April 15th for the United

States) either electronically or by mail. If necessary, request an

extension to avoid penalties.

Step 8: Consult Expert 

If needed, consult a tax professional or accountant at any stage of the

process for advice tailored to your specific business situation.

General Notes

Tax Updates 

Stay informed of changes to tax laws each year as they can affect

your tax obligations and potential savings.

IRS Resources 

Utilize resources provided by tax authorities such as the IRS for

guidance on small business taxation.



State Taxes 

Remember that state tax laws may have different rules and deadlines

from federal taxes, so be sure to comply with both sets of regulations.
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