Leslie J. Kotrba, CPA

Business Organizer

Ignore the codes requested on these
forms..just fill 1n what you know.

For all assets purchased, | need a
description, date purchased and amount.

I will analyze whether actual vehicle
expenses are more beneficial than the
standard mileage. Just give me the data
you have and 1’11 take i1t from there.

IT you have a home office, don’t forget
to include square footage of your office
& storage space as well as the entire
house to determine business use
percentage.



ORGANIZER

2011 | 1040 | US | Business Income (Schedule C)

No.[ ]

16

Please enter all pertinent 2011 amounts. Last year's amounts are provided for your reference.

GENERAL INFORMATION

Principal business/profession....................

Principal business code...................... ...

Business name, if different from Form 1040 ... ...

Business address, if different from Form 1040. . ..

City, if different from Form 1040.............. ...

State, if different from Form 1040............. ...

ZIP code, if different from Form 1040 .......... ..

Employer identification number............... ...

Other accounting method .......................

Accounting method: T=cash, 2=accrual...................................
Inventory method: 1=cost, 2=lower cost/market, 3=other................. ..
1=change of inventory method. ........ ... ... ... .. .. ... ... ..
T=spouse, 2=joint . .. ... ..
1=first Schedule C filed for this business..................................
If required to file Form(s) 1099, did you or will you file all required Form(s) 1099: 1=yes, 2=no. .
1=not subject to self-employmenttax.......................... ... ... ...
1=did not "materially participate” . ....... ... ... .. .
1=personal services is not a material income producing factor..............
T=investment ...
T=minister's Schedule C...... ... ... ... . . . .

1=single member limited liability company. ..................... ... ... ...,

INCOME

Merchant card and third party payments (Form 1099-K, Box 1) *............
Gross receipts or sales (Form 1099-MISC, box 7). .........................
Returns and allowances. . ... ... .
Other income:

2011 Amount

2010 Amount

COST OF GOODS SOLD

Inventory at beginning of theyear .......... .. ... ... .
Purchases . ...
Cost of items for personal use. . .................. . ... ... ..
Cost of labor. . ...
Materials and supplies. ... ...
Other costs:

Inventory atend oftheyear............ ... ... ... .. i

16

Series: 51

* NOTE: Based on late revisions to the 2011 Schedules C, Merchant card and third party payments from Form 1099-K, Box 1 will not be reported separately (for 2011 only).




ORGANIZER

2011 | 1040 | US | Business Income (Schedule C) (cont.) No.[ ]| 162

Please enter all pertinent 2011 amounts. Last year's amounts are provided for your reference.

EXPENSES 2011 Amount 2010 Amount

ACCOUNTING. . ..o
AdVErtiSINg. . ..o
ANSWENING SEIVICE. . ..ot
Bad debts from sales or service . ...
Bank charges. ... ...
Car and truck expenses (not entered elsewhere)...........................
COMMISSIONS. . .. oot

Contract labor. .. ...
Delivery and freight. ... ... .
Dues and subscriptions . ......... ..
Employee benefit programs............ .
Insurance (other than health). . ....... .. ... ... . ... ... ... ..........
Mortgage interest (paid to banks, etc.)......... ... ...
Other interest (not entered elsewhere) ........... ... ... .. ... ... .. ... ...
Janitorial . ...
Laundry and cleaning. . ...
Legal and professional. .......... ... ...
Miscellaneous. . . ...
Office EXPENSE. . .. .
Outside SEIVICES. ... o
Parkingand tolls. ... ... .. .
Pension and profit sharing plans - contributions. ........................ ...
Pension and profit sharing plans - admin. and education costs. .............
Postage . . ...
Printing. . ...
Rent - vehicles, machinery, & equipment (not entered elsewhere)........ ...
Rent - other. . ...
Repairs. . .
SECUNY . oo
SUPPIIES. . oo
Taxes -realestate . ... .
Taxes - payroll. . ...
Taxes - sales tax included in grossreceipts...............................

Total meals and entertainment in full G0%)...............................
Department of Transportation meals in full 80%)..........................
UNifOrmS, oo

Other expenses:

NOTE: If you purchased or disposed of any business assets, please complete Sheet 22.

16 p2

Series: 51 Business Income (Schedule C) (cont.)



ORGANIZER

2011 | 1040 | US | Asset Disposition List 22
If you disposed of any business assets in 2011, please enter date sold, sales price, and expenses of sale.
For real estate transactions, be sure to attach all 1099-S forms and closing statements.
No. Description of Property (Box 3) Di?]teseprl\i(éid D(aBt(e)XS?)Id Sa(lggXPZri)ce Cost or Basis Eéf %r;slees
22
Series: 61 Asset Disposition List




ORGANIZER

2011 | 1040 | US | Asset Acquisition List 22 2

If you purchased any business assets (furniture, equipment, vehicles, real estate, etc.) or
converted any personal assets to business use in 2011, please enter all pertinent information below.

Preparer Use Only Preparer Use Only

Related Cost
- s Date Placed
No. D t f P t B ! :

© escription ot Froperly oru;gﬁ/sig/ Form ’E?)'rr%f Category| N Service ngis Se%ltJigr?qtm Method

22 p2

Series: 61 Asset Acquisition List




ORGANIZER

2011 | 1040 | US | Direct Deposit & Estimates (Form 1040 ES) 3,6

Please enter all pertinent 2011 information.

DIRECT DEPOSIT / ELECTRONIC PAYMENT (3)

1=direct deposit of federal tax refund into bank account..................
1=electronic payment of balance due..................... ... ... ... ...
1=electronic payment of estimated tax. . .................. ... ... ... ...

BANK INFORMATION
Percent to Type of  Type of
Deposit Account  Invest.
Name of Bank (XX.XX) Routing Number Account Number (Table 1) (Table 2)

2011 ESTIMATED TAX / 1040-ES (6) 2011

Federal Amount Paid Date Paid TS Voucher Amount
Overpayment applied from 2010...........
1st quarter payment (due 4/18/11).........
2nd quarter payment (due 6/15/11)........
3rd quarter payment (due 9/15/11).........
4th quarter payment (due 1/17/12). ........

Additional Estimated
Tax Payments

Paid with extension (not later than 4/17/12)

2011
State Amount Paid Date Paid Ts Voucher Amount
Overpayment applied from 2010...........
1st quarter payment (due 4/18/11).........
2nd quarter payment (due 6/15/11)........
3rd quarter payment (due 9/15/11).........
4th quarter payment (due 1/17/12). ........
Additional Estimated
Tax Payments
Paid with extension (not later than 4/17/12)
1 Type of Account 2 Type of Investment
1 = Savings 1 = Checking or savings (default) 6 = Coverdell savings account (ESA)
2 = Checking 2 = Taxpayer's IRA (next year limits) 7 = Other
3 = Spouse's IRA (next year limits) 8 = Taxpayer's IRA (current year limits)
4 = Health savings account (HSA) 9 = Spouse's IRA (current year limits)
5 = Archer MSA 10 = Series | treasury bonds

3,6

Series: 5100, 5400 (t=taxpayer, s=spouse, blank=joint) Direct Deposit & Estimates (Form 1040 ES)




ORGANIZER

2011 | 1040 | US | Direct Deposit & Estimates (Form 1040 ES) (cont.) 7.1

Please enter all pertinent 2011 information.

APPLICATION OF 2011 OVERPAYMENT (7.1)

If you have an overpayment of 2011 taxes, do you want the excess refunded?. I:’ or applied to 2012 estimate?. . .. I:’
Other (please explain):

2012 ESTIMATED TAX INFORMATION

If "yes" explain any differences in income, deductions, dependents, etc.:

If "yes" explain any differences:

7.1

Series: 5400 (t=taxpayer, s=spouse, blank=joint) Direct Deposit & Estimates (Form 1040 ES) (cont.)




BUSINESS USE OF HOME INFORMATION

Client Name Date:
Date Home Office Use Began: / /

Business Use Area of Home (Sqg. Footage): sq. ft.
Total Area of Home (Sq. Footage): sq. ft.

Approx. Cost Basis of Entire Home: $
(Original Purchase Cost + Significant Improvements to date)

Approximate portion of the Total Cost above that should be allocated to Land Value:

% of Total -or- $
(If you have questions on land valuation, we can discuss...... )

Improvements/Assets Purchased Specifically for Home Office:

DESCRIPTION COST DATE PURCHASED

Expenses of Home Office: List each expense item in one column, depending on the nature
of the item — if the expense relates only to the home office area, it is a direct expense; if the
expense relates to the entire house, it is an indirect expense, a portion of which will be
allocated to your home office.

DESCRIPTION DIRECT (ReLAaTES | INDIRECT (RELATES
ONLY TO HOME OFFICE) TO ENTIRE HOME)

Mortgage interest

Real estate taxes

PMI (Private Mortgage Insurance)
Insurance

Association Dues

Repairs & maintenance

Utilities — Electric

B P| PR AR B PR PR R R
B P|P R AR BB R B PR R R R

Utilities — Gas

Utilities — Water & Refuse

Telephone (% business use- )
Internet fees (% business use- )
Other —

Other —

Other —




Leslie J. Kotrba, Inc.

Vehicle Expenses — 2011

Occupation that vehicle is used for:

Description of vehicle (make, model, year):

Date placed in service:

Client Name:

Mileage — 2011
TOTAL Miles driven in 2011

Average daily round-trip commute :

BUSINESS miles driven between 1/1/11 and 6/30/11
BUSINESS miles driven between 7/1/11 and 12/31/11
COMMUTING miles driven in 2011

mi.
mi.
mi.
mi.

mi.

ACTUAL EXPENSES (if tracked) - 2011:

Parking & tolls: $
Gasoline: $
Lube/oil/regular maintenance: $
Repairs: $
Tires: $
Insurance: $
Miscellaneous: $
Auto registration $

Purchase price (if owned) $

Interest paid in 2011

on vehicleloan $

-OR- Vehicle lease payments $

Date of lease:

Vehicle value at date of lease: $

Amount included in W-2
(for employer provided vehicle)

$

Please complete a separate worksheet for each vehicle used for business during 2011.






