CREDIT CARD EXPENSE TRACKER FOR FREELANCERS

[FREELANCER FULL NAME]

[BUSINESS NAME, IF APPLICABLE]

[BUSINESS ADDRESS]

[CITY, STATE, ZIP CODE]

[EMAIL ADDRESS]

[PHONE NUMBER]

[TAX IDENTIFICATION NUMBER, IF APPLICABLE]

TRACKING PERIOD START DATE: [TRACKING PERIOD START DATE]

TRACKING PERIOD END DATE: [TRACKING PERIOD END DATE]

RE: RECORD OF BUSINESS EXPENSES CHARGED TO CREDIT CARD(S) FOR TAX AND BOOKKEEPING PURPOSES

1. ACCOUNT AND CARD INFORMATION

1.1 Card Issuer: [CARD ISSUER NAME]

1.2 Cardholder Name as Shown on Card: [CARDHOLDER NAME]

1.3 Card Type (Visa, Mastercard, Amex, Other): [CARD TYPE]

1.4 Last Four Digits of Card Number: [LAST FOUR DIGITS]

1.5 Business or Personal Card: [BUSINESS OR PERSONAL]

1.6 Billing Cycle Statement Date: [STATEMENT DATE]

1.7 Payment Due Date: [PAYMENT DUE DATE]

1.8 Credit Limit: [CREDIT LIMIT]

2. INCOME AND BUDGET SUMMARY

2.1 Total Freelance Income for Period: [TOTAL INCOME]

2.2 Total Business Expenses for Period: [TOTAL BUSINESS EXPENSES]

2.3 Total Personal Expenses Charged for Period: [TOTAL PERSONAL EXPENSES]

2.4 Net Business Income for Period: [NET BUSINESS INCOME]

2.5 Monthly Expense Budget: [MONTHLY BUDGET]

2.6 Amount Over or Under Budget: [BUDGET VARIANCE]

3. EXPENSE LOG

3.1 Entry 1 — Date: [DATE] | Merchant: [MERCHANT NAME] | Amount: [AMOUNT] | Category: [CATEGORY] | Business Purpose: [BUSINESS PURPOSE] | Deductible (Y/N): [DEDUCTIBLE Y/N] | Receipt Attached (Y/N): [RECEIPT ATTACHED Y/N]

3.2 Entry 2 — Date: [DATE] | Merchant: [MERCHANT NAME] | Amount: [AMOUNT] | Category: [CATEGORY] | Business Purpose: [BUSINESS PURPOSE] | Deductible (Y/N): [DEDUCTIBLE Y/N] | Receipt Attached (Y/N): [RECEIPT ATTACHED Y/N]

3.3 Entry 3 — Date: [DATE] | Merchant: [MERCHANT NAME] | Amount: [AMOUNT] | Category: [CATEGORY] | Business Purpose: [BUSINESS PURPOSE] | Deductible (Y/N): [DEDUCTIBLE Y/N] | Receipt Attached (Y/N): [RECEIPT ATTACHED Y/N]

3.4 Entry 4 — Date: [DATE] | Merchant: [MERCHANT NAME] | Amount: [AMOUNT] | Category: [CATEGORY] | Business Purpose: [BUSINESS PURPOSE] | Deductible (Y/N): [DEDUCTIBLE Y/N] | Receipt Attached (Y/N): [RECEIPT ATTACHED Y/N]

3.5 Entry 5 — Date: [DATE] | Merchant: [MERCHANT NAME] | Amount: [AMOUNT] | Category: [CATEGORY] | Business Purpose: [BUSINESS PURPOSE] | Deductible (Y/N): [DEDUCTIBLE Y/N] | Receipt Attached (Y/N): [RECEIPT ATTACHED Y/N]

3.6 Additional Entries: [ATTACH ADDITIONAL SHEETS AS NEEDED]

4. EXPENSE CATEGORY SUMMARY

4.1 Advertising and Marketing: [AMOUNT]

4.2 Software and Subscriptions: [AMOUNT]

4.3 Office Supplies and Equipment: [AMOUNT]

4.4 Home Office Expenses: [AMOUNT]

4.5 Internet and Phone: [AMOUNT]

4.6 Travel and Transportation: [AMOUNT]

4.7 Meals and Entertainment: [AMOUNT]

4.8 Professional Services (Legal, Accounting): [AMOUNT]

4.9 Insurance: [AMOUNT]

4.10 Education and Training: [AMOUNT]

4.11 Bank and Credit Card Fees: [AMOUNT]

4.12 Other Business Expenses: [AMOUNT]

4.13 Total of All Categories: [TOTAL CATEGORIES]

5. PERSONAL VERSUS BUSINESS ALLOCATION

5.1 Total Charges on Statement: [TOTAL CHARGES]

5.2 Total Business Charges: [TOTAL BUSINESS CHARGES]

5.3 Total Personal Charges: [TOTAL PERSONAL CHARGES]

5.4 Percentage Business Use: [PERCENTAGE BUSINESS USE]

5.5 Method of Allocation: [ALLOCATION METHOD]

6. RECEIPT AND DOCUMENTATION LOG

6.1 Receipts Collected for Period: [NUMBER OF RECEIPTS]

6.2 Receipts Missing or Pending: [NUMBER MISSING]

6.3 Storage Location of Receipts: [STORAGE LOCATION]

6.4 Digital Backup Location: [DIGITAL BACKUP LOCATION]

6.5 Date Documentation Reviewed: [REVIEW DATE]

7. RECONCILIATION

7.1 Statement Balance: [STATEMENT BALANCE]

7.2 Total Logged Expenses: [TOTAL LOGGED EXPENSES]

7.3 Discrepancy Amount: [DISCREPANCY AMOUNT]

7.4 Explanation of Discrepancy: [EXPLANATION]

7.5 Reconciliation Completed By: [NAME]

7.6 Reconciliation Date: [DATE]

8. TAX DEDUCTION NOTES

8.1 Tax Year: [TAX YEAR]

8.2 Estimated Deductible Amount: [ESTIMATED DEDUCTIBLE AMOUNT]

8.3 Categories Requiring Additional Documentation: [CATEGORIES REQUIRING DOCUMENTATION]

8.4 Notes for Tax Preparer: [NOTES FOR TAX PREPARER]

9. CERTIFICATION

9.1 I certify that the entries recorded in this tracker accurately reflect the business expenses charged to the credit card(s) identified above during the tracking period.

9.2 I certify that personal charges have been identified and excluded from the business expense totals.

9.3 I understand that supporting receipts and documentation must be retained in accordance with applicable tax recordkeeping requirements.

9.4 Freelancer Signature: [SIGNATURE]

9.5 Printed Name: [PRINTED NAME]

9.6 Date: [SIGNATURE DATE]

10. REVIEW AND APPROVAL (IF APPLICABLE)

10.1 Reviewed By (Accountant or Bookkeeper): [REVIEWER NAME]

10.2 Firm Name: [FIRM NAME]

10.3 Signature: [REVIEWER SIGNATURE]

10.4 Date: [REVIEW DATE]

10.5 Comments: [COMMENTS]
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