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Core Business Process: Tax Preparation and Filing

Objective: To ensure accurate, compliant, and timely preparation and filing of tax returns,
minimizing liabilities and maximizing allowable deductions.

Step 1: Gather and Organize Financial Data

1. ldentify Tax Obligations:
o Determine applicable taxes (e.g., income, payroll, sales, property).
2. Collect Financial Records:
o Gather documents such as income statements, expense receipts, payroll
records, and prior-year tax returns.
3. Reconcile Accounts:
o Ensure all financial accounts, including bank statements and accounts
receivable/payable, are accurate and up-to-date.
4. Organize Supporting Documents:
o Maintain records of deductions, credits, and adjustments such as charitable
contributions, business expenses, and depreciation schedules.

Step 2: Tax Calculation

1. Determine Taxable Income:
o Calculate income after accounting for allowable deductions and exemptions.
2. Apply Tax Rates:
o Use current tax laws to compute liabilities based on income brackets and
applicable rates.
3. Identify Credits and Deductions:
o Leverage eligible tax credits (e.g., R&D credits) and deductions to minimize tax
obligations.
4. Review Tax Liability:
o Verify calculations to ensure accuracy and compliance with tax regulations.

Step 3: Prepare Tax Returns

1. Choose Filing Method:
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o Decide between electronic filing (e-filing) or paper filing based on preference
and legal requirements.
2. Complete Tax Forms:
o Fill out required forms accurately, ensuring all fields are complete and
calculations match supporting documentation.
3. Review and Verify Information:
o Cross-check entries against financial records to avoid errors or omissions.
4. Incorporate Tax Planner Reviews:
o Have tax professionals review returns to ensure compliance and identify
potential savings.

Step 4: Filing and Payment

1. Submit Tax Returns:
o File returns with the appropriate tax authorities before deadlines.
2. Schedule Payments:
o Arrange payment of taxes owed, using options such as electronic funds transfer,
check, or installment plans.
3. Retain Proof of Filing:
o Save confirmation of submission and payment receipts for record-keeping.
4. Address Extensions:
o File for extensions if needed and ensure interim payments to avoid penalties.

Step 5: Post-Filing Activities

1. Monitor for Notices:
o Track communications from tax authorities for updates, audits, or adjustments.
2. Resolve Issues Promptly:
o Address discrepancies or inquiries from tax authorities with accurate and
timely responses.
3. Maintain Records:
o Archive tax returns and supporting documents for at least the legally required
retention period.
4. Evaluate Tax Strategies:
o Review outcomes to refine future tax planning and filing approaches.
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Step 6: Continuous Improvement

1. Stay Updated on Tax Laws:
o Monitor changes in tax regulations and incorporate updates into processes.
2. Refine Internal Processes:
o Use feedback and lessons learned to improve accuracy and efficiency.
3. Train Staff:
o Provide ongoing education for employees handling tax preparation and
compliance.
4. Leverage Technology:
o Invest in tax software and tools to streamline calculations, filings, and
record-keeping.

Conclusion: A structured tax preparation and filing process ensures compliance, reduces risk,
and optimizes financial outcomes. Regular reviews and updates to practices enhance accuracy
and efficiency year over year.



