PAGE 1 — COVER PAGE

Expense Tracker Toolkit™

A Complete System for Tracking Expenses, Organizing Receipts, and
Staying Tax Ready

The Expense Tracker Toolkit™ provides a practical implementation system for self-employed
professionals who want to maintain accurate financial records, reduce bookkeeping stress, and
stay prepared for tax season throughout the year.

Designed For

Freelancers

Independent Contractors
Consultants

Solopreneurs

Gig Workers
Service-Based Businesses

Toolkit Outcome
By completing this toolkit, you will build a repeatable expense tracking system that helps you:

Capture expenses consistently
Organize receipts and records
Review transactions regularly
Maintain tax-ready documentation
Improve financial visibility

Framework Included:
SystemCadence CORE Framework™

Capture — Organize — Review — Evaluate
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Welcome

Most self-employed professionals do not struggle because expense tracking is difficult.
They struggle because they do not have a system.

This toolkit helps you create a repeatable process that can be maintained in minutes each week
rather than scrambling through receipts and bank statements at tax time.

Who This Toolkit Is For

This toolkit is designed for:

Freelancers

Independent contractors
Consultants
Solopreneurs

Gig workers

Small service businesses

What Problem This Toolkit Solves

Without a system, expense tracking often leads to:

Lost receipts

Missing deductions
Disorganized records
Inaccurate bookkeeping
Tax season stress

This toolkit provides a structured workflow that eliminates those problems.

Expected Outcome



After implementing this toolkit, you will have:
v A dedicated expense tracking process

v Organized receipt storage

v Consistent categorization procedures

v Weekly review routines

v Monthly reconciliation habits

v Tax-ready records year-round

Time Required

Initial Setup

Approximately 60 minutes
Weekly Maintenance

10-15 minutes

Monthly Review

20-30 minutes
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Recommended Implementation Order
Follow the toolkit in this sequence:
Step 1

Understand the CORE Framework™
Step 2

Complete the planning worksheets
Step 3

Set up your tracking templates
Step 4

Implement the SOPs

Step 5

Use the checklists consistently
Step 6

Follow the 30-day roadmap

Success Milestones

Use the checklist below to track implementation progress.
Foundation Stage

o Read the toolkit

o Understand CORE Framework™

o Complete assessment worksheet



o Create expense categories

o Build receipt storage system

Implementation Stage
o Begin recording expenses
o Save all receipts

o Complete weekly reviews

o Complete monthly reconciliation

Optimization Stage
o Analyze spending trends
o Improve categorization accuracy

o Establish long-term maintenance routine
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The CORE Framework™

The CORE Framework™ is the operating system behind your expense tracking process.

Rather than relying on memory or motivation, you will use a repeatable workflow that ensures
expenses are captured, organized, reviewed, and evaluated consistently.

SYSTEMCADENCE CORE FRAMEWORK™

A REPEATABLE SYSTEM FOR EFFECTIVE EXPENSE TRACKING

CAPTURE ORGANIZE EVALUATE
Collect every expense Store and categorize Verify accuracy Use insights to make
as it happens. information correctly. on a regular basis. better business decisions.

=» = =

® Save receipts e Categorize expenses Review weekly * Analyze spending trends
e Record transactions e Use consistent labels Reconcile monthly e |dentify cost-saving
* Include all business e Store receipts securely Check for errors opportunities
expenses s Create a clear folder Ensure nothing ® Ensure tax readiness
* Don't rely on memory structure is missing ® |mprove your system
: R e : ] b ’
REPEAT CONTINUOUSLY
I hY
THE CORE FRAMEWORK™ IN ACTION @ Less stress
. ; : y U~uU
When you Capture, Organize, Review, and Evaluate consistently, More deductions |
oUCEE LT i o == | SystemCadence
you create a reliable system that keeps your records accurate @ Better decisions . '9 e s et |
and your business tax-ready year-round. @ VYear-round tax readiness
J
4 e

Why the CORE Framework Works

Many people focus only on recording expenses.

Effective expense management requires four connected stages.

Capture



Collect information immediately.
Organize

Store information correctly.

Review

Verify information regularly.

Evaluate

Use information to make better decisions.

Each stage supports the next.

When one stage is skipped, the system breaks down.
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C = Capture

The first step is collecting every business expense as it occurs.
Missed expenses cannot be categorized, reviewed, or deducted later.
The goal is simple:

Capture first. Process later.

What Should Be Captured?

Physical Receipts
Examples:

Office supplies
Equipment purchases
Fuel purchases
Business meals

Digital Receipts
Examples:

Software subscriptions
Online advertising
Website hosting
Business tools

Financial Transactions

Examples:



Debit card purchases
Credit card purchases
ACH payments
Online transactions

Capture Rules
Follow these rules consistently:
Rule #1

Save every receipt.

Rule #2

Record expenses within 24 hours.

Rule #3

Use one collection method.

Rule #4

Never rely on memory.

Capture Success Checklist

o Receipt saved
o Expense recorded
o Documentation available

o Ready for organization
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O = Organize
Captured expenses become valuable only when organized correctly.

The goal is to create a system where any record can be found within minutes.

Expense Categories

Use consistent categories.

Examples:
Operations

e Software

e Office supplies

e Internet
Marketing

e Advertising

e \Website expenses
e Graphic design

Travel
e Mileage
e Parking
e Lodging

Professional Services

e Contractors
e Legal services
e Accounting services



Receipt Storage Structure

Recommended Folder Structure

Business Expenses

— January
— February
— March
— April

F— May

— June

F— July

F— August
— September

— October

— November
L— December

File Naming Convention

Use:

YYYY-MM-DD Vendor Amount
Example:

2026-05-12 Staples 42.85

This makes searching easier later.

Organize Success Checklist

o Categories established
o Folder structure created
o Naming convention implemented

o Receipts stored correctly
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R = Review
Reviewing ensures accuracy.

Without review, mistakes accumulate.

Weekly Review

Review:
e New expenses
e Missing receipts
e Uncategorized transactions
e Data entry errors

Time Required:

10-15 minutes

Monthly Review

Review:
e Expense totals
e Category accuracy
e Missing documentation
e Spending trends

Time Required:

20-30 minutes



Quarterly Review

Review:

Deduction opportunities
Documentation quality
Expense patterns
Process improvements

E = Evaluate

Evaluation transforms records into decisions.
Expense tracking is not just recordkeeping.

It helps improve business operations.

Evaluate These Questions Monthly
Which categories increased?

Which expenses provide value?

Which expenses can be reduced?

Are records tax ready?

Are recurring expenses justified?

Evaluate Success Checklist

o Spending trends reviewed
o Cost-saving opportunities identified
o Deductions verified

o Tax readiness assessed
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ROADMAP

KFL

SystemCadence

SYSTEMS THAT KEEP YOU AHEAD.

RACKIN

{AT KEE

OR
;ANIZ

ED A

CAPTURE RECEIPT
Save every receipt as soon as the
expense happens.

+ Take a photo or scan paper receipts
* Download digital receipts

¥

Expense
Qccurs

RECORD EXPENSE
Enter the expense details in your
tracking system.

» Date, vendor, amount
« Payment method
+ Notes (if needed)

¥ =

B!

N S S —
CATEGORIZE + Use your approved categories
Assign the expense to the correct . B "
e consistent
category.
STORE DOCUMENTATION « YYYY-MM-DD Vendor Amount
Save thell'ecemt in the' correct « Store in monthly folder
folder using your naming convention. )
¥
4 WEEKLY REVIEW + Check for missing receipts
Review new expenses and verify * Verify categories
everything is accurate. « Correct errors )
MONTHLY RECONCILIATION « Verify all transactions
Match expenses to bank and credit ¢ Resolve discrepancies
card statements. * Generate monthly summary )

FINISH

¥

Tax-Ready
Records

EVALUATE & IMPROVE
Analyze your spending and improve
your process.

+ Review spending trends
« Identify cost-saving opportunities

SUPPORTED BY
Expense Tracker
Spreadsheet
Receipt Storage

Review Checklists

(Steps 5 & 6)

I
Monthly & Quarterly
EaE

 Ensure tax readiness

<

KEY BENEFITS
@ Accurate records
@ nNo missing receipts
@& Maximize deductions
@ Less stress at tax time

@ Clear financial visibility

Week 1 — Build the Foundation

Objective:

Create your tracking infrastructure.

Tasks:

o Complete assessment worksheet

o Define expense categories

o Create storage folders

o Set up tracking spreadsheet

o Establish review schedule




Outcome:

A functioning expense tracking system is ready.

Week 2 — Capture Everything
Objective:

Develop recording habits.

Tasks:

o Record every expense

o Save every receipt

o Use naming convention

o Categorize transactions

Outcome:

Consistent expense capture process established.

Week 3 — Review and Improve
Objective:

Verify accuracy.

Tasks:

o Complete weekly reviews

o Correct categorization errors

o ldentify missing receipts

o Update records

Outcome:



Cleaner and more reliable records.

Week 4 — Optimize and Maintain
Objective:

Create a sustainable process.

Tasks:

o Analyze spending trends

o Complete monthly review

o Evaluate system performance

o Make workflow improvements

Outcome:

A repeatable expense tracking system that can be maintained year-round.

30-Day Completion Checklist

o Foundation built

o Tracking system implemented

o Receipt process established

o Reviews completed

o Monthly analysis completed

o Maintenance routine established
Congratulations.

You now have a repeatable expense tracking system built on the SystemCadence CORE
Framework™.,
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Expense Tracking Assessment

Purpose

Evaluate your current expense tracking process and identify areas that need improvement.

Rate yourself from 1-5.

Area Score
(1-5)

| record expenses consistently
| save receipts immediately

My expense categories are
organized

| review expenses weekly
| reconcile expenses monthly
| can quickly find receipts
My records are tax-ready

| maintain digital backups

Total Score

/40

Assessment Results
32-40
Strong system in place.

Focus on optimization.



24-31

Functional system.

Several improvement opportunities exist.

16-23

Inconsistent system.

Immediate improvements recommended.

Below 16

No reliable expense tracking process currently exists.

Complete this toolkit from beginning to end.

Biggest Challenges

Improvement Priorities
o Expense recording

o Receipt storage

o Categorization

o Weekly reviews

o Monthly reconciliation

o Tax preparation
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Expense Category Planning Worksheet

Purpose

Build a category structure that matches your business operations.

Category Planning Table

Category Examples Needed
?
Advertising Ads, promotions o
Software SaaS subscriptions o
Office Supplies Pens, paper, m
equipment

Travel Mileage, hotels ]
Professional Contractors, legal ]
Services

Education Courses, training ]
Communication Phone, internet |
Insurance Business insurance m

Custom Categories

Category Name



Final Categories To Use

©NoOGOALON =
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Receipt Organization Worksheet

Purpose

Create a repeatable receipt management system.

Storage Method
Choose one:

o Google Drive

o Dropbox

o OneDrive

o Local Storage

o Other

Folder Structure

Year:

Monthly Folders
o January

o February

o March

o April



o May

o June

o July

o August

o September
o October

o November

o December

Naming Convention

Example:
YYYY-MM-DD Vendor Amount

My Naming Convention:

Backup Method

Primary Backup:

Secondary Backup:
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Monthly Spending Analysis Worksheet

Month:

Expense Summary

Category Amount

Top Three Expense Categories

1.

2.

3.

Spending Observations

What increased?

What decreased?

Unexpected expenses?



Improvement Opportunities
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Tax Readiness Worksheet

Purpose

Evaluate whether your records are tax-ready.

Documentation Checklist

Item
Expense records
Receipt records
Bank statements

Credit card
statements

Mileage records
Contractor payments

Supporting
documents

Missing Records

Complete
O
O

O

Areas Requiring Attention

Tax Readiness Score / 100
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Expense Tracking System Builder

Purpose

Design your complete CORE Framework implementation.

CAPTURE

How will expenses be captured?

ORGANIZE

How will expenses be categorized and stored?

REVIEW

When will reviews occur?

Weekly:

Monthly:

Quarterly:




EVALUATE

What metrics will be monitored?
o Total expenses

o Category trends

o Tax readiness

o Missing receipts

o Cost reduction opportunities

Other:
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Expense Tracker Spreadsheet

Date | Vendor | Category | Amount | Payment Method Notes

Monthly Summary

Total Expenses:

Most Expensive Category:

Review Completed:

o Yes o No
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Receipt Tracker Log

Date | Vendor | Category | File Location | Verified

O

Missing Receipt Tracker

Date | Vendor | Follow-Up Needed

PAGE 17 — TEMPLATE #3



Monthly Expense Review Sheet

Month:

Expense Review Summary

Total Expenses:

Highest Expense Category:

Lowest Expense Category:

Issues Found

o Missing receipts

o Incorrect categories
o Duplicate entries

o Missing transactions

o Other

Action Items

1.

2.
3.
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Expense Category Reference Guide

Operations

Software
Office Supplies
Internet
Equipment

Marketing

Advertising
Graphic Design
Website Costs
Marketing Tools

Travel

Mileage
Lodging
Parking
Transportation

Professional Services
e Contractors

e Legal Services
e Accounting Services

Education

e Training
e Courses



e Certifications

Communication

e Phone
e Internet
e Collaboration Tools

My Custom Categories

hownh =

PAGE 19 — TEMPLATE #5



Business Expense Audit Template

Quarter:

Documentation Audit

Category Complete Missin

g
Advertising o o
Software O O
Travel o o
Office Supplies O O
Professional O O
Services

Audit Findings

Corrections Required

Audit Status
o Pass

o Needs Review
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Expense Documentation Tracker

Documentation Inventory

Document Type Store Verified

d

Receipts o o
Invoices m O
Bank Statements O m
Credit Card O O
Statements

Mileage Logs O m
Contracts O O

Missing Documents

Follow-Up Actions

-_—

Documentation Completion Score

/100

Monthly Verification Sign-Off

Month:



Completed By:

Date:
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Expense Recording SOP

Purpose

Ensure every business expense is captured accurately and consistently.

SystemCadence

SYSTEMS THAT KEEP YOU AHEAD.

EXPENSE RECORDING WORKFLOW

RECORD EXPENSE CATEGORIZE

STEI

(3]

CAPTURE RECEIPT

—
o

=,

HFo| ™ >

—_ =

Confirm the expense
is recorded and
stored correctly.

Save and organize
the receipt for
easy retrieval.

Assign the expense
to the correct
category.

Get the receipt
as soon as possible.

Enter the expense
details in your
tracking system.

e Take a photo or scan ® Rename using: Expense recorded

* Date of expense Use your approved

paper receipts o Vendor categories YYYY-MM-DD Vendor Amount | o Categoryassigned
 Download digital receipts * Category * Be consistent ® Store in the correct o Receipt saved
* Save all business s Amount o monthly folder |

Avoid creating
too many categories

Ready for weekly review

related purchases e Verify the file is readable

L and accessible

* Payment method
* Notes (if needed)

GOAL ol REMEMBER

Consistent daily habits

REPEAT DAILY
Follow this workflow

BEST PRACTICE

Capture every expense,
record it accurately, and
store documentation
consistently.

Record expenses within 24 hours
and store receipts immediately
to stay organized and tax-ready
all year long.

prevent tax-time stress
and help you maximize
deductions.

every time an expense
occurs to maintain
clean, accurate records.

Step 1: Capture Receipt

Immediately after purchase:

o Save paper receipt

OR

o Download digital receipt

Step 2: Record Transaction




Enter into Expense Tracker Spreadsheet:

Date
Vendor
Category
Amount
Notes

Step 3: Assign Category
Use approved expense categories.

Avoid creating unnecessary categories.

Step 4: Store Documentation

Save receipt in designated folder.
Use naming convention:

YYYY-MM-DD Vendor Amount

Step 5: Verify Completion
Confirm:

o Expense entered

o Receipt saved

o Category assigned
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Receipt Management SOP



Purpose

Maintain complete and organized expense documentation.

Step 1: Collect Receipt

Obtain:
o Physical receipt

o Digital receipt

Step 2: Digitize If Needed

Scan or photograph paper receipts.

Verify image quality.

Step 3: Rename File

Example:

2026-06-10 Staples 34.99

Step 4: Store File

Place it in correct monthly folder.

Step 5: Verify Accessibility
Confirm:

o File opens



o File is readable

o Backup exists

Completion Standard

All receipts must be stored within 24 hours.
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Weekly Expense Review SOP

Purpose



Maintain accurate records and identify issues early.

Weekly Review Schedule

Recommended Time:

Day:

Review Process

Step 1

Review all new expenses.

Step 2

Verify categories.

Step 3

Locate missing receipts.

Step 4

Correct data-entry errors.

Step 5

Update tracking system.



Weekly Review Questions

Did every transaction get recorded?

o Yes o No

Are any receipts missing?

o Yes o No

Were errors corrected?

o Yes o No
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Monthly Reconciliation SOP



Purpose

Verify records against financial accounts.

Step 1

Gather:

o Bank statements

o Credit card statements

o Expense tracker

Step 2

Match transactions.
Confirm:

o Date

o Vendor

o Amount

Step 3

Investigate discrepancies.
Examples:

e Duplicate entries
e Missing transactions
e Incorrect amounts




Step 4

Update records.

Correct any errors.

Step 5

Generate Monthly Summary.
Document:

e Total expenses
e Largest categories
e |ssues discovered

Completion Standard

All discrepancies resolved before month-end close.
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Quarterly Tax Preparation SOP



Purpose

Maintain tax-ready records throughout the year.

Step 1

Review expense categories.

Step 2

Verify documentation.

Confirm receipts exist for major expenses.

Step 3

Review deduction records.

Identify missing documentation.

Step 4
Audit records.
Check:

o Completeness
o Accuracy

o Organization

Step 5



Archive quarter records.

Store backup copies.

Quarterly Outcome

Tax-ready records maintained year-round.

PAGE 26 — IMPLEMENTATION
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Expense Tracking System Setup



EXPENSE

JING

Do these tasks every day
to stay on track.

Save every receipt

Capture or download
your receipt.

Record the expense
Enter details in your
expense tracker.

Assign category
Select the correct
expense category.

Store documentation
Save the receipt using

Verify completion
Confirm the expense
is recorded and stored.

QIQN B

your naming convention.

c

8]

=

Review weekly to maintain
accuracy and consistency.

Review new expenses

Check all new transactions
for accuracy.

Verify categories
Ensure each expense is
in the right category.

Find missing receipts
Locate and upload any
missing receipts.

Correct errors
Update incorrect details
or duplicates.

Archive completed items
Move completed items to
the correct monthly folder.

LIST

)Y RECOR

SystemCadence

SYSTEMS THAT KEEP YOU AHEAD.

El

QUARTERLY & YEAR-END CHECKLIST

Reconcile accounts
Match expenses to bank
and credit card statements.

Review categories
Analyze spending by
category.

Analyze spending
Identify top expenses
and trends.

Complete review sheet
Fill out the Monthly
Expense Review Sheet.

Archive monthly records
Store and back up all
monthly documentation.

Audit and prepare to stay

0o LOe@

) o

tax-ready year-round.

Audit documentation
Verify all receipts and
supporting documents.

Review deductions

Identify additional
deduction opportunities.

Assess tax readiness
Ensure records are
complete and accurate.

Backup all records
Create and store a
secure backup.

Plan improvements
Identify process improvements
for the next quarter.

Consistency is the key to an effective expense tracking system.
A few minutes each day prevents hours of work later.

PRO TIP THE RESULT
0/ ‘ ° Accurate records. Maximum deductions. I“ SYStem Cadence
SYSTEMS THAT KEEP YOU AHEAD.

Less stress. More confidence.

Foundation Checklist

O

O

O

O

O

O

Read toolkit

Understand CORE Framework™

Complete assessment worksheet

Define categories

Create folder structure

Select storage platform

Create tracker spreadsheet

Create receipt log

Establish naming convention

Create review schedule




System Activation Checklist

o Record first expense
o Save first receipt
o Complete first review

o Complete first reconciliation
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Daily Expense Checklist

o Save receipt



o Record transaction
o Assign category
o Store documentation

o Verify completion

Weekly Expense Checklist

o Review expenses

o Verify categories

o Locate missing receipts
o Correct errors

o Update records

o Archive completed items

Weekly Success Metric

Zero missing transactions.
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Month-End Expense Review



Documentation

o Receipts collected
o Files organized

o Backups verified

Reconciliation

o Bank accounts reviewed
o Credit cards reviewed
o Expenses matched

o Errors corrected

Analysis
o Spending trends reviewed
o Major expenses identified

o Cost-saving opportunities noted

Completion Status

o Month successfully closed
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Quarterly Expense Audit



Documentation Audit

o Receipts complete
o Statements available

o Backup copies stored

Categorization Audit

o Categories consistent
o Duplicate categories removed

o Errors corrected

Tax Readiness Audit

o Documentation complete
o Deductions reviewed

o Missing records identified

Process Improvement Review

o Workflow evaluated
o Bottlenecks identified

o Improvements implemented

PAGE 30 — YEAR-END TAX READINESS
CHECKLIST



Annual Expense Review

Records

o Expense tracker complete
o Receipts organized
o Statements archived

o Documentation verified

Review

o Monthly reviews completed
o Quarterly audits completed

o Discrepancies resolved

Tax Preparation

o Records organized
o Supporting documents available
o Missing items addressed

o Accountant-ready package prepared

Year-End Completion

o Tax-ready status achieved

PAGE 31 — COMMON EXPENSE
TRACKING MISTAKES



Mistakes That Break the System

Mistake #1

Waiting Until Tax Season
Solution:

Record expenses continuously.

Mistake #2

Mixing Personal and Business Expenses
Solution:

Maintain separation whenever possible.

Mistake #3

Losing Receipts
Solution:

Capture immediately.

Mistake #4

Skipping Weekly Reviews
Solution:

Schedule recurring review sessions.



Mistake #5

Overcomplicating Categories
Solution:

Use simple categories consistently.

Mistake #6

Ignoring Digital Receipts
Solution:

Save all electronic records.

Mistake #7

Not Reconciling Monthly
Solution:

Perform month-end reviews.

Mistake #8

Failing to Back Up Records
Solution:

Maintain at least one backup system.

Mistake #9

Incomplete Documentation



Solution:

Store supporting records immediately.

Mistake #10

Treating Expense Tracking as a Tax Task
Solution:

Use expense tracking as an ongoing business process.

PAGE 32 — REVIEW SYSTEM &
RESOURCES



SystemCadence Review System™

_' ‘ DASHBOARD TOTAL EXPENSES
THIS MONTH

OVERVIEW $4,287.63

vs Last Month

EXPENSES ¥ 8.4%

CATEGORIES

RECEIPTS ®

REPORTS .

REVIEW

o

I\ 21.4%

SETTINGS 15.6% \‘
|
SYSTEMCADENCE
CORE FRAMEWORK™
o AP RE RECEIPTS STATUS
i
o @ Captured
ORGANIZE
| Missing
0 REVIEW
Unverified

1
e EVALUATE

EXPENSE TRAC

RECEIPTS CAPTURED

THIS MONTH

78

vs Last Month

EXPENSES BY CATEGORY (This Month)

4 15.2%
Software $1,230.50
Marketing $918.20
Travel $668.45
Office Supplies $528.30

Professional Services  $381.20

Other $560.98

TOTAL $4,287.63

REVIEW CHECKLIST STATUS

Weekly Review

72(92.3%)

Monthly Reconciliation

4(5.1%)

Quarterly Audit

2(2.6%)

OF YOUR

EXPENSES OVER TIME

86K

$5K

$4K

$3K

$2K

$1K

S0

Software

$1,230.50 (28.7%)

Year-End Review

KING DAS

3USI

Feb

Follow the CORE Framework™ to maintain accurate records and maximize your deductions.

TOP CATEGORY
THIS MONTH

(O] FOCUS: Capture every expense. Organize consistently. Review regularly. Evaluate and improve.

Apr

G 100% @
100%
75%

40%

HBOARD

TAX DEDUCTIONS YTD

$18,642.21

$3,145.75

1%

92%
Potential Deductions
Excellent

RECENT EXPENSES
& MobeCratveCloud
Software
) Staples Jun$
Office Supplies
@ Shell il Jun8
Travel
Facebook Ads
Jun?
Marketing
Zoom
0 Software i

View All Expenses —

NEXT ACTIONS

Weekly Review Due
Next review: Jun 16, 2026

Upload Missing Receipts
4 receipts need to be uploaded

Monthly Review Due
Month-end review: Jun 30, 2026

YOU'RE ON TRACK!
Keep up the great wark and stay tax-ready!

[HE SystemCadence

SYSTEMS THAT KEEP YOU AHEAD.

TAX READINESS SCORE

$52.99

$34.20

$48.65

$125.00

$15.99

Weekly Review

Purpose:
Maintain accuracy.
Tasks:

e Verify expenses

e Locate missing receipts

e Correct errors
Time Required:

10-15 Minutes

Monthly Review




Purpose:
Maintain complete records.
Tasks:

e Reconcile transactions
e Review categories
e Analyze spending

Time Required:

20-30 Minutes

Quarterly Review

Purpose:
Maintain tax readiness.
Tasks:

e Audit records
e Verify documentation
e Review deductions

Time Required:

60 Minutes

Annual Review

Purpose:
Prepare year-end records.
Tasks:

e Verify completeness
e Archive documentation
e Prepare tax package



Time Required:

1-2 Hours

Related Resources

Related Systems

Self-Employed Expense Tracking System
Monthly Bookkeeping Workflow

Receipt Management System

Financial Recordkeeping System

Related Toolkits

Income Tracking Toolkit
Bookkeeping Workflow Toolkit
Tax Preparation Toolkit
Financial Organization Toolkit

Related Hub Pages

Bookkeeping & Expenses Hub
Tax Planning Hub

Financial Systems Hub
Self-Employed Operations Hub

90-Day Maintenance Plan

Month 1



Build the system.
Focus:

Consistency.

Month 2

Improve accuracy.
Focus:

Reviews and reconciliation.

Month 3

Optimize operations.
Focus:

Analysis and process improvement.

Toolkit Completion Certification

Congratulations.

You have implemented the SystemCadence CORE Framework™ and built a repeatable
expense tracking system designed to support accurate bookkeeping, organized documentation,
and year-round tax readiness.
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