Receipt Organization System Setup Guide
A TaxStache Business Edition Freebie

How to Use This Guide

This guide walks you through building a receipt management system from scratch. It's designed
to take about an hour to set up and 15 minutes a week to maintain. Everything here aligns with
current IRS documentation requirements so your records are audit-ready by default.

Pick your track — app-based or manual — and follow the setup steps. Then use the weekly
checklist and quick-reference cards to keep it running.

Step 1: Choose Your Track

App-Based Track (recommended for most business owners)

Best if you: make 20+ deductible purchases per month, use accounting software, want
automated categorization, or travel frequently.

Setup time: 30—45 minutes.
Manual Track

Best if you: make fewer than 20 deductible purchases per month, prefer not to pay for another
subscription, or already have a cloud storage system you like.

Setup time: 45-60 minutes.

Both tracks produce the same outcome: a searchable, categorized, backed-up archive of every
deductible business expense with enough documentation to survive an IRS audit.

Step 2: App-Based Track Setup

2a. Pick your app.



App Best For Starting Price Accounting Free Tier
Integration
Dext Owners working | $24/mo QuickBooks, No
with a Xero, Sage
bookkeeper or
accountant
SparkReceipt Solopreneurs Free QuickBooks, Yes (generous)
and freelancers Xero
Expensify Teams with $5/user/mo QuickBooks, Limited
reimbursement Xero, NetSuite
workflows
QuickBooks Owners already | Included with QuickBooks No
Receipt Capture | on QuickBooks |[QBO (native)
subscription
Shoeboxed Owners with a $18/mo QuickBooks, No
backlog of paper Xero, Wave
receipts

If you already use QuickBooks or Xero, start with their built-in receipt capture before adding a
third-party tool. It may be enough.

2b. Connect your accounting software. Every app above has a guided integration flow. Do
this during setup, not later. Receipts that sit in an app without syncing to your books are just
photos in a different shoebox.

2c. Set up your email forwarding address. Most receipt apps give you a dedicated email
address (e.g., receipts@inbox.dext.com). Forward digital receipts, invoices, and order

confirmations here as they arrive. This takes five seconds per receipt and eliminates 80% of the
"I'll deal with it later" problem.

2d. Enable auto-import if available. SparkReceipt and Dext can connect directly to your Gmail
or IMAP inbox and automatically pull receipts from incoming emails. If you're comfortable with
that level of access, turn it on. It's the closest thing to a system that runs itself.

2e. Set your default categories. Map your app's expense categories to your Schedule C line
items (see the category reference below). Do this once during setup. Every receipt you scan
after this will auto-sort into the right bucket.

Step 3: Manual Track Setup



3a. Create your folder structure. Build this in Google Drive, Dropbox, OneDrive, or any cloud
storage you already use. Do not store receipts only on your local hard drive.

Top-level folder: Business Receipts — [Year]
Subfolders by IRS category:

01 — Advertising & Marketing

02 — Car & Truck Expenses

03 — Contract Labor

04 — Insurance

05 — Office Expenses & Supplies

06 — Professional Services (Legal, Accounting)
07 — Rent & Lease Payments

08 — Repairs & Maintenance

09 — Meals (50% Deductible)

10 — Travel (Lodging, Airfare, Transport)

11 — Utilities & Phone/Internet

12 — Software & Subscriptions

13 — Education & Professional Development
14 — Equipment & Assets (Section 179 / Depreciation)
15 — Other / Miscellaneous

These map directly to Schedule C categories. When tax time arrives, your accountant opens the
folder and the work is already done.

3b. Name your files consistently. Use this format:
YYYY-MM-DD_Vendor_Amount_Category.pdf

Example: 2026-06-25_ Staples 47.82_OfficeSupplies.pdf

This makes every receipt searchable by date, vendor, or amount without opening the file.
3c. Set up a capture method. Options:

e Phone camera — save directly to cloud folder (Google Drive and Dropbox both support
this from the share menu)
Scan app (Adobe Scan, Microsoft Lens, or CamScanner) — export to cloud folder
Email forwarding — dedicated folder with a Gmail filter or Outlook rule that auto-files
receipts

3d. Create a "To File" inbox folder. This is a temporary holding area for receipts that haven't
been categorized yet. During your weekly maintenance session, you empty this folder by
moving each receipt to the correct category subfolder.



Step 4: Add Business Purpose Annotations

For any expense where the business purpose isn't obvious from the receipt itself, add a note.
This is especially important for meals, travel, and any purchase from a retailer that sells both
business and personal items.

What to document:

Meals: who was present, what business was discussed
Travel: destination, business purpose of the trip, dates

How to document it:

Retail purchases: what was bought and why it's business-related
Client gifts: recipient name, business relationship, occasion

e App-based: use the notes or memo field when you scan the receipt
e Manual: rename the file to include the purpose, or add a text note in the same folder

e Paper backup: write it on the receipt before you scan it

Do this at the time of purchase or within 24 hours. Annotations added retroactively in bulk
before an audit look exactly like what they are.

IRS Retention Periods by Document Type

business expenses)

Document Type Keep For IRS Authority
Income records (1099s, 3 years from filing date IRC §6501(a)
invoices issued, sales
records)

Expense receipts (general 3 years from filing date IRC §6501(a)

Employment tax records
(W-2s, payroll, 941s)

4 years after tax is due or
paid, whichever is later

IRC §6501(a), Rev. Proc.
98-25

Asset and depreciation
records (equipment, vehicles,

property)

3 years after you dispose of
the asset

Pub. 946




Bad debt or worthless 7 years from filing date IRC §6501(e)

securities

Unfiled or fraudulent returns No limit — keep indefinitely IRC §6501(c)

Home office records 3 years after you stop Pub. 587
claiming the deduction

Rule of thumb: If you're not sure, keep it for seven years.
Storage is cheap. Reconstructing records during an audit is not.

The Weekly 15-Minute Receipt Maintenance Checklist

Do this once a week. Friday afternoon or Monday morning works best. Set a recurring calendar
reminder.

1 Empty your wallet, bag, or desk tray of any paper receipts. Scan or photograph each one.

[J Check your email for digital receipts, order confirmations, and invoices received this week.
Forward to your receipt app or save to your cloud folder.

1 Open your receipt app or "To File" folder. Categorize and tag any unfiled receipts.

L1 For any meal or travel receipt, confirm business purpose is documented (attendees, purpose,
destination).

(] Spot-check: pull up your bank or credit card statement for the past 7 days. Flag any business
expense that doesn't have a matching receipt in your system.

[] Reconcile flagged items. Download missing receipts from vendor portals, email
confirmations, or request duplicates.

L If you use accounting software, confirm synced receipts are matched to the correct
transactions.

That's it. Fifteen minutes. The difference between "l have a system" and "l have a pile" is this
checklist done 52 times a year.

Quick-Reference: The $75 Receipt Rule



General rule: The IRS does not require a physical receipt for business expenses under $75.
You still need a record (log entry, bank statement, expense tracker note) showing vendor, date,
amount, and business purpose.

Exceptions that override the $75 threshold:

e Lodging: Always requires a receipt, regardless of amount. Even a $65 roadside motel
needs documentation.

e Meals (Section 274): Always requires documentation of attendees and business
purpose discussed, regardless of amount. The receipt itself can be under $75, but the
annotation is mandatory.

e Transportation: Tolls, parking meters, and similar small-dollar transit costs can be
documented via written log instead of receipt.

What counts as a valid record under $75:

e Aline in your expense log with date, vendor, amount, and purpose
e A bank or credit card statement entry with a business purpose notation added by you
e An entry in your receipt scanning app, even without a photo

What does not count:

e A vague memory
e A credit card statement with no business purpose notation
e "l always spend about that much there"

Quick-Reference: The Five Elements of a Valid Receipt

Every receipt the IRS considers adequate documentation must establish:

Vendor name — who you paid

Date — when the transaction occurred

Amount — how much you paid

Description — what you purchased (itemized, not just a total)

Proof of payment — how you paid (credit card slip, bank record, canceled check)

abkrowd -~

A combination of documents can satisfy these together. A credit card statement (proof of
payment + date + amount + vendor) paired with an itemized email receipt (description) is valid.
Neither one alone would be.

Quick-Reference: Schedule C Category Map



Use these categories when tagging receipts. They correspond to the line items on IRS Schedule

C (Form 1040).

Schedule C Line Category Common Expenses

Line 8 Advertising Google Ads, Facebook Ads,
business cards, signage,
website costs

Line 9 Car & Truck Gas, oil changes, repairs,
tolls, parking (if using actual
expense method)

Line 10 Commissions & Fees Referral payments, platform
fees, payment processing
fees

Line 11 Contract Labor 1099 contractors, freelancers,
subcontractors

Line 15 Insurance Business liability, professional
liability, health (if
self-employed)

Line 17 Legal & Professional Attorney fees, CPA fees, tax
preparation, bookkeeping

Line 18 Office Expenses Printer ink, paper, pens,
postage, desk supplies

Line 20a Rent — Vehicles/Equipment Equipment leases, vehicle
leases

Line 20b Rent — Other Office rent, coworking space,
storage units

Line 21 Repairs & Maintenance Equipment repairs, office
maintenance

Line 22 Supplies Materials consumed in the
course of business

Line 24a Travel Airfare, lodging, ground

transport for business trips




Line 24b Meals Business meals (50%
deductible), client meals

Line 25 Utilities Electric, water, gas, phone,
internet (business portion)

Line 27a Other Expenses Software, subscriptions,
education, bank fees,
miscellaneous

Line 30 Home Office Calculated via Form 8829 or

simplified method ($5/sq ft,
max 300 sq ft)

You're Done

Your system is built. The hard part is over. Now maintain it: 15 minutes a week, every week, no
exceptions. The receipts you file today are the deductions you keep next April.

If you lose a receipt despite all of this, don't panic. See this week's Deep Dive article on receipt
reconstruction for your options. They exist. They're just harder than filing the receipt would have

been.

This guide is provided for informational purposes and does not constitute tax, legal, or
accounting advice. Consult a qualified tax professional for guidance specific to your situation.

© 2026 TaxStache. All rights reserved.
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