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Bookkeeping and accounting are part of running any business. Whether you hire an 
accountant or are comfortable doing it yourself, keeping your books in order will help keep 
track of required records.  

Hiring an accountant during your business start-up phase may be advantageous as they 
can help answer your questions about bookkeeping.  

Benefits to keeping organized records   
Good records can help you plan for decisions that will affect the future of your business. The 
more organized your records are, the more you can get from them.  

Organized records can help:  

• Track and compare past and present financial positions 
• Plan and forecast future financial positions 
• Provide information to make good business decisions 
• Satisfy reporting obligations, notably to the Canada Revenue Agency 
• Save time and energy if your business gets audited 

Income records  
• Keep track of the gross income your business earns. 
• Gross income is your total income before you deduct the cost of goods sold and expenses. 
• Your income records should show: 

o the date; o the 
amount; and o the source 
of the income. 

• Record the income whether you received cash, property, or services. 
• Support all income entries with original documents. Original documents include: 

o sales invoices; o cash 
register tapes; o receipts; 
o bank deposit slips o 

patient cards; o fee 
statements; and o 

contracts 
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Expense records  

• Always get receipts or other vouchers when you buy something for your business. 
• When you buy merchandise or services, the receipts have to show: 

o the date of the purchase; 
o the name and address of the seller or supplier; o the name 
and address of the buyer; and o a full description of the goods or 
services. 

• Sometimes, however, suppliers may not provide receipts. In this case, write the 
information in your records. Show the name and address of the supplier, the date you 
made the payment, the amount you paid, and the details of the transaction. 

• Make sure the seller describes the item on the receipt. However, sometimes there is 
no description on the receipt, as with a cash register tape. In this case, you should 
write what the item is on the receipt or in your expense journal. 

For more information, visit www.cra-arc.gc.ca/tx/bsnss/tpcs/slprtnr/rcrds/xpns-eng.html  

Types of records to keep   
Persons carrying on a business or engaged in commercial activity must keep records. These 
records include such things as:  

• Paper or electronic receipts 
• Details of expenses and sales 
• Payroll details 
• Taxes collected and paid 

As a general rule, you must keep all records and supporting documents used to determine 
your tax obligations and entitlements for a period of six years from the end of the last tax year 
to which they relate. At a minimum, the financial records should be permanent, accurate and 
a complete record of your daily income and expenses.  

 


