
© 2019 Kpi Bookkeeping & Consulting-All rights reserved

Money 
Management 

101 

For Freelancers

© 2019 Kpi Bookkeeping & Consulting-All rights reserved



© 2019 Kpi Bookkeeping & Consulting-All rights reserved

If you only do 3 things...

1
Keep your business & 
personal finances 
separate.

-Have a seperate checking & 

savings account for just your 

freelance/business income. 

-Use designated debit and 

credit cards.

-Keep all business receipts 

and invoices.

2 Save 25-30% of gross 
income for taxes.

-Current rate of 

self-employment tax is 15.3%.

-The other 10-15% is for taxes 

on just income.

-When you receive income, 

move this % of income into 

your designated business 

saving account.

3 Have an accounting 
software & use it.

Choose a cloud based 

software that will allow you to

● Connect to your 

business bank accounts 

& credit cards.

● Create & send invoices 

with a Pay Now button.

● Pull a Profit & Loss 

report.
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Choosing an accounting software.

Wave https://www.waveapps.com/

Freshbooks https://www.freshbooks.com/

Quickbooks Online https://quickbooks.intuit.com/online/

Xero https://www.xero.com/us/

Lorem ipsum dolor sit amet, consectetur adipiscing elit

● Great for starting out. 
● Basic functions
● Easy user interface.

● More robust.
● Will grow with you.
● May require some 

training.

https://www.waveapps.com/
https://www.freshbooks.com/
https://quickbooks.intuit.com/online/
https://www.xero.com/us/
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Tips for getting paid faster
● Send your invoices through your accounting 

software with the Pay Now option for your 
clients.

● Send the invoice immediately after 
wrapping up a client project.

● Write the work performed in the 
description clear enough that anyone would 
understand what you did.

● Have specific date due.
● Have late payment fee and remind clients of 

it prior to their payment due date.
● Look over outstanding invoices on a weekly 

basis. 
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Receipt Management
● Keep all business related receipts and 

invoices for at least 3 years.
● Originals or a photo. Photo needs to 

have the image of the full receipt.
● Store photos in their own cloud 

storage folder.
● Credit card statements are not the 

equivalent of a receipt. 
● Avoid cash if possible, credit cards and 

debit cards are more easily trackable 
if you ever need to locate a receipt. 
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Income & Expense Buckets   (aka Chart of Accounts)
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Income & Expense Buckets   (aka Chart of Accounts)

● Owners Pay is always an Equity account not an expense account. 
(unless you are running payroll and consider yourself a W-2 
employee)  

● This means you will not see Owners pay reflected on the Profit & Loss 
statement, only on the balance sheet statement. 
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Checklist
Weekly

Have an accounting 
software & use it.

Monthly Quarterly

-Review outstanding invoices 

and make follow up calls if 

needed.

-Organize receipts.

-Sort bank transactions in 

accounting software.

-Pay Bills.

-Pay yourself.Monthly

Monthly

-Reconcile all bank and credit 

cards.

-Review Profit and Loss 

Statement.

-Review Expenses & 

subscriptions. 

-Assess your cash flow.

--------ReMonthl-y

  

-Pay your quarterly taxes.

-Review your pricing 

structures.

-Make sure all clients have 

your W-9 for any work over 

$600 you did for them.

-Make sure you have a W-9 

on any contractors you may 

have hired. 
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Profit & Loss Statement  
Should have:

● All business related Income & Expenses.
● Interest expenses of loans.

Should not have:
● Owners Pay (unless you are considered a 

W-2 and on payroll of your own business)
● Entire loan payment (only the interest not 

the principal) 
● Mileage (turn into accountant at tax time) 

Fuel can go on as an expense.
● Expenses that you not feel confident in 

justifying to the IRS if you ever had to.

*Talk to your accountant at tax time about any 
invoices that are 8+months overdue that you 
know you won't receive payment on.


