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LESSON 1

1. Why a Tax Compliance Calendar is Important

As a freelancer or business owner, you’re responsible for keeping track of various
tax deadlines throughout the year. Unlike salaried employees, who have taxes

automatically withheld and submitted, you have to:

File and pay taxes quarterly for income, percentage, or VAT.

Submit annual tax returns by the year-end deadline.

Pay other taxes like business tax or excise taxes (if applicable) based on your

s

business activities.
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LESSON 1

1. Why a Tax Compliance Calendar is Important

With multiple deadlines to track, it’s easy to lose track of dates, which can result
in costly penalties and interest charges. By creating a personalized tax calendar,

you can ensure that all these deadlines are met, keeping you compliant and
stress-free.

Example:

Imagine it’s April, and you have several tax deadlines looming. You need to file
your Quarterly Income Tax Return (BIR Form 1701Q) by April 15. If you’re
VAT-registered, your Quarterly VAT Return (BIR Form 2550Q) is due by April 25.
Without a calendar, you might miss one of these deadlines and face penalties, but
with a compliance calendar, you’ll have these dates clearly marked in advance.
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LESSON 1

2. Steps to Creating a Tax Compliance Calendar

Let’s break down how to create your very own Tax Compliance Calendar step by
step.

Step 1: Identify Your Filing Obligations

The first step is to determine what forms and filings you’re responsible for. As a
freelancer or bookkeeper, the most common forms include:

BIR Form 1701Q: Quarterly Income Tax Return.

BIR Form 2551Q: Quarterly Percentage Tax Return (for non-VAT registered
tfaxpayers).

BIR Form 2550Q: Quarterly VAT Return (for VAT-registered taxpayers).
BIR Form 1701: Annual Income Tax Return.

S
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LESSON 1

2. Steps to Creating a Tax Compliance Calendar

Step 2: Determine the Filing Deadlines

Once you’ve identified the forms you need to file, list the specific deadlines for
each filing. For quarterly filings, these deadlines remain consistent each year.

Quarterly Income Tax (BIR Form 1701Q): Quarterly VAT (BIR Form 2550Q):
1st Quarter: April 15 1st Quarter: April 25

2nd Quarter: August 15 2nd Quarter: July 25

3rd Quarter: November 15 3rd Quarter: October 25

4th Quarter: January 25 of the following year
Quarterly Percentage Tax (BIR Form 2551Q):
1st Quarter: April 25 Annual Income Tax (BIR Form 1701):
2nd Quarter: July 25 April 15 of the following year
3rd Quarter: October 25
4th Quarter: January 25 of the following year

S
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LESSON 1

2. Steps to Creating a Tax Compliance Calendar

Step 3: Mark These Deadlines on Your Calendar

Now that you have all the filing deadlines, mark them on a digital calendar or a
physical planner. Choose a method that works best for you, whether it’s using:

Google Calendar or another digital calendar app that allows for automatic
reminders.

A paper planner where you can manually write down your deadlines and check
off tasks as they’re completed.

Make sure to set reminders at least a week before each deadline. This will give
you enough time to prepare your forms and make any necessary payments

without rushing.
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LESSON 1

2. Steps to Creating a Tax Compliance Calendar

Step 4: Add Payment Deadlines
In addition to filing your tax returns, you’ll also need to pay the taxes due on

time. For most quarterly and annual tax returns, the filing deadline is also the

payment deadline, so you can add these payment dates to your calendar at the
same time.

Step 5: Include Business-Related Taxes (if applicable)

If you’re a VAT-registered taxpayer or have other business tax obligations,
Include these in your calendar as well. For example:

Business Tax Payments: Depending on your local government, you may have local
business tax or mayor’s permit renewals to pay annually or quarterly.
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LESSON 1

3. Tools to Help Automate Your Tax Calendar

While manually marking deadlines on a calendar is a great first step, you can
take things a step further by automating your tax calendar. Here are a few tools
that can make this easier:

a. Google Calendar

One of the easiest tools to use is Google Calendar. You can:

Set recurring events for each quarterly and annual deadline.

Add automatic reminders to alert you ahead of each filing date.
Share your calendar with an accountant or business partner to ensure all tax

deadlines are being monitored.
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LESSON 1

3. Tools to Help Automate Your Tax Calendar

b. Trello or Asana

For freelancers who like to organize tasks visually, Trello or Asana can be great
tools to build a tax compliance workflow. You can create:

Boards for each tax form you need to file.
Checklists to track which returns have been filed and paid.
Automated reminders for deadlines.

c. Tax Filing Apps (Taxumo, QuickBooks)
Some apps, like Taxumo and QuickBooks, not only help you manage your

finances but also send reminders for filing deadlines. These apps can connect to
your financial accounts, track your income, and help you prepare tax returns.

5
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LESSON 1

Common Mistakes to Avoid

a. Ignoring Deadlines

Missing deadlines can lead to significant penalties, so always prioritize tax filing
and payment dates.

b. Not Setting Up Reminders

It’s easy to forget deadlines when you’re focused on running your business.
Always set up automatic reminders at least one week before each filing date.

c. Failing to Include Payment Dates

Remember that the filing deadline is often also the payment deadline. Ensure
your tax compliance calendar includes both filing and payment reminders.
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LESSON 1

Key Takeaways

9
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LESSON 1

Create a personalized tax compliance calendar for your freelance business.
Include deadlines for your quarterly income tax returns, VAT or percentage tax

returns, and annual tax filings.

Set up automatic reminders in your digital calendar to alert you at least a

week before each deadline.

Review your tax forms and make sure you’re filing the correct ones based ot
v RN 601 GHEWS INVKTCERYIdfered or non-VAT registered). 5




LESSON 1

In the next lesson, we’ll cover Organizing Financial Records for
Year-Round Compliance, where we’ll discuss best practices for
maintaining organized financial records and ensuring you’re ready

for any audits. Stay tuned for Lesson 2 of Module 5!

'S
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