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 CHECKLIST FOR PERSONAL INCOME TAX PREPARATION

___ Personal Info – For new clients and dependents, please provide copy of SS card and   

       Date of Birth.       

___ Contact Info – Change in address/date of move; phone numbers and email.

___ Bank Info – Please provide bank information below or a void check.

       Bank name ______________________________________________   checking/savings
       Routing# __________________________ A/C# _________________________________

___ Form W-2 - received from employer
___ All Form 1099’s (1099-MISC; 1099-R; 1099-INT; 1099-DIV; etc.)

___ Form 1095-A, B or C (One form must be submitted in order to avoid possible penalties)
___ Traditional or Roth IRA contributions (Form 5498 or proof of contribution)
___ Health Savings Account (1099-SA).  Please tell us if it is a “self” or “family” plan.

___ Unemployment compensation (Form 1099-G)
___ Social Security Benefits (Form 1099-SSA)
___ Gambling winnings (Form W-2G).  Also provide how much gambling losses, if any.
___ Schedule K-1 from all companies for which you are a shareholder or partner.

___ Schedule E - Residential or Commercial rental properties: We need a finalized income and
       expense summary.  All summaries must be signed and dated by you.  We will not  

       prepare a Schedule E without this. If new property is purchased during the year, we need
       the closing statement.
___ If you are a sole proprietor filing a Schedule C or have expenses to report against  

       income received from 1099-MISC, you must submit a finalized income and expense

       summary.  This summary must be signed and dated by you.  We will not prepare 
       Schedule C without this.

___ Student loan interest paid (Form 1098-E)
___ Tuition fees paid for post-secondary education (Form 1098-T must be provided along with
       a statement of charges and payments.  
___ Cancellation of Debt from credit cards, mortgages & commercial loans (Form 1099-C)
___ Mortgage interest and points paid on personal residence (Form 1098-INT)
___ Property tax paid on personal residence.  If not paid through mortgage, we will need a 
        summary from the county or copies of cancelled checks.

___ Charitable contributions - If a vehicle was donated, you must submit the purchase price,
       date bought or acquired, fair market value at time of donation, name and address of
       organization to who it was donated.  We need actual receipts.  
___ Medical expenses (prescriptions, doctor visits, hospital care, etc.) – Subject to limitation
___ Residential Energy improvements/Qualified Electric Vehicle – detailed bill must be provided
___ 1099-B: If you received gross proceeds from the sale of stocks, bonds and mutual funds, it is 

       very imperative that you provide us with the date and cost of when each was 

       purchased.  This information must be submitted with the year-end 1099-B (portfolio 

       statements) in order for us to prepare your tax return.  

___ If you paid someone (by check only) for child care or put your child in a day-care

       center, you must submit the name, address, employer’s identification number or

       social security number and amount remitted to that person or center in order to claim

       a deduction.  This is subject to a limitation and phase out.
___ Contributions made to a college choice tuition savings program (i.e. 529 plan)
___ Alimony received or paid.  
___ Overseas Income: For all bank accounts and investment portfolios, we will need a copy of  

        the yearend statement which indicates the institution name, address, account number and   

        balance as of 12/31.  For interest and dividend income earned, please provide a statement 
        from the institution.  It should indicate the total amount earned for the current tax year.  If a     

        statement is not provided, a letter or affidavit from the institution stating the amount must be  

        submitted.  For stock proceeds, the same documentation is required as mentioned above  
        under the item 1099-B.  Lastly, if you have paid income tax in the country where the income 

        was generated, we will need documentation (income tax return; statement, etc.) to claim a 

        Foreign Tax Credit.  All foreign currency amounts will be converted to $US using the  

        exchange rate allowable by the IRS.
___ Estimated Tax Paid – Please provide a summary below or copies of cleared checks for all   

       estimated tax payments made.  If this is not submitted, we will not be held responsible for
       any interest or penalty related to the inaccuracy of reporting.

       Date:                Amount:             Paid to:             Date:               Amount:           Paid to:

       _________   _____________    ________          _________   ____________   ________
       _________   _____________    ________          _________   ____________   ________
       _________   _____________    ________          _________   ____________   ________
       _________   _____________    ________          _________   ____________   ________      

___ Other - Please list the items, attach a separate sheet if additional space is needed.
PLEASE SEND ALL DOCUMENTS TO US NO LATER THAN MARCH 1st.
