Tax Appointment Checklist
 Tax Preparation Checklist: (Please gather and generate all the requested information below)
Personal Information

· Dates of Birth and Social Security Numbers of all Dependents included on your return (i.e. parents if applicable, children, children born during the year, etc.) 

· Banking Account Number and Routing Number if you want refund directly deposited into your account

Tax Forms

· Please open all your “Important Tax Information” Mail before you come to your scheduled appointment to ensure that you have everything you need to complete the Tax Return Preparation Process.  


· W-2’s, Forms 1099-Int, 1099-Div, 1099-B Proceeds from Stock Sales, 1099-S Sale of Real Estate, 1099-Misc, 1099-R Pension/Annuity, 1099-G Government Payments, 1098 Mortgage Interest Paid, Schedule K-1’s from Partnerships and S-Corporations
Self Employment Information

· Form 1099-Misc, Schedule K-1, income records to verify income amounts not reported on Form 1099-Misc

· Summarize expenses by category of expense, please be sure to have records of all expenses, check registers, credit card statements and receipts

· Business use asset information (cost of asset, date placed in service, percentage of business use) for depreciation computation

· Office in home expense information, office space in home must be exclusively used for conducting business

· Vehicle use information: If using the standard mileage method, you will need total miles driven for the year (beginning and ending odometer readings), total business miles driven for the year (non-commuting), amounts paid for parking and tolls.  If you want to claim actual expenses you will need actual total receipts for gas, oil, car washes, taxes, insurances, interest payments, or lease payments
Rental Property

· Records of rental income received

· Records of total expenses incurred by expense category

· Rental asset information (cost of asset, date placed in service, etc) for depreciation 

Retirement Income

·  Pension, IRA, Annuity and Social Security Income Statements, Forms 1099-R, 1099-SSA, 1099-RRB

Savings, Investments, Sale of Stocks, Bonds and Real Estate

·  Interest and Dividend Income, Forms 1099-INT, 1099-OID, 1099-DIV

· Income from sales of stocks, bonds, stock options, and real estate, Forms 1099-B and 1099-S, will need acquisition dates of stocks and bond assets, cost basis of stocks and bonds assets, will need HUD Settlement Statement from the purchase of the real estate and HUD Settlement Statement from the sale of the real estate

Other Income
· Unemployment Income, State Tax Refund, form 1099-G

· Gambling Income (W-2G or other record showing gambling winnings, should also provide proof of gambling losses to offset gambling winnings)

· Alimony received, will need ex-spouse name and social security number

· Health Care Reimbursement Forms 1099-SA or 1099-LTC

· Jury Duty Pay

· Hobby Income and expenses

· Prizes and Awards

· All other Form 1099’s received  

Education/Tuition Payments

· Bills/Invoices from approved educational institutions that itemizes what you paid or received in loans to pay for secondary education, Forms 1098-T or 1098-E

Child Care/Dependent Care Expenses

· Child Care/Dependent Care Expenses, need day care providers Name, Address and Federal Identification Number, need to know how much money you paid per child who is under 13 and in day care

Itemized Deductions/Other Deductions
· Forms 1098 mortgage interest paid for first and second mortgages

· Copies of Canceled Checks for Amounts paid for Federal and State Estimated Quarterly Tax Payments

· Amounts paid for Real Estate Taxes, Car Taxes and other personal property taxes

· Amounts donated in cash, check or credit card to qualified charities

· Amounts donated for any non-cash charitable contributions to qualified charities

· Amounts paid for healthcare insurance, and to doctors/dentists and hospitals
· Keep records of miles driven for medical purposes or for charitable purposes

· Expenses related to managing your investments

· Non-Reimbursed employment related expenses (Union Dues, publications, uniforms, uniform cleaning, tools, travel, education expense, etc)

· Job Hunting Expenses if looking for a job in your current field of work  

· Student Loan Interest Paid

· Teachers class room expenses

· Copies of Canceled Checks for all IRA or SEP Contributions made during the year
· Copy of your Last Pay Stub for the Year 

· Closing Documents (i.e. HUD Settlement Statement) from Home Purchases or Home Refinances during the year
· If you have an interest in a Foreign Bank Account, please bring all Foreign Bank Account Data
