8.  TAXES
“The man who does not work for the love of work but only for money is not likely to make money nor find much fun in life”.  Charles Schwab 

A.  PERSONAL EXEMPTIONS AND DEPENDENTS:           See checklist below.
B.  REQUIRED INFORMATION FOR TAX RETURNS:
 Use the attached checklist to assist with collecting necessary documentation for tax returns.
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C.  TAX RETURNS AND DOCUMENTATION:
If you are residing in the U.S. on April 15, you can request a 4-month extension of time to file by filing IRS Form 4868 and paying any estimated tax due.  Interest will be charged on unpaid tax.  
You can apply for a 2-month extension if you: live and have your main place of business or post of duty outside the U.S. and Puerto Rico; OR are in the military and are assigned to duty outside the U.S. and Puerto Rico. 
The following rules apply:

IRS Form 4868 is not required;

Interest is charged from April 15 until tax is paid;

You must attach a statement to the tax return explaining how you qualify;

On a Joint Return, only one spouse needs to qualify.

You can appoint your spouse to sign your return for you by completing IRS Form 2848.  The spouse must attach this form to the return when it is filed.  All income and deductions for both spouses are included.

For more information, you may wish to review the publications listed below, which are available on the IRS website at www.irs.gov.  You may also contact the IRS Taxpayer Advocate to order forms or for help resolving tax issues at 1-877-777-4778.  See also IRS Publications: Pub 17 “Your Federal Income Tax”; Pub 3 “Armed Forces Tax Guide”; Pub 54 “Tax Guide for U.S. Citizens and Resident Aliens Abroad.”  www.irs.gov.

List below copied from the Internal Revenue Service (IRS) website at address http://www.irs.gov/publications/p552/ar02.html#d0e617
1. Keep your tax records for 3 years if you owe additional tax and situations (2), (3), and (4) below do not apply to you.

2. Keep records for 6 years if you do not report income that you should report, and it is more than 25% of the gross income shown on your return.

3. Keep records indefinitely if you file a fraudulent return.

4. Keep records indefinitely if you do not file a return.

5. Keep records for 3 years from the date you filed your original return or 2 years from the date you paid the tax, whichever is later if you file a claim for credit or refund* after you file your return;

6. Keep records for 7 years if you file a claim for a loss from worthless securities or bad debt deduction; 
7. Keep all employment tax records for at least 4 years after the date that the tax becomes due or is paid, whichever is later.
PART A - PERSONAL EXEMPTIONS AND DEPENDENTS 
Below is a reference of all the data you might need to prepare your taxes and who should have it or keep track of it.  Place a check mark in the box on the right if the information is applicable to you and/or your family. 
Self:  

Name:


______________________________________________________

Address: 

______________________________________________________

 


______________________________________________________

Social security #
______________________________________________________

Spouse: 

Name:


______________________________________________________

Address: 

______________________________________________________

 


______________________________________________________

Social security #
______________________________________________________

Dependent (that you can claim on your taxes):
Name:


______________________________________________________

Social security #
______________________________________________________
Dependent (that you can claim on your taxes):
Name:


______________________________________________________

Social security #
______________________________________________________
PART B – REQUIRED INFORMATION FOR TAX RETURNS
Below is a reference of all the data you might need to prepare your taxes and who should have it or keep track of it.  Place a check mark in the box on the right if the information is applicable to you and/or your family. 
PART ONE:  EMPLOYMENT & INCOME DATA
W-2 forms
⁭
Employer:
______________________________________________________
⁭
Employer:
______________________________________________________

⁭
Employer:
______________________________________________________

⁭
Employer:
______________________________________________________

Partnership and trust income - Data should come from an accountant or financial institution.
⁭
__________________________________________________________________

⁭
__________________________________________________________________

⁭
__________________________________________________________________

⁭
__________________________________________________________________

Pensions and annuities - Data should come from the financial institution, insurance company selling the annuity or pension fund. (1099-R)
⁭
__________________________________________________________________

⁭
__________________________________________________________________

⁭
__________________________________________________________________

⁭
__________________________________________________________________

Social Security Benefits - You will need Form RRB 1099 or Form RRB 1042S for nonresident alien recipients of Railroad Retirement benefits.
⁭
__________________________________________________________________

⁭
__________________________________________________________________

Alimony received - Tax information should come from your ex-spouse or his representative. Your former spouse will want your Social Security number to be able to deduct any alimony payments.
⁭
Alimony Received:
$_______________________________________________


Received from:
________________________________________________

Jury duty pay - Data should come from the court clerk.
⁭
Amount Received:
$_______________________________________________

Gambling and lottery winnings - This data should come from the casino or lottery authority. Use Form W-2G.
⁭
Amount Received:
$_______________________________________________

Prizes and awards - Data should come from the award givers. Use Form 1099-MISC.
⁭
Amount Received:
$_______________________________________________

Scholarships and fellowships - Data should come from the administrators of these programs. Use Form 1099-MISC.
⁭
Amount Received:
$_______________________________________________

State and local income tax refunds - Data should come from the taxing authorities.
⁭
Amount Received:
$_______________________________________________

Interest from Savings/Checking Accounts – Financial institutions will provide this data on Form 1099-INT & Form 1099-OID.
⁭
Amount Received:
$_______________________________________________

Miscellaneous Income - This should come from whoever distributes the income on Form 1099-MISC
⁭
Received From:
________________________________________________


Amount Received:
$_______________________________________________

⁭
Received From:
________________________________________________



Amount Received:
$_______________________________________________
⁭
Received From:
________________________________________________



Amount Received:
$_______________________________________________
Dividend income statements
 - This will come on Form 1099-DIV from the company paying the dividends.
⁭
Received From:
________________________________________________


Amount Received:
$_______________________________________________

⁭
Received From:
________________________________________________



Amount Received:
$_______________________________________________
Proceeds from broker transactions - Your brokers should furnish this data on Form 1099-B.
⁭
Received From:
________________________________________________


Amount Received:
$_______________________________________________

⁭
Received From:
________________________________________________



Amount Received:
$_______________________________________________
Tax refunds & unemployment compensation - The issuing agencies should send this information on Form 1099G.
⁭
Received From:
________________________________________________


Amount Received:
$_______________________________________________

⁭
Received From:
________________________________________________



Amount Received:
$_______________________________________________
Retirement plan distribution - Whoever sends out your pension checks should send you this data on Form 1099-R.
⁭
Received From:
________________________________________________


Amount Received:
$_______________________________________________

⁭
Received From:
________________________________________________



Amount Received:
$_______________________________________________
PART TWO: DEDUCTIONS

Mortgage interest - Your lender will send you this data on Form 1098.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________

Second mortgage interest paid - Your lender will send you this data on Form 1098.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________

Real estate taxes paid - Your county clerk or lender should send you this data.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________

Moving expenses - If your expenses are reimbursed by an employer, the employer will furnish you with data on the moving costs they paid for.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________

Auto loans and leases - (Including account numbers and car value -- if the vehicle
is used for business) You can get this data from the lender or leasing company.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________
Student loan interest paid - The lender should furnish this data on Form 1098-E.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________
Early withdrawal penalties on time deposits - Financial institutions should provide this data.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________
Personal property tax information - This data should come from the state or local taxing authority.
⁭
Paid to:

________________________________________________


Amount Paid:

$_______________________________________________
Gifts to charity - This data should come from the charity. Receipts for any single donations of $250 or more for 2006. For donations made in 2007, you will need a cancelled check, bank record or receipt listing the charity's name, date of donation and the amount of the contribution.
⁭
Paid to:

________________________________________________



Amount Paid:

$_______________________________________________

⁭
Paid to:

________________________________________________



Amount Paid:

$_______________________________________________

⁭
Paid to:

________________________________________________



Amount Paid:

$_______________________________________________

Unreimbursed expenses for volunteer work - You will need to keep your own records for this.
⁭
Volunteer Work:
________________________________________________



Amount :

$_______________________________________________

Unreimbursed expenses related to your job - You will need to maintain this data.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

Travel expenses, entertainment, uniforms, union dues, 


subscriptions and investment expenses - These and other related expenses are your responsibility to track.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

Job-hunting expenses - You will need to keep and maintain this data.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

Education expenses - You will need to keep this data. But if you qualify for Hope or Lifetime credits or other college deductions, the college involved will send you the data on the qualifying expenses you've paid.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

Child care expenses - You will need to keep this data.
⁭
Provider:
______________________________________________________



Amount :
$_____________________________________________________

Rent paid during tax year - You need to generate this data.
⁭
Landlord:
______________________________________________________



Amount :
$_____________________________________________________

Medical Savings Accounts - The institution handling the account will be able to generate any data.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

Adoption expenses - You will need to track this data and be able to document these expenses.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________

Alimony paid - You or the authority disbursing funds will need to keep this data. To deduct this expense, you will need the recipient's Social Security number.
⁭
Paid to:

________________________________________________



Amount Paid:

$_______________________________________________

Sales tax expenses - If you expect to claim a sales tax deduction on your tax return, you will need receipts for expenses. Or you can fill out a worksheet that the IRS provides to help estimate sales tax expenses.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________
Tax return preparation expenses and fees -Your preparer can furnish this data to you.
⁭
Expense:
______________________________________________________



Amount :
$_____________________________________________________
SELF-EMPLOYMENT DATA

K-1s on all partnerships




Yes______ No______



The partnership management should generate this data.

Documentation for business-related expenses
Yes______ No______


This is data you should keep and track.

Farm income





Yes______ No______



You or an accountant should tack this information. You will need to prepare Schedule F.

IRA, Keogh & other retirement plan contributions
Yes______ No______





You can get this information from your financial institutions.

Medical expenses





Yes______ No______



You must track this data.

Casualty and theft losses



Yes______ No______



You must track this data.

Other miscellaneous deductions


Yes______ No______


You will need to file Form 4684.

Sale of a home or other real estate


Yes______ No______



Your lender or closing agent should send you Form1099-S.
PART C - TAX RETURNS AND DOCUMENTATION
· 1. LAST YEAR’S FEDERAL TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  

· 2. LAST YEAR’S STATE TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  

· 3. PREVIOUS YEAR’S FEDERAL TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  

· 4. PREVIOUS YEAR’S STATE TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  

· 5. PREVIOUS YEAR’S FEDERAL TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  
· 6. PREVIOUS YEAR’S STATE TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  
· 7. PREVIOUS YEAR’S FEDERAL TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  
· 8. PREVIOUS YEAR’S STATE TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  
· 9.  PREVIOUS YEAR’S FEDERAL TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  
· 10.  PREVIOUS YEAR’S STATE TAX RETURN  

Year:
______________

Return
 

   
Documentation






Yes____   No ____


Yes____   No ____  
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APPENDIX – Taxpayers 

Below is a reference of all the data you might need to prepare your taxes and who should have it or keep track of it.  Place a check mark in the box on the right if the information is applicable to you and/or your family. 

Form 1040EZ – 





Yes______ No______  

This is the simplest form to use. Generally used when:


You are filing Single or Married Filing Jointly;


You were under age 65 and not blind at the end of 2003;


You do not claim any dependents; and


Your taxable income (wages, salaries, interest income of $1,500 or less) is less than $50,000.


 


Form 1040A –





Yes______ No______  

 Generally used when:


Your taxable income (wages, salaries, IRA distributions, interest/dividends) is less than $50,000;


You claim limited adjustments to income, e.g. IRA deductions, Student Loan Interest/Tuition and Fees;


You claim limited credits, e.g. Child/Dependent Care expenses, Child Tax Credit, Education Credits.


 


Form 1040 – 





Yes______ No______  

Use when you cannot use Form 1040EZ or Form 1040A. You can use this form to report all types of income, deductions and credits. You may pay less tax by filing Form 1040 because you can take itemized deductions, some adjustments to income, and credits you cannot take on Form 1040A or Form 1040EZ.


Identify the taxpayer(s) and dependents below.


  NAME(S): _____________________________________________________

FILING STATUS  


Single – 







Yes______ No______  

Your filing status is single if, on the last day of the year, you are unmarried or legally separated from your spouse under a divorce or separate maintenance decree, and you do not qualify for another filing status.  


 


Married Filing Jointly – 





Yes______ No______  

You can choose married filing jointly as your filing status if you are married and both you and your spouse agree to file a joint return. On a joint return, you report your combined income and deduct your combined allowable expenses. You can file a joint return even if one of you had no income or deductions. Your standard deduction may be higher on a joint return, and you may qualify for tax benefits that do not apply to other filing statuses.


Married Filing Separate – 




Yes______ No______  

This filing status may benefit you if you want to be responsible only for your own tax or if it results in less tax than filing a joint return.  Certain Credits/Deductions are NOT available when filing Married Filing Separate.


 


Head of Household – 





Yes______ No______  

You can choose this filing status if: You are unmarried or “considered unmarried” (see tax advisor) on the last day of the year; You paid more than one half the cost of keeping up a home for the year; AND A qualifying person lived with you in the home for more than half the year (some exceptions).


Taxpayer one:

 




Yes______ No______  


Name:


_______________________


Address: 

_______________________


 


_______________________


Social security #
_______________________


Taxpayer two:

 




Yes______ No______  


Name:


_______________________


Address: 

_______________________


 


_______________________


Social security #
_______________________


Dependent one:

 




Yes______ No______  


Name:


_______________________


Address: 

_______________________


 


_______________________


Social security #
_______________________


Dependent two:

 




Yes______ No______  


Name:


_______________________


Address: 

_______________________


 


_______________________

Social security #
_______________________


Child care Provider




Yes______ No______
 

Name:


_______________________


Address: 

_______________________


 


_______________________


Social security #
_______________________


PART ONE:  EMPLOYMENT & INCOME DATA

W-2 forms






Yes______ No______



IW-2 forms from employer.  

Partnership and trust income 



Yes______ No______





Data for these should come from an accountant or financial institution.

Pensions and annuities




Yes______ No______


Data should come from the financial institution, insurance company selling the annuity or pension fund.

Social Security Benefits




Yes______ No______


You will need Form RRB 1099 or Form RRB 1042S for nonresident alien recipients of Railroad Retirement benefits.

Alimony received





Yes______ No______



Tax information should come from your ex-spouse or his representative. Your former spouse will want your Social Security number to be able to deduct any alimony payments.

Jury duty pay 





Yes______ No______


Data should come from the court clerk.

Gambling and lottery winnings



Yes______ No______


This data should come from the casino or lottery authority. Use Form W-2G.

Prizes and awards





Yes______ No______

Data should come from the award givers. Use Form 1099-MISC.

Scholarships and fellowships



Yes______ No______


Data should come from the administrators of these programs. Use Form 1099-MISC.

State and local income tax refunds


Yes______ No______


Data should come from the taxing authorities.


Miscelaneous income

Interest income statements



Yes______ No______


Financial institutions will provide this data on Form 1099-INT & Form 1099-OID.

Dividend income statements



Yes______ No______



This will come on Form 1099-DIV from the company paying the dividends.

Proceeds from broker transactions


Yes______ No______



Your brokers should furnish this data on Form 1099-B.

Tax refunds & unemployment compensation
Yes______ No______



The issuing agencies should send this information on Form 1099G.

Miscellaneous income (e.g. contract/rent) 

Yes______ No______


This should come from whoever distributes the income on Form 1099-MISC.

Retirement plan distribution



Yes______ No______



Whoever sends out your pension checks should send you this data on Form 1099-R.

PART TWO: DEDUCTIONS

Mortgage interest





Yes______ No______


Your lender will send you this data on Form 1098.


Second mortgage interest paid



Yes______ No______


Your lender will send you this data on Form 1098.

Real estate taxes paid




Yes______ No______


Your county clerk or lender should send you this data.

Moving expenses





Yes______ No______


If your expenses are reimbursed by an employer, the employer will furnish you with data on the moving costs they paid for.

Auto loans and leases 




Yes______ No______







(Including account numbers and car value -- if the vehicle
is used for business)

You can get this data from the lender or leasing company.

Student loan interest paid



Yes______ No______



The lender should furnish this data on Form 1098-E.

Early withdrawal penalties on time deposits

Yes______ No______


Financial institutions should provide this data.

Personal property tax information


Yes______ No______




This data should come from the state or local taxing authority.

Gifts to charity





Yes______ No______



This data should come from the charity. Receipts for any single donations of $250 or more for 2006. For donations made in 2007, you will need a cancelled check, bank record or receipt listing the charity's name, date of donation and the amount of the contribution.

Unreimbursed expenses for volunteer work





You will need to keep your own records for this.

Unreimbursed expenses related to your job

Yes______ No______


You will need to maintain this data.

Travel expenses, entertainment, uniforms, union dues, 


subscriptions and investment expenses

Yes______ No______


These and other related expenses are your responsibility to track.

Job-hunting expenses. 




Yes______ No______



You will need to keep and maintain this data.

Education expenses




Yes______ No______



You will need to keep this data. But if you qualify for Hope or Lifetime credits or other college deductions, the college involved will send you the data on the qualifying expenses you've paid.

Child care expenses




Yes______ No______


You will need to keep this data.

Rent paid during tax year



Yes______ No______


You need to generate this data.

Medical Savings Accounts



Yes______ No______


The institution handling the account will be able to generate any data.

Adoption expenses




Yes______ No______



You will need to track this data and be able to document these expenses.

Alimony paid





Yes______ No______



You or the authority disbursing funds will need to keep this data. To deduct this expense, you will need the recipient's Social Security number.

Sales tax expenses




Yes______ No______



If you expect to claim a sales tax deduction on your 2006 tax return, you will need receipts for expenses. Or you can fill out a worksheet that the IRS provides to help estimate sales tax expenses.

Tax return preparation expenses and fees

Yes______ No______



Your preparer can furnish this data to you.


SELF-EMPLOYMENT DATA


K-1s on all partnerships




Yes______ No______



The partnership management should generate this data.

Documentation for business-related expenses
Yes______ No______


This is data you should keep and track.

Farm income





Yes______ No______



You or an accountant should tack this information. You will need to prepare Schedule F.

IRA, Keogh & other retirement plan contributions
Yes______ No______





You can get this information from your financial institutions.

Medical expenses





Yes______ No______



You must track this data.

Casualty and theft losses



Yes______ No______




You must track this data.

Other miscellaneous deductions


Yes______ No______


You will need to file Form 4684.

Sale of a home or other real estate


Yes______ No______
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