8. TAXES
A.
REQUIRED INFORMATION FOR TAX RETURNS
Use the list to assist with collecting necessary documentation for tax returns.  Your tax preparer may have you complete an additional information form at the time of intake.
B.   TAX RETURNS AND DOCUMENTATION
This section is intended to provide information on Federal and State tax returns.  The IRS has forms and information available at www.irs.gov.  
Under certain circumstances, 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.  In addition, Section 2 discusses Powers of Attorney.
PART A - REQUIRED INFORMATION FOR TAX RETURNS
Below is a reference of all the data you may 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, and be certain to keep these forms in a safe place because they will contain personal information, such as social security numbers. 
	Self

	Name
	

	Address
	

	Social Security Number
	


	Spouse

	Name
	

	Address
	

	Social Security Number
	


	Dependent (that you can claim on your taxes)

	Name
	

	Social Security Number
	


	Dependent (that you can claim on your taxes)

	Name
	

	Social Security Number
	


	Dependent (that you can claim on your taxes)

	Name
	

	Social Security Number
	


PART ONE:  EMPLOYMENT & INCOME DATA
	W-2 Forms

	 FORMCHECKBOX 

	Employer
	

	 FORMCHECKBOX 

	Employer
	

	 FORMCHECKBOX 

	Employer
	

	 FORMCHECKBOX 

	Employer
	


	Partnership and Trust Income – Data should come from an accountant or financial institution

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	


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

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	


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

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	


	Alimony Received – Tax information should come from your ex-spouse or his/her representative.  Your former spouse will want your Social Security Number to be able to deduct any alimony payments.

	 FORMCHECKBOX 

	Alimony Received
	$

	Received From
	


	Jury Duty Pay – Data should come from the court clerk.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Gambling and Lottery Winnings – This data should come from the casino or lottery authority.  Use Form W-2G..

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Prizes and Awards – Data should come from the award givers.  Use form 1099-Misc.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Scholarships and Fellowships – Data should come from the administrators of these programs.  Use Form 1099-Misc.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	State and Local Income Tax Refunds – Data should come from the taxing authorities.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Interest from Savings/Checking Accounts – Financial institutions will provide this data on Form 1099-INT and Form 109-OID.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Miscellaneous Income – This should come from whoever distributes the income on Form 1099-Misc.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Dividend Income Statements – This will come from the company paying the dividends on Form 1099-DIV.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Proceeds from Broker Transactions – Your brokers should furnish this data on Form 1099-B.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


	Tax Refunds and Unemployment Compensation – The issuing agencies should send this information on Form 1099G.

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


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

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	

	 FORMCHECKBOX 

	Amount Received
	$

	Received From
	


PART TWO: DEDUCTIONS
	Mortgage Interest – Your lender will send you this data on Form 1098.

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Second Mortgage Interest – Your lender will send you this data on Form 1098.

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Real Estate Taxes – Your county clerk or lender should send you this data.

	 FORMCHECKBOX 

	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.

	 FORMCHECKBOX 

	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.

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Student Loan Interest Paid – The lender should furnish this data on Form 1098-E.

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Early Withdrawal Penalties on Time Deposits – Financial institution should provide this data..

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Personal Property Tax Information – This data should come from the state or local taxing authority.

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Gifts to Charity – This data should come from the charity.  If you don’t receive information from the charity, you may use a cancelled check, bank record or receipt listing the charity’s name, date of donation, a list of what you donated and the amount of the contribution to show proof of the donation. 

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$

	 FORMCHECKBOX 

	Paid To
	

	Amount Paid
	$


	Unreimbursed Expenses for Volunteer Work – You will need to keep your own records for this.

	 FORMCHECKBOX 

	Volunteer Work
	

	Amount 
	$


	Unreimbursed Expenses Related to your Job – You will need to maintain this data.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


	Unimbursed Travel Expenses, Entertainment, Uniforms, Union Dues, Subscriptions, and Investment Expenses – These and other work-related expenses are your responsibility to track.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


	Job Hunting Expenses – You will need to keep and maintain this data.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$

	 FORMCHECKBOX 

	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.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


	Child Care Expenses – You will need to keep this data.

	 FORMCHECKBOX 

	Provider
	

	Amount 
	$

	 FORMCHECKBOX 

	Provider
	

	Amount 
	$


	Rent Paid During Tax Year – You need to generate this data..

	 FORMCHECKBOX 

	Landlord
	

	Amount 
	$


	Medical Savings Accounts – The institution handling the account will be able to generate any data.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


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

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


	Alimony Paid – You or the authority disbursing  funds will need to keep this data.  To deduct this expense, you will need the recipients Social Security number.

	 FORMCHECKBOX 

	Paid To
	

	Amount 
	$


	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.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


	Tax Return Preparation Expenses and Feed – Your preparer can furnish this data to you.

	 FORMCHECKBOX 

	Expense
	

	Amount 
	$


SELF-EMPLOYMENT DATA
	K-1s On All Partnerships

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	The partnership management should generate this date


	Documentation for Business Related Expenses

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	This is data you should keep and track.


	Farm income

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

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


	IRA, Keogh and Other Retirement Plan Contributions

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	You can get this information from your financial institutions.


	Medical Expenses

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	You must track this data


	Casualty and Theft Losses

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	You must track this data


	Other Miscellaneous Deductions

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	You will need to file Form 4684


	Sale of a Home or Other Real Estate

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Your lender or closing agent should send you Form 1099-S.


PART B - TAX RETURNS AND DOCUMENTATION
	Last Year’s Federal Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Last Year’s State Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s Federal Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s State Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s Federal Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s State Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s Federal Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s State Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s Federal Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	Previous Year’s State Tax Return

	Year
	

	Return
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	Documentation
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No
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