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Tax Preparation Checklist 
Here is a general overview of the types of information and documentation many taxpayers will 
provide when having their taxes prepared. More uncommon situations may not be included. 

Personal Information 
This information verifies your identity and helps to prevent identity theft. 

 Your tax return from last year. 

 A valid, government issued picture ID for you and your spouse. 

 SSNs and DOBs for everyone on the return and in the household. 

 Bank routing and account number(s) for refund deposits.  

Income Information 
Submit the following income reporting forms and information for both yourself, and your spouse. 

 Form W-2 reporting employee wages. 

 Form 1099-R reporting distributions from annuities, profit-sharing plans, 
retirement plans, IRAs, insurance contracts, or pensions 

 Forms 1099-INT, 1099-DIV, or 1099-B reporting investment or interest 
income  

 1099-S form reporting income from sale of a property 

 Form 1099-G reporting payments from a governmental agency, including tax 
refunds and unemployment. 

 Form 1099-Misc reporting payments to non-employees. 

 Documentation of self-employment or small business income and expenses. 

 For a home office used regularly and exclusively for business, records 
showing the % of home used, and documentation of all expenses. 

 For a rental property; documentation of income, expenses and assets. 

 SSA-1099 for Social Security benefits received 

 Amount of all alimony received 

 Form 1099-C reporting that a debt has been canceled, discharged or 
forgiven. 

 K-1 reporting a partnership interest of income, deductions and credits. 

 Form 1099-MISC reporting payments made from a trade or business to an 
individual who is not an employee. 
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Taxes you’ve paid 
This information will help us quickly and easily complete your tax return. 

 Amount of estimated tax payments you made during the year. 

 Amount of tax payments applied to the current year from the prior tax year. 

 Amount of tax payments made with the automatic 6-month extension to file. 

Adjustment Information 
Submit the following information pertaining to you or your spouse.  These Adjustments 
reduce the amount of gross income that is taxed. 

 Expenses paid (as a teacher, aide, counselor or principal) for classroom 
supplies. 

 Contributions made to a self-employed retirement plan (Keogh, SEP, 
SIMPLE, etc.). 

 Premiums for self-employed health insurance. 

 Alimony paid, include the recipient’s name, SSN and the amount. 

 Records of IRA contributions made during the year 

 Form 1098-E showing student loan interest paid for anyone on the tax return 

 Receipts for energy saving or alternative energy home improvements (like 
Energy Star products, solar hot water heaters, solar electric equipment, wind 
turbines, etc.). 

Itemized Deductions 
Helps lower your taxable income.  Submit documents to show expenditures made by you or your 
spouse. 

 Amounts paid out of pocket and not reimbursed for medical (including dental, 
vision, prescriptions, medical devices, glasses, etc.) 

 The amount of income taxes paid to any state or local government. 

 Amounts of state sales taxes paid (including for large purchases like cars). 

 The amount of real estate taxes paid (on homes, land). 

 The amount of personal property taxes paid (on vehicles, boats, single-wide 
trailers). 

 The Form 1098 showing mortgage interest or points paid  
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Itemized Deductions continued… 

 Settlement statements or other documentation showing mortgage interest or 
points not reported on Form 1098. 

 Documentation for all gifts made to charity.  Cash donations require a 
canceled check, and if over $250 requires a receipt for the amount of the 
donation. 

 Documentation for casualty and theft losses p which occur in a presidentially 
declared disaster area and are a direct result of the disaster.  Provide the 
damage amount and any insurance reimbursements 

Credits  
Items that reduce your tax liability or increase your refund.  These highly beneficial credits require 
proper documentation to be claimed on your return. 

 Child Tax Credit: Provide proof of your relationship to the dependent and 
show documentation that they resided with you for more than 6 months 
during the year. 

 Child and Dependent Care Credit: Provide the child care provider’s name, 
address, SSN or EIN, and amount paid for each child. 

 Education Credits: Provide the Form 1098-T, and receipts or documentation 
showing all education expenses 

 Adoption Credits: Provide receipts or documentation showing adoption 
expenses, court and attorney fees, and travel expenses, and other expenses 
directly related to the legal adoption. 
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