
I N C O M E  
checklist

Letters of Explanation
Employment with more than a 30-day gap
requires a letter of explanation.
Change In Names
Personal address changes
Employment changes
Credit Inquiries
Any significant decline in business income
from prior year requires a letter of
explanation

Income Deductions
All garnishments require a letter of
explanation and documentation confirming
the source of the garnishment and
outstanding balance.
Any car, child support, or non-401k loans
deducted from pay will require a loan
agreement confirming terms.

At least 2 years of employment
If Less than 2 years, a 2-year work history
Full-Time (40+ hours a week)
Part-Time (requires a 2-year history)
Seasonal (requires 2-year history)
Second Job (requires 2-year history)
Contract Employment
Self-Employed (2-year history)
1099 Employee (2 years 1099s)
Employed by Family Member (requires
most recent 2 years tax returns)

Full name is present
Employer's name present
Most recently dated paystub
Weekly - 4 most recent paystubs
Bi-Weekly - 2 most recent paystubs
Semi-Monthly 2 most recent paystubs
Year-to-Date Earnings Present
Any garnishments will need to be documented
Non-Employment related deductions will need to
be documented (i.e., garnishment, child support,
etc.)

P A Y S T U B

E M P L O Y M E N T

Social Security Income - Award
Letter and proof of 1-month receipt.
Pension - Benefits Award Letter and
proof of continuance. 
Distribution Income - Terms of
Distribution and source of distribution
assets confirming the length of
continuance.

R E T I R E M E N T

T A X  R E T U R N S

2 most recent year's tax returns (1-year
case-by-case bases)
All pages and schedules
Sole Proprietorship - Schedule C
Partnerships - Form 1065 and K1s
LLC - Form 1065 or 11020S and K1s
S Corp - 1120S and K1s
Corporation - 1120
Officer Compensation - Paystub or W2s
If you did not file taxes last year a 1 year
and year to date P&L is required
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Tell us about your work history check all that apply

We need all these items on your paystub to use it. If you have any
garneshments or deductions we need to know about each of them.

Applies to Self-Employed Individuals

When would we need:


