Tax preparation checklist

Accountant fax #: XX
	To do

	(
	Item description

	
	- finish end of the year Quicken to do list

	
	- get mileage total from husband to declare difference between what reimbursement he gets and national amount

	
	- print donations for year report from Quicken

	
	- match tax letters with this report

	
	- add tag to those transactions of which letters I have received

	
	- call for any other donation tax letters still need

	
	- add tag again, then use tag to total donations on Quicken, send this amount to acct.

	
	- find any receipts for purchases of non-cash items donated somewhere

	
	- fill out tax organizer from accountant

	
	- gather all documents on list below

	
	- check over Tax Cover Pages file to make sure matches tax organizer from accountant

	
	- organize papers to go along with tax cover, put tabs on documents, fix cover pages document as go

	
	- print tax cover pages

	
	- print nonmonetary donations total chart

	
	- Staple a value chart to each donation receipt from a charity

	
	- Tally each date’s donations

	
	- record each date’s total donations on the separate total chart

	
	- copy all documents

	
	- mail to accountant


	Will get in mail

	
	Bank interest
	1099-INT form from bank, bank will only send if $10 or more (per SS#)

	
	Mortgage interest paid
	Will get in mail from mortgage lender or go online 

	
	Husband W-2 form
	

	
	My W-2 form
	

	
	Loan Interest Statement – past college classes
	1098 form

	
	Tuition payments form – past college classes
	If in school will get in mail

	Print online

	
	Real estate property tax
	Go to www.stlouisco.com and print

	Print from Quicken

	
	Home business
	Be sure all receipts have been put in and print report from Quicken

	
	List of Donations for year
	Print from Quicken

	
	Property and real estate tax
	Print statements to compare with paid receipts

	
	MOST 529 Account for children
	Printout of amounts have transferred over year

	
	Medical expenses
	Print list from Quicken

	
	Teaching expenses
	Print list from Quicken

	
	Professional subscriptions
	Print list from Quicken

	
	Safe deposit box
	Print transaction from Quicken (or bank charges report from Quicken)

	
	Freelance and temp work
	Print Quicken in/out statement and gather stubs

	Gather paperwork from files

	
	Husband Health insurance payments
	See final pay stub from 2006 – started paying for whole family as of July 2006.

	
	My Health insurance payments
	See pay stub if applicable

	
	Real Estate Tax (paid in that year)
	- find paid receipt from county (in files)

- be sure to look at tax and not sewer fee

	
	Personal Property Tax (paid in that year)
	- show paid receipts from county, request if necessary, does not include late fees (in files)

- be sure not to include any penalties, interest can be deducted

	
	Car
	If bought car, show sales tax from closing statement

	Call to get

	
	Daycare credit
	- get end of the year statement from day care
- write down address and fed id #

	
	CASA Children in Crisis form
	- call to get this special tax credit form if they have not already mailed it


