Matt Untch Bookkeeping and Accounting Services
“Let Us Simplify Your Life”

Use this checklist to gather your tax records. This checklist is provided as a guide and may not be complete for every taxpayer. Do the best that you can in collecting your information. Issues may arise that require additional information that is easily submitted by telephone or email. Not everything on this checklist may apply to your circumstances. Please keep in mind that you are ultimately responsible for giving us all the information needed to complete an honest and fair assessment of your tax information. 

Important:  Please fill out completely.
	
	TAXPAYER
	SPOUSE

	Filing Status  (Circle One)
	(Single)  
(Married Filing Jointly)
(Married Filing Separately)
(Head of Household)
(Qualified Widow(er))
	(Single)  
(Married Filing Jointly)
(Married Filing Separately)
(Head of Household)
(Qualified Widow(er))

	First Name & Middle Initial
	
	

	Last Name
	
	

	Social Security Number
	
	

	DOB / DOD
	
	

	Occupation
	
	

	Address
	

	City, Zip Code
	

	Home Phone Number
	
	

	Cell Phone Number
	
	

	Email Address
	
	



	DEPENDENTS (Social Security Numbers Are Required)

	Name (Include last name if different)
	SSN
	DOB
	Relationship

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




· Please include copy of your most recently filed tax return, if not prepared in our office last year.


After we have completed your taxes to your satisfaction, what is your preferred payment option?
[bookmark: Check2]|_|	Credit/Debit Card
[bookmark: Check3]|_|	PayPal
[bookmark: Check4]|_|	Cash/Check

All information and documentation provided are accurate and complete to the best of my knowledge and I give Matt Untch Accounting & Bookkeeping permission to complete my 2011 taxes.  

Signature:  ________________________________________	_____________
			(Taxpayer)				       (Date)

Signature:  ________________________________________	_____________
			(Spouse)				       (Date)




[bookmark: _GoBack]Client Tax Questionnaire - 2011
Important:  Please completely fill out Client Tax Questionnaire
													Yes	No
1. Did your marital status change during 2011? …………………………………………… 	|_|	|_|
If yes, explain:  _____________________________________________________
2. [bookmark: Check5][bookmark: Check6]Enter date of death for taxpayer or spouse (if during 2011 or 2012) …………………… 	|_|	|_|
Taxpayer: __________	Spouse: __________
3. [bookmark: Check7][bookmark: Check8]Were you or your spouse permanently and totally disabled in 2011? ………………….. 	|_|	|_|
4. Do you have children under age 18 or a full-time student age 19-23 with investment 
[bookmark: Check11][bookmark: Check12]income greater than $1,900? …………………………………………………………….	|_|	|_|
5. [bookmark: Check13][bookmark: Check14]Did you provide over half the support for any other person during 2011? ……………..	|_|	|_|
6. [bookmark: Check15][bookmark: Check16]Are any of your dependents not U.S. citizens or residents> ……………………………	|_|	|_|
7. [bookmark: Check17][bookmark: Check18]Did you incur adoption expenses during 2011? …………………………………………	|_|	|_|
8. [bookmark: Check19][bookmark: Check20]Did you receive payments from a pension or profit-sharing plan? ……………………..	|_|	|_|
9. Did you receive a total distribution from an IRA or other qualified plan that was partially or
[bookmark: Check21][bookmark: Check22]totally rolled over into another IRA or qualified plan within 60 days of the distribution?	|_|	|_|
10. [bookmark: Check23][bookmark: Check24]Did you receive any disability payments in 2011? ………………………………………	|_|	|_|
11. [bookmark: Check25][bookmark: Check26]Did you receive tip income not reported to your employer? ……………………………	|_|	|_|
12. [bookmark: Check27][bookmark: Check28]Did you buy, sell, or refinance a principal residence or other real property in 2011? ….	|_|	|_|
If yes, attach closing or escrow statements.
13. [bookmark: Check30][bookmark: Check29]Did you incur any casualty or theft losses during 2011? ……………………………….	|_|	|_|
14. Did you or your spouse make gifts of over $13,000 to an individual or contribute to a 
[bookmark: Check33][bookmark: Check34]prepaid tuition plan? …………………………………………………………………….	|_|	|_|
15. [bookmark: Check38][bookmark: Check39]Did you buy or sell any stocks or bonds in 2011? ………………………………………	|_|	|_|
16. [bookmark: Check40][bookmark: Check41]Did you pay interest on a student loan for yourself, your spouse, or your dependents?..	|_|	|_|
17. [bookmark: Check42][bookmark: Check43]Did you, your spouse, or your dependents attend post-secondary school in 2011? …….	|_|	|_|
18. [bookmark: Check46][bookmark: Check47]Did you incur any moving expense? If yes, attach details ………………………………	|_|	|_|
19. [bookmark: Check50][bookmark: Check51]Did you pay alimony or collect alimony in 2011? ………………………………………	|_|	|_|
20. [bookmark: Check52][bookmark: Check53]Do you want to have your tax return filed electronically? ………………………………	|_|	|_|
21. [bookmark: Check54][bookmark: Check55]Do you want direct deposit of any federal or state refund? ……………………………..	|_|	|_|
22. Did you start a business, purchase a rental property or farm, or acquire interest in partnerships,
[bookmark: Check56][bookmark: Check57]S corporations or trusts? …………………………………………………………………	|_|	|_|
23. [bookmark: Check58][bookmark: Check59]Did you purchase a motor vehicle or boat during 2011? ………………………………..	|_|	|_|
If yes, attach documentation showing sales tax paid.
24. [bookmark: Check66][bookmark: Check67]Did a lender cancel any of your debt in 2011?  (Attach any Forms 1099-A or 1099-C) ..	|_|	|_|
25. [bookmark: Check68][bookmark: Check69]Do you have records to support your business expenses? .………………………………	|_|	|_|










Use this list to help you gather your tax records.

Income Information
· W2s / 1099-INT / 1099-DIV
· IRA, Pension/Retirement distribution statements (1099-R)
· State Tax Refund Received for last year (1099-G)
· Sales of Stocks/Bonds
· Social Security and/or Retirement Benefits
· Gambling/Lottery Winnings
· Alimony Received
· Jury Duty Pay
· Rental Income and Expenses
· Sales proceeds and cost information for real estate sales and/or Other Properties
· Unemployment Compensation / Other Compensation
· Any other income received during the year

Self-Employed Information
· Gross receipts & sales
· Returns & Allowances
· Costs of Goods Sold
· Direct Expenses:  Advertising, Insurance, Repairs, Supplies, Utilities, Wages, etc.
· Any Household Employee Information (if paid over $1,700)
· Mileage or Actual Expenses for Vehicles
· Depreciation Items / Assets
· Estimated Taxes Paid to Federal & State (Dates & Amounts)

Deductions/Credits
· Mortgage and Home Equity Interest Statements
· Settlement and/or Closing Statements on home purchased or sold
· Real estate taxes paid
· Sales tax paid on new vehicle
· Medical Expenses
· Out-of-Pocket Prescription Drugs
· Co-pays for Insurance
· Doctor, Hospital, and Mental Health Bills
· Other medical bills like physical exams, eyeglasses, hearing aids, dental, chiropractors
· Transportation Miles and/or Lodging Expenses
· Weight Loss & Stop Smoking Programs
· Home Improvements for Medical Reasons
· Health/Long Term Care Insurance Premium
· Student loan interest
· Investment interest
· Charitable Donations (to Qualified Non-Profit Organizations)
· Cash and/or Check Contributions 
· Household Goods and Other Non-Cash Donations
· Volunteer Uniform Expenses
· Out-of-pocket Expenses
· Volunteer Mileage
· Moving Expenses – If your move was more than 50 miles
· Teacher out-of-pocket expenses
· Job Expenses (Un-reimbursed Employee Job Related Expenses)
· Uniforms / Job Travels / Union Dues / Job Education
· Professional Journals / Licenses / Job-Hunting Expenses


Deductions/Credits (Continued)
· Adoption Expenses
· Alimony Paid – Full Name & Social Security number of recipient
· Education Expenses: tuition, fees, and continuing education
· Tax Preparation Fees paid in 2011
· Safe Deposit Box
· Union Dues and Work Clothes
· Employee non-reimbursed expenses
· Are you legally blind?
· Gambling Losses
· Casualty and Theft Losses and any Reimbursements
· Child & Dependent Care Expenses:  Include provider’s full name, address, ID number (EIN) and/or Social Security number, and the amount paid to provider for each child.  
· Energy Efficiency & Renewable Energy Incentives
· Information for credits & deductions relating to the American Recovery & Reinvestment Act of 2009
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