
 

 

INDIVIDUAL TAX PREPARATION CHECKLIST 
INSTRUCTIONS: 
 
If this is your first year with Affiliated Tax Pros, please include a copy of your most recently filed tax 
return. 
 
Include tax documents received from banks, employers, brokers, retirement, state governments and 
local governments including forms W2, W2G, 1098, 1098E, 1098T, 1099A, 1099B, 1099C, 1099DIV, 
1099G, 1099INT, 1099LTC, 1099MISC, 1099MSA, 1099OID, 1099PATR, 1099R, 1099S, 1099SSA and 
K-1.  

 
GENERAL: 
Change of Address 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
Name, date of birth, SSN, and occupation of each new filer or dependent on the tax return 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
Are you or your spouse retired on permanent disability?  You:  YES/NO  Spouse:  YES/NO 
 
Do you want $3 to go to the Presidential Election Campaign fund?  You: YES/NO      Spouse: YES/NO  
note: this money comes from the general fund to create resources for qualified presidential candidates. 
 
If you expect a refund and would like to have it deposited directly into your bank account, provide a 
voided check or provide:   
Bank Name____________________ Account number_________________ Routing number_________________  
 
 
Income:   
 
Provide W-2’s, broker statements and appropriate 1099’s. 
 
Business owners – Complete Business Checklist or provide K-1 (if ATP does not prepare your business 
tax return) 
 
Provide w-2 and  investment income for any dependent child up to the age of 19.  And for children who 
are full-time students ages 19 through 23.  
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CREDITS AND DEDUCTIONS FOR ALL FILERS: 

Dependent care expenses incurred to care for your child under 13 (or dependents who 
are incapable of caring for themselves) while you were working, searching for work or 
schooling.  Include documentation from care facility or individual and their tax identification 
number(s) 

 
 
 
$ 

Educator expenses (Kindergarten through grade 12 teachers may deduct certain 
expenses paid out of pocket) 

 
$ 

Contributions to Health Savings Account $ 
Contributions to (circle one) IRAs and ROTH IRAs $ 
     Date of Contribution  
Adoption expenses $ 
Student Loan interest paid (include forms 1098-E) $ 
Tuition and Fees Deduction or Credit (include forms 1098-T)  
Moving Expenses  $ 
Real Estate Taxes paid – additional exemption for non-itemizers  
Penalty on Early Withdrawal of Savings (include forms 1099-INT and 1099-OID) $ 
Amount each taxpayer contributed to Retirement Plans (include documentation) $ 
Oregon political contribution credit (MFJ $100, S/HH $50 maximum) $ 

 
 
 
 
DEDUCTIONS FOR FILERS WHO ITEMIZE:  

Medical expenses paid out of your pocket and not reimbursed by insurance or your 
employer: for a list of all deductible expenses please contact our office.  

 
$ 

State and Local Taxes paid (include 1099-G or local tax document)  $ 
Real Estate Taxes (property tax) (include forms 1098 and local property tax 
documentation) 

 
$ 

Personal Property Taxes (auto, boat registration)  $ 
Home Mortgage Interest and Points (include forms 1098) 
Did you refinance or take out a line-of-credit, if yes, was it to improve your home? Provide 
documents. 

 
 
$ 

If you sold or purchased a home in 2008 please provide all settlement documents.  
Investment Interest (include documentation) $ 
Expenses to produce and collect income (provide documentation) $ 
Expenses to conserve, manage and maintain investment property (include documentation) $ 
Legal and professional fees related to producing or collecting taxable income, doing or 
keeping your job, or getting tax advice 

 
$ 

Investment fees and expenses (specify and list on a separate sheet)  
Safe deposit box rental $ 
Trustee’s fees for your IRA  $ 
Gifts to Charity (list on a separate page, each charitable organization, its address, the 
amount donated and the date of the donation or if property was donated include a brief 
description, date of donation and the value of each item donated) 

 

Casualty or Theft Losses (provide a brief explanation or documentation for amounts not  
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reimbursed by insurance companies) 
Employee Expenses not paid or reimbursed by employer:  advertising/marketing, auto 
mileage (include total mileage, business mileage and commuting mileage for the year; also, 
year, make and model of the vehicle), equipment purchased (PDA, phone, computer 
equipment, furniture, tools, repairs, art and decorations), education and professional 
develop within your current profession, equipment rentals, home office (if you use any part 
of your home for your job and it is not reimbursed by your employer –contact us for further 
details), insurance or bonds, professional fees related to your job), materials, meals and 
entertainment from entertaining clients, customers, associates for the purpose of courting 
or discussing business with the expectation of receiving some future business or business 
benefit), office expenses (supplies, postage, shipping, copies, printing, reference books, 
subscriptions to publications related to your profession), union dues, dues to professional 
organizations, licensing fees, travel, wireless service 

 
 
 
 
 
 
 
 
 
 
 
$ 

Tax Preparation Fees (if Affiliated Tax Pros, LLC prepared your returns, we have this 
information)  

 
$ 

Gambling Losses up to the amount of winnings (provide documentation showing winnings 
and losses) 

 
$ 

Expenses from searching for a new job in your same occupation or profession (specify and 
list on a separate sheet) 

 
$ 

Medical Exams required by your employer but not paid by your employer or insurance $ 
Union Dues and expenses (specify expenses) $ 
Work Clothes and Uniforms if required by employer and not suitable for everyday use 
(list each item and the cost) 

 
$ 

 
 
 
 
PAYMENTS: 
Estimated tax payments: 
Federal:  1st Quarter_______ 2nd Quarter_________ 3rd Quarter__________ 4th Quarter__________ 
State:      1st Quarter________ 2nd Quarter_________ 3rd Quarter__________ 4th quarter___________ 
 

Credit Elect (refunds from prior years that you have elected to apply to the current year’s 
taxes) 

 

 
Notes: 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
Thank you and please feel free to contact us with any questions you may have! 
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