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DOCUMENT UPLOAD CHECKLISTS
What to Upload for Each Intake Packet and Scope of Service
Upload items through the encrypted client portal. Section references point to the matching intake packet.
HOW TO USE THESE CHECKLISTS
· Find the checklist that matches your intake packet: Individual, Individual with LLC / Sole Proprietor, or Corporate & Business Entity.
· Required items are needed for every return in that scope. Conditional items apply only when the matching intake answer is Yes or the situation applies to you.
· Check each box as you upload. Missing items are the number one cause of processing delays.

CHECKLIST 1: INDIVIDUAL TAX RETURN
Scope: Form 1040 personal return preparation | Individual Tax Intake Packet
	Done
	Document to Upload
	Intake Reference
	When Needed

	Identification & Prior Returns

	☐
	Government-issued photo ID (driver's license or passport) for taxpayer and spouse
	Section A
	Required

	☐
	Social Security cards or ITIN letters for taxpayer, spouse, and all dependents
	Sections A, C
	Required (new clients / new dependents)

	☐
	Prior 2 years of filed federal and state returns with all schedules
	Section G
	Required (new clients)

	Income Documents

	☐
	Form W-2 from every employer (taxpayer and spouse)
	Section D.1
	Required

	☐
	Form 1099-INT and 1099-DIV (bank and brokerage interest and dividends)
	Section D.2
	If received

	☐
	Form 1099-B / consolidated brokerage statements (stock sales)
	Section D.2
	If received

	☐
	Form 1099-R (retirement, pension, annuity, IRA distributions)
	Section D.2
	If received

	☐
	Form SSA-1099 (Social Security benefits)
	Section D.2
	If received

	☐
	Form 1099-G (unemployment or state tax refund)
	Section D.2
	If received

	☐
	Form 1099-MISC / 1099-NEC (occasional non-business income)
	Section D.2
	If received

	☐
	Schedule K-1 (partnership, S-Corp, or trust income)
	Section D.2
	If received

	☐
	Form 1099-DA or crypto transaction CSV export
	Section H
	If digital assets

	Deductions & Credits

	☐
	Form 1098 mortgage interest statement
	Section E
	If itemizing

	☐
	Property tax bills / statements
	Section E
	If itemizing

	☐
	Vehicle registration showing personal property tax
	Section E
	If itemizing

	☐
	Charitable cash receipts and written acknowledgment letters
	Section E
	If itemizing

	☐
	Itemized valuation list for non-cash donations
	Section E
	If itemizing

	☐
	Out-of-pocket medical and dental expense records
	Section E
	If itemizing

	☐
	Form 1098-E student loan interest
	Section E
	If applicable

	☐
	Form 5498-SA / 1099-SA (HSA contributions and distributions)
	Section E
	If applicable

	☐
	Traditional IRA direct contribution records
	Section E
	If applicable

	☐
	Form 1095-A (Health Insurance Marketplace statement)
	Section E
	If Marketplace coverage

	☐
	Child and dependent care provider name, address, EIN/SSN, and amount paid
	Section F
	If claiming credit

	☐
	Form 1098-T plus book and fee receipts
	Section F
	If claiming credit

	☐
	Energy improvement invoices (placed in service by 12/31/2025)
	Section F
	If claiming credit

	☐
	Clean vehicle seller report (Form 15400) and purchase agreement with VIN (acquired by 9/30/2025)
	Section F
	If claiming credit

	☐
	Foreign income tax receipts or 1099-DIV showing foreign tax paid
	Section F
	If claiming credit

	Life Changes & Notices

	☐
	Closing Disclosure / ALTA settlement statement for home purchase, sale, or refinance
	Section H
	If applicable

	☐
	Foreign bank account year-end statements (aggregate over $10,000)
	Section H
	If applicable

	☐
	IRS or state Department of Revenue notices
	Section H
	If received

	☐
	Personal estimated tax payment confirmations (Q1 to Q4)
	Section H
	If paid



CHECKLIST 2: INDIVIDUAL WITH LLC / SOLE PROPRIETOR
Scope: Form 1040 with Schedule C business reporting | Individual with LLC / Sole Proprietor Intake Packet
	Done
	Document to Upload
	Intake Reference
	When Needed

	Personal Return Items

	☐
	Every applicable item on the Individual checklist (ID, W-2s, 1099s, deductions, credits, life changes)
	Part 1, Sections A to H
	Required

	Business Income

	☐
	Forms 1099-NEC, 1099-K, and 1099-MISC received from clients and payment platforms
	Sections J, R
	Required

	☐
	Cost of goods sold breakdown (beginning inventory, purchases, ending inventory)
	Section J
	If selling products

	☐
	Year-end inventory count and valuation
	Section S
	If inventory held

	Bookkeeping & Financial Records

	☐
	Year-end Profit & Loss statement (full 12 months)
	Section K
	Required if books kept

	☐
	Year-end General Ledger
	Section K
	Required if books kept

	☐
	Year-end Balance Sheet as of December 31
	Section K
	If available

	☐
	Year-end business bank and credit card statements
	Section K
	Required

	Vehicle, Travel & Home Office

	☐
	Written mileage log (total, business, and commuting miles)
	Section L
	If business vehicle

	☐
	Vehicle purchase or lease agreement
	Section L
	If business vehicle

	☐
	Actual vehicle expense receipts (gas, repairs, insurance, lease/interest, tolls)
	Section L
	If actual method

	☐
	Business meal receipts with business purpose and attendee notes
	Section M
	If applicable

	☐
	Travel receipts and detailed hotel folios
	Section M
	If applicable

	☐
	Home office expense statements (mortgage interest, property tax, insurance, utilities, internet, repairs, or rent)
	Section N
	If actual method

	Assets, Insurance & Payments

	☐
	Invoices for equipment, computers, tools, furniture, and software over $500
	Section O
	If purchased

	☐
	Health, dental, and long-term care premium statements
	Section P
	If deducting

	☐
	Federal and state estimated tax payment confirmations (Q1 to Q4)
	Section Q
	Required if paid

	Payroll, Contractors & Compliance

	☐
	Copies of Forms 1099-NEC / 1099-MISC issued to subcontractors
	Sections I, S
	If issued

	☐
	Forms 941 (all quarters), 940, and W-3
	Section S
	If W-2 employees

	☐
	PPP / EIDL loan or grant documents and forgiveness letters
	Section S
	If applicable

	☐
	Documents for business start, acquisition, sale, closure, or restructuring
	Section S
	If applicable

	☐
	IRS, state, or payroll tax notices and audit correspondence
	Section S
	If received



CHECKLIST 3: CORPORATE & BUSINESS ENTITY
Scope: Forms 1120, 1120-S, and 1065 entity return preparation | Corporate & Business Entity Intake Packet
	Done
	Document to Upload
	Intake Reference
	When Needed

	Entity & Ownership

	☐
	Prior 2 years of filed entity returns (Form 1120 / 1120-S / 1065) with all K-1s
	Section C
	Required (new clients)

	☐
	Stock transfer ledger or updated partnership / operating agreement
	Section C
	If ownership changed

	☐
	IRS S-Election acceptance letter (CP261) and Form 2553
	Section C
	If S-Corp

	☐
	Net operating loss carryforward schedules
	Section C
	If NOLs exist

	☐
	Corporate minutes, cap table, and equity issuance or transfer documents
	Sections K, L
	Required

	Financial Statements

	☐
	Year-end Profit & Loss / Income Statement (full 12 months)
	Sections D, L
	Required

	☐
	Year-end Balance Sheet (reconciled, December 31 or fiscal year end)
	Sections E, L
	Required

	☐
	Year-end General Ledger
	Sections D, L
	Required

	☐
	December 31 reconciled bank and credit card statements for all accounts
	Section L
	Required

	Payroll & Contractors

	☐
	Form W-3 summary transmittal and W-2 copies
	Sections F, L
	If payroll

	☐
	Forms 941 for Q1 through Q4 and signed Form 940
	Sections F, L
	If payroll

	☐
	Quarterly state unemployment returns
	Section F
	If payroll

	☐
	Year-end payroll provider summary report
	Section F
	If payroll

	☐
	Copies of 1099-NEC / 1099-MISC issued to subcontractors and received from clients
	Section L
	Required if applicable

	☐
	Health premiums paid for over-2% S-Corp shareholders
	Section K
	If S-Corp

	Distributions, Payments & Financing

	☐
	Shareholder distribution and partner draw records (cash and property)
	Section G
	S-Corps / Partnerships

	☐
	Dividend resolutions and records of dividends paid
	Sections G, L
	C-Corps

	☐
	Federal and state estimated tax payment confirmations
	Section H
	Required if paid

	☐
	Loan agreements and year-end lender statements (balance and interest paid)
	Sections J, L
	If financing

	☐
	Shareholder loan promissory notes, interest rates, and repayment schedules
	Section J
	If shareholder loans

	Assets & Compliance

	☐
	Invoices and settlement sheets for assets acquired over $2,500
	Sections I, L
	If acquired

	☐
	Sale or disposal documents for assets sold or retired
	Section I
	If disposed

	☐
	Foreign bank account year-end statements (aggregate over $10,000)
	Section K
	If applicable

	☐
	Foreign owner information for Form 5472 (25% or more foreign ownership)
	Section K
	If applicable

	☐
	Government grant, subsidy, and tax credit agreements
	Section K
	If applicable

	☐
	List of states with physical or economic nexus and prior state filings
	Section K
	If multi-state
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