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INDIVIDUAL TAX INTAKE PACKET
Personal Income Tax Return Preparation (Form 1040)
For individuals, married couples, W-2 employees, retirees, and straightforward personal returns
WELCOME & GENERAL INSTRUCTIONS
Welcome to KC Financial Services! Thank you for trusting us with your personal tax return. This packet is built for individuals and married couples with W-2 wages, retirement or Social Security income, investment income, and standard or itemized deductions. Please review the following before you begin:
1. Confirm this is the right packet. Use it if neither you nor your spouse owned a business during the tax year. If you had freelance, gig, 1099-NEC, or single-member LLC income, contact us for the Individual with LLC / Sole Proprietor packet instead.
1. Complete Sections A through H and sign the certification on the final page. Every section is marked [Required] or [Optional]; please complete all required items as thoroughly as possible.
1. Names and Social Security Numbers for you, your spouse, and every dependent must match Social Security cards exactly.
1. No need to type box amounts from your tax forms. List each employer and payer, then upload the official W-2s, 1099s, and supporting records shown on your Individual Document Upload Checklist.
1. Fill this packet digitally in Word or print and complete it by hand. Return it through our encrypted client portal. If filing jointly, both spouses must sign.
Document Version Date: October 2026

	PRIVACY & STRICT CONFIDENTIALITY NOTICE

	Your financial security and personal privacy are our highest priorities. All sensitive personal identifiers (SSNs, EINs, dates of birth, banking details) and financial records provided in these forms are strictly protected under Section 7216 of the Internal Revenue Code and our firm privacy policy. Information is transmitted and stored using bank-level AES-256 bit encryption and will never be shared with third parties without your explicit written consent.




INDIVIDUAL TAX CLIENT INTAKE
Target Audience: Individuals, Married Couples, W-2 Employees, and Simple Personal Returns
	INSTRUCTIONS & OVERVIEW

	Please complete Sections A through H. If you or your spouse operated a single-member LLC, freelance gig, or sole proprietorship during the tax year, please stop and request the Individual with LLC / Sole Proprietor packet. Ensure all names match your Social Security cards exactly.




Section A: Personal Information [Required]
	Taxpayer Full Legal Name
	Social Security Number (SSN)
	Date of Birth (MM/DD/YYYY)

	
	
	

	Occupation / Job Title
	Primary Phone Number
	Email Address

	
	
	

	Physical Street Address (Include Apt/Suite)
	City, State, Zip Code

	
	

	Spouse Full Legal Name (if filing jointly)
	Spouse SSN
	Spouse Date of Birth

	
	
	

	Spouse Occupation
	Spouse Phone Number
	Spouse Email Address

	
	
	

	Tax Year Being Prepared: ☐ Current Year (2025/2026)    ☐ Prior Years (Specify): _______________




Section B: Filing Status [Required - Select One]
	Selection
	Filing Status Category
	Additional Requirements / Notes

	☐
	Single
	Unmarried, legally separated, or divorced as of Dec 31.

	☐
	Married Filing Jointly
	Both spouses report combined worldwide income on one return.

	☐
	Married Filing Separately
	Spouse Name & SSN required even if filing separately.

	☐
	Head of Household
	Unmarried, paid >50% cost of keeping up home for qualifying dependent.

	☐
	Qualifying Surviving Spouse
	Spouse passed away in prior 2 tax years with dependent child.




Section C: Dependents [Complete if applicable]
List all children and qualifying relatives who lived with you or whom you supported during the tax year.
	Full Legal Name
	Social Security Number
	Relationship
	Date of Birth
	Months in Home
	Full-Time Student?

	
	
	
	
	
	☐ Yes  ☐ No

	
	
	
	
	
	☐ Yes  ☐ No

	
	
	
	
	
	☐ Yes  ☐ No

	
	
	
	
	
	☐ Yes  ☐ No




Section D: Income Summary [Required]
Note: You do NOT need to type numerical box amounts here. List employer/payer names below and upload your official W-2 and 1099 tax forms.
1. W-2 Wage & Salary Income
Total number of W-2 forms received for Taxpayer & Spouse: [ ____ ]
	Line
	Employer / Company Name
	Whose W-2?
	Form Uploaded?

	1
	
	☐ Taxpayer  ☐ Spouse
	☐ Yes  ☐ Pending

	2
	
	☐ Taxpayer  ☐ Spouse
	☐ Yes  ☐ Pending

	3
	
	☐ Taxpayer  ☐ Spouse
	☐ Yes  ☐ Pending

	4
	
	☐ Taxpayer  ☐ Spouse
	☐ Yes  ☐ Pending




2. 1099 & Other Income Sources (1099-INT, 1099-DIV, 1099-R, 1099-G, 1099-MISC/NEC, Social Security)
Total number of 1099 / other income forms received: [ ____ ]
	Line
	Payer / Institution Name
	Income Type (Interest, Div, Pension, SSA, etc.)
	Form Uploaded?

	1
	
	
	☐ Yes  ☐ Pending

	2
	
	
	☐ Yes  ☐ Pending

	3
	
	
	☐ Yes  ☐ Pending

	4
	
	
	☐ Yes  ☐ Pending




Section E: Deductions (Itemized vs. Standard) [Optional / As Applicable]
We evaluate both the Standard Deduction and Itemized Deductions to give you the highest tax benefit.
	Deduction Category
	Estimated Annual Amount
	Supporting Documents Uploaded / Notes

	State and Local Real Estate Taxes (Property Tax)
	$
	☐ Yes  ☐ Statement Attached

	State and Local Personal Property Taxes (Vehicles)
	$
	☐ Yes  ☐ Registration Attached

	State and Local Income Taxes Paid (or Sales Tax)
	$
	☐ Yes  ☐ W-2/Estimated Records

	Mortgage Interest Paid (Form 1098)
	$
	☐ Yes  ☐ Form 1098 Attached

	Charitable Contributions (Cash, Check, Credit Card)
	$
	☐ Yes  ☐ Written Receipts Attached

	Charitable Contributions (Non-Cash / Goods / Goodwill)
	$
	☐ Yes  ☐ Itemized Valuation List Attached

	Out-of-Pocket Medical & Dental Expenses
	$
	☐ Yes  ☐ Exceeds 7.5% of AGI

	Student Loan Interest Paid (Form 1098-E)
	$
	☐ Yes  ☐ Form 1098-E Attached

	Health Savings Account (HSA) Contributions (Form 5498-SA)
	$
	☐ Yes  ☐ Form 1099-SA / 5498 Attached

	Traditional IRA Contributions (Outside of Work Plan)
	$
	☐ Yes  ☐ Direct Contribution Record




Section F: Tax Credits [Select all that apply]
	Applied?
	Credit Name
	Required Details / Upload Requirements

	☐
	Child and Dependent Care Credit
	Daycare / Provider Name, Address, EIN/SSN, Total Paid: $_________

	☐
	Higher Education Credit (American Opportunity / Lifetime Learning)
	Form 1098-T from College/University + Book/Fee Receipts.

	☐
	Residential Clean Energy / Home Energy Credits (property placed in service by 12/31/2025)
	Invoices for Solar Panels, Heat Pumps, Insulation, Energy-Efficient Doors/Windows.

	☐
	Clean Vehicle Credit (EV / Plug-in Hybrid; vehicle acquired by 9/30/2025)
	Seller Report / IRS Form 15400 + Purchase Agreement with VIN.

	☐
	Foreign Tax Credit
	Form 1099-DIV or Foreign Income Tax Receipts.




Section G: Direct Deposit & Prior Year Information [Required for Electronic Filing]
	Field
	Primary Selection / Information
	Spouse / Secondary Account (if split)

	Refund Preference
	☐ Direct Deposit (Fastest)   ☐ Paper Check by Mail
	

	Bank Name
	
	

	Account Type
	☐ Checking     ☐ Savings
	☐ Checking     ☐ Savings

	Routing Number (9 digits)
	
	

	Account Number
	
	

	Prior Year Tax Return (Form 1040)
	☐ Uploaded with intake forms   ☐ Returning client (firm has prior return)
	




Section H: Life Changes & Additional Information [Required]
	Question
	Response
	Details / Explanation (if Yes)

	Did you marry, divorce, or become legally separated during the year?
	☐ Yes  ☐ No
	

	Did you buy, sell, refinance, or foreclose on a primary or secondary home?
	☐ Yes  ☐ No
	Upload Closing Disclosure / ALTA settlement

	Did you purchase, sell, exchange, or hold any cryptocurrency / digital assets?
	☐ Yes  ☐ No
	Upload transaction CSV / 1099-DA

	Did you have foreign bank accounts with an aggregate value over $10,000?
	☐ Yes  ☐ No
	FBAR / FinCEN Form 114 reporting needed

	Did you receive any IRS or State Department of Revenue notices?
	☐ Yes  ☐ No
	Upload copy of notice immediately

	Did you make estimated tax payments for your personal return?
	☐ Yes  ☐ No
	Q1: $____ Q2: $____ Q3: $____ Q4: $____





CLIENT CERTIFICATION & AUTHORIZATION SIGN-OFF
	CLIENT DECLARATION & ACCURACY CERTIFICATION

	Under penalties of perjury, I declare that I have examined the information provided in this intake form, including all accompanying schedules and statements, and to the best of my knowledge and belief, it is true, correct, and complete. I confirm that I have necessary receipts, logs, and documentation to substantiate all income, deductions, and credits claimed.




	Taxpayer Signature:
	Date (MM/DD/YYYY):

	
	

	Printed Name:
	Direct Contact Phone:

	
	

	Spouse Signature (if filing jointly):
	Date (MM/DD/YYYY):
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