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Mail-In Tax Preparation Procedures 

 
This program has been set up for our out of state clients and for those clients whose schedules do not 
permit them to come for an in-office interview. 
 
Here’s how it works: 
 
1.  Complete the tax interview questionnaire as you normally would.  (Remember, these are the same 

questions your preparer would ask if you were in the office.) 
 
2.  Mail in the completed questionnaire along with any tax documents needed to complete your return.  

A checklist is provided on the reverse of this form.  Please use this checklist as a cover sheet when 

sending your packet.  If we receive your packet postmarked by February 14, 2010, we will give 

you a 10% discount on your return. 
 

3.  Upon receipt of your materials and your check deposit of $299.00, we will review your 
information, organize the data into a preliminary format, and call you if there is any more 
information needed.  Otherwise, we will complete your tax return and mail it back to you as quickly 
as possible.  If the work done on your return is more than $299.00, we will call you to let you know 
the remaining balance.  You can pay the balance by credit card or send us another check. When we 
receive payment, we will mail your return.  

 
In this manner, we can give your tax information the same thorough attention as we have done in the 
past. 
 
We welcome and encourage you to mail the organizer and tax materials back to us as soon as you have 
the data completed.  To help us assure that your return is completed by April 15, we must have your 

data by March 29th, 2010.  Any tax materials received after March 29th will be assessed a $100 

surcharge and filing an extension may be necessary. 
 
If you go on extension and plan to mail your information to us, we must receive your data before 
October 1, 2010.  Any tax materials received after October 1 will be assessed a $300.00 surcharge. 
 
If you have any questions or suggestions, please call us toll free at 888-808-1040. 

  
 

Our Pleasure Comes from Serving You! 
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Mail-In Tax Preparation Procedures 
 

Please check off the boxes to indicate that the items are attached, or print N/A if the item does not 
apply.  Place this checklist on top of your materials in the return envelope. 
 

______ Completed Interview Questionnaire 
______  Forms W-2 from Employers 
______  Forms 1099 - Interest Received 
______  Forms 1099- Dividends Received, Brokerage Statements  
______  Forms 1099/B/1099S - Sale of Securities, Real Properties 
______  Forms 1098 - Mortgage Interest You Paid 
______  Escrow Papers on Sale/Purchase or Refinance of Residence or Rental Properties 
______  Documents Supporting the Exercise of Stock Options 
______  Your last pay stub for 2009 
______  K-1 Forms from partnership/trust/S-Corp. investments 
______  Payments made to education institutions for undergraduate, postgraduate, and      
              continuing education work  
______  Student Loan Interest papers 
______  Your check deposit in the amount of $299.00 
______  Sign the California E-file Opt Out form (applies to California residents only) 
 
Please make sure that all income has been reported to the best of your knowledge.  If you sold any 

stock in 2009, you must include in the package any supplementary material that the brokerage houses 
will provide.  Anyone dealing with mutual funds, needs to provide all informational material that the 
funds will provide. 
 

Do you have any questions about any deductions not covered by our worksheets? 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 

Would you like us to address any special questions or concerns? 
__________________________________________________________________________________
__________________________________________________________________________________ 
 

Best time to reach you in case of follow-up questions: _______________________________________ 
Telephone Number(s): Cell: _________________ Hm: ________________ Wk: _________________ 
E-mail: __________________________________________ Fax Number: ______________________ 
 

Would you like to sign-up for our Tax Maintenance Program (TMP)? (Please see the attached 
information on TMP.)  Yes   or    No      (Please circle one.) 
 

If you are planning to visit our office, please call us to reserve an hour appointment with one of our tax 
professionals.   
 



 





 


