INFORMATION TO BRING US
    1.     Details of family (for all members, including children and spouse):
· Name, birth date, SIN # if applicable, total income earned for the year
· Current address and telephone #s (home, work, fax, cell, email); and
· Name and marital status changes, new children if applicable
    2.    Copy of your previous Notice of Assessment(s) from Canada Customs and Revenue Agency (both spouses).  Copy of your prior year's personal income tax return, if our firm did not complete your last years Personal Income Tax Return.
   3.     Details of any "carry-forward" tax information (RRSP over-contributions, RRSP, Home-Buyers Plan, capital gains election, business tax reserves, unused donations)
   4.     All information "T" slips related to employment, pension; investment and other income, including WCB/social assistance payments: RRSP Contributions, RRSP withdrawals during the year, and/or RRSP Home-Buyers Plan repayments and, whether or not done, required Home-Buyers Plan repayments.
   5.     Details of other income - worldwide - for which you will not receive a T slip:
· Other employment income, including tips and gratuities
· For those self-employed (fulltime or part-time), total business income earned and, by each major expense category, total expenses incurred; business name; full copy of previous year's personal tax return, including business and CCA schedules, if first year with our firm.
· Rental income received and by expense category, total rental expenses incurred;
· Alimony or maintenance, if taxable.
· Pensions, including all foreign pensions.
· Management and directors fees, honorariums, etc.
· Interest income earned but not yet received, including Canada Savings Bonds and family investments.
(Overall professional fees tend to be lower if you have summarized these revenues earned and, by separate major category, expenses incurred; however, if you bring in your receipts, we do offer basic bookkeeping services.)
    6.     Details of expenses such as:
· Employment related expenses and the government required signed annual T2200 Declaration of Conditions of Employment
· Moving expenses, including receipts, and details of move.
· Child care expenses paid, including receipts.
· Alimony/Separation allowances, with name and address of recipient
    7.     In addition, receipts for professional dues; tuition fees and Form T2202A (signed on reverse by your dependant if applicable); charitable and political donations, medical receipts.
    8.     Capital transactions - The details of all activity during the calendar year including the cost, proceeds, and any purchase/selling costs incurred (oftentimes, this information is available from your broker, if you wish to lower bookkeeping charges); the dates as to when you purchased and sold any investments incurring capital gains; copy of 1994 Capital Gains Election form, if applicable.
    9.     Receipts, or your listing, of quarterly income tax installments made.
   10.     Listing of ALL property, investments, etc. held outside of Canada (with cost, ownership percentage, etc.), as there are significant penalties for non-reporting certain holdings.
Personal Income Tax Checklist


The following is a tax checklist for you to use when doing your income tax return.

1. Common Slips that are required:
	T4
	Employment Income
	  

	T4A
	Pensions/Annuities
	  

	T4A(P)
	Canada Pension Plan
	   

	T4(OAS)
	Old Age Security
	   

	T4PS
	Profit Sharing
	   

	T4RIF
	Registered Retirement Income Fund Withdrawals
	   

	T4RSP
	Registered Retirement Savings Plan Withdrawals
	   

	T4U
	Unemployment Insurance
	   

	T5
	Investment Income
	   

	T3
	Mutual Fund and Trust Income
	   

	T600
	Cashed Canada Savings Bonds
	 

	T2202
	Education Deduction Certificate
	  

	T2200
	Employment Expenses
	  

	 
	RRSP Contributions
	  

	 
	Tax Shelter Slips
	 


Note common problems - RRSP slips, T5 slips that come late, OAS slips missing. OAS slips are often attached to your January cheque.

Check your T5 slips. Often companies send out duplicate slips, and even slips that are totally in error. This is particularly true if you have an account with a brokerage firm.

Do you have Mutual Funds or Trusts (not RRSP's) these slips (T3) are often delayed until the end of March.

Do you have T5/T3 slips for money that is really your children's. This can be declared as your children's income, not yours.

2. Canada Savings Bonds:
· Bonds cashed (T600) no slip. 

· Did you cash in a bond on which you declared interest in prior years? 

· Do you have compound bonds or G.I.C.'s that should be declared every 3 years or every year? 

· Is your list of bonds current? Many clients give us a list of bonds that are inaccurate. This can cause problems. 

3. Capital Gains:
If you have sold stocks, bonds, mutual funds, (not held in an RRSP) land, cottages (not principle residence), farms or business - you must declare the gain or loss in the year of the sale. You must have details of the cost of the assets disposed of as well as the 1994 capital gain election details if applicable.

4. Husband/Wife and/or children filing returns?
If you are having someone do one return remember that the tax preparation firm will require information from all returns. Many deductions are lost every year because the left hand does not know what the right hand is doing. This is especially true with low income spouse's, low income children (often with tuition fees).

5. Tuition fees:
May be deducted by a parent if the child cannot use them. Tuition fees of less than $100 per institution cannot be deducted.

6. Medical Expenses:
If the medical expenses are greater than $1,614 or 3% of the net income a portion may be deductible.

Deductible Expenses:

· Glasses, Dental work, Drugs 

· Premiums for private insurance i.e. Blue Cross/Travel 

· Nursing Home expense 

· Certain renovations to the home of a disabled person 

Common Problems:

· Can the low income spouse claim the deductions? 

· Did you add up the expenses and then deduct the reimbursement from insurance plans, Blue Cross etc. 

7. Charitable Donations: 

· Usually you should declare all donations on one tax return. 

Common Problem:

· Make sure that all the slips have an official tax number on them. If they do not they are not deductible. 

8. Carrying Charges:
· Investment Counselling 

· Safety Deposit Box 

· Accounting Fees 

· Management Fees 

· Interest on money borrowed to buy Investments (not RRSP) 

· Canada Savings Bond payroll deduction charges 

Technically income tax preparation is not deductible but accounting fees are.

9. Other things to check:
· Alimony 

· Child Care Expenses 

· Moving Expenses 

· Claims for the Infirmed 

· Disability Deductions 

· Union/Professional Dues 

· Property Tax/Rent 

· Tax Installments 

· Political contributions 

· Business/Rental Income 
Income tax checklist
· Do you have any carry over deductions from prior years such as RRSP's, Donations, Capital losses or Non Capital losses? 

· Did you contribute to an RRSP in 2003 or January to March 3/2004? 

· Did you make any payments to a union or professional organization? 

· Did you make any payments for childcare? 

· Did you make any attendant care expenses? 

· Did you invest in any companies that have gone bankrupt? 

· Did you sell any investments at a loss? 

· Did you move and change employment  or self employment? 

· Did you pay for a safe deposit box? 

· Did you pay interest on any loan taken out for investment or business purposes? 

· Did you pay for investment accounting? 

· Did you pay alimony or support payments? 

· Did you use your vehicle to travel for your work? 

· Did you have an office at home? 

· Did you pay legal fees to enforce payment of alimony or maintenance? 

· Did you pay legal fees to enforce payment of wages? 

· Did you repay any Employment Insurance? 

· Did you receive an allowance for a clergyman's residence? 

· Did you receive an allowance from your employer for auto expenses? 

· Did you live in a remote Northern location and receive travel allowances? 

· Are you a partner in a same sex relationship? 

· Are you married or living common law? 

· Are you single and did you support a dependent? 

· Are you or your spouse/partner over 65? 

· Did you or your spouse/partner receive pension income? 

· Are you or your spouse/partner disabled? 

· Are any of your dependents disabled? 

· Did you pay interest on your student loan? 

· Did you or your spouse/partner or dependents pay tuition fees? 

· Did you have any medical expenses? 

· Did you make payments to a health plan at work or privately? 

· Did you make any donations to a registered charity? 

· Did you make any donations to a registered political party? 

· Did you make any labor sponsored funds? 

· Did you have any self employed income? 

· Did you hire an assistant? 

· Did you pay for supplies used in your work? 

· Were you paid in part by commissions? 

