Process of Preparing a 1040
1. Make a note about the time when you are starting a new project. You can use a time tracker in Excel, notes on paper, clocks in Axcess, or another method of your choice to track your time. 
2. Get return from manager/partner and assign to yourself in Workflow.
3. Get workpapers.
· Make sure the workpapers are scanned in - search appropriate places (SafeSend, (S:) drive, engagement from PY, email from Tax in Charge)

https://login.safesendreturns.com/Account/Login 

· If not scanned in, scan. You can then make the Sureprep binder to send Workpapers through verification. If you receive workpapers after the Sureprep binder is already created, you can directly drag into Sureprep to skip verification or go to Binder < Add Documents to send the new workpapers through verification.
https://production.sureprep.com/ 
· Save all paper scanned copies to the client S: drive. If you have paper workpapers, you can send them to the 3rd floor of the Freight Depot building to be filed by processing sent back to the client.
· Roll forward PY return in engagement if binder has not been rolled yet or make an Engagement binder if the client is new.
· Check the route sheet, delivery instructions, and deliverables. Be aware that these might change while you are preparing the return, and you may need to update before the return is sent to review. 


How to Create a Sureprep Binder
· Log into SurePrep. The Firm ID if it does not auto populate is HHMPLLC-01.
· Hover over the dropdown arrow to the right of “Create New Binder.”
· Select 1040 < 1040ScanPro.
· It will show in your downloads, and you must select the downloaded file to open the Create New Binder window.
· Select browse on the right side of the window and navigate to where the scanned workpapers are saved. 
· Select all workpapers to be added to the binder.
· Correct the client ID field to show our Axcess client ID. Add “.0” after the ID number or the binder will not be created. The Account number field should show 742504.
· Create the binder. You will receive an email when it is ready for verification. There could be a delay.
· To open a SurePrep binder, you must hover over the blank space in the options column and then select the folder to open. 


How to Prepare the Individual Return
· Verify any workpapers that were sent through verification then click the pop up to export verified workpapers to return. The workpapers will not export if the return in Axcess is open, so make sure the tax return is closed during this process. 
· Click Application Links in Axcess  Under Tax click Return Manager  Use the quick search filters or search by client ID/name to find your return  Double click to open.
· Check PY return and Sureprep to compile your pending items list. Ask for anything that we received last year.
· Other Possible Requests
· Bank Information for Direct Withdraw/Deposit
· Estimates/Extensions Paid for federal or state. If the return is extended, confirm estimates made for the following year as well. 
· PY PDF Attachments
· Driver’s License information.
· Scroll through e-file diagnostics to make sure we do not need to ask for more basic data to clear those.
· Dependent social security numbers and dates of birth. 
· Prepare return as far as possible with current workpapers before sending the request list to the tax in-charge.
· After you receive new work papers to finish preparation, you can drag them directly into Sureprep or send them back through verification. 
· Disassociate all unused workpapers in Sureprep and delete them from the file. Delete all ghost workpapers not used in the current year.
· Clear all diagnostics for the return. 
· Read over T letter and make sure everything is correct.
· Print preview current year, pull up prior year, and review both side by side. Make sure that we still have all applicable forms that were filed last year.
· Sign off as preparer on the route sheet and send it to review. Make the necessary notes in the instructions in Workflow if anything is different about the return or the deliverables. 


SurePrep Items to Check/Request by Folder
General
1. Confirm birthdates and identification numbers because this will trigger a diagnostic for some states.
2. Before selecting confirmed in the software, confirm bank account information with the client if direct depositing a refund.
Extensions
3. Make sure that the extension is correctly e-filed and printed with the return.
4. Print the extension to a PDF in the s: drive and in the Sureprep binder.
a. During extension season, confirm the amount paid with extension.
Common Income and Deductions
5. W-2 and 1099 Income
a. W-2.
b. 1099 INT or 1099 DIV
c. 1099 Consolidated
i. You must print 1099-B to PDF for the return. The attachment code is 26 and save the PDF to S: drive > HHM > HHM Tax > E-File 202XX> Name the file [Client ID Name Acct Number].
d. All other 1099s from PY and miscellaneous income. Some of these may be associated with a Sch C or Sch E.
6. Contributions and Distributions from Retirement Accounts/Benefits/HSA
a. 1099-SA
b. Contributions and distributions to retirement accounts. Self Employed retirement accounts are especially important. 
c. Contributions and distributions to health savings accounts.
7. Schedule C Business Income
a. Complete details of income and expenses from the business.
b. Fixed asset additions and disposals (may be in the return or in Fixed Assets CS).
c. Figure out which states the business is involved in because we may have to discuss SALT and which states to file.
i. Call TN Department of Revenue for FAE tax payments filing in TN. The number is 615-253-0700. Know the EIN on the call and say you are an authorized user. 
ii. You can call some other states in the same way, but some states require a POA to ask about tax information.
d. Business Use of Home
i. Square footage of home and office portions to get percentage used.
ii. All expenses for utilities, insurance, rent, etc.
iii. There is also a simplified method with square footage only. Use the same method as last year. 
e. Business Use of Vehicle
i. Are we using actual expenses or standard milage expense?
ii. Business miles driven.
iii. Must have date in service of the vehicle or there is an e-file diagnostic.
f. Schedule E Rent and Royalty Income
i. Settlement statements for all sales and purchases of new rental real estate property.
ii. All income and expenses relating to each property.
iii. Fixed asset additions and disposals.
g. Schedule F Farm Income
i. All farm related income and expenses.
ii. Ask about farm fixed assets additions and disposals.
iii. Be aware of hobby farm rules if the farm is taking a loss several years in a row. 
h. Schedule K-1 Passthrough Income
i. Make sure you have all K-1s included. You can pull the K-1s we prep from the perm file as they make it through processing, but you will have to request K-1s prepped by other CPAs.
ii. Be aware of marking this income as active, passive, etc. because it affects credits, allowable losses, and QBI.
i. Other
i. All mortgage interest statements for personal residence(s).
ii. Other taxes paid for property, sales tax, SALT, etc.
iii. Cash & Non-Cash Contributions to charitable organizations.
iv. Health insurance information (often 1095-C).
v. Tuition payments and/or refunds.
8. Taxes
a. Did the person or passthrough businesses outside of the K-1s pay any taxes at the state or local level that need to be deducted on the federal return (PTE)?
9. Payments/Penalties
a. Have they made quarterly estimated tax payments, and on what days?
b. Do they have a federal safe harbor election? They need to pay 110% of prior year tax.
c. Have you produced next year’s vouchers for estimated tax? Are we producing vouchers for next year, if not, suppress print? 
i. Suppress vouchers for the quarters that have already passed by the time we file. When calculated voucher amounts, we need to take into consideration estimates and extensions paid as well as withholdings.
10. Credits
a. Check to make sure all the same credits are producing on the return as last year. They are not always the same year to year, but it is a good place to start. Child Tax Credit, Premium Tax Credit, etc. 



Voucher Calculation Setup (Assuming Filed in April)
Total Tax						1,000,000
110% of Total Tax					1,100,000
Less: CY Withholdings				(200,000)
Less: Q1 Estimates and Extension Already Paid	(0)
Tax Still Due						900,000
Q2 Voucher						900,000/3 = 300,000
Q3 Voucher						900,000/3 = 300,000
Q4 Voucher						900,000/3 = 300,000



Schedules and Forms for a 1040
1040 Pages 1-2	Summary of Basic Data and all income and deductions.
Sch 1			Detailed breakdown of other income items and adjustments.
Important to look at self-employed retirement account deduction and self-employed health insurance.
Sch 2			Additional Tax (Self-Employment, AMT, Investment Income Tax, Etc.)
Sch 3			Credits 
Sch A			Itemized Deductions
Sch B			Interest and Dividends
Sch C			Sole Proprietor Income/Business Income Not Filed on a Separate Return
Sch D			Capital Gains and Losses (Form 8949)
Sch E			Rental Income or Passthrough Income
Sch F			Farm Income (Could Also Be Form 4835)
4562	Depreciation and Amortization (Associated with a particular activity on Sch C or Sch E)
8960	Net Investment Income Tax
8582	Passive Activity Loss Limitations
7203	Tracks Basis in an S-Corporation Entity
3800			General Business Credit
6251			AMT (Alternative Minimum Tax)
