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TEN STEP CHECKLIST HELPS TAXPAYERS FILE WITH CONFIDENCE
 (BOSTON, M.A., MARCH 4, 2015) – April 15th is just a few weeks away, and many taxpayers still have yet to file. Did you know that mistakes on your tax return can result in processing delays, costly penalties and unwanted inquiries from the IRS?  The Massachusetts Society of CPAs (MSCPA) offers a 10-step checklist to ensure your return is error-free.  

1. Verify Social Security Numbers

A missing or incorrect Social Security number is one of the most common errors taxpayers make. Be sure to list the correct Social Security number for yourself, your spouse, and any dependents. If you are claiming the dependent care credit, also list the Social Security number of your child care provider. 

2. Make Sure Forms and Numbers Match 

Double-check to be certain the amounts listed on all 1099 forms and W2 statements match with those listed on your tax return. Attach Copy B of your W2 form to your tax return.

3. Claim the Right Number of Dependents

You may claim a dependent exemption for children, parents and other dependents. Whether a dependent has to file a return generally depends on the amount of the dependent's earned and unearned income and whether the dependent is married, is age 65 or older, or is blind.
4. Use the Correct Filing Status and Tax Tables

Determine that you have used the most beneficial filing status for your situation. Then, verify that you are using the right tax table and the correct column for your filing status. 

5. Check Your Math

Simple addition and subtraction errors are very common on tax returns. Other common mistakes include transposing numbers and adding instead of subtracting and vice versa. Always double-check the numbers to ensure your accuracy.

6. Be Sure You Have Attached All Required Schedules

You should attach all completed schedules behind your Form 1040 or 1040A, using the “Attachment Sequence Number” found in the upper-right hand corner of each form. Be sure your name and Social Security number appear correctly on each page. Any supporting statements should be attached and arranged in the same order as the schedules or forms they support.

7. Don’t Forget To Sign and Date Your Return

Your tax return is not considered valid unless it is signed. If filing jointly, both you and your spouse must sign the return even if only one of you is reporting income. An unsigned return will be sent back to you and may be treated as unfiled. This means you could find yourself paying a late penalty or experiencing a delay in your refund. Also, be sure to provide a daytime phone number, which will help speed up processing should the IRS have questions about items on your return. 
8. Fill Out Your Payment Check Correctly

Many people continue to make checks for tax payments payable to the IRS, when they should be made out to the United States Treasury. On your check, write your name, address, Social Security number, daytime telephone number, tax year and the type of form filed. Be sure to date and sign the check, but do not attach the check to your return. 

9. Make Copies of Everything You Submit

Generally, you should hold onto all your records at least until the chance of an audit passes, typically three years after filing. But if the IRS thinks you have underreported income by 25% or more, it has six years to come calling. Also, bear in mind that there are some documents you should keep indefinitely. These include real estate records, documents for your retirement plans, and records representing assets you will sell. 

10. Send Return to the Correct Processing Center

Even if you normally don't have to file a federal tax return, you will have to file one this year in order to claim the economic stimulus payment. The tax return should be sent to a special address (people who normally file a return each year should use the regular IRS mailing addresses contained in the Form 1040 instructions). You can find the right address here: http://www.irs.gov/uac/Tax-Return-Mailing-Addresses .  

If you have additional questions concerning your tax return, consult with a CPA. Your CPA can advise you on how to file for an automatic extension if you can’t complete your tax return on time. However, you must pay your tax bill by April 15, 2015, or you will incur penalties and interest. To find a CPA in your area, visit mscpaonline.org/findcpa. 

About the Massachusetts Society of CPAs: 
The Massachusetts Society of Certified Public Accountants, Inc. is the state professional association of certified public accountants, representing over 11,000 members in public accounting practice, industry and business, government and education. The Society works to develop and maintain high professional standards and offers a wide array of legislative, technical and referral services to its members.
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