Tax Audit Preparation Checklist for Individuals

Preparing for a tax audit can be stressful, but having a comprehensive checklist helps individuals stay organized and confident. Important steps
include gathering all relevant financial documents, reviewing previous tax returns, and understanding the specific audit requirements. Staying
proactive ensures a smoother audit process and minimizes potential issues with tax authorities.

ChecKklist:

Review the Audit Notice: Read the audit letter carefully to understand the items being examined and the documents requested.

¢ Gather Tax Returns: Collect copies of the tax returns for the year(s) under audit and any related correspondence.
¢ Organize Income Documentation:

W-2 forms
1099 forns
Bank statements
Investment income statements

o Other income records
Collect Deduction and Credit Records:

o Receipts for deductible expenses (e.g., charitable donations, medical expenses)
Mortgage interest statements
Property tax bills
Education expenses (Form 1098-T, tuition receipts)
Child care expenses
Support for Other Claims:

o Proof of business expenses (if self-employed)

o Travel and meal logs

o Vehicle usage records

o Other supporting documentation for claimed tax credits or deductions
Cross-Check Documentation: Ensure all figures match those reported on your tax return.
Retain Communication Records: Save all correspondence with the tax authorities.
Prepare Explanations: Be ready to clearly explain any unusual itens or large transactions.
Consult a Tax Professional: Seek advice or representation from a qualified accountant or tax attorney if needed.
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Tips for a Smooth Audit Process

Respond promptly to all audit requests and deadlines.

Remain organized and courteous in all communications with auditors.
Keep copies of all submitted documents for your records.

Do not provide more information than requested.

By following this checklist, individuals can be better prepared for a tax audit and reduce the likelihood of negative outcomes.
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