Tax Assistance Center

Naval Legal Services Office Mid-Atlantic

Upon your arrival, the quarterdeck supervisor will conduct a pre-screening.  There are several reasons for the pre-screening:  (1) To determine if the client is eligible for tax services; (2) to determine if the client has all the necessary paperwork to do an e-file or paper return; (3) to determine if the type of return necessary is within the scope of duties of an advanced tax preparer; and (4) if an appointment is necessary because the advanced preparer needs additional time to prepare the return.  The client registration form  assists the quarterdeck supervisor in conducting the pre-screening.  It is reviewed immediately after it is completed by the client.

RECEPTIONIST PRE-SCREENING INFORMATION

Filing Status?

Married filing separate: Need spouse’s SSN

Married filing joint: If e-filing, need spouse to be present or have power of attorney (POA); if not e-filing can only do a paper return

Does Social Security Card reflect name you are legally going by?

If not: Can only do a paper return.  Name on return must match social security card, even if it does not match W-2.  Need SSA Form SS-5 to change name with Social Security Administration.

Claiming children as dependents?

Yes: Need child’s SSN to e-file

If separated or divorced, does child you are claiming live with you?

Yes: Have you given the right to claim your child as a dependent to someone else?  If so, you can’t claim them

No: Need either IRS Form 8332 or a divorce decree stating that you have the right to claim your child(ren) as dependents for tax purposes

FORMS/DOCUMENTS NEEDED (as applicable)

*Identification


*SSN for taxpayer, spouse, dependents


*SSN Cards (or copy) for dependents


*All W-2’s


*All Form 1099’s received

1099INT interest income

1099B sale of stock (must have dates bought/sold and basis)

1099DIV dividends received

1099G unemployment income

1099R retirement benefits


*EIN or SSN of day care provider and amount paid, if applicable


*Form 1098 Home mortgage interest/points, if own a home

*Form 8332 or copy of divorce decree if non-custodial parent claiming children as dependents

*If want direct deposit, a void blank check or blank deposit slip

