JENSON & COMPANY, CPAs, P.C. 
Form 1040 Basic Preparation Steps
· Obtain Current Year Tax Manila Folder

· Print Any Applicable Documents From Dropbox (DB) 

· Review “Issues” in DB – Print or Make Those Notes to Manila File

· Organize All Documents in Order According to 1040 Ordering Sheet

· If Questionnaire is NOT Present From the Client, Email JJ and/or ask if it is missing.
· Determine Any Documents Not to be Scanned

· Clip Those Together, Place Note on Top that States “NO SCAN”

· DO NOT THROW ANYTHNG AWAY

· Anything to be thrown away, will be done by the reviewer

· Enter Information into Drake
· Use Yellow Only Highlighter to Highlight the Following on Each Document

· Name

· Year

· SSN

· Then the information you actually entered

· If NOTHING to enter from a workpaper, using the yellow highlighter, place a check mark at bottom right of the workpaper

· After All Entered, Place a dot with a red pencil to the right of the figure to show you FOUND it on the correct part of the tax return.  

· Highlight shows you entered it.  Dot shows you found it on the tax return  

· As you are entering information, if you note something is missing, right click the box to mark it missing

· Compare Tax Return to Prior Year, Line by Line and Review the Tax Summary Comparison
· Review Diagnostics Sheet, Determine if Anything Can Be Resolved

· Print 2 Missing Data Reports.  One Placed in Manila Folder and One on Top of Manila Folder
· DO NOT MAKE NOTES ON THE WORKPAPERS

· Make Notes for the Reviewer to Follow Your Work

· All Files Given to the Reviewer, Should be Presentable to the Client at Any Time
