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Personal Income Tax Checklist
Please complete the form, then print it and bring it to the office with your documentation.
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Personal Information
Did your marital status change during the year ?
Spouse Information
Are we preparing your spouse's income tax return? 
Please provide net income from line 236 of your spouse's return.
Please have your spouse complete a copy of this form.
Checklist of Required Information To Include
Do you have:
Employment Income (T4)
Self Employment Income
Pension Income
Investment Income
Foreign Income
Rental Property Income
RRSP Withdrawal Income
RRSP Contributions
Donations
Post-Secondary Tuition Fees
Student Loans
Scholarships / Grants
Children / Other Dependants
Adoption Expenses
Support Payments
Employment Expenses
Moving Expenses
Medical / Health Care Expenses
Home Accessibility Renovations
Teacher / Educator Expenses
Apprenticeship Credits
Did you sell your home this year?
Did you own foreign assets (e.g. investments, real estate) with an overall cost over $100,000 this year?
Did you pay any union or professional dues?
Please bring in any receipts for dues paid during the year.
List employers during the year and all expected T4 slips.
Employment Income
Self Employment Income
Please provide income and expenses for each business and any PST/GST returns for the year, if you are registered.
Common Documentation
1. Summary of income and expenses 2. Receipts, if summary not provided 3. Invoices of asset purchases (e.g. computers, office furniture, vehicles, etc.) 4. Details of motor vehicle expenses and business use mileage logbook 5. PST/GST return(s) if registered
Pension Income
Please indicate which pensions you receive. Make sure to also provide our office with all tax slips (T4A, T4RIF, etc.) relating to pension payments received.
Investment Income - Non-Registered Investments
Interest Earning Bank Accounts and Term Deposits
T5 Slip
T5 Slip
T5 Slip
T5 Slip
T5 Slip
Stock Accounts (Please note $US and $CAD accounts are considered 2 separate accounts)
T5 Slip
T3 Slip
Gain\Loss Report
T5 Slip
T3 Slip
Gain\Loss Report
T5 Slip
T3 Slip
Gain\Loss Report
T5 Slip
T3 Slip
Gain\Loss Report
T5 Slip
T3 Slip
Gain\Loss Report
Mutual Fund Accounts (if not included above)
T3 Slip
T3 Slip
T3 Slip
T3 Slip
T3 Slip
Did you redeem any of your income trust units during this year? 
Did you incur any of the following expenses for your investments? (please provide statement) 
Foreign Income
Do you receive any income from foreign sources?
Please provide any supporting documentation received from the foreign payor.
Rental Property Income
Please provide the total income and expenses for each property. If you have more than four properties, please use a separate page.
Address 1
Address 2
Address 3
Address 4
Total Rental Income
Expenses
Advertising
Insurance
Interest
Office Expenses
Professional Fees
Management Fees
Maintenance/Repairs
Property Tax Expense
Travel Expenses
Utilities
Other Expenses (Please Specify)
Did you purchase any rental properties this year? If yes, please provide a copy of the Buyer's Statement of Adjustments.
Did you sell any rental properties this year? If yes, please provide a copy of the Seller's Statement of Adjustments.
Did you refinance any rental properties this year? If so, please provide details.
Common Documents for Rental Properties
Mortgage statements or line of credit statements dated December 31 that show total interest paid during the yearProperty tax statementsInsurance statementsMortgage refinance documentsSummary of rental income and expensesExpense receipts, if a summary is not provided
Registered Retirement Savings Plan (RRSP) Withdrawals
Did you withdraw any funds from an RRSP account this year?
Please attach any T4RSP slips received for funds withdrawn.
Registered Retirement Savings Plan (RRSP) Contributions
Did you contribute to an RRSP this year?
Please provide our office with any receipts for RRSP contributions.
Donations
Please attach any political or charitable donation receipts for amounts contributed this year.
Tuition Fees
Please provide a T2202A tuition receipt from your educational institution.
Interest on Student Loans
Please provide any statements showing interest paid on eligible student loans.
Scholarships/Grants/Bursaries
Please provide any T4A slips you have received for scholarships, grants, or bursaries received during the year.
Children/Other Dependants
Additional Information
Dependants
Name
Date of Birth (YYYY/MM/DD)
Social Insurance Number
(if available)
If you have more than 5 children, please provide in a separate schedule.
Child Care Expenses
Provider Name
Amount Paid
Provider Social Insurance Number/Business Number
If you have more than 5 child care providers, please provide in a separate schedule.
Please include receipts as proof of payment if available.
Did any of your dependants attend post-secondary education this year?
Please provide their T2202A slip(s) with the dependant's signature on page 2.
Please provide RC62 slip.
Are any dependants living with you over the age of 65, and are they infirm?
We will discuss this with you in more detail when we meet with you to determine your needs.
Adoption Expenses
Please provide receipts for expenses incurred to adopt your child. For example, any expenses paid for travel, legal or administrative advice, and any fees paid to an adoption agency.
Support Payments
Did you pay Spousal support during the year?
Recipient
Social Insurance Number.
Amount Paid
1.
2.
Did you receive any Spousal support during the year?
Received from
Social Insurance Number.
Amount Received
1.
2.
Did you pay Child support during the year?
Recipient
Social Insurance Number.
Amount Paid
1.
2.
Did you receive any Child support during the year?
Received from
Social Insurance Number.
Amount Received
1.
2.
Please provide a copy of your separation agreement, if one is available.
Employment Expenses
Did you have any employment expenses? (Please provide details about the expenses incurred)
Do you work in the transportation industry? (e.g. a long-haul truck driver)
Please provide the T2200 (Declaration of Conditions of Employment) signed by your employer, to be eligible for these deductions.
Please provide the TL2 (Claim for Meals and Lodging Expenses) form signed by your employer, to be eligible for these deductions.
Common Documentation
1. Summary of expenses incurred 2. Receipts, if summary not provided 3. Invoices for asset purchases (e.g. vehicles) 4. Details of motor vehicle expenses and logbook tracking business-related mileage
Moving Expenses
When did the move take place?
Did you move at least 40 kilometers closer to your place of employment or to your post secondary educational institution?
Please provide any receipts relating to your cost to move during the year. Typical examples include:
Costs to hire a moving companyHotel costsCosts to sell your old home (please provide your Seller's Statement of Adjustments)Costs to purchase your new home (please provide your Buyer's Statement of Adjustments)
Health Care
Please provide receipts for any medical or prescription expenses paid for yourself, your spouse, or your dependants.
Do you pay premiums to a private health care plan?
Please provide the receipt from the health care plan provider(s).
Home Accessibility Renovations
Please provide receipts for any renovations done to improve accessibility, safety, or mobility for a senior or an individual with a disability.
Educator School Supplies
Please provide any receipts for school supplies you have purchased personally (without reimbursement) for use in your classroom.
Apprenticeship Credits
Please provide your transcript from the Industry Training Authority showing enrolment date and program progress during the year.
Principal Residence
The Canada Revenue Agency requires taxpayers to report the sale of their principal residence in order for the sale to occur on a tax-exempt basis. While reporting the sale will not have tax consequences, the failure to do so may result in significant penalties and interest being charged. If you are unsure if a property would qualify as your principal residence, please feel free to discuss the matter with us when you bring your tax information in to our office.  
Foreign Assets
If you held foreign assets with an overall cost over $100,000 at any point this year, please provide our office with the following:
For investments, your investment advisor will usually provide you with a Foreign Assets Holdings Summary that shows the fair market value and book value of your investments throughout the year.For real estate, please provide documentation showing the total cost to purchase the property, as well as any renovations/improvements made to the property during the year.For any other foreign assets, please provide documentation that shows the total cost of the asset throughout the year.
Possible Additional Claims:
Other than the information you provided, do you have any other income? For example, cash tips, payments for casual labour, or similar income sources?
Did you receive any Employment Insurance benefits, Workers' Compensation benefits, or other Social Assistance benefits?
Did you volunteer as a firefighter or search and rescue worker?
Do you work as a member of the clergy? If so, did you receive a T1223 (Clergy Residence Deduction) from your employer this year?
Did you employ workers training in an Industry Training Authority approved program this year?
Did you work from home in this year?
Possible Missing Information:
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