TIPS TO SHORTEN YOUR AUDIT

he list of

You can shorten your audit proc_ess' if you take timie before. your appointment 1o review U

records needed and to organize your records, ' k'
r

4 Whatif someone else prepared my retu
" Ifyouhad spmeone else prepare yourretum you may wish to contact yourt
or workpapers used, . . .

ax preparer forany noles

rn are being abdffe{_)’..

4 What records do | need to brmg'?
hich items on your tax retu
r¢.or notes used'in

- Please look on the list attached to your letterro see w
and which records we suggest you bring w.'th you Also bring any workpape

preparing your refurn

" How should | organize my records?
wri on the list attached fo your letter. Pul

Review your records for each item being aud;!ed as sho
outthe specific records heeded to match the doi/aramountshown on the tax return. ‘Summarize and
group your cancelled checks, receipts, and invoices by item befng audited. Some examp-’es fltow

“which-may or may not apply to your case.

Ex’ample 1.
Your advertising expense is
“$899.00. Your summary wouid show ths, followmg

belng audlted and your retum shows thatyour expenses forthe yearwere

'NewspaperAq '. - $ 46.00
YellowPages: . - - 600.0
Print Shop - 82,00
Regional Director'y . - 17100
Tota lDedUuuona $ 899, oe

Please bring cancelied ch_ecks and rece:pts fo show that each of these amounts were pard during the yeer-

Example 2
. _Ybur charitable contnbuhon expense is belng audnted ang your retumn shows that your experjse_s fou
the year were $3,630.00. Your summary would show the followmg :

Salvation Army (rion-'cash), b QOQ,OG o
Religion Church : 3,000.0‘0 7
 State Univer'sity 430.00
'~ Total Deductlons L $ 3,630.00

ired cancef.’ed checks for all items and

non-cash coniributions and the requi
ans.of $250.00 or more

Please provide receipts for-
Haritable organizatien for one- -time contribuli

_ written statement from the ¢
. .

\ Dapartment-of the Treasury
Internal Revenue Service.

Publication 201 7 (7 -987).
" Catalog Number 23882Q

Previously issued a3 Publication SWRE-8 7 ( 11-94) ' T . ) .




