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January 23, 2012

January 1, 2012
Dear Mr. and Mrs.:
Thank you for choosing The Smith Group for your tax preparation services this year.  Please bring in the following documents to assist us in preparing your taxes:
___Copy of Last Year’s Return
___Drivers License(s)
___Social Security Statement

___W-2 from Employers and 1099s from Banks, Pensions, Annuities and IRAs

___All Brokerage Account Statements and Mutual Fund Statements 

___Social Security Numbers and Dates of Birth of all Dependents 

___Statements of Capital Gain or Loss Transactions with Purchase Price and Sale Price

___Records of Property Taxes, Medical Expenses, Charitable Contributions, Mortgage Interest and Sales Tax

___Copies of Quarterly Estimated Payments

___Anything Received Stating “Important Tax Information”
Arrangements have been made to give you the option to electronically file your tax return this year.  For electronic refunds or payments, we must have your bank routing and account information.  Providing our tax preparers with all of this vital information will make your tax preparation process go as smoothly as possible.  
Being prepared with the above information, we will be able to avoid unexpected delays in completing your tax-preparation.   Should you have any questions, please contact our office at 803-649-6645.
Your Tax Preparation Appointment is confirmed for:

_______________________________________________________
Sincerely,

The Smith Group
