
Note: This is a blank organizer.  You may write N/A on any pages that do not apply.
For areas where you received official tax documents you may simply put a reference

name and write, "See Tax Doc" in lieu of filling in numbers. Do not be overly concerned
if it is challenging for you this year as we will meet and fill in anything that is missing.

Future organizers are much easier as they are customized to you, include fewer pages,
 and contain comparative information from the prior year returns.

You may download our full blank organizer with forms covering specialized areas at
 http://www.tlongcpa.com/tax-forms - click on "Download the Tax Organizer Form (pdf)"

706 Forest Avenue, Suite B
Pacific Grove, CA 93950

831-333-1041
travis@tlongcpa.com

IF WE RECEIVE ALL OF YOUR INFORMATION:
By February 6: $45 Discount!
By February 20: $35 Discount!
By March 18: Ensures completion of returns or estimate of tax liability by April 15
Between March 19 and March 24: 10% additional rush rates apply
Between March 25 and March 31: 20% additional rush rates apply
Between April 1 and April 7: 30% additional rush rates apply
Between April 8 and April 15: 40% additional rush rates apply

|____| Check box if applicable: I missed the March 18 cutoff, but I don't want you to bill
rush rates and complete my returns or provide estimates by April 15.  Please file an
extension for me, but I understand I will be subject to interest and penalties if I owe tax.

|____| Check box if applicable: I would like to receive an E-Check Authorization form to
send my retainer (instead of writing a paper check)

Posting a Yelp review is always greatly appreciated!  



 
 

706‐B FOREST AVENUE  T: 831.333.1041  W: www.tlongcpa.com 
PACIFIC GROVE, CA 93950  F: 831.241.5020  E:   travis@tlongcpa.com 

 

RETAINER E‐CHECK AUTHORIZATION 

As outlined in our engagement letter, we require a retainer prior to beginning work on your tax returns.  Your 

retainer will be held and applied against your invoice for tax preparation services, and the remaining balance 

will be due prior to filing the returns.  The amount of your retainer is specified in your engagement letter.  We 

encourage you to use this E‐Check Authorization, however, you may send us a physical check instead. 

 

Amount: ____________________________ 

I authorize Travis H. Long, CPA, Inc. at 706‐B Forest Avenue, Pacific Grove, CA 93950 to initiate either an 

electronic debit or to create and process a demand draft against my bank account for the above stated amount 

on or after the date below. I acknowledge that the origination of ACH transactions to my account must comply 

with the provisioning of United States law.  

 

My bank account information is as follows:  

 

*  Bank ABA 9 Digit Routing Number: ____________________________________________________________ 

 

*  Bank Account Number:                     ____________________________________________________________ 

 

*  Bank Account Type: [Checking/Savings/Business Checking/Business Savings]:  _________________________ 

 

 

Signed: _______________________________________________________________ 

 

Print Name: ____________________________________________________________ 

 

Date:    ________________________________________________________________ 

 



Dear Client,

We need you to indicate your 2025 tax return and source document preferences below.

In our efforts to become more environmentally aware, we would encourage you to consider
secure electronic signature and receipt of your tax returns using DocuSign.  Your source tax
documents will be scanned and included with the DocuSign as well. All client source documents
will be scanned and saved to our files regardless of your tax return preference. 

We have found that  in practice,
they rarely use the hard copies again.  Then, 

. 

1) Tax Return Preference (Choose one of the following three options):
________ DocuSign - I will download my returns and scanned source documents when 
                 electronically signing. ($15 INCENTIVE BONUS CREDIT)
________ Paper returns - I will pick them up
________ Paper returns - Mail them to me ($20 charge)

________ Optional service - Assemble an extra paper copy of my returns ($50 charge)
 ________ Mail the extra copy to me ($20 charge)

2) Disposition of Source Documents (Choose one):
________Securely shred my source documents after scanning
________ I will pick up my original source documents*
________ Mail my original source documents to me ($15 charge)

According to the document retention policy in our engagement letter, we retain electronic
documents for seven years beyond our last engagement with you. 

*If original source documents are not picked up by October 30, 2026 they will be scanned and
securely shredded.  





Travis H. Long, CPA, Inc.
706 Forest Avenue, Suite B
Pacific Grove, CA 93950

831-333-1041
831-241-5020
travis@tlongcpa.com
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If any of the following items pertain to you or your spouse for 2025,
please check the appropriate box and provide additional information if necessary.

Yes No

Did your marital status change during the year?

Did your address change during the year?

.        Taxpayer states(s) of residence and dates: ___________________________

.        Note: the "Taxpayer" is the first person listed on your tax returns.

.        Spouse state(s) of residence and dates: _____________________________

Could you be claimed as a dependent on another person's tax return for 2025?

Did you enter your bank information in the "Direct Deposit & Estimates"
(Section 3) of this tax organizer?  

.  If your bank account information is not provided on that organizer
page, any tax overpayment will be applied towards the 2026 tax year instead of
being refunded. 

Did the IRS assign you an Identity Protection PIN (IP PIN)?  If so, they send a
CP101A notice each January with a new PIN.  You must provide that PIN
number or a copy of the notice or we cannot file your returns.

Were there any changes in dependents?

Were any of your unmarried children who might be claimed as dependents 19
years of age or older at the end of 2025?

Did you have any children under age 19 or full-time students under age 24 at the
end of 2025, with interest and dividend income in excess of $1,350, or total
investment income in excess of $2,700?

Did everyone in your household have health insurance every month of the year? 
If not, please explain any exceptions or provide exemption documents.  Also,
please provide any 1095-A, B or C documents issued.
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Miscellaneous Questions



Yes No

Did someone in your household receive health insurance specifically through
Covered California?  If so, a federal Form 1095-A was issued and you must
obtain and provide them to us so we can complete your return.

Are you interested in receiving no-cost or low-cost health care coverage
information from the CA FTB?  If you select yes, you authorize the FTB to share
limited information from your return to Covered California including your name,
mailing address and gross income. 

Do you have a Health Savings Account (HSA)?  If yes, answer the following:

.        Did you make a contribution to your HSA other than through payroll 
.                                  deductions? 

.        Did your HSA earn any interest, dividend or capital gains income in 2025?
.                                  If so, please provide copies of the related annual earnings reports.

.        Did you take a distribution (use funds) this year?  If yes, answer the
.                                  following questions in addition to giving us the related Form 1099-SA.

.                Did you use any distributions for nonqualified expenses?

.                Did you include medical expenses paid with HSA funds as itemized 
.                                          deductions in the organizer?  (Hint: they should not be included there
.                                          if paid with HSA funds since HSAs are pretax funds.)

Did you start a business or farm, purchase rental or royalty property, or acquire
an interest in a partnership, S corporation, trust, or REMIC?

Did you purchase or dispose of any business assets (furniture, equipment,
vehicles, real estate, etc.), or convert any personal assets to business use? 

Did you buy or sell any stocks, bonds or other investment property in 2025? 
(Transactions in tax deferred retirement accounts can be ignored).

Did you buy, sell, receive, send or exchange any virtual currency or other digital
assets (e.g. Bitcoin, NFTs) or make any purchases with virtual currencies?  If you
did, please contact our office to discuss reporting procedures.

Did you purchase, sell, or refinance your principal home or second home?  Circle
which and provide final closing statement(s).

Did you have an open balance on a line of credit or home equity loan secured by
your principal residence in 2025, whereby some of the loan balance (either in
2025 or before) was used for something other than improving your principal
residence?  Please contact our office with any questions.
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Yes No

Did you make any residential energy-efficient improvements in 2025 to your
primary residence involving insulation, doors, windows, HVAC, etc.?  If so,
please provide documentation.

Did you make any purchases in 2025 involving solar, wind, geothermal or fuel
cell energy sources for a personal residence, rental or business property?  If so,
please provide documentation.

Did you purchase an electric or hybrid vehicle prior to October 1, 2025?  If so,
please provide the purchase contract IRS Form 15400 (Clean Vehicle
Seller Report) provided by the dealer, even if you already received the advanced
credit at the dealership.

Did you purchase a new vehicle between 2025-2028 for personal use?  If so,
please provide a statement showing the interest paid if your adjusted gross
income is under $100K (single) or $200K (MFJ).

Did you have any debts cancelled or forgiven?

Does anyone owe you money which has become uncollectible?

Did you accept any payments through Paypal, CashApp, Venmo, Stripe, Apple
Pay, Google Pay or any other similar platform?  If so, please provide Form
1099-K.

Did you transfer or rollover any amount from one retirement plan to another
retirement plan?

Did you convert part or all of your traditional, SEP, or SIMPLE IRA to a Roth
IRA in 2025?  If yes, please indicate the dollar amount of the conversion below. 
NOTE - this information is not provided on IRS Form 1099-R:

 $_____________     $_____________

Did you receive a distribution from a retirement plan? 
(401(k), IRA, SEP, SIMPLE, Qualified Plan, etc.)

Did you make a contribution to a retirement plan? 
(401(k), IRA, SEP, SIMPLE, Qualified Plan, etc.)

Did you make a charitable contribution directly from your IRA?  If so, please
provide a list and  include these in the itemized deductions section as
charitable contributions. 
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Yes No

Do you have any IRAs you inherited after December 31, 2019 from someone
other than your spouse?  If so, please provide a list with the name of the custodial
company, account numbers and dollar amounts as of December 31, 2025. 

Do you have a financial advisor? If so, who is it and in what town is he or she
located?___________________________________________

The following questions assist with overall tax planning and possible Roth conversions - rough
estimates are fine.  Note - we do not provide specific investment advice.

What is your estimated value of funds held in PRE-TAX IRAs? 
(i.e. traditional, SEP, or SIMPLE IRAs  where you contributed
received a tax deduction)?                                                              ____________

What is your estimated value of funds held in other PRE-TAX 
retirement plans?   (i.e. 401k, 403b or TSP plans where you 
contributed and received a tax deduction)                                        ___________

What is your estimated value of funds held in AFTER-TAX
retirement plans such as Roth 401ks, Roth IRAs, Roth TSP, etc.
(when you contributed you did NOT receive a tax deduction)?  ______________

What is your estimated value of funds held outside of 
retirement accounts (taxable accounts) such as brokerage
accounts, banks, crypto, etc.?                                                      ______________

What is your estimated fair market value of real estate you own?    ___________

Estimate of loans on real estate?                                                _______________

What is your estimated net worth (total assets minus liabilities)? _____________

Did you receive a distribution from an Education Savings Account or a Qualified
Tuition Program (529 Plan)?  If so, please provide a summary of expenditures
and any 1099-Qs issued.  Note - distributions from these plans cannot be used to
pay for the same expenses qualifying you for the American Opportunity or
Lifetime Learning Tax Credits.  Please contact our office for strategies on how to
work around this if needed.

Did you, your spouse, or a dependent incur any tuition expenses that are required
to attend a college, university, or vocational school?  Please provide 1098-T.



Yes No

Did you incur a loss because of damaged or stolen property?

Did you work out of town for part of the year?

Did you use your car on the job (other than to and from work)?

Did you have any foreign income or pay any foreign taxes?

Did you have an interest in or signature or other authority over a financial
account in a foreign country, such as a bank account, securities account, or other
financial account? (There are possible serious monetary or criminal penalties for
failure to report.)

Do you have a direct ownership interest in any foreign entity established in a
foreign country - such as a foreign corporation, partnership, trust, estate, etc.? 
This does not include, for instance, stock in a foreign corporation if it is
purchased through a U.S. based institution as the U.S. based institution would
already have a reporting requirement to the U.S. government.  It is mainly
targeting those who own (in whole or in part) foreign businesses or are partners
in foreign businesses, or acquire stock through a foreign based institution which
the U.S. government would not know about otherwise.  (There are possible
serious monetary or criminal penalties for failure to report.) 

Did you receive any gifts or benefits exceeding $100,000 from any foreign
person, trust, or estate, or more than $19,570 from any foreign corporation or
partnership treated as a gift?

Did you receive a distribution from, or were you the grantor of, or transferor to, a
foreign trust?

Did you receive overtime pay in 2025?  If so, please provide documentation
showing the amount of overtime pay in full, and whether it was time-and-a-half,
or double-time pay.

Did you receive tip income in 2025?  If so, please provide documentation on the
amount of tips received.
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Yes No

Do you have pension or disability income as a retired public safety
officer/qualified public safety employee?  This would typically include state or
federal law enforcement, firefighters, chaplains, rescue squad workers,
ambulance crew members, or employees providing police protection, firefighting
services, emergency medical services, air traffic control, etc.  You may be able to
exclude up to $3,000 from income if you paid health, supplemental, long-term
care, or Medicare insurance premiums.  This is true even if they are paid directly
by your retirement plan.

Do you want to allocate $3 to the Presidential Election Campaign Fund?

Does your spouse want to allocate $3 to the Presidential Election Campaign
Fund?

May the IRS discuss your tax return with your preparer?

Was your home rented out or used for business?

Were you a policyholder who received payments under a long-term care (LTC)
insurance contract or received any accelerated death benefits from a life
insurance policy?

Are you a member of the Armed Forces of the United States on active duty who
moved pursuant to a military order related to a permanent change of station or an
employee/appointtee of the intelligence committee who were required to relocate
due to a change in assignment?

Did you engage the services of any household workers? (such as gardeners,
maids, childcare providers, etc.)  If you paid any one individual over $2,700 in
2025 for regular services in your home, you are likely considered an employer
and you are responsible for payroll taxes, withholdings, and insurance. Please
contact our office if you need a list of payroll service providers that can possibly
assist you.

Were you notified or audited by either the Internal Revenue Service or the State
taxing agency?

Did you or your spouse make any gifts to an individual or a 529 qualified tuition
plan that total more than $19,000, or any amount of gifts to an irrevocable trust?

If self-employed, did you incur startup costs related to creating a new pension
plan in 2025?
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Yes No

As a California resident, did you make any purchases online, through mail-order,
or in another state and brought back to California without paying sales tax that
normally would have been collected if bought from a California-based business? 
If so, you owe use tax instead, and you can either report a dollar amount of
untaxed transactions which we will use to calculate your unpaid sales tax, or we
can use the safe harbor California Use Tax Table to estimate your liability.  The
table equates to approximately $9 per $100,000 of CA income in your returns.
Please CHECK THE BOX HERE |___| if you would like us to use the Use Tax
Table, OR you may write down your estimated UNTAXED TRANSACTIONS
HERE $_______________ .  Using the Use Tax Table is a safe harbor, and the
FTB will not audit you on use tax for that year.  Note - if you elect to use the
tables, individual items purchased over $1,000 each must be provided to us so we
can report them in addition to the tables.

Note: We do not provide the following products, but we can help you understand their importance
to your tax and financial well-being should you wish to discuss these items.

Do you have a will?  How many years ago did you last have it reviewed? ______

Do you have a trust?  How many years ago did you last have it reviewed?______

Do you have a health care power of attorney?

If applicable, who is your estate planning attorney and in what town is he or she
located?___________________________________________

Do you have life insurance?  If yes, approximate coverage_______________

Do you have long-term care insurance?

Do you have disability insurance besides State Disability Insurance (SDI)?  SDI
only provides benefits up to one year.  It generally provides 60-70% of your
regular income capped at $1,681/week (2025).  Long-term disability insurance
should be considered for needs that carry beyond a year.

If you own real property in California, do you carry earthquake insurance on that
property?  It is a separate policy from your regular policy.  According to FEMA,
only 10% of Californians carry earthquake insurance despite experiencing 90%
of the country's earthquakes.
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