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PAID PREPARER’S DUE DILIGENCE QUESTIONNAIRE 
 

Client(s) Name: ___________________________________________________________________________________  
Person Answering for Client(s):______________________________________________________________________ 
Interviewer:_______________________________________________________________________________________ 
Date of Interview:_______________________________ Time of Interview:______________________________ 
Form of Interview:  Telephone  Email   Face to Face 
 
The paid preparer conducting this interview has determined that you possibly qualify for one or more of the following tax 
benefits: Child Tax Credit, Additional Child Tax Credit, Earned Income Tax Credit, American Opportunity Tax Credit, or 
Head of Household filing status.  The IRS requires paid preparers to ask specific questions and request specific 
documentation to validate and verify your eligibility.  Please answer honestly and to the best of your knowledge. 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
To Determine Taxpayer (and Spouse) Eligibility 
 
1.  Were you (both) a US citizen or Resident Alien all year long and is your social security number valid? Yes No 
2.  Was your main home (and your Spouse’s if applicable) located in the United States for at least half of the year? 
             Yes No 
3.  How old were you at the end of Tax Year _______? Taxpayer Age ____________  Spouse Age ____________ 
(Preparer’s Notes: Usually age 24+ if claiming AOTC for themselves.  Must be 25+ if claiming EITC without kids) 
4.  Were you or your spouse a full time student for Tax Year _______?  Taxpayer ________  Spouse ________ 
5.  Has the IRS ever disallowed your claim for any of these tax benefits in the past?   Yes No 
6.  Do you have any investment income that you did not discuss with us or provide documentation for? Yes No 
7.  Do you have any income from foreign sources that you did not discuss with us or provide documentation for? 
             Yes No 
8.  Do you have any income from any other sources that you did not discuss with us or provide documentation for?  (For 
example: casino winnings, prize winnings, alimony, cash from side jobs, pay for jury duty, income from the sale of assets) 
             Yes No 
 
ADDITIONAL NOTES: 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
For Self-Employed Taxpayers 
 
1.  You gave us _______________________ for gross business income this year.  What sources did you use to calculate 
this figure? _______________________________________________________________________________________ 
2.  Did you report all of your business income to us, including cash sales?    Yes No 
3.  To your knowledge, did you discuss and report all of your business expenses to us?   Yes No 
4.  Do you maintain separate accounts for personal and business transactions?    Yes No 
5.  If no, how do you differentiate between personal transactions or assets and business transactions or assets? 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
6.  Do you keep written or electronic records of your business income and expenses?   Yes No 
7.  What is your system of recordkeeping for the business? Example: Logs, Receipt Books, Invoice Books, Computer 
records/Bookkeeping software, Check Register, Bank Statements) ___________________________________________  
8.  If you do not have a record keeping system, how did you calculate the amounts that you gave us for your business 
expenses? _______________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
 
ADDITIONAL NOTES: 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
----------------------------------------------------------------------------------------------------------------------- ------------------------------------------- 
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----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
To Determine Filing Status 
 
1.  On the last day of Tax Year _______ were you (Check all that apply): 
Never Married ___   Married – Living Together___   Married – Living Apart___   Legally Separated___    
Legally Divorced___   Spouse Deceased during the current tax year or the prior tax year___ 
2.  If you were “Married but Living Apart:  when did your spouse cease to live in your home? _______________________ 
3.  If you and your spouse lived apart during the year, would you be able to provide documented proof that you lived apart 
for the entire last 6 months of the year? (See Handout)       Yes No 
4.  Are you able to provide documented proof that you maintained more than half the cost of keeping up the home for the 
entire year?  (See Handout)          Yes No 
5.  Did you receive any non-taxable support or income during the year? (Support from friends or family, state assistance 
such as housing allowances or food stamps, child support, nontaxable disability, nontaxable gifts of money, nontaxable 
settlements from lawsuits, etc.)          Yes No 
6.  Are you using money from loans or credit cards to live on?        Yes No 
7.  If yes, whose name is on the loans or credit cards? _____________________________________________________ 
8.  Does anyone else live in your house besides you and your dependents?    Yes No 
9.  If yes to #8, do they have a higher income than you?       Yes No 
10.  If yes to #8, are they related to your dependents?  What is the relationship?    Yes No 
_________________________________________________________________________________________________ 
11.  If yes to #8, do they contribute to your household expenses?  What percentage would you say they pay of household 
expenses such as rent, utilities, groceries, etc?        Yes No 
_________________________________________________________________________________________________ 
12.  If yes to #8 and they do not contribute to your household expenses, how do you differentiate between or divide up 
your expenses? ___________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
13.  If yes to #8 and you maintain separate households, please estimate for us the square footage of the house and the 
square footage of your individual living spaces.___________________________________________________________ 
_________________________________________________________________________________________________ 
 
ADDITIONAL NOTES: 
_________________________________________________________________________________________________
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
To Determine Qualified Dependents (attach another worksheet if additional dependents) 
 
    DEPENDENT 1   DEPENEDENT 2  DEPENDENT 3  
First Name:    ___________________  ___________________  ___________________ 
Last Name:   ___________________  ___________________  ___________________ 
Relationship to Taxpayer(s): ___________________  ___________________  ___________________ 
Age on last day of tax year: ___________________  ___________________  ___________________ 
Married or Unmarried:  ___________________  ___________________  ___________________ 
Adopted:   Yes No   Yes No   Yes No 
Adoption Pending?:  Yes No   Yes No   Yes No 
Could you provide proof of the final adoption or a letter from the adoption agency if the adoption is still pending? 
    Yes No   Yes No   Yes No 
Foster Child?:   Yes No   Yes No   Yes No 
Could you provide documentation from the authorized placement agency or court documentation to prove the child’s 
placement in your home? Yes No   Yes No   Yes No 
Permanently/Totally Disabled? Yes No   Yes No   Yes No 
What is the disability?  ___________________  ___________________  ___________________ 
Does the child receive social security or other disability payments? 
    Yes No   Yes No   Yes No 
 
A letter from the child’s doctor, healthcare provider, or social service program must be provided to the tax 
preparer and kept on file.   
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
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    DEP 1__________  DEP 2__________  DEP 3__________ 
------------------------------------------------------------------------------------------------------------------------------------------------------------------  
Divorced or Separated Parents 
     
1.  Is there a legal parenting plan or other court document stating who the custodial parent is? 
    Yes No   Yes No   Yes No 
2.  If not, you need to count up the number of nights in the year that the child spent with you.  The custodial parent is the 
one who can prove that the child spent the most nights with them.  Are you the custodial parent?  

Yes No   Yes No   Yes No 
3.  If you are the custodial parent, have you released your child’s exemption to the other parent using Form 8332 (or 
similar)?   Yes No   Yes No   Yes No 
4.  If you previously released the child’s exemption, did you revoke the release of exemption for Tax Year _______ and do 
you have a copy of Form 8332 showing the revocation? 
    Yes No   Yes No   Yes No 
5.  If you aren’t the custodial parent, you must obtain a completed form 8332 (or similar) and provide it to the tax preparer 
for Year _______.   Completed   Completed   Completed 
 
If you are not the biological parent, why is neither of the parents claiming the child? 
Child 1:__________________________________________________________________________________________ 
Child 2:__________________________________________________________________________________________ 
Child 3:__________________________________________________________________________________________ 
If you are not the biological parent and the biological parent has chosen to allow you to claim the dependent, could you 
provide a written statement from the biological parent stating so? 
    Yes No   Yes No   Yes No 
------------------------------------------------------------------------------------------------------- ----------------------------------------------------------- 
For Children Under Age 13 
 
1. Who takes care of the child(ren) while you are at work? 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________  
2. Where is childcare provided? _______________________________________________________________________ 
3. Do you pay the provider(s)? ________________________________________________________________________ 
 
ADDITIONAL NOTES: 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
For Children 18-23 
 
1. How many months did the child live with you during the Tax Year _______? 
    ___________________  ___________________  ___________________ 
2. Do any of the following special situations apply to the child for the Tax Year _______:   

Born, Passed Away, Kidnapped, Temporary Absence such as for school or long vacation 
    Yes No   Yes No   Yes No 
3. Did the child have any income during Tax Year _______? 
    Yes No   Yes No   Yes No 
4. If yes to #3, has the child provided any of their own support for the Tax Year _______? (Support includes but is not 
limited to: lodging, food, utilities, repairs, clothing, medical expenses, educational expenses, recreational expenses and 
travel). 
    Yes No   Yes No   Yes No 
5. If yes to #4, did they provide more than half of their own support? 
    Yes No   Yes No   Yes No 
6. Is the child a student? Yes No   Yes No   Yes No 
7. At which school?  ___________________  ___________________  ___________________ 
8. Were they a full-time student for at least 5 months of the year? 
    Yes No   Yes No   Yes No 
 
 
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
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---------------------------------------------------------------------------------------------------------------------------------------------------------- -------- 
Education Credits (attach additional worksheets if more than 4 students) 
 
Student Name  __________  __________  __________  __________ 
 
1. Were you a student at an eligible college, university, or similar institution in Tax Year _______? 
   Yes     No  Yes     No  Yes    No  Yes     No 
2. Did you take at least one half of the normal full-time workload for one academic period? 
   Yes     No  Yes     No  Yes    No  Yes     No 
3. Have you ever been convicted of a drug felony? 
   Yes     No  Yes     No  Yes    No  Yes     No  
4. Did you receive form 1098-T from the institution? 
   Yes     No  Yes     No  Yes    No  Yes     No 
5. Did you pay for tuition, fees, books and supplies during the Tax Year _______? 
   Yes     No  Yes     No  Yes    No  Yes     No 
6. Do you have receipts, a summary from the school, or other documents to show how much was paid? 
   Yes     No  Yes     No  Yes    No  Yes     No 
7. Have you ever claimed the Hope or American Opportunity education credits on your tax return before? 
   Yes     No  Yes     No  Yes    No  Yes     No 
8. If yes, for how many years were the credits claimed on your taxes previously? 
   _______________ _______________ _______________ _______________ 
9. How many years have you been in school including Tax Year _______? 
  _______________ _______________ _______________ _______________ 
10. Did you take classes as part of a degree, certificate, or credentialed program? 
   Yes     No  Yes     No  Yes    No  Yes     No 
11. Had you completed four years of an undergraduate program? 
   _______________ _______________ _______________ _______________ 
12. If applicable, what level were you in your undergraduate program? (Freshman, Sophomore, Junior, Senior) 
   _______________ _______________ _______________ _______________ 
13. If not in a degree program, did you take classes to acquire or improve job skills? 
   _______________ _______________ _______________ _______________ 
 
ADDITIONAL NOTES: 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
 
By signing this document, I certify that my tax preparer has explained this interview to me and has gone through each 
question with me.  I further certify that I answered the questions truthfully and to the best of my knowledge. 
 
__________________________________________    ________________________________ 
Taxpayer Signature        Date 
 
__________________________________________    ________________________________ 
Spouse Signature        Date 
 
 
 
I acknowledge that I received a handout from my tax preparer stating all of the documents that I may need to provide in 
the event of an audit to prove my claim to these tax credits. Taxpayer Initial _________  Spouse Initial _________ 
 
 
 
I acknowledge that my tax preparer explained the tie breaker rules to me and why they apply to my situation and gave me 
a copy for my records.  (Initial if applicable to your situation.) 
        Taxpayer Initial _________  Spouse Initial _________ 
  



All Rights Reserved® Created by The Tax Shack Inc.  Not for Resale. 

 

5 
 

You are receiving this handout because you qualified for one or more of the following tax benefits:  Head of 
Household filing status, Child Tax Credit, Advanced Child Tax Credit, Earned Income Tax Credit, and or the 
American Opportunity Credit.  We have outlined for you a list of documents and information you may need to 
keep with your tax records or be able to produce as proof of your tax benefit eligibility in the event of an IRS 
audit.   
 
Filing Status 
1. Valid Social Security Cards for you, your spouse, and or your dependents. 
2. Birth Certificates, Marriage Certificates, and/or Death Certificates to prove your filing status or to prove your relationship 
to your dependents. 
3. Divorce Decree, Separation Agreement, or Decree of Maintenance to support your filing status. 
4. If you lived apart from your spouse – Lease Agreement, Utility Bills, a Statement  from Social Services, a Statement 
from a Clergy member, or other documentation to show that you lived apart for the last 6 months of the year 
5.  For Head of Household Status - Household bills such as utilities, property tax, mortgage statements, rental 
agreements, or other household bills to show you maintained more than half the cost of keeping up the home for the 
entire year 
 
Eligibility to Claim Dependents 
1. Current custody order 
2. Parenting plan,  
3. A signed copy of Form 8332, release of Claim to Exemption for Child of Divorced or Separated Parents to prove your 
ability to claim your dependents. 
4. A signed copy of Form 8332, release of Claim to Exemption for Child of Divorced or Separated Parents to prove you 
revoked the noncustodial parent’s ability to claim your dependents. 
5. School records, medical records, social service records, daycare records, or a letter (from the school, social service 
agency, healthcare provider, your landlord, a tribal official, a shelter, or a place of worship) to prove that the child lived 
with you.  Letters must be on official letterhead and must specify the child’s name, the parent or guardian’s name, the 
child’s address, and the dates during the year that the child lived at the address. 
6.  Placement documents from an adoption agency, foster care agency, or the courts showing the child was placed in your 
home for foster care or adoption. 
7.  A letter from a physician or healthcare provider stating the permanent and total disability of your dependent. 
8. Proof that you provided more than half of the child’s support: household bills, statement from child support agency, 
statement of government benefits you received, rental agreements, daycare receipts, medical payments 
9.  For dependents age 18 through 23 – school records showing that they were considered a full time student for 5 
months of the tax year.  Records must show the child’s name and specific dates attended. 
 
Eligibility for Education Credits 
1. Form 1098-T 
2. Statement of amounts paid to school 
3. Receipts and check duplicates showing amounts paid for tuition, fees, books, and supplies 
4. Course syllabus 
5. Course Transcripts 
6. Documentation of any Employer provided education assistance 
7. Proof of withdrawals from educational savings accounts 
8. Proof of educational assistance received from veteran’s benefits 
9.  Proof of any other nontaxable educational assistance received 
 
Self-Employed Persons 
Records of your Income and Expenses including but not limited to: 
1. Bank Statements and Business Credit Card Statements 
2. Invoices 
3. Receipts 
4. Mileage Logs 
5. Vehicle Maintenance Receipts 
6. Canceled Checks 
7. Business Loan Agreements 
8. Business Ledgers 
9. Business License 
10. Excise and/or Employment Tax Returns if Applicable 
 
If you are audited, you may be asked to substantiate the amount of the credit that you qualified for.  If this 
happens, please contact us and we will provide you with a copy of all of our computations. 
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TIE BREAKER RULES 
From IRS Publication 596 

 
Sometimes a child meets the tests to be a qualifying child of more than one person. However, only one of these persons 
can actually treat the child as a qualifying child. Only that person can use the child as a qualifying child to take all of the 
following tax benefits (provided the person is eligible for each benefit). 
 

1. The exemption for the child. 
2. The child tax credit. 
3. Head of household filing status. 
4. The credit for child and dependent care expenses. 
5. The exclusion for dependent care benefits. 
6. The EIC. 

 
The other person cannot take any of these benefits based on this qualifying child. In other words, you and the other 
person cannot agree to divide these tax benefits between you. The other person cannot take any of these tax benefits 
unless he or she has a different qualifying child.  The tiebreaker rules, which follow, explain who, if anyone, can claim the 
EIC when more than one person has the same qualifying child. However, the tiebreaker rules don't apply if the other 
person is your spouse and you file a joint return. 
 

Tiebreaker rules 
 
To determine which person can treat the child as a qualifying child to claim the six tax benefits just listed, the following 
tiebreaker rules apply.  
 
If only one of the persons is the child's parent, the child is treated as the qualifying child of the parent.   
 
If the parents file a joint return together and can claim the child as a qualifying child, the child is treated as the qualifying 
child of the parents.   
 
If the parents don't file a joint return together but both parents claim the child as a qualifying child, the IRS will treat the 
child as the qualifying child of the parent with whom the child lived for the longer period of time during the year. If the child 
lived with each parent for the same amount of time, the IRS will treat the child as the qualifying child of the parent who 
had the higher adjusted gross income (AGI) for the year. 
 
If no parent can claim the child as a qualifying child, the child is treated as the qualifying child of the person who had the 
highest AGI for the year.   
 
If a parent can claim the child as a qualifying child but no parent does so claim the child, the child is treated as the 
qualifying child of the person who had the highest AGI for the year, but only if that person's AGI is higher than the highest 
AGI of any of the child's parents who can claim the child.  If the child's parents file a joint return with each other, this rule 
can be applied by treating the parents' total AGI as divided evenly between them.   
 
Subject to these tiebreaker rules, you and the other person may be able to choose which of you claims the child as a 
qualifying child.  
 
If you cannot claim the EIC because your qualifying child is treated under the tiebreaker rules as the qualifying child of 
another person for the tax year, you may be able to take the EIC using a different qualifying child, but you cannot take the 
EIC using the rules in chapter 3 for people who don't have a qualifying child.  
 
If you and someone else have the same qualifying child but the other person cannot claim the EIC because he or she isn't 
eligible or his or her earned income or AGI is too high, you may be able to treat the child as a qualifying child. But you 
cannot treat the child as a qualifying child to claim the EIC if the other person uses the child to claim any of the other six 
tax benefits listed earlier in this chapter. 
 
For detailed examples, See Rule 9 – Your Qualifying Child Cannot Be Used by More Than One Person To Claim the EIC 
in Pub. 501 
 
  



All Rights Reserved® Created by The Tax Shack Inc.  Not for Resale. 

 

7 
 

SPECIAL RULES FOR DIVORCED OR SEPARATED PARENTS 
From IRS Publication 596 

 
There are special rules for divorced or separated parents or parents who live apart.  A child will be treated as the 
qualifying child of his or her noncustodial parent (for purposes of claiming an exemption and the child tax credit, but not for 
the EIC) if all of the following statements are true. 
 
1. The parents: 

 
a.) Are divorced or legally separated under a decree of divorce or separate maintenance, 
 
b.) Are separated under a written separation agreement, or 
 
c.) Lived apart at all times during the last 6 months of the tax year, whether or not they are or were married. 

 
2. The child received over half of his or her support for the year from the parents. 
 
3. The child is in the custody of one or both parents for more than half of the tax year. 
 
4. Either of the following statements is true. 

 
a.) The custodial parent signs Form 8332 or a substantially similar statement that he or she will not claim the child 
as a dependent for the year, and the noncustodial parent attaches the form or statement to his or her return. If the 
divorce decree or separation agreement went into effect after 1984 and before 2009, the noncustodial parent may 
be able to attach certain pages from the decree or agreement instead of Form 8332. 
 
b.) A pre-1985 decree of divorce or separate maintenance, or written separation agreement that applies to the tax 
year, provides that the noncustodial parent can claim the child as a dependent, and the noncustodial parent 
provides at least $600 for support of the child during the tax year. 

 
If a child is treated as the qualifying child of the noncustodial parent under this special rule for children of divorced or 
separated parents (or parents who live apart), only the noncustodial parent can claim an exemption and the child tax 
credit for the child.  However, only the custodial parent if eligible, or another eligible taxpayer can claim the child as a 
qualifying child for the EIC and the Dependent Care Credit. For details and examples, see Applying the tiebreaker rules to 
divorced or separated parents (or parents who live apart) in Pub. 501. 
 
 
 
 


