MEMO

To: IRS (my boss in this situation)

Cc: Sara Read

From: Terry A. Ring, Ph.D.

Date: 15 March 2004

Subject: Status on filing 2003 Taxes

Here we are in the final days of the tax calendar.  With one month to go this memo gives a status report on Plan for filing taxes at their deadline of 15 April 2004.  The original plan for this project is given below in a Gantt chart giving the important tasks required to file taxes and a plan for when each of these tasks has to be finished to meet the deadline of filing 2003 taxes on 15 April 2004.  For details of the various tasks please see the planning memo from me dated 15 May 2003.  

The plan shows those tasks that have been completed successfully in double strikethrough text.  One topic, Collect W2, Capital Gains, 1099 and K-1 forms, has not been completed in February.  A single 1099 form for one of my son’s investment accounts is still missing. Of the other topics for completion in March, Compile Expenses, is complete. Two other topics, Use Tax Software and Pay IRA and Self-employed Pension, are very close to being complete.  An appointment to see the tax/investment consultant has been made for next week and the tax forms are nearly completed.  

The only thing that is holding up the tax form completion is the 1099 form from my son’s investment account.  Contact has been made with this bank and they are sending another 1099 form that is due this week.  Part of the problem with this year’s tax form completion was that TurboTax did not have the depreciation part of the software when it was sent out.  As a result, a lengthy 5-hour download (on my modem connection) was required to activate that part of the software, which is required by Schedule C (Profit or Loss from Business).  

All of the tasks that needed to be done by 15 March will be completed by 22 March 2004 allowing the 15 April Tax deadline to be met with ease.

	Activity
	15 Jan. 2003
	15 July 2003
	15 Dec. 2003
	15 Jan. 2004
	15 Feb. 2004
	15 March 2004
	15 April 2004

	Set up envelopes for various expenses
	x
	
	
	
	
	
	

	Adjust investment portfolio
	x
	x
	x
	x
	
	
	

	Collect all Expenses 
	
	
	
	x
	
	
	

	Purchase Tax Software
	
	
	
	x
	
	
	

	Collect W2, Capital Gains, 1099, K-1 (partnership) forms
	
	
	
	x
	x
	
	

	Compile expenses
	
	
	
	
	x
	
	

	Use tax software to fill in forms
	
	
	
	
	x
	x
	

	Pay IRA’s, self-employed pension plan
	
	
	
	
	
	x
	

	Check tax forms, Pay tax due and file tax forms
	
	
	
	
	
	
	x


