
 

 

 FIRST REVIEW THE CLIENT’S INTAKE FORM.   

 VERIFY THEIR FILING STATUS  
(MAKE SURE YOU AGREE DON’T JUST ASSUME IT’S CORRECT!) 

 

 

 

 

 

 

 

 

 

 DISCUSS THEIR VISA AND VISIT INFORMATION 

 DOUBLE CHECK THEIR TREATY ELIGIBILITY 

 ARE THEY FROM ANY OF THESE UNUSUAL TREATY COUNTRIES? 

Bangladesh 
Belgium 
Bulgaria 
Canada 

China 
Germany 
India 
Luxemborg  

Malta 
Netherlands 
Pakistan 
Thailand 

 

  

NONRESIDENT ALIEN REVIEW CHECKLIST 



 OPEN QUALITY REVIEW PRINT SET 

 VERIFY THE CLIENT’S PERSONAL INFORMATION WITH THE CLIENT: 

o NAME (FIRST, LAST IN PROPER ORDER), ADDRESS, SSN, BIRTHDATE 

 COMPARE EVERY DETAIL OF THE W-2 TO THE MOCK UP ON THE NEXT PAGE 

 AGREE EVERY DETAIL OF THE W-2 WHILE SHOWING THE CLIENT WHAT YOU ARE DOING 

 

 

 MAKE SURE THAT EVERYTHING YOU ARE SAYING ALSO MAKES SENSE TO YOU!   

 MAKE NOTE OF ERRORS YOU NEED TO FIX WHEN YOU GO INTO THE RETURN! 

 IN A SIMILAR FASHION, GO THROUGH THE SCHEDULE OI 

o POINT OUT THEIR ENTRY/EXIT DATES AND APPLICABLE TREATIES 

o LOOK TO MAKE SURE ALL APPROPRIATE TREATIES ARE INCLUDED! 

 GO THROUGH THEIR FORM 8843 

o VERIFY THEIR PASSPORT NUMBER 

 COMPARE EVERY DETAIL OF THE 1042-S FORM(S) TO THE MOCK UP ON THE NEXT PAGE(S) 

 GO THROUGH THEIR STATE RETURN  

o SHOW HOW IT STARTS WITH THEIR FEDERAL ADJUSTED GROSS INCOME 

o EXPLAIN HOW/WHY THEIR TREATY INCOME IS BEING ADDED BACK 

o MAKE SURE IT IS NET OF QTRE!  

o POINT OUT THE TAX ON THEIR CT AGI, THEIR WITHHOLDING AND TAX REFUND OR 
AMOUNT DUE. 

“These are your total wages, which agree to your W-2” or “which have been reduced by your treaty” 

If treaty was manually applied, explain the note that will be here. 

This is your taxable scholarship income (agrees to 1042-S) 

These are your university fees which we are deducting 
from your taxable scholarship income (agrees to fee bills) 

Your itemized deduction is equal to 
your state withholding (point to W-2) 

Therefore, your taxable income is $27,421 
and your tax on that income is $3,101. 

This is your withholding from your W-2 (point to W-2), and 
this is your withholding from your 1042-S (point to 1042-S) 

Therefore, you are getting a refund of $306. 



CLOSE THE PRINT SET AND GO INTO THE RETURN 

o MAKE SURE YOU CORRECT ANY AND ALL ERRORS, THEN REVIEW THE PRINT SET AGAIN TO 
MAKE SURE IT’S CORRECT 

o NAVIGATE TO THE E-FILE SECTION 

o WHEN THE STATE ERROR COMES UP EXPLAIN THAT IT’S JUST SAYING WE CAN’T EFILE THE 
STATE AND THAT YOU WILL GIVE THEM INSTRUCTIONS 

 SEE WHAT TYPE OF FEDERAL RETURN IS BEING FILED (EFILE/PAPER)  

o IS THEIR AGI LESS THAN THEIR WITHHOLDING?  PAPER! 

o ARE THEY FILING AN 8833?  PAPER! (CT return can still be efiled) 

o DO THEY HAVE WITHHOLDING ON A 1042-S FORM?  PAPER! 

 EXPLAIN THAT THEIR REFUND WILL BE DIRECT DEPOSITED (OR PAPER CHECK, THEY OWE, 
ETC.) 

 SEE WHAT TYPE OF STATE RETURN IS BEING FILED  

o EXPLAIN THAT THEIR REFUND WILL BE DIRECT DEPOSITED (OR PAPER CHECK, THEY OWE, 
ETC.) 

o IF THEY OWE, EXPLAIN THAT YOU WILL GIVE THEM PAYMENT INSTRUCTIONS IN YOUR 
EMAIL 

 WHEN YOU LEAVE THIS PAGE, IF ANYTHING ELSE IS MISSING/WRONG YOU WILL BE 
PROMPTED 

 ON THE FINAL PAGE, THIS IS WHERE YOU USE THE “PRINT” FUNCTION TO DOWNLOAD THE 
RETURN  

o EXPLAIN THAT YOU ARE DOWNLOADING THE RETURN AND WILL SEND IT TO THEM VIA 
FILELOCKER 

o GET THEIR NETID TO MAKE SURE WE SEND IT TO THE RIGHT PERSON 

 AGAIN, EXPLAIN THE PAGE AS YOU LOOK AT IT 

 INFORM THEM THAT EVERYTHING CONTAINED IN THE RETURN IS BASED ON THE 
INFORMATION THEY PROVIDED AND IT IS THEIR RESPONSIBILITY 

 IF THEY ARE SATISFIED AND YOU ARE SURE THE FEDERAL IS BEING FILED CORRECTLY, FILE! 

 GIVE THEM THE SURVEY LINK AND ASK THEM IF THEY WOULD FILL OUT THE SURVEY WHILE 
YOU SEND THEM THE EMAIL AND THEIR RETURN 

 SHOW THEM THE EMAIL AND MAKE SURE THEY UNDERSTAND 

 FILL OUT THE PREPARER EVALUATION FORM 

 YOU’RE DONE! 


