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With the IRS increasingly scrutinizing Employee Business Expenses, we
encourage the use of a tax professional for the completion of your taxes. For
those of you still doing it on your own we offer this only as a form of helpful
tips

Turbo Tax placement of numbers on your 2106:

**x*x*Tt is illegal for you to use Form 2106EZ if you were reimbursed a per diem
by your airline! You must use Form 2106. If TurboTax places your per diem
amount on a Form 2106EZ you have done something wrong!

Here are some tips to get you through Turbo Tax. These are intended as tips
only and by no means is Pro-Diem, Inc. responsible for any omissions or errors
on your tax forms. This is intended only as a guide; please consult Turbo Tax
is you have any questions or problems!

Let’s start here:
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 Federal Taxes

Next we'll:
* Gather your wage and income Info

+ Guide you lo every deduction and credit you deserve
* Review your numbers and make sure they're efror-free

-




Of Course we can’t help you do your taxes, but let’s take a look at where the
non taxable per diem you are paid will go on Form 2106. You will first try to
find it on your W-2, If it isn’t listed there in Box C - under code “L", see if your
company listed it as “per diem” or “pdiem” at the bottom of your W-2. If you
don’t see it anywhere on the W-2, look on your final paycheck stub for the
year to find it. If you still don‘t see it CALL YOUR PAYROLL DEPARTMENT!

You know you where paid a per diem and you MUST deduct it from what you
are allowed to claim on Form 2106.

The following steps indicate where to list your non taxable per diem amounts from your
W-2:
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Your 2011 Income Summary

You can enter new information for a specific topic by choosing Start, or make changes by choosing Update,
or see a whole saction by choosing Visit All.

4 Import Summary

History of Imported Documents Learn More 0 Itemis)

=i Wages and Salaries
=— Form W-2

Wages and Salaries Learn More
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Let's Work on Your W-2

We'll walk you through entering your W-2s one at a time. If you have any
1099s, we'll work on those later.

(=) Work on my W-2 now

() | don't have any \W-2s
() Skip W-2s for now

Learn more about these situations:
* My employer sent me another W-2
* | should have received a W-2 but didn't

* | have a W-2G (gambling)

oo
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Let's Start With a Bit of Info from Your W-2

Enter the Employer |dentification Number (EIN), which is usually in box b on your W-2. Explain This

Don't have the EIN? Just select Continue, and you can start filling in the rest of your W-2.

Employer Identification Number [EIN) i azaee Bt it P :

b Employer identification number (EIN) " |
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Enter Your W-2

FIl in 3l af your V-2 Information, making eure & mElches exaclly what's on the paper varsion. [ you have 3
1059, wall wark on that [3ler.

" R
Emiplinyes nformation SCROLL DOWN
i (e e AND VIEW
: BOX 12.

Bax o Employers Hams and Addrecc

Location £ ULB, Acdress
i Select code "L"

Em Ers Aams

i from the drop
P contd .
Hd down list and
iy enter the non
st _ - = taxable per diem
2= case you were paid

o e saaiat here!
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Federal Wapge Information (w1l work on W25 one 3t 3 ime)

Baxss $-11 - Hnonp l=ave bBlank.

% - iMages 1 - Feders] Tax WH
2 - Boc Ber Weges 4 - Boc Sec Tax -
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4G - Dependent Cans Eenefiis 41 - Monoual Feans
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Box 12a-d - If none leave blank.

e E———

Mo code
& - Uncollected social security or RRTA tax on tips

B - Uncollected Medicare tax on tips

C - Group term life insurance over $50,000

D - Elactive daferrals ko 401(k)

{ E - Elective defarrals to 403(b) s=slary reduction agreement
F - Elective deferrals to 408{k){5)SER

| 5 - Elective defarrals to 457(k) plan

[|H - Elactive deferrals ko 501{c){18}(D) plan
I- Hurﬂaxab’re sick pay

- Unicrdlecked Bo Sec-ae RRTAtaxorrgmup e bl i
Box 14 N - Uncollected Wed S nsUrance
P - Excludabis rem'burs&d maving expenses
.I ) - Montaxable combat pay

| R - Contributions bo Medical Savings Account
S - Contributions to 408(p) SIMPLE plan

T Emiployer provided adoption benefits

Bi Y ke ol e

Box 12a-d - If none ls3

(Select cade from list - if none leave blank

| Sedect cade from list - if none leave blank




Okay, Let’s look at how to make Form 2106 work
correctly!
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Before we look into your deductions...

You may be able to deduct up to $5,000 now with an IRA

We make it quick and easy:

1. Save on taxes now or earn money tax-free, depending on the
Individual Retirement Account (IRA) you choosa.

2. Contribute as little as $100 or as much as $5,000 (56,000 if
you're 50 or older)

3. Lower your tax bill and watch your money grow.

Qur free Mint.com IRA Advisor guides you through opening an IRA. It's
fast and easy.

Start saving now

Dion't worry, our |[RA Advisor wilf open in @ new window. \We'll be right here to help you
finish your taxes when you're done
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How Do You Want to Go Through Deductions & Credits?

Guide Me [
Recommended if you're new to TurboTax EasyGuide o
We'll lead the way s0 you don't miss a thing L J

-OR-

Explore on My Own : Explore on My Own
Best for tax experts and TurboTax buffs

Choose deductions and credits from a list
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Here's what we've covered so far.

Your Home

Property taxes, mortgage interest, energy improvements

Mortgage Interest Learn More
Property Taxes Learn More
Mortgage Insurance Learn More

Home Energy Credits Learn More

Mortgage Interest Credit Certificate Learn More

Homebuyer Credit Learn More

D.C. First-Time Homebuyer Credit Learn More

Employment Expenses

Teacher expenses, other job-related expenses

Teacher (Educator) Expenses Learn More

Job-Related Expenses Leamn WMore

SCROLL DOWN TO

You can revisit a specific topic in a section, or select VisSiIE MPLOYMENT EXPENSES

walk through an entire section again.

*¥x*x**x On a side note: You may wish to “"Learn More” about your other
expenses before proceeding and clicking the “Start” button.

rsonal Info

Mages & Income

Federal Taxes | State Taxes

Wrap-Up

Print & File
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Traditional and Roth IRA Contributions Lg
Retirement Savings Contribution Credit L
Investment Interest Expenses Learn More

Other Investment Expenses Learn More

Employment Expenses
Teacher expenses, other job-related expd

Teacher (Educator) Expenses Leam More

Job-Related Expen

Other Deductions and Credits
Tax prep fees, moving expenses, theft, al

Tax Preparation Fees Learn More
Moving Expenses Leamn More
Casualties and Thefts Leamn More

Elderly or Disabled Credit Learn More

Alimony Paid Learn More

+/ On Demand Tax Guidance
Back s Print [A] 4| 100%

What is the job-related expenses deduction?
Do | qualify?

‘What paperwork do | need?

Related deductions and credits

Mere information

What is the joeb-related expenses deduction?

ou might be able to deduct expenses related to your job if they are
required by your employer or necessary to perform your job. ou might
alsc be shle to deduct your expenses when locking for & job.

Some of the most common eligible expenses are listed here. If you have
expenses not listed hers, or if you need more information, se |IRS
Publication 529, Miscellansous Deduciions.

Meals, entertainment, travel. and phone expenses directly rel
job

MNote: You can't include the cost of commutiing to and from your office or
work: sits.

- Tuition and books reguired o perform your job, improve your skills, or
maintain your current salary or status

v |

See More Help =




Unreimbursed Work and Job-Seeking Expenses

We'll help you take every possible job-related deduction, whether you had out-of-pocket work expenses, or
spent monay looking for a new job. Explain This

This includes:
- Your hame office
- Union dues and professional subscriptions
- Uniforms and related maintenance costs
- Travel, vehicles and entertainment
- Job-seeking costs like travel, resumes, carser website registration fees, efc.
- Continuing education

Did you have any of these expenses in 20107

m | Yes No

Jersonal InfuJ Federal Taxes | State Taxes | Wrap-Up @ Print & File
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Did You Have Any of These Expenses?

These expenses are directly related to a job where you're employed by someone else and receive a
W-2 from them.

- Vehicle See Examples

- Travel

- Meals

- Entertainment expenses
- Home office expenses

- Job-related equipment
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Tell Us Your Occupation

Enter the occupation for which you have expenses. If you have expenses for more than one job, we'll help
you enter the additional job(s) later.

Cooet
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Tell Us More About This Job

Check any of the following that describe this jok. (These are not commaon.)

worked on a fee-basis for a state or local government. Explain This

You dre in the transportation industry. Explain This

is located in 2 Qualified Disaster Area. Explain This

wou used in this job are Indian reservation property. Explain This

[] The assets &ssociated with this job that were acquired after May 4, 2007 are qualified Kansas
Disaster Zonegropery. Explain This

(] The assets associdted with this job that were acquired after August 27, 2005 are gualifisd GO
{GuIf Opportunity) Zone property. Explain This

THIS IS VERY IMPORTANT!!!I!




**x** You will have to work your way through a few screens at this point.....

Home Office Expenses

Very few people can deduct home office expenses. This is because in order to take this deduction, your
home office must be a condition of your employment. Explain This

Did you have any home office expenses because you had to work at home?

And...

Did You Have Any Vehicle Expenses?

You can use either the standard mileage rate or actual vehicle expenses, but not both.

Examples of actual vehicle expenses include:

- fRas and nil

And...
Any Equipment Expenses?

Did you buy or own equipment that you used on your job?

Select Yes anly for job-related equipment (other than vehicles) that is useful for longer than a year. We'll
ask you about equipment that's useful for less than a year later.

Examples of equipment that is useful for longer than a year include:
- Computers
- Office machinery
- Furniture

Until you get to this screen:

Any Other Expenses?

Enter the following expenses that you had in this occupation.

Parking, Taxi and Bus Expenses I:I This is where
Pro-Diem's calculation

Travel Expenses Explain This goes!

Weal Expenses Covered by Depariment of Transpoiiation
Rules

Other Meals and Entertainment Explain This I:l

=



Then work through the following
screens:

Federal Taxes
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Tell Us About Other Expenses

Enter the following expenses related to your occupation.

Business Gifts Explain This |:|
Educ ation Expenses Explain This |:|
Professional Publications |:|

And...
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Enter Other Job-Related Expenses

Enter any other expenses related to your job that you haven't yet reported, such as expenses for:
- Equipment and tocls that are useful for less than a year
- Unicn dues

- Uniforms and their upkeep

Igh-zearch expensse Enter your "other” job related
expenses here. See our list of
E suggestions and make sure you
document these.

| Union Duss | [2300. |

| Uniform Expenses | |225. |
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Tell Us About Any Reimbursements

Oid any of your employers reimburse you for your expenses?

YES! They are referring to the non-taxable per diem paid to yvou by
your employver. This is usually listed in Box 12 coded "L™ on your
W-2. If your company does not put it there, you MUST FIND 1T
Look on yvour final paycheck stubs or call your payroll office.

Leaving this blank will get you an aucdit!

Jersonal Info | Federal Taxes | State Taxes | Wrap-Up ‘ Print & File | }
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Tell Us About Any Reimbursements

Did your employer keep meal and entertainment separate from your other job-related expenses?




Tell Us About Reimbursements

Enter any reimbursements you received while working in this cccupation. Include any reimbursements
reported under code 'L' in box 12 on your W-2.

Note: Do notinclude reimbursements that were added to your wages in Box 1 on your
W-2. This is wihere the non taxable
per diem number {Box 12, code L)

S goes

Reimbursements for DOT Meals and Entertai
Reimbursemeants for Other Meals and Entertainment _

Reimbursements for Other Expenses |:|

}

=

Get through the next screen:

Personal Info | Federal Taxes = State Taxes

Wrap-Up ‘ Print & File

Wages & Income Deductions & Cradits Other Tax Situations Federal Review Error Check

Any Special Situations?

Cid you have any expenses because you were any of these:
- Disabled Explain This
- A Qualified Performing Artist Explain This
- An Armed Forces Reservist Explain This



You will then be able to review what has been entered so
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Job-Related Expenses Summary

Here's what we have so far. You can add, edit (change) or delete items.

Occupation Expenzes
Pl LY o | oo
Total 9,909,

Add an Expense

If you have no other items, select Done.

far:

Then Eo to the “"Forms” page in Turbo Tax:
= ¥ H 110

File Edit WM Tocls Online Help

Ctrl+1
Ctrl+2

v Step-by-Step

Step-by-Step Topic 3
Persona v Smart Worksheets =
Live Community  Ctrl+4
Wages g cti+s P

Select Form 2106:

Open Form Erraors

Forms in My Return
=| Form 1040: Individual

Info Whs
Scheduls &
Misc Diadns
<Forrn 2106 (Plat) <
2106 Adj Wks
Carryover Whs
Thark You
Filing Inst (Page 1 of 1)
Return Summary (Page 1 of 1)



Make sure the DOT check Box is checked on the Smart worksheet

Form 2106 Employee Business Expenses 2011
DO NOT FILE
Your Name | Social Securty Murrber

Qeoupation in Which You lncwrred Expenses

Form 2104, Part | Smart Worksheet

A Check thiz box to use this form for spouse’s employee expenszes.
It blank, BaXpayer SRet RS - oo ool St v Son it o o s P T G e e S s e e 1=
B For entry of business expenges (incl noh- ahtc' deprecua-tl-::-m er‘r‘pl-::n:..-er ramhurs&ment
information and qualified performing artist, Armed Forces reserve-related travel, or
impairment-related work expenses, QuickZoom to Form 2106 Adjustments Wis, ™= Quiskdoom

C  Check this box to file Form 2106 even if you qualify to file Form 210&6-EZ ... .. ... . .. =
D QuickZoom to Form 2106-EZ for theze employes business expenses ... ™ QukkZzom
E Check thiz box if a fee basis state or local govemment official ... ... .. ... ... |
F  Check thiz box if subject to Department of Transportation (DOT) hours of service limits. ... =
G QuickZoom to another copy of Form 2106 . e ®  QukkZzem
H  Treat all MACRES assets for activity a= qualﬂed Indla"l ”ES&F‘.‘EtIG"I property?. .. Ll Yes M Mo
I Treat all asgets acquired after Aug 27, 2005 as

qualified GO Zone property?.. . ... ... ... vemmieae ] Regular [l Extenzion D€ Mo
J  Treat all aszets acquired after May 4, 2007 as

qualified Kansas Disaster Zone property?. . [ ves M Mo
K Was this activity located in & Qualified Dlsaster Area? .. L1 ves M Mo

Part | il Employee Business Expenses and Reimbursements



Verify numbers were placed in correct column and that math % was done
correctly.

2 PFarking fees, tolls, and transportation, including train, bus, sto.,
that did not invelve cvernight travel or commuting

3 tT””'jl Verify that the numbers have been correctly
"""* placed on form 2106 (NOT form 2106-EZ), and

lodg
acnd :n that the math % on line 7 Column B is 80% for

4  Busine 2010!

Do not
Adj Wi 2,525,
Department of Transportation (DOT) Employees Smart Worksheet
Pro-diem, Inc"s -
A Msals covered by DOT rulss regarding hours of ssrvice limitsTotal 14,060.
B  Other meals and sntertainment expsnses. Hon taxable per diem paid {on W-2 —
F e ; s 4 830.
BTl e U AT S eeseeos: ‘Box 12 Code L or final paycheck stuly ‘
D Reimbursements for cther meals and entegg, )
5 Mezls and entertzinment expenses. ... 4,060

6 Total expenses. In Cclumn A, 2dd lines 1 thrcugl’* 4and

enter the result. In Celumn B, enter the amount from line 5. ... . 2,525. 14,060.

;—__q‘

Note: /f vou were not reimbursad for any expenses in Step 1, skip ne 7
and enter the amount from line & on line 8.

/’F_

Step 2 — Enter Reimbursements Received From Your Employer for Expenses LISled\lQ Step 1

7  Enter reimbursements received from your employer that were not
reported to you in box 1 of Form W-2. Include any reimbursements m
reported under code 'L’ in box 12 of your Form W-2.. ... .. .. ... 4,830,

Step 3 — Figure Expenses to Deduct on Schedule A (Form 1040 or Form 1040NR)

8  Subtract line 7 from ling 8. If zero or less, enter -0-. However,

if line 7 iz greater than ling & in Column A, report the excess m
as income cn Form 1040, line 7 (or on Form 1040MR, line 8) .. ... 2,525. 9,230.

Note: If hath ralitmns =f line 8 are mern vonr nanaaf danuct

Last but not least Verify that Turbo Tax calculated your difference from Line 8
Column be at 80% for 2010.

Bl o i Fi)

3 In Sobkamn 8, enter e smount from [ine 2. i Colurn B, Sﬂ L Df
mulbipiy line 8 by E09% (EC). 27 P SLiscect 10 S-B
Departmernt of Transoortati = of service Bt

R 'r-"r TOEE D

Multigly mesl Saperess
or ek, SEE FRir, . 2. 535, T, 384

busFEss by S0 (S0 insle

13 &dd e arouic of lne 5 of boff columines and erter the Woisl here
Elsa, enter the tobad on Schedule & (Fopm 10800, ine 29 (o on Schedule &
Form 1040MERY, lires 7). (drmred foroes ressreieis, ousfifSed gerforaietg =rtisls,
fee-Dacis siale of iocal gowernmernt offcizis, =nd individuals with dissbdities:
S e inshuctors Tor soecssd nobes o winere 0 ecdsr the fotsiy. .. = 10 5,805

That’s it! We hope that helped!
Pro-Diem, Inc.



