
MANILA CENTRAL USA    HEAD OF HOUSEHOLD DUE DILIGENCE INTERVIEW WORKSHEET 

1. MARITAL STATUS — “CONSIDERED UNMARRIED” TEST. Taxpayer marital status on December 31:
☐ Single-Never Married
☐Divorced/Annulled / Legally Separated
☐ Widowed
☐ Married. If married:

Did your spouse live in the home at any time during the last 6 months of the tax year?
☐ YES (Not considered unmarried — HOH Not allowed)
☐ NO.
If No: Did the taxpayer maintain the home as the main home of a qualifying child for more than half of the tax year?
☐ YES ☐ NO. Stop! HOH Not allowed.

Note: If the spouse did not live in the home during the last 6 months of the tax year, the taxpayer meets the residency 
component of the “considered unmarried” test, provided all other Head of Household requirements are satisfied 
(qualifying person and household cost tests). 

2. QUALIFYING PERSON REQUIREMENT. Does the taxpayer have at least one qualifying person who meets the

dependency requirements for Head of Household filing status? ☐ YES   ☐ NO. Stop! HOH Not allowed.

If yes, is the only dependent claimed classified as "Others" (unrelated individual who is neither a qualifying child nor a

qualifying relative)? ☐ N/A   ☐ NO   ☐ YES. Stop! HOH Not Allowed.

Note: Dependency qualification requirements (relationship, residency, age if applicable, support, joint return,

citizenship/SSN, and gross income limitation if a qualifying relative) were evaluated under the applicable Due Diligence

Questionnaire.

3. PARENT SPECIAL RULE. Is the qualifying person the taxpayer’s parent (who did not live with the taxpayer)?
☐ NO ☐ YES. If Yes: Did you pay more than half the cost of keeping up your parent’s main home for the tax year?

☐ YES ☐ NO. Stop! HOH Not allowed.

4. HOUSEHOLD COST TEST. Are there other adults (other than those you are claiming as dependents) living in the home?
☐ NO. Taxpayer stated they are the sole provider of household expenses and no other individual contributes; based

on this information, it was considered reasonable that the taxpayer paid more than 50%.
☐ YES. If Yes: Did you pay more than half of the total cost of maintaining the household for the tax year (including rent,

mortgage interest, property taxes, utilities, food consumed in the home, insurance, repairs, and similar household
expenses)?

☐ NO. Stop! HOH Not allowed.
☐ YES. If Yes: About how much do you spend (estimated) on household expenses like rent, utilities, and food, and

does anyone else or any assistance program help pay for these? 
☐ The taxpayer stated they paid all household expenses and no other individual contributed; this was

considered reasonable based on the information provided.
☐ The taxpayer estimated paying the majority of household expenses (including rent, utilities, and food);

based on the information below, it was determined the taxpayer paid more than 50% of the cost of
maintaining the household.

Interviewer’s Notes/Determination: 

☐ Household cost discussion conducted; taxpayer provided reasonable cost estimates
☐ Reasonable inquiries were made to determine eligibility. No contradictory information identified

☐ Additional documentation requested due to risk indicators
☐ Documentation reviewed (if applicable):

This HOH Interview Worksheet flows into the EITC/CTC/ODC Interview Worksheet 
and should be completed there. 



MANILA CENTRAL USA     EITC/CTC/ODC DUE DILIGENCE INTERVIEW WORKSHEET

SECTION I —TAXPAYER ELIGIBILITY 
1. U.S. STATUS – Was the taxpayer (and spouse if MFJ) a U.S. citizen or resident alien for the tax year and not claiming foreign 

earned income exclusion (Form 2555)? ☐ YES ☐ NO (EITC Not allowed) 
2. EARNED INCOME – Does taxpayer (or spouse if MFJ) have earned income?

☐ W-2 wages ☐ Self-employment income ☐ None (EITC Not allowed) 
3. FILING STATUS REVIEW – Is taxpayer filing Married Filing Separately? ☐ NO ☐ YES. If MFS: Did taxpayer live apart from spouse

for the last 6 months of the year and meet Head of Household requirements? ☐ YES ☐ NO (EITC Not allowed) 
SECTION II — DEPENDENT QUALIFICATION 
1. ☐ Not Applicable. No Dependent
For all dependents claimed on this return: 
2. RELATIONSHIP TEST - Are all dependents related to the taxpayer in a manner that meets:

Qualifying Children: Child (including adopted child), stepchild, foster child placed by agency or court, brother, sister, 
stepbrother, stepsister, half-brother, half-sister, or a descendant of any of them (grandchild, niece, nephew).
Qualifying Relatives: Father, mother, grandparent, stepparent, aunt, uncle, brother, sister (including half or step), niece, 
nephew, son-in-law, daughter-in-law, father-in-law, mother-in-law, brother-in-law, sister-in-law.
☐  YES ☐ NO. If No: What is the exact relationship of the dependent to you? Answer:  (Other)

3. RESIDENCY TEST – Did each of your dependents live with you in the United States for more than half of the tax year?
☐  YES. Based on taxpayer statements and/or available records; No contradictory information identified 
☐  NO. If No: Do applicable exceptions apply (birth, temporary absence for school/medical/military, special parent rule)?

  NO (EITC Not allowed; CTC/ODC eligibility requires further review)
  YES. Explain:

4. SUPPORT TEST
A. Qualifying Children: Did any child provide more than half of their own support? ☐ NO ☐ YES (Not eligible) 
B. Qualifying Relatives: Did taxpayer provide more than 50% total support for each relative? ☐ YES ☐ NO (Not eligible) 

5. JOINT RETURN TEST - Did any dependent file a joint return with another individual? 
☐  NO ☐ YES. If Yes: Was it filed solely to claim a refund? ☐ YES ☐ NO (Not eligible as qualifying child/relative) 

6. COMPETING CLAIM / TIE-BREAKER RISK - Did any dependent reside with another parent or any other individual who may also 
be eligible to claim the dependent for the tax year? ☐ NO ☐ YES. If yes, who? Answer: 

If Yes: Tie-breaker rule discussed and applied. Determination made based on the following hierarchy: 
☐ Parent priority rule applies (parent vs. non-parent) 
☐ Dependent resided with taxpayer longer than with other individual
☐ Dependent resided with both individuals the same length of time; taxpayer’s AGI is higher
☐ Highest AGI rule applies (No parent claiming)
☐ Form 8332 (Release of Claim to Child-Related Tax Benefits) secured, if applicable

7. DUPLICATE CLAIM RISK - Has the taxpayer indicated that any other individual may attempt to claim any dependent listed on
this return? ☐ NO ☐ YES. Explain: 

SECTION III — CREDIT-SPECIFIC REQUIREMENTS 
A. EARNED INCOME CREDIT (EITC)
☐ All SSNs valid and issued by due date for taxpayer (and spouse if MFJ) and all qualifying children.
☐ Age test met: • Without child: Taxpayer age 25–64   • With child: Child under 19;  OR 19–23 FT student; OR disabled 

☐ If any child is permanently and totally disabled, Explain:
B. CHILD TAX CREDIT (CTC)
☐ All children under age 17 at year end   ☐ Valid SSN (work-authorized)   ☐ U.S. citizen / national / resident alien
C. OTHER DEPENDENT CREDIT (ODC). Qualifying Child = under 19, or under 24 if FT student, or disabled.
☐  Valid SSN or ITIN   ☐ Meets dependency requirements
Did any dependent have gross income above the annual limit? ☐ NO ☐ YES. If Yes: Is the dependent a Qualifying Child?

☐Yes. Gross income test does not apply ☐No. Stop! Cannot be claimed as a dependent.
SECTION IV — DOCUMENTATION/INQUIRY EVALUATION 

☐ Reasonable inquiries were made to determine eligibility. No contradictory information identified
☐ Documentation discussed; taxpayer indicates records exist and can be provided if required
☐ No information appeared incomplete, inconsistent, or incorrect based on preparer knowledge
☐ Additional documentation requested due to identified risk factors. List:

DUE DILIGENCE DOCUMENTATION & INFORMATION SOURCES 
Information Provided By: ☐ Taxpayer ☐ Spouse        
Method: ☐Interview ☐ Intake Form ☐ Other:  
Documents Relied On: ☐ W2 ☐1099 ☐ Income & Expense Statement  ☐ Others:  
Additional Questions Asked to Clarify Inconsistencies? ☐ NO ☐ YES (Documented)  
Information provided appeared complete and consistent based on preparer knowledge? ☐ YES ☐ NO 
Interview Conducted By: ☐Virgilio Joaquin McDaniel ☐ Joey Ramos                                Date:   



MANILA CENTRAL USA     AOTC DUE DILIGENCE INTERVIEW WORKSHEET 

1. FORM 1098-T. Did the taxpayer provide Form 1098-T from the educational institution?

☐ YES. Form 1098-T or equivalent documentation reviewed or information provided by taxpayer.

☐ NO. If No, was other documentation provided to substantiate enrollment and payment of qualified expenses?

☐ YES. Other documentation provided (e.g., enrollment records, account statements, receipts, or proof of payment); information 
appears consistent and sufficient to support eligibility 

☐ NO. Insufficient documentation; AOTC disallowed until adequate substantiation is provided.
2. ELIGIBLE EDUCATIONAL INSTITUTION. Was the student enrolled in a college, university, or other post-secondary school participating in

federal student aid programs (typically evidenced by issuance of Form 1098-T)? 

☐ YES. Based on Form 1098-T and/or school information provided, the institution appears to be an eligible educational institution; No 
contradictory information identified 

☐ NO. Stop! AOTC is Not allowed. 
3. ENROLLMENT STATUS. Was each student enrolled at least half-time for at least one academic period beginning during the tax year?

☐ YES. Based on Form 1098-T and/or taxpayer’s statements. No contradictory information identified 

☐ NO. Stop! AOTC is Not allowed. 
4. DEGREE REQUIREMENT. Was each student pursuing a degree or other recognized educational credential?

☐ YES. Based on taxpayer’s statements. No contradictory information identified   ☐ NO. Stop. AOTC is Not allowed.
5. YEARS OF POST-SECONDARY EDUCATION COMPLETED. Had each student completed the first four years of post-secondary education 

before the beginning of the tax year? 

☐ NO. Based on taxpayer’s statements and/or available records (e.g., prior returns, Form 1098-T, school information). No contradictory 
information identified. 

If the student is 24 years or older: How many years has the student been enrolled in post-secondary education as of the end of the 
tax year? Answer:  

☐ YES. Stop! AOTC is Not allowed (may consider Lifetime Learning Credit if otherwise eligible).
6. PRIOR AOTC / HOPE CREDIT CLAIMED. Has the AOTC (or Hope credit) been claimed for this student for four prior tax years?

☐ NO. Based on taxpayer’s statements and/or available records (e.g., prior returns, Form 1098-T, school information). No contradictory 
information identified 

☐ YES. Stop. AOTC is Not allowed. 
7. FELONY DRUG CONVICTION. Has any of the students been convicted of a felony drug offense as of the end of the tax year?

☐ NO. Based on taxpayer’s statement. No contradictory information identified.   ☐ YES. Stop! AOTC is Not allowed. 
8. DEPENDENCY STATUS. Is the student being claimed as a dependent on this return?

☐ YES 

☐ NO — AOTC cannot be claimed by this taxpayer (student may claim if otherwise eligible)

☐ N/A — Taxpayer is the student claiming AOTC
9. QUALIFIED EXPENSE. Were only qualified tuition, required fees, books, supplies, and required course materials (excluding room & 

board, insurance, transportation, or optional fees) included in the AOTC calculation? 

☐ YES — Based on documents reviewed and/or taxpayer’s statements

☐ NO 
10. DOCUMENTATION / INQUIRY EVALUATION 

☐ Documentation reviewed/discussed; records available

☐ Reasonable inquiries were made to determine eligibility. No contradictory information identified

☐ No information appeared incomplete, inconsistent, or incorrect based on preparer knowledge

☐ Additional documentation requested if needed

DUE DILIGENCE DOCUMENTATION & INFORMATION SOURCES 
Information Provided by: ☐ Taxpayer ☐ Spouse Taxpayer ☐ Others:  
Method: ☐ Interview   ☐ Intake Form   ☐ Others:  
Documents Relied On: ☐ Form 1098-T ☐ School Records ☐ Receipts ☐ Others:  
Were additional questions asked to clarify or resolve incomplete, inconsistent, or unclear information? 
☐ NO — No inconsistencies identified 
☐ YES — documented in file Notes 

Information provided appeared complete and consistent based on preparer knowledge? ☐YES ☐ NO
Interview Conducted By: ☐ Virgilio Joaquin McDaniel ☐ Joey Ramos                                Date:



MANILA CENTRAL USA       SCHEDULE C DUE DILIGENCE INTERVIEW WORKSHEET

1. BUSINESS INFORMATION
Did the business begin during the current tax year? ☐ YES   ☐ NO
Did the taxpayer actively operate this business during the tax year? ☐ YES ☐ NO 
Interviewer’s Note: ☐ Taxpayer described how income is earned and how customers are obtained.

2. MATERIAL PARTICIPATION. Did the taxpayer materially participate in the business during the tax year? ☐ YES   ☐ NO
3. GROSS INCOME DETERMINATION. How was gross income determined?
☐  Forms 1099-NEC / 1099-K   ☐ Business records   ☐ Bank statements   ☐ Cash log   ☐ Taxpayer worksheet/representation
☐  Other:
Were any Forms 1099-K or 1099-NEC issued that are not included in gross receipts?
☐  NO ☐ YES (Explain):
Were gross receipts reduced by refunds, chargebacks, or merchant processing fees?
☐  NO ☐ YES (Explain):
Did you report all income earned, including cash income, to your total gross income?
☐  YES  ☐ NO 
Interviewer’s Determination: ☐ Gross receipts were discussed and reasonably determined.

☐ Gross receipts and resulting net profit appear reasonable and consistent with the
taxpayer’s occupation and circumstances.

4. EXPENSE DETERMINATION. How were business expenses determined?
☐ Expense amounts provided during interview; categories discussed and reasonableness reviewed
☐ Taxpayer-prepared income & expense worksheet
☐ Summary totals from accounting software   ☐ Documentation reviewed (if applicable):
Were any expenses reimbursed by clients or other parties?
☐ NO ☐ YES (Explain):

Interviewer’s Determination: ☐ Claimed expenses appear ordinary and necessary for the business. 
☐ Personal expenses were excluded from business deductions.

5. FORM 1099 FILING REQUIREMENT. Did the taxpayer make payments of $600 or more to any individual or contractor
requiring issuance of Form 1099-NEC?
☐ NO   ☐ YES. If Yes, were required Forms 1099 issued or will be issued? ☐ YES   ☐ NO

6. VEHICLE USE (IF APPLICABLE). Was a vehicle used for business purposes?
☐ NO   ☐ YES. If Yes, was a mileage log or reasonable record maintained?

☐ NO   ☐ YES. If Yes, was personal use excluded from business mileage? ☐ YES ☐ NO
7. BUSINESS PLAUSIBILITY REVIEW. Does the reported income and expense pattern appear consistent with the type of

business described? ☐ YES   ☐ NO — Additional inquiry documented in file Notes
8. DOCUMENTATION / INQUIRY EVALUATION
☐ Taxpayer indicated records exist to substantiate income and expenses
☐ Reasonable inquiries were made, including income and expenses, to determine eligibility.
☐ No contradictory information identified. 
☐ No information appeared incomplete, inconsistent, or incorrect based on preparer knowledge. 
☐ Additional documentation requested due to identified risk factors

DUE DILIGENCE DOCUMENTATION & INFORMATION SOURCES 

Information Provided by: ☐ Taxpayer ☐ Spouse Taxpayer 
Method: ☐ Interview   ☐ Intake Form   ☐ Others:  
Documents Relied On: ☐ Forms 1099 ☐ Income & Expense Statement ☐ Others:  
Were additional questions asked to clarify or resolve incomplete, inconsistent, or unclear information?  
☐ NO — No inconsistencies identified
☐ YES — documented in file Notes
Information provided appeared complete and consistent based on preparer knowledge? ☐ YES ☐ NO
Interview Conducted By: ☐ Virgilio Joaquin McDaniel ☐ Joey Ramos                                Date:



MANILA CENTRAL USA                                                     RED FLAG / INCONSISTENCY RESOLUTION WORKSHEET 
 

SECTION 1 — RED FLAG IDENTIFICATION 
Describe the issue or inconsistency identified: 
☐ Income appears inconsistent or unusually high/low   ☐ Self-employment income with little/no documentation 
☐ Multiple dependents with unclear residency   ☐ Dependent previously claimed by another taxpayer 
☐ HOH qualification unclear   ☐ Education credit eligibility unclear   ☐ Documents appear incomplete or inconsistent 
☐ Information conflicts with prior-year return 
☐ Other (describe):  
 
SECTION 2 — QUESTIONS ASKED BY PREPARER AND TAXPAYER RESPONSES 
List ALL follow-up questions asked to clarify the issue: 
1. Q:  

2. Q:  

3. Q:  

4. Q:  

5. Q:  

 
A:  
 

 
A:  
 

 
A:  
 

 
A:  
 

 
A:  
 

SECTION 3 — DOCUMENTS REVIEWED (IF ANY) 
☐ Birth certificate   ☐ School records   ☐ Medical records   ☐ Lease / utility bills   ☐ Form 1098-T   ☐ W-2 / 1099 
☐ Bank statements   ☐ Business records   ☐Receipts   ☐ Prior-year return    
☐ Other:  
Notes on documents reviewed:  
 
SECTION 4 — ANALYSIS & REASONABLENESS DETERMINATION 
Based on the questions asked, responses received, and documents reviewed: 
☐ Information is consistent and reasonable 
☐ Information required additional clarification (resolved) 
☐ Information remains questionable 
Explanation:  

SECTION 5 — CONCLUSION / ACTION TAKEN 
☐ Accepted information as provided  ☐ Requested additional documentation   ☐ Adjusted return based on verified facts 
☐ Removed dependent/credit   ☐ Declined to prepare return 
☐ Other:  
Final Decision Explanation:  
 
SECTION 6 — PREPARER CERTIFICATION 
I certify that: 

• I identified and evaluated potential inconsistencies     
• I asked appropriate follow-up questions  
• I documented taxpayer responses  
• I reviewed supporting documentation where applicable  
• I applied due diligence in determining eligibility  

 
Interview Conducted By: ☐ Virgilio Joaquin McDaniel ☐ Joey Ramos                                Date:   
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