
WHAT ARE
LEADSHEETS?

Excel based reconciliations
They augment the tax workpapers with auto populating of 
standard information there-by reducing the amount of time 
to prepare them
Designed to help reduce the review time and increase 
accuracy

 Do NOT replace your tax software

Value of Leadsheets?
• Automated summary of multiple amounts that make up a line on 

1040/Sch A
• Reduces reviewer time by tracking changes so the reviewer can focus 

on what has and has not been done
• Reduces time and bottlenecks by focusing on changes rather than re-

reviewing the entire return



SIMPLIFIED V/S CLASSIC LEADSHEETS
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FORMS TAB 
ONLY IN CLASSIC 

LEADSHEET BINDER



SIMPLIFIED 
LEADSHEETS
INPUT IN TAX 

SOFTWARE 



WHAT CREATES THE LEADSHEETS?

 OCR captured and verified Standard document data automatically 
creates the initial leadsheets

 Reviewer does not have to spend time in finding where standard 
document amounts are picked from
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STANDARD DOCUMENTS



WHAT ABOUT NON-STANDARD DOCUMENTS?

 Non-standard document data is manually updated by preparer 

 In Simplified Leadsheet binders
• Directly in the tax return
• Preparer manually links the data on the document to the leadsheets

 In Classic Leadsheet binders
• Using the Forms tab in SPbinder
• This feature directly links the data on the document to the leadsheets

Reviewer does not have to spend time in finding where non-standard 
document amounts are picked from
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NON-STANDARD ARE MANUALLY LINKED



HOW IS TAX RETURN UPDATED?

One-click export to tax software
• With one click, all binder data is exported to tax software. 
• Tax return numbers are either manually or automatically brought back into leadsheets.

No more transposition errors.
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WHAT SIGNIFICANCE DO COLORS HAVE?

 Cut down on review time

 Focus on attention demanding areas 4



BLACK, GREEN, BLUE, RED

Manually keyed 
amounts (black)

Amounts captured 
using OCR (green)



DOES SIGN-OFF HELP IN LEADSHEET REVIEW?

 Signing-off the document on any level puts a green tick mark next to each 
amount on the leadsheet



DOES SIGN-OFF HELP IN LEADSHEET REVIEW?

 Signing-off the document on any level puts a green tick mark next to each 
amount on the leadsheet

• This tells you that you do not have to review the input in tax software!5









BUT WHY VARIANCES?



BUT WHY VARIANCES?

 Variances, if any, indicate differences in the input versus the complex 
calculated output from tax software.

 Learning opportunity for preparers to explain differences so reviewers do 
not have to
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TELL ME VARIANCES CAN BE CLEARED!!



NOW WHAT ARE THESE ASTERISKS FOR?

 Reviewers are made aware if preparers explained the differences, or not, 
via colored asterisk.
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REVIEW 
METHOD 

USING LEADSHEETS

Know how leadsheets can assist in 
reviewing the tax return



TOP-DOWN REVIEW METHOD

Demystify the source of each tax return amount with a top-down 
review

1. Firstly, make sure the pg. 1, 2 and Schedule amounts in tax return match 
the leadsheets. 



START ON 1040 PG 1

2. Drill-down from the 1040 / Schedule A leadsheet numbers to the 
underlying source documents. Compare this with tax return ###



JUMP TO THE WAGES LEADSHEET



FINALLY TO THE W2 DOCUMENT

 Remember color 
coding !! Look at 
black amounts 
and not green



TOP-DOWN REVIEW METHOD

3. Sign-off the document using the L2/L3/L4 levels

 Review the Specials: 
• Two-year comparison
• 1040 Schedules, Schedule A
• Schedule D & 8949 reporting
• Schedule K-1 reconciliation
• Business & Rental Property Summary
• Mortgage Interest Limitation Calculation

• Foreign Income Summary

• Tax Exempt Interest/Dividends

• Tax Deduction Worksheet

• PTP Disposition

• Statements and LISTS



2YR COMPARISON LEADSHEET

 Explained or unreconciled variances have the potential to reveal the 
accuracy or errors made during return preparation when compared with 
prior year amounts.
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TOP-DOWN REVIEW METHOD: SUMMARIZED
1. Firstly, make sure the 1040 pg. 1, 2 and Schedule amounts in tax return match the leadsheets. This 

confirms the preparer completed the tax return and imported the final numbers back into leadsheets

2. Drill-down from the 1040 / Sch A leadsheet numbers to the underlying source documents

3. Sign-off the document using the L2/L3/L4 levels

4. Go to the Review Tree

5. These Unreviewed Workpapers either;
• did not have data flowing into the leadsheets, hence were not reviewed, or
• have data that flowed only to the tax return, or
• are supporting documents/information, or
• were excluded from tax return, hence need to be addressed

6. Identify any high-risk items or reasonableness on these workpapers. Sign-off using the L2/L3/L4 levels 
or bulk sign-off in Index / Review tree 

7. Lastly, review the tax return for diagnostics, state returns and any filing requirements



CHANGE TRACKING 
IN LEADSHEETS

Review only the changes in numbers 
from your last review; instead of 

everything {all-over again}



HHHMMMM…… TRACK CHANGES

 Signing-off documents and/or leadsheets enables the SPbinder to track 
future changes for you

 Changes can be tracked at different levels of review.
• Uniqueness of everyone's review time is maintained in the REVIEW SHEETS 

SUMMARY
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DATE AND 
TIME UNIQUE 

TO YOU



GREAT!! BUT HOW DOES TRACKING WORK?

 After your initial review, 
• any changes made by anyone in tax software and/or the leadsheets, 
• will trigger tracking of all the changes 
• via the Import T/R process

Preparer should have 
completed this for 

you. But feel free to 
do this yourself too!!



GREAT!! BUT HOW DOES TRACKING WORK?

 After your initial review, any changes made in tax software and/or the 
leadsheets, will trigger tracking of all the changes via the Import T/R 
process



MATERIALITY MATTERS?

 If you are satisfied with the output, accept the changes at the highest 
level, 
• Based on materiality, you either perform a detail review or accept the changes. 

This updates your new date/time of review
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ACCEPT THE CHANGES AND MOVE ONNNNN



ALL LEADSHEET BENEFITS LISTED FOR YOU

1. Reviewer does not have to spend time in finding where standard document amounts are picked from.

2. Reviewer does not have to spend time for non-standard document amounts either.

3. With one click export, no more transposition errors.

4. Color coding guides reviewers to narrow their focus to areas that need attention.

5. Green tick in the leadsheet tells you that you do not have to review the input in tax software!

6. Variances provide an opportunity for preparers to explain the differences, thus concentrating more on how the tax 
return is generated instead of simply keying numbers.

7. Reviewers are made aware if preparers explained the differences, or not, via colored asterisks.

8. Explained or unreconciled variances reveal the accuracy or errors made during return preparation. Also, catch 
overrides made in tax software.

9. For change tracking purposes, uniqueness of everyone's review time is maintained in the Review Sheets summary.

10. Based on materiality, you either perform a detail review or accept the changes. This updates your new date/time of 
review
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