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Are you ready for tax time? Tax Time 

Checklist is a great tool to help you get 

organized for the current tax filing season. 

For some, taxes can be stressful but with a 

little organization, you can help your tax 

professional complete your taxes in record 

time. Plus, being more organized can save 

you plenty of money as your tax preparer is 

charging you for simply organizing your 

documents. This is a guide to help you gather 

and organize your tax documents for the 

current filing season. It will also help you 

when you are reviewing your return prior to 

it being filed. The checklist is not all 

inclusive.  Please note that some items may 

not apply to you and that's okay. Also, you 

may have a situation that's not listed here 

and that's okay as well. Please be sure to 

consult your tax advisor. 

Let's get ready!
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Before we dive in, I want to point out 5 key 

changes from the TCJA that affect everyone 

filing a tax return. 

1. The Form 1040 has been revised and there 

are other additional schedules which need to 

be completed in addition to the original 

Schedules A, C, D, E, F, etc.

2. Personal exemptions have been suspended 

are not available for the current filing 

season.

3. The standard deduction has increased and 

varies based on filing status (Single, Married 

Filing Joint, Married Filing Separate and 

Head of Household). It now ranges from 

$12,000 to $24,000.

4. Individual tax rates and tax brackets have 

been changed. 

5. There are no longer 3 versions of the 

Form 1040. The Forms 1040-A & 1040-EZ 

have been eliminated.
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Let's start with the basic information.

 

If you (and your spouse) have dependents, you 

will need their social security numbers and 

birth dates. If you have/had foster children in 

your home for 6 months or more, you may 

qualify to claim them as well. You will also 

need their social security numbers (or 

Individual Taxpayer Identification Number) 

and birth dates. Below is a chart you can use 

to check off as you gather the information. 
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Name:

You ___________

Spouse ________

Child #1 ________

Child #2 ________

Child #3 ________

Child #4 ________

SSN's:

You ___________

Spouse ________

Child #1 ________

Child #2 ________

Child #3 ________

Child #4 ________

Birthday:

You ___________

Spouse ________

Child #1 ________

Child #2 ________

Child #3 ________

Child #4 ________



Income
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There are several forms of income. Here, we will 

outline the twelve most common types of income. 

1. Wages - Gather your W-2’s for all companies you worked for 

during the calendar year. Companies are required to furnish your 

W-2 by January 31st. 

 

2. Interest – Did you receive a Form 1099-INT? This is for interest 

income. Typically, companies only send a Form 1099-INT if you 

had $10 or more of interest income. 

 

3. Dividends – How about a Form 1099-DIV? This documents any 

dividends you received during the tax year. Please also check your 

Form 1099-B from your brokerage account. Occasionally, 

companies will include the Form 1099-DIV with your Form 1099-B.

 

4. State Refunds - If you’ve received a 1099-G from your local or 

state government, you may have a taxable refund.  

 

5. Business - If you are a sole proprietor or a single member LLC, 

you will need all of the income and expenses related to your 

business to complete the Schedule C.

 

6. Capital Gains - If you sold any investments that would generate 

a capital gain (loss), you should receive a Form 1099-B from your 

brokerage company. This details the short and long term gains and 

losses incurred during the calendar year. Please make sure you 

have the correct cost basis!



Income
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7. Retirement - If you receive any distributions from an IRA or 

pension account, you should receive a Form 1099-R. If it wasn’t 

taxable, you still need to report it!

 

8. Partnerships - If you are a partner in a general partnership,    

 S-corp or LLC, you should have received a Schedule K-1 to account 

for your share of the income and expenses of the business. 

 

9. Rental - If you own rental properties, the income and expenses 

need to be recorded on Schedule E. Receipts, receipts and more 

receipts!

 

10. Unemployment Benefits - You will receive a Form 1099-G with 

those amounts and it must be reported as well. 

 

11. Social Security - Please be on the lookout if you received Social 

Security benefits. That income will be reported on Form 1099-SSA.

 

12. Miscellaneous - If you received a Form 1099-MISC or other 

income, you will need that information as well. Income from 

contract work will also be presented on a Form 1099-MISC. It may 

be other income or it may be reported on your schedule C depending 

on the structure of your business.

There are several other types of income such as sale of a home, 

alimony, cancellation of debt and gambling, if you're lucky. Be 

sure to collect and submit any tax documents you receive to 

your tax preparer.  



Deductions
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There are several deductions you may qualify for. 

Due to the most recent tax reform (Tax Cuts and 

Jobs Act or TCJA), there are several deductions 

with increased limitations or they have been 

suspended altogether. Here, we will discuss some of 

the common deductions that show up on the new 

Form 1040. 

1. Educator expenses – If you are a teacher, counselor, principal, 

etc. and purchase items personally for your classroom, you may 

qualify to be reimbursed up to $250.

 

2. Health Savings Accounts Contributions - Did you contribute to 

an H.S.A.? You may qualify for a deduction!

 

3. Retirement Contributions - Did you contribute to an IRA, SEP, 

Simple qualified retirement plan? You may qualify for another 

deduction!

 

4. Student Loan Interest - Did you pay interest on a student loan? 

You may qualify for an interest deduction of up to $2,500. There 

are income phase outs for this deduction. Did you receive a Form 

1098-E? 

 

5. Tuition and Fees - Did you pay tuition or fees for secondary 

education? Well there’s another potential deduction!

 



Schedule A: Itemized Deductions
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In this section, we will take a look at deductions that appear 

on Schedule A for those taxpayers that itemize. Please note, 

due to recent tax changes, the ability to deduct certain items 

has changed for the 2018 tax year. Please consult your tax 

advisor to discuss your individual situation. Tax reform 

changes are notated in italics.   

1. Medical – Please keep a record of medical expenses paid during 

the year. There are limitations to what can be deducted. Limits are 

based on your AGI (adjusted gross income). The following is a 

partial list of qualified medical expenses. There are several more!

     a. Premiums, copays and amounts paid to be seen by the doctor  

         or dentist

     b. Prescriptions

     c. Mental health services such as psychologists, etc.

     d. X-rays and labs

     e. Medical Aids (glasses, contacts, hearing aids, DME’s, etc.)

     f. Mileage to travel to and from medical appointments

***The deduction was enhanced by reducing the income limitation 

from 10% to 7.5%***

 

2. State and Local Taxes – If you paid state taxes, you may qualify 

for a deduction on your federal tax return. For some states that do 

not have income taxes, there’s a general sales tax deduction.

***The deduction is limited to $10,000 for taxes paid including state, 

local and property taxes.*** 

 

 



Schedule A: Itemized Deductions, cont.
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3. Real Estate Taxes – You will need a copy of your tax bill or you 

may be able to obtain the amounts from your mortgage company if 

they are paid via an escrow account with your lender. These 

amounts can also appear on Form 1098-MIS.

***The deduction has been limited to a maximum of $10,000 for 

taxes including state, local and property taxes.***

 

4. Personal Property Taxes – When you pay your car registration 

to the DMV, a portion of your payment is tax deductible. Please 

keep a copy of your DMV registration bill for all vehicles you own  

as a portion of your payment may be deducted on Schedule A. 

 

5. Home Mortgage Interest – Lenders typically provide 

homeowners with a Form 1098-MIS. This will document the 

amounts paid in mortgage interest during the taxable year. Lenders 

also include private mortgage insurance (PMI), real estate taxes and 

points on the Form 1098-MIS. There are deduction limitations for 

home mortgage interest. 

***This deduction has new limitations for homeowners that have 

purchased their home in 2018 and interest on some home equity line 

of credits cannot be deducted.***

 

6. Tax Preparation Fees – No longer deductible!

 

7. Unreimbursed Employee Expenses - No longer deductible!



Schedule A: Itemized Deductions, cont.
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8. Charitable Donations – You may qualify for a deduction if you 

donated goods or money to a qualified charitable organization. 

Non-profit organizations are required to furnish a donation letter to 

you by 1/31 if you donated $250 or more during the previous tax 

year. If you made donations under the $250 threshold, you need to 

substantiate the donation on your own. If you do not receive a 

donation acknowledgement, you can use a cancelled check or 

another form of acknowledgement from the company (email, etc.) 

For non-cash items donated, you must have an itemized listing of 

what was donated and when. The value is determined by you. If you 

donate clothing, etc. to Goodwill or Salvation Army, they do not 

assign value to the items, you will need to do that which is why it is 

important to keep details as to what was donated. Please be sure to 

have the name, address and tax ID number of organizations you 

donate to. It’s also great to take pictures of the items you donated. 

You would be amazed at what good recordkeeping could do for you. 

Please be careful if you received goods or services for a 

donation. You may not be able to deduct the entire amount of the 

donation because you received goods or services in exchange for 

the donation. For example, if you participated in a silent auction, 

you may have received an item of value in which your deduction 

may be limited. 

 

***If you travel for charitable purposes, your mileage is deductible 

as well. For example, a client drove to several functions for her 

church and those miles were deductible.***

 



Other Tax Credits
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There are several credits that we often overlook and potentially 

miss out on saving coins! Here's a short list of credits...

 

1. Child and Dependent Care Expenses - If you pay childcare or 

dependent care expenses, you may qualify for a tax credit. You will 

need the care provider's name, address and tax ID.

 

2. Child Tax Credit - This credit is used for eligible children. 

The credit was increased from $1,000 to $2,000 and is also now 

partially refundable! Yay!

 

3. Education Credits - There are two credits, American 

Opportunity Credit and Lifetime Learner Credit. Both offer tax 

credits for completing higher education. It is very important to 

review these with your tax preparer as you must have specific 

qualifying expenses and they are different for the various credits.

 

4. Residential Energy Credit - If you have made energy efficient 

improvements to your home, you may qualify for a tax credit!

 

5. Adoption Credit - If you have adoption expenses, whether or not 

the adoption was finalized, you may qualify for additional credits. If 

you adopted a child from the foster care system, you may qualify 

for the full credit even if you did not incur any expenses. Please 

consult your tax preparer. 

 



Other Tax Tips
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Tip #1 - Please save your receipts! My suggestion is to 

purchase 4-5 file folders and maintain your receipts 

throughout the year for easy organizing at tax time.

Tip #2 - Do not wait until the end of year to connect 

with your tax preparer. If you have any unusual tax 

situations, communicate with your tax preparer 

immediately as they may be able to assist you.

Tip #3 - Use your tax preparer as a partner! 

CPA's, accountants, and tax professionals have a 

great deal of knowledge and can be of extreme benefit 

to you outside of tax season.

 

Again, the goal of this checklist is to assist you in 

getting organized for tax time. Tax time doesn't have 

to be stressful. I've found that being organized can 

help you in many ways. For example, you have a 

better understanding of your tax return. You make it a 

lot easier for your preparer to complete your tax 

return and easier for you to review your tax return 

before filing. All of these items can save you money 

as well! And that is what its all about... 

                        Saving Your Coins! 



Thank you!
You can find My Finances Matter on 

the web or social media:

www.myfinancesmatter.com

My Finances Matter - 

@myfinancesmtr


