Individual Tax Organizer: Employee and Investor
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it for a client whose income is mainly wages and investments. Tailor the questions to your practice and to the forms in the current year.]
Please complete this organizer for your individual return. Answer every question, write N/A where something does not apply, and attach the documents listed in each section. If a document has not arrived, tell us and we will track it. Where an answer is the same as last year, you may write "Same". Your answers and documents are the basis of the return, so tell us about anything you are unsure of rather than leaving it out.
We keep what you send under our information security policy. Send documents through our client portal and not by plain email.
1. Personal information
	Item
	Entry

	Name(s) as shown on last year’s return
	[Name]

	Tax year
	[YYYY]

	Mailing address and any change since last year
	[Address]

	Email and mobile number for the portal and signature requests
	[Contact]

	Filing status last year and any change (married, divorced, widowed, new child)
	

	Dependents: name, date of birth, relationship, months lived with you, Social Security number
	



	Dependent name
	Date of birth
	Relationship
	Months at your home
	Child care or school costs paid (USD)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2. Income documents received
	Item
	Amount (USD)
	Document attached (Y / N)

	Form W-2 wages, each employer
	
	

	Form 1099-INT interest
	
	

	Form 1099-DIV dividends
	
	

	Form 1099-B sales of stock or funds, with cost basis
	
	

	Form 1099-R pensions, IRA and annuity distributions
	
	

	Form SSA-1099 Social Security benefits
	
	

	Form 1099-G unemployment or state refund
	
	

	Form 1099-K or 1099-NEC or 1099-MISC
	
	

	Schedule K-1 from a partnership, S corporation, trust or estate
	
	

	Form 1099-S sale of real estate
	
	

	Other income (jury, prizes, gambling, alimony received)
	
	



3. Questions about income and assets
	Question
	Yes / No
	Details or amount

	Did you receive, sell, exchange or otherwise dispose of any digital asset?
	
	

	Did you sell or buy a home, land or other real estate?
	
	

	Did you inherit money or property, or receive a large gift?
	
	

	Did you cash out or roll over a retirement account?
	
	

	Did you have a foreign bank or financial account, or a trust or asset abroad?
	
	

	Did you start, stop or change a business or side work?
	
	

	Did you receive Form 1095-A from a health marketplace?
	
	



4. Deductions and credits
	Item
	Amount (USD)
	Document attached (Y / N)

	State and local income or sales tax paid
	
	

	Real estate and personal property tax paid
	
	

	Mortgage interest: Form 1098
	
	

	Charitable gifts in cash, with receipts
	
	

	Charitable gifts of goods or stock, with description and value
	
	

	Medical and dental costs not reimbursed
	
	

	Student loan interest: Form 1098-E
	
	

	Tuition: Form 1098-T
	
	

	Contributions to an HSA: Form 5498-SA and any Form 1099-SA
	
	

	Contributions to a traditional or Roth IRA: Form 5498
	
	

	Child and dependent care costs, with provider name and tax ID
	
	

	Energy-related home or vehicle purchases
	
	



5. Payments and other items
	Item
	Amount (USD)
	Document attached (Y / N)

	Federal estimated tax payments made, each date
	
	

	State estimated tax payments made, each date
	
	

	Prior year refund applied to this year
	
	

	Extension payment made
	
	



	Question
	Yes / No
	Details or amount

	Did you receive an IRS or state notice this year? Attach a copy.
	
	

	Do you want any refund paid by direct deposit? Give the bank details by portal, not email.
	
	

	Do you wish to have someone else discuss the return with us?
	
	



Client confirmation
I confirm that the information in this organizer is true, correct and complete to the best of my knowledge, and that I have given you all the documents I have received.
	Name
	Signature
	Date

	[Name]
	______________________
	[MM/DD/YYYY]

	[Spouse or co-owner, if any]
	______________________
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
