
Personal Financial Planning
Budgeting
Steps to managing income and expenses include:
• Be realistic when making a budget.
• Identify monthly outflows as living expenses, savings, 

and discretionary.
• Estimate low for income.
• Estimate high for expenses.
• Track every expense.
• Track income and expenses monthly and review 

periodically.
• Save for large purchases.
• Save first. 
• Budget for fun.

Education Funding
Several tax advantages are available to help save for ed-
ucation expenses.
• Savings bond interest may be tax free if used for qual-

ified education expenses.
• Coverdell education savings accounts (ESAs) provide 

tax-deferred growth and tax-free distributions for 
qualified education expenses. 

• Qualified tuition programs (529 plans) provide tax-
free distributions for qualified tuition expenses. 

• A gift of low-basis stock allows the individual’s child 
to sell the stock and use the proceeds to fund educa-
tion expenses. This is beneficial when the individual is 
in a higher tax bracket and the student is in a lower tax 
bracket. Kiddie tax rules may apply.

• Roth IRAs can be used as a savings vehicle for educa-
tion purposes. Contributions are removed from a Roth 
IRA without tax or penalty. Parents and grandparents 
fund the Roth IRA with the intention of removing the 
contribution and gifting that amount to the student. 

If the student does not go to college, or has the costs 
covered by other means, the contributions can stay in 
the Roth IRA without concern for tax or penalty.

• Cash-value life insurance can also be used as a fund-
ing mechanism for college expenses.

Insurance
The purpose of insurance is to transfer the risk of loss 
to a third party to prevent catastrophic financial loss 
should that risk become a reality. For this reason, people 
choose to insure the larger risks and take on the smaller 
potential losses at their own risk.
• Liability insurance protects from financial loss due to 

specific incidents that create a liability. Automobile 
and homeowner insurance are examples of insurance 
that provide liability protection.

• Health insurance provides financial protection from 
medical costs associated with illness and/or injury.

• Disability insurance provides for income replacement 
in the event a person is unable to work due to injury 
or illness. 

• Long-term care insurance protects financial assets and 
income in the event a person is confined to a long-term 
nursing home or needs in-home care for an extended 
period of time.

• Life insurance provides for an immediate lump-sum 
amount of money in the event of the insured’s death. 
The purpose of life insurance is to provide income re-
placement in the event the income earner dies.

	Planning Tip: Individuals may want to ask their insur-
ance agent about purchasing umbrella liability protection. 
The cost is typically economical and it can provide addi-
tional protection from a liability loss.
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Contact Us
There are many events that occur during the year that can affect 
your tax situation. Preparation of your tax return involves sum-
marizing transactions and events that occurred during the prior 
year. In most situations, treatment is firmly established at the 
time the transaction occurs. However, negative tax effects can 
be avoided by proper planning. Please contact us in advance 
if you have questions about the tax effects of a transaction or 
event, including the following:
• Pension or IRA distributions.
• Significant change in income or 

deductions.
• Job change.
• Marriage.
• Attainment of age 59½ or 72.
• Sale or purchase of a business.
• Sale or purchase of a residence 

or other real estate.

• Retirement.
• Notice from IRS or other 

revenue department.
• Divorce or separation.
• Self-employment.
• Charitable contributions 

of property in excess of 
$5,000.

Investment Planning
Stocks, bonds, money markets, mutual funds, com-
modities, real estate, and options are the most common 
types of investments. Most financial professionals will 
recommend diversifying an investment portfolio across 
the different spectrum of investments. Investors need 
to be aware of the risks involved with any investment.
• Market risk. This is the risk that the value of the in-

vestment will be below the purchase price when or if 
it needs to be sold.

• Inflation risk. If the increase in value of an invest-
ment is less than the increase in the inflation rate, the 
future purchasing power will be less.

• Liquidity risk. Not all investments can be sold at a 
moment’s notice. Some investments do not have a 
marketplace where they can be sold.

• Interest rate risk. If an individual buys an interest-
bearing investment and interest rates go up, the cur-
rent investment value can decrease.

• Tax risk. Buying and selling repeatedly for a profit 
will lead to taxable gains. The tax paid presents a risk 
to the investment value.

• Political risk. Specifically, when investing globally, 
political changes within a country can decrease in-
vestment values.

• Currency risk. Fluctuations in world currencies will 
cause investment values to rise or fall, independent 
from the true value of the investment.

Income Tax Planning
In addition to the economic logic that a financial trans-
action must have, it is important to evaluate the tax con-
sequences of those transactions.

Basis and Holding Period
Knowing the basis and holding period in advance of a 
transaction can prevent costly tax consequences. Sell-
ing highly-appreciated assets will increase the amount 
of tax owed. Selling investments that are below basis 
can provide tax benefits by allowing a dollar-for-dollar 
reduction against capital gains. In addition, individuals 
are allowed to write off investment losses in excess of 

gains up to $3,000 per year. Any amount not used can be 
carried forward to future tax years.

Example: Val owns the following shares of stock.
 Stock A Stock B Total
Cost . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 1,000. . . . . . . $ 3,000 . . . . . $ 4,000
FMV . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 4,000. . . . . . . $ 1,000 . . . . . $ 5,000
Unrealized gain/loss . . . . $ 3,000. . . . . ($ 2,000) . . . . $ 1,000

Val wants to make a $5,000 charitable donation by selling 
stock and contributing the cash to charity. If she sells both 
stocks and donates the proceeds, she will generate a taxable 
capital gain of $1,000 and take a charitable deduction of 
$5,000. Instead of selling both stocks, Val could gift stock A to 
the charity, along with the proceeds from the sale of stock B. 
Her tax result would be a capital loss of $2,000 from the sale 
of stock B and a charitable deduction of $5,000 ($4,000 FMV 
of stock A, plus $1,000 proceeds from the sale of stock B). She 
thus avoids paying tax on the $3,000 appreciation on stock A 
while achieving the same charitable deduction.

Annuity or Life Insurance Exchanges
A life insurance or annuity contract can be exchanged 
to a different life insurance or annuity contract without 
the exchange becoming taxable. Limitations may apply.

Early Retirement
Early retirees (before age 59½) are allowed to take distri-
butions from retirement plans and avoid the 10% addi-
tional tax. In order to do so, they must follow certain rules.
• Distributions must be taken at least annually in sub-

stantially equal amounts.
• Distribution amounts are determined by life expec-

tancy of the recipient.
• Distributions must be taken for a minimum of five 

years beginning with the year of the first distribution. 
If, at the end of the five years, the recipient has not yet 
attained the age of 59½, he or she must continue the 
distributions until attaining age 59½.
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Your Personal 

Tax Checklist 

I'm excited to help you prepare to file your income tax return. Go through this checklist and be sure to 

check off the items that apply to you. Having this completed along with all required documents will 

make your meeting with your tax preparer a breeze! You can also print and attach it to your tax 

documents folder. Don't forget to check off items as you add them to the folder. 

You will need: Name: Date: 

Personal information 

This information tells the IRS exactly who’s filing, who is covered in your tax return, and where to 

deposit your tax refund. 

Social Security numbers, Driver's License and dates of birth for you, your spouse, your dependents 

Copies of last year’s tax return for you and your spouse 

Bank account number and routing number, if depositing your refund directly into your account 

Information about your income 

W-2 forms for you and your spouse

1099-C forms for cancellation of debt 

1099-G forms for unemployment income, or state or local tax refunds 

1099-MISC forms for you and your spouse (for any independent contractor work) 

1099-R, Form 8606 for payments/distributions from IRAs or retirement plans 

1099-S forms for income from sale of a property 

1099-INT, -DIV, -B, or K-1s for investment/interest income 

SSA-1099 for Social Security benefits 

Schedule K-1

Business or farming income (profit/loss statement, capital equipment info.) 

Rental property income and expenses (profit/loss statement, suspended loss info.) 

Prior year installment sale information - Forms 6252, principal and interest collected during 

the year, SSN and address for payer 

Miscellaneous income: scholarships, jury duty, Medical Savings Account, and gambling 

winnings just to name a few. 



 

Income Adjustments 

The items below may reduce the amount of your income that is taxed. This may help increase your 

tax refund or lower the amount you owe. The amount remaining after adjustment it known as your 

Adjust Gross Income (AGI). 

Form 1098-E for student loan interest paid (loan statements for student loans) 

Form 1098-T for tuition paid (receipts or canceled checks for tuition paid) 

Educators: Canceled checks or receipts for expenses paid for supplies related to classroom 
 

Records of IRA contributions 
 

Records of any qualifying energy-efficient home improvements 

Medical Savings Account (MSA) contributions 

Self-employed health insurance payment 
 

Moving expenses 

Alimony paid 

Keogh, SEP, SIMPLE, any additional self-employed pension plans 

 
 

Let's help you itemize your deductions: 

Deductions and Credits 

Deductions and credits help lower your tax bill. This allows you to take home more money. Be sure to bring any of 

the following documents that way you don't miss out on any tax breaks: 

 
 
 

Childcare costs: provider’s name, address, tax ID, and amount paid 

Education costs: Form 1098-T, education expenses 

Adoption costs: SSN of child; records of legal, medical and transportation costs 
 

Forms 1098: Mortgage interest, private mortgage insurance (PMI), and points you paid 

Investment interest expenses 

Charitable donations: canceled checks, cash amounts, official charity receipts, value of 

donated property, miles driven and any out-of-pocket expenses 

Medical and dental expense records 

Casualty and theft losses 



 

Deductions and Credits 

 
Other tax deductions you can think of professional dues, unreimbursed work expenses 

(subscriptions, supplies, uniforms, supplies, continuing education, travel, etc. for 1099 

contractors) 

 
Home business expenses 

 
Rental property income/expenses (profit/loss statement, rental property suspended loss info.) 

 
 
 

Any Taxes Paid by You 

 
State and local income taxes 

Real estate taxes 

Personal property taxes 

Vehicle license fees 

 

Additional information 
 

 

Self-employed estimated tax payments made during the year 

Prior-year refund applied to current year plus any amount paid with an extension to file 

Foreign bank account information (bank name, location, account number, etc.) 

 
Notes: 

 
 

 



Itemized Deductions 

Name:______________________________            Date:_______________            Tax Year:  ____________

I certify that the following information is true to the best of my knowledge: 

___________________________________________________________________________ 
*Note:  You must keep records to support items reported in case the IRS has questions about them.  If the IRS examines your tax
return, you may be asked to explain the items reported.  Good records will help you explain any item and arrive at the correct tax with
a minimum of effort.  If you do not have records, you may have to spend time getting statements and receipts from various sources.
If you cannot produce the correct documents, you may have to pay additional tax and be subject to penalties

EXPENSE TYPE: AMOUNT: EXPENSE TYPE: AMOUNT: 
Medicine Prescription: State & Local Income Tax: 

Doctor Copays: Real Estate Tax: 

Dental: Personal Property Tax: 

Vision: General Sales Tax: 

Insurance Premiums: Home Mortgage Interest: 

Qualified Mortgage 
Insurance Premiums: 

Gifts by Cash or Check/Tithes: 

Donations to Charities Non-cash: Union and Professional Dues: 

Job Seeking Expenses: Education Seminars: 

Job Related Publications: Uniforms Cost & Cleaning: 

Vocational Supplies: Small Tools/Protective Clothing: 

Tools and Equipment Depreciation: Hobby Expense: 

Safe Deposit Box Fee: Casual or Theft Loss: 

Tolls/Parking/Transportation: Travel Expenses: (lodging, 
car rentals, airfare – job 
related) 

Business Expense: Other:



Supplemental Income and Expenses 
(From Rental Real Estate, Royalties, Partnerships, S Corporations, Estates, Trusts, Remics, etc) 

Name:____________________________           SS/EIN:_________________      Date:________ Tax Year:     _____

I certify that the following information is true to the best of my knowledge: 

___________________________________________________________________________________________ 
*Note:  You must keep records to support items reported in case the IRS has questions about them.  If the IRS examines your tax return, you may be
asked to explain the items reported.  Good records will help you explain any item and arrive at the correct tax with a minimum of effort.  If you do not
have records, you may have to spend time getting statements and receipts from various sources.  If you cannot produce the correct documents, you
may have to pay additional tax and be subject to penalties.

Townhouse:  Mobile 
Home:  
Apt/Condominium: 

Property Type:  
Single-Family Home:  
Commercial Building:  
Self-Storage Unit:  
Duplex (Multi-family): 

Address:_______________________________________________________________________ 

Owned Jointly:    
Active Participation: 

Please Check ALL that 
apply: Owned by spouse:     
Royalty property:      
Commercial property:       
Rented to a non passive 
activity: 

Rental Property: 
Material participation:  

Some investment is not at 
risk: Other passive exceptions: 

Ownership Percentage : _____________ Enter Rental Income:  _____________________ 

Expenses: Amount: Expenses: Amount: 
Advertising Auto Rental: 
Travel Cleaning/Maintenance 
Commissions Other Insurance 
Legal & Prof Fees Other Interest 
Repairs Supplies 
Utilities Real Estate Taxes 
Vehicle Rental Other Expenses: 
Meal Expenses: 

AUTO: 
Vehicle Make: 
Vehicle Model: 
Total Mileage: 

1 2 3



Self Employed or Small Business Expenses

Name:________________________   SSN/EIN: __________           Date:__________  Tax Year:_______

Business Name:_____________________________ Business Code:___________________ 

I certify that the following information is true to the best of my knowledge: 

______________________________________________________________________________ 
*Note:  You must keep records to support items reported in case the IRS has questions about them.  If the IRS examines your tax return, you may be
asked to explain the items reported.  Good records will help you explain any item and arrive at the correct tax with a minimum of effort.  If you do not
have records, you may have to spend time getting statements and receipts from various sources.  If you cannot produce the correct documents, you
may have to pay additional tax and be subject to penalties.

Accounting Method: Cash  Accrual Other : _______________________________

Did you “Materially Participate” in the operation of this business?  Yes      No
EXPENSES: AMOUNT: EXPENSES: AMOUNT: 

Gross Receipts: Advertising: 

Legal & Professional Fees: 
Taxes & Licenses: 

Office Expense: 

Repairs & Maintenance: Leased Property or 
Space: 

Travel Meals & 
Entertainment: 

Travel:  
(Ex:  Hotel, Car Rental) 

Deductible Meals & 
Entertainment: 

Utilities: 

Cost of Labor: Materials & Supplies: 

Cell Phone/Business 
Phone: 

Internet: 

Leased Vehicles, 
Machinery Equipment: 

Other Expenses: 

Vehicle Information: 

Make:___________________________        Model:  _______________________      Year: ___________________ 

Total Miles on Vehicle:    __________________________________________________ 

Total Business Miles:    _______________________________    Total Personal Miles:   _______________________ 

Do your evidence support your deduction? 
Is evidence written?               Yes  No

Yes No
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