
2021 Tax Organizer Instructions 
 
The Tax Organizer is designed to help you collect and report the information needed to 
prepare your 2021 income tax return. The worksheets cover income, deductions, and credits. 
This will help in the preparation of your tax return by focusing our attention to minimize the 
amount of tax that you owe the IRS. Please provide the information requested and any other 
applicable forms and details.  
 
We have updated the organizer for 2021 to make it easier for you to fill out. There are 5 
worksheets included, but they may not all apply to you. The ID and Forms Worksheet and the 
Questionnaire should be filled out by everyone.  
 
The first worksheet (ID and Forms) is your general information and lists common tax forms that 
you should collect for us to use in the preparation of your return. The information highlighted in 
blue must be included for all clients. Please fill out the gray boxes if you are a new client or the 
information has changed.  
Please pay particular attention and include the following five items -  

1. A copy of the front of your driver’s license(s). This is an IRS requirement every year now 
to help prevent identity theft.  

2. The name of your bank and the routing number and account number for your checking 
account so that your refund/balance due payment can be made electronically. The IRS 
can’t handle paper checks due to the pandemic. The easiest way to do this is to upload 
a copy of a voided check. 

3. A copy of your bank statement or other documentation that shows the third round of 
COVID stimulus payments that was issued in the Spring of 2021. This is an Advance 
Tax Credit that must be reconciled against your 2021 income. It’s not taxable income, 
but it is a bottom-line tax credit on your 2021 return if you didn’t get the money that you 
were entitled to receive.  

4. If applicable, documentation for all Advance Child Tax Credit payments made to you 
beginning July 2021. Please attach bank statements or other documentation. 

5. We are required to keep a copy of documents that show proof of dependency for all 
dependents. More details are shown on the ID and Forms worksheet.   

 
The second worksheet is the Questionnaire that should be filled out by everyone.  
 
If you have a Self-Employment income and file a Schedule C for Profit or Loss from Business, 
please fill out the worksheet for Schedule C Business. This also applies if you received any 
1099-NEC forms or worked as a subcontractor.  
 
If you have self-employment income and have a home office that is used exclusively and 
regularly for business, please fill out the Home Office Worksheet.  
 
If you have rental property, please fill out the worksheet for Schedule E, Rental Property.  
 
If you have any questions, please don’t hesitate to contact one of us, and we will assist you.  


