
Tax Planning & Preparation 
While the term “tax planning” is used frequently; 

it’s not necessarily well understood.  Here are a few things 

you need to know: 
 

Tax planning is the art of arranging your affairs in ways that postpone or avoid taxes. By 

employing effective tax planning strategies, you can have more money to save and 

invest or more money to spend.  Or both.  Your choice.  

 

Put another way, tax planning means deferring and flat out avoiding taxes by taking 

advantage of beneficial tax-law provisions, increasing and accelerating tax deductions 

and tax credits, and generally making maximum use of all applicable breaks available 

under our beloved Internal Revenue Code.  

 

 

Finding IRS Forms and Publications 
The Internal Revenue Service has free tax forms and publications on a wide variety of 

topics. Because of continued growth in electronic filing, the IRS no longer automatically 

mails the forms to you anymore.  

 
If you need IRS forms and publications, here are four easy methods for getting them. 

 

On the Internet – You can access forms and publications on the IRS website 24 hours a 

day, seven days a week, at IRS.gov. 

  

IRS Taxpayer Assistance Centers – There are 401 TACs across the country where IRS 

offers face-to-face assistance to taxpayers, and where taxpayers can pick up many 

IRS forms and publications. Visit IRS.gov and go to Contact My Local Office on the 

Individuals page to find a list of TAC locations by state. On the Contact My Local 

Office page, you can also select Office Locator and enter your zip code to find the 

IRS walk-in office nearest you as well as a list of the services available at specific 

offices. 

 

At convenient locations in your community – During the tax filing season, many 

libraries and post offices offer free tax forms to taxpayers. Some libraries also have 

copies of commonly requested publications. Many large grocery stores, copy centers 

and office supply stores have forms you can photocopy or print from a CD. 

 

By mail – You can call 1-800-TAX-FORM (800-829-3676) Monday through Friday 7 a.m. 

to 7 p.m. local time (except Alaska and Hawaii which follow Pacific Time) to order 

current year forms, instructions and publications as well as prior year forms and 

instructions by mail. You will receive your order by mail, usually within 10 days. 

 

 

Taxes--What to Stash and What to Trash 
What records and documents should you keep in case the IRS ever decides to audit 

you—and for how long should you keep them? 

 

Here’s some advice to consider: 

 



• The standard statute of limitations is three years, but the IRS can audit up to six 

years after a filing if it suspects under-reporting of income by more than 25 

percent. 

 

• If auditors find fraud, or if you fail to file a return at all, there is no statute of 

limitations. For this reason, many tax advisers recommend hanging on to your tax 

returns forever. Then, if the IRS claims it has no record of you filing for a certain 

year, you will have a copy to defend yourself. 

 

• It also makes sense to keep backup documents to your tax returns, such as W-2 

forms, receipts for charitable donations, and other deductible expenses for at 

least six years. 

 

• As for investment statements, you only need to keep monthly or quarterly 

documents until you receive a year-end summary. These summaries, along with 

stock certificates and any documents related to investment purchases or sales, 

should be kept for as long as you own the investment plus an additional seven 

years after you file taxes reflecting the sale. 

 

• This same schedule applies to mortgages. Keep the monthly statements until the 

year-end statement arrives. Save these annual statements for the term of the 

mortgage, plus seven years. 

 

• Unless you are being audited, monthly bank and credit card statements can be 

discarded after a year. 

 

 

 

From your Tax Planning Center 
 

Home Office Deductions 
If you use a portion of your home for business purposes, you may be able to take a home 

office deduction whether you are self-employed or an employee. Expenses that you may 

be able to deduct for business use of the home may include the business portion of real 

estate taxes, mortgage interest, rent, utilities, insurance, depreciation, painting, and 

repairs. 

 

The Basics of Cost Basis 
Whether trying to minimize the tax bite from a stock sale or reduce a potential estate tax 

bill, most tax-related calculations and strategies begin at a single point — basis.  In its 

most rudimentary form, “basis” is the cost of buying or taking ownership of an investment. 

 

The Earned Income Tax Credit 
The EITC is for people who work, but have lower incomes. If you qualify, it could be worth 

up to $4,700 this year. So you could pay less federal tax or even get a refund. That’s 

money you can use to make a difference in your life. 

 

Organizing your Finances when your Spouse Dies 
Dealing with personal finances can be extremely difficult following the death of a 

spouse, especially if your spouse handled the family’s financial matters. While organizing 

your finances won’t ease the pain of losing a loved one, it’s an important step in 

rebuilding your life. Here are some guidelines from the Michigan Association of CPAs. 

 



More Questions?  Visit these links:  

 
 Charitable Contributions 

 

 Student Loan Interest Deductions 

 

Tuition and Fees Deductions 

 

Amending your Tax Return 

 

Organized Records Can Mean Easier Tax Filing 

 

 

Tax Rules on Dependents and Exemptions 
We realize your tax return is different to anyone else's, but some tax rules affect every 

person who may have to file a federal income tax return. These rules include dependents 

and exemptions. The IRS has six important facts about dependents and exemptions that 

will help you file your 2014 tax return. 
 

1. Exemptions reduce your taxable income. 
There are two types of exemptions: personal exemptions and exemptions for 

dependents. Each exemption has its own deduction. 

 

2. Your spouse is never considered your dependent. 
On a joint return, you may claim one exemption for yourself and one for your 

spouse. If you’re filing a separate return, you may claim the exemption for your 

spouse only if they had no gross income, are not filing a joint return, and were not 

the dependent of another taxpayer. 

 

3. Exemptions exist for dependents. 
You generally can take an exemption for each of your dependents. A 

dependent is your qualifying child or qualifying relative. You must list the Social 

Security number of any dependent for whom you claim an exemption. 

 

4. If someone else claims you as a dependent, you may still be required to file your 
own tax return. 

Whether you must file a return depends on several factors including the amount 

of your unearned, earned or gross income, your marital status and any special 

taxes you owe. 

 

5. If you are a dependent, you may not claim an exemption. 
If someone else—such as your parent—claims you as a dependent, you may not 

claim your personal exemption on your own tax return. 

  



6. Some people cannot be claimed as your dependent. 
Generally, you may not claim a married person as a dependent if they file a joint 

return with their spouse. Also, to claim someone as a dependent, that person 

must be a U.S. citizen, U.S. resident alien, U.S. national or resident of Canada or 

Mexico for some part of the year. There is an exception to this rule for certain 

adopted children. See IRS Publication 501, Exemptions, Standard Deduction, and 

Filing Information for additional tests to determine who can be claimed as a 

dependent. 

 

For more information on exemptions, dependents and whether you or your dependent needs to file a tax 

return, see IRS Publication 501. The publication is available at www.irs.gov or can be ordered by calling 800-TAX-

FORM (800-829-3676). You can also use the Interactive Tax Assistant at IRS.gov to determine who you can claim 

as a dependent and how much you can deduct for each exemption you claim. The ITA tool is a tax law 

resource on the IRS website that takes you through a series of questions and provides you with responses to tax 

law questions. 



For Parents 
 

Got kids? They may have an impact on your tax situation. Listed 

below are the top 10 things the IRS wants you to consider if you 

have children.  

 

Dependents – In most cases, a child can be claimed as a 

dependent in the year they were born. For more information see 

IRS Publication 501, Exemptions, Standard Deduction, and Filing 

Information.  

 

Child Tax Credit – You may be able to take this credit on your tax 

return for each of your children under age 17. If you do not benefit from the full amount 

of the Child Tax Credit, you may be eligible for the Additional Child Tax Credit. The 

Additional Child Tax Credit is a refundable credit and may give you a refund even if you 

do not owe any tax. For more information see IRS Publication 972, Child Tax Credit.  

 

Child and Dependent Care Credit – You may be able to claim the credit if you pay 

someone to care for your child under age 13 so that you can work or look for work. For 

more information see IRS Publication 503, Child and Dependent Care Expenses.  

 

Earned Income Tax Credit – The EITC is a benefit for certain people who work and have 

earned income from wages, self-employment or farming. EITC reduces the amount of tax 

you owe and may also give you a refund. For more information see IRS Publication 596, 

Earned Income Credit.  

 

Adoption Credit – You may be able to take a tax credit for qualifying expenses paid to 

adopt an eligible child. For more information see the instructions for IRS Form 8839, 

Qualified Adoption Expenses.  

 

Children with Earned Income – If your child has income earned from working they may 

be required to file a tax return. For more information see IRS Publication 501.  

Children with Investment Income – Under certain circumstances a child’s investment 

income may be taxed at the parent’s tax rate. For more information see IRS Publication 

929, Tax Rules for Children and Dependents.  

 

Coverdell Education Savings Account – This savings account is used to pay qualified 

educational expenses at an eligible educational institution. Contributions are not 

deductible; however, qualified distributions generally are tax-free. For more information 

see IRS Publication 970, Tax Benefits for Education.  

 

Higher Education Credits – Education tax credits can help offset the costs of education. 

The American Opportunity and the Lifetime Learning Credit are education credits that 

reduce your federal income tax dollar-for-dollar, unlike a deduction, which reduces your 

taxable income.  For more information see IRS Publication 970.  

 

Student Loan Interest – You may be able to deduct interest you pay on a qualified 

student loan. The deduction is claimed as an adjustment to income so you do not need 

to itemize your deductions. For more information see IRS Publication 970.  

 

The forms and publications on these topics can be found on IRS.gov or by calling 800-

TAX-FORM (800-829-3676). 

 


