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No more delays:  

organize your paperwork for tax time! 
April 1, 5:26 AM Get Organized Examiner Vicki Hancock 

 

 

Income tax time doesn't have to be traumatic if you organize your files in advance. 
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Related articles 

Tips to organize your important files 

Organizing your home office increases your productivity 

Getting organized is habit-forming 

Define your clutter to get organized 

Whether you're due a refund or owe money back, if you haven't already filed your income tax return, now's the time to do it. 
 
And, as you're gathering your paperwork for your accountant, tax software, or a long day at the kitchen table, now's the time to get 
into the habit of organizing your tax-related files to make the job easier next year. 
 
There are many resources online to help you prepare your paperwork, but the best I've found for ease of understanding is the filing 
system suggested by the folks at Motley Fool.   
 
It's a three-folder system intended to organize you for this year's taxes and keep you organized for future years: 
 
1. Income:  records of all of your income, including salary, interest, dividends, and earnings. During the year, keep a running 

record of these by including an income sheet attached to the inside of the folder. 
 

2. Expenses and deductions:  these include checks, bills, statements and receipts for charity, medical, and business categories. 
 If you have lots of expenses and deductions, you may want to create a separate folder for each. 
 

3. Investments:  clip together investment records based on how they're taxed - deductible/tax-deferred, non-deductible, taxable - 
or create a separate folder for each type. 
 
Refer directly to the article for tips on how to prepare all of this paperwork for the IRS.  And, for additional ideas for organizing 
your files for tax time, visit 

 About.com 

 The Digerati Life 

 Financial Web 
 
Add your tax hints and tips here, and click on "subscribe" to be informed of future Get Organized articles. 
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