Organize Your Financial Paperwork

To take control of your finances and your financial future, keeping organized records is required -- even though it’s probably not your idea of fun. Once you have the right filing system in place, all it takes is simply filing paperwork as soon as you’re done with it. Think about it. When you finish paying a bill, you put it down somewhere. All I’m asking you to do is to put it down in the right file folder each time. It’s no big deal if you do this regularly. It only becomes a chore when you build up a big pile over time. Then, the thought of filing all that mess becomes overwhelming. Simply avoid the mess!

The best way I’ve found to organize paperwork is to start with broad categories and then create separate files for the important things that fall within those categories.  

Here are the broad categories everyone should have:  

· Banking records

· Housing documents

· Income tax documents

· Insurance policies

· Investment documents

· Legal documents
That’s it -- just six main categories. You can have more if you like. I’m trying to keep it simple, and the most important thing is that your filing system works well for you.

Here are the most common individual files that go under each broad category.
	Banking
	Housing
	Income Tax
	Insurance
	Investment
	Legal

	Check book
	Mortgage statements
	Current year tax receipts
	Life insurance policy info
	CD’s
	Birth certificates

	Checking statements
	Property tax statements
	Prior years tax returns and receipts
	Medical insurance policy info
	Mutual Fund statements & info
	Marriage certificate

	Savings book
	All closing documents if owner
	Any IRS communication
	Disability insurance policy info
	Stocks/Bonds
	Social security cards

	Savings statements
	Rental leases and landlord info if renter
	Any state tax communication
	All medical statements,  bills and receipts
	IRA / 401k / other retirement account info
	Passport

	Credit card statements (1 file per card)
	Appliance and other warranties
	
	Homeowner or Renter policy
	All other investment info
	Divorce decree

	Safe deposit box keys
	Utility bills – 1 file per utility
	
	Auto insurance policy
	
	Wills, Living Trusts, other estate documents

	
	Receipts for any property improvements
	
	Other employee benefit data
	
	Power of Attorney


Ideally, the original documents in the legal category will be in a safety deposit box, and you’ll have copies at home. If not, don’t lose the originals!
Most people use hanging folders for the big categories and manila files for the individual accounts or topics. Some people go all out and buy color-coded folders and files, while others are just as happy with lots of manila files with clearly printed titles on the tabs. Even rubber bands can hold papers together if that’s what you have available for now.

A sturdy file cabinet is the ideal solution for holding your financial records. If that’s not available, get inexpensive stacking file crates that will serve the same purpose. Just don’t leave them where kids or pets can make a mess of your files!
For computer lovers, a program like Quicken or Microsoft Money is a great additional tool to help you track your finances, balance checkbooks and other accounts and make spending and investment plans to grow your wealth. Just remember that these are only tools. You still need the paperwork in order!
For more information, please visit: www.liveoutloud.com.

