READY. SET. SORT!

How to Handle the
12 Most Common Types
of Documents
Personal Letter
Keep separate from business.
Organize in files or sleeves
by sender, timeline,
event, location,
or topic.
i Retirement/
—_— Estate

Archive retirement
documents by tax
year. Secure estate
plans & investments
in firebox. Review
every 3-5 years.

Taxes
Organize by tax
year. Securely store
returns elated
documents for a
minimum of
7 years.

Assels
Keep 1file per asset:
original purchase contract,
insurance, warranty, repairs,
& sale contract for
7 years post-sale.

Firebox
4-Evers
Original: Birth &
Marriage Certificate,
Social Security Card,
Passport, Veteran
info, deeds,
stocks, pensions,
savings bonds.

Medical

Secure insurance cards.
Maintain list of doctors &
key medications.
Cross-check EOBs & bills,
then archive
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Business

Separate bank

accounts & credit cards

from personal. See
startupgreatergood.org/blog
for archiving tips.

Charities
Keep receipt by
tax year. Decline by
writing on voucher:
“TAKE ME OFF
DATABASE.” See
charitynavigator.org
for more
suggestions.

Credit Cards

Shred statements

once checked. If tax-related
transaction, archive by

tax year. Keep major purchase
receipts in asset file.

Banking
Shred statements
once account is
reconciled. If
needed for
tax-related
transaction record,
archive by tax year.

Utilities
Review monthly bills
for errors. Shred paid
utility, Internet &
phone bills. DO KEEP
for home office tax
deductions or
reimbursement.

Income

Hold paystubs until W-2
is received. Shred stubs
once verified. Archive
W-2's,1099's &

client receipts by

tax year.



