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Money Smart Module #3: Check It Out

 How to Store Your Personal Financial Records

Handout for Activity 3.3.d.

Here are some steps that represent good practice in keeping records:
1. Find a money management spot in your home.  It can be a desk, a drawer, or a crate.

2. Get folders.  You may want to use colored labels or colored folders.  Give each category a color.

· Income in green folder 

· IDA information in yellow folder

· Expenses in blue folder 

· Debt in green folder

3. Put information in the right folder when you receive it each month.

· Paycheck stub—put it in the green folder

· Deposit into IDA—put it into the yellow folder

· Receipts from rent—put it in the blue folder

· Bills with unpaid balances that you have not paid yet—put it in the orange folder 

4. Once a week, sit down to pay bills, check your account balances, and total up spending so far in each category.  

5. At the end of the month, either:
· Keep the bills and other paperwork in the same colored folders, but put a big rubber band around each set of documents and put a label with the month on it to keep all of the information for each month together, OR
· Take the information out of each folder and put it in a big envelope and write the month on it to keep all of the information for each month together in one place.  

What Records to Keep?
You may be asking, “What records do I need to keep?” and “How long do I have to keep them?”  You want to think about records as your proof that you have made your payments.  You keep them to protect yourself!  

Here is a partial list of records you will want to keep and how long you may want to keep them.  

Records of Expenses 
· Keep bills for one year in most cases; keep the canceled checks or official bank records that relate to checks to back-up payment of bills.
· Keep receipts for rent paid as long at you live in that apartment or house.

· Keep receipts and records of big items (like furniture and appliances) as long as you have the item.  This way, you have proof of value if you want to sell it or get it replaced due to theft or damage.

Bank Statements

· Keep them permanently if they have information related to taxes, housing payments, and/or business expenses; otherwise, keep them for 1 year.
Paycheck Records

· Keep them for 1 year.

· If your tax documents (W-2 or 1099) that you receive at the end of the year match up with your monthly paycheck records from the past year, you can toss the monthly records and just keep the W-2 or 1099.  If not, save them until your tax documents are corrected.
Credit Card Statements

· Compare receipts for credit card purchases with credit card statement monthly.

· Keep them for 7 years if there are any tax-related charges; otherwise, keep them until the balance on the credit card is fully paid off and for at least one year.
Taxes

In general, keep all tax related items for at least 7 years.  This includes:
· Copies of Federal and state tax returns that you submitted
· W-2 or 1099

· Canceled checks for taxes that you paid, if you owed any taxes
· Receipts of any items for which you have claimed a tax deduction or credit
· Records for any tax deductions or credits, such as child care tax credit, mortgage interest deduction, education loan payments, earned income tax credit, etc. 
If you did not file a tax return when you should have OR if the IRS suspects you made a mistake or committed fraud, there is no time limit to the IRS looking into your records.

Records related to condominium or house

Keep records until you sell the house or condo:
· Keep records of payments

· Keep records of all improvements
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