
 
  

 

Recordkeeping should be simple. 
Whether you use file cabinets, 
boxes, or bins, create a system  
that you can follow. 

A RULE FOR KEEPING YOUR DOCUMENTS: 
3 YEARS  |  7 YEARS  |  FOREVER 
Presuming that you will clean out your immediate 
and long-term files annually, here are some general 
guidelines for how long you should keep your 
documents. Your immediate and long-term files 
should be cleaned out at least once a year, with 
your short-term files either destroyed or placed in  
a long-term file. 

Be sure to shred any sensitive documents, 
especially those with account numbers, Social 
Security, and/or date of birth information. 
 
KEEP 3 YEARS: 
- Household bills 
- Credit card statements 
- Receipts for minor purchases 

KEEP 7 YEARS: 
- Canceled checks 
- Check registers 
- Bank statements 
- Pay stubs 
- Tax returns and supporting documentation 

KEEP FOREVER OR UNTIL ASSETS ARE SOLD: 
- Receipts for home improvements 
- Receipts for major purchases 
- Annual investment statements 
- Gift tax returns 
- Inheritance papers 
- Insurance policies 
- Mutual fund statements 
- Copy of your will 
- Health care proxy forms 

COMPUTER USERS 
Many people now receive financial statements  
over the Internet and store valuable financial 
information on their home computers, making  
your computer a critical source in-the-event that 
someone needs to access your records. It is 
important to backup computer files and keep  
the backup data in a safe place and to provide 
computer passwords with your other important 
information. 
 
Only you know the best way to keep your records, 
but experts agree that there are certain rules.  
Make your system easy to keep, easy to use, and 
easy to change. If you keep files this way you will 
have the added benefits of having a system that is 
easy for someone else to understand. 

SAFE DEPOSIT BOX 
A safe deposit can be a secure place to keep certain 
valuables and important papers, but some 
important items should not be placed in a safe 
deposit box. 
 
WHAT TO KEEP IN A SAFE DEPOSIT BOX: 
- Stock certificates 
- Coins, stamps, and other collectibles 
- Auto titles, mortgages, and deeds 
- Original birth, marriage, and death certificates 
- Adoption papers 
- Divorce and child custody papers 
 
WHAT NOT TO KEEP IN A SAFE DEPOSIT BOX: 
- Original will 
- Power of attorney 
- Insurance policies 
- Items needed in the event of death 

 

 



 
 

 

Securities and advisory services offered through 
Cetera Advisors LLC, member FINRA/SIPC, a broker/dealer 

and a Registered Investment Adviser. Cetera is under 
separate ownership from any other named entity.  

 

 

Many people struggle every time  
they open their mail or email. Is this 
important? Do I need this? Should  
I keep it? Should I throw it away? 

KEYS TO SUCCESS 
Having an organized approach to financial records 
can remove much of the stress associated with 
living in an increasingly complicated world. As 
children, parents, spouses, partners, investors, 
citizens, and employees, we all play many roles, 
each with a trail of paper attached. This information 
sheet will help you organize your records by 
touching on these key topics: 
 
What records should you keep? 

How long should you keep them? 

How should you keep them organized? 

How can you make sure that someone has access 
to your records in case of emergency? 

WHAT TO KEEP 
Knowing what records to keep can be as simple  
as knowing why you need them. 

There are many reasons to keep financial records, 
as described below. In addition to keeping track  
of papers associated with day-to-day consumer 
activities such as making purchases and paying 
down debt, you probably have papers and 
documents that will be needed only in the event  
of an emergency, a death in the family, or an 
unforeseen turn of events. 

That’s why many experts suggest that you separate 
your papers by papers by your need to use them, 
keeping short-term items together and long-term 
items together. 
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TAXES 
There are basically two types of tax information 
that you need to be concerned about: information 
you need in case of an audit and information you 
need to support your claims of income. 
 
TAX BASICS: 
- 3 years is how long the IRS has to initiate an audit 
- 6 years is how long the IRS has to pursue 
  underreported income 
- Forever is how long the IRS can pursue claims 
  of fraud 
 
Keeping tax returns and supporting documents  
for seven years (because the IRS has six years 
 from when you file to investigate) is a reasonable 
approach to keeping tax documentation. 

To learn more about organizing your 
financial records, contact us at 603-296-0063 

or visit www.globewealth.com 


