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Organizing Your Financial History
A well-designed and maintained record-keeping system offers several
important advantages
The advantages of such a record-keeping system are as follows:
• You know where things are when you need them
• You have a place to put bills, receipts, guarantees, and other important papers as they arrive
• The time saved paying bills and doing paperwork is substantial
• You avoid the frustration of misplaced documents
• Others can find important records should you become incapacitated

Create a record-keeping system that fits your own unique needs and lifestyle
A record-keeping system that is ill-adapted to your household's specific needs and preferences is bound to fail,
because you're unlikely to maintain it over time. Your systems may be simple or elaborate. How you organize files
depends on your needs, your circumstances, and your budget. If you have children or other dependents, you'll want
to create separate files for their expenses, medical records, etc.
Tip: Many income and expense items have tax implications. When you make a tax-deductible
payment, you can record it in a special log labeled "Taxable Expenses" or note it with a "T" in your
checkbook.
Example(s): Hal has three children, one of whom is exceptionally gifted and attends a private school.
Hal's elderly mother suffered a debilitating stroke and now lives with his family, who tends her frequent
needs. Hal keeps separate files for his son's special educational expenses and for his mother's
medical and other tax-deductible items.

Set aside time for filing records
For many households, bills and other important documents often pile up fast. Trying to file items the moment they
arrive may seem like a great idea on a slow day, but it just doesn't work when things are hectic. Handling, recording,
paying, and filing are chores far better left to a regularly designated time when you can give it full attention.
Assuming you do this reasonably often, there is little worry of missing a critical payment, filing, or response date. But
make sure you check the due date on all bills before filing them for later payment.
Tip: Create a folder labeled "Bills to Be Paid" and another labeled "To Be Filed." These provide handy
places to keep items as they come in to avoid their misplacement.

Check your "pile up" file on a periodic basis to assure ready access and
avoid misplaced documents
Regular filing of records and documents is essential to maintaining a record-keeping system. Business travel,
vacations, family crises, and other events are likely to disrupt a record-keeping routine, so getting back on track
quickly is important. Once you have established a record-keeping system, it is far easier to do routine maintenance
than to restore a system that is out of control.
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You can often find great organizational tools at office supply stores
Large office supplies stores carry everything you can imagine for filing and organization. Special file boxes for
checks are a handy item often overlooked. In addition to traditional file folders, you might also find three-ring binders
or accordion files with index tabs. These are ideal for filing things you refer to frequently.
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This information, developed by an independent third party, has been
obtained from sources considered to be reliable, but Raymond James
Financial Services, Inc. does not guarantee that the foregoing material is
accurate or complete. This information is not a complete summary or
statement of all available data necessary for making an investment
decision and does not constitute a recommendation. The information
contained in this report does not purport to be a complete description of the
securities, markets, or developments referred to in this material. This
information is not intended as a solicitation or an offer to buy or sell any
security referred to herein. Investments mentioned may not be suitable for
all investors. The material is general in nature. Past performance may not
be indicative of future results. Raymond James Financial Services, Inc.
does not provide advice on tax, legal or mortgage issues. These matters
should be discussed with the appropriate professional.
Securities offered through Raymond James Financial Services, Inc.,
member FINRA/SIPC, an independent broker/dealer, and are not insured
by FDIC, NCUA or any other government agency, are not deposits or
obligations of the financial institution, are not guaranteed by the financial
institution, and are subject to risks, including the possible loss of principal.
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