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Getting organized is habit-forming 

Define your clutter to get organized 

Are your files bursting out of their drawers? Most people keep personal records - tax returns, copies of bills and invoices, bank 
statements, credit card statements - much longer than necessary. Most people just don't know how long they really need these 
records, so "better safe than sorry!" 
  

 

Use the following tips as a guideline as you clean out your files. And, be sure to shred your discarded documents. They contain 
account numbers and other information that you don't want others to discover in the trash. 
 
TAX RECORDS. Tax returns provide a complete overview of your financial history, but you don't need to keep supporting records 
for more than three (3) years from the date the taxes were due. If you are self-employed or have a supplementary source of income, 
however, you should keep those supporting records for six (6) years. 
 
HOME IMPROVEMENT RECORDS. Keep receipts showing how much you have paid for home improvements for two reasons: (1) If 
you sell your home, you'll have documentation of how much you spent to improve the property, helping to justify the selling price; (2) 
After you sell your home, your home improvement documentation will help reduce the net revenue you must claim on your tax return 
(if the net revenue would be larger than your allowable tax-free capital gains, currently $250,000 for an individual owner or $500,000 
for a couple). 
 
UTILITY STATEMENTS. These may be thrown away when you pay the bill, unless you plan to deduct utilities (for example, phone 
and electricity) as part of your home office expenses. Bank records are helpful here as well, as they document payment; the actual 
utility bills just document what you owe. 
 
BANK RECORDS. Unless you need them for tax purposes or warranties, ATM receipts and cancelled checks may be discarded 
after the bank statement arrives and everything balances. 
 
CREDIT CARD STATEMENTS. As soon as your payment is posted on the next month's bill, you may discard these. 
 
Don't forget to shred, shred, shred. And, consider moving to paperless billing and statements. You may choose to print only the 
items important for your tax returns or other records (or save them as PDF documents on your computer).  For more tax-related 
information, go to www.irs.gov.  
 
Find this article useful?  Click on the "Subscribe" link just below the headline to be notified as new "Getting Organized" articles are 
added. 
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