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1. Get a small clear plastic envelope or zipper
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 Cash receipts

 Tax deductible

 Gift

 Major purchases (appliances, furnitu

 Rebates
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5. *If you are interested in tracking your spending and want to know how much

you’re spending; follow this next step. Sort the remaining receipts into

categories:

 Food/groceries

 Gas

 Clothes

 Dry cleaning

 Entertainment

 Gifts

 Personal

Note: record the amounts and category and then toss these receipts.

6. Set up an accordion file to handle long term receipt storage.

 Major purchases

 Tax deductible

7. If you have any receipts that require action like a rebate, add a reminder on

your calendar. Give yourself at least a cushion of 2 days.

*Always consult with your accountant about which receipts you should keep for tax

filing or possible audits.

There are great scanners available on the market if you would prefer to use a more

automated system for managing your receipts.


