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Gathering the Data: Use of Record-Keeping Systems in Budgeting

What is a record-keeping system?
A record-keeping system is a planned, methodical approach to collecting, filing, and storing documents that are important to you
and to other members of your family and household. While everyone saves at least some important documents and records, you
may be uncertain of how to go about organizing your financial history , which records you should save, and how long to save each
item .

Creating a systematic approach to record keeping addresses these questions. It also offers several distinct advantages, while
minimizing the risk of being unable to locate a critical document when it is urgently needed. Added emotional turmoil is never
welcome at such times. The focus here is on records you must keep for financial planning and budgeting. However, a good
record-keeping system requires retention of other important documents as well. Among these are items that may not be financial
records per se, such as marriage and birth certificates, wills, deeds, trust documents, insurance policies, and medical proxy
statements.

Systematic record keeping has several major advantages
Having a place for everything ultimately saves valuable time
Having an established record-keeping system means that when you sort and open the daily mail, you automatically know which
items to save and where to put them. Without such a system, important bills and documents can be misplaced easily. Even a few
items gone astray can be a source of major headaches later.

Avoids lost records that can be costly
Documents of many types may be required for reference or verification long after you receive them. Tax auditors invariably
demand documented support for tax return claims. Guarantees and warranties contain vital details usually soon forgotten. Proof of
citizenship is required for employment and international travel. Other needs arise less frequently, but missing records usually bring
plans to an abrupt halt while a desperate search is undertaken.

Example(s): Rob, an avid mountaineer, has a terrible accident that lands him in a hospital for surgery. He's pretty sure the name
of his insurance company has a color in it, but his short-term memory is a little hazy from the fall. And unfortunately, his wife can't
find the insurance policy or card. If only Rob had kept better records!

Avoids added emotional turmoil in stressful times
Occasional periods of high stress are a given in our fast-paced world. Coping with the search for misplaced records is bearable, if
unpleasant, in times of normal stress, but in crises and other urgent situations, you might ask, "Who needs this?"

Example(s): After 30 years, Ron's job is terminated by the ABC Company. Ron is fortunate in landing a comparable job with
ABC's competitor, XYZ, Inc., but Human Resources at XYZ, Inc. requests proof of his citizenship before employing him. Ron
recalls having his birth certificate years ago but has no idea where to look for it.

Others can better manage your affairs should it suddenly become necessary
Hopefully, you will never become incapacitated, but there is always a possibility. If it happens today, can someone easily take over
your financial affairs? Or, as is too often the case, will they have no idea about your financial situation and the location of
important records?

Example(s): You are on a business trip when your flight home on ABC Airlines crashes. Fortunately, you survive, but you spend
several weeks in intensive care. Your significant other enters your hospital room to say, "Honey, the tax man called again
requesting the paperwork for tax preparation. He said the extension you requested will run out soon." Will locating those records
be a Herculean task?

Gathering the data: what items do you need to get started?
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A vital records log can be used to keep track of your records. The log is a worksheet that identifies where each of your important
documents are located. It should be readily accessible so that in times of crisis, your important records can be easily found.
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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. Investment advisory services offered through Raymond James
Financial Services Advisors, Inc. Van Pearcy's Wealth Services Team is not a registered broker/dealer and
is independent of Raymond James Financial Services, Inc., member FINRA / SIPC.
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