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Introduction
The U.S. is full of financial victims — those who fall prey to fast-talking and sometimes
even well-meaning salespeople — who often turn financial decisions into financial waste.
Every family makes two or three major, money-management decisions every month.
Because many individuals lack financial training, their decisions often turn out to be
major financial errors. Guessing at financial decisions or listening to bankers, brokers,
automobile or insurance salespeople will cause you to throw away thousands of dollars
a year and hundreds of thousands of dollars over a lifetime.
Knowledge is your first line of defense. For every financial decision, there is an optimum strategy — the correct strategy. Making financial decisions, with optimum money
strategies, will keep your money where it belongs — in your pocket, saving or making
thousands of dollars for you each year. All of these important money strategies have
been compiled into your Financial Library.
We will help you:
z

Turn financial waste into spendable profit

z

Double the purchasing power of your money

z

Create a financial plan that gives you total control over your financial
future

z

Cut your income tax liability

z

Put together a $1,000,000 retirement plan

z

Double the profits from your investment plan

z

Become transformed into a self-confident, competent money manager

You are at a very exciting place in your personal financial development. You are about
to begin a journey toward financial independence. Financial independence means that
your sources of income are stable and sufficient to maintain your desired lifestyle, regardless of economic factors. This means having enough money to do what you want,
in other words, to enjoy the “fruits of one’s labor.”
Money will not buy emotional happiness, but it certainly will buy financial happiness.
With a carefully laid-out plan and the commitment to following it, anyone or any family
can build a beautiful lifestyle in the present without sacrificing the future, and build
a financially sound future without sacrificing the present.
How? By making every dollar count. By spending, not saving your way to financial
success. The concept is simple. All the money that you earn, except what resides in
the cookie jar, is eventually spent.
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You can spend money in only two ways:
1.

For your lifestyle — buying goods, services and entertainment.

2.

For your future — buying investments.

What if you possess the knowledge to save money when buying goods and services
so that you would have all the money it would ever take for investing in a sound and
happy financial future? No saving, no sacrificing.
For instance, let us say that currently you are spending $900 each year on automobile insurance and you suddenly acquire the knowledge to cut your premium to $450
(without sacrificing the quality and quantity of your insurance). Your $900 would then
pay for your automobile insurance and a $450-per-year investment!
In addition to buying your insurance over 10 years, you have an extra $4,500 to invest,
which, if invested correctly, will grow to $9,500. That is almost $1,000 per year of free
money produced by a plan that saves you only $450 a year.
What happens to you financially is based totally on what you know and do–or, by
default, what you do not know and, therefore, cannot do. It is not how long you live
that counts, but how much you live. Financial success is easy — if you can just get
someone to tell you the rules of the game.
There are only two possible alternatives:
First, you can continue doing what you are already doing, working harder and trying
harder. That approach will create plenty of frustration but not wealth. Doing more of
what does not work will not make it work any better — no matter how good your intentions or how hard you try.
Second, by following the strategies you are about to learn, you will become unstoppable
financially — a real pro at making and managing money.
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GET ORGANIZED
GET STARTED

Planning and Control
Ever wonder why some people become super-achievers while others just falter and
sputter with only talk of what they want to accomplish? The difference is not talent, a
college education, rich parents or built-in motivation.
The difference between those who accomplish their dreams and those
who only dream of accomplishing them is planning and control.
When it comes to reaching your objectives, there are laws of cause and effect, which
makes success a science and not an accident. Anyone who chooses to follow the
rules or strategies for accomplishment will be met with a rich, rewarding, satisfying
life. Those who are controlled by life, instead of controlling their lives, usually end up
frustrated, angry and cynical.
Taking control means first identifying and accepting where you are and then creating
a dynamic plan to take you where you want to go. Personal or financial success,
therefore, begins not with strategies, but with a definition of your objectives.
Goals to bring satisfaction must be in alignment with your values. In this section, you
will work on identifying your predominant values and choosing your important goals.
There are four important parts to your plan.
Dreams list
Values list
Goals list
Strategies list
Together, they become your blueprint for a rich, rewarding journey.
Money strategies mean little unless they are part of a greater plan. Strategies are only
tools, not ends in themselves. Your dreams are the destinations, your goals are the
signposts of accomplishment that define your path to your dreams.
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Keep in mind that your income does not determine your outcome. The amount of
money that will pass through your hands over a working lifetime is incredible. For
example, if you work for 40 years and earn an average of $25,000 per year, you will
have made $1,000,000. If you get an annual raise of only 5%, the $1 million explodes
to $3 million. There is no question as to whether or not you can make a million
dollars — the real question is, how quickly can you make your first million and how
much of it can you keep?
Developing a financial blueprint is the answer to all financial situations because your
blueprint puts you in control. Your financial blueprint is made up of four components,
all determined by you. All parts of your financial blueprint affect each other and
when aligned correctly, will give you practically unlimited power to accomplish your
dreams and goals.
Before learning and using strategies, it is a must to first make a dreams list, next
identify your values and finally choose your goals. You will find yourself easily
motivated to put your strategies to work.

Your Financial Blueprint
Your Dreams
(Part 1)

Your Values
(Part 2)

What you would do with your life
if you had unlimited time, money
and talent.

Those ideas and beliefs that are
most important to you.

Your Goals

Your Strategies

6SHFL¿FREMHFWLYHVWKDW\RXZDQW
to accomplish — the things you
ZDQWWRGRDQGKDYH
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The body of knowledge and tools
that you will use to propel yourself toward your dreams and
goals.
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Strategy

Create your Dreams List.
Choose a totally quiet spot where you will not be interrupted. At the top of a pad of
paper, write the following:
“If I had unlimited time, money, talent, and support from family, here is what
I would do with my life . . .”
Relax and let the ideas pour from both your conscious and subconscious. Do not
evaluate your potential for achieving each item. What you write should excite you,
motivate you, inspire you, make you laugh and, most of all, define desires and dreams
that all too often are held back by the complexities of daily living. Write everything
down, no matter how silly it seems, no matter what it costs. The ideas may come
slowly at first, but the first step in turning dreams into reality is getting those dreams
out in front of you where you can see and feel them.

Your Dreams List
“If I had unlimited time, money, talent, and support from family, here is what
I would do with my life . . .”
1. _________________________________________________________________________________
2. _________________________________________________________________________________
3. _________________________________________________________________________________
4. _________________________________________________________________________________
5. _________________________________________________________________________________
6. _________________________________________________________________________________
7. _________________________________________________________________________________
8. _________________________________________________________________________________
9. _________________________________________________________________________________
10. _______________________________________________________________________________
11. _______________________________________________________________________________
12. _______________________________________________________________________________
Get Organized /Get Started
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Spouse, Partner, Family Member’s Dream List
(make copies as needed)

“If I had unlimited time, money, talent, and support from family, here is what
I would do with my life . . .”
1. _________________________________________________________________________________
2. _________________________________________________________________________________
3. _________________________________________________________________________________
4. _________________________________________________________________________________
5. _________________________________________________________________________________
6. _________________________________________________________________________________
7. _________________________________________________________________________________
8. _________________________________________________________________________________
9. _________________________________________________________________________________
10. _______________________________________________________________________________
11. _______________________________________________________________________________
12. _______________________________________________________________________________

Values List
Ideas and beliefs about the relative importance of things in your life are called values.
If you value security highly, choosing to leave your job and start your own business
might be unlikely or could cause a great deal of stress — unless, of course, you
changed your values. On the other hand, if you value wealth above security, staying
in a safe, secure job at an average wage would be a frustrating experience. You would
be constantly looking for opportunity.
However, if you value security and wealth equally, you will experience the frustration
of values conflict — the feeling that any decision might be the wrong one and making
no decision might be even worse. The emotions and frustration are all mental and
have nothing to do with what is the right or wrong decision.
Values are not facts but simply choices made for us initially by parents and our
childhood environment. As we grow and mature, our values tend to change and
become our choices. The ability to choose your own values is the freedom to choose
the direction for your life.
I-4
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When you act in accordance with your values, you experience emotional balance, a
sense of security and pleasure. When your actions are out of alignment with your
values, you can experience fear, guilt, frustration and emotional imbalance.
Fortunately, you can get rid of those negative, unwanted feelings by changing your
actions to be in alignment with your values or changing your values to be in alignment
with your actions.
Of course, you cannot do either until you identify your values. This is not difficult,
although most people spend a lifetime remaining consciously unaware of their values.
In the next exercise, you will create your own values list, listing your major values in
order of importance.
By identifying and prioritizing your current values, you will be able to:






Set your goals to enable you to spend more of your life doing and experiencing
those things that are most important to you.
Eliminate conflicts in values by making certain that no two values are
pulling you in opposite directions.
Create an environment of mutual support in your personal relationships by
realizing that two people do not need the same values to create a successful
relationship, but they must be able to support each other’s values.

As you can see, values must be identified before goals are set or it becomes all too
easy to establish one or more goals that are in conflict with your values.
Take the common example of the super-achieving, small businessman who spends a
lifetime building a successful business and devoting little time to anything else. When
he looks back, instead of having a feeling of accomplishment, he mourns the fact that
his marriage fell apart after 20 years and he has never had a close relationship with
his children. One important personal value to him was family, but he overlooked
the conflict in his values until it was too late. Having neither business nor family as
his most important value was neither right nor wrong; he just never understood how
necessary identifying his values was to living a balanced life.
The truth is that you can have it all. Surprised? To live your life in accordance with
your values does not require sacrifice. You must sacrifice only when you are not
living your life in accordance with your values. Recognizing what is and what is not
important to you is the key. You will be surprised how much easier life becomes after
you create and prioritize your values list.
Your values list will also enable you to choose the dreams that should come first on
your dreams list. The accomplishment of those dreams and goals that are in alignment
with your top five values will be the most satisfying and personally rewarding. That is
where 80% of your available energy and time should be spent.

Get Organized /Get Started
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Strategy
Spend the majority of your time on those values that are
most important to you.
Time is always limited. You will get the greatest sense of satisfaction when your time
is spent on those objectives, projects, adventures and relationships that you value
most. Therefore, it is important to prioritize your values once you discover them. It
is you and only you who can decide what is important in your life. Why spend time
doing anything else?

Strategy
Identify your current values and then prioritize them.
First, go through the Values List once or twice, checking off those values that are
important to you on the left blank lines. Second, prioritize those values that you
have checked from most important (1) to least important (10). You may, of course,
prioritize more than ten values. There are no right or wrong answers.
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Your Values List
(3) Check
Important
Values

Prioritize
(1-10)

__________

__________

Peace of mind

__________

__________

Security

__________

__________

Wealth

__________

__________

Good health

__________

__________

A close relationship with spouse/partner

__________

__________

A close relationship with children

BBBBBBBBBB

BBBBBBBBBB

)DPLO\ VSHQGLQJWLPHZLWKSDUHQWVRURWKHUUHODWLYHV

__________

__________

Meeting the “right” person

BBBBBBBBBB

BBBBBBBBBB

0HDQLQJIXOMRERUFDUHHU

__________

__________

Fame

__________

__________

Power

__________

__________

Free time

__________

__________

Happiness

__________

__________

A close relationship with God

__________

__________

Friendships

__________

__________

Retirement

__________

__________

Contributing time, knowledge or money to others

__________

__________

Knowing important or famous people

__________

__________

Being in business for yourself

BBBBBBBBBB

BBBBBBBBBB

+DYLQJQRSUREOHPVWRGHDOZLWK

BBBBBBBBBB

BBBBBBBBBB

/LYLQJWRDQROGDJH

BBBBBBBBBB

BBBBBBBBBB

3HUVRQDOSRVVHVVLRQV²FDUVKRXVHVMHZHOU\HWF

BBBBBBBBBB

BBBBBBBBBB

7UDYHOWRH[FLWLQJSODFHV

__________

__________

Sense of accomplishment

__________

__________

Respect from others—being thought of as a good person

__________

__________

Other _________________________________________

Get Organized /Get Started
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Values List For Spouse, Partner Or Other Family Member
(make copies as needed)

First, go through the list once or twice, checking off those values that seem important
to you on the left blank lines. Second, prioritize those values that you have checked
from most important (1) to least important (10). You may, of course, prioritize more
than ten values. There are no right or wrong answers.
(3) Check
Important
Values

Prioritize
(1-10)

__________

__________

Peace of mind

__________

__________

Security

__________

__________

Wealth

__________

__________

Good health

__________

__________

A close relationship with spouse/partner

__________

__________

A close relationship with children

BBBBBBBBBB

BBBBBBBBBB

)DPLO\ VSHQGLQJWLPHZLWKSDUHQWVRURWKHUUHODWLYHV

__________

__________

Meeting the “right” person

BBBBBBBBBB

BBBBBBBBBB

0HDQLQJIXOMRERUFDUHHU

__________

__________

Fame

__________

__________

Power

__________

__________

Free time

__________

__________

Happiness

__________

__________

A close relationship with God

__________

__________

Friendships

__________

__________

Retirement

__________

__________

Contributing time, knowledge or money to others

__________

__________

Knowing important or famous people

__________

__________

Being in business for yourself

BBBBBBBBBB

BBBBBBBBBB

+DYLQJQRSUREOHPVWRGHDOZLWK

BBBBBBBBBB

BBBBBBBBBB

/LYLQJWRDQROGDJH

BBBBBBBBBB

BBBBBBBBBB

3HUVRQDOSRVVHVVLRQV²FDUVKRXVHVMHZHOU\HWF

BBBBBBBBBB

BBBBBBBBBB

7UDYHOWRH[FLWLQJSODFHV

__________

__________

Sense of accomplishment

__________

__________

Respect from others—being thought of as a good person

__________

__________

Other _________________________________________
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Strategy
Identify and eliminate destructive values from your life.
Most values are positive but there are destructive values that always lead to personal
failure and must be changed—for those who want a successful, fulfilling life.
Destructive values are:
1.

The desire of something for nothing. Symptoms include gambling, cheating
or stealing.

2.

The desire to feel superior to others. Symptoms include gossip, prejudice,
bigotry, aloofness, criticism and blame.

3.

The desire for continuous, instant pleasure. Symptoms include
overspending and overindulgence in food, alcohol or drugs.

Identifying destructive values is the most important step in their elimination.
Destructive values are parasitic and drain energy that could be spent on the things
you value most.
Never put roadblocks in the way of success. Establish as one of your most important
goals the elimination of any destructive values. Do not use your list to become selfcritical. If you value personal success more than anything on the above list, simply
write out your plan for eliminating destructive values.

Destructive Values Elimination Plan
(make copies as needed)

Listed below are the destructive values in my life that I have identified and how I
intend to eliminate them:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Committed to by: ____________________________________
Get Organized /Get Started

Date: ___________________
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Strategy
Set your course by de¿ning your goals and focusing on the results you Zant.
The next step in creating your financial blueprint is establishing your goals — those
specific objectives on which you have decided to invest your time, energy and money.
Whereas values are mental attitudes, your goals are your physical objectives. A goal
can be accomplished in as little as an hour, like going to the grocery store in order
to stock the refrigerator, or your goal may take most of a lifetime, like creating a
$1,000,000 retirement plan.
All goals must be in alignment with your important values. The higher the priority
of one of your values, the greater the satisfaction you will derive from reaching a goal
that affects that value.
There are specific parameters that make an objective a goal. To be effective in your
blueprint, a goal must:
1.

Be speci¿c and measurable — You must be able to define your goal in
dollars, numbers or in specific terms, like the job you want or the color
and model of the car you desire.

2.

Have starting and completion dates — To become part of an effective
ongoing plan, you must choose a time to begin working on your objective
and a date by which you intend to have your goal accomplished. When
put into your total plan, these target dates will show you where your
time will be the most effective.

3.

Be in Zriting — A major planning mistake is to have your goals rolling
around in your head, but not written down. Written goals are concrete
and allow you to plan, organize and control the paths to be followed.

4.

Be stated in terms of results and not processes — A result defines the way
your life will be after you have accomplished your goal. The process is
the means, money, material, time and talent it will take to get there.

When you focus on what you need, you instantly become aware of a lack, which often
becomes a reason for inaction. For instance: “My goal,” you say to yourself, “is to buy
a new $40,000 BMW convertible.” The process trap: “Since I have only $600 in the
bank, I guess I’ll never get there.”
Focusing on the result means that you have a clear picture of your life with the
BMW. You can see yourself driving it, you can feel it, you can almost taste it and your
attitude becomes one of, “I will not be denied.” Focusing on the result creates your
road map.

I-10
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When using a map, it is far more effective to first locate where you want to go. The
shortest path from where you are becomes obvious. On the other hand, if you do not
identify the location of your destination, but simply follow the red and green lines that
mark the roads, it may take you ten times as long to get there. Your destination is
the result you want, the roads are the process of getting there. By forming a clear
mental picture of each goal in your mind and never letting go of that picture, you will
always find a way to accomplish what you want.
Be committed. Your level of commitment to any objective determines how you will
handle stumbling blocks along the way. The bigger the goal, the more stumbling
blocks you are likely to encounter along the way. The largest concrete blocks can be
pulverized with the smallest hammer with enough persistence. Your commitment
gives you the persistence to look at each stumbling block as one step closer to your
objective. The winning attitude is:

I WILL NOT BE DENIED!
Strategy
Put your goals in Zriting.
There are certain goals we all seem to have in common, although to different degrees.
These categories include:


 ,QFRPHJRDOV³WKHLQFUHDVHVLQ\HDUO\LQFRPH\RXZDQWWRDFKLHYH



 &DUHHUJRDOV³WKHW\SHRIZRUN\RXZDQWWRGRWKHFRPSDQ\SRVLWLRQV\RX
want to attain or the business you want to create.



 $FTXLVLWLRQJRDOV³WKHWKLQJV\RXZDQWWREX\DQGRZQ



 7UDYHOJRDOV³WKHSODFHVQDWLRQDOO\DQGLQWHUQDWLRQDOO\\RXZDQWWRYLVLW
and experience.



 $FFRPSOLVKPHQWJRDOV³WKHWKLQJV\RXZDQWWRGRDQGEHFRPH



 (GXFDWLRQDOJRDOV³WKHNQRZOHGJH\RXZDQWWRDFTXLUHIRUSHUVRQDO
financial and career advancement.



 5HFUHDWLRQDODVVHWJRDOV³WKH´IXQµWKLQJV\RXZDQWWRRZQIRUUHFUHDWLRQ
and sports.



 ,QYHVWPHQWJRDOV³WKHLQFRPHSURGXFLQJWD[UHGXFLQJRUQHWZRUWK
increasing investments you want to own.



 5HDO(VWDWHJRDOV³KRPHVRULQYHVWPHQWSURSHUWLHV\RXZRXOGOLNHWR
purchase.
Get Organized /Get Started
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On the following chart, take a moment to list your important goals from any or all of
these categories. Indicate a target completion date for each entry.

My Goals List
(make copies as needed)

Target Date

/
/
1. _________________________________________________________________________________
/
/
2. _________________________________________________________________________________
/
/
3. _________________________________________________________________________________
/
/
4. _________________________________________________________________________________
/
/
5. _________________________________________________________________________________
/
/
6. _________________________________________________________________________________
/
/
7. _________________________________________________________________________________
/
/
8. _________________________________________________________________________________
/
/
9. _________________________________________________________________________________
/
/
10. _______________________________________________________________________________
/
/
11. _______________________________________________________________________________
/
/
12. _______________________________________________________________________________
/
/
13. _______________________________________________________________________________
/
/
14. _______________________________________________________________________________
/
/
15. _______________________________________________________________________________
/
/
16. _______________________________________________________________________________
/
/
17. _______________________________________________________________________________
/
/
18. _______________________________________________________________________________
/
/
19. _______________________________________________________________________________
/
/
20. _______________________________________________________________________________
/
/
21. _______________________________________________________________________________
/
/
22. _______________________________________________________________________________
/
/
23. _______________________________________________________________________________
/
/
24. _______________________________________________________________________________
/
/
25. _______________________________________________________________________________
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Strategy
Create a Records Management System (RMS).
How many times have you heard yourself say, “I am such a lousy record keeper.”
When tax time comes, the record gathering process involves looking for receipts,
checks and other necessary paperwork in your drawers, shoe boxes, pockets, purses,
and even the glove compartment. Poor record keeping costs time and money — lots of
time and lots of money.
By creating a simple Records Management System (RMS), you can get your records
under control in a short period of time and then spend a minimum amount of time
and effort staying organized. If you use a computer, look into software designed to
keep track of your business expenses. Although this is not a substitute for log books
and receipts, it provides quick access, updates and ease of tax preparation.
A good RMS will save you hours of valuable time, assure that you get all the tax
deductions you deserve, and enable you to know your financial condition at any
point.
Records management is simple. It means knowing which records you need and where
to find them. In this section, you will evaluate your current system and upgrade it to
a true Records Management System.
The reasons for good record keeping include:
1.

Total control of your financial life.

2.

Maximizing your tax deductions.

3.

Proof of loss when filing insurance claims.

4.

Proof of payments when a creditor’s records are incorrect.

5.

Keeping score of your progress toward your goal.

6.

Proving your point in arbitration or litigation.

7.

Satisfying IRS and legal requirements.

8.

Exercising warranties and guarantees.

9.

Information at your fingertips for completing mortgage and loan
applications and financial statements.

Get Organized /Get Started
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Strategy
Choose a permanent Records Management area.
You need to set aside a permanent location for your records. You will then need
to purchase standard-size file folders at an office supply store, then buy a filing
cabinet, if you don’t already have one, to house your records. Current records go in
the top drawer. Older records go in the bottom drawer. Locate or purchase a printing
electronic calculator.

Strategy
Set up your ¿ling system.
Keeping your records organized and quickly accessible means setting up a complete
filing system for receipts, bills, statements, contracts, agreements and personal
papers.
The easiest and best method is to set up files for each category of important papers.
Your system will contain files by type, such as “medical bills,” and by company, such
as “FNB MasterCard.”
To create your system:
1.

Choose the file names and categories you will use.

2.

Label each folder with its file.

3.

File all folders alphabetically in the top drawer.

You can combine multiple years of records in your history files, i.e., all previous
year’s credit card statements from one bank in one file, but you will want to keep
your records in order by year. You will refer to your history file only occasionally, but
when you need history records you want access to them quickly and conveniently.
Organizing and maintaining your records often seems boring and time-consuming. By
using your Records Management System, record keeping is easier and automatic, and
ends frustration and financial losses caused by lost or misplaced records.
There is also a number of record-keeping software programs available that can help
you.

I-14
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Strategy
Choose the recordkeeping categories for your ¿ling system.
Here is a suggested checklist to begin your filing system. Check those file names you
will use. Add other files as necessary.
Bank Account — monthly statements, correspondence.
Children’s File — school papers, birthday and holiday cards, drawings,
awards, diplomas and certificates.
Clubs — health club, country club and business club.
Credit Bureau Report.
Credit Card Bills/Receipts (one file for each card) — monthly statement
and phone numbers.
Name of credit card:
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
Creditors (one file for each creditor) — credit card numbers, names and
addresses; credit bureau report.
Doctor and Hospital Bills — family doctor, name, address, phone
number, medical records, doctor and hospital bills.
Education — night school, correspondence school, work-related courses.
Employment Records — employment contracts, employee hand book,
fringe benefits information, retirement plan information.
Financial Blueprint — your dreams and fantasies list, a list of your
short and long-term goals and strategies, values list, personal income
statement strategy, personal balance sheet strategy, financial statement
strategy.
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Financial Publications
Guarantees, Warranties and instructions—instructions and guarantees
for carpets, tires, stereo equipment, appliances, etc.
Home — purchase contract, mortgage papers, home improve ment
receipts, leases and rental agreements, payment book, canceled checks
Important Papers — birth certificates, marriage license, passport,
diplomas
Insurance
Auto — Automobile insurance policy, traffic infractions and
accidents, automobile title, driver’s license information and license
plate information
Insurance — Medical - medical insurance policy
Insurance — Homeowner’s - homeowner’s or tenants insurance
policy, umbrella liability policy, personal property inventory list
Insurance — Life - insurance policy, correspondence with company,
insurance quotes
Investments — annuities
Investments — IRA accounts
Investments — Miscellaneous - employee benefits including
pension, profit sharing, savings, tax shelter annuity, list of
checking/savings accounts, liquid assets, loans to others, IOUs
Investments — Mutual Funds - monthly statements, correspondence
Investments — stocks and bonds certificates
Investments — real estate
Receipts — miscellaneous
Resume
Retirement Plan — papers relating to your job or small business
retirement plan
Taxes — Federal and state — tax-deductible receipts of tax returns and
files for last seven years (one file for each year)
Telephone — telephone bills and correspondence
Utilities — electric, gas, water and sewer
Will — copy
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Strategy
Purchase a plastic box for checks, deposit slips and check registers.
Keeping your checks organized is one of the most important steps of your RMS. Don’t
leave cancelled checks and statements in envelopes and drawers. Checks should be
filed in number order in your check file box along with deposit slips, deposit receipts
and your check register.
There is a false belief that because a bank uses computers, it can’t make mistakes.
Nothing could be further from the truth. Reconcile each bank statement as soon as
you receive it, using the form printed on the back of the statement. Mark all payments
which may be a tax deductible purchase with a “T.” (At tax time you will know the
payments with the “Ts” will help you compute your deductions.)
How do you know if you are in control of your checking account? You know you’re not
in control if you ever have to call the bookkeeping department of your bank to check
your balance before you write a check.

Strategy
Store important documents in a bank’s safe deposit box
or in a ¿reproof safe at home.
Decide which would be better for you, a safety deposit box (deductible as an
investment expense) or a fireproof heavy metal safe for your home.
Keep the following important documents in your safe storage place:


0XWXDO)XQG6KDUHV



6WRFNRU%RQG&HUWLILFDWHV



3URSHUW\'HHGV



$XWRPRELOH7LWOHV



3HUVRQDO3URSHUW\,QYHQWRU\/LVW 3KRWRJUDSKV



0DUULDJH&HUWLILFDWH



:LOO



%LUWK&HUWLILFDWHV



'LSORPDV



0LOLWDU\'LVFKDUJH3DSHUV



3DVVSRUWV
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Strategy
Build a tax reference library Zith IRS publications and forms.
Call the IRS at 1-800-TAX FORM (829-3676) and ask the IRS operator to send you
the following personal and small business forms, instructions and publications for
your tax library. See Section IV for a partial list of tax forms available from the IRS by
fax. Download forms from www.irs.gov. Check those you will need:
Personal
BBB

3XE

<RXU5LJKWVDVD7D[SD\HU

BBB

3XE

*HQHUDO,QFRPH7D[

BBB

3XE

$PHQGHG5HWXUQV

±±±

3XE

,QYHVWPHQWV

BBB

3XE

,QWHUHVWRQ'HEW

BBB

3XE

'HSUHFLDWLRQ

BBB

3XE

5HFRUG.HHSLQJ

BBB

3XE

0XWXDO)XQG*DLQV

BBB

3XE

5HQWDO3URSHUW\

BBB

3XE

&KLOG&DUH&UHGLW

Small Business
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BBB

3XE

6PDOO%XVLQHVV7D[HV

BBB

3XE

8VHRI+RPH

BBB

3XE

7UDYHO(QWHUWDLQPHQW*LIWDQG$XWRPRELOH([SHQVHV

BBB

3XE

$FFRXQWLQJ3HULRGVDQG0HWKRGV

BBB

3XE

%XVLQHVV([SHQVHV

BBB

3XE

6HOIHPSOR\PHQW7D[

BBB

3XE

%DVLVRI$VVHWV

BBB

3XE

5HWLUHPHQW3ODQVIRU6HOIHPSOR\HG

BBB

3XE

6WDUWLQJD%XVLQHVV

BBB

3XE

%XVLQHVV8VHRI+RPH

BBB

3XE

(PSOR\PHQW7D[HV
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Strategy
Keep all tax records at least seven years.
There are a few simple record keeping rules that will ensure you get the maximum tax
deductions you deserve and that you are always in a position to prove your point in
any dispute.
We have compiled these record keeping suggestions from IRS publications and from
the IRS auditor’s manual, which gives instructions to IRS auditors for which taxpayer
records can be used to substantiate deductions. Keeping the proper records always
keeps you prepared. Remember, when you carry an umbrella, it seldom rains. It is
your responsibility to be able to substantiate the amount and purpose of each of your
tax deductions.

Strategy
Keep expense records in a pocket-size expense log or laptop computer.
To make record keeping a snap, always carry with you a pocket-size expense log. You
can buy one for a couple of dollars at any stationery or office supply store.
Your expense log makes it easy to record deductible expenses you incur away from
home. These expenses include:


*DVFDUUHSDLUVWROOVSDUNLQJ



'HGXFWLEOHPHDOVDQGHQWHUWDLQPHQW



2IILFHVXSSOLHVDQGSRVWDJH



0RWHOURRPVDQGRWKHUWUDYHOH[SHQVHV

Your log should fit easily into your pocket, briefcase or purse and allow you to keep
running totals for all your yearly deductible expenses. A good expense log should
allow you to keep records of purchases and automobile mileage and expenses. If you
use a lap top computer while traveling, record the expenses daily and upload to your
PC when you return home. Get in the habit of carrying your expense book everywhere
you go and entering deductible expenses as they occur.
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Strategy
Keep receipts in addition to canceled checks.

Keep receipts or invoices (containing the phone number and address of the company
and the items purchased), along with your canceled checks or a scanned copy. This
is especially necessary to document expenses that were placed on a credit card in
which only one check was written for expenses that my fall into several tax deduction
categories.

Strategy
Use a credit or debit card for effective record keeping
of deductible expenses.
Obtain a credit or debit card for business or personal use. Get in the habit of writing
the deductible purpose in five words or less on each receipt. Organize and file all
of your credit card receipts and statements in your Record Management System.
Mark all of this year’s debit or credit card statements with a “T” or “P” on each line
to indicate whether tax-deductible for business or personal use. Deduct the yearly
credit card fees and interest that apply to deductible items for business or personal
purposes.

Strategy
Create an Assets List as a part of your Wealth Checkup and for
insurance replacement, in case of loss.
If winning is not important, then why bother to keep score? Keeping score financially
is done with a yearly “Wealth Check-Up.” This identifies where all your money came
from and where it went. Since there is no limit to the amount of money you can
spend, the solution is taking better care of what you have. All the strategies you will
learn in successive sections will help you do just that.
The first step in your “Wealth Check-Up” is to identify where you are. The second step
is to do a yearly update.
For better or worse, you must know where you are financially. Only by planting your
feet firmly on the ground can you generate the greatest momentum toward where you
want to be—next year and beyond.
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