
(NAPSA)—Tax time is right
around the corner, and chances are
many are finding themselves
scrambling at the eleventh hour to
locate important financial docu-
ments. But tax time doesn’t have
to be burdensome if you plan
ahead and stay organized all year
long. There are simple ways to stay
on top of personal finances that
don’t take up valuable time and
can help make filing taxes easier.

An ounce of prevention is
worth a pound of cure. So as
you’re getting this year’s return
ready it’s time to develop a system
you can use all year long. “Invest
the time now to put your financial
affairs in order to prepare for the
future,” Ann Diamond, Certified
Financial Consultant, who con-
ducts f inancial management
workshops across the nation,
advises. Ms. Diamond and the
organizational experts working
with Post-it® Products have devel-
oped the following recommenda-
tions for organizing personal
finances throughout the year:

• Invest in a small fire proof
filing cabinet with a lock to hold
financial paperwork so that all
important documents are kept in
one place. Color-code files accord-
ing to category with Post-it®

Durable Tabs for easy reference.
• Credit card statements

should be kept and arranged in
order according to month. Since
there are many types of expenses
on each bill, Post-it® Flags allow
tax related expenses to be easily
identified. It may be helpful to
assign specific colors to expense
categories such as yellow for home
office expenses, green for rental
unit expenses, etc.

• Charitable donations, med-
ical expense receipts, and other
tax deductible items should be
marked throughout the year with
Post-it® Notes as they come in to
facilitate information gathering at
tax time. Post-it® Notes on the
front of the folder provide easy
access to running totals through-
out the year.

• Keep track of your invest-
ments. Stick a Post-it® Note on
monthly statements and docu-
ment all transactions. When the
next statement arrives, it is easy
to spot any errors.

• Send your accountant clear
instructions. Placing Post-it®

Action Flags on your tax informa-
tion can help your accountant pin-
point information and return your
taxes to you in a quick manner.
Post-it® Action Flags can help you
and your accountant save time by
indicating clear instructions. The
“file,” “copy” and “sign here” Flags
communicate a simple message
without the need for unnecessary
written instructions.

• If you prepare your own tax
return, use Post-it® Flags on the
return to indicate areas that need
special attention or additional
research before filing.

• And perhaps most important
of all, place a Post-it® Note on your
mirror, computer and anywhere
else as a reminder to mail your tax
return no later than April 15th!

Developing a reliable system
for organizing all your financial
documents can be an easy task
with the help of careful planning.
Organizing financial records is
key to quick tax filing and Post-it®

Notes and Flags can help stream-
line this important process.

According to Ms. Diamond, “It
is crucial for individuals to make
time to create and maintain an
organized personal finance system.
By spending a little time each
week or month organizing personal
finances, individuals not only stay
aware of their financial situation
throughout the year, but also save
energy and possibly money when
preparing tax returns.”

Post-it® products can be found
in office supply stores and the
office supply section of many
retail stores. From offices, com-
puter and fax machines, to homes,
refrigerator and schoolbooks,
Post-it® products help people orga-
nize, remind and communicate at
work, school and home. For more
information, visit our Web site at
www.3m.com/Post-it.
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