
interests, property interests, tax 
returns, warranty documents, 
repair bills, etc. 

 
Collect Your Documents 
Make lists of what documents 
would fall under the aforementioned 
categories. Then, collect the 
documents, organize them, and 
determine where and how you are 
going to keep them. Record storage 
depends on the importance of the 
document, as well as how often you 
need to access it. 

•Find secure storage space for 
long-term documents you rarely 
use, such as your birth 
certificate, passport, will, trust, 
etc. This could be a safe 
deposit box or even your own 
personal safe. 

 
•Create a financial filing 
system. There are many 
systems easily found at office 
supply stores or even home 
stores, such as Target and K-
Mart. You can implement a bill 
paying system, keeping 
receipts for taxes, collecting 
warranty documents, compiling 
insurance records, and more. 

 
•Create a personal filing 
system. Again, there are many 
systems available for keeping 
this information, such as your 
medical records and household 
inventory. 

 

(Continued on page 2) 
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DON�T FORGET - 
It�s Important to 

Report Your Maintenance! 

When you need to find an important 
record, can you find it? Who, else 
knows where to find information if 
there is an emergency? Can you 
easily put your records together 
when it is time to file your taxes or 
just pay your bills? If you cannot 
easily answer these questions, 
perhaps it is time for a system. 
Here are a few tips. 
 
Categorize Your Records 

•Emergency Information - this 
should be contact information, 
such as family, friends, and 
personal representatives. 

 
•Medical Information � this 
would include your doctors, 
dentists, health care providers, 
history, medications, and 
immunization records. 

 
•Personal Information � there 
are important documents 
required throughout your life 
such as birth certificates, 
driver�s license, passports, 
wills, veteran�s papers, vehicle 
titles, marriage or divorce 
documents, and more. Then 
there is the inventory of your 
personal possessions, such as 
furniture, appliances, valuables, 
electronics, vehicles, etc. 

 
•Financial Information � this 
includes your rental 
agreements, utilities, credit 
cards, debts, checking or 
savings accounts, insurances, 
employment records, business 



 

Did You Know? 
 

Did you know that you could report your maintenance on our updated Web 
Site? It�s easy, just go to www.worthross.com and choose Resident 
Information, and then, Maintenance Form. Just fill in each item, tabbing 
from one to another, and send. We will send a confirmation e-mail to you. 

 

Know Someone Who is Looking for a Home?   
 

Do you know a homeowner who would like to rent out their home? Refer 
them to us and we will reward you. We just need a name and telephone 
number of the person you are referring, or simply have them mention your 
name when they call us. Call, fax, or send us an e-mail to earn your reward 
today. 

Worth Ross  
Management Co. Inc. 

 

3710 Rawlins Suite 850 
Dallas, Texas 75219 

 

(800) 522-9119 
(214) 522-9100  

Fax: (214) 528-6889 
 

worth@worthross.com 
worthross.com 

3710 Rawlins Suite 850 
Dallas, Texas 75219 

 
What should you keep? 
There are obvious documents that you should never discard, such as a birth certificate, passport, or will. The IRS 
maintains you should keep financial information that concern your taxes for at least seven years, which includes tax 
returns, banking records, deductible receipts, and more. You should retain other items that you could need for a 
claim, such as medical records, insurances, and warranties. When in doubt, keep it until you are sure you can 
discard it. 
 
What should you discard? 
Clean out expired documents that will not have any further use. After you pay your bills and receive an invoice that 
shows it paid, discard it unless you need it for a claim, refund, or tax deduction. Reduce double documentation � for 
example, discard your pay stubs once you receive your W-2. 
 
Take a little time to organize and let your family know where to access your records when necessary. This will pay 
off in so many ways. 

(Continued from page 1) 


