DOCUMENT SCANNING & FILING TEMPLATES

Digital filing folder structure

Folder Subfolders

01 Identity Passports, licences, birth certificates
02 Home Mortgage or lease, insurance, utilities
03 Money Bank, pensions, investments

04 Tax One folder per tax year

05 Health Records, prescriptions, insurance

06 Work Contracts, payslips

07 Vehicles Registration, insurance, service

08 Receipts By year and month

Notes
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