
Collecting and organizing 
your personal financial in-
formation is the first step in 

retirement planning. The following 
is a list of the documents you may 
or may not receive throughout your 
working years. Create a file for each 
of the following categories and you 
will not only tame the paper tiger, 
but you will have the information 
you need to build a successful retire-
ment plan. 

Financial Statements
A financial statement—completed 
and updated on an annual basis—is 
essential to planning for retirement, 
as well as for estate planning pur-
poses. A financial statement lists all 
of your assets and liabilities. 

Assets 
You should be receiving and filing an 
annual statement for the following 
type of accounts:

401(k)
A 401(k) is a retirement plan that 
allows employees to save and in-
vest for their own retirement. As an 
employee, you authorize your em-
ployer to withhold a percentage or 
dollar amount from your paycheck. 
Most employees choose to have their 

401(k) contribution withheld be-
fore taxes are calculated. However, 
some company retirement plans 
have also added the Roth 401(k), 
which allows an employee to with-
hold employee contributions after 
tax. The Roth 401(k) is a fairly new 
feature that became permanent with 
the passing of the Pension Protection 
Act in August 2006. 

Your 401(k) money is then invested 
in the investment options that you 
choose, which are offered by your 
employer’s retirement plan. Some re-
tirement plans match the employees’ 
contributions. The best resource you 
have to learn more about your com-
pany’s retirement plan is the Summary 
Plan Description, which you should 
have received when you became eli-
gible for the retirement plan.

403(b)
A 403(b) retirement plan also allows 
employees to save and invest for their 
own retirement. Public education or-
ganizations commonly use 403(b) re-
tirement plans.

Pension
Typically, the employee and the em-
ployer fund this type of retirement 
plan. Upon retirement, the pension 
typically makes a fixed amount of 
payments for period of time.

Individual Retirement Accounts 
(IRAs) 
There are several types of IRAs; 
however, the most common are tra-
ditional IRAs and Roth IRAs. With 
a traditional IRA, contributions may 
be tax deductible and transactions 

within the IRA have no tax impact. 
However, when you withdraw funds 
before or after the age of 59½ they are 
taxed at ordinary income tax rates. 
With a Roth IRA, contributions are 
made with after-tax dollars and trans-
actions made within the IRA have no 
tax impact. Withdrawals made from 
the Roth IRA are usually tax free.

Other Assets
Taxable accounts also appear in the 
assets column of your financial state-
ment. These accounts include
• Brokerage
• Savings
• Money markets 

All real estate, including the value 
of your home and vacation home, if 
applicable, should appear in the assets 
section of your financial statement.

Liabilities 
Keep track of the outstanding bal-
ance, monthly payment, and interest 
rate for any outstanding liabilities 
you have, including 
•  Mortgages
•  Car loans
•  Credit cards

Cash Flow Statement
A record of your monthly and annual 
expenses is helpful to predict how 
much you will need in retirement. 
Software programs are also available 
to help track expenses.

Income Tax Forms, Social 
Security
When gathering your documents, be 
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sure to include copies of completed 
income tax forms. Also include your 
Social Security benefits statement, if 
you are eligible. The annual statement 
typically arrives 3 months before 
your birthday. If you are not receiv-
ing a statement, you can request one 
on-line at www.ssa.gov/mystatement 
or you can call the Social Security 
Administration at 800.772.1213. 
Upon receipt of the statement, verify 
that the information is correct. If you 
find a discrepancy, contact the Social 
Security Administration immedi-
ately.

Conclusion
Collecting all the information you 
need for retirement planning can 
seem like an overwhelming task. 
You can make the job more man-
ageable by creating—and maintain-
ing—a filing system for your per-
sonal financial records. A Certified 
Financial Planner can assist you 
with this task. 
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