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The below is just a suggestive list of 
records that we maintain for what 
period of time. 
Immediate Discard



income will be generated. One must be very clear on where 
your money would be invested, returns generated and the risk 
factors. Be extra careful with schemes which ask you to add 
more members or agents as most of such are nothing but 
multi-level marketing schemes which tend to crash once 
growth of agents stops. In case there is no adequate clarity or 
there are non-transparent instruments or plans of making 
money, be prepared to say NO. 

Investing in Unverified Avenues



Storage of Documents 

There are broadly two ways of storing documents – physical and 
digital. Digitally storing your documents today is as important as 
possibly physical storage. We will talk about both of them... 

Physical Storage

For physical storage, there are a few things to be kept in mind.

Collection: A important part of the exercise is bringing all 










