
Office Filing  
&  

Organization 



3 Part Folder  

 

Section 1 =  Checking Account = Bank Statements 
and QuickBooks Reconciliation Reports 

Section 2 = Savings Account = Bank Statements 
and QuickBooks Reconciliation Reports 

Section 3 = Petty Cash Account = Account Register 
and QuickBooks Reconciliation Reports 

If your district has more items such as CD’s that they report on you can either 
divide the sections to cover more than 1 account or use a 6 part folder. 



Outside View 
 



Inside View 



 
6 part folder  

 
 First Section = Official Meeting Packet with Agenda, 

minutes, financial reports, and any other documentation from 
the meeting. 

 Second Section = July – December Accounts Receivable 
 Third Section = January – June Accounts Receivable 
 Fourth Section = July – December Accounts Payable 
 Fifth Section =  January – June Accounts Payable 
 Sixth Section = Payroll, Payroll Liability payments, 

Quarterlies 
 



OUTSIDE VIEW 



SIDE VIEW 



Official Meeting 
Packet with  

 
Meeting Notice 
 
Agenda 
 
Minutes 
 
Financial Reports 
 
Any other 

documentation from 
the meeting. 

First Section 



Second Section 

 July – December 
Accounts Receivable 



Third Section  

 January – June 
Accounts Receivable 



Fourth Section 

July – December 
Accounts Payable 



Fifth Section 

 January – June 
Accounts Payable 



Sixth Section 

 Payroll, Payroll 
Liability payments, 
Quarterlies 



Filing Suggestions 
Use  locking file cabinets for 
records that need to be secured 
and  non-locking cabinets for all 
other records.  

Label each drawer & file 
either alphabetically, 
numerically or color 
code them. 

color code examples: 
 Green = Financial Records 
 Red =District Supervisors 
 Blue = Education 
 Grant Agreements/ History = Maroon 
 Awards = Purple 

Labeling outside 
of drawers 



The next few slides will  
go through the records 
retention schedule for 
Conservation Districts. 
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