
P REP ARE FO R S ET BAC KS

Key documents organiser

Create clear folders and a backup. This page starts you — it is not your f iling cabinet.

Create these folders

C HEC K L IS T
Registration / identity

Tax / SARS

Banking / proof  of  payment

Contracts / quotes / invoices

Insurance / assets

Licences / permits (if  any)

Staf f  / helpers (if  any)

WHERE T HE FOLDERS LIVE + WHERE T HE BACKUP LIVES

T RUST ED PERSON WHO KNOWS WHERE EMERGENCY DOCUMENT S ARE

NO T E
Document needs vary by business type. This is an organising guide, not legal advice.

Filing sprint
FI RST  FOLDER T O
FI N I SH

T ARG ET  DAT E

This resource is for educational purposes only. It is not tax, legal or financial advice. Rules and requirements can differ by business type and location.
Check with the relevant authority or a qualified adviser for your situation.


