
GIVING THE GIFT OF 
ORGANIZATION
Make it easy for loved ones to find important documents  
with this handy checklist.

Overview
From a birth certificate and driver’s license to account statements 
and property titles, all of us are holding onto important documents 
showing proof of identity and property ownership. And while you 
know (or think you know) where these documents are located, do 
your loved ones know where to get the information they need to 
make decisions on your behalf?

A 2022 study revealed more than 50% of Americans think estate 
planning is important, yet only 33% have a will or living trust in 
place. The reason? Most say they don’t have enough assets to 
justify the cost and effort of putting those documents in place.1

But what most of us do have is an assorted collection of accounts, 
property and even bills. If you’re gone or disabled, someone 
(usually a spouse, adult child or trusted friend) needs to have 
access to documents related to these items or know whom to call 
for help. One of the best things you can do for that person is to 
organize your documents — and then let him or her know where to 
find everything needed when the time comes.

Organizing Your Information
Where do you even begin with organizing your important 
documents? It’s good to start by breaking them down into two 
categories: offline and online.

Offline Documents 
Your offline documents could include property titles, insurance 
policies, passports, birth or death certificates, marriage licenses, etc. 
Instead of stashing these in a drawer or file cabinet, it’s a good idea 
to store them in a fireproof safe in your home. It’s also smart to make 
copies of items that reside in your wallet — such as a driver’s license 
or Social Security card — and put those in the fireproof safe as well.

If you get paper statements for banking or investment accounts, 
there’s no need to hold on to all of your statements. Keep an 
organized folder or file with the latest statement and shred the old 
ones. Better yet, set up online access for all your financial accounts 
and give your login information to your loved ones. Which brings us 
to …

Do your loved ones know 
where your important 
documents are located 
or whom to call for help 

after you’re gone? Use this 
checklist to get organized.
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Online Documents 
Online bill payments. Social media profiles. Your Netflix account. 
In a digital world, it’s important to also keep track of your online 
information and how to access it. One way to share your login 
details: Make a list of your account usernames and passwords, 
then store the list in your fireproof safe. Another option is to use 
a password manager such as Last Pass and share the login details 
electronically with the person responsible for managing your affairs.

Get Started
 
To get started, we’ve put together this handy checklist to help 
make sure you’ve gathered everything. You can even use the 
checklist to make notes, so whoever is reading it knows exactly 
which documents to look for in the safe, file drawer or computer.

If you need help collecting any of these documents, contact your 
financial professional. They can assist with tracking down account 
numbers or latest statements.

Once you’ve completed the checklist, share it with your designated 
person(s) or let them know where they can find it when they need 
it. Please keep in mind that this may not be an all-encompassing 
list, and individual needs may vary.

Items for Fireproof Safe
 Birth certificate(s)  Life insurance policies

 Death certificate(s)   Health insurance information

 Marriage license(s)   Property insurance policies

 Adoption papers  Real estate deeds

 Passport(s)  Car titles

 Social Security card(s)  Military service records

  Copy of driver’s license(s)   Safe deposit box information

 Will(s)  Business agreements

 Trust documents  Keys to property

  Power-of-attorney documents   Valuable personal property
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Financial Account Information

Recurring Payments

People to Contact

1 Daniel Cobb. Caring.com. “2022 Wills and Estate Planning Study.” https://www.caring.com/
caregivers/estate-planning/wills-survey/. Accessed Sept. 14, 2022.
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  Utilities   Streaming (Netflix, Spotify, etc.)

  Trash & recycling
  Newspaper or magazine  

subscriptions

  Cellphone or home phone   Gym membership

  Internet
  Household services  

(lawn, cleaning, etc.)

  Financial advisor(s)   Attorney

  Life insurance agent   Property insurance agent

  Accountant   Business partner(s)

  Stock or bond certificate(s)   Retirement accounts

  Tax documents   College savings accounts

  Investment accounts   Annuity contracts

  Checking & savings accounts   Loan documents

  Credit card accounts   Mortgage statements
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