
A guide to—

Keeping your personal 
papers in order



This guide contains valuable information 
for locating important personal papers. 
Keeping your personal papers up-to-date 
and listing their whereabouts is especially 
important when dealing with estate infor-
mation and employee benefits.

Give a completed copy of this form to your 
attorney, designated executor or close, 
trusted relative. 

You may want to use a pencil to make up-
dating your information easier.

Personal papers list 

For	_ _____________________________

Date______________________________

1-800-227-2354 / www.cfli.org

Investments, Stocks & Bonds

Records of purchase and sale of stocks, bonds and 
investment securities are located__________________

___________________________________________

Stock broker’s name___________________________ 	
Stock broker’s phone number____________________ 	
Brokerage Acct. No.’s__________________________

Credit Cards

Company	 Card No.	 Expire
_______________ 	 ___________________ 	 _______
_______________ 	 ___________________ 	 _______
_______________ 	 ___________________ 	 _______
_______________ 	 ___________________ 	 _______
_______________ 	 ___________________ 	 ______	 	

Debtors & Creditors

Copies of receipts, notes, land contracts, notes and 
loan agreements are located_____________________	
___________________________________________

Medical Records

Location of records _ __________________________
Family physician______________________________
Physician’s phone number_ _____________________

Real Estate

Home
Title to home held in my name only_____
Held jointly with______________________________
Mortgage held by_ ____________________________
Deed located_________________________________
Property tax records located_____________________

Other Real Estate
Address_____________________________________
Deeds and property tax records located____________
___________________________________________

 Additional Information
	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________	

	 ___________________________________________

	 ___________________________________________
C-65-802

Personal Property

I own _ ____Auto(s)	 	____ Jewelry
           _____Trailer	 	____ Snowmobiles
  	        _____Camper	 	____ Gun Collection
           _____Boat	 	____ Motorcycle
	         _____China	 	____ Power Tools
	         _____Silver
	           Valuable collection of_ ___________________
	 ___________________________________________
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Check one of the following locations or write in to 
identify the location of the following documents.

A=Home    B=Office    C=Safe Deposit Box
Other (Specify)			

A    B    C    OTHER
	 	______________

		 ______________

		 ______________
		

		 ______________

		 ______________
		

		 ______________
	

		 ______________
		

		 ______________

		 ______________

		 ______________
		

		 ______________

		 ______________

		 ______________

		 ______________ 	
		 ______________ 	

My current will:

Income tax returns:

Marriage documents:

Birth certificates/
citizenship papers:

Business agreements:

Investment certificates/
stocks/bonds:

Deeds and other real 
estate documents:

Outstanding loan/
creditor documentation:

Funeral arrangements:

Insurance policies:

Credit cards/personal 
valuables:

Education records:

Pension/company 
savings plan:

IRAs:

Trust funds:

Location of Documents

Documents in my home are located________________
	__________________________	________________

Documents in my office are located________________
	__________________________	________________

My safe deposit box is located___	________________
Address_____________________	________________
Key location_ ________________	________________

Birth Certificates

I do_ ____ do not_____ have a birth certificate.
My birthplace	________________________________
Other certificates located:
Spouse	 ______________________ D.O.B.________
Children	 ______________________ D.O.B.________
		  ______________________ D.O.B.________
		  ______________________ D.O.B.________
			     

Social Security Cards

My number__________________________________
Location of card_ _____________________________
Spouse’s number _ ____________________________
Children’s numbers _ __________________________
___________________________________________	
___________________________________________	

Will & Last Testament

I have____ have not____ made a will.
Date of current will____________________________
Lawyer who drew up will_______________________
Lawyer’s phone number________________________
Instructions for funeral arrangements are in:
my will_ ___ a letter ____ other___________________
A list of people and advisors to notify is located_____
___________________________________________

Military Service

Military Service No.___________________________
Location of discharge papers_ ___________________
___________________________________________

Employment Information

Employer name_______________________________
I have_____ don’t have_ ____  group insurance.
Group insurance No.___________________________
Location of benefit brochures____________________
Spouse’s employer_ ___________________________

Document details Insurance

Company	 Policy No.
LIFE & ANNUITY
_________________________ 	 _ _______________
_________________________ 	 _ _______________
_________________________ 	 _ _______________
_________________________ 	 _ _______________

CAR
_________________________ 	 _ _______________
_________________________ 	 _ _______________

HOME
_________________________ 	 _ _______________
_________________________ 	 _ _______________

DISABILITY & LONG-TERM CARE
_________________________ 	 _ _______________
_________________________ 	 _ _______________

MEDICAL/HEALTH
_________________________ 	 _ _______________
_________________________ 	 _ _______________
_________________________ 	 _ _______________

Bank Records

Bank/Credit Union	 Account No.
SAVINGS
_________________________ 	 _ _______________
_________________________ 	 _ _______________
_________________________ 	 _ _______________

CHECKING
_________________________ 	 _ _______________
_________________________ 	 _ _______________
_________________________ 	 _ _______________

CERTIFICATES OF DEPOSIT
_________________________ 	 _ _______________
_________________________ 	 _ _______________
_________________________ 	 _ _______________

Location of passbooks and certificates_____________
___________________________________________	


