Organizing Your Family's Important Documents Before Winter
A Comprehensive Checklist & Tracking Template for Families
As the leaves change and the year draws to a close, fall is the perfect season for families to gather, review, and organize their most critical documents. Year-end financial reviews, estate planning updates, and emergency preparedness efforts all benefit from having paperwork properly located and accessible. Taking time now means that if an unexpected event occurs during the winter months, your loved ones will know exactly where to find what they need — without added stress during an already difficult moment. The peace of mind that comes from knowing your family is prepared is one of the most meaningful gifts you can give.
Prepared as a resource by Sally Dolton Mobile Notary  |  Silverdale, Wa. ]    559-360-0097   SallyDolton.com
HOW TO USE THIS TEMPLATE
	Follow these steps to get the most out of this checklist:
•  Gather originals first. Locate physical originals of each document listed and confirm they are intact and legible before recording their location.
•  Note where copies are stored. For each document, record both where the original lives and where certified or digital copies can be found.
•  List who has access. In the Notes column, record the name of any trusted individual — attorney, spouse, adult child — who has authorized access to each document or location.
•  Update annually. Schedule a yearly review (we recommend every October) to ensure dates, policy numbers, and contact information remain current.
•  Store this completed template securely. Keep the filled-in version in a fireproof home safe, bank safe deposit box, or a trusted encrypted digital vault — and let at least one trusted person know where it is.


SECTION 1: ESTATE PLANNING DOCUMENTS
	These documents direct how your wishes are honored in the event of incapacity or death. Ensure all applicable documents are notarized and accessible to your attorney and named agents.


	Document Name
	Have Original? (Y/N)
	Location Stored
	Date Last Updated
	Notarized? (Y/N)
	Notes

	Last Will and Testament
	
	
	
	
	

	Living Trust / Revocable Trust
	
	
	
	
	

	Durable Power of Attorney
	
	
	
	
	

	Healthcare Power of Attorney / Medical Proxy
	
	
	
	
	

	Advance Healthcare Directive / Living Will
	
	
	
	
	

	POLST Form (Physician Orders for Life-Sustaining Treatment)
	
	
	
	
	

	Beneficiary Designations (on file with accounts)
	
	
	
	
	

	Letter of Instruction / Final Wishes Letter
	
	
	
	
	

	Other: ___________________
	
	
	
	
	

	Other: ___________________
	
	
	
	
	


SECTION 2: IDENTIFICATION DOCUMENTS
	Keep originals for all family members in a secure location. Certified copies of birth certificates and other vital records are recommended for everyday use to protect the originals.


	Document Name
	Have Original? (Y/N)
	Location Stored
	Expiration Date
	Notes

	U.S. Passport — Family Member 1
	
	
	
	

	U.S. Passport — Family Member 2
	
	
	
	

	U.S. Passport — Family Member 3
	
	
	
	

	Birth Certificate — Family Member 1
	
	
	N/A
	

	Birth Certificate — Family Member 2
	
	
	N/A
	

	Birth Certificate — Family Member 3
	
	
	N/A
	

	Social Security Card — Family Member 1
	
	
	N/A
	

	Social Security Card — Family Member 2
	
	
	N/A
	

	Social Security Card — Family Member 3
	
	
	N/A
	

	Marriage Certificate
	
	
	N/A
	

	Divorce Decree (if applicable)
	
	
	N/A
	

	Adoption Papers (if applicable)
	
	
	N/A
	

	Naturalization / Citizenship Certificate
	
	
	N/A
	

	Military Discharge Papers (DD-214)
	
	
	N/A
	

	Driver's License / State ID — Member 1
	
	
	
	

	Driver's License / State ID — Member 2
	
	
	
	

	Other: ___________________
	
	
	
	

	Other: ___________________
	
	
	
	


SECTION 3: FINANCIAL DOCUMENTS
	List all financial accounts, policies, and agreements. This section helps loved ones locate assets and manage affairs without unnecessary delay. Record only the last 4 digits of account numbers for security.


	Document Name / Account
	Institution Name
	Account # (Last 4)
	Location of Statements
	Notes

	Bank Account — Checking
	
	
	
	

	Bank Account — Savings
	
	
	
	

	Investment / Brokerage Account
	
	
	
	

	Retirement Account — 401(k)
	
	
	
	

	Retirement Account — IRA
	
	
	
	

	Retirement Account — Roth IRA
	
	
	
	

	Pension Plan Documents
	
	
	
	

	Life Insurance Policy
	
	
	
	

	Annuity Contract
	
	
	
	

	Stock Certificates / Savings Bonds
	
	
	
	

	Tax Returns — Most Recent Year
	
	N/A
	
	

	Tax Returns — 2 Years Prior
	
	N/A
	
	

	Tax Returns — 3 Years Prior
	
	N/A
	
	

	Safe Deposit Box Key & Location
	
	N/A
	
	

	Debt / Loan Agreement
	
	
	
	

	Other: ___________________
	
	
	
	

	Other: ___________________
	
	
	
	


SECTION 4: MEDICAL RECORDS & HEALTH INFORMATION
	Centralizing health information is critical in emergencies. Ensure caregivers, healthcare proxies, and family members know where to find this information quickly.


	Document / Information
	Details
	Location
	Provider / Contact
	Notes

	Health Insurance Cards & Policy Numbers
	
	
	
	

	Medicare / Medicaid Cards
	
	
	
	

	Prescription Medication List (with dosages)
	
	
	
	

	Primary Care Physician Contact
	
	
	
	

	Specialist Physician — 1
	
	
	
	

	Specialist Physician — 2
	
	
	
	

	Medical History Summary
	
	
	
	

	Vaccination Records
	
	
	
	

	Surgical / Hospitalization History
	
	
	
	

	Mental Health Provider Contact
	
	
	
	

	Dental Insurance Card
	
	
	
	

	Vision Insurance Card
	
	
	
	

	Organ Donor Designation
	
	
	
	

	Other: ___________________
	
	
	
	

	Other: ___________________
	
	
	
	


SECTION 5: HOME, PROPERTY & INSURANCE DOCUMENTS
	Keep insurance policies current and renewal dates visible. Store deeds, titles, and mortgage documents with your estate attorney or in a fireproof safe at minimum.


	Document Name
	Policy / Account Number
	Insurance Company / Lender
	Renewal / Due Date
	Location Stored
	Notes

	Homeowner's Insurance Policy
	
	
	
	
	

	Renter's Insurance Policy
	
	
	
	
	

	Home Deed / Title
	
	N/A
	N/A
	
	

	Mortgage Documents
	
	
	
	
	

	Property Tax Records
	
	N/A
	
	
	

	Flood Insurance (if applicable)
	
	
	
	
	

	Earthquake Insurance (if applicable)
	
	
	
	
	

	Vehicle Title — Vehicle 1
	
	N/A
	N/A
	
	

	Vehicle Title — Vehicle 2
	
	N/A
	N/A
	
	

	Auto Insurance — Vehicle 1
	
	
	
	
	

	Auto Insurance — Vehicle 2
	
	
	
	
	

	Umbrella Insurance Policy
	
	
	
	
	

	Lease Agreement (if renting)
	
	
	
	
	

	Appraisal / Inventory of Valuables
	
	N/A
	
	
	

	Other: ___________________
	
	
	
	
	

	Other: ___________________
	
	
	
	
	


SECTION 6: DIGITAL ASSETS & ONLINE ACCOUNTS
	Digital assets and online accounts are increasingly important to document. Use this section to record account types and how to access them — never write full passwords here.


	Security Tip:
Never write full passwords in this document. Store a reference to your password manager or a trusted encrypted vault instead. Consider designating a digital executor in your estate plan.


	Account / Asset Type
	Platform / Provider
	Username (Optional)
	Password Hint / Vault Location
	Notes

	Primary Email Account
	
	
	
	

	Secondary Email Account
	
	
	
	

	Social Media — Platform 1
	
	
	
	

	Social Media — Platform 2
	
	
	
	

	Online Banking Login
	
	
	
	

	Subscription Services
	
	
	
	

	Cloud Storage Account
	
	
	
	

	Cryptocurrency / Digital Wallet
	
	
	
	

	Digital Password Manager
	
	
	
	

	Other: ___________________
	
	
	
	

	Other: ___________________
	
	
	
	


SECTION 7: EMERGENCY CONTACTS & KEY ADVISORS
	Ensure this contact list is shared with your healthcare proxy, power of attorney, and any trusted family member. Pre-filled emergency lines are included for convenience.


	Role
	Full Name
	Phone
	Email
	Address / Office
	Notes

	Spouse / Partner
	
	
	
	
	

	Adult Child — 1
	
	
	
	
	

	Adult Child — 2
	
	
	
	
	

	Trusted Neighbor / Friend
	
	
	
	
	

	Attorney / Estate Lawyer
	
	
	
	
	

	Financial Advisor
	
	
	
	
	

	Accountant / CPA
	
	
	
	
	

	Notary Public
	
	
	
	
	

	Primary Care Physician
	
	
	
	
	

	Local Emergency Services
	
	911
	N/A
	
	

	Poison Control Center
	National Hotline
	1-800-222-1222
	N/A
	poisoncontrol.org
	24/7 Helpline

	American Red Cross
	National Hotline
	1-800-733-2767
	N/A
	redcross.org
	Disaster Relief

	Other: ___________________
	
	
	
	
	

	Other: ___________________
	
	
	
	
	


SECTION 8: WHERE EVERYTHING IS STORED — MASTER LOCATION GUIDE
	Use this guide as the single reference point for where your most important documents are physically or digitally stored. Share this page with your executor, attorney, or trusted family member.


	Location Type
	Description / Details (Address, Access Instructions, Who Has a Key, etc.)

	Physical Safe (Home)
	

	Safe Deposit Box (Bank Name & Branch)
	

	Attorney's Office
	

	Fireproof File Cabinet
	

	Digital Cloud Vault
	

	Trusted Family Member's Home
	

	Other Location
	

	Other: ___________________
	


CLOSING NOTES & NEXT STEPS
Taking the time to complete this template is an act of love and responsibility for the people who matter most to you. We encourage every family to review this document at least once a year — updating account information, confirming document locations, and ensuring named agents and beneficiaries remain current. For documents requiring authentication, a licensed notary public can provide the official certification needed for legal validity. For more complex estate planning needs, including the drafting of wills, trusts, or powers of attorney, please consult a licensed estate attorney in your state.
	📅
Schedule Your Annual Document Review Every October — Before the Holidays Begin.


	Remember:
Estate planning documents such as Powers of Attorney and Living Wills typically require notarization to be legally valid. Contact your local notary public to schedule an appointment and ensure your documents are properly authenticated before filing them away.


Disclaimer: This template is provided for informational and organizational purposes only and does not constitute legal advice. The information contained herein should not be relied upon as a substitute for consultation with a licensed attorney. Please consult a qualified estate planning attorney for guidance specific to your circumstances and jurisdiction.
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