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qually important as having water, food, clothing, and some money store
present and future use is the ne
matters documented and located in one place for instant access. Take t
timenowt o or gani ze your flaitmmaywed e thsecae r

best investment you can make in you
ability to prove ownership of your bank account(s), safety deposit box, and busi
brokerageand/or investment accounts may be necessary after a natural disaste
other calamity destroys the bank, credit union, brokerage or other financial recq
Also, since having proof of ownership will allow you to maintain your real prope
rights, provde qualification for your earned benefits, or provide continuing rights
the use of physical property, it is well worth the effort it takes to amass the @for
tion and organize it so itbés readi/l

It is most important that all members of the fankimw ow wher e t he
records, documentation of ownership, and other financial papers and records a
kept. They must also know to whom to turn for advice in cas
the primary respoiisle individual becomes incapable of d
recting family activities. Planning ahead by having these forij
and papers readily available can save a great deal of agony
anguish, time, and mongyéspecially when an emergency or
other unpleasantness causes debility, disablement, or deat
the family.

The gathering of
information sug-
gested in these

charts are more
than an exercise
of prudence and
practicality, they
might very well

prove to be prov- Keep the originals d all important forms in your safe de-

identiali if not

Legal Disclaimer:

This eBook con-
tains the authors 6
own personal ex-
perience and ex-
pert legal re-
sources. It is de-
signed to provide
general, though
accurate and au-
thoritative informa-
tion. It is published
with the under-
standing that the
author, consul-
tants, and/or pub-
lisher have no con-
trol over the laws,
orders, and types
of possible
changes in such
over a period of
time.

Choices and deci-
sions remain the
sole responsibility
of the user.

ords
s tot

per so

critical to the pro- | POSit box at the bank or in another secure, private, acceiss

tection of your
hard-earned sav-
ings and ultimate
net worth!

tablish a system for

dence, practicality, and providentce!

ble, safe placeawayfrom your home. The following pages detail how you cast e
safeguardi ngn. your f ¢
This information may be invaluable to prove your ownership, provide access to

earned benefits and maybe even protect your lif@his is an exercise of pr

© 2009 James Talmage Stevelsking the Best of Basicsandwww.FamilyPreparednessGuide.conblogsite. All Rights Reserved. This
content may be forwarded in full without specific permission, with copyright notice, contact information, links, and oreatization intact
when intended for neprofit use only. For any other use, permission irtingi from the author is required. Questions regarding permission

should be addressed &ditor@familypreparednessguide.com



http://www.everythingprepared.com/makingthebestofbasics
http://www.familypreparednessguide.com/
mailto:editor@familypreparednessguide.com

The Family Preparedness Household Notebook

Pagel4d

Make up aFamily PreparednessiouseholdNotebookusing the worksheets provided in teiBookto

col

ect

and

ma i

nt ain

your

famil yods

cri

ti

c a-l

ignated place to keampiesof important and updated recordsslavaitable on short notice to barried

Three Rules of
Preparedness:

1. Chance favors
the prepared
mind.

2. Reality re-
wards the truly
prepared.

3. Hope for the
best, prepare for
the worst, and
deal with what
comes.

Use the forms provided in theBookto collect and maintain family vital statistics, ancestor histgey (

9 Looseleaf notebook

notii

i Top-loading sheet protectors

9 Index dividers

1 Waterpoof, portable container

ce

Prepare a safe place to keep thaebookwith its documents ahpapers. This
Notebookwill help you keep all your updated records in one place. Usk#aiing
plastic sheet protectors for the documents, with index dividers to identify the cat
gories. Insert sheets of data and documents in aongdhized looséeaf notebook,

SO extra pages can be added as needed. Revise all information as needed to keep
your data current

Supplies for thé-amily Preparedness Household Noteboake available in office
supply stores. The cost should not exceed $10 to $20, dep@mdihg amount of
supplies and quality of materials selected, and should include these items &Ad acce
sories:

nealogy, and financial records. Examples of important documents that you will weopydor your
Family Preparedness Household Noteboiviclude the following:

OO0 0000000000000 000O0000-0

when intended for neprofit use only. For any other use, permission irtingi from the author is required. Questions regarding permission

Family documents birth, adoption, marriage, and death certificates
Relatives to contact (local and out of area)
Social Security cards and entitlements

Passports

Medical recordsgnd prescripbns for medicationsyeglassesand prosthetigs
Immunization records

Dr i
Military records

ver 60s

Academic certificates
Tax returns (3 years)

Wills

cense

Emergency Care documents

Durable Power of Attorney

Living Will

Medical Surrogate Desighee

HIPPA Release

Guardianship Appointment Form (if available in your state)

Personainsurance policies

Retirement accounts
Contents of safe deposit box
Property and household items inventory (photographs and videos)
Banking and money accounts (3 years)
Record of credit / debit cards (3 years)
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Titles to equipment and property

Deeds to properties and equipment

Stocks, bonds, certificates, and other financial instruments
Additional documents relative to your personal needs
Stash of cagh 1bills in small denominations and silver coins

Shouldyouhaveammer gency need for any of these
immediately available to help resolve problems and give you peace of mind. This is a vital part of being

prepared. It requires discipline and often as not, attentioatod i | . It is the

so do this task with a view of protecting your estate for the future.

document s

Ssumma-t

Additionally, keep a small amount of money in small bills and quarters, dimes, and nickels insike a poc

et of thisNotebook &t least eno g h

to make a few telephone

what they would have done undermalconditions.

Suggestions for Getting Organized

Resolve to get organizédjet started and just da ith o w! l'tdés really nialodt
records in mountainous piles of old bills, tax forms, receipts, andmarmtbwn recipes!

Chart 1

Records Retention & Storage Chart

Period of time to retain Item or description

Discard upon expiration or
disposal of asset

loan agreements

notes due you or owed
bank account passbooks
lease agreements

auto registration

Short term (1 - 3 years)

household bills
expired insurance policies

Medium term (4 - 7 years)

tax returns and supporting data

bank statements and account information

canceled checks / check registers (except for major purchases
cash receipts journals

paid loan documents

Long term (permanently)

marriage license

adoption papers

divorce documents

checks and receipts for major purchases
brokerage statements

home purchase documents

home improvements receipts
business (selémployment) records
income property documents

wills and trusts

gift tax returns

inheritance documents

cal

{ToP}

The following ideas and suggestions are intended to help you accomplish tbedegknizing your vital

information:

! Federal, state, and local jurisdiction tax laws change often! This information is for reference only. Seek the advice of a qualified tax
professional in your local area for current requirements.
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¢ Keep onlycopiesin your Notebook Always protect originals in a safe environment. Moistuma; te
perature, expsure to lighttancause deterioration of paper, cloth, and wood items.

¢ Rent and use a safkeposit box in a bank, credit union, savings and loan, or privately operated bus
ness. Place in the safe deposit box the originals of important individual ang d@culments, inve-
tory lists, and photos/videos of property and possessions. Use the box to store copies of wills and
trusts, partnership agreements, and other legal documents. Store valuables, including certificates for
stocks and bonds, infrequently ugedelry, and a list (photos are better, videotapes are bestt) of e
pensive and rare jewelry, antique furniture, silver dinner sets, or works of art, also.

¢ Waterproofall documents and other items subject to water damage. Sprinklers can go off aecidenta
ly, and floodwaters can riseéven in a vault!

¢ Fireproof your vital information. You can find used fireproof safes at most places where safes are
sold or repaired. Used safes may cost as little as 10% of nelv i@mitbare just as safe!

¢ Review and discardutdated documents periodically. How long should you keep those voluminous
records? In the table following are guidelines to help you determine periods of recommended storage
for various forms and documents:

¢ Create an ithome business center for ydamily preparedness endeavors. In addition to organizing
your household information and records, you will find that the effort of planning, budgetind)-searc
ing, shopping, and aggregating a yearods-supply c
home bushess.

The difference between having your financial records neat and well maintained on the one hand or what

we call a natural (or perhaps a personal) disaster on the other is usually a matter of simple organization.

No genius is requirédjustamog@ r at e amount of meaningful wor k. The
time looking for a canceled check, anxiety over misplaced receipts or perhaps an important stieck certif

cate, or days gathering information for your annual tax return

Therealworkis n t he c¢creation of the system. Once youodve
the dayto-day management of your business and financial matters. So, create a system, get a system from

a business supply house, get a computer program, or moglibnthwe recommend. Here are some basic
organizing tips utilized as we have tried to gain better control of the paperwork flow in our own lives.

I f you haven 6-homekdinass tenter, lmairaall desksomeanoffice supplies, and at least
a2-drawer file cabinefor yourfamilypr epar edness fibusi nes w@sthatyoeep i n t
use almost daily:

1 stationery

1 bills to be paid

1 documents to be filed

Y arecord of cash receipts and cash disbursements

1 office supplies pencils, paper, file folders, paper clips, stapler, and staples, e

Use the file cabinet to store materials and documents you use less fredusefityder systems

with tabsin both the desk and the file cabinet. It makes filing and finding records easier. Set up
folders with categories for thefgs of items you need for reference and follggwvith analpha-
betical fileand al-31 datefile for your important events.
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Typical folders to keep in your desk:

Bills to pay

Cash receipts journal

Income from investments

Stock transactions

Documents to be filed

Income documents

Gifts received

Taxplanning and financial planning information

Records of c¢hil dilfomeach childinseparate faders me

Typical folders to keep in your file cabinet

Household bills paidkly yeaj
Personal financial statements
Home and homenprovement records
Tax returnslfy yeaj
Canceled checks and bank statemdnysyéaj
Investment account statements
TIRA / Keogh / Roth plans
1401(k) plan documents
Bank passbooks and certificates
Copies of wills or trusts
Medical documents
Durable Power of Attorney
Living Will
Medical Surrogate Appointment
HIPPA Release
Guardian Appointment Form (if available in your state)
Employment contract
Partnership/business investments
Record of company benefits
Investment prospectuses aahrterly reports
Insurance policies:
1 Life
9 Health
1 Disability
i Long-Term Care
T Auto
fHomeowner 6s or renterds coverage

¢ Have acash disbursements jourhajou probably already have one as your checkbook is a record of
what vy oud v eid) fibi geodsiandsservices( Yiowr disbursements journal can be asisophist
cated, complicated, or as simple as you like. There are a numibxm@nptiterized progranfer re-
cording and organizing financial data, and it is well worth the price to have one and use it to analyze
your financial position on a timely basis.

¢ Also, keep a record of cash receipts, or at leasslaeeipts journal. Why would you want to keep a
record of receipts? A record allows you to look back at any time and determine who paid you how
much, what, and when. At the end of the year, you can use the journal to-cloeitite for example,
that you eceived all your dividend checks from a particular mutual fund, or all interest payments on a
certificate of deposit. You could also, if you wanted, add a series of columns for the types of receipts
you anticipate during the year: dividends, interest, t@nmuses, etc.
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To be aware of what income you receive, record these minimum details:

f{date income received

1 payor or from whom received
flamount received

flamount deposited

T deposit date

Aspartofpyur familyds prepar ddOWessorefaonirrte,yoadkef &imiel y
ognize the importance of being able to access your information while the federal, state, and local gover

ments, financial, legal, and educational systems are functioning normally to assist you in your document

tion. For those who have accomplished some of this, be grateful it i$ dmrtestay in pursuit until

youdre satisfied youdre free of the threat of | os
this data now, because it will require maximum stesice and dedication as the demand for this type of
information increases. Also, agencies will have limited time and personnel to handle both the slystem fai

ures and the request for information overload.

1 Though all this may seem overwhelming at times, keep in mind:
There is perfect order in the chaos of uncertainty!

Worksheets for Organizing Information

The following chart identifies the wor kiwformeet s ava
tion, if you have not done so already. These worksheets will guide you in accounting for your individual
and family information, as well as the familybs f

you organize your collection of valole documents and facilitate their safeguarding. Please take time to

review these worksheets, and then begin to enter the requested information in an orderly manner.
{ToP}
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Directory of Household Preparedness Notebook Worksets

Worksheet
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Worksheet Description Page #
Category 1. Emergency Information
1 | Important Emergency Telephone Numbers 9
Category 2. Family Information
2A Family Members 10
2B Individual Family Member Records 11
2C Location of Family Documents 12
Category 3. Personal Insurance
3A Life Insurance 15
3B Health and Hospitalization Insurance 16
3C Accident and Disability Insurance 17
Category 4. Financial Records
4A Banking Accounts 18
4B Financial Advisors 18
4C Contents of Safe Deposit Box 19
4D Record of Credit and Debit Cards 20
4E Debts 20
4F Money Owed Us 21
4G Personal Property Loaned To Others 21
4H Equities in Stocks, Mutual Funds, Treasuries, and Corporate Bonds 22
4] Precious Metals and Other Investments 23
Category 5. Real Estate & Property
5A Real Estate and Property Insurance 24
5B Property and Household Inventory 25
5C Photos / Videos of Property and Household ltems 27
5D Real Estate and Property Descriptions 27
5E Real Estate Financials 28
5F Major Home Improvements 29
Category 6. Business Information
6A Business Interests 30
6B Business Property Insurance 31
Category 7. Guidelines for Survivors
7 | Final Disposition Information and Guidelines 32
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CATEGORY 1. EMERGENCY INFORMATION

Worksheet 1
Important Emergency Telephone Numbers

Important
Telephone Numbers

B Persor\ll\;hF({)gsource Where? Call tlr:gvl\ilimber Asvgi]reenc’.:ed
Nearest Relative Local Address
(other than family)
Local Contact Local Address
(other than family)
Out of Area Day Name Address ( )
Contact Name Address ( )

Fire Local

Emergency 911

or 1-911

Ambulance/Paramedics | Ambulance Local
Police / Sheriff Local
Hospital Name Local
Family Doctor Name Address
Pharm acy Name Address
Poison Control Local Regional
Red Cross Name Address
Utilities / Providers
Electric Power Name Address
Gas Name Address
Water / Sanitation Name Address
Telephone Name Address
Insurance Agent Name Local
Babysitter Name Local

TOP.
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CATEGORY 2. FAMILY INFORMATION

Worksheet 2A
Family Members

Date of
Name of Family Member Place of Birth & Where Recorded | Social Security #

TOP.
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Worksheet 2B
Individual Family Member Records

Location of Records
Father Mother Child Child Child Child

Record or
Document

Birth Certificate

Adoption
Records

Marriage Licens¢

Citizenship
Records

Social Security
Card

Passport
& Visas

Driver 0¢

Military Records

Retirement
Accounts

Settlements

Academics

Awards / Prizes

Health Records

Immunization
Record

Disability
Awards

Medications

Eyeglasses

Church Records
Will
Other

TOP
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Worksheet 2C
Location of Family Documents

Record or Document Location / Details

Abstract of title for home or
properties

Automobile fitle / bill of sale

Automobile registration

Other vehicle titles &
registrations

Birth certificates &
adoption records

Canceled checks /
bank statements

Church records:
1 baptism
9 confirmation
9 membership

Cemetery pldtdeed

Citizenship papers

Contracts

Deathcertificates

Guarantees / warranties

Chart is continued on pages 14-15
TOP.
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Location of Family Documents(cont.)

Record or Document Location

Health records

Incomeproperty records

Insurance policies

1 life

9 pension plan

1 disability

1 health

9 other insurance

Keys / properties

Keys / safe deposit box

Keys / storage facility &

other places

Marriage / divorce records

Militaryservice records

Mortgage documents

Passports &isas

Pedigrees for livestock & pets

TOP.
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Location of Family Documents(cont.)
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Property / deeds

Receipts / tax records

Savings accounts & passboo!

Social security records

Stocks & bonds / certificates

Tax records:
currentyear 20
previous year 20

previous year 20
previous year 20
previous year20
previous year20
previous year 20
previous year 20
previous year 20

See Table 1 for details

Trusts records & information

Unemployment benefits
records

Wills

Other documents

TOP

© 2009 James Talmage Stevelsking the Best of Basicsandwww.FamilyPreparednessGuide.conblogsite. All Rights Reserved. This

content may be forwarded in full without specific permission, with copyright notice, contact information, links, and eriatization intact
when intended for neprofit use only. For any other use, permission irtingi from the author is required. Questions regarding permission
should be addressed &ditor@familypreparednessguide.com



http://www.everythingprepared.com/makingthebestofbasics
http://www.familypreparednessguide.com/
mailto:editor@familypreparednessguide.com




