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TAKE ACTION

GET FINANCIALLY ORGANIZED

Organizing your files is a step-by-step process of planning and preparation.
It’s not simple, but once you get a filing system together it should be easy to
maintain. To help get your financial records in order, follow these important steps:

utility or credit card bills]. Then, label your files accordingly. Be sure to use the checklist on the reverse to
identify your long-term files.

designated loved one has a copy of it. This key is a list of important items, where to find them, and who
to contact. Ask yourself questions, such as, “Will my partner be able to find and access my will in the
safe deposit box?”

financial advisor, accountant, tax advisor, executor, any trustee(s), and the employee benefit manager at your
employer’s office. Be sure to keep contact information current.

documents, see your financial advisor to review your portfolio, and update your files on a monthly basis.
Before long, you will be financially organized!

After completing the worksheet on the back, speak with your financial advisor
about how you can become more financially organized. For more information,
visit www.womenandco.com.
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File Locator

Item

Exwmpt&: Adop/t&om Papers for twins

Where To Find
waa dwpo:&t box
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Whom To Contact
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Ms. Jones, Park and 57th st.,

212-559-0000.

Bank Statements: checking, savings, CDs

Loan Documents: auto, mortgage, other

Leases: auto, home, equipment

Brokerage and Investment Statements,
Securities Certificates

Retirement Plan Statements

Employee Benefits, including group insurance,
pension plan statements, profit sharing plan

Income Tax Records—at least 7 years

Birth Certificate

Marriage Certificate

Divorce Decree

Will

Living Will

Healthcare Proxy

Trust Agreements

Power of Attorney

Life Insurance

Medical/Dental Insurance and
Policy Manuals

Personal Liability/Umbrella Policy

Property Casualty Insurance Policy

Long-Term Care/Disability Insurance Policy

Funeral Instructions, Cemetery Plot Deed

Safe Deposit Box, including list of contents

Computer Files, Password(s), and File Names

Social Security: number and annual
earnings statements
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