Keeping Important Records Safe, Accessible

Source:  Sue Badenhop


The first step to ensuring your important documents are easily found when you need them is to decide which records and papers to retain. The next step is to pick a location for them.

 
Records that are difficult to replace should be kept in a fire-resistant location or in a safe deposit box at a financial institution. These should include such important items as your vital records, property deeds, original will, car title, stock certificates, bonds and household inventory.  


 If you don’t have a fire-resistant box at home, one alternative is to put items in a moisture-proof container in a refrigerator or freezer compartment because these are fire-resistant.   Although this isn’t the best solution, it is fire safe.


Use a fire-proof box at home to store frequently used documents that would be expensive or hard to replace such as cancelled checks, insurance policies, recent tax returns and power of attorney.


The person who will manage your affairs if you become incapacitated or die should have copies of your power of attorney, burial instructions and will.


Use a home filing system for day-to-day records such as receipts, product guarantees, old tax records, bank statements and the like.  Whatever filing system you choose, be sure it makes sense to you.  You might choose file folders, shoe boxes, shelves, envelopes or a combination of these.


Have separate folders, envelopes or boxes for each record category.  For example, you might have one holder for medical expenses and another for automobile repairs.


For more information, contact your (County Name) Cooperative Extension Service.

Educational programs of the Kentucky Cooperative Extension Service serve all people regardless of race, color, age, sex, religion, disability or national origin.
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