What’s Where?


Location of Important Documents: Personal Papers
	Document
	Location
	Retain

	Birth Certificates
	
	Permanently

	Marriage Certificates
	
	Permanently

	Divorce Decree & Related Papers
	
	Permanently

	Social Security Cards
	
	Permanently

	Military Discharge papers
	
	Permanently

	Passports
	
	Permanently

	Death Certificates
	
	Permanently

	
	
	

	
	
	

	
	
	

	
	
	


Location of Important Documents: Tax Papers
	Document
	Location
	Retain

	Receipts, etc. accumulating for upcoming return
	
	With return

	Tax projection for upcoming return
	
	With return (optional)

	Past tax returns
	
	7 years minimum

	Supporting receipts and canceled checks
	
	7 years minimum

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Location of Important Documents: Financial Papers
	Document
	Location
	Retain

	Bank account information
	
	7 years

	Loan agreements
	
	While loan is outstanding

	Stock and bond certificates
	
	Permanently

	Government securities
	
	Permanently

	Notes due to you or others
	
	While outstanding

	Pension or profit-sharing plan documents and annual statements
	
	Permanently

	IRA and Keogh plan documents and annual statements
	
	Permanently

	
	
	

	
	
	

	
	
	

	
	
	


Location of Important Documents: Insurance Records 
	Document
	Location
	Retain

	Life insurance policies
	
	Permanently

	Homeowner’s policy
	
	While in force and one year thereafter

	Auto policy
	
	While in force and one year thereafter

	Major medical
	
	While in force and one year thereafter

	Long-term care
	
	Permanently

	Disability
	
	While in force and one year thereafter

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Location of Important Documents: Legal Documents 
	Document
	Location
	Retain

	Wills (note date(s) drafted)
	
	Permanently

	Community property agreement (note date(s) drafted)
	
	Permanently

	Powers of Attorney (note persons authorized, limits, and duration)
	
	Permanently

	Trust agreements
	
	Permanently

	Buy-sell and other business continuance agreements
	
	Permanently

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Location of Important Documents: Real Estate Papers
	Document
	Location
	Retain

	Deeds
	
	Permanently

	Mortgage documents
	
	Permanently

	Title policy
	
	Permanently

	Real estate notes
	
	Permanently

	Closing statements from sale or purchase
	
	Permanently

	Tax assessments
	
	7 years

	Rental agreements
	
	7 years

	Rental receipts
	
	7 years

	Receipts for repairs
	
	7 years

	Receipts for improvements
	
	Permanently

	
	
	


Location of Important Documents: Automobile Papers
	Document
	Location
	Retain

	Registration
	Carry original in vehicle; copy kept in
	One year after disposition

	Title
	(Note: DO NOT keep in vehicle.)
	One year after disposition

	Lease agreement
	
	One year after lease expiration

	Loan agreement
	
	Seven years 

	Loan payment record
	
	One year

	Repair records
	
	Until sold

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Financial Stuff Organizer

What’s Where

© Blankenship Financial Planning, Ltd.

Page 7 of 7



