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It is wise to periodically review your important papers. The beginning
of each new stage or change in your life calls for a fresh look at the types
of records and papers you should be keeping. Whether you are a student,
married person, employed person or setting up your first apartment or
house, new roles and responsibilities call for new ways of thinking about
keeping personal records.

View your household as a mini-business, since many of the functions
of planning, purchasing and record-keeping are the same for any other
type of business, large or small. You will find financial records becoming
a vital part of your life. They are a key to your credit standing, are essen-
tial to help you save money on taxes, and provide a continuing indication
of your financial progress.

A systematic plan for keeping track of important papers that come
into your home can save hours of anxious searching, can help preserve
peace and harmony as well as make it easier to cope with emergency
situations.

Record-keeping, however, is more than merely a matter of neatness
and order. Legal and safety factors enter into it as well. Many records and
papers can be kept in a home file for ready access, while others should be
left with your attorney or placed in a safe-deposit box. A good rule to fol-
low is to keep the item at home unless it is a legal document or is difficult
to replace or duplicate. Then it should be kept in a safe-deposit box or
possibly left with your attorney.

Plan and evaluate the need for storage of all papers to determine
which should be discarded or stored and where. Make the decision and
file each paper accordingly. Do not just stack papers and plan to return
to them later. This is the way things become lost and cause you to waste
valuable time in searching for or replacing them.

A home filing system with a space provided for the important things is
the key to managing the mass of family papers. Items to be kept at home
do not call for fancy filing cabinets or for special “offices.” A “business
corner’” can be set up in any room in the house. A cardboard drawer or
metal box can serve adequately for storage of bills and family papers.
Filing systems must be planned to meet your needs. You may not need
detailed files at the present time. But remember, every type of important
paper should be assigned a certain space and kept there until needed.

The following guide to record-keeping will help you work out a per-
sonalized and efficient system for preserving and safeguarding important
family papers. Moreover, it will provide a handy reference for deciding
what items to keep, why you need to keep them, how long to keep them
and where they should be kept.

Records to Keep at Home

Most records discussed here should be kept for long periods of time.
Before you decide to toss any out, look them over carefully to see if any
of those are permanent or semi-permanent records.
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Items to Keep in Your Evacuation “Grab and Go” Box

Prepare an evacuation “Grab
and Go” of vital information
and supplies that will needed if
a disaster forces your family to
evacuate.

4. If you must evacuate:
* Grab the box and take with you.

1. Place papers in folders. Place folders in sealed, waterproof plastic bags.

2. Store in a durable sealed box (a portable, fireproof and waterproof box or
waterproof backpack is recommended.)

3. Store box/backpack at home in a secure, easily accessible location.

* Keep the box with you at all times.

* Do not leave box unattended in your car.

Your evacuation “Grab and Go” box should include:

® Cash or traveler’s checks for several days living
expenses
¢ Rolls of quarters
* Emergency phone numbers
—Doctors, pharmacies
—Financial advisers
—Clergy
—Repair contractors
—Family
® Copies of important prescriptions
—Medicines
—Eyeglasses
¢ Copies of children’s immunization records

¢ Copies of health, dental and/or prescription insurance
cards or numbers
¢ Copies of auto, flood, renters or homeowners insurance
policies (at least policy numbers)
¢ Insurance company telephone numbers including local
agent and company headquarters
¢ Copies of
—Deeds
—Titles
—Wills and/or trust documents
—Durable power of attorney
—Healthcare directives
—Stock and bond certificates
—Recent investment statements
—Home inventory
—Birth, death, adoption and marriage certificates
—Passports and other identity documents
—Employee benefit documents
—First two pages of previous year’s federal and state
income tax returns

® Back-up copies of computerized financial records
* Keys to safe-deposit box
¢ Combination to safe
® Negatives for irreplaceable personal photos
¢ Computer user names and passwords
¢ List of numbers
—Social Security
—Bank account
—Loan
—Credit card
—Driver’s license
—Investment account
—List of debt obligations, due dates, contact information

For more information see “Preparing Your Evacuation
‘Grab and Go’ Box.” It is available free from the LSU
AgCenter or online at:

http://www.lsuagcenter.com/NR/
rdonlyres/405B7245-4746-4480-9578-
F3CE54172F2B/25562/Pub29491EvacuationGrabBoxFINAL.
pdf.
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Contact an agent in your parish LSU AgCenter Extension Office for more
information on organizing your important papers — as well as a variety of other
topics including 4-H youth development, family and home, crops and livestock,
lawns and gardens, and much more.

To find the LSU AgCenter office nearest you, check your local phone list-
ings or visit www.lsuagcenter.com. (If you don’t find LSU AgCenter listed in
the business pages of your phone directory, try “county agent” or “extension
service” in the blue pages or government services listings of your phone book.)

Reseafch & Extension




This material is based upon work supported by the Cooperative State Research, Education and Extension Service, U.S.
Department of Agriculture, under Award No. 2006-41210-03363. All opinions, findings, conclusions, or recommendations
expressed in this publication are those of the author(s) and do not necessarily reflect the view of the U. S. Department of
Agriculture.

Visit our Web site:
www.lsuagcenter.com

Adapted by:
Jeanette A. Tucker, Ph.D.
Associate Professor, Family Economics
LSU AgCenter

Louisiana State University Agricultural Center
William B. Richardson, Chancellor
Louisiana Agricultural Experiment Station
David J. Boethel,Vice Chancellor and Director
Louisiana Cooperative Extension Service
Paul D. Coreil,Vice Chancellor and Director

Pub. 1842 (5M) 5/07 Rev.
Issued in furtherance of Cooperative Extension work,Acts of Congress of May 8
and June 30, 1914, in cooperation with the United States Department of Agricul-
ture. The Louisiana Cooperative Extension Service provides equal opportunities
in programs and employment.




	Text2: This material is based upon work supported by the Cooperative State Research, Education and Extension Service, U.S. Department of Agriculture, under Award No. 2006-41210-03363.  All opinions, findings, conclusions, or recommendations expressed in this publication are those of the author(s) and do not necessarily reflect the view of the U. S. Department of Agriculture.


