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Vital Documents
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▪ Why You Need Them

▪ What Should Be Included

▪ Where to Store Them



What 

are Vital 

Documents?

Legal documents

Financial assets and liabilities

Income and expenses

Insurance policies

Proof of identity and relationships

Email, passwords, location of digital backups

Medical

Contact information for key people, and more
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AKA: Life 

Documents



Why do I need 

to gather my 

Vital Documents 

in one place and 

make a list?

Hospitalization, incapacitation, disability, or 
death

Catastrophic Events

▪ Fire
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▪ Floods

▪ Tornadoes/Hurricanes

▪ Mudslides/Sinkholes

▪ Earthquakes

▪ Terrorism/Pandemics



How do I know 

what I need to 

list and gather?

▪ Download detailed list 

at www.h4fs.com
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▪ Word document: “Vital 

Documents List and Important 

Information to Gather”

>> Use the Events Tab and Workshops & Webinars Link



Additional Resources at H4FS.com




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Categories in My Detailed List

▪ Legal ▪ Financial/Income
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▪ Financial/General

▪ Personal

▪ Information for Funeral Director/Family

▪ Medical/Health Insurance

▪ Medical/Health Information

▪ Other Insurance

▪ Financial/Assets

▪ Financial/Expenses

▪ Key People/Contact Information

▪ Financial/Liabilities

▪ Property/Possessions

▪ Locations of Critical Items 

(repeated here for easy access)



Don’t be Overwhelmed by the Detailed List

▪ Delete items that don’t apply; now it’s a shorter list!
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 Longer because it offers examples of specific items for each category

 Don’t have to include everything on list – you decide what’s vital

 Word document allows you to:

▪ Note where each document is stored

▪ Enter contact information

▪ Upload document, with other key documents, to Hughes Client Portal Vault 

or other secure off-site location
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Example of completed information

MEDICAL/HEALTH INSURANCE (Note Company Name, Plan/Group Number, Policy Number; indicate 

whether through employer, individual policy, VA, Medicare or Medicare Advantage, Medicare Supplemental /Medigap)

▪ Health Insurance: Medicare #XYZ1234, Medicare supplemental AARP United Health Care #2345678 [Location for all: Medical 

file drawer]

▪ Dental Insurance: Loyalty program Rios Dentistry, 703-111-2222

▪ Vision Insurance: None (Cataract surgery 2019, Dr. Andrew Siegel, 703-437-3900)

▪ Prescription: Medicare Part D United Health Care, # 7891234
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INSURANCE OTHER THAN MEDICAL (Note insurance company, agent contact information, policy number)

▪ Auto Insurance: State Farm, Policy #12344567; Agent: Kenya Knight, 703-639-0330 [Location: Finances file drawer, 

unless indicated otherwise]

▪ Homeowners/Renters Insurance: State Farm, Policy #4567789; Same agent as above

▪ Flood Insurance: None

▪ Wind Insurance: None

▪ Earthquake Insurance: State Farm, Policy #123789456; Same agent as above 

▪ Umbrella Liability Insurance: State Farm, Policy #888444666; Same agent as above 

▪ Valuable Items Insurance/Rider to Homeowners: None

▪ Mortgage Insurance: None

▪ Long-Term Care Insurance: Allianz Policy #789456123, 800-729-8505 

▪ Disability Insurance: None

▪ Life Insurance: None

▪ Business Insurance: Errors & Omissions, Philadelphia Insurance Companies, # 123456789; Bond CNA Surety, 

#777889999. Agent: Insurance Partners, Donna Moats, 440-835-3485; [Location: Business file drawer]



Concerned about Security on Your Computer?

Don’t want to have a document with sensitive information stored on your computer?

14

 Can also UPLOAD that document along with Word document that’s your 

completed list of Vital Documents, and some of the documents themselves to 

your encrypted Client Portal Vault at Hughes Financial Services

 Save Vital Documents list (or separate documents with financial account 

info, passwords, etc.) ONLY on removable flash drive or external hard drive 

connected to your computer ONLY when working on it

 Then PRINT copy for physical file



Ready to Start? First Steps to Take

1.  Download detailed Vital Documents list to your computer and rename it (ex:   

Smith Family Vital Documents)
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5.  Work with a helper (if possible)

2.  Enter your name(s) and date at top; change date whenever revisions are made

3.  Delete items not pertaining to you; save and print shortened list 

* For appropriate items, note “none” rather than deleting

4.  Start small: select one category to start (don’t try to do it all in one sitting)



Next Steps

6.  Label file folder (manila or hanging file) with first category name
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7.  As you gather each item, enter information including file folder location in 

your Vital Documents Word document, check it off on your printed list and put 

item in appropriate file folder

8.  Put folders in a file drawer or file box 

9.  Print Word document for your physical file

10. Upload document to your HFS Client Portal Vault



Where should 

I store my list 

and the 

documents 

themselves?

File Cabinet at Home

Safe in Home

Safe Deposit Box at Bank

With Trusted Friend or Relative

Online ▪ Hughes Client Portal Vault

Grab and Go Bag
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▪ Online storage: Dropbox, OneDrive, Google Drive, 

iCloud, Carbonite (Do they offer the security you want?)



Best Practices

 Print copy for physical file
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 Have backup off-site

▪ Safe deposit box

▪ Trusted relative or friend

▪ Hughes Financial Services Client Portal Vault or secure online/cloud storage

 Review and update annually or when major changes happen



If you use a bank’s safe deposit 

box, let a trusted family member 

or friend know:
5STAR 

TIP

▪ bank name/location

▪ where safe deposit box key is located 

▪ who else has access to the safe 

deposit box



Resources
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Life documents organizer kit 

from https://smead.com/

Scanning app on smartphone; 

TurboScan is just one of many

Hughes Financial Services Client Portal Vault

https://www.h4fs.com/

https://smead.com/
https://www.h4fs.com/


Sign Up for My Tips 

 Productivity and organizing tips sent via email

Susan@BalancedSpaces.com ▪ (571) 752-6355
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 Frequency: monthly

 Can unsubscribe anytime

 Email address is never shared

 Subscribe on my website: www.balancedspaces.com

If you need help 

creating your 

Vital  Documents 

File, that’s one of 

the services I 

offer my clients. 

Email or call me 

for more 

information.

A lot of it can be 

done remotely 

over the phone.

mailto:Susan@BalancedSpaces.com


WEDNESDAY

▪ Roth IRAs: To Convert or Not to Convert

▪ Cybercrime 2020: How to Identify & Protect Against 

COVID-19 Scams

▪ Estate Planning Steps to Take During the COVID-19 

Pandemic

▪ Fundamentals of Investing

Hughes Financial Services will be 

hosting 20-minute virtual 

educational Lunch & Learn sessions 

during which we’ll do a deep dive on 

an array of financial planning topics. 

Grab your device and lunch and join 

us each Wednesday at 12:00 pm to 

juice up your financial planning 

knowledge!

REGISTER ONLINE AT WWW.H4FS.COM

RECORDINGS AVAILABLE AT WWW.H4FS.COM

>> Use the Events Tab and Workshops & Webinars Link

UP NEXT:

Charitable Giving in a Pandemic

Wednesday, May 13th @ Noon (EST)

▪ Value in the Vault: A Guide to the HFS Client Portal



Hughes Financial Services, LLC, is an independent Registered Investment Adviser (RIA) that works closely with individuals and families, helping them to accomplish their unique financial

goals through the allocation of their assets. We are a fee-only firm that seeks to adhere to the highest fiduciary standards and provide clients with advice that is truly unbiased and has only

our clients’ best interests in mind.

We offer our clients an impressive wealth of expertise in retirement and estate planning, investment and risk management, insurance, and education planning. Our advisers hold a variety of

professional designations and certifications and are well versed in a number of financial disciplines. Our combined education and experience allows us to proudly offer you independent

financial advice that you can trust.

Information in this presentation is based on sources believed to be reliable; however their accuracy or completeness cannot be guaranteed. This information is not intended to be a substitute for specific individualized

tax, legal, or investment planning advice. Please note that (i) any discussion of U.S. tax matters contained in this communication cannot be used by you for the purpose of avoiding tax penalties; (ii) this communication

was written to support the education of the matters addressed herein; and (iii) you should seek advice based on your particular circumstances from an independent tax advisor. All examples provided are hypothetical

and meant for illustrative purposes only. State income tax laws can be different from Federal income tax laws depending on your state. Be sure to take this into account before making any decisions. Individual situations

will vary so please consult a tax advisor to address your specific situation.

Investing involves risk including the potential loss of principal. No investment strategy, such as asset allocation and rebalancing, can guarantee a profit or protect against loss in periods of declining values. Please note

that rebalancing investments may cause investors to incur transaction costs and, when rebalancing a non-retirement account, taxable events will be created that may increase your tax liability. The Dow Jones Industrial

Average (DJIA) is a price-weighted average of 30 actively traded “blue chip” stocks, primarily industrials, but includes financials and other service-oriented companies. The components, which range from time to time,

represent between 15% and 20% of the market value of NYSE stocks.

SOURCES: balancedspaces.com

2201 Cooperative Way ▪ Suite 150 ▪ Herndon, VA 20171

(703) 669-3660 ▪ FAX (703) 880-4905 ▪ www.h4fs.com



If you have questions about this presentation, please contact us at:

(703) 669-3660 or clientservices@h4fs.com

Susan Kousek of Balanced Spaces at (571) 752-6355 or susan@BalancedSpaces.com

OR


