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Getting started with  
your LifeFolio system.   
The New York Life LifeFolio system will help you  
organize your most important financial documents,  
so they are easy to find when you need them.

Six important tips:

1. Locate your important documents.
 Locate and gather your important documents (will, insurance, retirement  
accounts, titles/deeds, investments, annuities, utilities, etc.) to be kept in  
your LifeFolio.

2. Find a safe place.
We suggest you store your important documents in a safe place, preferably  
in a locked, fireproof filing cabinet, safety deposit box, or safe. But remember  
to share access with a trusted friend or family member. 

3. Complete the LifeFolio checklist.
The checklist will help you and your family organize the key aspects of your  
life in an easy-to-complete way that you can share with those close to you, as  
well as with your investment professional, attorney, accountant, and executor.

4.  Organize with dividers.
Use the LifeFolio dividers provided to help organize all of your most  
important documents.

5.  Send the sample letter.
The sample letter will serve as a model for writing and completing your letter  
of last instruction. It outlines the location of all your important papers and  
how you want your personal affairs handled.

6.  Keep your files up to date.
Update the important files in your LifeFolio at least every six months.

LifeFolio: Six steps to using your LifeFolio



Building your LifeFolio system.
Once you’ve completed your LifeFolio checklist, you will 
want to create a home filing system for your important 
financial documents. Organizing your personal documents 
is easy if you use the dividers included with your LifeFolio.

Depending on the documents you have, we suggest you 
place the dividers alphabetically in a fireproof filing cabinet 
or box, and place the documents in their appropriate 
section. In some cases, you’ll have several folders behind 
a particular divider. For example, if you own a number of 
insurance policies, you may want to have a folder for each 
policy. Take special care to place extremely important 
documents, such as your will, the deed to your home, and 
your birth certificate in a fireproof filing case. The following 
is an overview of the dividers included in the New York Life 
LifeFolio system:

LifeFolio checklist.
Your LifeFolio system should begin with your completed  
LifeFolio checklist. If you are married, your spouse’s  
checklist belongs here as well. If you expect to be the  
responsible person in the event of a parent’s or elderly  
relative’s illness or death, a copy of his or her checklist 
should  also be included in this section.

Annuities.
Contents include any deferred variable or fixed annuity 
policies, as well as income annuities (immediate annuities), 
premium notices, and any ongoing communications.

Banks, mortgages, and loans.
This folder includes your monthly checking, savings, and/
or money market account statements, canceled checks, 
bank books, credit union statements, and certificate 
of deposit (CD) documents. It should also hold your 
mortgage paperwork and documents related to home 
equity loans, automobile loans, revolving credit, overdraft 
loans, etc.

Credit cards.
Contents include statements and year-end summaries  
for credit cards. Multiple cards can have their own sections 
following this divider.

Emergency items and contacts.
In the event of a serious illness or death, the addresses and 
phone numbers of emergency contacts (family members, 
doctor, investment professional, insurance agent, lawyer, 
CPA, home health aide, dentist) are included in the front of 
this divider. The contents of this section might also include:

If you or your spouse become seriously ill, you may need:

• Copy of a health care proxy (and a living will)

• Durable power of attorney

•  Financial institutions’ proprietary power of attorney 
forms (completed)

• Passport/proof of citizenship

• Adoption papers

• Marriage certificate

• Prenuptial agreement

• Separation or divorce papers

• Social Security card

• Driver’s license number and expiration date

•  Beneficiary statements for IRAs, 401(k)s, and other 
retirement plans, insurance policies, and annuities

Important information needed after a death:

• Certified copy of a will

• Letter of instruction to the executor

• Location of safe and combination or location of keys

• Safe deposit box keys

• Military discharge papers

• Burial instructions

• Burial plot deed

• Funeral home preference

• Charitable donation preference

• Birth certificate (death certificates for the deceased)

•  Phone number and address of county probate court, 
surrogate court, or orphans’ court (to probate will)

• Information for an obituary (such as a resumé)

• List of online accounts and passwords

Health insurance.
Contents include all health, prescription drug, and dental plan 
documents, reimbursement confirmations, and claim forms, 
as well as disability plan documents.

Investments and asset management.
This folder is for your brokerage accounts, cash management 
accounts, mutual funds, 529 higher education savings 
accounts, asset management products, and investment club 
documents. If you have a formal investment plan, it should go 
in this section as well.



Life insurance.
This divider includes your personally owned term, whole life, 
and variable universal life insurance policies and premium 
notices, as well as Veterans Administration coverage and any 
other life insurance policy paperwork. If you own a business 
and have a life-insurance-based buy/sell agreement, include 
those documents here as well.

Long-term care insurance and disability  
income insurance.
This divider includes the following types of insurance  
policies: traditional long-term care insurance, combination 
life insurance/long-term care insurance, and disability  
income insurance. Premium notices, policy illustrations, and 
other communications should also be filed in this section.

Medical records.
Contents include records of past medical procedures,  
immunizations, and other pertinent medical information.

Mutual funds.
This divider should hold any mutual fund statements,  
confirmations, and other collateral related to the funds.  
Note that mutual funds purchased through brokerages  
can be filed in the Investment and Asset Management  
section, as funds are consolidated on one statement  
through each brokerage.

Other corporate benefits.
This divider should include documents related to corporate 
plans, such as deferred compensation, group and 
supplemental long-term disability, group and supplemental 
life insurance, stock options, special incentive programs, 
flexible spending (health or child care), and group long-term 
care insurance.

Other legal.
Contents include other legal documents, such as pre- or 
postnuptial agreements, divorce papers, living wills, etc.

Property and casualty insurance.
In this divider, include your homeowners or renters 
insurance, automobile and/or other vehicle insurance, 
and documentation of any auto and home  
insurance claims.

Retirement and pension plans.
This divider should include statements from your corporate 
defined benefit (standard pension) or defined contribution 
plan (401(k), profit sharing, SIMPLE plan, money-purchase 
pension, traditional IRA, and ROTH IRA accounts).

Tax documents.
Includes copies of prior years’ tax returns and supporting  
documentation, as well as any correspondence from the  
IRS or the state.

Telephone and cell phone.
Contents include all contracts and bills related to telephone 
and cellular phone accounts.

Titles and deeds.
Contents include titles and deeds to real estate and other 
property, such as automobiles, boats, etc. You may feel  
more comfortable keeping this in a safe deposit box or  
fireproof safe.

Trusts and financial plan.
This divider holds trust documents and a copy of your  
financial plan.

Utilities.
This divider should include documents and bills related to the 
gas company, electric company, cable TV or satellite, water 
company, and public sewer.

Warranties, service contracts, and instructions.
Contents include documents related to everything from the 
washer, dryer, and stove; to the stereo, lawn mower, children’s 
toys, and master remote control.

The Company You Keep.®

At New York Life, we know how important it is to select an  
insurance and financial services company you can trust and 
one that understands your individual needs. For more than 
170 years, our company’s unwavering financial strength and 
time-tested investment strategies have provided consistent 
value and solid financial protection for our clients and  
their families.

Contact a New York Life agent today and find out why we  
are The Company You Keep®.

The preceding information has been provided for informa-
tional purposes only. New York Life does not provide legal,  
tax, or accounting advice. Please contact your own advisors.













LifeFolio Family Tree 
Worksheet.
The Family Tree Worksheet can help you clearly  
identify the connections among your family  
members, so you can better determine your  
current financial and protection needs, as well  
as long-term estate and legacy goals. 

Using the worksheet.
The Family Tree Worksheet is a useful tool to help you create a record of  
your family members. Together with your New York Life agent, you can then  
determine your short- and long-term financial needs and goals, and how your  
family is affected.

On the following pages, use the worksheet to jot down your relatives’ names,  
ages, notes about each person, and how he or she is financially connected to you. 
Then discuss the contents of the worksheet with your New York Life agent. 

The back page includes some additional considerations that may be worth  
discussing with your New York Life agent and family members. In addition,  
you may find it valuable for you or your New York Life agent to contact certain  
family members to discuss financial issues.

Don’t underestimate the importance of discussing financial issues now. You’ll  
gain valuable insight into the financial role you play in your family, and who or  
what may affect your financial goals and estate. You may also find that open 
communication about your financial future enhances the quality of your 
relationships in the present. 

LifeFolio: Family Tree Worksheet









Sample letter to the  
executor of your estate.
Those who administer an estate and take care of a  
person’s last wishes often find themselves without 
necessary information. To help make this job easier,  
it is advisable to give your executor, CPA, attorney,  
personal representative, family member, or close  
friend a letter of last instruction.

 

A letter of last instruction is separate from your will. It outlines the location of all  
your important papers and how you want your personal affairs handled should  
you become incapacitated or die.

The sample letter on the reverse side of this page will serve as a model for writing 
and completing your letter of last instruction. This letter assumes you have set up 
your New York Life LifeFolio system. The bracketed content is variable, depending 
on your personal situation. This should contain as much detail as possible to ensure 
your last wishes are carried out as accurately as possible.

Once your letter is complete, make several copies of it. Send one to your attorney, 
one to your executor, attach another to your will, and keep one copy in the place  
your family would look for it first. It’s important to update your letter if anything 
changes and just as important to provide updated copies to the recipients of the 
original letter.

LifeFolio: Sample letter


