Financial Accounts and Systems Checklist
Real-Time Caregiving for Aging Adults   ·   www.nononsenseaging.com
	A system running in the background is worth more than heroic effort once a month. Use this to set up account access, autopay, transaction monitoring, and organized records. Once built, this system runs itself with a weekly review. Work through it section by section — the goal is a complete picture that any trusted family member could step into if needed.


 
ACCOUNT MASTER LIST
Document every account. Include checking, savings, money market, CDs, brokerage, IRA, 401(k), credit cards, mortgage, and life insurance cash value.
	Institution
	Account Type
	Acct # (last 4)
	Online Access?
	POA Accepted?

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


AUTOPAY SETUP — FIXED BILLS
Enroll every fixed recurring bill in autopay from the primary checking account. These should never require manual action.
☐   Mortgage or rent
☐   Utilities — if on budget billing (flat monthly amount regardless of usage)
☐   Medicare Part B premium — typically deducted from Social Security automatically
☐   Medicare supplement or Advantage plan premium
☐   Prescription drug plan premium
☐   Phone and internet
☐   Homeowner's or renter's insurance, car insurance, life insurance premium
Primary checking account for autopay:
	 


Monthly calendar reminder set for:
	 


TRANSACTION ALERTS
Set alerts on every account. Most institutions provide these free by text or email. Review account activity at least once a week.
☐   Any transaction above a set threshold — start at $100–$200, adjust to typical spending
☐   Account balance falling below a set level
☐   New login attempts or password changes
☐   Large or unusual withdrawals
CREDENTIAL MANAGEMENT
Store credentials securely — not in a text thread or on a sticky note. The backup Financial Manager must also have access.
☐   Password manager app in use — 1Password, Bitwarden, or LastPass (most secure option)
☐   Password-protected document in shared filing system
☐   Physical notebook in a secure location — functional if access is limited
Credential storage method:
	 


Backup person with access:
	 


ORGANIZED RECORDS — FOLDER STRUCTURE
☐   Accounts — account master list, recent statements, POA acceptance confirmations
☐   Bills — autopay list, recurring bill schedule, copies of non-autopay bills
☐   Income — Social Security award letter, pension documentation, investment records
☐   Insurance — life, home, auto, Medicare supplement, long-term care policy documents
☐   Tax — last three years of returns; accountant contact
☐   Legal — copies of will, trust, financial POA, advance directive; original locations noted
☐   Transactions — running log of every financial action taken on their behalf
TRANSACTION LOG
Keep a running log of every financial action you take on their behalf. Update in real time — not from memory at month end. This is your protection as well as theirs.
	Date
	Description
	Amount
	Account
	Documentation

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


CREDIT FREEZE
If they are not actively applying for new credit, place a free freeze with all three bureaus. Store the PIN from each in the Financial folder.
☐   Equifax — equifax.com/personal/credit-report-services
☐   Experian — experian.com/freeze
☐   TransUnion — transunion.com/credit-freeze
 
	Completed by
	Date
	Reviewed with

	 
	 
	 


