
When disasters strike, it is important that you have all the necessary information easily 

accessible to ensure a smooth recovery process. We encourage you to use this envelope 

to store essential documents that will ease your recovery process. Be sure to store it in 

an area that is easily accessible in the event of an emergency and potential evacuation.

Household Identification

❑ Vital records: birth certificate, marriage license, divorce decree, adoption paperwork, 

custody paperwork

❑ Identification: passport, driver’s license, social security card, green card, military 
identification, naturalization documents, other

❑ Pet information: ID Tag information, vaccination records, microchip identification, 

emotional support/service animal documentation, prescriptions

Financial and Legal Documentation

❑ Housing: lease or rental agreement, mortgage, home equity line of credit, deed

❑ Vehicle: loan documents, VIN, registration, title

❑ Financial Obligations: utility bills, credit cards, student loans, alimony, child support, 

elder care, automatic payments such as gym memberships

❑ Insurance Policies: homeowners, renters, auto, life, flood, appraisals, pet, photos, 

and list of valuable items

❑ Sources of Income: pay stubs, government benefits, alimony, child support

❑ Tax Statements: federal/state income tax returns, property tax, vehicle tax 

❑ Bank account information: retirement, investment, savings, checking

❑ Estate Planning: will, trust, power of attorney

Medical Information

❑ Health/dental insurance, Medicare, Medicaid, VA Health Benefits

❑ List of medications, immunizations, allergies, prescriptions, medical equipment and 

devices, pharmacy information (including glasses/contacts)

❑ Living will, medical power of attorney

❑ Caregiver agency contract or service agreement

❑ Disabilities documentation

❑ Contact information for doctor/specialists, dentists, pediatricians, veterinarians

Emergency Contact Information 

❑ Family/friends

❑ Employers/supervisors, schools, houses of worship, social service providers

❑ Homeowners Associations

**Keep some cash in your emergency kit to pay for emergency purchases in the event that ATMs 

are not functioning or banks are closed. The amount of cash should be based on the basic needs 

of your family, including food, gas, and other things you use on a day-to-day basis.

Adapted from FEMA – Safeguard Critical Documents and Valuables: 

https://www.ready.gov/sites/default/files/2020-03/fema_safeguard-critical-documents-and-

valuables_0.pdf  and FEMA – Emergency Financial First Aid Kit: 

https://www.ready.gov/sites/default/files/2020-03/ready_emergency-financial-first-aid-toolkit.pdf 
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When disasters strike, it is important that your church has its critical information easily 

accessible to ensure a smooth recovery process. We encourage you to use this envelope 

to store copies of your church’s essential documents. Be sure to store it in an area that is 
easily accessible in the event of an emergency and potential evacuation.

Church Information

❑ Constitution and bylaws

❑ List of all church properties

❑ Contact information for critical roles (pastor, lay leaders, trustees, building and 

grounds committee, disaster team, etc.)

❑ Rental agreements and contact information for all tenants (formal and informal 

agreements)

❑ Insurance Information

❑ Utility Information

❑ Gas Company

❑ Electric Company

❑ Water Company

❑ Trash Company

❑ Preferred repair contacts

❑ Contractor

❑ Electrician

❑ Heating/Cooling/HVAC

❑ Plumber

❑ Locksmith

❑ Conference office phone number and email

Financial and Legal Documentation

❑ Financial Asset Inventory: bank account information, and who has access? 

❑ 501c3 designation (to learn more about obtaining a copy visit: 

https://www.ucc.org/office-of-general-counsel-2/)

❑ W-9

Adapted from: Disaster Preparedness Guide for Local Churches: a Workbook, United Church of 

Christ (revised October 2024): https://www.ucc.org/disaster_index/disaster_resources/

*In the event of an emergency, please contact your Conference Disaster 

Response Coordinator (https://www.ucc.org/what-we-do/wider-

church-ministries/global-hope/disaster/conference-disaster-

coordinators-list/) and your Conference Minister. 

For more information on resources that may be available to you and 

your community after a disaster strikes visit: 

https://www.ucc.org/post-disaster-resources-for-churches/ 
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