
Skill 28: Keep and Use Records 
 
Students will be able to (SWBAT): 

1. Define the skill Keep and Use Records and identify why the skill is important. 
2. Develop a plan to improve their own proficiency in the skill Keep and Use Records. 

 
Provided Materials: 

 Skill 28: Keep and Use Records – Records Inventory  

 Skill 28: Keep and Use Records – Development Plan  
 

 
Skill Definition: Keep and Use Records means creating and maintaining records such as financial 
records (budget), personal records (birth certificate), and legal records (settlements) to be used for 
your own benefit.  
 

 
Warm Up Brainstorm (5-10 minutes): Write the provided skill definition on the board for 
students to copy in their notes.  Ask students how many of them keep any kind of records already 
(probably very few of them) and, if they do, what kind of records do they keep.  If nobody is 
keeping records, ask them what kind of records they think their parents keep.  Here are some 
possibilities that might come up and you can list them on the board: 
 

 Birth certificates 

 Legal documents like last estate plans, health care proxy, power of attorney 

 Deeds to property that is owned 

 Bank or credit card statements 

 Insurance policies 

 Job contracts 
 
You might also ask them about storing records online (for example, getting bank statements online) 
versus in hard copy, and some of the benefits or drawbacks of each option.  Because students might 
not know a lot about this topic, remind them that to be most cautious hard copies or originals of 
your records can be stored in plastic bags in fireproof safes (so they are safe from water, fire or 
theft). 
 
Guided Activity (20-25 minutes): Allow students to work with partners in order to complete the 
handout Skill 28: Keep and Use Records – Records Inventory.  When everyone is finished and 
you are sharing out, make sure to provide students with any reasons why records might be used that 
they haven’t thought of.  For example, students might not know that you need a birth certificate to 
get a marriage license or that when traveling abroad you need proof of vaccinations for certain 
diseases before you can enter certain countries.  You could also ask students if they can think of any 
other types of records to keep that were not on the list. 
 
Independent Practice (5-10 minutes): Students complete the Skill 28: Keep and Use Records – 
Development Plan. 
 
 



 
Evaluation: Assess the quality of the plans completed by the students and provide feedback using 
Part Three of this manual; compare to the responses they gave for Skill 28 in their initial Student 
Skills Assessment.  
 
Extension Activity:  

 The examples in this lesson are mostly for personal records.  You could create a similar chart 
for more professional type of records: business plan, budget for the last 5 years and 
projected for 5 years ahead, updated client/customer contact and business information, etc. 

 
 
  



Skill 28: Keep and Use Records – Records Inventory 
 
Name:         Date:      
 
Directions: With a partner, brainstorm the different occasions you might need to use the records 
listed below and what the consequence might be if you didn’t have them.  There are several 
possibilities for each type of record; try to write down as many as you can think of. 
 

Type of 
Record 

When might you (or someone else) need to 
use this/these record(s)? 

What would happen if you didn’t have 
it/them? 

Social Security 
Card 

  

Proof of voter 
registration 

  

Copy of filed 
tax form from 
2 years ago 

  

Birth 
certificate 

  

Medical 
records 

  

Car 
registration 

  

Estate Plan 
(aka: last will 
& testament) 

  

Passport   

Monthly bank 
statement 

  

Licenses to do 
specific things 
(drive, teach, 
own a gun, scuba 
dive, etc.) 

  



Skill 28: Keep and Use Records – Development Plan 
 
Name:         Date:      
 
Directions: Give yourself a rating of 1, 2, 3, or 4 in this skill, with 1 indicating poor proficiency and 

4 indicating excellence in the skill. Provide evidence for your rating. 

Rating:  ____ 

Evidence:  

 

 

 

 

Where do you want to be in six months and how will you measure your progress? 

 

 

 

 

List academic and non-academic activities to help you achieve your goal in six months, using the 

back of this page if necessary.  Each activity should be a specific academic experience, class, 

community service project, extra-curricular activity, internship or job.  List them in order from the 

most important to the least important. 

 

 

 

 

 


