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This Getting Ready for Estate Planning workbook is provided to you to help you work through the six steps and have a record of the items that you have decided upon. Please use this page to check off the items that are completed and the date you completed the step.  
	Person completing this step:
	
	Date:
	6 Steps:

	
	
	
	1. Initiate the discussion

	
	
	
	2. Take stock of the present

	
	
	
	3. Develop objectives

	
	
	
	4. Choose Professional Advisors, a Guardian, and a Personal Representative

	
	
	
	5. Consider Alternatives

	
	
	
	6. Review and Modify


Step 1:  Initiate the Discussion
Consider the following questions and write down your discussion ideas for step one.

What do I want to say?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

When should we discuss it?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What comes next?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Which family member should I talk to?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Person completing this step:




Date completed:

__________________________________
_____________________________

Step 2: Take Stock of the Present

The following pages are tables for each of the items listed below. Please fill in the information for each item. This summary of information will be needed by an attorney.

Checklists for:

1. Family members’ names and relationship to you

2. Location of important papers

3. Bank accounts and insurance
A. Bank accounts and safety deposit box

B. Life insurance

4. Assets

A. Trusts
B. Real estate

C. Stocks and bonds

D. Mutual funds (not held in retirement account)

E. Retirement benefits
F. Personal property
G. Notes, mortgages, and accounts receivable

5. Liabilities

A. Mortgages and other real estate debts

B. Liens against personal property (i.e. vehicle or machinery loans)

C. Other personal liabilities

6. Miscellaneous

A. Other financial information

B. Gifts given
Person completing this step:




Date completed:

__________________________________
_____________________________
Step 2. Take Stock of the Present
1. Family members’ names and relationship to you
	Full Name
 (First, Middle

Initial, Last)
	Relationship
	Date of Birth
	Address & Phone Number
	Social Security No.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Person completing this step:



Date completed:

__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
2. Location of important papers

	Item
	Location
	Phone Number

	Your will


	
	

	Spouse’s will


	
	

	Power of attorney


	
	

	Power of attorney for spouse

	
	

	Living will


	
	

	Living will for spouse


	
	

	Health care power of attorney

	
	

	Health care power of attorney for spouse

	
	

	Birth certificates


	
	

	Baptism certificates


	
	

	Marriage license


	
	

	Divorce certificate


	
	

	Death certificates


	
	

	Social Security cards


	
	

	Armed forces records


	
	

	Funeral directions


	
	

	Memorial society membership

	
	

	Credit cards

	
	

	Location of most recent tax return

	
	



Person completing this step:



Date completed:
__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
3. Bank accounts and insurance 
A. Bank accounts (checking, savings, etc.) and safety deposit box

	Name and Location
	Exact Names on Accounts
	Number on Each Account
	Amount
	POD (Payable on Death)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
B. Life insurance policies

	Company
	How Owned (You, Spouse,  or Joint)
	Policy Number
	Face Amount
	Who is Insured?  Who is the Beneficiary?
	Cash Value & Any Outstanding Loan

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
4. Assets 

A. Trusts

	Type
	Location
	Trustee
	Who Established
	Beneficiary
	Value of Trust Property

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
B. Real Estate

	Type of Property and Acres
	How Titled (You, Spouse, or Joint)
	Exact Names on Title
	Location
	Year Acquired
	Cost
	Market Value and Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
4. Assets, continued 

C. Stocks and Bonds

	Description
	Exact Name of Owner
	When Purchased
	Number
	Face Value of Bonds
	Purchase Price or Income Tax Basis

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
D. Mutual funds (not held in retirement accounts)

	Name of Company
	How Owned (You, Spouse, or Joint)
	When Purchased
	Original Amount
	Current Value
	TOD (Transfer on Death)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
4. Assets, continued 

E. Retirement benefits

	Name of Company
	How Owned (You, Spouse, or Joint)
	Type of Plan (401(k), 403 (b), etc.)
	Beneficiary
	Amount
	How It Will Distribute (Annuity, Lump Sum?)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
F. Personal property

	Type
	How Titled or Owned (You, Spouse, or Joint)
	Location of Title, if Any
	Cost
	Market Value

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
Step 2 - Take Stock of the Present (continued)
4. Assets, continued 

G. Notes, mortgages owed to you, and accounts receivable

	Description/Name of Person Who Owes You
	Year Acquired
	Value
	Other

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
5. Liabilities

A. Mortgages and other real estate debt

	Description and Account Number
	Name of Creditor and Contact Information
	Date Due
	Amount Remaining to Be Paid and by Whom (You, Spouse, or Joint)?
	If Insured, by Whom?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
B. Liens against personal property (i.e. vehicle or machinery loans)

	Description
	Name of Creditor
	Date Due
	Remaining Amount to Be Paid and by Whom? (You, Spouse, or Joint)
	If Insured, by Whom?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
Step 2 - Take Stock of the Present (continued)
5. Liabilities, continued
C. Other personal liabilities (credit cards, money owed to others, etc.)
	Type
	Name of Creditor
	Date Due
	Amount Remaining to Be Paid
	To be Paid by Whom? (You, Spouse, or Joint)
	If Insured by, Whom?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________

Step 2 - Take Stock of the Present (continued)
6. Miscellaneous

A. Other financial information
	Income
	Amount
	Other Information

	Your current wage income


	
	

	Your spouse’s wage income


	
	

	Your Social Security


	
	

	Spouses Social Security


	
	

	Business/Farm Income

	
	

	Custom work Income

	
	

	Veteran’s income

	
	

	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________
B. Gifts that have been made
	Description/Given to?
	By You, Spouse, or Joint
	Amount
	When Given and Location of Tax Returns

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Person completing this step:



Date completed:
__________________________________
_____________________________

Step 3: Develop Objectives
Which of these objectives would you like to accomplish? Check all those that are important to you.
	
	1. Provide security for surviving spouse.

	
	2. Relieve surviving spouse of estate management responsibilities.

	
	3. Provide security for both spouses after retirement.

	
	4. Retire at age ____.

	
	5. Provide security for an incapacitated family member.

	
	6. Assure continuity of farm, ranch, or other business.

	
	7. Provide educational opportunities for beneficiaries.

	
	8. Assist beneficiaries, including in-laws, to get started in business.

	
	9. Minimize federal and state estate or inheritance taxes.

	
	10. Name guardians, conservators, or trustees of minor children.

	
	11. Name a personal representative for the estate.

	
	12. Provide a means for paying expenses of estate settlement, taxes, and other debts.

	
	13. Provide equitable (not necessarily equal) treatment of family members.

	
	14. Transfer specific property to specific people.

	
	15. Make gifts to family members and others during lifetime.

	
	16. Reduce income taxes by disposing of income property during life.

	
	17. Transfer property during life by installment sale.

	
	18. Provide for charitable bequests to favorite charities or organizations.

	
	19. Minimize probate and settlement costs.

	
	20. Other,  ___________________________________________________________
  ___________________________________________________________


Person completing this step:




Date completed:

__________________________________
_____________________________

Step 4: Choose Professional Advisors, a Guardian,                           and a Personal Representative
Advisor Checklist
	Name
	Phone
	E-mail
	Address

	Attorney
	
	
	

	Financial Planner
	
	
	

	Trustee
	
	
	

	Executor/personal representative
	
	
	

	Guardian
	
	
	

	Healthcare power of attorney
	
	
	

	Power of attorney
	
	
	

	Others
	
	
	


Person completing this step:




Date completed:

__________________________________
_____________________________
Step 5: Consider Alternatives

	Topic
	Date Reviewed
	Need More Information
	Need to Talk to Someone
	Does Not Apply

	Property ownership 


	
	
	
	

	Preparing a will


	
	
	
	

	Using a trust 


	
	
	
	

	Your gross estate 


	
	
	
	

	Insurance 


	
	
	
	

	A living will 


	
	
	
	

	Durable power of attorney 

	
	
	
	

	Health care power of attorney 

	
	
	
	

	Other


	
	
	
	

	Other


	
	
	
	

	Notes

	
	
	
	


Person completing this step:




Date completed:

__________________________________
_____________________________
Step 6: Review and Modify

After considering the alternatives, which of these actions do you need to do?

	
	Obtain permission of people I would like to name to represent me in these (estate planning) documents.

	
	Have my will and/or trust drafted or updated.

	
	Carefully read each legal document.

	
	Make a list describing whom I want to receive each of my personal belongings and put it with my will. 

	
	Explain to family members that I have a will and tell them its location as well as the location of other important documents.

	
	Give a copy of my will to my executor or personal representative.

	
	Give a copy of my trust to my trustee.

	
	Give a copy of my living will to my attorney, doctor, hospital, and family.

	
	Have a current durable power of attorney for health care and family.

	
	Give a copy of my durable power of attorney for health care to my attorney, doctor, hospital, and family.

	
	Have a current durable power of attorney for financial affairs.

	
	Give a copy of my durable power of attorney for financial affairs to my attorney and all appropriate financial institutions.

	
	Write a letter of farewell to your spouse, children, and other close family members or friends.


* Financial Checkup Checklist is from Jerry Mason’s book, Financial Fitness for Life, (1999) published by   Dearborn Publishing Company, page 295.

Person completing this step:




Date completed:

__________________________________
_____________________________
Contacts & Credits
It is our hope that you use the Getting Ready for Estate Planning workbook and web site to help you organize your thoughts and information before you see an advisor about an estate plan. Many people avoid estate planning because they think the process will be overwhelming. If you have any questions or comments about this workbook and web site, please feel free to contact either of us. Our names and information are listed below. 

	Janet Bechman, Extension 
Plan of Work & Accountability Coordinator
Agad Building, Room 102A

615 W. State Street
West Lafayette, IN 47907-2053
Phone: (765) 494-8309
Fax: (765) 494-5876
jcb@purdue.edu
	Sharon DeVaney, Professor
Consumer Sciences & Retailing
Matthews Hall 216
812 W. State Street 
West Lafayette, IN 47907-2060 
Phone: (765) 494-8300
Fax: (765) 494-0869
sdevaney@purdue.edu


	Getting Ready for Estate Planning web site

http://www2.ces.purdue.edu/estateplanning

	This web site was based, in part, on material from "Getting Started in Estate Planning," HE-517, Purdue University Cooperative Extension Service, prepared by Dixie Porter Jackson, Extension Specialist, Consumer Economics, and Mary Jane Johnson, Extension Associate, Family Economics, Revised 3/92.


Getting Ready for Estate Planning – http://www.ces.purdue.edu/estateplanning

This documentation is not intended to be a substitute for legal advice or council.  It is designed to create an awareness of the need for estate planning and to help families become better acquainted with some of the services involved.

