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Letter of Instructions


For the estate of ___________________________________________________  

Last updated ______________________________________________________ 

Instructions:  This is a suggestion of items to include in a letter to your surviving spouse, or an executor. Whether this is a family member or a professional, your level of organization will impact them greatly. Hopefully, you have already met with them numerous times explaining how you would like to distribute your estate, to whom, and when. Or, this person may be assuming the management of your affairs because you are no longer able to do so. In either circumstance, they will need access information and detailed instructions to follow. Since changes are inevitable, it is recommended you update this letter each year after filing your tax return. This is not a PDF file. To rearrange it to fit your needs, we invite you to download it.

ACCESS & ORGANIZATION

Keys: to house, to mail box, to PO Box, to car(s), to lock box/safety deposit box, to file cabinet, to desk are located ______________________________________. 
Contacts:  All personal addresses are listed in _________________. List professional contacts as well (attorney, financial advisor, insurance agent, accountant, funeral director, and banker): ___________________________. A church directory is in the ______________________________________________.  

Computer Access: Our check register and an up to date list of our assets and liabilities with all the account numbers can be found in the _______ program on ____’s computer. The password for this program is _______. If the computer is not available, back up may be found either on our external hard drive, flash drives, or online via _____________________________. Our email accounts are: __________________________________________________________________.  

Passwords are:  _____________________________________________________. 

Other digital accounts and passwords: ___________________________________.

Organization: Describe your filing system – what is in each drawer? Online or telephone access information to each account will typically be found _______ (e.g. on the inside cover of the account’s file folder).  You may be very organized and know where everything is, but is your spouse or your nominated executor so informed?    

Important Papers (including birth certificates, marriage certificates, and passports): can be found in the ____________________ (e.g. lock box, safety deposit box, file cabinet).

BANKING/ DEBIT CARDS/ CASH

Banks: List your banks, their websites, your account numbers, and your access codes. Be sure to explain the function of each account. Will they automatically close upon your death? Who has access to each account? Who are the beneficiaries? Where are debit cards located? Where are the checkbooks and next batch of checks?  

Money Market Funds: Same as above.  

Cash: How much emergency cash is on hand and where is it located?

Cash Flow: Note regular deposits and EFTs from and to each account. Also include a list of bills to be paid each month and when they are due. Where is the budget, cash flow plan you are following?  

INSURANCE & OTHER RESOURCES

Medical Insurance: is with ___________________________________________. 

Dr. ________ is our PCP.  Contact information is in our individual medical files.  Are you up to date with everything?
Animals: can be boarded with _____________________. Are they current with vet and vaccinations? Their file is located ___________.  ____________ has agreed to take over their care.
Casualty Insurance: Homeowner’s Policy # _______ and Automobile Policy # ________ are with __________________ (insurance company). Policies are located in ____________; files with contact info are located in ___________________.   

Long-term Care Insurance: Group Policy #  ____________ with _____________ (insurance company). Contact _________________. Policies and ID cards are located _________________.

Life Insurance:  

1) Policy #__________ on _____ for $_____________ is with ____________ (insurance company).  Contact at ____________________________________.  

2) Policy #__________ on _____ for $_____________ is with ____________ (insurance company).  Contact at ____________________________________.  

Group Life Insurance: 

1) Through ________ employer, the amount of his insurance is $_________.  Contact __________. Employee I.D. is _____________, and his PIN/Password is _______.  
2) Through ________ employer, the amount of his insurance is $_________.  Contact __________. Employee I.D. is _____________, and her PIN/Password is _______.  

Veterans Administration: Military discharge papers can be found in _________________. His/her service number: ____________________________. 
Social Security: Each of us may be eligible for a one-time death benefit of $255 as surviving spouse. In addition, both of us qualify for ongoing survivor benefits from the other. To apply for survivor benefits, you will need to present a death certificate, the survivor’s social security number and that of the deceased, the survivor’s birth certificate, a marriage certificate, divorce papers if applicable, dependent children’s SS numbers, deceased worker’s W-2 forms for the most recent year; and the name of the bank and account number where benefits can be deposited directly into your account.

FINAL ARRANGEMENTS
Funeral Home: Arrangements are prepaid at _____________ or instructions can be found __________. The funeral home will generate the needed death certificates. At a minimum, you will need one for each insurance policy, Social Security, and possibly the cemetery.
Cemetery: I have selected _____________ cemetery.  I would like my body to be ____________ (specify buried or cremated).

Veteran Arrangements: Since ______ is a veteran, he/she would appreciate military honors at time of burial.  We are each entitled to a burial plot and a head stone at a National Cemetery. To qualify us, you will need to present a death certificate, a marriage certificate, and a DD214 form (discharge papers) to the National Cemetery.  These important papers are located _____________.  There may be a delay at the cemetery, but you could proceed with a memorial service.  See www.cem.va.gov for more information.  
Church:  Our church is ___________________________.  ___________ is the pastor to contact.  We would appreciate having our lives celebrated in a simple service that explains the marvelous grace by which we have eternal life in Jesus Christ.  More on this can be found ____________.  

INVESTMENTS/ ASSETS
401K (also known as ____________) is administered by __________. Upon liquidation, 20% will be withheld initially for taxes. File/notebook is in ___________. To obtain information, contact _________________. 

IRAs: same information as above.   

Investment Accounts:  same information as above.   

Annuities/ Endowments: same information as above.   

Pensions: same as above.
REAL ESTATE
Our home:  Location of deed or mortgage papers _______________. The amount owed and to whom? Amortization Schedule? Most recent appraisal? Are the property taxes paid annually or included in mortgage payment?   

Rentals:  same as above. 

PERSONAL PROPERTY
Our vehicles:  Maintenance records are located in _______________________.  Titles are located ____________. Loan records (if applicable) are located _______.
Prized possessions:  A list of these tangible items and the people to whom we wish to give them is located in _________________________________________.

1
4
www.FinishLifeWell.org  

