IMPORTANT RECORDS RELATING TO OUR/MY ESTATE 

One of your major duties as executor/trustee will be to locate and gather together the assets of the estate. Although you may have some idea of the general nature of the estate through your relationship with the testator/trustor, the best way for the testator/trustor to be sure that none of his or her assets are overlooked is to prepare a detailed Letter of Instructions. Such a letter should be kept in an accessible place so it can be updated on a regular basis, and its existence and location should be made known to the executor/trustee and perhaps to other close family members. It might include the following:

Names, Addresses, and Phone Numbers

· Family and friends

· Attorney

· Accountant/Tax Preparer

· Banker

· Financial/Investment advisor

· Insurance agent

· Funeral director

· Doctor

· Clergy

· Employer/business associate(s)

Locations of Papers/Documents
· Birth/Marriage certificates

· Letter to my Family (Children, grandchildren)

· Letter to Executor/Trustee/Administrator

· Marriage certificates

· Divorce decree or separation agreement

· Will/Trust/Durable Power of Attorney  

· Advance Health Care Directive

· Safe deposit box and keys

· Financial and bank statements

· Income and Gift tax returns

· Last wishes, Bequests 

· Budget

· Household inventory

· Military service records

· Social Security records

· Employment records

· Diplomas, educational records

· Medical and Health records

· Funeral Plans

· Passport  

· Citizenship papers

· Passwords, etc.
Detailed Inventory of Assets and Liabilities

· Bank names, addresses, account numbers

· Savings bond nominations, numbers 

· Corporate or government bonds, purchase prices

· Investment portfolio. Brokerage house and account statements

· Mutual fund names, numbers of shares, purchase prices

· Real estate investments, dates of purchase, basis, deeds

· Other investments

· Pensions, profit-sharing, 401 (k) account information

· Insurance companies, policy numbers, location of policies

· Motor vehicle descriptions, location of titles

· Valuable personal property (jewelry, art, collections, etc.): 

            descriptions, locations, values/appraisals

· Mortgage amount, name and address of creditor

· Credit card companies, account numbers
Excerpts from a CCH publication “What Every Executor Ought to Know”. (out of print)
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