LETTER OF INSTRUCTION

One of the most important and easily overlooked estate planning steps is to document the location of important personal and financial records and to identify who your advisors are. This may be accomplished with an informal Letter of Instruction. By organizing this information, you will simplify the duties of your family or personal representative at a time when he or she may be under severe emotional and physical stress. Keep a copy in a safe location at your home or office. Let a family member or advisor know where this letter is located. Update this letter at least yearly. Here is what should be documented:
1. All bank accounts, their locations and account numbers. 

2. Location of safe deposit boxes and keys, home safes, private vaults, and combination that may be needed. 

3. Location of your Will, Codicils and Trust Agreements. 

4. Location of your spouse’s Will, Codicils and Trust Agreements. 

5. Location of your Insurance policies including type and policy numbers. 

6. Location of stock certificates and bonds. 

7. Location of pension, IRA, and Keogh documents. 

8. Location of real estate records (including Deeds, Mortgages, title insurance policies, closing statements, and leases.) 

9. Location of automobile titles. 

10. Amount due on loans and names of Lenders. 

11. Location of income tax returns.

12. Your accountant’s name, address and telephone number. 

13. Your attorney’s name, address and telephone number. 

14. Your insurance agent’s name, address and telephone number.  

15. Name, addresses and telephone numbers of your physicians. 

16. Name, addresses and telephone numbers of specialists used by you. 

17. Names, addresses and telephone numbers of government entities from which you receive benefits. 

18. Names, addresses and telephone numbers of contacts with government entities from which you receive benefits. 

19. Names, addresses and telephone numbers of group homes with which you are associated. 

20. Other important information concerning your qualifications for government assistance. 

21. Names of important medications that you must take, recommended dosage, the doctor prescribing such medication, and the purpose for each medication. 

22. Names, addresses and telephone numbers of the pharmacy or pharmacies used by you. 

23. Your medical history, including allergies and concerns. 

24. Other important information concerning you. 

25. Location of your important documents. 

26. Burial instructions. 
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