Family Checklist: Location of Will, Estate Documents, 
Accounts, and Key Information
For family members, executor, agent, or trusted contact
Important note: This checklist is designed to help your family locate important documents and accounts. Do not include passwords, full Social Security numbers, or sensitive access codes in this document unless it will be stored securely. Consider telling your executor or agent where to find passwords rather than writing them here.
Owner of this checklist: ____________________________________    Date updated: ____________________

Emergency and Key Contacts
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Primary family contact
	Name, relationship, phone, email.
	
	☐

	Executor named in will
	Name, phone, email, address.
	
	☐

	Backup executor
	Name, phone, email, address.
	
	☐

	Financial power of attorney agent
	Name, phone, email.
	
	☐

	Medical power of attorney agent
	Name, phone, email.
	
	☐

	Estate planning attorney
	Firm, lawyer name, phone, email, address.
	
	☐

	CPA / tax preparer
	Name, firm, phone, email.
	
	☐

	Financial advisor / broker
	Name, firm, phone, email.
	
	☐

	Insurance agent
	Name, company, phone, email.
	
	☐

	Banker / trust officer
	Name, institution, phone, email.
	
	☐

	Clergy / funeral contact
	Name, organization, phone, email.
	
	☐



Estate Planning Documents and Where They Are Kept
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Original last will and testament
	Exact location: safe, file cabinet, attorney office, safe deposit box, etc.
	
	☐

	Copies of will
	Who has copies and where they are stored.
	
	☐

	Codicils or amendments to will
	Location of any signed amendments.
	
	☐

	Revocable living trust
	Location of trust agreement and amendments, if applicable.
	
	☐

	Trust funding documents
	Deeds, assignments, account retitling records.
	
	☐

	Medical power of attorney
	Location of signed document and copies.
	
	☐

	Directive to physicians / living will
	Location of signed document and copies.
	
	☐

	HIPAA authorization
	Location of signed authorization.
	
	☐

	Statutory durable power of attorney
	Location of financial POA.
	
	☐

	Declaration of guardian
	Location of signed document, if any.
	
	☐

	Disposition of remains / funeral instructions
	Location of instructions and any prepaid plan.
	
	☐

	Transfer on death deed
	Property address and recording information, if applicable.
	
	☐

	Beneficiary designation records
	Location of copies for life insurance, retirement, bank, and brokerage accounts.
	
	☐





Secure Storage and Access Information
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Home safe
	Location, who knows combination/key location. Do not write combination here unless secure.
	
	☐

	Safe deposit box
	Bank name, branch, box number, key location, authorized signers.
	
	☐

	Locked file cabinet
	Location and key location.
	
	☐

	Attorney document storage
	Attorney or firm holding originals, contact details.
	
	☐

	Digital storage folder
	Computer/cloud location of scanned documents.
	
	☐

	Password manager
	Name of service and emergency access instructions; do not list master password here.
	
	☐

	Important keys
	House, car, safe, storage unit, mailbox, office, safe deposit box.
	
	☐



Banking and Cash Accounts
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Checking account
	Bank name, approximate branch/contact, last 4 digits only, joint owner/POD beneficiary.
	
	☐

	Savings account
	Bank name, last 4 digits only, joint owner/POD beneficiary.
	
	☐

	Money market account
	Institution, last 4 digits only, beneficiary if any.
	
	☐

	Certificates of deposit
	Bank, maturity date, last 4 digits only.
	
	☐

	Credit union accounts
	Institution, account type, last 4 digits only.
	
	☐

	Online banks / payment apps
	Institution/app names such as PayPal, Venmo, Zelle, Cash App; access location.
	
	☐

	Cash kept at home
	Location and approximate amount if you choose to disclose.
	
	☐



Investment, Retirement, and Insurance Accounts
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Brokerage account
	Firm name, advisor/contact, last 4 digits only, TOD beneficiary if any.
	
	☐

	IRA / Roth IRA
	Custodian, last 4 digits only, beneficiary designation location.
	
	☐

	401(k), 403(b), pension, deferred compensation
	Employer/plan provider, contact information, beneficiary records.
	
	☐

	Annuities
	Company, policy/contract last 4 digits only, beneficiary.
	
	☐

	Life insurance
	Company, policy last 4 digits only, agent, beneficiary, location of policy.
	
	☐

	Long-term care insurance
	Company, policy location, agent/contact.
	
	☐

	Disability insurance
	Company, policy location, agent/contact.
	
	☐

	Health insurance / Medicare / supplemental policy
	Carrier, card location, policy/contact information.
	
	☐








Real Estate, Vehicles, and Major Property
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Primary residence
	Address, deed location, mortgage company, HOA contact, alarm information.
	
	☐

	Other real estate
	Addresses, deed locations, mortgage/management contacts.
	
	☐

	Rental property information
	Tenants, leases, property manager, keys, security deposits.
	
	☐

	Vehicles
	Make/model/year, title location, loan/lease company, insurance.
	
	☐

	Boats, RVs, trailers, aircraft
	Title/registration location, storage location, insurance.
	
	☐

	Storage units
	Facility name, unit number, key/access code location, autopay information.
	
	☐

	Valuable personal property
	Jewelry, art, antiques, firearms, collectibles; location and appraisal documents.
	
	☐

	Pets
	Veterinarian, medications, microchip info, preferred caretaker.
	
	☐



Debts, Bills, and Recurring Payments
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Mortgage or home equity loan
	Lender, payment method, contact information.
	
	☐

	Credit cards
	Issuer names, last 4 digits only, autopay details.
	
	☐

	Car loans or leases
	Lender/lessor, payment method, contact.
	
	☐

	Personal loans or lines of credit
	Lender, contact, payment details.
	
	☐

	Utilities
	Electric, gas, water, trash, internet, phone; account holder and autopay info.
	
	☐

	Subscriptions and memberships
	Streaming, gyms, clubs, professional dues, newspapers.
	
	☐

	Property taxes
	County/tax office, payment status, exemptions/deferrals.
	
	☐

	HOA or condo dues
	Management company, payment schedule.
	
	☐

	Business debts or guarantees
	Lender, obligation type, contact.
	
	☐



Digital Accounts and Devices
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Primary email accounts
	Email addresses and where recovery information is stored.
	
	☐

	Mobile phone
	Carrier, device location, passcode storage instructions.
	
	☐

	Computers and tablets
	Device locations and backup instructions.
	
	☐

	Cloud storage
	iCloud, Google Drive, OneDrive, Dropbox; folder locations.
	
	☐

	Password manager
	Service name, emergency access contact, recovery instructions.
	
	☐

	Social media accounts
	Facebook, Instagram, LinkedIn, X, etc.; memorialization/deletion wishes.
	
	☐

	Cryptocurrency / digital wallets
	Exchange/wallet names and where access instructions are securely stored.
	
	☐

	Domain names / websites
	Registrar, hosting provider, renewal payment details.
	
	☐





Business, Employment, and Tax Information
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Current employer or former employer benefits
	HR contact, pension/retirement/insurance information.
	
	☐

	Business ownership interests
	Company name, partners, operating agreement location, accountant/lawyer contacts.
	
	☐

	Professional licenses
	Licenses, renewal information, practice/firm contacts.
	
	☐

	Recent tax returns
	Location of last 3–5 years of returns and supporting records.
	
	☐

	IRS/state tax notices
	Location of any pending notices or payment plans.
	
	☐

	Bookkeeper/payroll provider
	Contact if applicable.
	
	☐



Medical, Funeral, and Personal Wishes
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Doctors and medications
	Primary doctor, specialists, pharmacy, medication list location.
	
	☐

	Preferred hospital
	Hospital system and key medical contacts.
	
	☐

	Organ donation wishes
	Registration/document location.
	
	☐

	Funeral home or prepaid funeral plan
	Provider, contract location, contact information.
	
	☐

	Burial or cremation preference
	Instructions and cemetery/plot/columbarium information.
	
	☐

	Obituary information
	Preferred facts, photo location, newspaper/online preferences.
	
	☐

	People to notify
	Family, friends, employer, advisors, clubs, religious/community groups.
	
	☐



Immediate Steps for Family / Executor
	Item
	What to List / Explain
	Location / Contact / Notes
	Done

	Locate original will and estate documents
	Do not remove staples or alter documents.
	
	☐

	Contact estate attorney
	Ask about next steps before distributing property.
	
	☐

	Secure home, vehicles, pets, and valuables
	Change locks if needed, safeguard keys, maintain insurance.
	
	☐

	Order death certificates
	Ask funeral home or county how many certified copies are needed.
	
	☐

	Notify key institutions
	Banks, insurers, employer, Social Security, pension, financial advisor.
	
	☐

	Keep records of expenses
	Funeral, property maintenance, bills, travel, and estate costs.
	
	☐

	Do not distribute assets prematurely
	Wait for legal guidance and authority.
	
	☐

	Cancel or monitor recurring charges
	Utilities, subscriptions, cards, automatic payments.
	
	☐



Prepared as a family/executor information checklist. Store securely and update after major life, account, document, or address changes. Last updated: 14 May 2026.
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