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Welcome

A practical workbook for organizing important personal, financial, and final-wishes information.

The purpose of this guide is simple: to place essential information in one organized location so the people you
trust can find it when they need it.

Use these pages to record personal information, estate-planning contacts, insurance policies, financial accounts,
property, debts, funeral preferences, important people, and legacy details. Completing the workbook can reduce
uncertainty and help your family carry out your wishes with greater confidence.

Keep the completed guide in a secure location with your other important records. Tell your executor, trusted
family member, or another responsible person where it can be found. Because this guide may contain sensitive
information, do not leave it in an unsecured place.

This workbook is for organizational and educational purposes only. It does not replace a will, trust, power of
attorney, beneficiary designation, insurance contract, legal advice, or tax advice. Consult qualified legal, tax, and
financial professionals regarding your individual circumstances.

A useful way to complete this guide

Work through one section at a time. If an item does not apply, write “N/A.” Review the guide at least once a year and
after major life events such as marriage, divorce, a move, retirement, the purchase or sale of property, or a change in
beneficiaries.
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A letter for the people you love

Your words can provide comfort and direction.



Letter to Loved Ones

To my loved ones,

| prepared this guide with care so that you have a clear place to begin when important decisions need to
be made. My hope is that the information on these pages reduces uncertainty and gives you more time to
focus on one another.

| have tried to record the people to contact, the documents to locate, the accounts and policies to review,
and the preferences | want you to know. Please use this guide together with my formal legal documents
and the advice of the appropriate professionals.

Most of all, I hope you remember our time together with love, gratitude, and peace.

With love,

Name:

Date:
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Personal Information

Information that may be needed for official records and notifications.

Full legal name:

Current address:

Prior / maiden / other legal name:

Social Security number:

Location of Social Security card:

Date of birth:

Place of birth:

Location of birth certificate:

Marital status:

Spouse / domestic partner:

Date & place of marriage / registration:

Location of marriage license:

Father / parent name & birthplace:

Mother / parent name & birthplace:

Divorce records location / attorney / phone:

[ male [] Female [[] Another / prefer not to state
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Personal Records & Estate Plan

Military Service

[] served [[] Did not serve

Branch / country / component:
Discharge or claim number:
Location of discharge papers:

Education

High school / city / state / highest grade:

College /institution / degree / city / state:

Other education or credentials:

Will & Estate Plan Information

[1 1 have a will [] 1 have a trust [7] Neither / unsure
Will / trust location:

Executor / trustee name and phone:

Attorney name and phone:

Power of attorney document location:

Advance directive / health care document location:

Dunlap Financial Services | teams@dunlapfs.com | 410.600.7825

7]28



Insurance Information

Record enough information for your family to identify policies and contact the carrier or agent.

Medical Coverage

Company

Phone

Policy / Plan ID

Group ID

Card / docs location

Group

Individual

Medicare

Medicare Supplement

Dental / Vision

Life / Annuity

Policy 1

Policy 2

Policy 3

Annuity 1

Annuity 2

Company

Phone

Policy / contract #

Policy location

Primary beneficiary

Contingent beneficiary

Policy owner

Face / account value

Annual cost / contribution
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Insurance Information - Continued

Coverage

Life / AD&D

Disability

Long-Term Care

Homeowners / Renters

Company

Phone

Policy #

Policy location

Primary beneficiary

Contingent beneficiary

Policy owner

Coverage amount

Cash value / benefit

Annual cost

Other Coverage

Policy 1

Policy 2

Policy 3

Policy 4

Type

Company

Phone

Policy #

Location

Beneficiary / insured

Coverage / value

Annual cost
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Financial Information

Record accounts, investments, assets, property, debts, and recurring obligations.

Banking

Checking 1

Checking 2

Savings 1

Savings 2

CD / Other

Institution

Account # / last 4

Name on account

Branch / online contact

Phone

Safe deposit box location / box # / key location:

Contents / notes:

Investments

Stocks

Mutual Funds

Brokerage

Trust

Other

Institution

Account / plan #

Owner

Statement location

Primary beneficiary

Contingent beneficiary

Approx. value
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Retirement & Income Accounts

Retirement Accounts

IRA

Roth IRA

SEP / SIMPLE

401(k)

Other

Institution

Account / plan #

Owner

Statement location

Primary beneficiary

Contingent beneficiary

Approx. value

Pension / Income

Pension

403(b)

Annuity

Deferred Comp

Other

Institution / payer

Account / plan #

Owner / participant

Document location

Beneficiary

Monthly income

Approx. value
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Real Estate & Business Interests

Real Estate

Residence 1

Residence 2

Vacation / Other

Owner

Mortgage company

Insurance provider

Policy #

Property contact

Address / description

Title / deed location

Monthly loan / rent

Estimated payoff

Business Interests

Business 1

Business 2

Business 3

Owner / ownership %

Lender / creditor

Insurance provider

Policy #

Key contact

Address / description

Ownership docs location

Debt / payoff
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Other Property & Loans

Other Property

Vehicle 1

Vehicle 2

Vehicle 3

Other

Owner

Insurance provider

Policy #

Contact

Description / VIN / ID

Title / deed location

Monthly loan

Loan provider

Estimated payoff

Loans

Loan 1

Loan 2

Loan 3

Loan 4

Type of loan

Payoff amount

Holder / lender

Telephone

Document location
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Credit Cards & Social Security

Credit Cards

Card 1

Card 2

Card 3

Card 4

Issuer / type

Expiration

Name on account

Account #/ last 4

Company

Phone / website

Amount owed

Social Security

Information / Notes

Monthly benefit

Deposit date

Account where deposited

Bank name / address

Local office / phone
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Expenses & Outstanding Debt

Type Balance / Payoff Due Date Company Phone / Website

Medical insurance

Utilities - electric / gas

Water / sewer

Telephone / internet

Mobile phone

Cable / streaming

Car payment

Mortgage or rent

Home / renters insurance

Dental

Other insurance

Credit card 1

Credit card 2

Credit card 3

Home equity / line of credit

Other
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Important Contacts

List people and organizations that can assist your family or executor.

Contact Type

Name / Organization

Phone

Email / Notes

Estate / will attorney

Family / divorce attorney

Real estate attorney

Accountant / tax professional

Financial advisor

Insurance broker / agent

Employer / HR contact

Landlord / property manager

Primary care physician

Medical specialist

Dentist

Clergy / faith leader

Trusted friend / neighbor

Other
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Funeral Planning Information

Record preferences so your loved ones can understand the arrangements you want.

Final arrangements for:

[[1 I have a prepaid funeral plan [T] 1 do not have a prepaid plan

Funeral home / provider name:

Plan number / contact phone:
Cemetery / plot / crypt information:
Location of prepaid plan documents:

Preferred disposition and service

[] Traditional funeral + burial [7] Traditional funeral + cremation

[[] Direct burial [] Direct cremation [C] Memorial service later

Other preference:

Who should make arrangements:

Preferred cemetery / mausoleum:

Preferred cremation placement / scattering location:

Veteran cemetery preference (if eligible):

Check applicable local, state, federal, cemetery, and facility requirements before making final arrangements.
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Funeral / Memorial Service Preferences

Preferred funeral home / director:

Address / phone:

Visitation & Viewing

[[] Viewing at funeral home [] Viewing at place of worship

[] open casket [] Closed casket

Personal Preferences

Glasses / jewelry instructions:

Clothing preference:

Other appearance or personal item instructions:

Ceremony

[T No ceremony [7] Graveside [[] Place of worship

Officiant:

Special affiliations / military / lodge:

Pallbearers / honorary participants:

[T Funeral home

Dunlap Financial Services | teams@dunlapfs.com | 410.600.7825

18|28



Ceremony & Final Expense Funding

Veteran flag instructions:

Music selections:

Readings / scripture / poetry:

Flowers / memorial donation preference:
Charitable organization:

Who should deliver a eulogy:

Memorial / monument preference:
Inscription or message:

Accounts or Policies Intended for Final Expenses

Source Company / Bank Phone Account / Policy # Approx. Value
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Estimated Funeral Expenses

Professional Services Estimated Cost
Basic funeral director services
Embalming

Other preparation / cremation services
Facilities & Staff

Viewing / visitation

Ceremony

Cemetery / graveside
Transportation

Transfer of remains

Hearse

Limousine / van

Burial / Cremation Options
Casket or urn

Burial vault / liner

Cemetery plot / niche
Monument / headstone
Miscellaneous

Burial clothing

Floral arrangements

Music

Printed memorial package

Video / livestream / other

Dunlap Financial Services | teams@dunlapfs.com | 410.600.7825 20|28



People to Be Notified

Name

Relationship / Organization

Phone

Email / Notes
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Legacy Information for an

Obituary

Full legal name:

Preferred name / nickname:

Spouse / partner name:

Date & place of death (family to complete):

Children / stepchildren and cities:

Siblings and cities:

Parents / guardians:

Service / burial date, time & place:

Clergy / officiant:

Cemetery:

Funeral home:

Memorial contribution organization:

Preferred photo location:
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Legacy Information - Life Story

Birth date & place:

Education / degrees / credentials:

Wedding / partnership date:

Military service / rank / honors:

Career / occupation:

Proudest career accomplishment:

Proudest family moment:

Community / civic involvement:

Awards / offices / recognitions:

Hobbies / interests / passions:

Faith / spiritual community (optional):

Other information you want remembered:
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Personal Bequests

List family heirlooms, sentimental items, or personal property you want particular people to receive.

Article / ltem

Intended Recipient

Location / Notes
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Personal Bequests - Continued

Article / ltem

Intended Recipient

Location / Notes
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Special Instructions

Use this page for instructions that do not fit elsewhere in the guide. Do not use this page as a substitute for legally required
documents or beneficiary designations.
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Special Instructions - Continued
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DUNLAP FINANCIAL SERVICES

INSURANCI: BROKERS

Insurance Guidance for the People and Things You Value

Dunlap Financial Services is an independent insurance brokerage helping individuals, families, and
businesses understand insurance options across life, health, Medicare, auto, home, travel, and business
insurance. Our role is to help clients evaluate coverage and make informed decisions based on their
needs.

Contact

Dunlap Financial Services
teams@dunlapfs.com
410.600.7825

https://dunlapfs.com/life-insurance

Important: This guide is provided for general informational and organizational purposes only and does not address every individual
circumstance. Dunlap Financial Services does not provide legal or tax advice. Consult an attorney, tax professional, or other qualified
professional for advice concerning your specific situation.




