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MY DOCUMENTS -

WHAT I OWN AND WHERE

IT IS KEPT

IMPORTANT INFORMATION TO COMPLETE AND KEEP SAFE
My Documents –

What I Own and Where it is Kept

When a close family member or friend loses capacity or dies it is a traumatic time for the people left to make the necessary arrangements.  It can be made more difficult for those relatives or friends who have been asked to deal with the persons affairs or administer their estate, particularly if they have to go through extensive paperwork to find key information and documentation about the assets belonging to the incapacitated person or the deceased.

It is therefore very useful if documentation such as the Will, Power of Attorney, share certificates and life assurance policies as well as information about bank accounts and other assets are easily accessible shortly after the incapacity or death.

Not only can it make the job harder for an attorney or executor if all documentation is not in one place, it is also possible that some assets may go undetected for some time or even worse forever, particularly if that person has moved home over the years.  For example, if you have a paid up Life Policy (where no more premiums are payable but which still provides benefits) but the policy document is lost, how will the attorneys or executors know?  If a bank passbook has gone astray, the existence of the account may never be discovered. Banks hold approximately £5 billion and Insurance Companies approximately £1 billion in assets that are unclaimed, the vast majority of which will belong to people who have died or disappeared.
  This is despite Banks and Insurance Companies doing their utmost to trace account holders and life policy holders.

You can make it much easier if your affairs are in good order and you family and friends do not have to search high and low for documents that they do not even know exist. Centralising your paperwork will also ensure that your heirs will receive their full inheritance more quickly than if someone has to search for all your assets. If Inheritance Tax is a concern to you and you make use of the transferrable nil rate band of a spouse that has predeceased you, then it is advisable that you have arranged for all of the relevant paperwork and information to be available to your executors after your death.  If it has been some years since your spouse died papers such as your marriage certificate may not be easy to find and these are essential in making such a claim.

To help you, your executors and attorneys, we have created this checklist for you to complete with all of your relevant information.  It will enable you to keep a track of your assets, documents and gifts. It also includes a Key Contact Checklist which enables you to include details of key persons who should be contacted in the event of your death or incapacity, such as your Solicitor, Accountant and Financial Advisor.

Do not hesitate to contact us for advice on getting your personal affairs in order. Our Private Client team are here to help with offices in York 01904 624185, 
Selby 01757 708957 and Malton 01653 600070.

Name:

National Insurance Number:

Tax Reference:

Date of Birth:

Key Contacts:

Name & Address




Telephone Number

Solicitor:



Accountant:

Financial Advisor:

Doctor:

Tax Office:

Employer:

Key Contacts (continued)
Others:

My Will:

The original of my Will is held with:

e.g. Solicitor, Bank

The Will is dated:

The Will was drawn up by:

My Executors are:

Other information:

Please use this section to record any additional information e.g. requests regarding funeral arrangements, medical research bequests; deed/safe box access; computer access codes.

Powers of Attorney:

Date made:

Name & address of Attorneys:

Has it been registered by the Court of Protection?       Yes/No

Names & addresses of individuals to be 

notified of any application to register

the EPA/LPA:

Bank/Building Society Accounts:

Bank/Building Society:
Sort Code
Account Number

Contact

Name & address of branch

Credit Cards:
Credit Card Company
Account Number


Contact

Loans:

Company
  Account Number


Contact


My Assets:

Investment Bonds/Unit Trusts     Investment Detail
   Plan/Account No.
Contact

My Assets (Continued):

PEP/ISAs

Investment Detail

Plan/Account No.
Contact

Savings & Life Insurance
Investment Detail
Plan/Account No.
Contact

My Assets (Continued):

Stocks & Shares
Investment Detail

Plan/Account No.
Contact

(list or attach latest valuation)

My Assets (Continued):
Other Assets

Investment Detail

Plan/Account No.
Contact

e.g. Premium Bonds

National Savings

Comments/Notes:

My Pensions:

Provider (Name & Address)
 Latest Plan value
 Plan No.

Contact

Comments/Notes:

My Property:

Type
Address           Approximate

Ownership

Outstanding



            Value


e.g. Sole, Joint -
Loans






            Joint Tenants or







Tenants in Common

Main 

Residence

Other

Property

Comments/Notes:

Miscellaneous Information:

Details of Organisations and Clubs:

Name & Address


Membership No.


Contact

Other Contacts (Utility Companies, Council Tax, General Insurance, Magazines):

Name & Address


Account/Membership No.

Contact

Gifts:

Charitable Giving (regular payments):

Name & Address of Charity


Amount & Frequency

Contact

Other Gifts: (in last 7 years)

Name &


Amount & type
Date given
  Trust/absolute

Address of Beneficiary
of Asset


Additional Information (e.g. where items are stored)
Inheritance Tax : Information needed to claim a transferable nil rate band


The transfer of unused nil rate band applies only on the death of the second spouse or civil partner. You will need to keep full details of the estate of the first spouse or civil partner in a safe place so that the information will be available on the death of the second spouse or civil partner. The information and documents you will need to keep are: 

· a copy of the IHT200, IHT205 or full details of the assets in the estate and their values

· death certificate

· marriage or civil partnership certificate for the couple

· copy of the grant of representation

· copy of the Will, if there was one or a note of how the estate passed if there was no Will

· a copy of any Deed of Variation or other similar document if one was executed to change the people who inherited the estate

· any valuation(s) of assets that pass under Will or intestacy other than to the surviving spouse or civil partner

· the value of any other assets that also passed on the death of the first spouse or civil partner, for example jointly owned assets, assets held in trust and gifts made in the 7 years prior to death

· any evidence to support the availability of relief (such as agricultural or business relief) where the relievable assets pass to someone other than to the surviving spouse or civil partner.
Please confirm where such documentation is kept or provide details of the name and address of the deceased spouse, their date of death and whether a Grant of Representation was granted:

Additional Information

Additional Information

� The Unclaimed Assets Register
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