[bookmark: beneficiary-planning-worksheet][image: ]

Beneficiary Planning Worksheet
[bookmark: why-beneficiary-planning-matters]Why Beneficiary Planning Matters
Some assets do not pass according to the instructions in your will. Instead, they may transfer directly to the person or people you have named as beneficiaries on the account.
This means your beneficiary designations are an important part of your overall planning. Even if your will is up to date, an older beneficiary designation on a retirement account, life insurance policy, or other financial account may still control who receives that asset.
Use this worksheet to help you:
Think about the people you want to provide for.
Identify accounts that may have beneficiary designations.
Review the beneficiaries currently listed.
Decide whether any information should be reviewed or changed.
Important: Completing this worksheet does not change a beneficiary designation. Changes generally must be made directly with the employer, financial institution, insurance company, or organization that holds the account.

[bookmark: who-do-i-want-to-consider]1. Who Do I Want to Consider?
Before reviewing individual accounts, think about the people you want your beneficiary planning to provide for.
Consider:
☐ My spouse
☐ My children
☐ My grandchildren
☐ Other family members
☐ Someone who depends on me financially
☐ Other people who are important to me
As you think about your beneficiaries, ask yourself:
Who do I most want to provide for?
Has my family situation changed since I last reviewed my beneficiaries?
Have there been marriages, divorces, births, deaths, or other important changes?
Is anyone currently listed who I would no longer want to receive the account?
Have I named a backup or contingent beneficiary where appropriate?
If a beneficiary dies before me, do I know who I would want to receive that share instead?
[bookmark: people-i-want-to-consider]People I Want to Consider
Name: __________________________________________
Relationship: ___________________________________
Notes: _________________________________________
Name: __________________________________________
Relationship: ___________________________________
Notes: _________________________________________
Name: __________________________________________
Relationship: ___________________________________
Notes: _________________________________________
Name: __________________________________________
Relationship: ___________________________________
Notes: _________________________________________

[bookmark: what-accounts-should-i-review]2. What Accounts Should I Review?
Many financial accounts and benefits allow you to name a beneficiary directly.
Check any that you have:
☐ Life insurance policies
☐ Employer retirement plans, such as a 401(k), 403(b), or similar plan
☐ Pension benefits
☐ Traditional or Roth IRAs
☐ Annuities
☐ Bank accounts with a Payable on Death (POD) designation
☐ Investment or brokerage accounts with a Transfer on Death (TOD) designation
☐ Health Savings Accounts
☐ Employer-provided benefits that include a death benefit
☐ Other accounts or financial products that allow a beneficiary designation
Not sure? Contact the institution that holds the account and ask whether the account has, or can have, a beneficiary designation.

[bookmark: review-my-beneficiaries]3. Review My Beneficiaries
Review each account or benefit that may have a beneficiary designation. You do not need to include account numbers or other sensitive financial information.
[bookmark: account-1]Account 1
Type of account or benefit:
____________________________________________________
Institution or employer:
____________________________________________________
Current primary beneficiary:
____________________________________________________
Backup or contingent beneficiary, if any:
____________________________________________________
What is the status of this beneficiary designation?
☐ No change needed
☐ I need to review it
☐ I need to make a change
☐ I am not sure who is currently listed

[bookmark: account-2]Account 2
Type of account or benefit:
____________________________________________________
Institution or employer:
____________________________________________________
Current primary beneficiary:
____________________________________________________
Backup or contingent beneficiary, if any:
____________________________________________________
What is the status of this beneficiary designation?
☐ No change needed
☐ I need to review it
☐ I need to make a change
☐ I am not sure who is currently listed

[bookmark: account-3]Account 3
Type of account or benefit:
____________________________________________________
Institution or employer:
____________________________________________________
Current primary beneficiary:
____________________________________________________
Backup or contingent beneficiary, if any:
____________________________________________________
What is the status of this beneficiary designation?
☐ No change needed
☐ I need to review it
☐ I need to make a change
☐ I am not sure who is currently listed

[bookmark: account-4]Account 4
Type of account or benefit:
____________________________________________________
Institution or employer:
____________________________________________________
Current primary beneficiary:
____________________________________________________
Backup or contingent beneficiary, if any:
____________________________________________________
What is the status of this beneficiary designation?
☐ No change needed
☐ I need to review it
☐ I need to make a change
☐ I am not sure who is currently listed

[bookmark: changes-or-follow-up-i-need-to-make]4. Changes or Follow-Up I Need to Make
For any account that you marked for review or change, record your next step.
Remember: Writing a new beneficiary on this worksheet does not make the change official. Contact the organization that holds the account and follow its process for updating beneficiaries.
Account: _________________________________________
What I need to do: _________________________________
Who I need to contact: ______________________________
☐ Completed
Account: _________________________________________
What I need to do: _________________________________
Who I need to contact: ______________________________
☐ Completed
Account: _________________________________________
What I need to do: _________________________________
Who I need to contact: ______________________________
☐ Completed

[bookmark: final-review]5. Final Review
☐ I have identified my major accounts that may have beneficiary designations.
☐ I have reviewed who is currently named as a beneficiary.
☐ I have considered whether I need backup or contingent beneficiaries.
☐ My beneficiary choices reflect my current family circumstances and wishes.
☐ I have identified any accounts that need further review.
☐ I know which institutions or employers I need to contact to make changes.
☐ I understand that completing this worksheet does not make or change a beneficiary designation.

[bookmark: X5e2a1922200934c0a3a3ad173c6d94c0b6249bd]Keep Your Beneficiary Information Current
Beneficiary designations should be reviewed periodically and whenever there is an important change in your life, such as marriage, divorce, the birth or adoption of a child, the death of a beneficiary, retirement, or a significant change in your family or finances.
Keeping beneficiary designations current helps make sure your accounts are distributed according to your wishes.
[bookmark: a-note-about-your-will]A Note About Your Will
Your beneficiary designations and your will are both important parts of planning, but they serve different purposes. Certain accounts may pass directly to the beneficiaries named on the account rather than according to the instructions in your will.
If you have questions about how a beneficiary designation works with your will or estate plan, consider speaking with an attorney or other qualified professional.
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