Personal Data Sheet

[Here personalise the form with your firm’s logo, office address, contact details etc, to encourage your client to return to you for advice in future.]
Information re estate and assets of:
Name:

Address:

Former addresses in the last 10 years:

Dates of:

 Birth

marriage (1)

divorce (1)

marriage (2)

divorce (2)

marriage (3)

divorce (3):

National insurance/social security number:

Unique taxpayer reference number:

Immediate, essential information to be available on death
Location of will

Funeral wishes (cremation, burial, no flowers, etc)

Other wishes eg anatomical use (NB Human Tissue Act 1961)

Details of any lasting power of attorney provisions as to healthcare decisions

Relevant personal information
Executors

Solicitor or will writer

Accountant or tax adviser

Stockbroker or other financial adviser

Bankers

HM Revenue & Customs

Address:

Location of copy tax returns (copy attached):

Doctor

Others, eg local authority; public utilities

Location of personal documents, eg birth/marriage certificates, credit cards (details of safe deposit box)

Assets and liabilities
Main residence

Address:

Sole name or jointly: Does it pass by survivorship? YES/NO

Subject to/free of mortgage: £

Mortgagee lender:

Address:

Reference no:

Estimated value (net of mortgage):

Council tax band:

Other properties

Sole name or jointly: Does it pass by survivorship? YES/NO

Subject to/free of mortgage: £

Mortgage lender:

Address:

Reference no:

Estimated value (net of mortgage):

Council tax band:

Location of deeds 

Stock Exchange/government securities (state if held jointly):

Family company/unquoted shares

Other investments

eg Premium Bonds, National Savings, ISAs.

Bank accounts/building society accounts

Bank/Society:

Type of account:

Account no:

Mandate/signing powers/? joint:

Other business, agricultural assets

Miscellaneous assets

Liabilities 

eg bank overdraft arrangements, loans

Pension/insurance arrangements

Pension schemes

	Insurance Company
	Policy Number
	Details
	Location of Policy

	
	
	
	


Details of any assignments of rights

Employee’s pension (or life) schemes. Brief details. NB what rearrangements have been made for nominating death benefit (eg letter of wishes to the trustees)?

Matters affected by death: cancellation/notification/alteration

Membership or subscriptions to:

Professional/trade associations

Clubs

Other organisations, eg AA

Offices held (eg Company Secretary, Treasurer, Chairman, Trusteeships, Executorships, Guardianships, etc)

Credit cards/bank, retail store/cash dispenser cards:

Type        

Number

Direct debits/standing orders 

Registration documents for vehicles

Deeds of covenant ceasing on death

Agreements/licences, etc (eg hire purchase, car, TV and other contents of home)

Gift Aid arrangements

	Date
	Donee
	Location of Document
	Renewal Date (if applicable)

	
	
	
	


Family settlements

Set up by the individual

	Date of Trust
	Type
	Trustees’ Names & Addresses
	(Main) Beneficiaries Names & Addresses
	Location Original Deed

	
	
	
	
	


Details of any settlements where the individual is a beneficiary
Type: (eg life interest, discretionary)

Approx value of trust fund

Date of trust deed and whereabouts of the deed (or copy)

IHT history of transfers

	Transaction
	Date
	Value Transferred (Approx)
	Name & Address of Donee

	
	
	
	


Transferable nil rate band: note that a separate checklist is included as Link 8 below: ‘Record for use of the nil rate band for IHT purposes’.
If you are non-UK domiciled

Are there assets situated in UK (= IHT chargeable)?

Consider remedial steps (ie for the assets to be abroad), eg

–
sale and remitting proceeds abroad—but beware CGT

–
transfer abroad, eg chattels, bank accounts, bearer shares

–
exploiting the spouse exemption

–
gifting fixed assets, eg land/buildings to a foreign company (but beware CGT and income tax)

–
borrowing cash secured on UK assets and depositing the cash abroad

Miscellaneous items

Signed……………………………………………

Dated……………………………………200………



















