[Date]

CLIENT NAME
CLIENT STREET ADDRESS
CITY, STATE ZIP CODE


VIP Case Number: [Case No.]

Dear [CLIENT]:

Your estate planning case was referred to us for representation through Philadelphia VIP.  We have helped you to prepare your estate planning documents, and you now have signed your documents before a notary and have the originals.  

Here are some important reminders about your documents:

Will:

· If you decide you want to change your Will in the future, you should not cross out or make marks on your Will.  Instead, you should have a new Will made.
· You should keep your Will in a safe place.  However, be careful not to keep it in a safe deposit box (because it would be very hard for your heirs to access your safe deposit box without having the Will on hand once you have passed away).
· You should tell a trusted family member or friend – usually, the Executor named in the Will – where you are keeping your Will.  If no one can find your original, signed Will once you pass away, then it is as if your Will does not exist.

Financial Power of Attorney:

· Remember:  Your Power of Attorney is not effective until the Agent you named signs it.
· If you want the Power of Attorney to be in effect now, you should give the original to the Agent at this time and have her/him sign it.  You should keep a copy of the Power of Attorney signed by the Agent.
· If you do not want the Power of Attorney to be in effect now, you should keep it in a safe place.  When you decide that you want it to be in effect, you should give the original to your Agent and have her/him sign it.  You should also keep a copy of the Power of Attorney signed by the Agent.
· Caution:  If the Agent you named does not know the Power of Attorney exists, s/he would not know to look for it if something were to happen to you.  As a result, it is best to let the Agent know that the document exists and where s/he can find the original if something were to happen to you.


Healthcare Power of Attorney and/or Living Will:

· Original to Agent:  The original should be given to your Agent.
· Copies for yourself and for healthcare providers:  You should keep a copy for your own records.  Copies should also be given to any healthcare providers who may need to honor it.  Healthcare providers may request to see the original document, but they will keep only a copy; if the request to see the original is made, you should be sure to return the original to the Agent right away.

[bookmark: _GoBack]Your case is now closed in our office.  Thank you for allowing us to help you with these important Estate Planning documents.  Should you need help with updating these documents in the future, or if you have any questions, please call Philadelphia VIP at (215) 523-9550.

Sincerely,


[YOUR NAME]
[YOUR TITLE]
[YOUR PHONE]
