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Introduction
Have you ever been responsible for the affairs of someone 
who has died? If so, you know only too well how much easier 
it is, or would have been, if that person had left very clear 
instructions about the location of important documents and 
directions about how to access them, especially if they 
needed to be accessed electronically. Getting your affairs in 
order creates peace of mind for everyone concerned and 
results in far less work for those left behind. 

What does ‘getting your affairs in order’ actually mean? Well, 
simply, it means making sure you know where all your 
important documents are and ideally putting them in one safe place and making arrangements 
to deal with any unfinished plans about your life, including your finances and your wishes. 

In essence, it involves making sure the right people know your plans, where to find everything 
and any important information that will make things easier for your loved ones when you’re not 
there to tell them. Make sure several people you trust know where to find the instructions you 
have written down and the location of your important documents.  

Prepare a special box, filing cabinet, safe or some central place to keep important documents. 
This is also handy if there is a fire or other emergency because you can ‘grab it and go’. 

Another way you can help those who will be looking after your affairs is to have an annual clean 
out (be ruthless!) to ensure your important keepsakes don’t end up at the tip. Donate items of 
value to charities, clubs and your loved ones. Put important things (photos, medals, family 
history) in clearly marked boxes and regularly clean out that shed! 

Most people are concerned about issues of privacy and confidentiality as it applies to details like 
passwords, pins and usernames. You need to include this information, where relevant (e.g. online 
banking details), so it’s important that you find a secure place to store this Guide. Alternatively, 
you could place all this sensitive information in a secure place specified in the Guide.  

Because family members may feel uncomfortable about initiating end of life conversations, it’s 
a good idea for you to be prepared to do this. Some conversation starters could be: 

• I need to think about the future. Will you help me? 

• I was thinking about what happened, and it made me realise____. 

• Even though I’m okay right now, I’m worried that ____, and I want to be prepared. 

• I’ve been speaking to my doctor, and s/he has asked me to think about a few things. 

Finally, and importantly, make peace with everyone. Say what you want to say long before your 
life ends. Leave loving and positive memories for your loved ones to remember you by. 

Chris Jeffery 
Chief Policy Officer, Council on the Ageing (WA)
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YOUR PAPERWORK 
Having all of your paperwork up to date and in one place and informing 
someone of its location, will make it easier if a family member or trusted 
friend has to help you with financial and legal matters. 

 

 

 

 

 

 

 

 

The documents listed in this booklet are intended to be a guide only; some documents 
listed may not be applicable to you. There may be other documents not listed which are 
unique to you and your situation that you may also wish to include. 

For many people, the completion of a Will constitutes their ‘paperwork’. Just as 
importantly however, you need to leave very clear and accessible directions about all 
aspects of your life and not just your final wishes. 
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THE CHECKLISTS 
 

PROOF OF IDENTITY Yes No Location of Information 

Birth Certificate    

Marriage or Divorce Certificate    

Citizenship Certificate    

Current or expired Passport    

Photo ID issued by National or State 
Government 

   

Proof of Age Card with photo or signature 
issued by State Government 

   

Legal Change of Name record or Deed 
Poll Certificate 
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HEALTH DETAILS Yes No Location of Information 

Medicare + Health Professional/s -  

Dentist, Doctor, etc. 

   

Private Health Fund    

Organ Donation    

Home Support    

Aged Care Preferences    

 

VEHICLE REGISTRATIONS + LICENCES Yes No Location of Information 

Car/s    

Boat/s    

Caravan/s    

Driver’s Licence    
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PETS Yes No Location of Information 

Pet Ownership + Care Instructions 

Make certain that your pet/s have a good home. 
The person caring for your pet/s will need 
detailed care information including feeding 
instructions, medication schedule, exercise and 
grooming requirements, the name of their vet, 
etc. 

   

 
 

SOCIAL INFORMATION Yes No Location of Information 

Library Information    

Sporting Club/s    

Recreational / Social Group/s    

Professional Association/s    
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LEGAL DOCUMENTS Yes   No Location of Information 

Your Will 
Your will is a legal document which expresses your 
wishes regarding your estate after your death. The 
WA Will Bank is a free community service that 
offers Western Australians safe Will storage. 
www.publictrustee.wa.gov.au  

   

Advance Health Directive 
An Advance Health Directive (AHD) is a legal 
document that enables you to make decisions now 
about the treatment you would want - or not want 
- to receive if you ever became sick or injured and 
were incapable of communicating your wishes. 
www.health.wa.gov.au 

   

Advance Care Plan 
Western Australia allows for informal advance 
care planning documentation and an Advance 
Care Plan with general statements about 
preferences and values. You can record additional 
personal wishes not covered in the Advance 
Health Directive or Enduring Power of 
Guardianship. This form records additional 
personal wishes not covered in other formal 
documents. Your preferences may not necessarily 
be health related but will guide your treating 
health professionals. 
www.health.wa.gov.au 

   

Enduring Power of Attorney 
An Enduring Power of Attorney is a legal 
agreement that enables a person to appoint a 
trusted person/s to make financial and/ or 
property decisions on their behalf. For actions 
concerning property, Enduring Power of 
Attorney documents must be lodged and 
registered with Landgate (Register of Titles). 
www.publicadvocate.wa.gov.au 

   

Enduring Power of Guardianship 
An Enduring Power of Guardianship is a legal 
document that authorises a person of your 
choice to make important personal, lifestyle and 
treatment decisions on your behalf should you 
ever become incapable of making such 
decisions yourself. 
www.publicadvocate.wa.gov.au 
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FINANCIAL DOCUMENTS Yes No Location of Information 

Pension     

Benefits (e.g. special allowances)    

Centrelink/Veterans Affairs    

Overseas Payments    

Superannuation Beneficiaries 

To ensure you have appropriately nominated 
beneficiary arrangements in place for your 
superannuation money: 

�ƒ Check your super fund offers beneficiary 
arrangements that suit your circumstances 

�ƒ Check that those you are nominating are 
eligible 

�ƒ If you plan to nominate your legal personal 
representative, make sure your will is up to 
date 

�ƒ Complete and sign a nomination of 
beneficiary/ies form and send the form to your 
fund 

If your nominations are lapsing, make sure you 
review and renew them before they expire. 

   

 

 

 

 

 

 

 

 

 


