
A helpful guide for planning your estate

 
WILL AND TRUST WORKBOOK

Evangelical Lutheran Church in America 
ELCA Foundation



1

You are about to embark on a remarkable journey. This journey will give you space to 
consider the gifts that God has given you in this lifetime — and how you want to care 
for those gifts both now and after you have gone. We hope this can be a joy-filled 
time as you recognize the gifts that have been bestowed upon you and consider how 
you want to share those gifts with others.

This “Will and Trust Workbook: A helpful guide for planning your estate,” which is 
a gift from the ELCA Foundation, is designed to be a planning resource for you as 
you prepare for a meeting with your legal advisor. The best person to create a valid 
will or living trust is an estate planning attorney. While this workbook is not a legal 
document, it is intended to be a tool to help you prepare and plan for the distribution 
of your assets.

God has called us to be stewards in our life; creating a will allows us to continue this 
calling even into death. Creating a will gives each of us an opportunity to make the final 
decisions about those things that we own and what they mean to us. It allows us the 
opportunity to share our legacy — to tell our faith-inspired story, long into the future.

We wish you many blessings as you prepare for a meeting with your legal advisor 
and hope that this workbook is a helpful tool.

Please visit www.ELCA.org/willtools to access this helpful guide online.
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GUIDE TO COMMONLY USED TERMS (ALL DEFINITIONS FROM NOLO.COM)

Asset
Generally, any property that has value, whether monetary or sentimental.

Beneficiary
A person or organization legally entitled to receive benefits through a legal device, such as a will, trust or life 
insurance policy.

Bequest
Personal property (anything but real estate) left under the terms of a will; also called a legacy.

Durable Power of Attorney for Finances
A legal document that gives someone authority to manage your financial affairs if you become incapacitated.
The person you name to represent you is usually called your agent or attorney-in-fact.

Durable Power of Attorney for Health Care
A legal document that you can use to give someone permission to make medical decisions for you if you are
unable to make those decisions yourself. The person you name to represent you may be called your agent,
attorney-in-fact, health care proxy, patient advocate, or something similar, depending on where you live.
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GUIDE TO COMMONLY USED TERMS (CONTINUED)

Estate
Generally, all the property a person owns at death.

Executor
The person named in a will to handle the property of someone who has died; also called personal representative.

Guardian of the Estate
Someone appointed by a court to care for the property and finances of a minor child or an incapacitated adult; also 
referred to as property guardian, financial guardian or conservator of the estate.

Guardian of the Person
Someone appointed by a court to make personal decisions for a minor child or an incapacitated adult, commonly 
called a ward. Such decisions usually include day-to-day living arrangements, health care, education and other matters 
related to the ward’s comfort and well-being. May also be called a personal guardian or conservator of the person.

Intangible Personal Property
Personal property that has no physical existence, such as stocks, bonds, bank notes, trade secrets, patents, copyrights 
and trademarks.

Probate
The court-supervised process following a person’s death that includes proving the authenticity of the deceased person’s 
will, appointing someone to handle the deceased person’s affairs, identifying and inventorying the deceased person’s 
property, paying debts and taxes, identifying heirs, and distributing the deceased person’s property according to the 
will or, if there is no will, according to state law. Formal probate is a costly, time-consuming process that is best avoided 
if possible.

Tangible Personal Property
Personal property that can be felt or touched. Examples include furniture, cars, jewelry and artwork.

Trust
An arrangement under which one person, a trustee, manages property for a beneficiary. The person who creates the trust 
is called the settlor, trustor or grantor. There are many kinds of trusts, some created during the settlor’s lifetime and some 
at death. Trusts are used for, among other things, avoiding probate court proceedings, saving on estate tax, providing
quality management of assets and keeping money out of the hands of improvident beneficiaries.

Trustee
The person (or business) who manages assets held in trust, under the terms of the trust document. A trustee’s purpose 
is to invest trust assets and distribute trust income or principal to beneficiaries as directed in the trust document.

Will
A document in which the will maker specifies who is to receive his or her property at death and names an executor.
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1. CHRISTIAN PREAMBLE

Many people adopt a Christian Preamble to their will. This provides a significant opportunity to share your faith with 
family and friends as you leave your legacy for ministry. Through this personal statement, you can deliver a lasting 
message to those you love that gives witness to your faith in Jesus Christ and your commitment to the church’s ministries 
in proclaiming the gospel.

As you prepare your will/estate plan with your legal advisor, give prayerful consideration to adding a Christian Preamble 
after the standard introductory clauses. Here is one example:

In thanksgiving to God for the gift of life given in Baptism, and for the many blessings God has given me; and 
in thanksgiving to God for the assurance of grace, and the gifts of faith and hope through Jesus Christ; and in 
thanksgiving to God for the gifts of nurture and love through the church where we have shared faith and fellowship; 
I now commend my loved ones to grow in this same faith, to be true to their own Baptism in the sure knowledge 
that God will continue to provide for them in their lifetime, and to place their faith and trust in our Lord and Savior 
Jesus Christ.

Now the feast of celebration all of creation sings for joy to the God of life and love and freedom; praise and glory 
forevermore! I now therefore…(the particulars of the will would follow.)

For other resources, please visit www.ELCA.org/willtools.

1. PERSONAL INFORMATION - (ADD ANOTHER SHEET IF NECESSARY)

DATE

YOUR FULL NAME

YOUR PERMANENT ADDRESS      PHONE/EMAIL

CITY         STATE      ZIP CODE

BIRTHDATE      PLACE OF BIRTH    SOCIAL SECURITY NUMBER

MARTIAL STATUS:             □ MARRIED             □ DIVORCED             □ WIDOW OR WIDOWER             □ SINGLE             □ OTHER    

NAME OF SPOUSE IF MARRIED

BIRTHDATE      PLACE OF BIRTH    SOCIAL SECURITY NUMBER

ADDRESS OF SECONDARY HOME(S)

ADDRESS OF SECONDARY HOME(S)

DATES USED
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2. PERSONAL INFORMATION - (CONTINUED)

CONGREGATIONAL MEMBERSHIP

ADDRESS      PHONE/WEBSITE/EMAIL

CITY         STATE      ZIP CODE   

3. RELATIVES AND FRIENDS - (ADD ANOTHER SHEET IF NECESSARY)

As you complete this section, determine if there are any special considerations for children or grandchildren (i.e., college 
education, first house payment, etc.). Consider people you want to remember in your estate planning.

NAME

RELATIONSHIP      BIRTHDATE

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME

RELATIONSHIP      BIRTHDATE

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME

RELATIONSHIP      BIRTHDATE

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  
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3. RELATIVES AND FRIENDS - (CONTINUED)

4. EXECUTOR/TRUSTEE AND GUARDIAN - (ADD ANOTHER SHEET IF NECESSARY)

It is important to consider alternates in the event the people you have chosen are unable or unwilling to accept the 
responsibility. If you have minor children or care for an adult who is incapacitated, you should name a guardian for them 
in your will. You may select a Guardian of the Person to care only for your children and a separate Guardian of the Estate 
or trustee for your property. Please share conversation with your legal advisor about the type of guardianship most 
appropriate for your situation.

EXECUTOR/TRUSTEE

NAME

RELATIONSHIP      BIRTHDATE

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME(S) OF EXECUTOR/TRUSTEE

RELATIONSHIP

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME(S) OF ALTERNATE EXECUTOR/SUCCESSOR TRUSTEE

RELATIONSHIP      BIRTHDATE

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  
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4. EXECUTOR/TRUSTEE AND GUARDIAN - (CONTINUED)

GUARDIAN

NAME(S) OF GUARDIAN OF THE PERSON

RELATIONSHIP

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME(S) OF ALTERNATE GUARDIAN OF THE PERSON

RELATIONSHIP

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME(S) OF GUARDIAN OF THE ESTATE (IF DIFFERENT FROM GUARDIAN OF THE PERSON)

RELATIONSHIP (INDIVIDUAL OR INSTITUTION)

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  

NAME(S) OF ALTERNATE GUARDIAN OF THE ESTATE

RELATIONSHIP (INDIVIDUAL OR INSTITUTION)

ADDRESS

CITY         STATE      ZIP CODE

PHONE       EMAIL  
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5. ESTATE INVENTORY - (ADD ANOTHER SHEET IF NECESSARY)

A. PERSONAL PROPERTY: (SIGNIFICANT PERSONAL EFFECTS SUCH AS AUTOMOBILES, JEWELRY, 
HEIRLOOMS, ETC.)

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

ITEM         APPROXIMATE VALUE IF SOLD TODAY

B. REAL PROPERTY: (RESIDENTIAL AND RECREATIONAL REAL ESTATE, FARM LAND AND BUILDINGS)

TYPE OF PROPERTY        CURRENT VALUE

ADDRESS         APPROXIMATE VALUE IF SOLD TODAY

CITY         STATE      ZIP CODE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

DATE OF PURCHASE       COST BASIS

TYPE OF PROPERTY        CURRENT VALUE

ADDRESS         APPROXIMATE VALUE IF SOLD TODAY

CITY         STATE      ZIP CODE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

DATE OF PURCHASE       COST BASIS
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5. ESTATE INVENTORY - (ADD ANOTHER SHEET IF NECESSARY)

C. BANK ACCOUNTS, CERTIFICATES OF DEPOSIT, MONEY MARKET AND INVESTMENT FUND 
ACCOUNTS

BANK

ADDRESS         

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

TYPE OF ACCOUNT

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

CURRENT VALUE

BANK

ADDRESS         

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

TYPE OF ACCOUNT

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

CURRENT VALUE

BANK

ADDRESS         

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

TYPE OF ACCOUNT

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

CURRENT VALUE
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5. ESTATE INVENTORY - (ADD ANOTHER SHEET IF NECESSARY)

C. BANK ACCOUNTS, CERTIFICATES OF DEPOSIT, MONEY MARKET AND INVESTMENT FUND 
ACCOUNTS (CONTINUED)

D. STOCKS, BONDS, MUTUAL FUNDS AND OTHER LIKE INVESTMENTS

SAFE DEPOSIT BOX NUMBER

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

LOCATION OF KEY

CURRENT CONTACTS

BANK NAME

ADDRESS        

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

FUND NAME/COMPANY    NUMBER OF SHARES    CURRENT VALUE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

FUND NAME/COMPANY    NUMBER OF SHARES    CURRENT VALUE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

FUND NAME/COMPANY    NUMBER OF SHARES    CURRENT VALUE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

FUND NAME/COMPANY    NUMBER OF SHARES    CURRENT VALUE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

SAVINGS BONDS     SERIAL NUMBER    CURRENT VALUE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

SAVINGS BONDS     SERIAL NUMBER    CURRENT VALUE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    
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5. ESTATE INVENTORY - (CONTINUED)

E. RETIREMENT PLANS (IRA, KEOGH PLAN, 401(K), 403(B), PENSION, ETC.)

CUSTODIAN       CURRENT VALUE

NAME

ADDRESS        

CITY         STATE      ZIP CODE

PHONE     ACCOUNT NUMBER

DESIGNATED BENEFICIARY*

CONTINGENT BENEFICIARY

*If the designated beneficiary dies before you, and you do not name a contingent beneficiary, the plan proceeds may be
distributed to your estate, less any charitable designations in the plan. Consult with your legal advisor as you may want to specify 
the plan’s distribution in your will in order to more clearly define how you want your complete estate distributed.

F. OTHER ASSETS (PERSONAL LOANS, LIMITED PARTNERSHIPS, ROYALTIES, ETC.)

ITEM     WITH WHOM    CURRENT VALUE

ITEM     WITH WHOM    CURRENT VALUE

G. COMMERCIAL REAL ESTATE OWNED

TYPE OF PROPERTY

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

PERCENTAGE OWNERSHIP      CURRENT VALUE

ADDRESS

CITY        STATE     ZIP CODE

H. BUSINESS OWNERSHIP INTERESTS (PARTNERSHIP, C-CORPS, S-CORPS, LLC, ETC.)

TYPE

HOW OWNED: □ SINGLE □ JOINTLY  □ JOINT WITH RIGHT OF SURVIVORSHIP  □ OTHER    

PERCENTAGE OWNERSHIP      CURRENT VALUE
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5. ESTATE INVENTORY - (CONTINUED)

I. INSURANCE

Life insurance proceeds will be paid by the insurance company to your designated beneficiary(ies) upon your death. If your 
beneficiary(ies) precede(s) you in death, the proceeds may be paid to your estate. Therefore, your will should provide for contingent 
distribution. Also, the proceeds will be included in your estate for estate tax purposes if you are the owner of the policy. Be sure to 
include any military or company-sponsored insurance policies you own.

COMPANY NAME

ADDRESS

CITY        STATE     ZIP CODE

PHONE     WEBSITE     EMAIL

TYPE OF POLICY

POLICY NUMBER

OWNER(S)

BENEFICIARY(IES)

CONTINGENT BENEFICIARY(IES)

OUTSTANDING LOANS

NET FACE VALUE

J. ANTICIPATED INCOME (INHERITANCE, ANNUAL INCOME, ETC.)

INCOME SOURCE

ANTICIPATED AMOUNT

CALCULATE ESTATE DISTRIBUTION VALUE
Add the face value of items A to J and enter here $___________________________________
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5. ESTATE INVENTORY - (CONTINUED)

WHAT I OWE
Calculate approximate debts and mortgages against your estate.

DEBT OR MORTGAGE        TOTAL OWED

ADDRESS        

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

LOANS          OUTSTANDING BALANCE

ADDRESS        

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

LOANS          OUTSTANDING BALANCE

ADDRESS        

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

CONSUMER DEBT         TOTAL OWED

ADDRESS        

CITY         STATE      ZIP CODE

PHONE     WEBSITE     EMAIL

Add the approximate value of what you owe (debts/mortgages)
and enter here $_______________________

Subtract debts from assets for total approximate estate distribution value
and enter here $_______________________
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6. ESTATE DISTRIBUTION

What brings you joy? What does your faith inspire? What will your legacy be? Consider these questions as you also think 
about the people, ministries, causes and organizations that are important to you. Perhaps it is your closest family and 
friends, your local congregation, a churchwide ministry, another ELCA ministry, a favorite charity or a combination of these. 
Are there specific bequests you want to plan for or do you want to divide your estate by percentages?

Name the person or organization you wish to remember. State either a specific dollar amount of your estate or a percentage 
of the total remainder to be shared. It is not necessary to describe every item of your personal or real property in your will. 
If there is a specific item or property you want to go to a certain individual or charity, it is best to clearly note that. Although 
it would be unexpected that all of your named individual beneficiaries would die before you, it may be wise to name a 
ministry or other charity as contingent beneficiary of your estate or certain bequests.

Your legal advisor may also need the following official language for gifts that benefit the ELCA and its related ministries:
“the Evangelical Lutheran Church in America, a Minnesota
 nonprofit corporation, c/o The ELCA Foundation, 
 located at 8765 West Higgins Road, Chicago, IL 60631-4101 for the benefit of…”

All bequests should be sent to the attention of the ELCA Foundation.

SPECIFIC BEQUESTS

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

ITEM         PROPERTY, SUM OF MONEY OR PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

ITEM         PROPERTY, SUM OF MONEY OR PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY
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6. ESTATE DISTRIBUTION (CONTINUED)

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

ITEM         PROPERTY, SUM OF MONEY OR PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

ITEM         PROPERTY, SUM OF MONEY OR PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY

REMAINDER BY PERCENTAGES

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY
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6. ESTATE DISTRIBUTION (CONTINUED)

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY

PERSON OR CHARITY

IF CHARITY, LIST PURPOSE

ADDRESS

CITY         STATE      ZIP CODE

PERCENTAGE

CONTINGENT/ALTERNATE BENEFICIARY
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7. DURABLE POWER OF ATTORNEY

It is important to consider alternates in the event the people you have chosen are unable or unwilling to accept the 
responsibility. In addition to the Durable Power of Attorney for Health Care, some individuals also choose to draft a 
Living Will. Please consult with your legal advisor.

Durable Power of Attorney for Finances   Yes □   No □
Durable Power of Attorney for Health Care  Yes □   No □

NAME(S)

ADDRESS

CITY         STATE      ZIP CODE

ALTERNATE NAME(S)

ADDRESS

CITY         STATE      ZIP CODE

8. OTHER NOTES

Write down questions for your legal advisor. Some possibilities might be specific concerns
about your estate or future care of loved ones.
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9. KALOS: THE ELCA LEGACY SOCIETY

If your estate plan includes a bequest or beneficiary designation to an ELCA churchwide ministry, you are invited to 
become a member of Kalos: The ELCA Legacy Society. Mark 14:3–9 reminds us that we all have gifts to share. It also 
reminds us that the beautiful things we do for others are a reflection of Christ’s love for us. Jesus tells us that our story 
will be told for generations to come and that we can all leave a legacy for mission and ministry. Visit www.ELCA.org/kalos 
or call 800-638-3522 for more information.

10. OTHER ELCA FOUNDATION SERVICES

There are multiple ways to share your faith-inspired story. The ELCA Foundation, through its nationwide network of gift 
planning professionals stand ready to assist you as you explore the opportunities to leave your legacy. Here are some 
other gifting options provided by the Evangelical Lutheran Church in America through the ELCA Foundation.

•	 Charitable Gift Annuity — an irrevocable gift that provides payments throughout your life and then benefits 
ministry. Minimum gift is $10,000.

•	 Charitable Remainder Trusts — a gift that provides a stream of income for a term of years or for life. The 
remaining amount benefits ministry. Minimum gift is $100,000.

•	 Donor Advised Funds — a vehicle for ongoing gifts to be shared with multiple ministries. Minimum initial gift is 
$10,000.

•	 Donor-Directed Distribution Agreements — a contract between you and the ELCA that provides flexibility on how 
your gifts are named and where they are distributed. Maximum number of beneficiaries is 10.

•	 Memorial Endowment Funds — established with outright gifts or through other vehicles in your name or in 
memory of a loved one to support ministry forever. Minimum gift is $25,000.

•	 Outright gift facilitation — make an impact on ministry today with a gift of cash, appreciated securities or real 
estate.

In addition to the gift planning services provided for individuals, the ELCA Foundation has many resources for your 
congregation. Explore more at www.ELCA.org/foundation or call 800-638-3522.

The examples and information in this guide are for illustrative and educational purposes only and should not be 
considered tax or legal advice. Please consult with your tax or legal advisor before proceeding with your estate or gift 
planning.

A charitable gift annuity is not regulated by the Oklahoma Insurance Department and is not protected by a guaranty 
association affiliated with the Oklahoma Insurance Department. Charitable gift annuities are not regulated by and are 
not under the jurisdiction of the South Dakota Division of Insurance.
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HOW TO CREATE A MISSION ENDOWMENT FUND

8765 West Higgins Road 
Chicago, Illinois 60631-4101

800-638-3522		•		fax	773-380-2280 
elcafoundation@elca.org 
ELCA.org/foundation

© 2013 Evangelical Lutheran Church in America. All rights reserved.   ELCAMA1187

Evangelical Lutheran Church in America 
ELCA Foundation

This guide, “Will and Trust Workbook: A helpful guide for planning your estate,” is 
provided courtesy of the ELCA Foundation. It is intended to be a useful tool for you in your 
estate planning.

The ELCA Foundation exists to sustain and grow ministries of the Evangelical Lutheran 
Church in America. Through our nationwide network of professional gift planning staff, 
we assist members in their call to live as faithful and generous stewards. We also support 
and strengthen the ministry of congregations, agencies and institutions through education, 
resources, support and investment management services.

Please visit www.ELCA.org/foundation to discover other ways to share your faith-inspired 
story.
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