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This document is for non-profit educational purposes only.  This document may not be used by a profit-making company or organization.  When used by a non-profit organization, appropriate credit must be given to the Cooperative Extension Legally Secure Your Financial Future: Organize, Communicate and Prepare education program.  Materials for this program were developed by a team from six Land Grand Universities. The program is included in the program toolkit of the Cooperative Extension Financial Security in Later Life national initiative.  

For more information go to:  http://www.csrees.usda.gov/fsll. 
Table of Contents

Program Overview 
2
Overview of Seminars
3
Organize: Seminar One Outline
4
Communicate: Seminar Two Outline
8
Prepare: Seminar Three Outline
14
Program Overview

Richard Paul Evans, in his book, The Locket, says, “…we are keen on denial, and old age, like death, is always someone else’s destination.”  We know we should be prepared with our important papers, but too often in emergency situations we discover just how unprepared we are.  Unfortunate situations occur in which families are not properly prepared for premature death, major accident or illness, or for transfer of the estate.  In AARP’s 2000 survey of those age 50 and over, 60% have reportedly made a will and 23% a trust.  However, the American Bar Association (2004) reports that, across all adult age groups, only 40% have a current will.  Only 10 to 25% of Americans have documented their end-of-life choices or appointed a health care agent to do so (Blood less Healthcare International, Inc., 2000).  Provisions for minor children should not be overlooked and left to the court’s discretion.

Legally Secure Your Financial Future: Organize, Communicate, Prepare was designed to address these concerns.  The program educates individuals about the importance of evaluating their current legal condition related to later life issues, the necessity of developing a personal action plan, and the important steps to take to safeguard you and your family’s financial future. Developing a plan to protect, distribute and transfer one’s assets requires organization, communication, and preparation. 
Legally Secure Your Financial Future: Organize, Communicate, Prepare is a curriculum in the national Cooperative Extension initiative, Financial Security in Later Life. This program seeks to help people improve personal finance behaviors leading to financial security in later life, enhance the ability of local educators and their partners to deliver effective programs, and increase economic vitality and quality of life for families and communities.  The resources listed in this guide are located on the Cooperative Extension National Initiative website for Financial Security in Later Life at http://www.csrees.usda.gov/fsll under Tools for Educators. Click on Program Toolkit and Legally Secure Your Financial Future. Send comments or questions to Jane Schuchardt or Nancy Porter, FSLL initiative co-chairs.
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Overview of Seminars

Each seminar is approximately two hours.
Seminar Goals

· Participants will determine what they need to do to organize/update their important papers and how to write “smart goals” to guide them in this task.
· Participants will learn how to approach family/others about end-of-life issues, the purposes of advance directives for health care and receive guidelines for selecting and working with an attorney.

· Participants will learn how the law in their state responds to common family legal issues.

Organize: Seminar One - Conducted by an Educator
· Share need for important papers

· Overview of presentations

· Distribute participant  packet with handouts
· Roll call: Share

one legal matter you have completed or plan to complete from the checklist provided.
· PowerPoint/Transparency presentation: Organize:  Your Important Papers
· Overview of participant handouts
· Assignment: Complete Record of Important 

Papers plan 
(in packet)
· Assignment: Write personal SMART goals

Communicate: Seminar Two - Conducted by an Educator with Health Care Professional
· Check-up on progress in organizing/updating important papers 
· Check-up on writing of SMART goals
· Introduce Health Care Professional

· Activity with Discussion: How to discuss end-of-life issues using Case Studies 1 and 2 
· Take quiz: Advance Health Care Directives
· PowerPoint/Transparency presentation: Communicate: Advance Health Care Directives
· Communicating with Your Attorney:

· Handout: Selecting and Working With an Attorney 
· Activity: Discussion of end-of-life issues using Case Studies 3 through 7
· Activity: Participant questions for attorney 
· Handout: Questions to Ask the Attorney Form

Prepare:  Seminar Three - Conducted by an Educator with an Attorney
· Distribute participant handouts – Legal Terms and Commonly Asked Questions of Attorneys
· Introduce Attorney

· Attorney Presentation: Prepare: Advice from an Attorney (PowerPoint slides/transparencies provided for optional use)

· Attorney responds to participant-selected case studies 
· Q&A: Most common questions

· Q&A: Questions from participants
· Distribute Participant End of Program Assessment: Participants complete at the seminar
Organize


Seminar One Outline

(Conducted by an Educator)

Goal

Participants will determine what they need to do to organize/update their important papers and set personal goals to accomplish these tasks.

Objectives

Participants will learn:

· What papers are considered important
· How to inventory their important papers

· How to replace and/or organize their important papers
· How to write SMART goals
	Materials Needed

Replacing Those Important Papers

and Case Study Responses need to be made state specific
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	Participant Handouts

( Record of Important Papers


( Organize Your Important Papers

( Household Inventory


( Replacing Very Important Papers (VIPS)
( Developing SMART Goals
( 
Assorted fact sheets/flyers from reputable sources (i.e., check with State Bar Association, State Cooperative Extension) that could be of special interest to participants organizing their estate plan and preparing for emergencies. 

Other Seminar Materials


( 
Participant Registration/ Needs-Assessment

( PowerPoint Slides/Transparencies: Organize: Your Important Papers          

	Seminar One
Script

Show Packet Part: Record of Important Papers
	Welcome and Announcements for Seminars

Welcome all to the Legally Secure Your Financial Future: Organize, Communicate, Prepare program.  Make appropriate announcements as needed (i.e., location of bathrooms/drinking fountain; reminder to turn off cellular phone; provisions for late registration and/or payment of fee (if appropriate); refreshment instructions, introduction of guest speakers; thank partners, co-sponsors and others as appropriate; thank participants for returning needs assessments before the beginning of the seminar so the speakers can tailor their seminar to your specific needs; we will collect end-of-program assessments at the end of the last seminar.)
Need for Important Papers

         What are our important papers?  They are personal, financial and legal papers that legitimize and protect you, your family, and your estate.  They include: birth certificates, social security numbers, advisors and contacts, property ownership deeds and titles, easement papers, tax records, financial accounts, investments, pension plans, business ownership papers, insurance policies, credit cards, debts owed and to be collected, inventory of household goods, adoption and divorce papers, marriage and death certificates, funeral and burial plans and records, passport and citizenship papers, family history, powers of attorney, military records, patents and copyrights, wills and trusts, education and employment papers, employee identity cards, medical records, net worth statements, income and expense records, safe-deposit box inventory, warranties and appliance manuals. These are the items you will be asked to inventory before the next seminar.  You need to know what you have before you can decide the important papers you will need to start organizing and/or updating.  

          From your packet, please take out the piece entitled Record of Important Papers that will be used to conduct your own inventory.  Look over the items you are asked to report on.

	Self introduction of participants

	Introductions

          Let’s pause here for a roll call.  Please respond with one legal matter you have completed and/or plan to complete.

Note to Facilitator: Comment on response to roll call items completed and plan to complete.  Such as --- it appears as though we have made strides in organizing our important papers, but there is still room for improvement.  Many of you have suggested that you are planning to establish an advance directive for health care or have a will written; we will ask our guest speakers to include these items in their presentations.  Thank you for your participation.  

	Overview 


	Overview of Seminars
          In this first seminar, we have listed items that are termed “important papers.”  We would like you to inventory your own important papers before our next seminar.  In this seminar, we will continue to learn more about our important papers.  Let’s take a look at information contained in your packet pertaining to the following – recording your important papers, organizing your important papers; replacing those very important papers, conducting a household inventory, and the importance of setting SMART goals.  
          In the second seminar, you’ll learn about Advanced Directives for Health Care from a Health Care Professional.  Some possible approaches to discussing end-of-life issues will be shared. You’ll learn how to select an attorney and you’ll write questions that you would like to ask an attorney.

          In the final seminar, an attorney will present information covering the issues you have selected.  He/she will respond to your questions.  You will be asked to complete an evaluation of the Legally Secure Your Financial Future program.

	Show Handout: Organize Your Important Papers
Presentation: Organize: Your Important Papers
Show Handout: Replacing Very Important Papers (VIPS) (This handout can be used as is but could be enhanced with information specific to your state)
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Show Handout: Household Inventory and reference specific pages 


	          Now, back to today’s topics…..

Organize Your Important Papers.

          You have information in your packet to use in determining what, where, how long and why to keep important documents. We will now view a PowerPoint slide (or overhead transparency) presentation about your important papers. [Note to instructor: Teaching Notes are included with the PowerPoint slide presentation.]
Replacing Important Papers
          As you inventory your important papers you may find that you have destroyed, had stolen, or misplaced important documents that you need to include in your collection.  Replacing Very Important Papers (VIPS) is found in your packet.  You may need your birth certificate as proof for obtaining a driver’s license, when acquiring a Social Security number, or as proof of citizenship when applying for a passport.  A Social Security card may be needed to get Social Security benefits or may be required as a job applicant.  The passport that allows you to travel outside the borders of the U.S. also provides identification for cashing a check or securing additional cash.  Some important papers are easily obtained – such as copies of insurance policies.  With privacy rights becoming a recent issue, there is more protection for your personal records.  In some cases, only you can access your own personal records for information. Consult Replacing Very Important Papers (VIPS) on how to use and replace the following: birth and death certificates, marriage licenses, marriage dissolutions, adoption decrees, citizenship and naturalization papers, driver’s license, federal and state (if applicable) income tax return, insurance policies, military discharge papers, passport, property deeds, Social Security card, savings bonds/notes, vehicle title, and will.

Household Inventory

          A household inventory is an itemized list of your personal belongings and their value.  This list will be invaluable if you must complete a report for insurance or the police if you experience loss or damage of your belongings.  As a part of your personal net worth statement, the household inventory is useful in planning replacements of furnishings and equipment, and provides an inventory when planning the distribution of your estate.  

          Usually it is easiest to do a room-by-room inventory to be sure everything is included on your list.  You may want to use technology to record items – a video tape, digital or other camera with a complete description of the items.  When possible include the original price paid and the date of purchase.  Note any alterations or repairs done on the item.  The current value of the item is helpful for inclusion in the net worth statement.  You are provided with a checklist of items by room and a form for recording them. 

When to Update Your Important Papers
          Suppose you drew up your will and "put things in order" several years ago. How often should you update your estate plan? Although you may change your will whenever you wish, there are three basic reasons to consider updating your will.
· There has been a change in your life. 
· There has been a change in the law. 
· You have changed your mind about specified provisions (i.e., inclusion or exclusion of a friend or family member to receive certain property upon your death).
Events that may trigger the need to update your will include the following.
· Marriage or divorce.
· Birth of children or grandchildren. 
· Death of a loved one. 
· Move to a new state. 
· Major change in financial circumstances. 
· Changes in the law (taxes, estates, probate, trusts, etc.). 
Your attorney can review your estate plan to help you determine if you need to update it.  You should review your will periodically to see if it needs updating. Get in the habit of updating your important records every year.  Determine what time of the year is best (i.e., at tax time, during a holiday, or when figuring your annual net worth statement).  Add items to your property inventory that you have purchased during the year and take items off the inventory that you have sold, transferred or retired.

	Break Time!
	

	Show handout: 
Smart Goals
	Writing SMART Goals
          Many of you may have signed up for this course with something particular in mind that you wanted to accomplish.  We will use SMART goals to outline these thoughts. What are “SMART Goals?”  SMART is an acronym to remind you of words that will help you to achieve your goals. Follow along using the handout provided.  The letters in the word SMART stand for the following:
S = Specific
M = Measurable
A = Attainable
R = Realistic
T = Time-bound
Note the examples of short- (under three months), intermediate- (3 to 6 months), and long-term (a year or longer) goals provided.  

          When you complete your inventory of your important papers and your household goods, it will be time for you to write your own SMART goals.  You will need to ask yourselves, what are the appropriate actions that you need to take now and later?  

           Please take time before our next seminar to write your short, intermediate and long-range goals on the last page of the handout. Some of you may already have a good idea what you want to work on; let’s take a minute and practice writing a goal.  Ask yourself if it meets all of the criteria for a SMART goal. Keep your list of goals handy for your reference.  Share them with family and/or others you trust. To prevent you from procrastinating in starting or completing these tasks, get a buddy to ask about the progress you are making, or work with someone who has similar goals. 


Communicate


Seminar Two Outline
(Conducted by an Educator with Health Care Professional)
Goal

Participants will learn the purposes of advance directives for health care, approaches for end-of-life issues with others, and receive guidelines for selecting and working with an attorney.

Objectives

Participants will:

· Gain insight as to what constitutes a good advance directive for health care

· Consider possible approaches to discussing end-of-life issues with others

· Receive suggestions for selecting their own attorney

· Suggest presentation topics for the guest attorney to include in the next seminar.

	Materials Needed
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PowerPoint presentation  and Quiz Answers need to be made state specific
	Participant Handouts: 

      (  Case Studies 1 and 2 and 3 through 6 
      (  Advance Health Care Directives Quiz

      (  Selecting and Working With an Attorney

      (  Ask  the Attorney Form
Other Seminar Materials



(  PowerPoint Slides/Transparencies: Communicate: Advance Health Care Directives [Teaching notes included with PowerPoint]


	Seminar Two 
Script

Show SMART Goals handout, distributed in Semina 1
	          Welcome to our second seminar focusing on communications. Hopefully you were able to complete an inventory of your personal papers and, as a result, now have an idea of what you need to do next.
Were all documents and papers easy to locate and properly stored?  Do you need to replace any documents or papers?  Are there documents and papers that need to be updated?  By show of hands, how many will get or update a will? What are some other SMART goals you have set for yourselves to accomplish?  Thank you for your responses.  You may discover other things you will find important to do as you participate in the next seminars.  As a review, remember what SMART goals symbolized?  You can refer back to the SMART goals handout to see that…
S = Specific
M = Measurable
A = Attainable
R = Realistic
T = Time-bound
Note: Assure seminar participants that they do not have to participate in a show of hands revealing their goals – for example, to write a will or a living will, assign a power of attorney, or formulate an estate plan. However, through their participation, they have the option of determining who could become a buddy to help them complete their goal(s).  Under no circumstances do you insist that they pair up or work in small groups to accomplish their goals; they likely value their own privacy in these matters. 


	Distribute Case Studies 1 & 2 (one per group). Use duplicate case studies if more than 10 participants.
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	Now we are going to move on to another important topic, but one in which many hesitate. 
Discussion of End-of-Life Issues with Family

          End-of-life issues include a wide range of sensitive subjects, including:
· who will take care of you when you are no longer able to care for yourself; 
· who will have legal authority to make decisions for you; 
· where you will live; 
· what medical treatment you may or may not want; 
· who will take care of minor children, elderly parents, or disabled family members after you pass on; 
· how you can preserve assets for your family; 
· who you want to handle your estate; and 
· how your property will be distributed at your death
Families often find these subjects difficult to discuss. Thinking about mortality is uncomfortable, and many people avoid talking about it. Parents may be reluctant to bring up the subject for fear that it will raise unpleasant issues among children. Children may be reluctant to bring up the subject for fear their parents will misinterpret their motives. Yet, failure to discuss these issues can be destructive to the long-term financial and emotional health of a family. So, how can families begin a discussion about these issues in a constructive and non-threatening way?
Depersonalize the Issues
          Depersonalizing the issues is one way to begin the discussion with family members. How much easier it is to talk about a "friend's" problems, rather than your own! 
Introduce Health Care Professional

Our guest speaker, (name), will help us understand the responses to a couple case study scenarios referring to end-of-life issues.  

Note: Provide the speaker’s qualifications for speaking on this subject. Remind participants that this is not the only source for this information (others providing information would include health care clinic and hospital officials and attorneys). The speaker addresses the issues presented in the case studies and the quiz.  A PowerPoint presentation with the answers to the quiz is provided but its use by the speaker is optional.
          I invite you now to divide into small groups (2 to 5 people) to study one of two case studies [#1 “When is it too soon to honor a living will? When does your health care agent have authority to make your legal decisions?” and #2 “How do you handle after death choices?”] Read your assigned scenario together as a group and, as best you can, respond to the questions asked. Answers to these questions may differ from state to state.  We will take 10 to 15 minutes for this activity. 

          Thank you for your participation in this activity.  Hopefully, you are more prepared to talk with family and others about these issues. Copies of these scenarios for use with your family and others can be made available for your use upon request or you can access them online at [http://www.csrees.usda.gov/fsll, click on tools for educators, then Legally Secure Your Financial Future].

	Distribute  and have participants take the Advance Health Care Directives Quiz

	Advance Health Care Directives Quiz
          Because people are living so much longer and serious accidents are all too common, we are going to talk about establishing an Advance Health Care Directive. To get you in tune with this topic, an advance directives quiz has been given to you.  You will not be graded on this quiz.  Please try your best to answer all the questions.

	Presentation: Communicate:

Advance Health Care Directives PowerPoint.
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	Now we will go through the advance health care directives quiz to better understand the correct answers for this state. 

NOTE: Correct answers to the advance health care directives quiz are state specific.  For correct answers, contact your state Extension specialist or a local attorney who specializes in Elder Law.

	Short Break

	

	Distribute Case Studies 3-6 (one per group). Use duplicate case studies if more than 25 participants or fewer case studies if less than 10.
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Show list of case study topics on an overhead or poster
	Educator Prepares for Attorney Seminar

Now we will once more divide up into small groups to discuss additional case studies.  You may find yourself in some of these situations.  After you have had time to discuss them in your small group (10 to 15 minutes), we will select 2 or 3 scenarios you would like the attorney to discuss in our next scheduled seminar. 
          Thank you for your participation in this activity.  Hopefully, you are more prepared to talk with family and others about these issues. Now, which of the following case studies do you particularly like (show a list of topics covered) that you want to have an attorney address at our next seminar? 
· Case study 3 -The disadvantages of writing your own will. (legal wills)
· Case study 4 -The surviving spouse's share. (distribution of property)
· Case study 5 - How much will each heir inherit? (distribution of property)
· Case study 6 - A dangers of making someone a co-owner of a bank account as joint tenants with rights of survivorship. (joint ownership)
Copies of these scenarios and the ones pertaining to advance health care directives for use with your family and others are available upon request or you can access them online at [http://www.csrees.usda.gov/fsll].

	Distribute Handout: Selecting and Working With an Attorney 
	Let’s thank our guest speaker by a show of hands.  We will now prepare for our last seminar.
Choose Professional Advisers
          Estate planning is extremely technical. Most people do not have time to develop the expertise needed to draw up and keep current a good estate plan. That is why you should consider a team of professionals to help you. Professionals such as an attorney, a life insurance underwriter, an accountant or tax adviser, a trust officer, and a financial planner are invaluable sources of information and advice. 
          Life insurance underwriters or agents can review your insurance coverage and help you organize information for your attorney and tax adviser. The underwriter or agent will suggest ways to help you avoid liquidity (cash flow) problems upon your death. Many insurance companies also suggest alternatives to avoid unnecessary death taxes.
          Accountants or tax advisers are also knowledgeable of death taxes. They will help you calculate the tax consequences of various types of transfers. Accountants or tax advisers can advise in business or property management, valuation of assets, and business continuation or sale.
          Trust officers can suggest alternatives in choosing executors or setting up trusts. They also offer management and investment services. 

          Financial planners review your entire financial situation, and identify strategies to achieve your financial goals. They work with other professionals to develop your insurance, investment, retirement, and estate plan.
          The attorney is the key member of the team. He or she coordinates the work and helps you evaluate the advice of the others. Final decisions about your estate plan are made with your attorney's confidential assistance. The attorney then draws up the legal documents required.
Selecting an Attorney
          Selecting a good attorney for your needs does not have to become a matter of luck. There are many different kinds of attorneys having very different levels of experience. Here are some guidelines for making your initial selection of an attorney to discuss estate planning and end-of-life issues:
· Consult with professionals such as an accountant, financial planner, etc.  Ask who they use as their personal attorney; if they have issues similar to ones facing you and who they would recommend. See if the same names appear on several lists.
· Ask for referrals from attorneys. Many attorneys may tell you that they don’t handle a particular type of problem, but you can ask them to refer you to someone they might know who can do the job.  Look for duplication of referrals.
· Interview perspective candidates. After narrowing the list to two or three, make arrangements to meet with these individuals before making your final choice. The interview process might include the following questions to get the information needed 
to make your decision:

· What types of cases do you enjoy handling?

· What types of cases do you do best?

· In what areas of the law do you specialize?

· Have you handled matters similar to my case?

· What is the charge for this type of work you’ll do and when should I expect to pay?

During the interview, you can learn about the 
lawyer’s background, billing rates and practices, 
the nature of the lawyer’s practice and whether 
there is a good fit. Consider how well you can 
work with this lawyer and how much confidence
you have in him or her. You don’t always want 
the least expensive lawyer. Your comfort with your lawyer 
is very important.
· Consider the size of the firm. Both large and small law firms have advantages and disadvantages. Large firms may be more impersonal and charge higher fees, but may offer a broader experience in types of cases handled. A smaller firm may possibly offer more individualized attention and lower rates, but may need to refer some cases to other firms specializing in your needs.
· Consider lawyer referral services. Lawyer referral services are a quick and easy method to get a lawyer to help you with your particular case. You will be given the name of one on the list, not necessarily the lawyer that is the best one to handle your case.
· Consider an attorney specializing in Elder Law. This is an attorney who uses a holistic approach to meet the needs of older clients. S/he will handle cases involving general estate planning issues, trusts and their administration, disability planning, Medicaid, Medicare claims and appeals, Social Security and disability claims and appeals, guardianships and conservatorships, supplemental and long-term health insurance issues, long-term care issues, nursing home issues, elder abuse, housing issues for the elderly, age discrimination issues, retirement planning, survivor and pension benefits, health law, and mental health law.
· Read. Your local library will likely have state specific information for you to consult. Go online to the Website approved by the American Bar Association at http://www.lawyerbureau.com/ to learn of resources  made available through your state bar association.
Questions to Discuss With Your Attorney

· What do you want your estate plan to achieve? 

· Do you want to provide for your grandchildren's college education? 

· Do you want one or more of your children to carry on the family business? 

· Do you want to make sure that your spouse is financially secure? 

· Do you want to reduce potential estate tax liability? 

Setting goals is an important first step in planning your estate. Set goals that are unique to your situation or your family's situation.

	Distribute and collect from Participants: Ask  the Attorney Form

	Preparations for Attorney Seminar

          Please now take a moment to write questions that you would like answered by our guest attorney in the next seminar.  These will be shared with him/her shortly after this seminar so s/he can prepare responses to your questions.  Use the form prepared for this purpose.  If you write more than one question on this form, please, in the interest of time, prioritize them.  We will attempt to get all questions answered, but may not get to them all in the time allotted.


Prepare


Seminar Three Outline

(Conducted by an Educator with an Attorney)
Goals

Participants will learn how the law in their state responds to common family legal issues.

Objectives

Participants will:

· Receive initial responses to their questions from a qualified state bar association attorney

· Be informed about common family issues confronting attorneys today

· Understand the importance of getting good reliable information for making major decisions regarding estate planning and end-of-life issues for themselves and their families.

	Materials Needed:
PowerPoint presentation  will need to be made state specific
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	Participant Handouts: 

( Commonly Asked Questions of Attorneys

( Legal Terms
- Post-Assessment (evaluation)
Other Seminar Materials


( Selected 2-3  Case Study Scenarios [Attorney may use in his/her        presentation]
( 3” X 5” cards for participants to write questions

( PowerPoint Slides/Transparencies: Prepare: Advice from an Attorney
Participant End of Program Assessment [Teaching notes included with PowerPoint presentation- MUST be made state specific]

	Seminar Three

Script

Distribute Handouts: Legal Terms and Commonly Asked Questions of Attorneys 
Distribute one or more 3”X 5” cards to each participant.
	In Review

          In the previous seminars, we asked that you take an inventory of all your important papers in preparation for organizing and updating them. You learned what to do to get or replace missing documents and how to write SMART Goals. We attempted to depersonalize your family issues by referring to similar issues experienced by others. You received instruction on how to set up an Advance Directive for Health Care – including a Durable Power of Attorney and a Living Will. We discussed how best to select an attorney.  Today we are providing you with a list of Legal Terms and Commonly Asked Questions of Attorneys.  Both handouts will be useful as you work with an attorney. For this seminar, we have invited an attorney to answer common questions s/he handles pertaining to family law and spend some time answering your individual questions.  If you do not have questions, you may wish to use a question printed on the list being distributed.  
          If you have additional questions, you are requested to write them on these 3” X 5” cards.  This will enable our invited speaker to finish his/her presentation without interruption and leave plenty of time for you to ask your questions.  

	Important: ‘No Endorsement’ and Fees

Statements
	NOTE: The invitation or mention of any law firm in text or verbally does not constitute an endorsement by Extension and does not imply approval to the exclusion of the services of other suitable firms.  We do not guarantee the initial meeting with an attorney will be without cost; this must be determined by the attorney and his/her potential client prior to their initial meeting.

	Introduce Speaker
	Introduction of Attorney
Note: Utilize bio provided with speaker agreement which includes number of years and locations where s/he has worked  as an attorney, in what aspect of the law s/he specializes, and about her/his commitment to assist with this educational program.

	Presentation: 
Prepare: Advice from an Attorney PowerPoint presentation 
[image: image9.wmf]

	Presentation by Attorney

Note: The attorney has the option of using the PowerPoint slides/transparencies. Most attorneys do not have the PowerPoint program on their computer so you may need to offer your expertise as well as equipment if they agree to use this program. Request that the invited attorney give a short presentation prior to addressing the case studies previously selected and opening the meeting to questions from the audience.      
                                                                                                     

	Break
	At a convenient time for participants and speaker.  Maybe you break before additional questions (from commonly asked list and their 3” X 5” cards). Collect cards before the break and sort them by general topic.

	Attorney

Wrap-Up by Educator
	Attorney answers participant questions written on 3” X 5” cards or selected questions from the Commonly Asked Questions of Attorneys list.

Let’s thank our guest speaker by a show of hands.
Goal Update and Challenge
          Talk with your family and get an idea of their needs and goals.  After you have a feel for your family's goals, sit down with your individual list of goals to discuss them. Rank your family objectives in order of importance. Once your goals are clear, you can then set up a timeline for accomplishing these goals to update and get your important papers in order. 
          Select an attorney and/or other professionals you will consult to assist you in this task.  With your important papers updated and in order, you are prepared to make major decisions and to handle emergencies.

	Distribute and Collect Participant End of Program Assessment 

End Seminar on Time! 
	Evaluation of Seminars
[Note to Educators: Information about the course pre-, post- and follow-up evaluations (assessments) is on page 12 of the Legally Secure Your Financial Future Program Guide.  Please read these pages and use the evaluations provided on this web site.] 

          Please provide us with important feedback for improving these seminars for others. We especially want to learn what factors encourage or hinder you from getting your important papers and documents updated and in order.  Thank you for your participation in this Extension program.  Please encourage others to get their important papers in order and up-to-date, set legal goals, and communicate their wishes with family members or trusted friends.
          In the next 3 – 6 months we will be asking you by mail to report what you accomplished on your plan for getting your papers in order and up-to-date and achieving your legal goals.  If we can assist you in your efforts, please let us know.

Note: Anticipate some participants will linger to ask additional questions.  Declare the seminar ended after an appropriate time.

Give those who have other commitments “permission” to leave.  
If the room is available for your use after the official close of the meeting and the guest attorney has agreed to linger to take additional questions, you may want to encourage the continuation of communications for a specified short time.





State Specific








State Specific





State Specific





State Specific





State Specific





State Specific





State Specific











State Specific








PAGE  
2
Legally Secure Your Financial Future:  Organize, Communicate, Prepare
Cooperative Extension


