
Be prepared  
for the worst 
Collate all the important information  
in one place to make things easier for your 
relatives in the event of your death
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Alongside profound grief, death creates uncertainty  
and many organizational challenges. This checklist  
helps you get your personal affairs in order early and  
thus to make things easier for your loved ones in  
an emergency, enabling them to focus on what is most  
important – processing their grief.

Remember:

	� Review and update this checklist regularly –  
ideally once a year or in the event of significant  
changes.

	� Keep this document in a safe place (e. g. a locked  
file or safe). Tell only your trusted loved ones  
where it is located.

 
Set aside some time
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To ensure your relatives have all the necessary  
formal details available quickly, it is worth documenting  
this basic information in one place.

Full name

Date of birth

Nationality

Place of birth and place of residence

Address

OASI number

My personal  
information❶
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My most important  
addresses and contacts

In an emergency situation, it is helpful if it is immediately  
clear who needs to be informed and who can provide  
assistance with legal or medical matters.

Relatives and friends 
(names, addresses, telephone numbers, email addresses)

Doctor 
(name, address, telephone number)

❷



6

Employer 
(company, name, address, telephone number)

Attorney 
(company, name, address, telephone number)

Notary 
(company, name, address, telephone number)

Executor (named in will or testamentary contract) 
(name, address, telephone number)
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Stating your own wishes for your funeral provides  
certainty – both for you and for your relatives, who can  
then act accordingly if the worst happens.

Type of funeral 
(for example, burial, cremation or burial at sea)

Preferred funeral location

Particular wishes 
(announcement text, donations, music, speakers, flowers, etc.)

My funeral  
wishes ❸
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Funeral director 
(company, name, address, telephone number)
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A will and other documents prepared in advance cover  
key questions regarding arrangements for your estate.  
File these documents away in a designated storage location.  
This will make it easier for your relatives to access these  
important papers in an emergency. 

	 Will

	� Testamentary contract or marriage and testamentary contract 
(if applicable)

	 Advance care directive / medical directive 

	 Other important documents

My will and most important 
agreements ❹
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Many administrative steps after a person’s death require  
official documents. With an overview and the corresponding 
storage locations, you can make things easier for your  
relatives during their period of grief.

	 Identity card / passport 

	 OASI card

	 Family record

	 Birth certificate

	� Marriage certificate 
(if applicable)

	� Divorce certificate  
(if applicable)

My other important  
documents ❺
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	 Death certificates of deceased relatives

	 Driver’s license

	 Rental and purchase agreements

	� Real estate documents 
(land register extracts, loan agreements, mortgage certificates, rental agreements, etc.)

	 Employment contract
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Bank accounts, insurance policies and debts:  
A transparent overview of your financial situation  
creates clarity and prevents time-consuming  
inquiries. 

	 Bank accounts

	 Online financial service providers

	 Insurance policies

	 Credit and loans

My financial  
affairs❻
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	 Custody accounts and securities

	 Other valuables with storage location

	 Tax affairs
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Access to digital services also needs to be covered –  
be it for the sake of closure, administration or  
safeguarding. Access data and instructions help  
your relatives to quickly and securely settle  
your digital affairs.

With the help of a password manager, you can  
save access data for various online services in a  
secure and encrypted form. 

Master password

Note the access data directly here if you don’t use  
a password manager: 

Email accounts 
(provider, username and password)

Social media accounts 
(platform, username and password)

My digital  
estate ❼
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Access data for online banking as well  
as financial and insurance services 
(platform, username and password)

Access data for other online services 
(platform, username and password)
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Even apparently trivial things can represent a huge  
challenge for your relatives if you die. You should  
therefore note down all the relevant information on  
the following everyday topics: 

Keys 
(home, garage, safe, etc.: 
purpose, storage, copies)

Subscriptions and memberships 
(newspapers and magazines, streaming services, gym,  
clubs, telephone and Internet)

Everyday matters  
to remember❽
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	 These contacts need to be informed 

	 •	 Relatives and friends

	 •	 Employer

	 •	� Registry office or municipal office of place  
of residence and death 
(if not the same)

	 •	� Responsible consulate 
(foreign nationals)

	 •	 Priest or speaker at funeral service

	 •	 Insurance companies

	 •	 Banks, credit institutes, leasing companies

	 •	 Landlords

	 •	 Institutions, organizations, clubs

	 Required documents

	 •	 Death certificate from a doctor or hospital

	 •	� Family register 
(married couples)

	 •	� Residence or settlement permit, or attestation  
from residents’ registration office
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	 Organizing the funeral

	 •	 Specify type and location of funeral

	 •	� Coordinate appointment with the funeral director 
and the manager of the cemetery

	 •	� In the event of burial: Order gravestone,  
organize upkeep of grave

	 •	� Write death notice 
(card, newspaper, online)

	 •	� Arrangements for the funeral service 
(music, speaker, flowers, etc.)

	 •	� Personal discussion with priest 
(incl. details on life history)

	 •	� Food for the wake 
(restaurant reservation, guest list, choice of menu)

	 Message of appreciation

	 •	 Write text for message of appreciation

	 •	 Commission printers, define numbers

	 •	 Publication in newspaper/online

	 •	 Distribution based on pre-defined address list
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