How to Build
Your Life File
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A Note Before We Begin

This guide is not about preparing for death.
It's about preparing for life as it actually unfolds.

o Unexpected illness.
 Incapacity.

» Moments when someone else has to step in and make sense of things.

Most families don't struggle because they didn’t care enough.

They struggle because the information they needed was scattered, hidden, outdated, or
never explained.

A Life File exists to prevent that.

This guide will help you understand what a Life File really is, why it matters, and how to build
one that works when someone else needs it.
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Who This Guide Is For / Who It's
Not For

This guide is for you if:

« You want to reduce confusion and stress for the people who may need to step in for you

» You have important information spread across places, systems, or people

» You've done some planning already but aren’t confident it would be usable under pressure
» You want clarity without turning your life into a rigid system

» You care more about usability than perfection

This guide is not for you if:

» You are looking for legal, tax, or estate advice (this guide complements professional advice, it does not
replace it)

» You want a single tool or app to “solve" everything without thinking through access and authority

» You believe organization alone is enough, without considering who will actually use the information

This guide exists to help you design clarity for real life, not to optimize paperwork.
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How to Use This Guide

This guide is not meant to be completed in one sitting.

It is meant to help you think clearly about what matters, before deciding how to organize it.

A simple way to use it:

» Read the early sections slowly. They are designed to shift how you think about access, authority,
and usability.

» Use the checklist as an orientation tool. You are not trying to “fill it in."” You are trying to see what exists and
where it lives.

» Resist the urge to perfect anything. Rough notes that someone else can follow are more valuable than a
polished system no one understands.

You do not need everything in one place. You need someone else to know where to
look and what matters.

Clarity first. Organization second.
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Reality Check

Why families struggle when it matters most

In moments of stress, people don't search. They guess.

Executors don't “figure it out.” They follow what's visible.

Most families don't suffer from lack of love. They suffer from lack of clarity.

A Life File exists to change that.
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The Decision at Hand

The real choice most people avoid

The real decision is not whether you have documents.

[t's this:

Do | want my family guessing, or guided?

A Life File does not replace legal planning.

[t makes it usable.

What a Life File Is (and Is Not)

A Life File is: Itis not:

« asingle source of orientation, e avault,

 designed for someone else to use, » apassword list,

» connecting authority, access, and execution. ¢ or a substitute for advice.
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Common Mistakes

Patterns that quietly create chaos

Confusing authority with access

Storing passwords instead of designing access

Over-documenting without prioritizing

Building something no one else knows exists

Treating it as a one-time task

These are normal. They're just unhelpful.



Trade-Offs & Tensions

There is no perfect Life File
Every Life File balances:

» privacy and accessibility
» simplicity and completeness
» digital and physical

» control and delegation

The goal is not perfection. It's usability.
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What Good Looks Like

Standards that matter

A well-built Life File:

can be used by someone else

reduces panic in the first 72 hours

prevents missed steps in the first 90 days

separates authority from access

is known to the right people

evolves as life changes




Using a Life File Directory

Some people choose to use a structured Life File Directory to organize details once they
understand what matters. It's a tool, not a requirement.

Some people prefer to start with a simple structure rather than building from scratch.
Insight Planning has created a plain-language Life File Directory template designed to support

the principles in this guide. It is meant to help with organization and orientation, not to replace
professional advice or personal judgment.

If a starting structure would be helpful, you can request a copy by emailing
info@insightplanning.com with the subject line “Life File Directory."”

Use it, adapt it, or ignore it entirely. The quality of your Life File comes from the thinking behind
it, not the format.

The Natural Next Step

Decide whether you want your family guessing or guided. Review what exists through that
lens. Design a Life File that someone else could actually use.

Clarity creates calm. Calm creates confidence. Confidence inspires action.
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Your Next Steps

Build Your Life File

Tell Someone Where It Is

Protecting What Matters

A Life File is not about preparing for death. It's about preparing for life as it
actually unfolds. One place where the right person can find what they need,
when they need it.



