Checklist – Getting Started as an Attorney
Some things you should think about when you start acting as an Attorney for someone.

First, write out some general information about you, your Adult and the Power of Attorney so you have it in one place.
	Adult’s Name:
	

	Attorney(s)’ Name(s):
	

	Date Appointment Accepted:
	

	Date of Power of Attorney:
	

	Notes:
	




Steps may vary depending on whether the adult you are acting for is capable or incapable. Adjust this checklist to meet your needs. Not all steps are required in all situations. These are suggestions only. Use your judgment.
	Action
	Notes
	Checklist
	Your Notes

	Locate, safeguard and sign the original Power of Attorney (POA)
	Locate and safeguard the original
· Check your Adult’s home filing system
· Check with your Adult’s law firm
· Does your Adult have a safety-deposit box?
· Where will you keep the original POA?
	☐ 	Original found and in safekeeping
	

	
	Sign the original
	☐ 	Take the original to a BC Notary to witness your signature
	

	
	Get Copies made: Consider how many copies of the POA you will need for different things, and what kinds of copies
· Scanned copies
· Certified true copies
· Regular photocopies
	☐ 	Scanned copies made
☐	Certified true copies made
☐	Regular copies made
	

	Setup your files & record-keeping
	Consider:
· Electronic v. paper records
· A binder with key information and copies of documents to carry with you
· Confidentiality issues for electronic storage (where is the cloud?)
· Who else has access to this information?
	☐ 	Records set up




	

	Information Gathering
	Consider:
If the Adult is capable:
· Assess your level of involvement & discuss with the adult:
· What do they feel capable of managing? 
· What do they need you to manage?
· Be aware of situations where cognitive function will decline over time and where you may need to take over more as time goes on.
· Set goals and regular check-ins.
	Steps for all Adults
☐ 	Complete a list of their assets and debts
☐ 	Record information for key contacts who may need to help you in the future (bank reps, investment advisor etc.)
	

	
	If the Adult is incapable:
· Depending on the adult’s cognitive ability, you may need to assemble a list of assets/debts on your own.
· The checklist to the right assumes that you have no knowledge of the adult’s financial situation.
	Additional steps for incapable Adults
☐ 	Check the adult’s wallet for debt and credit cards
☐ 	Check the adult’s home filing system for any financial records to help complete the list of assets/debts
☐ 	Check with family/friends to see if they have any knowledge of where assets are held
☐ 	Ask a BC Notary to search the Land Title Office by name to see if they hold any land
☐ 	If not sure where the Adult banks, go to the major banks with the POA and Adult’s contact information to assess if they hold accounts
☐ 	Contact credit bureaus to order a credit summary. This can also help you identify debts:
Equifax: 1-800-465-7166
TransUnion: 1-800-508-2597
	

	
	Mail Forwarding
If the adult cannot live in their home any longer or manage their mail, setting up mail forwarding to your address will help you catch any matters that need attention
TIP: Prefill in their order form here and take it to a Canada Post centre. Bring the Power of Attorney with you.
	☐ 	Setup Mail Forwarding through Canada Post

	

	Identification considerations
	Review the Adult’s ID.
· It’s important to make sure the Adult always has two valid, current (unexpired) pieces of ID
· Check in the Adult’s wallet or purse to review the ID they have
· If the Adult is giving up driving, they might not need to give up their licence – alternatively, they could get a BC ID card from ICBC
· Confirm you can find the Adult’s vital stats documents like birth certificate, marriage certificate or name change documents. If not, consider ordering replacements.
	☐ 	Adult has two pieces of current, government-issued ID
☐ 	Necessary vital statistics documents on hand
☐ 	Set a reminder in your calendar to update the adult’s ID before the expiry dates.
	




	Register the Power of Attorney
There will be multiple places to register the Power of Attorney if you are acting. 
Not all of these will apply to the adult’s situation. This list will provide a starting point.
Make sure as you are notifying companies, that you advise them of correct mailing information for statements etc.
	Banks
· Identify any banks the Adult deals with
· Set up appointments to get set up at the bank as the Attorney/signing authority
· Discuss with bank rep any fraud prevention tools that should be put in place to help you monitor the adult’s accounts (text alerts for activity etc.)
· Ask how you access the account – online? Paper copies of statements? Remember you need to keep copies of the bank statements!
	☐ 	You have set the bank appointments
☐ 	You have confirmation of signing authority received
☐ 	You are set up to receive statements, either electronically or in paper format
☐ 	You have set up online access
☐ 	You have arranged for a copy of a bank card in your name
	




	
	Credit Cards
	☐ 	Credit cards identified
☐ 	Credit card companies called, and you have sent them a copy of the POA
☐ 	You have been set up to receive statements, either electronically or in paper format
	

	
	Investment Advisors 
· If the Adult has investment accounts with a regular bank, that can be handled according to steps above. 
· If the Adult has investment accounts with an investment company, it will need to be handled separately.
· Discuss with advisor any suggestions that have given the Adult’s circumstances (advise them of any changes to the Adult’s health which could impact their financial planning/needs)
	☐ 	Investment accounts identified
☐ 	Appointment has been set to provide the advisor with the POA and get set up as a signing authority 
☐ 	Follow up with advisor to confirm POA has been successfully registered
	

	
	Pensions

If the adult is receiving a pension, you should reach out to them to advise you are POA so you can deal with any matters that could arise.
	☐ 	Call the adult’s pension company to advise that you are the attorney. Follow their direction for registering the POA with them.
Common Pension Contacts
BC Pension Corporation: 
1-800-663-8823
College Pension Plan: 
1-888-440-0111
Public Service Pension Plan: 
1-800-665-3554
Teachers Pension Plan: 
1-800-665-6770
Municipal Pension Plan: 
1-800-668-6335
WorkSafe BC Pension Plan: 
1-888-440-0111
	

	
	Canada Revenue Agency
	☐ 	Our website has information for how to register your POA with CRA. You can also call 
1-800-959-8281 for guidance from CRA directly.
	

	
	Land Title Office 
(if selling or needing to deal with mortgage renewal)
	☐ 	As soon as you know the property is being listed for sale or a mortgage renewal is coming up, the POA should be registered with Land Title. If a realtor is involved, show them the original POA before doing the next steps.
☐ 	Call a law firm and tell them you need a POA registered
☐ 	Deliver the original POA to the law firm. They will register it.
☐ 	Pick up the original POA when the law firm has confirmed it is registered with the Land Title office.
	

	
	Property Manager/Landlord
	☐ 	If the adult is renting, reach out to the property manager/landlord to provide them a copy of the POA and make sure payment details are in place.
	

	
	Insurance Providers
Home/Tenant
Extended Health/Disability
	☐ 	Call and advise them you are a POA and need to submit a copy of the POA to them. They will ask you to send them a copy of the POA and what information you need to provide.
☐ 	Tenant/House Insurance
☐ 	Extended Health Insurance
	

	
	Fortis BC
	☐ 	Call 1-888-224-2710. Advise them you are a Power of Attorney and need to submit a copy of the POA to them. They will ask you to send them a copy of the POA and what information you need to provide.
	

	
	BC Hydro
	☐ 	Call 1-800-224-9376. Advise them you are a POA and need to submit a copy of the POA to them. They will ask you to send them a copy of the POA and what information you need to provide.
	

	
	WorkSafe (if applicable)
	☐ 	If the adult has an open WorkSafe claim (for example an injury while working), call WorkSafe to advise them you are the POA. Follow their steps for registering as the POA.
WorkSafe BC: 1-888-967-5377
	

	
	Canadian Firearms (if applicable)
	☐ 	If the adult is not capable, assess what needs to be done with any firearms they may own. Be aware of restrictions regarding the transportation of restricted firearms. If you are not familiar with firearms and associated laws, seek advice before taking any action.
Depending on the circumstances, calling the non-emergency police line for guidance may be helpful.
Canadian Firearms Program: 
1-800-731-4000
	

	
	Phone/Internet/Cable Provider
	☐ 	Call and advise them you are a POA and need to submit a copy of the POA to them. They will ask you to send them a copy of the POA and what information you need to provide.
	

	Assess financials
	Auto-withdrawals for bill payments can make your life as an attorney much easier. Consider setting up auto-payments if they aren’t already in place for the adult.
	☐ 	Rent/Mortgage
☐ 	Car payments
☐ 	Car Insurance
☐ 	Tenant/Home Insurance
☐ 	Fortis BC
☐ 	BC Hydro
☐ 	Phone/Internet/Cable
☐ 	Cell phone
☐ 	Any other monthly bills
	

	
	Cancellation of Some Services:
If the adult is moving into care or not capable of managing their own affairs, assess if they need all services they are signed up for.
	☐ 	Review their bank and credit card statements for any monthly charges. Is the adult able to use all of these services, or should some be cancelled?
	

	
	Setup of services
	☐ 	Does the adult need some services put in place? Cleaning? Gardening? Etc. Consider their finances and arrange as appropriate.
	

	Access Resources
	N/A
	☐ 	Check out our website for various resources which could apply to the adult
☐ 	Look at the BC Seniors Guide for resources
☐ 	Obtain a copy of the Seniors Services Directory as a reference for when needs arise
	

	Ongoing Upkeep Steps
	Monthly Reconciliation.
	☐ 	Do monthly reconciliation of the adult’s bank accounts and credit card statements to look for unusual charges that could indicate fraud
	

	
	Check credit yearly. This will help catch any fraudulent activities and confirm that the adult’s credit is protected.
	☐ 	Free reports can be ordered yearly online or by mail. Check their websites for information
Equifax: 1-800-465-7166
TransUnion: 1-800-508-2597
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