Here’s a Family Meeting Agenda Template designed to facilitate clear, productive, and respectful conversations about legacy planning. It’s flexible for any family dynamic and emphasizes transparency, collaboration, and action.

Family Meeting Agenda Template
Title: "Family Legacy & Planning Meeting"
[Your Family Name] Meeting Agenda
Date: [Insert Date]
Time: [Insert Time]
Location: [Insert Location]

1. Welcome and Purpose (5-10 Minutes)
Lead by: [Meeting Host’s Name]
· Begin with gratitude:
· “Thank you all for taking the time to join this important conversation.”
· Set the tone:
· “The purpose of this meeting is to ensure that we’re all aligned, prepared, and confident about our family’s plans for the future.”
· Brief overview:
· “Today, we’ll review where we stand, identify areas to improve, and assign next steps to make things easier for everyone.”

2. Current Legacy System Overview (10-15 Minutes)
Lead by: [Meeting Host or Responsible Person]
· Share the current status of the family’s organization:
· “Here’s where we currently stand with key documents and plans.”
· Key Areas to Cover:
2. Location of documents:
1. “Our important documents are stored in [location or system, e.g., Derigo Vault].”
2. Contacts:
2. “Here are the people who hold key roles, such as power of attorney, executor, etc.”
2. Any updates:
3. “Since our last meeting, we’ve updated [e.g., insurance policies, financial accounts].”

3. Roles and Responsibilities (10 Minutes)
Lead by: [Meeting Host or Trusted Individual]
· Clarify who is responsible for what in different situations:
· Emergency Contact(s): [Name(s), relationship, and role].
· Executor of Will/Trustee: [Name and responsibilities].
· Medical Decision-Maker: [Name and role].

4. Key Topics to Address (15-20 Minutes)
Lead by: [Meeting Host]
Use this section to address the family’s specific needs. Customize based on what’s relevant.
Sample Discussion Points:
· Financial Planning:
· “Do we need to consolidate accounts or update beneficiaries?”
· Property Ownership:
· “Is everyone clear about ownership and inheritance details?”
· Health Directives and Medical Plans:
· “Do we need to update any health directives or ensure they’re accessible?”
· Digital Assets:
· “Who has access to online accounts, and do we need to update passwords?”

5. Open Discussion (10 Minutes)
Lead by: [Meeting Host or Facilitator]
· Allow time for questions, concerns, or suggestions:
· “Does anyone have questions or see areas we might have overlooked?”
· Keep the conversation respectful and solution-oriented.

6. Action Items and Next Steps (10 Minutes)
Lead by: [Meeting Host]
· Recap the key decisions and assign tasks:
· “Here’s what we’ve agreed to today, and these are the next steps we’ll each take.”
· Example Tasks:
2. [Name] will gather missing documents by [date].
2. [Name] will contact the family attorney to schedule an update meeting.
2. [Name] will organize digital logins and passwords in a secure system.

7. Closing Remarks (5 Minutes)
Lead by: [Meeting Host]
· Thank everyone for their participation:
· “Thank you for being open and engaged. These conversations help us protect what matters most.”
· Reinforce the importance of regular check-ins:
· “Let’s plan to meet again [insert timeframe, e.g., annually or quarterly].”

