Best practice
in wills and estates

The role of systems, precedents and processes in wills and estates practice

Presented by Gabrielle McManus
Accredited Specialist Wills + Estates
Principal



Disclaimer

This is neither advice, nor the views of LPLC but just
information about what we do at McManus & Co

that we hope you find helpful!



Managing risks

e Part IV expiry periods

e Wills - every detall is important!

e Estate v non estate assets

e Timeliness - wills and estates

e Legal capacity and elder abuse concerns
e Tax - CGT, land tax and stamp duty

e Distributions of large amounts of $

e Cyberfraud + fraud




Setting_up for success

Working_smarter

Building_a strong team

The guality loop




Setting up for success
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Who is the
appointment
for?

If they are booking on behalf of someone else, ens
about the prospective client's:

- capacity

- english speaking & reading abilities

MOTING that we will need to see the client alone to p
integrity of their documents

Let us know a
little about your
circumstances
so that we can
book you in with
the most
appropriate

lawyer

Do you have:

- interest in companies or trusts;

- a SM5F;

- international executors or beneficiaries or significan
assets?

- a blended family or are you seeking to leave someo

Let me tell you a
bit about how
we work

L
- We operate on upfront, fixed price basis.

- The fixed price for your initial meeting with one of o1
planning lawyers is $660. During that meeting you wi
advice on your legal position and best next steps, wit
lawyer resolving the strategy to meet your estate plar
objectives.

- The cost of the meeting will be put towards your es
you choose to proceed.

Phone Script

Ask the right questions and
gather the right information

early

TC

Your Checklist

To make the most of our first meeting, please bring
the following information along (or email details to
info@mcmanuslawyers.com.au beforehand)

Your current original physical photo ID (e.g. driver’s
licence or passport or proof of age card)

Full names, dates of birth and addresses of people you
wish to include

Approximate values of your assets

Ownership structure of your assets (eg jointly,
separately, by a company)

VHERE RELEVANT TO YOU:

Most recent superannuation statement

Client Information

Equip clients upfront so they
know what to expect and what
to bring

@ Onboarding for alignment, not just engagement

CAPACITY

In order for your documents to be valid, you will need to have the required legal
capacity. We may ask you to obtain a letter from your treating medical practitioner
confirming your legal capacity to validly enter into the documents. Please note that wi
do this in order to uphold the integrity of your documents and to minimise the risk
claims made by third parties in the future that may cost your estate 3|gn|f|cant

legal fees.

CONFLICT SITUATION

If you are a member of a couple and both Parties wish to engage us for their estate
planning, you are both required to attend the appointments together. We are bound to
act in our clients’ best interests and to protect their confidentiality. Separate meetings
may give rise to a potential or actual conflict of interest which may result in us having to
cease acting for both parties.

If you do not attend together, we will only be able to assist with the estate planning of
the first person to engage us.

MEETING WITH YOU ALONE

As part of our standard practice, and to protect the integrity of your estate planning
documents, we will take your instructions in the absence of any other person (apart
from your spouse if they have engaged us). This process helps ensure that your wishes
are expressed freely and voluntarily and reduces the risk of any future allegation of
undue influence, pressure, or coercion.

If you require assistance communicating your instructions on account of language or
health reasons, we are happy to arrange for an independent interpreter/support worker
to assist during the appointment. Please note that the costs associated with engaging
the interpreter/support worker will need to be met by you.

Policies

Establish clear professional
boundaries and expectations
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Nhat was your relationship to the deceas
When did they pass away?

Is there a Will?

- where is the original Will - are we storing it?

- who is named as the executor(s)? [all seeking to engage us =
consul]

- has probate already been obtained?

What kind of assets and liabilities did the deceased have?
- real estate?
- RAD?
- superannuation?
- any SMSF, business, family trust or company interests?
- anything interstate or overseas?

Major asset(s) in Victoria means suitable for us to assist, consult -
otherwise before booking consult

Has the death certificate issued yet?

Phone Script

Ask the right questions and
gather the right information
early

Consult

We confirm your consult is booked for Tu

In this 1-hour meeting, we will review you
as executor, and outline the process to a

Preparing for the Consult

To prepare for the consult, we invite you"
1. Review the attached Guide for Le
2. Complete our online induction fori

Consult Fee

', mmlr Hlamt vima ) mlames vasalra Aa v A s -

Client Information

Equip clients upfront so they
know what to expect and what
to bring

@ Onboarding for alignment, not just engagement
&

~rofessional obligations

As we act for you as LPR EXECUTOR._s of the estate, we are
your instructions in this matter and not those of other family members |

The beneficiaries are entitled to certain information in respect of th
However, other information may be considered confidential and w
consent before it can be disclosed to them.

o c&
As lawyers, we are bound by strict professional and ethical obli t&\\'

interest. This includes situations where the interests of one,clj
to the interests of another client. ‘ 6

Conflid between LPRs ' Accordingly, if a conflict arises between you, we
acting. In these circumstances, you will each need to obtain independ

from separate legal practitioners who will act solely in your respective |

LPR + Ben (conflict) As we act for you as LPR of the estate, please no
provide you with advice in your capacity as beneficiary of the estate as -

Df interest_ LPR + Ben (conﬂict)

Multiple LPRs? | and ask that you cc each other in on any emails to o’

Policies

Establish clear professional
boundaries and expectations



Online instruction forms for ease
and earlier risk spotting

.,
¥
R
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Your Family

What is your current relationship status?

Things to Consider




Preparing your will — instructions for your legal practitioner LPLC

To prepare your will we need to know specific information about you, your family and your assets.

The information you provide will be kept confidential and only used for the purpose of preparing Ct1
vour will. We suggest you keep a copy of form as the information will assist yvour executor(s) to ‘ﬂstfu

identify your beneficiaries, assets and records and some questions have been included for this

Sheet

Your personal details

nter yvour full name

T

i

Ready made + Name on birth certificate
free resources

Also known as nter any other names you are known Qs

il

Former name(s) nter any former names(s)

Residential address street number and name
suburb/town
state/teritorypostcode

A guide for
Occupation current occupation executOI’S

If retired, occupation prior prior cccupation to retirement




Working Smarter



Instruction sheets that

prompt + guide

L ¢

Superannuation

Obtain details of the client's superannuation fund and policy.

Determine whether the fund has binding, non-binding or no nominations. Review
the superannuation fund trust deed if necessary.

Alternatively, advise the client orally and in writing to contact the superannuation
fund and obtain details of the nomination arrangements. This information should be
confirmed in writing to the firm before the will is drawn and finalised.

Assets

Real Estate

Title T Ne O Yes—
searche

| Main residence [ Investment — acquisition date (Choose an item 20 Sept 1985)

Owned:

2 Solely O With — 1 Jointly J Temants in Commeon

—_ Where relevant, explained difference between tenants in common & joint tenants (LPLC Diagram
LPLC here)

h 10 _ If client does not have a copy of the title, strongly recommended client have us conduct title search
eCk ISt (third party cost $12-30) and explained risk. Client instructions: No O Yes O -
! Where client holds an interest in a property and seeks to give it to someone not on fitle with them,
advised title search mandatory (third party cost $12-30)
TC —_ Where joint tenancy needs to be severed to achieve their estate planning objectives, advised re
process, fees and any complexities -

M-t " ---nt(s)
fes -

Capacity, Undue InfluenceVk Risk Management

Any reason to be concemed as to requisite capacity?

Mo OYes -

If yes, has the client been diagnosed with any conditions that may affect cognitive capacity? Have they
undertaken any cognitive testing”?

urgency Super

Any reason to be concemned as to undue influence/suspicious circs?

Mo OYes -

Give the client an oral and written explanation of what the form of nomination governing

the fund means. — . . - \ I - .
1 If issues re capacity/undue influence/suspicious circs, insist on prevision of previous EP docs.

Any urgency?
Mo O Yes [ -

Determine what nomination. if any, the client has made.

If yes on account of serious health concerns, consider making will on the spot (if possible) or having
When the will is finalised, confirm in writing whether the superannuation forms part of
the estate or not and what steps the client needs to undertake with the
superannuation fund in order to achieve his or her desired outcome.

client sign one page instruction sheet and underneath instructions note that it is the client's intention
that the instructions be treated as Will and have client sign. ldeally have two independent witnesses
also sign.

Real Property

2 All Instructions received from the client(s) directly, and if provided prior via form or email, were
verified with the client(s) with open ended questions.

When taking instructions, ask how real property is held.
2 Where client does not have email address, arrangements reached regarding drafts as follows:
Choose an item.

Lawyer's Notes on Testamentary Capacity — LIV Guidelines _here
(1) Understood nature and effect of testamentary act? {understands that a Will disposes of
estate; can be amended while they have capacity)
O Yes

Red flags, details below:

Superannuation

Super Basics

O Does not automatically form part of estate, only way to control it is via BDBM/Reversionary Pension
(RP) (where client in pension mode — can nominate spouse, child under 18, child 18-25 and financially
dependent, disabled child or financial dependentiinterdependent)

1 Explained can only nom super dependents (spouse, child, fin. dependant, interdependency, LPR)
U1 Explained that super trust deed governs how to make a BDBN and each deed different

Ul Flagged strategic advice of keeping outside of estate if a claim is possible

2 Where DTT, flagged possible strategy of nominating estate to enjoy benefits of DTT

_1 There may be taxation (incl transfer balance cap), Centrelink, Dpt of Veteran's Affairs and other
implications to consider when nominating beneficiaries, and we recommend seeking financial advice
before making your nemination, we can only provide strategic legal advice.

| Recommended that they review their most recent superannuation statement to ascertain whether
they have a binding nomination in place or engage us to review their nomination and provide advice |

Retailllndustry fund

Fund

Beware of default
disfribution with Media
Super, CEBLUS

Current balance

Phasa Choose an item




Instruction sheets that
prompt + guide

LPLC
Checklist

Distributing the estate

Maintain a check list to ensure that all debts are accounted for and paid before
finalising an estate.

Recommend to executors that the estate not be finalised until all of the tax returns
are received and all debts paid.

SMSF:

Advise executors or administrators orally and in writing of the consequences of
distributing within six months of the grant of probate or letters of administration,
making it clear that the executor or administrator will bear personal liability if they
distribute the estate early and a subsequent claim is made

Pay careful attention to the time frame and diarise appropriate dates, including any
dates relevant to any notices of intention to issue an application.

Act promptly in the administration of the estate to enable it to be distributed as soon
as possible after the expiry of the first six months.

Review the details in the will before:
Unknown

= instructing the conveyancing clerk to transfer a property to ensure the current Assets/Liabilities
interest is transferred

+ paying any money on behalf of infant beneficiaries to ensure there is an
entitlement to the money or it hasn't already been paid

Real Estate: 2 Smith 5t, Port Melbourne, Victoria 3207

Address + Title Particulars + Sole or Joint Proprietor

Acquired by deceased _ Pre 20 September 1985 (pre CGT) = Post CGT
Main Residence of 1 Yes 1 No

deceased at death

CG’I‘ j Obtained share by 1 No I Yes — (give details of share received/DOD)

survivorship/dec'd estate

Distribution

L] Advised LPR that certain "eligible persons’ can make a claim for provision within 6 months of

grant

1 Recommended waiting 6 months before distributing the estate

SMSF _1 Explained risk that LFR will bear personal liability for a successful claim if they make early
9

distribution and they cannot recoup the distributions from the beneficiaries

Any potential claimants:

Early distribution or wait 6 months:

O If corporate trestee, must review A51C s=arch and company constifution

SMEF Trust Name + Trustee Name + \Members + SM5F Asseils &
Liahilities + BOEN?

O Advised that SMSF assets do not sutomatically form part of decessed's mambers
estate + trustes must cash the member’s bensfit as soon as practicable per Ben

e s Part IV Risks

O Must review SMEF Trust Desd for any rules on appointment of LFR as tnestes for
cormplisnce with frusiee-rmember rules under 5 174 of SISA (B-month grace pericd) +
how desth benefit of member is to be distributed

O If death benefit distributed to the Estate, Executor is responsible for withhalding
any tae on super paid to & non suner tax dependent.

O E=plained duty of LPR to call in all available assets, unless sll sffected
henaficiares provide consent.

If the client considers there may be other assets or lishbilifies unknown of, do they
want us to undertake:

O Unclaimed money search
[ Lost super search

[ Marme search for property
[0 Mame search for ASIC

O enguires to wider network of banks



more than just costs

LPLC

Retainer agreement Y N N/7A

&. Retainer. Is it clear when the retainer commenced and when it
ended?

0. Key Elements in Retainer. Does the written retainer include:
» ‘Well-defined scope of work (what the practitioner will do)?

» Excluded work (eg commercial, tax, financial or valuation
advice)?

= The identity of the supervising principal and other team
members?

= A cyber security warning regarding potential risks (e.g. change
to bank details)?

+ [f there is a limited retainer — has the risk of excluded work
been identified and explained in writing to the client?

10. Prompt Opening of File. Has the client file been promptly
opened in accordance with firm's requirements or file opening
policies?

11 Legislative disclosures. Are all required legislative disclosure
documents provided? le.g. family law disclosures)

A cost statement that’s about oo

Suldance

r'-f‘q::::i".: LAW
Costs Agreement Jigg WaTITUTE
Law Practice:
Client:

Matter:

' I ‘ ; PREAMBLE
Division 4 of Part 4.3 of the Legal Profession Uniform Law (Victoria) ("Uniform Law") allows a law practice

{us) and you (the client) to agree on how the law practice’s charges are to be calculated and paid. It is called
a "Costs Agreement”, and it may be enforced in the same way as any other contract.

This document is an offer to enter into a Costs Agreement in accordance with the information contained in
the Disclosure Statement given to you in compliance with Division 3 of Part 4.3 of the Uniform Law.

If you accept these terms, the Disclosure Statement and this document will make up the complete
Costs Agreement between us for this matter.

3. Your assets & liabilities and family situation

For us to be able to drafl an estate plan that works just as you'd like it to, it's crucial that you provide us
with accurate details about your assets and liabilities, including any assets held jeintly, any controlling
interests in trusts or companies, your superannuation and any life insurance

If you are unable to provide us with accurate details, please instruct us to make enquiries to ascertain
those details. For instance, we always recommend performing title searches on any real estate owned by
you to ascertain ownership and title details. However, unless we're instructed to, we won't undertake any
independent enquiries

sed on the information you provide
to you or your estate resulting from

What's
In and
What'’s oyt

If you'd like us to advise on your companies and trusts, we will need copies of Australian Securities and
Investments Commission (ASIC) extracts. companv constitutions. trust deeds and the entities’ most

If you do not request such enquiries, we will prepare your docume
us with regarding asset ownership. We will not be liable for any |
omissions or inaccuracies in those instructions.



Confirming critical instructions and
reinforcing advice

Your Instructions

Will:
- Executor(s): each other
- Substitute Executor(s):
- Beneficiaries: on the first of you to die, the estate is to pass to the survivor, and on the last of you to die, to your children in equal shares held on trust until 18 years o
- Back-up Beneficiaries: should a child of yours fail to survive you, their share would pass to their child/ren held fon trust until 18 years of age
Enduring Power of Attorney

- Attorney(s): each other

Real estate owned with others
Where there are multiple owners of real estate, it is possible to own the land as:

a) tenants in common; or
b) joint proprietors.

The manner of holding affects the way the property is dealt with on the death of an owner. You
can view an infographic here which illustrates the below differences:

a) tenants in common — a deceased owner’s share in the property forms part of their estate;
b) joint proprietors — a deceased owner’s share passes to the surviving joint owner(s).

Property owned as a joint tenant does not form part of a person’s estate until the death of both
joint tenants. Upon the death of one joint owner, such property will pass to the surviving owner
by the ‘rule of survivorship’.

3. WILL YOUR SUPER BENEFITS BE INCLUDED IN THE
ASSETS WHICH ARE GIFTED UNDER YOUR WILL?

If you make a BDBN to pay your benefits directly from the super fund to the recipient

If you choose to nominate a loved one in your BDEN to receive your superannuation
benefits, then your superannuation benefits (and any life insurance in your superannuation
fund) will be paid directly to them from the superannuation fund.

Any direction you leave in your will to gift your superannuation benefits will be irrelevant.

If you have a reversionary pension in place

If your super account is in pension mode and you have nominated a reversionary
beneficiary for your pension when you established the pension, then your super benefits will
usually pass directly to the person you nominated as your reversionary beneficiary.

If you have both a BDEN and a reversionary pension, it's essential to get legal advice to
confirm which will take priority.

If you make a BDBN to pay your benefits to your legal personal representative

If you nominate your ‘legal personal representative’ in your BDBN, then the
superannuation fund will pay your superannuation benefits to the executor of your
estate, and then the executor will gift your superannuation benefits in accordance



to risks

CGT info

Part IV + distribution

We are pleased to confirm that rant of | MATTER.Matter_Type | Probate | ' has been issued by
the Supreme Court of Victona. e find enclosed the electronic Grant for your records.

The purpose of this letter is to provide you with information regarding the estate administration
process moving forward.

Family Provision Claims

We reiterate our advice to you that the Adminisirafion and Frobafe Act 1838 provides that
certain “eligible persons’ (definition listed here) can apply to the Court for an order for provision

from an estate on the basis that they consider that | Distrbution (the Willl | fails to make
adequate provision for their proper maintenance and support.

sually, an application for such an order must be made within six months after the date of the

Grant of MATTERMatter_Type  Probate || which we note expires an
matter.criticalDates distributionUnderF | 16 September 2026

Accordingly, our recommendation is that the estate is not disbursed until this period has passed,

otherwise you as | CLIENT.File_Name | pxecutor) || EXECUTOR.AI sxecutors_plural no may be held
personally liable for any funds already distributed that are not able to be recalled into Court
upon a successful claim being made.

& maonth clsim period | We confirm your instructions that you would like to await the expiry of this
six-month period before the estate is distributed.

If you have any concems or wish to discuss same, please let us know.

Individual and Estate Income Tax Returns

Precedents to alert clients

You are also responsible to ensure that the same is done for the estate. Accordingly, we
strongly recommend that you ensure that all taxation requirements for both you

Deceased's Relationship to LPR ‘mother = and the estate are completed and any resulting ta
liabilities paid before finally distributing the estate.

CGT assets As we are unable to provide you with taxation or financial advice, we alsc
recommend that you seek advice from an accountant as to any capital gains tax implications o
selling or transferring the estate’'s shares/real estate and seeking beneficiary preferences
before making a decision regarding whether the assets should be sold or retained in thei
current form and transferred to beneficiaries. We will provide you further guidance on these

matters once engaged to act in the administration of the estate. CGT assets

If any tax liability remains unpaid or arises from outstanding returns after distribution, you wil
@ Cost Statement

@ Family Provision Claims

Does the Executor want to distribute the
estate within & months of the Grant?

”"' £—— Qs that prompt

@ Real Estate

Who holds the certificate of title?

Fraction each beneficiary receives of residuary
ectate

one half

Os that prompt

Is the LPR the sole beneficiary?

Are there CGT assets in the estate?

Yes v

Update Document



Diagrams to simplify
legal concepts

Ownhing property as joint tenants
or tenants in common:
What's the difference?

JOINT TENANTS

Alex and Drew

()

TENANTS IN COMMON

4

Alex
Owiners separately hold an
individual share in the property.
Eg. 50/50, 30/70 etc

Drew

Owners each hold an undivided
share in the whole property

Drew dies

\
4

Alex

Drew dies

J
A\
Alex Drew’s

estate

Stardust Trust

Stardust Pty Ltd
ACN 444 555 666

®
Sole Director/Shareholder
Gabrielle McManus

. _®
(Sre

Tonl

elbourne ppty owned by Trust

® Primary Beneficiaries: Gabrielle and her
children and remoter issue

Specific gifts from Donna's estate
* Gold ring to Sam
* Remaining Jewellery to Children equally
» Sculpture works to Evan and if predeceased to Children equally

Specific gifts from Bob's estate
+ Lexus o Otto and if predeceased to Children equally
+ SLK 200 to Peter

Everything else to one another but if deceased then:

V A4

Property at —

19 Smith St

—

1/3 shares

Superannuation (nominated to LPR)
and everything else distributed equally
to the two trusts

213 shares




Spreadsheets for

Part IV Period

AN

checking dates + maths

2 year CGT exemption —7

v |[Expiry of 3-year Land Tax Surcharge Rate Exemption

A
Critical Dates

Date of Death

Date of Grant

Expiry of 6-Month Part IV Claim Period

Expiry of 3-Month Notice of Intention to make Part IV Claim

1-Year Anniversary of Death (Pecuniary Interest Accrual)

WILL ISSUES
Rectification application

Caveat Lodeed

. |Expiry of Caveat

V| TAX

Expiry of 2-year CGT Main Residence (MRB) Exemption

Expiry of Additional 18 Months CGT MB Exemption

Final Income Tax Year for Deceased

1st Concessional Income Tax Year

2nd Concessional Income Tax Year
3rd Concessional Income Tax Year

Critical Dates

A+l lemrmmmm Taw Weme TRt T ammoee imeall
> Assets and Liabilities @ DOD
INTERIM DISTRIBUTION

Balance in Trust Account $
Deductions
Professional fees - Invoice # $ -
To remain in trust account for potential future estate liabilities g -

Subtotal -3
Share of residue to be paid to Beneficiaries
To [beneficiary name] $ -
To [beneficiary name] $ -
To [beneficiary name] $ -

TOTAL| § -8

Specific Gift under the Will already distributed
[beneficiary name] YYYY Make Model
In-Specie entitlement already transferred to Beneficiary
[beneficiary name] |Fu|| share of [property address]

16/01/2026
5/05/2026
5/11/2026

16/01/2027

5/11/2026

30/06/1900

16/01/2028
16/07/2023
16/01/2029
01/07/202y
17/01/2026

1/07/2026

1/07/2027

1 fn7fanng

Progress

16/01/2026
30/06/2026
30/06/2027
30/06/2028

2nfne fnna

Distribution



Where there are risks to the estate:
[1 No current eligible claimants

L] | reiterated previous advice given regarding the risk of a part [V claim and client

indicated that they understood
] Yes 0 No-reasons given/questions raised

Assets
| reiterated previous advice given as necessary re:

CheCkliStS tO ensure (1 Application of Will to individual assets versus joint assets

1 Assets held by company or trust not part of estate (though shares in company

o ’ ([ )
nOthlng S mlssed EIJZrE5u;:1erannuatiﬂﬂ does not automatically form part of estate and discussed

necessity of BDBN

EPA

| explained:
[] attorney appointment

[] alternative attorney appointment
[1 financial and personal matters

MATTERS TO CONSIDER BEFORE DISTRIBUTION O matters for which attorney cannot act
Has the 6-month claim period expired? If not, ensure client signs acknowledgement 0 commencement

s a tax-saving possible to the estate by making a beneficiary specificially entitled to estate incoms

. Are there sufficient funds in trust?

Has it been more than 12 months since DOD? Do legacies required interest paid?

. Can we also pay reasonable estate expense reimbursements at the same time for efficiency?

How much (if any) do we need to retain in trust sufficient to cover future estate expenses?

Have we verified all account details with the executor by outbound phone call?

QNGO R IW N =

|s the distribution in acc with the terms of the Will, if not, does it match the terms of a DOFA?

ADDITIONAL MATTERS TO CONSIDER BEFORE FINAL DISTRIBUTION
1. Have all service provider invoiced for work (e.g. has accounant issued invoice)?
2. Have all service provider invoices been paid?

3. If a final distribution, are future estate expenses or assets possible, and if so, have we
anticipated this in the client's acknowledgement, direction & release?




Precedent tasks to set the
work flow, allocate jobs +
provide guidance

Part1Vv

[ Deadline

[J 01 - Diarise 6-month claim period + update date of Grant in Deceased Estates Master Spreadsheet Date of grant

-I:I 02 - Submit LTX-18 Notice of Commencement with SRO if land involved Date of grant

MNOA to Council, Water & OC (if applicable). Seek LPR ins... Date of grant

[ LTX-18

Subject Matter 16649 - 02 - Submit LTX-18 Notice of Commencement with SRO if land involved

Start date Mone E Status Mot Started -
Due date Wed ED;DS;EDEE‘ E F'I'iEI'it:-' Marmal - . ::l:r'l'lﬁlEtE 0% :
[ ] Reminder Mone Reminder Time Mone i Owner Gabrielle MchManus

https://smartforms.sro_vic.gov.aws/b-trust-18

https:/f'www loom.com/share.”.




Building a strong team



Week 1 - Orientation & Foundations

Objective: Introduce firm culture, systems, and client service expectations. By the end of
week 1, be able to independently navigate LEAP and open matters and complete first sieps
under supervision.

SthCtured indUCtion + Welcome & Firm Induction |
° o o Introduction to McManus & Co history, values, and 50-year legacy.
ongoing Supervision

Overview of current strategic direction — specialist wills & estates focus.
Reporting lines and supervision struciure.

Clear expectations regarding:

Client communication standards

o Risk escalation
File management discipline
Time recording and billing.
@G@ « Office tour & introductions to all team members.
Systems & Technology
Y +« Logins set up with Office Manager:
= LastPass
& LEAF
& Outlook/Teams
E WXT

Week 2 — Supervised File Ownership

* & & &
[

]

]

e F VRl R _"L"L'II Foasl 1 I_l"l'l.l"r.lll.l"\-"ﬂ \_’IEII Bl b L0 P 10 e Tt Rl R 1!.“ Pt el il

& Add to LEAF precedent letter (loom video here)

Objective: Transition to managing straightforward estate planning & estate administration + Access resources for independent training:
matiters with supervision. o WXT:
& VXT: Phone system set-up, voicemail, call routing
Estate Planning o LEAP U_ni‘n.rersit}f:
« Conduct client meeting (with supervisor present) ) Getling Started
e Draft ] Office Accounting
' o Loom videos
o Cost Statements . .
: ) . < Uploading scans to LEAP from email
o Wills (mixed complexity), EFOAs, AMTDMs, LOWSs

« Manage post-appointment follow up:
o Seek outstanding instructions



Complex SRQO Assessment for ...

Contacts
ADMINISTRATIVE PROCESS FOR ESTATE PLANNING FILES Costs
Legend
+ Imporiant information ! - My
« Locafion in LEAP mafier Deceased's remains - Disposal...
+ Name of LEAP Precedent
+ | oom videos Deeds
+ LEAP Help Centre rescurces _
+ Ourcustom resources in ks

Different types of grants (com...

Legal and praCtical waﬁi::ﬁfllﬁszf;pms.?mfy; Duties, Powers and Rights of L.
guidance materials the

Move existing correspondence to new matter

Duty and Land Tax for Propert...

Review existing COMBSPONABNCE. ... ... et e e e e s em et e

Steps if a FormerExisting ClHent ... sssss s s sssss s s v s s
Edit Table TyPES: oo e 3 Exec's commission

I A

)
team Can access an tlme 3 Steps if there is a completed Settify Form:. ... 3 FEIT"I'II|:5-r Law + Deceased Estates
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OSTIN CASE LAw popcast vIEW LEGAL PODCAST

Resources to stay up to date HEIR WAVES pODCAST

LPLC Newsletter Professional groups Relevant CPD
Updates on risk trends, Peer learning and Ongoing training to
claims insights, and discussion of current maintain skills and
prevention guidance practice issues and stay current with legal

trends developments
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Reflective practice

Experience

NEXT Estate Planning & Deceased
Estates Meeting

To do:

» Follow up whether we have precedent about 'reasonable estate expenses' LK - DONE
» Training re double gifting scenarios - GM

» Effect of proposed changes to budget re DTTs, companies, trusts and CGT - GM
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The Quality Loop



Fresh eyes to ensure consistency, catch risk and
improve systems

GM - Matte == s scttle email in folder C
GM - Matter h- pls review and settle email to OCs w/ responses to queries and info from recent email fronfif
) GM - Matter oD ! - Fs review proposed letter to other side
Palicy 6n Verification of identity for international Cilents @j GM - Matter P - -pprove final dist now that tax finalised
U
v

This policy establishes the updated requirements for verifying the identity of
intermnational clients (o ensure compliance with legal and regulatory obligations
prevent fraud, and uphold the integnty of our legal services.

GM - Matter "N - Fl: approve Will for client 'SEEEREGEEEEEE
Matter TP - r=vw cost statement and look at figures
1) Verification Process

a) 100 points of ID matter NP 15 - Pis approve final version of updated Wills before 19th May China departygs

1) passporthdentity card,

i} driver’s license;

i) & bill in their name showing their cument resideniial address; and

) a mamagetirth/name change certihcate If surnames are different on main
ID docs.

b} Initial Verification of Identity (VOI)

i) Request client provide their 1D documents via email = notansed copies
with Apostilleflegalisation will be sought in due course

) Meeat with the chent via Video Conferencing. Inform them that the session
will be recorded for verfication of Wentity purposes

i) Request the client to state their full name, address and date of birth while
holding up their onginal 1D to the screen

iv) Ensure the chent's facial features maitch the photo on the 1D document

c) Official Verification of Identity (VOI)
1) Request the chient send via post onginal nolansed copies (number of
copies to be based on how many asset holders/authorities will require
these) of their 1D documenis that are also either

(1) apostiled for countnes thal are signatornes to the 1961 Hague
LONYEnion; or

(2) authenticated through the Australian consulate if their country is not a
signalory

) Wenfy that names, dates of birth, and addresses are consistent across all
IN documeanis



Thank yvou!

For more info, visit www.mcmanuslawyers.com.au.
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