
 

 
 

A Step-by-Step 
Process of Writing a 
Power of Attorney 
A power of attorney form, or "poa," is a legal contract that is 
used to give another party—"the agent"—authorization to act 
on behalf of someone in affairs relating to legal matters. 
 

 
Step 1 - Sign and Date 
After reading and understanding the aforementioned clauses, sign and date the 
agreement, certifying that you are granting permission to your Agent to handle 
financial and legal affairs on your behalf should you become unable or incapacitated. 

 

 

Disclaimer: This guide is provided to you as an informational product. It is not legal advice. You receiving 

and/or reading this document does not in any way constitute an attorney-client relationship. Use this guide 

only as an educational device. Make a list of questions and consult with a licensed estate attorney. 



 
 
Step 2 - Provide your Contact Information 
Provide your name, and the name and contact information of your Agent. This should 
include your Agent’s full name, address, and county where he or she lives. Keep in 
mind that your Agent must be at least 18 years of age and be of sound mind. 

 

 

 
 
Step 3 - Witness Information 
After indicating the powers given to your Agent, provide your Witnesses. Most states 
require that your Durable Power of Attorney document be notarized and witnessed 
by two attesting individuals. Be sure that the following information is provided for 
each witness: 

• Full Name 

• Full Address (including city, state and zip code) 

• Telephone Number 

• Signature 
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