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MAKING ARRANGEMENTS
This guide is created to assist you and those responsible for your estate in understanding the duties that your executor will carry out on your behalf after your death. You should complete the first part, then review this with the person who will carry out your wishes to discuss and clarify your expectations. The second part of this guide includes a list of the responsibilities that  your executor will have following your death.

PART ONE

· The first, and most important, step is to have a lawyer help you properly draw a will. 

Arrangements for the Funeral
· Make a list of all names, addresses and birth dates (or approximate ages) of immediate family members, including spouse, children, grandchildren, brothers, sisters and parents. 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
· List all names and contact information of family, friends, heirs and employer that would need to be contacted following your death. 


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· List, in as much detail as possible, your wishes for your funeral (burial, cremation, service details, etc.). Also include any details regarding where your funeral arrangements have already been established, if applicable. 


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________
Final Will & Testament


· Write down the name and contact information of your lawyer.


_____________________________________________________________________________
· Write down the names, addresses, birth dates and contact information of all beneficiaries in the will or other documents relating to the estate.  


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

Financial Information


· Create a list of all of the financial institutions that you had money invested in. Also note where financial records, bank account details and asset registers can be found.

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· List the name and contact information of your financial advisor and/or accountant.

_____________________________________________________________________________


_____________________________________________________________________________
· Gather the information regarding life insurance policies including: policy numbers; your full name and any nicknames or additional names you may have used; home address; social insurance number; copy of birth certificate, including place of birth; and, if applicable, veteran's file and service number. You'll also need to note the names, addresses and birth dates of all beneficiaries named in the life insurance policy(ies). Also list where information regarding this policy can be found. 

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· Note where the paperwork for any company benefits can be found - upon your death, unpaid salary, pension, group insurance or union benefits should be made payable to the estate or the designated beneficiaries. 

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________
· List your wishes for any final charitable gifts (should also be in your will). 

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________
Looking After Assets and Debts

· Examine insurance coverage and insure your estate assets (motor vehicles, house, furniture, jewellery, art, etc.) against fire or other perils.


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· 
For motor vehicles, check the insurance policy for adequate coverage and permitted uses. If someone uses a vehicle and there is inadequate coverage, the estate , or even your executor, may be liable.

· List all possible companies to be contacted by your executor that may have outstanding debts (i.e., mortgages, credit card companies, personal loans, guarantees, cable accounts, utility accounts, land tax accounts, etc.). Ensure that you include account information and contact information for the company(ies).


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· Note the location of your titles of any residential property, rental housing, vacation homes, and agricultural or commercial lands.

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· Gather the information regarding property insurance policy including: policy numbers; your full name and any nicknames or additional names you may have used; home address; social insurance number; and copy of birth certificate, including place of birth. Also list where information regarding this policy can be found.

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· Note the location of any leases or tenancy agreements

_____________________________________________________________________________

Making Household Arrangements
· List any magazine subscriptions or club memberships for which you receive mailings.

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· After your death, who will be responsible for caring for your pets?

_____________________________________________________________________________


_____________________________________________________________________________

Preparing an Inventory of All Assets and Debts


· Note the location of your safe deposit box, the key to this box, and its contents.

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

· Create an inventory of all assets and debts that includes values, if possible, as well as the following information:
· Bonds: kind of bond, serial numbers, face value, interest rate, maturity date, any coupons that have been clipped and the name and location of registration for any corporate bonds.





____________________________________________________________________




____________________________________________________________________




____________________________________________________________________


· Stocks: company name, type of shares and whether they are transferable or non-transferable. 





____________________________________________________________________




____________________________________________________________________




____________________________________________________________________

· Business and farm assets: equipment, machinery, accounts receivable, goodwill, etc.





____________________________________________________________________




____________________________________________________________________




____________________________________________________________________

· Personal belongings: household furniture and goods, clothing, jewellery, artwork, stamp and coin collections, electronic and sports equipment, motor vehicle (include details on registration and insurance) and recreational vehicles. 





____________________________________________________________________




____________________________________________________________________




____________________________________________________________________

· List any personal debts that you may have to friends or family members and note where evidence of the current loan balances can be found (or, note the current loan balances).

_____________________________________________________________________________


_____________________________________________________________________________

PART TWO


For Your Executor

The following is a list of the many responsibilities your executor will have to carry out on your behalf. It is intended for your executor to use for reference after you die. You should consider reviewing it together and then discussing and clarifying your expectations. 

Arrange the Funeral

· Notify friends, family, heirs and employee about the death. 

· Arrange for burial or cremation as well as funeral services, according to the deceased wishes. The deceased may have already made funeral arrangements. 

Arrange for Living and Other Expenses

· Obtain a copy of the death certificate, including the date and place of death, from the attending physician or a statement of death from the funeral director. 

· Locate the will and all documents relating to the estate - consider consulting or hiring a lawyer. 

· Notify the beneficiaries listed in the will of their interests. 

· Locate all bank accounts and determine whose name the accounts are in and the balance in each. Unless you had a joint bank account with the deceased, you probably need to open a bank account in the estate's name The financial institution will close the deceased's personal accounts once the estate account is opened. Note that banks and other financial institutions may refuse to honour cheques written by the deceased that haven't cleared prior to his/her death.
· Contact the financial advisor for the deceased. Speak to them about: all claims, processing, suggestions and money management issues; money for the family's immediate living expenses; increasing the amount of life insurance to that of primary family breadwinner; increasing disability, health and critical illness insurance, if appropriate; and consolidating any outstanding debt with proceeds from the life insurance. You may consider setting up a trust so that any living family and children may benefit in a secure manner from the deceased's financial work.
· 
If any immediate family members have urgent financial needs and cannot wait for the estate to distribute assets, look to the following sources of funds: life insurance benefits payable to the immediate family; company benefits; or survivor benefits. 
Look After Assets and Debts

· Protect the assets before probate - take cash, jewellery and other valuables into your possession. This is to ensure that there is sufficient money to settle all debts and pay all taxes before you distribute money to heirs. 

· Re-register assets in the estate's name, if applicable. 

· If appropriate, lock up the residence and notify the police that the home is vacant. In the winter, ensure that the house remains warm enough to prevent pipes from freezing. 

· Ensure any motor vehicles have adequate insurance coverage and permitted uses. If someone uses a vehicle and there is inadequate coverage, the estate, or even you - as the executor - may be personally liable. 

· Organize interim management for the deceased's business or farm, where applicable. If you, as the executor, decide to run the business, consider matters of personal liability.

· Collect income generated by the estate assets or payable to the deceased - arrange to have any uncashed cheques made payable to the estate. 

· Check for accuracy of all debts and pay them, including credit card bills, medical and dental bills, personal loans, guarantees, utility charges, land charges, repair bills, etc.
· Search titles of any residential property, rental housing, vacation homes, agriculture or commercial lands to determine the details of the ownership and obtain legal descriptions. 

· Determine if any money is owning on mortgages or other encumbrances. 

· Check for outstanding taxes and utility charges. 

· Check on property insurance and arrange for transfer, if necessary, Ensure premium payments continue until property is sold or transferred to heirs. 

· Check leases and tenancy agreements, arrange for payment or collection of rent, and give notice, if appropriate. 

· Cancel charge accounts and destroy credit cards. 

Make Household Arrangements

· Arrange with the local post office to re-address mail.

· Cancel magazine subscriptions and club memberships. 

· Arrange for care of pets.
Prepare an Inventory of All Assets and Debts

· Review the deceased's personal papers for all assets and debts.

· Locate the safe deposit box, obtain keys and make a list of contents. 

· Take an inventory of assets and debts and, if necessary, have them valued. You'll need to include the following information:

· Bonds: kind of bond, serial numbers, face value, interest rate, maturity date, market value, total value, any coupons that have been clipped and the name and location of registration for any corporate bonds.
· Stocks: company name, type of shares, whether they are transferable or non-transferable, current market value per unit and total value of all shares.
· Business and farm assets: equipment, machinery, accounts receivable, goodwill, etc.
· Personal belongings: household furniture and goods, clothing, jewellery, artwork, stamp and coin collections, electronic and sports equipment, motor vehicle (include details on registration and insurance) and recreational vehicles. 
· If you are concerned about debts coming to light after you've settled the estate, or if the estate is large of unfamiliar to you, arrange for newspaper advertisements to try to locate creditors. 

· Identify any debts to family members and find evidence of the loan balances. 

· Consider any claims or potential claims against the estate and obtain legal advice, if necessary. 

· Assess the rights of the surviving spouse under provincial family law. Depending on the province, the executor may be required to advise the surviving spouse that s/he might have a claim and should seek independent legal advice. 

· Assess the rights of any dependents who were financially dependent on the deceased. 

· Set aside reserve funds for estimated debts, taxes (including potential taxable capital gains on property, such as a cottage) and your compensation as the executor. 

· File a final T-3 income tax return. 

· Consult an accountant to help you file the appropriate return(s) and pay any taxes due. An accountant can also help you determine if previous years' returns need to be re-filed. 

· Obtain tax clearance from Canada Revenue Agency to ensure all outstanding taxes have been paid before you distribute assets to heirs. 

Settle the Estate

· Supply the lawyer with a detailed statement of assets and liabilities. Have the lawyer of notary apply to the court for Letters of Probate. 

· If there is no properly drawn will, apply to the court for authority to settle the deceased's estate and distribute assets according to the rules for intestate succession (i.e., the provincial laws that govern distribution of estate property where there is no valid will). 
· Identify trust agreements or outside estate interests to determine if there are any assets held in trust separately from the estate. 

· Depending on the circumstances, you may have to convert investments and other assets to cash and deposit the funds into the estate account, or invest the estate balance in interest-earning investments, pending final distribution to beneficiaries. 
· Ensure all legitimate claims against estate are settled and paid. 

· Prepare transfer or deed for conveyance of real property, if required by the will. Real estate transactions can be quite complex - a lawyer will most likely prepare the legal documents. 
· Arrange the rollover of registered retirement savings plan (RRSP) or registered retirement income funds (RRIF) to spouse or dependent child, if required.

· Apply for any benefits payable on death, including CPP death benefit, life insurance proceeds, death benefits form pension plans or annuities, Deposit benefits received into the estate account. 
· Prepare and maintain estate accounts for approval by beneficiaries or examination by the court, where appropriate. 

· Have your lawyer or notary prepare and send the final releases for beneficiaries to sign, stating that they will make no further claims on the estate. 

· If there is no will, distribute assets according to the rules for intestate succession.

· Dispose of or distribute personal property according to the instruction in the will. 

· Prepare cheques, pay legacies and transfer bequests as provided in the will. 

· Invest assets for establishment of trusts, if the will so directs. 

· Prepare cheques and pay balances to residuary beneficiaries. 

· Advise beneficiaries regarding inclusion of income from the estate in their income tax, if appropriate. 

· Pay funeral expenses. 

· Close the estate bank account. 
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