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ESTATE ADMINISTRATION

What to do when

someone dies
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My loved one has
died, what do I do?

This is the most common question

STEP 1
The Funeral

. When someone dies, the first step is usually to contact the
we are asked when notified that ' P Y

: ! funeral director to arrange the collection of the body. If there
someone has died. Losing a loved 9 Y

. : : is no pre-paid funeral plan, then it is the responsibility of the
one is an emotional time. These
_ . executor to make the funeral arrangements. The funeral
emotions are amplified by the i ) -
o directors will need to know the family history so that they can
added responsibility (and stress) i ) ]
o , complete the paperwork required to register the death. It is
of finalising the deceased person’s _ ) ;
) general practice for the funeral home to advise Centrelink of
affairs. The most common concerns ,
the person's death also.
generally relate to the payment of

the funeral, as well as upcoming The funeral is considered an expense which can be paid from
electricity, rates and insurance the funds held in the account of the deceased. All banks will
accounts, and making sure allow the release of funds for this purpose upon production
Centrelink has been notified. of the account to a branch. The costs of a wake are generally

considered a “funeral expense”. A wake may be organised by
FIRST AND FORMOST:

the Executors, however, the costs of that function must be
DON'T PANIC!

reasonable and in accordance with the deceased’s lifestyle.
Allinstitutions will be sympathetic The reasonable costs of the wake may be reimbursed from the

to your situation and are generally deceased’s Estate but not under the same terms as the funeral.

lenient in terms of payment of bills.

l _ p
5 .

STEP 2
Payment of accounts and expenses

Once the bank has been notified of the account holder’s death,
all accounts will be frozen and cannot be operated by any
person (Note that an Enduring Power of Attorney will cease
upon death). The bank will only deal with the executor, or the
solicitors acting in the estate, to finalise or attend to payment of

any accounts.

Some financial institutions will allow the release of funds from

the deceased persons account to attend to payment of utilities

. and other expenses (ie. rates, electricity etc). Their requirements

to release funds are quite stringent, and not all banks will allow

this. Any expenses incurred by any person on behalf of an estate

will be reimbursed once funds become available. It is important

to retain the receipt and keep a running list of such expenses.
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STEP 3
Original Will & Death Certificate

The executor should conduct a search of the deceased's
home and personal papers in order to locate the Will. If an

original Will is found amongst the deceased’s papers, DO

A
A
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what to do next. There is no formal “reading of the Will" and
the beneficiaries will be notified of their entitlement under
the Will once the Death Certificate has been issued.

NOT mark it in any way. The original Will is needed for the The funeral home will apply for the Death Certificate.

administration of the Estate. Usually, the solicitor acting This can take anywhere between 2 — 4 weeks to issue.
for the deceased will hold the original Will in safe custody Most institutions will not release any information to the
in their office. We recormmend contacting the solicitor executor without sighting the original (or certified copy

straight away to check for a Will and provide guidance on of the Death Certificate).

STEP 4
Initial appointment with the solicitor

If the original Will is found in the home or amongst the person’s
possessions, it should be taken to the initial appointment with the
solicitor to discuss the steps involved in the administration of the estate
(ie. finalising the affairs of a deceased person). The solicitor will outline the
process of estate administration and advise the executor whether a grant
of Probate will be required to deal with the assets. It is the responsibility
of the executor to gather as many details about the deceased's assets and
liabilities as they can. Please see our “Estate Checklist” on the next page
which outlines the information required at this appointment. Do not worry
if you cannot locate all of the information on the list, the solicitor can

assist with this.

We offer a free no obligation 30-minute appointment for executors and
administrators to discuss the estate. To arrange an appointment, call
1800 621 071 or book online at www.attwoodmarshall.com.au/book-online/

IMPORTANT TO NOTE
Timeframes

There are formal steps and
requirements to be undertaken to
deal with the assets. This process
takes time, and one that cannot be
hurried. Each State and Territory has
legislation which determines the
time frame for which an executor

can safely distribute the assets of a

deceased person. The executor can
be held personally liable if assets
are distributed to the beneficiaries
prior to the statutory time period.
The timeframes will be discussed at
an initial appointment and can take
anywhere between 6 —12 months,

provided no one contests the Will.
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CHECKLIST
Information required for estate administration

1. Death Certificate

The original Death Certificate is probably the most important document that we require.
It normally takes 4 weeks to issue.

2. Money & Finance

Banks / Building Societies / Credit Details of financial advisors and brokers
Unions: bank statements, passports,
cheque books, credit cards

Centrelink — card and number

} } o Investments or business interests
Shares —franking credits & share certificates
} Outstanding creditors or contracts
Tax Returns and details of accountant

3. Property & Household Accounts

Details of property owned and any Phone accounts

title deeds
Gas accounts

Rates notices / body corporate /

Pay TV and internet accounts
land tax / water rates

Electricity accounts

4. Insurance & Superannuation (please provide the original policies if you have them)
Insurance policies — house, contents, car, boat, life & death policies, disabilities

Details of superannuation policies

5. Health & Medical Accounts

Medicare card and number Outstanding medical bills
Private health insurance card and number Veterans affairs card and number

6. Other
Birth Certificate (if applicable) RACQ /NRMA memberships
Marriage Certificate (if applicable) Original funeral account and receipt
Members of clubs, organisations or Company directorship

associations
Passport

Lot card Details of any other assets not listed above

Please don't worry if you don't have all of these documents!
Just bring in or send us what you have and we will sort it out from there.
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Helping people and Changing

Coolangatta

72 — 80 Marine Parade,
Coolangatta

PO BOX 334,
Coolangatta
QLD 4225

Open:

Mon: 7.30am - 530pm
Tue: 7.30am - 5.30pm
Wed: 7.30am - 5.30pm
Thur: 7.30am - 5.30pm
Fri: ~ 7.30am - 5.00pm
Sat: Closed

Sun: Closed

Integrity.

Robina Town Centre

Shop 4135, Robina
Town Centre,
Robina

PO BOX 4358 Robina
QLD 4230

Open:

Mon: 8.30am - 5.00pm
Tue: 8.30am - 5.00pm
Wed: 8.30am - 5.00pm
Thur: 830am - 9.00pm
Fri:  830am - 5.00pm
Sat: 9.00am - 12.00pm
Sun: Closed

Southport

Suite 7, Level 2,
52 Davenport street,
Southport

PO BOX 905
Southport BC QLD 4215

Open:

Mon: 8.30am - 5.00pm
Tue: 8.30am - 5.00pm
Wed: 8.30am - 5.00pm
Thur: 830am - 5.00pm
Fri:  830am - 5.00pm
Sat: Closed

Sun: Closed

their lives for the better.

Understanding.  Responsibility.

Kingscliff

Level 2, Suite 24,
42 Pearl Street,
Kingscliff

PO BOX 1413 Kingscliff
NSW 2487

Open:

Mon: 8.30am - 5.00pm
Tue: 8.30am - 5.00pm
Wed: 8.30am - 5.00pm
Thur: 8.30am - 5.00pm
Fri:  830am - 5.00pm
Sat: Closed

Sun: Closed

Brisbane Sydney Melbourne

Level 57,
25 Martin Place,
Sydney NSW 2000

Level 15, 28 Freshwater Place,
Southbank, Melbourne
VIC 3006

Level 6 Santos Place
32 Turbot Street Brisbane
QLD 4000
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