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Administration of Estates: A very brief outline

When someone dies, it is a difficult time

for relatives and friends, and it can be hard

to know what action you should be taking.
This document provides practical advice
and explains what needs to be done in
order to deal with the administration of
the estate. We are here to help you.

First Steps

You will be asked to collect a certificate of death
from the hospital or doctor. This will be handed to
you in a sealed envelope. You must then register
the death with the Registrar of Births, Deaths &
Marriages within seven days, taking the certificate
of death in its sealed envelope with you. It will be
necessary to telephone to arrange an appointment
to do this. You will need to have certain information
about the deceased available for the registration
appointment — their full name, address, date and
place of birth, former occupation and, if a widow
or widower, their spouse’s name and occupation.
You will then be given further forms relevant to the
cremation or burial which you will need to take to
the Funeral Directors so that they can make the
arrangements for you.

The Will

You may already be aware of whether or not the
deceased made a Will. If you are not sure, you
should look through the deceased’s paperwork to
see if you can find any correspondence relating to
a Will. If you know that a particular firm of Solicitors
sometimes acted for the deceased, you should
telephone and ask them to check their records.

If the deceased did leave a Will, you will need
to locate the original.
The Will will appoint an Executor or Executors. It is

the role of Executors to deal with the administration of

the estate. They must be contacted immediately and
informed of their appointment, if they are not already
aware of this. If there is no Will, or if the Executors

““Here to
support you”’

named in the Will have died, you will need to seek
legal advice in order to find out who is entitled to
deal with the winding up of the estate; these people
are called Administrators rather than Executors,
although the job they have to do is very similar.

Documents which will help us to help you.

Before you call in to see us to discuss the winding up
of the estate, the Executors need to go through the
deceased’s paperwork and bring in any documents
relating to assets or liabilities of the estate. These
might include:

Death Certificate

National Savings Investments (Premium Bonds,
Income Bonds or National Savings Certificates)
Building Society Passbooks

Bank Statements

Unit Trust Papers

ISA Papers

Share Certificates

Household Bills (electricity, council tax etc.)

Tax Papers

Household insurances (premium receipts

or notices)

* Pension Papers (DSS and/or private

or occupational pensions)

These are needed as the value of the estate will
have to be determined in order to establish
what course of action is necessary to deal

with the winding up of the estate.
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Small Estates

If the amount passing under the Estate is small,
and there is no house or land, or all the savings and
assets are in the joint names of the deceased and
other person(s), the Death Certificate will be the only
document required to enable the Executors to deal
with the administration of the Estate.

Grants of Representation

In all other cases, the Executors or Administrators
will need to apply to the Probate Registry for a Grant
of Representation. The Grant confirms their authority
to administer the estate and on production of the
Grant, the asset holders will act on their authority
and cash or transfer the assets and savings as
required. The assets and savings will usually

be frozen until the Grant is provided.

Tax

We can advise fully on Inheritance Tax and
provide, where appropriate, a tax planning and
mitigation service.

What we can do to help

* Obtain Valuations of all assets and savings,
including any freehold or leasehold property which
may be owned

Prepare the application for a Grant of Representation
and supervise the issue of the Grant

Advise on Inheritance Tax, if this is relevant

Finalise the Deceased’s Income Tax position with
the Revenue and obtain any refund which might
be owed

Register the Grant of Representation and realise
or transfer the Estate

Pay all debts including the funeral bill and any
legacies

Prepare a set of detailed Accounts for the winding
up of the Estate and distribute the residuary fund

In other words, a full estate administration service

Find out how Mander Hadley can help you

Although helpful, the brief information included in this document is intended as a guide only and does not
constitute legal advice. For more detailed information regarding any of the matters raised in this guide, tailored
to suit your specific circumstances, please contact a member of Mander Hadley’s Wills, Probate and Older

Client Services team.
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