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This guide answers any questions you may have regarding the
administration of an estate.

You are the named Executor in a Will, or the next of kin to a
deceased. You know that you have to gather in their assets, pay
off their liabilities and distribute the remainder, in accordance
with either the Will or the Rules of Intestacy.

\X¥’here do you start?
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How do I find the Will?

You need to find the Will at the outset, to confirm who
the Executors of the estate are. If you do not have a
copy, or do not know where it is, it is best to ask family
and friends if they know and, otherwise, look in the
house first. There may not be a Will there, but you may
find contact details for a solicitor, a bank, a deposit box,
or a secure storage facility.

It is possible to pay to carry out a Will search for registered and unregistered Wills
within the UK. Buckingham Wills and Probate can arrange this for you.

When you find the Will, you need to check that it is valid. For instance, has it been
signed, witnessed and dated, was the deceased was over 18 when they made

it, and did the deceased marry or enter into a civil partnership after the Will was
written?

If you have concerns about whether the Will is valid, contact us. We can help
you to establish the validity of the Will.

Now there is a valid Will, you can check who the Executors are. It is their
responsibility to administer the estate of the deceased.

\Xhat if there is no WX/ill?

If a thorough search has been conducted and no Will is found, the deceased
is deemed to have died ‘intestate’. This means that they left no instructions
regarding their estate and family affairs. Their estate must be dealt with in
accordance with the Rules of Intestacy.

In this case the next of kin can apply to administer the estate. You are not the next
of kin if you are their partner but were not married or in a civil partnership with
the deceased. The next of kin must be a relative.

How do | administer an estate?

The administrator of the estate is the person with the legal right to deal

with the property, money and possessions of the deceased. This is either the
Executor(s) named in the Will, or the next of kin. They are known as the Personal
Representatives (PRs) of the estate.
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The PR needs to gather in all the assets of the deceased and pay off their liabilities,
including any Inheritance Tax, before distributing the estate in accordance with
the Will or the Rules of Intestacy. The PR should also make sure that all valuable
assets are insured, as the deceased'’s insurance will no longer be valid.

A Grant of Representation is the name of the legal paperwork the PR needs to
have in order to show the banks and other organisations that they have the right
to access the deceased’s assets. People often call this obtaining a Grant of Probate.
These organisations will not pay out to the PR until they have seen proof that the
PR is entitled to collect the assets.

The first step is to value the estate and apply for the Grant. This is rarely as simple
as finding out how much is in a bank account or a pension, and searching the
house for cash and items of value.

To value the estate PRs often require a professional valuation of all property

and assets belonging to the deceased, as well as finding out the value of bank
accounts, vehicles, shares, gifts made during the last 7 years and all debts such as
mortgage, credit cards, loans, utility bills and so on. Every asset and liability must
be found, valued and listed in Estate Accounts to enable the PRs to complete the
Inheritance Tax paperwork correctly.

You can do this yourself, or you can instruct us to do some or all of it for you.

How is a Grant obtained?

The PR must complete form PAT — Probate application. e
This form requires the applicant to submit: j/v

The death certificate;

The Will;

The completed Inheritance Tax paperwork;
The details of the deceased’s marital status and family situation;
The details of all the Executors named in the Will;

The fee.

oA WN-—

The PR will also need to swear an Oath regarding the accuracy of the information
in the application. \We can arrange this for you.

If you choose to do this yourself, you should read the leaflet PA2 to ensure you
fully understand the process.

Alternatively, you can instruct us to complete the Inheritance Tax and PA1
paperwork for you.
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Is a Grant essential?

The circumstances in which a Grant may not be needed are:

1. where the deceased’s estate passes to the surviving spouse or civil partner
because it was held in joint names; or
2. if the deceased’s assets do not include land, property or shares.

However, organisations holding the deceased'’s assets will ask for proof of death,
and some may still require a Grant before they will release the assets.

How much does a Grant cost?

The fee for the Grant, payable to HM Courts and Tribunals Service, is £215.00.
There is no fee if the estate is valued at under £5,000.00.

For this fee, the PR will receive one copy of the Grant of Representation.
Additional copies are available at 50p per copy. It is wise to purchase several
copies, as each organisation will want to see one before they release the assets. It
is not sufficient to send a photocopy of the Grant when requesting the release of
assets.

\X/e have the Grant of Representation. How do we get
the assets released?

You will already have listed all the assets for the purposes of the Estate Accounts
and Inheritance Tax return, so you know which organisations you need to
contact. It is wise to telephone first to check exactly what documents you need
to provide, and then send a letter with the details, request for payment, and the
Grant.

Some organisations will pay assets directly into a bank account rather than issuing
a cheque. A number of banks offer a dedicated Executors’ bank account which
you may wish to set up.
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YXhat do we do with them when we receive them?

When all the assets have been received you must first pay off the liabilities of the
estate, including funeral expenses. You will be aware of most debts because of
bills or other documents in the possession of the deceased and you should ask
each creditor for a final bill before making any payment, to ensure you discharge
the deceased’s liability in full.

You should consider placing an advertisement in the London Gazette by way of
notification of the death and to ask anyone who thinks the deceased owed them
money to make contact, with the relevant paperwork, within a two month period.
This helps protect you from future claims against the estate.

Sometimes the estate does not have enough money to
. pay all that was owed. This is called an insolvent estate.
In this case, you must take advice before making any
payments, as there are specific guidelines about the

- "!.,-

ied ini m order in which creditors must be paid and the PRs will
Bzl \ be personally liable for any debts which were not paid
——

when they should have been.

Is there anything we must do when we distribute the
estate?

Once all the liabilities have been paid, everything that is left must be distributed in
accordance with the Will or, if there was no Will, the Rules of Intestacy.

It is sensible to always obtain a receipt for money or assets distributed. This is

good practice in terms of keeping a record that everyone has received what they
are due.

Relatives or friends should not be permitted to simply claim items that they say are
theirs, or were promised. They must show proof of any such claim.

When everything has been distributed, the PRs can sign off the estate accounts.

These must also be approved and signed by the beneficiaries and then kept for at
least 12 years.
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Do the Personal Representatives have to do everything
together?

No, not at all, as this could make things harder to deal with efficiently. A maximum
of four people can apply for the Grant, and they may then agree that one of their

number will take on the day to day running of affairs whilst the rest are kept up to
date and consulted on decisions, but not required for the regular administration.

Many PRs choose to appoint a professional to manage the administration of the
estate.

\We can do this for you, and will keep you informed of progress and any
questions whilst dealing with the day to day detail on your behalf.

I am named as an Executor on a Will, but |l don't want
to do it. What can | do?

You can renounce probate. This means that you sign

a renunciation document and then you do not have

to take up the role of Executor. It takes effect from the
moment you sign it, and it will be lodged with the PAT in
the application for the Grant. \We can draft this for you.

It is really important to be aware that you are not permitted to renounce probate
if you have had any involvement with the administration of the estate already,
however small.

How can Buckingham Wills & Probate help with this
process?

If you have read this far, you will appreciate the large amount of work involved in
correctly administering someone’s estate. Record keeping is essential, care with
money and decisions must be taken, and paperwork must be completed and filed
accurately.
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Buckingham Wills & Probate specialise in
Administration of Estates. How can we help?

You might instruct us to take on specific tasks, such as locating the Will, checking
the validity of the Will, completing and filing the PA1 application and Inheritance
Tax return, or gathering in and accounting for the assets of the estate.

Alternatively, you might decide, along with any other PRs, that you would prefer
to instruct us to deal with the administration of the estate as a whole.

We offer four different service options, which are listed below.

Options & Costs

Option 1
Grant Only Service - Fixed Fee £1,200
Suitable for you if:-

You are the PR of an estate that does not need a full inheritance tax return and
you would like us to deal with the application for the Grant of Representation
after you have established a list of assets and values.

What's included in the fee:-
*  Meeting with you to confirm the value of the estate and collecting
documentation;
*  Completing the Return of Estate Information form IHT205;
* Completing the Probate Application form PAT;
*  Meeting with you to review the forms and obtain signatures;
e Submitting the grant application to the Court.

Option 2

Obtaining Estate Values and Applying for the Grant - Fixed Fee £1,995-
£2,750

Suitable for you if:-

You are the executor of an estate that does not need a full inheritance tax return
and you would like us to deal with obtaining a value for the estate, obtaining
information from each asset provider, bank and building society etc and dealing
with the application for the Grant of Representation.
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What's included in the fee:-

*  Meeting with you to collect a list of the assets to establish the extent of the
estate;

* Dealing with each asset provider and estate agent, if necessary, to obtain
the value of the estate;

*  Completing the Return of Estate Information form IHT205;

e Completing the Probate Application form PAT;

* Meeting with you to review the forms and obtain signatures;

*  Submitting the grant application to the Court.

Option 3
Grant Only Service - Fixed Fee £2,000
Suitable for you if:-

You are the executor of an estate that does need a full inheritance tax return and
you would like us to deal with the application for the Grant of Representation
after you have established a list of assets and values.

What's included in the fee:-

*  Meeting with you to confirm the value of the estate and collecting
documentation;

e Completing the Return of Estate Information form IHT400 and subsequent
forms;

* Completing the Probate Application form PAT;

* Meeting with you to review the forms and obtain signatures;

e Submitting the grant application to the Court.

Option 4
Obtaining Estate Values and Applying for the Grant - Fixed Fee £3,000-
£4,000

Suitable for you if:-

You are the executor of an estate that does need a full inheritance tax return
and you would like us to deal with obtaining a value for the estate, obtaining
information from each asset provider, bank and building society etc and dealing
with the application for the Grant of Representation.
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What's included in the fee:-

Meeting with you to collect a list of the assets to establish the extent of the
estate;

Dealing with each asset provider and estate agent, if necessary, to obtain
the value of the estate;

Completing the Return of Estate Information form IHT400 and subsequent
forms;

Completing the Probate Application form PAT;

Meeting with you to review the forms and obtain signatures;

Submitting the grant application to the Court.

Summary of the key steps in the Administration of an

Estate
O Registering death
U  Arranging and paying for funeral
O  Locating will and executors
O Identifying assets and liabilities, advertising in London Gazette for creditors
U Drawing up Estate Accounts, arranging valuation of the estate
U Completing IHT forms
U Completing PA1 application for Grant and all additional paperwork
U Applying and paying for the Grant of Representation
O Contacting every organisation holding assets of the deceased, sending
Grant and request to release assets
U Contacting creditors to request final bills etc
U Updating Estate Accounts on receipt of funds/assets
O Paying liabilities where proven
O Distribution of estate as set out Will or in accordance with Rules of Intestacy
O  Obtaining receipts from beneficiaries
U  Obtaining sign off of Estate Accounts by all PRs
U Retaining all records for 12 years

Call us now to see how we can help.
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Record of Decisions

Use the space provided below to keep a record of any key decisions that are made
during the administration process. It also helps to include a note on any payments
that have been made.
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; Buckingham Wills & Probate

Part of Bicester Wills Ltd

The Garage ¢ Castle Street * Buckingham « MK18 1BS

Buckingham Wills & Probate is part of Bicester Wills Ltd which was set
up in 2010 by Gail Church, who was an Independent Financial Adviser
for over 15 years. Gail now specialises in Will writing and estate planning
from offices in Crown Walk, Bicester; Castle Street, Buckingham and
covers the Brackley, Buckingham and Oxfordshire areas.

Buckingham Wills & Probate provides clients with an affordable Will
writing and estate planning service, and can also offer Inheritance Tax
planning advice, Lasting Powers of Attorney, Probate assistance and
Trusts. All services are on a fixed fee basis.

“My parents had funeral plans, and when my
Mum passed away not only did we not have
the financial burden of a funeral we had the
support of a very caring funeral service who
organised everything for us.”

“My mother had dementia before she died
and her account was frozen. If | hadn't the
money | would have had to cope with trying
to get her money released and deal with the
funeral. We decided to remove that problem
for our children and take out a Plan.”

Telephone: 01280 811201

website: www.buckinghamwillsandprobate.co.uk

e-mail: lesley@buckinghamwills.co.uk




