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When you need us… 
The death of a spouse, child, or loved one is 
both stressful and confusing. It is a difficult 
time emotionally. Plus, there are legal and 
financial issues to be dealt with—many right 
away. What’s more, the decisions you make 
regarding these issues could affect the rest of 
your life.

That’s why we encourage you to step back 
for a moment…

… gather your thoughts, organize your priorities, 
and look through the following material. This 
book has been designed to help you understand 
which actions you need to take immediately, and 
which can wait until you’ve had a little more time 
to consider your options.

It may be that your loved one made some prepara-
tions in advance of his or her death, and perhaps 
there are wishes he or she wanted you to carry out. 
If so, the material in this booklet will help you do 
so smoothly and efficiently. If no preparations were 
made, this booklet will help you understand the 
steps you will be expected to take—and when—as 
well as which steps you can delegate to others, such 
as friends, family members, your attorney, or other 
advisors you may have.

To help you organize financial information, this 
booklet offers income, asset and expenditure work-
sheets. In addition, to help you determine if you 
qualify for certain benefits, you will find sample 
letters you can send to creditors, Social Security, 
insurance companies and other organizations to 
which your loved one belonged. Finally, it outlines 
the different settlement options available to you as 
beneficiary of a life insurance policy and how to 
elect one or more of them. 

If, after looking through this material, you have 
questions, concerns or unanswered questions, we 
encourage you to contact your Financial Consul-
tant. He or she is trained to help you choose a 
course of action that will best suit your needs and 
desires.

Janney does not offer tax or legal advice. As such, 
we recommend that any conclusions that you may 
draw upon review of this material be reviewed by 
an attorney, tax authority or whoever you depend 
upon for legal and tax advice.

…we are here to help.
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While there are a number of concerns that 
will require your immediate attention in the 
coming days, taking care of your current 
needs should come first. As time permits, we 
recommend that you find a few quiet moments 
to deal with the following “priority issues.”

1. Determine your immediate cash flow needs
Probably the first step you will need to take is to 
determine how much money you will need to meet 
your ongoing living expenses. This is especially 
important if you relied on the deceased’s income, 
in whole or part, prior to his or her death. The 
Expense Worksheet on page 34 can help you bring 
this into better focus.

Because the circumstances surrounding the death 
of a loved one can be so distracting, it is not 
uncommon for people in your position to tempo-
rarily put off everyday activities, such as paying bills 
and maintaining the household. But your bills—as 
well as funeral and other final expenses—still need 
to be paid.

It is likely that the life insurance policy naming 
you as a beneficiary was designed to assist with 
these expenses during this difficult time. And 
while insurance proceeds should never be viewed 
as a “windfall,” they can certainly help provide the 
liquidity needed to help you to pay off debt, keep 
your bills current and maintain your credit rating 
and financial integrity.

2. Determine your ongoing sources of income
The next step, closely related to the first, should 
be to determine your ongoing sources of in-
come. Some income sources may terminate or be 
reduced following the death of an eligible indi-
vidual, including income from company pensions, 
Social Security and annuities. It is possible that 
the life insurance proceeds left to you by your 
loved one were intended to make up this potential 
shortfall. If that is the case, completing the above 
step can help you determine how much of an 
income you will require.

•	What are some potential sources of income?
−− Income you earn from a job
−− Social Security—yours or the deceased’s
−− Pension benefits—either your own or ongo-
ing payments from the deceased’s former 
employer

−− Income from a trust
−− Annuities
−− Life Insurance proceeds
−− Earnings from your investment securities

The Income Worksheet on page 35 can help you 
calculate how much monthly income you can 
expect to receive from any or a combination of the 
above sources. This, in turn, can help you deter-
mine how to make the best use of the proceeds 
from your loved one’s insurance policy.

3. Inform the deceased’s employer, clubs and 
other organizations
Among the first steps you will need to take is to 
contact the deceased’s employer, as well as any 
clubs or other organizations to which he or she be-
longed. It is possible there are company-sponsored 
life, medical, retirement, or workers compensa-
tion benefits to which you or another beneficiary 
may be entitled. You may also want to contact any 
credit card companies where your loved one did 
business, since many of these provide automatic 
benefits to families following the death of a card 
member. The sample letters on pages 14 to 15 can 
be used to begin this process.
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Where to Begin? continued

4. Contact your bank and other financial institutions
If you and the deceased shared joint bank ac-
counts, you may be temporarily unable to draw 
funds from these accounts until your bank has re-
ceived clearance from state tax authorities. Should 
this be necessary, it shouldn’t take more than a 
few hours. However, be aware that some banks will 
stop payment on checks following publication of a 
death notice. Getting these bank accounts released 
to your name will help you to maintain your credit, 
allow you access to your financial resources and let 
you know where you stand.

5. Gather important documents 
Another important step is to gather your impor-
tant papers and documents, including copies of 
the deceased’s will, any insurance policies that 
he or she may have owned, birth, marriage and 
death certificates, and copies of real estate deeds. 
If circumstances prevent you from obtaining these 
documents, your attorney, a relative, or a friend, 
can generally pick them up for you.

Initially, the most important document you will 
need is a certified copy of the deceased’s death 
certificate. For the sake of convenience, you may 
want to obtain several certified copies, since many 
benefit providers will not accept faxes or photo-
copies. You (or your attorney or funeral director) 
can purchase these from the City or Town Clerk, 
or the Registrar’s office of the city, town or county 
where the death occurred. To locate and contact 
municipal offices that can provide you with the 
information you need, refer to the Blue Pages of 
your local telephone directory.

6. Contact an attorney
During the probate process, you may have legal 
and personal questions about matters like claim-
ing benefits. If you have been named executor of 
the will, you may also need some guidance on how 
to carry out its directives. An attorney who special-
izes in probate or estate law will probably be your 
best source of advice in these matters. If you do 
not have an attorney, you may want to ask a close 
friend, business associate, or trusted advisor to 
recommend one.

7. Don’t feel pressured
Lastly, don’t make any decisions or pay any bills 
you don’t fully understand. Unfortunately, widows 
and widowers are often the targets of con artists 
attempting to deliver or collect on a product or 
service that was allegedly ordered or purchased by 
the deceased prior to death. Until you are certain 
that a transaction is legitimate, you are under no 
obligation to make payment or accept delivery.
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Long-term Issues

Once you’ve taken care of the priority 
issues outlined above, there are a number 
of additional issues you will want to address, 
many of which have long-term ramifications. 
Probably the most important of these will be 
evaluating your current financial situation. 
The worksheets at the end of this booklet have 
been designed to help you do that.

Identify your existing financial assets
Your financial assets include the various accounts 
in which you and/or the deceased either saved 
money or prepared for contingencies like sickness, 
disability or death. Generally these include:

•	Bank accounts
•	Investments
•	Life insurance
•	Trusts
•	Retirement plans
•	Real estate
•	Accounts receivable
•	Personal valuables (jewelry, antiques, collect-

ibles, precious metals, etc.).

You can use the worksheets on pages 16 to 24 to 
record pertinent information relating to each ac-
count. In addition to helping you organize your 
assets, they will provide a good “snapshot” of where 
you stand financially. If necessary, make additional 
copies of each worksheet, keep them together and 
put them someplace that is easily accessible. 

Identify your current liabilities
Your current liabilities include the various ac-
counts which you and/or the deceased used to 
finance or purchase products and services—in 
other words, your ongoing expenses and existing 
debt. Generally these include:

•	Household bills (utilities, insurance premiums, 
etc.)

•	Property taxes
•	Credit cards
•	Personal loans
•	Automobile loans
•	Charitable contributions
•	Mortgage payments

Use the worksheets on pages 25 to 33 to record 
pertinent information relating to each account.

Again, make additional copies and keep them 
together for easy reference.

Identify your ongoing monthly living expenses
Once you’ve determined your immediate cash-flow 
needs and addressed the various issues surround-
ing your loved one’s death, you’ll want to take a 
more detailed look at how much money you will 
need going forward to meet your monthly obliga-
tions and keep your financial house in order. The 
Expense Worksheet on page 34 should give you a 
good handle on what it will cost to maintain your 
household in the months ahead.
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Long-term Issues, continued

Change titles of ownership
Once your bank account and any other accounts 
that you and the deceased shared have been 
released from joint status, it may be a good idea 
to change the titles of ownership into your name 
alone or jointly with another person who may need 
access to your accounts in case of your incapacity. 
This has legal and tax implications and the use of 
a Power of Attorney, general or limited, may be a 
safer way to better accomplish the goal. Since the 
rules and regulations governing this procedure 
vary from state to state and because there are such 
broad implications, you should check with your 
attorney for information pertaining to the state in 
which you live.

Review your personal insurance coverage
You may also want to review your own life insur-
ance program at this time in order to make sure 
your beneficiary designations are current and 
that your loved ones are protected. Your Janney 
Financial Consultant can help you establish a new 
insurance plan, one that addresses your personal 
and financial situation and helps you to accom-
plish your financial objectives.

Make out a new will
One of the most important things you’ll need to 
address is your will. If the deceased is named as 
beneficiary or heir in your current will, you will 
want to amend it to reflect the changes that have 
occurred. As time permits, obtain legal advice 
from your attorney about wills, trusts and other 
measures you can take to preserve your estate and 
pass it on to your beneficiaries smoothly, and with 
as few tax consequences as possible. Other key top-
ics that you may wish to discuss with your attorney 
might include Durable Powers of Attorney, Health-
care Powers of Attorney and a Living Will/Advance 
Medical Directives. Your Janney Financial Consul-
tant can help to advise you on implementing some 
of these solutions, but you will need an attorney to 
help you draft a new will or amend your healthcare 
and trust documents. 

Ask for assistance
Finally, though there may be many well-inten-
tioned people offering you advice on how to 
manage your insurance proceeds, the decisions 
that you make may ultimately affect the rest of 
your life. So you want to be very careful. Janney’s 
Wealth Planning Team can help you make deci-
sions by constructing a plan best suited to your 
needs. To find out more of how Janney can help 
you, please ask your Financial Consultant.
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Contacting Potential Sources of Benefits

As noted earlier, many organizations may provide 
death benefits to members and their families. If 
the deceased was your spouse, parent, or child and 
belonged to any clubs or fraternal organizations, or 
if he or she served in the military or worked for the 
federal government, you may be entitled to some 
of these benefits. Many employers also provide 
benefits that carry over to the families of deceased 
employees, and it is possible that these benefits may 
be enhanced if the cause of death was accidental. 
As a starting point, please review the following 
list. Then check with your attorney to determine 
whether you qualify for these or other benefits.

Employer
If the deceased was still employed at the time of his 
or her death, you will want to contact the employer 
to determine whether there are any group life, 
medical, disability or workers compensation ben-
efits to which you are entitled. You also should ask 
about other benefits or income sources, including:

•	Unpaid salary or commissions 
•	As-yet uncollected reimbursements
•	Pension contributions 
•	Profit sharing balances
•	Credit union balances 
•	Incentive awards 
•	Accrued sick and vacation pay

When you speak with the employer (or their ben-
efits representative), ask whether the company’s 
health plan will continue to cover you and any 
family members. Also, ask if there is an option 
to convert any such benefits to personal cover-
age. Even if the deceased was retired, if he or she 
worked for the employer for a number of years, you 
and your family may qualify for certain benefits.

Life Insurance
More likely than not, as beneficiary of a life insur-
ance policy, you will receive the proceeds free from 
the probate process and income taxes. The pro-
ceeds may not, however, be free from estate taxes. 
That doesn’t mean you shouldn’t use them to pay 
off debt or meet your monthly living expenses, but 
you should keep in mind that, unless the deceased 

named you or someone else as owner of the policy, 
the face amount of coverage (the “death benefit”) 
will be included as part of his or her Federal tax-
able estate. That taxable estate may have Federal 
taxes owed on it, and you may need to provide the 
liquidity the estate will need to settle its expenses, 
including taxes.

Before you receive policy benefits, you will be 
asked to select a “settlement option.” Settlement 
options are simply methods for receiving the 
proceeds from the policy. Different options are 
available, ranging from a lump-sum payment to 
payments stretched out over a specified period 
of time. Selecting the right settlement option is 
important. Your Janney Financial Consultant will 
be happy to review your options with you, and as 
always, you are encouraged to seek advice from 
your tax advisor and/or attorney. 

Note: It is possible that the deceased owned a 
whole life insurance policy for years, only to let it 
“lapse” when the coverage it provided was no lon-
ger required. If this is the case, you may still qualify 
for benefits under the policy’s reduced “paid up” 
or “extended term” insurance options. Your Janney 
Financial Consultant will be happy to review these 
options with you. 

Social Security & Railroad Benefits
If the deceased paid into the Social Security sys-
tem, a spouse may be eligible for the following: full 
benefits at full retirement age; reduced benefits 
as early as age 60; a lump-sum benefit; or ongoing 
monthly income benefits for children under 19. 
There may be additional benefits available for chil-
dren (minors, which can include natural children, 
step children, grandchildren or adopted children, 
as well as disabled adult children) of the deceased 
worker’s Social Security benefits. However, these 
are not initiated automatically. You must apply for 
them, and any delay on your part could result in a 
loss of some or all of the benefits to which you may 
be entitled. To determine which benefits, if any, you 
qualify for (and to obtain the forms you will need 
to apply for them) make an appointment with your 
nearest Social Security office as soon as possible.
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Contacting Potential Sources of Benefits, continued

If the deceased worked for a railroad for 10 years 
or more, you may be eligible for Railroad Retire-
ment benefits instead of Social Security. Your 
nearest Social Security office can also give you 
more information on this.

Government Employee
If the deceased was employed by the federal gov-
ernment, you and your children may be eligible 
for benefits like group insurance, a pension plan 
and medical insurance from the Civil Service 
Commission.

Local and state governments also provide benefits 
to survivors of employees. For more information 
on these, you will need to contact your state and 
local agencies. In all cases, you will need to enclose 
a certified copy of the death certificate before ben-
efits will be paid.

Veterans’ Benefits
If the deceased was a member of the armed forces, 
it is possible that funeral expenses, as well as a 
cash allowance for the purchase of a headstone, 
will be provided by the Veterans Administration 
(VA). There may also be additional death benefits 
available, depending upon the circumstances. Also 
worth noting is that in the event of the death of 
a spouse, the surviving spouse may be entitled to 
benefits that were not available to the deceased 
person themselves during their lifetime. The VA 
will require a number of forms and documents 
before making these benefits available. You can 
contact the VA, as well as obtain addresses and 
information, online at www.va.gov or by calling the 
VA’s Survivors’ Call Center at 800–749–8387.

Memberships
If the deceased was a member of a union, profes-
sional or trade association, service organization, 
automobile club, fraternity, sorority or alumni 
association, you may be eligible for benefits that 
include group life insurance, pension plans and 
medical benefits. Some credit card companies 
also offer these benefits. Many organizations will 
return any unused portion of a member’s dues fol-
lowing his or her death, and some set aside special 
funds for the families of deceased members. If 

you’re unsure whether these benefits are avail-
able, ask your attorney to look over the deceased’s 
membership papers with you.

Settling the Estate
Trusts
A trust is a legal agreement or entity that is set up 
to manage or invest assets for one or more ben-
eficiaries. Trusts can be set up at any time. The 
deceased may have created a trust while he or she 
was alive; he or she may have stipulated the cre-
ation of a trust to take effect upon death; or you 
may want to create a trust to manage any insurance 
proceeds or assets received from the estate of the 
deceased. Certain types of trusts may be generally 
used to reduce or eliminate taxes, control assets 
and/or provide for individuals who may be un-
able to manage their own finances. Other types of 
trusts, such as Living Revocable Trusts, were de-
signed while the deceased was alive to serve other 
purposes after they are gone; such as appointing 
individuals to manage assets and property, provide 
for the needs of minors and those incapable of 
managing the assets themselves, and to avoid pro-
bate and eliminate delays in property distribution. 
If you have questions about an existing trust, the 
different kinds of trusts available to you, or about 
establishing a trust for yourself, contact an attorney 
or your Financial Consultant. He or she can help 
answer your questions.

Estate taxes are generally due when the value of a 
deceased’s estate exceeds the current amount ex-
empt from Federal Estate Tax. Married individuals, 
as long as both are U.S. citizens, may avoid estate 
taxes altogether by leaving their assets to their 
spouse—a section of tax law called the “unlimited 
marital deduction.” However, estate taxes will be 
due when the surviving spouse dies. All estates can 
benefit from a regular review of your plans, your 
testamentary documents (such as your will and any 
trust documents), and your current beneficiary 
designations. Please contact your Janney Financial 
Consultant to arrange for us to review your plans.
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Contacting Potential Sources of Benefits, continued

Some states may levy an “inheritance” tax on 
non-spousal beneficiaries, with percentages and 
exemptions based on your relationship to the 
deceased. If you’re not familiar with the tax laws in 
your state, ask your attorney or a trust officer for 
up-to-date information. Your Financial Consultant 
can also show you ways to reduce or eliminate the 
amount of estate taxes that your beneficiaries will 
have to pay.

What if there is no will?
If your loved one died without leaving a will 
(“intestate”), the distribution of his or her estate 
will depend upon the probate laws of the state in 
which he or she lived. If you are in this situation, 
you may find this to be a lengthy and expensive 
process which could result in some unpleasant 
and unfortunate surprises. For example, depend-
ing on the state in which you live, you may only be 
entitled to a portion of your loved one’s estate. If 
he or she has children who are still living, you may 
be forced to split the estate with them equally — 
even if doing so runs contrary to your loved one’s 
wishes. Other states allow you to inherit everything 
with no provision made for children — again, 
regardless of what the deceased may have wanted. 
If you are unsure of the laws of your state, ask your 
attorney to review them with you.

Probate
Probate is the legal process that you and/or your 
attorney will need to initiate to authenticate (or, 
“prove”) the deceased’s will. Probate authorizes 
the executor of a will to dispose of it according 
to the deceased’s wishes, as well as pay taxes and 
other debts out of estate assets. Everything that 
is transferred from the deceased to a beneficiary 
through a will is subject to probate. Some assets, 
such as retirement plans, insurance and annuity 
accounts, may allow a beneficiary to be designated 
and thereby avoid probate. However, if these assets 
are not assigned a specific beneficiary (or benefi-
ciaries), their assets will be included in the probate 
process, which may take nine months or longer to 
complete, depending upon the complexities of the 
estate. If the size of the deceased’s estate is small 
and there are no creditors, some states allow for 

an expedited probate process. In many cases, it is 
helpful to have a probate attorney ensure that the 
estate is properly settled.

Notice of your loved one’s death must be given 
to creditors, who are then entitled to a certain 
period of time to make claims. This period varies 
from state to state, but be prepared to wait several 
months for all existing claims to be filed. Your at-
torney may advise you not to pay any claims until 
you are certain that the claims are legitimate and 
there are sufficient funds to cover them.

Some assets avoid probate, including life insur-
ance and annuity benefits when paid directly 
to a beneficiary, as well as anything you held 
jointly with rights of survivorship, including bank 
accounts, investments and real estate. Assets 
distributed from a living trust also avoid probate. 
If you’re uncertain about what is and isn’t subject 
to probate, ask your executor or an attorney who 
specializes in probate law.

If it is determined that the deceased’s estate is 
subject to estate taxes, the tax generally must be 
paid, in cash, within nine months following death. 
Taking time to inventory the deceased’s assets and 
liabilities will help you determine the value of the 
estate, and how best to allocate your insurance 
proceeds. Janney’s Wealth Planning Department is 
available to help with this process. Please ask your 
Financial Consultant for details on how to create a 
Financial and Estate Plan. 

Qualified Disclaimers:
A special consideration that warrants discussion is 
whether or not you wish to accept the assets that 
are being left to you. A disclaimer is an irrevocable 
and unqualified refusal to accept ownership of an 
interest in property. Some of the circumstances 
in which this may be advisable include avoidance 
of taxes in association with gifts, renunciation of 
assets to cause them to pass to grandchildren for 
generation skipping transfer situations, and equal-
izing of estates. You do have the ability to refuse to 
accept property so long as your disclaimer of this 
property is qualified under the Tax Code. How-
ever, in order to qualify, the disclaimant (which 
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may be you) cannot have accepted interest in the 
property disclaimed or any of its benefits. Any 
acceptance is considered ownership and would 
disqualify the disclaimer.

This is an area in which care should be taken not 
to accidently disqualify a disclaimer. If it is possible 
that you may disclaim property from an estate, you 
need to consult legal advice to prevent losing the 
use of this powerful estate planning tool.
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Commonly Asked Questions and Answers

Q: My spouse let his or her whole life insurance 
policy lapse several years ago, but we paid premiums 
on it for many years. Could there still be coverage?

A: There may be. Most whole life insurance con-
tracts have non-forfeiture provisions that are 
triggered when the policyholder stops paying pre-
miums prior to the maturity of the contract. The 
two most common provisions are “reduced paid-
up” death benefits and “extended term” insurance. 
Reduced paid-up coverage is the amount of life 
insurance that can be purchased using the net cash 
value available in the policy on the day of default. 
Extended term coverage keeps the policy in force 
temporarily as term insurance. The death benefit 
will depend on the net cash value of the policy on 
the day of default.

Q: What kind of Social Security benefits do I qualify 
for, and when can I receive them? 

A: Depending upon the year you were born and 
your work status, you’ll most likely qualify for 
Social Security benefits sometime between your 
65 and 67. You can also collect a reduced amount 
of benefit beginning at age 62. When your spouse 
dies, you may be entitled to his or her benefits, 
though the exact amount you receive will depend 
upon your age. If divorced, you still may be en-
titled to a portion of your former spouse’s benefits.

Q: My spouse died without a will, but it was his or 
her intention to leave everything to me. How do I 
make certain that his or her wishes are carried out?

A: Unfortunately, if your spouse died without a 
will, the disposition of his or her estate will be 
governed by the laws of the state in which he or 
she lived. Some states divide a deceased’s assets 
equally between the surviving spouse and any chil-
dren. Other states make no provision for children. 
Administering the estate of an individual who has 
died without a will can be costly and time-consum-
ing, and may not ultimately reflect the final wishes 
of the deceased. To this end, the importance of 
drafting a will cannot be overstated.

Q: I was covered under my spouse’s group health 
insurance plan. Will that coverage continue?

A: This depends upon the type of coverage the 
employer was providing and, in some cases, on the 
size of the employer. The employer or its benefits 
administrator can provide you with details about 
continuation of coverage. Your Janney Financial 
Consultant can also help you obtain this informa-
tion.

Settling the affairs of a loved one can be difficult, 
stressful and time-consuming

Our goal in preparing this handbook has been to 
help make that process a little easier and more 
orderly. Now that the process is under way, we’d 
like to continue our relationship with you by pro-
viding answers, assistance and access to the quality 
products and services you’ve come to expect from 
Janney.

Our commitment is helping our clients and their 
families to pursue their personal and financial 
objectives. Our associates and home office staff are 
always ready to answer your questions, help you to 
plan for the future and help you to protect your 
family, business, and loved ones against loss.

We offer access to a wide range of financial and 
insurance products. In addition, our superior re-
search teams, Wealth Management specialists and 
Financial Consultants are trained in various aspects 
of the business and can help you to accomplish 
your financial objectives now and provide for the 
future of your loved ones. 

We hope that you will take advantage of the many 
services Janney can provide for you. We look for-
ward to helping you with your future needs.



A p p e n d i c e s
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Checklist of important documents and actions

 To Do	 Date Completed

 Obtain copies of the last will and testament of the deceased	   /    /

 Obtain copies of the death certificate	   /    /

 Obtain the deceased’s Social Security number	   /    /

 Gather all insurance policy(s)/certificates	   /    /

 Obtain copies of:	   /    /

	  Survivors’ birth certificates	   /    /

	  Marriage license	   /    /

	  Trust agreement(s)	   /    /

	  Divorce decree	   /    /

	  Business agreement(s)	   /    /

	  Banking records	   /    /

	  Stocks, bonds, and/or certificates	   /    /

	  Accounts payable and receivable	   /    /

	  Income tax return(s)	   /    /

	  W-2 forms	   /    /

	  Other records of earnings	   /    /

	  Real estate deeds	   /    /

	  Military discharge papers	   /    /

	  Veterans Administration claim numbers	   /    /

	  Installment loan booklets	   /    /

	  Credit card numbers	   /    /

	  Automobile registration	   /    /

	  Service contracts	   /    /

	  Membership cards	   /    /

 Complete financial worksheets	   /    /

 Contact deceased’s employer	   /    /

 Contact bank	   /    /

 Contact Social Security	   /    /

 Contact insurance company(s)	   /    /

 Contact clubs and organizations	   /    /

 Transfer accounts/credit cards to own name	   /    /
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To the deceased’s employer

Attention: Human Resources/Benefits Depart-
ment

To Whom it May Concern:

My husband/wife, [Name], who was an employee 
of your company, died on {date].

Would you kindly forward me information about 
any benefits, such as group life, pension funds, 
retirement plans, accrued vacation or sick time, 
disability pay, terminal pay allowance, gratuity 
payments, unpaid commissions, bonuses, expense 
reimbursements or other benefits for which 
[Name] may have qualified?

Would you also let me know if there are supporting 
documents you may need, or forms that I am re-
quired to submit, in order to collect these benefits?

Thank you for your immediate attention to this 
matter.

Sincerely,

To Social Security

To Whom it May Concern:

My husband/wife, [Name], died on [date].

I would like to schedule a meeting with a represen-
tative to discuss filing a claim for any benefits that 
may be due to me and my family. I would prefer 
to meet on [date and time]. If that is not possible, 
please contact me at your earliest convenience 
to schedule an appointment. Also, please let me 
know what records you will need in order to pro-
cess payment of benefits (for example, birth and 
death certificates, marriage license, Social Security 
numbers, etc.) 

Thank you for your prompt attention to this re-
quest. I look forward to hearing from you. 

Sincerely,

Sample letters
Use the following sample letters to apply for benefits, or to determine whether you qualify. Your letter should be brief and to the point.
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Sample letters
Use the following sample letters to apply for benefits, or to determine whether you qualify. Your letter should be brief and to the point.

To the insurance company

Re: Policy number 0000000

To Whom it May Concern:

Please be advised that my husband/wife, [Name], 
insured under the above policy number, died on 
[date].

As the policy beneficiary, I request that you for-
ward claim forms and instructions to me at your 
earliest convenience. I would also like to exercise 
my rights to select a settlement option.

Please find attached a certified copy of the in-
sured’s death certificate, dated [date]. Please also 
search your files for any other policies or accounts 
[name] may have had with your company.

Thank you for your immediate attention to this 
matter.

Sincerely,

To credit card companies & other organizations

Attention: Member Services / Customer Service

To Whom it May Concern:

My husband/wife, [Name], [a member of your 
organization] or [owner of credit card number 
000-000-000], died on [date].

Would you kindly forward me information about 
any benefits, such as group life, annuity, disability, 
accident, or other benefits available to [members] 
[card members] for which [Name] may have quali-
fied?

Would you also let me know if there are support-
ing documents you need, or forms I am required 
to submit, in order to collect these benefits?

Thank you for your immediate attention to this 
matter.

Sincerely,
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Asset Worksheet

Bank Accounts

Name of bank 	 Account number 

Address 

Telephone 	 Name of contact 

Type of account*	 Current balance  $

 

 

Name of bank 	 Account number 

Address 

Telephone 	 Name of contact 

Type of account*	 Current balance  $

 

 

Name of bank 	 Account number 

Address 

Telephone 	 Name of contact 

Type of account*	 Current balance  $

 

 

Name of bank 	 Account number 

Address 

Telephone 	 Name of contact 

Type of account*	 Current balance  $

* Checking, savings, money market, joint, individual, joint and survivor, IRA.
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Asset Worksheet

Investments

Type of investment	 Broker or Company

Address

Telephone number	 Contact

Where are shares/certificates held?

Account number	 Approximate value

Original investment date	 Amount originally invested

How are dividends/earnings dispersed?  

 Reinvested     Paid in cash     Re-invested elsewhere     Other

Type of investment	 Broker or Company

Address

Telephone number	 Contact

Where are shares/certificates held?

Account number	 Approximate value

Original investment date	 Amount originally invested

How are dividends/earnings dispersed?  

 Reinvested     Paid in cash     Re-invested elsewhere     Other

Type of investment	 Broker or Company

Address

Telephone number	 Contact

Where are shares/certificates held?

Account number	 Approximate value

Original investment date	 Amount originally invested

How are dividends/earnings dispersed?  

 Reinvested     Paid in cash     Re-invested elsewhere     Other

Total Investments	 $
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Asset Worksheet

Life Insurance

Company

Address

Policy number	 Death benefit  $

Policy owner	 Type of coverage*

Premium mode** and amount	 Policy date

Current cash value	 Amount of any policy loans

Agent/Broker	 Telephone

Beneficiary	 Location of policy

Riders or special provisions***

Company

Address

Policy number	 Death benefit  $

Policy owner	 Type of coverage*

Premium mode** and amount	 Policy date

Current cash value	 Amount of any policy loans	

Agent/Broker 	 Telephone	

Beneficiary	 Location of policy	

Riders or special provisions***

Total Life Insurance	 $

* Individual whole life, term, universal, paid up, single premium, group 
** Annual, semi-annual, quarterly, monthly, check-o-matic 
*** Waiver or premium, long-term care, “other insured” riders, other
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Asset Worksheet

Trusts

Grantor	 Trustee

Beneficiary(ies)

Date of trust   /    /	 Amount

Type of trust

Location of funds and/or documents

Contact	 Telephone

Purpose of trust

Grantor	 Trustee

Beneficiary(ies)

Date of trust   /    /	 Amount

Type of trust

Location of funds and/or documents

Contact	 Telephone

Purpose of trust

Grantor	 Trustee

Beneficiary(ies)

Date of trust   /    /	 Amount

Type of trust

Location of funds and/or documents

Contact	 Telephone

Purpose of trust

Total Trusts	 $



W e a lt h  M a n a g e m e n t  at  J a n n e y20

Grantor	 Trustee	

Company

Address

Trustee or Benefits Director	 Telephone

Broker or Money Manager	 Telephone

Type of plan	 Account number

Approximate value  $	 Payout provisions**  $

Grantor	 Trustee	

Company

Address

Trustee or Benefits Director	 Telephone

Broker or Money Manager	 Telephone

Type of plan	 Account number

Approximate value  $	 Payout provisions**  $

Grantor	 Trustee	

Company

Address

Trustee or Benefits Director	 Telephone

Broker or Money Manager	 Telephone

Type of plan	 Account number

Approximate value  $	 Payout provisions**  $

Total Retirements Plans	 $

Asset Worksheet

Retirement plans

**Lump sum, annuity, lifetime, joint and full survivorship, period certain, other
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Asset Worksheet

Real Estate

Type of property*

Date purchased    /    / 

Approximate value  $	 Original value  $

Address or description

Disposition at death

Type of property*

Date purchased    /    / 

Approximate value  $	 Original value  $

Address or description

Disposition at death

Type of property*

Date purchased    /    / 

Approximate value  $	 Original value  $

Address or description

Disposition at death

Type of property*

Date purchased    /    / 

Approximate value  $	 Original value  $

Address or description

Disposition at death

Type of property*

Date purchased    /    / 

Approximate value  $	 Original value  $

Address or description

Disposition at death

Total Real Estate	 $

*Primary home, vacation home, land, business property, other
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Asset Worksheet

Accounts Receivable

Type of account*	 Amount of loan  $

Name of debtor	 Telephone

Address

Account number (if any)

Date of loan    /    / 	 Payment frequency

Collateral (if any)

Location of loan documents

Interest rate	 Current loan payoff amount  $

Type of account*	 Amount of loan  $

Name of debtor	 Telephone

Address

Account number (if any)

Date of loan    /    / 	 Payment frequency

Collateral (if any)

Location of loan documents

Interest rate	 Current loan payoff amount  $

Type of account*	 Amount of loan  $

Name of debtor	 Telephone

Address

Account number (if any)

Date of loan    /    / 	 Payment frequency

Collateral (if any)

Location of loan documents

Interest rate	 Current loan payoff amount  $

Total Accounts Receivable	 $

*Personal loan, student loan, auto loan, business or family loan, other
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Asset Worksheet

Personal Valuables and Other Assets

Type	 Approximate value	 Original cost

	 $	 $

	 $	 $

	 $	 $

	 $	 $

	 $	 $

	 $	 $

	 $	 $

	 $	 $

	 $	 $

Total Personal Valuables	 $	 $

If insured, name of company

Address

Contact	 Telephone

Type 	 Approximate value

	 $

	 $

	 $

	 $

	 $

	 $

	 $

	 $

	 $

	 $

	 $

Total Other Assets	 $
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Asset Worksheet

Total Assets

Bank Accounts	 $

Investments	 $

Life Insurance Proceeds	 $

Trusts	 $

Retirement Plans	 $

Real Estate	 $

Accounts Receivable	 $

Personal Valuables	 $

Other Assets	 $

Total worth	 $
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Liabilities Worksheet

Household bills (utilities, insurance premiums, etc.)

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number
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Liabilities Worksheet

Household bills, continued

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number

Creditor (type of bill) 

Address

Contact

Telephone

Average amount of bill  $	 Bill frequency

Date due    /    / 	 Account number
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Liabilities Worksheet

Credit Cards

Credit card company	 Account number

Address

Expiration date    /    /  	 Issued to (name)

Current balance  $	 Monthly payment  $

Date due    /    / 

Individual(s) authorized to sign

Credit card company	 Account number

Address

Expiration date    /    /  	 Issued to (name)

Current balance  $	 Monthly payment  $

Date due    /    / 

Individual(s) authorized to sign

Credit card company	 Account number

Address

Expiration date    /    /  	 Issued to (name)

Current balance  $	 Monthly payment  $

Date due    /    / 

Individual(s) authorized to sign

Credit card company	 Account number

Address

Expiration date    /    /  	 Issued to (name)

Current balance  $	 Monthly payment  $

Date due    /    / 

Individual(s) authorized to sign

Credit card company	 Account number

Address

Expiration date    /    /  	 Issued to (name)

Current balance  $	 Monthly payment  $

Date due    /    / 

Individual(s) authorized to sign
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Name of bank/lienholder

Address

Contact	 Telephone

Account number	 Current balance  $

Payment amount  $	 Frequency

Date due    /    /	 Vehicle make & model

Name of bank/lienholder

Address

Contact	 Telephone

Account number	 Current balance  $

Payment amount  $	 Frequency

Date due    /    /	 Vehicle make & model

Name of bank/lienholder

Address

Contact	 Telephone

Account number	 Current balance  $

Payment amount  $	 Frequency

Date due    /    /	 Vehicle make & model

Name of bank/lienholder

Address

Contact	 Telephone

Account number	 Current balance  $

Payment amount  $	 Frequency

Date due    /    /	 Vehicle make & model

Name of bank/lienholder

Address

Contact	 Telephone

Account number	 Current balance  $

Payment amount  $	 Frequency

Date due    /    /	 Vehicle make & model

Liabilities Worksheet

Vehicle Loans
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Liabilities Worksheet

Mortgage Payments

Name of bank/mortgage company

Address

Contact	 Telephone

Account number  	 Current balance  $

Interest rate                     %	 Payment amount	

Frequency	 Date due    /    /	

Type of property

Property address

Name of bank/mortgage company

Address

Contact	 Telephone

Account number  	 Current balance  $

Interest rate                     %	 Payment amount	

Frequency	 Date due    /    /	

Type of property

Property address

Name of bank/mortgage company

Address

Contact	 Telephone

Account number  	 Current balance  $

Interest rate                     %	 Payment amount	

Frequency	 Date due    /    /	

Type of property

Property address
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Liabilities Worksheet

Property Taxes

Subject property

Property address

Taxing authority

Address of taxing authority

Contact	 Telephone

Account number	 Date due    /    /

Amount of payment  $	 Frequency

Homestead exemption     Yes     No

Subject property

Property address

Taxing authority

Address of taxing authority

Contact	 Telephone

Account number	 Date due    /    /

Amount of payment  $	 Frequency

Homestead exemption     Yes     No

Subject property

Property address

Taxing authority

Address of taxing authority

Contact	 Telephone

Account number	 Date due    /    /

Amount of payment  $	 Frequency

Homestead exemption     Yes     No
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Liabilities Worksheet

Personal Loans

Purpose of loan

Creditor

Address

Contact	 Telephone

Account number	 Interest rate                     %

Original loan amount  $	 Current balance  $

Amount of payment  $

Frequency	 Date due    /    /

Cosigner name (if any)

Collateral (if any)

Purpose of loan

Creditor

Address

Contact	 Telephone

Account number	 Interest rate                     %

Original loan amount  $	 Current balance  $

Amount of payment  $

Frequency	 Date due    /    /

Cosigner name (if any)

Collateral (if any)

Purpose of loan

Creditor

Address

Contact	 Telephone

Account number	 Interest rate                     %

Original loan amount  $	 Current balance  $

Amount of payment  $

Frequency	 Date due    /    /

Cosigner name (if any)

Collateral (if any)
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Liabilities Worksheet

Charitable Contributions

Name of charity

Address

Contact	 Telephone

Amount of contribution  $	 Frequency

Purpose of charitable contribution

Name of charity

Address

Contact	 Telephone

Amount of contribution  $	 Frequency

Purpose of charitable contribution

Name of charity

Address

Contact	 Telephone

Amount of contribution  $	 Frequency

Purpose of charitable contribution

Name of charity

Address

Contact	 Telephone

Amount of contribution  $	 Frequency

Purpose of charitable contribution

Name of charity

Address

Contact	 Telephone

Amount of contribution  $	 Frequency

Purpose of charitable contribution
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Liabilities Worksheet

Other Liabilities

Type of debt

Name of creditor/payee

Address

Contact	 Telephone

Account number

Current balance  $	 Amount of payment $ 

Frequency	 Date due    /    /

Type of debt

Name of creditor/payee

Address

Contact	 Telephone

Account number

Current balance  $	 Amount of payment $ 

Frequency	 Date due    /    /

Type of debt

Name of creditor/payee

Address

Contact	 Telephone

Account number

Current balance  $	 Amount of payment $ 

Frequency	 Date due    /    /

Type of debt

Name of creditor/payee

Address

Contact	 Telephone

Account number

Current balance  $	 Amount of payment $ 

Frequency	 Date due    /    /
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Expense Worksheet

Expense	 Fixed or Variable	 Monthly Payment	 Total Annual Cost

Home mortgage	  Fixed     Variable	 $	 $

Property taxes	  Fixed     Variable	 $	 $

Utilities (Heat)	  Fixed     Variable	 $	 $

Telephone	  Fixed     Variable	 $	 $

Electric	  Fixed     Variable	 $	 $

Cable/Satellite TV 	  Fixed     Variable	 $	 $

Homeowners insurance	  Fixed     Variable	 $	 $

Auto insurance	  Fixed     Variable	 $	 $

Life insurance	  Fixed     Variable	 $	 $

Health insurance	  Fixed     Variable	 $	 $

Income taxes	  Fixed     Variable	 $	 $

Social Security taxes	  Fixed     Variable	 $	 $

Car payment	  Fixed     Variable	 $	 $

Gasoline	  Fixed     Variable	 $	 $

Car repair	  Fixed     Variable	 $	 $

Credit card payment	  Fixed     Variable	 $	 $

Credit card payment	  Fixed     Variable	 $	 $

Credit card payment	  Fixed     Variable	 $	 $

Child care	  Fixed     Variable	 $	 $

Retirement plan	  Fixed     Variable	 $	 $

Investments	  Fixed     Variable	 $	 $

Vacation savings	  Fixed     Variable	 $	 $

Membership dues	  Fixed     Variable	 $	 $

Educational expenses	  Fixed     Variable	 $	 $

Personal loan	  Fixed     Variable	 $	 $

Groceries	  Fixed     Variable	 $	 $

Church/Charity	  Fixed     Variable	 $	 $

Clothing	  Fixed     Variable	 $	 $

	  Fixed     Variable	 $	 $

	  Fixed     Variable	 $	 $

	  Fixed     Variable	 $	 $

Total Expenses		  $	 $
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Income Worksheet

Income Source	 Fixed or Variable	 Monthly Earnings	 Annual Earnings

Ongoing employment 	  Fixed     Variable	 $	 $

Social Security	  Fixed     Variable	 $	 $

Company pension	  Fixed     Variable	 $	 $

Income from a trust	  Fixed     Variable	 $	 $

Annuity income 	  Fixed     Variable	 $	 $

Life insurance proceeds	  Fixed     Variable	 $	 $

Disability payments	  Fixed     Variable	 $	 $

Other	  Fixed     Variable	 $	 $

Other 	  Fixed     Variable	 $	 $

Total Income		  $	 $

Total Expenses

(from Expense Worksheet previous page)	 $	 $

Total Income Need		  $	 $

OR Difference To Be Saved/Invested	 $	 $
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