Necessary Documents: Checklist
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Estate planning and management is best done as much as possible prior to critical illness and death.  Sometimes this is not possible or has not been done.  This checklist provides a reference tool only and is not intended as an exhaustive list, nor will it apply equally in all circumstances. In settling an estate, there are many important issues (including time limits) that may arise.  You should seek the advice of a lawyer. 

Priority documents that you should have with you when visiting financial and government institutions (see contact info. on reverse):
Document:




Where to Obtain:
	Birth Certificate (yours)




	Dept of Vital Statistics, Access Nova Scotia, Provincial Government

	Social Insurance Number  (SIN)
	Social Development Canada local office, Federal Government

	Marriage Certificate 

(Female not receiving CPP)
	Dept of Vital Statistics, Access Nova Scotia, Provincial Government

	Medical Certificate of Death & 

certified copies
	Dept of Vital Statistics, Access Nova Scotia, Provincial Government

	Funeral Directors Statement  of Death 
	Local funeral home staff

	Copy of most recent Will
	Family files, lawyer’s office, executor


Forms for the following may be obtained from your funeral home, Access Nova Scotia and your local post office;
	As soon as possible, complete all government forms pertaining to :

· Nova Scotia Vital Statistics

· Canada Pension Plan(CPP)Survivor’s Pension / CPP Death Benefits forms

· Revenue Canada form for preparing income tax returns for deceased persons and/ or the Closing of Business, Partners, Societies

· Old Age Security Pensions and Supplements forms

· Veterans Affairs forms (members of the Royal Canadian Legion will assist you

· Either return all pension cheques (if you are entitled to the cheques, the government will return them to you, in your name) or do not cash any pension cheques until you receive direction from the pension office.

	Contact within sixty days:

· Life insurance companies for instructions on obtaining benefits of policies

· Dept of Motor Vehicles at Access Nova Scotia (re; transfer of registration and ownership of vehicles, boats, trailers to the estate).

	Complete within 60 days to one year:

· Request an Annual automatic Debit Account list from the deceased’s bank to aid in stopping automatic deductions from the deceased’s bank accounts.
· Pay bills of the deceased – funeral, credit cards, etc and keep all records for Canada Customs and Revenue Agency and banks.
· Close all bank accounts and cancel all credit cards in the deceased’s name.
· Transfer to the estate all stocks, bonds, RRSP’s, RIFF’s & Treasury Bills, 
· Check with a lawyer as to whether or not the will needs to be probated. This will depend on the wording of the will, the type of assets involved and or the type of beneficiaries.


  Other documents that you may need are:   Birth certificates for the deceased and his/her dependents, provincial health card, life insurance policies, last year’s income tax return, stocks, bonds, RIFF’s, RRSP’s, bank passbooks, safety deposit box keys, credit cards, military discharge papers, real estate and property deeds, loan and mortgage documents, latest pay stubs from employer, all vehicle (auto, boat, trailer, etc.) registrations and insurance policies.
Important Phone Numbers:


ACCESS NOVA SCOTIA:




1-800-670-4357
http://www.gov.ns.ca/snsmr/
DEPT OF VITAL STATISTICS:  








(for births, deaths marriage records)



1-877-848-2578
http://www.gov.ns.ca/snsmr/
SOCIAL DEVELOPMENT CANADA – CANADA PENSION PLAN & 

OLD AGE SECURITY OFFICE:



1-800-277-9914
http://www.sdc.gc.ca/en/gateways/nav/top_nav/program/isp.shtml
VETERANS AFFAIRS CANADA:            


1-866-522-2122

http://www.vac-acc.gc.ca/providers/sub.cfm?source=salute/july2004/fund


CANADA REVENUE AGENCY (Revenue Canada):   1-800-267-6999

http://www.cra-arc.gc.ca/tax/individuals/topics-index/d-gen-e.html
SOCIAL DEVELOPMENT CANADA (formerly HUMAN RESOURCES DEVELOPMENT CANADA)

1-800-206-7218
http://www.sdc.gc.ca/en/gateways/topics/sxn-gxr.shtml
Personal Phone Numbers:

Financial institution (s):  ________________________________________________

______________________________________________________________________________

Funeral Home:   ________________________________________________________

Insurance Company (ies): ______________________________________________

______________________________________________________________________________

Lawyer: _______________________________________________________________

Credit Card Company (ies): ____________________________________________

_____________________________________________________________________________
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