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Here at Astle Paterson, we understand that 
the death of a loved one and dealing with 
their estate can be a very emotional and 
distressing time. 

You may be feeling unsure about what you need to do, or simply 
overwhelmed by everything. 

From the initial days following your loved one’s death, our experienced 
lawyers are here to answer your questions and support you through the 
process. We have designed this Guide to help you through the first few 
days and weeks so that you know what to do and what to expect.

What to do in the first few days:

Certificate of Death 
Collect the Medical Certificate of Cause of Death from 
the hospital.

Register the death 
Register the death at the Register Office - take with 
you the person’s birth certificate, any marriage or civil 
partnership certificate, their NHS medical card and 
payment for the certificate(s). Only certain people can 
register a death so check before you go and please 
remember, an appointment is required.

Tell Us Once service
Register with the “Tell Us Once” service to report the 
death to all government departments, including the 
Pension Service – online, over the phone or face to face 
at some Registries.

Arrange the funeral
Check if the person specified any wishes and if they had 
a funeral plan. Banks will usually release monies from 
the person’s account to pay for the funeral.

Check if there is a Will 
Check if there is a Will and locate the original – check 
with the person’s solicitor, bank, accountant or financial 
adviser and amongst their papers at home.

Inform the insurance company 
Inform the insurance company if the person’s house is 
now unoccupied and remove any valuable items to a safe 
place. Ensure that the property is secure.

Collect paperwork
Collect together all paperwork and documentation relating 
to the person’s finances and property.



Stage 1
Ascertaining the details of the estate

You will need to look through the person’s personal papers and any electronic records to 
find out what assets they have left. Recent bank statements or their last tax return should 
help you to identify what they owned and their sources of income.

Unless the estate is small, the Executors or Administrators may not be able to gain 
control of the person’s assets without producing a Grant, which is commonly referred to 
as ‘Probate’. Whilst Probate may not be needed to deal with every estate, it is sometimes 
needed to deal with particular assets – even, contrary to popular belief, if the person left a 
Will. 

of administering the estate
The four stages Dealing with a person’s estate (their assets and liabilities) after their death is often referred 

to as ‘administering the estate’. 

This may be in accordance with their last Will or in accordance with the rules of intestacy 
where no Will has been left (dying ‘intestate’).

The persons appointed in a Will to deal with the estate are called Executors. Where there is 
no Will, Administrators are appointed by the Court to deal with the estate.

A Grant of Probate is a Court order which confirms the authority of 
the Executors appointed in the Will to deal with the estate. 

Where no Will is left, the Court order appointing the Administrators is 
called a Grant of Letters of Administration. 

Before a grant can be issued, the Executors or Administrators will need to complete an 
inventory of the assets and liabilities of the estate for HM Revenue and Customs, so that 
any Inheritance Tax due can be calculated. 

All sole and jointly-owned assets will need to be valued as at the date of death. In the case 
of property, business assets, jewellery and furniture, you may need to obtain a professional 
valuation.

Any debts or other monies owed by the person at the date of death are liabilities of the 
estate which may reduce its value for inheritance tax purposes. 

You will also need to collect information about gifts made by the person before they died, as 
these may need to be reported to HM Revenue and Customs for inheritance tax purposes.

Stage 2 
Applying for Probate

Once the assets and liabilities of the estate have been valued and the inventory has been 
completed, any inheritance tax due has to be paid to HM Revenue and Customs. 

Some of the tax on property and certain other assets can be deferred if the estate does not 
have sufficient funds to pay all of the tax at this stage. Banks and building societies are 
usually prepared to release funds from an account to enable the tax to be paid, even if a 
Grant has not yet been obtained.

The application for the Grant can then proceed and the person’s Will (if they left one) along 
with a Statement of Truth signed by the Executors or Administrators are sent to the Probate 
Registry. The Probate Registry checks that everything is in order and then issues the Grant.

The Probate Registry is a division of the High Court, although it will 
not be necessary for you to attend a court hearing when you apply 
for the Grant.



Stage 3 
Registering the Grant and 
collecting in the assets

Stage 4 
Distributing the estate

Once the Grant has been issued by the Probate Registry, the Executors or Administrators 
can then send official court-sealed copies (called Office Copies) of it to all banks, building 
societies and other financial institutions which will need to see it before the person’s 
accounts can be closed and their assets sold. 

Once the Executors or Administrators are satisfied that all debts and liabilities have been 
paid, they can then proceed to distribute the estate, either in accordance with the terms of 
the person’s Will, or the rules of intestacy if they did not leave a Will.

Assets which have been left to a specified person in a Will (Specific Legacies) can be 
transferred into their name. Any cash sums left to a specified person (Pecuniary Legacies) 
can also be paid.

The persons who are entitled to the remainder of the estate are called Residuary 
Beneficiaries. 

Monies collected from closed accounts and sold assets must firstly be used to discharge 
any of the person’s outstanding debts and any estate liabilities, such as taxes and 
administration expenses.

The Executors or Administrators will need to prepare a set of Estate Accounts showing a 
full statement of their dealings throughout the administration. The accounts will need to 
be approved by the residuary beneficiaries before the estate can be concluded and final 
distributions made.

For example, the issue of the Grant would enable the Executors 
or Administrators to sell the person’s property and any shares or 
investments.

The residuary beneficiaries may be able to opt for assets instead of 
cash to be transferred to them in satisfaction of their share of the 
residue – this is called ‘Appropriation’.

How we can help you Our Estate Administration Services are tailored to your 
needs; whether you need us to deal with everything or you 
just need help getting a Grant of Probate. 

Fixed Fee Grant-only Service
We will help you to obtain the Grant by preparing your application to 
the Probate Registry, including completion of the HM Revenue and 
Customs inventory and preparing the Statement of Truth to be signed 
by the Executors or Administrators.

Executor’s Support Service
We will give ad-hoc advice or assistance with a particular aspect of 
the estate administration.

Fixed Fee Consultation Service
For a one-off meeting, either at the outset of the administration to 
set you on the right path, or to help you with an aspect of the estate 
you might be struggling with, we can provide a fixed fee one hour 
consultation.

Complete Administration Service
We will administer the estate on your behalf, which would normally 
include obtaining valuations of the assets and liabilities, applying for 
the Grant, settling all tax liabilities, preparing estate accounts and 
distributing the estate.

Our aim is to support and guide you to the extent that you need us to. If you wish to minimise legal 
charges by dealing with certain aspects yourself, then we are happy to work with you on that basis.



How long will it 
take to administer 

the estate?

We are often asked how long it will take to 
deal with a person’s estate. This is always a 
difficult question for us to answer because 
no two estates are the same. 

The time taken to administer the estate 
depends on how long it takes to progress 
through the stages as set out in this Guide. 
Such progress depends on a number of 
factors including the number and nature 
of the assets and liabilities of the estate, 
whether Inheritance Tax is payable, the 
terms of the Will or intestacy, and how many 
beneficiaries are involved.

Delays can also arise if it takes time to find 
a buyer for a property or if a claim is made 
against the estate.

We will provide a realistic estimate of the 
timescale for completion of whatever estate 
work you have asked us to deal with for you. 

We will progress your matter as quickly as 
possible and inform you if we run into any 
unexpected delays.

We will attempt to resolve any issues arising 
as quickly as possible so as not to unduly 
delay the administration.

How much will 
it cost?

We aim to provide our clients with clear and 
realistic information about our professional 
charges and any disbursements at the 
outset. We always keep these under review 
throughout the progress of the matter.

Our professional charges quotations are 
normally based on the time we anticipate 
needing to spend in dealing with your 
matter. Unlike some law firms, we do not 
normally charge a percentage based on the 
estate’s value. 

For some more straightforward estates, we 
may be able to quote a fixed fee for the work 
required.

We will ensure that your matter is allocated 
to the most appropriate Private Client team 
member, taking into account the nature and 
complexity of the estate and their hourly 
rate. 

Further information This Guide is only intended to provide a 
brief outline of the process of dealing with 
someone’s estate. 

If you have any questions, please feel free 
to call our Private Client Team for a no-
obligation discussion on 01283 531366 or 
email snash@astlepaterson.co.uk.
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