








Other Information
a. Life Insurance.

Owner Company Face amount Beneficiaries Type

b. In case of your death or retirement, would any employer make
payments to you or your spouse under any qualified pension or profit-
sharing plan, deferred compensation plan, etc.? If so, please describe,
with approximate amounts and designated beneficiary. Did you
contribute to such plans (voluntary or otherwise)? Who is the death
beneficiary of such rights?

¢. Do you or your spouse own any interest in real or personal property
located outside of the State of Georgia? If so, please describe property
and ownership interest.
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Appendix ‘B’
FAMILY BUDGET

each per month:

Mortgage (mortg, taxes, insurance) OR rent (rent + renters ins)
Other installment loans (if any-equity line, etc)

Car payments

Car- gas (avg)

Car care- oil change/car care/maintenance (avg/month)
Car- insurance

Cell phones

Student loan payments if any)

Electric Power (avg.)

Water/sewage/trash service (avg)
Phone/Cable/Internet (avg)

Natural Gas (avg)

Disability insurance

Other insurance (umbrella policy, personal articles policy, etc)
Life Insurance (on children—e.g. whole life)

Life insurance (on self/spouse)

Health Insurance coverage (vision, dental, health)
Monthly doctor co-pays (including children)

prescription eyewear (if any)

Pharmacy bills/prescriptions (including children)
Lunches...(@ $___/wk x 4 wks/month)

Maid-cleaning (if applicable)

Groceries & household supplies

Country club or health club dues

Civic organization dues (monthly or prorated monthly amount)
Magazine subscriptions, etc

Dry cleaners

Personal grooming -haircuts, makeup, nails, etc. (avg. per month)
Personal monthly clothing allowance

Children- clothing

Children- weekly allowance, lunch money, etc
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Children- tutoring, speech or other expenses
Children- private school tuition (if any)

Children- misc (diapers, toys, presents, etc)
Children- activities: sports, camps, etc

Children- daycare/after school care

Children- monthly babysitting

Children- nanny (if applicable)

Misc.- charities & other donations (United Way, etc)
Church tithing/donations

Gifts (wedding/shower/baby/birthday etc)

Pre-tax qualified retirement plan savings: 401(k), ESOP
Credit card payments

Yard service (if any)

Alarm monitoring (if any)

Monthly pest control (if any)

Monthly home repairs avg. (plumbing, electrical, etc.)
Other misc (total and list any specific items not included above)
TOTAL FIXED EXPENSES/MO.

INCOME-after tax (b/f payroll deductions for insurance, 401k, child care etc)

SURPLUS/DEFICIT  (income - expenses)
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Appendix ‘C’

PROBATE INFORMATION
Name of decedent
Date of death
SSN of decedent
Address of decedent (residence)
(domicile) [if different]

City and county of death

Will? IF SO: Date Will executed
Location of original Will

Name of petitioner(s)

Named as Executor in Will?

Address of petitioner(s)

Phone number of petitioner(s) ( ) -
Heirs at law of decedent:

Name Relationship  Age Address
l.
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Self-proved Will? If no, names/addresses of witnesses, if known:

Other
information

Any out-of-state property?

Was decedent receiving Medicaid benefits in a nursing home?
(if so, must notity DCH/Medicaid within 30 days of date of death)

Attach copy of Will and death certificate

LIST ASSET INFORMATION
1.

2.

Notes:
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Appendix “D”
PROCEDURE FOR EXECUTORS OF ‘SMALL’ ESTATES
Assuming a small estate, that no returns or inventories are required
and that the estate is solvent:

1. Keep accurate and separate records for all estate transactions.
This means for bills, distributions, and anything else that is an estate
expense. Almost anything you do that concerns the estate and incurs an
expense is an estate expense. This includes bills, appraisals, attorney
fees, long distance calls on behalf of the estate, etc. (These expenses
take on special importance if an estate tax return is required.)

2. After probate of the Will, the court will issue Letters
Testamentary to the executor (or “Letters of Administration™ if there is
no Will). If there is more than one executor, they must act unanimously
unless the Will provides otherwise.

3. It may be necessary to apply for a Federal tax identification
number using Form SS-4. (Will be done by the attorney, if required.) It
will be necessary to open a bank account for the estate or change the
decedent's account to include the words "Estate of" prior to his or her
name. This can be done with a certified copy of the Letters
Testamentary. This is not an absolute requirement for some very small
estates but becomes more advisable the larger the estate is and the more
beneficiaries there are. You should obtain multiple copies of the Letters
Testamentary and the Death Certificate.

4. Collect the assets of the estate. This includes notes receivable,
stocks, bonds, insurance, etc. You will need Letters Testamentary for
many of these, such as closing brokerage or bank accounts. If there are
assets in more than one brokerage account, you may cash in or
consolidate to one account. The same is true for checking and savings
accounts. They should be consolidated into the estate account. Make
sure to check with each bank for any safety deposit boxes.
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5. You should apply for payment of any life insurance benefits,
even if the proceeds go to an individual recipient named on the policy
and not the estate.

6. You may need/want to have real estate appraised. First, ifit is to
be sold, you don’t want to sell it below its fair value. Secondly, if
property is to be distributed in kind, you will need to know how much
the beneficiary is receiving, unless there is only one beneficiary or all
items are specific bequests. Even then, an appraisal will establish the
new income tax basis for the property. This will be necessary to
determine the tax consequences when the property is sold in the future.
The same holds true for personal items such as jewelry, china, silver, etc.
If it is to be distributed other than as a specific bequest, you will need to
know its value. Third, you will need to know its value for commission
purposes, if you are receiving executor’s commission.,

7. Pay the estate’s bills. This may be done all along from the
decedent’s funds once you are appointed Executor or Administrator. If
necessary, assets may be sold to generate cash to pay bills. This may
require Court approval if there is no Will. Notice to creditors must be
given within 60 days of being appointed as executor and should run in
the local newspaper. (This will be done by the attorney.) Ongoing bills
(power, gas, mortgage, car, etc) may be paid all along. If there are cash
flow problems, creditors may be forced to wait at least 6 months from
your appointment to be paid. However, barring cash flow problems, it is
advisable to pay as bills come due.

8. A final individual income tax return (Form 1040) for the year of
the decedent’s death will need to be filed by April 15 of the following
year. Additionally, any income received by the estate will need to be
reported on an income tax return for the estate for each year the estate
remains open. You should also ensure all prior returns have been filed,
and that no back taxes are due.

9. As long as the total value of all assets in the estate (real property,
personal property, stocks, bonds, cash, household items, etc.) is under the
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federal exemption ($3,500,000 for 2009), there will generally be no tax
due and no estate tax return to file (assuming no exemption amount has
previously been used, such as through large gifts to individuals in the
past). To the extent the estate exceeds this threshold, or the exemption
amount is not intact, tax may be due. PLEASE NOTE: Although life
insurance is not taxed to the recipient, if the decedent owned the policy,
it is included in determining the total estate value.

10. Distribute the assets. Generally, no distributions should be made
until it is determined what the debts of the estate will be. After debts are
determined and paid, if there are specific bequests, they may be
distributed at your earliest convenience. If there are not specific
bequests, it may take longer to collect and possibly sell the assets. If
there are several beneficiaries, and there are not specific bequests, it may
be impractical to distribute the assets in kind to numerous beneficiaries,
and as such, it may be better to sell the assets and distribute the proceeds.
In such cases, it may take from a couple of months to a year or longer to
make all distributions. Generally, in an estate in the $1,000,000 range or
less, it will not take longer than 6 months to completely wrap up the
estate. Distributions may be made in one lump sum, or amounts may be
distributed pro rata to the beneficiaries as amounts are received. If the
Will creates a trust, it is your responsibility to deliver the assets to the
named Trustee.

11 If you are paying yourself a commission, as allowed under
Georgia and Alabama law, be certain to keep up with the value of assets
that are distributed in kind, as well as amounts of money and other
property collected AND paid out. Generally, when the executor is a
beneficiary under the Will, he or she will waive any commissions. This
waiver should be in writing and executed within 9 months of the
decedent’s death.

12. Before distributing the residue of the estate, make certain all the
estate’s bills, as well as the commission (if any) has been paid. Once all
distributions have finally been made, you may close bank accounts, etc.
It is advisable to retain the records for at least 3 years.
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13. If the estate is over the exemption amount, the procedures
progressively increase in complexity and time consumption because
estate tax returns are required. There are also likely to be other issues
involved with a larger estate, including trusts, professional valuations,
complicated returns, etc.

14. If the Will does create a Trust, it is very important to work with
your attorney to make certain the trust is properly funded. Although this
would seem simple, there can be many complexities in determining the
proper amount and whether it includes certain income earned on the
assets used to fund the trust.
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