
Next of Kin
A step-by-step guide



THE DEATH OF SOMEONE CLOSE 
TO US IS ALWAYS TRAUMATIC, 
AN EXPERIENCE THAT HAS MAJOR 
EMOTIONAL AND FINANCIAL 
IMPLICATIONS.

However a little bit of forward planning, and clear 
instructions, can help minimise financial burdens 
your next of kin will have to face — allowing them  
to grieve without additional worry.

This guide has been designed to help you combine 
your instructions and important details into one 
document. Together with a well-drafted will to 
give effect to your estate plan, this document will 
eliminate uncertainty in the family and assist the 
executor to proceed immediately with the process  
of winding up the estate.

The following areas will be covered:

ESTATE PLANNING AND YOUR WILL.

INSTRUCTIONS TO YOUR NEXT OF KIN.

THE ADMINISTRATION PROCESS AND THE ROLE 
OF YOUR EXECUTOR.

LIST OF DOCUMENTATION.
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ESTATE PLANNING AND YOUR WILL

A will is a specialised document that should (preferably) be 
drafted by an expert.

The main purpose of a valid will is to give effect to, and carry 
out, your wishes and intentions on the event of your death. 
A will is the cornerstone and foundation of an effective and 
well-structured estate plan.

THE TWO FACTORS THAT WILL HASTEN THE 
ADMINISTRATION OF YOUR ESTATE ARE:

Having a valid will, and a nominated executor 
of your choice, in place.

To be valid, the will must:
•  Be in writing;
•  Signed in the presence of the testator/testatrix on 
 each page;
•  Signed in the presence of two witnesses (preferably   
 not beneficiaries of the will) on the last page of the will;
•  Be dated.

Having sufficient cash available in your estate to pay 
debts and expenses after death.

An Old Mutual Financial Adviser can assist you with these 
two important considerations. Our wills are drafted by 
professionals to ensure that they comply with the legal 
requirements for a valid will. Furthermore, an Old Mutual 
Financial Adviser can assist you with a liquidity analysis,  
to determine whether or not you have sufficient cash in  
your estate.

Ultimately though, the responsibility to ensure that your 
estate can be settled quickly lies with you.
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INSTRUCTIONS TO NEXT OF KIN 

The explanations that follow are intended as a guideline for the next of kin.

Funeral arrangements
In order to help minimise emotional turmoil and confusion, it is advisable that 
your next of kin has a clear understanding of your wishes once you’ve passed 
away, for example:

• Preference for cremation or burial;
• Preference to donate organs;
• Preference to donate body to research institute.

Paying for the funeral:
In practice the time lag between death and the reading of the will often results 
in the relatives of the deceased having to attend to funeral arrangements — and 
often burdened with having to make provision from their own funds for funeral 
arrangements, which they can only later re-claim from 
the executor.

For this reason it is important to consider Old Mutual’s Greenlight Death 
Benefit. This is a Final Expenses Benefit that aims to pay within 48 hours after 
the claim has been submitted, in order to pay these expenses.

The ID document of the deceased must be handed to the funeral undertakers 
who will ensure that the death is reported to the Department of Home Affairs. 
The undertakers will then provide you with an official death certificate. 

Assurance Policies on the life of the deceased
If a beneficiary has been nominated on a life insurance policy, the proceeds 
will be paid out directly to the beneficiaries — once all of the claim documents 
have been submitted to the life insurer.  

This is an ideal vehicle for providing cash to dependants while the estate is 
being wound up.

The Executor of the Estate does not have to deal with these policies and 
therefore cannot collect a fee on the value of these policies.

The next of kin is welcome to contact the deceased’s Old Mutual Financial 
Adviser who will assist with the process of submitting and finalising claims 
against existing assurance policies.
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Retirement Funds
Detail of the membership of all Pension, Provident and Retirement 
Annuity funds are to be included in this folder in order to assist the 
next of kin to contact relevant institutions to claim these funds.

Appointment with the Executor
The next step is to contact the Executor that the deceased 
has nominated in his will, in order for the Executor to report 
the estate. 

If the nominated Executor is a private person with no knowledge of 
winding up estates, it is advisable for him to appoint an agent who 
must be a practicing attorney or a trust company specialising in 
administration of estates, to assist in the administration process.

If your will was drawn up by Old Mutual, your next of kin need merely 
to contact their Old Mutual Financial Adviser or nearest Old Mutual 
office, who will assist with the process or refer them to Old Mutual 
Trust.

Documents
To enable the Executor to start administration of the estate 
immediately, they will need the deceased’s personal documents.

See attached Annexure on page 12 for all documentation the 
Executor will require.
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THE ADMINISTRATION PROCESS 
AND THE ROLE OF THE EXECUTOR

Please note: this is a basic guide for straightforward cases. Possible complications and 
unique situations are not covered here. If your situation is unusual in any way, taking 
professional advice is recommended.

THE TASKS OUTLINED IN THE SUMMARY BELOW FALL UNDER THE 
DUTIES OF THE EXECUTOR.  

Reporting the estate
After the next of kin has supplied the Executor with all the documentation 
in the annexure, the Executor will complete the necessary documentation 
to report the estate to the Master of the High Court.

This must be done within 14 days of the date of death.

Letters of Executorship
The Master will open a file and allocate an estate number to the estate of 
the deceased. If the Master is satisfied that everything is in order, he will 
issue a Letters of Executorship to the responsible person. It is only the 
Master of the High Court who can grant this authority.

The grant of the Letters of Executorship by the Master takes between 3  
to 6 weeks to issue. 
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Gathering of information
While the Executor is waiting to be granted the Letters of Executorship, he will 
proceed with the gathering of information, such as:

a.  Writing letters to banks, creditors and debtors advising of the death and 
requesting them to freeze the accounts and send a certificate of balance 
as at date of death for all accounts held by the deceased.

b.  Write to the Receiver of Revenue for an IT12 form – in order to finalise 
any outstanding tax owed to or by the Receiver of Revenue.

c .  Write a letter to the deceased’s employer and request details
of unpaid salary, IRP5 and outstanding leave pay.

d.  Write to the Medical Aid Scheme and Retirement Funds to inform them of 
the death and to finalise claims.

e.  Send a letter to all insurance companies requesting details of insurance 
policies held by the deceased and acquire forms to assist the family in 
death claims.

f. Obtain valuations of assets.

After issue of the Letters of Executorship
On receipt of the Letters of Executorship, the Executor is now mandated to 
handle the administration process and will complete the following tasks:

a.  Open an Estate Late Bank Account in the name of the deceased.
b.  Write to all debtors and banks and request that funds held on behalf of 

the deceased be paid over to the estate bank account.
c.  Place an advertisement in the local newspaper in the area where the 

deceased lived and the Government Gazette to inform creditors of the 
death and advising creditors to submit their claims within 30 days of the 
advert appearing.

Liquidation and Distribution Account
Within 6 months of the issue of the Letters of Executorship, the Executor 
must draw and submit a Liquidation and Distribution Account to the Master 
for approval.

This is a statement showing the deceased’s assets and liabilities as at date 
of death as well as how these assets will be distributed to the heirs.

After the Master approves the Liquidation and Distribution Account, the 
Executor will advertise the Account — to give any person the chance 
to lodge an objection against the account within 21 days of the advert 
appearing.

Winding up the Estate
Once the 21 day period for the advert has expired and no objections have 
been received, the Executor can begin with distribution of the estate assets.
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The Executor may charge the following fees:

•  3.5% plus VAT of the total value of assets in the estate
•  6% of income received and collected after date of death.

But, remember that:

•  The Master has discretion to reduce or increase the  
 above fees;
•  The Executor may only take a fee on assets 
 he handles.

Personal contacts and special instructions:
This is an opportunity for you to supply contact details and 
give special instructions to your family.

Personal details
On pages 12 and 13 you must supply certain personal 
contacts and use the opportunity to give special 
instructions to your family.
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PERSONAL DETAILS

Advisers Name Telephone No.

1. Accountant .................................... ...............................

2. Attorney .................................... ...............................

3. Financial consultant .................................... ...............................

4. Bank official .................................... ...............................

5. Other .................................... ...............................

LIST OF CREDITORS
  
Name Amount Date
 
..............................................      ........................... .......................

..............................................     ........................... .......................     

..............................................    ........................... .......................       

..............................................    ........................... .......................      

..............................................    ........................... .......................      
        
..............................................     ........................... .......................      

LIST OF DEBTORS
  
Name Amount Date
 
..............................................      ........................... .......................       

..............................................      ........................... .......................       

..............................................     ........................... .......................       

..............................................      ........................... .......................       

..............................................     ........................... .......................       

..............................................     ........................... .......................

LIST OF DOCUMENTATION
SPECIAL INSTRUCTIONS TO FAMILY

1. Funeral

..............................................................................................................

.............................................................................................................

.............................................................................................................

.............................................................................................................

.............................................................................................................

2. Donation of body or tissue

.............................................................................................................

.............................................................................................................

.............................................................................................................

.............................................................................................................

3. Wishes regarding the disposal of specific personal assets

.............................................................................................................

.............................................................................................................

.............................................................................................................

.............................................................................................................

4. Other

.............................................................................................................

.............................................................................................................

.............................................................................................................

.............................................................................................................
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WHERE DOCUMENTS AND OTHER IMPORTANT INFORMATION IS KEPT

ITEM WHERE

Identity document (No. ....................................) ..................................

Birth certificate ..................................

Marriage certificate ..................................

Antenuptial/Postnuptial Contract ..................................

Husband’s latest will and codicils ..................................

Wife’s latest will and codicils ..................................

Family’s wills ..................................

Divorce Order/s/Separation Agreement/s ..................................

List of heirs ..................................

Medical reports ..................................

Life Assurance policies ..................................

Short-term Insurance policies ..................................

Listed shares ..................................

Mortgage Bond Deed/s ..................................

Title Deed/s ..................................

Leases ..................................

Passports ..................................

Car registration documents ..................................

Savings account books (Account Nos) ..................................

ITEM WHERE

Cheque book (Account No. ...............................) ..................................

Credit cards (Account No. ................................) ..................................

Safe deposit box and key ..................................

Bank books ..................................

Financial records ..................................

Income Tax returns ..................................

Balance Sheets and Profit and Loss Accounts for ..................................
past 5 years
Business agreements ..................................

Employment contracts ..................................

Employee Benefit Plan certificate ..................................

Pension, profit-sharing and other retirement plans ..................................

Trust documents ..................................

Various documents and property ..................................

Coin collection ..................................

Other collections ..................................

Unit Trust certificates ..................................

Participation Bond certificates ..................................

Fixed Deposit certificates ..................................

Time-share certificates ..................................
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The information provided in this brochure is intended to provide you with objective information about 
the topic under discussion and is not intended to constitute a recommendation, guidance or a proposal as 
regards the suitability of any financial product. It also does not constitute advice as defined in the Financial 
Advisory and Intermediary Services Act, 37 of 2002. While every effort has been made to ensure the accuracy 
of information contained in this brochure, Old Mutual Life Assurance Company (South Africa) Limited and its 
directors, officers and employees provide no representation or warranty, express or implied, regarding the 
accuracy, completeness or correctness of this information.
 
We suggest that you consult your Old Mutual Financial Adviser or your broker before taking any decisions 
based on the information contained herein.

U
TR

/2
63

8 
  O

LD
M

00
00

03
18

   
61

46
25

5


