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MEMO
TO: EXECUTORS AND ADMINISTRATORS OF ESTATE

Appointment scheduled for: at

(Date) (Time)
This Memo will summarize to you the information that we would suggest you bring to your appointment
to discuss the administration of your loved one’s estate. We have made this up as a form that can be copied
by our secretaries and given to you when you inquire concerning the estate that you are involved with. We
wish to express our condolences to you and look forward to assisting you.

You need to bring with you the following information to your appointment:

1) Will: Original Last Will and Testament. If you do not have this please bring a copy with
information on where the original is.

2) List of Assets: Attached to this memo is a worksheet that you may utilize to assist you in
making a list of the assets that were owned individually by the decedent. Please fill in as much information
as you can concerning these assets.

3) Supporting Records: Please bring with you last year’s income taxes (unless I did the income
tax return or unless there was none filed last year) a copy of any bank statements, stock brokerage statements
or other reports that relate to the assets you have described on the attached list, and any other supporting
information that you may have such as legal descriptions, title insurance policies, deeds, abstracts, etc.

4) Relative Information: Please fill out the enclosed worksheet concerning names, addresses,
telephone numbers and social security numbers of relatives that are involved in the estate. If you don’t
have social security numbers at least fill out as much as you can and bring it with you to the appointment.

5) Certified copy of Death Certificate: We may need more than one but this cannot be
determined until your appointment.

6) Motor Vehicle Titles: Please bring the original vehicle titles and registrations. Also, please
make sure you know the license plate number for each vehicle.

7) Bills: In the event that there are any debts or bills that are owed by the Decedent please fill
out the enclosed worksheet. For instance, there may be a funeral bill that is owed or last illness expenses.
We have attached a worksheet to help you with this.

We hope this is helpful to you in organizing your information before you come in for your appointment.
We look forward to seeing you.

PLEASE REPLY TO:
0 MACKINAW OFFICE ¢ 113 S. MAIN ST., P.O. BOX 139 MACKINAW, IL.61755 ¢ PHONE: 309-359-3461
[0 MORTON OFFICE ¢ 1600 S. FOURTH AVE., SUITE 137 MORTON, IL 61550 ¢ PHONE: 309-266-621 1
EMAIL: EMAIL@MCGRATHPC.COM ¢ WEB. WWW.MCGRATHPC.COM
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ESTATE QUESTIONS FOR CLIENTS TO FILL OUT BEFORE APPOINTMENT

DESCRIPTION LOCATION OF ASSET APPROXIMATE VALUE ACCOUNT NO. HOW OWNED
(bank account, savings (name of bank, stock brokerage) (as of date of death) (joint w/someone
account, house, farm, etc) if so who)
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RELATIVE INFORMATION

NAME ADDRESS/ RELATIONSHIP DATE OF BIRTH SOCIAL SECURITY NO.
PHONE NO.
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LIST OF DEBTS

DEBT ADDRESS OF CREDITOR AMOUNT OF DEBT WHAT IS DEBT FOR? IS IT DISPUTED?
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