[Date]
[Employer]

[Address 1]

[Address 2]

[City], [Province] [Postal Code]

Re:
Estate of the Late [Deceased first name] [Deceased last name]


Social Insurance No. [XXXXXXXXXXXXXXXXX]

Dear Sir/Madam,

I am attending to the administration of the Estate of the abovenamed, formerly of [Deceased address], who died on [Deceased date of death].

I understand that the deceased was an employee of your firm. Please advise me of any documentation you require from me to obtain information, as at date of death, on the following:

· The amount of unpaid salary or commission and accumulated vacation or sick leave, if applicable, together with tax slips.  

· The amount of any lump sum payments under your pension plan and group life insurance policy or other death benefits.

· If the spouse is entitled to receive a survivor's pension, and the amount that will be paid. 

· If the deceased was covered under a medical insurance plan and, if so, if the coverage will continue for the benefit of the surviving spouse.
· Which documents you will require to disburse the funds.

If there is any additional information I should know about, please advise me accordingly.

I thank you for your co‑operation in this matter.

Yours truly,

[Name]

[Address]
