[Your full name]
[Your street address]
[Town, state and zip code]
[Your phone number]  ·  [Your email]
[Date]
[Name of the bank, utility or company]
[Department, if you know it]
[Their street address]
[Town, state and zip code]
Re: [Full name of the person who died], account [account number, or “not known”]
Dear Sir or Madam,
I am writing to let you know that [full name], who held [an account / the account above] with you, died on [date of death].
I am [their spouse / their child / the executor of their estate]. Please note the death on the account, and [close it / transfer it into my name / hold it as your procedures require] from [date].
Please stop any automatic payments connected to the account. If a final bill or balance is due, please send it to me at the address above, and refund any credit to the estate of [full name].
If you need a certified copy of the death certificate or any other document, please tell me exactly what you need and I will provide it. [A certified copy is enclosed.]
I would be grateful if you could confirm in writing that you have received this letter, and give me the name and direct contact of the person handling it. Thank you for your care with this.
Sincerely,
[Your full name]


KEEP THIS PAGE, OR DELETE IT BEFORE PRINTING THE LETTER
Before you send it
·  Replace everything in [brackets], and remove the choices that do not apply. Keep the tone as it is. You do not owe anyone a longer explanation.
·  Send a certified copy of the death certificate only when the company asks for one. Many utilities and subscriptions do not need it.
·  Keep a copy of every letter with the date you sent it. If the bills keep coming, send it again and ask for their bereavement or estates team.
Who usually needs one

	·  Banks and credit unions
·  Credit card companies
·  Electric, gas and water
·  Phone, internet and television
·  Insurers: life, home and auto
	·  Pensions and retirement plans
·  The mortgage company or landlord
·  Subscriptions and memberships
·  Their employer, if they worked
·  Government offices: call first



A simple record
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