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INTRODUCTION 

 

This organizer is intended to assist you in compiling and recording information that 
will not only be useful to you in your every day affairs, but will be invaluable to your 
survivors and executors upon your death. They will appreciate your thoughtfulness. 

This document is organized in eight parts, which are intended to be filled in with 
relevant information, and Supplemental Information in Appendices A through G.  
This amendment is related to the addition of Appendix G, the John Doe Article.  This 
article is derived from a Canadian Coast Guard Retired Officers’ newsletter.  Its 
purpose is to address decisions and related costs of funerals, funeral homes and 
memorial services. 

The organizer should be looked upon as a guide. You need only complete  
those blocks that you consider relevant - but remember, the more complete the 
information, the more value it will have. Also, do not feel constrained by this 
document. Add additional pages and information as fits your needs. The organizer 
has been made so that a couple may use this document to record their personal 
information together. 

When completed, this organizer should be kept in a secure place in your home but 
readily available in case of injury or death in the family. At least two members of your 
household or family should know the location of the completed organizer. 

The contents of the organizer should be reviewed at least once every year and 
should be amended when any circumstance warrants. It is suggested that 
information blocks that may be subject to change should be completed in pencil so 
that amendments can be more easily made. 

Remember - this is a general organizer, so tailor it to fit your personal situation. It is 
NOT a will or legal document nor is there a guarantee that any of the benefits 
referred to will be awarded to those who apply for them. 

Finally, planning for the event of your death can spare your survivors many traumatic 
decisions and financial stress. DO IT NOW! 
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PERSONAL MEDICAL INFORMATION  

 
(MEDIC- ALERT ... ALLERGY ... REACTIONS) 

 
If you have life-threatening allergies to antibiotics, wasp or bees or other 

reactions, provide information on these problems and the remedial action necessary. 
In addition, list your daily medication by type, dosage, interval and drug identity 
number( DIN) . 
 

NAME   PROBLEM  FIRST AID & MEDICATION 
 
 

 

 

 

 

 

 
(When completed, remove this sheet from the organizer and place in a prominent 
location, ie., near the phone or on the refrigerator door and take a copy of this  
record with you when you travel.) 
................................................................................................................................. 
 

PERSONAL MEDICAL INFORMATION  
 

(MEDIC- ALERT ... ALLERGY ... REACTIONS) 
 

If you have life-threatening allergies to antibiotics, wasp or bees or other 
reactions, provide information on these problems and the remedial action necessary. 
In addition, list your daily medication by type, dosage, interval and drug identity 
number(DIN). 
 

NAME.  PROBLEM  FIRST AID & MEDICATION 
 
 

 

 

 

 

 

 
 
(When completed, remove this sheet from the organizer and place in a prominent  
location, i.e., near the phone or on the refrigerator door and take a copy of this 
record with you when you travel.) 
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PERSONAL RECORD & ESTATE ORGANIZER 
 

PART I 
 

FAMILY INFORMATION 
 
MEMBER 
 
FULL NAME  

MAIDEN NAME( if applicable)  

SOCIAL INSURANCE NUMBER  

CITIZENSHIP  

PRESENT ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  

PROVINCE  

MARITAL STATUS 
(married/divorced/widowed/ 

 

FATHER'S NAME  

FATHER'S BIRTHPLACE  

MOTHER'S MAIDEN NAME  

MOTHER'S BIRTHPLACE  

 
If a Veteran: 
 
NAME OF WAR/S  

DATE & PLACE OF ENLISTMENT  

BRANCH OF SERVICE  

SERVICE NUMBERS  

DATE & PLACE OF DISCHARGE  

LOCATION OF DISCHARGE PAPERS  
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MEMBER’S CHILDREN  
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  

PROVINCE  

 
FULL NAME  

RELATIONSHIP  

SIN  
ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  
PROVINCE  

 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  

PROVINCE  
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MEMBER’S CHILDREN (CONT’D)  
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  

PROVINCE  

 
FULL NAME  

RELATIONSHIP  

SIN  
ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  
PROVINCE  

 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  

PROVINCE  
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SPOUSE 
 
FULL NAME  

MAIDEN NAME (if applicable)  

SOCIAL INSURANCE NUMBER  

CITIZENSHIP  

PRESENT ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH CERTIFICATE NUMBER  

PROVINCE  

MARITAL STATUS 
(married/divorced/widowed/ 
common -law/separated/single) 

 

FATHER'S NAME  

FATHER'S BIRTHPLACE  

MOTHER'S MAIDEN NAME  

MOTHER'S BIRTHPLACE  

 
 
 
 
If a Veteran: 
 
NAME OF WAR/S  
DATE & PLACE OF ENLISTMENT  
BRANCH OF SERVICE  
SERVICE NUMBERS  
DATE & PLACE OF DISCHARGE  
LOCATION OF DISCHARGE PAPERS  
 



Page 7 

Amended 18 March 2009 

 
SPOUSE’S CHILDREN 
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH  CERTIFICATE NUMBER  

PROVINCE  

 
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH  CERTIFICATE NUMBER  

PROVINCE  

 
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH  CERTIFICATE NUMBER  

PROVINCE  
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SPOUSE’S CHILDREN 
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH  CERTIFICATE NUMBER  

PROVINCE  

 
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH  CERTIFICATE NUMBER  

PROVINCE  

 
 
FULL NAME  

RELATIONSHIP  

SIN  

ADDRESS  

CITY  

POSTAL CODE  

TELEPHONE NUMBER  

PLACE & DATE OF BIRTH  

BIRTH  CERTIFICATE NUMBER  

PROVINCE  
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PART II 

 
DOCUMENT INVENTORY 

 
MEMBER 
 

DOCUMENT LOCATION 

SAFETY DEPOSIT BOX  

KEYS TO BOX  

BIRTH CERTIFICATE  

MARRIAGE CERTIFICATE  

DIVORCE/SEPARATION PAPERS  

CUSTODY PAPERS  

ADOPTION PAPERS  

RESIDENTIAL TAX PAPERS  

INCOME TAX PAPERS  

FINANCIAL RECORDS  

BANK BOOKS  

CREDIT CARDS  

LIFE INSURANCE POLICIES  

GENERAL INSURANCE POLICIES  

VEHICLE REGISTRATIONS  

FUNERAL ARRANGEMENTS  

OBITUARY  

MEDICAL RECORDS  

CITIZENSHIP PAPERS  

PASSPORT  

DRIVER'S LICENSE  

ORGAN DONOR CARD  

MORTGAGE & DEEDS  

SIN CARDS  

WILLS  
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SPOUSE 
 

DOCUMENT LOCATION 

SAFETY DEPOSIT BOX  

KEYS TO BOX  

BIRTH CERTIFICATE 1 F,  

MARRIAGE CERTIFICATE  

DIVORCE/SEPARATION PAPERS  

CUSTODY PAPERS  

ADOPTION PAPERS  

RESIDENTIAL TAX PAPERS  

INCOME TAX PAPERS  

FINANCIAL RECORDS  

BANK BOOKS  

CREDIT CARDS  

LIFE INSURANCE POLICIES  

GENERAL INSURANCE POLICIES  

VEHICLE REGISTRATIONS  

FUNERAL ARRANGEMENTS  

OBITUARY  

MEDICAL RECORDS  

CITIZENSHIP PAPERS  

PASSPORT  

DRIVER'S LICENSE  

ORGAN DONOR CARD  

MORTGAGE & DEEDS  

SIN CARDS  

WILLS  
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PART III 

 
REAL ESTATE 

 
MEMBER 
 
PRINCIPAL RESIDENCE ADDRESS , 

CITY  

TITLE IS HELD IN THE NAME OF  

OR IN JOINT OWNERSHIP OF  

LOCATION OF THE DEED  

IF THERE IS A MORTGAGE ON 
THE HOUSE IT IS HELD BY 

 

 
If you have a summer or second home, provide details below: 
 
 
 
 
 
 
 
 
If you have time-shared property provide details below: 
 
 
 
 
 
 
 
 
Details of any other real property: 
 
 
 
 
 
 
 
 
 
 



Page 12 

Amended 18 March 2009 

 
 
SPOUSE 
 
PRINCIPAL RESIDENCE ADDRESS , 

CITY  

TITLE IS HELD IN THE NAME OF  

OR IN JOINT OWNERSHIP OF  

LOCATION OF THE DEED  

IF THERE IS A MORTGAGE ON 
THE HOUSE IT IS HELD BY 

 

 
If you have a summer or second home, provide details below: 
 
 
 
 
 
 
 
 
If you have time-shared property provide details below: 
 
 
 
 
 
 
 
 
Details of any other real property: 
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PART IV 

 
FINANCIAL INFORMATION 

 
 
MEMBER 
 

CREDIT CARDS 
 
SINGLE PHONE CANCELLATION 
NUMBER (IF YOU HAVE ONE) 

 

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
 

����� � ��������	��
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BANKS & OTHER FINANCIAL INSTITUTIONS MEMBER DEALS W ITH 
 
NAME OF ACCOUNT HOLDS  

FINANCIAL INSTITUTION  
ADDRESS  
TYPE OF ACCOUNT  
ACCOUNT NUMBER 

 
NAME OF ACCOUNT HOLDER  

FINANCIAL INSTITUTION  
ADDRESS  
TYPE OF ACCOUNT  
ACCOUNT NUMBER  

 
NAME OF ACCOUNT HOLDS  

FINANCIAL INSTITUTION  
ADDRESS  
TYPE OF ACCOUNT  
ACCOUNT NUMBER 

 
NAME OF ACCOUNT HOLDER  

FINANCIAL INSTITUTION  
ADDRESS  
TYPE OF ACCOUNT  
ACCOUNT NUMBER  

 
NOTES: 
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MEMBER’S CURRENT EMPLOYER  
 
NAME OF FIRM (SELF IF 
APPLICABLE) 

 

ADDRESS  

PHONE NUMBER  

 
MEMBER’S LIST OF PENSIONS  

 
TYPE  

PENSION NUMBER  

PHONE  

 
TYPE  

PENSION NUMBER  

PHONE  

 
TYPE  

PENSION NUMBER  

PHONE  

 
TYPE  

PENSION NUMBER  

PHONE  

 
TYPE  

PENSION NUMBER  

PHONE  

 
TYPE  

PENSION NUMBER  

PHONE  

 
TYPE  

PENSION NUMBER  

PHONE  
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MEMBER'S SECURITIES INVENTORY (Type: Bonds, GICs, Stocks, etc.) 

 

TYPE LOCATION 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 
 
NOTE: Remember to include any joint ownership securities in the above 
inventory as well. 
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SPOUSE 
 

CREDIT CARDS 
 
SINGLE PHONE CANCELLATION 
NUMBER (IF YOU HAVE ONE) 

 

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
CARD TYPE AND NUMBER  

NAME OF ACCOUNT HOLDER  

INFORMATION PHONE NUMBER  

CANCEL NUMBER  

 
 
NOTE: Credit cards may be photo-copied as an option. 
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BANKS & OTHER FINANCIAL INSTITUTIONS SPOUSE DEALS W ITH 
 

NAME OF ACCOUNT HOLDER  

FINANCIAL INSTITUTION  

ADDRESS  

TYPE OF ACCOUNT  

ACCOUNT NUMBER  
 

NAME OF ACCOUNT HOLDER  

FINANCIAL INSTITUTION  

ADDRESS  

TYPE OF ACCOUNT  

ACCOUNT NUMBER  
 

NAME OF ACCOUNT HOLDER  

FINANCIAL INSTITUTION  

ADDRESS  

TYPE OF ACCOUNT  

ACCOUNT NUMBER  
 

NAME OF ACCOUNT HOLDER  

FINANCIAL INSTITUTION  

ADDRESS  

TYPE OF ACCOUNT  

ACCOUNT NUMBER  
 
NOTES: 
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SPOUSE'S CURRENT EMPLOYER 
 

NAME OF FIRM (SELF IF 
APPLICABLE) 

 

ADDRESS  

PHONE NUMBER  

 
SPOUSE'S LIST OF PENSIONS 
 

TYPE  

PENSION NUMBER  

PHONE  
 

TYPE  

PENSION NUMBER  

PHONE  
 

TYPE  

PENSION NUMBER  

PHONE  
 

TYPE  

PENSION NUMBER  

PHONE  
 

TYPE  

PENSION NUMBER  

PHONE  
 

TYPE  

PENSION NUMBER  

PHONE  
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SPOUSE'S SECURITIES INVENTORY  (Type: Bonds, GIC's, Stocks, etc.) 
 

TYPE LOCATION 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 
 
 
NOTE: Remember to include any joint ownership securities in the above 
inventory as well. 
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PART V 

 
INSURANCE 

 
MEMBER'S PERSONAL INSURANCE  
 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  
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MEMBER'S MEDICAL INSURANCE  
 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
MEMBER’S DENTAL INSURANCE PLAN  
 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
NOTES: 
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MEMBER'S HOUSEHOLD, VEHICLE and OTHER INSURANCE  
 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
NOTES: 
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SPOUSE'S PERSONAL INSURANCE  
 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
TYPE  

COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
NOTES: 
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SPOUSE'S MEDICAL INSURANCE  
 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
SPOUSE’S DENTAL INSURANCE  
 
COMPANY  

POLICY NUMBER  

ADDRESS & PHONE NO.  

PREMIUM PAID BY  

BENEFICIARY  

 
NOTES: 
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SPOUSE'S HOUSEHOLD. VEHICLE & OTHER INSURANCE  
 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
ITEM INSURED  

COMPANY  

POLICY NUMBER  

ADDRESS  

PHONE NUMBER  

PREMIUM PAID BY  

 
NOTES: 
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PART VI 

 
FAMILY ADVISORS MEMBER  

 
ADVISOR NAME ADDRESS TELEPHONE 

DOCTOR    

LAWYER    

MINISTER    

TRUSTEE    

CONFIDANT    

    

    

    

 
NOTES: 
 

 

 

 

 
 
SPOUSE 
 

ADVISOR NAME ADDRESS TELEPHONE 

DOCTOR    

LAWYER    

MINISTER    

TRUSTEE    

CONFIDANT    

    

    

    

 
NOTES: 
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PART VII 

 
WILL INFORMATION MEMBER 

 
MEMBER 
 
LOCATION OF ORIGINAL 
WILL 

 

LOCATION OF COPY  

DATE OF LAST REVISION  

HAS WILLS NOTICE BEEN 
FILED WITH THE DEPT. 
OF VITAL STATISTICS 
(YES/NO) 

 

LOCATION OF 
"LIVING WILL" 
 

 

 
Name, address, and telephone numbers of: 
 
Doctor: 
 

 

 
Lawyer: 
 

 

 
Executor/s 
 

 

 
Notes:  See page D1 for and example of a “living will.” 
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SPOUSE 
 
LOCATION OF ORIGINAL 
WILL 

 

LOCATION OF COPY  

DATE OF LAST REVISION  

HAS WILLS NOTICE BEEN 
FILED WITH THE DEPT. 
OF VITAL STATISTICS 
(YES/NO) 

 

LOCATION OF 
"LIVING WILL" 
 

 

 
Name, address, and telephone numbers of: 
 
Doctor: 
 

 

 
Lawyer: 
 

 

 
Executor/s 
 

 

 
Notes:  See page D1 for and example of a “living will.” 
 

 

 
 
 



Page 30 

Amended 18 March 2009 

 
PART VIII 

 
FUNERAL ARRANGEMENTS MEMBER 

 
MEMBER 
 
Do you have an organ donor card? 
(Yes) (No) 
 
If you have made pre-arrangements, provide the following information: 
 
NAME (person, society, etc.)  

ADDRESS  

PHONE NUMBER  

 
Specific arrangements: 
 
I, prefer burial/cremation/no service/other 
 

 
I, prefer the funeral service with casket/memorial service/other 
 

 
 
Specific instructions for the above service (church, clergyman, funeral home, hymns, 
psalms, tribute, obituary, etc.) 
 

 
 
I you have a burial plot/s, provide: 
 
CEMETERY  

LOCATION (CITY) GRAVE NO.  

PLOT  

SECTION  

BLOCK  

DEED IN NAME OF  
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SPOUSE 
 
Do you have an organ donor card? 
(Yes) (No) 
 
If you have made pre-arrangements, provide the following information: 
 
NAME (person, society, etc.)  

ADDRESS  

PHONE NUMBER  

 
Specific arrangements: 
 
I, prefer burial/cremation/no service/other 
 

 
I, prefer the funeral service with casket/memorial service/other 
 

 
 
Specific instructions for the above service(church, clergyman, funeral home, hymns, 
psalms, tribute, obituary, etc.) 
 

 
 
I you have a burial plot/s, provide: 
 
CEMETERY  

LOCATION (CITY) GRAVE NO.  

PLOT  

SECTION  

BLOCK  

DEED IN NAME OF  
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CANADIAN FORCES PENSION/ANNUITY 

& 
SUPPLEMENTARY DEATH BENEFITS (SDB) 

 
Upon the death of a contributor, the survivor should phone as soon as possible, National 
Defence Headquarters, Director of Accounts Processing, Pay and Pension (DAPPP4-5) (see 
attached address & telephone directory). The following information may be requested by 
DAPPP4-S and if necessary can be mailed or faxed. 
 

INFORMATION REQD BY NDHQ INFORMATION TO ASSIST YOU 
NAME OF DECEASED  

PLACE OF DEATH  

DATE OF DEATH  

PENSION NUMBER CAN BE ACQUIRED FROM PENSION 

CHEQUE STUB 

SOCIAL INSURANCE NUMBER (SIN)  

NAME OF BENEFICIARY/SURVIVING 
SPOUSE 

 

ADDRESS  

CITY  

POSTAL CODE  

PHONE NUMBER  

SPOUSE'S SIN  

DEATH CERTIFICATE, (ORIGINAL OR 
CERTIFIED COPY) 

WHEN FAXED, COPY OF CERTIFICATE 
NEED NOT BE CERTIFIED 

DECEASED'S BIRTH CERTIFICATE 
(ORIGINAL OR WALLET SIZE OR 
CERTIFIED COPY) 

WHEN FAXED, COPY OF CERTIFICATE 
NEED NOT BE CERTIFIED 

BENEFICIARY'S BIRTH CERTIFICATE 
(ORIGINAL OR WALLET SIZE OR 
CERTIFIED COPY) 

WHEN FAXED, COPY OF CERTIFICATE 
NEED NOT BE CERTIFIED 

MARRIAGE CERTIFICATE (ORIGINAL 
OR CERTIFIED COPY) 

WHEN FAXED, COPY OF CERTIFICATE 
NEED NOT BE CERTIFIED 

DIVORCE DECREES OF EACH 
DIVORCE IF APPLICABLE (ORIGINALS 
OR CERTIFIED COPIES) 

WHEN FAXED, COPIES OF PAPERS 
NEED NOT BE CERTIFIED 

DEPENDENTS BIRTH CERTIFICATES 
(ORIGINALS OR CERTIFIED COPIES 

WHEN FAXED, COPIES OF 
CERTIFICATES NEED NOT BE 
CERTIFIED 
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CANADIAN FORCES PENSION/ANNUITY & SUPPLEMENTARY DEA TH 
BENEFITS (CONT' D)  

 

Note    (i) Wallet-sized cards are acceptable provided they are issued by the Department of 
Statistics of the issuing Province. 

(ii) It is of paramount importance that all of the above documents be verified for the 
absolute accuracy in spelling etc. One misspelling, changed name or lack of 
supporting documentation will delay proceedings. 

(iii) To expedite: faxing the required information to NDHQ is recommended 

 
If you wish assistance or information any time, phone DAPPP4-5; they will only be too 

pleased to help you. 
 
Use Registered mail  if you are mailing with these important papers. Upon receipt of this 

documentation, the Director of Accounts Processing, Pay and Pension(DAPPP4-5) will respond 
with a letter to the beneficiary informing them of the various entitlements that may be payable. 
In addition, information and application forms regarding EC Medical, The Public Service Health 
Care Plan(PSHCP), Direct Deposit Banking and Income tax (TD1) will be included. 
 

The information gathered on the previous page will be useful when dealing with Canada 
Pension Plan, Old Age Security and Public Service Pensions etc. 

 
It is highly recommended that deduction at source for PSHCP, BC Medicare and other 

premiums be considered. With the death of a pensioner, a new application for these deductions 
has to be completed as stated above. Necessary forms are provided by DAPPP4-5. 
 
 

Note: If this is a second marriage, it may be necessary to provide proof of the termination 
of a previous marriage, either in the form of a death certificate or a divorce decree absolute, 
whichever is applicable. 
 

In general terms, the Supplementary Death Benefit (SDB), payable on the death of a 
participant in the plan, is an amount equal to two years salary or the nearest multiple of $2 
50.00 above your salary as drawn on the date of retirement. Upon reaching age 61, the monthly 
contribution and benefits payable are reduced by 10% of the original amount. 
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CANADIAN FORCES PENSION/ANNUITY & SUPPLEMENTARY DEA THBENEFITS 
(CONT'D) 

 
The 10% reduction continues each year thereafter until age 70 when contributions cease and a 
$ 5000.00 benefit remains in effect for life. The SDB is NOT subject to income tax. 
 

The following points concerning Canadian Forces and Public Service Pensions and 
Superannuation should be considered for a better understanding of benefits. When you die, 
your pension annuity will cease at the end of the month of your death. Under Part IV the 
surviving spouse is entitled to 50% of your pension. If under Part V, then your spouse will 
receive a pension which will be 50% of your gross. The spouse's pension commences the day 
after your death. This means that for the month of your death, she will receive your pension plus 
her pension for the number of days remaining in the month of your death. The surviving spouse 
will normally receive the first cheque (month of death adjustment) six weeks after your death. 
This pension is indexed annually to the Consumer Price INDEX, (CPI). 
 

If a contributor married or remarried after the age of 60, a widow or widower entitlement 
to Canadian Forces Service Pension or Superannuation benefits may not exist. For further 
information contact DAPPP4-5 (see attached address and telephone directory) 

 
CANADA PENSION PLAN  

 
The Canada Pension Plan provides for the payment of retirement, survivor and disability 
benefits upon application by persons who meet contributing and other requirements. The 
amount of the benefit is based on the contributor's earnings and contributions to the plan. 
Survivors should apply for: 
 

a. Death Benefit(a one-time payment); and 
b. Monthly Survivor's Benefits applicable), 

 
Application must be made for both benefits. They will not be paid automatically. 

 
Most funeral homes hand out an information package containing applications for both 

benefits. If not, call the Federal Income Security Office (see attached address telephone 
directory) and have them mail the forms to you. There is usually a delay of four months before 
receiving these benefits. 
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ADDITIONAL PENSION BENEFITS  
 

There are occasions when benefits are available due to past employment from a company or 
union. Although some of these firms may no longer exist, their union or company funds may still 
be available to provide assistance. 

 

BENEVOLENT FUNDS 

 

Former and serving members of the Canadian Armed Forces and their dependents may, 
subject to eligibility requirements, qualify for assistance from the RCN, RCAF, Army Benevolent 
Funds, the Canadian Army Welfare Fund and CF Personnel Assistance Fund. Applications 
must be made for assistance from these funds. For complete information, you should contact 
the appropriate Fund or the nearest office of Veterans Affairs Canada. 

 

RCN Benevolent Fund Canadian Forces Personnel Assistance Fund 

Address & Telephone: see Address & Telephone: see attached address attached address and 
telephone and telephone directory. 

 

VETERANS' PENSIONS 

 

If the deceased person was a veteran, his or her surviving spouse may be eligible for a pension 
for that reason. This will be true if the veteran was receiving a veteran's disability pension at 
death, or if the death was a result of war injuries or peacetime service. 

 

Benefits of the Pensions Act may be granted to veterans of any Commonwealth or Allied Force 
if they lived in Canada for certain periods, both before and after they served. 

 

Widowed spouses of veterans who served overseas may also be eligible for war veteran's 
allowances. These are paid at age 55 for women and age 60 for men and are roughly equal to 
the old age pension plus guaranteed supplement. 

 

You do not receive either pension or allowance automatically, you must apply for them. 

 

Depending upon the degree of disability of the veteran at death, the surviving spouse and 
eligible children may receive full pension or a proportionate pension. Parents or a brother or 
sister who were financially dependent on the deceased veteran may also be awarded a 
pension.
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VETERANS' PENSIONS (CONT'D)  

 
The pensions are increased annually with the cost of living. Pension Act benefits are NOT 
subject to income tax. 
 

If the deceased was receiving a veteran's disability or survivor's pension or died while 
receiving hospital treatment at Department of Veterans Affairs expense, and the estate left is 
not enough to cover final medical or funeral costs, the Canadian Pension Commission may 
award a grant to help. More information is given in the "Services and benefits brochure of the 
Department of Veterans Affairs, and any of the district offices of the Commission can give 
information about this assistance and help you make the application. 
 
Veterans Affairs Canada   or 
Address:  see attached address 
directory 

Telephone: see attached telephone 
directory 

 
 
There is also a "Last Post Fund" that will pay funeral costs of active service veterans. It 
normally tries to recover all or part of the cost unless this would be a hardship for the surviving 
spouse or dependent children. Veterans organizations, Pension Commission offices and most 
funeral directors can give you more information, or you can make a request directly to: 
 
The Secretary Treasurer Last Post or 
Address:  see attached address 
directory 

Telephone: see attached telephone 
directory 

 
COMPASSIONATE TRAVEL  

 
Most airlines, including Air Canada, have a compassionate travel policy, and in the event of the 
death, a member of the immediate family of the deceased may be eligible for a partial rebate on 
their fare. 
 
For example, to apply for a rebate from Air Canada, mail the passenger coupon portion of your 
ticket and the death certificate(or certified copy) within 60 days to Air Canada Refund Services 
(see attached address directory). 
 

LIFE INSURANCE 
 
Does the deceased have any life insurance policies?   If so, the beneficiary must notify the 
insurance company or agent as soon as possible.  To collect benefits with some companies, it 
is not necessary to contact the agent and the
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LIFE INSURANCE (CONT'D)  

 

company can be contacted directly and thus saving the beneficiary unnecessary expense. The 
insurance company will need to know the date and cause of death and have the following 
documents available: 

 

a. Death Certificate (original) - although a photocopy may be acceptable through the 
agent; 

b. Deceased Birth Certificate (original) or wallet card; 

 

c. Beneficiaries Birth Certificate or wallet card; and 

 

d. Insurance Policy (original) 

 

The company will provide forms to be completed by the claimant and a doctor's 
statement. Benefits are usually payable without much delay, particularly in straightforward 
oases. 

 

YOUR HOME 

 

In neither the BC Assessment Notices nor the annual Tax Notice is there any indication 
how your land is registered in the land title office. In both of these forms, even if the names of 
both husband and wife appear, it does not indicate how the land is registered. When a person 
purchases a home, unless you or the lawyer specifically informs the land title office how the 
land is to be registered, it will automatically be registered "As Tenants in Common" which does 
not imply a right of survivorship. If the land is registered "As Joint Tenants", which implies a right 
of survivorship, the land title office will register titles of land in the name of the survivor without 
probate or letters of administration. 

 

The member/spouse should check the Title Certificate or with the land title office now to 
ensure that the land is registered in the manner assumed (see page AS for more detail on joint 
tenancy). 

 

When the survivor goes to the land title office, produce the copy of the title to the land 
and the official certificate of the death of the joint owner. If you don't have a copy of the title, you 
can take the legal description which will be on the tax notice. In British Columbia, additional 
information can be obtained by writing, phoning, or visiting the Land Registry Office (see 
attached address and telephone directory). 
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OLD AGE SECURITY PENSION 

 
The Old Age Security (OAS) pension is a monthly benefit payable to all persons aged 65 

or over who meet certain residence requirements. Application must be made to receive the 
OAS, but should not be submitted earlier than 12 months in advance of eligibility. 

 

Guaranteed Income Supplement  

 

The Guaranteed Income Supplement is an income tested monthly benefit payable upon 
application to CAS pensioners who have limited income apart from the OAS pension. 

Spouse's Allowance/Widowed Spouse's Allowance  

 

The 60 to 64 year-old spouse of an OAS pensioner may be eligible upon application for 
Spouse's  Allowance benefits descending upon the combined income of the couple and the 
spouses residence in Canada. Benefits are also available to the low-income widowed persons 
60 to 64 years of age who meet the residence requirements. 

 

Detailed information regarding these programs may be obtained from the Federal Income 
Security Office (see attached address and telephone directory). 

 

BC Benefits  

 

BC Benefits is funded by the BC Provincial Ministry of Human Resources(see attached address 
and telephone directory) and may be available upon application, for those in receipt of 
Guaranteed Income Supplement(GIS). You must be receiving GIS to obtain BC Benefits. 

 

NOTE: Current Old Age Security benefits are under review and considerable changes are 
expected in the early 2000's. 

 

 

LEGAL MATTERS  

 

Power of Attorney  

 

In the event that a spouse or partner has suffered a serious or debilitating illness or will be away 
from home for an extended pen, most desirable that the other spouse or partner in the better 
health or remains at home have control of financial affairs. 



A 8 

Amended 18 March 2009 

 
LEGAL MATTERS (CONT'D)  

 
Power of Attorney Cont'd  

 

It is in this role of estate overseer that the "home staying" spouse might make the use of 
a Power of Attorney document. This is a legal document giving one spouse permission to sign 
for the other in such situations as are specified. A "General Power of Attorney" gives the 
recipient the power to do virtually anything the "donor" could do, including selling or mortgaging 
the house. On the other hand, a more limited Power of Attorney might only cover situations 
such as depositing a designated check into the bank or arranging credit. It can be a frustrating 
experience if you discover you need the signature of the spouse who is not able to provide it, 
Power of Attorney forms may be obtained from a lawyer or Notary Public, who will advise you 
on their completion. The presence of both husband and wife before the lawyer or notary may be 
required for execution of the document. The original should be kept in a safety deposit box as it 
is a very powerful instrument. 

 

Power of attorney may be also designated to a confidant or other trusted individual. 

 

Whenever a transaction is to be completed requiring the signature of the absent partner, 
the Power of Attorney document should be taken along to prove that all is legal. A copy of the 
document should be made and the original handed back to the spouse/confidant to be put back 
into safekeeping until the next situation. 

 

Joint Tenancy/Tenants-in Common 

 

Joint tenancy means that a husband and wife have an equal ownership of a car, in a 
bank account, safety deposit box, deed, or title to real estate or stocks or bonds. It is a very 
wise choice to have joint tenancy as it facilitates settlement of an estate in the event of the 
death of one of the partners. All assets titled in this manner automatically pass to the surviving 
member without the long delays brought about by probating the will of the deceased. Thus the 
survivor has immediate access to the bank account, etc., at a time when financial need may be 
very great and before any death benefits arrive. 

 

For personal reasons or to ensure third part inclusion in the estate, "Tenants-in-
Common" may be desirable. When property is held by "Tenants-in-Common", the deceased's 
share forms part of his/her estate and passes under the will. 
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LEGAL MATTERS (CONT'D)  

 
Wills  

 

It is important for both spouses to have an adequate will to minimize time and cost in 
probating the estate. Mention should be made of the appointment of a trustee for the estate and 
a guardian to care for the children should both parents die at the same time. It is important for 
the survivors that emotional and financial insecurity not be prolonged unnecessarily. Your will 
should be reviewed at least once every year. 

 

Probate of Wills in British Columbia  

 

In the majority of cases, if the estate assets total $10,000.00 or less, the will does not 
have to be probated. In Victoria, this can be readily verified by contacting the Court House(see 
attached address and telephone directory). 

 

Wills Form Notice  

 

This is a form that indicates the location of your original will and is filed at the Wills 
Registry (see attached address and telephone directory). 

 

FUNERALS 

The following suggestions are offered as a guide to anyone who has the task of 
arranging a funeral. 

 

a. Confirm whether or not the deceased is a member of a memorial society (see pages 
28/29). If so, you must use the Memorial Society's affiliated funeral home to receive the 
society's benefits. Be aware that the signature of an executor or family member is 
necessary to authorize the funeral home to receive and prepare the remains for service. 
Nothing happens until this is completed. 

 

b. Arrange the following as necessary: 

 

a. as soon as possible, the Will, should be reviewed for specific wishes or the 
wishes detailed on page 28/29 of this document (i.e., hymns, scriptures, 
readings, etc.) ; 

b. date of funeral service; 

c. type of service(cremation or interment); 

d. place of service (funeral home, church, transportation, etc.) ; 
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FUNERALS (CONT'D)  

 
 

e. obituary - the sooner an obituary can appear in the local paper the better. Also 
if desired the Royal Canadian Navy Logo is usually available from the local 
newspaper as part of the obituary(at cost) (Victoria Times Colonist reference 
number for the logo is 9003). The obituary reduces innumerable telephone 
calls to the home of the bereaved. Obituary writing can be done entirely 
separate from the Funeral Heine but their help is available (at cost). 
Concurrence in the wording from family is highly desirable before it goes to 
press. 

f. visitation as may be desired: 

g. casket; 

h. flowers; 

i. pallbearers and ushers: 

j. organist and music; 

k. minister; 

l. type of service i.e. participation of any other associations), 

m. scattering of ashes a: sea burial at sea - see next paragraph; 

n. obtain two or three copies of the original  Death Certificate. If more copies are 
required, they are available from the funeral home, notary public or lawyer: 

o. notify death to: 

 

i. all pension and income sources; 

ii. insurance companies; 

iii. family, executors, and close friends; 

iv. newspapers - the funeral home may offer the obituary notice service 

v. the Naval Officers Association of Vancouver Island. 

vi. other applicable lodges and associations 

 

Scattering of Ashes at Sea/Burial at Sea  

 

The current MARCOM Policy references relating to the scattering of ashes of deceased 
former members at sea are CFAO 24- Annex G and MARPACORD 24-3. 

 

The gist of the references is that the traditional burial at sea is no longer to be conducted 
for reasons of economy. Ashes may be deposited with the appropriate Base Chaplain, CFB 
Esquimalt or Halifax, to be taken to sea at the earliest occasion of a ship sailing on normal 
duties. 
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FUNERALS (CONT'D)  

 
Scattering of Ashes at Sea/Burial at Sea (Cont'd)  

 

The receptacle containing the ashes is to be delivered or forwarded, prepaid, by registered 
mail to the Base Chaplain( see attached address and telephone directory). A letter stating the 
particulars of the deceased, the current address of the Next-of Kin and the desired disposition of 
the ashes is to be provided. 

 

When the ashes have been duly scattered, the Next-of Kin will be notified by letter indicating 
the date, time and position at sea at which the ceremony was conducted. 

 

The CFAO emphasizes that arrangements shall be at no cost to the 

Public, except to advise the Next-of-Kin of the date and position of the scattering". 

 

MISCELLANEOUS INFORMATION  

 

Vehicles  

 

There is an advantage in having vehicles registered jointly in both names (husband and wife) when 
it is necessary to transfer the vehicle to the surviving spouse. If the estate is valued over ten 
thousand dollars, then a copy of the will, Death Certificate, and the vehicle registration are 
required. For estates valued under ten thousand dollars, the will is not required. In BC, transfer fee 
will be charged. 

 

RRSP's/RRIF's/ANNUITIES  

 

Naming a spouse as a beneficiary prevents the proceeds from being included in the deceased's 
income for the Current year and provides the survivor with several options. It is advised that you 
plan for this eventuality by discussing the options with a financial advisor or counsellor. 

 

Credit Cards  

 

The credit cards of the deceased should be cancelled (see pages 11 & 5) as soon as possible. 
Claims for any outstanding accounts may be lodged against the deceased's estate. The survivor 
should transfer to their name any of the deceased's credit cards which they wish to keep. 
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SUMMARY OF BENEFITS 

 
This is an estimate of the total benefits that may be available to your dependants or 
beneficiaries. 
 
 

ONE-TIME BENEFITS DATE AMOUNT 

 CALCULATED   

Supplementary Death Benefit ___________ _________ 

Life Insurance ___________ _________ 

Mortgage Insurance ___________ _________ 

Canada Pension Plan ___________ _________ 

Cash - Savings Account ___________ _________ 

Savings Bonds ___________ _________ 

RRSP's ___________ _________ 

____________________________ ___________ _________ 

____________________________ ___________ _________ 

____________________________ ___________ _________ 

Total One-Time Benefits  _________ 

 

MONTHLY BENEFITS DATE AMOUNT 

 CALCULATED   

Military Pension ___________ _________ 

Canada Pension Plan ___________ _________ 

Old age Security Pension ___________ _________ 

____________________________ ___________ _________ 

____________________________ ___________ _________ 

____________________________ ___________ _________ 

Total Monthly Benefits   _________ 
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CHECK-OFF LIST 
OF ACTIONS TAKEN FOLLOWING A DEATH  

 

Pension issuers informed  DATE NOTES 

Military Pension _________ ___________________ 

Civil Service pension _________ ___________________ 

Provincial Government pension _________ ___________________ 

Canada Pension _________ ___________________ 

Old Age Security Pension _________ ___________________ 

_________________________ _________ ___________________ 

_________________________ _________ ___________________ 

_________________________ _________ ___________________ 

Other notifications/actions    

Life insurance companies _________ ___________________ 

Mortgage insurance _________ ___________________ 

Bank Accounts _________ ___________________ 

Safety deposit box _________ ___________________ 

Credit cards _________ ___________________ 

House title _________ ___________________ 

Motor vehicle transfers _________ ___________________ 

Canada Savings Bonds _________ ___________________ 

RRSP's _________ ___________________ 

Prepare new will _________ ___________________ 

Change Power of Attorney _________ ___________________ 

Transfer stocks _________ ___________________ 

_________________________ _________ ___________________ 

_________________________ _________ ___________________ 

_________________________ _________ ___________________ 

_________________________ _________ ___________________ 
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THIS IS AN 

EXAMPLE ONLY  
 

LIVING WILL  
 

For SIN: ___________________ 

Full Name: ___________________ 

 

To my family, physician, lawyer, clergyman and to any individual who may 
become responsible for my health and welfare. 

 

Realizing that death is a certainty and as much a part of life as being born, if the 
time comes when I can no longer take part in decisions for my own future, I wish this 
statement to and as an expression of my wishes while still sound of mind. 

 

I fear the indignities of deterioration, dependence and hopeless pain more than 
death itself. I therefore ask that medication be mercifully administered to help relieve my 
suffering and if there is no reasonable expectation of my recovery, I request that I be 
allowed to die with dignity and not kept alive by artificial means of "heroic measures". 

 

Dated at the city of  _______________________________   in the province of 

__________________________________ this ________ day of __________ 

 

Signature: ______________ 

Name (Print) ______________ 

Signature:  _______________________ 

Witness Name (Print) ______________________ 

 

Signature:  _______________________ 

Witness Name (Print) ______________________ 
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HELPFUL HINTS 

 

1. In addition to the information in the preceding pages, you should 
consider some personal helpful hints for your survivors. These hints 
should include information that will assist your family, executors and 
beneficiaries before and after death occurs. These hints logically 
complement and amplify the information recorded in this document, i.e. 
phone numbers, action items, etc. 

2. At the time of death in the family and immediately following, you will be in 
a state of shock and very vulnerable so great caution must be exercised. 
If possible, have a family member, relative or close friend stay with you 
and accompany you to all meetings. Their support will be immeasurable. 

3. Use the assistance of service clubs, church groups and other 
organizations to which you belong. Their experience and reliability will 
provide you with devoted support. 

4. Make a list of things to do, places to go and people to see. Check off 
completed items - you will be surprised how efficient and effective this 
will be in completing the multitude of things which must be done. 

5. Do not make hasty decisions - they cannot normally be reversed and 
may result in material or financial loss. 

6. If you have limited experience with financial matters, you should seek 
professional assistance. Be sure that you deal only with reputable, well 
established firms or advisors. Your bank manager, accountant or lawyer 
will assist you or refer you if necessary. 

7. Beware of the insurance representative who may attempt to talk you into 
investing insurance benefits. It may not be in your best interest. Take 
your time and consider your options over a few months. 

8. Lump sum payments from Supplementary Death Benefits and life 
insurance are not subject to tax, therefore they should be deposited 
directly into your account for later investments. 

9. Remember, there is no need to invest all of the moneys you receive in 
any one area or to invest in a hurry. Make investment decisions carefully. 
DO NOT invest in what you don't understand, and don't be afraid to ask 
for information. 
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HELPFUL HINTS (CONT'D) 

 

10. Some loans, service contracts and credit card accounts are life insured 
and are automatically paid up when the account holder dies. 

11. Many bills must be paid on the due date. Use cancelled cheques as a 
reference to determine whether a bill has been paid. 

12. You may wish to phone your Bank for an appointment with the Manager 
of Customer Services who will assist you and guide you in re-arranging 
your bank services, i.e., safety deposit box. types of accounts or 
investments. 

13. All federal government cheques issued to the deceased in the month of 
death can be deposited to "Estate Accounts ' or the joint account. 

14. NO make sure that you have a current WILL which accurately reflects 
your present status. Revise your current Will  if necessary. 

15. You should consider rev ~ g or drawing up a Power of Attorney at this 
time. 

16. If you are alone, you may consider establishing a joint bank account (not 
necessarily large) with a family member, relative or your executor to 
cover your debts if you should become hospitalized or otherwise unable 
to pay your normal debts. 

17. After your monthly income has stabilized, in about three months, you 
should review your income tax deductions. If you have to change the 
amount of the deductions, complete an Income Tax Deduction Form 
(TD1). 

18. In order to settle the deceased's income tax, contact your accountant if 
you have one or contact Revenue Canada and ask for a "Deceased 
Persons Income Tax Guide" which contains complete instructions. A 
minimum of six months is allowed for filling the deceased's final return. 

19. Remember to cancel unnecessary credit cards and store accounts. DO 
NOT forget to cancel the deceased's "Bank Card". 

20. Cancel subscriptions and memberships if you don't find the to your liking 
or needs (don't be too hasty). You may wish to change them to your 
name only. 
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HELPFUL HINTS (CONT'D) 

 

21. Arrange with the post office for your mail to be re-addressed if necessary. 

22. Fire and property insurance policies should be changed to the name of the 
surviving owner. 

23. Make certain when you communicate by letter or phone with different 
agencies that you provide the correct numbers. For example: 

a. CPP and OAS use the SIN: 

b. CF Pension, use their assigned Pension Number - the widow will have 
the same number with W1 added to the right; 

c. Public Service Commission, use their assigned pension number; 

d. Department of Veterans Affairs, use the veteran's service number and 
their file number; 

e. Provincial Government, use their assigned file or superannuation 
department number; 

f. Union/Company/Workman’s Compensation Benefits, use their file or 
employee number; 

g. Life insurance, use their policy number; 

h. USA/UK, use their assigned social security/pension number; 

i. Financial institutions, use t en account number plus SIN. 

24. BEWARE OF ANY UNETHICAL DOOR-TO-DOOR SALESPERSON AT THIS 
TIME. THEY MAY REPRESENT THEMSELVES  AS DELIVERING OR 
COLLECTING FOR PURCHASES AUTHORIZED BY THE DECEASED.  
HAVE FRIENDS AND NEIGHBOURS STAY EXTRA ALERT TO THE 
SECURITY OF DECEASED'S RESIDENCE DURING THE TIME PERIOD OF 
THE DEATH AND FUNERAL SFR\ ICE 

25. If Canada Pension Plan has been split, then following death the total Canada 
Pension Plan reverts to the deceased contributor. All benefits for survivors are 
calculated from this total amount. 
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HELPFUL HINTS (CONT'D) 

 

26. The Canada Pension Plan Death Benefit is a one time taxable payment 
equal to six times the deceased's monthly Canada Pension Plan or the 
maximum Death Benefit whichever is LESS. It is taxable to the survivor. 

27. Write the outline of the obituary you would wish and attach it to this 
document. 

28. If Bank Account is "JOINT", don't close out for at least a couple of months 
until you are sure that all cheques (forthcoming) in your spouses' name 
have been received and deposited into the JOINT account. This will avoid 
delay or possible loss of monies. 

29. Finally, these are but a few hints, add your own as you think of them. Try 
to take it easy. Do not do anything in haste - wait and think it through. 
Seek assistance and it will all work out. 
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1 

ADDRESS AND TELEPHONE 

DIRECTORY 

National Defence Headquarters, Director of Accounts for Pay and Pension 

NAME 
 

National Defence Headquarters 
 

 
 

ADDRESS 
 

101 Colonel By Drive 
 

CITY 
 

Ottawa 
 

PROVINCE 
 

Ontario 
 

POSTAL CODE 
 

K1A OK2 
 

ATTENTION 
 

DAPPP4-5 
 

TELEPHONE NUMBER 
 

1-800-267-0325 
 

or  1-613-996-7980 
 

FAX  NUMBER 
 

1-613-996-5974 
 

 

Canada Pension/ Old Age Security 

ADDRESS 
 

P.O. Box 1 177(Federal Building) 
 

CITY 
 

Victoria 
 

PROVINCE 
 

British Columbia 
 

POSTAL CODE 
 

V8W 2V2 
 

TELEPHONE NUMBER 
 

1 -800-277-9914 
 

FAX NUMBER 
 

 

 

Royal Canadian Naval Benevolent Fund: Canadian Forces Personal Assistance  

NAME 
 

Royal Canadian Naval Benevolent Fund 
 

ADDRESS 
 

P.O. Box 505, Station "B" 
 

CITY 
 

Ottawa 
 

PROVINCE 
 

Ontario 
 

POSTAL CODE 
 

K1P 5P6 
 

TELEPHONE NUMBER 
 

1-613-996-5087 
 

FAX NUMBER 
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2 
ADDRESS AND TELEPHONE DIRECTORY CONT’D 

 
NAME 
 

Canadian Forces Personnel Assistance Fund 
 

 

ADDRESS 
 

245 Cooper Street, 6th Floor 
 

CITY 
 

Ottawa 
 

PROVINCE 
 

Ontario 
 

POSTAL CODE 
 

K2P OG2 
 

TELEPHONE NUMBER 
 

1-613-996-3094 
 

FAX NUMBER 
 

 
 

Veterans Affairs Canada; Secretary-Treasurer Last Post Fund 

NAME 
 

Veterans Affairs Canada 
 ADDRESS 

 
P.O. Box 5600 
 CITY 

 
Vancouver 
 PROVINCE 

 
British Columbia 
 POSTAL CODE 

 
V6B S6B 
 TELEPHONE NUMBER 

 
1-866-522-2122 
 FAX NUMBER 

 
 
 NAME 

 
The Secretary-Treasurer, The Last Post Fund 
 

 

ADDRESS 
 

510 West Hastings Street, Room 318 
 

 

CITY 
 

Vancouver 
 PROVINCE 

 
British Columbia 
 POSTAL CODE 

 
V6B 1L8 
 TELEPHONE NUMBER 

 
1-604-685-8833 
 FAX NUMBER/Internet 

 
http://www.lastpostfund.ca/ 
 

Compassionate Travel - Air Canada Refund Services 

NAME 
 

Air Canada Refund Services 
 

ADDRESS 
 

P.O. Box 6475 
 

CITY 
 

Winnipeg 
 

PROVINCE 
 

Manitoba 
 

POSTAL CODE 
 

R3C 3V2 
 

TELEPHONE NUMBER 
 

 
 

INTERNET FORMS 
 

http://www.aircanada.com/en/travelinfo/before/Bereavement_E
NG_FRE.pdf 
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ADDRESS AND TELEPHONE DIRECTORY CONT'D 

Land Title Registration 

NAME 
 

Land Registry Office 
 

ADDRESS 
 

850 Burdett Street 
 

CITY 
 

Victoria 
 

PROVINCE 
 

British Columbia 
 

POSTAL CODE 
 

V8W 1B4 
 

TELEPHONE NUMBER 
 

1-250-387-6331 
 

INTERNET 
 

http://www.ltsa.ca/ 
 

 
 

NAME 
 

Federal Income Security Office 
 

ADDRESS 
 

Box 1177 
 

CITY 
 

Victoria 
 

PROVINCE 
 

British Columbia 
 

POSTAL CODE 
 

V8W 2V2 
 

TELEPHONE NUMBER 
 

1-800-277-9914 
 

FAX NUMBER 
 

 
 

 

BC Benefits 

NAME 
 

BC Benefits Plan 
 

ADDRESS 
 

P.O. Box 9956,  Station Provincial Government 
 

CITY 
 

Victoria 
 

PROVINCE 
 

British Columbia 
 

POSTAL CODE 
 

V8V 9R4 
 

TELEPHONE NUMBER 
 

1-250-952-5210/5211 
 

FAX NUMBER  
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Probate of Wills (Court House); Wills Registry 

NAME 
 

Court House 
 

ADDRESS 
 

850 Burdett Avenue 
 

CITY 
 

Victoria 
 

PROVINCE 
 

British Columbia 
 

POSTAL CODE 
 

V8W 1B4 
 

TELEPHONE NUMBER 
 

1-250-356-1204/9485 
 

FAX NUMBER 
 

 

 
 
 

Probate of Wills (Court House); Wills Registry 

NAME Wills Registry, Ministry of Health, Dep’t of Vital 
Statistics 

ADDRESS 818 Fort Street 

CITY Victoria 

PROVINCE British Columbia 

POSTAL CODE V8W 1H8 

TELEPHONE NUMBER 1-250-952-2681 

FAX NUMBER  

 
 
 

British Columbia Medical Services Plan 

NAME British Columbia Medical Services Plan 

ADDRESS  

CITY Victoria 

PROVINCE British Columbia 

POSTAL CODE  

TELEPHONE NUMBER 1-250-382-8406/1-800-663-7100 

FAX NUMBER  
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Social Insurance Registry 

NAME Social Insurance Registry 

ADDRESS PO Box 7000 

CITY Bathurst 

PROVINCE New Brunswick 

POSTAL CODE E2A 4T1 

TELEPHONE NUMBER 1-800-206-7218 

FAX NUMBER  

 
Old Age Security, Canada Pension Plan, International Benefits 

 
NAME HUMAN RESOURCES DEVELOPMENT CANADA 

ADDRESS PO Box 8522 

CITY Ottawa 

PROVINCE ON 

POSTAL CODE K1G 3H9 

TELEPHONE NUMBER 1-800-277-9914 

INTERNET www.hrdc.gc.ca/isp 

 
 
NAME  

ADDRESS  

CITY  

PROVINCE  

POSTAL CODE  

TELEPHONE NUMBER  

FAX NUMBER  
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1. NOAVI MEMBERS:-PERSONAL PLANNING  

Members may find the information contained herein beneficial in their personal planning. It addresses an 
important and sensitive subject which may offend the sensibilities of some. 
In times of stress, our families can unwisely spend a lot of money on elaborate funerals. A dignified funeral or 
memorial service need not be expensive. Our personal wishes though, are best discussed with our family while 
we are hale and hearty. 
We suggest that after gently discussing the topic with your spouse and/or executor(s), you file this with your 
NOAVI Personal Planner or other important personal “estate” papers. There it will be available for reading by 
your executor(s) and family many years hence!  

 

2. WHEN YOU DIE, WHAT DO YOUR LOVED ONES DO?  

When you die, what do your loved ones do? Not a cheerful subject you say? OK! Let’s say John Doe 
dies. If it’s Jane Doe, switch sexes. 
 

 FUNERAL ARRANGEMENTS  

John & Jane Doe were smart! They had discussed their “funeral/burial” wishes with each other in 
happier days. Jane must now make some decisions. Family and close friends are at hand. 
 

3. FUNERAL HOME   

The doctor is passing John’s death certificate to the funeral home that she and John had decided upon. 
Jane makes an appointment and visits the funeral home with a son, daughter or other close family 
member or friend. She takes with her: 
·  clothing for John, (uniform, suit, casual (golf or garden?) clothes). Jewelry not recommended. 
·  a suggested obituary which she and her family have written, based on information previously 

drafted by John. 
 

At the funeral home, Jane is cordially received by the funeral director, a Mr. “Smith”. Jane is 
pleasantly surprised by the place’s agreeably relaxed and subdued surroundings. Over a cup of coffee, 
she responds to some initial questions, such as:  
·  John’s full name and place of birth,  
·  John’s mother’s and father’s names and each parent’s country/province of birth.  

 Mr. Smith then asks a number of other questions such as:  
·  Does Jane want a funeral or a memorial service for John?  
·  At a church or in the funeral home chapel?  
·  Will John be “on view” beforehand?  
·  Does Jane have a chaplain or would she like the funeral home to arrange one?  
·  Is John to be buried or cremated?  
·  Are the ashes to be scattered?  
·  Does the family have a burial plot?  
·  What are Jane and the family’s transportation requirements?  
·  Would she like him to pass John’s obituary notice to local and possibly to other newspapers? 
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4. COSTS 

Charges vary with funeral homes and are subject to change. Our research indicates that funeral homes 
associated with “chains” or societies do not necessarily offer the best value.  
Prices following are based on January 2007 charges for service at a locally owned independent 
funeral home in Victoria. This particular funeral home also includes the services of a professionally 
qualified “grief counselor” without additional charge. 
 

a. At Jane’s request, Mr. Smith summarizes costs of the various options:  
·  Full Funeral all inclusive:       $ 2900. 
·  or Memorial Service, Funeral Home chapel and staff in attendance; $ 2485. 
·  or Memorial Service, Jane’s church but Funeral Home staff attending; $ 1895. 
·  or Memorial Service, church (own arrangements, no staff present); $ 1185. 
·  or Private Family Service in church or at grave-site (no staff present); $ 1185. 
·  or Direct burial or cremation.      $ 1185. 
*Includes documentation, one funeral coach, record book, leaflets and thank you cards. 
 

b. Jane queries the price of a casket for John, having heard that caskets can be priced up to many 
thousands of dollars. 
·  Casket suitable for “viewing” and for funerals    $ 795.00 & up. 
·  Casket suitable for “viewing” by family and friends (but no funeral) $ 682.00 & up. 
·  Casket suitable for direct cremation (no viewing or funeral)  $ 282.00 & up. 
·  Cardboard cremation container (not available at all funeral homes) $ 125.00.  
c. Jane thinks: “ Nothing is too good for John. This is my last opportunity to do something for 
him. He must have a big funeral with all the trimmings! A mahogany casket with brass handles. 
Lots of flowers. Expense is no matter!”  Then she remembers their discussions and what John had 
said he wanted. “ Keep it as simple as possible”,  he had said. “ We know we love each other. There is 
nothing to prove to anyone now.”   
d. With some reluctance she decides to follow his wishes: a memorial service in their own 
church with their own chaplain conducting the service. Attendance by Funeral Home staff will not be 
needed; family and friends will be in attendance to help. 
e. In choosing a casket, her husband’s “ Keep it simple!”  again comes back to mind. Jane 
chooses the least expensive “direct cremation” casket at $282.00. Thus:  

�  the memorial service at Jane’s church with no Funeral Home staff in   

attendance will cost Jane $1185, plus casket at $282. =$  1467.00 

�  a direct burial or cremation would have cost $1185, plus $795. =$  1980.00 

�  a memorial service at Jane’s church with Funeral Home staff in attendance  

would have cost $1895, plus $282. =$ 2177.00 

�  a memorial service at the Funeral Home chapel with Funeral Home staff  

in attendance would have cost: $2485, plus $282. =$ 2767.00 

�  a full funeral would have cost Jane $2990 + *$795. =$3695.00 
 (*If Jane and John had decided upon a full-blown funeral, Jane would have selected the least 
expensive funeral casket at $795. During the funeral service, the shroud provided by the funeral home 
will cover the casket completely. If a flag is to be draped over the coffin, the funeral home staff will 
fit their shroud first. The flag can then be draped over their shroud.) 
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f. Mr. Smith mentions that the following costs also should be added to the above: 
·  Original Provincial death certificate:   $  27, 
·  Cemetery/Crematorium (varies with location):  $415. upwards 
·  additional limousines to & from church at $90 per vehicle, if required. 
·  Family flowers  
·  Family chaplain $275 - $ 375(?), organist $125.00(?), and verger $75.00(?) if in attendance. 
·  Also add the cost of running the obituary in the local newspaper at $1.75cents per word per day. 
 
...And to all the above costs, add G.S.T.! 
 
5. OBITUARY  

Flowers from friends might be cheerful but might not the money be better spent if it were given to a 
charity in John’s memory? John would prefer that.  
Jane gives Mr. Smith her suggested obituary. John had said “ At more than 50 cents per word per 
day, keep mine short!” She agrees to three days in the local Victoria Times-Colonist newspaper 
(slight discount for three days). Mr. Smith says that the funeral home will FAX the obituary to the 
“Chronicle Herald” in Halifax (for one day), where John and Jane have family and friends.  
Jane agrees to phone Mr. Smith later after she has finalized the date and time of the funeral service 
with her chaplain, for inclusion in the obituary. 
 
6. BURIAL PLOT  

It is agreed that Jane will visit Royal Oak or Hatley Park Cemetery in a day or two and arrange for a 
burial plot for John (and possibly a side-by-side second plot for herself later). A cremation plot at 
Royal Oak Cemetery will cost Jane $1375 upwards (A full burial plot is $3500.) 
 
7. DEATH CERTIFICATE  

Jane orders one original death certificate from Mr. Smith, at $27.  
Some funeral homes additionally will provide notarized copies at $20 each, if required. (One can be 
useful.) Jane can also get a notarized copy from a Notary.  
 . 
 
8. HEALTH & WELFARE APPLICATIONS  

Before Jane leaves the Funeral Home, Mr. Smith provides her with Health & Welfare application 
forms to complete, to claim CPP Death & Survivors’ Benefits, as she probably qualifies. (Jane will 
contact the local Health & Welfare office herself later.) 
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 WHOM SHOULD YOUR LOVED ONES CONTACT  
At home, Jane looks in John’s desk and finds a folio marked “WILL/ESTATE” and his completed 
“Personal Planner”. John was well organized. In the folio she finds this document with the following 
phone numbers for spouse or representative to call, and other instructions: 
 

1. CANADA PENSION PLAN (CPP) & 
2. OLD AGE SECURITY (OAS) 
For both CPP & OAS, contact Department of HEALTH & WELFARE now known as SERVICE 
CANADA in Moncton, NB (Have John’s Social Insurance Number (SIN) available.): 
 Telephone (toll free) 1-800-277-9914 
Have Social Insurance Number (SIN) of deceased available.  
After providing some details by telephone, Jane and/or a family member will be asked to make an 
appointment to visit the local Health & Welfare office, if possible, to fill in applications for the 
various Survivor’s Benefits to which there will probably be entitlement. (Jane had picked up the 
blank application forms at the funeral home so she can fill in a lot ahead of time.) 

3. PUBLIC SERVICE SUPERANNUATION, if applicable, (for those drawing C.G. pensions) 
Telephone (toll free): 1-800-561-7930 in Moncton, N.B. to advise them of John’s passing.  
Have his CG Pension number available, -found on the top right side of his past pension cheque stubs, 
under the date. 
After taking preliminary particulars by phone, Moncton will ask you to send them a follow up letter 
like the suggested sample following overleaf. 
 

4. CANADIAN FORCES PENSION, (for those drawing naval/military pensions) 
Telephone OTTAWA (toll free) 1-800-267-0350 to report John’s passing. (Have his pension 
number available -found on the top right side of his past pension cheque stubs, under the date.) After 
taking preliminary particulars by phone, Ottawa will ask for a follow-up letter, see sample on page 6, 
confirming details and enclosing copy of death certificate (do not send original) and other 
information. (See also Internet website: http://www.admfincs.forces.gc.ca/pension/intro_e.asp ) 
It is important to make this phone call to Ottawa as soon as possible so that the transfer of John’s 
pension to spouse Jane is completed without delay. Also, access to Jane’s Public Service Health and 
Dental Coverage will be suspended until this transfer takes place and she is registered with Sun Life 
as the surviving Plan Holder with her own I.D. Number. Thus Jane should now accumulate all of her 
Medical and Dental receipts until she is registered with Sun Life, and then Sun Life will reimburse 
her. 
 
 

5. VETERAN AFFAIRS CANADA   
If  John has a pension from Veteran Affairs Canada (VAC), Jane must phone 1-866-522-2122 and 
report John’s death. VAC will provide details to Jane of what she must do and may require that Jane 
visit their local office. 
 

6. BANKS/TRUST CO.:  
Take original death certificate to bank(s) and trust companies. They will make their own true copies 
from the original. 
 

7. BANK/TRUST COMPANY SAFETY DEPOSIT BOX 
Most Banks or Trust Companies will usually allow you one opening of your JOINT  safety deposit 
box after notice of death. This is to allow you to recover the Will and the like. (You might wish to 
confirm ahead of time that this is your bank’s practice.) 
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Then your JOINT  safety deposit box will probably be “sealed” in accordance with government 
regulations until the bank can take an inventory of the contents with you.(Banks charge about $25 for 
this.) After the inventory is taken, the box can normally be re-registered into your name and you will 
be allowed normal access. 
 
8. LIFE INSURANCE COMPANIES, IF ANY 
Usually require original (preferred) or notarized copy of death certificate, which they will return in a 
week or two. Suggest you send only after all banks and trust companies have been contacted with 
your original and have made their own copies. 
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FOLLOW_UP LETTER TO NATIONAL DEFENCE H.Q.s, re para graph #3 above 
 

(Public Service Superannuation Letter to Moncton address (para #4 above) would be similar) 
--------------------------------------------------------------------------------------- 

 

SAMPLE 
 

FROM: (Your name and full MAILING ADDRESS and TELEPHONE NUMBER ) 

DATE:    

TO:  National Defence Headquarters, Attn. Director Pay Services DPS 4-3,  
 10th Floor, 305 Rideau St.,  
 OTTAWA, Ont., K1A 0K2  
 

Dear Sir/Madam/Ms: 
 

Re:  My Late Husband John Doe, 
 John Doe’s Naval PENSION Number #XXXXXX 
 Date of Death       
 

This is further to our telephone conversation on (date) regarding the death of my spouse John Doe. 
As you requested, enclosed are: 
1. a copy of my spouse’s death certificate, (original/notarized copy NOT required unless specifically 

requested) 
2. a copy of our wedding certificate,(if requested by Ottawa) 
3. a copy of my birth certificate, (if requested by Ottawa) 
4. (copies of any other document(s) requested by Ottawa) 
 

I understand that: 
·  The Estate will be receiving a non-taxable Supplementary Death Benefit. (Graduated scale based 

on pensioner’s age, minimum being $5000 on reaching age 70) 
·  The Estate is entitled to retain my spouse’s full pension cheque for the month of his passing, 
·  Additionally, I will receive a monthly pension cheque from the date of my spouse’s passing. 
 

As mentioned on the telephone, this confirms that: 
·  The above will continue to be my address and telephone number (or until further notice). 
·  My Social Insurance Number is XXX XXX XXX (Your SIN number) 
·  There are no children under age 25. (Or give names and birth dates) 
·  I do (or do not) wish to have my monthly B.C. Medical and the Public Service Health Care 
premiums deducted from my future pension cheques. (Deduction at source is usually recommended.) 
·  (Optional) I request that you send me the necessary “DIRECT DEPOSIT FORMS” so that future 
pension cheques may be deposited each month directly into my personal bank account. I understand 
that, until these forms are returned to you, pension cheques will be mailed to me at my above noted 
address. 
 

Thank you. 
        Yours truly, 
         
        (Signed)     
ENCLOSURES (3+?)    Print your Full Name (or executor) (Mrs.) or (Mr.) 

 

 
 


