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The Probate Spreadsheet

The Executor of an estate is expected to maintain a record of the various financial transactions and the purpose for which they were used, during the Probate process.

We envisage that this Spreadsheet is used to record the various financial activities that lead to the payment of Inheritance Tax and the completion of the Probate process.

We would strongly recommend that all paper based receipts for expenses are kept and that they are dated and clearly marked for reference. They can then be used as supporting information in any future discussions. It will also be important to identify and record all monetary amounts in terms of taxable and non-taxable Assets. i.e. gifts to charities and  certain pension funds are considered non taxable.

There also are some anomalies that will need to be taken into account. i.e. a house may be sold for a different amount to that at valuation. This may result in a reclaim of  Inheritance Tax. The valuation of Stocks and Shares will be at the ‘date of death’ and there may be no opportunity for adjustment. The final arbiter on these differences will be the Inland Revenue.       

This document describes how to use the Probate, ‘Excel’ based, spreadsheet. It is intended for people who are reasonably familiar with ‘Excel’ and provides a simple guide for recording important financial information that will enable the tracking of Assets, Liabilities and expenses. It also provides the facility to record the distribution of Assets and as these events take place the calculation of Inheritance tax takes place in parallel. 

The entry names can simply be altered to reflect the items that relate to your particular circumstances and the values entered in the normal manner.

Great care must be taken if more entry names are required. You will need to ensure that the integrity of automatic totalling and cross spreadsheet arithmetic is maintained. 

We would strongly recommend that the spreadsheet is saved on a regular basis. The name should also be changed so that copies can be held for future reference. Suggested form:  ‘Name + date’ using the save as function.

The Probate Spreadsheet comprises four separate Worksheets:

Assets 

Liabilities

Asset Distribution




Summary + IHT (protected work sheet)

Each of these Worksheets is linked, in that details of the key totals are automatically transferred to the Summary sheet in order to determine an Inheritance Tax figure and maintain a running total of the assets available for distribution.

This is by no means a definitive document but is a useful guide as to what level of detail needs to be recorded. The information is used in some simple calculations to provide the user with running totals of expenditure and asset distribution. At the same time it uses this information to obtain an indicative figure for Inheritance Tax purposes. However, the final Tax and distribution amounts when all assets and Liabilities have been input and the figures must be agreed with the appropriate Inland Revenue, Tax authority. We recommend that a printed version of the spreadsheets plus the paper based receipts be used to support the figures.

Assets

The Assets Worksheet will hold details (description & value) of all Assets that belonged to the deceased. These will range from house value and Bank account balances to the value of motor cars and house contents etc.  

In order to assist in determining the Asset values a series of pro-forma letters are available on this website. These can be amended and sent to the various institutions in order to determine the range of Assets and the value held in the accounts of the deceased. The search for the total Assets will need to be as vigorous and comprehensive as is possible. Apart from the standard enquiries to financial institutions such as Banks, Building Societies and Insurance companies the Executor will need to consider searches of Internet based companies. This particularly applies where the deceased has been actively dealing in Stocks and Shares or may have an account at a Bank based on the Internet.

The initial valuation of a property will probably come from an estate agent and this may differ from any sale price. The inheritance tax (IHT) can be adjusted to account for any overpayment where the sale is less than the original figure. Where this kind of adjustment is planned it must be agreed with the Inland Revenue.

In the case of stocks and Shares these will be valued as of the date of death and any gain or loss due to the estate may require an adjustment to the IHT. The gains or losses should be re-entered into the worksheet so that a new IHT figure can be calculated. This approach will apply to all assets where a final adjustment is required 

.   

If the deceased has made gifts that exceed the limit of £3000 within the 7 years prior to death then these gifts are taxable. Since these will have been distributed the amounts will need to be entered under the category of taxable gifts in the Liabilities  Worksheet. Once again it is important to keep any paper-based information to support your records.

If additional detail lines are required in the Spreadsheet, we would recommend taking a copy of the original Spreadsheet prior to introducing the new detail. This amended Spreadsheet can then replace the original once you are happy that the results are confirmed.

Note: the key totals are transferred to the Summary Worksheet automatically. Integrity of these numbers is important to ensure that the correct figures are generated for you.

Total Cash
The total available cash in various Bank Accounts. There is space available to enter interest that has been accrued since the date of the death.  

Total Non-Cash 
The total value of non-cash assets. This includes Assets that will be converted to cash.

We would recommend that any non-cash assets that are converted to cash are transferred to a bank account in the cash section and the transfer details are noted in the work-sheet; date, amount and the target account number.

Property Values
The total values (or proportions) of all properties owned by the deceased. Note: Any outstanding mortgages are accounted for in the Liabilities worksheet.

Business Values  
The value of any business assets owned by the deceased. Establishing these values may require professional input from accountants and or solicitors.

Grand Totals
This figure represents the total value of all assets owned by the deceased.  This figure is automatically transferred to the Summary worksheet to be used in the IHT calculation. 

The initial IHT is payable based on the best estimates that you have at the time. If the amounts realised when the assets are sold, differ from these estimates, then the differences will need to be advised to the Inland Revenue and any under/over payments should be negotiated with them.

We would recommend that printed copies of the original Worksheets are retained for reference at a later date. The new values can be entered in the appropriate Worksheet to provide the new IHT figure.

Liabilities     

The Liabilities Worksheet will hold details of all expenses and debts incurred whilst processing the estate. Beyond this there may be outstanding debts that need to be settled. Particularly for service contracts, Insurance, Water, Gas and Electricity and cost of Valuations. Etc. We have provided a number of categories and a broad framework in which to record the details.  This may vary and additional categories introduced to meet your particular requirements. 

Once again it is important to keep any paper-based information to support your records.

If additional detail lines are required in the Worksheet, we would recommend taking a copy of the original spreadsheet prior to introducing the new detail. The amended Spreadsheet can then replace the original once you are happy that the results are confirmed.

A series of pro-forma letters are available to amend and send to the various institutions in order to determine any outstanding debts.

Note: the key totals are transferred to the Summary Worksheet automatically. Integrity of these numbers is important to ensure that the correct figures are generated for you.

Total Liabilities:

In the main these figures are self-explanatory. Basically they are the costs of administering the estate, ensuring that assets are valued correctly & secured for the beneficiaries, Paying for the funeral and any other associated costs.

It is important that these costs are logged  (date, amount and receipts) as they occur and the records are maintained for possible future review.

The worksheet has been segmented into a number of categories to assist with the reconcilement.  

Taxable Gifts
Gifts that have taken place within seven years of the date of death and are of a value that exceeds the IHT limit currently set at £3000 may be taxable and therefore have to be declared.

Taxes
Taxes may have already been paid by the deceased and be the subject of a reclaim or they may be due in which case they would be free of IHT.

Asset Distribution 

  This worksheet is split into two components. The Top part contains the details of all Assets expressed in financial terms. These figures are taken directly from the Assets Worksheet. In order to maintain overall integrity these figures should not be altered in any way. To make an amendment, always alter the Asset and Liability Worksheets.

The second part of the Worksheet provides the ability to track Asset distribution to the beneficiaries. It is important to separate those items that are taxable from the non-taxable items. i.e. Gifts to charities are not taxable and therefore can be omitted from the IHT calculation. Ensure that these amounts are put in the non-taxable section.

It is important that as each Asset is distributed details of the beneficiary, date & the value(s) are recorded and a formal receipt is gained from each beneficiary. These details can then be recorded in this Worksheet.

The total Assets of the deceased are presented at the top of the worksheet. These figures are taken directly from the Liabilities worksheet.

This worksheet has been set up to record the distribution of assets. We would strongly recommend that (similar to expenses) a receipt is prepared and signed for each asset as it is delivered. Details of the asset, value, beneficiary and date of transfer should be recorded in the worksheet.

There is space allocated for the transfer of any Property and business assets. These transactions will probably be conducted by a solicitor and the value estimates will come from them. There is a separate section for Taxable gifts; those gifts that have taken place within seven years of the date of death and exceed the IHT gift limit, currently set at £3000. Ref Liabilities notes. Although these assets have been distributed they may be eligible for IHT and therefore have to be taken into account.

There is also a section for non-taxable amounts. These transfers are not eligible for IHT, however, the amounts need to be registered in order to balance the accounts.

At the bottom of the worksheet there is a field that shows the remaining assets. This will be red in colour if the expenses and distribution of assets is greater than the estate of the deceased.

It should be noted that distribution of funds will alter this value on a £1 for £1 basis, that is to say £1 distributed reduces the remaining assets by £1.  However, any addition or reduction in expenses or liabilities will take into account the adjustment in IHT.


Summary + IHT

This Worksheet is ‘protected’ and should only be amended if there is a change in the Inheritance Tax zero rate.

The numbers held in this Worksheet are taken from the other worksheets and are used to show the Net position of the Estate and to provide an indicative figure for Inheritance Tax (IHT).

The numbers on this worksheet will change as the details are entered on the earlier Worksheets.

It is therefore important to enter the detail accurately in the appropriate Worksheet and not to take the IHT number generated until all Assets and Liabilities have been entered.  Since IHT has to be paid before Probate is given there may be a number of estimates that need to be entered (i.e. the value of a house may differ from the figure that it eventually sells at). The final IHT figure will need to be negotiated with the Inland Revenue and any differences settled at a later stage when all final numbers have been agreed.

It should be noted that estates with a value of less that £5000 will not be eligible for IHT and should be processed separately with the minimum input. Also any estate valued at less than £275,000 (tax year 2005/2006) or £263,000 (tax year 2004/2005) will probably not be eligible for IHT. See Probate Process details.

Most of the numbers in this worksheet are derived from the other worksheets and are updated at the same time. It is therefore important to recognise that the IHT figures will vary according to the information entered. The major distortion will come when only one side of the information (Asset or Liabilities) have been entered. These will gradually move toward the correct figures as the worksheets are updated and any estimated numbers are replaced by the accurate numbers. e.g. house values may change between the date of estimation to the date of the sale.

At the bottom of the worksheet there is a field that shows the remaining assets. This will be red in colour if the expenses and distribution of assets is greater than the estate of the deceased. 

It should be noted that distribution of funds will alter this value on a £1 for £1 basis, that is to say £1 distributed reduces the remaining assets by £1. However, any addition or reduction in expenses or liabilities will take into account the adjustment in IHT.

