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This packet was created in July 2011 and updated in July 2016. As of this date, all information is correct.
If you notice anything that is outdated, or have any further comments or suggestions, 
please contact the Office of Risk Management
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Your Liaison from Westmont

	The Westmont community is deeply sorry for your tremendous loss, and would like to be as helpful as possible as you move through this difficult time. A member of the Office of Student Life staff will be assigned to you as your Liaison. Please feel free to contact this person at any time with questions or comments. If you are unsure of how to do something or get in contact with anyone at Westmont, your Liaison will be available to offer guidance and support.

	As appropriate, your Liaison may ask for the names and contact information of family members in order to better serve you and your family. If you have any special religious, cultural, or dietary considerations, please feel free to advise your Liaison, and he or she can make that known to appropriate parties (such as those who can assist you in planning a memorial, or to accommodate special food needs at a reception, and so on). 

	Your Liaison will be available (if you so choose) to help with travel arrangements, and can also meet you at the airport or train station. Additionally, it may be possible for Westmont to help cover some of your expenses during your time here. Please talk to your Liaison about this possibility if you find you need assistance.

	Your Liaison will also be able to assist you on campus if you do not know your way around, and to arrange meetings with people of interest, such as the Campus Pastor, your student’s professors, or a counselor. Your Liaison can also provide you with a quiet meeting place where you can rest from your various responsibilities and recover a bit. When the time comes to pack your student’s belongings, your Liaison will be available to help as much or as little as you’d like. 

	Below you will find the contact information for your Liaison. If your Liaison hasn’t called you yet, he or she will be in contact soon, but please don’t hesitate to call, email, or visit with any questions or concerns.

Name: ________________________________________________________________________________________
Title: __________________________________________________________________________________________
Office Location: ______________________________________________________________________________
Phone: ________________________________________________________________________________________
Email: ________________________________________________________________________________________
[bookmark: _Toc219787674]
Important Westmont Contacts

	The following are departments you may need or want to talk to. Everyone on this contact list is located in Kerrwood Hall, which is designated by an “A” on your copy of the Westmont Campus Map (located in “Maps & Forms”). Each of these departments will be notified of your student’s passing through a confidential memorandum.

Student Life
· [Name], Dean of Students/VP for Student Life
· Location: [office location and directions]
· Email: [email]
· Phone: [phone number]
· Assistant: [name]

Residence Life
Your student’s Resident Director will be in contact with you, and will be able to answer many of your questions as well as aid in packing your student’s belongings if he or she lived On-Campus. For questions regarding Residence Life services, please feel free to contact:
· [Name], Associate Dean of Residence Life
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Notary Public
For questions regarding local Notary services, please feel free to contact: 
· [Name], Property Coordinator Executive Assistant to the VP of Finance
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Business Office
The Business Office will address if there are any bills due or money owed to the heir of the estate. Tuition reimbursement is made based on the number of weeks the student attended classes. For questions regarding Business Office services, please feel free to contact:
· [Name], Controller
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Financial Aid
The Financial Aid Office will notify any lenders or grant/scholarship providers. For questions regarding Financial Aid services, please feel free to contact:
· [Name], Director of Financial Aid
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Registrar
The Registrar’s office has overall responsibility for maintaining the permanent academic record of each student. For questions regarding Registrar services, please feel free to contact:
· [Name], Registrar
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]


These important contacts are not located inside Kerrwood Hall.

College Communications
The College Communications Office (recently renamed from Public Affairs, so the two may both be used) will be available to answer your questions regarding any media coverage about your student (if applicable). For questions regarding College Communication services, please feel free to contact:
· [Name], Director of College Communications
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Risk Management
· [Name], Assistant VP for Institutional Resilience
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Campus Pastor
· [Name], Campus Pastor
· Location: [office location and directions] 
· Email: [email address]
· Phone: [phone number]

If your student was employed at Westmont, the following may apply:
Payroll
For payment of a paycheck to the beneficiary, please feel free to contact:
· [Name], Accountant & Payroll Manager
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]

Career Development and Calling
The Career Development and Calling department organizes student workers. If your student worked on campus and you have questions about contacting his or her work agreement, please feel free to contact:
· [bookmark: _Hlk299009989][Name], Director of Career Development and Calling
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]
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Important Santa Barbara Contacts
See “Maps & Forms” for corresponding map

Santa Barbara Clerk-Recorder
	To obtain additional death certificates if necessary.
· Hall of Records, 1100 Anacapa Street, Santa Barbara, CA 93101
· Website: http://sbcassessor.com
· Phone: [phone number]
· Fax: [fax number]
· Hours: Monday – Friday, 8 A.M. to 4:30 P.M.
· Instructions on how to obtain additional death certificates are on the following page.

Santa Barbara County Coroner’s Office
To obtain an autopsy report (compiling the report may take a few months)
· 66 South San Antonio Road, Santa Barbara, CA 93110
· Website: http://www.sbsheriff.org/aboutco.html
· Phone: [phone number]
· If copies of the autopsy report are desired, you may need:
· A copy of Death Certificate
· A copy of “Affidavit of Heirship”
· A copy of “Power of Attorney,” if not actual beneficiary
· Beneficiary, if present, needs proof of identity

Cottage Hospital
	To obtain a copy of medical records and the EMS report, you will need to fill out an authorization for records, which can be done at the hospital or mailed to you.
· Pueblo at Bath Street, Santa Barbara, CA 93105 (Physical Address)
· P.O. Box 689, Santa Barbara, CA 93102 (Mailing Address)
· Website: http://cottagehealthsystem.org/
· Phone: [phone number] (Medical Records Line)
· If copies of medical records are desired, you may need:
· A copy of Birth Certificate
· A copy of Death Certificate
· A copy of “Power of Attorney,” if not actual beneficiary
· Beneficiary, if present, needs proof of identity

Contact Treating Physician
	If family wants to discuss medical history/treatment (call your student’s treating physician to make sure these documents are appropriate)
· A copy of Death Certificate
· A copy of “Power of Attorney,” if not actual beneficiary
· Beneficiary, if present, needs proof of identity
How to Obtain a Certified Copy of a Death Certificate

A death certificate is a government issued document that states the date, location, and cause of a death. Either the deceased’s doctor, or another government official, such as the registrar of vital statistics, issues the certificate. It is needed for various reasons, and it is generally recommended to obtain 10 copies, but you should only order as many as you feel appropriate. The following information was taken directly from the Santa Barbara County Clerk-Recorder’s office online.

The link for this information is:
http://www.sbcvote.com/ClerkRecorder/CertificatesDeath.aspx

Currently, the price for a certified death certificate varies depending on the ordering method. Prices will be listed below. A $1.50 transaction fee will be imposed on all credit card transactions (debit or credit). Prices and forms subject to change. Check the Clerk-Recorder’s website for the most up-to-date information.

To obtain a copy…
In Person ($16 per copy):
	A certified copy of a death certificate can be purchased at the Hall of Records (1100 Anacapa St, Santa Barbara, CA 93102 – location marked on the “Important Santa Barbara Contacts” map). Please fill out and bring in the “Application for Certified Copy of Death Record”, a copy of which is located at the end of this packet along with a government issued photo ID. The application can also be downloaded beforehand at the link above and filled out on a computer.

By Mail ($18 First Class Mail or $39 U.S.P.S. Express Delivery):
	Mail the “Application for Certified Copy of Death Record” to P.O. Box 159, Santa Barbara, CA 93102-0159. Make the check or money order payable to Santa Barbara County Clerk-Recorder. Requests are processed within 7-10 business days if all requirements are met.
1. The sworn statement on the application, signed under penalty of perjury by the requestor, and the certificate of acknowledgement, also on the application, notarized before a Notary Public MUST be completed. Westmont would like to extend the services of our Notary Public. The contact information is located on the “Westmont Contacts” page. Other Notary Publics are also available in the Santa Barbara area.
2. You do not need to include a stamped self-addressed envelope as the 1st class mail-handling fee or expedited mail handling fee eliminates the need for it. 





By Fax ($48. Add $16 per additional copy– All requests are sent via U.S.P.S. Express Delivery):
Fax the completed application to the Santa Barbara County Clerk at [fax number]
1. The sworn statement on the application, signed under penalty of perjury by the requestor, and the certificate of acknowledgment, also on the application, notarized before a Notary Public MUST be completed.
2. Fax the credit card authorization form with your application.
3. Requests are processed in 1-3 business days if all requirements are met.

This option used to be shown on the Santa Barbara Clerk-Recorder’s website, but is no longer there. It may still work, but we cannot confirm that it does.
On the Web (credit card required):
1. You may purchase a certified copy of a death certificate by visiting the online service provider, Vitalchek.com. VitalChek charges an additional fee for using this service, and all major credit cards are accepted, including American Express, Discover, MasterCard and Visa.
[bookmark: _Toc219787676]
Transporting a Body Over State and International Boundaries

	Westmont College has insurance that can in covered instances repatriate mortal remains from any country in the world back to the United States. The Office of Risk Management will be in contact with the appropriate insurance provider if this need arises. However, these policies do not cover transporting a body from one funeral home to another. 

	It is possible to transport a body from the place of death to a final resting place, regardless of where those two places may be. The best way to transport a body is under the guidance of a funeral director. He or she will be most knowledgeable about the legalities of transport, and can provide the designated transport agent with the appropriate forms.

	The most common method of transport is to fly. If being returned to this area, the body would fly either into/out of LAX or Burbank. Human remains cannot fly into/out of the Santa Barbara airport. The body would be transported as cargo from one funeral home to another. To transport a body internationally, the body must be embalmed or packed in dry ice. Certain requirements must be met and permits must be issued to transport a body internationally. If you need to transport your student’s body internationally, it is highly recommended that you work through either a funeral home or company that specializes in international transport to make the process easier for you and your family.

	It is possible for the family to transport the body within the United States. Typically, a body will be embalmed to for any transportation (within a state, or crossing state lines), although you should talk to your funeral director about whether this is necessary. Embalming delays decomposition and allows for more sanitary transportation. A funeral director will also be able to aid in setting up this process, if it is necessary.

	(If the death is of a student from a foreign country and the death occurs in the US, the US Government [as a signatory to the 1963 Vienna Convention on Consular Relations] requires us to make notification of your student’s death to the Consulate General Office for your country.  In some case the Consulate General Office will coordinate and support our Liaison with reception of family members, language services, cultural needs, transportation arrangements, and memorials.)

For questions or concerns about repatriation of mortal remains, please feel free to contact
· [bookmark: OLE_LINK1][Name], Assistant Vice President for Institutional Resilience
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]
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Santa Barbara Churches
See “Maps & Forms” for corresponding map

There are numerous churches in the Santa Barbara area. The churches listed alphabetically below are a few options. Westmont does not endorse a specific church.
For a more exhaustive list, please visit the following link:
http://www.westmont.edu/_offices/campus_pastor/churches.html

All Saints-by-the-Sea Church (Episcopal)
· [bookmark: _GoBack]83 Eucalyptus Lane, Santa Barbara
· Services: Sundays, 8 AM & 10 AM (visit their website for week-day services)
· Phone: [phone number]
· [bookmark: OLE_LINK9][bookmark: OLE_LINK10]Website: http://www.allsaintsbythesea.org

Calvary Chapel (Non-Denominational)
· 1 N. Calle Cesar Chavez, Santa Barbara
· Services: Sundays, 9 AM, 11 AM & 5:30 PM; Wednesdays, 7 PM
· Phone: [phone number]
· [bookmark: OLE_LINK11][bookmark: OLE_LINK12]Website: http://www.calvarychapelsb.org

Montecito Covenant Church (Covenant)
· 671 Cold Springs Road, Santa Barbara
· Services: Sundays, 10 AM
· Phone: [phone number]
· [bookmark: OLE_LINK13][bookmark: OLE_LINK14]Website: http://www.mcchurch.org

Ocean Hills Covenant Church (Covenant)
· Santa Barbara Jr. High, Marjorie Luke Theatre 721 East Cota Street, Santa Barbara
· Services: Sundays, 10 AM
· Phone: [phone number] *visit website for church office location
· [bookmark: OLE_LINK15][bookmark: OLE_LINK16]Website: http://www.oceanhills.org

Our Lady of Mt. Carmel (Catholic)
· 1300 East Valley Road, Montecito
· Services: M-F 7:45 AM; Sat, 7:45 AM & 4:30 PM; Sun, 8 AM, 10 AM, 12 PM
· Phone: [phone number]
· [bookmark: OLE_LINK17][bookmark: OLE_LINK18]Website: http://www.olmc-montecito.com

Reality Santa Barbara (Non-Denominational)
· Santa Barbara High School Theater, 700 East Anapamu, Santa Barbara
· Services: Sunday 10AM
· [bookmark: OLE_LINK7][bookmark: OLE_LINK8]Phone: [phone number] *visit website for church office location
· [bookmark: OLE_LINK19][bookmark: OLE_LINK20]Website: http://www.realitysb.com
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Santa Barbara Morgues & Funeral Homes
See “Maps & Forms” for corresponding map

Westmont does not endorse a specific service.
These are provided as a starting reference point.

Santa Barbara Morgues & Mortuaries
McDermott-Crockett & Associates Mortuary
· 2020 Chapala Street, Santa Barbara, CA 93105
· [bookmark: OLE_LINK21][bookmark: OLE_LINK22]Website: http://www.mcdermottcrockett.com
· Phone: [phone number]
· Email: [email address]

Santa Barbara Funeral Homes
Welch-Ryce-Haider Funeral Chapels & Crematorium
· 15 E. Sola Street, Santa Barbara, CA 93101
· [bookmark: OLE_LINK23][bookmark: OLE_LINK24]Website: http://www.wrhsb.com
· Phone: [phone number]
· Email: [email address]

The Neptune Society of Santa Barbara, Cremation Services
· 4173 State Street, Santa Barbara, CA 93110
· Website: http://www.neptunesociety.com/santa-barbara-cremation/
· Phone: [phone number]

Smart Cremation, Santa Barbara Regional Office
· 249 N. Turnpike Road, Santa Barbara, CA 93111
· [bookmark: OLE_LINK25][bookmark: OLE_LINK26]Website: http://www.smartcremation.com
· Phone: [phone number]

Pueblo Del Rey Funeral Services
· 3120 State Street, Santa Barbara, CA 93105
· [bookmark: OLE_LINK27][bookmark: OLE_LINK28]Website: http://www.meaningfulfunerals.net (this address is touchy. If you are directed to another website, try searching for the name in an online search engine)
· Phone: [phone number]

[bookmark: _Toc219787679]
Memorials

	The passing of your student has had a far-reaching effect on the entire Westmont community, and we would like to offer to set up a time where the campus can come together in remembrance of your student. The Westmont Campus Pastor is available to help arrange and perform a memorial in honor of your student. The specifics of the memorial are flexible, and we can work with you to make sure your student is remembered in the manner you prefer.

	The easiest location to hold a memorial will be in the Westmont Gym, where Chapel is held, or in the Prayer Chapel for smaller services. Off-campus locations are available, but Westmont cannot guarantee any financial support to hold the memorial at an off-campus location.

	There are many options for how the memorial can run, and the Campus Pastor is more than willing to talk to various Westmont departments to have them involved as well, such as the Westmont choir or orchestra, or your student’s academic department. And of course, we want you and your family to be involved in the actual memorial to the extent you’d prefer.

	Following the memorial, Westmont can also offer you a private reception for family and close friends. Specific details can be discussed and arranged with the Campus Pastor.

	If you are interested in planning a memorial for your student, or have any other questions or concerns, please contact:

· [bookmark: OLE_LINK2][bookmark: OLE_LINK3][Name], Campus Pastor
· Location: [office location and directions]
· Email: [email address]
· Phone: [phone number]


[bookmark: _Toc219787680]
Packing Your Student’s Belongings

Whether your student lived on-campus or off-campus, Westmont staff will be made available to aid you in the process of packing your student’s belongings. 

If your student lived on campus (or at the college’s off-campus apartment building Ocean View), her or his Resident Director will work with you to pack your student’s belongings. They will arrange a convenient time for you to come remove the belongings, and will provide you with assistance as you pack.

If your student lived independently off campus, certain legal obligations may need to be fulfilled in order to enter your student’s rented house or apartment. Please refer to the section titled “Settling Affairs” for a list of items your student’s landlord may require you to bring. It is suggested that you ask what items your student’s landlord will require of you when you arrange a time to go to the house. If you desire assistance packing your off campus student’s belongings, please contact Residence Life (see “Important Westmont Contacts”) and they will do their best to accommodate your wishes.

As is appropriate and needed, additional assistance can be provided with regards to your student’s belongings. Please talk to Residence Life if your needs exceed your capabilities.

Below you will find the contact information for your student’s Resident Director and a little information regarding your student’s dorm room. Please feel free to contact her or him with any questions or concerns regarding packing your student’s belongings.

Name: ________________________________________________________________________________________
Resident Director of: ________________________________________________________________________
Office Location: ______________________________________________________________________________
Phone: ________________________________________________________________________________________
Email: ________________________________________________________________________________________
Your Student’s Dorm Room: ________________________________________________________________
Your Student’s Roommate(s) (if applicable): ______________________________________________
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Settling Affairs

These instructions have been gathered from various sources, and may vary by situation. They are provided as a reference point.

Visit Bank or Credit Union/Call Credit Card Companies
To settle bank or savings accounts, and to close out credit card account(s)
· Need certified copy of Death Certificate
· Need copy of “Affidavit of Heirship”
· Need copy of “Power of Attorney,” if not actual beneficiary
· Beneficiary, if present, needs proof of identity (passport, state issued ID)
· Provide bank account wire transfer information if the money is to be transferred by wire to beneficiary’s account
· The parents or spouse should provide a complete mailing address where any proceeds or possessions should be mailed
· If the student left no will behind, the parents or spouse should also provide a notarized “Letter of Testamentary” indicating that they are the rightful heirs (also known as “Affidavit of Heirship”)

Visit Home or Apartment (if not living on campus or in Ocean View)
To select personal property that the beneficiary wishes to keep
· Arrange with landlord and/or roommates for entry into home/apartment
· Need certified copy of Death Certificate
· Need copy of “Affidavit of Heirship”
· Need copy of “Power of Attorney,” if not actual beneficiary
· Beneficiary, if present, needs proof of identity (passport, state issued ID)
· Pack personal effects
· Determine what to do with remaining articles (donate to Goodwill, Salvation Army, local or Westmont library, or academic department for textbooks, etc.)
· If Westmont Library or Inter-Library Loan books are located, please return them to the Westmont Library, to your Liaison, or to the Office of Student Life staff, who will return the books on your behalf
· Settle with landlord any outstanding rental charges, apartment cleaning charges, or refund of deposit

Account Modification of Local Phone Service and Utilities
· Need a certified copy of Death Certificate
· Need a copy of “Power of Attorney,” if not actual beneficiary
· Provide a forwarding address for final bills


[bookmark: _Toc219787682]Account Modification of Social Network Sites
[bookmark: _Toc219787683]Facebook
There are two options for handling a person’s Facebook account: removing or memorializing the account. When a timeline is memorialized, Facebook continues to honor the account's privacy settings and implement security features to protect the account. In order to protect the privacy of the deceased person, Facebook cannot provide login information for the account. To report a timeline to be memorialized, please go to http://www.facebook.com/help/contact/?id=305593649477238 or search for “Facebook Memorialization Request” online.
[bookmark: OLE_LINK50][bookmark: OLE_LINK51]	Verified family members may request to have a user’s account removed. Facebook will require verification that the requestor is an immediate family member or executor. Examples of acceptable documentation include the deceased’s birth certificate, the deceased’s death certificate, or proof of authority under local law that the requestor is the lawful representative of the deceased or his/her estate. To request the removal of a Facebook account, visit http://www.facebook.com/help/contact/?id=228813257197480 or search for “Facebook Deceased Users – Special Requests” online.

LinkedIn
[bookmark: OLE_LINK52][bookmark: OLE_LINK53]To close the account of a deceased LinkedIn member, submit a Verification of Death form found at the link below, or by searching “LinkedIn Verification of Death form” online: https://www.docusign.net/MEMBER/PowerFormSigning.aspx?PowerFormId=91e28b6c-bc93-47ed-8d1e-1f81083529d6
Follow the instructions on the DocuSign website to fill out the form. Once the form has been completed, it will be sent automatically to LinkedIn for review and a copy can be saved for your reference. Note: This form requires an email address registered to the deceased member's account. Without this important piece of information, LinkedIn will not be able to address the request.

Twitter
Twitter can work with a person authorized to act on the behalf of the estate or with a verified immediate family member of the deceased to have an account deactivated. In order to process an account deactivation, please provide Twitter with the following information:
1. The Twitter account’s username (e.g., @username and twitter.com/username)
2. A copy of the deceased user’s death certificate 
3. A copy of your government-issued ID (e.g., driver’s license)
4. A signed, notarized statement including:
a. Your first and last name
b. Your current contact information
c. Your email address
d. Your relationship to the deceased user
e. Action requested (e.g., ‘please deactivate the Twitter account’)
f. A link to an online obituary or a copy of the obituary from a local newspaper (optional)



Twitter (cont.)
Send the documentation by fax or mail to the following address:

Twitter, Inc.
c/o: Trust & Safety 
1355 Market St., Suite 900
San Francisco, CA 94103

Fax : [fax number]

Twitter conducts all communication via email; should they require any other information, they will contact you at the email address you have provided in your request. If you have any questions, you can contact Twitter at: privacy@twitter.com.
Please note: Twitter is unable to provide login information for the account to anyone regardless of his or her relationship to the deceased.

Instagram
	To remove an account on Instagram, please email support@instagram.com. They usually conduct communications via email. If additional information is required, they will contact you at the email address provided in the request.

Others
	If your student was a member of other social networking or email sites that you’d like to close the account on, the best way to do so is to search online. Each website will have its own guidelines on how to close the account. Most websites will not allow access to the account, but some may, provided their guidelines are met. Certain websites may charge for use and should be canceled as soon as possible.
Popular website support contacts:
· Apple (includes iTunes, iCloud, App Store, etc.): www.apple.com/support/appleid
· Google (includes Google+, YouTube, Gmail and more): support.google.com
· Myspace: www.myspace.com/help
· Netflix: support.netflix.com
· Pandora: help.pandora.com
· Pinterest: support.pinterest.com
· Skype: support.skype.com/en
· Spotify: www.spotify.com/us/help/overview/
[bookmark: _Toc219787684]
Filing a Tax Return Following a Death

	Following the death of your student, someone must take over settling her or his taxes. The person responsible for handling these affairs is officially referred to as the executor of the estate. This responsibility may be identified in a will; otherwise the responsibility will fall on either the surviving spouse or another family member. The executor of the estate must identify the estate’s assets, pay the estate’s debts, distribute the appropriate amounts to heirs, file any necessary tax returns, and pay any taxes. 

	It is highly suggested to obtain the help of a professional to assist you through this process. The IRS will hold the executor of the estate liable for any mistakes, so it is best to have a helping hand. Regardless of whether you decide to hire someone or go it alone, here are some things to note.

1. The first task is to file the decedent’s taxes for the year of her or his death. The due date for the final 1040 is on the standard date (for example, the due date is April 15th, 2012 for a death in 2011). The return is filed on the same form as usual, but “deceased” is written after the taxpayer’s name. If your student was married, the final 1040 may still be filed as a joint return. The final joint return includes the decedent’s income and deductions up to the time of death, as well as the surviving spouse’s income and deductions for the entire year. 
2. If your student’s estate had an annual gross income below $600, you do not need to fill out Form 1041. There is also no need to file Form 1041 when all the decedent’s income-producing assets bypass probate and go straight to the surviving spouse or other heirs by contract or operation of law (for example, by a trust). If the estate had an annual gross income above $600, you will need to file the estate’s income tax. The estate’s first income-tax year begins immediately after death. The year-end can be December 31st, or the end of any other month that results in an initial tax period of 12 months or less. You must file Form 1041 (U.S. Income Tax Return for Estates and Trusts) by the 15th day of the fourth month after the year-end (for example, if your student died in 2011, the deadline would be April 15th, 2012 when the “standard” December 31st year-end date is chosen).

These guidelines are meant to help, but they have not been approved by a professional and should not be taken as professional advice. Please consult a professional as you file your student’s final taxes. The information was gleaned from the following websites:

http://turbotax.intuit.com/tax-tools/tax-tips/Family/Death-in-the-
Family/INF12090.html
http://www.smartmoney.com/taxes/income/closing-down-the-estate-13279
[bookmark: _Toc219787685]
Maps & Forms

	The following pages contain the following documents:

A. Westmont Campus Map
a. Also available at: http://www.westmont.edu/_visitors/pdf/map.pdf and through the Westmont iPhone app
b. [bookmark: OLE_LINK6]Unfortunately, the parking lot numbers on this map do not correspond exactly with the recently erected parking lot signs. Please forgive this inconvenience!
B. Important Santa Barbara Contacts Map
a. Also available at http://goo.gl/maps/q7xRF
C. Santa Barbara Churches Map
a. Also available at http://goo.gl/maps/0MpHc
D. Santa Barbara Morgues & Funeral Homes Map
a. Also available at http://goo.gl/maps/btz4z
E. Affidavit of Heirship (Example Form)
F. Power of Attorney (Example Form)
G. Limited Power of Attorney (Example Form)
H. Application for Certified Copy of Death Record (Santa Barbara County Clerk-Recorder) (Actual Application) and Clerk-Recorder Credit Card Authorization Form (Actual Form)
a. Also available at: http://www.sbcvote.com/ClerkRecorder/CertificatesDeath.aspx; click on link at bottom of page




















A. [bookmark: _Toc219787686]Westmont Campus Map
a. Unfortunately, as of November 2012, the parking lot numbers on this map do not correspond exactly with the recently erected parking lot signs.
Please forgive this inconvenience!
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B. [bookmark: _Toc219787687][image: Macintosh HD:Users:riskasst:Desktop:ImportantContacts.jpg]Important Santa Barbara Contacts Map
a. [bookmark: _Toc213752972][bookmark: _Toc219787688][bookmark: OLE_LINK29][bookmark: OLE_LINK30]Also available at: http://goo.gl/maps/q7xRF 

C. [bookmark: _Toc219787689]Santa Barbara Churches Map
a. [bookmark: _Toc213752974][bookmark: _Toc219787690][bookmark: OLE_LINK31][bookmark: OLE_LINK32][image: Macintosh HD:Users:riskasst:Desktop:SBChurches.jpg]Also available at: http://goo.gl/maps/0MpHc 
[image: ]


 700 E Anapamu, Santa Barbara
 http://www.realitysb.com

D. [bookmark: _Toc219787691]Santa Barbara Morgues & Funeral Homes Map
a. [bookmark: _Toc213752976][bookmark: _Toc219787692][bookmark: OLE_LINK33][bookmark: OLE_LINK34]Also available at: http://goo.gl/maps/btz4z
[image: Macintosh HD:Users:riskasst:Desktop:SBFuneralHomes.jpg]

[bookmark: _Toc219787693]E. Affidavit of Heirship (Example Form)


AFFIDAVIT OF HEIRSHIP
For use if deceased is not married and has no children.

I, ___________________________________________________________, father of the deceased 
             (insert father’s name)

_________________________________________________ and __________________________________________
(insert full name of deceased)				(insert mother’s name)

mother of the deceased, ____________________________________ do hereby declare
           (insert full name of deceased)

that our child died leaving no will and was not married and had no children.
We further declare that we are the sole inheritors of our child’s estate.


OATH OR AFFIRMATION

We swear (affirm) that the statements contained in this affidavit are true and 
correct.


23

Signature

____________________________________________
Printed Name

____________________________________________
Relationship to deceased


Signature

____________________________________________
Printed Name

____________________________________________
Relationship to deceased



Subscribed and sworn to (affirmed) before me this ______ day of ______________ 20 _____,

At ______________________________________________________________________


_____________________________________________________
Signature of Officer Administering Oath


_____________________________________________________
Title


[bookmark: _Toc219787694]F. Power of Attorney (Example Form)

POWER OF ATTORNEY

Due to the death of my ____________________, _____________________________________________
                                               (insert son, daughter, spouse)                (insert full name of deceased)

I ___________________________________________________, a resident of ________________________
                 (insert your full name and relationship)                                                   (insert your country)

give to ________________________________________________________________________
              (insert the full name of the person you designate to act on your behalf)

Power of Attorney to act on my behalf in settling the affairs of my _________________
 (insert son, daughter, spouse)

______________________________________________________________.
(insert name of son, daughter or spouse)


____________________________________________
Signature

____________________________________________
Printed Name

____________________________________________
Date

____________________________________________
Relationship to deceased


Home address information:

Street: ____________________________________________________________

City: _______________________________________________________________

Country: __________________________________________________________

Postal Code: ______________________________________________________

Phone Number: __________________________________________________

This is to certify that _________________________________________________ is known to me and

appeared before me on this _____________ day of ______________________, 20____ and signed the above statement.

_________________________________________________________________
Notary Public Signature

[bookmark: _Toc219787695]G. Limited Power of Attorney (Example Form)
LIMITED POWER OF ATTORNEY

Due to the death of my ____________________, _____________________________________________
                                               (insert son, daughter, spouse)                (insert full name of deceased)

I ___________________________________________________, a resident of ________________________
                 (insert your full name and relationship)                                                   (insert your country)

give to ________________________________________________________________________
              (insert the full name of the person you designate to act on your behalf)

Limited Power of Attorney to act on my behalf by: ___________________________________
 (Insert here what business you are allowing your designee to conduct)

to settling the business affairs of my _________________
                                                                                      (insert son, daughter, spouse)

______________________________________________________________, who is deceased.
       (insert name of son, daughter or spouse)


________________________________________
Signature

________________________________________
Printed Name

________________________________________
Date

________________________________________
Relationship to deceased
Home address information:

Street: ____________________________________________________________

City: _______________________________________________________________

Country: __________________________________________________________

Postal Code: ______________________________________________________

Phone Number: __________________________________________________

This is to certify that _________________________________________________ is known to me and

appeared before me on this _____________ day of ______________________, 20____ and signed the above statement.

_________________________________________________________________
Notary Public Signature
[bookmark: _Toc219787696][image: Macintosh HD:Users:Leah:Desktop:Screen Shot 2013-01-09 at 9.02.45 AM.png][image: Macintosh HD:Users:riskasst:Desktop:Screen Shot 2012-11-05 at 1.49.30 PM.png]H. Application for Certified Copy of Death Record (Santa Barbara County Clerk-Recorder) (Actual Application) and Clerk-Recorder Credit Card Authorization Form (Actual Form)

[image: Macintosh HD:Users:riskasst:Desktop:Screen Shot 2012-11-05 at 1.49.51 PM.png][image: Macintosh HD:Users:Leah:Desktop:Screen Shot 2013-01-09 at 9.04.06 AM.png]
[image: Macintosh HD:Users:Leah:Desktop:Screen Shot 2013-01-09 at 9.06.07 AM.png]
[image: Macintosh HD:Users:Leah:Desktop:Screen Shot 2013-01-09 at 9.07.01 AM.png][image: Macintosh HD:Users:riskasst:Desktop:Screen Shot 2012-11-05 at 1.51.04 PM.png]
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SANTA BARBARA COUNTY CLERK RECORDER
APPLICATION FOR CERTIFIED COPY OF DEATH RECORD

Applications for certified copies of death records can be submitted three (3) ways:

$18.00 first class mail or $39.50 U.S. Post Office express delivery mail.

By Mail

Note: Add $16.00 per aditonal copy.
‘Swom statement and acknaweedgment must b properly led aut.
Roguests ae procassed winin 7-10 business days f al requremanis are met
Maiing acdress is:  Santa Barbara County Recorder

570, Box 159

‘Santa Barbara, Ca. 991020159

Faxed in requests to be mailed back: Al requests are sent U.S. Post Office express delivery
mail and cost $48.00.
Note: Add $16.00 per aditonal copy.
‘Swom statement and acknaweedgment must be properly iled out.
Rogquests ae processed between 1.3 business days &l requrements are mel.
Fax number s (s05) 55822885
Personally appearing:  $16.00 per copy in any one of our three (3) offices. *
Please fl out the swom statement and be prepared o show government ssued pho .
Al rocords from 1975 0 he prosont can easly bo oblained ovor tho courtor
Al provious racords may havo a wail Lo of botwoon 15 minutes 0 ono day.
Physical address:  Sarta Barbara County Recorder
Hall o Focords, Courty Courhouse, 1100 Anacaga Strool
‘Santa Barbara, Ca. 93101
‘Santa Maria Governmen Center
511 East Lakeside Parkway #115
Santa Mara, Ca. 93485
Lomgos County Clerk Recorder
201 East Cypross
Lompes, Ca 53436
*Plus $1.50 convenience fee fusing crdt card

For more information, please visit our website www.sbcrecorder.com
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SANTA BARBARA COUNTY CLERK-RECORDER
APPLICATION FOR CERTIFIED COPY OF DEATH RECORD

Website
www.sbcrecorder.com

Phone Number Fax Number
(805) 568-2250 (805) 568-2266

Applications for certified copies of death records can be submitted in person at any one of our three
office locations or by first class mail. Expedited orders can be submitted by fax using a credit card.

MAIL ORDERS _(processed within 5-7 business days if all requirements are met):

Mail completed application form with sworn affidavit, notary acknowledgment, and appropriate
fees by check, money order, or credit card authorization form to:

Mailing Address: Santa Barbara County Clerk-Recorder
P.O Box 159
Santa Barbara, CA 93102-0159

Fees: Correct fees must be received with application(s):

First Class Mail Express Mail (USPS express delivery)
Vital Copy Fee $14.00 per copy $14.00 per copy
Mail Fee $ 2.00 per order $ 23.50 per order

Plus: $1.50 fee per order if using a credit card. You must submit the credit card
authorization form with the application(s).

EXPEDITED ORDERS _(processed within 1-2 business days if all requirements are met):

FAX REQUESTS:

Fax completed order form with sworn affidavit, notary acknowledgement, and credit card
authorization form to (805) 568-2266.

Fees: the following fees will be charged to your credit card.

Vital Copy Fees $14.00 per copy
Expedite and Mail Fees $30.50 per order

Plus: $1.50 fee per order if using a credit card. You must submit the credit card
authorization form with the application(s).

Updated 2/2012
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SANTA BARBARA COUNTY CLERK AND RECORDER
APPLICATION FOR CERTIFIED COPY OF DEATH RECORD

The California Health and Safety Code, section 103526, permits only authorized persons as defined below fo receive authorized
certified copies of death records. Those who are not authorized by law to receive an authorized certified copy will receive a
certified copy marked “INFORMATIONAL, NOT A VALID DOCUMENT TO ESTABLISH IDENTITY.”

PLEASE INDICATE WHETHER YOU WOULD LIKE A CERTIFIED COPY OR AN INFORMATIONAL COPY

]

I request a Certified Copy. This copy will estabiish the identity of | L1 I request a Certified Informational Copy. This document

the registrant. (To receive a Certified Copy you must indicate ‘will be printed with a legend on the face of the document
‘your relationship to the registrant by selecting from the list below that states, “INFORMATIONAL, NOT A VALID

AND complete the attached Swom Statement declaring that you DOCUMENT TO ESTABLISH IDENTITY”.

are eligible to receive the Certified Copy. Your signature on the A swom statement does not need to be provided

‘Sworn Statement must be acknowledged by a Notary Public if the
application is submitted by mail.)

FOR MAIL ORDERS: indicate delivery method

[ First class (standard ground) I Express Mail (U. S. Postal Service Express delivery)
EXPEDITED ORDERS WILL BE EXPRESS MAILED

To receive a Certified Copy | am:

O oo ooo

A parent or legal guardian of the registrant (person listed on the certificate).
A party entitied to receive the record as a result of a court order.

A member of a law enforcement agency or a representative of another govemmental agency, as provided by law, who is conducting
official business. (Gompanies representing a government agency must provide authorization from the government agency.)

A child, grandparent, grandchild, sibling, spouse, or domestic partner of the registrant
An attomey representing the registrant or the registrant's estate, or any person or agency empowered by statute or appointed by a court

to act on behalf of the registrant or the registrant's estate. (If you are requesting a Certified Copy under a power of attorey, please.
include a copy of the power of attorney with this application form.)

An agent or employee of a funeral establishment who acts within the course and scope of his or her employment and who orders certified
copies of a death certificate on behalf of any individual specified in paragraphs (1) to (5), inclusive, of subdivision (a) of Section 7100

DO NOT complete the rest of this form before reading the detailed instructions on the next page.

APPLICANT INFORMATION (PLEASE PRINT OR TYPE)

Printed Name and Signature of Person Completing Application Today's Date | Telephone Number — Area Code First
( )

‘Address — Number, Street city State ZIP Code

Name of Person Receiving Copies, if Different From Above No_of Copies | Amount Enclosed | Purpose of Request

Mailing Address for Copies, if Different From Above city State ZIP Code

DECEDENT INFORMATION (PLEASE PRINT OR TYPE)

Name of Decedent — First (Given) Middle Last (Family) Sex
Place of Death — City or Town Place of Death — County Place of Birth Date of Birth

Date of Death — Month, Day, Year (O Period of Years to be Searched) ‘Social Security Number

Mother's Maiden Name Name of Spouse (Husband or Wie of Decedent)

PLEASE COMPLETE THE NEXT PAGE
BANKNOTE #:

APPLICATION FOR CERTIFIED COPY OF DEATH RECORD (REV 10/2011) TRANSACTION #
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'SANTA BARBARA COUNTY CLERK AND RECORDER
APPLICATION FOR CERTIFIED COPY OF DEATH RECORD
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SWORN STATEMENT
(*Required for certified copy of record. This sworn statement is not required when requesting
an Informational certified copy Which i$ not valid to establish identity)

“Any membor of  law enforcoment agoncy o a ropresontativ of a state orlocal governmont agency, s provided
by law, who orders a copy of a rocord to which subaivision (3) applies i conducting offcal businoss Is roquired to
Compiat the Sworn Statement, however, they may not be required to have ther signature on the Sworn Statement
acknowledged by a Notary Public.
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Note: If submitting your ordor by mailor fax, you must have your signature on the Sworn Statement
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person, you must sign thi inthe prosence of the County Clork and Rocordor staf.
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(NOTARY SERL)

NOTARY SIGRATURE

YOU MUST COMPLETE THE CREDIT CARD AUTHORIZATION FORM WHEN MAILING YOUR REQUEST
'AND PAYING FEES WITH A CREDIT CARD OR WHEN FAXING IN YOUR EXPEDITED REQUEST
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JOSEPH E. HOLLAND sany 105 E. Anapamu St 2" Floor
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Aditonal SIS0 credit card convenience fe will aply o srvic requests paid witha creditdebit crd
VISAMASTERCARDIDISCOVER ONLY
'NO AMERICAN EXPRESS

Ihereby authorize the Office of the County Clerk-Recorder o charge the following credit card
for payment of requested service:

Applicant Name: Phone #: ()

Cardholder (name as appears on credit card):

(Credit Card Number (smrisn s et

Note: This creditcard authorization form will be kept on fie for 60 days from date of service.
‘Any disputed charges made in conjunction with this request, shall be made within 45 days
from date of service.

"OFFICE USE ONLY

Baknot
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JOSEPH E. HOLLAND

County Clerk, Recorder and Assessor

Jim McClure

Asst. County Clerk, Recorder and Assessor

105 E. Anapamu St. 2* Floor
Santa Barbara, CA 93101

Mailing Address
PO Box 159
Santa Barbara, CA 93102-0159

County Clerk, Recorder and Assessor

CLERK-RECORDER CREDIT CARD AUTHORIZATION FORM
Additional 150 credit card surcharge will apply to service requests paid with a credit/debit card
'VISA/MASTERCARD/DISCOVER/DEBIT ONLY
NO AMERICAN EXPRESS

T hereby authorize the Office of the County Clerk-Recorder to charge the following credit card
for payment of requested service:

Applicant Name: Phone #: ()

Cardholder (name as appears on credit card):

Credit Card Number (tmerican Evpress not accepted): Exp Date: __/
Address:
city: State: Zip:

Cardholder Phone Number:

Cardholder Signature: Date:

Note: This credit card authorization form will be kept on file for 60 days from date of service.
Any disputed charges made in conjunction with this request, shall be made within 45 days
from date of service.

OFFICE USE ONLY

Banknote #:

Transaction #:

“ASSeSSON' Santa Barbara (805) 568-2550, Fax (805) 563-3247, Santa Maria (805) 346 8310, Fax (805) 346-8324, Lompoc (805) 737-7899, Fax (805) 1377708

Election: 1-800-SBC-VOTE, Saats Barbara (805) 563-2200, F: (805) 568-2209, Santa Maria (805) 346-8574, Fax (805) 346-8342, Lompoc. (05)737-7705
Clerk-Recorder: Santa Barbara (805) 568-2250, Fax (805) 565-2266, Santa Maria 305) 346-6370, Lompoc (805) 737-7705
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