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Dear Citizen: 

I have compiled this information packet to assist you in your duties as administrator.  Also included is 
important information that every adult should consider when putting together their own paperwork.  

I hope this information is helpful, but please remember, nothing can replace the sound advice of an 
attorney and/or accountant when one has to deal with the more difficult areas of settling an estate. 

Sincerely, 

 

Nicki A. Burke 

 

In This Folder - Administration   
 

  Letters of Administration:   – Retain with your records 
Letters of Administration show the date of your appointment.  Letters of Administration on their own 
do not allow for the transfer of any estate assets.  An Administrator Short Certificate is required to 
handle estate assets. 

 
  Administrator Short  Certificate(s):  (the number you requested) - these are used to handle assets 

of the estate.  If this is a limited Administration, you will not receive additional certificates, limited 
Administrations may be for informational purposes only or for specific assets.  A recently dated 
certificate will be required by many institutions. 

  Receipt of Payment – Administration of Estate  

  Refunding Bond & Release – (exaple form) – As a courtesy, provided is a   
sample form of a Refunding Bond and Release.   See the sample for additional information.  
Please make the appropriate number of copies that you will need to complete the estate.  You 
should have one Refunding Bond for each individual who is receiving money or assets from the 
estate.  A refunding bond must include:  (a) the name of the beneficiary, (b) beneficiary address, 
(c) the asset type/total, (d) signed by the beneficiary (obligor) in the presence of a Notary Public, 
who must include their required notary information as required by their state laws. 

  Important Information and Reminders 
  New Jersey Motor Vehicle Commission Information 
  A Citizens Guide to Frequently Asked Questions Regarding Wills 
  Personal Records Handbook 
  Judgment for Child Support Lien against net proceeds of Settlement; Priority…    

      N.J.S.A. 2A:17-56.23B  (this was explained when you signed the Child Support Judgment Verification) 
  New Jersey Unclaimed Property pamphlet 
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Am I entitled to compensation for acting as Executor or Administrator? 
Generally commissions on all corpus received by the fiduciary may be taken as follows: 

5% of the first $200,000.00 of all corpus received by the fiduciary; 

3.5% on the excess over $200,000.00 up to $1,000,000.00; 

2 % on the excess over $1,000,000. 

1% of all corpus for each additional fiduciary provided that no one fiduciary shall be entitled to any 
greater commission than that which would be allowed if there were but one fiduciary involved. 

In addition to corpus commissions, commissions in the amount of 6% may be taken without court 
allowance on all income received by the fiduciary. 

 

REGULAR BUSINESS DAILY HOURS (excluding holidays)-(856) 935-7510 ext. 8323 
 
Monday – Friday   8:30 a.m. to 4:30 p.m.  
 
No appointment is necessary for regular business hours.  It is helpful to contact our office prior to 
your visit to be sure you have all necessary paperwork so as to avoid a second trip.   
 
EVENING HOURS   -   BY PRIOR APPOINTMENT ONLY - (856) 935-7510 ext. 8323 
1st and 3rd Monday of the month until 6:00 p.m.   
 
 

We at the Surrogate’s Court welcome your call for general procedural questions but we are not 
permitted to answer any of your legal questions.   

The office is located in the Administration Building, 2nd Floor - 94 Market Street, Salem. (next to the 
county courthouse)   Please note the entrance is on the side of our building. 

 
 

Are you prepared?  Do you have a Power of Attorney, Last Will & Testament, and a Living Will?  

IT IS ALWAYS ADVISED TO SEEK LEGAL COUNSEL AND/OR AN ACCOUNTANT WHEN DEALING 
WITH ESTATES AND FOR THE PREPARATION OF YOUR OWN ESTATE DOCUMENTS. 

 

Also please note website information on our forms may not be current – always visit the websites 
for the most current information. 


