Updating the record of lay person who is deceased:

1. Type the word (DECEASED) in the last name field, next to the person's last name.  Example:  Smith (DECEASED). 

2. Using the CONTACT QUICK COPY link at the top of the record, copy the person's contact information. 

3. Paste the person's contact information in the NOTES field at the bottom of the record, with the current date and the words:  Contact Information at Time of Death.  Example:  01-01-2008 - Contact information at time of death:  100 Main Street, Anywhere, FL 33333; (555) 555-5555; jsmith@aol.com. 

4. Now go back and delete all contact information in the various fields of the deceased person's record. 

5. Finally, close out all assignments by giving them an end date.  The current date will be fine. 

