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This checklist has the purpose of assisting executors with the estate administration process.
It is not a comprehensive list. Some estates might be more complicated and not covered by
the list. The checklist general advice only and does not consider your specific situation. 

We know that accepting the role of an executor can be overwhelming, difficult and daunting.
If you have doubts or concerns, or if you do not have sufficient time to manage an estate,
please click here to arrange a free 20minute call to discuss how we can work with you to
make things easier for you. 
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Obtain and review the last will and codicil. Check whether it is undamaged.

Read the will and determine whether you are the sole executor or whether there is
another person that has been appointed with you. 

Read the will carefully to determine whether it requires you to consult with a specific
person (lawyer, accountant, financial advisor) 

Carefully inspect the will. Check whether it is damaged, whether it is the latest one,
are there any handwritten changes, etc. 

Check the will for any funeral wishes, or reference to pre-paid arrangements (check all
documents of the deceased: Letter of Wishes, Medical Wishes, etc)

Organise the funeral in accordance with any wishes expressed. Consult with the
family. 

Provide care for children that lost both parents/carers. 

Are there any pets that need to be looked after or placed in a animal shelter. 

Stop service that are immediately not required anymore (grocery deliveries,
appointments, nurses or carer visits]

Steps immediately after person died

Make sure that the funeral director has ordered the death certificate.  

Inspect death certificate (cause of death may indicate loss of capacity); Check spelling
of name. 

Pay the funeral account (most banks will pay the funeral account directly from the
deceased’s bank accounts). 

 

After the Funeral 



Collect personal information and papers for all assets and liabilities, e.g Bank accounts
(BSB and account numbers), Shareholdings (shareholder numbers);Title deeds to any
properties; Tax Invoices for any other debts due either before or after the date of
death.

Contact the employer, if possible, to obtain details of accrued but unpaid wages,
holiday pay, long service leave and leave loading.

Date of death notifications to: Centrelink, Australian Taxation Office, vehicle
registration office, utilities/services, professional service providers, insurers, banks, etc

Inform organisations of death and cancel services

Does anything need to be done in relation to a business owned or partially owned by
the deceased. Ensure that business can continue to trade until it can be sold or
transferred to the beneficiaries. If the business was owned with other co-owners: work
with them to see if any buy-sell option agreements or shareholder agreements were in
place and note any applicable time limits for exercising options under those. 

Services and Assets

Seek specialist legal advice to determine whether a grant of probate is or is not
required or recommended for your own protection. If the estate is a small estate, you
might need to provide an indemnity. 

Prepare inventory of property and arrange date of death valuations for real estate,
jewellery, antiques and other assets of value. 

Consider undertaking searches of land registries for real estate in deceased’s name
(and any alias). 

Identify and locate named beneficiaries (if appropriate, advise them of death and
provide copy of will) and obtain relevant statutory declarations (regarding identity,
bankruptcy status, residency status, debts owed to deceased, and so on)

Open bank account in the name of the estate (or convert an existing account).
Alternatively, engage solicitor and use solicitor’s trust account as estate account.

Once probate has been granted, lodge notice of intended distribution of estate. 

 

Probate and Administration of estate



Close other bank accounts by directing those into the estate account or solicitor’s trust
account. 

Apply for a TFN for the estate or ask the deceased’s accountant to do that for you (at
the same time notifying the ATO of death).

Identify assets that do not form part of the estate (eg. jointly owned property,
superannuation) and ensure that funds are paid to the correct recipient and property is
transferred to sole owner.

If debts are owed to the estate, make sure demand (or claim) is made before recovery
of the debt becomes statute barred. Check whether the deceased was involved in any
compensation proceedings. If yes, contact the solicitors acting to discuss the impact of
the deceased’s death on the claim and then take appropriate next steps.

Did the deceased leave a specific assets to someone. Determine whether that asset
still exists. If so, check the wording of the will for how the costs of transferring the asset
will be borne, and keep an account of the income and the outgoings of that asset so
that the net income can be distributed with the asset in due course. If the items cannot
be found, seek advice on whether the gift has failed, or if there is an obligation to
purchase the specified asset or to instead pay the value to the beneficiary.

Are there any life interests over assets. If yes, check the wording for how ongoing
rates, insurance and maintenance costs are to be paid. Check whether the asset still
exists (and if not seek advice on whether the gift has failed) and if there is an
obligation to consider purchase of a replacement residence or funding for aged care. 

Consider relevant non-estate assets (such as superannuation, life insurance, trusts
and so on).

Contact the relevant revenue, treasury and trustee organisations in all states and
territories of Australia to check if they hold any unclaimed monies (such as dividends,
rental bonds and so on) on behalf of the deceased. 

Contact all public trustee offices in all Australian states and territories to check if they
hold any unclaimed deceased estate monies where the deceased may have
unknowingly been named a beneficiary of another person’s estate. 

Undertake a search of the ASIC MoneySmart website (moneysmart.gov.au) to find
unclaimed money 



Identify (and, if appropriate, pay) estate or testamentary expenses and liabilities. This
includes debts, tax liabilities (debts and tax liabilities can be local or international) 

Searches should be made of PPS register for registered securities over any assets of
deceased. Check that none of the debts are statue barred. Obtain advice if needed.
 
Determine whether to sell or postpone sale of assets (consider tax consequences and
obtain investment advice). Consult with the beneficiaries on their preference on sale or
transfer of assets. 

Are shares left to charities. Consult with charities whether they want to receive shares
or cash. Most charities are income tax and capital gains tax exempt. Obtain advice

Establish and manage any testamentary trusts on behalf of beneficiaries. Contact a financial
advisor to obtain investment advice. 

Administer life estate in accordance with will.
 Monitor life interests and manage any ongoing rights of residence (if any). 

Obtain taxation advice concerning annual distribution of income to beneficiaries and prepare
annual tax return/s. 

Estates that require ongoing Administration

Prepare and lodge deceased’s date of death tax return (and any prior outstanding returns) and
pay any resulting tax liabilities.

Obtain taxation advice regarding CGT and stamp duty implications on sale or transfer of any
assets and non-resident tax for any overseas beneficiaries.

Consider any foreign inheritance taxes that might apply (due to any connection the deceased
had with any other country). 

Before distributing to beneficiary, undertake bankruptcy check. If a beneficiary is bankrupt, you
cannot pay to the beneficiary. 

 Finalising the Estate Administration



Provided no claim is lodged and provided all estate expenses and liabilities are paid, after six
months of the date of death, you can pay out legacies (with interest if payable from date of
death), transfer the specific bequests (with net income earned) and distribute the residuary
estate (if possible).

If final distribution cannot be made, consider whether to make an interim distribution to the
beneficiaries (by distribution of cash or transfer of assets) – retaining enough to cover
ongoing administration costs. Noting also the need to pay interest on any legacies from the
first anniversary of death. 

Keep proper estate accounts

 
We are a boutique wills & estate law firm and we are highly experienced
in estate administration. If you are feeling that you need some help,
please do not hesitate to contact us and arrange for a free 20 minute
call or fill in our contact form. 
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