
 

 

 

 

This information sheet is intended as general information only and should not be relied upon as legal advice. 

 

Role of the Executor and  

Estate Administration Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make funeral 

arrangements 

Collect in assets including bank 

accounts, shares, real property, life 

insurance, superannuation, motor vehicle, 

debts owing, documents held in safe custody 

Protect assets, insure property, 

maintain investments, manage any 

businesses and collect income 

Determine debts, bills, 

credit cards debts, personal 

loans, mortgages etc 

Apply for a Grant of Probate and attend 

to legal formalities with a solicitor 

Pay funeral expenses 

Pay all liabilities of the 

deceased and estate 

Apply for a tax file number 

for the estate 

Prepare date of death 

tax return 

Prepare account and taxation 

information for beneficiaries 

Distribute the estate, (6 months from date of 

grant) first paying any legacies or specific gifts, then 

establish any trusts, then finally transfer cash and/or 

assets to beneficiaries in accordance with terms of Will 

Prepare final taxation 

return for the estate 

Continue the management 
and administration of any trusts created 

Obtain receipts and 

releases from beneficiaries 

Prepare final account 

statements for beneficiaries 


