Executor's Checklist
Settling an estate, even a small one, requires a significant amount of time and attention to details. The following list may help you organize your activities.  We hope it helps keep it from seeming overwhelming to complete this request, which is one honoring you as the one chosen by the deceased as their trusted friend or family member. 

· Locate the will 

· Try your best to secure all assets, including contents of a house, etc.  Changing the locks is recommended. Nothing should be removed by heirs or potential heirs until you as the executor have determined how things are to be assigned and divided. This will help reduce conflict later.

· Consult or hire a lawyer, if necessary 

· Get multiple copies of the death certificate. Ten copies would meet typical needs

· Apply to appear before the probate court (forms typically found on local .gov site)
· Notify beneficiaries named in the will 

· Arrange for publication of notice to creditors and mail a notice to each known creditor
Send notices of the person's death to the post office, utilities, banks and credit card companies 

· Inventory all assets and have them appraised, if necessary. There are FREE spreadsheets available to assist with this on our site and we offer a ListStuffFast app for $4.99. We do also offer full service nationwide on-site services to photo/list and value personal property using our network of certified insurance adjusters.  

· If heirs are scattered, or you anticipate any challenges to dividing peacefully and fairly, the DivvyMaster online process will be very helpful.  If planning to use DivvyMaster but starting with an appraiser, or if doing it yourself you may want to start the asset list in DivvyMaster to avoid duplication of efforts.
· It is a good idea to try to limit involvement in dividing unspecified assets to heirs named or entitled to the properties.  Typically this would be things like jewelry, collectibles and household furnishings not specifically bequeathed in the Will.  Try to limit the involvement of spouses, children or others not specifically heirs, to reduce emotional conflicts within the group.

· Collect any moneys owed to the estate 

· Check with deceased's employer for unpaid salary, bonuses due, insurance and other employee benefits 

· File for life insurance and other benefits 

· File for Social Security, civil service or veteran benefits 

· File city, state and/or federal tax returns 

· File state death and federal estate tax returns 

· Pay valid claims against the estate 

· Distribute assets and obtain receipts from beneficiaries 
· File papers to finalize the estate 

· You should keep a copy of all records for at least two years. Typically, legal or estate professional help charges are expensed to the estate, so don’t hesitate to get help when needed.
