
Prepare notice of probate letter to closest next of kin and estate beneficiaries; Surrogate’s O�ce 

may provide guidance or estate counsel can do so.

Identify all estate assets and debts.

Open estate bank account into which to deposit estate assets and pay estate debts - Need tax 

identification number from IRS for estate account.

Confirm validity of medical debts to pass through potential medical insurance coverage then pay 

valid estate debts.

The estate representative is required to prepare an estate accounting of all estate assets and 

debts and provide that accounting to the estate beneficiaries.

The estate representative is permitted to take a commission for his/her services to administer the 

estate. The commission amount is calculated as a percentage of the estate assets and/or income.

The beneficiaries should sign a standard accounting approval and release legal documents and 

provide those documents to the estate representative before distributions are made to beneficiaries.

Estate distributions must follow terms of the Will or, if there is no Will, the laws of intestacy will 

determine how the next of kin benefit from an estate. Estate counsel can advise on applicable law.

Beneficiaries should sign refunding bond and releases before they receive distributions. Those releases 

are required for protection of estate assets and the estate representative and to close out the estate.

Determine whether any estate or inheritance tax returns are required.

After an estate executor and administrator have been appointed (see Probate checklist),
the responsibilities of the estate representative include the following:

•	 If	so,	returns	must	be	filed	and	paid	within	eight	months	following	the	date	of	decedent’s	death	and	
specific	asset	and	debt	documentation	is	required	for	the	tax	return	preparation	of	the	return.

•	 If	estate	or	inheritance	tax	returns	apply,	estate	administration	will	be	delayed	until	the	Division	of	
Taxation	reviews	and	approves	the	returns	and	provides	tax	waivers.

•	 If	estate	owns	real	estate,	property	must	be	maintained,	taxes	and	insurance	paid	until	property	is	sold.
•	 The	sale	of	an	estate	house	will	require	that	an	estate	questionnaire	be	presented	to	the	title	

company	handling	the	closing.	The	title	company	may	require	funds	to	be	held	in	escrow	from	sales	
proceeds	for	taxes.

•	 The	Will	should	have	a	clause	directing	the	estate	representative	whether	the	estate	or	the	individual	
beneficiaries	are	responsible	to	pay	any	estate	or	inheritance	taxes.
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