	While it is an honour to be named executor, it can also be a great responsibility
	




What are the duties of an executor?
Duties vary greatly depending on the complexity of the estate.  However, even the least complex estate requires attention from the executor on a wide range of legal, tax and financial matters.  Here are some of the duties an executor can expect to carry out:

First steps

· Locate, read and interpret the will

· Become familiar with the deceased’s financial affairs

· Speak with the family and beneficiaries

· Review insurance required on estate assets
· Redirect mail and cancel subscriptions

Gather the estate’s assets

· Contact financial institutions

· Complete claims for life insurance, company and government pensions

· Create an inventory of estate assets

· Value all estate assets

· Manage investments

Obtain probate* from court

· Instruct solicitor to apply for probate

· Pay probate fees to court

· Obtain copies of Grant of Probate to deal with estate assets

Administer the estate

· Close out bank and investment accounts, clear safety deposit boxes and collect insurance proceeds

· Locate missing beneficiaries if necessary

· Arrange for sale of real estate, if necessary, or transfer to beneficiaries

· Arrange for distribution of household and personal effects to beneficiaries

· Sell household and personal effects, if required

· Advertise for creditors

· Pay debts and defend claims

· Keep beneficiaries up to date on estate progress

· Prepare and file income tax returns

· Obtain tax clearance from Canada Revenue Agency

Distribute the estate

· Pay legacies, other bequests and residue of estate

· Prepare a final accounting of all assets, liabilities, expenses and distribution of assets for beneficiaries

· Have each adult beneficiary approve this accounting and sign a release.
*Called a Certificate of Appointment in Ontario.

