
Executor Checklist
A practical, step-by-step checklist for managing an estate after someone dies (England & Wales).

Probate Pro Concierge Service | Maximising Value. Minimising Stress.



Probate Pro - Executor Checklist Page 1

Executor Checklist

A practical, step-by-step checklist for managing an estate after someone dies (England &

Wales).

If the deceased lived in Scotland or Northern Ireland, the broad steps are similar but the legal process and

terminology differ (e.g., 'confirmation' in Scotland).

Important

This checklist is general guidance, not legal or tax advice. Executors can be personally liable for

mistakes, so take advice if the estate is complex.

What you will usually need

- Certified copies of the death certificate

- The original will (and any codicils) or evidence no will exists

- Photo ID and proof of address for the executor(s)

- National Insurance number of the deceased (if available)

- A list of assets and debts, including account numbers and provider details

- Property information (address, ownership type, mortgage details, insurance policy)

Immediate actions (first 1-3 days)

Task Date / Notes

[ ] Confirm who the executor(s) are and locate the latest

original will (and any codicils). If there is no will, note that

the nearest eligible relative usually applies as

administrator.

[ ] Register the death and order multiple certified copies of

the death certificate (you will need these for banks,

insurers and other organisations).

[ ] Arrange the funeral (check the will for wishes, a prepaid

plan, or insurance). Keep invoices and receipts - the

estate usually reimburses reasonable costs.

[ ] Use Tell Us Once (where available) to notify government

departments and local services, then confirm which

organisations were contacted.

[ ] Secure the deceased's home(s): lock up, remove

perishable items, photograph key rooms/valuables, and

take meter readings.

[ ] Check building and contents insurance - many policies

require the insurer to be informed and may have

conditions for unoccupied property.

[ ] If there are pets or dependants, make immediate care

arrangements and record any ongoing costs.

[ ] Notify the employer (if relevant), and ask about final

salary, death-in-service benefits, and any workplace

pension.
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Protect the estate and gather information (week 1-4)

Task Date / Notes

[ ] Set up a simple estate file (paper or digital) and keep an

audit trail: calls, emails, letters, and copies of all

documents.

[ ] Redirect post (or arrange mail collection) to reduce fraud

risk and ensure bills and statements are received.

[ ] Identify all assets: bank/building society accounts,

savings, NS&I;, investments, shares, ISAs, crypto/digital

assets, life policies, pensions, business interests and

property.

[ ] Identify all liabilities: mortgages, loans, credit cards,

utilities, care fees, overpayments, and any outstanding

taxes.

[ ] Request date-of-death balances and statements from

financial institutions (many will provide 'executor packs').

[ ] Get property valuations (and any valuable possessions

valuations) based on date of death. Keep evidence of

how values were reached.

[ ] Check whether assets were held jointly and whether any

pass outside the estate (e.g., joint bank accounts or joint

tenancy property).

[ ] Check for gifts made in the 7 years before death and any

trusts, as these can affect inheritance tax.

[ ] Pause non-essential direct debits/standing orders only

once you have confirmed what they cover (avoid

cancelling insurance or mortgage payments by mistake).

Probate and tax (typically weeks 4-12+)

Task Date / Notes

[ ] Decide whether you need a Grant of Probate / Letters of

Administration (many estates with property or larger

balances do).

[ ] Complete the relevant inheritance tax (IHT) reporting to

HMRC, even if no tax is due, and obtain any reference

numbers needed for payment.

[ ] Arrange payment of any IHT due. IHT is usually due by

the end of the sixth month after death; interest can apply

after the due date.

[ ] Apply for the Grant (online or by post). Keep copies of the

application, any codes/acknowledgements, and note

expected timescales.

[ ] Once you have the Grant, send official copies to banks,

investment providers and others to close accounts,

encash investments or transfer assets.
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Administer the estate (after the Grant)

Task Date / Notes

[ ] Open an executor or estate bank account

(recommended) and pay all estate money in/out through

this account.

[ ] Collect assets: close or transfer accounts, redeem

investments, sell or transfer property, and collect refunds

owed to the estate.

[ ] Pay debts and expenses in priority order (funeral costs,

taxes, secured debts, unsecured creditors).

[ ] Consider placing a Deceased Estates Notice in The

Gazette and a local newspaper to reduce personal

liability for unknown creditors (especially for larger or

complex estates).

[ ] Keep estate accounts: a clear record of assets, income,

expenses, tax, and proposed distributions. Share draft

accounts with residuary beneficiaries.

Finalise and distribute

Task Date / Notes

[ ] File any final Income Tax returns for the deceased and

handle any estate income tax during administration

(where relevant).

[ ] Prepare final estate accounts, get beneficiary

approval/receipts where appropriate, and keep records

for future queries.

[ ] Distribute the estate according to the will (or intestacy

rules) only once debts, taxes, and creditor notice periods

are dealt with.

[ ] Close the estate bank account and store records securely

(many executors keep them for at least 12 years).

When to get professional help

Task Date / Notes

[ ] There is inheritance tax to pay, complex reliefs

(business/agricultural), foreign assets, or trusts.

[ ] The will is unclear, there are disputes, missing

beneficiaries, or concerns about capacity/undue

influence.

[ ] The estate is insolvent (debts exceed assets) or there are

significant creditor issues.

[ ] There is a property to sell that needs clearance, probate

valuation evidence, or coordinated works before sale.


