
 
 

 

 
INTRODUCTION  

You have been appointed as executor of an estate.  It is part of our 
role in acting in the estate to advise and assist you in your duties 

This brochure is designed to give you an outline of what is involved 
in being an executor. 

THE EXECUTOR  
The Executors (sometimes called the Trustees) are the people 
appointed in the deceased’s Will to carry out his or her wishes and 
make sure the estate is distributed as the deceased wanted. 

Once you accept the position you are bound to carry out those 
wishes and to administer the estate of the deceased person. 

THE EXECUTORS ROLE 

Administration of an estate involves many and varied tasks and 
responsibilities.  The main ones are:- 

Funeral arrangements 
It is usual for the executor to attend to the arrangements. 

Providing for the family 
Making sure that funds are available to meet the immediate needs 
of the family 

Ascertaining assets and liabilities 
As soon as possible it is necessary to compile with us an inventory 
of assets and liabilities (this is covered in more detail later in these 
notes). 

Applying for and obtaining authority to deal with the assets 
The Executor must obtain control of the assets and to do so, must 
have some form of authority, which people holding the deceased’s 
assets can recognise and accept.  The Will duly proven by the 
Supreme Court to be the last Will of the deceased provides that 
authority.  The court procedure in proving the will is called 
obtaining a grant of Probate.  It is not necessary to obtain Probate 
in all estates as some assets can be administered without Probate. 

Obtaining possession and preserving the assets 
As soon as possible the Executor should obtain possession of the 
various items of property.  Sometimes where the deceased was in 
business or a farmer, it is necessary to make arrangements to 
continue the business.  There might be rent or other income to be 
collected on a regular basis.  All assets should be adequately 
insured and details of all insurance policies should be reviewed. 

Sale and distribution of assets 
Once all the formalities are completed the various assets are 
transferred directly to the beneficiaries (if this was the deceased’s 
wish) or sold and the proceeds of sale used to pay debts and then 
the balance funds are distributed to the beneficiaries. 

Accounting to the Beneficiaries 
You must have prepared a statement showing all income and other 
moneys received on behalf of the estate and how those moneys 
have been paid out. 

Income Tax 
You must arrange for lodgement of an Income Tax Return covering 
the period from the previous 1 July up to the date of death, if the 
deceased person was liable to lodge an Income  
 
 
 
 
 

 
Tax Return.  Further Income Tax Returns may have to be lodged 
after this if, income is received by the estate.    If the deceased has 
not lodged a return for many years then no action may be required. 

Land Tax 
If the deceased was liable to pay land tax, it is necessary to notify 
the Land Tax Office and file returns. 

Centrelink 
If the deceased was in receipt of a Pension or other benefit, it is 
necessary to notify Centrelink, to update their records and ensure 
no overpayment is made.   

Each of the above matters can be attended to by us on your behalf 
during the course of administering the estate. 

HOW YOU CAN ASSIST US  

The first thing to be done is to find out the assets and liabilities of 
the deceased.  Please ensure that we get full details of those 
assets and liabilities and details of the deceased’s family and 
personal situation. 

You should bring in to us all documents, which you feel are 
relevant in relation to the deceased’s assets and liabilities. 

We would also need details of the deceased’s immediate family 
including birth dates, current street and postal addresses and 
occupations.  

FUNERAL EXPENSES 

Funeral expenses can be paid by us directly out of the deceased’s 
bank account.  When you call to see us on your first visit we will get 
you to sign a withdrawal form which will enable those expenses to 
be paid.  They should be paid promptly as discounts are 
sometimes allowed for early payment. 

TAXATION 

As well as the taxation matters mentioned earlier, if the deceased 
carried on business, there may be GST  or other tax considerations 
that will need to be attended to or taken into account.  We can 
liaise with the deceased’s accountant to sort these matters out. 

CAPITAL GAINS TAX  

Capital Gains Tax applies to estate assets even if they may have 
been exempt had the deceased disposed of them prior to his or her 
death.  Special rules apply to estates and we have prepared a 
special brochure entitled Capital Gains Tax & the Assets of the 
Deceased’s Estate, which gives more detailed information.  Please 
ask us for a copy of this brochure if you have not already received 
one. 
 
DISTRIBUTION 

The Executor should normally wait for six (6) months to pass from 
the date of death before making a distribution, to ensure no claims 
are made against the estate.  Sometimes distribution can be made 
early, if there is no possibility of any claims or the beneficiaries sign 
release forms. 

CONCLUSION  

We trust that the information we have provided in this brochure has 
helped to explain to you the considerations in the administration of 
an estate.  In practice, most of the matters we have mentioned can 
be attended to by us or the deceased’s accountant.
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“Liability Limited by a scheme approved under professional standards legislation” 
Personal Injury Work Exempted 

A copy of the scheme is available on the Queensland Law Society website: 
www.qls.com.au 

This brochure is not intended to be (nor is it) legal advice but rather it is promotional material. 
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