
10 steps to 
becoming a 
proactive estate 
administrator



Disclaimer
This presentation contains 
general advice only. The advice 
contained within should not be 
relied upon without seeking 
professional advice pertaining to 
your unique circumstances. 



• Save time (you and the solicitor)

• Communicate key information (eg CGT, 
mailing address)

• Ensure double confirmation of bank 
details 

• Prevent errors

1. Before the bequest arrives… 



Bequest Information Sheet

• Name, ABN, registered 
address, contact

• Bank details

• DGR status, CGT, shares

• Executors’ commissions

• Gratitude/acknowledgement



Other documents to have 
ready
• Bank statement
• DGR status
• Registration 
• Name change 

documentation
• Past addresses 
• TFNs



Basic email templates

• Notification of new bequest

• Re-request key documents

• Request for update

• Request for final statement

• Receipt attached 



Other recommended 
templates
• Escalated requests
• CGT concerns 
• Refusal to sign 

release/indemnity
• Executor’s commission 

– agree/disagree
• Questions about final 

statement 
• Fees question





2. Organising estate 
information and 
documents



What documents do 
you need?

• Will (or extract)

• Asset list

• Final statement 



Basic information to collect 

• Basics of the bequest

• Contact details 

• Tick off as docs received

• Forecast 

• Last action/update





3. Check for CGT assets

• CGT = unnecessary and 
costing you money!

• Two main assets: shares 
and holiday homes



• Set a minimum to get 
involved

• Send email template to 
solicitor 

• Follow up when large 

• Check final statement 



Examples:
• Holiday house = $199,000 

returned after going to 
ATO

• $350,000 paid before 
charities could give 
instructions

• Executor grateful for 
advice!





4. Keep estates moving

• Ask for interim payments

• Ask for updates

• Prevent “stuck” estates 



5. Negotiate on excessive 
commissions and fees

• Look at fees and 
commission together 

• Commissions – must 
ask for permission if not 
in Will or through court

• Fees – check final 
statement 



1. Gather all information

2. Assess if plainly fair –
approve

3. Ask questions

4. Talk to co-beneficiaries

5.   Negotiate 





6. Check the final statement
• Total value same or higher 

than asset list

• All assets called in

• Received all payments

• Anything held back?

• Charges and fees  



Examples

• Bank account not called in

• $100,000 retained for taxes

• Missing payment 

• Took commission without 
asking 





7. Don’t ignore red flags

• Unprofessional email 
addresses

• Unwillingness to provide 
documents

• Undervalued assets

• $ not adding up

• Some stuck estates 



• Buy documents
• Questions to solicitor
• Talk to co—beneficiaries 
• Track house sales
• Google stalk
• Check AEC
• Transfer documents 
• Share hunting
• Caveat 





8. Collect data to inform 
acquisition work



• Bequestor demographics
• Year of Will 
• Value of gift 
• Other charities in Will
• Relationship to charity 

before death
• Number of notifications 
• Legal problems 
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9. Fix your 
communications to 
future bequestors
• Have potential wording on 

your website 

• Make sure it includes your 
ABN and address



• Check old GIW emails

• Have a generalised GIW 
email

• Make sure the phone 
number works 





10. Acknowledge and 
celebrate!

• Obituaries 

• Connect with executor

• How will you 
acknowledge? 



• Personal questions to 
executor 

• Letters/cards 
• Impact reporting
• Annual report names 
• Events
• Physical or digital memorial 
• Room or program naming 



Questions?
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