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Estate Administration Checklist for Executors (Ontario) 

This checklist is designed to help executors navigate the estate administration process in 
Ontario. It provides general guidance and is not intended to be exhaustive. For advice 
specific to your situation, RMS Estates Law can offer personalized support once formally 
retained. Please note that these steps are distinct from a solicitor’s responsibilities, though 
you may consult your solicitor for additional guidance. This resource does not constitute 
legal advice and does not create a solicitor-client relationship.  

1. Secure the Estate 
• Locate the original Will and Death Certificate 
• Arrange funeral and burial/cremation services 
• Secure the deceased’s home, valuables, and personal documents 
• Notify family members and beneficiaries 
 
Tip: It’s helpful to confirm the Will’s validity and understand your responsibilities early on. 

2. Search for a Will 
• Search for the original Will in the deceased’s home, safety deposit box, or with their 

lawyer 
• Check for digital copies or estate planning tools if applicable 
• If there is no Will, the estate may be administered as intestate 
 
Tip: Legal support can assist in running a search for a Will and what steps to take if it cannot 
be located. 

3. Identify and Protect Assets 
• Make a list of all known assets (real estate, bank accounts, investments, vehicles, 

personal items) 
• Ensure property insurance is active and updated 
• Take inventory of household contents and valuables 
• Record fair market values as of the date of death (e.g., real estate appraisals, vehicle 

valuations) 
 
Tip: Clarifying ownership and valuation can help avoid delays later in the process. 

4. Manage Financial Affairs 
• Redirect mail and cancel subscriptions 
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• Notify banks, pension providers, and government agencies (e.g., Service Canada, CRA) 
• Close or freeze personal bank accounts 
• Open an estate bank account to manage estate funds 
• Pay outstanding bills and debts from the estate account 
 
Tip: Understanding which debts must be paid and in what order can help protect the estate 
and you. 

5. Run a Notice to Creditors 
• Consider publishing a notice to creditors to alert potential claimants 
• Online publication is acceptable and may help limit executor liability 
• Set a reasonable deadline for claims (e.g., 30 days from publication) 
 
Tip: Legal guidance can help ensure the notice is properly worded and published in the 
right venue. 

5. Tax Responsibilities 
• File the deceased’s final personal income tax return 
• File estate (T3) tax returns if the estate earns income 
• Apply for a CRA Clearance Certificate before distributing assets 
 
Tip: Timely and accurate filings help avoid penalties and ensure smooth distribution. 

6. Report to Beneficiaries 
• Prepare a formal report to beneficiaries to: 

• Keep them informed of progress and timelines 
• Provide a summary of assets and liabilities 
• Detail the estate’s administration, including distributions and expenses 

• Obtain signed releases from beneficiaries to confirm their approval of the accounting 
and receipt of their entitlements 

• Maintain clear records of communications and decisions 
• Offer transparency to avoid misunderstandings or disputes 
 
Tip: A well-prepared report and signed releases can help protect you from future liability 
and close the estate with confidence. 

7. Distribute the Estate 
• Follow the instructions in the Will regarding specific gifts and bequests 
• Maintain records of all transactions and communications 
• Distribute remaining assets to residuary beneficiaries 
• Close the estate bank account once all distributions are complete 
 
Tip: Clear documentation and communication during distribution can prevent future issues. 
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8. Wrap-Up 
• Cancel health cards, driver’s licence, and other government IDs 
• Notify credit bureaus to prevent identity theft 
• Keep copies of all documents and receipts for at least 7 years 
 
Tip: Final administrative steps help ensure the estate is fully settled. 

Legal Disclaimer 
This checklist is provided by RMS Estates Law for informational purposes only. Executors 
are encouraged to seek independent legal advice for legal advice tailored to their specific 
circumstances. This resource does not constitute legal advice and does not establish a 
solicitor-client relationship. 
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