
Estate planning
Personal representative checklist



02   |   Estate planning - Personal representative checklist

Use this checklist as a reference 
of your duties as a personal 
representative (also known as 
an executor, administrator, estate 
trustee or liquidator).
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Acting as personal representative is a significant responsibility that can require a great 
amount of time and energy.  While this checklist provides a summary of the main tasks 
involved in settling an estate, it's important to seek professional support to ensure all 
considerations that apply to your specific situation are addressed.   

For more information, please speak with your IG Consultant, as well as a legal advisor 
with experience settling estates to ensure all assets and liabilities are properly handled.

Your name:

Date completed/last updated:

Immediate actions
Notify family, friends, and the employer about the death.

Make funeral arrangements and pay funeral expenses.

Make sure that assets belonging to the deceased, such as identification, credit 
cards, jewelry, stock certificates and other valuables are stored securely; deposit 
any cash into an estate account.

Lock the personal residence and notify the police and insurance company  
if it is vacant.

Arrange for pets to be cared for.

Locate the will and all documents relating to  
the estate, including marriage contracts and shareholders agreements.

Obtain several original copies of the funeral director’s death certificate.

Meet with the lawyer or notary and any co-executors/co-liquidators. The  
legal advisor will explain what’s required of you, how much time it will take to  
administer the estate, and the approximate fee the estate will be charged. If any  
of the dependants have immediate financial needs, speak to the lawyer or notary 
about how funds may be released to them.

If the deceased was paying support to or receiving support from a former spouse, 
contact the former spouse.

If the deceased named a charity or non-profit association as a beneficiary in either 
the will or a beneficiary designation, contact the organization to discuss the optimal 
manner in which to make the gift. If the beneficiary is a registered charity, ensure 
that a charitable donation tax receipt is issued for the gift.
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Gather copies of latest investment statements for 
any mutual funds, guaranteed investment funds or 
other investment accounts the deceased may 
have had.

Consult with the deceased’s IG Wealth 
Management Consultant or financial planner. It may 
be advisable to re-allocate an aggressive 
investment portfolio to something more 
conservative (such as a money market fund) to 
minimize the risk of a sharp decline in value prior to 
the distribution of the estate. However, speak to 
the deceased’s Consultant or financial planner 
before making any changes in the portfolio or 
selling any securities. In some cases, it may be 
better from a tax perspective to transfer an 
investment “in kind”, particularly if the beneficiary is 
a spouse or a registered charity.

Debts
Identify all outstanding debts or bills. If the legal 
advisor recommends it, arrange for advertisements 
to try to locate creditors of the estate. In Quebec, 
you should consult with a notary, as drawing up an 
inventory is strongly recommended. The inventory 
is necessary to settle the estate and provides 
protection to the heirs against unlimited liability for 
the debts of the deceased.

Check for accuracy of all debts and pay them once 
you are satisfied all creditors have been identified 
and the estate has enough assets  
to pay them. 

If the estate is insolvent, speak to the estate’s legal 
advisor (or notary, in Quebec) before paying any 
debts. The personal representative could be liable if 
some creditors are preferred over others, or estate 
assets are distributed to beneficiaries before all the 
creditors have been paid in full. Personal 
representatives are not liable for paying the 
difference if the debts of the estate exceed the 
estate assets, assuming the estate assets have 
been properly managed. (In Quebec, if the estate is 
insolvent special rules apply.)

Household  
& personal

Make a list of immediate family members,  
including spouse, children, grandchildren, brothers, 
sisters, parents and any other beneficiaries, along 
with their addresses and birth dates (or 
approximate ages).

Arrange with the local post office to readdress mail.

Arrange alternate means to pay utilities.

Cancel magazine subscriptions and 
club memberships.

Cancel driver’s licence, leases, and cell 
phone contracts.

Determine if the deceased had any social media 
accounts which should be closed. Contact the 
social media provider for details on how to close 
an account.

Banking and  
investments

Locate all bank accounts and determine whose 
name the accounts are in and the balance in each. 
Speak to the financial institution about the 
procedure for creating an estate account, 
if necessary.

Locate the safety deposit box, obtain keys and 
make a list of the contents. (In Quebec, when the 
safety deposit box is opened, a notary must draw 
up minutes.)

Cancel charge accounts and return or destroy 
credit cards.



Estate planning - Personal representative checklist   |   05

Tax returns
Consult with the deceased’s accountant.  
He or she will be able to help you: 

Notify CRA of the death of the taxpayer, and 
obtain access to the deceased’s account by filing  
a T1013 along with a copy of the will.

File the appropriate return(s) for the deceased and 
their estate (as required) and pay any taxes due.

Determine if previous years’ returns need to be 
re-filed (or filed in the first place).

Elect to have the estate considered a “graduated 
rate estate” for tax purposes.

Determine if there are capital gains or losses 
associated with certain assets held by the 
deceased and the most effective way to handle 
them before you roll assets over to certain 
beneficiaries. Triggering capital gains could be 
beneficial if there are unused capital losses, or if the 
deceased was in a very low tax bracket at the time 
of death. If the deceased had net capital losses in 
the year of death, or net capital losses before the 
year of death, then there are various ways of 
dealing with those losses.

Determine if there are any additional tax-planning 
opportunities. In some cases, it may be possible to 
file multiple T1 personal income tax returns for the 
year of death in order to take advantage of an 
additional set of lower marginal brackets.

If possible, consider transferring income producing 
assets (such as a savings account) to a non-income 
producing account (i.e. a chequing account) to 
cease income reportable by the deceased’s estate.

Ensure that charitable donation tax receipts are 
used in the most tax effective manner. If the 
deceased made a charitable gift as part of the 
distribution of the estate, it may be possible  
to use the donation receipt in the year of death,  
a future year for the estate, or even a year prior  
to death.

Obtain a tax clearance certificate from the Canada 
Revenue Agency or Revenue Quebec to ensure all 
outstanding taxes have been paid.

Insurance and  
other benefits
Gather the following information  
to claim life insurance benefits:

Life insurance policy numbers.

Social Insurance Number.

Death certificate.

Names, addresses and birth dates of all  
beneficiaries named in the life insurance policy(s).

Canada/Quebec pension plan survivor benefits:

The deceased’s family may be entitled to a lump 
sum death benefit, a survivor’s pension or 
children’s benefits. A disability benefit may also be 
payable if the deceased was disabled for more than 
four months before death.

If the deceased was receiving Canada or Quebec 
Pension Plan benefits, cheques may be cashed up 
to and including the month of death. Any cheques 
issued after such time must be returned.

Be sure to contact the nearest Service Canada 
Centre or Retraite Québec office and ask for the 
appropriate claim forms – or apply online. You 
might need to provide the deceased’s death 
certificate and Social Insurance Number. To claim a 
survivor’s pension, they might need the deceased’s 
birth and marriage certificates. To claim children’s 
benefits, they might need their birth certificates.
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Employer benefits

Contact the employer as soon as possible regarding:

Unpaid salary, commissions or bonuses.

Accrued vacation or sick pay.

Group life insurance or pension plan benefits  
owed to the deceased.

If the deceased was retired, check with the 
organization providing pension payments about 
any death benefit owed to beneficiaries.

Employment insurance

If the deceased was receiving employment 
insurance benefits at the time of death, the estate 
is eligible to receive benefits to the date of death. 
For assistance, contact Service Canada.

Veterans Affairs Canada

If the deceased was a veteran, the estate may be 
eligible for additional benefits. For assistance, 
contact Veterans Affairs.

Union or business associates 

If the deceased was a member of a union, club, 
business, professional, or fraternal association, 
check to see if the deceased had any group life 
insurance or other benefits.

Personal effects
Make a list of the deceased’s personal 
belongings, including:

Household furniture and goods

Jewelry

Artwork, stamp or coin collections

Electronic or sports equipment

Vehicles (include details on registration 
and insurance)

Recreational vehicles, such as boats.

Arrange for storage of assets, if necessary, and 
notify property insurance companies. If necessary, 
have assets appraised.

Real estate
Search the titles of any residential property, 
vacation property, rental property, or agricultural or 
commercial lands owned by the deceased to 
determine the details of the ownership, and obtain 
legal descriptions.

Determine if any money is owed on mortgages or 
other encumbrances, and whether there is 
mortgage insurance.

Check for outstanding taxes and utility charges.

Check on property insurance and transfer the 
ownership if necessary. Ensure premium  
payments continue until property is sold or 
transferred to heirs.

If the deceased owned more than one personal  
use property (e.g. he or she owned both an urban 
residence and a vacation property), speak to the 
accountant for the estate to determine how to 
allocate the principal residence exemption in the 
most tax-effective manner.
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Business assets
Make a list of equipment, machinery, accounts 
receivable, goodwill, etc.

Arrange for the business to continue, if necessary.

Have farm and business real estate appraised, 
if necessary.

Contact the accountant who maintains the 
company records and files the tax returns to 
determine if any tax planning may be required  
in order to minimize taxes at the time of death.  
It is possible that the corporation may need to  
be wound up.

If the deceased had shares in a small business 
corporation, or farming or fishing assets, speak to 
an accountant to ensure that the use of the lifetime 
capital gains exemption is maximized.

U.S. tax 
obligations

If the deceased was a U.S. citizen, U.S. resident,  
or U.S. green card holder, or if the deceased had 
assets located in the U.S., then there may be an 
obligation to file U.S. tax returns, pay U.S. estate 
taxes, and/or to report non-U.S. property to the 
IRS. Consider seeking accounting advice from 
someone familiar with both Canadian and U.S.  
tax rules.

Settling the estate
Before distributing any assets or bequests, make 
sure there is sufficient money to settle all debts, 
taxes owing and other costs, such as appraisals, 
professional fees or corporate trustee fees.

Sell any assets which must be sold or which you 
choose to sell if you have a power of sale. Look at 
the will first to see if any particular assets have 
been left to specific beneficiaries.

In common-law jurisdictions, apply for probate or 
administration and pay all probate fees or estate 
administration taxes.

After paying all debts and any other charges, and 
obtaining clearance certificate(s) regarding income 
taxes, distribute the estate according to the 
deceased’s will and applicable laws. If possible, 
confirm the distribution with the legal advisor for 
the estate first.

Have all beneficiaries sign releases stating they will 
make no further claims on the estate.

If the will provided that certain estate assets are to 
be held in trust, arrange for trust accounts to be 
opened. If any of the trusts are for disabled persons, 
speak to an accountant to determine if an election 
can be filed so that the trust is considered a 

“qualified disability trust” for tax purposes.

Recommend to family members that they speak to 
their IG Consultant or a financial planner to ensure 
their inheritance is properly invested. For example, 
if a beneficiary would like to protect their 
inheritance from a division of assets in the event  
of a future relationship breakdown, it may be 
advisable to open a separate account for the 
inherited investments, and the beneficiary’s spouse 
should not be a joint owner of the account. 



At IG Private Wealth Management, we believe in comprehensive financial well-being  
that comes from the power of expert advice to change lives for the better.  
We are committed to helping Canadians feel empowered about their finances  
and to improving their ability to achieve their personal financial goals by  
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For more information about IG Private Wealth Management, or to arrange a 
confidential review of your wealth management needs, contact us today. 
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