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Legal Tasks 
Managing legal affairs 
and potential conflict

Administration 
Tasks 

Gathering and securing 
assets 

Understanding Estate 
Administration 

Estate administration is the process 
of gathering and managing the 
assets and liabilities that comprise 
the estate of a deceased person. 
We understand that estate administration occurs when someone is grieving 
a personal loss. There are many complex legal and financial tasks to take care 
of during this difficult time. This guide is intended to help you understand 
the process of administering an estate and offer support for Executors who 
require assistance with carrying out their duties. 

Getting Started 
Obtaining a Grant of 
Probate/Letters of 

Administration

Did you know? 

After someone dies, their assets and outstanding debts become 
the responsibility of their estate.

Property Tasks 
Selling real estate 

and property related 
services 

Taxation 
Tasks 

Receiving date of 
death notification, 
arranging estate 

and other tax 
obligations
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What happens when…

there is a Will

The Will appoints a person or organisation (the Executor) to manage 
the affairs of the deceased.

You need to obtain a Grant of Probate 

Before an estate can be distributed to the beneficiaries named in 
the Will, a ‘Grant of Probate’ must be granted by the court. A Grant 
of Probate is a legal document that certifies a Will’s validity and 
confirms the appointment of an Executor.

there is no Will

If the deceased did not have a Will (they are said to have died 
‘intestate’), the court will appoint someone to administer the estate.

You need to obtain a Grant of Letters of Administration 

A Grant of Letters of Administration is court approval for someone 
to administer the estate of someone who dies without a Will. In most 
instances, this is granted to the next of kin of the deceased. This 
could be their spouse, their domestic partner or one of their children.
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Choosing the right Executor

An important decision to make 
when writing your Will. 
Your Executor will be responsible 
for managing your assets after you 
die and distributing them according 
to your wishes. It is often a time-
consuming and demanding role. It 
can also be very emotionally draining 
for someone, especially if they were 
close to you.

You can name a person, people or an 
organisation, like State Trustees to 
be an Executor, which can be useful 
as they might want to divide the 
tasks between them when managing 
your estate.

Above all choose someone you 
trust to be your Executor, preferably 
someone with experience in finance, 
business or law.

They are going to be acting on your 
behalf when the time comes, so you 
need to be confident they have 
the skills and expertise to focus on 
getting the best outcome for your 
beneficiaries.

The role of an Executor

Some key tasks of an Executor are to:

• Locate the original Will

• Arrange the funeral/burial

• Arrange for the death 
certificate

• Apply for Grant of Probate

• Liaise with utility services

• Provide death notifications 
to the ATO, Centrelink, banks, 
insurance providers, etc.

• Identify the guardian of children 
(if applicable)

• Protect the assets of the estate 
and resolve disputes between 
beneficiaries

• Lodge tax returns for the 
deceased and their estate

 
For more information download our 
free checklist at www.statetrustees.
com.au/executor-checklist
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Case Study – Helping an Executor

“I contacted State Trustees right after dad died and they took care of 
everything.”

Alice, a successful businesswoman and mother of two, was named as 
the Executor in her father’s Will. The estate was complex, with shares, 
an investment property and a business. Administering the estate was 
difficult enough. The added stress from an estranged brother, who 
started making demands on the estate after her father died, did not 
help.

Alice was working long hours and knew that she wouldn’t have the 
time and energy required to finalise her father’s estate. She also 
wanted to share her father’s estate fairly with her brother, so she 
contacted State Trustees.

Alice decided to renounce her role as Executor and appoint State 
Trustees instead. She was able to continue supporting her family and 
resume her own professional commitments, knowing everthing would 
be taken care of by a team of professionals.

Benefits of using State Trustees as your Executor

• We administer more estates than any other organisation in Victoria

• We offer end to end Estate Administration service 

• We take on full legal responsibility for the estate

• We are impartial

• Our professionals are experienced in dealing with the complexities of 
estate administration

Expert help can make a difference
How we can help Executors
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State Trustees can help if you have been nominated as Executor or if 
someone passes away without a valid Will. We offer end to end estate 
administration and specialist services to support Executors.

Executor Assist
A tailored service offering

We can support you in your role as 
Executor. If you wish to retain your 
role as Executor, but require expert 
guidance with obtaining a Grant of 
Probate and other specific estate 
administration tasks, we can help.

We also have specialist services to 
help Executors with:

• Preparing tax returns

• Conveyancing and other 
property related services

• Locating beneficiaries with 
genealogy expertise

• Managing the legal affairs 
of the estate

Estate Administration
A full, end to end service  

If State Trustees is appointed to 
act as Executor of your Will, we 
assume legal liability for your estate 
and handle all aspects of estate 
administration, such as paying 
off all outstanding debts and 
liabilities from the estate assets, 
organising the paperwork required 
and distributing your estate to the 
beneficiaries named in your Will.

Did you know? State Trustees 
administers more estates than 
anyone else in Victoria.

How to appoint us 

To find out how to appoint State Trustees as your Executor or for 
more information about Executor Assist call us today on 03 9667 
6444 or 1300 138 672 (outside Melbourne) for a confidential, 
obligation-free discussion.



About Us 

State Trustees administers more estates than any other organisation 
in Victoria. We understand estate law. As the Public Trustee for 
Victoria, we work to protect  the vulnerable and uphold 
the legacy of Victorians through:

• Will and Power of Attorney preparation

• The Victorian Will Bank 

• The Victorian Will & Powers of Attorney Registry

• Executor Services 

• Financial Administration 

• Trustee Services 

Read more about State Trustees’ commitments, client success  
stories, information and tips around life planning visit  
www.statetrustees.com.au/live-on.

Contact Us

We’re here to help. Call us on:

   03 9667 6444 or on

   1300 138 672 if you are outside Melbourne.

State Trustees is located at:

Footscray: 1 McNab Avenue, Footscray 3011 

Dandenong: 157 Lonsdale Street, Dandenong 3175

Bendigo: 41 Edward Street, Bendigo 3550

State Trustees ABN 68 064 593 148 AFSL No. 238037
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