

During one of life’s most difficult times, you’re not alone in managing the legal, tax, and financial affairs to best
protect your family. That is why we’ve developed The Estate Settlement Program® Guide – our unique legal
process designed to provide you with comfort and clarity over the issues that worry you today. The program consists
of seven modules that we work through together.
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Snapshot

The initial process that assists you in getting familiar with your role
and responsibilities when completing the estate settlement.

Legal

The governing documents such as the will and trust, legal filings
and official documents necessary to properly administer your loved
one’s estate/trust.

Assets

The marshalling and identification of all of your loved one’s assets.
This includes those owned individually, in trust, or in joint name
with someone else. Implementation of new tax cost basis and
discussion of prudent asset management during the course of the
administration with members of your financial team.

Creditors
Taxes

6

Distributions

7

Wrap Up

The identification of any reasonably ascertainable creditors, the
legal notifications required to those creditors, and the clearing of
any claims that they may have.
The identification of any gift, estate and income tax returns that may be
necessary to be filed, as well as planning for any IRA or 401(k) Required
Minimum Distributions. Includes coordination with the CPA and
financial advisors to minimize taxes and achieve family objectives.
May include both ongoing and necessary income distributions to the
surviving spouse (if applicable) and/or other beneficiaries during the
course of the administration.The distribution of specific bequests,
including tangible personal property, and ultimate distribution of the
estate/trust to the beneficiaries and/or establishment of continuing
trusts for their benefit.
Review family’s ongoing planning opportunities. Complete any
remaining open points and answer final questions.

EXPERTISE.
COMFORT.
CLARITY.

AS EXPERTS IN PROTECTING YOU and your loved ones through
trademarked processes for estate planning and settlement, we approach our
clients’ needs from a unique perspective, actively listening to assist our clients
in accomplishing their goals. Our firm utilizes the most advanced research,
analysis and technology available.

THE ESTATE SETTLEMENT
PROGRAM SNAPSHOT
1

Snapshot

This assists you in getting familiar with your role and responsibilities
when administering your loved one’s estate.

The Estate Settlement Program® Snapshot is an overview of the legal, tax and financial road that
we will travel together following the loss of your loved one. In today’s meeting we will:
1      Review The

Estate Settlement Program® Guide seven module process

2      Complete the “Your Goals and Concerns” Worksheet
3      Review your duties and responsibilities as personal representative/trustee
4      Review The Getting Started Checklist™
5      Confirm this firm’s engagement as your attorney
6      Meet your Team
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The Estate Settlement Program Snapshot™
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YOUR GOALS AND
CONCERNS WORKSHEET
We are about to lead you through a process that should provide you comfort and clarity during what is otherwise a
very difficult time. Before we begin, completing this worksheet together gives us, your legal team, an opportunity to
better understand your goals and concerns (an example is provided on the next page):
Name:

Date:

We hope that one year from today:

Brainstorm

D

The dangers or obstacles that stand in our way or
otherwise worry us:

Prioritize
1
2
3

O

The opportunities that we hope our legal, tax and
financial team can help us take advantage of:

1
2
3

S

The strengths that we have in place now that will
help us along the way:

1
2
3

This form has been designed based off The DOS® Platform, which is a trademark, copyright and concept owned by The Strategic Coach, Inc. All rights reserved. Used with permission.

www.strategiccoach.com
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ROLE OF THE PERSONAL
REPRESENTATIVE/TRUSTEE
What is a personal representative? What is a trustee?
The probate court appoints a “personal representative” of an estate, which is similar to an “executor” of a
will. The “trustee” of a revocable living trust accepts the role by signing a legal document that is filed with the
probate court. These offices are more fully described in Chapters Three and Five of the book, Legal Matters
When a Loved One Dies which you have received along with this Snapshot.

Must I act when named?
Even though you may be the person named in your loved one’s documents to take the roles(s) of personal
representative/trustee you have no legal obligation to do so. If, after our initial client conference you have doubts or
reservations about taking on this role, please let us know, and we will review the alternatives together with you.

What are my responsibilities?
When you accept the role of Personal Representative and/or Trustee, you are accepting an office with several fiduciary
responsibilities. Our law office represents you in your role as Personal Representative/Trustee and will guide you
through the probate and trust administration process to satisfy these responsibilities.
When one acts as a fiduciary for an estate/trust – the responsibilities include:
11

Provide our office the information as outlined in The Estate Settlement Program® Getting Started Checklist;

22

Provide the CPA the information that he or she will need to prepare federal and state tax returns;

3

To that end, file and sign all necessary tax returns;

4

Work with the financial advisor to satisfy the prudent investor standard (more thoroughly outlined in
The Estate Settlement Program® Guide that you will receive once you sign our Engagement Letter);

5

Deal with non-liquid assets as required by the will/trust and Florida law such as the Florida homestead, other
properties/residences, tangible personal property;

6

Provide the requisite legal notices to the estate/trust beneficiaries and creditors;

7

File and/or serve estate/trust inventories as provided under the law;

8

Clear the decedent’s creditors;

9

Work with our office to provide the necessary accountings to all “Qualified Beneficiaries”

10 Pay from the estate/trust assets all professional fees and reimbursement of expenses;
11 Make interim and final distributions of the assets pursuant to the terms of the will/trust and Florida law.

You have personal liability
Once you accept the role of personal representative/trustee, your liability to satisfy the above is personal. What
this means is that while the estate/trust is charged with paying and satisfying all of the above obligations from its
own assets, should you skip or otherwise not satisfy a step, you may be held personally responsible from your own
monies.

You are not alone – We guide you!
Our job as your legal team is to lead you safely through this process. That is where The Estate Settlement
Program® comes in. We have developed the guide to lead you through all of the necessary steps, ensuring
that you have taken all reasonable means to satisfy your fiduciary obligations.

GETTING STARTED CHECKLIST®
Original of the last will, revocable trust, and any codicils or amendments
Certified copy of the death certificate
Copies of most recent bank and brokerage statements
Certificate of Deposit statements
Savings bonds
Copies of deeds to real property
Copies of stock certificates
Most recent Form 1040 Tax Return
Federal Gift Tax Returns Form 709s previously filed
Estate Tax Return Form 706 for predeceased spouse, if any
Information related to any unreported taxable gifts
Information regarding loans, notes, mortgages, and indebtedness
Most recent credit card statements
Amounts paid forward for burial, clergy, service, and reception
Addresses and contact information of family members who may be beneficiaries,
as well as those serving as co-personal representative and/or trustee

Names and contact information of financial advisors, insurance agents,
CPAs, tax return preparers, and other such professionals
Copies of ownership interests in closely held businesses and any shareholders
or partnership agreements that the deceased may have been a party to
Prenuptial or postnuptial agreements, if any
Copies of trusts and related account statements of which the deceased
was a beneficiary at the time of his or her death
Copies of irrevocable trusts that the deceased created, such as an
Irrevocable Life Insurance Trust, Grantor Retained Annuity Trust,
Qualified Personal Residence Trust
Copies of account statements, deeds, Crummey notices and other
such relevant information if decedent created an irrevocable trust
Tangible personal property lists signed by the deceased that directed
the distribution of such
Automobile titles
Information related to any safety deposit box leased
Life insurance policies and statements, including copies of the beneficiary forms
Annuity information, including gift annuities

MEET YOUR TEAM
The process of settling your estate is a collaborative one with additional professionals familiar with your
affairs. Please complete these charts so that we may coordinate as needed with your other advisors.

Client
Personal Representative/Executor:

Personal Representative/Executor:

Phone:
Email:

Phone:
Email:

Trustee:

Trustee:

Phone:
Email:

Phone:
Email:

Legal Team
Attorney:

Attorney:

Phone:
Email:

Phone:
Email:

Probate & Trust Legal Assistant:

Funding Assistant:

Phone:
Email:

Phone:
Email:

Financial Team
Advisor/Trust Officer:

Advisor/Trust Officer:

Phone:
Email:

Phone:
Email:

Advisor/Trust Officer:

Advisor/Trust Officer:

Phone:
Email:

Phone:
Email:

Life Insurance/Annuity Advisor:

IRA/401(K) Custodian:

Phone:
Email:

Phone:
Email:
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Tax Preparation Team
CPA:

Assistant:

Phone:
Email:

Phone:
Email:

Appraisal Team
Tangible Property:

Real Property:

Phone:
Email:

Phone:
Email:

Business:

Business:

Phone:
Email:

Phone:
Email:

Other
Name:

Name:

Phone:
Email:

Phone:
Email:

Name:

Name:

Phone:
Email:

Phone:
Email:

The Estate Settlement Program Snapshot™

© 2015 Family Legacy Media LLC All rights reserved. No part of this work may be reproduced in any form whatsoever without written permission.

COMMONLY ASKED QUESTIONS
I just lost my loved one. Do I really need to meet with the lawyers now?
We realize how emotional this time can be. It’s even that much more stressful when lawyers ask you to sign legal
documents, CPAs ask for information to complete the tax returns, and financial advisors want to reposition
the investment portfolio. These are the people that you least want to deal with. But there are time deadlines,
and what these professionals are asking you to do will likely have a real economic effect on you and the other
beneficiaries. That’s where The Estate Settlement Program® comes in. As your legal team we do the heavy lifting
while you remain in control as the personal representative (executor) or as the trustee of the trust.

My loved one had a revocable living trust. When he died, can we avoid probate
and proceed right to the distributions?
Assuming that your loved one’s assets were titled in his trust, you will avoid probate. But if you are the trustee, you
shouldn’t distribute the assets before taking care of all of your legal responsibilities, such as clearing creditors, paying
taxes and ensuring that the distributions are correct given your loved one’s most recent document and amendments.
We will lead you through The Estate Settlement Program®, which is our trademarked 7 module process designed to
meet all of your legal responsibilities.

I’m sure my loved one had no creditors, and his accountant is current on the tax
situation. What more is there to do?
There may be a little or there may be plenty, depending on each individual file. Once you assume the role of trustee,
you have personal liability to fulfill all requirements imposed on you by the law. This includes making sure all of the
assets are accounted for, tax cost basis is adjusted, properties sold or distributed, correct IRA RMDs established and
a host of other issues. If, for example, you make full distribution to the beneficiaries closing out the administration
before completing these tasks, and a legal obligation or unforeseen taxes arise, you are personally responsible to pay
for that obligation out of your own pocket, even if the beneficiaries won’t refund you their proportionate share of the
inheritance to pay for the obligation. The Estate Settlement Program® walks you through this process to minimize the
chance that these problems occur.

My brother is spending his inheritance before he receives it, and he’s putting
pressure on me to make distributions. What should I do?
As trustee and/or personal representative, you have legal responsibilities to fulfill before making distributions to
the beneficiaries. We inform all of the beneficiaries of the expected distribution timelines. Communication setting
expectations is vitally important, and coming from your legal team it often bears more weight than coming from
the family member chosen to act in a fiduciary role. This is where the 7 module The Estate Settlement Program®
serves to let everyone know what steps need to be completed before the estate or trust is distributed.

Who pays for your fees for helping administer the estate/trust?
The estate or trust will pay the legal fees and costs associated with the administration. The fees and costs are tax
deductible to the estate.

