
Executor of Estate Duties Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Subject: Duties as Executor of Estate 

Dear [Recipient's Name], 

I am writing to confirm my acceptance of the role of executor for the estate of [Deceased's 

Name], who passed away on [Date of Death]. This letter outlines my duties and responsibilities 

in this capacity. 

1. Funeral Arrangements 

• Coordinate and oversee funeral services. 

• Handle necessary arrangements with funeral home. 

2. Asset Management 

• Identify and secure estate assets. 

• Evaluate the value of assets (real estate, bank accounts, investments). 

3. Debt Settlement 

• Identify outstanding debts and obligations. 

• Communicate with creditors and settle debts from estate funds. 

4. Distribution of Assets 

• Prepare inventory of all estate assets. 

• Distribute assets according to the will or state law. 

5. Legal Obligations 

• File the will with the local probate court. 

• Complete all necessary tax filings and payments. 

6. Communication with Beneficiaries 

• Keep beneficiaries informed of the estate's progress. 



• Address any questions or concerns from beneficiaries. 

Please feel free to reach out if you have any questions or require further clarification on any of 

these duties. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


