
Probate Estate Administration Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Notice of Probate Estate Administration 

Dear [Recipient Name], 

I am writing to inform you that the probate administration process for the estate of [Decedent's 

Name], who passed away on [Date of Death], has been initiated. I have been appointed as the 

[Executor/Administrator] of the estate by the [Court Name] dated [Date of Appointment]. 

The probate estate includes the following assets: 

• [Asset 1] 

• [Asset 2] 

• [Asset 3] 

This letter serves as a formal notice of the estate's administration as required by law. If you are a 

creditor, beneficiary, or have any legal interest in the estate, please provide the necessary 

documentation or information pertinent to your claim. 

For any questions or concerns regarding the administration of the estate, please feel free to 

contact me at [Your Phone Number] or [Your Email]. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Signature (if sending a hard copy)] 

[Your Name] 

[Executor/Administrator] 


