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B-Y 
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When you are appointed as the Personal Representative of an Estate, you have a legal duty to 
account for all financial transactions you carry out on behalf of the Estate.  

To do this, you must record and document all transactions and prepare accounting statements 
to prove that you administered the Estate properly. The beneficiaries approve your accounting 
by signing releases. 

You owe this duty to all persons who have a beneficial interest in the Estate. 
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A - Your starting point is the inventory of the assets and debts of the Estate, also known 
as the “NC 7”. The NC 7 is a schedule in your application to the Surrogate Court. 
 
Z – Your destination is releases signed by all beneficiaries of the Estate. When you have all 
the releases you can move to the next phase in the administration of the Estate, which usually 
involves 

− paying yourself the Personal Representative's compensation 
− paying any remaining debts and taxes 
− distributing part or all of the Estate 
− if the Estate is not finished, continuing to administer it 
 

B-Y – The bridge is the documentation of your administration of the Estate, called your 
accounts or your accounting that 

− starts with the NC 7, 
− documents and records all transactions, 
− ends with a compensation and distribution proposal or new inventory showing the 

assets of the Estate at the end of the accounting period, and 
− reconciles the opening inventory and the closing balances. 

“Anyone reviewing your accounts should be 
able to trace all the money and other property 
that flowed into and out of the Estate over the 
accounting period. It should be clear how you 
got from the NC 7 to the distribution proposal 

or the new inventory.” 

Graphis—paper, cheques, vouchers, filing 
capintes, letters, tic. 
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What paperwork should I keep? 

Supporting documentation 
You should have at least one piece of paper (a "source document") for every transaction in your 
accounts. Whenever possible, these should be originals.  

Money you receive  Keep all incoming correspondence (letters, faxes, emails), copies of all 
outgoing correspondence, copies of cheques, deposit slips and any other paper that relates to money 
you receive.  

Expenses you pay  As much as possible, pay third-party expenses from the Estate account by 
cheque. Keep copies of the invoices and the cancelled cheques. 

Reimbursement of credit card charges  If you or someone else pays an Estate expense with a 
credit card, you should get the credit card slip and the underlying invoice or voucher. 

Cash payments   You should avoid cash payments as much as possible. Where it is unavoidable, get 
a receipt for the item paid for by cash or some other documentation of the expense, and reimburse the 
person who spent the cash with an Estate cheque. Be particularly careful when you are reimbursing 
yourself.  

 

Here are some of the documents you should retain: 

 vouchers and other documents showing the source of money received by the Estate 
 letters, emails and faxes sent and received regarding transactions 
 invoices for expenses paid by the Estate  
 credit card slips and/or receipts for amounts reimbursed 
 bank deposit slips 
 cheques stubs/duplicate cheques/duplicate bank drafts 
 cancelled cheques (or, in this era of electronic banking, e-copies of the cancelled cheques) 
 bank and other financial institution statements 
 transaction records regarding sales of stocks, bonds and other investments 
 statements of adjustments and lawyer reporting letters regarding sales of real estate and other 

Estate assets 
 tax returns and assessment notices  

Records 
In addition to the source documents, you will need to keep an accounting record in which you track all 
Estate transactions. You can do this in a spreadsheet, an accounting package like Quicken or 
Quickbooks, a table in MS Word, or a manual record—whatever works for you. If you record all 
transactions in chronological order as they occur, you will have the information you need readily at hand 
when you are ready to prepare your accounts. 
Call Turning Point Law for a template Excel spreadsheet you can use to track Estate transactions. 

 

If in doubt, don’t throw it out 
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Questions and answers 

We have helped many 
Personal Representatives 
prepare their accounts.  

How often do I have to account? 
Unless the court orders a longer or shorter period, you 
must do your accounting every 2 years after the date of 
death or the end of your last accounting period. 
Any beneficiary who has not received their share of the 
Estate can ask the court to order you to submit your ac-
counts. 

Do I need an Estate bank account? 
Yes. 
A basic rule for Personal Representatives is that you must not mix (or "commingle") Estate money with 
your own money. The easiest way to keep Estate money separate is to open an Estate bank account, 
deposit all Estate money into the Estate bank account and pay all disbursements from that account. 
The bank statements from the Estate account will serve as the basis for your accounting. 

In addition to providing the formal 
accounting, we advise our clients 
to provide regular financial reports 
to beneficiaries using spread-
sheets and email. Frequent com-
munication can go a long way to-
ward eliminating the suspicion and 
even hostility that Personal Repre-
sentatives sometimes have to en-
dure. 

Do I need an accountant? 
Not necessarily.  
If you are good at record-keeping, you shouldn't have much 
difficulty preparing your accounts, with guidance from Turning 
Point Law. 
However, if you don't like bookkeeping, or if the Estate your 
are administering is complex or has a high value, you should 
definitely consider hiring an accountant to prepare the ac-
counts. 
 

Make sure your accountant under-
stands estate accounting, which is 
very different from the business 
accounting most accountants are 
familiar with. 
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PEACE OF MIND THROUGH KNOWLEDGE 

The bottom line is that as a Personal Representative, you have re-
sponsibility for all money in the Estate. You need to be able to track all 
the money in the Estate, as it comes in or goes out with complete re-
cords.  
 
 


