

INSERT FIRM LETTERHEAD HERE PRIVATE 

November 21, 2024
TRUSTEE/CLIENT NAME

TRUSTEE/CLIENT ADDRESS
CITY, STATE ZIP
Re:  
ESTATE OF DECEDENT NAME, deceased

Dear TRUSTEE/CLIENT NAME:

We would again like to express our condolences for your loss.  We understand that this is a very difficult time, and we would like to make this process as easy as possible for you.

As it may have been explained to you during your meeting, our department will work as a team to assist you through this process.  I am the attorney who will oversee the legal aspects of the trust administration process, along with STAFF MEMBER(S) NAME(S), who coordinate the day-to-day paperwork.  

The trust administration process initially involves the gathering of documentation and other information for every asset owned by your trust, by your spouse, by you or held jointly with another.  You will recall that we asked you to bring as much of this information as you could to the first meeting.  Any further asset information that we still need from you at this time will be described on the enclosed “Client To-Do List – Asset Collection,” as discussed below.
Please find enclosed the following items, each of which requires your signature and/or review:


1) 
Client To-Do List – Asset Collection:  This is a list of documents we still need from you in order to complete the administration process and fund the sub-trusts. It is very important that you provide our office with these items as soon as they become available.  
[EXHIBIT 61] 

   
2) 
Assignment:  This document is a general assignment of the trust assets to the sub-trusts. The specific assets which will be transferred to the sub-trusts will be determined at a later time in this process. Please sign the assignment and return it in the enclosed envelope.   [EXHIBIT 62]

3) 
Fiduciary Statement Regarding Value of Personal Property: This form breaks down personal property into specific categories, and helps us determine whether a professional appraisal is necessary. Please complete, sign, date, and return the Statement in the enclosed envelope.   [EXHIBIT 63]
Please call if you have any questions regarding these or any other issues that arise throughout this process. 

Sincerely,

FIRM NAME
ATTORNEY NAME
Attorney at Law

ATTY INITIALS/admin initials
Enclosures
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