GENERAL TRUSTEE PROCEDURES

These are some of the actions we recommend that you take as soon as possible, if you have not already done so.  This is not intended as an exhaustive checklist of all the actions which may need to be taken. For a more detailed action checklist, please refer to the Trustee Manual given to you. Rather, this form is intended to assist you in getting organized and started quickly on the major tasks. We are addressing all types of assets below, even though you may not have these assets. This is just a reminder to you, in case we overlooked something.

1.	CLIENT TO-DO LIST – ASSET COLLECTION:

	Please see the attached “Client To-Do List – Asset Collection” document for a 
	complete, specific list of items that we still need. We are contacting the institutions 
	for you as well, please contact our office if you have any questions.

2.	CLOSE EXISTING BROKERAGE AND BANK ACCOUNTS IN DECEDENT'S 
	NAME AND NOT IN THE TRUST:

	A.	All brokerage and bank accounts in the name of the decedent (which are not held in the Trust) will need to be closed. Please obtain the balances of each account as of the date of death, and send a copy of the statement of the date of death value of each account to us.

	B.	ALL OTHER BANK ACCOUNTS - IF ANY

	Please submit copies of all other bank account statements as of the date of death (e.g. joint tenancy or trust accounts.)

		Please advise us of all accounts that you close or transfer.

3.	OPENING OF A NEW INTEREST-BEARING CHECKING ACCOUNT IN THE NAME OF THE TRUST:

		Please open or re-title an interest-bearing checking account in the name of the Trust.  Title on the checks should be worded as follows:

TRUSTEE/CLIENT NAME, Trustee or Successor Trustee, under the TRUST NAME dated DATE OF TRUST.

	The taxpayer identification number to be used is TRUST TAX ID NUMBER.

	In setting up the checking account, you may deposit the funds from the bank accounts that you will be closing.  You may want to open a type of checking account that is linked to a savings account, so that you only have to keep enough funds in the checking account to pay decedent's debts and expenses of administration, if any.

	You should deposit all income of the Trust into the checking account.  If the checking account balance then exceeds what you need in order to pay debts and expenses of administration, you may transfer the excess to the savings account.

4.	PAYING DECEDENT DEBTS AND ADMINISTRATION EXPENSES:

	Please examine all decedent’s bills, determine whether or not they are legitimate, and prioritize payments.

	Please terminate decedent’s credit cards, if any, and pay the bills in full to avoid interest charges.

	Your fee as Trustee (if the Trust provides a fee for you) should not be paid by you without first consulting us.  However, other expenses of administration, such as reasonable professionals’ fees (e.g. accountant and attorney fees), ongoing maintenance bills, utility bills, etc., may be paid by you on an ongoing basis.

	Please make all your payments by check.  Good recordkeeping is essential because we may need to prepare a Trustee's Report and a Trust Accounting.

	Please keep a record of all bills (e.g. funeral expenses, debts, property tax bills, etc.) for the year of death.

5.	NO COMMINGLING OF FUNDS:

	Please make sure that you keep all trust accounts separate from your personal accounts.  You will need to be reimbursed for any funds expended by you from your personal funds on behalf of the decedent, so keep your personal records in order, too.

6.	INCOME TAXES FOR THE DECEDENT AND THE TRUST:

	A final Federal Income Tax Return (Form 1040) and a California Income Tax Return (Form 540) will need to be prepared for the decedent by an accountant of your choosing. 

	A final Federal Income Tax Return for Estates and Trusts (Form 1041) and a California Fiduciary Income Tax Return (Form 541) will have to be prepared by an accountant of your choosing for the Trust for the period after date of death, and every year thereafter, until the Trust is terminated.

	In addition, please provide us with a copy of the last tax return filed by the decedent.

	Please make sure you engage a competent CPA or other tax professional to assist with income tax planning for the Trust (and beneficiaries, if appropriate) and prepare the income tax return that will be required for the Trust, beginning with the year of death of the decedent.

7.	U.S. GIFT (AND GENERATION-SKIPPING TRANSFER TAX) RETURNS:

	Please provide us with any checks or other evidence of gifts made by the decedent during the past five years and any U.S. Gift (and Generation-Skipping Transfer Tax) Returns (Form 709) filed by the decedent.  Also provide us with any knowledge you may have about gifts the decedent made, even if such checks or other evidence cannot be physically located.

8.	VALUATIONS & SECURITIES:

	Please send us copies of all brokerage account statements and other mutual fund, stock, and bond valuations valued as of the date of death to us.

	All assets whether held in the name of the Trust, jointly with the decedent, or in your or the decedent’s name alone will need to be valued. Please see the attached “Client To-Do List – Asset Collection” document for further items needed.

	Please be sure to keep us advised of all sales of securities by sending us copies of those statements.  Please also advise us of any accounts that you close or transfer.

9.	REAL PROPERTY AND APPRAISALS:

	Please obtain appraisals for all real property valued as of the date of death.  Should you need our assistance, we will be glad to refer you to competent appraisers who we have successfully used in the past.

	We will need to prepare and file an Affidavit of Death for each property.  Please forward to us a certified death certificate for each property, so that these documents can be prepared.
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	You should be sure that all liability, fire and homeowner’s policies are and continue to be in force and effect and have been endorsed to the Trust, naming you as the successor trustee.  Should there be no such insurance coverage on the decedent’s real and personal property, you should consult with an appropriate insurance agent to review your needs and obtain adequate coverage.

10.	INSURANCE POLICIES - IF ANY:

	We will need the values of any insurance policies where the decedent was the insured or the owner of the policies.  Please forward all correspondence and copies of any death benefit checks received on the decedent’s life to us, so that we may obtain IRS valuation Form 712, if any.

11.	EMPLOYER RETIREMENT BENEFITS - IF ANY:

	Please advise us of any employer retirement benefits received by the decedent and send us copies of statements of all retirement accounts as of the decedent’s date of death. Please also request from the custodian the beneficiary designations on each retirement account as of the decedent’s date of death, as well as the value of each retirement account as of the decedent’s date of death, and forward both items to us. Do NOT cash in or rollover any pension benefits, IRA's or annuities without first consulting your tax preparer and investment advisor.  A surviving spouse may be able to rollover these benefits to himself/herself income tax-free.

If you have any questions regarding the foregoing instructions, please do not hesitate to contact us.

