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Overview

This guide is intended to support clearer records management during periods that are often
stressful, overwhelming, or administratively complex. Topics may include account and
asset tracking, important contacts, document inventories, insurance information,
household responsibilities, and preparation materials that can assist with communication,
organization, and future planning.

The purpose of this resource is not legal or financial advice, but rather practical
documentation support intended to help reduce confusion, improve accessibility to
important information, and create a more organized foundation for estate-related
recordkeeping.

Considerations

Some figures, balances, or distributions may remain preliminary until supporting records,
statements, invoices, closing documents, or additional verification materials are reviewed
and confirmed.

This guide is intended to function as a practical working document to support organization,
communication, and collaborative review of estate-related information as details are
gathered and reconciled.
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Financial Accounts & Balances

This section is intended to help organize financial account information, balances, account
ownership details, and related supporting records that may be needed during estate
review, reconciliation, or administrative follow-up activities.

Information may include checking and savings accounts, investment accounts, retirement
accounts, account statements, beneficiary details, transaction histories, and other
financial documentation relevant to understanding the overall estate picture.

Real Property Sale & Proceeds Review

This section is intended to support the organization and review of information related to the
sale of estate property, including reported property values, liens, closing costs, proceeds,
and related estate deposits. The purpose is to help establish a clearer understanding of
how sale proceeds were calculated, distributed, and reflected within estate records.

Possible information to review:

e Property inventory or appraised value e Payoff amounts and payment

e Finalsale price recipients

e Mortgage or lien balances e Net proceeds calculations

e Closing costs and transaction fees e Depositrecords associated with the

. estate account
e Settlement or closing statements
e Sale Price Variance Considerations

Differences between inventory values, appraisals, tax assessments, or final sale prices
may occur for a variety of reasons and should generally be supported by documentation or
explanatory notes where possible.

Examples may include:

e market conditions

e property condition or repairs

e negotiated concessions

e expedited sale circumstances

e included personal property or assets
e transaction-related costs
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Outstanding Debts & Liability Review

This section is intended to help organize and review information related to outstanding
debts, account balances, or financial obligations associated with the estate. The purpose
is to support clearer documentation regarding whether balances were paid, how payments
were processed, and which estate or personal accounts were involved.

Possible information to review:

e OQutstanding balances or payoff amounts
e Payment status and payment dates

e Source accounts used for payment

e Payoff confirmations or receipts

e Account statements or supporting records

e Qutstanding liabilities remaining within the estate

Vehicles & Transfer Considerations

This section is intended to help organize and review information related to vehicles
associated with the estate, including ownership status, estimated value, title transfer
considerations, storage or possession details, and how vehicle assets may be reflected
within estate accounting.

Possible information to review:

e Vehicle title status

e Estimated or assigned value

e Mechanical or operational condition

e Storage or possession location

e Transfer status orintended recipient

e Whether the vehicle was sold, retained, discarded, or transferred

e Whether the vehicle was included within another transaction or asset category

StillPoint Documentation Services | stillpointdocumentation.com



SAMPLE ESTATE ORGANIZATION GUIDE

Tangible Personal Property Review

This section is intended to help organize and review information related to tangible
personal property associated with the estate, including household items, vehicles, tools,
furniture, electronics, collectibles, and other physical assets.

Possible information to review:

e Personal property inventories e |tems sold, donated, discarded, or
e Assigned or estimated values retained
e Household goods and furnishings * Assetsincluded within larger

. transactions
e Vehicle-related assets

L e Storage or possession information
e Property transferred to beneficiaries g P

Important Contacts & Roles

This section may be used to organize contact information for individuals, organizations, or
professionals involved in estate-related matters.

Possible contacts may include:

e attorneys e executors or administrators
e financial institutions e utility providers

e insurance providers e property contacts

e accountants e Review Objective

e beneficiaries

Document Inventory & Records Tracking

This section is intended to help organize important records and identify whether supporting
documentation has been located, requested, reviewed, or still remains outstanding.

Possible records may include:

e wills and trusts e account statements
e deeds andtitles e invoices and receipts
e insurance policies e probate filings

e taxrecords e identification records
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Distribution & Final Reconciliation Considerations

This section is intended to support general review of distributions, reimbursements,
remaining balances, and final reconciliation activities associated with estate
administration.

Possible considerations may include:

e beneficiary distributions e outstanding liabilities
e reimbursements e supporting calculations
e unresolved balances e final accounting summaries

e retained reserves
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