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Uancrty Your Duties as Executor

If you have been named in a Will as the executor of an estate and have decided to accept the position,
there are many duties you will need to perform over the coming months. Because many people are
unfamiliar with the duties and responsibilities of an executor, the following information is provided as a
general outline of the most common tasks an executor must perform. Please note that the information is
not comprehensive. Estate administration can be complicated; you may require the assistance of a lawyer
and an accountant.

Note: If the deceased was an “Indian” as defined in the Indian Act and ordinarily resident on a reserve or
Crown land, then the Will does not have legal force and effect as a disposition of property until the Ministry
of Indian Affairs has approved it, or a court has granted probate under the Indian Act. See if the Deceased’s
Band Council can assist you. You may wish to retain the services of a lawyer who is experienced in the
area of First Nations wills and estates.

What you, as an Executor of the Estate, should do as soon as possible:
As an Executor of the Estate, you should attend to the following as soon as possible:

¢ Request a Search for Wills Notice from BC Vital Statistics Agency.

e Locate and read the Will and any Codicils. If the Will is in a safe deposit box at Vancity, Vancity
can permit you access to the box to review the Will. Once an inventory list of the contents of the
safe deposit box has been completed, you can remove the Will.

o Meet with the next-of-kin. The meeting is to review the funeral arrangements and determine where
vital documents, such as insurance policies are located.

¢ Notify all financial institutions that the deceased did business with. Provide them with the date of
death.

e Locate all of the estate’s assets and ensure that they are properly protected and insured.

¢ Notify government agencies to stop payments of benefits such as those paid under the Canada
Pension Plan (retirement pension, disability benefits, or survivor benefits), the Old Age Security
pension, the Guaranteed Income Supplement and the Allowance and the GST.

¢ Notify the administrator(s) of any private pension(s), the deceased was receiving.

e If the deceased was receiving private disability payments, notify the insurance company providing
the payments.

Dealing with Vancity accounts
Any deposit accounts that were not jointly owned will form part of the estate of the deceased. Vancity will
need you to supply originals of the following documents before you can begin administering these accounts

at Vancity:

e Certificate of Death
¢ Will and any Codicils
e Grant of Probate

Please bring the original documents to Vancity. We will photocopy the documents for our records and return
the originals to you.
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https://laws-lois.justice.gc.ca/eng/acts/i-5/page-7.html#docCont

General Duties as Executor

As executor, you will want to have a working knowledge of estate legislation, including the Wills, Estates and
Succession Act and Trustee Act. Although Vancity will assist you in completing paperwork relating to accounts at
Vancity, Vancity cannot advise you on the legal and accounting aspects of estate administration. You may wish to
retain the services of a lawyer and an accountant.

Your general duties as executor are to:

Obtain a Death Certificate (from the BC Vital Statistics Agency).

Locate and read the Will and any Codicils and apply to the Wills Registry for a search of Wills notice.

Arrange for the disposition of the deceased’s body and ensure cost are reasonable.

Locate all of the estate’s assets and ensure that they are properly protected and insured.

Prepare a complete inventory of estate assets and liabilities, including contents of safe deposit boxes.

Apply to the Supreme Court of British Columbia for Grant of Probate.

Apply for the CRA Trust Tax Number on the CRA website.

Advertise for creditors in the BC Gazette. This protects you, as executor, from claims at a later date.

Determine the names and addresses of the beneficiaries and notify them.

Prepare and file tax returns for the year of death; including one for the deceased from January 1% to the date

of death, and one for the estate from the date of death until the anniversary of the date of death or sooner

and any other applicable returns.

e Take possession of the assets of the estate (Probate may be required).

e Pay the estate’s debts and expenses, including funeral expenses, outstanding taxes owing, and
testamentary expenses, such as executor and probate fees.

e Obtain a tax clearance certificate from Canada Revenue Agency.

e Keep proper accounts of all assets, revenues, expenses and present your accounting of the estate to the
residual beneficiaries for their approval (If all beneficiaries do not consent to waive the requirement for you to
pass accounts formally before the court, or the court does not order otherwise, then you are required to pass
your first accounts of the estate within two years of the Grant of Probate).

e Arrange for the payment of legacies and distribution of the residue of the estate to beneficiaries. Generally,

this is done no sooner than 120 days after the Grant of Probate is given and after the tax clearance certificate

has been issued by Canada Revenue Agency.

Useful Contacts

Resource Information Website/Contact
Government of BC Who to notify when someone dies. Service BC - Province of British
(notification) Columbia (gov.bc.ca)

Government of Canada

Notifying federal government when
someone dies.

Notify the federal government of a
death - Canada.ca

Government of Canada

What to do when someone has died.

What to do when someone has
died - Canada.ca

Canada Pension/Old
Age

Security/Guaranteed
Income Supplement

Service Canada for CPP/OAS.

Human Resources Development
Canada

Toll-free: 1-800-277-9914
Toll-free (TDD/TYY): 1-800-255-
4786

Service Canada - Canada.ca

Canada Revenue
Agency

What to do following a death.

Canada Revenue Agency — What
to Do Following a Death -
Canada.ca
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https://www.bclaws.ca/civix/document/id/complete/statreg/00_09013_01
https://www.bclaws.ca/civix/document/id/complete/statreg/00_09013_01
https://www.bclaws.ca/civix/document/id/complete/statreg/96464_01#section27
https://www.canada.ca/en/revenue-agency/services/tax/trust-administrators/t3-return/application-trust-account-number-how-apply.html
https://www2.gov.bc.ca/gov/content/life-events/death/after-death/who-to-notify
https://www2.gov.bc.ca/gov/content/life-events/death/after-death/who-to-notify
https://www.canada.ca/en/services/benefits/notify-government-death.html
https://www.canada.ca/en/services/benefits/notify-government-death.html
https://www.canada.ca/en/revenue-agency/services/tax/individuals/life-events/what-when-someone-died.html
https://www.canada.ca/en/revenue-agency/services/tax/individuals/life-events/what-when-someone-died.html
https://www.canada.ca/en/employment-social-development/corporate/portfolio/service-canada.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4111/canada-revenue-agency-what-following-a-death.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4111/canada-revenue-agency-what-following-a-death.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4111/canada-revenue-agency-what-following-a-death.html

Resource Information Website/Contact

Canada Revenue Preparing tax returns for a deceased Preparing Returns for Deceased

Agency person. Persons 2022 - Canada.ca

Canada Revenue Trust Guide. T3 Trust Guide — 2022 -

Agency Canada.ca

Canada Revenue Application for a Trust Account Number. How to apply: Application for a

Agency Trust Account Number -
Canada.ca

Wills, Estate, The Wills, Estates and Succession Act. Wills, Estates and Succession Act

Succession Act (WESA) (gov.bc.ca)

Trustee Act

The Trustee Act.

Trustee Act (gov.bc.ca)

Indian Act

The Indian Act.

Indian Act (justice.gc.ca)

Probate Registry

Each Supreme Court Registry in BC has a
Probate Division to receive, verify and

Grant of Administration. The Probate
Registries do not provide forms, give legal
advice, or assist in preparing wills,

and assistance, contact a lawyer or visit a
stationary store to purchase self-help
materials.

process applications forGrant of Probate and

applications, or affidavits. For forms, advice,

Supreme Court Civil Rules -
probate forms - Province of British
Columbia (gov.bc.ca)

BC Gazette

The British Columbia Gazette Part | is
published once a week and includes legal
notices including Notices to Creditors.
Refer to website for publishing guidelines,
insertion rates, deadlines, and publishing
schedule.

Crown Publications Online
Catalogue - BC Gazette

Death Certificate

To order a Death Certificate, go to Death Certificates - Province of British Columbia (gov.bc.ca); or do one of the

following:

Method Information Website/Contact

Apply online Pay fee using credit card. BC Birth Certificates - Vital Statistics
Online Ordering System (gov.bc.ca)
In BC: Toll-free 1-888-876-1633
Outside of BC: 250-952-2681

Apply by mail Download and complete Application for Death Application for Death Certificate or

Certificate or Registration Photocopy form
and enclose payment for the appropriate fee.
Mail to:

British Columbia Vital Statistics Agency

PO BOX 9657 STN PROV GOVT

Victoria, BC V8W 9P3

Registration Photocopy/Extract
(gov.bc.ca)
General Inquiries: 250-952-2681

Apply in person

Any Service BC Locations.

You do not need to fill out an application but
will need to provide the same details about the
death that are requested on the Application for
Death Certificate (link above). You will also
need to provide payment.

Service BC - Province of British
Columbia (gov.bc.ca)

Book appointment
online or via phone

Book appointment online or look up office
location and phone for appointment.

SBC Appointment Booking
(gov.bc.ca)
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https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4011/preparing-returns-deceased-persons.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4011/preparing-returns-deceased-persons.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4013/t3-trust-guide.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4013/t3-trust-guide.html
https://www.canada.ca/en/revenue-agency/services/tax/trust-administrators/t3-return/application-trust-account-number-how-apply.html
https://www.canada.ca/en/revenue-agency/services/tax/trust-administrators/t3-return/application-trust-account-number-how-apply.html
https://www.canada.ca/en/revenue-agency/services/tax/trust-administrators/t3-return/application-trust-account-number-how-apply.html
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_09013_01
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_09013_01
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96464_01
https://laws-lois.justice.gc.ca/eng/acts/i-5/
https://www2.gov.bc.ca/gov/content/justice/courthouse-services/documents-forms-records/court-forms/probate-forms
https://www2.gov.bc.ca/gov/content/justice/courthouse-services/documents-forms-records/court-forms/probate-forms
https://www2.gov.bc.ca/gov/content/justice/courthouse-services/documents-forms-records/court-forms/probate-forms
https://www.crownpub.bc.ca/Home/Gazette
https://www.crownpub.bc.ca/Home/Gazette
https://www2.gov.bc.ca/gov/content/life-events/death/death-certificates
https://ecos.vs.gov.bc.ca/
https://ecos.vs.gov.bc.ca/
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa430d_fill.pdf
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa430d_fill.pdf
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa430d_fill.pdf
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/servicebc
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/servicebc
https://appointments.servicebc.gov.bc.ca/appointment
https://appointments.servicebc.gov.bc.ca/appointment

Search of Wills Notice

To order a Search of Wills Notice, you will need to provide a Death Certificate (see above) and go to Wills
Registry - Province of British Columbia (gov.bc.ca); or do one of the following:

Method Information Website/Contact

Apply online Pay fee using credit card. BC Birth Certificates - Vital Statistics
Online Ordering System (gov.bc.ca)
In BC: Toll-free 1-888-876-1633
Outside of BC: 250-952-2681

Apply by mail Download and complete Application for Application for Search of Wills Notice

Search of Wills Notice and enclose payment
for the appropriate fee. Mail to:

British Columbia Vital Statistics Agency

PO BOX 9657 STN PROV GOVT

Victoria, BC VBW 9P3

(gov.bc.ca)

Apply in person

Bring a completed Application for Search of
Wills Notice with a photocopy of the applicable
death certificate and payment to any Service
BC location.

Application for Search of Wills Notice
(gov.bc.ca)

Service BC - Province of British Columbia
(gov.bc.ca)
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https://www2.gov.bc.ca/gov/content/life-events/death/wills-registry#search
https://www2.gov.bc.ca/gov/content/life-events/death/wills-registry#search
https://ecos.vs.gov.bc.ca/
https://ecos.vs.gov.bc.ca/
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa532_fill.pdf
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa532_fill.pdf
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa532_fill.pdf
https://www2.gov.bc.ca/assets/gov/health/forms/vital-statistics/vsa532_fill.pdf
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/servicebc
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/servicebc

