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Personal Representative’s Probate Companion

A comprehensive guide designed to help families navigate the Texas probate process with confidence and clarity.
This resource provides instructions, organizational tips, and best practices for non-attorney Personal Representatives
to settle estates efficiently, while compassionately managing family dynamics.
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What is Probate?

Probate is the legal process of settling someone's estate after they pass away. As
the court-supervised procedure for distributing a deceased person's assets, it

ensures that all legal obligations are fulfilled, and property is transferred properly.

When you serve as the estate’s Personal Representative, you're entrusted with
significant responsibilities that include:

Debt and Tax Management

Identifying and paying valid creditor claims against the estate and filing
necessary tax returns.

Asset Distribution

Ensuring that property and possessions go to the rightful heirs or
beneficiaries according to the will or state law.
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®  Timeline: Most Texas probate cases take
several months to a year to complete,
depending on complexity.

Remember, you don't have to navigate this process alone.

Professional support is available to help you fulfill your
duties with confidence.
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When is Probate Required?

Understanding when probate is necessary can help families prepare appropriately and avoid unnecessary legal complications. In Texas, several
specific circumstances trigger the need for formal probate proceedings.

Will Validation Asset Transfer Legal Protection
When there's a will that needs to be authenticated When deceased owned property can't be transferred When the Personal Representative needs legal
and executed through the court system. through simple methods like small estate affidavits. authority and protection while handling estate matters.

Even if probate seems necessary, Texas offers alternatives for small estates (generally under $75,000 excluding homestead property) that can simplify the process.

When someone passes away without proper estate planning tools like transfer-on-death deeds or
beneficiary designations, probate provides the legal framework to ensure assets reach the right people. % CERTIFIED
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The Probate Process... Step-by-Step

Step 1: Initiating the Process

Beginning the probate journey requires careful attention to legal requirements and clear communication
with all involved parties. These initial steps establish the foundation for a smooth administration process.

01

Locate the Will
Search the deceased's personal papers, safe deposit box, or contact their attorney to find the original will.

02

File Application

Submit the will and probate application to the appropriate court in the county where the deceased resided.

03

Attend Court Hearing

The court will schedule a hearing to validate the will and formally appoint you as the person responsible
for representing and managing the estate and its assets.

04

Receive Letters Testamentary

Obtain court documents that legally authorize you to act on behalf of the estate.

Notifying Family and Beneficiaries

© 2026 Texas Estate Advocates - All rights reserved
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Contact everyone named in the will promptly

Provide legal notices to heirs as required by Texas law
Set realistic expectations about timeline and process
Establish regular communication channels for updates
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Step 2: Asset Management and Obligations

After gaining legal authority, your next responsibility involves protecting estate assets and addressing financial
obligations. Careful management during this phase helps preserve estate value and prevents complications.

@ Create Comprehensive Inventory Secure Physical Assets Open Estate Bank Account

Establish a separate account for estate funds
using the estate's tax ID number to keep finances
organized and separate from personal funds.

Document all property, financial accounts, vehicles, Change locks on properties, ensure adequate insurance
valuables, and digital assets. Texas courts require a detailed coverage, and safeguard valuable items from loss or damage.
inventory filing within 90 days of your appointment.

Handling Financial Obligations

«  Publish notice to creditors in local newspaper "Maintaining meticulous records of all transactions is

crucial. Every payment, deposit, and expense should
be documented with receipts and explanations.”

e Review and pay valid debts from estate funds

e Reject improper claims within legal timeframes

o File income tax returns for the deceased and estate
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Step 3: Distribution and Closure

Prepare Final Accounting

Create a detailed report showing all estate
transactions, including assets collected, income
received, and expenses paid during administration.

Handle Special Distributions

Transfer titled assets like vehicles, real estate, and
financial accounts using appropriate legal
documents and procedures.

Distribute Remaining Assets

Follow the will's instructions or Texas intestacy
laws to transfer property to beneficiaries, obtaining
signed receipts from each recipient.

File Closing Documents

Submit final accounting to the court along with a
petition to close the estate once all distributions are

complete.

Pro Tip: Obtain signed receipts and releases from each beneficiary acknowledging they've
received their inheritance. This documentation helps protect you from future claims.

Always address any family disputes promptly and consider mediation services when
beneficiaries disagree about distributions or property valuations. Transparent communication
throughout this phase helps maintain family harmony during an emotionally challenging time.

. .. . . . In Texas, assets typically cannot be distributed until at least six months after appointment of the Personal Representative
Distribution Timeline
to allow for creditor claims. Though in some cases, partial distributions may be possible.
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Essential Organization Tips

Effective organization is the foundation of efficient estate administration. A systematic approach
reduces stress, prevents oversights, and creates a clear audit trail for the court and beneficiaries.

Document Management System

Physical Documents Digital Organization

Create labeled folders for different categories:
court documents, financial records,
correspondence, property documents, and tax
information. Store in a secure, fireproof location.

Scan important documents and organize in
clearly named folders. Consider using password-

protected cloud storage for backup and
accessibility.

Communication Log

Maintain a detailed record of all conversations with beneficiaries, creditors, and professionals, noting
dates, discussion points, and action items.

Create a master checklist of tasks with deadlines to track progress. Breaking the process into
manageable steps prevents feeling overwhelmed by the probate journey.
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Early Action Items

Secure property and valuables immediately

Forward mailto your address
Notify Social Security Administration
Cancel subscriptions and recurring charges

Set up dedicated estate email address

x Never co-mingle estate funds with personal money. Always use the estate bank account for all income and expenses related to the estate. X
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Family Dynamics & Professional Support

Probate administration involves navigating both legal procedures and human emotions. Successfully
managing both aspects requires patience, clear communication, and access to appropriate resources.

Professional Support Network
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@ Probate Attorney

Provides legal guidance, prepares court documents, and helps navigate complex legal
requirements specific to Texas probate.

-1 CPA or Tax Professional

Assists with filing final personal tax returns, estate tax returns, and handling complex
tax matters that arise during administration.

@ Real Estate Appraiser

Provides professional property valuations needed for inventory filing and fair
distribution among beneficiaries.

e Setclear expectations about the process timeline

* Provide regular updates to all beneficiaries When selecting professionals, prioritize those with specific experience in probate matters.
e Documentall distribution decisions carefully Ask about their familiarity with the local county courts where the estate is being administered.

¢ Remain neutralin family disagreements

e Consider professional mediation for serious conflicts
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Best Practices and Self-Care

Serving as an estate’s representative is both an honor and a significant responsibility. Balancing your Self-Care Strategies

duties with personal well-being ensures you can effectively manage the process to completion. _
. Set boundaries around when you work on estate matters

&6 . Take regular breaks from administrative tasks
Give yourself permission to grieve. Many going through probate are dealing with the »  Delegate when possible to reduce your burden
loss of aloved one while also managing their estate. Your emotional health matters. e  Celebrate small victories in the process

Administrative Best Practices

Compensation

In Texas, estate representatives are typically entitled to reasonable compensation for their services,
usually 5% of estate transactions (not total value). Keep detailed time records.

Personal Protection

Estate debts are paid from estate assets, not your personal funds. Maintain clear separation between
estate and personal finances.

Realistic Timeline

Most cases resolve within 6-12 months, though complex estates may take longer. Focus on steady

Remember that feeling overwhelmed during the process is normal. Take it one
progress rather than rushing.

step at a time, and don't hesitate to seek professional guidance when needed.
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We’re not attorneys. For legal specifics, Need help naVigating Texas PrObate?

please consult a probate attorney, or We're here to guide you through the process.
glloueLeioecommend ons, Call us today at 830-368-0530
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