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Case Name

TRUST ADMINISTRATION CASE CHECKLIST 
Fechtman Law Office
_____ Set-up safe deposit box file folder for copy of original trust
_____ Open file folder for taxes

_____ Update PCLaw with beneficiary info., contacts at agencies, etc.
_____ Create trust administration binder for the new trust case

_____ Send copies of the Order establishing the trust and a copy of the trust to the beneficiary and the financial advisor
_____ Send email to bonding agent requesting bond, if applicable
_____ Send original bond to Clerk for Court’s records (bonding agent sends to Marion County automatically)
_____ Update Case Contact Data List regarding bond
_____ Prepare Trustee’s Inventory if required and send to court
_____ Begin trust account reconciliation spreadsheet

_____ Prepare and send Introduction letter to beneficiary, including:



_____ Status of Public Benefits form



_____
Releases to beneficiary for signature

_____ Prepare Memorandum of Understanding & Transmittal Letter

_____ Prepare and send notification letters to Medicaid and SSA (after Status of Public Benefits form is returned)
_____ Add the new trust case to the Case Contact Data List (all pages), B-day list, and Admin list
_____ Add the new trust case to the Accounting Due Date spreadsheet and Task List

_____ Add the new trust case to the Trustee Fees spreadsheet

_____ Terminate Protective Order, if applicable
_____ Coordinate having annuity payments directly deposited to the trust account

_____ Work with beneficiary to get life expectancies from doctors

_____ Coordinate payroll services, if applicable

_____ Coordinate with financial advisor to prepare a budget
