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A GUIDE TO ADMINISTERING AN ESTATE

1-2 WEEKS1-2  WEEKS

� We meet to review  

and sign contracts  

� You give us the 

balance of 10% deposit 

by EFT

� We send  

signed contracts 

to the seller’s solicitor

� One signed contract  

is returned

� Now a binding contract 

exists

� We drawdown your 

mortgage

� You do a pre-closing 

inspection

€

� You collect your keys 

from the estate agent

2 -4 WEEKS

� Place booking deposit 

with the selling agent

� Give the selling agent 

and the bank our 

details

� Arrange a surveyor to 

inspect the property

� Contracts and loan 

� We pay your stamp 

duty

� We register the change 

of ownership in the 

Property Registration 

Authority

2-4 WEEKS 4-6 WEEKS

1-2 WEEKS

Review the Will and 

all estate assets

� Gather and value the 

assets and liabilities 

of the deceased

�

Complete and submit 

the S.A 2 on ROS and 

post the application to 

the probate office

�

4-6 WEEKS

Send the Grant of 

Probate to the banks 

and life assurance 

company to release 

funds

�

€

Approx.
 12 WEEKS

2-4 WEEKS 4-6 WEEKS

Finalise accounts and 

pay beneficiaries. 
Close all accounts

�

The probate office 
reviews the 

application and issues 

a Grant of Probate

�

Send the documents 

into the Land Registry 

to change the 

ownership of any 

property held

�



E: shona@maddenlaw.ie

T: 041 980 3336

maddenlaw.ie

Madden Law,  

Third Floor, 

The Bryanstown Centre, 

Dublin Road, 

Drogheda, 

Co. Louth 

Checklist
The following documents are required, although not all are required for every circumstance:

Death certificate.

Addresses for all beneficiaries.

1. 

2. List of contents included in the same.

3. Local Property Tax Pin number and Property ID number.

4. Completed questionnaire.

5. Payment on account of €300.

6. Name of the management agent for the management company, if applicable.

1. Photo ID.

2. Proof of address.

3. PPS number on a Revenue or Government department document.

4. Your bank details, to receive the proceeds of sale.

When coming in to sign contracts, please bring the following with you:

BIC AIBKIE2D

IBAN IE79 AIBK 9320 9484 9741 47

BRANCH AIB, Dyer St., Drogheda, Co. Louth

NAME Madden Law Client Account

Local Property Tax

Death certificate.

Funeral and wake receipts.

Original Will.

House Deeds.

PPS number of the deceased.

Fair Deal number of the deceased.

7.

8.

9.

10.

11.

12.

Bank account, an Post, Credit Union details.

Life policy details.

Photo ID for all Executors.

Proof of address for all Executors.

PPS number for all Executors.

Addresses for all beneficiaries.

PPS numbers of all beneficiaries.13.

6.

BIC AIBKIE2D

IBAN IE79 AIBK 9320 9484 9741 47

BRANCH AIB, Dyer St., Drogheda, Co. Louth

NAME Madden Law Client Account

Date of birth for all beneficiaries.14.

Photo I.D. for all beneficiaries.15.

Proof of address for all beneficiaries.16.

Notes


