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Important Notice
Read this section before using the worksheets.

This guide is an organizational workbook, not legal advice

Estate Jewelry Exchange USA is a private jewelry buyer. This guide does not replace advice from an 
attorney, accountant, probate referee, appraiser, tax professional, court, licensed fiduciary adviser, or other 
qualified professional. The controlling will, trust, court order, ownership documents, and applicable law 
should guide every decision.

Use the Guide to Build a Clear Record
The worksheets are designed to help the person handling the jewelry answer four practical questions:

 What jewelry was found and where was it found?
 Who owns it and who has authority to make decisions?
 What was distributed, retained, placed on hold, or approved for sale?
 What happened during the sale, and where were the proceeds recorded?

Situations That Usually Require Professional Guidance
 Ownership is uncertain or another person claims the jewelry.
 The will, trust, memorandum, or court order is unclear.
 A trustee or fiduciary wants to purchase the jewelry personally.
 Beneficiaries disagree about distribution or value.
 A formal appraisal is required for probate, taxes, litigation, insurance, or equal distribution.
 The estate or trust requires notice, consent, court approval, or a formal accounting.
 The jewelry may be unusually significant, rare, or specialized.

California Resource Notes
California Courts advises personal representatives to gather information about estate property, prepare an 
Inventory and Appraisal when formal probate applies, and list potentially high-value jewelry or watches 
individually. California trustee duties may include following the trust instrument, acting in beneficiaries' 
interests, acting impartially, avoiding personal use of trust property, keeping beneficiaries reasonably 
informed, and providing accountings when required.

Official resources reviewed for this guide: California Courts Self-Help - Probate and Inventory and Appraisal; California 
Legislative Information - Probate Code trustee duties; California Professional Fiduciaries Bureau - Code of Ethics and license 
verification. Resource links appear at the end of the guide.
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Contents
The guide combines short explanations with printable records.

Section Purpose

Part 1 Roles, authority, and ownership

Part 2 Securing, searching, and inventorying the collection

Part 3 Specific gifts, keepsakes, disputes, and valuation decisions

Part 4 Selling methods, buyer verification, and appointment preparation

Part 5 Offers, payment, jewelry return, proceeds, and accounting

Worksheet 1 Executor authority and administration checklist

Worksheet 2 Trustee and fiduciary authority checklist

Worksheet 3 Jewelry ownership review

Worksheet 4 Room-by-room collection search

Worksheet 5 Security and access log

Worksheet 6 Estate or trust jewelry inventory

Worksheet 7 Specific gifts, keepsakes, and disputed-property hold

Worksheet 8 Co-trustee, conflict, and appraisal review

Worksheet 9 Selling-method comparison and buyer verification

Worksheet 10 Appointment and offer record

Worksheet 11 Payment, return, and proceeds record

Worksheet 12 Beneficiary communication and final accounting

Final Section Questions for professionals, contact information, and resources

Best practice

Use one master copy of the inventory. Update it every time jewelry is distributed, moved, appraised, 
presented to a buyer, sold, or returned.
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Part 1: Roles, Authority, and Ownership
The role of the person handling the jewelry determines which records and 
approvals may be needed.

Executor or Personal Representative
An executor or personal representative generally handles property belonging to a probate estate. The 
person may need formal appointment before exercising the full authority of the role. The will, court-issued 
Letters, probate procedures, ownership, and professional guidance control the process.

Trustee
A trustee manages property owned by a trust. The trustee should begin with the trust instrument, 
amendments, property schedules, assignments, beneficiary directions, co-trustee provisions, and any court 
orders. A successor trustee should confirm that the authority to act is currently effective.

Private Professional Fiduciary
A private professional fiduciary may manage property for trusts, estates, conservatorships, or other clients. 
The fiduciary should maintain client-specific records, separate property, complete conflict checks, follow 
professional standards, and confirm the scope of authority before acting.

Beneficiary or Family Representative
A beneficiary may make personal decisions after ownership has been properly transferred. A family 
member helping clean a home or gather jewelry does not automatically have authority to sell it.

Property category Who may control the decision

Probate estate Executor, administrator, or other court-appointed personal representative

Trust property Acting trustee or properly authorized co-trustee

Already distributed jewelry Beneficiary or new owner

Joint or surviving-spouse property Person with the applicable ownership interest

Disputed or unclear property Hold securely until the issue is resolved
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Authority and Governing Documents
Do not begin with a selling appointment. Begin with the documents and 
ownership record.

Executor Documents to Review
 Will and codicils
 Court appointment and Letters
 Personal-property memorandum
 Inventory and Appraisal requirements
 Court orders or limitations on authority
 Attorney or probate-professional instructions
 Records showing joint ownership, trust ownership, or completed distributions

Trustee Documents to Review
 Trust instrument, restatements, and amendments
 Schedules and assignments of personal property
 Successor and co-trustee provisions
 Specific gift and beneficiary instructions
 Trustee powers concerning personal property
 Notice, consent, appraisal, or court requirements
 Conflict-of-interest and accounting guidance from professionals

Questions to Resolve Before a Sale
[ ] Is the authority to act currently effective?
[ ] Does the jewelry belong to the estate or trust?
[ ] Is any piece specifically directed to a beneficiary?
[ ] Does a co-trustee or another authorized person need to approve the action?
[ ] Is any notice, consent, appraisal, or court approval required?
[ ] Is the person presenting the jewelry authorized to accept or decline an offer?
[ ] Is there any personal interest or conflict that should be disclosed and reviewed?
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Review Ownership Before Distribution or Sale
Jewelry found inside a home is not automatically owned by the estate or trust.

Possible ownership categories include:

 Separate property of the deceased owner
 Probate-estate property
 Trust-owned property
 Jointly owned property
 Property of a surviving spouse
 Jewelry previously gifted to a child, grandchild, or another person
 Jewelry borrowed from or stored for someone else
 Jewelry already distributed to a beneficiary
 Property whose ownership remains uncertain

Helpful Ownership Evidence
 Trust schedules or assignments
 Purchase receipts and insurance schedules
 Old appraisals and photographs
 Gift letters, family notes, and correspondence
 Prior distribution receipts
 Safe-deposit-box records
 Statements from people familiar with the collection

Hold uncertain property

Do not place jewelry into a buyer appointment merely because it was found at the estate property. Secure it 
and document the question until ownership and authority are clear.
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Part 2: Secure and Search the Collection
Complete the jewelry search before movers, cleaners, donation services, or 
estate-sale workers begin removing property.

Common Storage Locations
 Jewelry boxes, watch cases, and travel cases
 Dresser drawers, nightstands, vanities, and closet shelves
 Purses, cosmetic bags, wallets, and coat pockets
 Safes, lockboxes, desks, and filing cabinets
 Sewing boxes, craft containers, luggage, and storage bins
 Small envelopes, folded tissue, eyeglass cases, and boxes marked with names
 Furniture compartments, beneath drawer liners, and behind removable drawers

Preserve Jewelry-Related Materials
 Single earrings and loose stones
 Broken chains, detached clasps, and loose charms
 Extra watch links, straps, and service records
 Original boxes, pouches, tags, receipts, and certificates
 Old appraisals, insurance schedules, and photographs

Create a Secure Hold Area
[ ] Private and dry location
[ ] Away from donation, trash, and moving areas
[ ] Limited access
[ ] Closed and labeled containers
[ ] One person responsible for the master inventory
[ ] Access and movement recorded
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Create a Neutral, Traceable Inventory
A clear description is more useful than an unsupported identification.

Recommended Inventory Fields
 Inventory number
 Short neutral description
 Location or container where found
 Visible signature, mark, or number
 Matching pieces and accessories
 Boxes and documents
 Known damage or missing parts
 Ownership status
 Distribution or sale status
 Final disposition and date

Examples of Neutral Descriptions

Avoid guessing Use a neutral description

Unknown necklace White-colored necklace with clear stones and fold-over clasp

Older watch Round wristwatch with dark dial, expansion band, and three extra links

Mixed box Box containing approximately 25 brooches, earrings, and small bracelets

Matching set Signed bracelet with two matching clip-on earrings

Damaged item Brooch with bent pin and one missing clear stone

Photographic Record
Photograph the collection as found, important pieces, visible markings, matching groups, condition 
concerns, boxes, documents, distributions, the approved sale group, and jewelry returned after an 
appointment. Store the images with the estate or trust records.
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Control Access and Movement
Small property can be moved easily. A simple chain-of-custody record reduces 
uncertainty.

Assign One Jewelry Coordinator
 Receive jewelry found in different rooms
 Assign inventory numbers
 Maintain the photographic record
 Separate specific gifts and keepsakes
 Record distributions and removals
 Prepare the approved sale group
 Reconcile jewelry returned after an appointment

Record Every Transfer
When jewelry moves from the property to a bank box, attorney office, family home, appraiser, buyer 
appointment, auction house, or storage location, record the date, inventory numbers, person releasing it, 
person receiving it, purpose, destination, and return date.

Never combine client or estate property

A professional fiduciary handling more than one client should keep each collection, inventory, storage 
container, receipt, and payment record completely separate.
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Part 3: Gifts, Keepsakes, Disputes, and Valuation
Separate the jewelry into clear decision groups before any buying appointment.

Group 1: Specific Gifts and Completed Distributions
Jewelry directed to a named beneficiary should remain outside the selling group unless ownership has 
been properly transferred and the new owner independently decides to sell it.

Group 2: Family Keepsakes
 Wedding and anniversary jewelry
 A parent's everyday watch
 Religious or cultural pieces
 Jewelry shown in meaningful family photographs
 A charm bracelet connected to family events
 A modest piece with strong sentimental importance

Group 3: Disputed or Undecided Property
 More than one person claims the same piece
 Ownership or trust status is unclear
 A surviving spouse may have an interest
 A co-trustee disagrees
 The governing documents are unclear
 Formal appraisal or court guidance is pending

Group 4: Approved for Possible Sale
This group should contain only property confirmed to be within the representative's authority and not 
affected by a specific gift, family hold, dispute, unresolved conflict, or required professional review.
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Determine the Right Level of Independent Review
A direct purchase offer and a formal appraisal answer different questions.

A Formal Appraisal May Be Needed For
 Probate inventory or date-of-death reporting
 Trust accounting or tax reporting
 Insurance
 Litigation or court proceedings
 Charitable contribution
 Financially equal beneficiary distribution
 A disputed value
 A transaction involving the trustee or fiduciary personally

A Direct Purchase Offer
A purchase offer is the amount a buyer is willing to pay under current circumstances. A buyer may 
consider maker, age, materials, condition, originality, completeness, rarity, current demand, market 
conditions, and the nature of the collection.

Conflict-of-Interest Warning

Pause before a personal purchase

A trustee, executor, fiduciary, family member, employee, or related business purchasing the jewelry may 
create a conflict, self-dealing concern, or appearance of favoritism. Obtain specific professional guidance 
and document any required disclosure, independent valuation, consent, or court approval.
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Part 4: Compare Selling Methods
The highest advertised figure does not always produce the highest net result.

Method Key considerations

Private direct buyer A direct offer and defined transaction; useful for privacy, mixed collections, and shorter 
timelines.

Specialized auction May be appropriate for a rare or specialized piece; consider commissions, reserve, 
insurance, timing, and non-sale risk.

Consignment Seeks a future retail customer; review commission, payment timing, discount authority, 
insurance, and return terms.

Estate sale May be convenient with household contents; review security, commission, discounts, and 
unsold-property procedures.

Individual online sale Requires research, listings, communication, payment handling, shipping, insurance, and 
return management.

Compare the Net Result
 Commission and fees
 Appraisal, photography, repair, shipping, insurance, and storage costs
 Administrative time and delay
 Discounts, buyer default, and return risk
 Security and public handling
 The certainty and timing of payment
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Verify the Buyer Before the Appointment
Document the business and transaction process before jewelry leaves your 
control.

[ ] Complete business name and working telephone number
[ ] Professional website and physical office or approved appointment location
[ ] Experience with estate, trust, vintage, and mixed jewelry collections
[ ] Clear explanation of how offers are structured
[ ] Clear payment method and timing
[ ] Transaction record or purchase receipt
[ ] Process for jewelry not purchased
[ ] No pressure to include disputed or undecided property

Warning Signs
 The business cannot be verified.
 The meeting location changes unexpectedly.
 The representative pressures you to act immediately.
 The purchase group is not clearly identified.
 Payment is promised for a later unknown date.
 Jewelry is removed before the transaction is complete.
 The buyer requests unrelated account information, gift cards, transfers, or verification codes.
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Prepare for the Private Buying Appointment
Present only the group approved for possible sale.

Bring or Have Available
 Jewelry approved for possible sale
 Matching pieces and detached components
 Original boxes, tags, receipts, certificates, and old appraisals
 Watch links, straps, and service records
 Relevant inventory pages
 Identification and appropriate authority documents

Office Appointment
An office appointment may be practical for individual pieces, several jewelry boxes, watches, matching sets, 
and collections that can be transported securely.

On-Site Appointment
A qualifying on-site appointment may be considered when the collection is larger, transportation is 
difficult, the owner has mobility concerns, or the jewelry should remain at an estate or trust property. 
Availability is considered case by case and must be scheduled in advance.

[ ] Use one secure room and stable table.
[ ] Pause cleaning, packing, and furniture removal.
[ ] Keep keepsakes, specific gifts, and unrelated valuables elsewhere.
[ ] Have the authorized decision-maker present.
[ ] Limit unrelated visitors and maintain control until payment is complete.
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Part 5: Offers, Payment, and Jewelry Return
The final purchase group and payment should be clear before jewelry leaves the 
representative's control.

Questions to Ask
[ ] Exactly which pieces are included?
[ ] Which pieces are not included?
[ ] Is the offer itemized or for a group?
[ ] Would removing one piece change the amount?
[ ] Are boxes, documents, links, or accessories included?
[ ] What is the final purchase amount?
[ ] How and when will payment be completed?
[ ] What transaction record will be provided?
[ ] What happens to jewelry not purchased?
[ ] May the authorized seller decline the offer?

Before the Appointment Ends
1.Confirm the final purchase group.
2.Confirm the final amount and payment method.
3.Receive payment when the accepted transaction is finalized.
4.Receive the transaction record.
5.Reconcile jewelry, documents, boxes, and accessories not purchased.
6.Update the estate or trust inventory.
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Record the Proceeds and Final Disposition
Connect the buyer record, payment, inventory, and accounting.

Transaction Record
 Buyer or business name and contact information
 Date and location
 Authorized seller present
 Inventory numbers or description of jewelry sold
 Purchase amount and payment method
 Boxes, documents, and accessories included
 Jewelry returned
 Location of the receipt or purchase record

Proceeds Record
 Deposit date and account
 Trust, estate, or client ledger category
 Connection to jewelry inventory numbers
 Notice to attorney, accountant, beneficiaries, or co-trustee when required
 Use or distribution of proceeds under the governing instructions

Final Jewelry Accounting
The final record should explain what was found, what was distributed, what remained on hold, what was 
appraised, what was sold, what was returned, what proceeds were received, and where the remaining 
jewelry is stored.
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WORKSHEET 1  |  EXECUTOR AUTHORITY AND ADMINISTRATION 
CHECKLIST

Estate name: ________________________________________________________________

Deceased owner: _____________________________________________________________

Executor or personal representative: ________________________________________

Date authority became effective: ____________________________________________

Attorney or probate contact: ________________________________________________

[ ] Court appointment and Letters reviewed
[ ] Will and codicils reviewed
[ ] Personal-property memorandum reviewed
[ ] Ownership of jewelry reviewed
[ ] Joint, surviving-spouse, or trust interests considered
[ ] Inventory and Appraisal requirements reviewed
[ ] Specific gifts separated
[ ] Disputed property placed on hold
[ ] Formal appraisal requirement reviewed
[ ] Jewelry approved for sale clearly identified
[ ] Sale and proceeds recordkeeping process established
Limitations or special instructions: ________________________________________

Additional approval or notice required: _____________________________________

Professional guidance requested: ____________________________________________
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WORKSHEET 2  |  TRUSTEE AND FIDUCIARY AUTHORITY CHECKLIST

Trust or client name: _______________________________________________________

Acting trustee or fiduciary: ________________________________________________

Role: _______________________________________________________________________

Date authority became effective: ____________________________________________

Attorney or fiduciary adviser: ______________________________________________

[ ] Trust instrument, restatement, and amendments reviewed
[ ] Trust property schedules and assignments reviewed
[ ] Successor-trustee authority confirmed
[ ] Co-trustee approval requirements reviewed
[ ] Specific gifts and beneficiary directions reviewed
[ ] Jewelry confirmed as trust property
[ ] Conflict-of-interest review completed
[ ] Beneficiary notice or reporting requirements reviewed
[ ] Formal appraisal requirement reviewed
[ ] Jewelry approved for sale clearly identified
[ ] Trust accounting and deposit procedures established
Co-trustee or additional approval: __________________________________________

Conflict or personal interest identified: ___________________________________

Professional guidance requested: ____________________________________________
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WORKSHEET 3  |  JEWELRY OWNERSHIP REVIEW

Estate, trust, or client: ___________________________________________________

Person completing review: ___________________________________________________

Date: _______________________________________________________________________

Item / Group 
No.

Description Possible Owner Evidence Reviewed Status

Items placed on hold: _______________________________________________________

Questions for attorney or adviser: __________________________________________
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WORKSHEET 4  |  ROOM-BY-ROOM COLLECTION SEARCH

Area Checked Date Person Jewelry / Records Found Container 
No.

[ ] Purses and clothing pockets checked
[ ] Furniture drawers and liners checked
[ ] Safes and lockboxes checked
[ ] Desks, files, and envelopes checked
[ ] Watch boxes and accessories checked
[ ] Donation and removal areas checked before property left
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WORKSHEET 5  |  SECURITY AND ACCESS LOG

Storage location: ___________________________________________________________

Primary custodian: __________________________________________________________

Number of containers: _______________________________________________________

Date secured: _______________________________________________________________

Date / Time Person Items or Containers Purpose / Destination Returned / 
Released

Use a separate continuation page when the collection changes locations more than once.
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WORKSHEET 6A  |  ESTATE OR TRUST JEWELRY INVENTORY

Estate, trust, or client: ___________________________________________________

Inventory prepared by: ______________________________________________________

Date started: _______________________________________________________________

No. Neutral Description Found In / Container Marks / Set / Records Status
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WORKSHEET 6B  |  INVENTORY CONTINUATION AND FINAL 
DISPOSITION

No. Neutral Description Appraisal / Offer Final Disposition Date / Record

Inventory reconciled by: ____________________________________________________

Date: _______________________________________________________________________

Unresolved items: ___________________________________________________________
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WORKSHEET 7  |  SPECIFIC GIFTS, KEEPSAKES, AND PROPERTY ON HOLD

Specific Gift or Approved Distribution

Inventory 
No.

Description Beneficiary Authority / Instruction Transfer Date

Family Keepsake Request

Inventory No. Requested By Reason / Family History Decision

Disputed or Undecided Property Hold

Inventory No. Issue Person(s) Involved Next Step / Adviser
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WORKSHEET 8  |  CO-TRUSTEE, CONFLICT, AND APPRAISAL REVIEW

[ ] All required co-trustees or representatives have been identified.
[ ] Authority to act alone or jointly has been reviewed.
[ ] The decision-maker has no undisclosed personal interest.
[ ] Related-party buyers or family purchasers have been identified.
[ ] Independent professional guidance has been obtained when needed.
[ ] Required beneficiary disclosure, consent, or court approval has been addressed.
Conflict or related-party issue: ____________________________________________

Guidance received: __________________________________________________________

Approval or consent record: _________________________________________________

Formal Appraisal Decision
[ ] Probate or date-of-death value
[ ] Trust accounting or tax reporting
[ ] Insurance
[ ] Litigation or court proceeding
[ ] Charitable contribution
[ ] Equal distribution or disputed value
[ ] Conflict-of-interest transaction
[ ] No formal appraisal currently required
Professional consulted: _____________________________________________________

Type of value and effective date: ___________________________________________

Report location: ____________________________________________________________
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WORKSHEET 9  |  SELLING-METHOD COMPARISON AND BUYER 
VERIFICATION

Method / Business Estimated Gross Fees / Costs Timing / Risk Estimated Net

Buyer Verification
Business name: ______________________________________________________________

Website: ____________________________________________________________________

Telephone: __________________________________________________________________

Office or appointment location: _____________________________________________

[ ] Business information verified
[ ] Experience with estate or trust collections confirmed
[ ] Offer structure explained
[ ] Payment timing explained
[ ] Transaction record explained
[ ] Declined-jewelry return process explained
[ ] No pressure or unexplained fees
Reason selected method is appropriate: ______________________________________
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WORKSHEET 10  |  APPOINTMENT AND OFFER RECORD

Appointment date: ___________________________________________________________

Location: ___________________________________________________________________

Buyer or business: __________________________________________________________

Authorized representative present: __________________________________________

Inventory No. / Group Description Included in Offer? Notes

Offer amount: _______________________________________________________________

Itemized or group offer: ____________________________________________________

Offer expiration or timing: _________________________________________________

Questions asked: ____________________________________________________________

[ ] Offer accepted
[ ] Offer declined
[ ] Additional review required
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WORKSHEET 11  |  PAYMENT, JEWELRY RETURN, AND PROCEEDS 
RECORD

Final purchase amount: ______________________________________________________

Payment method: _____________________________________________________________

Payment received date and time: _____________________________________________

Transaction record number or location: ______________________________________

[ ] Final purchase group confirmed
[ ] Payment completed before purchased jewelry left control
[ ] Receipt or transaction record received
[ ] Jewelry not purchased returned
[ ] Boxes, documents, links, and accessories reconciled
[ ] Inventory updated

Returned Item / Group Description Storage or Next Step

Deposit date: _______________________________________________________________

Estate / trust account: _____________________________________________________

Ledger entry: _______________________________________________________________

Person completing reconciliation: ___________________________________________
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WORKSHEET 12  |  BENEFICIARY COMMUNICATION AND FINAL 
ACCOUNTING

Communication Log

Date Person / Beneficiary Information Provided Response / Follow-Up

Final Jewelry Accounting
Total jewelry groups inventoried: ___________________________________________

Specific gifts or distributions completed: ___________________________________

Jewelry retained as keepsakes: ______________________________________________

Jewelry sold and total proceeds: ____________________________________________

Jewelry remaining on hold: __________________________________________________

Jewelry in storage or pending another method: ___________________________________

Location of final inventory, photographs, receipts, and reports: ___________________________________

[ ] Physical collection reconciled to inventory
[ ] Proceeds reconciled to deposit and ledger
[ ] Required reports or accounting updated
[ ] Remaining jewelry storage documented
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Questions for Professionals and Final Resources
Use this page to prepare focused questions before making a difficult decision.

Questions for an Attorney or Probate Professional
 Who currently has authority to control and sell the jewelry?
 Does the property belong to the probate estate, trust, surviving spouse, or another person?
 Are notice, consent, court approval, or co-trustee approval required?
 Does any piece need a formal appraisal, and what type of value and date are required?
 How should the sale and proceeds be reported or accounted for?
 How should disputed property or a potential conflict be handled?

Estate Jewelry Exchange USA
Private appointments: 172 N Tustin Street, Suite 301, Orange, CA 92867

Phone or text: 714-388-6471

Website: www.estatejewelryexchangeusa.com

Hours: Monday through Sunday, 9:00 AM to 6:00 PM, by scheduled private appointment

Official California Resources
- California Courts Self-Help: Probate
- California Courts: Inventory and Estimate Property Value
- California Courts: Inventory and Appraisal Form DE-160
- California Legislative Information: Probate Code
- California Professional Fiduciaries Bureau
- Professional Fiduciaries Bureau: License Verification
- Professional Fiduciaries Bureau: Code of Ethics

Keep the record together

Store the completed worksheets with the governing documents, inventory photographs, appraisal reports, 
buyer receipt, payment record, and final estate or trust accounting.

https://www.estatejewelryexchangeusa.com/
https://www.fiduciary.ca.gov/laws_regs/code_ethics.shtml
https://www.fiduciary.ca.gov/licensees/license_verification.shtml
https://www.fiduciary.ca.gov/
https://leginfo.legislature.ca.gov/faces/codes.xhtml
https://selfhelp.courts.ca.gov/jcc-form/DE-160
https://selfhelp.courts.ca.gov/probate/inventory-estimate-value
https://selfhelp.courts.ca.gov/probate
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