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Trust Account Review

Please note that if any changes are made, there is an identical form in public folder under audits (this text will not print)

In what type of practice does the firm engage?

What bank is the trust account held?  Operating account?

How many trust accounts does the firm have?

Have there ever been additional trust accounts?  Status of other accounts.

Does the firm ever establish separate interest-bearing accounts with interest accruing to the clients?

What type of system is used for the trust account?  (Automated or manual)    More than one?
Where are active trust account records in the office kept?  Are they locked?

Who has access to those records?

How many employees have access to or work with the trust account?

What style are the deposit tickets?  Operating account?

What types of funds are deposited to trust account?

To whom do client funds go when first received in person?

To whom do client funds go when first received by mail?

Are client funds listed or copied when received?  By whom?

Are original or copies of client funds seen by an attorney?

Who makes the determination whether deposits go to trust or operating account?

Who prepares deposit tickets?  Does another employee or an attorney review them?

Who makes deposits?    How often?

If staff makes deposits - how are instructions given to staff about account to which deposits should be made?

Where are checks held pending deposit? Locked?

Does the firm take credit cards for advanced fees/costs?    Credit cards for earned fees?

How does the firm handle credit card fees?   (directly from trust or operating)

What color/style are the trust account checks?  Operating account?

Who are the signers on the trust account?  If at firm with multiple attorneys - is the signer the attorney responsible for the matter?)

What is procedure for requesting checks?    

What documentation is provided to an attorney signing a trust account check?

Who writes the checks?

If Staff writes checks, how are they instructed about what account from which to write checks?

What is the procedure for assuring that funds are available before checks are written?

Who gets the bank statement first (Should be unopened to the attorney responsible)

Who reconciles the account?    How often is it done?

What steps are followed?

Does attorney review and understand reconciliation each month?

Is an outside accountant involved in reviewing bank accounts or other procedures related to the trust account?

How long are records relating to the trust account kept?

Where are they kept?

Who has access to the records?

What is the procedure for purging them when retention period has passed?

