Reporting Accountant’s Checklist

The check list should be completed by the reporting accountant when examining the authorised business’s accounting records in accordance with Client Account Rule 9.13. The reporting accountant must pass the completed checklist to the authorised business, retain a copy for two years and produce the copy to the Regulator upon request.
	1. For all client money
	Satisfactory

(Tick as appropriate)
	If ‘no’ should breaches be noted in report

	(a) Accounting Records 
	Yes
	No
	Yes
	No

	(i) Accounting records of the business are properly written up to show all dealings with client money received, help or paid and any office money relating to any client matter
	
	
	
	

	(ii) Accounting records sufficiently show and explain each transaction and show the business’s indebtedness to each client and vice versa
	
	
	
	

	(iii) Records on client ledgers are correct and contain sufficient narrative to explain each entry.
	
	
	
	

	(iv) The business has, at all times, immediate and unrestricted access to its accounting records
	
	
	
	

	(v) Accounting records are kept separate from those for any other business
	
	
	
	

	(vi) Where the accounts for more than one business is recorded on the same system, they are capable of being reproduced independently
	
	
	
	

	(b) Separate Designated Accounts (if applicable)
	Yes
	No
	Yes
	No

	(i) Combined cash amounts show the total amount held in these accounts
	
	
	
	

	(ii) Amounts held for each client are recorded in a deposit column of a client ledger or on the client side of the client ledger for each client
	
	
	
	

	(iii) Corresponding entries are made in the records where interest is credited to the separate designated account
	
	
	
	

	(iv) Records are kept in accordance with the Rules and current balances on each client and office ledger account are shown or easily ascertainable
	
	
	
	

	(v) Office money relating to clients is appropriately recorded in accordance with the Rules
	
	
	
	

	(vi) The business retains, on a durable medium, a central record or file of copies of all bills of costs delivered to clients
	
	
	
	

	(vii) The business has accounted to each client for all interest earned on the account
	
	
	
	

	(c) Reconcilliations
	Yes
	No
	Yes
	No

	(i) The business has, at least once each calendar month, carried out reconciliations in accordance with Rule 6.8
	
	
	
	

	(ii) Each reconciliation is recorded in a statement set out in a logical format which will reveal any discrepancies, and these statements have been retained
	
	
	
	

	(iii) Listings of balances and statements showing the cause of differences revealed by comparisons are also made and retained in accordance with the Rules
	
	
	
	

	(d) Retention of Records
	Yes
	No
	Yes
	No

	(i) The business has (or has measures in place to) retained, on a durable medium, documents and records required by Rules 6.1 – 6.8 for at least six years from the date of the last entry (relating to the period after the Rules came into effect)
	
	
	
	

	(ii) The business has (or has measures in place to) retain documentation and copies detailed in Rule 6.14 for two years (in respect to transactions after the Rules came into effect)
	
	
	
	

	(e) Misappropriation of Clients’ Money
	Yes
	No
	Yes
	No

	(i) During the accounting period, the business has discovered a misappropriation of client money
	
	
	
	

	(ii) Where there has been a misappropriation of client money, the business has notified the Regulator without delay
	
	
	
	

	(f) Payment into Client Account
	Yes
	No
	Yes
	No

	(i) A test examination of the client ledger accounts has been carried out which shows that the rules relating to payments into client accounts (Rule 4) have been complied with
	
	
	
	

	(g) Withdrawal and Transfer from Client Account
	Yes
	No
	Yes
	No

	(i) A test examination of the client ledger accounts has been carried out which shows that the rules relating to withdrawal and transfer from client accounts (Rule 5) have been complied with
	
	
	
	

	(h) Deposit Interest
	Yes
	No
	Yes
	No

	(i) A test examination of the client ledger accounts has been carried out which shows that the Deposit Interest Rules (Rule 8) have been complied with
	
	
	
	


	2. Details of unsatisfactory items revealed as a result of test examinations (Please attach schedules as required)

	


	Signature …………………………………………………    Date ………………………………….
Reporting Accountant ……………………………………………………………………………….


