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IAA considers clear and comprehensive financial management to be a key indicator of an organisation’s fitness. This guidance describes how your organisation should deal with ‘client money’.
‘Client money’ is defined as money that belongs to the client and not the organisation. Examples of client money include:
· future client disbursements, such as Home Office fees
· fees paid by the client to your organisation for work not yet done by the organisation
The information below provides guidance on what the Principle, Codes and Guidance Notes relating to ‘client money’ mean and what the Commissioner/IAA expects you to do with regard to dealing with client money appropriately. All the documents cited below are available here: Code of standards - GOV.UK
Principle 9 states the following:
Charge fairly and transparently, dealing appropriately with client money.
Codes – You must:
9.4 Hold client money in a distinct client account that is separate from your business account where you take money in advance or hold money for a client.
9.5 Promptly return to the client any remaining money in the client account at the end of the client’s case or when the client has decided to terminate their instructions, or the organisation has withdrawn from the case.
Guidance Notes:
9.4 Hold client money in a distinct client account that is separate from your business account where you take money in advance or hold money for a client.
Money paid by the client for work not yet completed does not belong to the business and should not be available for use by the business until the work is completed. For further information, please refer to the Practice Note on Fees and Accounts. 
9.5 Promptly return to the client any remaining money in the client account at the end of the client’s case or when the client has decided to terminate their instructions, or the organisation has withdrawn from the case.
Organisations are expected to ensure that client money is returned promptly to the client or third party for whom the money was held, as soon as there is no longer any proper reason to hold those funds. Any interest accrued on client money held in the client account should also be given to the client.
In some cases, you may be unable to return the money because a client has died or does not respond to attempts to contact them. Such money should not be retained by the business but may be donated to a charity.
You must understand that it is not sufficient for an organisation simply to operate two business accounts and call one of them a client account without the bank knowing this. Your bank must know that the account used to keep client money is your client account. Your organisation must have evidence that the account holding client money has been designated as such by the bank.
Below is a suggested Model Document that you can use as the basis for your organisation’s client account procedure.

Client Account Procedure – IAA Model Document
ABC Immigration hold a client account with XYZ Bank of London. This account is called ABC Immigration’s client account. ABC Immigration have informed XYZ Bank of London that this account has been designated as their organisation’s client account.
ABC Immigration has a client account paying-in book and will keep all client account bank statements. All payments coming in and out of ABC Immigration’s client account will be supported by the relevant documentation, which includes organisational ledgers, receipts and invoices.
Fees paid to ABC Immigration for work not yet done
All payments including deposits made by a client to ABC Immigration in advance of work to be done will be deposited into the client account and not the business account.
On completion of the work, the organisation will invoice the client providing details of the work done, the cost and confirmation that the relevant payment will be transferred from the client account to the organisation’s office account.
If a client withdraws their instructions, or if ABC Immigration withdraws from the case, the client will be invoiced for the work completed on their case to date by ABC Immigration.
If the fee charged to the client by ABC Immigration is less than the amount held in the client account, the balance will be returned to the client.
Disbursements and other advance payments to be made on behalf of a client
Wherever possible, disbursements and payment of fees to government departments – including the Home Office – as well as Tribunals, local authorities and similar bodies will be made by the client directly to those authorities.
If this is not possible, these payments will be made into the client account when required and will remain in the client account until they are needed for the disbursement to the relevant authority. If ABC Immigration pays the client’s disbursement from the organisation’s business account, then the payment will be transferred from the client account to the business account.
If ABC Immigration receives an advance payment that is a mixture of the organisation’s professional fees and disbursements, the whole amount will be paid into the client account. ABC Immigration will transfer the fee into the business account once it has completed the relevant work.
If a client withdraws their instructions or if ABC Immigration withdraws from the case before a disbursement has been paid, the client will be refunded all outstanding funds that ABC Immigration is holding in the client account.
Refunds
If a refund is due to the client, ABC Immigration will ensure the refund is paid from the correct bank account. This will include any interest accrued on client money held in the client account, if applicable.
ABC Immigration will keep a record of all refunds. This includes any credit note issued which will be produced whenever a client receives a refund. If ABC Immigration makes a refund to a client, a copy of the credit note issued to the client will be retained on the client’s case file in order for there to be a clear financial audit trail. ABC Immigration will provide all clients with details of their financial transactions with it on request.
ABC Immigration will ensure that it keeps written details and records of all transfers into and out of the client account. This will be done using its accountancy package, client and office ledgers, receipts, invoices, paying in books and chequebooks as appropriate. These records will be available for inspection by the Immigration Advice Authority.
ABC Immigration will reconcile the client bank account with its ledger account for all clients on a regular basis. Evidence of this reconciliation having taken place will be evidenced in writing.
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