Trust Form 2

Trust Account Monthly Reconciliation (Reg.38)
Month Ending:   ………………………20….
· CASH BOOK SUMMARY
Cash Book Balance from previous month



$

Add: Total of Trust Account Receipts Cash Book


$________________
Sub-total







$

Less: Total of Trust Account Payments Cash Book


$_________________
Cash Book Balance at end of month, to be carried forward#
**
$



· TRUST BANK ACCOUNT RECONCILIATION
Balance as per Bank Statement




$

Add:  Deposits not credited





$_________________
Sub-total







$

Less: Unpresented Cheques:     (Attach separate list if necessary)

Date
   Chq No.
 Payee
 
Amount










$_________________
$

Add or (Less): Any bank adjustments



$_________________
Trust Bank A/c Balance #




**
$
· TRUST ACCOUNT LEDGER BALANCE
Total of all Trust Account Ledger Balances


**
$

(Attach a separate statement showing Client Name,


__________________

Identifying Reference, Balance of Ledger and a short
Description of the Matter) #
** 
All three totals MUST agree.

#  Generally does not include statutory deposit. Calculation may need adjustment, depending on your software program
Prepared By / Date: ______________________       Checked By / Date: _______________________

Notes to Trust Form 2

Reconciliation of Trust Records
Introduction

The reconciliation is to be completed as at the end of each calendar month by preparing a statement:
· reconciling the general trust account balance (as shown in ADI records) with the balance of the law practice’s trust account cash books;
· reconciling the balance of the trust ledger accounts with the balance of the law practice’s trust account cash books;

· containing a list of the law practice’s trust ledger accounts showing the name, identifying reference, balance of each and a short description of the matter to which each relates; and
· showing the date the statement was prepared.
The statement must be prepared within 15 working days after the end of the month concerned and must be retained by the law practice as a trust record for a period of 7 years.  The following steps are required to complete the trust account reconciliation of a law practice.  
Cash Book Summary
1.  Enter last month’s “Balance at end of month” amount against “Balance from previous month”.
2.  Total the “Amount” column of the trust account receipts cash book and enter the total amount against the “Monthly total” at the foot of the page.  Enter the total amount against “Total of Trust Account Receipts Cash Book” on the reconciliation.
3.  Total the “Amount” column of the trust account payments cash book and enter the total 
     amount against the “Monthly total” at the foot of the page. Enter the total amount against 
     “Total of Trust Account Payments Cash Book” on the reconciliation.
4.  Calculate the “Cash Book Balance at end of month”, adjusting for the statutory deposit.**
Trust Bank Bank Reconciliation
1. Enter the closing balance from the trust bank account statement against “Balance as per Bank Statement” on the reconciliation.
2. To determine the “Unpresented Cheques” amount, tick-off cheques presented on the bank statement against the entries in this month’s trust account payments cash book and also the previous month’s reconciliation. Enter on this reconciliation, any outstanding unpresented cheques from the previous month plus those not ticked-off in this month’s cash book. Enter the total amount of all unpresented cheques.

3. Enter any bank charges or deposits not credited as separate items.

4. Calculate the reconciled “Trust Bank Balance” and 
5. Enter the Statutory Deposit amount (if any), held in statutory deposit.  

6. Ensure that the “Trust Funds Held” agrees with the “Cash Book Balance at end of month”.  **
Trust Account Ledger Reconciliation 
1. Ensure that all receipts and payments are entered on all trust ledgers.  

2. Prepare a statement setting out:

· the name,
· identifying reference,
· balance of each, and 
· a short description of the matter to which each relates.
3. Calculate the total and enter it against “Total of all Trust Account Ledger Balances”.**
ALL three totals marked **, MUST agree.  (Some adjustment may need to be made for the statutory deposit as recording systems vary.)
Date and Sign

1. Complete the “Date Prepared”
2. Ensure checked and signed by an authorised person.
12.08.11

