All transactions affecting the trust account are entered in chronological order on this record regardless of payee, payor or beneficiary.
If there is more than one trust fund bank account, a different columnar record must be maintained for each account, pursuant to
Commissioner’s Regulation 2831.

Separate Record for Each Beneficiary or Transaction

This record is maintained to account for funds received from or for the account of each beneficiary, or for each transaction, and
deposited to the trust account. With this record, the broker can ascertain the funds owed to each beneficiary or for each transaction.
The record must show the following in chronological order: date of deposit; amount of deposit; name of payee or payor; check
number; date and amount; and balance of the individual account after posting transactions on any date.

A separate record must be maintained for each beneficiary or transaction from whom the broker received funds that were deposited to
the trust fund bank account. If the broker has more than one trust account, each account must have its own set of beneficiary records
so that they can be reconciled with the individual trust fund bank account record required by Commissioner’s Regulation 2831.2.

Record of All Trust Funds Received - Not Placed in Broker’s Trust Account

This record is used to keep track of funds received and not deposited to a trust fund bank account. In this situation, the broker is
handling the funds and must keep records of same. Examples are:

1. earnest money deposits forwarded to escrow;
2. rents forwarded to landlords; and
3. Dborrowers’ payments forwarded to lenders.

This record must show the date funds were received, the form of payment (check, note, etc.), amount received, description of property,
identity of the person to whom funds were forwarded, and date of disposition. Trust fund receipts are recorded in chronological
sequence, while their disposition is recorded in the same line where the corresponding receipt is recorded.

Transaction folders usually maintained by a broker for each real estate sales transaction showing the receipt and disposition of
undeposited checks are not acceptable alternatives to the Record of Trust Funds Received But Not Deposited to the Trust Fund Bank
Account.

An exception to this record keeping requirement is provided in Commissioner’s Regulation 283 1(e), which states that a broker is not
required to keep records of checks made payable to service providers, including but not limited to escrow, credit and appraisal
services, when the total amount of such checks for any transaction does not exceed $1,000. However, a broker shall retain for
three years copies of receipts issued or obtained in connection with the receipt and distribution of such checks and, upon request of
DRE or the maker of the checks, a broker must account for the receipt and distribution of the checks.

Separate Record for Each Property Managed

This record is similar to, and serves the same purpose as, the Separate Record for Each Beneficiary or Transaction. It does not have to
be maintained if a separate record is already used for a property owner’s account. The Separate Record for Each Property Managed is
useful when the broker wants to show some detailed information about a specific property being managed.

OTHER ACCOUNTING SYSTEMS AND RECORDS

A broker may use trust fund records not in the columnar form as prescribed by Commissioner’s Regulations 2831 and 2831.1. Such
records must be in accordance with generally accepted accounting principles and must include detail specified in subdivision (a) of
these Regulations and be in a format that will readily enable tracing and reconciliation in accordance with Section 2831.2. Whether
prepared manually or by computer, they must include at least the following:

1. A journal to record in chronological sequence the details of all trust fund transactions.

2. A cash ledger to show the bank balance as affected by the transactions recorded in the journal. The ledger is posted in the form of
debits and credits. (In some cases the cash ledger may be combined with the journal.)

3. A beneficiary ledger for each of the beneficiary accounts to show in chronological sequence the transactions affecting each
beneficiary’s account, as well as the balance of the account.

To comply with generally accepted accounting principles, there must be one set of journal, cash ledger, and beneficiary ledger for
each trust fund bank account.
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