Journal

A journal is a daily chronological record of trust fund receipts and disbursements. A single journal may be used to record both the
receipts and the disbursements, or a separate journal may be used for each. To meet minimum record keeping requirements, a journal
must:

1. Record all trust fund transactions in chronological sequence.

2. Contain sufficient information to identify the transaction such as the date, amount received or disbursed, name of or reference to
payee or payor, check number or reference to another source document of the transaction, and identification of the beneficiary
account affected by the transaction.

3. Correlate with the ledgers. For example, it should show the same figures that are posted, individually or in total, in the cash ledger
and in the beneficiary ledgers. The details in the journal must be the basis for posting transactions on the ledgers and arriving at
the account balances.

4. Show the total receipts and total disbursements regularly, at least once a month.
Cash Ledger

The cash ledger shows, usually in summary form, the periodic increases and decreases (debits and credits) in the trust fund bank
account and the resulting account balance. It can be incorporated into the journal or it can be a separate record, for example a general
ledger account. If a separate record is used, the postings must be based on the transactions recorded in the journal. The amounts posted
on the ledger must be those shown in the journal.

Beneficiary Ledger

A separate beneficiary ledger must be maintained for each beneficiary or transaction or series of transactions. This ledger shows in
chronological sequence the details of all receipts and disbursements related to the beneficiary’s account, and the resulting account
balance. It reflects the broker’s liability to a particular beneficiary. Entries in all these ledgers must be based on entries recorded in the
journal.

RECORDING PROCESS

Keeping complete and accurate trust fund records is easier when specific procedures are regularly followed. The following procedures
may be useful in developing a record keeping routine:

1. Record transactions daily in the trust fund bank account and in the separate beneficiary records.

2. Use consistently the same specific source documents as a basis for recording trust fund receipts and disbursements. (For example,
receipts pertaining to real estate resales will be recorded based on the Real Estate Contract and Receipt for Deposit form, and
disbursements will always be recorded based on the checks issued from the trust account or debit notices from the bank.)

3. Calculate the account balances on all applicable records at the time entries are made.

4. Reconcile the records monthly to ascertain that transactions are properly recorded on both the bank account record and the
applicable subsidiary records.

5. Reconcile the trust records to the trust account bank statement on a monthly basis to ascertain that amounts per the bank are in
agreement with amounts per the trust fund records.

6. If more than one trust fund bank account is maintained, keep a different set of properly labeled columnar records (cash record and
beneficiary record) for each account.

RECONCILIATION OF ACCOUNTING RECORDS

Purpose

The trust fund bank account record, the separate beneficiary or transaction record, and the bank statement are all interrelated. Any
entry made on the bank account record must have a corresponding entry on a separate beneficiary record. By the same token, any
entry or transaction shown on the bank statement must be reflected on the bank account record. This applies to columnar as well as to
other types of records.
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