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Two Minute Tips

How to Reconcile Your
Trust Account




Step 1

Bank
Statement

This Form is Provided to Help You Balance
Your Bank Statement

1. Bank Balance
This statement baiznoe

2613.00

2. Add
Diepasits nat shown on this siabement (i 2ny]

1000.00

3. Subtotal

3613.00

Dutstanding Checks and Other Withdrawals
ek mnd withdrewsiz Not chawn on this statmant

No. | $ Amount
103 157.00

Total | $197.00

4. Subtract
Cutstanding checks and gther withdrawals (Total)

197.00

L. Balance
‘Shiould aEres with yorLs chadk baok ending bamnce

3416.00

Step 2

Check
Register

Date

3/52010

3102010

3122010

3152010

31612010

31922010

Lawyer Trust Account

Check# Payee Name Memo
DEP John Smith Retainer
100 Jackson Co. Circuit Court  Filing Fee-John Smith
DEP Susan Jones Retainer
101 My Favorite Process Server  Service-Johin Smith
DEP  Tom Taylor Relainer

103 Deschutes Co. Circuit Court  Filing Fee-Susan Jones

Payment Deposit

$3,000.00

586700
$500.00

$2000
$1,00000

$197.00

Balance

3,000.00

2,133.00

2,633.00

2,613.00

3,613.00

3,416.00
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Client

o Tom Tayloe

CLIENT LEDGER CARD

snrres: Tayor v, Do

o, 10-655 BUS

acoapes. B850 SW Anywhérs Court, Coos Bay, Oregon

g 5413939999 s romuery, JSW

L ed g e rS K FEES COSTS ADVANCED TRUST
DATE NAME MEMO ND:
Chrget | Arod | sASa | stvewed | Aetved | Bace | Oovewed | Aeosiod | e
wieze|  Tom Taylor Rt 00,00 | 1000.00
This Form is Provided to Help You Balance
Your Bank Statement
1. Bank Balance s 2613.00
This statement balance:
2. Add + 1000.00 <—I
Depaosits not shown on this statement {if any]
3. Subtotal s 3613.00

Outstanding Checks and Other Withdrawals

—

Subtract
outstanding
checks and
withdrawals

Step 1

Checks and not shawn on this statement

No. | 5 Amount
103 197.00

Total | $197.00

Add

deposits not
shown on your
bank statement

4. Subtract 197.00
Gutstanding checks and other withdrawals [Total]

5. Balance $ 3416.00
Should agree with yoru check book ending balance
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Lawyer Trust Account Register
Date Check # Payes Name Memo Payment Deposit Balance
V52010 DEP John Smith Retainer £3.000.00 2.000.00
ANW2010 100 Jackson Co. Circuit Court Filing Fee-John Smith £867 00 2,133.00
AM22010 DEP Susan Jones Retainer §500.00 2.633.00
ANS2010 101 My Favorite Process Server Service-John Smith £2000 2,613.00
ANG2010 DEP Tom Tayior Retainer $1,000.00 3,613.00
ANW2010 103 Deschutes Co. Circuit Court Flling Fee-Susan Jones $197 00 3.416.00
el P e Yo S
T e \
1 w::‘::‘__ $ 2613.00
T add + 100000
=
L bubtotd 5 3613.00 .
The ending
Sty hecde s o :
i balance in your
check register
should agree with
the reconciled
......... balance on your
bank statement
Fotal | 519700
(=
te p l T e |s | uu.oo|
i
CLIENT LEDGER CARD
nan - Johin Smith aaarips Smith v. Smith yui ma 10-123 Dom Rel
acoress, 123 Any Place, Mediord, Oregon erone 54 1-222-3333 e JSW
FEES COSTS ADVANCED TRUST
CK.
DATE NAME MEMO NO.
e | oo [ oo | mees | ooy | s | oot [ momes | oor
Al John Smith Retainer 3,000.00 | 3,000.00)
M0N0 | acmon o2 ceamcoue | Filing Fee 100 H57.00 >
NS00 | vy racrme brocem Senr | Jarvice Fee o 2000 2113.00
Add up each
H 1
client’s trust CLIENT LEDGER CARD
account ba| ance: uaar - Susan Jones warmns Jones v. Tyler ur mo, 10-234 PI
aooress: 123 Any Place, Eugene, Oregon prong 411113344, o JSW
. FEES COSTS ADVANCED TRUST
Smith $2113.00 oK.
DATE HAME MEMO HO.
Jones $ 303.00 [ B B v R E— p—y —y —
Ta Ior 100000 IM010]  Susan Jones: RoeLasines 500,00 pmm—
Yy $ & vt cont|  Filing Fee | 103 16700 ( 0 00
-
TOTAL $3,416.00
CLIENT LEDGER CARD
g, Tom Taylor warres, Tavior v, Doe eugwa, 10-555 BUS
rooress BEBE SW Anywhere Court, Coos Bay, Oregon phong, D41-333-9999 yooney, JSW
I T FEES COSTS ADVANCED TRUST
CK.
DATE NAME MEMO NO.
.,..,..l......|.... proeem ......|....... ....,.....l -
¥162010]  Tom Taylor Retaner 1000 @




TRUST ACCOUNT RECONCILIATION

Lawyer Trust Account Reconciliation Sheet
For the Month Ended March 2010

Ams ts
Lawyer Individual Trust Account Ledger Balances
Client_Smith s 2113.00
Client Jones 303.00
Client Taylor 1000.00

Atiomey Funds for Barnk Charges, if any
1. Total Lawyer Individual Trust Account Ledger Balances
2. Lawyer Trust Account Journal {or Check Register) Balance
Bank Statement Balance

Less Outstanding Checks
Plus In-Transit Depasits

3. Reconciled Bank Statement Balance

Step 3

s

s

]

@

All 3 balances
should agree

Tally client balances

Record your check register
balance

Transfer the figures from your
bank statement

Common Mistakes

1.Bank error
2.Bank charges
3.I0OLTA interest

4. Mathematical error

5.Bank deposit or check not recorded

6. Using wrong account

7.Billing or withdrawing funds out-of-cycle
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Thank You!




