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Restrict Negative Trust Balances

Client trust balances will never be in a negative position when this option is selected

.System Settings

Time/Fees
/ Pazt Duednterest || Proyinc jzed Tranzactions | Chegue Pattern | Front Office
Client Costs Firmn Other | Data Enbry Banking Tax b atter Eilling
Time Expenze
LS 'Utllltles [ 5ave Timeir Hrs and Minz []Use Quantity = Fates Entries
Billing Timer [ 1 Mark Up Client Expense
_ _ nd Time Entries tu:u Hs I:I
ient Receipts 'S stem Sett|n S
y g | ] &uto Track Time Reduction [ ] Show Expense Gross Amounts
f Month/Year
f / [] &dd Mates ta Time Entries Truzt
Firm *Data Entry tab Hold Changes
unts Payable [ &llaws Charges to be Held Allows Trugt-to-General Transfer of Fee WP
i [] One Matter per Page on Client Trust List
Utilities - [ Allow Mare Than 24 Inv./Chi, Restrict Megative Trust B alance
Payment and Retainer Fules
Blend Tax Payments
Apply Paymentz To
*Select Restrict Negative Trust Disbursements Fees
Balance
[ ] &llows General Retainers
Alwans Transfer Owverpayrments o Trust
[ ak. l [ Cancel ] [ Help -




Misc. Trust
* Trust deposits taken to the bank by the next business day

* Trust shortages
*You must notify the Law Society of any shortages over $2500.00 even if they
were immediately corrected.
*Any amount not corrected within 7 days must also be reported.
*Form is on the Law Society of Alberta website www.lawsociety.ab.ca

*All theft must be reported for both trust and general accounts

*CDIC (Canadian Deposit Insurance Corporation)
*You must send a trust listing to each bank in which you have a trust account
whether or not the bank requests a listing
*Customize the trust listing using “Customizing layouts in reports” from the
mornings session
Call the layout “CDIC” and only show
*File number
*Bank number
Amount in trust for that file

*Trust Receipts and Trust Cheques

*Show why funds were received or disbursed in the explanation box
*Be specific (trust funds received is not acceptable)
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Trust Bank Reconciliation Reports

Reports to be included with your trust bank reconciliation
are:

« Trust Bank Journal

*Print an individual bank journal for each trust bank
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rust Bank Journal
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# Trust Bank Journal
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*The journal will now show how the payment was received



*Trust Bank Matter to Matter Transfer Journal

*Reports

*Bank Matter to Matter transfer journal

Change:

eAccount number/

(may do one report for
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*Dates (current month)
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*Client Trust Listing
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Self Reporting at year end

To turn on self reporting in PCLaw
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*Once you have re-opened PCLaw you will see a
Law Society Audit option
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Miscellaneous

*Trust funds to pay an invoice
*File must be billed and funds transferred to general no later than 1 month

after the work has been completed

*Cheques must be made payable to the ultimate recipient
Letter to authorize (direction to pay) that is signed by the client may be
acceptable

*Electronic Withdrawals
*on-line - by member only
*Only member can know the password
*EFT (electronic funds transfer) — letter faxed to bank with member signature
*Form on the Law Society website must be completed
*Requires a hard copy with relevant data — a hardcopy confirmation from the
bank within 2 banking days showing date, amount, source account number,
destination account number and name

*ATM cards
*For deposit only in trust
*Attach the deposit slip from the machine to either your deposit book or your
PCLaw deposit slip” with the file name and number indicated.



*Credit / Debit Cards
*Trust money must be deposited directly to trust

*General funds can go to trust but must be transferred to the general
account as soon as funds are received in the bank account

*Cardholder name, Client name and file number must be recorded on the
merchant slip

*Merchant slip must be attached to the deposit slip

*Walk in client / Notarizations / ILA

*Client must receive either an invoice or receipt at time of payment or prior to
payment. Include client name and method of payment on the receipt.

*An invoice must be produced in PCLaw and the payment recorded to
accounts receivable (this can be done after the client pays if a receipt was
given to the client)



General Bank Reconciliation

*General bank reconciliations must be reconciled by the end of the following
month (same as trust)

*General bank statement must say “General” on the statement

*Reports to be included with your general bank reconciliation are:
*General Bank Journal
Print an individual bank journal for each general bank
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*Billing / Fees Journal

*Reports

*Journals

*Billing/Fees Journal — |

Change:
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*Receivables by Client
Reports IBiIIing G/L Tools Options Window Help
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Closing Files

Client ledger must be printed and included on the file prior to closing

*A second client ledger must be kept in a central file or binder called
“Closed Ledgers”

Backups

*There must be an offsite or electronic backup done monthly

*Your offsite backup should include PCLaw, my documents and precedents

Note: This is the minimum. You should utilize several backup or clone options
available such as the PCLaw backup, USB, CD or removable hard drive
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Contacting the Law Society

Glen Arnston, Manager Trust Safety 780-412-2304
Glen.Arnston@lawsociety.ab.ca

Darrell Pidner, Financial Analyst 780-412-2305
Darrell.Pidner@lawsociety.ab.ca

Law Society of Alberta

Suite 800
Bell Tower, 10104 103 Avenue
Edmonton, Alberta T5J OHS8

Tel: (780) 429-3343
Toll-free 1-800-272-8839
Fax: (780) 424-1620
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