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Recordkeeping  For Successful 
Trust Accounting



Straightening Out the Confusion





Best Practices
• Provide written retainer agreements.

• Keep client funds in your trust account until 
earned.

• Only use trust account funds for attorney’s 
fees and client expenses.



Best Practices
• Keep detailed “paper trail” of deposits and 

withdrawals.

• Wait for checks to be paid by the “payor bank”  
before writing a check against those funds.

• Beware of fraudulent bank scams.



Best Practices

• Plan ahead in the event of your death, 
impairment or disability.

• Maintain your trust account records for five 
years (MRPC 1.15 (b)(2)).



Records to Maintain

Monthly bank statements

Receipts/disbursements 
journal

Client ledger



Records to Maintain

Reconciliation records

Retainer agreements/ 
Engagement letters

Client/ 3rd party disbursements



Records to Maintain

Deposit slips or cancelled 
checks

Electronic transfers from trust 
accounts











Electronic Recordkeeping



Basic – Spreadsheet  

• Efficiency 
• Create templates
• Insert formulas
• Protect formulas
• Reuse

• Redundancy
• Files are backed up as 

part of your total 
redundant computer 
back up system



Spreadsheet Essentials
Learn how to create formulas



Why Computer Based Trust Accounting?

• Account journal(s) 
• Client trust account ledgers 
• All records of deposits (deposit tickets/slips & receipts) 
• All records of withdrawals (checks, counter 

withdrawals, bank transfers) 
• All trust account disbursement statements 
• All retainer and compensation agreements 
• All accountings to clients and third parties 
• All bills for fees and expenses 
• Checkbook registers or check stubs 
• All cancelled checks (or their equivalent) 
• All bank statements 
• Monthly reconciliations 
• Any other financial documents from client files 

Efficiency and Redundancy 



Practice Management Software

• Contacts

• Tasks

• Calendar

• Time Entries

• Communication

• Document Assembly

• Conflict Checking

• Remote Access

• Research

• Customization

• Linked Events

• Docketing

• Links to Billing

• Email Management



SaaS Practice Management Options

• There are several SaaS based applications that 
provide trust accounting functionality 
including:
– Clio   www.goclio.com

– Rocket Matter  www.rocketmatter.com

http://www.goclio.com/�
http://www.rocketmatter.com/�


Saas Pros, Cons and Considerations

• Available where internet connection

• No new hardware to purchase

• Painless upgrades

• No maintenance



Saas Pros, Cons and Considerations

• Internet down – no connectivity!

• Can you rely on security of confidential 
information?

• What about back ups and data security?

• What about subscription rate increases?

• Will you still love me tomorrow?





Office Policy Components

• Accountability
A person should be assigned for each task listed 
in the policy.

• Responsibility
A person should be assigned for overall    
responsibility for policy oversight.

• Compliance
There must be a mechanism to measure 
compliance.



Office Policy Components

Flow Chart

• Incoming funds
•Attorney fees (Earned/Retainer)
•Expenses /third party/settlement

Flow Chart

•Outgoing funds/disbursements
•Earned attorney fees
•Expenses/third party/settlement

Flow Chart

•Documentation
• Firm wide, e.g. tracking and billing
• Self audit

















Bill Frequently

• Split your client list in half

• Bill on the 15th and 30th of each month

• Improves cash flow

• Eases pressure of billing cycle

• Electronic billing software helps you save time 
and money













Online Banking

Be sure to document online banking 
transactions.





Free Web Page Capture



















Thank You

JoAnn Hathaway
Practice Management Advisor

Practice Management Resource Center
State Bar of Michigan

PMRC Helpline:  800/341-9715
Ethics Helpline:  877/558-4760

Jhathaway@mail.michbar.org
517/346-6381

mailto:Jhathaway@mail.michbar.org�
mailto:Jhathaway@mail.michbar.org�
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