Broker Software Evaluation for Resort Rental Management Accounting

Name of the Software: Version:
Yes No
Journal  (Report Name: )

Refer to Rule A.0117(c)(5): A general journal (or check register) must identify, in chronological order, each transaction
to and from the trust or escrow account. It must include the amount and date of each deposit and a reference to the
corresponding deposit ticket or supplemental deposit worksheet. The amount, date, check number, payee, and purpose
must be included for each disbursement. The report must also show a running balance after each entry.

Does the software generate a truSt/ESCrOW JOUINAI? .......cviiiiiiiiiie ettt s saeenne e HEN
a. Does the journal show a running balance of funds in the bank account? .............ccoooiiiiiiiienii v HEE
b. Are the transactions in chronological order so that the running balance is correctly stated? .......... .......... HEN
c. Does the journal identify each bank deposit transaction with:
i The amount Of the JEPOSIT? .........ceviueieecee et ettt nae s nas seneesnes (][]
i, The date Of the AEPOSIT? ......ceveveeeiieeceeteie ettt et s ettt ne et ettt es s neetetetes s senseesas (][]
iii. An appropriate reference to the supplemental deposit Worksheet? ..o v HEN
d. Does the journal identify each bank disbursement transaction with the:
i, AmOUNt OF the AISDUISEMENT? ...ttt ettt ettt et ettt et et e et et eeeaeee 2erereeeas (][]
ii. Date Of the QISDUISEMENT? .....oeeeeeee ettt ettt ettt et et e et et et ettt et e e eee et ee et e et et eeeaeee 2 ereeeaeas (][]
iii. Check number when a check is used to disburse trust funds? ..........cccccoviiiiiiiiic e e, (][]
IV, PAYEE? oottt ettt ettt e et a et n et et a et n st en et n e et annaes sentesnen (][]
V. PUrpose Of the diSHUISEMENE? ........c.oveiieiceeeeccee ettt svnenaans (][]
vi. An appropriate reference to the supplemental disbursement worksheet? ..........ccccveviviieiiens e, HEN
Ledger Sheets  (Report Name: )

Refer to Rule A.0117(c)(4): A separate ledger must be maintained for each property or owner managed by the broker;
there should also be a ledger for any company/personal funds held in the trust account. The ledgers must identify the
particular property or owner, the tenant, the amount, date, remitter, and purpose of the deposits as well as the amount,
date, check number, payee, and purpose of disbursements. There must be a running balance of funds on deposit after each
entry. Tenant security deposits can be accounted for on a separate tenant security deposit ledger; this ledger shall identify
the remitter, the date the deposit was paid, the amount, the tenant, landlord, and subject property as well as the check
number, amount, date, payee, purpose and a running balance for each transaction.

Is a separate ledger maintained for:

. EACH OWNEI OF PIOPEITY? .oeeeceeeeeeeeeeeete ettt ettt a sttt s st et e st s e st et et et s ensnsetetaes sensnsnes HEN
b. EACh teNant SECUILY EPOSIE? ......covoveeverceeieeeceeteeeetes et eete et es et en st setesense s ess et s ssassnassns esansnens HEE
C. PEISONAI TUNTS? .ttt ettt ettt ettt et ettt et et et et et et e et et e e et ee et et esee e et et eses e et et esese et et eteeneseres oeenarens (][]
Do the ledgers identify:
. THE OWNET OF thE PIOPEITY? evveeeeeeeeete ettt ettt es e sa ettt s st st e st es e st et et et s s snsetetees sensneees HEN
D. THE tENANES (OF GUESES)? ..e.veceeeeeeceeeeeetee ettt et es et esae et en st ae s st s ensetessnse s sneesensnassnanas sesassrens HEE
C. The amount of the MONIES UEPOSITEA? .........c.vveereieieececeeee ettt es ettt en s neeteaes eeenaeeees (][]
d. The date of MONIES UEPOSITEA? ........cveeveveiceeeeceetee ettt sttt s sttt en s et tees ernsnaees (][]
€. The purpose of MONIES AEPOSIEEA? .......c.cvcueveereeeecee ettt sttt se et en et s sans eeanenens HEE
f. From whom monies deposited are rECEIVEU? ........cccovvevevvreeieeiieeeeeeeete sttt es ettt s st seenaneees (][]
g. The check number when a check is used to disburse trust fundS? .......ccccoviiiieeiini i e (][]
h. The amount of the MONIES TISDUISEA? ........oveeeeee oottt ettt et ettt et et e et et et e et et eeeaeee et eeeeee eereeeeens (][]
i. The date of the MONIES TISDUISEA? ......viveeeeieeeeeee ettt ettt ettt ettt et et et et e s e et et et e e e e seeeerens (][]
j- The purpose of the MONIES AISHUISEU? ..........c.cvcuevieeieiceee ettt et snaes seneesnes HEE
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K. TO WhOm diSDUISEMENES Are PAIA? .........vveeveveieececeeeeieies e stete et es e st st s s saese et s s ensesetesesesenssees esesanans (][]
I. The running balance of funds on deposit after each chronological entry? ... e, HEN

Subsidiary Ledger Sheets (Report Name: )
Refer to Rule A.0117(f): The broker must maintain either: 1. Subsidiary ledger sheets identified in categories by purpose
for each vacation property or owner; OR 2. Accounts payable ledgers for each vacation property or owner and each
vendor to whom trust monies are due, including vacation rental tenant security deposit monies and vacation rental
advance payments. The ledgers must record monies collected on behalf of the owner or property identifying the date of
receipt of the trust monies, the remitter, the rental dates, and the corresponding property or owner ledger entry including
the amount to be disbursed for each and the purpose of the disbursement.
Does the software generate separate subsidiary ledgers identified in categories by purpose for each property/owner or
does the software generate accounts payable ledgers for each owner or property and each vendor to whom trust monies
are due for:

8. OWNET PrOCEEAS? ....vovevereceeeecee e etesesteteseseetesse e s esae s s saesensstes s s st eseaesens st esenaesensstesensesessnsesansneesnansans esansrens (][]
D. NOIN CAr0IING SAIES TAXES? ....v.veveeeeeeeeeeee et eeee et et eeee e et ee et et et et et et et et et et et eees et et et esees et et eseee et esesees st eearees seeereeeas (][]
C. LOCAI OCCUPANCY TAXES? .....ceceivviieciceceete et ee ettt e sttt en ettt s s sss et e st es e sss et et et esensnseaetess seansneees HEN
d. Fees due the real eState COMPANY? .......c.cvcueveeruerceeieeciet et eeee s esae st sesae s st s enss s ssesenssaesenanaans esensnens HEE
€. TENANT SECUMILY TEPOSIES? ....ovcvvveveeeceeteie et es ettt sttt ee ettt s s s st e s s s enses et et et en s eneetetaes sensnanes HEN
f. Balance on rentals required to be held until OCCUPANCY? .....c.ooiiiiiiiee e e HEE
g. Balances due to third parties for cleaning, travel insurance, linen services, and similar items? ........ .......... HEN
Can the subsidiary ledgers be reconciled to the property or OWNer 18Agers? ......oooevviieeieiiieieeie et e HEE
Supplemental Disbursement Worksheets (Report Name: )

Refer to Rule A.0117(c)(2): When a payment is used to disburse funds for more than one property or owner, the payment
must notate each property or owner and the corresponding amount for which disbursement is made, with reference to the
corresponding property or owner ledger entry(ies). The check notation may refer to the required information recorded on
a supplemental disbursement worksheet that cross-references the corresponding check or payment.

Does the software generate supplemental disbursement worksheets that identify on each disbursement transaction:

. THe date OF the GISHUISEIMENT? .......veeeeee ettt ettt et ee et et e ettt eteees et et eeee e et et eseee et et eses e et et eseeesases orenareees (][]

D. THE CHECK NMUMDEI? ...ttt ettt ettt et et e et et et et e e et e e e et e e e et e ee e e s enen e ereneeeens (][]

C. TNE PAYEE? oottt ettt ettt s s st et et en s e ettt s s s et et e st s et et et et nen e et teen ernanaees HEN

0. The OWNET OF PrOPEILY EAGEI? .......ovveceeeeceeeeeeeees ettt en et sas ettt s et en s s s sans esanarens HEE

€. The purpose for the iSDUISEMENE? .........cccvevieeeeeeeeeeececee ettt es ettt es ettt en e tees ernansees HEN

f. The amount OF the AISDUISEMENT? .......vovee ettt e ettt ettt et et et et et et et et et et esee et eres oeenenens (][]
Supplemental Deposit Worksheets  (Report Name: )

Refer to Rule A.0117(c)(3): When a single deposit is used to deposit funds collected for more than oneproperty or owner,
the required information may either be recorded on the ticket or recorded on a supplemental deposit worksheet that
cross-references to the corresponding deposit ticket.

Does the software generate supplemental deposit worksheets for each bank deposit transaction that identifies:

a. The purpose of the MONIES dEPOSIEEA? ...........coveueieiieececie et s et s sttt en st senseaees HEN
b. The property for which monies Were depoSItEA? ...........c.cceveeervericeeieeeeeeeeeeie e sae s eveneeens HEE
C. The remitter of the MONIES dEPOSIEEA?  ........c.veeeveeeieeeeccee ettt es ettt senanaees (][]
0. The date OF the GEPOSIE? ......cvceeeeceeeeceeeee ettt et ae et ae s et en e snanaans esansrens (][]
€. The OWNEr OF PrOPEITY IBUGEI? .......cvveeeeeceeieeeeet ettt ettt et s e n e senanas oeeenanens HEE
f. The amOUNt OF the AEPOSIE? .......c.cveveeeiieeeceeteee ettt ettt es e ettt es ettt s s nsesetaes sensnnees (][]
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Audit Trail
Refer to_Rule A.0117(d): Records of all receipts and disbursements of trust or escrow monies are to be maintained so
that there is an audit trail from deposit tickets and canceled checks to the journal and to the ledger sheets. Is there an
audit trail from the supplemental deposit worksheets to the JOUrNal? ... e
Is there an audit trail from the supplemental deposit worksheets to the 1edger? .........ccooviieiiiiiieiiieeees e
Is there an audit trail from the supplemental disbursement worksheets to the journal? ...............ccooiiiies e
Is there an audit trail from the supplemental disbursement worksheets to the ledgers? ........cccooeveviiiiveiies evieeias

Property or Owner Trial Balance  (Report Name: )

Refer to Rule A.0117(e)(1): A ledger trial balance shall be prepared showing a list of the property or owner ledgers,
their balances, and the total of all of the property or owner ledger balances as of the monthly cutoff date.

Does the software generate a trial balance of the property or owner 1edgers? .........coooveoeiieiieine e e HEN
Does the software generate a trial balance of the security deposit IeAQEIS? .......ccevviieiieii i e HEN
Reconciliation

Refer to Rule A.0117(e): Trust accounts are to be reconciled monthly; the bank statement must be reconciled to the
journal, then the ledger trial balance, reconciled bank statement balance, and the journal balance should be compared as
of the cut-off date. If these three amounts do not agree, the broker shall investigate the reason for any variation between
the balances and make the necessary corrections to bring the balances into agreement. Once in agreement, a worksheet is
to be created showing the balance of the journal, the ledger trial balance, and the reconciled bank statement balance to
be in agreement as of the cutoff date.

Does the software generate a bank account reconciliation report that identifies:

The MoNth end DANK DAIANCE? ... ettt ee ettt et et et e s e s ee e e e e eeee e senennas (][]

The cleared deposits and iSDUISEMENES? ........c.c.cvvrueveieiieieceeie s sttt st es ettt s s s e tees srneneees (][]

The deposits-in-transit and oUSLANAING CNECKS? .........cuevieeeeiceeieecee ettt esee e enes seneeaas HEE

The reCONCIHEA DANK DAIANCE? ... ettt et ettt ettt et e ettt et et et et ee et ettt et et ese et et et eeeeeneees oeeeanenes (][]

Does the software generate a trial balance of the property 18dgers? ..o e HEN

Does the software generate a trial balance of the OWNer 1edgers? ... e HEE
Does the software generate a trial balance of the property/owner subsidiary ledgers or the accounts payable ledgers that

equals the total of the Property/OWNEr IEAGEIS? .....c.viiiiicece ettt ettt te s ra b e ste e e e sbes sereesrens HEN
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