PROPERTY OWNER ASSOCIATION CHECKLIST

Name of Bank: Bookkeeper:

Account #

(last 4 digits): Signature(s) on
Account:

Type of Account:

Bank Account in the name of:

Computer Software Used: Period Examined:

# POAs Managed:

SUMMARY OF FINDINGS

Bank Reconciliations: Satisfactory Deficient No Reconciliation
Note Deficiencies:

Ledger Reconciliations (Trial Balance)

Other Deficiencies Noted:

Trial Balance: Satisfactory Deficient No Trial Balance
Could a Trust Account Liability be Calculated? If so, do the records indicate:
Per Broker’s Books Auditor_Calculated
Overage: Amt: Amt:
Shortage: Amt: Amt:
Deficit Spending:
Commingling:

CORRECTIVE ACTIONS & RECOMMENDATIONS

Corrective Actions:

Recommendations:

Deadline for BIC to demonstrate that Corrective Actions have been instituted:

N/A = Not Applicable Property Owner Association Checklist Revised 5/18

N/C = Not Checked 1

S11-1111




NCREC
Yes No Non-Compliant
G.S. Section 93A-6(g) [Insured Depository Institution]
1. Is the account in a federally insured depository institution lawfully doing business in
Lo T =1 o] [ 13 T (][] []

Comments:

Rule A.0116(c) [Interest Bearing Trust/Escrow Accounts]

2. Is the bank accouNt iNtEreSt-DEAIING? .....cccvevvreeiieeeiet ettt ettt en et eteasans (][] []
(If no, skip to Question #3)
a. If yes, is there written authorization for deposit? ...........ccccccceveveeviiiiiieiceieeeeeeees e, (][] []
b. Is the written authorization CONSPICUOUS? ........ccccueueriiiiiiiiieeeeie s beaes eevevenens (][] []
c. Does it state how/to whom interest Will De diSDUISEA? ......o.oveveveeeeeeeeeceeeeeeeeees i (][] []
3. Is the bank account a demand ACCOUNE? .........cueivieeeeeiecieee ettt sttt r et e s satereaens (][] []
Comments:
Rule A.0117(b) [Trust/Escrow Account Designation on Bank Accounts]
4. Are the following designated Trust or Escrow?
A DEPOSIT SHIPS: oottt ettt rbsnas (][] []
D, CNECKS, oottt ettt ettt ettt ettt ettt ettt ettt et et et ettt ettt et et ane eeerirans (][] []
C. BANK SEAIEMENES: .ottt ettt ettt ettt et et et ettt et e et et et et ee et et es e et et ereteeneeane eeerenens (][] []
Comments:
Rule A.0118 (a)(b) [Property Owner Associations]
5. Are the property owner association funds in a bank account maintained by the broker’s
managing entity and exclusively for funds belonging to that property owners association? .......... HEN ]
6. Are any of the officers of the property owner association a signatory on the broker’s
ACCOUNE? ottt ettt ettt et et e s et et et et et e et et et et e et es et ee e et eees e et et et es et et eees et et eses et e eneeeseee et esereeen oearenens (][] []
7. Are periodic statements provided to the property owner association according to the
licensee’s agreement with the association and at least every 90 days? ..........cccoeveveveierireins coveenes (][] []
(If no, skip to Question #8)
If yes, do the periodic statements:
a. Report the balance of association funds in the licensee’s possession or control? ..... .......... HEN ]
b. Account for the funds the licensee has received and disbursed on behalf of the
TSI o e T- 11 02 T (][] []
Comments:
Rule A.0117 (c)(2) [Canceled Checks]
8. Do canceled checks identify the purpose of the diSbursement? ............cccccoeeeeveeeeeeevceeeeenes cveveenss (][] []
9. Are digitally imaged copies of the canceled checks retained in lieu of canceled checks? ...... .......... HEN ]
(If no, skip to Question #10)
If yes, are the digitally imaged copies:
a. Legible reproductions of the original canceled Checks? ..........ccccovoeeeveceiececeeieeees e, HEN ]
b. The front and back of the original canceled CheckS? .........c.coovevecevevceeieeeieeeeeiees cereeiaes (][] []
Comments:

Rule A.0117(c)(3) [Deposit Tickets]
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10. Do deposit tickets or supplemental deposit worksheets for each transaction identify:

a. Property or property interest address for which the payment is made? .........ccccoevet v, HEN ]
(o Y T=Y R (][] []
c. Remitter of the monies depOSIEA? ........cccvcviveieiiiiiciciceeee e annaa, (][] []
d. Purpose of the payment of the monies depoSItEd? ..........cccevvvvviveeereeeiireeeeeeeenens eveieias HEN ]
e. Do computer deposit tickets agree with bank deposit tickets? .........ccccoovevviiiiiins v, HEN ]
Comments:
Rule A.0117 (c) (5) [Journal/Check Stubs]
11. Is a trust/escrow journal or check stubs MaINtAINEA? ...........ccvevrueieieiieieeeeee e eveieias (][] []
(If no, skip to Question #12)
a. If yes, document examined
b. Are the transactions recorded in the journal in chronological sequence? .........cccoev veneeee. HEN ]
c. Does the journal show a running balance of funds in the bank account? .................. c......... HEN []
d. Does the journal identify each bank deposit transaction with:
i.  The amount of the dEPOSIE? ........ccceveviiiiiiiiiiccce e bennana, (][] []
ii.  The date Of the dePOSIt? .....cocoeveiiieicicice e aennnas (][] []
iii. An appropriate reference to the corresponding deposit ticket? .........c.cccocoeveees cvvvneee. HEN ]
e. Does the journal identify each bank disbursement transaction with the:
i, Amount Of the diSDUISEMENT? ...ovvee ettt ettt eeeeeeeans (][] []
ii.  Date Of the dISDUISEMENT? .....oveeeeeee ettt ettt ettt ettt ettt eeeeeeens (][] []
iii. Check number when a check is used to disburse trust funds? ..........ccceevevvvies covennae. HEN ]
AV =YY=y 2T (][] []
V. Purpose of the diSDUISEMENL? .......c.ccviviiiiiicicceeeeeeee e aes eevevenns (][] []
Comments:
Rule A.0117 (c)(6) [Payment Record Sheet]
12. Is a payment record sheet maintained for each property or interest in the property? ......... ......... HEN ]
(If no, skip to #14)
13. Do the payment record sheets identify the:
a. AMOUNt OF PAYMENLS TECEIVEUA? .......veeeieieeeeiieeeeecee sttt en sttt eeesenans (][] []
b. Date of the receipt of the PAYMENTS? ..........cccceiiiiiiiciieee s seeeene, HEN ]
C. Remitter Of the PAYMENLS? .......c.cvoceeeeiieeieeecee ettt aees eeesanens (][] []
d. Purpose of the payments rECEIVEA? .........cccoviiirirereriiieeetes et sevesenas HEN ]
e. Amount of the obligation for which payments are made? ...........ccccoeceveviviceseiins ceveveinns HEN ]
f. Nature of the obligation for which payments are Mmade? ........c...cccoeeeeuevecereeecreieeees ceveveen, (][] []
g. Amount of any balance due or delinquency (running balances)? ............ccccoeeeeiiies vevevenne, HEN ]
Comments:
Rule A.0117 (d) [Audit Trail]
14. Is there an audit trail from the deposit slips or supplemental deposit worksheet to the
JOUINAI? oottt a ettt s ettt e e s et et et et s s e s nant et et es s et eaetes sensesaeas (][] []
15. Is there an audit trail from the deposit slips or supplemental deposit worksheet to the
PAYMENTE FECOTA SNEELS? .......eeveeceeee ettt ettt ettt s st s e en e s s et ssnansas saensneans (][] []
16. Is there an audit trail from the canceled checks or supplemental disbursement worksheet
TOthe JOUINAI? ... .. ettt ettt es ettt ens seaetanans (][] []
Comments:
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Rule A.0117(e) [Reconciliation}

17. Are bank statements reconciled to the journal MONthly? .........c.cocooveveieiereeeeeeeeeeeerenas s (][] []
a. When was the last reconciliation prepared? (date)
b. For what month?
Comments:
G.S. Section 93 A-6(a)(12) and Rule A.0116(g)
18. Is there any evidence of:
a. Shortages (Accounts Receivable) from the management entity on the Property
Owners AssoCiation general IBAGEI? .......coocevevvieieeiieieecee et es e saeae s seeeereeas (][] []
b. Overages (Accounts Payable) to the management entity on the Property Owners
Association general IBAGEI? ........cocvevevevevecccceeee et e (][] []
C. NSF ESCIOW CRECKS? vttt ettt ettt et ettt et et e et et er et et et e e et et eneeeeneeenens o (][] []
d. Conversion of Property Owner Association trust money to personal Use? ............... c......... HEN []
Comments:
N/A = Not Applicable Property Owner Association Checklist Revised 5/18
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