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Exercise 1
Complete the entries for the following transactions on some grid paper.  Use a different piece of grid paper for Miss Asif’s ledger and the Cash (Extract) ledger.  
You act for Miss Asif regarding her purchase of “Colours Ltd”.

	3 
	September
	You pay £40 for a company search.  You decide to use the firm’s money (known as business money) as you are not holding any money on behalf of the client.

	
	
	

	4
	September
	Miss Asif sends you a cheque for £40 to repay you for the money you spent on the company search.

	
	
	

	7
	September
	Miss Asif sends you a further cheque, this time for £200 on account of costs generally.  You decide that this is client money.

	
	
	

	10
	September
	You pay £125 for an environmental search fee.


Exercise 2
The following transactions have been recorded on the two ledgers at the end of this worksheet.  Identify the errors on those two ledgers and make manuscript amendments to them in order to correct the errors.  

You act for Mr Daniels regarding a series of debt collection actions.

	3 
	September
	You pay a court fee of £40 in relation to a claim for monies owed to your client by Frank Grayson.

	
	
	

	4
	September
	Mr Daniels sends you a cheque in relation the court fee in the sum of £40.

	
	
	

	7
11
	September
September


	Mr Daniels sends you a further cheque for £40 on account of future disbursements.

You pay a court fee of £40 in relation to a claim for monies owed to your client by Bob Hodgson.



Exercise 3
Complete the entries for the following transactions on some grid paper.  Use a different piece of grid paper for Mr Star’s ledger and the Cash (Extract) ledger.  

You act for Mr Star regarding his purchase of 3 Highcross Avenue.

	3 
	September
	Mr Star sends you a cheque for £400 on account of costs generally.  You decide that this is client money.

	
	
	

	4
	September
	You pay £100 for a local search.  You use some of the money you hold in client account for this purpose. 

	
	
	

	7
	September
	You receive a copy of the survey for 3 Highcross Avenue.  The survey reveals that there is dry rot at the property and Mr Star informs you that he has decided not to proceed with the transaction.

	
	
	

	11 
	September
	You send Mr Star a cheque for £300 so that you can close the file.
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Client:  Mr Daniels

Matter:  Debt Collection Matters
	Date


	Details of transaction
	Ref
	Business Account
	Client Account

	
	
	
	Debit
	Credit
	Balance
	Debit
	Credit
	Balance

	03/09
	Pay for court fee re proceeding against F Grayson
	
	     40
	00
	
	
	      
	
	
	
	
	
	
	

	04/09
	Cash: Receive payment for court fee from client
	
	     40
	00
	
	
	      ---
	--
	
	
	 
	
	
	

	07/09
	Daniels:  Money on account from client
	
	     
	
	
	
	   
	
	      
	
	40
	00
	      40
	00

	11/09
	Cash:  Pay for court fee re proceeding against B Hodgson
	 
	       40
	00
	
	
	40
	00 
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Cash (Extract)

	Date


	Details of transaction
	Ref
	Business Account
	Client Account

	
	
	
	Debit
	Credit
	Balance
	Debit
	Credit
	Balance

	03/09
	Daniels: Pay for court fee re proceeding against F Grayson
	
	
	
	      50
	00
	    50
	00
	
	
	
	
	
	

	04/10

	Receive payment for court fee from client  
	
	     40
	00
	
	
	
	
	 
	
	
	
	
	

	07/09
	Donaldson: Money on account from client
	
	     
	
	
	
	   
	
	      40
	00
	
	
	      
	

	11/09
	Daniels:  Pay for court fee re proceeding against B Hodgson
	 
	       
	
	
	
	
	 
	
	
	40
	00
	40
	00
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