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Client Money Handling Policy and Procedure

Client Money Handling Policy and Procedure

Bromwich Hardy's client money handling policy outlines procedures to safeguard client funds, ensuring
money is held in separate, identifiable "client" bank accounts, used only for client purposes, promptly
returned when no longer needed, and kept separate from firm funds, with strict controls for payments,
reconciliation, and reporting, to prevent misuse, fraud, and ensure transparency. Key aspects include clear
account titles, authorised withdrawals, regular reconciliations, and detailed client communication.

Our Core Principles

= Segregation: Client money must be held in a bank account separate from the firm's own money, clearly
titled with "client" and the firm's name (e.g., "Client Account of Bromwich Hardy").

= Purpose: Funds must only be used for that specific client's matters, with payments made on written
instruction or as agreed.

= Prompt Return: Client money must be returned immediately once there's no longer a valid reason to
hold it, including refunds or fees due.

= Transparency: Clients must be fully informed about how their money is handled, including bank details
and account names. Clients are asked to sign a service agreement between the company and
themselves which outlines how their money is treated and where it is held.

Key Procedures
= Receipts: Incoming funds must be promptly identified and deposited into the correct client account.

= Payments:
« Sufficient funds must be verified before payment.
» Payments require supporting evidence and authorisation (e.g., from a partner)
= Fees are withdrawn only after invoicing the client and with their permission.
« Cash payments are generally avoided.

= Reconciliation: Client accounts must be reconciled regularly (monthly) with bank statements and
ledgers, with discrepancies cleared quickly, overseen by the Finance Director (Consultant).

= Unidentified Funds: Policies must detail procedures for identifying and handling unidentified funds,
often requiring review within a month and donation to charity after several years.

= Security: Controls like firewalls, backups, and secure storage for cheques are essential. These are
handled and maintained by our outsourced IT providers and a copy of their policies and procedures are
available upon request.

Regulatory Requirements (RICS)

« We adhere to the RICS Code of Conduct and follow the rules and statements regarding Client Money
Handling rules.

« Detailed records are kept and are available upon request.

« Annual returns to regulators must include client money details and they are available upon request.

How Client Money Handling Policy and Procedure
Protects both the Company and Clients
= Prevents any company insolvency from affecting client funds.

= Protects against fraud and misuse.

= Ensures clients retain control and access to their money.
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Definition of Client Money

The RICS Client Money Handling - 1st Edition 2019 defines Client Money as Money of any currency
(whether in the form of cash, cheque or electronic transfer that

» A RICS regulated firm holds for or receives on behalf of another person, including money held by a
regulated firm as stakeholder, and

« Is not immediately due and payable on demand to the RICS regulated firm for its own account, but

Excluding fees paid in advance for professional work agreed to be performed, and clearly identifiable as
such, unless the fees are for works undertaken as a property agent as defined by the rules of the RICS
client money protection scheme for property agents.

Topics

= How and where money is held

= Pooled Client Money Account

= Discreet Bank Account

= Access to Funds

= Payment of Funds into Client Account

= Controls for Authorisation of Payments from a Client Account
= How Interest and Bank Charges are Handled

= Payment of Invoices

= Reconciliation of Accounts

= Unidentified Payments

= Information Provided to Clients about Monies Held on their Account

How and Where Money is Held

As part of the Royal Institution of Chartered Surveyors (RICS) professional statement (client money
handling), effective from 1st January 2020 and internal due diligence, client money held or received by
Bromwich Hardy LLP is either banked into a general clients account, a designated discreet account or
held in a client - controlled bank account.

A general clients bank account is a Bromwich Hardy LLP Client account which holds pooled client money
belonging to more than one client. A discrete bank account is a client named bank account which holds
client money belonging to a single client. Bromwich Hardy LLP will also hold virtual bank accounts for
client, service charge, sinking funds and tenant deposits.

Client monies are held separately from Bromwich Hardy LLP’s own monies, are easily identifiable and
immediately available. Within the general clients bank account, each client's money is recorded in
individual client ledgers to maintain segregation of funds. Client money is held in an appropriate banking
institution, regulated in the UK and authorised by the relevant regulatory body.

Pooled Client Money Account

All client money is held within a client money bank account with HSBC. The bank will not be able to use
any money held in the client bank account to settle any sum owed to it by Bromwich Hardy LLP or any
other third party. The bank will also not be able to combine any client money bank account with any other
account nor have any right of set off or counterclaim against money on the client money bank account.
Bromwich Hardy LLP have exclusive control over client money.
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Discreet Bank Account

All client money is held within a discreet bank account with HSBC. Such money is held separately from
any monies held for any other clients or for Bromwich Hardy LLP. The bank will not be able to use any
money held in the client bank account to settle any sum owed to it by Bromwich Hardy LLP or any other
third party. The bank will also not be able to combine any client money bank account with any other
account nor have any right of set off or counterclaim against money on the client money bank account.
Bromwich Hardy LLP have exclusive control over the client money.

Access to Funds

Signatories are at Partner level only. Approvals to execute electronic payments from the client account will
be restricted to the signatories. Partners may not sign cheques or approve transfers drawn against hard
copy invoices solely authorised by them.

Payment of Funds into Client Account

All cheques received by post are logged and banked on the day of receipt, where possible, and allocated
to the appropriate client money account when cleared. Bromwich Hardy LLP do not accept cash
payments. All unidentified funds are reviewed as soon as possible and not later than three months from
receipt at which time they will be allocated or returned.

Controls for Authorisation of Payments from a Client Account

A withdrawal from a client account can only be made after a specific authority has been approved by a
signatory in accordance with the bank mandate or the firm's procedures and systems. All payment
requests must be accompanied by supporting documentation that has been checked and authorised.
Segregation of duties in the client accounting function is in place to prevent data tampering with the
payment process.

How interest and Bank Charges are Handled

The client accounts are an interest bearing, instant access account and Bromwich Hardy LLP will cover
transactional banking and account maintenance charges associated with the day-to-day operation of such
account (not including overdrawn penalties which will be borne by the client)

Interest generated from the virtual accounts will be credited to the designated virtual accounts. Interest
generated from the main client account will be credited to Bromwich Hardy LLP.

Payment of Invoices
There will be a payment run of no less than weekly for supplier invoices

Payment runs will be approved by the appropriate manager for the relevant client

The payment file is generated by the Accounts Team, which will be reviewed by a senior Accounts Team
assistant before being sent to the signatory (Partner) for authorisation, with all supporting documentation.

Any urgent payments can be made outside of the payment run.

Reconciliation of Accounts

Bank accounts are reconciled on a monthly basis. The pooled account is reconciled using a three-way
reconciliation between the bank, general ledger, individual client ledgers and cash book as required by
RICS.
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Unidentified Payments

Should we receive any funds that we are unable to identify, we will do our best to understand which client
they relate to and upon investigation, reimburse the client as soon as possible if necessary. Any
unidentified funds we will endeavour to identify. If someone claims the payment, upon proof of payment
we will allocate it accordingly, if within three months, no one has claimed the monies, despite all avenues
of investigation having been exhausted, (emails, letters, calls, etc.), we will return the payment back to the
originator of where the funds came from. If it is not possible to return the payment, we will hold on to it for
three years at which point we will donate to a registered charity of our choice. As part of this we will
obtain a receipt and indemnity from the charity that would reimburse for the company for payment of the
monies if a beneficiary is subsequently identified.

Information Provided to Clients about Monies held on their Account

Reporting and frequency requirements are agreed and documented with the client by means of a
Management Agreement.
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