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Bailey Partnership (Group) Ltd. -  Client Account Money Handling Procedure 
 
 
1.​ Administered in accordance with RICS Clients Money Handling: Professional statement for 

firms 1st Edition October 2019, re-issued in October 2022 as an RICS Professional Standard. 
 

2.​ Client Account was opened on 18th March 2019 
 
3.​ A letter of agreement setting out the terms of the BP Client Account is to be signed by the 

Client. 
 

4.​ A Drawdown Request of Client Money is to be issued to the Client for all payments made into 
the Client Account. 

  
5.​ An Authorisation for Payment proforma is to be signed by the Client or Clients 

Representative and issued to Accounts with Executive Director signature and copies of the 
Invoices. 

 
6.​ Only Principals and Senior Staff Members have access to the RICS Client Account 

 
7.​ New Supplier bank account details are to be verified before any payments are made. 

 
8.​ Monthly 3 way reconciliations are to be carried out and signed off by an Executive Director. 

 
9.​ The Client Account Monitor shows the current balance of the Client account and individual 

Project statements will be issued regularly. 
 

10.​ Unidentified Funds 
Unidentified funds are defined by RICS as Client money where the beneficiary is 
unknown or cannot be traced, preventing payment to the Client.  
 
If unidentified funds are received in the Client Account, prompt action would be taken 
within a maximum of one month,  to identify the owner and return them. This may 
involve reviewing records, contacting the Client at their last known address and other 
relevant parties, and conducting thorough searches. Attempts would be made to repay 
funds through the banking system wherever possible. 
 
Detailed listings would be held of relevant details of unidentified funds along with 
records of our investigations. Details will include the date and how monies were 
received and the reference on the bank statement regarding the payer and the 
amount. 
 
If after three years we are unable to trace the owner of the funds they would be 
transferred to a registered charity in line with the RICS rules and an indemnity would 
be obtained to ensure return of the funds should a beneficiary be subsequently 
identified. The unclaimed client funds would be reviewed regularly to determine 
whether any transfers or other action is required. 
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