Example of practice management evidence

Whilst working for ABC Accounting I was responsible for many of the procedures required for new clients. These included:

• ensuring clearance was obtained from the previous accountant

• carrying out anti money laundering due diligence checks

• producing a letter of engagement and explaining this to the client
• creating a new client file checklist.

In addition I was responsible for some of the data security requirements including:

• ensuring our procedures for holding clients personal data were compliant with the requirements of the Data Protection Act 1998

• renewing the firms’ registration with the Information Commissioner’s Office

• ensuring adequate back up for our IT systems

• ensuring computer files were adequately password protected.

I was also responsible for logging any complaints received, following them up by investigating issues and providing feedback to the complainant.

[bookmark: _GoBack]Although I was not responsible for client accounts at ABC Accounting I am aware of the requirement to have separate client accounts and will use the checklist in AAT’s Client Monies factsheet to ensure I comply with the regulations.
