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Rule 20(1)(k) Application/Information Form
SRA Accounts Rules 2011
Please complete a form for each client matter on which you are holding outstanding monies.  You may photocopy this form if you wish.  

If you have a very large amount of balances, as an alternative, you may submit a schedule detailing information about each balance and showing what attempts have been made to trace the owner of the money, using this form as a guide to detail attempts made.  It would help your application if all information is delivered to us in the format we require.  Copies of ledger cards or bank statements should not be enclosed.
	Checklist of attempts made

to trace the client or other proper recipient of money in client account



	Name of Client (if known):


	Ref:
	Amount
	

	How long have funds been held: 
	
	Type of file e.g.conveyancing etc
	

	Is the money in client account?
	Yes/No
	
	

	Step to be taken

	Yes / No
	If no, why not appropriate
	If yes, result found

	Have you written recently to all known addresses? 

	
	
	

	Is file available to be checked? 
	
	
	

	Has client been telephoned on all numbers on the file?

	
	
	

	Have a attempts been made to contact client via third parties? E.g. family, employer, bank etc

	
	
	

	Has the telephone directory been checked?

	
	
	

	Has there been an Internet search made against the client’s name?


	
	
	

	Has the Electoral roll checked? *
	
	
	











Please see over

	Step to be taken


	Yes / No
	If no, why not appropriate
	If yes, result found

	Have you considered the letter forwarding service at the Department for Work and Pensions at www.dwp.gov.uk/lfs 
DWP Letter Forwarding Service

Durham House


Washington

Tyne & Wear, NE38 7SF  **
	
	
	

	Has a newspaper advert been placed?(For larger amounts)

	
	
	

	Have you instructed enquiry agents?(for larger amounts)

	
	
	

	In estate matters are you in contact with the Personal Representatives or Executors?
	
	
	

	Corporate Clients
Have you checked Companies House?  Is the money payable to the Treasury Solicitors? (see criteria)


	
	
	

	Please detail any other attempts made


	
	
	


*
Look for name in the area.  If only small number are positive – consider contacting all to trace the rightful owner of the money.
**
DWP require a name and an address(not necessarily current) (although NI no and date of birth is helpful)
Signature:……………………………………….Please print ………………………………………..
Position held: …………………………………..
Name of Firm ………………. …………….
Address of firm or Co. Stamp  …………………………………..……………………………………
…………………………………………………………………………………………………………….

Please quote our reference number (if known)           Ref…………………………

Please return form(s) to: Professional Ethics, SRA. Ipsley Court, Berrington Close, Redditch, B98 OTD or DX 19114 Redditch
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