ACCOUNTANT'S REPORT - Explanatory Note
(not part of the form)

An accountant’s report must be submitted by a property services employer (company, partnership or sole trader) or an independent contractor when making an application to renew a licence and other types of accountant’s reports are to be completed when applying for a first licence. 

This Form is used where a licensee provides property services A and/or B and/or C. It is also to be used where the licensee provides property service D and the service charges and/or sinking fund contributions are paid into a client account rather than a "relevant account" (a "relevant account" is an account which is not a client account). 

Where a licensee provides property service D and some clients' money is paid into a "relevant account" and others are paid into a client account then both this Form and PSRA/S35 - Renewal D will have to be completed to reflect the different ways in which client moneys are kept safe.

PSRA/S35 – Renewal ABC

Part I, Appendices 1 – 5 are to be submitted as part of the reporting accountant’s report. The licensee’s role is to provide any documents requested by the accountant and to comply with the accountant’s requests for documents and/or explanations relating to the accounting records.  

Part II, Licensee Submission is to be completed by the licensee providing in Section 1 details of the bank mandate on each client account and completing Section 2 if breaches are recorded on any of the Appendices 1, 2 or 3B by the Accountant.
PSRA/S35 - Renewal ABC was specified on 9th April 2018 and Accountants should check, on www.psr.ie, that it has not been superseded before using it.

_____________________________________
Instructions relating to completion of Accountant’s Report – Part I
A. Where the space provided in respect of Part I of the Report, or of the appendices to Part I of the Report, is inadequate, any additional information, explanations and elaborations may be set out on the headed notepaper of the accountant and appended to Part I of the Report.  Where this occurs, reference should be made to the existence of the appended document in Part I of the Report or the relevant appendix.

B. Blank copies of this Report may be obtained from the Property Services Regulatory Authority (PSRA) website (www.psr.ie).  The format of Part I of the Report may be reproduced on the accountant’s headed notepaper.  Where so reproduced, it must be reproduced without abbreviation in the format set out.

C. Items in UPPERCASE within square brackets “[…]” are to be replaced with the relevant information e.g. “[accountant’s FORENAME AND SURNAME in block capitals]” is replaced with “DARA MURPHY” where Dara Murphy is the accountant.

D. The advice/important note in square brackets [ ] at Appendices 1, 2, 3A and 3B of Part I of the Report may be deleted by the Accountant on completion of the Report. 

_____________________________________
PSRA/S35 - Renewal ABC (2018) 
ACCOUNTANT'S REPORT - PART I  

(to accompany an application by an employer or an independent contractor to renew a licence, pursuant to section 35 of the Property Services (Regulation) Act 2011 and S.I. 199 of 2012)

Section 1 - Particulars of Licensee

1.1 Full name of the Licensee (as it appears on the first line of the licence): ______________________________________________

1.2 All address(es) at which business is carried on:

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________
_______________________________________________________________

1.3 Licensee’s PSRA Licence Number: ______________

1.4 The accounting date
: _________________________
1.5 Period covered by this Report [“Ending on” is the most recent “accounting date” and “Commencing on” is a year earlier] -

Commencing on: _________________     Ending on: ____________________

Section 2 - Respective Responsibilities of Licensee and Accountant Concerned

2.1 The Licensee concerned is responsible for complying with the Property Services (Regulation) Act 2011, (Client Moneys) Regulations 2012.  It is the responsibility of the Accountant concerned to form an independent opinion, as set out in section 4.1 of this Report, on the Licensee’s compliance with the Regulations. 

Section 3 - Work carried out in preparing report

3.1 I, [name of accountant], an accountant within the meaning of the Property Services (Regulation) Act 2011, (Client Moneys) Regulations 2012 (the Regulations), have examined the accounting records in place for the protection of client moneys as outlined in sections 3.2 to 3.5 below. The accounting records (as more particularly described in the said Regulations and, in particular, Regulation 10 and 11 thereof) produced to me in respect of the above-named Licensee were examined by me in accordance with the guidance given by [name of professional accounting body]. 

3.2 I have examined on a sample basis the books of account, and other relevant documents (including bank lodgement records, statements and accounts) kept in relation to the provision of property services by the Licensee. 
3.3 I have obtained the client account balancing statement(s) prepared by the Licensee as set out in Appendix 3A and checked that the information therein is in agreement with the books of account and records of the Licensee. (An explanation is contained in Appendix 3B as there is a surplus/deficit recorded in (k) of Appendix 3A)
 (Appendix 3B has not been completed as there is no surplus /deficit recorded in Appendix 3A)2.

3.4 I have obtained details of the interest credited to the client account(s) as set out in Appendix 4 and checked that the information therein is in agreement with the books of account and records of the Licensee. 

3.5 I have obtained, from the Licensee, such information and explanations as I identified as being required to enable me to form an opinion in order to make this report.
Section 4 - Opinion of Accountant
(NOTE: There are three versions of paragraph 4.1 - remove the two paragraphs that do not apply and the word “OR” between those versions of 4.1)
4.1 I hereby report in respect of the above-named Licensee, insofar as an opinion can be based on this examination, I am of the opinion that during the above-mentioned Period, the provisions of the said Regulations have been complied with by the above-named Licensee, other than (certain trivial breaches due to minor clerical errors or mistakes in accounts – keeping, each of which was rectified by the above-named Licensee on being discovered and none of which, in my opinion, resulted in any loss to any client and)
 those issues which are identified in the Appendices 2 and 3B to this Report.  
OR

4.1 I hereby report in respect of the above-named Licensee, insofar as an opinion can be based on this examination, and except for the possible effects of the matters described in Appendix 1, I am of the opinion that during the above-mentioned Period, the provisions of the said Regulations have been complied with by the above-named Licensee, other than (certain trivial breaches due to minor clerical errors or mistakes in accounts – keeping, each of which was rectified by the above-named Licensee on being discovered and none of which, in my opinion, resulted in any loss to any client and)3 those issues which are identified in the Appendices 2 and 3B to this Report.  

OR

4.1 I hereby report in respect of the above-named Licensee that, as a result of the matters in Appendix 1, I am unable to express an opinion as to whether the provisions of the said Regulations have been complied with by the above-named Licensee during the above-mentioned Period.

4.2 Signed: __________________________________   Date: __________


Accountant

4.3 [ACCOUNTANT’S FORENAME AND SURNAME IN BLOCK CAPITALS] 

4.4 (for and on behalf of [NAME OF ACCOUNTING FIRM])

Section 5 - Particulars of Accountant

5.1 (Firm’s)4 Name:
 ________________________________________________

5.2 (Firm’s)4 Address: ________________________________________________




 ________________________________________________




 ________________________________________________




 ________________________________________________

5.3 Accountancy body of which a member: ________________________________
PSRA/S35 - Renewal ABC (2018) 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


APPENDIX 1

Matters in respect of which I have not been able to satisfy myself, and the reasons therefore (Please state “NIL” if there are no such matters):  

Signed (for identification purposes): _______________________________   




    Accountant

Date: __________ 
[ADVICE NOTE: Where breaches have been identified, please advise your client, the licensee, to complete Part II]
PSRA/S35 - Renewal ABC (2018) 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


APPENDIX 2

Matters (other than trivial breaches due to minor clerical errors or mistakes in accounts-keeping each of which was rectified by the licensee on being discovered and none of which, in my opinion, resulted in any loss to any client) in respect of which, in my opinion, the provisions of the Regulations have not been complied with by the Licensee concerned (Please state “NIL” if there are no such matters):  
Signed (for identification purposes): _______________________________   




    Accountant

Date: __________

[ADVICE NOTE: Where breaches have been identified, please advise your client, the licensee, to complete Part II]


PSRA/S35 - Renewal ABC (2018) 
	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


APPENDIX 3A

CLIENT ACCOUNT BALANCING STATEMENT

(PREPARED BY THE LICENSEE)

[*  IMPORTANT NOTE:-

ANY SURPLUS AT (K) MUST BE REMOVED FROM THE CLIENT ACCOUNT, OR
ANY DEFICIT AT (K) MUST BE RECTIFIED IN THE CLIENT ACCOUNT.

PROVIDE DETAILS IN RELATION TO SURPLUS WITHDRAWAL/ DEFICIT LODGEMENT ON APPENDIX 3B]
	
	1

	25

	(a)
	Balancing statement date:
	__________
	________

	
	€
	€

	(b)
	Liabilities to clients as shown by clients’ ledger account balances:


	
	

	(c)
	Debit balances included in (b), which are not off settable by credit balances: 


	
	

	(d)
	Gross liabilities to clients (i.e. addition of (b) plus (c)):


	
	

	(e)
	Liabilities to clients as per clients’ ledger control account:


	
	

	(f)
	Clients’ moneys held, as per bank statements:


	
	

	(g)
	Outstanding bank lodgements:


	
	

	(h)
	Outstanding cheques/withdrawals:


	
	

	(i)
	Moneys to which the licensee is beneficially entitled, for not longer than 3 months, which remain in the client account:
	
	

	(j)
	Adjusted clients’ moneys held (i.e. (f) plus (g) minus (h) minus (i) ):


	
	

	*(k)
	Surplus/deficit (i.e. (j) minus (d)) :


	
	


The half-yearly balancing statements, as provided for in Regulation 10 of the Regulations, have been prepared by the above-named Licensee in respect of the above-mentioned Accounting Period and I have set out in this Appendix particulars of such half yearly balancing statements.
Signed (for identification purposes): _______________________________   




        Accountant
Date: __________

PSRA/S35 - Renewal ABC (2018) 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


APPENDIX 3B
I confirm that an amount of €__________________ has been (paid into/withdrawn from)
 client account by the above-named Licensee following discovery of the difference(s) identified in (k) of Appendix 3A.
I have set out hereunder explanation(s) of the difference(s) recorded in (k) of Appendix 3A, insofar as could be established from the examination carried out by me.
[IMPORTANT NOTE:-

ANY SURPLUS AT (K) ON APPENDIX 3A MUST BE REMOVED FROM THE CLIENT ACCOUNT, OR
ANY DEFICIT AT (K) ON APPENDIX 3A MUST BE RECTIFIED IN THE CLIENT ACCOUNT.
PROVIDE DETAILS IN RELATION TO SURPLUS WITHDRAWAL/ DEFICIT LODGEMENT BELOW.]
Signed (for identification purposes): _________________________________   

   Accountant

Date: __________

[ADVICE NOTE: Where breaches have been identified, please advise your client, the licensee, to complete Part II]
PSRA/S35 - Renewal ABC (2018) 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


APPENDIX 4

CLIENT BANK ACCOUNT(S) REGISTER

(PREPARED BY THE LICENSEE)

	Name On Account

N.B. “CLIENT” must appear in the title of the client account
	

	Account Number
	

	Financial Institution at which Account is Held 
	

	Branch at which Account is Held
	

	Date Opened
	

	Date Closed
	

	Interest Bearing (Yes/No)
	

	Interest
 in account at beginning of Period
	

	Interest credited during Period
	

	Interest transferred to Office Account during Period
	

	Interest in account at end of Period
	

	Person(s) Named on Client Bank Mandate

(Authorised Signee on Client Account)
	

	
	

	
	

	
	


Signed (for identification purposes): _________________________________   

  Accountant

Date: __________
PSRA/S35 - Renewal ABC (2018) 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________



	APPENDIX 5
OFFICE BALANCING STATEMENT

(information extracted from the Licensee’s accounting records)



	As at ……………………….………….. [most recent “balancing date”]

	
	€



	(a)
	Balance on office ledger control account:
	

	(b)
	Net total of debit and credit balances on office ledger:
	

	(c)
	Credit balances included in the list of office ledger balances (relating to client matters only) not off settable by debit balances:
	

	(d)


	Reasons for the above credit balances:

(i)    Fees not debited:

(ii)   Outlays inappropriately lodged to office account:

(iii)  Other reason(s) as per details set out below:
 
	


The office balancing statement as at the accounting date in respect of the above-mentioned Period, as provided for in Regulation 10(6)(b) of the Regulations, has been prepared by the above-named Licensee(s) and this Appendix set out particulars of this office balancing statement.

Signed (for identification purposes): ____________________________   

  Accountant

Date: __________
PSRA/S35 - Renewal ABC (2018) 


PART II – LICENSEE SUBMISSION
Instructions on the completion of PART ii OF THE REPORT
To be completed by the licensee applying for the renewal of their licence. Licensee Submission is to be completed and signed by the licensee. 
Details of the person(s) mandated to withdraw from the client account should be provided in Section 1. 
Where breaches of the Regulations have been identified in Appendix 1/Appendix 2/Appendix 3B of the Accountant’s Report contained in Part I, the Licensee should outline procedures they have/will put in place to address any such breaches in Section 2. 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


Section 1
Details of person(s) mandated to withdraw from the client account

	Name on Client Account
	

	Account Number
	

	Person Named on Client Bank Mandate

(Authorised Signee on Client Account)
	Holder of a PSRA Licence? YES/NO
	PSRA Licence Number
	Relationship to Licensee

EG Director/Partner/Manager/Secretary/Employee /Family Member/Other(please specify)



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Signed: ____________________________________

Licensee

PRINT NAME:-  ____________________________

Date: _____________________________________
PSRA/S35 - Renewal ABC (2018) 

	Name of the Licensee: _____________________________________

Licensee’s PSRA Licence Number: _________________


Section 2 
Addressing Client Account Breaches
Completion required by Licensee

ONLY IF breaches have been identified on Appendix 1/Appendix 2/Appendix 3B

I confirm that I (have/will)
 put the following procedures in place to address the breaches identified on Appendix 1/Appendix 2/Appendix 3B.
Signed: ____________________________________

Licensee

PRINT NAME:-  ____________________________

Date: _____________________________________
PSRA/S35 - Renewal ABC (2018) 

PSRA/S35 - Renewal ABC (2018)
Privacy Notice
1. The data you provide in this form is collected by the Property Services Regulatory Authority (PSRA).

The Data Controller for the information you provide is the Property Services Regulatory Authority and can be contacted at:
Property Services Regulatory Authority

Abbey Buildings

Abbey Road

Navan

Co. Meath.

2. We may use the personal data you provide in this form for the purpose of processing a licence application and any other functions as set out under the Property Services (Regulation) Act 2011 and its prescribed Regulations.

3. Our legal basis for collecting and processing this data is under the Property Services (Regulation) Act 2011 and its prescribed Regulations.

4. The personal data provided here will be stored securely on  Dept. of Justice IT servers. It may be shared, where appropriate, with other approved organisations including; government departments, other state agencies, legal and financial advisors. 

(On an ongoing basis, the PSRA puts in place appropriate contracts / memoranda of understanding / bilateral agreements with third parties with which personal data is shared.)

5. This data will be stored in accordance with specified PSRA retention schedules.

6. You can request a copy of the personal data that we hold on you. You can do this by completing a Subject Access Request form (available on the PSRA website at http://psr.ie/en/PSRA/Pages/Data_Protection) and forwarding it to info@psr.ie or by post to the PSRA Data Protection Officer at the address below. You will be required to verify your identity before the data can be forwarded to you

7. You have the right to rectify any inaccuracies in your data. To do this you should write to the PSRA documenting the inaccuracies which need to be rectified.

8. You have the right, where appropriate, to obtain erasure of your data and/or a restriction on processing of your data as well as the right to object to the processing of your data. In addition you have the right to lodge a complaint with the Data Protection Commission

9. Further details in relation to your data protection rights can be found in the Property Services

Regulatory Authority Data Protection Policy available on the PSRA website at http://psr.ie/en/PSRA/Pages/Data_Protection

You can contact the Data Protection Officer for the PSRA with any queries in relation to this form or any other data protection issues:

Data Protection Officer



Phone: 046-9033800

Property Services Regulatory Authority

Email: info@psr.ie
Abbey Buildings

Abbey Road

Navan

Co. Meath.
� “accounting date” means the last date of the licensee’s accounting period in each year.


� Remove if not applicable to the Report being made.


� Delete text within the brackets if that text is not applicable


� Delete brackets and text within brackets where the Report is not being made “for and on behalf of” a firm of accountants


� In row (a), column “1” is the less recent of the two balancing dates and column “2” is the more recent. Column 1 and 2 must be completed – insert “0” where appropriate 


� Delete text within the brackets if that text is not applicable


�.  Where more than one client account is held, a copy should be made of this Appendix to record information on each client account.   


� “Interest” means interest net of Deposit Interest Retention Tax





� Delete (d)(iii) if not applicable


� Where more than one client account is held, a copy should be made of this Section to record details of person(s) mandated to withdraw from each client account.   


11 Delete text within the brackets if that text is not applicable











