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This worksheet is intended as a job aid. The worksheet is provided to assist examiners in reviewing personal fiduciary activities. The successful completion of this worksheet does not constitute an assessment of risk management or oversight. N/A means not applicable.

Personal Account Review Worksheet

	Personal Account Review

	Bank name
	Examination date
	Examiner initials

	
	
	

	Account administrator
	Account name
	Account number

	
	
	

	Account type
	Capacity
	Current market value

	
	
	

	Investment officer
	Investment authority
	Last Reg. 9 review date

	
	
	

	Document date
	Date account opened
	

	
	
	

	

	Account Synopsis

	
	Successor
	
	Spendthrift

	
	Revocable
	
	Irrevocable
	

	
	Investment Authority

	
	Sole
	
	Directed
	
	Shared/cotrustee

	
	State trust statue
	
	Broad powers
	
	Unusual provisions

	
	General retention authority
	
	Specific retention authority
	
	Silent re: retention

	
	Distributions

	
	Income
	
	Monthly
	
	Quarterly

	
	
	Semiannually
	
	Annually

	
	To whom:

	
	Principal
	
	Monthly
	
	Quarterly

	
	
	Semiannually
	
	Annually

	
	To whom:

	
	Requested
	
	Required
	
	Bill payer

	
	Termination

	
	Date
	
	Remainderman
	
	





	Administrative Matters

	Y
	N
	N/A
	
	Date
(if applicable)

	
	
	
	Governing instruments executed by appropriate parties are on file.
	

	
	
	
	Pre-acceptance review was properly performed.
	

	
	
	
	New account properly approved.
	

	
	
	
	Customer due diligence (enhanced due diligence/customer identification program) properly completed.
	

	
	
	
	OFAC screening and AML monitoring done.
	

	
	
	
	Distributions during exam period were allowable under the document.
	

	
	
	
	Discretionary distributions during exam period were properly supported, with needs assessment, if required.
	

	
	
	
	Crummey notices were sent both where and when required.
	

	
	
	
	Fees are reasonable, conform to published fee schedules and/or amount stated in document.
	

	
	
	
	Account coding is correct.
	

	
	
	
	Proxy voting is handled properly.
	

	
	
	
	Shareholders Communication Act disclosure was made; account is properly coded objecting beneficial owners/non-objecting beneficial owners (OBO/NOBO).
	

	
	
	
	Statements are provided to appropriate parties.
	

	
	
	
	Tax filings are done, and done timely (1099, IRS Letter).
	

	
	
	
	Administrative reviews are done per bank policy.
	

	
	
	
	Appropriate ticklers have been established.
	

	

	Conflicts of Interest

	Y
	N
	N/A
	
	Date
(if applicable)

	
	
	
	Account does not hold own bank/bank holding company stock.
	

	
	
	
	Proprietary mutual fund holdings properly supported; fees rebated for managed accounts.
	

	
	
	
	For third-party funds, 12b-1 or shareholder servicing fees are properly disclosed/authorized.
	

	
	
	
	Account does not hold own bank/affiliate bonds, mortgages, or other products. 
	

	
	
	
	Use of own bank/affiliate money market deposit account is proper. 
	

	
	
	
	Any use of affiliated broker/dealer is properly authorized. 
	

	
	
	
	Any use of affiliated insurance affiliate is properly authorized. 
	

	
	
	
	There are no sales of assets/loans between accounts.
	

	
	
	
	There are no loans/sales/dealings with bank officers, directors or employees.
	

	

	Investment Matters

	
	Stated Investment Objective

	
	Actual
	
	
	Objective
	

	
	$000s 
	%
	
	$000s
	%

	
	
	
	Cash equivalents
	
	

	
	
	
	Equities
	
	

	
	
	
	Fixed income
	
	

	
	
	
	Total
	
	

	Special Assets
(List name, market value, date and source of valuation)

	Y
	N
	N/A
	
	Date
(if applicable)

	
	
	
	Actual asset allocation agrees with objective.
	

	
	
	
	Assets conform to governing instrument and are otherwise suitable.
	

	
	
	
	All assets are income producing.
	

	
	
	
	All assets have been recently priced; i.e., no assets have stale prices.
	

	
	
	
	Holdings are on an approved list, meet bond quality standards, etc.
	

	
	
	
	There are no concentrations exceeding 10% of the account’s market value.
	

	
	
	
	The level of cash/liquid assets is reasonable (no overdrafts or excess).
	

	
	
	
	Excessive trading has been avoided.
	

	
	
	
	Written directions/approvals have been obtained where necessary.
	

	

	Special Assets

	Y
	N
	N/A
	
	Date
(if applicable)

	
	Closely Held Securities

	
	
	
	Proper valuations are on file. 
	

	
	
	
	A recommendation either to sell or retain the asset was made. 
	

	
	Real Estate Assets

	
	
	
	Environmental inspection completed before account acceptance. 
	

	
	
	
	Valuation appropriately supported (triennial appraisal or other approved method). 
	

	
	
	
	Appropriate insurance is in place; property taxes are paid.
	

	
	
	
	Income producing real estate is leased at a market rate.
	

	
	
	
	Mineral interests are properly valued and managed. 
	

	
	
	
	Real estate or other notes are current and collateral is adequate. 
	

	
	
	
	Other special assets are properly managed.
	

	

	Investment Reviews

	Y
	N
	N/A
	
	Date
(if applicable)

	
	
	
	Initial/annual Reg. 9 review is done timely.
	

	
	
	
	Initial/annual Reg. 9 review detected/addressed issues.
	

	
	
	
	Special assets are appropriately addressed in the review.
	

	

	Other

	Y
	N
	N/A
	
	Date
(if applicable)

	
	
	
	Other issues noted?
	

	

	Comments and Exceptions Noted

	
	

	
	




Personal Account Review Worksheet

	Synoptic Information

	Bank name:
	
	Charter number:
	

	Examination date:
	
	Examiner:
	

	Account name:
	
	Grantor:
	

	Account number:
	
	Cotrustee:
	

	Account type:
	
	Account officer:
	

	Revocable?
	
	Portfolio manager:
	

	Bank’s capacity:
	
	Tax ID number, if available:
	

	New and Successor Accounts

	Date account accepted:
	
	If successor, indemnity in file?
	

	Account opening sheet used?
	
	Pre-acceptance review date:
	

	Acceptance noted in minutes?
	
	Customer Identification Program form & OFAC check?
	

	Executed document on file?
	
	Customer ID determination?
	

	Investment Authority
	Retention Authority

	Prudent investor rule:
	
	General power of retention:
	

	Grantor directs:
	
	Specific retention provisions:
	

	
	
	Other (specify):
	

	Distributions
	Termination

	Income distributions?
	
	When?
	

	Principal distributions?
	
	To whom?
	

	Discretionary distributions?
	
	

	Emergency provisions?
	
	Synoptic Records

	Spendthrift clause?
	
	Is synoptic sheet accurate?
	

	

	Assets

	Money market (sweep):
	
	Own bank securities/deposits?
	

	Fixed income:
	
	If so, proper direction?
	

	Equities:
	
	Any holdings over 10%?
	

	Real estate:
	
	If so, diversification plan?
	

	Miscellaneous:
	
	Mutual funds that pay fees?
	

	Total: 
	0%
	If so, properly disclosed/approved?
	

	
	
	Liquidity-overdrafts/excess cash?
	

	What is investment objective?
	% Equity
	% Fixed
	Special assets?
	

	Do assets conform with investment objective?
	
	If so, adequately administered?
	

	
	Excessive trading?
	

	Investment (Reg. 9) Review

	Investment review date:
	
	Include review of assets per Prudent Investor Rule?
	

	Review noted in minutes:
	
	Did review identify/address issues?
	

	Distributions

	Were required distributions (i.e., income) made?
	
	Do discretionary distributions conform to document?
	

	Were distributions properly supported?
	
	Are discretionary distributions properly supported?
	

	Were principal invasions proper?
	
	
	

	

	Other Exceptions

	Approvals of cotrustee or others?
	
	Transactions with insiders?
	

	Fee calculation:
	
	Sales between accounts?
	

	

	Comments
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