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Book of Original Entry or 

Data Source 

e.g. cash book, trust book, valuables

Source Documents

Deposit receipts

Fin. institution statements

Bank vouchers

Source Documents

Cancelled / voided cheques

Petty cash vouchers

Credit / debit card slips

Source Documents

Transaction records e.g. 
supplier invoices, fee bills, etc.

GENERAL LEDGER

(see Chart of Accounts)
(Subsidiary Ledger)

Trust Ledger

(Subsidiary Ledger)

A/R & Disbursements

Financial Statements

income and expense 
statements, balance sheet

Government Filings

income tax, GST, PST reports 
and returns

Financial / Management

Information

e.g. listing of overdue accounts 
receivable; cash collections; 
fees written off; income & 
expense statement

        Appendix A: The Accounting Process 

 
This appendix is optional reading, in that you are not expected to read this material to 
complete the test for this module. 

The three basic steps in the accounting process are (1) recording transactions, (2) 
proving the accuracy of the recording, and producing financial information and filings: 

 

1. RECORDING OF TRANSACTION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
2. PROVING ACCURACY OF THE RECORDING 

 

 

 

 

3. PRODUCTION OF FINANCIAL / MANAGEMENT INFORMATION 
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A chart showing the accounting records for a law practice: 

 

Law Practice Accounting Records 

 

 

 

 

 

 

 

 

 

 

Receipt  
Book 

General  
Cheque 

Bank Deposit 
General Account 

General Cash Book 
(Book of Original Entry) 

GENERAL  
LEDGER 

subsidiary ledger 

 
AR / Disbursements 
Deposits Ledger 
(separate record / ledger 
for each client) 

subsidiary ledger 

 
Trust Ledger 
(separate record / ledger 
for each client) 

Trust Cash Book 
(Book of Original Entry) 

Bank Deposit 
Trust Account 

Receipt  
Book 

Trust  
Cheque 


