IN THE CIRCUIT COURT, SIXTH JUDICIAL CIRCUIT,

IN AND FOR PINELLAS COUNTY, FLORIDA

PROBATE DIVISION

Clerk’s Audit of  Accounting

F.S. 744.3031, 744.368(3) and 744.527

	{{PRIMARYNAME}}
	UCN: {{UNIFORMCASENO}}
REF #: {{CASE_NUM}}        

	                                                                                    AUDIT LEVEL  
                                                                                    Comment      


	Type of Guardianship: 

Has the guardian of Person or Person and Property of a Minor filed an Annual Plan?                    
If no, discrepancy.

	If Limited, the rights removed are: 
To marry, apply for gov. benefits, have a license, travel and seek or retain employment, contract, sue/defend lawsuits, manage property or to make any gift or disposition of property, determine residence, consent to medical/mental health treatment

 FORMTEXT 
, vote and make decisions about his/her social environment/social aspects of his/her life.

	Is the ward’s social security number on file?   

	Guardian’s Attorney:

{{ATTORNEY}}                            

{{ATTADDRESS}}                               

{{ATTCITY}} {{ATTSTATE}}  {{ATTZIP}}
	Guardian:   
{{REPRESENTATIVE}}                         

{{REPADDRESS}}
{{REPCITY}}, {{REPSTATE}}  {{REPZIP}}


	VOLUNTARY GUARDIANSHIP

	Physician’s report that contains an evaluation of the ward’s condition and a statement of the current level of capacity of the ward
	

	· Is the report an original?

· Is the physician’s report signed by someone other than a physician?

· Is the physician’s exam date no more than 90 days before the filing date of the annual report?

·  Does the report state the ward is competent?
	





	Date of ETG Letters:      
Date of Letters:
     
Date of Letters of Successor GD      
Date of Order of Standby GD:       
Date of Order/Letters confirming Standby GD:      
Date of Order of Surrogate GD:      
	Date of Audit :
March 18, 2015
Standby Guardian name:      
Surrogate Guardian name:      
acted from       to      

	Is the ward deceased?  if yes, the date of death is       

	ETG report timely filed (30 days after expiration of ETG Letters):  

	Accounting period
      through      
Accurate Accounting Period?     If no, correct accounting period is:       to      

	Report timely filed (90 days) :

	Minor sui juris:
     

	Extensions granted by order:
     # of orders?      

	Inventory/last accounting approved on:       
	

	Ending balance of last inventory/accounting or amended accounting

Beginning balance of this accounting 

If the balances are not the same, list as a discrepancy.
	$     
$     

	If final accounting & estate filed, does the ending balance of final accounting coincide with the beginning balance of the estate inventory? 
	

	Does line 9 equal line 13 on the summary page?
	

	Was the guardianship initiated due to a settlement?  

If yes:

Has an Order to Approve Settlement been signed? 

If yes, 
Was the  filed? 

Review the petition to approve settlement & GAL report if available. 

If no, list as discrepancy.

If yes, does the amount of cash received by the ward coincide with line 8 of the summary page?
	





	Are the totals of each schedule the same as the totals on the summary page? 

If no, state the difference       and list as a discrepancy


	
                                 

	Order to establish any type of trust after inception of guardianship? 

(Review petition, order and trust agreement)

If yes, what type of trust?        
· Is the trust accounting filed? 

(require trust accounting for final if ward is deceased, but not required if this is a final accounting audit due to resignation/removal of prior guardian) If no, list as discrepancy
	



Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


INCOME: SCHEDULE A         

(Receipts from sale of assets should not be shown as income.)
	Sources of income:                
(pension, interest, dividends, rental income, alimony, child support, gift/inheritance, trust income, annuities)
	 


	Is the number of months and amount of income listed in description?

Is the number of payments received correct for each type of income?

(For trust and annuity income, determine the monthly amount per agreement or policy)
	


	Does schedule A list all income stated on the annual plan under schedule F?

If the ward is not receiving SSI (ward must have less than 2K in assets and no more than $603.00/month income) or SSD (income or asset requirement & only eligible for Medicare after 2 yrs of disability) –discrepancy. The guardian may apply for SSI while the ward is waiting for response of SSD application. Eligible for full Medicaid as well.
	

	Is the SS and/or VA income sent directly to the ward’s facility? 
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


DISBURSEMENTS: 

(Costs from the sale of assets should not be shown as a disbursement.)
	( COURT ORDERED DISBURSEMENTS

	Attorney’s fees & costs (Schedule B-1) :
	

	
Date of court order:      
	   

	Notes:      
	

	Guardian fees & costs (Schedule B-2):
	

	
Date of court order:      
	   

	Notes:      

	Other court ordered disbursement (Schedule B-3): 

      
Date of court orders:      
(Minors with parents as guardian(s) require court order for disbursements other than bank fees/taxes.)
	

	Was summary for all accounts by category filed? 
	

	Does schedule B-4(a) list each payment # and date?
	

	Is bank account listed?
	

	Are checks in sequential order?
	

	Are all checks listed?
	

	Companion/guardian assistant fees:       
	

	Are the time sheets submitted?
	

	Copy of IRS form 1099 submitted? 

($600.00 or more & the caregiver/companion is not employed by a company)
	

	
	

	Bond premium paid:        If none & bond is not waived, list as  discrepancy
	

	Are there 12 payments to ward’s facility? 

If no, review last accounting for 2 payments in one month. If no, list as a discrepancy
	


	Questionable Disbursements: (no court order)
(cash/spending money to the ward, cash or reimbursement to Guardian, ATM withdrawals (see bank statements), debit card withdrawals, credit card purchases, credit card payments (review the outstanding debts listed on the inventory as some payments may be paid toward debts incurred by the ward before guardianship inception date), insufficient fund charges, overdraft fee, reimbursements) list total  amounts. Add the number of times a bank charge was listed & state the total amount – Review for possible insufficient funds being listed as a bank charge – one time bank charge is a red flag. 

Is there a disbursement for Storage fees?  

· If yes: Is personal property listed as a remaining asset? 

      If no, list as a discrepancy

· If yes: Is the storage fee reasonable as compared to personal property value? 

     If no, list as a discrepancy.

Is there a disbursement for auto related expenses?  

· If yes, is an auto listed as a remaining asset?

            If no, list as a discrepancy.

Does it appear that the ward would benefit from the sale of the auto?




Is there a disbursement for real property related expenses?  

· If yes, is real property listed as a remaining asset?

              If no, list as a discrepancy.

Does it appear that the ward would benefit from the sale of the real property?

Is there a disbursement (s) for repair &/or maintenance related expenses? 

(does not include monthly association fees)  

· If yes, if the amount less than $600.00, appears to be a necessary costs – no court order is required. 
· If no, explain and list as discrepancy      
Is there a disbursement from the burial savings account?  

If yes, list the type of disbursement       but do not list as a discrepancy. 

	













	Is there a disbursement for a personal services contract?                                                        
If yes, is there an order authorizing the contract?                                                                    
If yes, is a copy of the contract filed? If no, list as a discrepancy                                           

	List Questionable disbursements (include the date of payment and amount) & explain:   

     


Comments:      
General discrepancies:       
Guardian’s response to Order Disapproving             
GM NOTES:      


	FINAL ACCOUNTING
	

	Does the final accounting list the amounts reserved for unpaid & anticipated disbursements, costs and fee?
	

	If final accounting & the total amount disbursed to attorney’s trust accounting for pending Attorney & Guardian fees, 

Have the fees been approved by court order? 

· If no, forward petition for fees to GM for review. 

· If yes, is there a balance remaining in the attorney’s trust account to be distributed to the estate or person(s) entitled to ward remaining assets? 

· If yes, what is the amount?  $       and list as discrepancy. 

Has the PR or heir filed a waiver of objections to the final accounting? 

Has the PR or heir filed an objection to the final accounting?
	$     






Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


CAPITAL TRANSACTIONS/ADJUSTMENTS:  SCHEDULE C (A)

                 Are bank transfers listed on schedule C? (should be listed on schedule E)

GAINS/ADDITIONS

	
	

	Assets purchased?                  Date of Court Order:        
(purchase of real estate, personal property, intangible assets, i.e. household furnishings, vehicles, stocks, securities)
	

	· If yes, is the purchase listed as a disbursement and a capital transaction? 

· Does the description include market value and number of shares purchased?

· Is the purchase price listed in the gain/addition column?
	



	· The liability, if any, for the purchase recorded on schedule D-3?

· Is purchase contract filed?
	


	Gain from sale of asset?  

· Describe Asset        Date of court order:      
	

	· Does description include the last accounting’s value and sale price?

· Is the sale price stated on schedule F-1 or F-2? 

(if the sale price is listed on schedule C, this is not a discrepancy)
· If sale of real property (house) or any asset insured/taxed, is there a reimbursement of ins premium and/or taxes on schedule A or C? real property taxes are pro-rated in the closing statement, therefore no reimbursement will be listed separately on the accounting. 
If no, list as discrepancy. 
	



	Asset discovered subsequent to filing of the initial inventory or last accounting?       
	

	Increase in the value of stock held outside a brokerage account?
	

	Increase in the value of brokerage account?
	

	Increase in the fair market value of asset?
	


	Does the final accounting list the assets to be turned over to the person entitled? 

Person(s) receiving asset are: 
	


LOSSES/REDUCTIONS

	Loss from sale of assets?

           Describe asset:       
           Date of Court Order:      
	

	Does description include last accounting’s value and sale price?
	

	Is the sale price stated on schedule F-1 or F-2?
	

	Is there a loss due to damage or theft?
	

	Decrease in the value of stock held outside a brokerage account?
	

	Decrease in the value of brokerage account?
	

	Is there a decrease in the estimated fair market value?
	

	Is there a loss due to removal or disposal of asset?

              Date of Court Order:      
	


· The sale price is  than the latest appraisal attached to the petition to sell property. (no discrepancy - list in comments)
· Name of buyer:       and relationship to ward or GD if known       (review names of joint owners)
Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


CASH ASSETS:  SCHEDULE D-1

	Assets identified by name, address and account numbers?
	

	Number # of accounts: (checking/saving/money market, CD, etc.): if more than one account per type, (i.e. 2 checking accounts) list as a discrepancy. More than one CD, is not a discrepancy.
	     

	Certificates of deposit? 
	

	· Statement from institution indicating the balance?
	

	Is a statement filed? 

If no, list as a discrepancy. If yes answer below
	

	Bank statement balance on the accounting coincide with the bank statement and reconciliation submitted? 

(List the account # & the balance of the statement & the accounting)
	

	
	

	Are all accounts listed under the guardianship name? 

CD’s may remain in the ward’s name until renewal date as there may be a charge for re-title of account. Review the inventory to determine if the CD was as asset before the GD was appointed. 
	

	Does the ward own assets jointly?  If Yes,

· Is the total value listed? 

· Is the percentage owned by ward listed?

· Is the value of the ward’s portion listed? 
	




	Does the ward own a prepaid funeral contract/arrangement or burial savings account?

If no, list as discrepancy. If ward is receiving Medicaid, the assets are 2K or below, minor ward, not a discrepancy. Consider the ward’s age & assets.
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


REAL  ESTATE ASSETS:  SCHEDULE   D-2

	Does the guardianship own real estate?

Does the Ward own real estate jointly? 

                Is the description and address listed?

   Is the Ward’s percentage listed?

   Is the full asset value listed?

   Is the value listed the same as the last report filed?
	






	Sale of real estate?
	

	· Date of court order: 
	

	· Closing statement included 

(review the sale price & the cash to the seller(ward) 
	


	· Does sale price & the amt listed as net gain/loss due to seller in statement coincide with schedule C & F-1?
	

	· Statement regarding the bank name and account number in which any proceeds were deposited and description of the sale of real property?
	

	(Proceeds from the sale of assets should not be listed as a capital transaction)
	

	· The sale price is  than the latest appraisal attached to the petition to sell property. (no discrepancy -  list in comments)
· Name of buyer:       and relationship to ward or GD if known       (review names of joint owners)
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


PERSONAL PROPERTY ASSETS:  SCHEDULE D-2 (C)

Cemetery plot is a personal property asset, but if they list as intangible use the clause “the next accounting shall list the plot as personal property not intangible.

	Personal property listed?
	

	Is the description of the asset listed?
	

	Is the fair market value listed?
	

	            Is the value listed the same as last report filed? 
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


INTANGIBLE ASSETS:  SCHEDULE D-2 (D)

	Is the description of the asset listed?
	

	Is the number of shares of stock owned listed?
	

	Is the estimated fair market value listed?
	

	Stocks outside of a brokerage account listed? 

Supporting documentation may include value of stock from website.
	

	Brokerage account listed?
	

	· Bank statement that coincides with amt. listed? 

(List the account # & the balance of the statement & the accounting)
	

	· Number of shares of stock and value
	

	· Does the number of shares of stock coincide with the prior accounting remaining assets?  

      If no, did the shares increase or decrease. 

If the # of shares decreases without an entry of sale of stock on schedule C, list as a discrepancy. 
	


	· Savings Bonds listed as fair market value with an increase/decrease on capital transactions? 

Note that Series EE accrue interest, but Series HH are deferred interest & therefore should be listed at face value

see www.savingsbonds.gov/servlet/SBPrice
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


______________________________________________________________________________

MORTGAGES, LOAN, NOTES AND OTHER LIABILITIES:  SCHEDULE D-3

(Liabilities associated with capital assets i.e. real property, auto, boat)

	Is a full description listed? 

Is the account paid to date? 

(review the amt of debt owed from prior inventory/accounting, the amt of payments due and the amount paid)
	


	             Is Identification number listed?
	

	             Is the address listed?
	

	             Is the current balance listed?
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


BANK TRANSFER SCHEDULE:  SCHEDULE E (A)

	   Are bank account numbers listed?

   Are transfers in and out dates listed?

   Are transfer amounts listed?
	




Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


BOND COVERAGE:  SCHEDULE F

If bond was waived by order determining incapacity or other order & the ward now has assets of more than $5,000.00, add the clause requiring bond to the order disapproving)
	Is schedule F completed and correct? 

(if this is the only discrepancy, no order disapproving required)
	

	Total value of guardianship 
	$     

	Total value of liquid assets: (all assets except real property):
	$     

	Total value of real property assets:
	$     

	Current bond coverage:
	$     

	Frozen assets:
	$     

	· Freeze order on file: 

· and receipt of depository  

Date filed       

(request updated receipt if more than 6 years old)
	


	· Is the amount on the Receipt of Depository less than the amount listed on the inventory?

· Does the Receipt of Depository coincide with the account #, type and bank name listed on the remaining assets at hand?
	


	Additional bond required:  $       

(if the liquid assets exceed the existing bond by $5,000 or more)

 If yes, list as discrepancy.
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


GENERAL AREAS:

	Expenditure statement filed?
	

	Order for BCC/SOF to pay 

· examining committee fees – amount owed      
· Court appointed attorney fees - amount owed      
· Clerk’s filing fees – amount owed      
Does ward have more than $2,000 cash?

If yes, request repayment of above costs still owed.
	





	Order for guardian to pay committee costs dated      . 

(N/A if minor, voluntary or indigent)
	

	Committee/Court Appt attorney costs paid?
	

	Audit fees paid? (no audit fee is required when guardian is Public Guardian)
	

	· If not, is Court order waiving fees filed?
	

	Guardian’s signature under penalties of perjury:

If standby GD signed report, are Order/Letters signed?
	


	Signature, name, address, phone and Florida Bar number of attorney:
Note: Guardian must be represented by an attorney pursuant to Florida Probate Rule 5.030.

Date of court order waiving representation of attorney       
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


 GUARDIANS

· Guardian who has at any time served as guardian to at least three wards- check “H” screen

· If professional GD is not registered with SPGO in Pinellas, click the find button on the report and insert the ward’s last or first name to determine if the GD is registered in another county

· Tamara Cribben is the exe director of Aging Solutions (public gd) & Senior Resources. If Aging Solutions is GD, DCF form & invest fee are not required, but must be registered w/ SPGO.  If Senior Resources is GD, must have DCF, $27.50 invest fee & registered w/SPGO. Cheryl Williams is the only employee who is a professional GD.

· Karen Patterson is the Pasco County Public GD & her invest fee & DCF is filed with Pasco

	Fee for background investigation paid? 

If paid from guardianship, list as a discrepancy.
· Date:       
· Date of waiver:      
	

	Maintenance fee paid to Clerk of the Court?

· Date:       
	

	DCF release form:

· Date:       
· Date of waiver:      
	

	Registered with Statewide Public Guardianship Office.   

· GD not listed on SPGO website as of       (date) for any county. 

· If no, is there notification of suspension or revocation from SPGO?

          (check guardian file)
	


	Fingerprint card of guardian (F.S. 744.3135)

· Date:       
· IF FILED ELECTRONICALLY, check guardian file for FDLE record 

       If record, copy sent to SPGO/GM office?
	



GUARDIANS

	Fee for background investigation paid? ($27.50 for all guardian types)

If paid from guardianship, list as a discrepancy.
· Date:       
· Date of waiver:      
	

	Fingerprint card of guardian (F.S. 744.3135)

· Date:       
· Date of waiver:      
	


	DCF release form:

· Date:       
· Date of waiver:      
	

	Non-professional/non-parent guardians must file a certificate(s) and/or notarized statement of completion of eight (8) hour guardian education course, per Florida Statute 744.3145(2).

Non-professional, parent guardians must file a certificate and/or notarized statement of completion of four (4) hour guardian education course, per Florida Statute 744.3145(3)

· Date of waiver:      
Proof due on (4 months after date of Letters):      
If due date is after the date of audit, manually input tick for due date listed above.
	


GUARDIAN CONTACT INFORMATION:

	Is the guardian’s social security number listed on the signature page?
	

	Is the guardian’s address in the mainframe the same as listed on the report?
	


Comments:      
General discrepancies:      
Guardian’s response to Order Disapproving             
GM NOTES:      


	Certificate of service filed?

The following are entitled to copy of report:(check court file & “C” screen and update)

· Ward, if ETG, limited or voluntary (minor over 14 for initial only)

· Ward’s Court Appointed Attorney (N/A for successor GD) 

· VA, if ward receives VA benefits of more than $90.00/month 

             (if ward receives only widow’s benefits – VA is not an interested person)
· If Ward is minor, natural parents (if not guardians)

· Trustee

· Surrogate Guardian

· Is there a notice for pleadings filed by interested person(s)? 

            Name(s)       and date of notice      
· Does the GM’s report, Incapacity/Appointment of GD list interested person(s)? 

            Name(s)       and date of order      
Did the GD send a copy to all entitled? If no, discrepancy.

The names to be listed on CC section of Order Disapproving/Approving is/are

                   
  GM response:      
	











	Acknowledgement by ward if voluntary:

(F.S. 744.367(4) & F.S. 744.341(3))
	


Initial Review of Report Recommendations

 sent to General Magistrate on       Prepared on       by      , Deputy Clerk

Recommendation of 
Reviewed Discrepancies on clerk’s worksheet on       by      , Internal Auditor Recommendation: 
Comments: 
Judicial review on       by      , General Magistrate, and proposed         . 

      
      
Review of Order Disapproving

   Refer to the clerk’s notes – some discrepancies appear to not be satisfied. 

  This is a follow-up to the ODGR entered on      , and all discrepancies appear to be  satisfied.  Reviewed on       by      , Deputy Clerk

NOTES:      
Reviewed Response on       by      , Internal Auditor 

Recommendation: 
Comments: 
Judicial Review of Response to Disapproving Order reviewed on       by      , General Magistrate 

 Approval of Amended Annual Report for period ending      
 Approval of Amended Annual Accounting for period ending      
 Approval of Amended Final Accounting for period ending      
 Approval of Amended Simplified Accounting for period ending      
 Clerk: Prepare Order to Show Cause & return to my office

 Clerk: Status Check on       for      
On      , emailed or telephoned attorney       at       and 

-Left a detailed message      
-The response will be filed by      
-Other:      
4
(CWSA) Clerks Summary Workslip – Audit  03/2014 – RKW rev. 1/15 JCC Template: GD ANN Workslip Audit


