
Finance Process (Client Assets)
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Estate Insurance 

GroupResponsibilities:

The Accountant is responsible for this function.

Follow EIG Job 

Authority Controls 

for security of this 

process.
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Post invoice to Rackman

Quote accepted
Invoice forwarded

BACS / credit card 

or cheque 

payment

IT security / PCI

Compliant process

For credit cards

Payments into

Non statutory 

account (No 

Deed)

Non Statutory Account

Accounts 

Manager / 

Assistant matches 

payment

Match Y/N

Take off 

commission & 

pay insurer. 

Follow CASS 

rules.

Y / Match

Prepare 

management 

accounts

PCI data security

Applied for credit card

Transactions.

Check invoice 

no’s. Investigate. 

Report to MD

No 

match

Client identified. 

Authorisation 

sought. Re issue 

to client

BIBA CASS

Guidance

http://www.estateinsurancegroup.com/iso/8 CASS.pdf
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