Funds Transfer Instructions Verification Checklist

	Date:
	Name of Staff Verifying:

	File Number:
	File Name:



1. Who provided the funds transfer instructions?

☐	Client				Name:										
☐	Person authorized by client	Name:										
☐	Opposing lawyer 		Name:										
☐	Financial institution		Name:										

2. How were transfer instructions provided? (check one)

☐	At initial in-take meeting in-person (attach instructions)
☐	Other (eg. in person at subsequent meeting, by phone, by email, etc) (attach instructions)

3. Did payment instructions change from the initial instructions?

☐	NO – Continue on

4. How were instructions verified?

☐	Phone call made by verifier to phone number on File Opening Sheet or from a reliable directory (eg. Lawyer Lookup).  Phone number called:									
☐	In person (Name on ID and ID type). 									

5. Responsible lawyer’s signature:											

PLEASE NOTE:

Trust cheques or transfers will not issue unless this verification checklist has been completed by physically providing (not by email) a copy of the completed checklist to the responsible lawyer who has signed this document.

If the responsible lawyer is not physically present to sign this document, verifier must meet or phone the responsible lawyer with agreed upon password or personal reference to confirm verifier and not an imposter has completed the checklist.

Verifier signature: 												
