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FILE IOLTA REPORT TAB — Updated 12/23/2019

Compliance Item: IOLTA Reporting

|I IOLTA X Reporting Due. Click "File IOLTA Report’ tab to file vour report. I

File IOLTA Report

1. Click the tab to file the IOLTA Report.

2. Select the| MNew Report + | hytton to start a report for the current reporting cycle.

3. Select the| _Create Report | tton on the reporting period confirmation dialog box.

IOLTA Reporting
........................ Vou are reporting for the period
January 1, 2018 Through June 30, 2019
Close —  Create Report

NOTE: First Reporting Period (2019) will cover an 18-month period from January 1, 2018
through June 30, 2019. All other Reporting Years cover a 12-month Fiscal Year period.
However, IOLTA reporting is a point-in-time report meaning only current accounts as of the
date of reporting should be provided.

4. There are 4 separate sections within the IOLTA Report to be completed:
a. Step—1 Certification
b. Step—2 Firm Information
c. Step—3 Account Information
d. Step—4 Signature and Submission

J0LTA Report - 2019
N MLSC ANNUAL IOLTA COMPLIANCE REPORT

MARYLAND LEGAL SERVICES CORPORATION (Margland Code, B Octupations and Prof Section 10-303)

TO BE IN COMPLIANCE EVERY MARYLAND ATTORNEY MUST SUBMIT AN ANNUAL IOLTA REPORT. FAILURE TO DO SO MAY RESULT IN THE
DECERTIFICATION TO PRACTICE LAW IN MARYLAND,

Annual reporting for IOLTA complance is required pursuant to MD Rule 19409, You are required lo file this IOLTA Complance Report annually with the
Marytand Court of Appeals on of before SEPTEMBER 10th of each year. You are raquired 1o repoet all IOLTA accound(s) in exisience as of the date of your
complesing this report. Even  you do not hare an ICLTA account you must report 1o comply

In instances where all IOLTA eligble trust funds of al atomeys in a law firm are deposied in shared law firm IOLTA accounts, the firm shall designate an
aficeney o be if's J0LTA Reporiing Atlomey. The IOLTA Repering Atlomey shakl be authorized to report on all law firm IOLTA account isformation for the firm
vath that reportng attomey’s signature. Every indnvidual attomey at ?e law fiem must also report on IOLTA to comply but WILL NOT include account informasion
in their repertng, the individual aloeney will only provice the ¢ 2 datenmination inf tion and reference e name of the IOLTA Reporting Altomey

Even if you do not have an JOLTA account you must report to comply.

Step-1 Certification Step-2 Firm Information t Step-4 Signature and Submission
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After each step, Select the Save and Continue button to move to the next section and Proceed
to submit after Step 4.

Step — 1 Certification

IOLTA Report - 2019

N MLSC ANNUAL IOLTA COMPLIANCE REPORT

MARYLAND LEGAL SERVICES CORPORATION (Maryland Code, Business Occupations and Professions, Section 10-303)
«—| IDLTA - INTEREST ON LAWYER TRUST ACCOUNTS

TO BE IN COMPLIANCE EVERY MARYLAND ATTORNEY MUST SUBMIT AN ANNUAL IOLTA REPORT. FAILURE TO DO 50 MAY RESULT IN THE
DECERTIFICATION TO PRACTICE LAW IN MARYLAND.

Annual reporting for IOLTA compliance is required pursuant fo MD Rule 19-409. You are required to file this IOLTA Compliance Report annually with the
Maryland Court of Appeals on or before SEPTEMBER 10th of each year. You are required to report all IOLTA account(s) in existence as of the date of your
completing this report. Even if you do not have an IOLTA account you must report to comply.

In instances where all IOLTA eligible trust funds of all atterneys in a law firm are deposited in shared law firm IOLTA accounts, the firm shall designate an
aftorney to be it's IOLTA Reporfing Attomey. The IOLTA Reporting Attorney shall be authorized to report on all law firm IOLTA account information for the firm
with that reporting attorney's signature. Every individual attorney at the law firm must also repert on I0LTA to comply but WILL NOT include account information
in their reporting; the individual attorney will only provide the compliance determinafion information and reference the name of the IOLTA Reporting Attorney.

Even if you do not have an I0LTA account you must report to comply.

Step-1 Certification Step-2 Firm Information Step-4 Signature and Submission

CERTIFICATION:

The undersigned attorney hereby declares compliance with the IOLTA Act by checking ONE or MORE of the boxes below as appropriate.

| certify that | mainfain a Maryland IOLTA account and | have DEPOSITED MY |OLTA ELIGIBELE
1. TRUST FUNDS IN ACCOUNTS PAYING INTEREST to the Maryland Legal Services Corporation
(MLSC) Fund as identified below.

FOR LAW FIRMS WITH REPORTING ATTORNEY S:

| certify that | mainfain and deposit all my IOLTA eligible funds in my Law Firm's IOLTA Account(s),
which will be submitted under separate cover by the IOLTA Reporting Attorney idenfified below.

2a.

I hereby ELECT A WAIVER OF PARTICIPATION IN THE IOLTA PROGRAM and certify that the
average monthly balance(s) of my non-IOLTA trust account(s) is/are $3,500 or less. | further atfest
that | will notify MLSC when the average menthly balance(s) of said account(s) exceeds 33,500 and at
such time convert to an IOLTA account.

| certify that | MAINTAIN MY IOLTA ACCOUNT(S) IN A STATE OTHER THAN MARYLAND in which |
and/or my law firm practice law, and that | am fully participating in that state’s IOLTA program. | further
attest that | will notify MLSC at such time as | establish a trust account containing nominal or shori-
term client funds that is properly subject fo Maryland's IOLTA law.

| certify that | DO MOT HAVE A CLIENT TRUST ACCOURNT containing nominal or short-term funds
that is subject to the IOLTA requirement because of my professional activities (new admittee, refired,
government service, not in private practice of law, in-house corporate counsel, no legal activities in
Maryland, other). | further attest that | will notify the Maryland Legal Services Corporation at such time
as | establish a trust account containing nominal or short-term client funds that is properly subject to
Maryland's IOLTA statute.

Save & Close Save & Continue
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a. If (1.)is selected, steps 1 through 4 are required for entry.

b. If (2a.) is selected, steps 1, 2, and 4 are required for entry.
i. Selection of Firm Reporting Attorney is required.

c. If(2a.) & (2b.) are selected, steps 1 through 4 are required for entry.
d. If (3.)is selected, steps 1 and 4 are required for entry.

e. If (4.)is selected, steps 1 and 4 are required for entry.
ii. Selection of Name of State(s) is required.

f. If (5.) is selected, steps 1 and 4 are required for entry.

5. Click within the I:l to select the applicable certification option for the reporting period.

IOLTA Report - 2019

e MLSC ANNUAL IOLTA COMPLIANCE REPORT
4 MARYLAND LEGAL SERVICES CORPORATION (Maryland Code, Business Occupations and Professions, Section 10-303)

TO BE IN COMPLIANCE EVERY MARYLAND ATTORNEY MUST SUBMIT AN ANNUAL IOLTA REPORT. FAILURE TO DO S5O MAY RESULT IN THE
DECERTIFICATION TO PRACTICE LAW IN MARYLAND.

Annual reporting for I0LTA cempliance is required pursuant fo MD Rule 19-409_ ou are required to file this I0LTA Compliance Report annually with the

Maryland Court of Appeals on or before SEPTEMBER 10th of each year. You are required to report all IOLTA account(s) in existence as of the date of your

completing this report. Even if you do not have an IOLTA account you must report to comply.

In instances where all IOLTA eligible trust funds of all attorneys in a law firm are deposited in shared law firm IGLTA accounts, the firm shall designate an

attorney to be it's IOLTA Reporting Attorney. The IOLTA Reporting Attorney shall be authorized to report on all law firm IOLTA account information for the firm

with that reporting attorney’s signature. Every individual attorney at the law firm must also report on IOLTA to comply but WILL NOT include account information

in their repoerting; the individual attorney will only provide the compliance determination information and reference the name of the IOLTA Reporting Attorney.

Even if you do nmot have an IOLTA account you must report to comply.

Step-1 Certification Step-2 Firm Information Step-3 Account Information Step-4 Signature and Submission
CERTIFICATION:

The undersigned attorney hereby declares compliance with the IOLTA Act by checking ONE or MORE of the boxes below as appropriate.

1 certify that | maintain a Maryland IOLTA account and | have DEPOSITED MY IOLTA ELIGIELE
1. TRUST FUNDS IN ACCOUNTS PAYING INTEREST to the Maryland Legal Services Corporation -
i ified below

Save & Close Save & Continue

ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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6. Select the| Save & Continue

button to move to Step-2 Firm Information.

NOTE: /f attorney has no firm, click Save & Continue to move to Step-3 Account
Information.

Step — 2 Firm Information

IOLTA Report - 2019

L,\_ —‘ MLSC ANNUAL IOLTA COMPLIANCE REPORT

b’ | MARYLAND LEGAL SERVICES CORPORATION (Maryland Code, Business Occupations and Professions, Section 10-303)

TO BE IN COMPLIANCE EVERY MARYLAND ATTORNEY MUST SUBMIT AN ANNUAL IOLTA REPORT. FAILURE TO DO 30 MAY RESULT IN THE
DECERTIFICATION TO PRACTICE LAW IN MARYLAND.

Annual reporting for IOLTA compliance is required pursuant to MD Rule 19-409. You are required to file this IOLTA Compliance Report annually with the

Maryland Court of Appeals on or before SEPTEMBER 10th of each year. You are required to report all IOLTA accountis) in existence as of the date of your
completing this report. Even if you do not have an I0LTA account you must report to comply.

In instances where all IOLTA eligible trust funds of all attorneys in a law firm are deposited in shared law firm IOLTA accounts, the firm shall designate an
attorney to be it's IOLTA Reporiing Attorney. The IOLTA Reporting Attorney shall be authorized to report on all law firm IOLTA account information for the firm
with that reporting attomey's signature. Every individual attorney at the law firm must also report on [OLTA to comply but WILL NOT include account information
in their reporting; the individual atterney will enly provide the compliance determination information and reference the name of the IOLTA Reporting Attorney.

Even if you do not have an IOLTA account you must report to comply.

Step-1 Certification Step-2 Firm Information Step-3 Account Information Step-4 Signature and Submission

FIRM INFORMATION:
To add or change Firm Information, click button on the right >

Select Firm
Firm Information Mot Available.

Save & Close Save & Continue

7. Select the button.

a. Law Firms screen is displayed to search for a Firm from the picklist or Add a
Firm to the picklist.
Law Firms
Law Firms Add Firm +
Firm Mame: * Search Q |

If your firm name is not found =elect the "Add Firm +' button to add it to AIS.

Close

8. Enter the Firm Name to search. NOTE: Enter any part of Law Firm name to search.

ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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9. Select the [mrmr button.
10. If the Firm Name is located: Click on the Firm Name to highlight it.

NOTE: The Firm Name can be Edited or Deleted when selected.

a. Select the Submit Selection button.

| Law Firms
i
| Your search returned 1 records
Law Firms New +
' Firm Mame: * Monument Legal rE.-t-.atr-::hl':l '
Firm Mame = Firm Address = Phone Mumber %
Monument Legal Services 120 Bush Ave, Baltimore, MD 21111-1111 (222) 2222
Close
Law Firms
Law Firms New *+ Edit ® Delete &
Firm Mame: * Monument Legal Search Q
Firm Mame < Firm Address + Phone Number %
Monument Legal Services 120 Bush Ave, Baltimore, MD 21111-1111 (222) 2222272
Close Submit Selection

10. The Firm Name was added to the report.

FIRM INFORMATION:
To add or change Firm Information, click button on the right > select Firm
Firm Name Monument Legal Services|
Firm Address 120 Bush Ave, Baltimore, MD 21111-1111
Phone Number (222)222.2222
Save & Close Save & Continue
ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019

Page | 5



WYLy,
) 4

Attorney Information System

2 A
Unicya¥

11. If the Firm Name is NOT located:

+
a. The Firm Name can be added to the picklist by clicking the New button.

Law Firms

Your search did not return any results. Please refine search criteria and try again.

Law Firms Edit &
|

Firm Mame: * MGGGHM ! Search Q

Close Submit Selection

b. The Law Firms > Create box is displayed to create the firm entry and add it to
the picklist.

Law Firms
Law Firms » Create

Firm Name: *
| Address1 * |

Addregs2

City *

State * | Select State W

Zip *

Phone Mumber

Cancel % Save

12. Enter all the required (*) information.

13. Select the Save button.
a. The message “Law Firm Saved Successfully” will display in the Law Firms box.

ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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Law Firm Saved Successfully

Law Firms New +  Edit & |
Firm Mame: * MGGGHM Search Q,
Firm Name = Firm Address < Phone Number =
MGGGHM 101 South Main Sireet, Suit 500, Bel Alr, MD 21015 (410) 111-2222 |
Close Submit Selection

14. Click on the Firm Name to highlight it.

15. Select the Submit Selection button to add the firm name to the report.

Step-1 Certification Step-2 Firm Information Step-3 Account Information Step-4 Signature and Submission

FIRM INFORMATION:

To add or change Firm Information, click button on the right 7

Select Firm Remove Firm
Firm Name MGGGHM
Firm Address 101 South Main Street, Suit 500, Bel Alr, MD 210135
Phone Number (4107 111-2222
Save & Close Save & Continue

Save & Continue

16. Select the

button to move to Step-3 Account Information.

Step-3 Account Information

Only report Maryland IOLTA accounts. Do not report: operating accounts, individual client trust accounts
or IOLTA accounts remitting to other jurisdictions. Only current IOLTA accounts are to be reported.

NOTE: Account information can be edited or deleted if listed on the page.

MNew Account = button

17. To add an account for reporting — Select the

ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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Step-1 Certification Step-2 Firm Information Step-3 Account Information Step-4 Signature and Submission

ACCOUNT INFORMATION:

Only report Maryland IOLTA accounis. Do not repori: operating accounts, individual client frust accounts or IOLTA accounts remitting to

other jurisdictions.

There are no |OLTA accounts in the System. Please click button above to create a New Account.

Save & Close Save & Continue

18. The Create Account box is displayed.

Create Account

Account Number {Last 3 digits) *

Financial Institution * Select One -
Open o
Cancel Save

19. Enter the Last 3-digits of the IOLTA Account Number.

20. Select the Financial Institution of where the account exists from the drop down |~
list. If the bank needed is not listed — Select Other.
NOTE: If Account is closed click on the |**] box to uncheck.
21. Select the Save button.
Create Account
Account Number {Last 3 digits) * 301
Financial Insfitution * Bank of Hope -
Cpen v
Cancel Save
a. The IOLTA Account was added to the report.
ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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New Account &=  Edit Account »*  Delete Account @

Item # Account Number (Last 3 digits) Financial Institution Open
1 301 Bank of Hope Yes
Save & Close Save & Continue

b. The Account entry can be edited when highlighted.
c. The Account entry can be deleted when highlighted.

d. Additional accounts can be created by selecting the New Account + button
and repeating steps 17-21.

Save & Continue

22. Select the
Submission.

button to move on to Step-4 Signature and

Step-4 Signature and Submission

Step-1 Certification Step-2 Firm Information Step-3 Account Information Step-4 Signature and Submizsion

Lawyer's signature (Please enter your full name - Mote that, by entering your name here, you are cerlifying that this form is
filed by you personally_)
Date Submitted 08/05/2019

Save & Close Proceed andﬁ

23. Lawyer’s Signature: Please enter your full name. Note that, by entering your name here,
you are certifying that this form is filed by you personally.

24. Date Submitted: This will be filled by the system once the report is submitted.
OPTION: Review previous steps to verify accuracy before proceeding.

Proceed and Review .
25. Select the button to review your answers as a report.

NOTE: If any sections are not complete an error will generate in a red banner at the top of
the screen — correct the issue, select the Save and Continue button on that Step, then
return to Step 4 and Proceed and Review.

ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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26. The generated IOLTA Report will display all answers entered in the IOLTA steps. NOTE: The
report is for review only and a signed copy can be printed after submitting.
a. IOLTA Report for your records - Do not mail.
b. Review all sections for accuracy.
c. Select the navigation bar on the right to scroll through the report.
d. The Signature and Date Submitted will be blank in this view until officially
submitted. You can print a signed copy after submitting.

This copy is for your review only
ou can print a signed copy after submittin

TOLTA Report for your records - Do not mail.

WIMLSC ANNUAL IOLTA COMPLIANCE REPORT
' il kT el (Marvland Code, Business Occupations and Professions, Section 10-303)

L | POUTA - INTEREST OM LAWYIR TRUST ACCOUNTS

TO BE IN COMPLIANCE EVERY MARYLAND ATTORNEY MUST SUBMIT AN ANNUAL IOLTA REPORT. FAILURE
TODO SOMAY RESULT IN THE DECERTIFICATION TO PRACTICE LAW IN MARYLAND.

Annual reporting for JOLTA compliance 15 required pursuant to MD Bule 19-409. You are required to file this JOLTA Compliance
Report annually with the Maryland Court of Appeals on or before SEPTEMBER 10th of each year. You are required to report all IOLTA
account(s) in existence as of the date of your completing this report. Even if you do not have an IOLTA account you must report to
comply.
In instances where all IOLTA eligible trust funds of all attorneys in a law firm are deposited in shared law firm IOLTA accounts, the firm
shall designate an attomey to be it's IOLTA Eeporting Attomey. The IOLTA Reporting Attorney shall be authorized to report on all law
firm IOLTA account information for the firm with that reporting attorney’s signature. Every individual attomey at the law firm must also
report on IOLTA to comply but WILL NOT nclude account information in their reporting; the individual attorney will only provide the
compliance determination information and reference the name of the IOLTA Reporting Attorney.

Even if vou do not have an IOLTA account vou must report to comply.
CERTIFICATION:
The undersigned attormey hereby declares compliance with the IOLTA Act by checking ONE or MOERE of the boxes below as

opriate.
mﬁ' that I maintain a Maryland JOLTA account and I have DEPOSITED MY IOLTA ELIGIBLE ~ NO
T FUNDS IN ACCOUNTS PAYING INTEREST to the Maryland Legal Services Corporation v

Back

27. Select the button on the bottom of the report screen to return to make any
corrections to the reported data in the relevant section(s).

OR....
Submit .. . -
28. Select the button to officially submit your IOLTA Report Filing.
ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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b. The following message is displayed to warn that changes are not permitted once the
report is submitted.

Changes are not permitted once the report is submitted. Are
you sure you are ready to submit the report?

OK Cancel

29. Click OK.

30. The Filing Confirmation Receipt will display showing that the IOLTA Report Filing was
competed.

Filing Confirmation Hecelpt

Aftorney Name

Attomey Number

Filing Type 10LTA

Reporting Period January 1, 2018 - June 30, 2019
Filing Date 071212019

Confirmation Mumber I0LTA-0412150305-2019

If you have further il g 1OLT. reporting, visit the MLSC website at hitp:/www.misc.org and follow links to 'Lawyers - IOLTA
Compliance' or call MLSC at 410-576-9494 or 800-492-1340.

If you have |OLTA-eligible funds that need to be deposited into an I0LTA account, please contact MLSC for an IOLTA Enroliment form or go to the MLSC
wiebsite at http:/f'vwwi.mlsc.org to download the form. IOLTA forms must be itted to an approved IOLTA financial institution. It is not
necessary to have an IOLTA account to be in compliance with IOLTA. If you are unsure as to whether to open an IOLTA account, please
contact MLSC at the number listed above.

You can print a copy of your Confirmation Receipt at any time from the main report screen.

Close

c. A copy of the Confirmation Receipt can be printed from the main File IOLTA Report
tab.

31. Select the Close button.
d. The IOLTA Report has been submitted

32. In Summary:

a. The report was successfully submitted.
b. The Report can be printed from the File IOLTA Report tab.
c. The Filing Confirmation Receipt can be printed form the IOLTA Report tab.

d. The option to Edit the Report is no longer available after submitted.

ADMINISTRATIVE OFFICE OF THE COURTS PRO BONO AND IOLTA USER GUIDE 12/23/2019
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e. The option to Delete an incomplete Report is no longer available after submitted.

f. IOLTA Compliance status is changed to Reporting Current.

Compliance ltem Statug  Detail

CPF " Payments Current.
TIN o Reporting Current.
Pro Bono ' Reporting Current.
IOLTA ' Reporting Current.

END OF DOCUMENT
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