Reconciling Manual Checkbook.

Once the bank statement arrives from the bank you are ready to reconcile the manual checkbook.

1. Add the check columns on the manual checkbook.  

2. Add the deposit columns on the manual checkbook

3. Add the void check columns on the manual checkbook 

4. Create a spreadsheet with the following heading on the top.  You may want to look at a previous month’s bank rec to see how it is done.

Company Name
Bank Rec

Bank Account Name (AP or Payroll)
Date Reconciling

5. Section 1 – Enter:
Bank Balance

DIT (this is deposits in transit)

O/S Checks (this is outstanding checks)

Bank Balance

6. Section 2 - Enter:

Book Balance

Cash Receipts 

Cash Disbursements 

Service charge

M/C service charge

Book Balance

7. BANK BALANCE-Enter the bank statement ending balance.
8. DIT (deposits in transit)-Check off the deposits on the bank statement against the deposits on the manual checkbook.  If you cannot find the first few deposits that show on the bank statement on the manual checkbook you may want to check the last month’s bank reconciliation.  Look under DIT.  These are the deposits from last month that had not cleared by month end.  Also any deposits for the month that are on the manual checkbook but not on the bank statement will be DIT.
9. O/S CHECKS-Check off the cleared checks showing on the bank statement against the checks showing on the manual checkbook.  You will want to start with the outstanding checks from last month which are listed at the bottom of the bank reconciliation sheet.  Make a list at the bottom of the new bank reconciliation sheet of any checks that do not show on the bank statement as cleared.  
10. BANK BALANCE-The bank balance + the DIT – the O/S checks = the ending bank balance.  Enter the amount on the bank reconciliation sheet.

11. BOOK BALANCE-Enter the ending checking account balance from last month as the beginning book balance.

12. CASH RECEIPTS-Add all the deposit columns from the manual checkbook.  The total should equal the deposit tickets.  Enter that amount for the cash receipts.
13. CASH DISBURSEMENTS-All all the check columns from the manual checkbook minus any void checks.  Enter that amount for cash disbursements.
14. SERVICE CHARGE-Enter the amount showing on the bank statement that is the bank service charge.  Also make sure that the service charge has been entered on the manual checkbook and the balance of the manual checkbook decreased by this amount.

15. M/C SERVICE CHARGE or MISC CHARGES-Enter the amount showing on the bank statement that is the credit card service charge. Also make sure the m/c service charge has been entered on the manual checkbook and the balance of the manual checkbook decreased by this amount.

16. BOOK BALANCE-The beginning book balance + cash receipts – cash disbursements – service charges – m/c service charges or misc charges = ending book balance.

17. The ending bank balance should equal the ending book balance which should equal the last balance on the manual checkbook which should also equal GL.  

