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Why is the Bank Rec Important?
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Why Do A Bank Reconciliation: 5 Reasons to Reconcile Monthly

● Catch Errors. Misread receipts, transposed numbers and 
forgotten entries in the check register are common 
accounting errors and are easily rectified. 

● Avoid Surprises. 
● Save Money. 
● Verify Cash Flow. 
● Prevent Fraud.



Materials Needed

❖ Bank Statement

❖ Check/EFT Register

❖ Cash Receipt List

❖ General Ledger Detail Report

❖ Spreadsheet Template
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Step 1 - Gather the Account Summary from the Bank Stmt
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Step 1b - Enter the Bank Totals onto the 
Bank Rec Spreadsheet
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Step 2 - Deposits in Transit

❖ Enter any deposits in transit for the prior month and 
the current month
➢ These are fairly unusual nowadays
➢ These are deposit that have been booked into the General 

Ledger at the end of the month but have not been 
received by the bank
■ Sometimes they are deposits sitting in a safe at the district
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Step 3a - Outstanding Checks

❖ Check Bank Statement
❖ Look for Gaps in Check Number Order
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Step 3b - List Outstanding Checks on the 
Bank Rec Spreadsheet

8



Step 3C - Make Sure O/S Checks show in 
the Bank Rec Spreadsheet
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Step 3D - Let’s look at the Spreadsheet
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Step 4 - Make Sure Deposits Column Equals 
Revenues from G/L (Except for Accruals)
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Step 4b - Make Sure all Bank Deposits are 
accounted for
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Step 4 - Deposits = Revenues on Bank Rec
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Step 5 - Make Sure Disbursements Column 
Equals Expenditures from G/L (Except for 
Accruals)
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Step 5b - Check your Check Register (and other 
Disbursements and Payroll) for any Differences
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Step 5C - Make Sure your Disbursements = 
your G/L
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Step 5D - You May Need to go Item by Item 
from Bank to G/L



Step 6 - Make AJEs for each Discrepancy 
(either not in G/L or not in Bank)
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Step 7 - Check to make sure G/L = Bank Rec
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What About Pooled Cash?

❖ Make sure the total for all funds matches
➢ Make sure you are making any needed interfund AJEs
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Step 8 - Your Bank Rec is Finished!
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Step 9 - Perform Check Reconciliation Function in your software
And make sure it agrees to the bank rec and the G/L
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What if I can’t get it to balance?

The Bank Rec will always balance:

❖ You just have to find the differences between the bank 
statement and the General Ledger.

❖ It’s like a puzzle, but it always works out

If nothing else, make sure that EVERY transaction on your 
bank statement is recorded in your General Ledger (either as a 
deposit, expenditure or journal entry)

●  TRY to finish your bank rec by NLT the 10th of the month
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Congratulate Yourself!
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Questions?

Glenn Gustafson
Gustafson_g@cde.state.co.us

719-650-1960
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