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The purpose of reconciling your bank statement (see example) is to identify any errors or omissions in 

either the bank's or your group's records. It also helps to keep track of the group's true bank balance 

at all times. To reconcile your bank statement, refer to the sample and follow this procedure. 

 

Procedure 
1. Obtain monthly bank statement and cancelled cheques either by picking them up at the bank or 

having them mailed to you. 

2. Check the cancelled cheques against the statement by using a tick (.I') mark on the statement. 

Circle any debit item on the bank statement that does not have a corresponding cheque. 

3. Put the cancelled cheques in numerical order. 

4. Tick off the entries in the cheque disbursements journal against the cancelled cheques. Mark 

outstanding (o/s) beside the amount in the bank column for any item in the cheque disbursements 

journal not yet cashed  by the bank. 

5. Enter in the cheque disbursements journal any circled debit items from the bank statement that 

were not previously recorded, including such items as the monthly bank charges. 

6. Check bank deposits recorded on the statement against your cash receipts journal. Mark any o/s 

items in the receipts journal beside the amount in the bank column. Enter any credit items on 

the bank statement that were not previously written in the cash receipts journal. 

 

Completing the Reconciliation 
(Refer to the example) 

1. Enter the final bank balance recorded on the statement on line 1(see example). 

2. List the outstanding deposits from the cash receipts journal  on line 2, then add 

them together. 

3. List the outstanding cheques from the cheque disbursements journal; add them together. 

4. Subtract outstanding cheques to arrive at the adjusted   balance. 

5. Enter the previous month's adjusted balance. 

6. Add the total bank column from the cash receipts journal. 

7. Subtract the total bank column from the cash disbursements journal. 

8. The reconciled bank balance should now agree with the balance per books in step 4. If not, double-

check all previous steps for accuracy. 
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