Instruction Sheet – Bank Statement

1.
Compare the check register to the bank statement below.  Place a √ on the check register for each check and each deposit that appears on the bank statement.  

2.
Turn to the bank reconciliation on the back of this page.  Complete the left side of the form.  Record the bank statement balance for July 31.  List any outstanding deposits(s).  Add the bank statement balance and the outstanding deposits and record the total.  Next, list the outstanding checks and record the total of the checks.  Subtract the total of the outstanding checks from the preceding total.  Record the new total on the Corrected Bank Statement Balance line.

3.
Complete the right side of the bank reconciliation.  Record the last balance from your check register.  There are no deposits that have not been entered in the checkbook, so leave those lines blank.  Bring down the total from the preceding total.  Next, list any service charges and other bank charges that appear on the bank statement.  Write the total of these charges on the Total line.  Subtract this total from the preceding total above it to find the Corrected Checkbook Balance.

4.
Compare the corrected bank statement and checkbook balances.  Make sure the totals agree.

5.
Return to the check register.  Subtract the service charge and any other bank charges from the current checkbook balance.  Make sure this total agrees with the totals on the bank reconciliation.


Bank Statement
Safe & Sure Bank, Macon, Georgia

Encore Music
Date of Statement:  August 1, 20—


123 Skipper Road


Macon, GA 31216
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Please examine at once.  If no errors are reported within 10 days, account will be considered correct.

	Balance Forward
	No. of

Withdrawals
	Total

Amount
	No. of

Deposits
	Total

Deposit Amt.
	Service

Charge
	Balance

This Statement

	8,000.00
	7
	5,982.00
	2
	1,531.00
	2.00
	3,547.00

	CHECKS AND OTHER DEBITS
	DEPOSITS AND OTHER CREDITS
	DATE
	BALANCE



	Balance
	
	7/1
	
8,000.00

	101
95.00
	
	7/4
	
7,905.00

	
	970.00
	7/5
	
8,875.00

	103
1,662.00
	
	7/10
	
7,213.00

	102
100.00
	
	7/10
	
7,113.00

	
	561.00
	7/10
	
7,674.00

	104
125.00
	
	7/12
	
7,549.00

	105
800.00
	
	7/15
	
6,749.00

	106
3,000.00
	
	7/16
	
3,749.00

	107
200.00
	
	7/24
	
3,549.00

	SC
2.00
	
	7/31
	
3,547.00


