Student Handout
How to Balance Your Checkbook:

Step-by-step Instructions

Do you balance your checkbook each month? Here are four reasons why you should: 

1. Balancing your checkbook verifies that your records match the bank's records. 

2. Banks CAN make mistakes, but even more likely is that you'll make a math error in your checkbook register. 

3. If you make a mistake or forget to post a transaction in your register, you may start bouncing checks and incurring fees of $25 or more. 

4. If there's a problem, you won't need to wade through months of transactions to figure it out. 

Here's How:

1. Create online access to your account
Many banks are moving away from mailing statements. It is important that you stay in contact with your accounts. Go to your bank’s website and register to have online access. Use a good password for extra protection. This provides a simple way to track your transactions and compare them to what you have recorded in your check register. When you sign into your account, you can click on a link to request your account history. This will provide a list of all of your deposits and withdrawals. You can print this off to check the sheet against your check register.
2. Reconcile Your Checks 

Determine if there are checks that haven't cleared the bank. Sort your cancelled checks in check number order, use the listing of your cleared checks in numerical order shown on your statement, or follow the dates listed in both your register and the website. In your checkbook register, check off each cancelled check returned to you or each check that appears on the check listing, making sure the amount you recorded is the amount the bank shows.

3. Reconcile Your Deposits 

Make sure each deposit shown on your bank statement is recorded in your check register (especially if you have direct deposit, which you can easily forget to record). Also, go through your deposit slips, paycheck stubs, etc., and make sure the bank statement shows all the deposits you made. Check off the deposits in your check register as you did for checks.
4. Reconcile Your ATM Withdrawals and Debit Card Purchases 

Go through the same process with your ATM withdrawals or debit card purchases, checking off each transaction on the bank statement in your check register. If the bank shows transactions that aren't included in your check register, record them now.

5. Record Interest Earned and Bank Fees
How to Balance Your Checkbook: 

1. In your check register, record any bank charges (ATM fees, returned check fees, service fees) that you have not yet recorded. 

2. In your check register, record automatic electronic payments such as automated bill payments. (Obviously, these need to be subtracted from your running balance). 

3. In your check register, add automatic deposits such as your direct deposit paychecks. 

4. Record earned interest. (Add this to your running balance). 

5. Compare your check register with the bank’s transaction list. 

6. Check off each item in your check register as you locate it on the list. Be sure to note any discrepancies.  

7. Look for any Outstanding Transactions - items on your bank statement not yet checked off. Total the amount of the outstanding transactions. 

8. Subtract this outstanding transaction total from the ending balance on your bank statement. 

9. This total is now your New Balance. 

10. Add any deposits you have made but that are not listed on your bank statement to your New Balance. This number should match the balance in your check register. 

What if the numbers don’t match up? 

1. Re-check your check register against your bank statement – did you check off all posted transactions? 

2. Double-check your addition and subtraction. 

3. Check your deposit, withdrawal, and ATM receipts, etc. to be sure you logged them properly. 

4. Check for transposed numbers. 
Tips & Warnings

Buy duplicate checks. If you forget to write one down, the carbon copy has all the information you need. 
Find an app for your cell phone and make a habit of recording all of your transactions as soon as you make them. Don’t count on remembering them later.

If you don’t take the time to write the amount of your check, ATM withdrawal, or debit card purchase in your register at the time of the transaction, simply fold up the receipt and put it in your checkbook register. Don’t put it in your pocket, your wallet, or your handbag. It only takes a moment. Then, when you get home at the end of the day, all of your receipts are in one place, waiting to be transcribed
In the first column in your check register, write DEP for Deposits, WD for Withdrawals, AUTO for Automatic Payments, DBT or DC for Debit Card purchases, EFT for Electronic Funds Transfer, FEE for bank fees and check numbers for any checks you've written. Fill in dates and descriptions. Put Debits (-) and Credits (+) in the correct column. Debits include all payments, withdrawals, and bank fees. Credits include Deposits and Dividends. 

Out of balance? Check your math. Take the higher balance and subtract the lower one. If the result can divide evenly by 9, it's likely a transposition error. ($9.84 instead of $8.94) If not, you may have put something in the wrong column (subtracting a deposit, for example.) Multiply and divide the discrepancy by two and look for those two numbers in your register. Fix any math error you encounter. 

The Adjusted Checkbook Balance and the Adjusted Statement Balance will be the same amount if your checkbook is in balance.
On alternating months, mark off your transactions with a different symbol or a different color of ink. It makes tracking an error a simpler process.

Draw a red line underneath the balance in your check register. If your check register balance agrees with the Adjusted Bank Balance, write BAL next to it. If not, skip a line and write "My Balance: xxx, Adjusted Bank Balance: xxx, Difference: xxx." 
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	Description of Transaction
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[image: image1.jpg]HOW TO RECONCILE YOUR ACCOUNT

STEP ©
Obtain your account register and check off the following items listed on your
statement:

(1) Personal Checks (5) Automatic bill payments

(2) Deposits (6) Automatic Teller machine

transactions
(3) Interest payments (7) Service Charges
(4) Automatic transfers (8) Finance charges

If any of the above items (1) thru (8) are on your statement, but not in your checkbook
account register, then verify that they are your items. If so, then record them in your
account register and adjust your account register balance.

List and total all deposits and checks not checked off in your account register. This
total will be used in Step 4.

STEP @ STEP ®
DEPOSITS CHECKS

DATE AMOUNT NUMBER AMOUNT
1 1.
2. 2
3 3.
4 4.
5, 5.
6. 6.
0 7.
8. 8.
9 9.

TOTAL TOTAL
STEP ®
ENTER:
Statement
current balance $. ~ STEP ®
ADD:
Total deposits Recheck steps 1 thru 4
f tep 2

Csgh et Compare the amount entered on your
SUB TOTAL: $ checks to the amount in your account
register.
SUBTRACT:
Total checks from Check for additon and subtraction
stop3 L errors.
SUETOTAL o Check for deposits and checks not
ENTER & SUBTRACT listed in Steps 2 and 3.
Balance on your
checkbook Compare the encoded amounts on
account register L S, your checks to the amounts written
on your check.

TOTAL: $ S
(Should be 0)
IF THE TOTAL IS NOT ZERO SEE STEP 5






The check register is used to keep track of the money in your checking account. In the check register, you write down every transaction that affects the balance in your account—such as checks you write, debit card purchases, deposits you make, automatic withdrawals, interest paid to you, bank charges, fees, etc.  Record all transactions immediately in your check register.

· Use the receipts from the following page or from envelop provided to complete this Checking Account Register.

· Use a two-line entry to make ( + ) and ( — ) easier.

Receipts 

for Checking Account Register Exercise
	Checking Account

Beginning Balance

$209.00
	
	January 9, 2014
Hometown Quick Stop

For Gasoline

$37.00    Check #224

	January 3, 2014
“MyChex” Ordered new checks at the bank.

$23.50
	
	January 13, 2014
Deluxe Dime Store

Birthday Gifts

$36.54 (Debit Card)

	January 5, 2014
Fantastic Food Market

Groceries

$ 27.01    Check #223
	
	January 15, 2014
Happy Workers Inc.

Deposited Pay Check

$ 500.00

	January 7, 2014
Cash at ATM

$40.00

$1.00 Fee
	
	January 18, 2014
Merry Motors Company

Car Payment—Auto. Withdrawal

$150


Reconciling a Bank Statement

Why isn’t the balance on the bank statement and the balance in your check register the same?

Chances are you have forgotten to record a check you have written or you may have given a check that has not been cashed yet. Often times, the automatic withdrawals, service charges, and ATM fees have not been recorded in the check register.  The following table will help you find the problem.
	Current Checkbook Balance
	

	Add any deposits that are on your bank statement that have not been made in your checkbook.
	+

	
	+

	
	+

	Subtotal of deposits
	+

	Subtract any checks that show to be cleared in your bank statement that have not been recorded in your check register.  Don’t forget  to write down service charges and other deductions not previously entered in your check register.
	-

	
	-

	
	-

	Subtotal of deductions
	-

	Adjusted Checkbook Balance
	


	Current Bank Statement Balance
	

	Add any deposits that have been made in your check register and are not shown in your bank statement.
	+

	
	+

	
	+

	Subtotal of deposits
	+

	Subtract any checks that been recorded in your check register that are not shown in the bank statement.   Don’t forget to write down ATM and debit card deductions.
	-

	
	-

	
	-

	Subtotal of deductions
	-

	Adjusted Checkbook Balance
	


Your checkbook is in balance if the “adjusted checkbook balance” and the “adjusted statement balance” are the same amount.

 
	Check

Number
	Date
	Description of Transaction
	Payment/Debit

( - )
	(
	Fee

( - )
	Deposit/Credit

( + )
	Balance

        $ 209.00

	EFT
	1/3/14
	MyChex
	23
	50
	
	
	
	
	-23
	50

	
	
	new checks
	
	
	
	
	
	
	185
	50

	223
	1/5/14
	Fantastic Food Market
	27
	01
	
	
	
	
	-27
	01

	
	
	groceries
	
	
	
	
	
	
	158
	49

	ATM
	1/7/14
	Cash
	40
	00
	
	1.00
	
	
	-41
	00
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	49

	224
	1/9/14
	Hometown Quick Stop
	37
	00
	
	
	
	
	-37
	00

	
	
	gasoline
	
	
	
	
	
	
	80
	49

	DC
	1/13/14
	Deluxe Dime Store
	36
	54
	
	
	
	
	-36
	54

	
	
	Birthday gifts
	
	
	
	
	
	
	43
	95

	DEP
	1/15/14
	Happy Workers
	
	
	
	
	500
	00
	+500
	00

	
	
	Pay check
	
	
	
	
	
	
	543
	95

	A W
	1/18/14
	Merry Motors Company
	150
	00
	
	
	
	
	-150
	00

	
	
	Final payment
	
	
	
	
	
	
	393
	95

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	Check

Number
	Date
	Description of Transaction
	Payment/Debit

( - )
	Fee

(-) (()
	Deposit/Credit

( + )
	  Balance

     $ 209.00

	EFT
	1/3/14
	MyChex
	23
	50
	 
	 
	 
	-23
	50

	 
	 
	new checks
	 
	 
	 
	 
	 
	185
	50

	223
	1/5/14
	Fantastic Food Market
	27
	01
	 
	 
	 
	-27
	01

	 
	 
	groceries
	 
	 
	 
	 
	 
	158
	49

	ATM
	1/7/14
	Cash
	41
	00
	 
	 
	 
	-41
	00

	 
	 
	($1.oo fee charged)
	 
	 
	 
	 
	 
	117
	49




	Check

Number
	Date
	Description of Transaction
	Payment/Debit

( - )
	(
	Fee

( - )
	Deposit/Credit

( + )
	Balance

        $ 209.00
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	50
	(
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	50
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	185
	50

	223
	1/5/14
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	27
	01
	(
	
	
	
	-27
	01
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	158
	49

	ATM
	1/7/14
	Cash
	40
	00
	(
	1.00
	
	
	-41
	00

	
	
	
	
	
	
	
	
	
	117
	49

	224
	1/9/14
	Hometown Quick Stop
	37
	00
	
	
	
	
	-37
	00

	
	
	gasoline
	
	
	
	
	
	
	80
	49

	DC
	1/13/14
	Deluxe Dime Store
	36
	54
	(
	
	
	
	-36
	54

	
	
	Birthday gifts
	
	
	
	
	
	
	43
	95

	DEP
	1/15/14
	Happy Workers
	
	
	(
	
	500
	00
	+500
	00

	
	
	Pay check
	
	
	
	
	
	
	543
	95

	A W
	1/18/14
	Merry Motors Company
	150
	00
	(
	
	
	
	-150
	00

	
	
	Final payment
	
	
	
	
	
	
	393
	95

	225
	1/17/11
	B J’s Variety
	32
	64
	(
	
	
	
	-32
	64

	
	
	Cleaning Supplies
	
	
	
	
	
	
	361
	31

	
	
	
	
	
	
	
	
	
	
	




IMPORTANT!

The Adjusted Checkbook Balance and the Adjusted Statement Balance will be the same amount if your checkbook is in balance.
Don’t forget to make any corrections on your check register and make a note that it is balanced. 

Draw a line beneath the last line that has been reconciled for an easy reference point.

	Current Checkbook Balance
	$393.95

	Add any deposits that are on your bank statement that have not been made in your checkbook.
	+

	
	+

	
	+

	Subtotal of deposits
	+    0

	Subtract any checks that show to be cleared in your bank statement that have not been recorded in your check register.  Don’t forget to write down service charges and other deductions not previously entered in your check register.
	- 32.64

	
	-

	
	-

	Subtotal of deductions
	-32.64

	Adjusted Checkbook Balance
	$361.31


	Current Bank Statement Balance
	$398.31

	Add any deposits that have been made in your check register and are not shown in your bank statement.
	+

	
	+

	
	+

	Subtotal of deposits
	+  0

	Subtract any checks that been recorded in your check register that are not shown in the bank statement.   Don’t forget to write down ATM and debit card deductions.
	-37.00

	
	-

	
	-

	Subtotal of deductions
	-37.00

	Adjusted Checkbook Balance
	$361.31


If the adjusted checkbook and statement balances do not match:

· Review last month’s statement to make sure any differences were corrected.

· Check additions and subtractions in your checkbook.

· Compare the amount of each check and deposit on this statement with the amount recorded in your checkbook.

· Make sure all outstanding checks have been listed, including those that may not have been paid from the previous statement.
· Make sure that any electronic fund transfers or automatic payments are recorded in your checkbook.

This is a copy of the reconciliation form that comes in my bank statement each month. As you can see, the process is very similar to what you have just worked through. There are more spaces for you to list any missing items from your check register. Whatever form you choose, follow the instructions—step-by-step.





Monthly Statement


OK Community Bank	





				       			   February 1, 2014





Someone Else						     Account #1234-56


10 Sandy Hills 


Western, OK  96020





Beginning balance on January 1, 2014 	$209.00


Deposits and other additions		         		$500.00


Checks paid and other subtractions       	       -$ 310.69


Ending balance on February 1, 2014 		$398.31








       Cleared Checks�
     Cleared Deposits�
�
 1/7      223     $27.01


 1/17    225       32.64�
      1/15        500.00�
�



Auto Withdrawals/Debit Cards/ATM


1/3         MyChex            23.50�
       �
�
1/7        ATM                  40.00 


             ATM Fee             1.00�
�
�
1/13      Deluxe Dime St     36.54


1/18       MMC              150.00�
�
�
�
�
�
�
�
�






Note: Many check registers have combined the Fee (-) column with the ( column.  In that case you may want to use the column for reconciling and include the notation of fees in the memo area following the transaction.  Be sure to include the entire amount in the payment column.








Balanced


Draw a line underneath the last line that has been reconciled.








Balanced
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