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INSTRUCTIONS
(1)
a.
Enter the date of the prior month's reconciliation in the heading of the Beginning Balance column, Column A.  Copy the amounts from the Ending Balance column from the prior month onto the appropriate lines of Column A.


b.
Enter the summary data from the Treasurer's statement in each column.

(2)*

Compare the deposit slips to the deposits credited on the statement.  Any deposit slip not included in the statement represents Deposits in Transit.  Enter the total of deposits in transit as a positive amount in the Receipts column (Col B); enter deposits in transit from the prior month as a negative amount, same column.

(3)*

Enter the total checks written but not included in the statement as a positive amount in the Disbursements column (Col C); enter outstanding checks from the prior month as a negative amount, same column.

(4)

Enter any other amounts that are reconciling items, such as bank adjustments, in the appropriate column.  (Note:  Some reconciling items may also need to be recorded in CALSTARS.)

(5)

Compute the total of each line (Col A + Col B - Col C) and enter in the Ending Balance column (Col D).  Total each column and enter the balances on line (5) Per Agency Records.

(6)

Enter the balances of each general ledger account from the G01 report (request with the 'M' period option) included in the General Checking Account being reconciled.  The total of these accounts should agree with line (5) Per Agency Records.  Review and correct any discrepancies.   Some discrepancies in the Receipts and Disbursements column  are "normal," which can be caused by one or more of the following entries:

· Credit entries that represent a reversal of the original entry for Uncleared Collections.

· Credit entries that represent a reclassification of Uncleared Collections to the correct nominal account.

· Credit entries for Cash Shortages.

· Credit entries for some dishonored checks.

· Credit entries for Year End adjustments.

· Debit entries for cash overages.

____________________

  *
The amounts shown on lines (2) and (3) should be supported by adding machine tapes attached to this sheet.  The tapes should identify each item by either deposit location/date or check number, respectively.




