reconcile

How do | balance my account?

Organization Name Account Number
Statement Date

Statement Ending Balance

Outstanding Deposits

Total Outstanding Deposits (add)

Outstanding Checks

Total Outstanding Checks (subtract)

Reconciled Balance

Balance as shown on Journal
Financial Officer Initials and Date
Advisor Initials and Date
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Enter Statement Date on Monthly Account Reconciliation.
Enter Ending Balance from Statement provided by SOFC.
Refer to the Organization’s Cash Journal

Date Deposit/Paid To Revenue Expense Balance

Mark as reconciled

Mark each item on the Cash Journal that is listed on the statement. This signifies that the transaction is reconciled. Verify that the amount on the
statement is the same as the amount on the Cash Journal. If there is an error on the statement, bring supporting documents (request forms, transfers,
etc.) to the SOFC staff for correction.

List the items (from the cash journal) that are not marked as reconciled on the Monthly Account Reconciliation. Total each section.

Use this formula to compute the Reconciled Balance. Statement Balance + Deposits Outstanding — Checks Outstanding = Reconciled Balance.
Enter the Balance from the Cash Journal. This should equal the Reconciled Balance. If not, check computations. For further assistance, ask the
SOFC staff for help.
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