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Lesson Objectives:
1. Complete a bank statement reconciliation

Lesson Instructions:
As you learned in the previous assignment, balancing your checking account is 
important. Matching your recorded balance to that of the banks is called 
“reconciling your bank statement”.

In today’s lesson, you will practice this skill.
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The Bank statement:
The example to the right shows 
what a typical bank statement looks 
like. 
● It will list all check or payments 

by date or check number. 

● Typically the deposits will be 
listed in a separate place.

                     



Steps:
1. Begin by comparing your records to the 

bank statement. Place a checkmark or 
X on the ones that match. Do this on 
your records and the bank statement.

2. Any items not marked off will be 
considered as “outstanding”. This 
means that one of the records (yours or 
the banks) is missing that item.

a. You will use these to reconcile your 
records to the banks.
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Bank Reconciliation Form:
The left side of the formis where 
you put the balance from your 
records. This could be either a 
check stub or the balance in 
your register.

The right side is where you get 
information from the bank 
statement. 
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Steps continued:
1. Begin by putting your 

balance on the left side.
2. List any bank charges that 

are listed on the statement 
and not marked off on your 
record. 

3. Add multiple charges and 
subtract from your balance.

The adjusted balance now 
shows your records 

up-to-date.
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Steps continued:
1. Now go to the bank statement and put the balance 

listed on it on the right side.
2. List any deposits you have made that do not show 

on the statement. If there are multiple ones, add 
them together.
a. Add this to the original balance to get the 

subtotal. 
3. List any payment you have made that do not show 

on the statement. If there are multiple ones, add 
them together. 
a. Subtract this from the subtotal to get the new 

adjusted bank balance.
The 2 adjusted balances should equal.



Practice:
Use this bank reconciliation form or the PDF that accompanies this assignment to reconcile 
this information given.

Use the bank statement and register on the next slides and follow the steps on slides 4, 6 
and 7 to complete the reconciliation.

These can also be found on the PDF that accompanies this assignment
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https://docs.google.com/spreadsheets/d/1arC6hAt3hZW1VE1kZyEKzr6EoA2aYB9ZR7I0q4Hn6Xw/edit?usp=sharing
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Check Register


