Bank Reconciliation Worksheet
 Name of College: _____________________________________________

ASB Bank Reconciliation Worksheet

Name of Bank:	
Account Number:	
For the Month of:	
A. Ending Balance					G. Balance per 			
per Bank Statement	 	Accounting Records:	
B. Plus Deposits in Transit:				H. Plus Interest:			
							I. Plus Adjustments:
											
											
											
											
											
											

C. Total Deposits in Transit:				J. Total Adjustments:			

D. Less Outstanding Checks:	  			K. Bank Charges:
	Date	   Check #	Amount						
											
											
											
											
											
										
										
							L. Total Bank Charges: 				
										
										
										
										

E. Total Outstanding Checks: 			
F. Ending Balance (A + C – E): 		 	M. Ending Balance (G + H + J + L): 			

Reconciliation Prepared by:	
	(Name, Title, Date)
Reconciliation Reviewed by:	
	(Name, Title, Date)
Review by ASB:	
(Name, Title, Date)
Review by College Business Office:	
		(Name, Title, Date)






Instructions for Completing the Bank Reconciliation Worksheet
On line A, record the ending balance shown on the bank statement.
On line B, record any deposits made by the ASB bookkeeper that do not show on the bank statement as of the ending date (i.e., that are outstanding). In addition, review the deposits in transit on last month’s bank reconciliation to confirm that the bank has posted them to the ASB account.
On line C, total the deposits in transit.
On line D, record all of the checks that have been written and recorded in the student body books but have not cleared the bank as of the ending date (i.e., that are outstanding). Review the outstanding checks on last month’s bank reconciliation, and post on this month’s bank reconciliation those that have not yet cleared the bank. Checks that are outstanding longer than one year should be stale dated and returned to the ASB cash balance.Fraud Alert
Bank statement reconciliation fraud is as easy as recording a deposit, stealing the money, showing the deposit as outstanding, and then creating a journal entry to write off the missing funds. 
Everyone reviewing bank reconciliations should be alert for deposits that are outstanding for longer than two or three days and for journal entries that clear cash from the bank reconciliation cash account.

On line E, total the outstanding checks.
On line F, compute the reconciled bank balance. Add the amount on line A and the amount on line C, then subtract the total of the outstanding checks on line E.
On line G, record the amount in the ASB checkbook or general ledger. That amount must be as of the same date as the ending date on the bank statement.
On line H, add the interest and any other amounts added by the bank.
On line I, total all of the amounts from line H.
On line J, record the bank charges deducted by the bank. Also record the returned checks and returned check charges.
On line K, total all of the bank charges.
On line L, compute the ending balance. Add the amount on line G and the amount on line I, and deduct all bank charges on line K.
The bank account is not considered reconciled until lines F and L show the same amount.
Post the interest and the bank charges to the checkbook or the general ledger.
After the worksheet is completed, the ASB bookkeeper finishes the bank reconciliation by balancing all the general ledger accounts, including all club and trust accounts, and provides copies of the bank reconciliations to the administrator responsible for student services, ASB advisor and business office.
The bookkeeper should also prepare a report of bank account and club and trust account balances for the ASB treasurer to present at the student council’s monthly meeting. The ASB bookkeeper should also provide each club advisor with a monthly financial report that shows year-to-date activity and summary balances.

