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The break down: 
· Check your Checks 
· Review which checks the bank has cleared and which ones have not. Also be on the look out for canceled checks. 
· Make sure the amount you recorded is the amount the bank shows 
· Check your Deposits 
· Review which checks the bank has deposited and which ones have not. Really important if you do direct deposit. 
· Make sure the amount you recorded is the amount the bank shows 
· Check your ATM withdrawals and Debit card purchases 
· Same process, review which withdrawals have been cleared and which ones are still pending. Check of each transaction as you go. 
· Check if you have been charged for any bank fees or interest 
· This can be a reason if your numbers are not working out originally. 
· List outstand checks and deposits 
· Put both of theses in a separate column to review at a later date 
· Record your bank’s ending balance and what you found as your ending balance
· Keep in mind any outstanding checks and deposits 
· Lastly, calculate your final balance make sure all the number line up. 

Tips: 
· Do this on a regularly usually at least once a month. Not just at tax time
· Make sure you are truthful about your finances to yourself. Don’t build in a buffer or round up or down numbers to make it easier. Bring a calculator. 
· If your account is in a complete mess and you cannot figure out anything. Open a new account and start over. Close your old account once all checks have clear. 
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