


 Log every transaction in a receipt book 

 Keep cash on hand at a minimum  

If collecting checks: 

 Be sure the name on the check matches the ID of the person writing the check. Please note that 

it is always good to check the identification of the person writing the check.  

 Endorse the back of the check immediately with the check endorsement stamp



Here are the basic three steps involved to balance your checkbook: 

Step 1 – As mentioned earlier make sure that all deposits and withdrawals are recorded in the check 

register or spreadsheet as they happen. This will help make balancing and reconciling your checkbook 

easier. Review the bank statement and update the check register or spreadsheet as necessary for items 

that appear on the bank statement, but have not yet have been recorded in the check register or 

spreadsheet. Be sure to record any interest earned and check the bank statement for any fees such as 

service charges, finance charges or other fees that need to be recorded as well.  

Step 2 – Check off items in your check register that appear on your statement.  

 Make note of any checks and withdrawals that  �� ���• check statementstatementcheck have  
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spreadsheet.


