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E - ERROR CORRECTION

PLEASE EXAMINE AND REPORT EXCEPTIONS AT ONCE,
OTHERWISE YOUR ACCOUNT WiIllL BE CONSIDERED

CORRECT.

D - DEBIT MEMO
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—- OVERDRAFT
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BALANCING YOUR CHECKING ACCOUNT

(PLEASE EXAMINE AT ONCE AND REPORT ANY ERROR IMMEDIATELY)

1. ENTER the last balance shown on this bank statement here. _ _______ ______. $
2. SHOW total of any deposits you've made since the date of Statement _______ $ o

3. ADD items 1 and 2 above and show total here $

4. LIST in spaces provided below, any outstanding checks. (See “Suggestions” below).

CHECK NO g
CHECK NO B P

CHECK NO. % . I
CHECK NO s

CHECKNO. ___ $ N

CHECK NO 3§

CHECK NO. % .

CHECK NO 3

CHECK NO T

CHECK NO 5

CHECK NO. oo %

TOTAL OUTSTANDING CHECKS i

5. ADD all outstanding checks in item 4 and place total here___ _____________ $

6. SUBTRACT charges for Service Fees, etc. from your checkbook balance.
THESE CHARGES ARE SHOWN ON FRONT OF THIS STATEMENT

7. YOUR RECONCILED BALANCE is obtained by subtracting item 5 from item 3
(SHOULD AGREE WITH YOUR ADJUSTED CHECKBOOK BALANCE) __ _ _ _ _ _ _ _ _ _ __ __ ___________ $

SUGGESTIONS: Always reconcile your account immediately after receiving your statement. * To start re-
conciliation, arrange your checks in the order in which they are recorded in your checkbook records, then
cross off these checks against the stubs in your checkbook records. When this has been accomplished, the
uncrossed stubs represent outstanding checks and should be listed under item 4. * If total shown in ltem 7
does not agree with your checkbook, verify all of your additions, subtractions and carry-over balances on
your checkbook stubs. ® When checkbook and bank statement are balanced, mark checkbook stub at the

point where the balances were reconciled.
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