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County Accounting Manual 
 
End of Month Checklist 
Use with “Safeguarding Cash – Special Controls 

Contents: 
Verify Invoice 
Verify Receipt 
Verify Net Income 
Match Ending Class Balances 
Bank Reconiliation 
Audit Trail 

STEP  1 - Verify each Invoice or bill (and Purchase Order, if used) to Payees on the Checks Summary 
List. 

 

 
 

STEP  2  -  Verify each receipt in the Receipt Book with the Deposit Detail Report and the money in 
the Cash Drawer. 
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STEP  3 - Verify Monthly Net Income report with the Monthly Income & Expense Funds Report.  
These two reports should show the same Monthly Net Income. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 

Deposits:……………. +  $3,278.36 
Checks:……………….-  $3,347.97 
Monthly Net Income.....=    ($69.61)  

Equals the Monthly Net Income Report – Monthly and Monthly Income & Expense Funds Summary. 
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STEP  4 - The QuickBooks Check Book Register Ending Balance(s) should equal the Funds 
(Classes) Balances Report.   If the Register Balance and the Report Balance do not match, determine if 
there are any outstanding payables such as Federal, State, Local, or Employee Benefit Liabilities. 
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STEP  5 - Reconciliation of Bank Statements: 
 

1. Reconcile the Bank Statement with the QuickBooks Checking account. 
2. Print the full QuickBooks Reconciliation Report and attach it to the bank statement. 
3. The amounts for the outstanding checks and deposits can be found on the QuickBooks Full Reconciliation 

Report.  The ending bank Balance minus the outstanding checks plus outstanding deposits should equal 
the QuickBooks checkbook Ending Balance. 

 
First Commercial Bank Reconciliation Report – 8/31/2001 

Bank Balance This Statement:……..$13,295.82 (Includes interest of $16.94) 
Less Unreported Monthly Interest: $     16.94 
Less Checks Outstanding:………….  $3,391.04   
Sub-Total:……………………………$9,887.84 
Add Deposits Outstanding:…………..$3,260.87   
Checking Register Balance:… …..…$13,148.71   
 

QuickBooks Full Reconciliation Report – 8/31/2001 
Checking – First Commercial Bank account reconciled for the period ending 08/31/2001 
 
Cleared Transactions: 
 
Previous Balance       $12,875.53 
 
Cleared Checks and payments   17 Items -$2,744.65 
Cleared Deposits and Other Credits     2 Items   $3,164.94 
 
Cleared Balance       $13,295.82 
 
Uncleared Transactions 
 
Uncleared Checks and Payments   20 Items -$3,391.04 
Uncleared Deposits and Other Credits    1 Items  $3,260.87 
 
Account Balance as of 08/31/2001 (statement Closing Date) $13,165.65 
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STEP  6 - Audit Trail Report:  To review and identify any Voided Checks. 
 
 

 
 
Missing Checks Report:  To review and identify any Duplicate or Missing Checks.  
 

 
 
 
 


