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

T -
Meister Publi zhing cormpany -
. i stard Bl Checks - Summary List
I 5. Loviz, MO 11111 August 2001
E et S Date + Hum + Hame + Amount 4
Aug "M
» 031 2001 5260 Women Aware, Inc Q000 4
TPo & SEcboﬂfsoTuﬂy Estension shipto (if diferent address): 08312001 5281 wiliam & Pat Schiosser 75400
L 1
Eerton, MO 63736-0187 O5i31 72001 5282 Elzine Practar -40.00
F14-545-3516 08/31/2001 5283 Detta Regional Soil Lab 2250
Fax: 314-545.3517
08312001 5284 Ferrel Gas 510
531 72001 5285 Meiseter Publizhing Campany -g97.00
SALESPERS | ORDERNO. DATE SHIPPED Wi F.OE. TERMS 3312001 5286 AmerenlE -148.76
ON SHIFFED 08/31/2001 5287  LDD,Inc 9349
05431 /2001 5285 Southwvestern Bell Telephone -74 83
08/31/2001 5289 Staples -56.29
08312001 5200 Alissa Swincel -131.36
arTy. DESCRIPTION UNIT FRICE TOTAL
. Werageert P ason 7 T 08312001 5291 Warren Cork -208.50
08312001 5292 Maude Harris 3080
o 087312001 5203 David Reinbatt -100.40
o 08/31/2001 5294  First Comerical Bank -+ 28148
= 0331 2001 5295 Mo Dept of Revenue -23.00
Please make your check payable LRt 08/31/2001 5296 University of Missouri Benefits -30.00
t0: Meister Publication 08312001 5297 Penrose, Brenda -1,092.26
0.00 Aug '01 -3,347.97

0.00

0.00 /

SUBTOTAL ar.on

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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Scott County Outreach & Extension

09:20:01 Deposit Detail
August 2001

Trans # + Type + Entered/Last Modified -~ Date + Hum = Hame % Account L3 Amount [

» 486 Deposit 08/07,2001 10:08:30 08/07,20... 0050 - First Com... 17.49 «
Interest 0320 - Interest Inco.. -17.43
TOTAL -17.49
505 Deposit 09/04:2001 13:48:55 08/31/20... 0050 - First Com... 3,260.87

<
Apprapristions 0210 - County App... -3,000.00
4-H 0930 - Other Fees -86.57
Zoil Test 0920 - Soil Test Fe... -174.00
TOTAL -3,260.87
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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.

Scott County Outreach & Extension
0911 Monthly Income & Expense Funds Summary
3M00-50...  3300-Sh... 4200 - Sa...
+ 1000 - C... + (3000-Ed... ¢+ (3000-Ed... + Total 30.. +(4000-De... - Total 40... = TOTAL -
Income
0210 - County Appropriations » 300000 4 000 0.00 000 000 0.00 3,000.00
0300 - Investment Income 0.00 0.0o 0.00 0.00 17.49 17.49 1748
0900 - Resales/Educ Services Fees 0.00 174.00 86.87 2680.87 _0.00 _0.00 260.87
Total Income 3,000.00 174.00 8687 26087 17.49 17.49 327836
Expense
2700 - Persnnl Serv - Salaries & Wag 1,330.00 0.oo 0.0a 0.0o 0.oo 0.0a 1,330.00
2800 - Payroll Expenses 101.74 0.oo 0.0a 0.0o 0.oo 0.0a 101 .74
3100 - Travel 45345 0.00 0.00 0.00 0.00 0.00 43345
3700 - Telephone Serv - Local 74483 0.oo 0.0a 0.0o 0.oo 0.0a 7483
3800 - Telephone Serv - Tolls 95.49 0.oo 0.0a 0.0o 0.oo 0.0a 9549
4300 - RentLease Space 75400 0.0o 0.00 0.00 0.0o 0.00 T54.00
5100 - Supplies/Services 29100 2280 0.00 2250 0.oo 0.00 #3580
5900 - Hilities 151 .56 0.oo 0.0a 0.0o 0.oo 0.0a 151 86
6400 - Other Contract Services _ 4000 _ 000 _0.0a _ nnoa _n.oa _0.0a _ 4000
Total Expense 332547 _22.50 _o.0a 2250 _b.og 000 334787
Het Income i I 151.50 86.87 238.37 17.49 1749 -69.61
Scott County Qutreach & Extension
Checks - Summary List Scott County Qutreach & Extension
August 2001 Monthly Net Income For Classes
# Date + Hum < Hame % Amount % Augus‘t 2001
Aug'1 + _ Aug'M @
» 53172001 2250 Women Avvare, Inc -a0.00 4 1000 - County Appropriations » m P
O5i31 72001 5281 U\ﬂl!lam & Pat Schlosser -7g4.00 2000-Education and Services
083172001 5282 Elaine Prolctor . -40.00 3100_S0il Testing 151 50
05431 /2001 5283 Delta Regional Soil Lakb -22.50 3300-Short Courses a5 &7
D20 5284 FemelGas -5.10 Total 3000-Education and Services 23837
0831 72001 5285 Meiseter Publizhing Company -97.00
0331 2001 5286 AmerenlUE -146 76 4000 Designated Savings & Inves
05431 /2001 5287 LDD, Inc -93.49 4200 - Savings & Interest 17 49
0531 72001 5288 Southwyestern Bell Telephone -74.93 Total 4000-Designated Savings & Inves 17 49
O5i31 72001 5289 Staples -56.29 -
0331 2001 5250 Alizza Swindel -131 .36 TOTAL fog1 *—
05431 /2001 5291 Warren Cork -203.50 S
53172001 5292 Maude Harris -30.90
O5i31 72001 5293 Drarvicd Reinbott -100.40
0331 2001 5294 First Comerical Bank -%' -281 .48
05431 /2001 5285 Mo Dept of Revenue -25.00
0531 72001 5296 University of Miszouri Benefits -30.00
0831 72001 5297 Pentose, Brenda -1,092 26
Aug "M -3,347.97
Scott County Outreach & Extension
LRI Deposit - Monthly Summary
August 2001
% Type % Date + Hum =« Hame % Memo % Account % Amount %
Aug "M
» Deposit 0572001 Interest Depostt 0320 - Interest Inca... 1749 4
Deposit 05873172001 Apprapristions Deposit 020 - Courty Spp... -3,000.00
Deposit 054312001 Soil Test Deposit 0920 - Soil Test Fe... -174.00
Deposit 054312001 4-H Deposit 0930 - Cther Fees -56.87
Aug 'M -3,278.36
Deposits:................ + $3,278.36
Checks:.....cooviiiniiil. - $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.

7 Scott County Outreach & Extenszion - QuickBooks Pro - [0050 - First Commercial B — =1l
i# File Edt Lists Compary Customers Vendors Employsss Banking Reports Window Help ¥ How Do 17 | ==
ﬁ : Goto.. @ Frint... @Edjt Trangaction _D_uickHeport
& Date MHurnber FPayee Paynnent S Deposit Balance
=57 Type Account | temo

|:| 08/31/2001 5289 Staplex 86.29 15,051.61 &
&5 CHE. 5100 - Supplies/Services
08/31/2001 5290 Alizza Swindel 131.36 14,920.25
CHE  ||-spit
& |08/312000 5291 ‘wiarren Cork. 208.50) 14,711.75
ﬂ CHE. 100 Travel 3110 - Mileage
Iﬁ 08/31/2001 5292 tauds Harmis 30.90) 14 B80.85

D CHE. -zplit-
+——— |0B/31/2001 5293 David Reinbott 100.40) 14 580.45
il CHK |-splc
|ﬁ 08/31/2001 5294 First Camerical Bank 281.45 14,298,597
Iﬁ LIAB CHE. || -split- 436005722

D 08/31/2001 5295 o Dept of Revenue 2B.00) 14,270.97
— LIAB CHE 9000 - Paprall Lisbilities: 3030 - State »

ﬁ 08/31/2001 R296 University of Mizssour Benefits 30.00) 1424097
|ﬁ LI&B CHK 3000 - Pagroll Liabilities: 3070 - Retirer
Iﬁ 08/31/2001 5297 Perrose, Brenda 1.092.26] 1314871
=] P&y CHE (| -split-
5 -

Mumber _ ||Payes > || Pavrment Deposit
Iﬁ Acoourt [ Mermo -|
E Splits | Ending balance 13.148.71
% [~ 1-line
= | 5oty [Date, Type, Mumber/Rel = | Record Flestore

ou cah see eRamples of reports to find the report you want with QuickBooks Repart Finder.
Scott County Outreach & Extension
LRI Funds (Classes) Balances - All Transactions
All Transactions
+  Aug 3, "M %
1000 - County Appropriations » 875224 4
3000-Education and Services
F00-50il Testing -109 46
3200 - Resale and Services 19057
3300-5hort Courses 3,900.75
3400 - Council Resale 000
3500 - 4-H Rodeo 0.0o
3600 -Agronmoy plots 24000
Total 3000-Education and Services 422219
4000-Designated Savings & Inves
4200 - Savings & Interest g5.86
Total 4000-Designated Savings & Inves 5586
5000 - Restrict Grants & Contr
5100-4-H Literacy Grant o542
Total 5000 - Restrict Grants & Condr 5542
Unclassified Class 0.00 P
TOTAL 1314881
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STEP 5 - Reconciliation of Bank Statements:

[a—

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: $ 1694

Less Checks Outstanding:............. $3.391.04
Sub-Total:.......ovviiiiiiiiien, $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 «
. . P
Uncleared Deposits and Other Credits 1 Items $3,260.87 <«
Account Balance as of 08/31/2001 (statement Closing Date) $13.,165.65
%% Scott County Dutreach & Extension - QuickBooks Pro - [0050 - First Commercial Banl = x|
& Fille Edit Lists Company Customers Vendors Employees Banking Repots 'window Help ¥ How Do I? |;|i|1|
ﬁ 3 Gota.. @ Frint... @ E dit Transaction QuickH eport
X Date Murnber Payee Payrnent < Deposit Balance | ‘
e Type Acoount | Mema ‘
|:| 03/31/20Mm 5290 Alisza Swindell 131.36) 14,920,254 |
5 CHE -plit-
= 03/31/20Mm 52491 W arren Cork 208 50) 1471175
CHE 3100 - Travel 3110 - Mileage
& | 0843172000 5292 Maude Hariz 30.90) 14 680.85
# CHK split
Iﬂ 03/31/20Mm 5293 David Reinbott 100.40) 14,580.45
|:| CHE ~zplit-
—-| 08/31/20Mm 5294 First Comerical Bank 261.45) 14.298.97
E LI&B CHE |[-split- 436005722
ﬂ 03/31/20M 5295 Mo Dept of Revenus 28.00) 14,270.97
Iﬁ LI&E CHE 9000 - Payroll Liabilties: 9030 - State '+
|:| 0831720 5296 University of Miszoun Benefits 30,00} 14,240.97
— LI&B CHE, | 9000 - Payroll Liabilities 9070 - Retirer P
8% 03/31/20Mm 5297 Penrose, Brenda 1.092.26) 1314871
# PaY CHK. ||-split
ﬁ 03/11/20M J 16.94 1316565 ¢
== DEP 0300 - Investment Incorme: 0320 - Inter Depagit
B | Mumber ||Paves = ||Payment Deposit }J
ﬂ |Aczount = Mema -/
4 P
g ﬂl Ending balance 13,165.65
% " 1Lline
= | Sotby [Date Type, Mumber/Rel > Record Restare
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STEP 6 - Audit Trail Report: To review and identify any VoidedChecks— ]

Scott County Outreach & Extension
09720 Audit Trail

All Transactions
Trans # « Type + Entered/Last Mo... - Las... « Date @ Hame + Memo < Account

@

Split < RIMOU... |

Current Transaction

» 429 Check 09/04/2001 13:50:...  cpd 05/31.2001 Eddie Tock 0050 - First Com...
Edldlie Tock 310 - Mileage
Previous Transaction
429 Check 053102001 11:20:...  cpd 05/31,/2001 Edldie Tock 0050 - First Com...
Ecdidie Tocit 3100 - Travel:31..
Current Transaction
442 Check a708/2001 10:16:...  cpd 06/29/2001 Willism & Pat... 0050 - First Com...
William & Pat... 4300 - RentlLea...
Current Transaction
443 Check 07 09r2001 1016, cpd 062952001 Elaine Proctar 0050 - First Com...
Elaine Proctor 6400 - Other Co...
Current Transaction
444 Check 07092001 1017, cpd 06/29,2001 Postmaster 0050 - First Com...
Postmaster 5100 - Supplies..

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

Scott County Outreach & Extension

09:2001 Missing Checks
All Transactions

0 Mile.. 0.00 4 <
050 - Firs... 0.00

3100 Tra... -27.00 <
030 - Firs... 2r.00

4300 Ren...  -784.00
0030 - Firs... 784.00

6400 - Cth.. -40.00
030 - Firs... 40.00
3100 Sup... -a0.00
050 - Firs... 50.00

& & Hame + Memo Account & Split & Amount 4
Paycheck 09729, Penrose, Brenda 0050 - First Comme...  -SPLIT- 102029 40—
¢{Juplicate document numbers 5
LU2/2000 AmerenUE 0030 - First Comme... 5900 - Lilties 14811 €]
Check 100272000 Warren Cork 0030 - First Comme...  -SPLIT- -124.00
Check 1000252000 Delta Regional Soil.... 0050 - First Comme... S100- Suppli... -345.00
Check 100252000 D, of Emplaymen... 0050 - First Comme... 2870 - Unemp... -4.02
Check 10/02/2000 Ferrell Gas 0050 - First Comme... 5900 - Uilties -508
Check 10/0272000 haLde Harris 0050 - First Comme...  -SPLIT- =107 .40
Check 100022000 LoD, Inc 0os0 - First Comme... 3800 - Teleph... -83.15
Check 100272000 Pitney Bowes 0050 - First Comme... 4400 - RentL... -107.70
Check 10/0272000 Elzine Practor 0030 - First Comme... 6400 - Cther .. -40.00
Check 1000242000 Cravid Reinbatt 0os0 - First Comme...  -SPLIT- -30.76
Check 10022000 Willizm & Pat Schilo.. 0050 - First Comme... 4300 - RentiL.. -7a4 .00
Check 1000252000 Scott County Soil a... 0050 - First Comme... 5100 - Suppli... -219.21
Check 100272000 Southevvestern Bel... 0050 - First Comme... 3700 - Teleph... -Fra9
Check 10022000 Alisza Swindel 00s0 - First Comme... -SPLIT- -50.01
Liakilty Check 100252000 Mo Dept of Revenue 0050 - First Comme... 9030 - State W, -24.00
Lishility Check 10/02/2000 Urion Planters Ban...  43-60... 0030 - First Comme... -SPLIT- -254.42
Ligkility Check 1000252000 University of Mizsa.., 0050 - First Comme... 9070 - Retirem... -20.00
000 Penrose, Brenda 0050 - First Comme...  -SPLIT- -1,020.29 D E—
- T 2001 Wiliam & Pat Schilo... 0050 - First Comme... 4300 - RentiL... -704.00 40—m078 —
Check 013172001 Elaine Proctor 0030 - First Comme... 6400 - Cther ... -40.00
End of Month checklist Page 5 of 5

November 13, 2001



